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Client:
	
[bookmark: clientname]
	
	Prepared by:

	Date:


	
Period:
	
[bookmark: periodend]
	
	Reviewed by:

	Date:




PRELIMINARY PLANNING PROCEDURES – CLIENT INVOLVEMENT IN THE PLANNING PROCESS

NB: The key issues noted from this document must be recorded in the relevant areas of the audit file or the PAF and should feed through into the risk assessment, audit approach and fieldwork.

If this is addressed by a meeting (rather than telephone conversation), which occurs at the client’s premises, consideration should be given to testing journals and suspense accounts and undertaking walkthrough tests.

	Which members of the client staff and the audit team have been involved in the preplanning process and what are their roles?
N.B. If the Regulation of Auditor’s Checklist noted that there are members of Management with whom matters should be communicated in addition to Those Charged with Governance, there needs to be communication with both Those Charged with Governance, and Management ~ this may, however, be at the same time






	How was the communication undertaken and on what date? 
N.B. If the A.E.P. and the client have had significant communication throughout the period this may be sufficient provided it is adequately documented








In respect of a new audit assignment, where the discussion points below request “changes” to be noted, full information should be documented, as the working papers will not document “existing” issues affecting the client.


	Scope of discussion (add additional points as appropriate) ~ note that all points should be discussed, and key issues highlighted:



	1. Developments in the business during the period;

	

	2. Changes in key personnel, including management and shareholders;

	

	3. Changes or new accounting systems put in place (including internal controls);

	

	4. [bookmark: _GoBack]New or changes to accounting policies and estimation techniques, including accounting estimates (including those that arise as a result of the first application of a new or revised accounting standard);

	

	5. New law or regulations applying to the business or changes in existing legislation;

	

	6. Any known instances of non-compliance with law and regulations during the accounting period by the client or service organisation;

	

	7. Any instances of claims or litigation against the client during the accounting period (it is suggested that copies of invoices from legal advisers are requested to enable the audit team to decide whether or not third party confirmations are to be requested);

	

	8. Potential areas of significant risk in the business (including whether the client has a risk assessment process, either formal or ad-hoc, and any adverse matters the risk assessment process has identified during the accounting period) NB: NSA 240 paragraph 31 states that management override represents a significant risk in all entities. In addition, consideration should be given to the risk of fraud in revenue recognition;

	

	9. All entities are susceptible to fraud. Document any concerns or knowledge of fraud at the client or service organisation and where these might occur within the business (unless all of those charged with governance are involved in managing the entity, this should be specifically raised with both those charged with governance and management to corroborate the responses given);

	




	10. Communication (if any) to employees regarding views on business practices and ethical behaviour;

	

	11. Use of journals and suspense accounts by the client;

	

	12. Which figures in the primary statements are of most concern to the client (i.e. the ones that the client views as “material”), and what fluctuation to these figures would affect their view on the financial statements;

	

	13. Changes in the organisation’s objectives;

	

	14. Changes in service organisations, or services provided by a service organisation;

	

	15. Need to obtain confirmation from an expert;

	

	16. Any new or changes to related parties (ensure client is aware of definition of related parties ~ where appropriate, use the Related Parties Questionnaire ~ Proforma Documents / Appendix 7), including details of any related party transactions arising during the accounting period (whether or not they would need to be disclosed);

	

	17. Type of financial statements to be produced / filed;

	

	18. Following up how the client has actioned last period’s management letter points (if not already done so);

	

	19. (Where applicable) Expected timing of receipt of the draft Directors’ Report from the client;

	

	20. Include any additional matters necessary to discuss with the client:
· [Matter 1]
· [Matter 2]
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