NPC Audit Toolkit
Sample Audit Preparation Checklist for Management 

NOTE:  The following list includes items preparation tasks that management may consider performing in getting ready for audit fieldwork.     

· Assign a point person who will be the primary contact from the NPC who works with the auditors.  
· Ask the auditors to assign a point person on their team who will be the primary point of contact for audit requests
· Obtain “request list” from auditors - 
· Ask the auditors to number the items on the list to facilitate organization of the materials you prepare and gather in response to the “request list”
· Review the list to ensure you understand what is specifically being asked for, follow up with auditors to clarify any unclear requested items as needed
· [bookmark: _GoBack]Review the “request list” with the finance team and other staff, assign each requested item to a specific staff member and establish a due date that is in advance of the due date provided by the auditors.  Determine who will review each requested item before it is provided to the auditors.  Establish who on the team will hold the team accountable for meeting the due dates; often this is the same person that is assigned as point person to work with the auditors (see first bullet point above).
· Designate a centralized repository (for example, a physical box, a folder on the network, a SharePoint site, etc.) where the team will save requested materials before they are provided to the auditors.
· Maintain a working copy of the “request list” – 
· If the auditors did not list a due date for each item on the “request list” ask the auditors for those due dates and add them to the list
· Add any items requested by the auditors that were not on the original list, so they can be included in the original list next year
· Note when items are completed and provided to the auditors
· Retain a copy of any materials provide to the auditors
· Ask the auditors to utilize an internet-based portal system, rather than email, for organizing and exchanging requested materials in electronic format.     Common portal systems used by auditors include SharePoint and ShareFile.
· To the extent possible, provide all requested materials to the auditors in electronic format.  
· In addition to the materials on the “request list” the following items should be gathered or easily accessible.  If the auditors didn’t request these items on the original “request list” they will likely ask for them later in the process:
· “Permanent file” documents, including the articles and bylaws for the NPC, loan agreements, lease agreements, insurance documents, copies of signature cards for bank accounts, and other significant contracts and agreements that are in effect for multiple years
· Minutes of meetings for the board of directors and related committees
· Accounting, personnel, and other policies, procedures, and operating manuals
· Reconciliations and supporting documentation for each balance sheet account
· Supporting documentation for all transactions that occurred during the year, including invoices paid, payroll registers, canceled checks, bank statements, investment account statements, etc.
· Ask the auditors for a listing of individuals they will need to interview during the audit process.  Facilitate scheduling interview dates/times for these interviews.  
· Arrange for a conference room or similar workspace for the auditors while they are on-site.
· Arrange for internet access for auditors while they are on-site, if necessary.  
