NPC Audit Toolkit
Sample Agenda for Audit Entrance Conference with Management and Auditors

NOTE:  It is recommended that the lead finance staff, and others as necessary, meet with the auditors at the start of audit.  The following list includes items that the NPC may consider including in the agenda for the audit entrance conference with the auditors.   

· Review “request list” with the auditors and make note of any items that are not yet ready
· Inform the auditors of any balances on the trial balance that have not yet been reconciled and/or that you are still planning on posting a journal entry to adjust
· Discuss any areas that you would like help from the auditor in resolving during fieldwork; examples might include the accounting for significant transactions or help in completing a rollforward schedule
· Note when the auditors can arrive in the morning and when the auditors need to leave at the end of the day
· Show them the workspace provided for them, discuss whether or not documents and other materials may be left in the room overnight
· [bookmark: _GoBack]Communicate how you would like the auditors to handle any sensitive documents, such as payroll records or certain contract documents; issues to consider are whether the auditors can make copies, who the auditors can and cannot discuss the documents with, and who the auditors should return the documents to before they leave at the end of each day
· Assist the auditors with obtaining internet access through your system, if applicable
· Discuss location of photocopy machines, kitchen, and other facilities
· Discuss access codes or other restrictions on photocopy machines
· Communicate who on your finance team will be the point person for the auditors to go to with questions and additional requests; if necessary, establish specific times each day for the point person and the auditors to meet
