Meeting Summary (April 2, 2026)
🔹 1. Meeting Overview
· Short session due to peak busy season
· Focus on: 
· Audit schedule updates (April–June)
· Rep letter & closing procedures
· Documentation expectations and checklist reminders

🔹 2. Audit Schedule Updates
· April:
· Almost fully dedicated to T1 (tax) work
· Limited audit activity (e.g., South Niagara, Metro)
· May–June:
· Heavy audit workload (Niagara, Community Living, churches, etc.)
· Schedule is fully booked
· Key expectations:
· Notify managers of vacations early
· Ensure planning work (TB, GL, planning docs) is ready before start dates [April-transcript | Word]

🔹 3. Management Representation (Rep) Letter
· Ensure latest template version is used
· When sending to client: 
· Attach: 
· Trial balance
· Adjusting & unadjusted entries
· Have client initial/sign pages as evidence of review [April-transcript | Word]

🔹 4. Audit Findings Letter (Important Clarification)
· Replaces “post-audit letter”
· Purpose: 
· Final communication to those charged with governance (Board)
✅ Key Points
· Sent with draft financial statements
· Date = board meeting / approval date
· Does NOT get updated later
· Should include: 
· Risks
· Unadjusted entries
· Outstanding items
👉 Important:
· Send early enough for Board review (not at last minute)
· Obtain some acknowledgment from Board [April-transcript | Word]

🔹 5. Client Communication & Documentation
✅ Expectations
· Do NOT: 
· Just upload questionnaires
· MUST: 
· Extract and document responses in working papers
✅ Always document:
· Who you spoke to
· Date of discussion
· Actual responses
· Avoid assumptions (“same as last year”)

🔹 6. Key Audit Timing Concepts
· FS Approval Date ≠ Rep Letter Date 
· FS approval: Board approval
· Rep letter: Management responsibility sign-off
· Subsequent events testing (102): 
· Must be completed up to Rep letter date [April-transcript | Word]

🔹 7. Checklist & File Requirements
· Ensure all updated checklists are used: 
· 314 – management representation
· 516 – service organizations
· 510 – updated checklist
✅ Service Organizations
· Applies to: 
· Payroll providers (e.g., Ceridian)
· Hosting/cloud services
· Not applicable to: 
· Basic payroll software (QuickBooks, Sage)

🔹 8. Closing Procedures & Subsequent Events
· Use template questions (102) for client inquiry
· Final sign-offs should: 
· Match Rep letter date
· Confirm discussions of subsequent events occurred

🔹 9. Key Takeaways
· ✅ Use latest rep letter and templates
· ✅ Send audit findings letter early to Board
· ✅ Document client discussions properly
· ✅ Understand timing differences (Board vs Rep letter)
· ✅ Ensure all checklists completed and up to date
· ✅ Keep files inspection-ready during busy season

