Meeting Summary (Feb 5, 2026 – Monthly Assurance Meeting)
🔹 1. Meeting Overview
· Led by Praneeth Assiriyage
· Agenda: 
· Review audit & review schedules (Feb–April)
· Discuss template & documentation updates
· Jordan’s presentation on audit sampling efficiency
· Busy season approaching → strong emphasis on communication and coordination

🔹 2. Audit & Review Scheduling
· Staff assigned across: 
· February: Ongoing audits + clients (e.g., Niagara Community Futures, Diocese, Cherry Hill Club)
· March: Reviews + transition into T1 (tax) work
· April: Almost all staff focused on T1s
· Key expectations: 
· Communicate schedules with managers/partners
· Notify teams before starting audits
· Keep schedule updates centralized via office managers
· Example update: 
· South Niagara client documents expected by Feb 19 (pending engagement letter)

🔹 3. Documentation & Reporting Expectations
✅ Report Handling
· Always: 
· Use most recent report templates
· Save reports under financial statement documents
· Avoid: 
· Copying wording from prior-year files
· Accuracy in report wording is critical for compliance
✅ Templates & Updates
· Compilations: No major changes
· Reviews: Updates mainly in FRF disclosure checklist
· Audits: Significant updates: 
· New checklists and schedules
· Updates aligned with CAS standards

🔹 4. Key Audit Changes
📌 New / Updated Requirements
· Going Concern 
· Must assess 12 months from audit report date (not balance sheet date)
· Requires client forecasts and budgets
· Management Representation (Form 314) 
· New checklist to validate completeness
· Service Organizations 
· New checklist (covers payroll, hosting, IT, etc.)
· Broader scope → assess audit risks and reliance
📌 Other Notes
· Use latest templates from document library only
· Letters/templates should not be copied from old files
· Maintain firm-wide consistency in documentation

🔹 5. Excel & File Management Practices
✅ Audit File Setup
· Ensure JCPC key/checklists are included for all files
· Always confirm: 
· You’re using the latest template version
· Checklists are updated and active
✅ PDF Archiving & Formatting
· Excel files must: 
· Be legible when printed/PDF’d
· Use print preview / page break view
· Tips: 
· Use tabloid layout + landscape orientation
· Adjust margins / avoid cut-offs
· Plan to: 
· Implement macro for auto-formatting
✅ File Organization
· Do NOT include large raw files (e.g., GL) in working papers 
· Store in “Documents Not to be Published”
· Maintain clean, auditable working paper folders

🔹 6. Jordan’s Presentation (Audit Sampling in Excel)
🎯 Goal
Speed up sampling from large General Ledgers (GL)
🧠 Key Method
1. Export GL from QuickBooks
2. Clean data: 
· Fill blank cells (Ctrl+G → Special → Blanks)
· Remove headers/totals
3. Filter accounts (e.g., expenses)
4. Identify: 
· Items above materiality
· Remaining population
5. Generate random samples: 
· Use RANDBETWEEN
· Sort and select top values
💡 Enhancements Suggested
· Use text filters (e.g., account starts with 5/6) to save time
· Consider exporting as CSV: 
· Faster
· Avoids missing/corrupt data
· Then convert to Excel for formatting
⚠️ Important Consideration
· Don’t ignore credit balances 
· If material → must be tested separately

🔹 7. Practice Inspection Reminder
· Inspection may begin after April 30 (likely July)
· Files eligible: 
· Any engagement completed and issued before inspection date
· Key takeaway: 
· Ensure all files are clean, compliant, and review-ready

🔹 8. Key Takeaways
· ✅ Use latest templates and reports only
· ✅ Focus on accurate audit documentation
· ✅ Improve Excel efficiency for sampling
· ✅ Maintain clear communication during busy season
· ✅ Ensure files are inspection-ready at all times

