📄 Meeting Summary (March 5, 2026)
🔹 1. Meeting Overview
· Short session due to busy season
· Focus on: 
· Documentation quality improvements
· Minor template/system updates
· Efficiency tips (Excel + time tracking) by Tyson

🔹 2. Caseware / Template Update Issue
· Issue: Signatures missing when updating certain forms (e.g., C310, C110)
· ✅ Fix: 
· Run “Update from Resource Centre” twice
· Signature section will reappear
· Note: 
· Not critical if missing → Caseware sign-off is sufficient

🔹 3. Key Audit Documentation Expectation (Major Focus)
❗ Main Issue
· Overuse of: 
· ✔ checkmarks
· “Agreed to support” (AY)
· Problem: 
· No evidence of what was actually tested
· Reviewer cannot reperform or understand work
✅ Required Improvement
· Provide detailed documentation, not just ticks: 
· What document was reviewed (invoice, agreement, etc.)
· Amount tested
· Period/date relevance
· Conclusion (e.g., correct classification, cutoff)
👉 Example:
· ❌ “AY – agreed to support”
· ✅ “Agreed $1,000 to rental agreement for Jan 2025; period and amount appropriate”
✔ Key Principles
· Think from reviewer’s perspective
· Ensure work is: 
· Understandable
· Reperformable
· Defensible

🔹 4. Sampling & Testing Guidance
✅ Best Practices
· Always start from GL posting (source of population)
· Avoid: 
· Sampling from batches (→ “sample of a sample”)
· Instead: 
· Obtain detailed breakdown behind batches
· Sample from individual transactions
✅ Additional Requirements
· Maintain a difference column (even if zero)
· Track and extrapolate differences
· Ensure proper: 
· Cut-off testing
· Period accuracy
· Classification

🔹 5. Caseware Setup Issues
· Some files may: 
· Not be linked to resource centre
· Missing JCPC key
· ✅ Fix: 
· Copy templates/keys from document library
· Reinsert into file manually
· Important: JCPC key is required for checklists to function

🔹 6. Resources & Tools Reminder
· Use Z drive / document library 
· Illustrative financial statements (various scenarios)
· Updated notes and templates
· Tips: 
· Use bookmarks for quick navigation
· Use cheat sheets for Caseware updates

🔹 7. Tyson’s Presentation – Efficiency Tips
🧠 Excel Shortcuts
· Ctrl + Shift → select data quickly
· Ctrl + T → create table
· Ctrl + ~ → view formulas
· Ctrl + [ ] → trace formulas
· Ctrl + D / Ctrl + R → copy formulas down/right
· Ctrl + Back → return to previous cell
⏱ Time Tracking Improvements
· Use timer function in iFirm
· Switch to “actual time entry”: 
· Tracks exact hours (e.g., 9:00–6:00)
· Eliminates manual decimal calculations
· Combine Excel timestamps + system tracking for accuracy

🔹 8. Key Takeaways
· ✅ Improve documentation depth (biggest priority)
· ✅ Avoid tick marks without explanation
· ✅ Sample properly from actual GL detail
· ✅ Ensure Caseware files are correctly set up
· ✅ Use shortcuts/tools to save time during busy season

