Audit Ready Books Checklist
Keep these habits all year and your year-end review or audit will be faster, cheaper and calmer. Whether or not you ever have an audit, this is what well-kept books look like.
	✓
	Habit or control
	How often

	1. Monthly habits   The routine that keeps books clean

	☐
	Reconcile every bank, credit card and online payment account (e.g., Zeffy, Stripe, PayPal) to its statement.
	Monthly

	☐
	Save a receipt or invoice for every transaction in a folder organized by month.
	As you go

	☐
	Code each transaction to the right program, fund or grant.
	As you go

	☐
	Record deposit details: who paid, what for, and whether it's restricted.
	As you go

	☐
	Check payroll and remittance confirmations against the books.
	Each pay period

	☐
	Share a financial report against the budget with the board or finance committee.
	Monthly or quarterly

	☐
	Close the month and lock the period in your accounting software.
	Monthly

	2. Controls in place   What auditors test

	☐
	Duties are separated, or someone independent reviews the bank reconciliation.
	Monthly

	☐
	Two signatures or dual approval on cheques, e-transfers and online payments.
	Every payment

	☐
	Invoices and expense claims approved before payment; the ED's claims approved by the chair or treasurer.
	Every payment

	☐
	Cash counted by two people, both sign the count sheet, deposited promptly and intact.
	Every event

	☐
	Signing authorities on file with the bank match the current board resolution.
	When signers change

	☐
	Each user has their own software login, and data is backed up.
	Ongoing



	3. Year-end package for your CPA   Gather these right after your fiscal year-end

	☐
	Trial balance and general ledger at year-end (or access to your accounting software)
	☐
	Bank and credit card statements and reconciliations for the last month of the year

	☐
	List of amounts owed to you (receivables), e.g. grant payments due
	☐
	List of unpaid bills for the year (payables)

	☐
	Schedule for each grant: received, spent, deferred balance
	☐
	Signed grant, contribution and loan agreements

	☐
	Payroll: T4 summary and remittance statements
	☐
	GST/HST (and QST) returns and rebate claims

	☐
	Capital asset purchases and disposals, with invoices
	☐
	Loan and investment statements at year-end

	☐
	Board minutes for the year, bylaws and any amendments
	☐
	Donation receipt log matched to donation revenue (charities)

	☐
	Leases, contracts and other commitments
	☐
	Last year's statements and the CPA's management letter

	☐
	Note of anything unusual: disputes, big one-off events, changes after year-end
	☐
	Opening balances agree with last year's final statements



	Tip: Ask your CPA for their own year-end list (often called a "PBC" or "prepared by client" list). It may include items specific to your organization.




