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· Reduces last-minute back-and-forth with your auditor
· Makes it easier to answer governance, SARS, and funder questions quickly.
· Helps you hand over a clean, well-organised pack.
year-end financial information
☐  Latest trial balance and general ledger reports in excel.
☐  Fixed asset register (Reconciled to the Trial Balance)
☐  Insurance policy (Applicable for the Financial Year)
☒  Your audit deliverable list is complete (what the auditor asked for and where it is filed). 
☐  Draft AFS (if any) and supporting schedules are saved in one place. 
governance
☐  Board minutes and resolutions for the year are saved and complete (approval of budgets, key decisions, appointments).
☐  Signed policies in use are filed (procurement, expense authorisation, record retention, etc.). 
☐  NPO founding documents and registration details are up to date and filed. 
bank and cash
☐  Bank statements are saved for every month for every account. (For financial year + 2 months after year end) 
☐  Bank reconciliations are complete for all months (and reviewed).
☐  Proof of payment is filed for major payments and unusual items.
☐  Petty cash records are complete (if applicable).
☐  Listing of approved signatories 







revenue and funders 	
☐  Grant and donor agreements are filed (including any amendments).
☐  Reports submitted to funders
☐  Restricted funds tracking is updated (what was received, spent, and remaining). 
☐  Donation and receipt records are complete (where applicable).	
☐  Schedule of in-kind donations (where applicable) 
☐  Schedule of 18A certificates issued (Where applicable) 
expenses and suppliers
☐  Supplier invoices are filed and easy to match to payments.
☐  Supplier statements are saved for key suppliers and reconciled where needed.
☐  Expense approvals are filed for significant spend (as per your policy). 
☐  Contracts and leases are filed for recurring commitments.
payroll
☐  Payroll summaries/reports are saved for the year.
☐  PAYE/UIF/SDL submissions and related confirmations are saved. 
☐  Employment contracts and key HR documents are filed (where applicable).
☐  Approved timesheets (Where applicable)
sars
☐  PBO approval letter
☐  SARS correspondence for the year is saved (queries, letters, confirmations).
☐  PAYE-related records are filed (EMP201/EMP501 as applicable). 
☐  VAT records are filed if you are registered (returns, workings, correspondence).
☐  SARS IT34 for your previous financial year
☐  Proof of IT3(d) submission
dsd / npo directorate
☐  NPO certificate 
☐  Annual narrative and financial reports (including proof of submission). 
☐  DSD correspondence.

final handover
· Create one folder called For Auditors and place the auditor request list there. 
· When the auditor asks for something, copy the item into For Auditors folder or point them to the exact folder location. 
· If you do not have an item, note it clearly. 
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