
Responsibilities and Timeline 
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Presentation Notes
GC WP 29 Financial AuditsAnnual Audits GC WP 29 05  Each organization shall prepare its financial statements to be audited annually or receive some other level of service as approved b the General Conference Executive Committee.Knowing that some level of customization will be needed for each area, we have developed this template with space on the cover page to identify the area/division/etc. for which the time line is prepared.  The timing and wording may need to be customized due to timing for travel, amount of work done on-site versus at the auditors office, methods of delivering documents (binders, Portal, email, etc.).  



AGREE 

 Develop and agree 
on written terms 
of engagement 
with the client 

OBTAIN 

 Obtain 
information about 
client’s accounting 
and financial 
reporting system 

PERFORM 

 Design and 
perform audit 
procedures based 
on assessed risk 
of material 
misstatement 

CONCLUDE 

 Analyze results, 
draw conclusions, 
and form an 
opinion about the 
financial 
statement 

REPORT  

 Prepare and  
issue audit opinion 
and other 
communications  
to prescribed 
recipients 

ASSESS 

 Assess the risk of 
material 
misstatement, 
whether due to 
error or fraud 
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Presentation Notes
This is the process we are required by professional audit standards and SDA policy to follow when performing an audit.The following three slides break the audit process down into three main phases:Audit PreparationAudit Fieldwork andAudit Completion.At east step, in each phase, there are responsibilities to be performed by the auditor and by the client organization so that the audit can be successfully completed and reports issued.  Let’s go over those steps…



6 months before audit Prior to client’s fiscal 
year-end 

 Audit 
preparation list 
and sample 
documents 
provided  to 
client (via 
binder, Portal, 
or email) 

Maximum of 90 days after 
close of financial year 

2 weeks prior to On-site 
Time 

2 weeks prior to On-site 
Time 

 Discuss audit 
schedule 

 Sign and return 
engagement letter 

Auditor responsibility              Client responsibility 

 Schedule the audit 
 Send engagement letter 
 Provide core policy 

assertion letter template 

1 month prior to On-site 
Time 

 Audit preparation 
items provided to 
auditor 

 Sign & return 
policy assertions 
on letterhead 

 Review files for 
completeness  

 Respond to 
auditor queries  

 Review client 
documents  
 Determine if client is 

ready OR 
 Consider need to 

withdraw 

 Sign accounting 
agreement if 
needed 

 Discuss accounting 
services if needed OR  
 Start withdraw 

process and required 
communication 

 Finalize all 
financial 
transactions 

 Prepare 
financial 
statements per 
SDA Accounting 
Manual 
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Audit Preparation includes the process of Agreeing on the engagement and Obtaining necessary information and documents.EXPLAIN PROCESS FOR withdrawal and required communication.  Client should be clear in advance that their inaction or unreadiness results in a process of withdrawal that includes billing for services rendered to date, information to audit committee chair and treasurer of higher organization(s), and what is required to get back in the audit queue.  A withdrawal may be temporary (postponed and rescheduled audit) or it may be permanent.  This needs to be clearly communicated with all parties and documented in our withdrawal letter.  Related policy requirements:  Preparation for Annual Audit GC WP 29 10:Officers sign engagement letter GC WP 29 10 #290 Days after close of client’s financial year – GC WP S 29 10 #1Audit preparation items provided to auditor (electronically where possible) GC WP S 29 10 #3Provide policy assertion letter GC WP @ 29 10 #4Note: the times shown on this audit preparation slide generally apply to audits taking place more than 3 months after the close of the organization’s fiscal year.  For audits which take place sooner than that, the time frames and deadlines will obviously need to be adjusted.  



2 weeks prior to On-site 
Time 

1-2 weeks prior to On-site 
Time 

Audit On-site Time 

End of On-site Time– if 
pending audit issues 

Engagement Extension - 
maximum 30 days 

Audit committee 
chair & treasurer 
available for 
consultation 

Auditor responsibility              Client responsibility 

 Audit planning and 
risk assessment  
performed 

End of On-site Time– if 
all audit issues resolved 

 Officers available 
for Entrance 
meeting 

 Treasury team 
available for queries 

 Treasurer and 
treasury team 
available for 
questions 

 Audit procedures  
at client office 

Work on audit 
procedures at 
auditor’s office 

 Audit status meeting 
 Sign audit extension  

 Audit status meeting 
– discuss pending 
items and deadlines 
 Prepare engagement 

extension letter 

 Provide 
documentation as 
needed for pending 
items 

 Auditor resolution 
of pending/open 
items 

 Exit interview 

 Exit interview 
(if no pending 
items) 
 Close of 

Engagement (COE) 
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Audit fieldwork includes the process of Assessing the risk of material misstatement and Performing the appropriate audit procedures including planning.Related policy requirements:Participation on the Annual Audit GC WP S 29 15:Availability by audit committee chair and treasurer prior to on-site week can be by phone, email, or letter. Management shall make arrangements to be available during the engagement and be responsive to requests made by the auditor.If at the close of scheduled audit procedures, management has not provided all the information requested by the auditor, the auditor shall inform management of the audit status and request a written engagement extension letter.At the close of the engagement, an exit interview will be conducted.



Close of Audit Extension From COE to a maximum 
of 53 days 

From COE to a maximum of 
53 days 

No later than 60 days 
after COE 

No later than 60 days 
after audit report release 

Provide report to 
audit committee 

Provide auditor 
with responses 
to findings 
shared with 
audit committee 

 Exit Interview 

Auditor responsibility              Client responsibility 

 Exit Interview 
(all outstanding 
issues resolved) 
 Close of 

Engagement (COE) 

Week after Draft release  

 Draft report 
released to 
officers 
 Draft letter for 

Representation 
& Release 
provided to 
officers for 
signature 

 Respond to audit 
inquiries as 
needed 

 Prepare audit reports 
 Audit Quality review 
 Report approval 
 Auditor follow up 

 Sign and date 
Representation & 
Release letter 

 Audit report 
released to 
management and 
chair of audit 
committee 

Client reviews 
draft report  

Contact auditor 
with any 
questions 
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Audit completion includes the processes to Conclude the engagement and Report on the results.Related Policy requirements:Participation on the Annual Audit GC WP S 29 15:At the close of the engagement, an exit interview will be conducted.The auditor shall supply a draft of the audit report for management to review before it is finalized.  Since the financial statements are the responsibility of the organization, it is important for them to be reviewed and understood.Presentation of Audit Reports  GC WP S 29 20Within 60 days of the close of the audit engagement, when all outstanding issues have been resolved, the auditor will provide to management and the Chair of the audit committee the audit report which includes an opinion on the financial statements, a report on compliance with the core policies of the denomination, and an audit communication letter which includes any significant deficiencies identified in internal controls.Upon receipt of this report, management shall:Provide to the audit committee a copy of the audit report along with their response to any findings within 60 days of receiving the report from the auditor.Provide to the auditor a copy of their response to any finding they have shared with the audit committee.
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