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Arctic Slope Community Foundation
Success for Nonprofit Audit Preparation Program (SNAPP)

Audit Readiness Packet

Everything the Auditor Will Ask For — Organized in One Place
For Small Rural Municipalities in the North Slope Borough
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Audit Readiness Certification

Before providing materials to auditors, management should confirm that all required documents are complete,
organized, and accessible. Complete this certification and retain it as the cover sheet of your audit packet.

Certification Statement

We certify that, to the best of our knowledge, the financialrecords and supporting documentation for the fiscal year

ending_____ are complete and readyfor audit review.
Prepared by: Title:
Date: ___

Reviewed by: Title:
Date

Audit Packet Master Index

Use this as your table of contents. Check off each section as it is assembled. Note the physical or electronic
location of each section.
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Trial Balance, General Ledger, and Chart of Accounts

B Financial Statements (Balance Sheet, Revenue &
Expenditure, Budget vs. Actual)

C Bank Statements and Reconciliations (all accounts, all
12 months)
D Revenue Documentation (revenue detail, grant

drawdowns, fee records)

E Expenditure Documentation (AP listing, invoices,
approvals, payment proof)

F Payroll (registers, rates, timesheets, tax filings, W-2s,
PERS/TERS)
G Grant Compliance (agreements, amendments, reports,

reimbursements, SEFA)
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Capital Assets (asset listing, additions, disposals,
depreciation schedule)

| Debt (loan agreements, payment schedules, balances)

J Council Records (minutes, budget resolutions,
amendments, salary schedule)

K Internal Controls Documentation (policies, procedures,
compensating controls)

L Prior Audit Findings and Corrective Action Plan

M Auditor Correspondence and Confirmation Letters
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Section-by-Section Assembly Guide

For each section, this guide lists exactly what to include, where to find it, and what the auditor will focus on.

Section A: Trial Balance, General Ledger, and Chart of Accounts

Adjusted Trial Balance Reports > Accountant & Taxes > Trial Balance As of fiscal year-end, after all
adjustments
General Ledger (full year) Reports > Accountant & Taxes > General Ledger Complete transaction detail—auditors

trace individual items

Chart of Accounts Lists> Chart of Accounts Current version showing all account
numbers and names

Year-end adjusting journal | Company > GeneralJournal Entries List with supporting calculations and
entries approval signatures

Section B: Financial Statements

Balance Sheet Reports > Company & Financial > Balance Sheet As of fiscal year-end
Standard
Revenue & Expenditure Reports > Company & Financial > Profit & Loss Standard | Full fiscal year
Statement
Budget vs. Actual Report Reports > Budgets > Budget vs. Actual Auditor verifies spending did not

exceed appropriations

Section C: Cash and Bank Reconciliations

Bank statements (all Bank website or mailed copies Complete statements — all pages
accounts, all 12 months)

Reconciliation Summary Printed at time of reconciliation Must show Difference = $0.00
and Detail (each account,
each month)

Outstanding Included inreconciliation detail Review for stale items over 90 days
checks/deposits list

Supervisory review Mayor initials and date on each Required compensating control
evidence reconciliation
List of all bank accounts Cityrecords Account name, number, purpose, authorized signers
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Section D: Revenue Documentation

Revenue detail listing

Grant drawdown receipts

Tax or fee collection
records

EIAP/NPR-A funding
documentation

QuickBooks revenue accounts

Grant files / bank records

Cityrecords

NSB / state correspondence

Section E: Expenditure Documentation

AP Aging Summary (year-

end)

Significant vendor invoices

Approval signatures on
invoices

1099 records and W-9
forms

Section F: Payroll

Reports > Vendors & Payables > AP Aging

Vendor/AP files

Attachedto eachinvoice

Vendor files

Shows all revenue sources by account
Proof of grant funds received

If applicable — property tax, sales tax, utility fees

Award letters, payment confirmations

Dated at fiscal year-end

Auditor will sample — have invoices accessible

Demonstrates authorization before payment

For contractors paid $600+ during the year

Payroll Summary (full year)

IRS Forms 941 (all 4
quarters)

W-2 forms (employer
copies)

PERS/TERS remittance
statements

Council-approved salary
schedule

Sample timesheets

Reports > Employees & Payroll > Payroll

Summary

Filed copies

Payroll processor / QB

AK Division of Retirement

Councilrecords

Personnel files

Total must match sum of all four 941 returns

Include proof of timely filing and deposit

Totals must agree with Payroll Summary

Reconcile to QB payroll deductions

Auditor compares authorized ratesto actual pay

Auditors sample 2-5 employees across multiple
periods
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Section G: Grant Compliance

Grant agreements and Grant files

amendments

Grant expenditure reports (by

class)

Drawdown/reimbursement Grant files
requests

Financial Status Reports Grant files
(FSRs)

Procurement documentation

SEFA (if Single Audit applies) City-prepared

Sections H-M: Remaining Sections

Csovion | Koybucumems L sowes ———hutoramis

H — Capital
Assets

| —Debt

J— Council
Records

K — Internal
Controls

L — Prior Findings

M—
Correspondence

Fixed asset schedule with cost,
date, depreciation

Loan agreements, payment
schedules, current balances

Meeting minutes, adopted
budget, amendments, salary
schedule

Written policies, SOP
documentation, compensating
controls description

Prior audit report, management
letter, corrective action plan
with status

Bank confirmation contacts,
attorney letter contacts, auditor
engagement letter

QuickBooks filtered by grant class

Grant procurement subfolder

City-prepared

Lender records

City Clerk

Policy manual

Audit files

Cityrecords

For every active grant during the fiscal year

Must tie to drawdown and FSR amounts

With all supporting backup documentation

As submitted —reconciled to QB

Quotes, bids, selectionrationale, contracts

All federal programs with CFDA/ALN numbers

Reconcilesto Balance Sheet asset accounts

Reconcilesto Balance Sheet liability
accounts

Auditor verifies approvals for budget,
contracts, payroll

Auditor evaluates the control environment

Auditor tests whether prior findings were
corrected

Auditor sends confirmations directly to banks
and attorneys
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Audit Request Log

Track every document request from the auditor in one place. This prevents items from falling through the cracks
and demonstrates organized responsiveness.

Audltor Request Assigned To/ Due Date r

Not Started/ In Progress

/ Provided

2 Not Started/ In Progress
/ Provided

3 Not Started/ In Progress
/ Provided

4 Not Started/ In Progress
/ Provided

5 Not Started/ In Progress
/ Provided

6 Not Started/ In Progress
/ Provided

7 Not Started/ In Progress
/ Provided

8 Not Started/ In Progress
/ Provided

9 Not Started/ In Progress
/ Provided

10 Not Started/ In Progress
/ Provided

11 Not Started/ In Progress
/ Provided

12 Not Started/ In Progress
/ Provided

13 Not Started/ In Progress
/ Provided

14 Not Started/ In Progress
/ Provided

15 Not Started/ In Progress
/ Provided
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Final Review Checklist

Complete this checklist before the auditor arrives. Every item must be checked.

Financial Records

Financial Records

o oo o ol O

Adjusted Trial Balance saved as finalversion

General Ledger printed/saved for the full fiscal year

Balance Sheet reviewed — all balances supported and reasonable
Revenue & Expenditure Statement reviewed — compared to budget
Budget vs. Actualreport prepared for allgovernmental funds

All year-end journal entries documented with support and approval

Cash and Banking

Cash and Banking

O Bankreconciliations completefor ALL accounts, ALL 12 months

| Each reconciliation package includes: statement + summary + detail + review signature

O All differences =$0.00 —no forced balances

O List of allbank accounts prepared (name, number, purpose, authorized signers)
Payroll

Payroll

U Payroll Summaryreconciled to all four 941 returns
O PERS/TERS contributions reconciled to state remittance statements
O Council-approved salary schedule on file and matches actual rates
| W-2totals agree with Payroll Summary

Grants

voleee ]

O
O

Complete grant file for every active grant (agreement, drawdowns, FSRs, invoices)

Grant expenditures reconciled to SEFA amounts (if Single Audit applies)
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All grant reports submitted on time with copies on file

Procurement documentation complete for all grant purchases above threshold

Governance and Controls

Governance and Controls

o ool o oo

All council meeting minutes on file for the fiscal year

Adopted budgetresolution and allamendments on file

Internal controls documentation (policy or compensating controls description) on file
Prior audit findings addressed — corrective action plan with updated status

Auditor engagement letter signed and on file

Bank and attorney contact information provided for confirmation letters

Logistics

O
O
O
O
O
O

Audit packet assembled — all sections Athrough M complete
Master Index checked off —all sections present

Readiness Certification signed by preparer and reviewer

PBC documents provided to auditor 2-4 weeks before fieldwork
Single point of contact designated for auditor requests

QuickBooks backup created and stored securely

Arctic Slope Community Foundation | SNAPP | Page 9 of 11



Audit Readiness Packet SNAPP e« ASCF

Rural Alaska Practical Example

Scenario: Second Class City with Two Finance Staff Preparing for Audit

Thecity has aclerk who handles allfinancial transactions and a mayor who provides oversight.

Preparation (6 weeks before audit):

The clerk assembles the audit packet using this guide, working through Sections A-M one at atime.
For each section, the clerk checks the documents against the Master Indexand notes the location.
The mayor reviews and initials all 12 months of bank reconciliations (if not already done monthly).
Theclerk runs allyear-end QB reports and saves final versions.

Grantfiles are organized with agreements, drawdowns, invoices, and FSRs.

Delivery (2-4 weeks before audit):
The clerk provides the complete audit packet to the auditor electronically (scanned PDFs organized by section).
The Readiness Certification is sighed by both the clerk and the mayor.

The Audit Request Log is created and ready to track any additionalrequests during fieldwork.

Result:
Audit fieldwork proceeds efficiently with minimaldisruption.
The auditor can locate any document within the organized packet.

Fewer follow-up requests;faster completion; reduced audit findings.

If Internet or Staffing Is Limited

For remote villages with limited connectivity: prepare the entire packet in advance as physical binders or USB drives. Ifthe
auditor works remotely, scan documents to PDF and organize by section. Do not wait until fieldwork to begin assembling —
connectivity issues during audit create costly delays.

Arctic Slope Community Foundation | SNAPP | Page 10 of 11



Audit Readiness Packet SNAPP e« ASCF

Disclaimer

This packet is published by the Arctic Slope Community Foundation as part of the SNAPP Modified Virtual Support
Program. It provides a structured framework for organizing audit support documentation.

SNAPP provides advisory and technical assistance only. This document does not constitute legal, accounting, or
audit advice. Requirements vary by municipality and funding source. Verify current grant terms, Alaska reporting
requirements, and North Slope Borough ordinances before finalizing. Participating municipalities remain solely
responsible for the completeness and accuracy of all audit materials.

Version 1.1 —Enhanced Edition | Arctic Slope Community Foundation | SNAPP Program
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