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	Organisation and regulatory details
	Response

	List all practice entities
	

	For corporate entities, who are the current directors?
	

	Provide the Tax Agent (TA) registration number
	

	Is the TA an individual or a corporate?
	

	Who is the current ATO TA manager?
	

	Provide the audit registration number
	

	List all other registrations held
	

	When was a practice review last completed by your professional body?
	

	What was the outcome of the last practice review completed by your professional body?
	

	Personnel 
	Response

	List all personnel and their roles
	

	Which senior staff member should be the primary contact?
	

	Where are staff employment contracts kept?
	

	Does the practice engage any contract personnel? If yes, what are the arrangements?
	

	Infrastructure
	Response

	Provide the practice address and contact details
	

	Are the premises owned or leased?
	

	What is the lease term and expiry date?
	

	Which real estate agent manages the premises?
	

	Who has keys to the premises?
	

	Are any fixed assets subject to lease agreements? If yes, provide details
	


	Infrastructure (continued)
	Response

	Does the practice have any current subscriptions?
	

	Outline the practice’s filing system e.g. how are files managed?
	

	Outline the practice’s archive system e.g. where are files stored?
	

	Where are the practice’s accounting records kept? 
	

	Where are the practice’s historical records kept?
	

	Insurances
	Response

	List PI insurance details and ensure you have a copy of your current certificate of currency
	

	Who is your PI insurance broker?
	

	List your workers’ compensation insurance details and ensure you have a copy of your current certificate of currency
	

	List the details of all other business insurances and ensure you have relevant current certificates of currency
	

	Who is the broker for your business insurance/s?
	

	List the details of any life insurance policies
	

	Clients
	Response

	Where is the client database held? Is it a manual or electronic system (or both)?
	

	Outline how the client database is managed
	

	Provide the details of your five largest clients
	

	Are there any special engagement terms in place for any clients?
	

	Are any client relationships managed by personnel other than the principal/s?
	

	Does the firm provide contract services to any other accounting firm/s?
	

	Workflow management
	Response

	Is there any special workflow management system in place?
	

	Outline how workflow is mapped and managed across the year
	

	What are the key reporting date obligations for non-tax clients?
	

	Workflow management (continued)
	Response

	Is any work outsourced, and if yes, provide the details
	

	Outline how workpapers are maintained and managed
	

	Software
	Response

	Who holds the passwords and access for your software?
	

	Outline your backup procedures and identify where data copies are held
	

	Provide a schedule of all software applications

· Tax

· Accounting

· SMSF

· Practice management

· Document manager

· Job flow manager

· CRM

· Internet

· Email

· Other
	

	Who hosts the website?
	

	Who manages the website?
	

	Banking
	Response

	Provide the details of all business bank accounts
	

	Who are the bank account signatories?
	

	Who is the practice’s current relationship manager?
	

	Outline the details of any business loans
	

	Does the company operate a trust account? If yes, who are the auditors?
	

	Are there any bank loan facilities in place? If yes, outline the terms
	

	Is there a current overdraft facility in place?
	

	Estate management
	Response

	Who is the executor of the estate? Provide their contact details
	

	Which solicitor is acting for you?
	

	Does anyone hold an enduring power of attorney for you?
	

	Estate management (continued)
	Response

	Who is your next of kin?
	

	In the event of your incapacity, who is the appropriate person to talk with about practice ownership issues?
	

	What is your present intention for dealing with the practice in the event of your death or incapacity?
	

	Who would you like to assist with the possible sale of the practice in the event of your death or incapacity?
	

	Other information
	Response
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