XXX CHARITY
BACKGROUND INFORMATION
	1.
	General background – brief details
	

	
	
	

	
	
	· Type of Charity.  E.g. Unincorporated association, Company Limited by Guarantee, CIO.
· Registration details.  England & Wales only or dual registration with Office of the Scottish Charity Regulator?

	
	
	· Activities: source of key income streams, balance between restricted and unrestricted funds.  Any trading subsidiaries or connected charities?

	
	
	· Key issues

	
	
	· Key individuals – trustees/staff

	
	
	


	2.
	Internal accounting procedures – brief details
	

	
	
	

	
	
	· Individuals

	
	
	· Systems

	
	
	· Procedures

	
	
	· Management accounts


	3.
	Year end procedures – brief details
	

	
	
	

	
	
	· Work carried out internally

	
	
	· Preparation of accounts

	
	
	· Audit file:  analysis, reconciliations etc

	
	
	· Timescales/meetings


	4.
	Services required
	

	
	
	

	
	
	· Preparation of annual accounts

	
	
	· Audit

	
	
	· Other requirements/ad hoc advice


	5.
	Other
	

	
	
	

	
	
	· Supply copy of latest annual accounts


