감사 작업 계획서

Audit Work Program

Client:

Audit Date:

Overall Audit Objectives 
To determine whether: 
1. Account balances at December 31, 1999  and for the year then ended are properly stated and classified in relation to the financial statements. As a whole, in conformity with generally accepted accounting principles (GAAP) on a basis consistent with the prior year. 

2. All material disclosures required by GAAP have been identified in the working papers in sufficient detail to permit the audit of the appropriate notes to the financial statements. 
Conclusion 
In our opinion, our works are sufficient enough to achieve the above objectives and to express our audit opinion on the financial statements except _________________________________________________
In-charge:   
Manager ;
Partner :
PJ&CO. procedures 
Planning, Risk Assessment, Administration and Financial Reporting 
1. Perform General Risk Analysis by completing the Planning and Risk Assessment practice Aid (AP-430), or other form of documentation. 

2. Perform an evaluation of the Management Control Environment.

3. Obtain an understanding of the accounting system and significant internal controls, as deemed necessary (flow charting). 

4. Prepare time and fee estimate. 

5. Send job arrangement letter (see AOP chapter 3). 

6. Prepare PBC package and coordinate with client personnel. 

7. Review and update the CAP. 

8. Litigation, claims and assessments and compliance with laws and regulations - complete form AP-98 or the following or other alternative program steps 

9. Related parties - complete form AP-95 or the following or other alternative program steps. 

10. Complete part I of ARQ. 

11. Obtain and read minutes of meetings held between the date of our previous report and the end of fieldwork. Cross reference the approval for major transactions to (and from) the minutes. 

12. Have client prepare lead schedules and top trial balance (or use client trial balance).  Foot and trace to the general ledger. (Scope:  all   ) Cross-reference lead schedules (if used) and top trial balance. 

13. Arrange for and obtain tax partner and/or manager review, as deemed necessary.

14. Discuss all adjustments and reclassifications with management.  Document discussion with client. Summarize all passed entries and obtain partner and manager approval.  Evaluate need for internal consultation (see AOP chapter 22).  consider using AP 

15. Have adjustments posted to lead schedules and trial balances. 
16. Clear all partner, manager and senior points. 

17. Obtain general representation letter and minute representation letter if needed. 

18. Obtain and review draft of financial statements, footnotes and report. 

19. Obtain and test statement of cash flows. 

20. Have report and financial statements referenced. (complete AP-68)  Have statements called and footed. 

21. Review financial statements with management. 

22. Prepare final engagement memorandum and complete part II of ARQ. 

23. Obtain signed financial statements. 

24. Prepare office copy, and complete part ill of ARQ. 
25. Prepare staff evaluations. 

26. Prepare appropriate form of communication of internal control and business implication points.
Cash on hand and in bank

1. Obtain and foot the bank account schedules and compare the amount with the books. 

2. Bank confirmations 
a. Ask the company to prepare a) confirmation requests for all bank accounts, and b) cut-off bank statements from / / through //. Be sure to get the replies before yearend work. 

b. Check In bank confirmations

1. Cross-reference to related bank accounts, bank reconciliation and debts accounts.

2. Determine whether any are restricted or are used as collateral and determine need to disclose in the financial statements. 

3. Determine the interest rate, payment terms and dates to test prepaid or accrued interests. If significant. 
4. Test bank check and promissory notes issuance (will be done in the unrecorded liabilities test section). 

3. Obtain and test the clerical accuracy of bank reconciliation and perform the following steps: 
a. Compare the amounts and date per book with the company's bank accounts book. 

b. Compare the amounts and date per bank to the cut-off bank statements. 

c. Trace the amounts and check numbers in the outstanding check lists to the cut off bank statement. 

d. Examine any material reconciling items in the bank reconciliation. (Scope over W_____________) 

e. Obtain cut-off information of check issuance and trace the numbers and amounts of last check to the cut-off bank statements and the bank reconciliation. (Korea only)

4. Scan PBC schedule showing seven days transactions each before and after yearend and determine whether inter bank transfers are properly recorded. 
5. Determine whether deposits are properly classified. 
6. Perform a predictive test of interest income for on interest-bearing deposits. 
7. Test foreign currency deposits for proper translation.
8. Obtain the following disclosure data: 
a. cash or deposits in foreign currency and method of translation. 

b. cash or deposits pledged as collateral or restricted in any manner. 
Other current Assets 
1. Obtain the PBC schedule of other current assets and perform the following steps: 
a. Foot for clerical accuracy. 

b. Cross-reference to top trials. 

c. Vouch any material items (Scope over W       ). 
d. Cross-reference amounts to the other related accounts 
Marketable Securities 
1. Obtain the PBC schedules of marketable securities from the company and foot for accuracy. Tie amounts to top trials. 

2. Perform physical count of securities. List Issuer, denomination quantity, terms, etc. perform the following steps, if significant: 
a. Where count was taken before or after year-end, reconcile the inventory amount with year-end balance. 

b. For securities kept by outsiders, read confirmation and determine If pledged or not. 
3. Review details of movements and, if necessary examine supports and authorizations for unusual transactions. Tie gains or losses to related income accounts. 

4. Perform an overall test for reasonableness of interest Income and accrued interest.

P.P. & E/Accumulated Depreciation. 
1. Obtain the PBC schedule which shows the beginning balances increase and decrease for the year, and the ending balances for each class of property, plant and equipment and the related accumulated depreciation and perform the following; 
a. Foot the schedule for accuracy and tie in to top trials. 
b. Compare the beginning balances to the prior year's financial statements and auditor's report or work paper. 
c. Compare the beginning balances to the year-end balances and investigate any unusual changes. 

2.  For increases and decreases In property, plant and equipment for the year, perform the following: 
a. For additions over W_______, examine the supporting documents such as acquisition or disposal approval, contract, receipts etc. and determine If the accounting treatment is proper.

b. For disposal and retirement over W_________, determine whether the accounting treatment is proper and examine the related supporting documents noting proper approval, cross-reference gains a losses on disposal or retirement to related Income accounts. 

c. Review the client's asset capitalization policy and its consistent application, and to determine whether repair and maintenance Items have been properly recorded and classified, review the related expense account and if necessary, examine vendors' invoices and other supporting documents. 
3. For depreciation of property, plant and equipment, perform the following: 
a. Review the client's depreciation method and its consistent application, and determine whether the accumulated depreciation is presented as a deduction from the assets cost. 

b. Review the basis of useful life and perform a predictive test of depreciation expenses for the year. 
c. Compare the depreciation expenses for current year to those of prior year and investigate any major differences, cross reference current depreciation expenses to general and administrative expenses.

Section of Work: DEFERRED CHARGES

COMPANY PROCEDURES: 
AUDIT OBJECTIVES: 
1. Deferred assets are properly recorded at the balance sheet date and represent proper charges or amounts which can reasonably be expected to be realized through future operations or otherwise. 

2. Accumulated amortization of deferred assets includes the total amortization charges to Income applied on a consistent basis. 

3. The amortization provision for deferred assets has been properly recorded. 

4. Any permanent diminution of the value of deferred assets has been recognized as a charge to income. 

5. Deferred assets are properly described and classified in the financial statements and adequate disclosure with respect to these amounts have been made. 
PJ&Co. PROCEDURES: 

A. PRELIMINARY

B. FINAL 

1. Obtain the PBC schedule deferred assets containing the following information. Foot for clerical accuracy and cross-reference to top trials. 
a. Description 

b. Beginning balance, increase, decrease and ending balance 

c. Acquisition costs and accumulated amortization up to prior period 

d. Test amortization for the current period and reasonableness of amortization period 
2. Accounts Analysis 
a. For significant increases in the current year, determine that the deferral is a proper deferred item, if significant, investigate supporting documents. 

b. For decreases, test if amortization is made in accordance with the FAS.  And cross-refer to expense accounts. 
3. Summarize amortization methods of each deferred assets for disclosure.

Other Assets 
1. Obtain he PBC schedule of other assets and foot for clerical accuracy and cross-reference to top trials and other accounts as necessary. 

2. Review amounts for leasehold rights, telephone & telex rights, guarantee deposits on lease, loans to stockholders, director and employees, etc. for reasonableness and propriety, for material items (scope over W________) examine the supporting. 

3. For long-term loans, long-term receivables, loans to stockholders, directors and employees, leasehold rights, guarantee deposits on leases and business guarantee deposits send confirmation. If needed. 
Borrowings 
1. Obtain the PBC schedule s of borrowings. Foot for accuracy and cross  reference to top trials. 

2. Compare confirmation replies, which have been obtained In connection with our circularization of cash, against books as to amount, interest rate, interest payments, guarantees, pledged assets, repayment and commitment, and cross reference to related accounts. 

3. Perform the following steps for new borrowings and significant repayments: 
a. For new borrowings or new issuance of bonds, trace to the BOD minutes or the corporate registration. 

b. For repayments, check whether it is paid In accordance with the repayment terms. 
4. Test of interest on borrowings. 
a. perform a predictive test of interest expenses for the year and compare to the recorded balance in the income statement. 
5. Borrowings denominated In foreign currency 
a. Determine the method used to translate foreign currency borrowings. 
6. For loan covenants, perform the following: 
a. Update the loan agreements in CAP and check and revised debt covenants. 

b. Determine If the client Is in compliance with all positive and negative loan compliance covenants. 
6. Summarize the following Information to be disclosed. 
a. For borrowings denominated in foreign currency, yearend, balance, evaluation method and results. 

b. The client's assets pledged as collateral and assets of other entities pledged as collateral, or guarantees on behalf of the client. 
Other current Liabilities 
1. obtain the schedule of other current liabilities over ________, and perform the following procedures: 
a. Foot for accuracy and tie in to top trials. 

b. Trace to the general ledger. 

1. Obtain the shareholders list at year end and review the following Items and compare with related party lists provided by the client. 
a. changes in shareholders for the year 

b. major shareholders' name and holding ratio 

c. Shareholders who have more than 1% of total issued stocks 
2. For the changes in the paid-in capital, examine If those changes were made pursuant to the related laws, especially the following: 
a. For a listed company, pursuant to RLCFM 

b. Tax benefits - Income deduction - for capital increase (corporate Income tax article 10-3) 
3. For changes in capital surplus, perform the following: 
a. Determine if proper accounting treatment was applied. 

b. For any decrease in capital surplus for the year, check whether it was made pursuant to rules, regulations and/or law. 

c. check whether deficit from operations have been transferred within two prior periods, and if so, such should be disclosed. 
4. For changes in retained earnings, perform the following: 
a. Obtain the proposed statement of appropriation of retained earnings (or undisposed deficit) and foot for accuracy. 

b. Review the beginning balance of unappropriated retained earnings (or undisposed deficit) carried over from prior year, gains (or losses) on prior period adjustments and net income (or loss) for the year, and compare the unappropriated retained earnings (or undisposed deficit) at yearend with the book. 

c. Trace transfers from voluntary reserves, dispositions of deficit and appropriations of retained earnings to the minutes of BOD and shareholders' meeting. 

d. Summarize any differences between minutes of BOD and shareholders' meeting and resolve. 

e. For statutory reserves, determine if set up is pursuant to law.

c. Cross-reference to other related accounts, as necessary. 

d. Examine any material items (scope over W__________)

e. Select items for circularization if needed. 
2. Summarize the following information for disclosure: 
 a. Liability balances to the transaction amount with related parties - affiliated companies, related companies, shareholders, key officers and employees and reasons for transactions and authorization for transactions.

Allowance for Severance pay .  
1. Allowance for severance pay 
a. Obtain the PBC schedule of individual allowance for severance pay and test whether allowance for severance pay is provided in accordance with related laws and the client's policy for employees. 

b. Review the client's estimation of allowance for severance pay. 

c. Account analysis of allowance for severance pay. 
1. For beginning balance, trace to the prior year's work papers or the client's financial report. 

2. For additional provisions for the year, cross-reference to the manufacturing cost and general and administration expenses. 

3. For severance payments for the year, select samples and test the computation and authorization in accordance with related laws and the client's policy.  If resigned employee is subsequently immediately re-hired, the severance payment should be taxed as salaries rather than as severance payment. 

4. Trace the ending balance to the general ledger. 
2. Summarize the following information for disclosure: 
a. Total severance payment when all employees including directors retire as of balance sheet date. 

b. Year-end balance of allowance for severance pay. 

c. Severance payments for the year. 

d. Accounting treatment on directors' severance payment.

Section of Work : SHAREHOLDERS' EQUITY

AUDIT OBJECTIVES: 
1. Recorded capital and other equity accounts are not in conflict with the requirements of the corporate charter (or articles of Incorporation or similar grant of legal authority) or with the applicable statutes and are / properly recorded at the balance sheet date. 

2. All transactions within the capital and other equity accounts during the audit period are properly authorized. 

3. Capital and other equity transactions are properly described and classified in the financial statements and adequate disclosures (including restrictions on  retained earnings) with respect to these amounts have been made.   
PJ&CO. PROCEDURES: 
A. PRELIMINARY 
B.  FINAL
5. Obtain the following information and trace to the prior period's audited financial statements and the book. 
 a. For authorized and issued stocks by class.

1. Beginning number of stocks and paid-in capital. 

2. Number of stocks newly issued and newly paid-in capital, and number of stocks retired and retired capital for the year.

3. Number of stocks and paid-in capital at year-end. 
 b. For capital surplus and retained earnings

1. Beginning balances

2. Increase and decrease for the year

3.  Ending balances

1. Legal reverse

2. Reserve for financial structure Improvement (RLCFM, Article 10) 

3. Other reserves under TERCL 
6. Prior period adjustments 
a. Determine whether prior period adjustments are related to correction of errors in the financial statements of prior periods which are attributable to events which occurred during the prior periods. 

b. Examine related support for prior period adjustments and determine if accounting treatment Is proper. 

c. Tie-in prior period adjustments to the statement of appropriation of retained earnings. 

d. If the amounts are not material, consider reclassification to current year income (expenses). 
7. For disclosure in the financial statements, obtain the following data. 
 a.  capital

1. For new stock subscription, number of stocks to be Issued, date to be paid-in, and amount to be credited to capital reserve and determine whether paid in cash or other kind. 

2. Amounts and details of assets reevaluation surplus from inception.
3. Any legal restrictions In appropriation of retained earnings for dividends, other than legal restrictions on capital reserve, asset revaluation surplus and legal reserve. 

4. In case where the deficit was offset against any reserves within two years prior to the current year, the amount and kind of reserves offset, and date of shareholders meeting which approved the above disposition. 

5. The details of interlocking stocks or any other stocks with restrictions on voting rights under related laws.
c. Statement of proposed appropriation of retained earnings (or disposition of deficit). 
Head Office Account

1. Request an analysis of head office accounts (retained earnings) showing the roll forward from prior yearend through current yearend. 

2. Review any changes and vouch If needed. 
Unrecorded Liability 
1. For suspense accounts. Investigate the nature and authorization.  Reclassify to proper accounts. 

2. Scan the interest expenses or miscellaneous expense accounts and Investigate any unusual Items which have no corresponding recorded borrowings in the balance sheet. 

3. While performing cut-off test of payables, investigate any unrecorded liabilities. 

4. While reviewing subsequent payments, investigate any unrecorded liabilities as of balance sheet date. 

5. Prepare memo on review of unrecorded liabilities. 
Sales
1. Make sales schedule 
2. Recalculate the sales amount based on agreement with SFE. 
3. Cross reference to related account. 
G&A Expenses 
1. Obtain the PBC schedule general and administrative expenses with prior year's figures and perform the following procedures. 
a. Foot the schedule for clerical accuracy and cross-reference to top trials. 

b. For prior year's amount, trace to the prior year's work papers or the client's financial reports. 
c. Compare the current amount to the prior year's figure by account and inquire of officers about the reasons for large variances only.  investigate supporting as necessary. 
1. For significant variations, investigate the reasons and determine its reasonableness and additional procedures, if necessary. 

2. Test G&A expenses referring to the related balance sheet accounts and cross-reference to those related accounts work papers. 

3. Review of accrued or prepaid expenses. 
a. For expenses paid in arrear such as utilities, rents, etc., review the received Invoices and determine whether expenses incurred for the last periods are properly accrued. 

b. For prepaid expenses, review amortization for reasonableness and propriety. 
Payroll Expenses 
1. Obtain the PBC schedule of payroll, and perform the following procedures. 
a. Cross-reference to the related area of our work papers. 

b. Trace the payroll for the selected month to the withholding tax report (Form No.100) to the Tax Authority and payroll master registration. (Scope: 1 month ). 

c. Trace payroll for the year to the salary summary by class (Form Ho. 50) and ask the client to reconcile if they do not agree. 

d. Select 3 employees from payroll registration and test the computations of income tax, other deductions and net payment noting approval basic salary and allowances class, position, etc. 

e. For unusual variations, inquire of reasons and determine its reasonableness and additional audit procedures.  
f. Perform a predictive test of payroll expense for the year and obtain explanations of significant variations.

Non-Operating income & Expenses 
1. Obtain the PBC schedule of non-operating income and expense and perform the following procedures. 
a. Foot the schedule for accuracy and tie in to top trials. 
b. compare with prior year amounts and determine If unusual changes are reasonable. 

c. Vouch any material items (scope over W       ) 

d. Perform a predictive test, if applicable, by using relationship with balance sheet accounts.

