Single Audit Preparation Checklist
Use this checklist to help your municipality get ready for a Single Audit. Preparing early can make the audit process smoother and help avoid common findings.
Before the Audit Begins
Confirm Audit Requirements
· Confirm whether your municipality meets the $1 million federal spending threshold for a Single Audit. 
· Identify all federal awards received during the fiscal year. 
· Review grant agreements and federal program requirements. 
Assign Staff and Responsibilities
· Choose a main contact person for the audit. 
· Make sure staff and boards understand their roles during the audit and the audit timeline. 
· Set internal deadlines for gathering information. All original documentation should be maintained in the municipal office as part of the public record.
Organize Financial Records
· Prepare the final trial balance and financial statements. 
· Reconcile bank accounts and major balance sheet accounts. 
· Gather general ledger details and supporting reports. 
· Organize invoices, receipts, and payroll records. 
Prepare Federal Award Information
· Create a list of all federal programs and award numbers (Assistance Listing Number, or ALN). 
· Confirm the amount spent for each federal award. 
· Gather reimbursement requests and grant reports and ensure they match.
· Keep copies of federal agency communications. 
Review Internal Controls
· Make sure duties are properly separated when possible. 
· Document how funds are approved, spent, and reviewed. 
· Review approval and oversight procedures. 
· Confirm policies are current and being followed.
· Fix any gaps you find right away.
Check Compliance Requirements
· Review allowable costs and spending rules. 
· Check that time and effort reports (timesheets) are complete.
· Confirm reporting deadlines were met. 
· Make sure procurement procedures follow federal requirements. 
· Verify required documentation is complete and easy to locate. 
Get Audit Documents Ready
· Prepare the Schedule of Expenditures of Federal Awards (SEFA)
· Gather prior audit reports and findings.
· Write responses for any past findings
· Collect contracts, invoices, and payroll records
· Organize everything by program
Review Past Findings of Any Audit
· Read last year’s audit findings, if applicable
· Confirm fixes have been completed
· Write a short summary of what changed
· Keep proof of improvements
During the Audit
· Respond to auditor requests in a timely manner. 
· Keep copies of all documents shared with auditors. 
· Ask questions if audit requests are unclear. 
· Communicate any issues or delays early. 
After the Audit
· Review draft audit findings carefully. 
· Prepare corrective action plans, if needed. 
· Submit the audit report by required deadlines. 
· Discuss lessons learned for next year’s audit. 
Helpful Tip
Starting early and keeping organized records throughout the year can make the Single Audit process much easier for everyone involved.

