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Guide from

[insert your firm’s name here]
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[Insert a line about your business here]
Trustees: How to prepare for the independent examination 
The following has been reproduced from ‘Independent examination of charity accounts: guidance for trustees (CC31)’. The Charity Commission guidance highlights that trustees need to understand what an independent examination involves, the work that examiners must carry out, and the records and information that they must ask the trustees to provide. The examiner will review the records kept by the charity and compare the accounts with those records. The examiner will also review the accounts, and consider and identify any unusual items and/or any necessary disclosures. 
The outcome of an independent examination is a report from the examiner to the trustees. 
The examiner must report on whether they have reasonable cause to believe that in any material respect: 
· proper accounting records were not kept 
· the accounts do not accord with the accounting records 
· if accruals accounts were prepared, they do not comply with the legal requirements and the applicable SORP, other than the requirement that the accounts give a ‘true and fair view’ that is not a matter considered as part of an independent examination. 
If the examiner identifies any other significant concerns, then they must include them in the report to the trustees. As an example, the examiner’s report may state that there has been material expenditure that is not consistent with the terms of the charity’s governing document. 
The examiner must also report to the commission directly (and the other UK charity regulators if applicable) if they identify any matter of material significance. 
The following are the key steps that trustees should follow:

1. Agree arrangements for preparing the accounts and a timetable for the examination 
The trustees are responsible for preparing their charity’s trustees’ annual report and accounts. The trustees may find it helpful to engage their examiner to assist them, as well as carrying out the examination. This is permitted, provided that the examiner is not involved in maintaining the charity’s accounting records or in the day-to-day management of the charity. The trustees must retain oversight of their trustees’ annual report and accounts, and request any amendments that they consider necessary. 
The trustees should agree a timetable with the examiner that will enable the examination to be completed in time for the trustees to review and approve the accounts and trustees’ annual report, and for them to be filed with the commission within 10 months of the charity’s year end. Company charities also have to file with Companies House within nine months of the charity’s year end. The key dates to agree are when the trustees will provide the draft accounts/accounting records and trustees’ annual report to the examiner, and when the examination will take place. 
If the charity has subsidiaries and the trustees decide to prepare group accounts on a voluntary basis then they should inform the examiner in advance, since the examiner is required to carry out additional procedures.
2. Make the charity’s accounting records, documents, trustees and key staff available to the examiner 
The trustees must keep the charity’s accounting and other key records up to date and make them available to the examiner. The trustees and any employees of the charity must also assist the examiner. 
The accounting records must provide at least the basic information from which accounts can be prepared. These records should contain details of all money received, all payments made and of the charity’s assets and liabilities at the end of the financial year. Other key records include the charity’s governing document and the minutes of trustees’ meetings. The examiner will need to ask the trustees and any staff questions about the charity, its accounts and the supporting records, so the examination should take place at a time when they are the available.
3. Agree any changes to the trustees’ annual report and accounts 
At the conclusion of the examination, the examiner may ask the trustees to amend the trustees’ annual report and/or accounts to correct errors or omissions that they have identified. The examiner may also request written confirmation of explanations given during the examination. Once the final versions of the trustees’ annual report and accounts are agreed, one or more of the trustees must sign them on behalf of the board as evidence that the trustees have reviewed and approved them. 
If the examiner identifies concerns that they propose to highlight in their report and/or report to the regulator as a matter of material significance, the trustees should work with the examiner to try and resolve these concerns, if practicable. This may involve providing additional information or evidence to the examiner. Should the trustees not be able to resolve the examiner’s concerns – for example, if they had not kept appropriate records, such as bills, to support their expenditure – then the trustees should take action to put things right for the future. 
4. File the independent examiner’s report with the trustees’ annual report and accounts 
Once the examiner has issued their report, the trustees must file a copy with the commission (and any other UK charity regulator, if required) alongside their charity’s trustees’ annual report and accounts. Charitable companies must also file these documents with Companies House. The trustees may ask the examiner to file on the charity’s behalf, but they remain responsible for ensuring that the final versions of all of the required documents are submitted on time. 
The trustees are also responsible for updating their charity’s details on the register of charities and for completing and filing the annual return with the commission, within 10 months of the financial year end. 
This guide is reproduced from guidance issued by the Charity Commission in ‘Independent examination of charity accounts: guidance for trustees (CC31)’.
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