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Business Name:
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City/State: Zip:

Contact Person:

Phone: Fax:

Cell Phone: Email:

Type of Entity: C Corporation S Corporation Partnership Sole Proprietorship Exempt Organization Trust
(Please Circle)

Date Begun: Date of S Corp Election (if applicable):

Describe Services Needed:

Signed Date:
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APPENDIX 3C

CIient lnformation Form

Client: FiscalYear End:

lnstructions: This form may be completed for all commercial clients for which the firm provides financial
statement preparation, compilation, or review services on historical financial statements. The form can be filed in
the client's permanent file or in the latest workpaper files. lf the firm also performs audit services for this client,
consider completing the practice aid at CX-3.1, "Understanding the Entity and ldentifying Risks," in the appropri-
ate PPC audit guide instead of this form.

Knowledge of Accounting Principles and Practices of Client's lndustry

1. Describe the industries in which the company operates:

2. List any AICPA guides, industry publications, etc., that provide information for the accounting principles and
practices applicable to the company's industries and describe any specialized accounting practices or
principles that are appropriate or unique to these industries:

3. Describe any accounting principles or practices followed by the company that are unique to or different from
those normally followed by companies in the same industry:

Understanding of the Client's Business

Company Organization and Personnel

1' Describe the company's capital structure. List major stockholders of the company and percentage of owner-
ship, if known:

2. List all related parties (subsidiaries, affiliated companies including partnerships, joint ventures, and principal
owners and managers and their immediate family members, etc.):
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3. List the principal members of management (president, treasurer, controller, etc.):

4. lndicate, by major location, the approximate number of employees of the company:

Company Operating Characteristics

L List each location maintained by the company and the nature of the activity carried on at each (plant, sales
office, executive offices, etc.):

2. Describe the nature of the company's significant assets and liabilities:

3. Describe the company's significant sources of revenue (for example, major product lines) and approximate
percentage of total revenue generated by each:

4. Describe the components of cost of goods sold:

5. Describe any concentrations (major customers, suppliers, etc.):

6. List the major expenses of the company other than cost of goods sold:

7. Describe the company's marketing methods:

Appendix 3C (Continued)
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B. Describe the company's production process:
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9. Describe the company's compensation methods (for example, salary, hourly wage, commissions, piece work,
union scale), frequency, timing, etc.:

10. Briefly describe whether the company has a pension or profihsharing plan or provides other post- employment
benefits:

11. Describe transactions with related parties:

12. Describe the company's compensated absences policies (for example, vacation and sick pay policies):

Accounting Principles Used by the Company

1. lf the statements are not presented on a GMP basis, explain the basis and the reason for using it:

2. Briefly describe the company's significant accounting policies (inventory method, depreciation method, etc.):

3. Briefly describe how often physical inventories are taken and the techniques used:

4. Briefly describe any significant estimates used to prepare the statements:

Appendix 3C (Continued)
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Company Accounting System

1. Briefly describe the accounting system and accounting responsibilities.

Name of accounting software package:

Description of Accounting Record
Person at Company/Firm
Who Is Responsible

o)
CL

E
o
o
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J

tU

E z
General Ledger

Subsidiary Ledgers:

Accounts receivable

Property and equipment

Loans payable

Accounts payable

Perpetual inventory

Physical inventory summarization

Journals:

Cash receipts

Cash disbursements

Sales/pu rchase/voucher

Payroll

General journal entries

Financial Reporting:

Monthly financial statements

Management reports

Other:

Bank Reconciliations
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2. Give the stated qualifications of the company's accounting personnel:

3-31

3. Describe any unusual features of the accounting system:

4. Briefly describe the company's completeness procedures and methods to ensure that accounting transactions
enter into the accounting system (that all shipments or services are invoiced, that all sales are recorded, that all
disbursements are recorded, etc.):

Completed or updated by:

20-2020

Name Date Name Date Name Date
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