Practice Assurance Compliance Manual: Contents

A Summary of the key features of the practice assurance scheme A

B How the practice assurance scheme affects firms B

C Standard 1 - Laws, regulations and professional standards C
Laws, regulations and professional standards Cl
Fundamental principles C2
Using the term ‘chartered accountant’ C3
Client money C4
Independence for assurance engagements C5
Conflicts of interest and confidential information Cé6
Associations with non-members c7
Fees Cc8
Obtaining professional work c9
Practice names and letterheads C10
Professional conduct and disclosure in relation to defaults or unlawful acts Cl
Professional conduct in relation to taxation C12
Professional indemnity insurance C13
Commission Cl4
Power of attorney Ci5
Acting as a frustee C16
List of ICAEW helpsheets c17

D Standard 2 - Client acceptance and disengagement D
Integrity, objectivity and independence D1
Resources and expertise D2
Professional enquiries prior to acceptance D3
Terms of engagement, including D4
» Subcontractors D4-5
« Limitation and disclaimer of liability D4-6
* Client care D4-7
Terms of disengagement D5
List of ICAEW helpsheets D6

E Standard 3 - Competence E
Recruitment E1l
Development and fraining E2
Technical reference material E3
Consultation E4
List of ICAEW helpsheets E5

F Standard 4 - Quality control F
Organisation and control, including F1
» Documentation of work F1-3
« Control systems F1-4
« File retention and destruction F1-7
» Use of alternates F1-8
IT procedures and security F2
F Standard 4 - Quality control F
Supervision and review F3
Recording work, including F4
* File notes F4-2
« Reporting to clients and third parties F4-3
« Use of signatures F4-4
Complaints from clients F5
Compliance review of firm’s procedures Fé6
List of ICAEW helpsheets F7

THINK TECHNICAL MANUALS CLICK MERCIA « WWW.Mmercia-group.co.uk



SPECIALIST ASSIGNMENT MANUAL

Practice Assurance Compliance Manual: Contents

G Checklists G
A Compliance review checklists
* Practice assurance healthcheck GA1
« Annual practice assurance compliance review GA2
e Tax - whole firm review GA3
e Tax - individual file review GA4
e Accounts - individual file review GA5
* One-off assignment - individual file review GAé6
« Client money compliance checklist GA7
B Practice assurance visit checklists
« List of documents and records required for a practice assurance-only visit GB1
« Practice assurance opening meeting aide-memoire GB2
C New client checklists
* Individual identity checklist GC1
* Organisation identity checklist GC2
¢ New client checklist GC3
* Post appointment checklist GC4
* Know your client checklist GC5
* Change in professional appointment checklist GCé
¢ Client scoring checklist GC7
D Working papers checklists
« Client work checklist GD1
» Consultation record GD2
* Document despatch checklist GD3
* Example filing indices GD4
« Hot file review checklist GD5
 Client compliant record GDé
» Disengagement checklist GD7
E Staff related checklists
« Fit and proper form for individuals GE1
* Independence confirmation for individuals GE2
 Confidentiality confirmation for individuals GE3
* Recruitment checklist GE4
* Employee induction action list GE5
* Employee induction form GE6
* New staff member details form GE7
 Staff appraisal form GES8
H Supporting documents and reference material H
A Engagement letters
* Audit exemption - engagement letter HA1
« Unincorporated business - engagement letter HA2
» Grant claims - tri-partite engagement letter HA3
B Accountants’ reports
* Audit exemption - accountants’ report HB1
« Unincorporated business - accountants’ report HB2
« Unincorporated business - accounts approval cerfificate HB3
C ICAEW guidance
e Contents of the ICAEW members’ handbook HC1
 Practice assurance regulations HC2
D Staff related
* Human resources policy - induction HD1
* Example CPD plan HD2
« CPD guidance notes HD3
E Sundry letters
* Disengagement letter HE1
» Professional enquiry letter HE2
F Other documents
¢ Audit exemption - directors’ balance sheet statement HF1
« Summary of steps to take when approached by a prospective client HF2
« Guidance on providing non-audit services to audit clients HF3

THINK TECHNICAL MANUALS CLICK MERCIA « WWW.Mmercia-group.co.uk



