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	PRIVATE 

	Assertions addressed

(Refer to Section 12.3 of the Manual)
	W/P Ref
	Work completed initials and date
	Satisfactory


	PLANNING CONSIDERATIONS

Refer to Forms 5.09, 5.10 and 5.11 on key controls identified, risks (including fraud risks) identified and the approach to assessed risk.

	1. LEAD SCHEDULE

Obtain or prepare a lead schedule setting out the movement in the period for each director’s transactions.
	A,C,CU


	R.02
	AP 16/04/06
	Yes 

	2. ACCOUNTING POLICIES

Confirm that the accounting policies applied to directors’ emoluments and transactions comply with IFRS, in particular IAS 24.
	CU
	6.03/16

6.03/11
	AP 16/04/06
	Yes 

	3. SUBSTANTIVE PROCEDURES

· Update the background information file for:


-
Directors; and

· Directors’ service agreements.
	C


	U,06/1
	AP 16/04/07
	Yes 

	3.1. LOANS AND TRANSACTIONS


	
	
	
	

	· Examine other evidence for transactions not disclosed (such as Minutes, correspondence, or discussion with the client).


	E, C
	R.04/1
	AP 16/04/07
	Yes 

	· Check whether advances and balances are legal; advise the directors to take legal advice if any advances or balances appear to be illegal.
	RO
	R.04/1
	AP 16/04/07
	Yes 

	· Consider whether there are any tax implications on debit balances on directors' accounts.
	VA


	R.04/1
	AP 16/04/07
	Yes 

	· Inspect the Minutes which contain details of decisions not to disclose transactions with directors, on the basis of immateriality.
	C
	R.04/1
	AP 16/04/07
	Yes 

	3.2. EMOLUMENTS

· Confirm that directors are aware of any obligations to disclose emoluments under the Companies Act / IFRS.
	RO
	6.03/17
	AP 16/04/07
	Yes

	· Review procedures for identifying emoluments paid to directors and connected persons, including those paid to third parties. Include in the review emoluments to directors who have resigned during the year.
	E, C, RO
	U.06/2
	AP 16/04/07
	

	· Verify directors' emoluments with:


-
Salary records;


-
Board minutes;


-
Service agreements;


-
Pension scheme records; 

· Ascertain whether emoluments have been authorised and correctly calculated and taxed.
	E, C, RO
	R.04/1

U.06/2
	AP 16/04/07
	Yes

	· Inspect salary records, service contracts, board minutes and other relevant records for evidence of emoluments not disclosed.
	C, E


	R.04/1

U.06/2
	AP 16/04/07
	Yes

	· Check whether all emoluments payable have been accounted for or waived.
	C, E, RO
	R.04/1

U.06/2
	AP 16/04/07
	Yes

	· Obtain a verification of the emoluments of, and transactions with key management employees of the company.
	C, E
	J.03/4
	AP 16/04/07
	Yes

	4. PRESENTATION AND DISCLOSURE
· Ensure that disclosure of directors’ emoluments in the draft financial statements complies with IFRS, particularly IAS 24.

	CU, AV
	2.01/17
	AP 16/04/07
	Yes
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