FILE REVIEW SKILLS

WHO SHOULD ATTEND

This is an essential course to ensure staff appreciate what is involved in reviewing
colleagues’ work effectively and efficiently.

This course is appropriate for seniors who are already or will soon be reviewing other
peoples’ work. It will also provide a useful refresher for experienced reviewers of
audit and accounts assignments.

OBJECTIVES

This session explores the techniques essential when reviewing work undertaken by
colleagues. It is not intended to cover aspects of review at the planning or final
completion stages of an assignment.

At the end of the course participants will benefit from an understanding of what is
involved in the review process along with the techniques required to undertake an
effective review.

CONTENT

The course will consist of a mixture of lecturing, discussion exercises and case
studies. The discussions will highlight the issues that should be considered. The
case studies, which include a role play, will provide an opportunity for participants to
practice these skills.

Specifically, the course will cover the following:

= Consideration of the objectives of review.

» How the review process should be carried out and how review points should
be cleared.

» Practice in reviewing an accounts preparation section of a file followed by a
role play meeting in which the review points are discussed.

» Additional principles and considerations required in reviewing audit work
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