
00-11  MAY  2015 Quality Control Policies and Procedures—Sole Practitioner With No Personnel 4301 

AICPA Peer Review Program Manual PRP §4300.01 

PRP Section 4300 
Quality Control Policies and Procedures 
Documentation Questionnaire for a Sole 
Practitioner With No Personnel1 

.01 Statement on Quality Control Standards (SQCS) No. 8, A Firm’s System of Quality Control (AICPA, Profes-
sional Standards, QC sec. 10) (effective as of January 1, 2012), supersedes all existing SQCSs, establishes standards, 
and provides guidance for a CPA firm’s responsibilities for its system of quality control. The SQCS deals comprehen-
sibly with a firm’s quality control practices in the areas of audits, reviews, compilations, preparation and attestation 
engagements. It places an unconditional obligation on a firm to establish a system of quality control designed to pro-
vide it with reasonable assurance that the firm and its personnel comply with professional standards and applicable 
regulatory and legal requirements, and that the reports issued by the firm or engagement partners are appropriate in 
the circumstances. Significant aspects of SQCS No. 8 include the following: 

  SQCS No. 8 defines unconditional requirements through the use of the words must or is required and pre-
sumptively mandatory requirements through the use of the word should. 

  SQCS No. 8 identifies the policies and procedures that should address each of the following elements of a 
firm’s system of quality control: 

  — Leadership Responsibilities for Quality Within the Firm (the “Tone at the Top”) 

  — Relevant Ethical Requirements 

  — Acceptance and Continuance of Client Relationships and Specific Engagements 

  — Human Resources 

  — Engagement Performance 

  — Monitoring 

  SQCS No. 8 requires a firm to communicate and document its quality control policies and procedures. The 
extent of the documentation is based on the size, structure, and nature of the firm’s practice. 

  SQCS No. 8 recognizes the importance of a quality oriented internal culture, requires firms to establish poli-
cies that require the firm to assign its management responsibilities so that commercial considerations do not 
override the quality of work performed, and addresses personnel performance evaluation, compensation, and 
advancement to demonstrate the firm’s overarching commitment to quality. 

  SQCS No. 8 provides detailed guidance on independence and requires a written confirmation of compliance 
with independence requirements from all personnel at least annually. 

  SQCS No. 8 provides detailed guidance on client acceptance and continuance, and requires documentation of 
the resolution of significant issues. 

  SQCS No. 8 provides detailed guidance on engagement supervision and review, engagement documentation, 
and consultation policies and procedures. 

                                                           
1 The term personnel is defined in Statement on Quality Control Standards (SQCS) No. 8, A Firm’s System of Quality Control (AICPA, Professional 
Standards, QC sec. 10), as all individuals who perform professional services for which the firm is responsible, whether or not they are CPAs (in-
cluding leased and per diem employees who devote at least 25 percent of their time at the reviewed firm in performing audits, reviews, compila-
tions, preparation or attestation engagements, or those individuals who have the partner or manager level responsibility for the overall supervision 
or review of such engagements). 
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  SQCS No. 8 requires policies and procedures for addressing and resolving differences of opinions, including a 
requirement that reports must not be released until the differences of opinions are resolved. Such policies and 
procedures should enable a member of the engagement team to document that member’s disagreement with 
the conclusions reached after appropriate consultation. 

  SQCS No. 8 uses the term engagement quality control review, including its objective, and requires firms to 
establish criteria to determine which engagements are to be subject to an engagement quality control review. 

  SQCS No. 8 requires performance of monitoring procedures that are sufficiently comprehensive to enable the 
firm to assess compliance with all applicable professional standards and regulatory requirements and the 
firm’s quality control policies and procedures. Firms are required to assign responsibility for monitoring to a 
person of appropriate authority and are required to evaluate deficiencies and communicate recommendation 
for remedial action. 

  SQCS No. 8 requires policies and procedures for dealing appropriately with complaints and allegations of 
noncompliance with professional standards or with the firm’s system of quality control. 

.02 This section of the manual contains a questionnaire that provides documentation of the firm’s policies and pro-
cedures for its system of quality control that should be provided to the peer reviewer prior to the commencement of the 
review. Firms that have developed a comprehensive quality control document (as contemplated by SQCS No. 8) that was 
effective for the peer review year should provide that document to the peer reviewer. However, under certain circum-
stances, the team captain may still request that a firm complete this questionnaire (and attach the quality control docu-
ment). For instance, this could be requested if the team captain’s consideration of the firm’s quality control document 
indicates that it may not adequately address all the required elements of a system of quality control in a level of detail 
appropriate to the firm. This could also be requested if the team captain’s consideration of the quality control document 
indicates that a summary of the document would assist the team captain’s review of it. 

.03 Firms utilizing this questionnaire as the primary documentation of their system of quality control (to assist in 
complying with the documentation requirements of SQSC No. 8) should indicate its date of adoption (which cannot be 
prior to the date of completion of the questionnaire). If this questionnaire was not in effect for the peer review year, the 
firm should also attach previously completed questionnaire(s) that were effective for the peer review year, which could 
be the questionnaire completed for the firm’s last peer review. Firms should keep this questionnaire updated for ongoing 
changes in their respective practice structure, as they would for a quality control document.  

.04 This questionnaire has been developed for sole practitioners with no personnel. Section 4400, Quality Control 
Policies and Procedures Documentation Questionnaire for Firms With Two or More Personnel, is a questionnaire 
that has been developed for firms with two or more personnel. This questionnaire has been adapted from the require-
ments of SQSC No. 8 and from the non-authoritative AICPA practice aid, Establishing and Maintaining a System of 
Quality Control for a CPA Firm’s Accounting and Auditing Practice. The AICPA practice aid provides illustrative 
examples of four hypothetical firms (multi-office, single office firm, sole practitioner, and an alternative practice 
structure firm). Firms should understand the requirements of SQCS No. 8 and consider the practice aid when design-
ing and maintaining the quality control policies and procedures applicable to their firm. The practice aid can be pur-
chased from www.cpa2biz.com. 

.05 The reviewed firm should respond directly with “Yes,” “No,” or “N/A” answers and describe, where appropri-
ate, the policies and procedures it has in effect that relate to the questions asked. Where appropriate, the firm should 
make reference to any firm documents that describe those policies and procedures in more detail. Examples of such 
documents might be personnel manuals, audit and accounting manuals, a quality control document or manual, and firm 
forms and checklists. A “No” answer to a question does not necessarily indicate a problem with the firm’s system of 
quality control; however, it may require additional explanation of applicable procedures that the firm has implement-
ed in the circumstances. A firm’s quality control policies and procedures should be sufficient based on the size, struc-
ture, and nature of its practice for it to obtain reasonable assurance of complying with professional standards. 

.06 When determining the extent of documentation required for this questionnaire, the reviewed firm should 
consider that “Yes” and “No” answers may assist in identifying the control objective, but it would not typically satisfy 
the required documentation of how the control was met. Documenting how controls are met is an integral component 
of documenting the quality control policies and procedures and is expected to be included if the questionnaire is 
meant to satisfy the requirements of SQCS 8 and be used as the firm’s quality control document. The reviewed firm 
should document the control objective and the details of the policies and procedures. 
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.07 
AICPA Peer Review Program 

QUALITY CONTROL POLICIES AND PROCEDURES DOCUMENTATION QUESTIONNAIRE 
FOR A SOLE PRACTITIONER WITH NO PERSONNEL2 

                        

Firm Prepared By Date 

This questionnaire may not include all the policies and procedures applicable to a firm’s practice. It should be tailored 
to provide documentation of pertinent policies and procedures applicable to the six elements of quality control. In this 
questionnaire the terms “firm” and “practitioner” are used interchangeably. Some portions of the questionnaire will 
require a specific response, whereas a “Yes,” “No,” or “N/A” answer may be appropriate in other instances. Some 
questions may require a brief description of applicable procedures in place. If necessary, additional documentation 
should be provided. Where appropriate, make reference to any documents that describe those policies and procedures 
in more detail. Examples of such documents might be audit and accounting manuals and forms and checklists used in 
the firm’s practice.  

This questionnaire does not address specific requirements of membership in the AICPA Governmental Audit 
Quality Center or the AICPA Employee Benefit Plan Audit Quality Center. Additionally, there may be other 
requirements for firms engaged to perform audit services for an issuer to comply with the Public Company 
Accounting Oversight Board and the Securities and Exchange Commission and for those firms performing 
engagements subject to Government Auditing Standards. 

 Yes No N/A Comments 

A. Leadership Responsibilities for Quality Within the Firm 
(“Tone at the Top”) 

    

Quality control policies and procedures are required to be 
documented and communicated to personnel, including the 
message that each individual has a personal responsibility for 
quality and to be familiar with and to comply with these poli-
cies and procedures. 

    

 1. Does the firm have a written quality control document in 
effect for the peer review year? 

         
      

a. If “yes,” submit a copy of the firm’s quality control 
document in effect for the peer review year to your 
team captain. Completion of this questionnaire may 
not be required if the quality control document com-
prehensively describes the policies and procedures es-
tablished and maintained for each element of quality 
control as contemplated by SQCS No. 8. However, 
under certain circumstances, the team captain may still 
request that this questionnaire be completed (and the 
quality control document attached). 

         
      
      
      
      
      
      
      
      
      

b. If “no,” will this questionnaire provide the primary 
documentation of the firm’s policies and procedures 
for its system of quality control? 

         
      
      

 If “yes,” indicate date of adoption (cannot be prior to the 
date of the completion of this questionnaire)        

         
      

                                                           
2 See footnote 1. 
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 Yes No N/A Comments 

 Considering the date of adoption, was this question-
naire in effect for the peer review year? 

          
       

 If “no”, also attach previously completed question-
naire(s) that were effective for the peer review year, if 
any. This could be the questionnaire completed for the 
firm’s last peer review, which the firm should be 
maintaining as documentation of their system of quali-
ty control. 

         
      
      
      
      
      

 If “no,” where are policies and procedures documented?          
                 
                 
                 
                 

 2. Has the practitioner developed or adopted other quality 
control materials? If “yes,” describe those materials:        

         
      

                 
                 
                 
                 
                 

 3. Describe how the practitioner stresses the importance of 
obtaining feedback on its system of quality control from 
per diem personnel.        

         
      
      

                 
                 
                 
                 
                 

Quality control policies and procedures support an internal 
culture based on the recognition that quality is essential in 
performing engagements.  

    

 4. Describe how the practitioner accepts ultimate respon-
sibility for the firm’s system of quality control.        

         
      

                 
                 
                 
                 
                 

 5. Describe how the practitioner continually evaluates client 
relationships and specific engagements so that commercial 
considerations do not override the quality of the work per-
formed.        
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 Yes No N/A Comments 

 6. Does the practitioner review professional literature about 
requirements for a system of quality control and devote 
sufficient and appropriate resources for the development, 
communication, and support of the firm’s quality control 
policies and procedures? 

         
      
      
      
      

 7. Describe how the practitioner reviews and updates the 
quality control policies, procedures, and documentation on 
an annual basis.        

         
      
      

                 
                 
                 
                 
                 

B.  Relevant Ethical Requirements     

Quality control policies and procedures provide the firm with 
reasonable assurance that the firm and its personnel comply 
with relevant ethical requirements when discharging profes-
sional responsibilities. Relevant ethical requirements include 
independence, integrity, and objectivity. These requirements 
include regulations, interpretations, and rules of the AICPA, 
state CPA societies, state boards of accountancy, state statutes, 
the U.S. Government Accountability Office, and any other 
applicable regulators. 

    

 1. Describe how the practitioner documents and commu-
nicates its policies and procedures for relevant ethical re-
quirements to its per diem personnel.        

         
      
      

                 
                 
                 
                 
                 

 2. Does the practitioner have access to current guidance mate-
rials regarding the applicable independence, integrity, and 
objectivity requirements?  

         
      
      

a. If “yes,” describe the source of such material (such as 
access through computer software databases containing 
professional and regulatory literature, by a subscrip-
tion to the AICPA Professional Standards loose-leaf 
service or other services pertaining to the firm’s prac-
tice, or other means).        
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 Yes No N/A Comments 

b. If “no,” describe how the practitioner obtains reason-
able assurance that he or she is aware of the applicable 
independence, integrity, and objectivity rules.       

         
      
      

                 
                 
                 
                 

 3. Does the practitioner document independence annually 
through a written confirmation or on each engagement on a 
program step and require all per diem personnel to do the 
same? If “no,” describe how independence is confirmed in 
writing as required by SQCS No. 8.        

         
      
      
      
      

                 
                 
                 
                 

 4. Does the practitioner review unpaid fees from clients to as-
certain whether any outstanding amounts impair the firm’s 
independence? If “no,” describe how this is determined. 
       

         
      
      
      

                 
                 
                 
                 

 5. Does the practitioner consider financial or other relation-
ships that may impair independence? If “yes,” do those re-
lationships include the following: 

         
      
      

a. Business relationships with clients or with non-clients 
that have investor or investee relationships with clients 

         
      

b. Loans to and from clients, including loans from finan-
cial institution clients 

         
      

c. Family members who are employed by clients, or who 
are in director, officer, manager, or audit sensitive po-
sitions with client entities, including not-for-profit or-
ganizations 

         
      
      
      

d. Past due fees for professional services          

e. Accounting or advisory services that have evolved into 
situations where the CPA has assumed some of the re-
sponsibilities of management 

         
      
      

f. Direct and material investments in clients          

 Describe any potential conflicts                 
                 
                 
                 
                 
                 



00-11  MAY  2015 Quality Control Policies and Procedures—Sole Practitioner With No Personnel 4307 

AICPA Peer Review Program Manual PRP §4300.07 

 Yes No N/A Comments 

 6. In situations where the firm is not independent, are ser-
vices for those clients limited to compilation and other 
non-attest services, and are all compilation reports modi-
fied to disclose the firm’s lack of independence? 

         
      
      
      

The firm, when acting as principal auditor, confirms the inde-
pendence of another firm performing parts of an engagement. 

    

 7. Does the firm have any engagements where it acts as prin-
cipal auditor or accountant and another firm of CPAs is 
engaged to perform segments of the engagement?  

         
      
      

a. If “yes,” are written confirmations obtained regarding 
the other firm’s independence with respect to audit 
engagements and either written or oral confirmations 
obtained for review or attestation engagements? 

         
      
      
      

i. If “yes,” describe the form and content of the con-
firmation.        

         
      

                 
                 
                 
                 
                 

ii. If “no,” describe how the practitioner determines 
and documents independence.        

         
      

                 
                 
                 
                 
                 

Before a member [ET sec. 0.400.31] or his or her firm performs 
non-attest services for accounting and auditing clients,3

 
the 

member should determine that the requirements of the inter-
pretations under the “Nonattest Services” subtopic (AICPA, 
Professional Standards, ET sec. 1.295) of the “Independence 
Rule” (AICPA, Professional Standards, ET sec. 1.200.001) 
have been met. In cases where the requirements have not been 
met with respect to non-attest services rendered during the pe-
riod of the professional engagement or the period covered by 
the financial statements, independence would be impaired. 

    

 8. Does the firm provide non-attest services to accounting 
and auditing clients? 

         
      

                                                           
3 A member who performs a compilation engagement for a client should modify the compilation report to indicate a lack of independence if the 
member does not meet all of the conditions set out in the requirements of the interpretations under the “Nonattest Services” subtopic (AICPA, 
Professional Standards, ET sec. 1.295) of the “Independence Rule” (AICPA, Professional Standards, ET sec. 1.200.001), when providing a 
non-attest service to that client (see Statement on Standards for Accounting and Review Services [SSARS] No. 21, Statements on Standards for 
Accounting and Review Services: Clarification and Recodification [AICPA, Professional Standards, AR-C sec. 80] or SSARS No. 19, Compilation 
and Review Engagements [AICPA, Professional Standards, vol. 2, AR sec. 80]). 
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 Yes No N/A Comments 

a. If “yes,” did the firm meet all the requirements of the 
interpretations under the “Nonattest Services” subtopic 
(AICPA, Professional Standards, ET sec. 1.295) of the 
“Independence Rule” (AICPA, Professional Standards, 
ET sec. 1.200.001 for each accounting and auditing cli-
ent for which non-attest services were performed? 

         
      
      
      
      
      

 Describe where and how this is documented.            
            
            
            
            

b. Did the firm establish an understanding of each client 
regarding the following as required by paragraph .01c 
of the “General Requirements for Performing Nonat-
test Services” interpretation (AICPA, Professional 
Standards, ET sec. 1.295.040): 

    

i. Objectives of the engagement          

ii. Services to be performed          

iii. Client’s acceptance of its responsibilities          

iv. Member’s responsibilities          

v. Any limitations of the engagement          

c. Does the firm document its understanding with the cli-
ent as required by the “Documentation Requirements 
When Providing Nonattest Services” interpretation 
(AICPA, Professional Standards, ET sec. 1.295.050)? 

         
      
      
      

d. Before agreeing to perform multiple nonattest services 
to an accounting or auditing client, does the firm com-
ply with the requirements of the “Cumulative Effect on 
Independence When Providing Multiple Nonattest Ser-
vices” interpretation (AICPA, Professional Standards, 
ET sec. 1.295.020)? 

         
      
      
      
      
      

If the firm is a member of a network [ET sec. 0.400.33], the 
firm should determine that the requirements described in the 
“Network and Network Firms” interpretation (AICPA, Pro-
fessional Standards, ET Sec. 1.220.010), have been met. 

    

 9. Is the firm a network firm [ET sec. 0.400.34]?          

a. If “Yes,” answer the following:     



00-11  MAY  2015 Quality Control Policies and Procedures—Sole Practitioner With No Personnel 4309 

AICPA Peer Review Program Manual PRP §4300.07 

 Yes No N/A Comments 

i. Did the firm meet all the requirements of the “Net-
work and Network Firms” interpretation (AICPA, 
Professional Standards, ET Sec. 1.220.010)? 

         
      
      

ii. Describe how the firm monitors its independence 
with respect to financial statement audits, reviews, 
and other attest engagements performed by other 
members of the network.  

         
      
      
      

                 
                 
                 
                 
                 

10. Describe the procedures the practitioner performs in evalu-
ating other possible threats to independence and objectivity 
and appropriate actions taken to eliminate those threats or 
reduce them to an acceptable level by applying safeguards 
(accumulate and consider relevant information, consult 
AICPA Ethics Hotline, consider withdrawing from the en-
gagement, and so on).        

         
      
      
      
      
      
      

                 
                 
                 
                 
                 

11. Describe the firm’s policies and procedures for ensuring 
that the firm is maintaining the appropriate firm license(s), 
including those for states other than where its main office 
is domiciled, including whether the following is true: 

    

a. The firm is licensed under the same name(s) under 
which it practices. 

         
      

b. The firm license(s) was effective during the peer review 
year and through the earlier of reviewed engagements’ 
issuance dates or the date of peer review fieldwork. 

         
      
      

c. The firm has considered variations in licensing bodies’ 
rules and regulations and how they impact the firm’s 
need to be licensed in that state. 

         
      
      

d. The firm has appropriately addressed any restrictions 
on practice imposed by the licensing bodies. 
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 Yes No N/A Comments 

C. Acceptance and Continuance of Client Relationships and 
Specific Engagements 

    

Quality control policies and procedures for acceptance and 
continuance of client relationships and specific engagements 
provide the firm with reasonable assurance that the firm will 
undertake or continue relationships and engagements only 
where it has considered the integrity of the client, is com-
petent to perform the engagement, can comply with the legal 
and ethical requirements, and has reached an understanding 
with the client regarding the services to be performed.  

    

 1. Does the practitioner obtain and evaluate relevant infor-
mation such as the following before accepting or continu-
ing a client relationship: 

         
      
      

a. The nature and purpose of the services to be provided 
to the client and management’s understanding thereof 

         
      

b. The identity of the client’s principal owners, key man-
agement, related parties, and those charged with gov-
ernance 

         
      
      

c. The nature of the client’s operations, including its 
business practices, from sources such as annual reports, 
interim financial statements, reports to and from regu-
lators, income tax returns, and credit reports 

         
      
      
      

d. Information obtained from third parties (bankers, fac-
tors, attorneys, credit services, and others who have 
business relationships with the entity) 

         
      
      

e. Information concerning the attitude of the client’s 
principal owners, key management, and those charged 
with governance toward such matters as aggressive in-
terpretation of accounting standards and internal con-
trol over financial reporting 

         
      
      
      
      

f. The risk of providing services in highly specialized or 
regulated industries 

         
      

g. Engagements that require an inordinate amount of time to 
complete relative to the available resources of the firm 

         
      

h. Communicating with the predecessor accountant or 
auditor when required by professional standards 

         
      

i. Conducting background checks of the business, its of-
ficers, and so on 
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 Yes No N/A Comments 

j. The risk of providing services to significant clients or 
to other clients for which the firm’s objectivity or the 
appearance of independence may be impaired 

         
      
      

k. The need for additional firm and individual licenses 
for states other than where the firm’s main office is 
domiciled or for states other than where an individual 
primarily practices 

         
      
      
      

l. Describe where and how ak are documented.          
                 
                 
                 
                 
                 

 2. Does the practitioner document the necessary commun-
ications with predecessor accountants and auditors, in-
cluding inquiries regarding the nature of any disagreements 
and other events, and whether evidence of “opinion shop-
ping” exists? 

         
      
      
      
      

a. If “yes,” where is the documentation maintained?          
                 
                 
                 
                 
                 
                 

b. If “no,” describe how the practitioner complies with 
paragraph .13 of AU-C section 300, Planning an Audit 
(AICPA, Professional Standards).        

         
      
      

                 
                 
                 
                 
                 
                 

The firm evaluates whether the engagement can be completed 
with professional competence; undertakes only those engage-
ments for which the firm has the capabilities, resources, and 
professional competence to complete; and evaluates, at the 
end of specific periods or upon occurrence of certain events, 
whether the relationship should be continued. 

    

 3. Does the practitioner evaluate whether he or she has ob-
tained or can reasonably expect to obtain the knowledge 
and expertise necessary to perform the engagement, includ-
ing relevant regulatory or reporting requirements, prior to 
accepting the engagement? 

         
      
      
      
      



4312 System Reviews 00-11  MAY  2015 

PRP §4300.07 Copyright © 2015, American Institute of Certified Public Accountants, Inc. 

 Yes No N/A Comments 

a. If “yes,” describe how this decision is reached and 
where it is documented.        

         
      

                 
                 
                 
                 
                 

b. If “no,” describe how the practitioner determines that 
he or she can perform the engagement.        

         
      

                 
                 
                 
                 
                 

 4. Does the practitioner consider conditions that require eval-
uation of a specific client or engagement, obtain relevant 
information to determine whether the relationship should 
be continued, and establish a specific time period to make 
that evaluation? 

         
      
      
      
      

a. If “yes,” do the conditions include the following:     

i. Significant changes in the client such as a major 
change in senior client personnel, ownership, ad-
visors, nature of its business, or financial stability 
of the client 

         
      
      
      

ii. Changes in the nature or scope of the engagement, 
including requests for additional services 

         
      

iii. Changes in the composition of the firm, such as 
the loss of and inability to replace key personnel 
who are particularly knowledgeable about a spe-
cialized industry 

         
      
      
      

iv. The decision to discontinue services to clients in a 
particular industry 

         
      

v. The existence of conditions that would have 
caused the practitioner to reject the client or en-
gagement had such conditions existed at the time 
of the initial acceptance 

         
      
      
      

vi. The client’s delinquency in paying fees          

vii. Engagements for entities in highly specialized or 
regulated industries 
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 Yes No N/A Comments 

viii. Engagements where there may be substantial 
doubt about the entity’s ability to continue as a 
going concern 

         
      
      

ix Engagements for entities in the development stage          

x. Engagements in which the client has ignored prior 
recommendations, such as those that address defi-
ciencies in internal control 

         
      
      

xi. Describe where and how i–x are documented. 
       

    

            
            
            
            
            

b. If “no,” describe how the practitioner obtains assur-
ance that he or she is not continuing a relationship 
which should be discontinued.        

         
      
      

                 
                 
                 
                 
                 

 5. Did the practitioner consider discontinuing any audit and 
accounting client relationships during the year under re-
view but decide to continue? If “yes,” explain.        

         
      
      

                 
                 
                 
                 
                 

The firm obtains an understanding with the client regarding 
the services to be performed. 

    

 6. Does the practitioner document his or her understanding 
with the client regarding the services to be performed by ei-
ther obtaining an engagement letter for all engagements, 
thus minimizing the risk of misunderstandings regarding the 
nature, scope, and limitation of the services to be performed, 
or documenting the understanding in a memorandum? If 
“no,” describe how the practitioner obtains assurance that 
his or her understanding is in agreement with the client’s 
understanding of the work to be performed.        
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 7. Describe the firm’s procedures for withdrawal from an en-
gagement or from both the engagement and the client rela-
tionship.        

         
      
      

                 
                 
                 
                 
                 
                 

D. Human Resources     

Quality control policies and procedures for human resources 
provide the firm with reasonable assurance that it has 
sufficient personnel with the capabilities, competence, and 
commitment to ethical principles necessary to perform its 
engagements in accordance with professional standards and 
regulatory and legal requirements, and to enable the firm to 
issue reports that are appropriate in the circumstances. 

    

Per diem personnel who are hired must have integrity and 
possess the characteristics that enable them to perform com-
petently. 

    

 1. If the practitioner hires per diem personnel, has hiring cri-
teria been established for such factors as education, certifi-
cation or licensure, and experience that per diem personnel 
must meet to be hired? 

         
      
      
      

a. If “yes,” describe the criteria and how the practitioner 
evaluates personal characteristics such as integrity, 
competence, and motivation of per diem personnel. 

         
      
      

                 
                 
                 
                 
                 
                 

b. If “no,” describe how the practitioner determines that 
the per diem personnel are appropriate for the position 
they are hired to fill.        
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Personnel assigned to engagements (practitioner and per 
diem personnel) possess the knowledge, skills, and abilities 
required in the circumstances and the nature and extent of 
supervision needed.  

    

 2. Describe how the practitioner ensures that per diem 
personnel assigned to engagements have the degree of 
technical training and proficiency required in the circum-
stances, considering the nature and extent of supervision to 
be provided.        

         
      
      
      
      

                 
                 
                 
                 
                 

 3. Does the practitioner possess the knowledge, skills, and 
abilities (competencies) necessary to fulfill engagement 
responsibilities for the firm’s accounting, auditing, or at-
testation engagements? Do such competencies for the prac-
titioner include the following: 

         
      
      
      
      

a. An understanding of the role of the firm’s system of 
quality control and the AICPA’s Code of Professional 
Conduct 

         
      
      

b. An understanding of the performance, supervision, 
and reporting aspects of the engagement 

         
      

c. An understanding of the applicable accounting, audit-
ing, or attestation professional standards including those 
standards directly related to the industry in which a cli-
ent operates 

         
      
      
      

d. An understanding of the industry in which a client oper-
ates, including the industry’s organization and operating 
characteristics, to identify the areas of high or unusual 
risk associated with an engagement and to evaluate the 
reasonableness of industry specific estimates 

         
      
      
      
      

e. Skills that indicate sound professional judgment          

f. An understanding of how the organization is depen-
dent on or enabled by information technologies, and 
the manner in which information systems are used to 
record and maintain financial information 

         
      
      
      

 4. Describe the firm’s policies and procedures for ensuring 
that the practitioner and any per diems are maintaining the 
appropriate individual licenses, including for states other than 
where the individual primarily practices public accounting. 
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Personnel participate in general and industry specific continu-
ing professional education (CPE) and professional develop-
ment activities that enable them to satisfy responsibilities and 
fulfill applicable continuing professional education require-
ments of the AICPA, state CPA societies, state board of ac-
countancy, and other regulators. 

    

 5. Do personnel (the practitioner and per diem personnel) as-
signed to audit and accounting engagements take courses 
related to those engagements? 

         
      
      

a. Provide an approximation of the type of CPE taken.     

i. Self-study courses      %          

ii. State society or AICPA programs      %          

iii. Other programs      %          

b. Describe how the practitioner determines the appro-
priate mix of CPE related to accounting and auditing 
assignments, including specialized industries.        

         
      
      

                 
                 
                 
                 
                 

 6. Is the practitioner and, if applicable, per diem personnel in 
compliance with the professional education requirements 
of the board(s) of accountancy in state(s) where licensed, 
the AICPA (if applicable), the state CPA society (if appli-
cable), and Government Auditing Standards—the Yellow 
Book (if applicable)? If “no,” explain instances of non-
compliance and the firm’s plans for correcting the situa-
tion.        

         
      
      
      
      
      
      
      

                 
                 
                 
                 
                 

 7. Does the practitioner receive professional publications that 
keep the firm’s personnel abreast of changes in accounting 
and auditing standards and any client industry specific 
pronouncements? If “yes,” please describe. If “no,” de-
scribe how you keep current with changes.        
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E. Engagement Performance     

Quality control policies and procedures for engagement per-
formance are designed to provide the firm with reasonable as-
surance that engagements are consistently performed in 
accordance with professional standards and regulatory and 
legal requirements, and that the firm issues reports that are 
appropriate in the circumstances.  

    

 1. Does the firm develop its own quality control materials 
(QCM)(for example, an audit and accounting manual, stand-
ardized forms, checklists, templates, practice aids, tools, 
questionnaires. and the like) to assist with engagement per-
formance? If “yes”:  

         
      
      
      
      

a. have you provided the review team with a list of the 
types of QCM developed by the firm? 

         
      

b. are such QCM used as an integral part of the firm’s 
system of quality control? 

         
      

c. are the firm’s QCM used for a specified purpose (for 
example, sampling or risk assessment templates) or a 
specific industry (for example, homeowners’ associa-
tions)? 

         
      
      
      

d. describe the firm’s quality control policies and proce-
dures for the following: 

    

i. developing and maintaining the QCM (for exam-
ple, making updates and revisions). 

         
      

                 
                 
                 
                 
                 
                 

ii. ensuring the reliability of the QCM.          
                 
                 
                 
                 
                 
                 

iii. ensuring the suitability of the QCM for the firm’s 
practice. 
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 2. Does the firm use third-party QCM (for example, an audit 
and accounting manual, standardized forms, checklists, 
templates, practice aids, tools, questionnaires and the like) 
to assist with engagement performance? If yes, 

         
      
      
      

a. have you provided the review team with a list of all 
providers or sources of QCM used by the firm? 

         
      

b. are such QCM used as an integral part of the firm’s 
system of quality control? 

         
      

c. are the provider’s QCM used for a specified purpose 
(for example, sampling or risk assessment templates) or 
a specific industry (for example, homeowners’ associa-
tions)? 

         
      
      
      

d. describe the firm’s quality control policies and proce-
dures for the following: 

    

i. adopting, updating and modifying the third party 
QCM. 

         
      

                 
                 
                 
                 

ii. ensuring the reliability of the QCM.          
                 
                 
                 
                 

iii. ensuring the suitability of the QCM for the firm’s 
practice. 

         
      

                 
                 
                 
                 

e. have the specific third party QCM used by the firm 
undergone a QCM review (been “peer reviewed”) (cop-
ies of current QCM review reports and acceptance let-
ters can be obtained either from the AICPA website at 
http://www.aicpa.org/InterestAreas/PeerReview/Com
munity/NationalPRC/Pages/QCMReviewResults.aspx 
or from the reviewed provider)? 

         
      
      
      
      
      
      

i. If “Yes,” have you furnished a copy of the pro-
vider’s QCM review report to the team captain or, 
if the provider has elected to have its QCM review 
documents posted to the AICPA’s website, directed 
the team captain toward the website? 

         
      
      
      
      

ii. If “No”, identify the QCM used by the firm that 
have not undergone a QCM review. 
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The engagement is planned to meet professional, regulatory, 
and firm requirements. 

    

 3. Do the firm’s policies and procedures for planning include 
the following: 

    

a. Developing or updating background information on 
the client and the engagement 

         
      

b. Developing a proposed written work program tailored 
to the specific engagements 

         
      

c. Considering the economic conditions affecting the cli-
ent and its industry and their potential effect on the 
conduct of the engagement 

         
      
      

d. Considering risks, including fraud, and how they may 
affect the procedures to be performed 

         
      

e. Obtaining an understanding of the engagement by use 
of an engagement letter or documentation in the work-
ing papers 

         
      
      

f. Reviewing prior financial statements and accountant’s 
or auditor’s report, or both 

         
      

The engagement is performed, supervised, documented, and re-
ported (or communicated) in accordance with the requirements 
of professional standards, applicable regulators, and the firm. 

    

 4. Does the practitioner use purchased practice aids to assist the 
firm in documenting the work performed on engagements? 

         
      

a. If “yes,” describe what you use.                 
                 
                 
                 
                 

b. If “no,” describe the form of documentation used, in-
cluding other checklists and how they have been de-
veloped and updated in order to determine that 
appropriate work has been performed to justify the 
firm’s conclusions.        

         
      
      
      
      

                 
                 
                 
                 

 5. Does the firm require documentation of the following:     

a. Understanding of the entity and its environment          

b. Consideration of internal control structure in planning 
and performing the engagement 

         
      

c. Assessment of control risk          
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d. Consideration of audit risk and materiality when plan-
ning and performing an audit 

         
      

e. Audit sampling techniques          

f. Consideration of fraud in the financial statement audit          

g. Conduct of, and degree of reliance placed on, ana-
lytical procedures 

         
      

If “no” to any of the preceding, describe how the firm de-
termines that appropriate procedures were performed. 

         
      

                 
                 
                 
                 
                 
                 

 6. Does the practitioner review reports, financial statements, 
and working papers and complete and document the as-
sembly of final engagement files on a timely basis?  

         
      
      

 7. Does the firm use other accounting firms for audit or ac-
counting engagements? If “yes,” describe the form in 
which instructions are given to the other firms and the ex-
tent to which their work is reviewed, or indicate where 
their procedures for the supervision and control of that 
work are found.        

         
      
      
      
      
      

                 
                 
                 
                 
                 

 8. Does the practitioner assume ultimate responsibility for 
each engagement (certain standards may require owner re-
sponsibility)? If “no,” describe who is responsible for the 
final approval for issuing the accountant’s or auditor’s re-
port, or both.        

         
      
      
      
      

                 
                 
                 
                 
                 

 9. Describe the firm’s policies and procedures for maintaining 
confidentiality, safe custody, integrity, accessibility, and re-
trievability of engagement documentation.        

         
      
      

                 
                 
                 
                 
                 



00-11  MAY  2015 Quality Control Policies and Procedures—Sole Practitioner With No Personnel 4321 

AICPA Peer Review Program Manual PRP §4300.07 

 Yes No N/A Comments 

10. Describe the firm’s policies and procedures for retaining 
engagement documentation for a period of time sufficient 
to meet the needs of the firm, professional standards, laws, 
and regulations.        

         
      
      
      

                 
                 
                 
                 
                 

The firm requires consultations to take place when appro-
priate; that sufficient and appropriate resources are available 
to enable appropriate consultation to take place; that all the 
relevant known facts are provided to those consulted; that the 
nature, scope, and conclusions of such consultations are doc-
umented; and that conclusions resulting from such consulta-
tions are implemented. 

    

11. Does the practitioner maintain or have access to appro-
priate current technical reference materials that include 
materials related to the clients it serves? 

         
      
      

a. If “yes,” do those materials include the following:      

   i. AICPA Professional Standards          

   ii. AICPA industry audit guides relevant to the 
firm’s practice 

         
      

   iii. Financial Accounting Standards Board pro-
nouncements 

         
      

   iv. Governmental Accounting Standards Board pro-
nouncements, Government Auditing Standards 
(the Yellow Book), and other government audit 
guides relevant to the firm’s practice 

         
      
      
      

   v. Describe the means of access to i–iv.                 
                 
                 
                 
                 

b. If “no,” describe how you determine that appropriate 
technical standards are followed.        

         
      

                 
                 
                 
                 
                 

12. Does the practitioner consult based on the following factors:     

a. The materiality of the matter          

b. Its experience in a particular industry or functional area          
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c. Whether generally accepted accounting principles or 
generally accepted auditing standards in the area 

    

i. are based on authoritative pronouncements that 
are subject to varying interpretations 

         
      

ii. are based on varied interpretations of prevailing 
practice 

         
      

iii. have yet to be developed          

iv. are under active consideration by an authoritative 
body 

         
      

v. have not previously been interpreted by the firm 
(for example, in connection with another engage-
ment) 

         
      
      

13. Does the practitioner consult with outside parties, such as 
the AICPA Technical Hotline or another CPA qualified in 
the area, when a technical question arises? If “no,” de-
scribe how technical questions are resolved.        

         
      
      
      

                 
                 
                 
                 
                 

14. Does the practitioner document consultations, including all 
of the relevant facts, circumstances, and references to pro-
fessional literature and how they will be implemented? 

         
      
      

a. If “yes,” describe where this documentation is main-
tained.        

         
      

                 
                 
                 
                 
                 

b. If “no,” describe how you justify conclusions.                 
                 
                 
                 
                 
                 

15. Describe how and where the practitioner evaluates and 
documents issues of professional judgment when differ-
ences of opinion arise with per diem personnel, with those 
consulted, or with an external reviewer and resolve the 
matter before releasing the report.        
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16. Do the firm’s policies provide that if persons involved in the 
engagement continue to disagree with the resolution, they 
may disassociate themselves from the resolution of the mat-
ter and document that a disagreement continues to exist? 

         
      
      
      

An engagement quality control review includes reading the 
financial statements or other subject matter information and 
the report and considering whether the report is appropriate. 
The engagement quality control review also includes a review 
of selected engagement documentation relating to the signif-
icant judgments the engagement team made and the con-
clusions they reached, and discussion with the engagement 
partner regarding significant findings and issues.  

    

17. Describe the criteria the firm has established for determin-
ing whether an engagement quality control review should 
be performed (nature of the firm’s practice, nature of the 
engagement, unusual circumstances or risk, and whether 
laws or regulations require an engagement quality control 
review).        

         
      
      
      
      
      

                 
                 
                 
                 
                 

18. Does the firm have any engagements that meet the criteria 
for an engagement quality control review? 

         
      

a. If “no,” an engagement quality control review is not 
required and the remainder of this section is not appli-
cable. 

         
      
      

b. If “yes,” has the firm considered the following:     

i. The need to contract with a qualified external per-
son with sufficient technical expertise and experi-
ence to perform the engagement quality control 
review 

         
      
      
      

ii. That the engagement quality control reviewer 
meets the independence requirements relating to 
the engagements reviewed, even though the en-
gagement quality control reviewer is not a mem-
ber of the engagement team 

         
      
      
      
      

iii. That the practitioner remains responsible for the 
engagement and its performance, notwithstanding 
involvement of the engagement quality control 
reviewer 

         
      
      
      

iv. That the engagement quality control review be 
completed before the report is released 

         
      

v. That the engagement quality control review be 
documented 
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vi. That matters are resolved before reports are re-
leased that might have come to the attention of the 
engagement quality control reviewer that would 
cause the reviewer to believe that the significant 
judgments the practitioner made and the conclu-
sions reached were not appropriate 

         
      
      
      
      
      

vii. Describe how the review is documented.                 
                 
                 
                 
                 

F. Monitoring     

Quality control policies and procedures for monitoring provide 
the firm with reasonable assurance that the policies and proce-
dures related to the system of quality control are relevant, ade-
quate, operating effectively, and complied with in practice. 

    

The firm considers and evaluates, on an ongoing basis, the 
appropriateness of the design and effectiveness of the operation 
of its quality control policies and procedures. 

    

 1. Does the practitioner revise the firm’s policies and pro-
cedures that are ineffective due to changes in professional 
standards? 

         
      
      

 2. Describe how the practitioner improves the firm’s com-
pliance with its policies and procedures, as needed.        

         
      

                 
                 
                 
                 
                 

The firm considers and evaluates, on an ongoing basis, the 
appropriateness of its guidance materials and any practice aids. 

    

 3. Describe the practitioner’s quality control policies and pro-
cedures to monitor that the firm’s guidance, and quality 
control materials (QCM) (for example, practice aids, such 
as audit programs forms and checklists), are updated for 
new professional pronouncements and are reliable and 
suitable for the firm’s practice.        
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The firm considers and evaluates, on an ongoing basis, the 
effectiveness of professional development activities. 

    

 4. Does the practitioner review CPE records to determine that 
the courses its personnel (including per diem personnel) 
have taken are appropriate considering the firm’s practice? 

         
      
      

 5. Does the practitioner review CPE records to determine 
compliance with the requirements of the AICPA and other 
regulatory bodies? 

         
      
      

The firm considers and evaluates, on an ongoing basis, com-
pliance with policies and procedures. 

    

 6. Does the practitioner perform either timely inspections4 or 
post-issuance reviews of engagement working papers, re-
ports, and clients’ financial statements for selected en-
gagements to evaluate the firm’s compliance with its 
policies and procedures?  

         
      
      
      
      

 7. Describe the firm’s approach for determining the com-
pleteness of the engagement population upon which the in-
spection and peer review samples are based. 

         
      
      

                 
                 
                 
                 
                 
                 

 8. Does the practitioner, on an ongoing basis, review its com-
pliance with its policies and procedures regarding leader-
ship responsibilities for quality within the firm, relevant 
ethical requirements (including independence, integrity, 
and objectivity), acceptance and continuance of client rela-
tionships and specific engagements, human resources, en-
gagement performance, and monitoring? 

         
      
      
      
      
      
      

 9. Does the firm test compliance with its policies and pro-
cedures through other monitoring procedures (such as en-
gaging a qualified individual from outside the firm to 
perform engagement quality control reviews or inspection 
procedures) not described in 6 and 7? If “yes,” describe. 

         
      
      
      
      

                 
                 
                 
                 
                 
                 

                                                           
4 Paragraphs .A72–.A73 of SQCS No. 8 provides guidance for inspection and monitoring procedures for small firms with a limited number of 
persons with sufficient and appropriate experience to effectively monitor compliance. 
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10. In review of the firm’s compliance with its policies and 
procedures for human resources, how does the practitioner 
provide reasonable assurance that he or she possessed the 
necessary knowledge, skills, and abilities (competencies) 
to allow the firm to fulfill its responsibilities related to its 
accounting, auditing, and attestation engagements? 

         
      
      
      
      
      

                 
                 
                 
                 
                 

11. How does the practitioner place additional emphasis on de-
ficient areas in future engagements? 

         
      

                 
                 
                 
                 
                 

12. Does the practitioner summarize and document, at least 
annually, the results of the monitoring process as required 
by quality control standards? 

         
      
      

13. Does the practitioner take specific corrective actions or 
steps based upon the results of the monitoring process and 
follow up on such planned corrective actions to provide 
reasonable assurance of compliance with its policies and 
procedures? 

         
      
      
      
      

14.  Do the firm’s quality control policies and procedures pro-
vide that a peer review conducted under the standards estab-
lished by the AICPA substitute for the firm’s inspection of 
engagement working papers, reports, and clients’ financial 
statements for some or all engagements for the period cov-
ered by the peer review? (Note: A peer review does not sub-
stitute for all monitoring procedures.) If so, describe scope 
of other monitoring procedures performed in that year.  

         
      
      
      
      
      
      
      

                 
                 
                 
                 

The firm deals appropriately with complaints and allegations     

15. Does the practitioner investigate complaints or allegations 
about noncompliance with professional standards, regula-
tory and legal requirements, or the firm’s system of quality 
control and document the responses to them? 
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The firm prepares appropriate documentation to provide evi-
dence of the operation of each element of its system of quality 
control. 

    

16. Describe how the practitioner documents evidence of the 
operation of each element of its system of quality control 
(through a summary monitoring report, electronic databases, 
manual notes, and checklists and forms).        

         
      
      
      

                 
                 
                 
                 
                 

17. Describe the firm’s policies and procedures for retention of 
documentation to permit those performing monitoring pro-
cedures and peer reviews to evaluate the firm’s compliance 
with its system of quality control.        

         
      
      
      

                 
                 
                 
                 
                 

G. Implementation of SQCS No. 8     

 1. Describe any substantial changes made to the system of 
quality control as a result of implementing SQCS No. 8. 
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