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United Kingdom 

Specimen Year-end Timetable 


Organisations are generally required to prepare annual reports, including audited financial statements, 
and these are the mechanism by which boards report on the stewardship of the organisation and its 
assets to investors and/ or other stakeholders. 

Annual reports then provide the underpinning to other 
communications by companies – such as interim 
management statements, market sensitive information, 
and investor presentations. Given the important role that 
they play in the corporate reporting framework, it is 
essential that annual reports are relevant and present an 
accurate, coherent and balanced picture of the business 
and its prospects. 

If the audit committee is to make an effective contribution, 
it should review the final draft version of the audited 
annual financial statements prior to their approval by the 

board of directors. An appropriate interval should be left 
between the audit committee meeting at which the 
committee recommends approval of the financial 
statements and the board meeting at which the financial 
statements are approved. This allows any work arising 
from the audit committee meeting to be carried out and 
reported as appropriate. 

This document provides an example of a year-end reporting 
timetable. Year end reporting timetables will vary for a variety 
of reasons. The timetable illustrated below is typical for a 
FTSE 250 company with a December year end.  

Year end 31 December 

Management prepares draft financial statements By mid January 

Financial statements audited by external auditor (fieldwork) Mid January to mid February 

Meeting with CFO to discuss audit findings and draft audit committee memorandum End of 2nd week in February 

Audit committee papers circulated (including the draft financial statements and management 
and auditors comments thereon including any significant management letter points) 

Beginning of 3rd week in 
February 

Meeting between audit committee chairman and audit partner to discuss any contentious 
issues 

End of 3rd week in February 

Audit committee meeting to: 
 Review and recommend approval of the annual report (including the financial 

statements) and preliminary announcement (and analyst presentation) 
 Review representation letters from CEO, CFO, etc 

Beginning of 4th week in 
February 

Board meeting to approve the annual report (including the financial statements), 
preliminary announcement and analyst presentation 

Beginning of 4th week in 
February* 

Preliminary results announcement to market and commence investor road shows Middle of 4th week in February 

External auditor prepares and issues the management letter March 

Management letter points considered by management March 

Mail out of annual report commences 
AGM papers to shareholders 
Publish annual report on internet and intranet 

March 

AGM April 
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For more information  on ACI please  contact:  

Timothy Copnell  
Chairman of the UK Audit 
Committee Institute 

T: +44 (0)20 7694 8082 
E: tim.copnell@kpmg.co.uk  

www.kpmg.co.uk/aci 

The information contained herein is of  a general nature and is  not intended to address the circumstances of any particular   
individual or entity. Although we endeavour to provide accurate and timely information, there can be no guarantee that such  
information is accurate as of the date it is received or that it will continue to be accurate in the  future. No  one should act on 
such information without appropriate professional  advice after a thorough examination of the particular situation.  
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