Preparing Case Analyses

Unless otherwise instructed, cases and assignments may be prepared in either “Memo” or “Report” form.  

Memo Form

If you prepare your case in Memo form, you should assume that the recipient of your memo will be your audit supervisor (audit viewpoint) or the controller of your organization (financial viewpoint.)  

In either case, your memo should include the following:

	Date:		Due date of the assignment
	To: 		Audit Supervisor OR Controller (you must designate one)
From:		Your Name
Subject:	A subject for your memo.  (Your subject will NOT be “Case xyz” or any other subject that implies a college project.  Your subject should reflect your research efforts.)

Body:	The body should contain the following parts:

Background:		A brief description/summary of the problem.  

Problem:	A statement of the problem/issue/question. Remember to address the problem/issue/question from the perspective (auditor or financial) you have chosen. 

Relevant Guidance: 	A statement listing the professional guidance used in your research.  This must be cited as noted in the “Codification” or as noted for SEC documents.  No other citation is allowed.

For example, you cannot cite “FASB xyz” or “SFAS xyz.”  You MUST use the cite method indicated by the FASB for codification.

This section is simply a listing of the guidance used.

Application:	This section explains how the guidance cited relates directly or indirectly to the issue at hand.  

This is NOT simply copying relevant sections of the professional guidance.  

This IS reading the professional guidance and indicating in your own words (to the extent possible) how that guidance relates to the issue at hand.  

Be sure that you use your own words as much as possible.  If you do not use your own words, you must enclose the material in quotes.    

In all cases, your MUST PROVIDE CITE REFERENCE (FASB CODIFICATION) FOR ANY PROFESSIONAL GUIDANCE USED IN YOUR MEMO.)  This is true whether you summarize in your own words or quote directly.  

NOTE:  If I cannot find your reference using the cite in your paper, then you have an invalid cite and will be graded accordingly. 

Conclusion:	State your conclusion with respect to the case.  In this section, you can state your opinion by indicating “in my opinion” xyz.   You cannot have an opinion in this memo except in this section and only if it is clearly indicated as opinion.  

Of course, your conclusion will be your opinion, so you should state, for example, “In my opinion Company XYZ should account for xyz using the guidance in xyz as follows ….

In all cases, this section will explain the accounting treatment you recommend for the issue/question/problem you raise and in all cases the recommendation will be noted as your recommendation.  




