
FEDERAL AUDIT CLEARINGHOUSE CERTIFICATION INSTRUCTIONS 
 

EffecƟve October 2, 2023, the Federal Audit Clearinghouse (FAC) launched a new website where all audit report 
cerƟficaƟons will take place moving forward. Please follow the instrucƟons outlined below to complete 
cerƟficaƟon of your audit report.  
 

PLEASE NOTE: There are SEVEN steps that MUST be completed in order for your report to be cerƟfied. 
Not compleƟng any step in its enƟrety will result in your report not being properly cerƟfied and/or 
submiƩed to FAC for processing. 

 
1) Login to your FAC account. Any reports for which you are the auditee cerƟfying official will be listed 

under the ‘Audits in Progress’ secƟon. 

 
 

A status will be displayed next to your audit report. Your report status will update automaƟcally as it 
progresses through the FAC process. You will see one of the following: 
 

o In Progress – We are sƟll working on geƫng your report set up in the system. No acƟon is 
required from you while the report is in this phase. 
 

o Ready for CerƟficaƟon – The audit report has been successfully entered into the system and 
is ready for the cerƟficaƟon process to begin. Auditor cerƟficaƟon will be completed first. No 
acƟon is required from you while the report is in this phase. 

 

o Auditor CerƟfied – Auditor cerƟficaƟon has been completed and it is now ready for auditee 
cerƟficaƟon. 

 
2) To begin the auditee cerƟficaƟon process for your report, click on the ‘Auditor CerƟfied’ status link 

(highlighted below).  
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3) The status link will direct you to the home page for your audit report. Click on the ‘Auditee CerƟficaƟon’ 

link (highlighted below). 
 
PLEASE NOTE: You can only cerƟfy your report AFTER it has been auditor cerƟfied. Please ensure the 
‘Auditor CerƟficaƟon’ link on this page is green before proceeding. If it is not, that means the Auditor 
CerƟficaƟon step has not been completed yet and you will not be able to proceed with compleƟng the 
required auditee steps. 

 

 
 

 

 
 
 
 
 
 
 
 
 
 

4) Please proceed with compleƟng the steps required to aƩest and sign the single audit package for your 
Entity.
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5) Once you have completed the auditee checklist and have cerƟfied your audit report, when you return to 
the home page of your audit report, BOTH cerƟficaƟon steps should now be green and have ‘Complete’ 
next to them. If your link did not turn green, please select the Auditee CerƟficaƟon link again and ensure 
you completed every item on the checklist. 

 

 
 

6) Now that the enƟre cerƟficaƟon process has been completed, the audit report is ready to be submiƩed. 
 

PLEASE NOTE: This step is NOT automated. You MUST click the ‘Submit to the FAC for processing’ link in 
order to submit your report. As the cerƟfying official, you are the only person who can complete this step. 
 

 
 

7) If you have successfully cerƟfied your report AND submiƩed to FAC for processing, when you return to 
the FAC main page (where ‘Audits in Progress’ was displayed), your report will now be listed under the 
‘Completed Audits’ secƟon with ‘SubmiƩed’ or ‘Accepted’ in the Status column. 

 

 Do not be alarmed if the status does not reflect ‘Accepted’ immediately. It can take up to 24 
hours for the system to process report submissions. Once completed, the system will 
automaƟcally update the report status to ‘Accepted’. If your report status remains at ‘SubmiƩed’ 
for longer than 24 hours, reach out to the FAC HelpDesk for further assistance. 

 

 


