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Auditor should identify sufficient, reliable, 
relevant and useful information to provide 
factual basis for audit opinions. 
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Documentation is 
not just a piece of 

paper.   
It is an Audit 

Evidence 



The objective of the auditor is to prepare 
documentation that provides: 

 (a) A sufficient and appropriate record of 
 the basis for the auditor’s report; and 

 

 (b) Evidence that the audit was planned 
 and performed in accordance with ISAs 
 and applicable legal and regulatory 
 requirements. 
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(a) Audit documentation – The record of audit procedures 
performed, relevant audit evidence obtained, and 
conclusions the auditor reached (terms such as “working 
papers” or “workpapers” are also sometimes used). 

(b) Audit file –One/more folders or other storage media, in 
physical/electronic form, containing records that comprise 
the audit documentation for a specific engagement. 

(c) Experienced auditor – An individual (whether internal or 
external to the firm) who has practical audit experience, 
and a reasonable understanding of: 

(i) Audit processes; 

(ii) ISAs and applicable legal and regulatory requirements; 

(iii) The entity’s business environment; and 

(iv) Auditing and financial reporting issues relevant to the 
entity’s industry. 
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1. Increasing the economy, efficiency and 
effectiveness of the audit.  

2. Assisting the audit team in documenting the 
overall audit strategy & planning/performing 
the audit 

3. Facilitating the direction, supervision and 
review of the audit work 

4. Recording the audit evidence generated by the 
audit procedures that are undertaken to justify 
and support the auditor’s opinion 

5. Enabling the engagement team to be 
accountable for its work 
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6. Retaining record of matters of continuing 
significance relevant to future audits 

7. Enabling an experienced auditor, having no 
connection with the audit, to understand the 
audit process and its conclusions. 

8. Facilitating the quality control reviews and 
inspections for audit work in accordance with 
ISQC 1 review  
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 Initially, W/Ps provide a framework for planning 
the audit, then for conducting  and  recording the 
audit and finally for showing the key evidence 
that supports the conclusions reached and the 
audit opinion. 

So – Documentation prepared at the time the 
work is performed is likely more accurate than 
that prepared subsequently.  

 It enhances the quality of the audit 

 and facilitates the effective review and 

 evaluation of the audit evidence obtained 
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It also facilitates the conclusion reached before the 

auditor’s report is finalized.  

In this context working papers will facilitate 

ensuring following matters: 

• Conclusions drawn are consistent with audit work; 

• Errors and irregularities found are documented; 

• Proposed audit adjustments have been recorded; 

• Points of further investigation are noted; 
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 Worldwide regulators complain about being poor  

 Too much documentation in some established and low 
risk areas and not enough in other difficult areas 

 Poor evidence of link between risk/control analysis and 
procedures performed – problems identified but not 
addressed 

 Sample sizes being cut, materiality levels being raised, 
analytical procedures not being used much  
Without documenting the justification of this –big 
issues 
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 Excessive documentation for compliance purposes 
is real problem – keeps auditors from engaging with 
the client 

 Largely a product of inefficient audit methodologies 
– leading to under/ over-auditing 

 Poor documentation by auditors – for example 

• Keeping interesting but irrelevant information on 
the file 

• Full documents rather than extracts 

• Not making use of facilities for electronic cross-
referencing 

• Poor checklists used indiscriminately without 
thought 
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Working papers should be sufficiently complete 
and detailed - (Documentation of Good Quality) 

HOW? the extent to which an experienced auditor, 
having no previous connection with the audit, is able 
to understand: 

 The NET-  nature, timing, and extent of the audit 
procedures performed to comply with ISAs and 
applicable legal and regulatory requirements; 

 The results of the audit procedures and the audit 
evidence obtained; and 

 Significant matters arising during the audit and the 
conclusions reached thereon & the significant 
professional judgment used. 
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◦ Enable an experienced auditor to understand the 
work performed and the significant conclusions 
reached 

◦ Identify who performed & reviewed the work 
◦ Show that the accounting agree or reconcile to 

the financial statements 
 

 Audit documentation should include all 
significant audit findings and the actions 
taken to address them 



They may be recorded on paper or on electronic or 
other media.  
Examples of audit documentation include: 

 Audit programs. 
 Analyses. 
 Work Lead Schedules 
 Issues memoranda. 
 Summaries of significant matters. 
 Letters of confirmation and representation. 
 Checklists. 
 Correspondence (including e-mail/notes of oral 

conversation) concerning significant matters.  
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 The auditor may include abstracts or copies of the 
entity’s records  

(for example, significant and specific contracts and 
agreements) as part of audit documentation.  

Audit documentation, however, is not a substitute for 
the entity’s accounting records. 

 

 The auditor needs not include in audit documentation 
Superseded drafts of working papers and financial 
statements, notes that reflect incomplete or 
preliminary thinking, previous copies of documents 
corrected for typographical or other errors, and 
duplicates of documents. 
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 Working paper are signed, dated and 
indexed; 

 All subsidiaries are cross referenced; 

 Lead schedule agree with trial balance and 
financial statements; 

 Work has been done in accordance with audit 
program; 

 Time spent has been recorded; 
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In determining the form, content and extent of audit 
documentation, the following factors (not inclusive); no 
matter what type of client we are auditing, should be 
considered: 

 The nature of the engagement (e.g. listed, private or 
public sector entity) and procedures to be performed 
to support 

 the report given (e.g. audit, assurance, review). 

 The nature, size and complexity of the entity, its 
environment and controls.   

 The identified risks of material misstatement in the 
financial statements. 

 The reliance to be placed on control effectiveness. 
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 The extent of judgment required in carrying out 
the work and evaluating the results. 

 The audit methodology and tools used (e.g. 
computer assisted audit techniques). 

  Standardization   

  The extent of schedules, analyses and other 
documentation prepared by the entity. 

  The significance of the evidence obtained. 

  The nature and extent of exceptions identified. 

  The need and extent for direction, supervision and 
review of : 

◦ tasks assigned to assistants. 

◦ the audit team 
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 It is, however, neither necessary nor practicable 
to document every matter the auditor considers 
during the audit. 

 Oral explanations by the auditor, on their own, 
do not represent adequate support for the work 
the auditor performed or conclusions the auditor 
reached, but may be used to explain or clarify 
information contained in the audit 
documentation (ISA 230 para A5) 

 If it’s not documented … it wasn’t done! 
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It is common practice for audit firms to use 
standard preprinted documentation on audit 
engagements.  For example: 
 Audit completion disclosure and other 

checklists. 
  Internal Control Questionnaires/Evaluation 

Questionnaires.  
  Audit programs. 
  Specimen letters (e.g. written representations 

from management). 
  Indices for standard organization of working 

papers. 
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(y) Rec and OE-substantive.xlsx


 Wherever standard documentation is used it is 
essential that the documentation is: 

• tailored for each individual client (e.g. work 
programs to address assessed risks; written 
representations to reflect different 
circumstances); and 

• kept up-to-date for changes in ISA, IFRS, laws 
and regulations (e.g. IFRS checklist, 
engagement letters). 
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Working paper should be sufficiently complete 
and detailed enough to provide over all 
understanding of the audit:(Characteristics) 
 

 Clear  
 Complete 
 Accurate 
 Well indexed 
 Relevant 
 Concise 
 Neat 
 Informative 
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 Permanent File: (PF) 

◦ Keeps information for multiple years on recurring 
engagements that is relevant to the audit and the 
client's business, are of continuing importance to 
the audit process and provide a history of 
significant audit related matters. 

◦ They should be updated every year to check 
relevance & any changes 
 

 Current File: (CF) 

◦ Information that is of direct relevance to the 
current audit (at whatever stage). 
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Standard indices may be used for both permanent and 
current audit files. These are usually tailored (e.g. by 
circling the references used).* 
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  *Alternative 
referencing 
systems 
might include 
separate 
sections for 
interim 
audit working 
papers, 
systems work 
or 
analytical 
procedures. 



 Statutory material and legal documentation 

 The rules and regulations of the Business entity 

 Copies of documents of continuing importance 
(e.g. letter of engagement if not yearly signed) 

 Addresses of the registered office and other 
premises 

 List of books and other records and where they 
are kept 

 History of the organization 

 List of important accounting matters 

 Other Information of a continuing nature. 
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 A copy of the financial statements 
 An index to the file  
 A description of the internal control system 
 An audit program 
 A schedule for the Lead sheets (BS & IS) with the 

comparative amounts of PY 
 Letters of representation  
 Conclusions reached by the auditor concerning 

significant aspects of the audit 
 A statutory checklist 
 Anything else that contributes to the audit 

evidence for the current year's audit. 
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 Headings*  

 Indexing – arrange papers in some common order. 

 Tick marks – symbols to key a footnote to an item. 

 Sign-off – indicates auditors that prepare and review 

(initials) and the date of preparation/review 
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- Client name 
- Year end 
- Subject of working paper 
(Completeness of Revenue) 

 



 Reference: A logical work paper number cross 
referenced to audit program steps and issues should 
be included. 

 Tick mark legend: A concise definition of all tick marks 
(symbols) should be included on each audit work paper 
to clearly describe the work performed during the 
engagement. 

 Sign off: The preparer’s signature provides evidence of 
completion and accountability, which is an essential 
piece of third party quality review. 

 Exceptions: Audit exceptions should be documented 
and explained clearly on each work paper using logical 
numbering that cross reference to other work papers. 
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(y) Rec and OE-substantive.xlsx


 All significant matters must be clearly recorded.  

 Examples of significant matters include: 

• matters that result in material risks (Revenue is 
always an example); 

• details indicating that the financial statements may 
be materially misstated; 

• the need to revise previous assessments of risks and 

material misstatements; 

• factors that cause difficulty in applying ISA; and 

• findings that could result in a modification to the 
auditor's opinion and the reasons why, or why not, it 
was modified. 
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 It is usual for details of significant matters and how 
they were addressed to be recorded in a summary 
document (ex: partner review notes or completion 
memorandum – Summary Review Memorandum) 

or that includes cross-references to other relevant 
supporting audit documentation that provides such 
information. 

 Such a summary may facilitate effective and efficient 

reviews and inspections of the audit documentation, 

particularly for large and complex audits. 

 Further, the preparation of such a summary may assist 

the auditor’s consideration of the significant matters. 
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The auditor should document discussions of 
significant matters with management and others 
on a timely basis. 

Where a detail is to be relied upon in reaching a 
conclusion on a significant matter, a written 
representation from the client must be obtained  

 If the auditor has identified information that 
contradicts or is inconsistent with the auditor’s 
final conclusion regarding a significant matter, the 
auditor should document how the auditor 
addressed the contradiction or inconsistency in 
forming the final conclusion. 
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 The auditor should complete the assembly of the final 

audit file on a timely basis after the date of the 

auditor’s report. 

 As ISA 230 & ISQC1indicates, 60 days after the date of 

the auditor’s report is ordinarily an appropriate time 

limit within which to complete the assembly of the 

final audit file. 

 The completion of the assembly of the final audit file 

after the date of the auditor’s report is an 

administrative process that does not involve the 

performance of new audit procedures or the drawing 

of new conclusions. 
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Changes may, however, be made to the audit 
documentation during the final assembly process if 
they are administrative in nature.  

Examples of such changes include:  

 Deleting or discarding superseded documentation. 

 Sorting, collating and cross-referencing working 
papers. 

 Signing off on completion checklists relating to the 
file assembly process. 

 Documenting audit evidence that the auditor has 
obtained discussed and agreed with the relevant 
members of the audit team before the date of the 
auditor’s report. 
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 Working papers should be retained for a 
period sufficient to meet the needs of the 
audit practice and in accordance with legal 
and professional requirements.   

 The IAASB requires at least 5 years.  

In Lebanon?? 
 

 ISA 230 only sets out general principles. It 
does not suggest a minimum or maximum 
period for retention 
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 All documents relating to clients are confidential & 
the auditor should secure Safe Custody of the WP 

 The working papers are the auditor’s property, not 
the clients. 

 In most cases, an auditor cannot reveal information 
in the working papers without the client’s 
permission. 

 Portions of or extracts from working papers may 
be made available to the client at the discretion of 
the auditor.   

 working papers are not a substitute for the client's 
accounting records. 



Any Questions? 
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