	Audit Firm Name:

	Subject: DOCUMENTATION
	Prepared By: ………….   Date: ………………..



	Documentation


Sr. Particulars Reference /

	Sr.


	Particulars
	Reference /

Guidance Notes
	Description


	1

	How does the firm document matters relative to independence confirmations, performance evaluations, results of monitoring, client acceptance and continuance evaluation, etc?

· Using electronic databases

· Manual notes

· Checklists

· Forms
	
	

	2


	Does the firm have policies and procedures for the retention of firm’s documentation for a period of time sufficient to permit those performing monitoring and review procedures to evaluate the firm’s compliance with its system of quality control or for a longer period if required by law or regulation?
	
	

	3
	Does the firm have policies and procedures relate to the access of audit file as well as back up audit file in case of electronic working papers?
	
	

	4
	Does the firm have policies and procedures for the documentation of complaints and allegations and the responses to them?
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