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Audit documentation means the record of audit procedures
performed, relevant audit evidence obtained, and conclusions
which the auditor reached (terms such as working papers or
workpapers are also sometimes used).

The relevant Hong Kong Standard on Auditing is HKSA 230
“Audit Documentation”. In addition, several Hong Kong
Standards on Auditing (HKSA) and one Statement on Auditing
Standards (SAS) deal with documentation and details are given
in Tables 1 and 2.

Importance of audit documentation

Supports audit report
Helps auditor conduct and supervise an audit

Audit documentation mainly serves to provide the principal
support for the audit report and help the auditor conduct and
supervise the audit.

Auditors are required to record all matters which are important
in supporting the audit opinion and in particular their
reasoning on all significant matters that require the exercise of
judgement. Auditors may subsequently be questioned by the
client or possibly by the courts if legal claims are filed against
the auditors, and it is important for auditors to be able to show
the evidence on which they reached their conclusion.

Other objectives of audit documentation include:

e  Providing guidance for planning future audits and
familiarizing new staff, thereby saving time and costs.

e Avoiding misunderstandings between clients and auditors
with respect to the engagement.

e Enabling the audit team to be accountable for its
work and facilitate the investigation of exceptions or
inconsistencies.

Retention of audit documentation

HKSQC 1 “Quality Control for Firms that Perform Audits
and Reviews of Historical Financial Information, and Other
Assurance and Related Services Engagements” requires audit
firms to establish policies and procedures for the retention
of engagement documentation. As HKSQC 1 indicates, the
retention period for audit engagements ordinarily is no shorter
than five years from the date of the audit report, or, if later, the
date of the group’s audit report.

Form of audit documentation

Audit documentation may be recorded on paper or on
electronic or other media. It includes, for example, audit
programmes, analyses, issues memoranda, summaries of

significant matters, letters of confirmation and representation,
checklists, and correspondence (including e-mail) concerning
significant matters. Abstracts or copies of the entity’s records —
for example, significant and specific contracts and agreements
— may be included as part of the audit documentation if
considered appropriate.

Oral explanations by the auditor, on his own, do not represent
adequate support for the work which he performed or the
conclusions he reached, but may be used to explain or clarify
information contained in the audit documentation.

Extent of audit documentation

Enable an experienced auditor to understand:
Audit procedures performed
Results of audit procedures
Significant matters

The auditor should prepare the audit documentation so as to
enable an experienced auditor, with no previous connection
with the audit, to understand:

e the nature, timing, and extent of the audit procedures
performed to comply with HKFRS and applicable legal and
regulatory requirements;

e  the results of the audit procedures and the audit evidence
obtained; and

e significant matters arising during the audit and the
conclusions reached thereon.

Contents of audit documentation

Working papers provide a record of:

e planning and performance of the audit (including the
nature, timing and extent of audit procedures);

e supervision and review of audit work; and

e audit evidence (including oral representations) obtained to
support the audit opinion (including conclusions drawn).

In documenting the nature, timing and extent of audit

procedures performed, the auditor should record:

e who performed the audit work and the date that the work
was completed; and

e who reviewed the audit work performed and the date and
extent of the review.

Exclusion from audit documentation

It is neither necessary nor practicable for the auditor to

document every matter he or she considers during the audit.

The auditor ordinarily excludes the following items from audit

documentation:

e superseded drafts of working papers and financial
statements

e notes that reflect incomplete or preliminary thinking
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