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R
Rethinking how we work: examples

Before Smart Lite Procedures

In the business of file documentation

• Would keep the email trail and various versions of documents

• Would create disposition tables

Documenting full process followed

• Would document a summary of the minutes read

Planning performed by auditors and then reviewed 

Planning would take a substantial effort

For meetings, would write detail minutes of full exchange

Documenting key decisions and judgement in a Report  
Clearance Summary

Resources would be tied up to document the file

A √ as done would be supported by additional text

After Smart Lite Procedures

In the business of auditing

• Would keep only the final Word, PDF version of documents

• Evidence of review through the signature of final documents   
 by the engagement leader

Documenting audit work

• Would document only items that would have an impact   
 on decisions, judgments and conclusions

Planning starts from management involved in the file

Document key points that have an impact on the audit

Documenting key decisions and judgements in ISS

Resources will be assigned to value added work

A √ means you have done it, no additional text is required
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Smart Lite represents the next generation of workpapers.

The redesigned procedures feature smarter checkboxes, streamlined procedures and enhanced reviewer support.

Smart Lite Quick Start Guide—Main Functions

4

Enhanced procedure redesign

One column for both procedures  
and record of work done to  
minimize duplication .

Smarter checkboxes

Alerts are displayed to prevent 
incompatible selections .

Direct linkage to CAS and policy 
requirements for each procedure 

Select the “View/Hide Requirements” 
button to display references to CAS  
and relevant OAG Audit Manual  
policies in the Requirements column . 
Select the button again to hide  
the column .

 “Lock-down” of procedures

Each procedure is protected on  
the Library Procedures tab (indicated  
by shaded areas in procedure 
illustration opposite) so that  
it cannot be deleted or modified .

Enhanced presentation of OAG  
Audit Manual hyperlinks

Links to OAG Audit Manual now  
appear in a separate guidance  
tab instead of within TeamMate  
audit steps .

5

2

3

1

1

2

3

4

5
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Carefully read the procedures 
and instructions

Avoid using links where it may not be 
useful to a reviewer . Where links are 
commonly added, prompts to add  
a link are typically included in the 
procedures . Do not simply carry 
forward the same information from  
the previous period into the new  
Smart Lite format .

Understand the different types of 
checkbox options available

“Checked those that apply” is used 
where more than one option may be 
applicable . At least one of these  
options will be selected or performed 
but it is not expected that all of 
the options will be applicable or 
performed . Use your judgment to 
determine how much work is enough .

“or” at the end of an option  
indicates that only one checkbox  
is to be selected .

Perform each of the procedures in 
bulleted lists 

Only check the box as completed when 
every bullet in the list has  
been completed .

The Smart Lite Procedures support engagement teams in executing and documenting work

Concise, effective documentation can contribute significantly to a high quality efficient audit

Smart Lite Quick Start Guide—Key Working Practices

1

2

3

2

2

3

1
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On the library procedures tab, 
provide documentation in each 
displayed orange text box using 
the description above the box as a 
guide—if you see a shaded text box, 
you should complete it.

On other tabs, provide documentation 
in the tables unless it is clearly not 
applicable or the instructions indicate 
that it may not be required .

Consider the need to use the “+/- 
Additional documentation” sections

Each procedure has an expandable 
section to add additional 
documentation when the preparer 
believes it is necessary . These optional 
sections are only expected to be used 
in limited circumstances and they only 
need to be expanded via the “+” if they 
are to be used . Text should be succinct 
and not repeat what is already in the 
working paper .

Perform additional procedures in 
expandable sections, if applicable 

New sections and procedures will 
only appear when certain checkboxes 
are selected . For example, for other 
information presented in documents 
containing audited financial 
statements, additional procedures are 
displayed when the relevant checkbox 
is selected . When there is no other 
information, this section can be ignored 
by not checking the box to expand it .

A key design consideration in the Smart Lite Procedures was a steadfast focus on saving reviewer time

Smart Lite Quick Start Guide—Key Working Practices (continued)

4

5

6

4

5

R
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Smart Lite represents the next generation of workpapers.

The redesigned procedures feature smarter checkboxes, streamlined procedures and enhanced reviewer support.

Smart Lite Quick Start Guide—Key Working Practices (continued)

Roll forward your file at least once 
every five years

There are many links that  
remain in the background of  
our software which could result  
in corrupted files .

Keep essential documents in the file 

Your file should be documented 
only with the essential documents . 
Any transitional documents should 
not be part of the file . For example, 
the Word version that was reviewed 
by AAPT, the last version of the 
financial statements and the PDF 
signed version should only be kept .

Keep the Standard Structure 

Keep the standard structure for 
folders A to D . This will allow 
comparability between files and 
ease to search documents within a 
file .

Minimal documentation in the PRGs

Create an ISS directly from the working 
paper where the audit work is being 
done . You should avoid creating 
disposition tables . Document key 
decisions and judgement through ISS .

7

8

9

10

10

8

9

R
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Smart Lite Quick Start Guide—Other Reminders
If you have any further questions regarding the use of Smart Lite procedures on your engagement please contact AAPT for additional support.

Impact of worksheet protection 

Despite the fact that library procedures are 
“locked-down” using worksheet protection, 
users of Smart Lite procedures are able to do 
the following to document the audit procedures 
performed:

• Make appropriate checkbox selections
• Enter and format text into orange shaded text boxes
• Use provided documentation templates
• Add links to “Links” column (use sparingly and  
 follow the prompts!)
• Utilize optional “+/- Additional documentation”  
 sections (expected to be infrequently used)
• Utilize spell check button on library procedures  
 tab to check spelling .

Prompts to consider the need to add other 
procedures

Smart Lite procedures will include prompts 
to consider the need to add other procedures 
where it is appropriate . This helps to verify that 
the appropriate procedures have been added to 
the engagement TeamMate file . 

Potential need to add specific procedures multiple 
times

Certain procedures may need to be added to the 
TeamMate engagement file multiple times (for 
example, if you have multiple components)—
Examples include:

• Evaluate work of component auditor— 
 [Insert name of component auditor]

Procedures worksheet tabs other than “Library 
procedures” 

Worksheet protection is not used on the other 
tabs as there may be a need to add or modify 
columns in tables based on engagement 
circumstances . 

However, due to the fact that specific CAS 
requirements are addressed on these tabs, it 
is recommended that none of the columns are 
deleted . Any columns considered not applicable 
to an engagement should be retained and 
marked as being not applicable . 

If you opt to not use the testing tabs and delete 
them, in order to access them again in future 
periods, assuming you roll forward workpapers, 
you will need to use a new procedure document 
to access a clean version of the template .

Assumed use of templates

The procedures included in the Smart 
Lite procedures have been designed to 
be used in conjunction with a number of 
standard templates that address related CAS 
requirements, as follows:

• Engagement letter
• Group instructions
• Management representation letter
• Audit report
These templates can be obtained under Audit/
Financial Audit/Templates and Checklists on the 
Intranet .

Potential warning message when deselecting 
checkboxes

If you deselect a checkbox selection that 
previously caused a section to expand, and text 
has been entered into that section, a warning 
message indicating that the entered text will be 
deleted will be displayed .

 

This confirmation is designed to help prevent 
teams from accidentally deleting documentation 
that they may wish to retain .
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Illustrative Guidance
In addition to the Quick Start Guide, there have been a number of requests for examples of completed Smart Lite procedures. As a result, the following Smart Lite 

Illustrative Guidance has been prepared to further illustrate certain features for a sample of specific procedures. These examples have been prepared for illustrative 

purposes only and may not represent all engagement situations. Engagement teams need to continue to use their professional judgement to determine what level of 

work, and associated documentation, is appropriate for their particular engagement circumstances.
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Support the assessment for 
continuance

Your explanations should be brief and 
include the key elements .

Minimal documentation in the PRGs

Information could be added in “+” but 
there should not be text in all of these 
fields .

Carry-over information 

Do not carry-over the old template 
from previous year . The continuance 
assessment is done in the smart lite .

Results section in the PRGs

The audit evidence is documented in 
the smart lite document . The timing of 
sign-off of the smart lite is key because 
this is where the audit evidence is . Do 
not repeat the conclusion in the results 
pain of the PRGs . The timing of the 
sign-off of the PRG is not key as it does 
not provide audit evidence .

Acceptance and continuance and terms of engagements (A.1.1)

1

2

3

2

31

R
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Keep essential document in the file

Your file should be documented only 
with the essential documents . Any 
transitional documents should not 
be part of the file . For example, the 
final Word version and the PDF signed 
version should only be kept .

1

Acceptance and continuance and terms of engagements  
(A.1.1 continued)

1

1

R
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1

2

Rotation consideration

As per our methodology, the rotation 
assessment is only required at the PX 
and QR level .

Results section in the PRGs

The audit evidence is documented in 
the smart lite document . The timing of 
sign-off of the smart lite is key . Do not 
repeat the conclusion in the results pain 
of the PRGs . The timing of the sign-off 
of the PRG is not key .

2

1

Independence (A.2.1)
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Significant dates

Only significant dates are described . 
There is no need to mention if they  
are confirmed with the client .

Results section in the PRGs

The audit evidence is documented in 
the smart lite document . The timing of 
sign-off of the smart lite is key . Do not 
repeat the conclusion in the results pain 
of the PRGs . The timing of the sign-off 
of the PRG is not key .

General engagement decisions (A.2.2)

1

2

2

1
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Team mobilization (A.3.1)

1

2

Minimal documentation

There is no need to repeat all the 
information that is included in the 
template, just conclude .

Minimal documentation in the PRGs

The audit evidence is documented in 
the smart lite document . The timing of 
sign-off of the smart lite is key . Do not 
repeat the conclusion in the results pain 
of the PRGs . The timing of the sign-off 
of the PRG is not key .

2

1
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3

2

1

Minimal documentation

There is no need produce a summary 
of the discussion . Your knowledge is 
documented in the B .1 .1 .

Don’t reproduce previous  
year’s old template . 

Senior staff on the mandate  
should complete the entity and 
environment tab . 

Minimal documentation

Tick the option that applies, there is no 
need to summarize the purpose and 
findings of the other engagements .

Minimal documentation

Document key points of minutes  
that have an impact of the audit .  
Don’t write a summary of the minutes . 
Do not add the minutes provided  
by client in your file .

3

2

1

Understand entity and environment (B.1.1)

R
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Understand entity and environment (B.1.1 continued)

2

3

1

Minimal documentation

There is no need produce a summary 
of the discussion . You knowledge is 
document in the templates .

Minimal documentation

If there are no changes, there is no  
need to prove and document your 
rationale for the assessment  
performed in the left column .

Minimal documentation

A normal risk should not be reported in 
the APT .

3

2

1

R
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1

Minimal documentation

If there are no changes, there is no  
need to prove and document your 
rationale for the assessment  
performed in the left column .

1

Understand entity and environment (B.1.1 continued)

R
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1

Minimal documentation

If there are no changes, there is no  
need to prove and document your 
rationale for the assessment  
performed in the left column .

1

Understand entity and environment (B.1.1 continued)

R
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Understand entity and environment (B.1.1 continued)

Minimal documentation

Document key points that have an 
impact of the audit . Don’t write a 
summary of the minutes .

Minimal documentation

Document key points that have an 
impact of the audit . Don’t write a 
summary of the contracts .

1

2

1

2

R
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Risk assessment analytics (B.2.1)

Minimal documentation

Document key points that have an 
impact of the audit .

Extent of work

Do not audit the numbers . You are 
assessing the risks . You can also 
document your review on a copy  
of the statement and add this 
document to Teammate . Only  
explain unusual variances .

1

2

1

2

R
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1

Extent of work

Do not audit the numbers .  
You are assessing the risks . You can  
also document your review on a copy  
of the statement and add this 
document to Teammate . Only explain 
unusual variances .

1

Risk assessment analytics (B.2.1 continued)
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Minimal documentation

Evidence is documented in the  
separate tabs .

1

Understand and evaluate internal control components (B.3.1)

1
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the team that has the 
knowledge of business (including 
senior team members) . Previous 
year ‘s team members can be invited 
to the meeting where the control 
environment is discussed .

Planning starts with those who have 
the knowledge of the business

Set up a meeting and leverage the  
KOB of the team members .

Identify relevant controls 

Most of the pre-populated controls 
are expected to be applicable to many 
engagements but if not applicable, 
select “N/A”, which will collapse the 
implementation procedures for that 
control . Control descriptions can also 
be tailored based on engagement 
circumstances .

Conclude on design effectiveness 
and implementation

Use the checkbox options in the 
right-hand column to document your 
conclusion on design effectiveness and 
control implementation .

1

2

3

2 3

1

R

R
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members  
can be invited to the meeting where 
the control environment is discussed .

Evidence implementation procedures

The procedure to evidence 
implementation, in addition to inquiry, 
can be documented through selecting 
one of the checkbox options or by 
selecting “Other” and documenting the 
specific procedures performed .

Consider the need to use the “+/- 
Additional documentation” sections

Each procedure has an expandable 
section to add additional 
documentation when the preparer 
believes it is necessary . These optional 
sections are only expected to be used 
in limited circumstances and they only 
need to be expanded via the “+” if they 
are to be used . Text should be succinct  
and not repeat what is already in  
the working paper .

1

2

3

2

3

4

5

1

R
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Understand and evaluate internal control components  
(B.3.1 continued)

Conclude on design effectiveness  
and implementation

Use the checkbox options in the 
right-hand column to document your 
conclusion on design effectiveness and 
control implementation .

Document details of  
identified deficiencies

If “No” is selected in the right-hand 
column, an additional section is 
displayed to document details of the 
identified deficiency . Consider identified 
deficiencies when concluding on risk 
assessment on the “Summary” tab of  
the procedure . Documents reviewed 
should not be added to the file .

4

5

2

3

4

5

1
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members  
can be invited to the meeting where 
the control environment is discussed .

Planning should start by senior  
member involvement .

1

1R
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members 
can be invited to the meeting where 
the control environment is discussed .

Planning should start by senior  
member involvement .

1

1

R
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members 
can be invited to the meeting where 
the control environment is discussed .

Planning should start by senior  
member involvement .

1

1R
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members  
can be invited to the meeting where 
the control environment is discussed .

Planning should start by senior  
member involvement .

1

1

R
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Understand and evaluate internal control components  
(B.3.1 continued)

Minimal documentation

There is no need to attach any 
documents . This template should be 
completed by the senior representation 
on the team that have the knowledge 
of business . Previous year’s members  
can be invited to the meeting where 
the control environment is discussed .

Planning should start by senior  
member involvement .

1

1

R
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12

3

Minimal documentation

There is no need to attach any 
documents . Document what is required 
without further details .

Select all in-scope  
business processes

Select all in-scope business processes 
consistent with the scoping . The “Other” 
business processes can be used for any 
additional business processes not listed . 

The Period-end Financial Reporting 
(“PERF”) process is locked as scoped-
in by default to address requirements 
to understand and evaluate controls 
surrounding journal entries, including 
non-standard entries .

Categorized each process as either 
transactional or periodic

Each in-scope business process is to  
be designated as either “Transactional” 
or “Periodic” (see typical characteristics 
summarized opposite) which is used  
to determine the level of effort and 
extent of documentation required  
to obtain an understanding of relevant 
control activities .

Additional documentation worksheets 
will be added based upon the 
selections made . For transactional 
processes, there is an option to 
either document our understanding 
within this procedure or instead 
add a separate library procedure 
(“Understand and evaluate control 
activities [Business Process]”) for  
each process .

Understand and evaluate control activities (B.3.2)

1

2

3
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1

2

Minimal documentation 

There is no need to attach any 
documents . Document what is required 
without further details .

There is no need to add any documents 
if there are no issues .

Significant matters are documented 
in ISSs

Create an ISS directly from the  
working paper where the audit  
work is being done .

Understand and evaluate control activities (B.3.2 continued)

1

2

R
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1

2

2

2

Minimal documentation 

There is no need to attach any 
documents . Document what is required 
without further details .

There is no need to add any  
documents if there are no issues or  
if it is not requested .

Conclude on design effectiveness 
and implementation

Use the checkbox options in the 
right-hand column to document your 
conclusion on design effectiveness  
and control implementation .

Understand and evaluate control activities (B.3.2 continued)

1

2

R
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Understand and evaluate control activities (B.3.2 continued)
Conclude on design effectiveness and implementation .

Use the checkbox options in the right-hand column to document your conclusion on design effectiveness and control implementation.

Minimal documentation

There is no need to attach any 
documents . Document what is required 
without further details .

There is no need to add any  
documents if there are no issues or  
if it is not requested .

Minimal documentation

Document what is required without 
further details . Provide link when 
requested .

Conclude on design effectiveness 
and implementation

Use the checkbox options in the 
right-hand column to document your 
conclusion on design effectiveness  
and control implementation .

1

2

3

1

2

3

3

3

R
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1

2

Minimal documentation 

Document what is required without 
further details . Provide link when 
requested .

Use the generic narrative 
descriptions and tailor for 
engagement circumstances

A generic narrative description, 
covering typical transaction flows and 
commonly-applicable key controls, is 
provided for each periodic business 
process . Tailor these descriptions  
based on the results of inquiries  
and procedures performed  
to evidence implementation .

For example, for some smaller entities, 
the only relevant control may consist of 
the reconciliation of an account analysis 
to the general ledger, and our evidence 
of the implementation of that control 
might consist of the substantive test of 
the reconciliation at period end, or a 
plan to test operating effectiveness of 
the control .

Where appropriate, the generic 
description can be deleted and 
replaced with an existing description  
or a link to alternative documentation .

Understand and evaluate control activities (B.3.2 continued)

1

2

R
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Understand and evaluate control activities (B.3.2 continued)
For each in-scope business process designated as “Transactional,” a separate worksheet is added for documentation of our understanding of the transaction flows and our 

understanding and evaluation of relevant control activities.

Document understanding of 
transaction flows

Our understanding of transaction 
flows can either be included as a link to 
another document (e .g ., a flowchart) or 
documented in narrative form within 
this EGA .

Identify and evaluate relevant 
controls

Our evaluation of relevant control 
activities can either be included as 
a link to another document (such 
as an existing controls matrix) or 
documented within this worksheet, 
using the pre-populated commonly 
applicable controls (i .e . tailoring the 
control description as appropriate) 
or by adding additional controls as 
necessary based on engagement 
circumstances .

Evidence implementation 
procedures

Use the dropdown options to 
document the approach to evidencing 
implementation (which may include 
planned substantive or controls 
testing) . Then, add supporting 
documentation of the procedures 
performed in the provided box (or a  
link to the EGA where the work will  
be performed) .

1

2

3

1

2

4

3
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Understand and evaluate control activities (B.3.2 continued)
For each in-scope business process designated as “Transactional,” a separate worksheet is added for documentation of our understanding of the transaction flows and our 

understanding and evaluation of relevant control activities.

Conclude on design effectiveness 
and implementation

Use the chebox options in the right-
hand column to document our 
conclusion on design effectiveness and 
implementation . Document details of 
deficiencies in the additional section 
dispayed when the response “No” is 
selected .

4

1

2

4

3
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Understand the entity’s response to IT risks (B.3.3)

Minimal documentation

Evidence is documented in the  
separate tabs . There would be  
rarely linked documents .

1

1
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Understand the entity’s response to IT risks (B.3.3 continued)

Minimal documentation

Document what is required without 
further details .

1
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Understand the entity’s response to IT risks (B.3.3 continued)

Minimal documentation

Document what is required without 
further details .

1
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Understand the entity’s response to IT risks (B.3.3 continued)

Minimal documentation

Document what is required without 
further details .

1

1
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Fraud risk assessment (B.4.1)

Minimal documentation

There is no need to produce a summary 
of the discussion . Your knowledge is 
documented in the templates .

Don’t reproduce previous 
year’s template . 

Senior staff on the mandate 
should complete the entity and 
environment tab .

Minimal documentation in the PRGs

Information could be added in “+” 
but there should not be text in all of 
these fields .

1

2

1

2

R
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Fraud risk assessment (B.4.1 continued)

Minimal documentation

There is no need to produce a summary 
of the discussion . Your knowledge is 
documented in the templates .

Don’t reproduce previous 
year’s template . 

Senior staff on the mandate 
should complete the entity and 
environment tab .

Minimal documentation in the PRGs

Information could be added in “+” 
but there should not be text in all of 
these fields .

1

2

1

1

2

R



42

Fraud risk assessment (B.4.1 continued)

Unpredictabilty tests

Such tests should be clearly labelled  
in the Audit Planning Template .

1

1
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Accounting estimates risk assessment (B.4.2)

Significant dates

Only significant dates are described . 
There is no need to mention if they 
were confirmed with the client .

Details are documented in the tabs

There is no need to details all estimates 
here . Details will be in the other tabs .

1

2

1

2

R
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Accounting estimates risk assessment (B.4.2 continued)

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

1

1
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Accounting estimates risk assessment (B.4.2 continued)

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

1

1

1
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Accounting estimates risk assessment (B.4.2 continued)

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

1

1

1
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Other risk assessment procedures (B.4.3)

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

Provide link when requested.  
No further documentation of  
details is required

1

2

1

2

R
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Other risk assessment procedures (B.4.3 continued)

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

Details requested

If the going concern assumption is  
non-existent, further information 
should not be provided .

1

2

1

2

R
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Other risk assessment procedures (B.4.3 continued)
Details requested

 If the going concern assumption is non-existent, further information should not be provided.

Minimal documentation 

There is no need to produce a summary 
of the discussion . Your knowledge is 
documented in the templates .

Details requested

Audit teams should document related 
parties in the tab provided .

If there are no related parties 
transactions outside the normal course 
of business, no further information 
should be added to the file . A √ is 
sufficient .

1

2

1

2

2R
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Other risk assessment procedures (B.4.3 continued)

Minimal documentation

Document key points that have an 
impact of the audit .

1
1

R
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Other risk assessment procedures (B.4.3 continued)

Minimal documentation

Document key points that have an 
impact of the audit .

1

1
R
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Other risk assessment procedures (B.4.3 continued)

Minimal documentation

Document key points that have an 
impact of the audit .

Details requested

Text should be succinct and  
not repeat itself . 

1

2

1

2

R



53

Determine Materiality (C.1.1)

1

Minimal documentation

There is no need to produce a summary 
of the results . Your information is 
documented in the template . The 
standard template may be added under 
a separate tab in this document .

1
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Determine audit strategy and plan (C.2.1)

Minimal documentation

Planning meeting tab should replace 
the minutes documented in a separate 
document . Information should be 
added only when required .

Consider the need to use the “+/- 
Additional documentation” sections

Each procedure has an expandable 
section to add additional 
documentation when the preparer 
believes it is necessary . These optional 
sections are only expected to be used 
in limited circumstances and they only 
need to be expanded via the “+” if they 
are to be used . Text should be succinct 
and not repeat what is already in the 
working paper .

1

2

1

2

R

R
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Determine audit strategy and plan (C.2.1 continued)

Minimal documentation

Document what is required without 
further details .

Consider the need to use the “+/- 
Additional documentation” sections

Each procedure has an expandable 
section to add additional 
documentation when the preparer 
believes it is necessary . These optional 
sections are only expected to be used 
in limited circumstances and they only 
need to be expanded via the “+” if they 
are to be used . Text should be succinct 
and not repeat what is already in the 
working paper .

1

2 1

2

R
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 Determine audit strategy and plan (C.2.1 continued)

1

Minimal documentation

Document what is required without 
further details .

1

R
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Determine audit strategy and plan (C.2.1 continued)

Minimal documentation

Document what is required without 
further details .

Add additional procedures, if 
applicable . Depending on what 
checkbox you have selected, an 
information box will appear informing 
you of the procedures that need to be 
added to your file .

1

2

1

2R
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 Determine audit strategy and plan (C.2.1 continued)

1

Minimal documentation

Planning meeting tab should replace 
the minutes documented in a separate 
document . Information should be 
added only when required .

1

R
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 Determine audit strategy and plan (C.2.1 continued)

1

Minimal documentation

Planning meeting tab should replace 
the minutes documented in a separate 
document . Information should be 
added only when required .

1

R
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 Determine audit strategy and plan (C.2.1 continued)

1

Minimal documentation

Planning meeting tab should replace 
the minutes documented in a separate 
document . Information should be 
added only when required .

1

R
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 Determine audit strategy and plan (C.2.1 continued)

1

Minimal documentation

Planning meeting tab should replace 
the minutes documented in a separate 
document . Information should be 
added only when required .

1

R
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Respond to FS level risk (C.2.3)

1

Minimal documentation

There is no need to attach any 
documents . Document what is required 
without further details .

1
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Communication planning (C.3.1)

Minimal documentation

There is no need to attach any 
documents . Document what is  
required without further details .

There is no need to add the checklist 
included in the Report to the Audit 
Committee template .

Minimal documentation

Only document matters discussed that 
are not already included in the Report 
to the Audit Committee . No detailed 
minutes are required .

Keep essential documents in the file

Only essential documents should 
be kept in the file . Any transitional 
documents should not be part of the 
file . For example, the last Word version 
of the Report to the Audit Committee 
that was reviewed by the PX and the 
PDF signed version should only  
be kept . 

You should avoid creating disposition 
tables . Document key decisions and 
judgements through ISS .

1

2

3

1

2

3

R

R

R
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Communication planning (C.3.1 continued)

Minimal documentation

There is no need to add any document 
if there are no issues . Document key 
decisions and judgements through ISS .

Minimal documentation

If the communication was done  in both 
official languages at the same time, 
there is no need to link any document .

Minimal documentation

Only document matters discussed that 
are not already included in the Report 
to the Audit Committee . No detailed 
minutes are required .

1

2

3

1

2

3

R
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Engagement leader and team manager—Planning sign-off (C.4.1)

1

Minimal documentation

There is no need to link to any 
documents . There is no need to confirm 
after each item that you have complied . 
The evidence of the work performed is 
through the sign-off of this document .

1

R
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Evaluating misstatements (D.1.1)

Minimal documentation in the PRGs

If there are no changes, there is  
no need to prove and document the  
new calculations justifying that there 
are no changes .

Minimal documentation in the PRGs

There is no need to add any document 
if there are no issues .

2

2

1

1

R
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Evaluating mistatements (D.1.1 continued)

Minimal documentation.

Information could be added in “+”  
but there should not be text in all of 
these fields .

1

1

R
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Assess impact of revision to materiality (D.1.2)

Minimal documentation

Documentation should be done  
in the same document that was  
used during planning . There is no  
need to duplicate the document .

Minimal documentation 

If your materiality level changes 
(decreases), you need to assess  
and document the impact on your 
opening balances .

2 2

1

1

R
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Subsequent events after the date of the Auditor’s Report (D.1.3)

Minimal documentation

Tick the option that applies, there  
is no need to summarize further or  
add documents .

Add additional procedures, if 
applicable . Depending on what 
checkbox you have selected, an 
information box will appear informing 
you of the procedures that need to be 
added to your file .

2
2

1

1



70

Communicate with those charged with governance— 
Report to the Audit Committee (D.1.4.)

Minimal documentation

Tick the option that applies, there  
is no need to summarize further or  
add documents .

You may ask your administrative 
assistant to prepare the surveys .

Minimal documentation

Only document matters discussed that 
are not already included in the Report 
to the Audit Committee . No detailed 
minutes are required .

Minimal documentation

The engagement leader needs to sign-
off on the final versions (Word and PDF) 
that are to be kept in the file . Other 
versions are transitory . You should 
avoid creating disposition tables .

1

2

3

1

2

3
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Other auditing and completion procedures (D.1.5)

Minimal documentation in the PRGs

Document what is required without 
further details .

Significant matters are documented 
in ISSs

Create an ISS directly from the  
working paper where the audit  
work is being done .

2

1

2

1

R
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Other auditing and completion procedures (D.1.5 continued)

Minimal documentation in the PRGs

Document what is required without 
further details . No detailed minutes of 
discussions are required .

Provide link when requested

No further documentation of details  
is required .

2

1

2

1

R
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Other auditing and completion procedures (D.1.5 continued)

Minimal documentation in the PRGs

Document what is required without 
further details . No detailed minutes of 
discussions are required . There is no 
need to attach in the file a copy of the 
OAG’s delegation of authority .

Provide link when requested

No further documentation of details  
is required .

Procedures not applicable to all files

You simply need to uncheck the 
procedure box and the section will 
collapse and no longer show up .

2

3

2

3

1

1

1
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Management letter (D.1.6)

Minimal documentation

Tick the option that applies .  
Document what is required without 
further details .

1

1
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Update preliminary risk assessments (D.1.7)

Minimal documentation

Tick the option that applies .  
Document what is required  
without further details .

1

1
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Update preliminary risk assessments (D.1.7 continued)

Minimal documentation

Tick the option that applies .  
Document what is required without 
further details .

1
1

R
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Update initial assessment of independence (D.1.8)

Minimal documentation

Tick the option that applies . Document 
what is required without further details .

1

1

R
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Overall conclusion analytics (D.1.9)

Minimal documentation

Tick the option that applies . Document 
what is required without further details .

Details are documented in the tabs

Document work in tab . Only 
unexpected variances should  
be explained .

2

1

2

1

R
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Financial statements related procedures (D.2.1)

Minimal documentation

Tick the option that applies . Document 
what is required without further details .

Carefully read the procedures  
and instructions

Avoid using links where it may not  
be useful to a reviewer . Where links  
are commonly added, prompts  
to add a link are typically included  
in the procedures .

2

1

2

1

R
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Financial statements related procedures (D.2.1 continued)

Minimal documentation 

Tick the option that applies . Document 
what is required without further details .

Carefully read the procedures  
and instructions

Avoid using links where it may not  
be useful to a reviewer . Where links  
are commonly added, prompts to  
add a link are commonly included in  
the procedures .

Required checklist 

Only the disclosure checklist is required 
to be completed .

2

3
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Financial statements related procedures (D.2.1 continued)

Minimal documentation 

Tick the option that applies . Document 
what is required without further details .

Carefully read the procedures  
and instructions

Avoid using links where it may not  
be useful to a reviewer . Where links  
are commonly added, prompts to  
add a link are commonly included in  
the procedures .

Perform additional procedures in 
expandable sections, if applicable 

New sections and procedures will 
only appear when certain checkboxes 
are selected . For example, for other 
information presented in documents 
containing audited financial 
statements, additional procedures are 
displayed when the relevant checkbox 
is selected . When there is no other 
information, this section can be ignored 
by not checking the box to expand it .
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Financial statements related procedures (D.2.1 continued) 

Details requested

Text should be succinct and should  
not repeat what is already in the 
working paper .

Perform additional procedures in 
expandable sections, if applicable

New sections and procedures will  
only appear when certain checkboxes 
are selected . For example, for segment 
reporting, additional procedures are 
displayed when the relevant checkbox 
is selected . When there is no other 
information, this section can be ignored 
by not checking the box to expand it .
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Financial statement review (D.2.2) 

Carefully read the procedures  
and instructions

Avoid using links where it may not be 
useful to a reviewer . Where links are 
commonly added, prompts to add 
a link are commonly included in the 
procedures . There is no need to add  
the email sent to AAPT in the file . It is  
a transitory document .

Clearance on the auditor’s report is 
always required

If the financial statements are not 
subject to AAPT’s review, the auditor’s 
report are always subject to review .
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Report clearance summary (D.3.1) 

Keep essential documents in the file

Only essential documents should be 
kept in the file . A report clearance 
summary should only be prepared 
if the engagement leader is not the 
signatory of the auditor’s report . 

Document key decisions and 
judgements through ISS .

Minimal documentation 

Significant changes to the audit 
approach consist of, for example, 
a change from controls reliance to 
substantive reliance . Changes of a 
specific controls or size / timing of 
procedures do not consist in  
significant changes .
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Engagement leader and team manager- completion sign-off (D.3.2) 

Minimal documentation

There is no need to link to any 
documents . There is no need to confirm 
after each item that you have complied . 
The evidence of the work performed is 
through the sign-off of this document .

1

1
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Review consistency of other information in documents obtained 
after the date of the audit report (D.4.1)

Keep essential documents in the file

Your file should be documented 
only with essential documents . Any 
transitional documents should not be 
part of the file . For example, the Word 
version that was reviewed, the various 
versions received, the emails sent back 
and forth with requested changes .

You should avoid creating  
disposition tables .

1

1R
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Audit completion checklist (D.5.1) 

Minimal documentation

Tick the option that applies, there is 
no need to summarize further or add 
documents . You don’t need to add the 
emails sent in the file .

1

1
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Audit completion checklist (D.5.1 continued) 

Minimal documentation

Tick the option that applies, there is 
no need to summarize further or add 
documents . You don’t need to add the 
emails sent in the file .

1

1
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Respond to the risk of fraud involving management override  
of controls (E.1.1) 

Minimal documentation 

Tick the option that applies, there is 
no need to summarize further or add 
documents . You don’t need to add the 
emails sent in the file .

1

1
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Respond to the risk of fraud involving management override  
of controls (E.1.1 continued) 

Minimal documentation

Tick the option that applies, there is 
no need to summarize further or add 
documents . You don’t need to add the 
emails sent in the file .

Carefully read the procedures  
and instructions

Avoid using links where it may not be 
useful to a reviewer . Where links are 
commonly added, prompts to add 
a link are commonly included in the 
procedures . There is no need to add  
the email sent to AAPT in the file . It is 
 a transitory document .
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Respond to the risk of fraud involving management override  
of controls (E.1.1 continued) 

Minimal documentation

Tick the option that applies, there is 
no need to summarize further or add 
documents . You don’t need to add the 
emails sent in the file .

Carefully read the procedures  
and instructions

Avoid using links where it may not be 
useful to a reviewer . Where links are 
commonly added, prompts to add 
a link are commonly included in the 
procedures . There is no need to add  
the email sent to AAPT in the file . It is  
a transitory document .

1
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2
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