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Client: 
	
[bookmark: clientname]

	
Period:
	
[bookmark: periodend]



PERMANENT FILE CHECKLIST

Objective: This form is to be used to ensure the permanent file contains sufficient background information about the client.

This is a mandatory form.  Any “no” answers indicate a deficiency on the permanent file and a comment should be made as to how this will be addressed.

Per NSA 315, para A128c, “Disclosures in the financial statements of smaller entities may be less detailed or less complex (e.g., some financial reporting frameworks allow smaller entities to provide fewer disclosures in the financial statements). However, this does not relieve the auditor of the responsibility to obtain an understanding of the entity and its environment, including internal control, as it relates to disclosures.”

	
General Matters
	
	Y/N/NA
	PAF Ref. / Comment

	1. Is there information about the client’s business including, for example:
· description of the nature of the business;
· details of the products or services sold;
· details of competitors;
· industry information (including: general trends, trade restrictions, government policies and grants etc.);
· key suppliers;
· key customers; 
· locations; 
· [bookmark: _GoBack]client’s risk assessment process, including consideration of business risks and how they are addressed (this is a key NSA requirement); and
· details of any plans for the future (including objectives and strategies of the business)?
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A1/4
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A1/1
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A1/4
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A1/11


A1/15


	2. Are there details of the regulatory environment, including the material laws and regulations affecting the business, and how requirements relating to the regulatory environment are addressed by the client?
	
	
	A1/2

	3. If the client is part of a group, is there a diagram showing the group structure, and is the purpose of the group structure explained, including the reasons why any non-trading members of the group exist?
	
	
	A1/5

	4. Are there details of any branches, associates and joint ventures (including: jointly controlled operation, jointly controlled assets and jointly controlled entities), and other key investments, including information on why they have been classified as such?
	
	
	A1/6

	5. Is there detail of the ultimate controlling party’s identity, including justification for this conclusion?
	
	
	A1/7

	6. Have those charged with governance, and where separate, members of management been identified?
	
	
	A1/8

	7. Are there details of all known related parties and the nature of the relationship (has this included reviewing relevant public registers)?
	
	
	A1/9



	General Matters (continued)
	
	Y/N/NA
	PAF Ref. / 
Comment


	8. Are there details of how the client identifies related party relationships, transactions with related parties, and considers disclosure of transactions and balances in accordance with the financial reporting framework, including details of any controls?
	
	
	A1/9

	9. Is there information about the structure of the client’s business including an organisation chart detailing key personnel and their roles?
	
	
	A1/10

	10. Are there details of the accounting policies and estimation techniques applied (including revenue recognition) and explanation why they are considered to be appropriate to the client’s circumstances, where necessary?  Where policies or estimation techniques have changed, has the reason for this been documented, and justified?
	
	
	A1/11

	11. Are there details of any specific reporting requirements?
	
	
	A1/2

	12. Are the names, addresses and contact details of the client’s professional advisers on file, including:
· bankers;
· legal advisors; and
· finance providers?
	
	
	A1/12

	13. Are there details about the client’s pension scheme, including:
· the type of scheme operated;
· contributions required;
· a copy of the scheme rules; 
· a copy of the trust deed; and 
· details of constructive obligations?
	
	
	A1/13

	14. Are there details of any share option schemes?
	
	
	A1/13

	15. Are there details of hedging and where applicable, hedge accounting?
	
	
	

	
Documents and Correspondence of a Permanent Nature

	
	
	

	16. Is there an up to date, signed, letter of engagement on file?  Where the letter is not addressed to this entity (for example, a letter to a parent company covers the “group”), has it been considered whether a separate letter is required for this entity?  Also, are there copies of ‘old’ letters of engagement covering the last six years?
	
	
	A2/1

	17. Are there copies of letters of authority to bankers and other lenders?
	
	
	A2/2

	18. Are there details of taxation elections and tax losses which will be required to support the taxation computations?
	
	
	A2/3
A2/4




	Documents and Correspondence of a Permanent Nature (continued)

	
	Y/N/NA
	PAF Ref. / 
Comment


	19. Are there details (including, for example, whether they are classified as basic or non-basic financial instruments; a summary of repayment terms and duration, a copy of the agreement, review dates and security pledged) of any finance arrangements such as:
· bank loans and overdrafts;
· mortgages;
· debentures;
· significant finance leases and other finance arrangements to acquire property, plant and equipment; and
· significant operating leases?
	
	
	A2/5

	20. Are there details (including, for example, reason for classification, valuation policy, valuations undertaken etc.) about the properties held by the client, split between:
· freehold;
· long leasehold; and
· short leasehold?
	
	
	A2/6

	21. (Where applicable) Is there a copy of the sales tax registration certificate and details of the sales tax status of all major operations?
	
	
	A2/7

	
	
	
	

	 Statutory Matters

	
	
	

	22. Is there a copy of the company’s constitution?
	
	
	A3/1

	23. Are there extracts of any significant minutes from any Shareholders’ or Directors’ Meetings?
	
	
	A3/2

	24. Are there copies of key resolutions?
	
	
	A3/2

	25. Is there a copy of the Certificate of Incorporation?
	
	
	A3/3

	26. 
Are there details about the directors and company secretary (if applicable), including:
· name;
· date of appointment;
· date of retirement;
· interest in (including that of any immediate family) shares or debentures of the company; and
· any options granted or exercised to subscribe for shares or debentures of the company?
	
	
	A3/5





	27. Are there details about share capital, including:
· allotted share capital;
· called up share capital;
· paid up share capital;
· shareholders;
· classes of shares; and
· whether they are treated as equity or debt?
	
	
	A3/6




	
The Accounting System

	
	Y/N/NA
	PAF Ref. / 
Comment


	28. Has the systems overview checklist and computer systems review checklist been prepared and reviewed?
	
	
	B1

	29. Does section B1 contain an overall, up to date description of the accounting system and key controls, including:
· a list of the books of account maintained and the name of who is responsible for each;
· a chart to show the organisation of the accounts department and responsibilities of its personnel;
· narrative notes or a diagram showing an overview of the accounting system, including the interaction between manual and computerised systems; and
· details of how frequently management information (e.g. budgets, cash flow forecasts, trial balances and management accounts) is prepared, the output produced and the controls that are operated.
	
	
	B1

	30. Are there details of service organisations used by the client, including:
· the nature of the services provided;
· details of the significance of the services to the client;
· the degree of interaction between the activities of the service organisation and the client;
· what controls are in place regarding the work performed by the service organisation; and
· a copy of the contract / letter of engagement?
	
	
	B1/5

	31. Do sections B2 to B5 contain up to date details of the operation of each separate accounting process (including journals), including controls, in sufficient detail to undertake walk-through tests?  (Where relevant, this should include details of any duties payable, and should provide a commentary of relevant sales tax issues, including the rates which apply, or fall within a special scheme).
	
	
	B2 – B5 

	32. Are there details of non-transaction based key controls in place by the company?
	
	
	B1/3




I have reviewed / updated the permanent file and consider that it is adequate.


	Signed:
	
	
	Date:
	



I have reviewed the permanent file and consider that it is adequate.


	Signed:
	
	
	Date:
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