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Objective:

The purpose of this Permanent File Checklist is to set out the minimum documentation that should be included in the client’s permanent file.

	The original working papers in the permanent file must be updated at each audit. Superceded information should be transferred either to the current year’s Audit File or to the Correspondence File (if relevant to the company's history).

N/A: Against information not applicable

U: Against information updated

X: Against information not updated.
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	200-
	200-
	200-
	2006

	Section 1: General Information

1. Update details of all client locations.
	
	
	
	
	U

	2. Update organisation chart and details of principal contacts.
	
	
	
	
	U

	3. Update the description of business, activities and relevant business and market information. 
	
	
	
	
	U

	4. Update the documentation of accounting and internal control review including the governance structure.
	
	
	
	
	U

	5. Update changes in accounting policies including changes in estimates for depreciation, impairment provisions and obsolete stock.
	
	
	
	
	N/A

	6. File copies of latest management letter with client comments.
	
	
	
	
	U

	Section 2 and 3: Statutory and Other Information

7. File updated copies of the MemArts and other shareholders / partnership agreements amended / executed during the year.
	
	
	
	
	U

	8. Update extracts of directors’ / shareholders’ meetings’ minutes of continuing audit significance and file copies of all special resolutions passed during the year.
	
	
	
	
	U

	9. File copies of debentures / charges created / discharged during the year.
	
	
	
	
	N/A

	Section 4: Audit Information

10. Verify the audit engagement letter and ensure that it is still relevant. If not, record significant issues on “Points to Partner”. File amended copy of engagement letter.
	
	
	
	
	U

	11. Update standing instructions and information on revised bank mandates and signatories.
	
	
	
	
	U

	Section 5: Legal Agreements

12. File copies of all leases, property titles and other agreements and title documents of continuing audit importance and remove documents not required. 
	
	
	
	
	U

	13. Update directors’ service agreements, pension fund trust deeds and changes in statutes applicable to the client.
	
	
	
	
	N/A

	14. Update information on guarantees, indemnities and other contingent liabilities.


	
	
	
	
	N/A

	Section 6: Group Information

15. File or update the group structure details.
	
	
	
	
	N/A

	16. File or update the list of subsidiary and associated companies showing the percentage of shares held and their auditors.
	
	
	
	
	N/A

	17. Update details of nominee shareholding and declaration of trust.
	
	
	
	
	N/A

	18. Update standard consolidation journal entries and other historical consolidation information. 
	
	
	
	
	N/A

	19. File and update group accounting instruction of continuing audit importance.
	
	
	
	
	N/A
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