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2.6.5 Policy for Finalisation of Audit Files 

Introduction 

This section provides policies and guidance to help teams maintain the confidentiality, safe custody 
and integrity of electronic engagement documentation in accordance with professional requirements 
and ensure the documentation can be retrieved and accessed, if required.  

Policies and Guidance 

Iris files 

1. The audit file of all audit and assurance related services, must be finalised within 30 days 
of issuing the assurance (or assurance related) report / opinion. 

2. The audit file of all financial and performance audit Reports to Parliament, must be 
finalised within 30 days of tabling the report in parliament. 

3. Detailed instructions on finalising Iris files are available on Alfie. 
 

Accessing a Finalised Iris File 

4. Finalised files can only be accessed by team members who have been added within Iris. Where 
an audit engagement has been rotated to another audit team, a member of the previous 
year’s engagement team must add the new team member to the Iris team profile. 

5. If a team member needs to access a finalised file, and it is impractical to obtain the 
access through the prior engagement team, the team member needs to seek approval 
from an Assistant Auditor-General. This may be the case when the file required is several 
years old. 

 

Audit Service Provider (ASP) files 

6. The Engagement Controller (EC) must obtain a copy of the completed ASP’s audit file 
within the above timeframe of signing the IAR. Where possible, this should be an electronic 
copy.  

7. The EC must ensure the ASP’s completed electronic file is stored in HPCM within the 
head container N001/5 Audit Backups. ASP’s completed electronic files must not be stored 
on removable storage devices. 

8. Audit teams must PDF hard copy ASP workpapers, where applicable, and store the audit 
file in HPCM. The Financial Audit titling convention must be followed. 

9. It may not be possible to restore or read the file without the ASP’s proprietary software. 
However, it is important the original, unaltered audit file can be retrieved and accessed, if 
required. Where possible, the audit team should check the audit file is accessible and is 
complete before accepting the backup. 
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Documentation 

Finalisation 

10. To finalise an Iris file all: 

• notes must be addressed and deleted 

• issues, programs, work papers and procedures must be marked prepared and 
reviewed 

• replicas must be merged. 
 

11. Where the general purpose financial statement audit (GPFS) and special purpose 
financial statement or subsidiary GPFS audits are included in the same Iris file, the file 
should be finalised based on the GPFS IAR date. Where this is not practicable, teams 
should consider whether it is more appropriate to file the different engagements in 
separate files. 

12. After the electronic file has been finalised, the team must also ensure all hard copy 
working papers are filed in HPCM. 

13. As part of the finalisation process, audit team members must remove all engagement 
documentation from: 

• shared network drives (such as G:drive) 

• individual or shared OneDrive and SharePoint folders 

• individual or shared email mailboxes 

• ShareFile 

• USB devices and external hard drives 

• any other location that is not the audit file (Iris for audits conducted internally or 
the ASP proprietary software for audits conducted by the ASP) and the relevant 
engagement’s Z-file in HPCM. 

 

14. Exceptions to clause 13 may be approved, in writing, by an EC where the EC considers 
the documentation is needed for current or future years engagements, but is not 
considered appropriate to store in the audit file or in HPCM. 

15. Additional guidance is provided in the ‘File Handling Guidelines’ on Alfie. 
 

Approval for an exemption to policy 

16. The EC must ensure the ‘Approval of File Modifications After Completion and Late File 
Finalisations’ form is completed where the audit team: 

• needs to modify the audit or AG’s report file after the above timeframes of signing 
the IAR or tabling the report 

• does not finalise the file in accordance with the above timeframes. 
 

17. Once approved, a copy of the form must be:  

• forwarded to the Quality and Innovation Group, so the Iris Administrator can 
un-finalise the audit file (only if the Iris Administrator is required to un-finalise the 
file) 

• filed in the engagement’s Z-File in HPCM. 
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Background 

ASQC1 ‘Auditing Standard ASQC 1 Quality Control for Firms that Perform Audits and Reviews of 
Financial Reports and Other Financial Information, Other Assurance Engagements and Related 
Services Engagements’, ASA 230 ‘Audit Documentation’ and APES 320 ‘Quality Control for Firms’ 
require:  

• established policies and procedures for engagement teams, that in turn maintain the 
confidentiality of client information 

• engagement documentation to be retained and safeguarded 

• the assembly of the final engagement file to be completed on a timely basis. 
 

Effective date 

Issued October 2020 and effective October 2020.  


