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2.7.1 Retention of Engagement Documentation 

Introduction 

This section provides policies and guidance regarding documentation retention for all reports, 
correspondence files, and other supporting documentation prepared or gathered for audit and 
assurance engagements. Also see Policy 2.5.4 Preserving Secrecy and 2.6.5 Policy for Finalisation of 
Audit Files. 

Policies and guidance 

Engagement files 

1. An engagement file consists of working papers (both paper and electronic form) required to 
support an audit and assurance report on the engagement. For the purposes of this policy, the 
engagement file consists of:  

• the relevant project file in Iris/TeamMate (for engagements conducted in house)  

• the relevant project file in the ASP’s audit management system and the relevant project 
file in Iris/TeamMate used to document the Audit Office’s oversight of the ASP (for 
engagements conducted by ASPs)  

 

2. The Engagement Controller is responsible for determining that an engagement file is 
assembled, completed and supports the audit or assurance report issued. The 
requirements for archiving the completed audit file and removing engagement documentation 
not included in the completed audit file are contained within 2.6.5 ‘Policy for Finalisation of Audit 
Files’. 

 

3. Engagement files are to be kept for a minimum of seven years after the date of the audit 
or assurance report, or, if later, the date of the group assurance report. Refer paragraph 
103 of APES 320 ‘Quality Control for Firms’. 

 

4. If it is necessary to modify a finalised engagement file, the engagement team must follow 
the instructions contained within ‘Approval of File Modifications After Completion and 
Late File Finalisations’. 

 

Engagement documentation  

5. Engagement documentation are any records relating to the conduct of audit and assurance 
engagements. This includes: 

• workpapers and evidence contained within the engagement file 

• correspondence to and from the auditee ordinarily contained within HPCM.  
 

6. Retention requirements for engagement documentation are contained in the State 
Archives and Records Authority of New South Wales ‘Functional Retention and Disposal 
Authority’, number FA353, as amended on 23 April 2018. 
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7. The Functional Retention and Disposal Authority requires engagement documentation to 
be retained for a minimum of seven years from the date of the audit or assurance report. 
The exception is the following records, which are required to be retained as State 
archives: 

• records that document the findings, recommendations and outcomes of 
performance audits, including: 

- development of preliminary findings and conclusions 

- issue of the draft report to the agency 

- preparing the final report 

- issue of the final report  

- review of subsequent events and agency formal response 

- tabling of final audit report 

- correspondence with the agency, minister or treasurer regarding the preliminary 
findings, recommendations, draft and final report, and submissions or comments 
from the agency on proposed findings, recommendations or audit reports 

• statutory audit reports from audits of NSW Government agencies 

• records relating to Local Government audits where matters are reported to the 
minister. 

 

The full details of the requirements, which meet or exceed the minimum requirements of APES 320, 
are contained in the Functional Retention and Disposal Authority. 

Effective date 

Issued October 2020 and effective October 2020. 


