Audit Completion and File Review Checklist
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



1. Final evidence and evaluation
	Step
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	All planned procedures completed; open review notes cleared and documented
	
	
	

	Final analytical procedures performed near the end of the audit (AU-C 520); results consistent with understanding of the entity
	
	
	

	Materiality reassessed against final results (AU-C 320); performance materiality still appropriate
	
	
	

	Summary of uncorrected misstatements finalized; effect evaluated individually and in aggregate, including qualitative factors (AU-C 450)
	
	
	

	Corrected misstatements posted and agreed to final trial balance and statements
	
	
	

	Accounting estimates reviewed for indicators of management bias (AU-C 540)
	
	
	

	Fraud risk assessment revisited; journal entry testing completed (AU-C 240)
	
	
	

	Going concern evaluation completed and documented (AU-C 570)
	
	
	

	Subsequent events procedures performed through the report date (AU-C 560)
	
	
	

	Legal letter responses received and dated near the report date (AU-C 501)
	
	
	

	Related party transactions identified, evaluated and disclosed (AU-C 550)
	
	
	

	Confirmations received, differences resolved, alternative procedures documented (AU-C 505)
	
	
	

	Group audit or use of other auditors, specialists or service organization reports documented (AU-C 600 / 620 / 402), if applicable
	
	
	



2. Representations and financial statements
	Step
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Management representation letter obtained, dated as of the report date, signed by appropriate management (AU-C 580)
	
	
	

	Financial statements agreed to the final adjusted trial balance and lead schedules
	
	
	

	Disclosure checklist completed and reviewed
	
	
	

	Management has approved the financial statements and taken responsibility for them (including any nonattest services)
	
	
	

	Supplementary information and required supplementary information addressed (AU-C 725 / 730)
	
	
	

	Other information in annual reports obtained and read (AU-C 720), if applicable
	
	
	



3. Auditor’s report
	Step
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Report form and wording reviewed against AU-C 700; opinion section first, basis for opinion, responsibilities sections
	
	
	

	Any modification (AU-C 705), emphasis-of-matter or other-matter paragraphs (AU-C 706), going concern section (AU-C 570) and key audit matters if engaged (AU-C 701) are appropriate
	
	
	

	Report dated no earlier than the date sufficient appropriate evidence was obtained, including evidence that the statements are complete and management has asserted responsibility
	
	
	

	Report signed with the firm’s name; city and state included
	
	
	

	EQ review (if required) completed before the report is dated (SQMS No. 2 / AU-C 220)
	
	
	



4. Communications
	Step
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Communication with those charged with governance issued (AU-C 260): significant findings, uncorrected misstatements, difficulties, disagreements, representations requested
	
	
	

	Significant deficiencies and material weaknesses communicated in writing (AU-C 265), by the report release date where practicable and no later than 60 days after it
	
	
	

	Management letter or other comments issued, if any
	
	
	

	Independence confirmations on file for all team members
	
	
	



5. Engagement partner sign-off
I have reviewed the audit documentation, through review of the financial statements, the report and key documentation of significant matters and judgments, and am satisfied that sufficient appropriate evidence has been obtained to support the opinion.
	Engagement partner
	Signature
	Date (MM/DD/YYYY)

	
	
	



6. File assembly and retention (AU-C 230)
	Item
	Date (MM/DD/YYYY)

	Report release date
	

	Documentation completion date (no later than 60 days after release)
	

	Retention period ends (at least five years after release; longer if required by law, regulator or contract)
	



	Step
	Yes / No / N/A
	W/P ref / evidence
	Initials / comments

	Superseded drafts, review notes and duplicate documents removed before the documentation completion date
	
	
	

	Final file locked; electronic file access restricted and backed up
	
	
	

	Changes after the documentation completion date (additions only) documented with: the specific reasons, who made them and when, and who reviewed them
	
	
	

	Any documentation added after the report date (other than assembly) documented with the reasons and the effect on the conclusions
	
	
	

	Records retention schedule updated; file indexed for peer review selection
	
	
	



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
