Engagement File Assembly and Archive 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]



[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it to close and archive an engagement file. The assembly period is set by your firm’s policy and by the standards that apply to the engagement (AU-C 230 for AICPA engagements and PCAOB AS 1215 for issuer audits). Enter the period that applies and check the current standard before you rely on a figure.]
	Item
	Entry

	Client
	[Client Name]

	Engagement and period
	[Audit / Review / Compilation / Tax] for [period]

	Report or deliverable release date
	[MM/DD/YYYY]

	Assembly period under firm policy and standard
	[Number] days (AU-C 230: 60 days after the report release date; AS 1215: 45 days)

	Last date to complete assembly
	[MM/DD/YYYY]



1. Completeness
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	All work papers are in the file with preparer and reviewer sign-offs
	
	
	
	

	Open review notes are cleared and cross-referenced to the file
	
	
	
	

	The signed engagement letter, representation letter and independence confirmation are in the file
	
	
	
	

	The final financial statements and report match what was released
	
	
	
	

	Correspondence, confirmations and legal letters are filed
	
	
	
	

	Superseded drafts are removed or marked as superseded according to firm policy
	
	
	
	

	Significant matters and conclusions are summarized and approved by the partner
	
	
	
	



2. Quality management
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	Engagement quality review completed and signed, if required
	
	
	
	

	Consultations documented, with conclusions
	
	
	
	

	Differences of opinion and their resolution documented
	
	
	
	

	Independence conclusion documented
	
	
	
	



3. Archive
	Step
	Done (Yes / No / N/A)
	Owner
	Date
	Reference or note

	File locked in the document management system
	
	
	
	

	Date of assembly recorded
	
	
	
	

	Access to the file restricted to those who need it
	
	
	
	

	Client original records returned, with a receipt
	
	
	
	

	Retention date set under the firm’s retention policy
	
	
	
	

	Changes after the assembly date are logged with who, when and why
	
	
	
	



4. After the file is locked
	Date
	Change made
	Reason
	By
	Approved by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[MM/DD/YYYY]



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.
