
Client Substantiation 
File

A toolbox to help you prepare for an audit



A tool to help you prepare for your audit

What is it?

We work together with the entities we audit to make sure your audit goes as 
effectively and efficiently as possible. 

We’ve put together this tool box to help you prepare the information you will 
need to provide to us so we can complete the work that needs to be done.



It’s on our website www.auditnz.govt.nz

We have made it electronic so that its easy to use and easy to update 
with new information

Where do you find it?

Look out for the following icon 
on the bottom right hand side

http://www.auditnz.govt.nz/


When your entity is fully prepared it helps your auditor complete the 
audit efficiently and effectively.

Why is preparation important?

You get maximum 
value

There are less 
queries

Auditors can focus 
on important issues



This tool contains background information and guidance on specific 
topics including the responsibilities of management and your auditors.

How is it structured?

We’ve included some documents to assist you 
and your auditor:
• information requests;
• checklists;
• questionnaires; and
• templates.



• This information we would like you to prepare in advance.

• Starting this early will give you time to get all the information 
together.

• This can be given to your audit team in advance or with the 
draft financial statements.

• Your audit team can give you more details of what they will 
need and when they will need it.

Information requests



By answering these questionnaires you’ll be gathering the information 
your auditors will need to complete some of their work.

Questionnaires

Simple in design Easy to answer
Can include 
additional 

information



The questionnaires are multiple choice and quick to use

Questionnaires



Templates can help you when you are preparing your financial 
statements to collate your information and to support what you have 
reported. 

The checklists will help you perform a final check on some documents 
to ensure that your preparation process is sufficient .

Templates and checklists



There is a template for lead schedules to use when preparing your 
financial statements.

Lead schedule templates



The lead schedule is a summary and index of the make-up of financial 
statement line items and related note disclosures.

The lead schedule shows what general ledger accounts are included in 
each financial statement line item and thus ties the general ledger 
back to the financial statements.

The lead schedule is also used to explain significant movements 
between the current year and the prior year/budgeted amounts.

Purpose of the lead schedule



There is a high level checklist to help make sure that your financial 
statements are free of basic errors.

Financial statement checklist



This section of the website is divided into different topics as shown 
on the contents page

How does it work?

The how to use this tool 
section will explain the 
purpose of the client 
substantiation file and 
explain the layout and 
contents.



If you click on understanding the journals system, there is an explanation on why 
this is important to your auditor

Lets take a closer look



Documents available

You can download the information requests and questionnaires from the 
associated page. Look out for the icon on the top right hand side of each page:

Substantiation file requirements – This will be list of information that your 
auditor will need.
Questionnaire  - This will be specific questions that you auditor will need you to 
answer so we can understand your processes.



Have early discussions with you auditor about what information they 
will be needing from you.

This will help both parties to understand the what’s needed. Please do 
ask if you are unsure or need further clarity.

Discussion with your auditor



Where to from here?

1
• Have a discussion with your auditor

2
• Read through the website

3
• Compile the information needed

4
• Send it to your auditor



This is a developing resource and we will continue to add further 
information, templates, questionnaires etc.

We want to make sure that it is up to date and it helps you to get 
prepared for your audit.

The future



Tell us what you think and let us know if you have any areas for 
improvement.

We welcome feedback

Just click on the link on our website page 
and submit your feedback.

Ask your auditor any specific questions 
about your audit.
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