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In article the main aspects of documentation are considered in case of carrying out personnel audit. For the 
purpose of enhancement of documentation of personnel audit in auditing organization it is offered to develop an 
internal standard «Documentation of personnel audit». The main requirements to contents of working documenta-
tion of personnel audit are offered.
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Personnel audit represents the separate 
direction in system of audit, being other, con-
nected with auditor activities, service.

The concept «auditor’s report» in case of 
carrying out personnel audit isn’t applied, as 
it belongs to regular audit and characterizes 
the document absolutely other plan and ap-
pointment. The auditor’s report is the offi cial 
document intended for users of the fi nancial 
(accounting) reporting of audited persons, con-
stituted according to the current legislation and 
containing the opinion of auditing organiza-
tion expressed in the established form on reli-
ability in all essential relations of the fi nancial 
(accounting) reporting of the audited person 
and compliance of an order of maintaining by 
it fi nancial accounting to the legislation of the 
Russian Federation..

The stage of registration and representa-
tion of results of carrying out personnel audit 
and development of recommendations about 
results performed is fi nishing.

The main stages of preparation of the re-
port on results of personnel audit, on our opin-
ion, are:

1. Registration of audit documents in case 
of carrying out personnel audit.

2. The analysis of collected actual data on 
the basis of fi nal working documents and prep-
aration of the conclusions and conclusions. 

3. Preparation of recommendations.
4. Acquaintance of a management of the 

organization with results of check.
The most important stage is the fi rst stage – 

registration of audit documents in case of car-
rying out personnel audit.

Documentation of personnel audit allows 
to analyze actions of auditors and, therefore, to 
organize both internal corporate, and external 
control of quality of their work. Besides, on the 
basis of working documentation the auditing 
organization can defend the interests in court 
in case of customer complaints concerning low 
quality of the audit services.

The federal rule (standard) of auditor ac-
tivities «Audit documentation», approved by 
the Order of the Government of the Russian 
Federation from 23.09.2002 № 696, estab-

lishes only general requirements to documen-
tation creation in the course of audit. Thus, 
auditing organizations must develop a specifi c 
technique of documentation of process of car-
rying out audit inspection in internal corporate 
standards.

For the purpose of enhancement of docu-
mentation of personnel audit of auditing or-
ganization it is reasonable to approve own intra 
corporate standard of auditor activities «Docu-
mentation of personnel audit».

It is represented to us that the standardiza-
tion system in methodical ensuring process of 
personnel audit allows to regulate accomplish-
ment of audit procedures, since preliminary 
customer research and fi nishing registration 
of the audit report, and also to provide proper 
quality of activities of auditing fi rm.

The internal corporate standard shall be 
constituted on the basis of the International 
standard of auditor activities (further – MSA) 
230th «Documentation» and the Rule (stand-
ard) of auditor activities № 2 «Audit docu-
mentation», approved by the Order of the 
Government of the Russian Federation from 
23.09.2006 № 696, which contain the require-
ment about need of registration by the auditor 
of the data being important from the point of 
view of forming of proofs, confi rming auditor 
opinion, and also proofs of that audit was car-
ried out according to standards of auditor ac-
tivities.

Establishment of single requirements and 
creation of recommendations about maintain-
ing documentation in the course of personnel 
audit and consulting shall become the purpose 
of the Standard. Also:

– formulation of general principles of doc-
umentation of personnel audit;

– approval of the requirements shown to form 
and content of working documentation of audit;

– establishment of an order of creation and 
storage of working documentation.

The term «documentation» is treated in 
MSA 230 as the materials (working docu-
ments) constituted by auditors and for the au-
ditor or received and stored by auditors in con-
nection with carrying out audit.
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Working documents are records in which 
the auditor fi xes the used procedures, tests, the 
acquired information and the corresponding 
conclusions made during audit. They include 
information which the auditor considers im-
portant check for the correct accomplishment 
and which can support the conclusions given 
by it in its audit opinion. Working documents 
allow the auditor to be sure suffi ciently that it 
books audit according to accepted standards.

The auditing organization shall arrange 
documentary all information which is important 
from the point of view of provision of the proofs 
confi rming auditor opinion which is important 
for provision of proofs in reasons for the report 
on results of personnel audit, and also confi rms 
that personnel audit were is executed according 
to operating with federal rules (standards) of au-
ditor activities. In working documents the audi-
tor fi x made decisions and results of the work 
done by it at all stages of tax audit.

Working documents must be constituted 
and systematized so that to refl ect feature of 
each specifi c check.

For the purpose of increase of effi ciency of 
preparation and verifi cation of working docu-
ments it is reasonable to develop documenta-
tion forms (for example, standard structure of 
the fi le (folder) of working documents, forms, 
questionnaires, standard letters and addresses, 
etc.), and also system of creation and an order 
of assignment of identifi cation numbers to the 
documents which are a part of working docu-
mentation. 

Each document, as a rule, must include the 
following:

– the name of the document and its identi-
fi cation number;

– the name of the checked organization;
– the checked period;
– contents of the document;
– references to sources of the data included 

in its content;
– the position and the personal signature of 

the person which has prepared this document.
Such standardization of documentation 

gives the chance to the auditor to inspect more 
organized and is high-quality, and it is reliable 
to head of check to supervise results of work 
performed by them.

For ensuring reasonable confi dence of 
quality of the rendered services the fi le with 
documents on carrying out tax audit, can con-
tain the following working documents devel-
oped by the author:

– the document «Acceptance on servicing 
of the new client or continued cooperation»;

– an agreement copy on rendering of audi-
tor services; 

– document «Completing of auditing 
group»;

– copy of the order on appointment of the 
head of a task and specialists; 

– the document «Independence of the spe-
cialist of auditing organization » if it is required 
by the contract provision;

– program of carrying out personnel audit;
– original letters, the requests sent to the 

client or received from the client; 
– the other documents confi rming infor-

mation, specifi ed in the written report about 
results of provision of services accompanying 
audit or confi rmatory amount and content of 
the provided services.

Working documentation shall contain the 
summary with the index and cross references 
on documents. All confi rmatory information 
(including, electronically) shall have, if nec-
essary, system of cross references on the cor-
responding working documentation, and also 
on the program of tax audit. It allows to avoid 
permanent review of information on all fi le 
(folder) and provides ease of access to all in-
formation concerning carrying out audit of ef-
fi ciency. 

Such standardization of documentation 
gives the chance to the auditor to inspect is 
more organized and is high-quality, and it is 
reliable to head of check to supervise results of 
work performed by them.

Working documents can be provided in a 
type of data, fi xed on paper, a fi lm, in electron-
ic form or in other form.

In an internal standard of auditing organi-
zation it is recommended to fi x requirements to 
contents of working documentation of person-
nel audit, for example:

1. Working documentation of personnel 
audit shall contain the data necessary and suf-
fi cient for:

– creation of the report on results of per-
sonnel audit;

– confi rmations of conformity of actually 
carried out audit procedures to the program of 
their carrying out;

– control over carrying out personnel audit.
2. Working documentation of personnel 

audit shall contain:
– records about planned content, time and 

amount of audit procedures;
– records about the actual content, time 

and amount of accomplishment of audit pro-
cedures;

– identifi cation signs of documents consid-
ered by the auditor (for example, for orders for 
the bought goods it there can be a date and an 
order number);

– the description the auditor of the proce-
dure used in case of check (the auditor, carry-
ing out selective check and describing tested 
set, can bring in the working documents of 
the characteristic of amount of procedure and 
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identify set (for example to specify that all 
journal records are included in it from the cor-
responding register on the amount over a cer-
tain level));

– dates of carrying out discussions, names 
and positions of the interrogated personnel – in 
protocols or records of the carried-out discus-
sions with the personnel of the client;

– records of the supervision which have 
been carried out by the auditor (creation of 
working documents with the process descrip-
tion which the auditor watches, personnel par-
ticipating in this process, its obligations, and 
also when and where supervision was carried 
out).

– the preliminary and fi nal conclusions 
made on the basis of data received during audit 
procedures.

3. All essential data refl ecting content, time 
and amount of audit procedures, are subject to 
refl ection in working documentation together 
with the conclusions made on their basis.

4. The data refl ected in working documen-
tation, shall be complete and detailed if neces-
sary on the basis of the specifi ed data it was 
possible to establish without effort the actual 
content, time and amount of audit procedures.

5. The data refl ected in working documenta-
tion, shall be stated clearly and unequivocally.

In an internal standard it is necessary to fi x 
that auditor documentation shall contain infor-
mation on all vital issues arising during audit, 
and results of their consideration. In particular, 
vital issues treat:

– questions which lead to signifi cant risks;
– the results of audit procedures specifying 

that fi nancial information can be essentially 
distorted, or on need of review by the auditor 
of the previous risks assessment of essential 

misstatement and the corresponding actions of 
the auditor;

– circumstances which deliver to the audi-
tor of diffi culty in application of necessary au-
dit procedures;

– results of procedures which can entail 
modifi cation of audit opinion.

Thus the auditor can prepare and keep 
summarizing report as a part of auditor docu-
mentation. In it describe the vital issues re-
vealed during audit, an order and result of their 
decision, or give cross references on pertinent 
auditor documentation where such information 
is refl ected.

With a management of the audited person 
and other persons the auditor shall document 
discussion of vital issues timely in a report type 
with indication of date and the persons partici-
pating in discussion. It can be not only the re-
cords prepared by the auditor, but also other 
corresponding records, for example the proto-
cols of meetings prepared by the personnel of 
the audited person.

In case of identifi cation in the course of 
audit inspection of inconsistent information or 
information which doesn’t correspond to con-
clusions of the auditor of rather vital issue, it 
should be noted infl uence of these data on audit 
opinion.
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