                  






………….March ……….
To
The Branch Manager

…………….. Bank
………….. Branch
Chennai

Dear Sir,

Statutory Audit of your Branch for the year 2008 – 2009
                                                            * * * * *         

We are appointed as Statutory Auditor of your branch.  In response to the request made in the appointment letter, we have to take up the audit early. We will be taking up the audit in two phases and the first phase will be on 28th, 29th & 30th March and the second phase will be commenced on 3rd April 2009.

For smooth conducting of audit, we wish to have the following things in the first phase :

(i) Weekly Statements for the specified Fridays

(ii) Audit Report, LFAR and audited financial statements of the year 2007-08
(iii) NPA statement as on 31.3.2008
(iv) Inspection reports of your H.O. staff and TBA auditors

(v) Concurrent audit reports of all the months, if any.
(vi) Income Tax remittance challans for Tax deducted at source (For Tax Audit).

(vii) Stock / Bookdebts statements for CC account till Feb 2009.

(viii) Insurance Register alongwith the details

(ix) Documents and files relating to Advances sanctioned/renewed during the year Rs.5 lacs and above after latest inspection by your Head Office.

In order to facilitate quick completion of audit, we give below some of  our important requirements, which you may kindly keep ready, prior to commencement of second phase of audit on 3rd april 2009 :-

1. One copy of Profit & Loss and Balance Sheet fully filled up (including Annexures  & other details, schedules) for the year ending March 2009.

2. Loan Classification statements.

3. Previous two years loan Summary and Classification statements (for identifying doubtful debts).

4. Documents in respects of accounts sanctioned/renewed during the year. (as may be required specifically)

5. Circulars received form controlling office which will be useful for statutory audit, including interest rate etc.

6. Invoices for Fixed assets purchased during 2008-2009.

7. All documents mentioned in Audit booklet – (Documents to be certified).

8. LFAR duly filled in to the extent possible (One copy).

9. Details of LCs devolved & BGs invoked, if any

10. Details of accounts restructured / rescheduled, if any

11. Quarterly / half yearly returns for NPAs.

12. Exception Reports for the Year

We also request you to take specific interest in ensuring that the following items are propertly taken care of :

1. Statement in respect of movement of NPAs, with detailed workings for all figures.

2. Detailed working papers for sectorwise classification of advances.

3. Detailed Working papers for Capital Adequacy Data  (especially for credit balances figure in respect of borrowal accounts)

4. Making available relevant manual weeklies & the relevant days’ computerized print outs of ledger balances. 
5. Audited financial statements from all business borrowals accounts for the year 2007-08.

We are also required to certify separately on details advances over 1 crore and the rating details for the last two years, and ALM data. We are also required to provide data in respect of STANDARD ASSETS also with detailed break up to make global provision at various rates as per the new circular. Kindly make the above also ready for audit.

We request you to keep ready as many copies of statements, as may be required by your controlling offices, for signatures, at the time of finalisation at the branch itself and avoid inconvenience to both of us, subsequent to completion of audit.

Thanking you,

Sincerely yours,

For …………………………..
Chartered Accountants
……………………..
Partner
