[On Firm’s Letterhead]

…………………………… (Date)

To

…………………………… (Name of the Designated Person)

…………………………… (Designation)

…………………………… (Name of the Company)

…………………………… (Address)

……………………………

Dear Sir,

Sub: Companies (Auditor’s Report) Order 2003- Information Request

As you may be aware, the Companies (Auditor’s Report) Order, 2003 (“the Order”) issued by the Central Government in exercise of the powers conferred under sub-section (4A) of Section 227 of the Companies Act, 1956 came into force on the 1st day of July 2003. Accordingly, the Auditor’s Report on accounts in respect of financial year ending on any day on or after commencement of the effect shall contain matters specified in paragraphs 4 and 5 of the Order. 

The Order applies to your company for the accounting year ending on 31st March 2004 (or insert the relevant period).  This being the first year of CARO coming into force, to facilitate the effectiveness and efficiency of the reporting process, we have compiled an information request covering specific clauses of the Order. The purpose of this request is to mainly help plan our subsequent verification. Necessary documents and the records that support the responses shall be produced for our verification during the course of our audit. During the course of our audit, we may also seek additional information from you as may be required from time to time. 

Thanking You,

Yours Sincerely,

……………………… (Name of the Person signing)
……………………… (Designation)
Companies (Auditor’s Report) Order 2003

Client Information Request

Name of the Company 


:
 
Accounting Period      


: 

Name of the Person Responding              :

Designation:



:

Initials




:







Date




:

Notes:

This request contains 17 pages. If the space provided is not sufficient for the response, please feel free to use additional sheets. The use of words “Act” in this document refers to The Companies Act, 1956.

	S.No.
	Requirement
	Comments



	1.
	Fixed Assets [Paragraphs 4(i)(a),(b) and (c)] 

	
	(a) Maintenance of Records



	
	Whether proper records showing full particulars, including quantitative details and situation of fixed assets are maintained?

Please provide a list of records maintained and a brief description of details contained therein.


	

	
	(b) Physical Verification



	
	Dates of Physical Verification


	

	
	Categories of Assets Covered (e.g. Plant and Machinery, Furniture and Fixtures)


	

	
	Whether any material discrepancies were noticed on such verification?


	

	
	Whether the same have been properly dealt with in the books of account?


	

	
	( c) Disposal of Fixed Assets



	
	Whether a substantial part of fixed assets have been disposed off during the year?

If yes, please provide a list of such assets disposed off during the year along with the details of category and description e of the asset, the proportion of original cost of such assets to the total cost of assets of that category and to the total cost of all assets of the Company as at the date of such disposal. 


	

	
	Whether such disposal has affected the going concern?


	

	
	Note: What is “substantial” is a matter of judgement and has to be examined in the context of impact of such disposal on continuance or otherwise of the business and on achievement of its business objectives.




	S.No.
	Requirement
	Comments



	2.
	Inventory [Paragraphs 4(ii)(a),(b)and (c)] 

	
	(a) & (c) Physical Verification



	
	Dates of Physical Verification


	

	
	Categories of inventory covered (e.g. Raw Materials, Finished goods, WIP etc.,)


	

	
	Whether any material discrepancies were noticed on such verification?


	

	
	Whether the same have been properly dealt with in the books of account?


	

	
	(c) Maintenance of Records



	
	Whether proper records of inventory are maintained? 

Please provide a list of records maintained and a brief description of details contained therein.


	


	S.No.
	Requirement
	Comments



	3.
	Loans under Section 301 of the Act[Paragraphs 4(iii)(a),(b),(c)and (d)] 

	
	(a), (b) and (c) Loans granted or taken, rate of interest, terms and conditions and payments



	
	Whether the company has either granted or taken any loans, secured or unsecured to/from companies, firms or other parties covered in the register maintained under Section 301 of the Act? 

If yes, please provide a list containing the name of the company, firm or other Party, nature of relationship, amounts and dates of loans given or taken, amounts and dates of loans refunded or repaid, amounts and dates of interest received or paid, closing balance at year end, particulars of instalments (amount and period outstanding for) of overdue principal and interest together with the details regarding the rate of interest, if any, and brief terms and conditions like security, repayment particulars (principal and interest) etc.,


	

	
	(d) Steps taken for Recovery/Payment


	
	If overdue amount is more than one lakh, whether reasonable steps have been taken by the company for recovery/payment of the principal and interest?

Please provide a list with the names of the companies, firms or other parties, amount of loan granted or taken, outstanding amount at the year end and steps taken for the recovery or payment thereof.


	


	
	Note: The above details are required even for those cases where the outstanding balance as at the year end is “Nil”.  




	S.No.
	Requirement
	Comments



	4.
	301 Register and transactions thereof [Paragraphs 4(v)(a) and (b)] 

	
	(a) Maintenance of  Register under Section 301 of the Act 



	
	Whether all the transactions that need to be entered into a register in pursuance of section 301 of the Act have been so entered?

If yes, please provide a list containing the name of the party, nature of relationship, description of transaction and amount and date of each such transaction individually for all the transactions during the year. 


	


	S.No.
	Requirement
	Comments



	5.
	Public Deposits [ Paragraph 4(vi)] 

	
	Compliance with sections 58A and 58AA of the Act


	
	Has the Company accepted deposits from the public?

	

	
	If yes, whether the directives issued by the Reserve Bank of India and the provisions of sections 58A and 58AA of the Act and the rules framed there under, where applicable, have been complied with?

If no, please provide the details regarding the contraventions and the nature thereof.


	

	
	Whether an order has been passed by Company Law Board on the Company under Section 58A and 58AA of the Act and the rules framed thereunder? 

If yes, whether the same has been complied with?

	


	S.No.
	Requirement
	Comments



	6.
	Maintenance of Cost Records [ Paragraph 4(viii)] 

	
	Maintenance of Cost Records 



	
	Whether cost accounting records are required to be maintained for any of the products of the company? 

If yes, whether the cost accounts and records are made and maintained regularly?

Please provide a list of books/records made and maintained.


	


	S.No.
	Requirement
	Comments



	7.
	Statutory Dues [ Paragraph 4(ix) (a) and (b)] 

	
	(a) Deposit of undisputed statutory dues and extent of arrears 



	
	Is the company regular in depositing undisputed statutory dues including Provident Fund, Investor Education and Protection Fund, Employees’ State Insurance, Income-tax, Sales-tax, Wealth Tax, Custom Duty, Excise Duty, cess and any other statutory dues with the appropriate authorities?

Please provide a statement containing the list of various statutes under which the company is required to make payments to appropriate authorities, the nature and amounts of payments under each statute, the due dates for making such payments, the dates on which the payments were made by the Company, the arrears due for more than six months as at the Balance Sheet date and the date and amount of subsequent payments, if any made out of such arrears.


	

	
	(b) Disputed statutory dues



	
	Are there any dues of sales tax/income tax/custom tax (duty)/wealth tax/excise duty/cess that have not been deposited on account of any dispute? 

Please provide a statement, as at the balance sheet date, containing the names of statutes to which the dues relate, the nature and amounts involved, the period to which the dues pertain, description of cases and amounts considered disputed, forum where the dispute is pending. In case there are dues of same nature in different periods, provide information separately for each such period.


	

	
	Note: A mere representation to the department shall not constitute the dispute. There should be an appeal filed before the relevant appellate authority.

 
	


	S.No.
	Requirement
	Comments



	8.
	Dues to Financial Institution or Bank or Debenture holders [ Paragraph 4(xi)] 

	
	Defaults in repayment of dues to a financial institution or bank or debenture holders- period and amount of default  



	
	Has the company defaulted in repayment of dues to a financial institution or bank or debenture holders? 

If yes, please provide a statement containing the names of the institution/bank/debenture holder, the periods and amounts of default, due dates thereof and dates and amounts of subsequent payments, if any. 


	

	
	Note: “Dues” would include principal and interest. All the defaults existing as at the Balance Sheet date are to be covered irrespective of whether the defaults pertain to the year under consideration or not.  


	


	S.No.
	Requirement
	Comments



	9.
	Loans and Advances granted on the basis of security [ Paragraph 4(xii)] 

	
	Deficiencies, if any, in the maintenance of documents and records   



	
	Has the company granted any loans and advances on the basis of security by way of pledge of shares, debentures and other securities?

If yes, please provide a statement containing the name of the party, amount of loan/advance granted, amount outstanding as at the balance sheet date and type and nature of security. Also please provide a list of records maintained and a brief description of details contained therein.  


	


	S.No.
	Requirement
	Comments



	10.
	Company dealing or trading in shares, securities, debentures and other investments [ Paragraph 4(xiv)] 

	
	Maintenance of proper records and title to the investments    



	
	Has the company maintained proper records, of transactions and contracts, where the company is dealing or trading in shares, securities, debentures and other investments?

If yes, please provide a list of records maintained and a brief description of details contained therein.  

Whether the shares, securities, debentures and other securities are held in the company’s own name except to the extent of exemption, if any granted under Section 49 of the Act? 

If no, please provide a statement containing the details of such investments viz. name of the company, nature and description of investment, number of investments, face value, distinctive numbers, amount of investment, name of the party in whose name the investments are held and the reasons therefor. Also provide similar details for the cases where exemption under Section 49 of the Act is available and the reference of specific exemption under the said section which applies to it.      


	



	S.No.
	Requirement
	Comments



	11.
	Guarantees given for loans taken by others from bank or financial institution      [ Paragraph 4(xv)] 

	
	 Terms and conditions of guarantees given for loans taken by others     



	
	Whether the company has given any guarantee for loans taken by others from bank or financial institutions? 

If yes, please provide a list containing the name of the party, nature of relationship, if any, amount of loans taken, closing balance as at balance sheet date together with brief terms and conditions like description of security given, estimated amount of such security, default action conditions, if any.  


	


	
	Note: The requirement only applies to guarantees given by the Company during the year.


	


	S.No.
	Requirement
	Comments



	12.
	Application of Term loans [ Paragraph 4(xvi)] 

	
	 Application of term loans for the purpose for which the loans are obtained     



	
	Whether term loans were applied for the purpose for which the loans were obtained? 

If no, please provide a list containing the specific terms of loans and the details of such application viz. amounts, dates, if any and the purpose for which they were applied.


	


	
	Note: The requirement also applies where the funds are temporarily invested elsewhere. The requirement covers all term loans outstanding as at the year end.


	


	S.No.
	Requirement
	Comments



	13.
	Use of short term and long terms funds [Paragraph 4(xvii)] 

	
	Use of short term funds for long- term investment and vice versa- nature and amount      



	
	Whether the funds raised on short-term basis have been used for long- term investment and vice versa? 

If yes, please provide a list containing the specific terms of funds and the details of such use viz. amounts, dates, if any and the nature. 


	


	
	Note: Long-term sources of funds would include share capital, reserves and surplus, provision for depreciation, long- term debt securities, and long-term loans. Long-term application of funds includes investment in fixed assets, long-term investments and other assets of similar nature, repayment of long-term loans and advances or redemption of debt securities etc., Short-term sources of funds include temporary credit facilities like cash credits, overdraft, and reduction in current assets or increase in current liabilities.    


	


	S.No.
	Requirement
	Comments



	14.
	Preferential allotment of shares to parties and companies covered under Section 301 [Paragraph 4(xviii)] 

	
	Reasonableness of the price at which shares are issued by way of preferential allotment to parties and companies covered under Section 301 of the Act.       



	
	Whether the company has made any preferential allotment of shares to parties and companies covered in the Register maintained under Section 301 of the Act?

If yes, please provide a list containing the names of the parties and companies, nature of relationship, description of allotments made-equity/preference, number of shares, price and terms and conditions of the allotments made during the year. 


	



	S.No.
	Requirement
	Comments



	15.
	End use of money raised by public issues [Paragraph 4(xx)] 

	
	Disclosure of end use of money raised by public issues and verification of the same.       



	
	Whether the management has raised any money through public issues during the year? 

If yes, please provide a list containing the quantum of monies so raised and details of end use thereof under broad heads. 


	


	
	Note: The requirement also extends to monies raised by the company by way of fixed deposits by issuing public advertisement or by filing statement in lieu of advertisement under Section 58A of the Act. 

   
	


	S.No.
	Requirement
	Comments



	16.
	Fraud on or by the company-noticed or reported [Paragraph 4(xxi)] 

	
	Nature and amount involved in a fraud on or by the company, noticed or reported.       



	
	Whether any fraud on or by the company has been noticed or reported during the year? 

If yes, please provide a statement describing the nature of the fraud and the amount involved.
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