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xxth August 2004

The President,

ABC limited

BANGALORE.

Dear Sir,

Ref:  Your letter No. DIT: PO/10/04-05/1842 dated 27th July 2004

Sub: Acceptance of Audit of your Company as per Companies Act, 1956. 
With reference to the above, we are pleased to confirm acceptance of above audit as per the scope and terms of reference in the afore-mentioned letter. We are pleased to inform that the audit assignment will be executed under the personal supervision of Mr. ABC, FCA, and Mr. DEF; ACA will be the Audit Manager.  The audit team will also include other audit staff. We shall send an authorisation letter detailing the names of audit staff for this assignment.

As part of our audit, we will be performing certain audit tests in the {} area using data extraction and analysis software. We expect that this processing will save a great deal of time during the audit of this area. For the specific tests we need to perform, we require the X file be available for us on X/X/XXXX. We believe the following fields are required from the file as of X/X/XXXX:

• List Fields Here

If you believe, after looking at the reports we expect to process (see below table), that we will need more data fields besides those listed above, please provide these fields in the file extraction. If it would be easier, we can receive the entire X file from which we can extract and define our desired fields. 

We will need this file in a flat file format (no delimiters). Please do not translate the file to ASCII in the download if you are downloading the file from a mainframe computer. To assist in downloading the file to our PC, we prefer that the file be provided on a CD-ROM. Please contact us if you are unclear as to the source or significance of any of the items requested.

We expect to complete the audit assignment in 10 days and actual man-days for the assignment is estimated to be 30 man-days covering all phases.  We request you to adequately communicate to the required personnel so as to facilitate extensive co-operation from the respective personnel. During the course of the assignment, we will require the following infrastructure:
1. Two Client PCs with a copy of the key financial and related application software (as per current version as relevant for the audit period) and the requisite authorizations or 2 terminals with read-only access to the data.

2. Copy of data of the audit period as per agreed format

3. Access to a printer 

4. Adequate seating and storage space.

5. Facilities for discussions amongst the audit team and the staff.

6. Facilities for generation of reports from the application software as and when required and assistance for generation of reports that may be required in formats designed by us.

Documentation Required:

· Users Manuals

· System Manuals including record structure as relevant

· Relevant In-house training circulars issued by IT department.

· Any other documentation as identified by us.

We will be using audit software called “SoftCAAT” for data extraction and analysis. We will require copy of the identified data to be provided to us in softcopy for the audit. Hence, we will be meeting with the appropriate organizational personnel (generally the primary contact for the audit and a key contact in information systems) to make arrangements to obtain the client data. Matters to be discussed in this meeting include:

· Specific data fields/files needed 

· Format of files needed

· Record layout of the file (The auditor should arrange to get copies of the record layout.)

· Timing of the transfer

· Method of transfer 

· Arrangements for verification information

We will be discussing the method of transferring the audit Data.  The possible ways of data transfer include:

· Floppy disk

· E-mail

· Tape

· High storage disks (such as, 100MB Iomega Zip disks)

· FTP or network transfers

· CD-ROM 

We shall finalise the method of data transfer after discussion with your IT department. We need a lead-time of 2 weeks for commencing the audit.  Please confirm the exact date on which you want us to commence the audit. We shall be glad to furnish any further information, which you may require.

Thanking you,

For ABC and Associates

ABC

