CONCURRENT AUDIT REPORTS

Report Date
:
_____________________

Branch
:
_____________________

Region
:
_____________________

Zone
:
_____________________

Audit Periodicity 
:
_____________________

Report for the month/quarter
:
_____________________

No. of times the partner

visited the Branch during the month       
:
_____________________

Audit Report submitted by

(Please specify Firms' name)
:


Audit carried out by
:



_____________________





    (Assistant)



_____________________

To,

…………… Bank of India,

____________________,

________________

Concurrent Audit Report of ……………. Branch, as of Quarter/Month ending ………………..

We M/S Pal Samit & Associates have carried out Concurrent Audit of Sevoke Road branch of Union Bank of India for the period from ………….. to …………….

We certify that the working of the branch has been checked by us in accordance with the guidelines provided to us by the Bank.  Our report on irregularities/discrepancies observed in the working of the branch is given in enclosed report.

We confirm having discussed the irregularities/discrepancies noticed during the course of our audit with the Branch Manager.

We also confirm having sent a Special Report dated _______on certain serious irregularities noticed in the working of the branch, during the course of our audit.  (Delete if not applicable)




For M/S ……………. & Associates

Place:


Partner

Date:


Chartered Accountants




(Membership No. ___________)

Periodicity:  Quarterly                                                


Format No . 1

BRANCH PROFILE

1. Name of the Branch
:


2. Date of Opening of the Branch
:

3. Area Classification - M/U/SU/R
:

4.  Category of Branch -                       
:           ELB/VLB/L/ M/S  

5. Whether Branch is provided with
:

a) Currency Chest
:
Yes/No

b) SDV (Safe Deposit Volt)
:
Yes/No

c) SDL (Safe Deposit Locker)
:
Yes/No

d) ATM facility
:
Yes/No

6. Whether Branch is authorised to handle
:

A.) Foreign Exchange Business
:
Yes/No

B.) Govt. Business
:
Yes/No

C.) Merchant Banking Business
:
Yes/No

7. Particulars of the Branch Manager
:

Name 

Scale 

From 

To

Existing:

Previous:

8. Date of last internal inspection:

___________________

                           Risk Rating             
:               ___________________                                                

9. Staff Position:

As at the end of the month of 


Officers….








Clerks….








Sub-Staff….



Others….





_____________


Total:





_____________

 Format No .2

BUSINESS PROFILE OF THE BRANCH

Name of the Branch
:


Periodicity

: 


Synopsis of Assets & Liabilities

(Rs. in Lacs)


Position

Assets
As on last day of the previous financial year 31st March 2011
As on last Friday of current calendar month

Cash



Balances with Banks.



Advances



Inter Branch Transactions (Net Dr.)



Other Assets



P/L A/c (Dr. Balance)



Total:



Liabilities



Deposits



Borrowings from Banks



Inter Branch Transactions



Other Liabilities



P/L A/c



Total:



Synopsis of Deposits and Advances








                                      (Rs. In lacs)

Position

Particulars
As on last day of the previous financial year
As on last Friday of the current month

Saving Bank Deposits



Current Deposits



Term Deposits



Priority Sector Advances



Export Advance



Amount of NPA



% of NPA to Total Advance



Periodicity :  Monthly 







Format No .2(a)

MAJOR OBSERVATIONS

1. Branch Operations:
2. Deposits: 
3. Advances: 
4.  NPA management:
5. Early Alert System(EAS)/Special Mention Account(SMA): 
6. Status of rectification of irregularities mentioned in previous reports:
7. Preventive Vigilance: 
      8.  Operations in Sensitive Accounts: 
           (Adherence to KYC norms)
9.  Inspection of prime/collateral securities:
10. Violation of System/Procedure:
11. Closure/transfer of borrowal accounts with credit rating of CR-1, CR-2, CR-3 during the period*
12. Any other aspects, which, in the opinion of the Auditors, should receive urgent attention  of the management:
* Comments to be given regarding specific reasons for closure/transfer of accounts to other banks.
Concurrent Audit Format No .2(b)

Periodicity - Monthly

SPECIAL REPORT (IF ANY)
Name of the Branch :


                     


Date​​​​:   

Please mention briefly particulars of Special Report, if any. (Guidelines enclosed).

Note:
Please note that Special Report is to be submitted immediately on detection of major irregularity in the working of the branch to DGM (Inspection). 
GUIDELINES FOR SPECIAL REPORT

· Injudicious use of discretionary powers of the branch manager.

· Alarming and significant shortage/deterioration in value of stocks/Fixed assets, Plant & Machinery.

· Total neglect in verifying end use of credit.

· Unauthorized business (highly disproportionate excesses granted unauthorisedly over the limit/advance value).

· Alarming overdue position without any justification.

· Bills purchased returned unpaid and detained by the branch for unreasonably long time without any concrete action and also not reporting to higher authorities.

· Accommodation bill (including Kite-flying) purchased by the branch.

· Government action/attachment of security of the borrower for non-payment of statutory dues and not reported to higher authority.

· Cash shortages

· Fraud detected first time and fraudulent transactions.

· Missing of security forms

· Major irregularities in foreign exchange transactions.

· Unusual transaction in staff accounts.

· Keeping surplus cash in ordinary almirahs, which are not fireproof.

· Unauthorised debits to P/L A/c.

· Irregular documentation.

· Repeated leakage of income for large amount in the same A/c committed by the same staff members.

· Non-compliance of periodical verification of Assets charged to the Bank.

· Disregarding instructions of higher authorities in granting advances. 

· Policy violation

· Regulatory violation

· Statutory violation

· Serious irregularities in housekeeping  

· Non-compliance of Loan pricing policy of banks

· Any other, which the Concurrent Auditor may deem fit.

Concurrent Audit Format No .2(c)

Periodicity - Monthly
REPORT ON SPECIAL REPORT SUBMITTED (IF ANY)

Name of the Branch : ________________

For the Quarter ended: ________________

Please mention briefly particulars of Special Report, (if any), submitted by the Regular/Concurrent auditors during the current quarter and progress in rectification thereof.

Concurrent Audit Format No .3
DEPOSITS

PERIODICITY: MONTHLY

Report on:

a) Opening of Accounts -

We have verified all the new accounts opened on daily basis.  The number of new accounts opened and verified by us is as under:

SB_________________ (Account No. from _______________ to ______________)

CA_________________ (Account No. from _______________ to ______________)

FD/RD_________________ (Account No. from ____________ to _____________)

Comments: Please state whether Account opening procedure is properly followed?

      (separate comment on S.B., C.A. and FD/RD Account).

b) Irregularities/ Discrepancies in deposit accounts (Newly opened accounts)

Nature & Number of Account
Name of the Account Holder / Depositor
Nature of Irregularity/ Discrepancy*
Action / efforts of the Branch for rectification
Remarks

























* (Procedural irregularities with regard to account opening / operations / standing instructions / stop payments/ repayment of deposits / TDS etc.)

Note:
1. Check new accounts opened particularly current accounts.  Operations in new currents / SB accounts may be verified in the initial periods to see whether there are any unusual operations.

 2.Give details of Current, SB and Term Deposits under separate headings.

3. In all newly opened accounts caution as stipulated by Bank/RBI have been noted & exercised

c) Verification of High Value Transactions
We certify that we have verified all the high value transactions during the month, under review, in the operative accounts of the branch and confirm that there are no abnormal features in the accounts. Abnormal transactions noticed to be furnished  under Part "d".

d) Conduct of new deposit accounts (SB and Current)-for the period of 6 months from the date of opening of account

Our comments are given below:

Type of 

Account (SB/CA)
A/C. No.
Date of opening
Title of the Account
Details of unusual transactions
Remarks





Credit
Debit






Date
Amount
Date
Amount












e) Fixed deposit accounts including Recurring deposit accounts :

i) Verify that TDS wherever applicable is deducted and remitted on time.

      ii)  Confirmation regarding submission of 15-H form to Income Tax department

Comments:

 f) Verification of staff accounts transactions

We have verified the operations in the Staff accounts and furnish the abnormal features below:

S. No.
Name of staff members & Emp. No.
Designation.
Type of Account
Abnormal features observed
Remarks of auditor
Remarks of Branch Manager

































 g) Verification of exceptional transaction through menu ‘ EXCPRPT ‘

Comments

Note:  Existing deposit accounts under various categories are also to be checked on random basis and adverse features observed therein, if any, are to be reported in this section.

h) Verification of Interest paid/payable

We have verified the latest interest rates of deposits and ensured that the same are properly loaded in the computer system as per value date and ensured that the same are in accordance with the latest circular on deposit rates. We have also verified the report generated through ‘PREFINT’ menu and certify that no preferential rate of interest is being paid on deposits except in cases where permission of competent authority has been obtained for accepting such deposits at higher rate.
Comments

i) Verification of penal interest on premature withdrawals

Comments

Report on In-operative Accounts                            Concurrent Audit Format No .4

PERIODICITY: MONTHLY

We confirm that debits to inoperative accounts are authorised by the branch manager/accountant in all cases except in the following:

Sr. No.
Type of Account & Account No.
Name of the Depositor
Date of Debit
Nature of irregularity
Amount
Authorised  By
Auditors comments
Remarks



















































Concurrent Audit Format No .5

Report on Debit Balances in Current/Savings Bank Accounts (Beyond Rs.1.00 lac in Current A/c. & Rs.25000/- in SB A/c. outstanding for more than 15 days ) 

PERIODICITY: MONTHLY

S. No.
Date of opening of SB/CA
Date of Debit
Amount O/s. Rs.
Name and address of the party
Purpose of TOD

1
2
3
4
5
6





























Documentation & Security
Whether sanction/Approval obtained
Date when reported to Higher authority
Remarks/Auditors comments

7
8
9
10





















ADVANCES

Concurrent Audit Format No .6
1) Irregularities noticed in Fresh Sanctions and Disbursals

PERIODICITY:
MONTHLY

Irregularities noticed in Fresh Sanctions and Disbursals For the Month of  June 2011 

[Rs. in lakhs]

Sl. No.
Name of the Borrower
Nature of facility
Sanction ref. & date
Amount of limit 
Particulars & value of security
Nature of irregularities/deviations observed in sanction, if any
Nature of irregularities observed in documentation
Nature of irregularities observed in post disbursal/inspection
Remarks






Prime         
Collateral





1
2
3
4
5
6
7
8
9
10






































Note: Please ensure

i. that the documents including particulars of sanction letter and securities etc., have been recorded in the Finacle System, if not, give reasons.

ii. that proper appraisal, preparation of process notes, pre & post sanction inspection of units, insurance coverage, asset creation and its quality, obtention & scrutiny of stock/Book-debt statements/MSOD/QPR have been done.

iii. that the above details are furnished under BM/RO/CO powers separately.

iv. a. that the clarifications are obtained from the, Legal Advisor, approved valuer of properties, wherever necessary.

b. scrutinise the legal opinion and check with the Banks Documentation Manual and ensure correct documentation and Mortgages and their enforceability.

v. The auditor can also point out the discrepancies, if any, beyond the scope of points covered above by using their expert knowledge.

vi. Whether all formalities are observed in sanctioning of loans against Bank's deposits to third parties, loan against deposits in the name of the minors, NRE/FCNR (as per instructions contained in circular issued from time to time, loans to PA holders of NRI is prohibited) and accounts of fiduciary nature etc., to safeguard the interest of the Bank and the Depositor/s.
that the Loan Policy of the bank has been followed in sanctioning of advances.

2)  Report On Excess Drawals Allowed ( Packing credit/Cash Credit /Overdrafts & other   borrowal accounts and such excess continuing for more than 15 days) 

PERIODICITY:
MONTHLY                                                                                                Concurrent Audit Format No .7(a)
Report On Excess Drawals Allowed ( Packing credit/Cash Credit /Overdrafts & other   borrowal accounts and such excess continuing for more than 15 days)  As at the end of the Month of 30th June 2011 

[Rs. in lakhs]
Sl. No.
Name of the borrower
Nature of Account
Limit 
Drawing power
O/S
Amt of 

Excess
Date of allowing

excess
No. of days A/c in excess and average excess
Date of regularisation
Steps taken for regularisation
Details of additional securities and value/documents obtained
Whether recorded in the sanction register or not Y/N
Date of reporting to RO and date & reference of ratification
Remarks of the Auditor




Rs.
Rs.
Rs.
Rs.









































































The borrowers frequently or regularly enjoying TOD/excess drawals be mentioned.

Report on Adhoc/Casual Sanctions allowed during the month.                          Concurrent Audit Format No .7(b)
Name of the Account
Regular Credit Limits


Date of last review/renewal
Adhoc /Casual sanction given
Period for Adhoc sanction
Remarks


Nature
Amount

Nature
Amount




























Concurrent Audit format no.7(c)

DUE  DILIGENCE

In the following accounts, due diligence is not carried out/certificates are not held.

S.no
Name of the Account
Dt. Of sanction
Limit
Amount
Remarks






















Concurrent Audit format no.7(d)

PRE-SANCTION  INSPECTIONS

In the following accounts, pre sanction inspection reports are not held.

S.no
Name of the Account
Dt. Of sanction
Limit
Amount
Remarks






















Concurrent Audit format no. 7 (e)

POST  DISBURSEMENT  INSPECTIONS

In the following accounts, post disbursement  inspection reports are not held.

S.no
Name of the Account
Dt. Of sanction
Limit
Amount
Remarks






















REPORT ON EXPIRED LIMITS/OVERDUE ADVANCES (FOR RENEWAL/REVIEW) - (During the month)

PERIODICITY: MONTHLY

                                                                                                      Concurrent Audit Format No .8 (a)
PART A: List of Expired Limits (both funded and non-funded limits) as at the end of month

(Rs. In Lacs)

Name of the Party
Nature of Facility & limits sanctioned
Sanctioning Authority & Reference
Balance O/S at Report Date
Limits Expired on
Proposal Sent for Renewal on
Remarks









































PART B: List of overdue advances                                                                                         Concurrent Audit Format No .8(b)

(Rs. In Lacs)
Name of the borrower
Nature of facility
Sanctioning Authority & Ref
Limit
Balance O/s
Last renewal on
Due for closure/Renewal
Date of Reminder notice sent
Securities held & its value
Remarks
























































Age wise details of overdue limits                                                                                        Concurrent Audit Format No .8 (c)

Overdue for –sanctioned under 
Upto 3 months
3 to 6 months
6 to 12 months
Beyond 12 months
Total number of accounts
Total amount involved

Branch powers







RO powers







FGMO powers







CO powers







Total







Note: 
1.  Total for the columns “Limit” and “Balance Outstanding” are to be furnished along with number of a/cs.

2. Whether the branch has taken effective steps to contact the borrower and get the documents renewed / get the account closed.

3. In case of time barred debts, the action taken to be reported.

4. Verify whether the classification of advances has been done as per RBI guidelines.

5. Verify whether the submission of claims to ECGC is in time.

6. Verify whether the processing of sanction is pending at Branch/RO/CO.

Advances against shares

PERIODICITY: MONTHLY

Concurrent Audit Format No .9

Name of the borrower
Nature of advance
Limit
Balance O/s
Value of Security (as on date)
Margin maintained
Irregularities observed

























































Concurrent Audit Format No. 









Periodicity :Monthly 

Concurrent Audit Format No .10
Statement of Cash Credit Accounts with poor turnover 

In the following cash credit accounts, there is poor turnover as the sales of not being reflected in the summations of the account with the branch / not commensurate with the limit sanctioned. 

(Amount in lacs)

Sr.No


Name of the borrower


Limit


Value of securities
Drawing power
Amount outstanding
Credit summations
Sales as per Stock Statement 
Reasons for poor turnover in the A/c







Previous quarter
Current quarter

























Periodicity : Monthly                                                                                                           Concurrent Audit Format No. 11     

REPORT ON ACCOUNTS WHERE EM FORMALITIES AND  ROC FORMALITIES ARE PENDING

( Amount in lacs)

NAME OF THE ACCOUNT


LIMIT
SECURITIES
DEFICIENCIES IN DOCUMENTATION AND EM
DETAILS OF CHARGE NOT REGISTERED WITH ROC. (WHEREVER APPLICABLE) 


NATURE
AMOUNT
PRIME
COLLATERAL











· Verify whether legal opinion is obtained from approved advocate regarding clear title and its marketability. 

· Verify whether documents are vetted by Law Officer or Advocate.

· Verify whether valuation of property is done from approved valuers. 

Periodicity : Monthly                                                                                                          Concurrent Audit Format No. 11  (a)   

Credit Process Audit ( CPA)

· Please verify whether CPA has been conducted in all eligible accounts.

· Instances of non-compliance may be reported, as under. 

( Amount in lacs)

Sr. No.
Name of the account
Limit
AMOUNT
Sanctioning authority
Date of disbursement








Periodicity : Monthly   -                                                                                                            Concurrent Audit Format No. 12


Statement of excess allowed & exercise of delegated authority

(a) Statement of Excess Allowed (F-1)

Department
1st fortnight due on
1st fortnight sent  on
2nd fortnight due on
2nd fortnight sent  on
Remarks 

Current / Savings






Cash Credit






Packing Credit






Bills-Inland






Bills-Foreign






Non Fund Limits






Any other limits/accounts






· In case the branch has defaulted in submission for more than 2 fortnights, report should specify when last F-1 was submitted.

· Whether confirmation for previous F-1 statements is received by the Branch.

Concurrent Audit Format No-13


(b) Statement of Exercise of Delegated Authority – M-27    
      Due for the month _________                 Submitted on _______________
1. If not submitted, reasons thereof   

                                     2. Whether all accounts sanctioned during the month have been              Yes/No

                                      reported in M/27 statements

                                 3. If NO, give details of such accounts.

4.  Whether credit rating has been done in all eligible accounts

Status with regard to Non-receipt of  Stock/Book Debt Statements/Inspection Report -     Concurrent Audit Format No. 14(a)


PERIODICITY: MONTHLY

Status with regard to Non-receipt of stock /Book Debt Statements/Inspection Report by the Branch Officials as on______________

Stock / Book Debt Statements / Inspection Report
No. of A/cs covered
Received/inspected during the month
Overdue
Overdue - Break up analysis
Total





2M
3M
4M
5M
6M
>6M






































Statement in respect of Accounts having balance in excess of Rs. 1.00 lakh, in which Stock/Book Debt Statements/Inspection Report is overdue beyond 3 months.

PERIODICITY: MONTHLY                                                                                                       Concurrent Audit Format No. 14(b)

  (Rs. in lakhs)

Sl. No.
Name  of Account
Type of advance
Sanction
Sanctioned by
Amount Outstanding
Date of last stock statement
No. of Stock /BD Statements received during the year (April - March)
Irregularities if any –


Value of securities
Asset classification
Remarks




Limit
Date





Primary
Coll

































Stocks/Current Assets Verification  - -                                                                                    Concurrent Audit Format No14(c)


PERIODICITY: MONTHLY
Note: The Concurrent Auditors are required to comment upon stock inspection/assets verification carried out by branch officials in respect of borrowal accounts at quarterly interval. 

Details of such inspection should be mentioned hereunder:

Type of Account
Total No. of a/cs

Of which, Eligible for
Inspection
Number of Inspections 
During the year 




During the last   Quarter
during the current  Quarter
Units overdue for inspection

1
2
3
4
5
6

Packing Credit
Cash Credit
SOD against Book 
   Debts
Term Loan., etc.






List of Accounts inspected during the last quarter period is as under:












(Rs in Lakhs)

Sr. No.
Name of the Unit
Nature of facility
Sanctioned Limit
Value of stock/security
Bal.  O/S
Major adverse features

1
2
3
4
5
6
7

















Comments:

Statement Of Borrowal Accounts With Inadequate / Lapsed Insurance Cover – 

PERIODICITY: MONTHLY --                                                                                                    Concurrent Audit Format No-14 (d)

Statement Of Borrowal Accounts With Inadequate / Lapsed Insurance Cover For The Month ended ___________

Sl. No.
Name of Borrower
Details of Limit/s
Details of Securities (Primary & Coll.)
Value of Securities (primary/Coll.)
Amt. Of insurance coverage (Primary/Coll.)
Date of Expiry
Short fall in insurance Coverage (Primary/Coll.)
Details of Risk Covered
Reasons for not renewing insurance policy
Auditor's comments
Branch Mgr's Comments















































































Note:    Please verify whether goods stored in all the godowns are insured 


Please verify whether branch has record and address of various godowns where goods are stored 

Report on revival of documents and time barred debts -                                            Concurrent Audit Format No-15(a)


REPORT ON RENEWAL OF DOCUMENTS AND TIME BARRED DEBTS FOR THE MONTH ENDED……………

We confirm that the branch has obtained fresh documents in respect of all advances and no document is time barred (including T.O.Ds) except in the cases mentioned below:

Part A:  Time barred debts:

Name of the borrower
Nature of Facility
Date of Document
Amount
Balance outstanding under each head of account
Whether the account is in order
 Documents due for Renewal on
Branch Comments (specific steps taken for rectification of the defect)



















We are listing the documents  which have completed 24 Months.  

Part B: Documents which have completed 24 Months                                                          Concurrent Audit Format No. 15(b)

Name of the borrower
Nature of Facility
Date of Document
Amount (Rs. in Lakhs)
Balance outstanding under each head of account. (Rs.)
Whether the account is in order
Branch Comments (specific steps taken for rectification of the defect)









Irregularities relating to guarantees/LCs issued & invoked during the month -                    Concurrent Audit Format No. 16(a)

IRREGULARITIES RELATING TO GUARANTEES/LCs ISSUED & INVOKED DURING THE MONTH


A/c. No.
Name of the party
Limit Sanctioned
Amount
Security
Nature of irregularity

A. BGs issued during the  month







B. Guarantees invoked during the month i.e. defaulted guarantees







C. Guarantees expired entries not reversed







D. LCs issued & outstanding beyond validity period and reasons for the same (to be furnished party wise)







E. LCs devolved and amount outstanding







PERIODICITY: MONTHLY --                                                                                               Concurrent Audit Format No. 16(b)


Report On Bank Guarantees and LCs Issued/Renewed by the Branch during the Month Of ____________ 

A. We certify that we have verified the Bank Guarantees and LCs issued and renewed by the branch during the month as per the check list (including restrictive clause, Counter Guarantee, Collection of Commission & Margin.  Contra entries and discharged deposit receipt) and found them in order except for instances reported below including the BGs and LCs which have expired.

Sl No.
Name of the Party
Sanction Ref. No. & date
B.G./LC No. & Date
Name of the Beneficiary
Amount (Rs.)
Due Date
Comm. Collected (Rs.)
Irregularity observed
Steps taken for regularisation

1
2
3
4
5
6
7
8
9
10













































Note: 
Please ensure that

i. The expired guarantees & L.Cs but outstanding in the books of the Branch are reported.

ii. The L.Cs & Guarantees are not issued for indefinite period.

iii. The terms & conditions of sanction have been fully complied with.

 Report On Invoked Bank Guarantees - Position As At The End Of The Month - 

Concurrent Audit Format No. 16(c)


PERIODICITY: MONTHLY

We furnish hereunder the details of Bank Guarantees / DPGs invoked and remaining outstanding till the end of the month under review.

Sl. No.
Name of the Party
BG No. & Date
Amount invoked Rs.
Amount recovered Rs.
Amount Outstanding
Date - when invoked
Date of payment to the beneficiary
Date of Reporting to RO/  FGMO/ CO
Security available
B.M/auditor remarks towards efforts made for recovery





























































Comment on:

1. Reason for the invoking of the guarantee and the amount recovered, if not reason thereof.

2. Status of Enforcement of security.

Details of Devolved Letters of credit and  outstandings for more than 15 days from date of payment

Concurrent Audit Format No. 16(d)


We furnish here under the details of Devolved Letters of credit and outstanding for more than 15 days from date of payment:

Sl. No.
Name of the Party
LC No. & Date
Amount  Devolved

(Rs.)
Amount recovered

(Rs.)
Amount Outstanding

(Rs.)
Date - when  Devolved
Date of payment to the beneficiary
Date of Reporting to CO
Security available
B.M/auditor remarks towards efforts made for recovery





























































Comment on:

1. Reason for the devolving of the LC and the amount recovered, if not reasons thereof

2. Status of Enforcement of security.

Report on expired guarantee & L/Cs (to be reversed) -                                                       Concurrent Audit Format No. 16(e)

S.No.
Name of the Party
Guarantee/L/C No.
Name of the Beneficiary
Amount of Guarantee/LC 


Date of Expiry of B.G/L.C.


Reasons for not reversing









































13) REPORT ON OVERDUES IN ALL WORKING CAPITAL LIMITS

(CC, T.O.D, O.D, PC, WCDL, BILLS - Foreign & Inland, Term Loans - all Accounts), Potential NPAs, CLASSIFICATION OF ACCOUNTS, NPA A/C INCOME RECOGNITION, & STATUS WITH REGARD TO ECGC CLAIMS (WITH OR WITHOUT C.O SANCTION)

Statement of Defaults in interest and installments (Excluding NPA) -                                Concurrent Audit Format No. 17(a)


In the following accounts, the borrowers are not paying interest and installments in terms of sanction

(Rs. in lakhs)

Sl. No.
Name of the Borrower
Type & Date  of Advance
Limit
Amount Outstanding
Overdues amount
Reasons / efforts on the part of the branch






Installment
Interest




















Note: 

1. We have verified the latest interest rates of advances and ensured that the same are properly loaded / entered in the computer system with proper effective date.

2. While reporting overdues, separate reporting to be made for interest and installments overdue. While reporting interest overdues please indicate the quarter since the interest is overdue and for overdue installment please indicate number of installments also.

Report on accounts with warning signals which are likely to become NPAs -                 Concurrent Audit Format No. 17(b)


We have verified all the borrowals and in respect of the accounts listed in the annexure there are warning signals (low credit turnover, in ordinate delay in interest servicing/principal servicing/return of inward and outward cheques/frequent TOD/EXCESS/etc.)

Name of Borrower
Nature of Facility
Outstanding since
Overdues as at the end of the month (in respect of each facility)
Earliest Date of Overdue (in respect of each facility)
Security available
Remarks

















Periodicity :    Monthly                                                                                                         Concurrent Audit Format No. 17(c)

REPORT ON  ‘EAS-I, EAS-II / SMA & RESTRUCTURED ACCOUNTS
(Amount in lacs)

Name of the Borrower


Limit & Amount


Date Of Original Sanction 


Date  Since Categorised EAS I / II /SMA
O/S.


Turnover in the Account
Overdues


Value Of Security


Date Of Last Stock/Bd Statement
Date of Last Inspection
Nature Of Irregularities













· Quick mortality cases i.e – accounts slipped to NPA within one year of sanction :

Concurrent Audit Format No. 17(d)


Sr No
Name of the account
Account No
Limits
Sanctioning Authority
Amount 
Outstanding 
Reasons for A/Cs slipping to NPA










Observation on Asset Classification ( Adherence to IRAC norms ) -                                 Concurrent Audit Format No. 17(e)


We have verified all the borrowal accounts and confirm that the classification of advances has been done as per the RBI guidelines excepting for the accounts mentioned below:

Name of borrower
Facility Details
Amount outstanding
Over dues as at the end of the month (in respect of each facility)
Earliest Date of Overdue (in respect of each facility)
Classification by the branch
Classification by the Concurrent Auditor
Reasons for classification by the Auditor
Reasons for classification - by the Branch































Report on Income Recognition - NPA Accounts -                                                                   Concurrent Audit Format No. 17(f)

We certify that in respect of Borrowal accounts which have been classified as Non Performing Assets, the income earned by way of interest has been accounted on Cash basis and not on accrual basis.  Deviations if any has been reported as under:

Sl. No.
Name of borrower
Facility
Outstanding
Interest Amount booked without actual realisation
Observations of Auditor
Branch reply



Limit
Amt
































Report on Details of recoveries/efforts made for recovery during the month in all the NPA/written off accounts.

Concurrent Audit Format No. 17(g)

Name of borrower
Facility
Balance outstanding
Amount recovered
Observations of Concurrent Auditor with regard to efforts made by the branch for recovery (to quote letter No/action taken by branch)


Limit
Amt

























Bills purchased/discounted outstanding for the month 

Concurrent Audit Format No. 18(a)


PERIODICITY: MONTHLY

BILLS PURCHASED/DISCOUNTED OUTSTANDING FOR THE MONTH ENDED _______________

Sub-GL Head
Balance as on previous month
Balance as on the current month
Increase/

Decrease
Date last tallied (Folder wise )
Total Purchases made during the month
Returned unpaid during the month
No. of outstanding entries




During the Month
Upto the Month

No
Amt.
No
Amt.


1
2
3
4
5
6
7
8
9
10
11

1. Bills Purchased (Secured)











2. Bills Purchased under L.C.











3. Bills/Cheques Purchased (unsecured)











4. Bills discounted











5. Bills discounted under L.C











6. Bills/Cheques discounted (unsecured)











Sub-Total Bills discounted











Foreign Bills Purchased/Discounted











Total











NOTE: 
1. Please furnish Break-up as per individual Sub-GL Head.  2. Foreign Bills Purchased/Discounted also may be reported, wherever the figures are available.  

 List of Bills Purchased/Discounted in excess of limits sanctioned. --                                   Concurrent Audit Format No. 18(b)

List of Bills Purchased/Discounted in excess of limits sanctioned or within the discretionary powers of the Branch Managers and all stray purchases of Rs. 25,000/- and above from any party, even if these are within the discretionary power, during the month/quarter ended ________.

(Rs. in lakhs)

Br. Ref. No. & Date
Purchased from ( Name of the a/c )
KYC on record (Yes/No)
Type of account maintained
Payable at Bank/Branch
Documentary/clean bill/Cheque/DD
Date of Bill/Cheque
Amount
Sanctioned limit
Total amount due
Remarks




A/c opened on
Net worth








1
2
3
4
5
6
7
8
9
10
11
12

Certified that other than referred above, no other purchases required to be reported have been made since the submission of last report

We have verified the following areas and found in order

(1) Adherence to instructions pertaining to Bills Purchased/Discounted.

(2) Discretionary Powers exercised by the Branch Manager.

(3) All Bills/Cheques/DDs purchased/discounted.

(4) Ratifications obtained, wherever required.

(5) Prompt dispatch of instruments to the Drawee Bank

(6) Bills purhcased/discounted represent genuine trade transactions and not accommodative in nature.

(7) Fresh bills/Cheques not submitted to adjust the old bills/Cheques

(8) Source of reimbursement of the amount of Bills/Cheques Purchased/Discounted returned un-paid.

(9) Overdue interest is collected correctly and promptly.

(10) Report of purchase/discount of Bills/Cheques of Rs. 50,000/- and above not recovered within 7 days from the date of receipt of unpaid instruments.

(11) Submission of monthly statement/returns pertaining to Bills Purchased/Discounted to the concerned authority as prescribed.

(12) Instances of non-reporting of Cheques/DDs returned unpaid.

Report on Overdue Bills/Cheques Purchased/Discounted. (Party-wise)

Concurrent Audit Format No. 18(c)


(Rs. in lakhs)

Sl. No.
Name of the Customer
Limit & Date of Sanction
Br. Ref No & Date
Amount
Due date for realisation
Date of payment if paid subsequently
Drawer of the Bill/Cheque
Drawee @
LC issuing Bank, if any
Remarks

1
2
3
4
5
6
7
8
9
10
11





































@ furnish the name of the Drawee Bank, branch for Cheques

1. In case of local Cheques Purchased, the lead period for realization should not be beyond 3 days and for outstation Cheques 15 days.  Documentary bills 21 days, usance bills after the due date.  All Entries outstanding, beyond this stipulated time should be shown as overdue.

2. Certify that the Cheques and Bills returned are not repurchased contrary to the instructions.

We certify that the Bills in all other accounts are not overdue and we have verified/examined the whole bills portfolio at the Branch on ______ (date)

Report on bills purchased beyond the delegation -                                                              Concurrent Audit Format No. 18(d)

Name of the Account
Date of purchase
Drawee
Tenor
Amount
Irregularities, if any
Reported to Controlling Office
Comments




























Instances of branch allowing drawings against un-cleared effects, under clearing and/or collections report

Concurrent Audit Format No-18(e)

We have verified and checked

If there are/were instances of branch allowing drawings against uncleared effects, under clearing and/or collections report the irregularities/discrepancies/risks/exposures.

(Rs. in lakhs)

01
Particulars
Name of the Party
Number
Amount


A few and far between, involving small value, for known parties                                     [Yes/No]




02
Occasionally against Bank drafts/Govt Cheques/Pay orders of Public Sector 

Banks/ Leading Commercial Banks                                                                                 [Yes/No]




03
Others [Please furnish brief description of the transactions] 




Concurrent Auditor should also comment on:

1. Adherence to the system of the clearing operations with particular reference to timely delievery of clearing instruments, accounting, debiting customers account for the returns on the day of the bank is out of funds.

The usage of 'Suspense Account' in respect of the returned clearing instruments and on the operations in the inter-branch accounts in respect of clearing transaction (particularly for high value returns).

Statement of Bills Purchased/Discounted under LC -                                                             Concurrent Audit Format No. 18(f)


In case of Bills Purchased/Discounted under LC, furnish the following information:

Name of the L/c issuing Bank
Branch
Type of L/c
Amount
Name of the Applicant
Name of the Beneficiary
Nature of goods/cargo covered under L/c.
Remarks [Is the Auditor satisfied, after due enquiry, about the justificaton for a L/c, for the type of business and also about the risks/safety of the business



















Report On Bills Purchased - Returned Unpaid (Borrower Wise) During The Month

Concurrent Audit Format No. 18(g)


Bills Purchased - Returned Unpaid (Borrower Wise) During The Month ended__________

We have verified the Bills purchased / discounted outstanding and purchased / discounted during the month and observe that the following Bills are returned unpaid:

Sl No.
Name of the Borrower
Bill No. & date
Amount of bill

Rs.
Name of the drawee
Reasons for return of the bill
Date of return of bill
Date when adjusted/mode of adjustment
Security available in case of unadjusted bill
Auditors comments*























· Comment whether bills/Cheques drawn on the same party were returned earlier and furnish the reasons thereon.  Also report mode of adjustment, whether the returned bills/Cheques were purchased / discounted with excess accommodation/high rate of returns, kite flying nature etc.

Report on drawing allowed against cheques of allied / sister concerns (Accommodation Cheques / Bills)

Concurrent Audit Format No. 18(h)


PERIODICITY: MONTHLY

ANNEXURE A-VI

Name of the borrower 
Nature of accounts
Name of the allied/sister concern
Drawings allowed
Date of allowing
Amount (Rs.)
Date of regularisation
Remarks










FOREIGN EXCHANGE

Foreign Exchange Transactions Certificate
PERIODICITY: MONTHLY -                                                                                             Concurrent Audit Format No. 19


Foreign Exchange Transactions Certificate For the Month ended ______________

1. We have verified the foreign exchange transactions at the branch which is/not a designated branch.  We have verified that all foreign bills negotiated are under the letters of credit only and cases where the foreign bills are purchased without letters of credit are with the prior approval of the delegated authority.

2. We have verified the transactions in FCNR / NRE and NRO category relating to debits and credits and certify that such transactions are permissible under rules.

3. We have also verified the inward / outward remittances, issue / receipt of T.Ts/encashment / issue of travelers cheques, issue / encashment of currency against permit and for other purposes and certify that they are in order and that they have been properly accounted for and the transactions are as per rules in force.

4. We have also verified "R" returns and "STAT" statements of the branch and certify that they are in order and also they were submitted in time.

5. We confirm that over bought / over sold position maintained in different currencies is reasonable taking into account foreign exchange operations. (applicable to IBD only)

6. We confirm that guidelines issued by RBI / Corporate Office of the bank about dealing room operations have been complied with. (applicable to IBD only)

7. We confirm that Nostro and Vostro account transactions have been reconciled.

8. Branches are maintaining forward contract liabilities of Foreign Currency in respect of parties who are enjoying credit limits and confirmation of these contracts with IBD once in a month has to be obtained and the same has to be tallied with the records of IBD.

9. Foreign Exchange. Suspense entries pertaining to IBD should not outstand for more than 7 days from the date of the original entries.

10. Follow-up of export / import bills sent on collection is done on periodical intervals.

11. We have carried out verification of Form A1, A2, A3 and GR Form and confirmed that these are in compliance with latest RBI guidelines.

12. We have verified the stock of Foreign TC and DD & found them in order except the discrepancies stated in                                      Form no. ____________

13. In case, the branch is an authorized bullion dealing branch, we have verified the adherence to the revised guidelines advised by IBD vide circular letter no. 6122 dated 06.10.2009 by the Branch.  The deviations, if any, are being reported separately.  

The deviations observed are reported in the Formats as given below (if nil, a statement to be submitted.)

Statement of individual irregular packing credit advances 

PERIODICITY: MONTHLY --                                                                                              Concurrent Audit Format No-19(a)


Statement of individual irregular packing credit advance for the month ended __________

(Rupees in Lacs)
Sl. No.
Name of the borrower
Sanction Reference and its date
PC Limit
Date of Packing credit
Whether against LC/Order & Expiry date
Amount of PC
Name of Buyer
If country is restricted to cover, whether ECGC policy / permission obtained
Nature of discrepancy & Auditor's Comments
Branch Mgr's. Comments & Action proposed

1
2
3
4
5
6
7
8
9
10
11





































Note:

1. All individual PC's outstanding beyond stipulated period or outstanding even after expiry date of L/C/order or outstanding beyond the normal trade cycle as prescribed by the sanctioning authority shall be reported in this Annexure.

2. Other discrepancies like excess accommodation, defective documentation, non-submission of stock statement, non-charging of collateral securities shall be reported in annexure.

3. This is prepared party-wise and the liability of every party on account of irregular PC is shown as a sub-total.

Auditor shall ensure that the sub-limits fixed for packing credit against orders are adhered to by the Branch.

Statement irregularities in Bills Purchased/Discounted/Negotiated

PERIODICITY: MONTHLY -                                                                                             Concurrent Audit Format No. 19(b)


Statement of Individual Bill-wise irregular Advances for the month  ended__________

Sl. No.
Name of the borrower
Amount of limit
Sub-limit against confirmed order if any
FDBP/FUDBP No. Amt.
Due date of the bill matured for payment
Date of Negotiation
Usance Period if any
Whether against LC or order LC No./ Order No.
Amount O/s against Order/LC
Whether proceeds appropriated for adjustment of Packing credit
Expiry date of LC/ order
Date of BL/AWB
Limit exceeded during the month (Rs.)
Nature of discrepancies and Auditors comments
Branch Mgr's comments and Action proposed

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16




















































Note:
1. All individual FDBPs / FUDBPs  which have become overdue shall be reported in this annexure.

2. All individual FDBPs not covered by the terms of sanction shall also be reported in this annexure.

3. Overdue Export bills not crystallized after 30 days from due dates shall also be reported in this annexure.

4. However all cases relating to excess accommodation, defective documentation, improper charging of collateral securities shall be reported in separate Annexure.

5. This is prepared partywise and liability of every party on account of irregular Bill is shown as a sub-total.

6. Instances of  advances credited to current a/c, where overdue PCs outstanding is to be indicated under the column 'Auditors Comments'.

7. Auditor shall ensure that the sub-limit fixed for advances against orders/usance bills etc., are adhered to by the Branch.

Discrepancies found pertaining to the debits/credits to FCNR, NRE, NRO, 

PERIODICITY: MONTHLY -                                                                                                      Concurrent Audit Format No. 19(c)


Discrepancies Found Pertaining To The Debits/Credits TO FCNR/NRE/NRO Accounts for the month of ________ 

Sl. No.
Account No.
Name of the party
Date of Debit/Credit
Amount
Nature of Irregularity
Auditors comments

























































1. All credits to come to the account via Nostro or through clearing or collection and supported by the certificate from the payment branch/bank or the photocopy of the respective receipt/instrument, through which the proceeds are sought to be transferred.

Discrepancies Pertaining To Foreign Inward Remittances (FIR)/ Foreign Outward Remittances (FOR)

PERIODICITY: MONTHLY -                                                                                                   Concurrent Audit Format No. 19(d)


Discrepancies Pertaining To Foreign Inward Remittances (FIR)/ Foreign Outstand Remittances (FOR) For The Month Of ___________ 

Sl. No.
FIR/FOR No.
Date
Amount
Nature of Discrepancy
Auditors Comments














































































Verification of FIR and FOR registers with reference to FEMA regulations validity period, passport details and monitory ceilings for different purposes prescribed by RBI.

Delays Occasioned In Submission of 'R' Returns and 'Stat' Statement
PERIODICITY: MONTHLY -                                                                                      Concurrent Audit Format No-19(e)

Delays Occasioned In The Submission Of 'R' Returns And 'Stat' Statement For The Month Of_________________

S.No
Particulars




















Statement of Irregularities in Merchant Forward Sale Contracts

PERIODICITY: MONTHLY   -                                                                                                    Concurrent Audit Format No. 19(f)


Statement of Irregularities in Merchant Forward Sale Contracts for the Month ended 30th June 2011

Sl. No.
MFS No.
Date of Booking
Amt Booked
Rate as per the Register
Rate as per IBD's approval
Amount of underlying import transaction
Instances of rebooking if any
Commission as per number of contract*
Instances of limit exceeded during the month
Auditors comments













































































































· Where a number of bills are included in a single contract note, commission has to be collected on every bill as every bill is construed as an individual contract.

Statement Of Irregularities In Merchant Forward Purchase Contracts

PERIODICITY: MONTHLY  -                                                                                              Concurrent Audit Format No.-19(g)


Statement Of Irregularities In Merchant Forward Purchase Contracts For The Month ended ________________

Sl. No.
MFP No.
Date of Booking
Amt Booked
Rate as per the Register
Rate as per IBD's approval
Amount of underlying export transaction
Instances of rebooking if any
Commission as per number of contract*
Instances of limit exceeded during the month
Auditors comments













































































































· Where a number of bills are included in a single contract note, commission has to be collected on every bill as every bill is construed as an individual contract.

List Of Forward Sale And Purchase Contracts Not Delivered But Not Reversed

PERIODICITY: MONTHLY -                                                                                           Concurrent Audit Format No-19(h)

List Of Forward Sale And Purchase Contract Not Delivered But Not Reversed In Our Books For The Month __________

Sl. No.
MFS/MFP No. AND DATE
DUE DATE OF DELIVERY
AMOUNT






















































































List Of Import Transaction, Where Copies Of Bills Of Entry/Postal Wrappers Not Submitted By the Importer

PERIODICITY: MONTHLY -                                                                                                      Concurrent Audit Format No. 19 (i)


List Of Import Transaction, Where Copies Of Bills Of Entry/Postal Wrappers Not Submitted By the Importer For The Month Of __________________ 

Sl. No.
Name of the Importer
Import Tran. No. Date of Payment
Amount               FC      INR
Due date for the receipt of B/E or postal wrapper
Action initiated by the branch
Auditor's Comments

















































































Report On Status With Regard To Compliance Of ECGC Formalities

PERIODICITY: MONTHLY  -                                                                                                 Concurrent Audit Format No-19(j)

REPORT ON STATUS WITH REGARD TO COMPLIANCE OF ECGC FORMALITIES:

Sl. No.
Name of Party
Type of Facility
Amount Outstanding (Rs.)
Remarks Of Auditor
Branch Reply








Auditor to comment on the following:

(a) Continuous over dues beyond the stipulated period not intimated to ECGC

(b) Default notice due but not sent to ECGC

(c) Allowing further facilities when already there are over dues

(d) Allowing facilities without complying with sanction terms which may have a bearing on ECGC claim

(e) Allowing further credit facilities without getting approval from ECGC - where default already notified to ECGC

(f) Release of New/adhoc/renewal/reduction of limits - not notified to ECGC

(g) Where release of adhoc / renewal/reduction of limits notified to ECGC but approval from ECGC is pending and the same is yet to be received.

(h) Any other issue which may have a bearing in preferring ECGC claim by the bank if the need arises later on.

(i) Where ECGC claim is already preferred status of the claim.

(j) Release / Continuation of credit facilities to parties who are already placed in the Special Approval list of ECGC without obtaining ECGC permission.

(k) Purchase of export bills drawn on drawees who are in the Notified countries without ECGC approval.

 Irregularities In Preferring The ECGC Claims

PERIODICITY: MONTHLY –                                                                                                 Concurrent Audit Format No. 19(k)


Irregularities In Preferring The ECGC Claims for The Month Of __________________________ 

Sl. No.
Name of the Exporter
Export credit No. and date of disbursal
Whether ECGC premium has been paid regularly 
Date of preliminary report to ECGC
Date of final report to ECGC
Auditor's Comments









































































































List of Unreconciled Items In The VOSTRO Account

PERIODICITY: MONTHLY -                                                                                                       Concurrent Audit Format No.19 (l)

List of Unreconciled Items In The VOSTRO Account For The Month Of ______________________ 

Sl. No.
Name of the Bank
Unreconciled items 
Action initiated
Auditors Comments



Date
Amount (Rs.)
















































































Unreconciled Forward Contract Outstanding
Periodicity: Monthly -                                                                                                           Concurrent Audit Format No-19(m)

Unreconciled List Of Forward Contract Outstanding As At The End Of The Month As Compared With The IBD's Statement

Sl. No.
MFS/MFP NO.
Contracting party's name
Amount

(Rs)
Nature of Discrepancy
Action initiated by the branch
Auditor's Comments

























































































































List Of Forex - Suspense Entries Outstanding For More Than 7 Days
PERIODICITY: MONTHLY -                                                                                                      Concurrent Audit Format No-19 (n)

Sl. No.
Nature of Transaction
Reasons for outstanding
Action initiated by the Branch
Auditor's Comments


No.
Date
Amt.












































































































List Of Import/Export Bills Unpaid/Unrealised, Beyond 180 Days

PERIODICITY: MONTHLY -                                                                                                 Concurrent Audit Format No-19 (o)

List Of Import/Export Bills Sent On Collection Basis Unpaid/Unrealised, Beyond 180 Days From The Date Of Bill Of Lading/Airway Bill.

IMPORT

Sl. No.
Name of the Importer
Bill No. & Date
Amount
Reasons for non payment
Whether the delay is advised to RBI
Action initiated by the Branch
Auditor's Comments









































































EXPORT

Sl. No.
Name of the Exporter
Bill No. & Date
Amount
Reasons for non realisation
Whether the delay is advised to RBI
Action initiated by the Branch
Auditor's Comments





































  HOUSE KEEPING   -                                                                                  Concurrent Audit Format No - 20

1) Statement Of Cash Management, Currency Chest, Security items, Stationery, Postage & Stamps, etc.

PERIODICITY: MONTHLY

(i) Cash Management




:

1. Date of verification of cash



:

2. Amount of cash held as on the date of Verification
:

3. Cash retention limit fixed to branch


:

4. Details of cash held in excess of Limit fixed for the branch Rs.

Sl. No.
Average cash held
Maximum cash balance held during the month
Reasons for excess holding
Steps taken to reduce holding
Remarks



Date
Amount




























5. What is the percentage of cut notes/coins

Out of total cash held as on date of surprise

Verification of cash



:

6. Amount of cut notes held                                 :


7. Whether cut notes are mixed with other

issuable notes




  :

8. Verify whether the cash is sorted out regularly,

If so, give the details of amount of cut notes

Kept for more than one month                                 :

9. Whether "Cash discrepancy Register" maintained

and excess/shortages reported to higher authorities     :

10. Whether surprise verification of cash done by 

officer other than joint custodian officer/

manager? (Please see cash balancing book 

and report)





:

11. Whether cash movements register is

Maintained as per the guidelines?


:

12. Whether branch is maintaining register to record

Cash transactions of Rs. 10 lakhs and above

in Deposits and advances A/Cs.


:

13. Are there any cases of cash received of

Rs. 50,000/- and above for issuance of DDs

and/or cash payment of Rs. 50,000/- and

above for payment of DDs during the month

(Source: Cash Scroll/Payment Scroll)

:

14. Whether the branch is maintaining the records/

registers relating to inward/outward cash 

remittances properly?



:

15. Duplicate Keys deposited at


:

(ii) Currency Chest  (Delete if not applicable)

Comments are to be reported under each of the heads
:

· Verification of Cash

· Operational aspects

· Control aspects

· Reconciliation aspects

· Security aspects

· Misc. safeguards

Note:-

Select on random basis a few bins for different currency note denominations and count from each one of them  currency packets.

Whether currency chest labels duly signed are affixed on packets and labels on coin bags and the said bags and packets are sealed as per RBI requirements are to be seen.  Prompt reporting to RBI of currency chest transactions at prescribed periodically to be verified.

We have checked the cash balance in currency chest with relevant register and our observations are as under:-

Comments:-

(iv) Security Items

(a) Whether all the security items are kept under Joint custody 

of two officers






:

(b) Whether all the registers for all security items such as books

of drafts, payorder, cheque books, fixed deposit receipt are 

properly recorded/maintained                


 
:

(c) Please check all the security items once in 6 months in the 

month of March/September every year and report discrepancies

if any with the stock register




:

(d) Whether the articles handed over for safe Custody are

being properly recorded?
  

                                                          :

(e) Whether the branch is submitting quarterly certificate of verification of 

                 Security items to the controlling office.                                              :





(v) Stationery:

1. Whether stationery register is maintained properly
Yes/No

2. Whether Branch is indenting the optimal level of stationery requirement
Yes/No

3. Whether physical stock of stationery items are verified by the Branch Officials

    atleast once in three months
Yes/No

4. Whether purchase are made in excess of delegated powers
Yes/No

5. Whether confirmation for discrepancies in purchase or records obtained
Yes/No

(vi) Postage & Stamps:

1. Mail is despatched promptly and despatch register is being checked regularly
Yes/No

2. Physical balance of stamps tallies with books/despatch register
Yes/No

3. Proper accounting procedure being followed including Franking m/c:
Yes/No

viii) Sundry Creditors and Suspense accounts:
1. Whether all debits in suspense accounts are approved by the 

Manager






:

2. Whether statements of suspense accounts and sundry 

creditors are submitted in terms of HO instructions
:

ix) Security Arrangements
1. Whether the security arrangements in the branch (Armed 

guards at cash counter, Alarms, grills etc.) are appropriate
:
X) Mandatory reports through FINACLE :

Please verify & comment whether the branch is generating the mandatory reports as spelt out in IC 8445 dated 23.09.2009 and the same are verified & signed by all concerned.  

Checklist for Auditors – Cash at ATM Account -                                                    Concurrent Audit Format No - 21

1. Whether an Officer is entrusted with the ATM Administration job

2. Whether dual custody for cash holding in ATM is followed.  Whether the physical cash is tallied with the cash counter receipt printed at random.

3. Check whether Admin function is done by the branch officials on daily basis.  If not, check when it was last done.

4. Whether dispensing test is done after cash loading.

5. Whether JP logs are taken out from ATM and preserved – preferably by pasting in a Register on day to day basis.

6. Three way reconciliation – physical cash with Admin balance and physical cash compared to Cash at ATM account in Finacle – whether done regularly.

7. Date when cash was last reconciled and whether certificate is submitted to R.O.

8. Whether record is maintained for cash not dispensed to other Bank Cardholders with full details and JP log copy.

9. Records for card issuance, whether acknowledgement for ready kits delivered are obtained and signature verified by an Officer.

10. Whether ready kits are held in safe custody.

11. Whether record of duplicate cards issued is maintained.

12. Whether cards are hotlisted on closure of accounts.

13. Whether branch has destroyed the old cards issued in personal names which were not delivered to customers.  Whether such card numbers were informed to ATM Division for hotlisting.

14. Whether branch is recovering charges for issue of Debit Card (after initial period of 12 months), for issue of Duplicate card on loss of card, Duplicate Pins, etc.

15. Efforts made by ATM Ambassador in:-

i. Identifying existing account holders for issuing Ready kits

ii. Efforts to increase hits by diverting customers to ATMs

16. Please check at random whether branch is allowing cash withdrawals upto Rs.15,000/- through cash counters.  If they are being allowed, the number of such transactions per day.

17. Please check whether the surrounding of the ATM are kept neat and tidy and the ambience is proper.

18. Whether all important telephone numbers including 24 hour help line for hotlisting cards are displayed at the ATM.

19. Please check  whether branch is reimbursing to customers the amount wrongfully debited on account of failed ATM transaction within a maximum period of 12 days from the date of receipt of Customer complaint.

Outstanding in impersonal heads As On Last Day Of The Month Ended________________

PERIODICITY: MONTHLY  -                                                                                    Concurrent Audit Format No – 22(a)

Sub GL Head 
GL Code
Balance as on 31.03 ___
Balance as on previous month
Balance as on the current month
Increase/Decrease [4 - 5]
Date Last tallied
Outstanding entries








Less than 2 months
More than 2 months








No. of entries
Amount
No. of entries
Amount

1
2
3
4
5
6
7
8
9
10
11





























































Total











Statement Showing Outstanding under Impersonal Heads Beyond Two Months

PERIODICITY: MONTHLY -                                                                                    Concurrent Audit Format No – 22(b)

STATEMENT SHOWING ITEMS OUTSTANDING BEYOND TWO MONTHS, AS ON _______________

Sl. No.
Head of Account
Date of transaction
Dr/Cr
Amount
Reasons for non adjustment
Steps taken for reversal of the entry

















































1. Comment separately under each sub-GL accounts.

2. In the case of drawings in suspense account by employees towards TA & DA, the relative bills have to be submitted within 15 days from the date of completion of journey.  In all other drawings, the procedure prescribed by CO has to be followed.

3. Clearing items should not be pending for more than 7 days.

4. Particulars of transactions such as Rent Advance, Electricity / Telephone Deposit etc., to be reported.

 Statement of High Value Transactions Put Through In Impersonal Accounts.

PERIODICITY: MONTHLY -                                                                                   Concurrent Audit Format No – 22 (c)

LIST OF HIGH VALUE TRANSACTIONS (i.e., Rs. 25,000/- or more) 

PUT THROUGH IN THE ACCOUNT DURING THE MONTH

Sl. No.
Date of entry
Particulars of Entry
Amount
Date of reversal
Remarks

1
2
3
4
5
6

























































Certified that other than referred above, no other Sundry asset items required to be reported have been made since the submission of last report.

Accounts Payable Outstanding As On The Last Day Of Month Ended ______________

PERIODICITY: MONTHLY -                                                                                         Concurrent Audit Format No – 23(a)

AS PER GENERAL LEDGER CODE NO: __________ Rs. ______________.

Sub GL Head
GL Code
Balance as on 31.03.____
Balance as on previous month
Balance as on current month
Increase/Decrease 

[4 - 5]
Date Last tallied
Outstanding entries








Less than 2 months
More than 2 months








No. of entries
Amount
No. of entries
Amount

1
2
3
4
5
6
7
8
9
10
11





























































Total











Note:
1. Please furnish break-up as per individual sub-GL head

Statement Showing Accounts Payable Items Outstanding Beyond Two Months
PERIODICITY: MONTHLY -                                                                                  Concurrent Audit Format No – 23 (b)

STATEMENT SHOWING ACCOUNTS PAYABLE ITEMS OUTSTANDING BEYOND TWO MONTHS, AS ON 

Sl. No.
Head of Account
Date of transaction
Amount
Reasons for non-adjustment
Steps taken for reversal of the entry




































Note: 1. Comment separately under each sub-GL accounts.

We certify that the credits made in the Accounts payable account are as per the norms and we have verified/examined the portfolio at the Branch on _______________ (date).

Concurrent Audit Format No – 24

INTER  SOL  TRANSACTIONS

We certify that we have verified all the intersol transactions on and off the branch and have found them in order except the following.

Sno
Transfer to /from Sol
Amount 
Head debited
Head credited
Remarks






















Report On Fraud 
PERIODICITY: MONTHLY -                                                                                        Concurrent Audit Format No – 25(a)

Part A: Report On Fraud Prone Areas For The Month ended________________

We have verified the following key operational areas of the Branch:

We confirm that


Particulars
Auditor's Remarks

a.
The Branch is obtaining prompt ratification from the competent authorities for the transactions entertained beyond the delegated powers and/or in deviation to the laid down systems & procedures.


b.
The Branch is recording and checking of all the entries in its books of accounts as per the laid down procedures.


c
The Branch is extracting Balances in all individual accounts head / sub head-wise at the stipulated intervals and tallying with the general ledger promptly and the balancings are checked and authenticated by the Branch Manager/authorized officials.


d
The Branch Manager is going through the exceptional transaction statement at the end of each day and taking necessary action including approving / rectification of the deviations occurred during the day of operations in the Branch and is signing the statements.


e
The details of entries outstanding in the nominal / impersonal heads of accounts, Inter-Branch Account, Inter Bank accounts etc., checked / verified and found to be in order. 


f
I. The high value / abnormal transactions in the staff accounts are scrutinised and found them to be genuine in nature after due enquiries with the employees / Branch Manager and also after due verification of the nature of transactions / instruments.

II. All high value transactions in the newly opened accounts in general and operative accounts in particular have been scrutinised and are found to be genuine in nature.

III. All the new accounts opened in general and the operative accounts in particular are properly introduced and as per the laid down norms and their openings are approved by the Branch Manager.


G
I. The entries pertaining to all clearing transactions are promptly and correctly passed with the proper authentication / checking by the authorised officials of the Branch.

II. The details of entries outstanding in clearing adjustment account are checked and prompt & necessary action is taken by the Branch. 


h
The Branch ensured proper care on safe custody of all the vouchers / other records including critical stationery.


i
The branch obtained confirmation of balances in all Cash Credit, OD & loan Accounts.


j
The branch is ensuring proper rotation of duties among the staff at the prescribed periodical intervals.


K
Any other fraud prone area of operation not covered above.


Detection of Frauds during Audit (also comment on the status of frauds earlier detected in the following format):

Concurrent Audit Format No – 25(b)

Sl. No.
Particulars of Fraud and amount
Date of 
Present status including steps taken for closure



Detection
Reporting to Controlling office


























Report On Bills For Collection
PERIODICITY: MONTHLY -                                                                               Concurrent Audit Format No – 26(a)

Report On Bills For Collection For The Month Of ________________________ 

Inward

a) We have physically verified the IBCs on hand as on________________________.  They tally with the GL Balance.

b) We certify that we have verified the IBC activity of the Branch during the month and furnish hereunder the irregularities and outstanding more than stipulated period.

Sl. No.
IBC No. and date
Amount 

Rs.
Instructions for collection followed or not (Y/N) - Furnish the deviations
Date of non payment advice sent to the drawer or the collecting banker
In case of bills purchased by our own branches -confirm the inspection of transporters godowns for stock under LR
Steps taken by the branch for regularisation 
Auditor's comments
































































 Outward  -                                                                                           Concurrent Audit Format No – 26(b)

Statement Of Outward Bills/Cheques For Collection Outstanding For More Than One Month In Case Of Cheques And 3 Months In Case Of Demand Bills - For The Month Of _________________ 

Sl. No.
OBC No.
Date
Beneficiary
Sent to
Amount

Rs.
Reasons for non-realisation and branch manager's comments
Auditor's comments






















































































































Note:
Instances of delayed dispatch of outstation bills be reported.

Statement Showing Revenue Leakage

PERIODICITY: MONTHLY -                                                                Concurrent Audit Format No – 27

(A) Borrower wise details of short recovery

Name of the Borrower
Limit and Nature of facility
Nature of Leakage
Amount of leakage
Amount Recovered
Balance to be recovered
Remarks









































(B) Reasons of short recovery

Reason No.
Reasons
Total amount of shortfall
Amount Recovered
Amount to be Recovered
Remarks

1.
Omission in charging penal rate of interest





2.
Rate of interest not correctly interpreted and charged





3
Altogether omission in applying interest





4
Processing charges not/short collected.





5
Exchange / Commission not charged correctly / not charged at all





6
Excess payment of interest on deposits





7
Any other reason (give details)






TOTAL





(C) Recovery of Revenue Leakage detected during the previous periods.
Previous
Month Ended
Revenue Leakage
Amount  Recovered
Balance Recoverable


Detected
Waived/Deleted
Waiver/Deletion Proposals submitted/under process
























    TOTAL






Comments:
Mention steps taken for recovery of balance revenue leakage, plugging loopholes causing revenue leakage, staff action initiated etc.

Concurrent Audit Format No – 28 

Report on expenditure incurred by the branch during the month : 

· Whether all the bills/receipts pertaining to expenditure incurred are held on record.:  YES / NO

     If no, the details be furnished as under :

Sr No
Date expenditure incurred
Amount
Expenditure head to which  debited .
Details / Purpose of expinditure













· Whether all the paid bills are duly sanctioned by the Branch Manager :            YES / NO

         If no, the details be furnished as under :

Sr No
Date expenditure incurred
Amount
Expenditure head to which debited. 
Details / Purpose of expenditure







· Whether the expenditure under any head has exceeded the budget allotted - - ->                 YES / NO 

      by RO. ( to be commented as of 31st March – every year )

· If yes, whether ratification of competent authority has been obtained   - - ->                       YES / NO

· Are there any such instances where the expenditure incurred has been  - - ->                      YES / NO

     debited to wrong head. If yes, please give details.

Report On Pending Irregularities for Rectification in the Inspection Reports

PERIODICITY: MONTHLY -                                                                                     Concurrent Audit Format No – 29

Report On Pending Irregularities For Rectification In The Inspection Reports - Position for the month of ____________ 

We mention below the irregularities under special reports (Serious) in the regular internal inspection report/RBI inspection report - pending rectification beyond the due date:

Sl. No.
Nature of report
Date of report
Item no of the irregularity
Nature of irregularity
Reasons for pendency
Steps taken for regularisation









































Note:

Please indicate the pending discrepancies in each type of report separately. 

7) Report On Customer Services

PERIODICITY: MONTHLY-                                                                                        Concurrent Audit Format No – 30

Report On Customer Services For The Month Of ____________________

We have verified customers service norms observed in the branch with the checklist there upon and found that the branch is following the instructions of the Corporate Office in force in conducting customers meet, staff meet, etc. and the deviations are mentioned below:

1.











4.

2.











5.

3.











6.

We certify that we have verified the complaints register at the branch and also the statement submitted by the branch to the controlling office.  All the complaints received by the branch are recorded in the register and necessary action is initiated.  There are no cases of complaints received but not reported in the statement to the controlling office.  Further, the complaints remaining unredressed as at the end of this  month are listed below:

Sl. No.
Name and address of complainant
Date of complaint
Date of entry in the register
Nature of complaint
Action taken
Remarks

01
02
03
04
05
06
07

















We verified that the branch has given instant credit as per norms in force, to eligible customers on request except in the cases mentioned below:

Sl. No.
Name of the customer
Cheque no.
Amount
Date of lodgement
Date of realization
Remarks

















Comment on General Customer service at the Branch:

Periodicity – Quarterly -                                             Concurrent Audit Format No – 31
CUSTOMER CHARTER / CUSTOMER SERVICE AUDIT
Based on the communication received from Govt. of India, a new format for reporting the rendering of customer service has been designed.  This format broadly covers the following areas:
i) Creating ‘May I help you’ desk.
ii) Installing ‘Suggestions/Complaint Box’.
iii) Formation of Customer Service Committee.
iv) Customer Meet etc.
Sr.
No.
Recom-
menda-
tion No.
Recommendation
Extent of Compliance




Good
Satisfactory
Unsatis-
factory

1.
3.1
Commencement of employees’ working hours 15 minutes before commencement of business hours can be made operative by banks at branches in metropolitan and urban centers.




2.
3.2
All the customers who enter the banking hall before the close of business hours should be attended to.




3.
3.3
Staff at the counters should undertake the following transactions during the extended business hours (branches to indicate the timings)
(a) Non voucher generating transactions
1. Issue of Passbook/Statement of accounts
2. Issue of Cheque Book
3. Delivery of term deposit receipts, draft

4. Acceptance of clearing cheques / bills for collection.
(b) Voucher generating transactions
1. Issue of Term Deposit Receipts (TDR)
2. Acceptance of cheques for locker rent due 
3. Issue of Travellers Cheques
4. Issue of Gift Cheques
5. Acceptance of individual cheques for transfer credit




4.
3.4
To ensure that no counter remains unattended during the business hours and uninterrupted service is rendered to the customers.




5.
3.5
All branches, except very small branches should have ‘Enquiry’ or ‘May I help you?’ counter, either exclusively or combined with other duties, located near the entry point of the banking hall.  This counter should manned by ‘Customer Service Officer’ on all working days.




6.
3.7
Difficulties, in the way of acceptance of small denomination notes from customers as well as from non-customers for issuance of drafts, should engage the attention of branch officials, controlling offices and the RBI customers may be taken into confidence about such difficulties.




7.
3.10
Service relating to exchange of mutilated and soiled notes.




8.
3.13
Printing of name and address of the nominee in the account opening form.  Publicity about nomination on branch premises printing compatible message on Cheque Book, Pass Book and any other literature reaching the customer.




9.
3.14
Unless the customer prefers not to nominate, (this may be recorded, without giving scope for conjecture of non-compliance) nomination should be a rule to cover all other existing and new accounts.




10.
3.17
Issuance of Statement of accounts and updating of Pass Books with correct and legible particulars.




11.
3.19
Stationery with pre-demarcated folds / flaps for Statement of account.




12.
3.26
Trilingual brochures and pamphlets containing myriad customer-useful information.




13.
3.32
Facility of instant credit of outstation cheques upto Rs.15000/- Availability of separate type of pay-in-slip for availing of this facility.




14.
3.33
Payment of interest in case of delay in collection of outstation cheques at 2% p.a. above Savings Bank rate, if such interest payable is Rs.5/- or more.  If the proceeds are to be credited to the borrowal accounts, like cash credit / overdraft / loan, etc., interest to be paid at the prime lending rate.




15.
3.34
Where delay in crediting bill proceeds can be attributed to the bank, interest to be paid to the lodger for the delayed period at the rate of 2% above Fixed Deposit interest rate applicable for period of delay.




16.
3.36
Dishonoured instruments to be returned/dispatched to the customer within 24 hours.




17
3.40
Delay beyond eighth day in crediting mail transfers (MTs) to be compensated by paying interest at 2% above Savings Bank rate and paying such interest if it is Rs.5/- or more.




18
3.67
Availability of complaint book with perforated copies so as to instantly provide an acknowledgement to the customer and an intimation to the controlling office.




19
3.68
Appointment of branch level Customer Service Committee should be rejuvenated.




20.
3.69
Holding of Periodical meetings with customers and their representative bodies.




22
3.80
Infrastructure facilities at branch particular attention to space, furniture, drinking water facilities, etc.




23
3.96
Display of Time norms for various transactions predominantly in the banking hall.




24
3.18
Educating the customers to submit the passbooks regularly for updating.




25
3.20
Publicity to make the public aware of various dep. Schemes and specifically about availability of monthly interest on term deposits at a discounted rate.




26
3.53
Job enrichment-periodic change of department and allocation of jobs carrying higher responsibilities.




27
-
Credit of pension to pensioners account promptly on the last day of the month.




28
-
Standing instructions of the customers are promptly complied with regularly.




29
-
Claims in respect of deceased accounts are attended to promptly and settled expeditiously.




Status of implementation of Mitra Committee Recommendations relating to submission of Legal Compliance Certificates 
PERIODICITY: QUARTERLY                                       Concurrent Audit Format No – 32
We certify that we have verified the status of implementation of Mitra Committee Recommendations relating to submission of Legal Compliance Certificates and the summarized position is as under:

             1. Total number of Officers in the Branch      :  
                  (Excluding Branch Manager)
           2. Of whom, number of Officers who have 
                not submitted Legal Compliance Certificate:
           3. Whether Branch Manager has submitted
                Legal Compliance Certificate to his
                Controlling office



  :
Comments:

Periodicity : Quarterly -                                                                                                Concurrent Audit Format No – 33

Statement of claims against Bank not acknowledged as Debts 

Sr.No
Name of the claimant
Claim
Nature of claims
Estimated loss  in case the claim is enforced
Remark



Date
Amount

























Guidelines:The said statement to include the suits filed against the bank by landlords/staff members/customers (including  complaints lodged by customers, etc.) for damages/compensation in various Consumer Grievances Redressal forum/ombudsman, which, if decided against the Bank will result in a loss to the Bank.                                                         

Details of irregularities reported in earlier audit report but remain to be rectified
PERIODICITY: MONTHLY  -                                                                                    Concurrent Audit Format No – 34

 (Please list the irregularities here under main heads separately such as Housekeeping, Advances and Foreign Exchange, Deposits and other areas of Branch working).

· While reporting irregularities in individual accounts, relevant details of the accounts, are to be incorporated in the format.

Individual Account (SB/TD/CA/OD/CC/TL etc.) :

Reported in Audit Report Dt.
Account No.
Name of the Account 
Outstanding
Details of irregularities & since when
Remarks of Branch Manager
Remarks of Con. Auditor

















Housekeeping /Other Areas:

Reported in Audit Report Dt.
GL Head
Details of irregularities
Remarks of Branch Manager
Remarks of Con. Auditor













Note: -
The irregularities pointed out in monthly/quarterly audit reports should be rectified within a maximum period of - 30 - days.  In the event of such non-rectification, the same will continue to appear under this statement and need to be followed up for rectification.  Before removal of irregularities reported in this statement, the Concurrent Auditors should satisfy themselves, as to their rectification. If for certain reasons beyond the control of the branch rectification is not possible branch should approach higher authority for guidance / suitable modification. 

Periodicity Monthly -                                          Concurrent Audit Format No. 35

Report on Know Your Customer (KYC) and Anti Money Laundering (AML)

Branch: - _____________Regional Office: -____________ Date of Audit: - _______

Comment on

· Whether the Branch Officials are aware of the AML guidelines and its importance?


· Whether profiles of customers (details) are maintained and updated from time to time?


· Whether prescribed procedure for introduction of new accounts and proof of identity / address of the customers are followed?


· Whether verification of identity of the new customers is carried out as per guidelines?

· Whether time schedule fixed for verification of existing customers is followed? Furnish the details of backlog, if any. 


· Whether conduct of new accounts is monitored for suspicious activities?


· Whether suspicious activities observed are reported to appropriate authorities?


· Whether all transactions above Rs.10.00 lacs as well as transactions of suspicious nature are recorded separately and reported to the controlling Office?

· Whether above-mentioned information is submitted at the prescribed periodicity. (List instances of non-reporting)


· Whether cash payments of term deposits above Rs. 20,000/- are made?


· Whether DD/TT/MT of Rs. 50,000/- & above are  prepared against cash.


· Whether PAN Nos. are invariably furnished in case of DD / TT / MT above Rs. 50,000/-


· Whether there are any accounts in the name of banned organisations?

If yes, whether reported to the appropriate authority?


· Whether all financial records are maintained for last 5 years in a manner, which facilitates easy retrieval as and when, required?


· Whether in case of organisations receiving contributions from foreign countries, the copy of registration certificate under F.C.R. Act, 1975 is held?


· Any other observation on KYC / AML

· Overall comment on compliance of the KYC / AML guidelines

Seal

Firm of Chartered Accountant                                                                                       Signature 

Date

Report on Banks Accounts - Bank Account Reconciliation
 PERIODICITY: MONTHLY - 
Concurrent Audit Format No. 36

We certify that all the transactions of the bank accounts have been verified and the same are in order with the exception stated hereunder and branch has prepared Bank Reconciliation Statement for the Month/ Quarter ended on____________ and long pending items/unreconciled entries are furnished hereunder:

Sl. No.
Name of Bank
Date of Entry
Amount
Nature of Entry/ Discrepancy
Remarks






















Lockers
PERIODICITY: MONTHLY -                                         Concurrent Audit Format No. 37
Statement of locker Rent in arrears as on ____________

Position of SDV Lockers/ Safe Custody receipts etc. on quarterly basis:
No. of Lockers at the Branch


:
Of which – Let out




:
       

In use by the Branch


:
       

 Vacant

 

:

Locker Rent in Arrears



:
Of which overdue beyond 3 months

:
Detail of Locker Rent (overdue beyond 3months):

Sl. No.
Locker No.
Name of Locker Holder
Amount of Arrears
Rent Due since
Date of last operation
If operations are allowed in lockers with rent in arrears, indicate name & Emp. No. of the officer that allowed operations
Auditor Comments









































































Note:


1. Auditor shall also comment whether branch is sending reminders for over due locker rent on regular basis.

2. Please report the instances where operations in the locker have been allowed without recovery of overdue locker rent.

3. Any irregularities in the operation of lockers observed may be mentioned.

Recovery of TDS on applicable Term Deposit accounts, Payments to Contractors / Landlord etc.
PERIODICITY: MONTHLY                                            Concurrent Audit Format No. 38

We certify that we have scrutinized the transactions relating Term deposit accounts, as also payments made by the Branch to contractors/landlord etc and such other transactions wherein TDS would be applicable as per the Income Tax Act, put through by the Branch, on a monthly basis. We hereby certify that TDS at the prescribed rates has been recovered in all applicable cases in accordance with the laid down policy guidelines and the tax remitted to the appropriate authority within the specified time schedule except and to the extent mentioned below:

Pension Payments, PPF, Collection of Taxes, correct payment of service tax and other Government Business
PERIODICITY: MONTHLY                                           Concurrent Audit Format No. 39

We certify that we have scrutinized the transactions in Pension Payments, PPF, correct payment of service tax and other Govt. accounts put through by the Branch on a quarterly basis and they are in accordance with the laid down policy guidelines except and to the extent mentioned below:
Comments:
Details of Suit-filed & Decreed Accounts
PERIODICITY: QUARTERLY  -                              Concurrent Audit Format No. 40

We certify that we have scrutinized the suit-filed and decreed advances  portfolio of the Branch to verify position of suits, decrees, execution petitions filed, recovery/ compromise settlements etc. on a quarterly basis and our observations are mentioned below:
Comments:
 Details of position of suit-filed and decreed accounts with balances outstanding of Rs. 10.00 lakhs and above
Part A: Statement of suit filed accounts for the quarter ended____________
B R A N C H :                              R E G I O N :                                Z O N E :
Party
Plaint Approved by/
Date
Date of Filing of Suit/Suit No.
Amount O/S. in the Books
Amount
O/S. in Dummy Ledger
Suit Amt
Int. Charged in the Suit Upto (Rate/
Date)
Date when the A/C. Turned Sticky
Name of the Advocate
Remarks of the Advocate

1
2
3
4
5
6
7
8
9
10












Part B : Stages of decree
B R A N C H  :                              R E G I O N :                         Z O N E :          
Decreed on
Name  of the Advocate
Preliminary  Decreetal Order Recd. on
Notice to Defendants Given on
Counter Received on
Lawyers Arguments on
Defendants Lawyers  Arguments on
Final Decree on
Execution  of Decree Given to (Name)
Securities Charged to the Bank
Nature /       Value
Remarks of the Concurrent Auditor


A
B
C
D
E
F
G
H
I
J
K













Information System Audit Reports 
PERIODICITY: QUARTERLY -                                      Concurrent Audit Format No. 41

We certify that we have verified the position of compliance/ rectification and submission of rectification certificate of the latest Information system Audit Report dated ___________ conducted by Shri _______________ and Shri _____________ Internal Auditors and our comments are as under:

Irregularities
Status of Rectification







Gist Of Serious / Systemic Lapses Observed During The Quarter Ending _______________

PERIODICITY: QUARTERLY  -                         Concurrent Audit Format No. 42

Sl. No.
Reported in Month of/ Item No.
Gist of the serious lapse/system failure
Action taken by the Branch
Reasons for Pendancy (if any)
Remarks of the Auditor
































































Details Of Recurring Lapses: 

Sl. No.
Gist of recurring lapse
First date of reporting
Subsequent dates of reporting
Action taken by the Branch to avoid the recurrence
Auditors comments on causes of recurrence and action suggested to avoid





























Details Of Persistent Lapses:

Sl. No.
Gist of Persistent lapse
Date of reporting
Reasons for persistency
Action taken by the Branch to avoid persistence
Auditors Comments











































Premises, Furniture & Fixtures etc.
PERIODICITY: HALF YEARLY   -                            Concurrent Audit Format No. 43

We hereby certify that we have conducted physical verification of Furniture & Fixtures as per ledger/ balance book.  It is in order save and to the extent mentioned below:
Comments:
Status of Implementation of Ghosh Committee and Jilani Committee Recommendations 
PERIODICITY:  YEARLY ( AS OF DECEMBER ) – 

Concurrent Audit Format No. 44

We certify that we have verified the status of implementation of Ghosh Committee and Jilani Committee Recommendations for the quarter and the  report is enclosed on the prescribed format given in the Appendix  A & B. 

Note: Only the recommendations, which are applicable to the Branch but are not implemented, should be mentioned hereunder:
Rec. No.
Gist of Recommendation
Reasons for Non-implementation





















APPENDIX - A
Report on implementation of Reserve Bank of India’s Ghosh Committee     Recommendations  at Branch Office ____________________under _____________ Region as on___________
    BRANCH:                            REGION:                                   ZONE :
Sr.No
Recommen-
Dation No.
Nature of Recommendation
Whether Implement
(YES/NO/NA)
REMARKS

GROUP A
PART I




1.
3.3
Joint custody and dual responsibility of cash and other valuables



2.
3.4
Transactions in the Currency Chest to be reported to RBI on the same day.



3.
3.5
Adhering to prescribed norms and safeguards issued by RBI on issue and payment of high value drafts, depositing large amounts in new accounts without verifying the antecedents, opening of benami accounts, etc. , to prevent misuse of banking channel.



4.
8.10 (a)
a) System of exclusive scrutiny of credit portfolio with focus on large advances and group exposures.



5.
8.10 (b)
b) Special scrutiny of high value accounts shifted to the bank along with executives and accounts transferred from other branches alongwith officials.  The observations of RBI Inspections should be promptly and effectively followed up by Banks.



6.
8.14
Monthly certificate on inspection of associated units and on stocks pledged/hypothecated to Bank.



7.
9.9
Adoption of preventive measures of vigilance in letter and spirit as enumerated.



8.
11.4
Rotation of staff/duties and transfer covering all categories of staff, including dealing room/securities department staff etc.



9.
11.9
Desk cards to be prepared, banks to designate one of the senior officers as a Compliance Officer.




10.
11.10
Financial and administrative powers of officials should be laid down.



GROUP A
PART II




11.
1.1
Precautions in handling cash and valuables – restriction of entry to cash cabin, dual custody of cash/valuables, surprise verification at regular intervals etc.



12.
1.2
Precautions against theft of cash – staff should not indulge in conversations/answering queries, but direct such persons to Enquiry Counter only.



13.
1.3
Precautions against shortage in cash reported by cashier.  Introduction of surprise checking at frequent intervals.



14.
1.4
Precautions against misappropriations of cash by member of staff in the guise of customer service.  Only authorized personnel should accept cash/issue counterfoils in cash departments.  Cashiers should not be allowed to make entries in Pass Book.



15.
1.5
Proper systems should be evolved in respect of Cash balances, insurance and prompt reporting of inter-branch and inter-bank remittance of cash.



16.
1.6
Banks should evolve proper systems of adequate security and custody of cash in dacoit/terrorist attack – prone areas.



17.
1.7
Precaution against misusing banking channels for tax evasion.  POs/TCs in excess of Rs.50000/- should be by way of debit to constituents’ account and not by cash.  Doubtful cases should be reported to higher authorities.



18.
1.8
Periodical reporting of deposits/withdrawals from Currency Chest to Issue Department of RBI.



19.
1.10
Exercise of caution at the time of opening new deposit accounts of all types.



20.
1.11
Customers to be educated about implications of introducing an account without knowing the party.



21.
1.13
Close watch on the operations in the new accounts should be kept.




22.
1.14
Issue of fresh cheque book should be only against requisition slip from previous check books and other precautions be taken in respect of cheque books.



23.
1.15
Precautions in payment of cheques – verification of signature, custody of specimen signatures, custody and control of blank cheque books, etc.



24.
1.16
Balancing of ledgers periodically by staff other than ledger keepers, scrutiny of unauthorized entries/corrections, and other precautions in respect of Ledgers.



25.
1.17
Inoperative accounts to be kept in separate ledger, specimen signature to be in the custody of Manager and other precautions.



26.
1.18
Safe custody of/access to vouchers through written orders of Manager – records to be maintained of those who have accesses such records.



27.
1.19
Safe custody of specimen signature cards and verification of instructions in respect of operations of the account.



28.
1.21
Blank draft and mail transfer forms to be treated as security item and usual precaution should be taken in respect of their issue and safe custody.



29.
1.23
Precautions in writing of drafts/mail transfers – use of pin point typewriters or reverse carbon.



30.
1.26
Way in which telegraphic/telex messages for telegraphic remittances should be sent – use of codes and accessibility to topmost officers of the Branch, etc.



31.
1.28
Precaution against fraud perpetrated by employee – effective supervision, timely receipt of control returns and scrutiny thereof, rotation/transfer of staff, etc.  Strict watch on clearing operations, housekeeping, reconciliation of inter bank/branch accounts.



32.
1.29
Precautions against frauds perpetrated by staff in clearing – checking of Branch Clearing General a/c dispatch of statements, verification of instruments with relative schedules, etc.



33.
1.30
Safe transit of cheques and instruments between the branches / clearing house.



34.
1.31
Precautions to be taken to prevent fraud through entries in suspense account – periodical balancing and checking, signing of debit voucher by Manager/officer authorized by him, sending periodical statement specifying reasons for non adjustment for large and long outstanding entries, etc.



35.
1.32
Mechanisation of operations relating to inter branch reconciliation.  All branches to clear outstanding entries above Rs.2 lakhs and not allow them to remain outstanding for more than a month etc.



36.
2.3
Post disbursement safeguards to be followed – critical assessment of all advances periodically, review of sticky advances and look into staff side of case when there is shift in health code status of account.



37.
2.7
Observance of laid down rules/guidelines safeguards by bank officials – credit appraisal, pre-sanction visit to the borrowers premises/Godown, proper monitoring of end use of funds by allowing payments to parties connected with borrower’s line of business and not allowing transfer of large amounts to sister concerns, etc.



38.
2.8
Checklist of guidelines to avoid misuse of hypothecation/pledge facilities – verification of borrower’s title to goods pledged, safety of godowns, obtention of stock statements, etc.



39.
2.13
Safeguards against frauds through Kite flying operations in cheques – limits against clearing cheques only for prime customers, limited drawing, spare use of discretionary powers, etc.



40.
2.15
Precautions against fraud in bills portfolios – to ensure bills represent genuine trade transactions, insistence of submission of all related documents, ascertaining credit worthiness of borrowers and drawees, lorry receipts of approved transporters, etc.



41.
3.4
Precautions for averting frauds in the areas of letter of credit, issue of guarantees and co-acceptance facilities.




42.
3.7
Bank guarantees/LCs to be issued in security forms serially numbered, under two signatures above certain out off point in triplicate, binding on beneficiary to seek confirmation of Controlling Office (incorporation of suitable condition in the document), etc.



43.
3.8
One of two authorized signatures on LCs may be from controlling office.



44.
3.9
Bills discounting facility under L/C, co-acceptance should be extended only to customers having regular sanctioned limits.



45.
4.4
Precautions relating to deals in items like furniture and fixtures, stationery – proper system of receiving quotations, delegation of authority, proper inventory management and periodical checking, etc.



46.
5.2
Devising standards for suitable internal control in computerized environment.



47.
5.5
Micro Filming of records, vouchers, books.




48.
5.6
Evolving standards for fully computerized Branches.




49.
5.8
Screening/selection of employees in EDP Cells, computer areas.



50.
5.9
Replacement of unwilling workers in computer area.



GROUP B
PART II




51.
1.22
Paper used for cheques/drafts should be such that any use of chemicals for making alterations in the instrument should be visible to naked eye.



GROUP C
PART I




52.
9.10
Fraud cases upto Rs.25000/- having involvement of an insider should not be reported to police where recovery is not doubtful.



53.
11.8
Banks should introduce a return for staff members to ensure strict submission of the information of assets and liabilities and proper scrutiny thereof.



GROUP D
PART II




54.
1.12
Obtaining photographs of depositors at the time of opening of accounts.



APPENDIX - B

Report on implementation of Reserve Bank of India’s Jilani Committee Recommendations at Branch Office ____________________under _____________ Region as on___________

BRANCH :                                   REGION :                                               ZONE:
Sr.No
Recomme-ndation No.
Nature of Recommendation
Whether Implement
(YES/NO/NA)
REMARKS

1.
39
Follow up on major/serious irregularities detected during concurrent audit to be immediately taken up with the HO.  A time-bound action programme for rectification to be drawn up and closely monitored.  Fraudulent transactions to be reported to Vigilance/Chief of Inspection/audit etc.



2.
41
Smaller/medium size of branches to rectify irregularities pointed out during inspection/audit within 4 months.



3.
44
Inspectors/auditors to get majority of irregularities rectified during their stay at the branches concerned and guide them as well.



4.
45
Immediate action to be taken to plug gaps in serious irregularities/ revenue leakages which have surfaced due to loopholes in existing procedures, abnormal deviations from laid down procedures / norms in consultation with the departments concerned by issue of fresh guidelines.



5.
53
Appropriate control measure should be devised and documented to prevent the computer system from attacks of unscrupulous elements.  All aspects of security, reliability and accessibility are ensured before introduction of EDP application in place of manual system by having pilot parallel runs.



6.
54
Various tests to be carried out to ensure that EDP applications have resulted in consistent and reliable system for inputting, processing and generation of output of data.




7.
59
Entire domain of EDP activities be brought under scrutiny of Inspection and Audit including the underlying financial aspects.



8.
61
In order to bring about uniformity of software used by various branches/offices, there should be a formal method of incorporating change in standard software and it should be approved by senior management.  Such changes to be inspected and monitored continuously.



9.
71
Banks should complete enquiries expeditiously and bring to book the delinquent staff to deter others from perpetuating frauds and malpractices.  Internal vigilance machinery to be strengthened and its working to be reviewed by the Board every six months.



10.
74
Regular checking by inspectors/auditors to verify correctness of information compiled/furnished by branches regarding income recognition, asset classification, provisioning, and NPA quantification in conformity with prescribed norms.  Discrepancy to be immediately brought to the notice of Branch Manager for rectification on the spot.



Concurrent Audit Format No. 45  -                                                   Periodicity : Quarterly

UNION BANK OF INDIA 

STATUS REPORT

                                                                                                      Date _________

Branch


ASSET CLASSIFICATION

Region




Zone




CONTROL FORM FOR REPORTING

1.  Borrower                            :-

2.  Group                                :-

3.  Activity                              :-

4.  Dealing with the Bank since   :-

5. Location:  Registered Office  :-

                       Factory            :- 

6. Constitution                        :-

7. Directors/Partners               :-

8.   Banking Arrangement          :- Sole / Consortium / Multiple

                                                           Leader :- _________________________

9. Facilities sanctioned (inclusive of Sublimits, if any) :-                        ( Rs in lacs )

                               Nature of Facility  
      Limit                  Outstanding

a) Fund Based

b) Non-Fund Based

Purpose of  advance                    :-

Whether Adhoc sanctioned. If so, need for  :-

the same (state briefly)

Date of Sanction                         :-

Sanctioning Authority                :-

10. 

11.   Date of last regular sanction :- ___________       Date of Expiry :- _____________

Subsequent reviews    :-  Date

                                   : - Purpose

If there is delay in renewal :-

Reasons for the same                                      

 

11. Report in Inspection of Securities :- 

Date of Inspection
Nature & value of securities
Any other observation 



Rating/Score :-

12. Performance/Financial Indicators


 (Rs.in Lacs)



13. 




· Sales




· Other Income




· Net Profit




· Depreciation




· Cash Accruals




· Paid up Capital




· Tangible Net Worth (TNW)




· Total Outside Liability/TNW




· Current Ratio ( CA/CL )




14. Terms of sanction
For existing Facility
For Sanctioned facility

a. Rate of Interest



b. Margin



c. Primary Security



d. Collateral Security



e. Concessions Allowed



f. Guarantors



15. Period of Book Debts (For D/P)


16. (a)Availability of ECGC Cover

(b)Insurance for Stocks 


17. Compliance with

(a) Inventory/Receivable Norm

(b) Leading Norms

(c) Submission of QPR/Stock Statements

(d) Prudential exposure norms if not, reasons for the deviation


18. Past experience

(a) Conduct of the account

(b) Turnover of Stocks

(c) Payment of bills’

(d) Utilisation  of funds

(e) Repayment of term commitments


19. Dealings of Associate/Sister Concerns


20. Comments on unsatisfactory features from inspection of RBI/Branch Inspection/Statutory Audit etc. 


21. Other limits with us 

      Reasons for overdues

     Prospects of Recovery

     Action taken
Nature of facility
Outstanding
Overdues      ( if any)









22. Comments on validity/enforceability of documents  


23. Other comments


NOTE:  In respect of Accounts with total credit limits of Rs.100 Lacs and above, Status Report is to be submitted Quarterly while in respect of Accounts with total credit limits of Rs.10 Lacs and above, Status  Report is to be submitted Half Yearly.
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