
AUDIT PROGRAMME DETAILS & WORK ALLOTMENT

Name of Company :
Name of unit
  :

A. AUDIT PROGRAMME AND WORK ALLOTMENT

Start the work

Just after discussion with head of department go for cash physical verification. (refer to the separate sheet enclosed for cash verification)

During physical verification, request to concerned staff to arrange books and vouchers you have to take-up after this physical verification.

Next day, go for physical verification of inventory (refer to the separate sheet enclosed for inventory verification)

It should be noted herein that all these verifications may be conducted after having discussion with the unit head. The first meeting with the unit head must be polite and to the point. Try to reach at unit at 10.00 am sharp so that if is feasible for your team to do cash verification on the first day itself. 

Pre Requisite Documents to be obtained before starting the vouching, so that audit can be started in a planned manner.
i) Latest Detailed trial balance of the unit upto the last date of month till which audit is to be conducted.

ii) List of number and type of vouchers till the date of audit .

iii) List of expenses payable/outstanding liability created in previous year.

iv) List of allowing authorities and their allowing power and confirm whether they are employees of the same enterprises or another enterprise of the group and if the allowing authorities are employees of another group company ask for power of attorney given by competent person this enterprise. If no details are provided kindly ensure to cover this point in your report to be submitted to the Partner looking after the audit.
v) Details about software they are using and name of data punching staff. Kindly be very sure of how to audit through computers, do not try and do audit around the computers. You may refer to the Partners if you require any assistance in conducting audit of the software.
vi) Request for bank reconciliation statement (may be provided later on but during your audit tenure).
Again don’t take the Bank reconciliation very lightly try to figure out the following points out of the BRS :

a. Un responded debits made by the bank/ Amt debited by Bank  : The enteries to be made by the unit for expenses if any

b. Amt Credited by Bank : proper reversal in the books to be done
	Particulars 
	Extent of Checking 
	Audit Conducted by (name and signature)

	Cash Vouching
	1. Reconcile opening balance of cash with closing balance of previous year.
2. check vouchers above 5000/- only

3. See whether any payment to a single party is being made on same date through different vouchers and total amount exceeds Rs. 20000/-. (as per new rule 6dd this would be violation of section 40A (3))
4. You have to cover only month April may (full), June 1-15, September 15-30, December 1-15 & Feb-March (full).

5. Do not stuck on vouchers of traveling and other employee related payment if the same has been allowed by competent authority even it is beyond the company rule. As this job pertains to management auditors.

6. Take print out of 31st march to have a closing balance of cash. (not applicable in first phase audit)


	

	1. Journal Book/purchase book
· Checking of Purchase Invoice with Journal

· Checking of Sales Bills with Journal

· Checking of Journal vouchers
	1. adjustment of imprests should be checked thouroughly to find out cash payment exceeding Rs. 20000/-.
2. all purchase voucher suppose to contain gate pass, purchase order, goods received note challan and original bills. In purchase order see term of freight and taxes whether it is borne by purchaser or seller.

3. commissioning, freight, cutom duty etc. petaining to capital assets like plant –machinary and equipment etc. needs to be capitalised with the cost of that capital assets.

4. take all details of ajustment and documentation of purchases through FIBC and other bank guarantee. Further raise question regarding import licence etc.and formalities of Reserve Bank of India. (before starting the audit ask for total FIBC accounts with name of bank and amount of FDR pledged.
5. ingore payment or provision of salary and fixed nature allowances to employees like reimbursement of petrol, telephone,staff welfare, house rent etc. .

6. check tds applicability provisions. 

7. You have to cover only month April may (full), June 1-15, September 1-15, October 15-31 December 1-15 & Feb-March (full).


	

	2. party ledgers (creditors/debtors)
	1. Take list of creditors having debit balance and unrealised debtors in the following format

i) Balances less than 3 month

ii) Balances greater thatn 3 month and less six months
iii) Greater than six month and less than one year

iv) Greater than one year and less than 3 years

v) Greater than 3 years.

2. after having that list, check the accounts having debit balance  above Rs. 100000/- and one year old and note down the reasons for such debit balances.
3. Take name and complete correspondance address of 20 creditors and 5 debtors parties having maximum debit balance (i.e. top 20 debit parties of creditors and top 5 debit balance parties of debtors) it is required for direct balance confirmations

	

	3. Bank vouching
	1. See vouchers only where expenses account have been debited .

2. You have to cover only month April may (full), June 1-15, September 15-30, December 1-15 & Feb-March (full).


	

	4. Stock Register

i.) Checking with Purchase / Production Register/ Other Record.

ii.) Checking with Sales Register / other records.
	Chech the same on sample basis with challan gate pass and issue slip during the physical verification of inventory.
	

	5. *Checking of Depreciation Charged on Fixed Assets and application of Depreciation Rate
	
	

	6. *Checking of Interest / Salary Share Profit paid/credited to Partners are as per Partnership deed.
	
	

	7. *Checking of provisions of Accrued Income outstanding expenses and prepaid expenses
	
	

	8. *Checking of Valuation of Closing Inventories.
	
	

	9. *Checking of Trial Balance with Ledger
	
	

	10. *Checking of Draft Balance sheet with Trial Balance.
	
	

	11. *Reference of Accounting Standard Number and Name of AS-Issued by ICAI
	
	

	12. Certain Checking with regard to Tax Audit

a) Ascertainment of Prior Period Expenses

b) Ascertainment of Cash expenses incurred exceeding Rs.20000/- in one time.

c) Ascertainment of Capital expenses incurred and debited in Profit & Loss Account

d) Payments made to Relative

e) Checking of Personal expenses debited to P/L account.

f) Ascertainment of Loan taken/ accepted or refunded Rs.20000/- or more.

g) Whether TDS Deducted in applicable cases or not and ascertainment of delayed deposit if any case.


	
	

	13. Balance confirmation certificate of Debtors/Creditors are taken or not
	Take name and complete correspondance address of 20 creditors and 5 debtors parties having maximum debit balance (i.e. top 20 debit parties of creditors and top 5 debit balance parties of debtors) it is required for direct balance confirmations.
	

	14. *Checking of Opening balance of Ledger accounts with previous year Balance Sheet
	
	

	15. *Preparing Audit observation sheet for discussion with Auditee firm
	
	

	16. *Checking of Draft Final Statement with specific report if any
	
	


* not applicable for Ist phase audit 
Note : Extent of Audit/Checking may be increased/reduced on case to case basis.

B.     CLARIFICATION SOUGHT AND/OR SETTLEMENT OF AUDIT QUERIES / OBSERVATION

	1. Name of the Auditee 
	

	2. Audit Period
	Financial Year      :  

Assessment Year  :  

	3. Stage of audit and finalisation of accounts
	

	Discussions held with
	

	

	                                                                                                   Signature of Auditors

Date :      /     /200
Place : 









