AUDIT OF RECEIPT BOOK
Dear All,

                 It is big problem to make Audit of 100% Receipt Book in any organization which receives lot of receipt book, No body can make the 100% of Receipt Audit in any organization. But an “Auditor" having the 100% responsibility Receipts Audit. During my Internal Audit of Microfinance Industries, I have developed one technique for Receipt Audit, which gives enough confidence and rely to an Auditor for Receipts Audits for detecting fraud and analysis on Internal Control System of an organization related to  Receipts. If any receipt loss by an organization it directly goes to money loss. If any Agent who misuse the receipt book on behalf of an organization it is a big problem to trace out the person and missing receipts. If it continuous it directly goes to money loss. No body can detect who is mis-using the Receipt. If you have developed any audit technique for Receipt Audit, it makes lot of work and rely and confidence in less time with 99% Result Oriented.
Required Report for Data Analysis.

1) Just get Repayment Register with receipt Book wise in Excel for concern Period and time takes for Expert in excel around 15 Minutes.
Process:
1) Make Sorting of Repayment Register with Receipt Book Number wise.

2) Insert One Blank Column after Receipt Number as like “C” and give the name to Column as “Missing Receipt” as per following Screen shot.

3) Give the Excel formula =C3-C2 in Inserted Blank Column. As you know that every receipt having difference in number only 1.

4) If Value Appearing in Inserted column is “1” then it is OK

5) If Value Appearing in Inserted Column is Greater than “1” it means it is “Error” and having some discrepancies and missing Receipt Number.

6) You just give the “Conditional formatting command” for Error Value in Excel as just following screen shot.

7) Make the Custom Filter Value for Inserted Column Cell Value is Greater than “1” and less than “100” as per following Screen shot.

8) As you know that Every Receipt Book Contain 100 Receipt from 1 to 100 
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9) Value will Appearing as per Follows.
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10) Hide the Column from “D” Column to last

11) See Value appearing Greater than 1 and less than 100 as per following.

12) Give the formula in “S” Column “=B18+1” it means missing Receipt number is “Greater than 1” with available Receipt Number as following.

13) Just Get Missing data as per following in “S” Column and Copy the Missing data in to other sheet.
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14) Then the Custom Filter Value for Inserted Column Cell Value is Greater than “2” and Less than “100” it continuous till its end.

15) Then Give the formula in “T” Column “=S111+1” it means missing Receipt number is “Greater than 2” with available Receipt Number as following.
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16) See Missing data sheet as per following.

17) Arrange All missing data in One Column.
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18) Make Sorting data of Missing Receipt Number in Ascending Order.
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19) Arrange Data as per following.
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20) Divide “B” Column data as Text to Column option as per following.
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21) Copy Effective date column after Receipt Number in Repayment Register sheet as per following.

[image: image9.png]E3 Microsoft Excel - Example

] Fle Edt View Inset Format Tools Dats Window Systems2win Help M OM_IE Type a question for help v = @ X

DERHRS SR TR 6D F9- 0 BB Bl -© ol

e L2 3 X2 Rephy i g saigeven ]
el <0 <|B Z U|E==a]S %0 € 8% PRy |
El4__ |~ A 11155
A B © I = F G H 1
1 |S.No.|Receipt No.|Effective Date [Missing Rec|Loan No. [LSA Name Name Of the Party [Total Disbursed |Principal
2[ 1 [ aangaor] 2112001 1 202003 [ SHANKAR JADHAY TIRAAMATHE MATHURABAT 15000 6738 1.
3 7 [waneaort| o2iion] 1 20205 | SHANKAR JADHAY [BHANGE, RENUKA 15000 6738 1.
43 [ aanewor2l et 1 15799 [SHINDE RAMESHWAR GAIKWAD MAHESH 50000] _3.199]
5 4 [ aanioaoza] oation] 1 17684 [SHINDE RAMESHWAR [JAT TUJABHAVAN MAFILA 80000 3,879
6 6 [ adroaozal 211201 1 20137|PAWAR SHIDHODHAN [KUMDALE SOPAN 78,000 _10,366] 11
7 [ 6 [ aariganzs| izaizon] 1 12294 [BELURE VIRENDRA KUMAR | SURYAWANSHIDHONDUEAT 10,000] 376,
8 7 [ aarioaoe| 2riizon| 1 20262| CHANDRAIANT GAIKWAD _|KALE. PADMIN 15,000] 25637
9 [ 8 [ aaneanr| 221im] 1 20200 [SHANKAR JADHAY [KULAIARNL CHITRABAL 15000 6539 1.
10| 9 | aatigeoze] 22112011] 1 20517 | SHANKAR JADHAY [BHANGE. KANTABAI 15000 648 1.
1110 | aat19e078] _ 23112011] 1 18119 ]SHANKAR JADHAY DHAWALE KANTABAT 15,000) i
12| 11 | aattoe0m0] 2a112011] 1 7088 [BELURE VIRENDRA KUMAR_|SURYAVANSH SHOBHAVATT 15,000) 707
3 12 | 4atigonsi| aniton] 1 1154 [BELURE VIRENDRA KUMAR _|SURYAWANSHLANITA 2,000]
4 13 | aat199082] 30.11.2011] 1| 1T165|BELURE VIRENDRA KUMAR |KAMEBLE. MANOHAR 12,000]
15| 14 | 441199083] 30.11.2011| 30127006 | 11166|BELURE VIRENDRA KUMAR |SURYANSHI BALAJT 15,000)
16| 16 | d7iage08s] 02112011 1 1006 [SHYAMSUNDAR DIGHE [PATHAN, REKHABAT 2,000] 757
17| 16 | ari3z6088] 02112011 1 1007 [SHYAMSUNDAR DIGHE [SURYAWANSHL MANGAL 12,000] 157
18] 17 | 471326090]  02.17.2011 |NNNGNNNN|  11008|SHYAMSUNDAR DIGHE PATANGE. MINABAI 15,000 916]
19| 18 | ariage09 02112011 1 T1010[SHYAMSUNDAR DIGHE SHRINGARE KAMAL 15,000) 515,
20 19 | 47iazeoea| 21tz 1 1036 |SHYAMSUNDAR DIGHE [SURYAVANSH. LAXVIEAT 15,000) 802
4 » »’\Repayment Register { Missing data { Analysis / I« |

Draw: s | Autoshapes” \ N IO A A @ & -Z-A-S





22) Insert V lookup command in Date of Receipt Column in “Analysis sheet” as per following.
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23) If you will give the above command then data will appear in number. Then convert the data in to date format in Analysis sheet.

24) Just give the Sub-total command as per following by selecting data.
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25) After giving sub-total command data will appear each receipt book wise and easy to check the same. You can also find the summary of Missing Receipts each Receipt Book wise by this command as per following.

[image: image12.png]E3 Microsoft Excel - Example

Fle Edt Vew Inset Fomet Took Data Wndow Systems2wn Hep TH  OMIE Type aquestion for ek < = B X
NEEHRASRIVE S DB F0-CBRT ﬂ\\ﬁ.m“% M) lnwmd!
{ig @ % ) @ K9] 530 | 3 By g3 | ¥ Reply ith Changss..._End Review. !
el cw-[BlzuEEEas % B R |
E A S No
G H 0 7 K L ]
St No | Book No. |_Ply No. |Receipt NolDate of Receip|Remark
<2 1 [ a7iak [ 91 | a71aze0an 2N o
(SR K] 471326 Count 1
Sa 7 47133 | 33 | 471303 Tl
5[ 3 47133 | a4 | a7i3a0i] 2w
6 4 47133 | 3% | 4713303 2w
7 5 47133 |37 | a7i3a03] 2w
8 & 47133 | 3 | 471303 2w
5[ 7 47133 | 39 | 471353039 2w
(] 471353 | a0 | 471353040) 2w
(] a7 | 41| arimaal 2w
120 | 47133 | 75 | arisans 2w
13 11| 47133 | 76 | a7izane 2w
14|12 | 4713 |77 | arisan 2w
15 13 | 47133 | 78 | 47133078 2o T
= [16 471353 Count 12|
- 7 1a | a7imei Ei Wk T-Nov-11
= [18 471361 Count 1
- 19| 16 | a7imer | & | a7iseroer Tl
= [20 471367 Count 1
W 4 » W'\ Repayment Register { Missing data ) Analysis / I« >

Draw: s | Autoshapes” \ N IO A A @ & -Z-A-S

Cour





· By giving V Lookup Command you can also find the Agent Name. The above technique used for finding missing Receipts. 
25) You just Get the Summary as per following for missing Receipts Summary.
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26) Copy the above data in Word File as it is and remove the text “Count” in Word file by “Find & Replace Command” as per following
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27) Again Copy the Same text (above data) in Excel File.

28) You will get the Summarized missing Receipt Book data Each Receipt Book wise as per following.
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29) Then go to Repayment Register as converted txt file in to Excel earlier as per following.
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30) Insert Two Blank Column before Receipt Number and Copy Receipt Number in First Column after serial number as per following and Rename the Column Name as “Book No.”
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31) Give the Second column Name as Ply Number and separate the last 3 number of Book number by Text to Column Command as per following.
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32) Then you will get the data as per following.
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33) Then Select all data and give the Subtotal Command as per following and click on Ok.
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34) You will get the data as per following after giving sub total command. And you will find the data Each Receipt book utilized receipts means Total No of Receipts Used for Receipts with “From and To Details”
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35) Just click on the 2nd Number of Sheet as per following to find the Summarized data of Total Number of Utilized Receipts for Recovery as per following.
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36) Copy the above data in Word File as it is and remove the text “Count” in Word file by “Find & Replace Command” as per following as per command No. 6.
37) Again Copy the Same text (above data) in Excel File.

38) You will get the Summarized missing Receipt Book data Each Receipt Book wise as per following.

39) Add Both Utilized and Cancelled Receipt Column data by Lookup Command as per following and the Data in Total Column.
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40) It Total Value is Equal to 100 then ok  if not then check the missing Receipts with available data as per following.
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Where the Receipt less than 100 please check the same.
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