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INTERNAL AUDIT PROGRAM

	Sl.
	Particulars of Work

	1.
	Cash Vouching:

· Verification of Cash Book with special attention to authorization and supporting documents.

· To find out payment of exceeding Rs.20000/- made in Cash, if any.
· To verify that each and every cash transaction has been charged / booked to proper head.

	2.
	Bank Vouching

· Verification of Bank Book with special attention to authorization and supporting documents.

· Verification of Bank Book from Bank Statements
· Verification of Bank Reconciliation Statement

· Verification of calculation of interest charged by bank on sample basis.

· To verify that each and every bank transaction has been charged / booked to proper head.

	3.
	Journal Vouching:
· Verification of Journal Entries with supporting Vouchers, Bills and authorization thereof.

· Verification of Bills of Contractors and Suppliers from Work Orders.
· Verification of Bills of Security Agency and Other Contractors (whose bill is based on daily attendance), from attendance records maintained.
· To verify that entries have been booked in proper head or not.

	4.
	Purchase:
· Verification of Purchase Register from Purchase Bills.
· Verification of Purchase Bills from Purchase Orders (if available), on sample basis.
· Verification of Comparative Quotations and Inquiries made before Purchase.
· To find out same item purchased on different rates within short span of time.

· To verify the amount charged to Patients for items received from suppliers on ‘On use bill basis’ i.e. Verification of rates of material received from outsiders and amount charged to patients.
· To find out unwarranted purchases if any.
· Verification of pricing of Tests done outside from third party.

	5.
	TDS

· Checking of TDS in detail.  Whether deposited in time or not.  Returns submitted in time or not.

· Whether there is any payment on which TDS should have been deducted but have not been deducted.

· Whether TDS Certificates have been issued in time and record of issuance of certificates are being maintained or not.

	6.
	Billing

· Verification of OPD receipts from Manual Register and HIS.
· Verification of authentication of Refunds.
· Verification of authentication of Free Services / Services given at Concessional Rates.

· Verification of IP and OP Billing with Radiology Department Register.

	7.
	Pharmacy

· Physical verification of Pharmacy.
· To find out non-moving and slow-moving items

· To verify pending GRNs in detail and find our reasons for the same.

· To verify pending Bills and find out reasons for the same.
· Other Issues [Scrutiny of Stores Ledger]

	8.
	Ledger Scrutiny

· Detailed checking of all ledgers including General Ledgers, Sundry Creditors, Sundry Debtors, Advance against Expenses, Advance against Salaries, Accounts Payable Employees, etc.

	9.
	Other Issues 

· Checking of various provisions made at quarter end.

· Comments on long pending items, if any

	10.
	Personnel
· Checking of Attendance Records, Leave Records and Salaries.

· Checking of Log Book of Ambulance and other Vehicles, if any
· Checking of Overtime Records, if any.

· To check that PF and ESIC have been deposited in time, if applicable.


