Instructions for filling the Checklist:

The checklist is to be filled with Yes / No / Not Applicable.  Please provide additional information for all the answers.   If the question is not applicable to the company please record "N/A" on the questionnaire.

Person Authorised: 
Designation: Company Secretary
Date:

Note: The replies or answers should be duly supported by adequate documentation.

Please supply remarks as many cases as possible / relevant.
This place is intentionally left blank
NAME OF THE CLIENT & YEAR: ABC COMPANYLIMITED.
FINANCIAL YEAR 

    : 2011-12. 
SHARE CAPITAL

	SL NO
	PARTICULARS
	YES/NO/NA
	REMARKS

	I
	SHARE CAPITAL
	
	

	1.1
	Whether the company maintains a Register of Members in a hard copy?
	Yes

	

	1.2
	Whether the totals as per the Register of Members agree with the totals of General Ledger with regard to:

a) Total of paid-up capital;

b) Calls in arrears;
	Yes


	

	1.3
	Whether the company maintains a reconciliation of share certificates printed as required under the ‘Issue of Share Certificates Rules’?
	NA


	Dematerialization

	1.4
	Whether the authorized capital in the financial statements is in agreement with the Memorandum of Association or amending documents?
If MOA is amended whether is it authorized by a special resolution passed at AGM/EGM? 

Whether the required documents for amendments have been filed with the ROC?
	Yes

	

	1.5
	Whether the movements in share capital disclosed in the financial statements?
	Yes
	

	1.6
	Whether a review of minutes authorizing movements in share capital been carried out during the year?
	Yes
	

	1.7
	Where any issue of share capital is made during the year, the secretarial department may be asked to furnish in writing the procedure and the compliance in respect of 

a) Fresh issue of share capital
b) Bonus issue of shares
c) Issue of share capital for consideration other than cash
Compliance will be required from the point of view of:

a) The Companies Act, 1956

b) SEBI regulations
c) The Reserve Bank of India and the FEMA
d) FIPB
e) Articles of Association of the company
f) In case of listed companies, intimation to the respective Stock exchanges under clause no 49 of listing agreement
g) DCA regulations.
	NA
	No issue

	1.8
	Whether the company follows the correct treatment for expenses incurred on issue of share capital?
	Yes
	

	 
	Examples for such expenses are 
1) Printing of prospectus and share application 
2) Advertisement 
3) Commission/Brokerage on underwriting or subscription of shares. 
4) Discount allowed on issue of shares.
	
	

	1.9
	Whether any shares are subject to restrictions either by contractual obligations or imposed by a court of law 

· With reference to the share capital or dividends arising there from? 

· If so, does the company taken adequate safeguards to ensure the compliance? 
	No
	

	1.10
	Where the company is a subsidiary, whether proper disclosure has been made regarding the holding company?
	Yes
	

	1.11
	Whether the company has any share application deposits pending, or excess moneys remitted for share allotment and if so, is it ensured that the statutory compliance with Investor Protection Fund etc. are done? 
	No
	

	1.12
	Whether any options are outstanding on account of: 

· Loan agreements signed with the financial institutions and other institutions; 

· Employee stock options; and 

· Options issued to promoters or collaborators 

If so, is it ensured that all options are disclosed in the financial statements?
	No
	

	1.13
	Whether the computation of basic and the diluted EPS in accordance with Accounting Standard 20? 
	Yes
	

	1.14
	In case of share options issued during the year, whether the correct accounting treatment followed? 

(This is applicable to public listed companies. Check adherence to SEBI guidelines.)
	NA
	

	1.15
	Was there any forfeiture of shares during the year? If so, the secretarial department may be asked to prepare a note on the procedure followed. 

Does the accounting treatment followed for forfeiture of shares checked? 

(The profit on reissue of forfeited shares should be transferred to capital reserve)
	No
	

	1.16
	Where any buy back of shares is made during the year, whether the compliance under the following acts ensured? 

a) Companies Act 1956

b) Stock Exchange

c) SEBI

(Relevant Sections-The Companies Act 1956-77 A, 81 and Private limited and unlisted public limited company (Buyback of securities) Rules 1999.)

(SEBI-(Buyback of Securities) Regulations 1998.)
	No 
	

	1.17
	Where any shares are issued under ESOP, is the compliance under the following acts ensured? 

a) Companies Act 1956

b) Stock Exchange

c) SEBI

d) FEMA

(Relevant Sections-The Companies Act 1956-79 A & 81. 

SEBI-ESOP Scheme and Employee Stock Purchase Scheme Guidelines 1999. 

FEMA Section 19 & Rule 19)
	No 
	


FILLED BY

RESERVES AND SURPLUS

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	II
	RESERVES & SURPLUS
	
	

	2.1
	Whether the Articles of Association contain any restriction on creation of Reserves or impose any restrictions on the powers of board of directors?
	No 
	

	2.2
	Whether the movements authorized by a resolution of the board of directors?
	Yes 
	

	2.3
	Whether all movements in the reserves between the previous year and the current year properly disclosed in the accounts? 
	NA
	

	2.4
	Is it ascertained whether reserves are required to be created in the following circumstances?

(a)

General Reserve is statutorily required to be created under the ‘The Companies (Transfer of Profits to Reserves) Rules, 1975 whereby if a certain amount of dividend is proposed to be declared, then certain amount of profit has to be transferred General Reserve. (U/s 205 of the Companies Act, 1956)

(b)

To create any reserve in accordance with any contractual obligations, such as debentures issued whereby Debenture Redemption Reserve is created. For listed companies in terms of guidelines for the protection of interest of debenture holders contained in section N of guidelines for disclosure and investor protection issued by SEBI on 11.06.1992, a debenture redemption reserve (DRR) is required to be created by companies raising debentures. Debenture Redemption Reserve may be created in equal annual installments or for a higher amount, if profits so permit. 

(c)

To fulfill statutory requirements, such as on redemption of preference share capital.

(d)

Revaluation Reserve on revaluation of assets, which should be separately disclosed.

(e)

To create special reserves under any other statute.


	Yes 
             NA
	

	2.5
	Is it ensured that all reserves that have outlived their purpose have been transferred to the profit and loss account?
	Yes 
	

	2.6
	Are the reserves free to be distributed by way of dividend? OR Are there restrictions arising from the statute or contractual obligations?
	NA
	

	 
	Example: Companies Declaration Of Dividend Out of Reserves Rules. 
	
	


FILLED BY :
CREDITORS

3. CREDITORS

	SL NO
	PARTICULARS
	YES/NO/NA
	REMARKS

	III
	CREDITORS
	 
	 

	3.1
	Whether the total of individual balances agreed with the control account total? If not give details.
	Yes 
	

	3.2
	Where the balances in creditors account outstanding for a period exceeding the normal period of credit, has it been checked for the reasons? For e.g. if amounts have not been paid, there are possibilities of existence of a dispute.
	Yes 
	

	3.3
	Where any interest payable on overdue creditors?
	No 
	

	3.4
	Whether deferred creditors (i.e. those not due for settlement for at least 12 months including liability for future hire-purchase installments) shown separately in the accounts? If not, provide details.
	NA
	

	3.5
	Whether debit balances in creditors accounts been indicated and shown separately on the assets side of the balance sheet? 

Whether any provisions/expenses have to be made in respect of the above debit balances?
	Yes 
	Advances paid shown under assets side of B/S

	3.6
	Whether debit balances where a legal set-off exists, adjusted against the credit balances in the financial statements?
	Yes 
	

	3.7
	Whether the procedure and timing adopted by the company for booking imports satisfactory in relation to the risks and rewards of ownership?
	NA
	

	3.8
	What is the company’s policy for accounting for goods-in-transit? Does it capture the essence of ownership of the goods?
	Yes 
	

	3.9
	If the company has any imported goods and balances are outstanding, as on date of the balance sheet, is it examined that the balances are converted into Indian Rupees at the rates of exchange ruling on the date of the balance sheet as prescribed by AS –11?
	Yes 
	As verified all imports are supported by LC

	3.10
	Whether any provision has been made for import duty and other charges in respect of import goods?
	Yes 
	

	3.11
	Whether the completeness and accuracy of creditors for supply of goods and services verified by/with: 

· Review of controls and procedures to confirm that all goods (and where applicable, services) received are recorded; 

· Agreement with suppliers’ statements 

· Whether goods received which have not been accounted in purchases included in closing stocks? If so eliminate them. 

· Where there are any invoices accounted for which the goods are not received? If so, the value of such goods is to be included in the closing stock, where ever the title to goods passed on to the company. 
	Yes 
	

	3.12
	Whether subsequent payments been checked to ensure the correctness of the balances as on the balance sheet date? 
	Yes 
	

	3.13
	Whether old balances been explained properly? If not, does it require any write back (credit balances) or write off (debit balances)? 
	Yes 
	As verified during the year company has written 1.01 cr

	3.14
	Whether a list of disputed creditors obtained and analyzed for additional claim/provisions?
	NA
	

	3.15
	Whether a test check done between the creditors ledger balances with suppliers’ statements?
	Yes
	

	3.16
	Whether there is a system of calling for confirmation of balances? If so, how the differences are reconciled?
	Yes 
	

	3.17
	Where confirmations are not called for, whether the reasons for the same ascertained? What are the alternative procedures followed by the company for establishing the accuracy of the balances?
	NA
	

	3.18
	Whether an analysis made about the unusually large balances in debit or credit including the reasons for the same? 
	Yes
	

	3.19
	Has adequate provision been made (For all eventualities likely to result in a loss for e.g. warranties, claims, guarantees, long-term purchase or sale contracts) in accordance with the accounting policies?
	Yes 
	

	3.20
	Whether the company has any system to ascertain amounts due to Small Scale Industries (SSI)?
	Yes 
	As per MSMED Act, 2006

	3.21
	Are there any acceptances i.e. bills of exchange accepted for amounts due to suppliers? If so, ascertain the procedure and ensure that separate disclosure is made in the financial statements as required by Schedule VI to The Companies Act, 1956.
	NA
	


FILLED BY

FIXED ASSETS
Fixed Assets Register
4. FIXED ASSETS

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	IV
	FIXED ASSETS
	
	 

	4.1
	Whether the acquisition, disposal and scrapping of fixed assets properly authorized?
	Yes

	 

	4.2
	Whether is it ensured that there is proper control over the purchase orders in terms of:

a)

The authority for ordering;

b)

Control over issues of orders;

c)

Items that have been delivered; and 

d)

Items that are yet to be delivered and to be shown in the capital commitments.


	Yes

	 

	4.3
	Does the company identified all capital commitments and disclosed it properly? (Capital commitments are not contingent liabilities)
	Yes


	 

	4.4
	Whether the purchases and receipts of capital items subject to same controls as applicable to purchase of raw materials, stores etc.? (This is to ensure that the company has received value for money i.e. physical receipt of goods and that the ‘quality’ is what is paid for).
	Yes


	 

	4.5
	Whether the fixed assets properly categorized? (Normally moulds, patterns, jigs, fixtures, tools should also be considered part of fixed assets. However, considering that Schedule VI to the Companies Act, 1956 requires loose tools to be disclosed under Current Assets even if it does not fit in there.)
	Yes


	 

	4.6
	Whether there is clear and correct distinction drawn between capital and revenue expenditure?
	Yes


	 

	4.7
	Whether the company’s accounting policies for capitalizing for fixed assets been followed consistently from year to year?
	Yes


	 

	4.8
	What is the policy of the company with regard to ‘cost’. Ensure that the policy is in line with AS-10?
	Yes


	 

	4.9
	Whether all the attributable costs relating to acquisition of fixed assets capitalized?
	Yes


	 

	4.10
	Whether the expenditure incurred prior to assets being ready for use been capitalized? 
	Yes


	 

	4.11
	Whether the interest on loans availed for acquiring the asset been capitalized as required by AS 16?
	Yes


	 

	4.12
	Is it ensured that no expenditure incurred subsequent to the asset being ready for use has been capitalized? 
	Yes

	 

	4.13
	Where a group of assets was acquired for slump price such as land and buildings, whether it has been bifurcated into land and buildings and other assets supported by proper evidence?
	NA
	 

	4.14
	Where the assets are acquired by foreign currency loans, whether adjustments made in accordance with AS-11?
	         NA
	 

	4.15
	Where the company has received any grants from the Government, is the accounting followed as per AS-12?
	No
	 

	4.16
	Where the CENVAT benefit availed whether it is set off against the cost? If CENVAT benefit is not availed, check to ensure the correct capitalization? Verify the above against excise records.
	
	

	4.17
	Whether a check on repairs and renewals schedule is done to ensure that no capital items are written off as repairs?
	
	

	4.18
	Whether the additions list checked to ensure that no revenue items have been capitalized?
	Yes

	

	4.19
	Whether in case of major additions, whether installation certificates have been obtained and warranty period has commenced? (This is to ensure that no claims are pending against the supplier.)
	
	

	4.20
	Where there is unduly delay in installation/commissioning/commencement of warranty, inquire whether there are problems with the quality of goods supplied.
	No

	

	4.21
	Where there are claims on the suppliers whether proper entries in the books of account are passed according to the policy of the company? A detailed policy note write-up may be obtained from the management.
	
	

	4.22
	Whether the basis of capitalization of self constructed fixed assets verified? 
	
	

	4.23
	Whether items replaced, scrapped or sold removed/written off from the books?
	Yes

	

	4.24
	Whether the profit or loss on sale of fixed assets been properly disclosed in the accounts?
	Yes

	

	4.25
	Where fixed assets have been revalued, is there adequate independent evidence to support for revaluation amounts? Examine the basis of revaluation. 
	Yes
	

	4.26
	Whether the company has any leased assets or assets purchased under hire-purchase agreements? If so, whether disclosure is made correctly, as per AS 19?
	
	

	4.27
	Whether the entire major fixed assets ‘in-use’ at the end of the year? If not provide details. 
	
	

	4.28
	Whether an examination of the ownership is done by verifying the title deeds or by obtaining direct confirmation from custodian?
	
	

	4.29
	Whether additions are supported by documents of title and other relevant records as required for transfer of property (For e.g. in case of vehicles, RC Book is to be obtained)
	Yes

	

	4.30
	Whether a list of items of capital work in progress not completed for a long time obtained with explanation? (Ensure that the asset is in existence.)
	
	

	4.31
	Whether the intangible assets including goodwill are accounted and disclosed as per AS 26?
	
	 

	4.32
	Where the title of the company to any asset or property suffers due to any enactment, whether the company has obtained necessary exemptions/permission or applied for the same. If not whether suitable disclosure is made in the financial statements? 

For example in the case of a building constructed in violation of CMDA Regulation, the company has to obtain an exemption/permission from the state Government. If not suitable disclosure would have to be made.
	
	 

	4.33
	Whether the policies of depreciation in accordance with AS-6 and the Companies Act, 1956?
	Yes

	 

	4.34
	Whether the rate of depreciation is consistent with prior years and Schedule XIV? If not indicate the differences and state the effect thereof.
	Yes


	 

	4.35
	Whether the fixed assets are depreciated over their useful life?
	Yes
	 

	 
	Fixed Assets Register
	
	 

	4.36
	Whether a register of all fixed assets (including fully depreciated assets) maintained and updated?
	Yes

	 

	4.37
	Whether the register periodically reconciled with the financial records?
	Yes

	 

	4.38
	Whether the fixed assets are verified at regular intervals by the management?
	Yes

	 

	4.39
	Whether any material discrepancy on such verification properly adjusted in the books?
	No
	 

	4.40
	Whether a record is maintained for assets used by the company but owned by others?
	
	 

	4.41
	Whether there is a set procedure for verification and confirmation of fixed assets lying with third parties? 
	
	 

	4.42
	Whether the fixed assets have been adequately insured?
	
	 


FILLED BY
INVESTMENTS

5. INVESTMENTS

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	V
	INVESTMENTS
	 
	 

	5.1
	Whether the Memorandum of Association and Articles of Association of the company checked for powers to invest? (Usually, Articles of Association of Joint Venture companies have restrictive clauses with regard to investments)
	
	 

	5.2
	Whether there are any restrictions imposed on the company as a result of contractual obligations by entities such as financial institutions etc. whereby the company’s powers to invest impeded?
	 
	 

	5.3
	Whether the transactions of investments authorized by the board of directors or by a resolution of the board delegated to a committee of directors or to an individual under section 292 of the Companies Act, 1956? If delegated obtain a copy of the resolution.
	 
	 

	5.4
	Whether satisfactory evidence and authority available to support the purchase and sale of investments?
	
	 

	5.5
	Whether the investments/proposed investments are within the ceiling prescribed under section 372A? 
	
	 

	5.6
	Where the aforesaid limits are exceeded, whether a special resolution has been passed at a general body meeting prior to the investment/Granting of the loan/Providing guarantee?
	 
	 

	5.7
	Whether the investments are made pursuant to a resolution with the consent of all the directors present at the meeting?
	
	

	5.8
	Whether is it examined that where the company has a term loan from a financial institution, the prior approval of the financial institution is obtained in the following cases: 

a)

Where the limits as prescribed under section 372A of the Companies Act, 1956 exceeded or

b)

Where the limit is not exceeded, if the company is in default of payment of principal or interest 


	
	

	5.9
	Whether is it examined that all loans given are charged interest in accordance with sub-section (3) of section 372A?
	
	 

	5.10
	Whether is it examined that the company is not in default of compliance with section 58A of the Companies Act at the time of granting the loans/investments/guarantees? 

In case of such default loans, guarantees and investments are not permitted
	
	 

	5.11
	Whether the company maintaining a register of investments and timely entries are made therein as provided in sub-section (5) of section 372A of the Companies Act, 1956.
	
	 

	5.12
	Whether it is examined for the correct classification of investments? 

For example, real estate property held for future gains and appreciation has to be classified under investments and not under fixed assets
	
	

	5.13
	Whether the company has a proper system of ensuring that all rights arising out of the investments are properly accounted? (Such as bonus and rights issues etc.)
	
	

	5.14
	Whether the investments are held in the company’s name except as permitted under section 49 of the Companies Act, 1956? If so is there declaration to the effect the company is the beneficial owner of those investments? Obtain a copy of such declaration.
	
	

	5.15
	Where the investments have been sold at less than cost, examine the implications of section 227(1A)(c) of the Companies Act.
	
	

	5.16
	Whether the company’s accounting policies to arrive at cost examined? Ensure compliance with AS 13.
	
	 

	5.17
	Whether there are any restrictions on disposal of shares etc. on account of contractual obligations imposed by financial institutions etc.? 
	
	

	5.18
	Where they have been lodged with the any authority, whether the same has been disclosed in the financial statements?
	
	

	5.19
	Whether any investments are under lien or pledge? If so, whether adequate disclosure is made?
	
	

	5.20
	Where in case of a NBFC, the investments under SLR requirements which are lodged with a bank, whether proper disclosure made?
	
	

	5.21
	Whether the investments have been classified as, either long-term or current investments for the purpose of valuation as per AS 13 and whether the valuation is in accordance with AS 13? 

Ascertain the company policy for the demarcation between long-term and current investment.
	
	 

	5.22
	Whether verification of investments held physical form done?
	
	 

	5.23
	Whether confirmation statement has been obtained for investments held in electronic form? Obtain a full year statement from DP and verify.
	
	 

	5.24
	Whether the investments are disclosed in the financial statements as per the requirements of 

· Schedule VI to the Companies Act, 1956 and 

· AS-13? 

· Movements in investments accounts (In case of non investment companies) 
	
	 


FILLED BY

SUNDRY DEBTORS

6. SUNDRY DEBTORS

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	VI
	DEBTORS 
	 
	 

	6.01
	Whether the total of debtors been agreed with the control account in the general ledger? If not give details.
	Yes 
	

	6.02
	Whether the debtors’ schedule been verified with the debtors ledger balances?
	Yes 
	

	6.03
	Whether the balances at the end of the year examined to ensure that the balances are made of specific invoices? if not give details.
	Yes
	

	6.04
	Whether the closing balances has been checked with subsequent realization from the parties?
	Yes
	

	6.05
	Whether the debtors schedule been prepared giving ageing analysis of debtors?
	Yes 
	

	6.06
	Whether a list of suit filed and chronic debtors been identified and provided by the company?
	NA
	

	6.07
	Whether proper provision has been made for all bad and doubtful receivables?
	Yes
	

	6.08
	Whether letters of confirmation of balances have been sent to customers and received? If not give details.
	
	

	6.09
	Whether any discrepancies were observed from the confirmation statements received from customers and properly dealt with?
	
	

	6.10
	Whether, a review for credit notes and cash receipts issued subsequent to financial year-end conducted by the company?
	NA
	

	6.11
	Whether an analysis of long outstanding credit balances done as at the year end? 
	Yes
	

	6.12
	Whether the credit balances in debtors’ ledger balances been either: 

a)

Set-off against other debit balances in the parties’ accounts? Or

b)

Shown under current liabilities in the creditors’ balances?


	 Yes 
	

	6.13
	Whether the amounts due from foreign parties converted into Indian Rupees at the year end exchange rates to confirm to AS-11?
	NA
	


FILLED BY: 
CURRENT ASSETS
 

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	7
	CURRENT ASSETS
	 
	 

	 
	Cash
	 
	 

	7.1
	Whether all the floats (IOU’s & Suspense Balance) verified on the date of balance sheet and agreed with the cash book?
	
	

	7.2
	Whether the company has a system of verification of cash on a daily basis? If not, what is the frequency of verification?
	
	

	7.3
	Whether the company has insured the cash-in-hand maintained by it?
	
	

	 
	Bank Balances
	
	

	7.4
	Whether a list of all bank accounts both operative and inoperative obtained?
	
	

	7.5
	Whether the bank reconciliation statements reviewed?
	
	

	7.6
	Whether outstanding entries in the BRS checked for subsequent realization or payment. 
	
	

	7.7
	Whether the final reconciliation statement contains only cheques issued but not presented and cheques deposited and not cleared? If not, provide details.
	
	

	7.8
	Whether the reconciliation statement consist of entries for more than 6 months. If so, has it been properly dealt with? Obtain details of the same.
	
	 

	7.9
	Whether the company has obtained confirmation of balances from the bankers as on the date of accounts closing?
	
	 

	7.10
	Whether the cheques on hand as on the date of the balance sheet deposited subsequently?
	
	

	7.11
	Whether a review of balances held as security for LCs, guarantees etc. to ensure the need for their continuance? 
	
	 

	7.12
	Is there a fixed deposit register maintained showing maturity dates, rate of interest and other data necessary to account for income?
	
	 

	7.13
	Whether a certificate is obtained from the bankers for deposit receipts lodged as security? 
	
	 

	7.14
	Whether security deposits received from employees have been kept in a separate bank account? (As required under section 417 of the Companies Act, 1956)
	
	 

	7.15
	Whether adjustments have been carried out to bank balances due to exchange fluctuations in case of foreign currency balances?
	
	 

	7.16
	Whether there is any bank balances kept abroad which are ‘blocked’ and therefore the company is unable to repatriate the same? (This would require appropriate disclosure in the accounts as an asset over which the company has no absolute control.)
	
	 

	7.17 
	Whether the items in transit on the date of the balance sheet have been adjusted within reasonable time?
	
	 

	
	Bills of exchange
	 
	 

	7.18
	Whether the company has any system of collecting bills of exchange (Hundies) from customers? If so, give brief particulars as to how the system works especially with reference to the control aspects.
	
	 

	7.19 
	Whether any bills discounted with banks? If so please indicate the accounting procedure.
	
	 

	
	Loans & Advances 
	 
	 

	7.20
	Whether the company has given any loans? If so is there a board resolution authorizing the same? (Under The Companies Act, even inter-corporate deposits placed are to be reckoned for loans)
	 
	 

	7.21
	Whether the resolution of the board of directors specify the following: 

a)

The total amount up to which loans may be made;

b)

The purpose for which the loan may be granted;

c)

The terms on which such loans may be granted; 

d)

The persons empowered to grant the loan.


	 
	 

	7.22
	Whether the provisions of the Companies Act, 1956 complied with in respect of loans (especially section 295)? Obtain a compliance memorandum from the Secretarial Department.
	 
	 

	7.23
	Whether the company has the practice of giving advances in the nature of loans? If so, is there a formal scheme in operation?
	 
	 

	7.24
	Where there are deviations from the scheme, is it authorized by a competent authority?
	 
	 

	7.25
	Whether any security has been taken for the loans? If so is it adequate?
	 
	 

	7.26
	Whether a review in respect of loans is carried out to ensure that installments/interest received on the due date? If not make a report.
	 
	 

	7.27
	Whether unrecoverable loans identified and a provision made?
	 
	 

	7.28
	Where a subsidiary system of ledger is followed, whether the outstanding balances on loans/advances tallied with General Ledger?
	 
	 

	7.29
	Whether a confirmation of balances obtained?
	 
	 

	7.30
	Whether there is procedure to ensure that advances for travel and other expenses are cleared within a reasonable time?
	 
	 

	7.31
	Whether on a review of outstanding advance account for expenses require provisioning?
	 
	 

	7.32 
	Whether any materials loaned? If so have they been properly disclosed? 
	 
	 

	
	Deposits 
	 
	 

	7.33
	Whether the company maintains a proper record of deposits made showing. 

a)

The name and authority with whom the deposit is made?

b)

The amount

c)

The period for which the deposit is made 

d)

The dates on which interest is payable


	 
	 

	7.34
	Whether the deposit receipts are physically verified?
	
	

	7.35
	Whether the overdue deposits being followed-up?
	
	

	7.36
	Whether the totals of deposit register agree with the General Ledger?
	
	

	7.37
	Whether confirmation of balance obtained?
	
	

	7.38
	Whether the deposits with government authorities confirmed? If not, how the life of the deposit is ensured?
	
	

	7.39
	Where the deposits are interest bearing, is it ensured that interest is accounted separately? 

For e.g. in the case of Electricity Board deposits, 3 % interest is allowed and set-off against the current charges. In such cases ensure that both amounts are grossed-up.
	 
	 

	7.40 
	Whether the non-refundable deposits written off? For instance, Tatkal for telephones. 
	
	 

	
	Claims receivable
	 
	 

	7.41
	Whether export incentives are accounted?
	
	 

	7.42
	Whether any other claims which is acknowledged as due accounted?
	
	 

	7.43 
	Whether a register maintained to follow up on these claims? Are the outstanding items reviewed periodically?
	
	 

	
	Tax Deducted at Source (TDS – Assets)/Advance Tax
	 
	 

	7.44
	Whether the system followed by the company to record TDS/Advance tax amounts examined?
	Yes 
	 

	7.45
	Whether the TDS certificates/advance tax challans on hand agreed with the total of the General Ledger balances?
	Yes 
	 

	7.46
	Whether irrecoverable TDS amounts written off?
	Yes 
	 

	7.47 
	Whether the interest on refund properly accounted?
	NA
	 

	
	Prepayments
	 
	 

	7.48 
	Whether the prepayments are identified? Whether such prepayments are computed & accounted properly and completely?
	Yes 
	 

	
	Deferred Revenue Expenditure
	
	 

	7.49
	Whether the company has a policy with regard to revenue that may be deferred?
	
	 

	7.50
	Whether the same is followed consistently?
	
	 

	7.51
	Whether the rationale for deferring expenditure still hold good for any expenditure brought forward from a previous year? If not consider writing off.
	 
	 


FILLED BY

PROFIT AND LOSS ACCOUNT  

  

	SL NO
	PARTICULARS
	YES/NO/N.A
	REMARKS

	VIII
	PROFIT AND LOSS ACCOUNT
	 
	 

	 
	Other Income
	 
	 

	8.1
	Whether the income from investments have been properly accounted & disclosed in the profit and loss account as required by AS-13 and The Companies Act, 1956? 

(Note the requirements of AS-13 by which interest income received for pre-acquisition period is to be credited to the cost of investments)
	
	 

	8.2
	Whether the profit or loss on sale of investment has been accounted in accordance with Schedule VI to The Companies Act, 1956, and AS 13?
	
	 

	8.3
	Whether interest accrued on fixed deposits and other securities held as margins for Guarantees/LC’s availed?
	 
	 

	8.4
	Whether the company has accounted all the rental income that is to be received from the properties owned by the company as per the terms of agreement with the tenants?
	
	

	8.5
	Whether the company has accounted the TDS deducted by the tenants on that rental income properly?
	
	

	
	
	
	

	
	Revenue
	 
	 

	8.6
	What is the policy for accounting of revenue?

	
	 

	8.7
	Have all discounts given been properly authorized? Is there a formal documented policy for giving discounts exists?
	
	 

	8.8
	How are the changes in prices authorized? And how are the alterations in rate master in the EDP system carried out?
	
	

	8.9
	How are the changes in prices authorized? And how are the alterations in rate master in the EDP system carried out?
	
	

	8.10
	Are the invoices in accordance with the trade terms agreed with the customers? Does the marketing department carries out any checking to ensure compliance?
	
	

	8.11
	Are there any price revisions in the following cases being negotiated? 

a)

status of price revisions by the company on customers

b)

status of price revision requests by customers


	
	 

	8.12
	What are the cut-off procedures at the year end for ensuring that the following procedures have been followed properly? 

a)

That goods purchased have been accounted

b)

That goods invoiced but not received have not been included in closing stocks

c)

That all goods rejected have been removed from purchases


	
	 

	8.13
	Are the sales tax assessments and status reports checked?
	
	 

	8.14
	What is the procedure for issuing credit notes in the case of 

a)

Rejections in the ordinary course of business

b)

In the case of price revisions as per negotiations with customers. 


	
	 

	8.15
	Were the credit notes issued after the year-end to see if they relate to sales for the year under review?
	
	 

	8.16
	Do the company’s products carry warranty? If so how is warranty accounted i.e. on the settlement basis or on the basis of past experience for products with warranties outstanding at the year-end.
	
	 

	8.17
	Is the credit control system including the approval of credit notes satisfactory?
	
	 

	8.18
	Whether the company has an established a procedure for ascertaining 

a)

Related party transactions in accordance with Accounting Standard 18;

b)

Transactions with “Associated Enterprises” in accordance with Section 92 of the Income Tax Act, 1961; and

c)

Companies under the same management under section 370 (1B) in accordance with The Companies Act, 1956. 
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LIST OF STATUTORY REGISTER A COMPANY HAS TO MAINTAIN (THIS IS A GENERAL LIST) 

	SL NO
	PARTICULARS OF REGISTERS
	SECTION
	YES/NO/N.A
	REMARKS

	9.1
	Register of investments not held in company’s name
	49(7)
	 
	 

	9.2
	Register of Deposits
	58A
	 
	 

	9.3
	Creation/modification/satisfaction of charge & keeping a record of the charges
	125, 135, 136, 138
	 
	 

	9.4
	Register of charges
	143
	 
	 

	9.5
	Register of members
	150
	 
	 

	9.6
	Index of members where their number is more than 50
	151
	 
	 

	9.7
	Register and index of debenture holders
	152
	 
	 

	9.8
	Foreign register (and a duplicate) of members and debenture holders, if any 
	157
	 
	 

	9.9
	Copies of all returns u/s 159 & 160
	163
	 
	 

	9.10
	Minute books containing minutes of the proceedings of general meetings, board meeting & committees of the board
	193
	 
	 

	9.11
	Books of accounts
	209(1)(a) to (c) 
	 
	 

	9.12
	Register of contracts, with companies and firms, in which directors are interested giving details
	297 & 299
	 
	 

	9.13
	Register of contracts with companies and firms in which directors are interested directly or indirectly
	301
	 
	 

	9.14
	Register of directors, managing directors, managers and secretary
	303
	 
	 

	9.15
	Register of directors shareholding 
	307
	 
	 

	9.16
	Register of appointment of directors or an associate as a selling agent outside India of goods produced by the company, and for supply of or rendering of service
	356 & 357
	 
	 

	9.17
	Register of loans to companies ‘under the same management’
	370
	 
	 

	9.18
	Register of loans made, guarantees given or securities provided to companies and investments in shares and debentures of other companies
	372A (5) & (6)
	 
	 


 

FILLEDBY

PAGE  
24

