The Company has to give confirmation for the following items:
1. Cash held at various locations

2. Bank Balances (including FD, LC, Borrowing etc)

3. Trade Payables/Receivables, Loans and Advances

4. Balance Confirmations from Subsidiaries, Associates and companies falling within the ambit of Related Party as defined in AS – 18.

5. Physical Verification of Fixed Assets. (PV sheets to be attached)
6. Physical Verification of Inventories. (PV Sheets to be attached)
Sample formats for the above said confirmations are given below:
Confirmation – Bank Balances
 [Letterhead of Company]
[Name and Address of Bank]                                                                                [Date]

Dear Sirs,

Please send directly to our auditors ABC &CO , 103, Company Links, 1st Main , road, Seshadripuram, Bangalore : 560 020 details of balances as at the close of business on 31.03.2011 of all our accounts with you as well as details of charges held against such balances, with a copy to us. For your convenience, we enclose in duplicate a form in which details of our balances with you can be filled in. If you find the spaces on the form insufficient to contain all the relevant information, please attach a separate statement.

Please note that this request covers all our accounts with you as at the above-mentioned date, including any dormant accounts. We would also request you to give particulars of any of our accounts closed during the year. We would request you to state “Nil”, wherever applicable.

Yours faithfully,

-----------

Reply from (Bank)
ABC &CO, 

103, XYZ Links, 

1st Main Road, Seshadripuram, 

Bangalore: 560 020

Dear Sirs,                                                                       



Date: ________

Re: XYZ Enterprises Limited.

At the request of our clients, we submit below particulars of their accounts, Investments, bills, etc., as at the close of business on 31.03.2011 as shown by our records.

1.      Current Accounts in Credit
	Designation of Account
	Amount

	
	


               

2.      Overdrawn Current Accounts, Overdraft Accounts or Cash Credit Accounts.

	Designation of Account
	Amount
	Security held (give brief description. In the case of securities please list fully)

	
	
	

	
	
	


3.      Loan Accounts
	Designation of Account
	Amount
	Security held (give brief description. In the case of securities please list fully)

	
	
	

	
	
	


4.      Fixed, Call and Short Deposit Accounts
	Account No
	Amount
	Interest Accrued to the closing date
	Due Date
	Particulars of any charges of liens

	
	
	
	
	

	
	
	
	
	


5.      Investments and Other Documents of Title Held in Safe Custody
	Designation
	Face value or number of shares held
	Remarks

	
	
	

	
	
	


6.      Margin against letters of credit Guarantees issued, etc.
	Designation of Account
	Amount
	Remarks

	
	
	

	
	
	


7.      Bills for Collection
	Designation of Account
	Amount
	Due date

	
	
	

	
	
	


8.      Bills Discounted or Purchased.
	Name of Drawee
	Amount
	Due date

	
	
	

	
	
	


9.      Letters of Credit Open and Outstanding
	In favour of
	Amount not utilized
	Valid upto

	
	
	

	
	
	


                                

10.    Guarantees given on behalf of clients
	In favour of
	Amount 
	Date of expiry

	
	
	

	
	
	


We certify that the above particulars are full and correct and do not exclude any other obligations of the entity to us.

Yours faithfully, 

Trade Payables / Loans / Advances / Subsidiaries / Associates 
[Letterhead of Entity]
[Date]

[Name and Address of Trade Payables / Loans / Advances / Subsidiaries / Associates]

Dear Sir,

For audit purposes, kindly write directly to our auditors ABC &CO, 103, XYZ Links, 1st Main Road, Seshadripuram, Bangalore: 560 020 if the balance of Rs. ________ due by us to you as on 31.03.2011 as shown by our books, is not correct, giving details of the differences. The details of the balance are as under:

	Invoice No.
	Date 
	Order Reference
	Amount

	 
	 
	 

 

Total

Less: Payments made/other debits

Net amount due by us (Rs.)
	 

 

_________

_________

_________

 



If you do not notify our auditors of any difference within ten days of the date of this letter, it will be presumed that the balance stated above is correct.

A stamped envelope addressed to our auditors is enclosed for your convenience.

Yours faithfully,


(Signature of responsible official of the entity)
Physical Verification of Fixed Assets
[Letterhead of Entity]
[Date]

Dear Sir,
We have carried out physical verification of Fixed Assets and the details of the same are given below: 

Locations of Fixed Assets of XYZ Enterprises Limited: 

1) …………… 

2) ……………

3) ……………

Scope of Physical Verification

: Verification of Fixed Assets 

· Physical Existence.

· Ownership 

· Identification of Fixed Assets with that of Purchased asset by asset description and asset number.
Period of Review 


: As at the end of March 2011
Dates of Physical Verification

: ………………..
The following is the list of fixed assets in possession of the company as at ………….. and we do hereby confirm that the company has clear title on such fixed assets: 

	Location
	Asset Description
	Assets Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Observations:
Discrepancies:

Reconciliation:

Yours faithfully,

(Signature of responsible official of the entity)
 Physical Verification of Inventory
[Letterhead of Entity]
[Date]

Dear Sir,
We have carried out physical verification of Inventories held by the company as on ……………., the details of which are given below: 

Locations of Inventories held XYZ Enterprises Limited: 

1) …………… 

2) ……………

3) ……………

Scope of Physical Verification

: Verification of Inventories

· Physical Existence.

· Ownership 

Period of Review 


: As at the end of March 2011
Dates of Physical Verification

: ………………..
The following is the list of Inventories in possession of the company as at ………….. and we do hereby confirm that the company has clear title on such Inventories: 

	Location
	Asset Description
	Assets Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Observations:
Discrepancies:

Reconciliation:

Yours faithfully,

(Signature of responsible official of the entity)
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