AUDIT PROGRAMME

	Stage 
	Description

	Preliminary
	· Initial Discussion with the client

· Determination of scope of audit work. 

	Audit Planning
	Formulating audit plan; laying down

· Broad framework for conducting the work and

· Method to ensure control over the quality of work.

	Internal control evaluation
	Examination and evaluation of the nature, extent and efficacy of the system of internal control. Evaluation of internal control will determine:

· the nature, extent and timing of substantive procedures and

· the extent of test checking.

· Compliance of guidelines and policies.

	Examination of books of accounts
	Ascertaining the arithmetical accuracy of the books of account by checking:

· Opening and closing balances;

· Entries in subsidiary registers;

· Posting of entries in ledgers;

· Treatment of Advance.

· Treatment of prior period items;

· Prepaid Expenses.

	Examination of Cash and Bank.
	· The number of persons handling cash;

· The persons authorized to receive cash;

· All cheques received recorded in cheque received register;

· Follow up on actual realization;

· Cheques received adequately protected and properly accounted for by preparing a list of cheques;

· Names of officials and the limits upto which they are authorized to sign cheques.

· Statement of collection and remittances of cash and cheques.

· Bank Reconciliation Statement prepared periodically.

	Vouching
	· Examining the documentary evidence both internal and external;

· Authority in support of the transaction;

· Payments as per manual authority;

· In case of excess amount approval for enhance amount is pre or post;

· Time lag of payment of voucher.

	Compliance Verification
	Checking the validity of transactions with reference to:

· Statutory provisions affecting the accounts and audit;

· Rules and regulations governing the organization e.g. Memorandum of Association, Treasury policy, credit procurement policy;

· Minutes books for appropriate sanction of the transactions by competent authority;

· Legal documents e.g. prospectus, contracts, agreements etc.

· Accounting Standards, principles and practices.

	Tax compliance
	· Tax deduction at source properly deducted;

· Quarterly filing of e-tds returns;

· Quarterly deposit of Fringe Benefit Tax;

· Timely deposit and collection of service tax;

· Service tax credit properly recorded and utilized; 

· Any demand pending from taxation authority in respect of Income Tax, Service Tax;

· Advance Tax Deposit in time;

	Administrative Controls
	· Records of employees;

· Attendance register of employees;

· Time record of employees;

· Leave encashment policy;

· Compliance of Provident Fund and Superannuation Fund;

· Agreement of pantry, house keeping, computer maintenance etc;

· Insurance of Building, vehicles, furniture, computers etc;

· Rent agreement;

· Loans to employees.

	Documentation
	· Filing System;

· Files maintained are numbered;

· Proper Backup maintained;

· Log book of vehicles. 

	Verification of Fixed Assets
	· Existence-ascertaining existence of fixed assets on the balance sheet date;

· Ownership-ascertaining whether the enterprise has legal ownership of the fixed assets; 

· Valuation-ascertaining whether the valuation of assets are fair and proper and are based on generally accepted accounting principles;

· Disclosure-ascertaining whether the assets are properly classified and disclosed in the financial statements. 

· Treatment of housing assets regarding use and disposal. 

	IT Environment
	· Transactions are properly authorized before being processed by the computer;

· Transactions are not lost, added, duplicated or improperly changed;

· Processing errors are duly identified and corrected;

· Access to output is restricted to authorized personnel only;

· Output is provided, at the proper time to the appropriate authorized personnel;

· Restriction of access to systems software and documentation to authorized personnel only.

· Offsite backup of data and computer programs;



	Other Areas
	· Service level agreements;

· Billing;

· Terms and conditions;

· Level of Approval;

· Limit of Approval u/s 292 & 297;

· Treatment of Foreign currency.


