






 



There is a high tide of hope for change in India. A young nation with 
800 million people under age 35, India is brimming with optimism 

India is one of the young nations of the world. The youth of the nation 
is full of untapped potential, fresh thoughts, committed and dedicated 
to reach the pinnacle of success.
 

that there are various new frontiers which are yet to be explored by our youth. Securing better 
professional opportunities and avenues for our members in practice and industry, empowering 

for the profession are some areas of strategic focus this year. 

assignments.

President, ICAI

President's Message



Vice President's Message

are strong pillars and would certainly lead the profession to higher 
growth path. They have crucial role to play in the comprehensive 
growth of the country by rendering their services to public at large. 

been multiplying day by day. In order to be responsive to the changing 

understanding of challenges and enable them to handle it. 

Vice President, ICAI



Chairman's Message

endure in the dynamic economical phase and create a vision to have an 

professional excellence.

matter so as to have an edge over their counterparts.

members who have extended their support and encouragement in all committee activities.

Chairman,



Vice Chairman's Message
The economy of our country is highly dependent upon calibre of the 

in practice are increasing by leaps and bounds. It is the need of hour 

guidance, expertise that help them to become successful professionals 

In order to empower young members and to provide them necessary 

extreme care etc.

understanding and immense useful for young members.

Vice Chairman
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1. SET UP OF PRACTICE 

challenge of deciding the type of the entity that would be suitable for him. This in turn is dependent upon 

one could focus on are:

1. FREELANCING

The big advantage here is that one can test water and 

Some features of freelancing are:

•  One gets updated in different areas of practice. 

• One can choose from the list of assignments as it 

individual owns, manages and controls the business. 

Some features are

he may engage the services of other professionals for 

•   One can earn more than enough to lead a comforta
ble life style. 

hospitals, hospitality, franchise business, convenience 
stores. 

•   Recognition to the sole proprietor rather than the 

•   The sole proprietor needs to create visibility for his 
practice, through presentation of articles, attending 

Challenges as a sole proprietor

•  Growth is feasible only up to a certain level. Scalability 

the time and resources to provide comprehensive 

•  Since the main point of contact would usually be the 
sole proprietor, in his absence, the client would not be 
comfortable interacting with other personnel. Thus, 
the sole proprietor will have to create a strong second 

cost money. 

•  The liability of the proprietor is unlimited, i.e. it 

•  The multiple laws and constant amendments in these 

offers his clients. 

•  In a sole proprietorship, continuity of services to a 
client is a big limitation as it is largely dependent on 

The shortcomings of a sole proprietorship are overcome 

of existence of the business, with unlimited growth 
potential. Its features include: 

•  It is multi disciplinary. 

•  It is essential that time be invested in developing the 
partnership agreement, with the following arrange
ments, among others, spelled out: 

* 

* 

* 

* 

could lead to many areas of specialisation and cater 
to many segments. 

aspects of the business. 
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creative brainstorming. 

having honourary partners. 

•  Since decisions are shared, disagreements can occur. 
A partnership is for the long term, and expectations 
and situations can change, which can lead to dramatic 
and traumatic split ups. 

The success of the partnership depends mainly on ego 
management among the partners. There could be 

Relationship management among partners should be 
given as much importance as that is given to commercial 
understanding among them. Thus it is advisable to: 

and ways to resolve them. 

other partners. 

if one partner can put in less time due to personal 

•  Be willing to consult other partners and negotiate 

Generally partners are liable without limit for all debts 

example, if you own only 1 per cent of the partnership 
and the business fails, you will be called upon to pay  
1 per cent of the bills and the other partners will be 

cannot pay, you may be called upon to pay all the debts 
even if you must sell off all your possessions to do so. 

 

The answer would be a different business structure 
altogether.

Checklist For A Strong Partnership Agreement

ment. It does not mean that the agreement should be in 

need to be addressed in a partnership agreement are 
complex. There is no way around that. 

They are about communication and common under
standing. They are about building a strong relationship. 

avoids messy and expensive disputes in the future. 

Appendix-1. 

at again because the level of good communication 
and common understanding that they are based upon 
has been accomplished in the process of doing the 
agreement.

AGREEMENT ESSENTIAL?
The process of doing the agreement 

in your partnership. This assures that 
you have complete and common 

assumptions and resolves many 
potentially contentious issues at the 
beginning of your relationship itself. 

There should be a clear record of 
what the partners agreed upon for 
other people to understand and 
implement if they come along. 

No partnership lasts forever. If it 

to end it, dissolving it should be 

as possible, without destroying the 
value in the underlying business. 

down how important matters will be 
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be a same entity with the same privileges, immunities, 
estates and possessions. 

accordance with the provisions of the relevant law. 

personally liable. 

want to manage it and state it in the form of terms 

the Act provides that said provisions will be applicable 

new partners will automatically lead to change in the 

lic documents. 

agents of the partners and therefore, are not liable for 
the individual acts of other partners.
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while discussing various professional opportunities 

new dimension. 

2 cities, who shared with us their views on various topics 

course.

There are endless opportunities for a young member 

opportunities that have emerged due to the globalisation 
of economies and those that come under traditional 
areas of practice. The list is only indicative in nature and 
not exhaustive.

GLOBALISATION OF ECONOMIES

transactions, transfer pricing and double taxation 

focus. Revenue authorities across the globe are very 

deprived of their legitimate share of taxes on these cross 

of transactions with their related parties. This calls for 

of their international business. Young members with deep 

capacity and assist these companies in preparation of 
transfer pricing reports and other aspects of international 
taxation. It may be noted that this is needed for all 

expert to understand and expostulate several aspects of 
the external environment in which the entity operates 
and its own internal structure to be effectively able to 

for the posture adopted by the company in various 
isdictions.   

of regulations. Similarly Indian corporates who plan to 
invest and start business operations outside India need 

such investments. 

examine those areas and 
offers the young members 
an overview of an alternative 

challenges their ability and 
provides them an opportunity 
to prove their worth.

Survival and 
Success depend 
on Speed and 
Imagination.
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The curre

momentum in the near future once there is certainty and 
stability on the Indian political front. In case the expected 

foreign investors could tap into many sectors that have 
currently opened up for investment with minimum or 
no government inference. Similarly, Indian companies 
will continue to tap into resources and opportunities 
available overseas. 

Opportunities include:

exchange, deposits,  remittance of Indian assets by 

few

tions

•  Regulatory approvals before competent authorities, 

 

vis a vis capital, there is a tremendous 

2013 has opened up mergers of Indian companies with 

Opportunities include:
•  Advisory services

•  Business valuations

In the era of globalisation many companies have 

outsourcing bandwagon, this phenomenon is gaining 

indicate that almost 80 per cent of companies expect to 

rapidly.

compliance and management reporting. Small to 

reengineering, etc. 

gap. The concept is growing of late. 

Opportunities include:

and compliance

•  Relationship management with investors, lenders and 

•  Review and analysis of management reports

a common platform globally for this profession. It has 

too adopted them, converging them with our existing 
accounting standards, and renaming them the Indian 
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Opportunities include

compliant ones

mentation of international standards as part of the 
accounting structure.

and  there are very little developed doctrines relating to 

a business such as, Asset Approach, Income Approach 

several such laws. 

This is generally understood as a systematic process 
by which companies are directed to ensure that they 

societal expectations. It leads to corporate governance 
philosophies of trusteeship, transparency, empowerment 
and accountability, and controlled and ethical corporate 

on corporate governance. 

Opportunities include:

•  Audit of corporate governance

•  Audit on internal control functions

 

reporting and the use of these reports by various 

accounting data is being mapped into a recognised 

taxonomy and helps errors to be addressed at this stage. 

Opportunities include:

• Review of mapping

• Actual conversion

• Advisory services

basis

regulatory and economic environment need dependable 

the intricacies of the Act.

Outsourcing opportunities include maintaining of 

The Government of India is in the process of revising, 
consolidating and simplifying the language and 
structure of the direct tax laws into a single legislation 

substantial changes to the current direct taxes legislation 

more round of public consultation. It offers tremendous 
scope for young members to specialise and distinguish 
themselves in the profession

As we are all aware, the proposed GST aims to replace 
multiple indirect taxes in India, such as central excise, 

potential. The biggest positive from the introduction of 
GST would be higher revenue for the government that 
would come from broadening the tax base and increasing 
compliance. 
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Opportunities include

•  Advisory services

Accountant often utilises his understanding of business 

standards and procedures to investigate some form of 
economic crime.

•  Nominee directors for foreign companies setting up 

duty laws, etc.

•  Indirect Tax helps one develop expertise in niche 

One can examine an industry specialisation in all the 

1. Internal Audit: This important activity helps 
the management of companies with an insight into 
several areas of improvement: systems and processes, 
effectiveness of internal controls, performance and 

reduction in costs, revenue enhancement opportunities, 
and more.
Opportunities include audits in the areas of:

•  Operations 

•  Investigation

•  Internal audit has fast become an integral part of 
Board proceedings and audit committees are expected 

auditors of listed or other large companies now have 
high visibility and lot of expectations ride on them.

2.  Bank Audits include inventory and receivables audit, 

audit and revenue audit.
3. Insurance Sector includes advisory, Actuary, 

investigations and consultancy in Insurance laws.
It may be noted that for each specialisation area 
mentioned above, young practicing members may have 

these courses are available online. 
 

young members have to deal with:

and ongoing rents and maintenance 

services

despite the increased level of compliances expected 
under various statutes 

consistent standards across the profession, e.g.: audit 
tools

addressing them.

of interest one is passionate about and willing to go 
that extra mile to be a specialist in. 

the great spiritual guru Swami Sivananda.

into even your smallest acts. 
This is the secret of success.
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3. POINTERS TO SPECIALISATION
 Specialisation By A Chartered Accountant

mechanisms, business models, and business environment, 
there is an increased demand for experts who can steer 

preferred choice.

KNOWLEDGE OF ACCOUNTING: A FUNDAMENTAL 
REQUIREMENT

Regardless of the area of specialisation, a strong 

for professional excellence. Its practical application helps 
visualise situations and even in the era of computerisation, 

and penetrate the barrier of complexities of system 

accounts. 

specialisation is very wide.

There are no 
shortcuts to 

success.

 

Specialisation calls for a structured, 

tend to share the following traits:

• An analytical mind and the readiness 

• 
thoroughly. 

• Ability to adapt to changes, yet open 
to suggestions from both seniors and 

• 

opportunities to teach and participate 
in technical discussions, however 
poorly paid or burdensome. 

• 

• 

message. 
• 
• 

detours from the path of specialisation. 
• Ability and willingness to act beyond 

the call of duty.

16



understood, the next step is to identify an area of 
specialisation, which would involve the following steps: 

•  Identifying study material to get an in depth under

•  Identifying any specialised course including crash 

•   Attending lectures and seminars on the topic. 

in the specialised topic by expressing your point of 

•  Simulations and discussion with the experts and 
mentors. 

domestic and international. 

AREAS OF SPECIALISATION

level of Tribunal but would be ineligible to appear before 

for specialisation: 

DIRECT TAXES

of direct taxes is useful. Tax planning, tax management, 

tax provisions applicable to different entities, conversion 

vice versa are 
highly useful to the business community. 

INDIRECT TAXES

Indirect taxes is a very important source of revenue to 

great scope in the practice. Since this is a transaction 
based taxation, the amount involved is always higher and 

large.

FEMA 

together with international taxation would be considered 
highly useful in practice. If one decides to consult in this 

FOREIGN TRADE POLICIES

can be a great area for practice, especially with the use of 

CORPORATE FINANCING

Rai  
raising, preparation of connected papers and 
negotiation of terms of such debts is one of the niche 

conversion options and their implications, to the 
promoter and the investor would help close the deals. 

connect with people from across various business 
verticals.

regarding labour laws is given  importance. Specially, in 
the construction industry and other similar industries, 

compliance.

TURN OUT STRATEGIES

There are several reasons why companies fail in what 
they wanted to achieve. Studying reasons, helping the 

costing and other analysis would help the company in 
turning around. This is highly challenging and rewarding. 

have a great chance as the company does not get 
professionals on full time basis. 

17



systems and give a report to the management.

Internal control places a crucial role in the success of 

technologies controls gives a huge opportunity to a 
person as an outsider to verify the existence of internal 
controls in a complex business environment and advise 

and ensuring that  they are continuously followed is 

companies.

SUPPORT SERVICES FOR SOFTWARE DEVELOPMENT, TESTING 
AND IMPLEMENTATION

that is very helpful to software development engineers. 

visualise systems and procedures, internal controls, 
statutory regulations governing transactions and type 

compliances.

the role of transitioning the management from one 
generation to the next generation. Several family run 

in the management to the next generation and this 
process gives a great opportunity for youngsters to excel.

PREPARATION FOR A FINANCIAL DUE DILIGENCE

become imperative for every company to be ready for a 
due diligence at any point of time. Though companies 
have various departments to ensure compliances and are 
readily available with all the information sought by an 
investor, a professional approach gives different results. As 
a professional, several internal aspects of the business can 

team over various sensitive issues. An early detection 
of such situations helps the management in avoiding 
accidents. This can be achieved through a thorough study 

and statutory compliances. Analysis of contractual 
obligations, debt covenants, statutory aspects, customer 
commitments, warranty obligations, pay roll liabilities, 

PREPARATION FOR IPO

from time to time and prepare the company to go public. 

rating the company, updating all the statutory records, 
bringing discipline in various departments for smooth 

strategies drawn. Strategy mapping is a highly specialised 

performance analysis.

ASSISTING IN ARBITRATION

Arbitration as an alternate dispute resolution is emerging, 
and with an increasing number of corporate disputes, it 
is imperative that these cases be represented properly. 
Often, this is based on contracts between the parties and 

endless disputes by understanding and visualising various 
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MERGERS AND ACQUISITIONS

 

vis a vis capital, there is a tremendous 
increase in international investments. 

Opportunities include:

•  Advisory services

•  Business valuations

•  Regulatory approvals before competent authorities 

FORENSIC ACCOUNTING

principles, theories and discipline to facts or hypothesis at 
issues  in a legal dispute and encompasses every branch 

CARBON CREDITS

In early 1980s, climate change was recognised as a great 

of the most important tools to implement mitigation 
mechanism. 

harmful gases, which contributes to the greenhouse effect 

Accountant often utilises his understanding of business 

standards and procedures to investigate some form of 
economic crime.

is in increasing demand considering increasing incidents 
of cyber crimes and frauds detection. It is the practice of 

their clients in this area, which is expected to increase that causes global warming, provides for three innovative 
mitigation mechanisms. One of these mechanisms is 

contribute extensively in this process of mitigating climate 

and validation aspects.

ACCOUNTANTS IN FICR-I CITIES 

Once you have a client, you may initially have some 

senior chartered accountant with experience. 

Approach

you have chosen is very important.

Knowledge Sharing

areas for the particular area which you have chosen. You 

desired results for you.

Review or check the work

chartered accountant to see how he has approached the 

achieved in case of any issues thereon.

Sharing of Fees

19



TIER-II PRACTITIONERS CAN BREAK 

important before deciding which area you want 

and other media can be used to research the 

account. The more challenging and specialised 
the area you choose, the lesser the competition. 

important to invest  some time to plan, analyse 

existing client base or more in that surrounding 

infrastructure and time in understanding new 

precedence over getting a client for such related 

before practically stepping in. This can also 
be done through attending various training 
sessions conducted by the Institute and others. 

or two years with experienced people would help in 

of any insurance company to understand more details 

 

you can specialise in that area. You can also boost your 
expertise by attending seminars and conferences, online 

IMPORTANT
Club any of these options together initially for gaining 
knowledge. Though you might have basic knowledge 
from doing your Articleship, you can take the help of 
experienced Chartered Accountants for specific areas of 
specialisation.
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 Functional, Pleasant Spaces are Productive Work Places

the economy, both in India and across the globe, has forced 

even casual meetings. 
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the mind of your client and staff. A neat and clean, well 

a messy, unorganised one. A bright, airy space, with 

good location would add value to your brand and give 

 

Below are some broad guidelines that would be useful 

aware of the possibilities, it would help one to plan the 
growth of the practice from the start. 

get a  second 
chance to 

impression.

not something that only needs to be considered when 

temperature and ventilation. Also important are: 

which are not ergonomically designed can also cause 

case of more than one partner, each partner can be 
allotted a portion of space segregated by partitions to 

table. 

is not visible to visitors. This will create a secure 

3.  Round tables in meeting rooms create a feeling of 

discussions. In a chamber style meeting clients might 
feel intimidated by the professional sitting in his larg

Based on the clients status and situation one should 
be able to decide where the meeting should be held. 

 4.  Toilets should be easily accessible to both team and 
visitors. 

the atmosphere is relaxed, yet professional. 

SEATING

involvement of everyone to the cause of the organisation. 

rooms should be secluded and sound proof. A secluded 

also prevents distractions. 

FURNITURE

designed chairs that support the body and prevent 
postural pain, caused due to wrong seating posture. 

22



and important documents. 

independent access to the system 

1.  Invest in a server right from the start, rather than using 

ductivity 

2.   consider using 
virtual servers rather than investing in one. This would 

operating system licensing cost, data storage capacity 

facility, etc. Though the initial capital cost is minimal, 
the service cost paid over a period can be cumulatively 
very large. This may be offset with the faster 
obsolescence of technology these days. The pitfall is 
migrating data and licences from one service provider 
to the other. One needs to do a good diligence on the 
cloud computing service provider to assess his ability 
to continue in the business for a longer duration, his 

3.  

cost, it costs in terms of hiring the services of an IT 

of subscription based software technical support is 
provided by the software vendor and, if one is using 

4.  Antiv  A 

is important that the data be protected from both 
external and internal access. Only authorised persons 

There should be an audit trail available on usage 

and dropped in wrong folders, etc. There should be 

email attachments, etc. to protect data theft. There 
should be restrictions on net usage and monitoring 
of bandwidth usage by various persons. This can be 

optimisation, etc.

5. 

to team members, updating of deadlines, reminders 

for a particular service, structured templates with 

streamline the process used for service delivery.

6.  

mean redoing the whole exercise, which can be very, 

be a good one if it can give you a daily report on 

7.  Start up practices are 
normally bootstrap start ups. Their ability to invest 
on high end servers, IT infrastructure, software, etc. is 
low. In such a scenario one can use the lease model, 

23



an older version of the IT hardware, as the scale of 

in some cases longer leases are not cost effective as 
the cumulative lease paid is more than the capex. A 
lease agreement with an option to buy at end of lease 
period is also an option.

STORAGE 

the institute or of various case histories. 

Thus, it is a good idea to specially designate storage space 
by providing shelves, cabinets, cupboards for archives, 
current folders and other documents. 

Attempts should be made to store data digitally. Good 

good document management software integrated as 

much easier and faster as compared to physical storing 
and retrieval.

income tax, indirect taxes, company law, accounting 

is readily available and organised in a systematic manner 

library with chairs, tables, and computer systems so that 

 

the additional advantage of library access right at the 

A conference room provides a platform for interactive 

the conference room are secured and no disturbance is 

technology, accessibility to a person is very easy. In case 

teleconferencing with the client in the conference room.

CONFERENCE ROOM
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AIR AND TEMPERATURE

coastal cities, the same coolers could be very useful. 

to ensure circulation of fresh air, and maintenance of 

NOISE

concentration, it can also cause permanent hearing loss. 

coverings, wall panels, ceiling panels and dividing screens 

way to reduce existing noise levels. 

Adopt administrative controls such as encouraging 

for conversations. 

COLOUR

provide visual relief. 

all theories of interior designing, however if natural light 

commercially preference shall be given to incandescent 

One cannot 

love well, 
sleep well, if 
one has not 
dined well.

VIRGINIA WOLF

recommended in general areas for energy preservation.

BUSINESS CENTRES 

the meeting room to conduct meetings with the client 

many start ups use coffee shops where is availa

delivery centre.
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accompanied by some informal chat can provide a lighter 
moment.This facility will also help to maintain cleaner 

COMMON AREAS

facility, or simply to relax for a while, it would reduce the 

26



5. BRANDING & MARKETING

environment where economic uncertainty is never far ahead, 
and competition is tight, it is important to promote your 
services in a way that your practice stands out and is seen.

USE SOCIAL MEDIA

•  Set up a website, with details of services 
offered 

discussions  

wishes to gain visibility and grow. Some areas 
where information technology crosses paths with 

conversions and customers
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• A focus and a call to action

inspire and engage the employees and clients 

Social Media

Social media is a type of online media that expedites 
conversation as opposed to traditional media, which 

listeners to participate in the creation or development of 

ing different types of services to prospective clients

towns, thus mutually expanding existing practice and 
increasing professional assistance in places where you 

necessary infrastructure support to meet clients and 
develop business.

CONSTANT INNOVATION AND EVOLUTION

responsibility for developing them and some for in

on larger assignments in the corporate sector. 

•  Attune yourselves to the changing economy and busi
ness structure 
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identifying strengths and areas where improvement is 

clients should be given some relevant value addition 

to the organisation. The feeling that they get when they 

crucial part of client relationship. Sensitive clients should 
be handled with tact and care and it is also a good idea 

Since the client may not be aware of the latest updates 

we send handbills with the latest updates to the clients. 

edge over the competition, developing trust through personal 
interaction is even more important 

• 
• Increasing demand for specialised 

services 
• New emphasis on pricing and value 
• 

choose from 
• Increasingly being prospected by other 

• Service expectations are being driven by 
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• 
• 
• Responsive partners and staff who are easy to 

reach 
• 
• 
• 
• Be collaborative and honest at the same time 
• 

their issues and goals 
• 

problems or achieve similar goals 
• 
• Ongoing new insight as against strictly a 

•  Timelines are met 

•  Availability of accurate, authoritative information 

changing regulations 

•  Invest in staff 

technology into practice 

• Accurate and authoritative information 
• 
• Team stability 
• Scalability of operations 
• Timing of service as per client convenience 
• Ability to serve at multiple geographies 
• Ability to provide cross functional service 
• 
• 
• 

happenings 
• Relevant and timely updates to clients 
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demand for services is highly seasonal and so is the need 

up or staff down.

and empower the employees.

the most of your existing staff in terms of productivity and 

often buried deep. 
You have to go 

lying around on 
the surface. You 
have to create 

the circumstances 
where they show 

themselves.

KEVIN ROBINSON
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on various aspects. 

Article Assistant

Others

cost of employing an additional person and the resource 

various persons and no one person can be held liable in 
case of misplacement or loss of documents.

STAFF REQUIRED AT A CA OFFICE

Staff

CA
Article 

Assistant
Audit 

Assistant Others
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organisation. Therefore, the role of human resource 
management in the growth of an entity is crucial.

as an employer on these websites not only increases the 
options available, but also expands the geographical 

To facilitate maintenance of employee records and leave 

be used in the following ways:

Attendance Records
• Other than the conventional attendance register 

• 

• 

• Accurate

•  
generated

• 

• 

• 

• 

 

• 
in case of any reimbursements, bills can be uploaded 
to claim them 

• A list of approved holidays could also be provided on 
the portal, enabling employees to plan and manage 
leave.

home. In such situations, the following steps can be 

• 

• 
used for transferring documents and information, 

and communication, despite the physical distance 
between people.

A FIRM 

It is important than the right staff is  allocated to the right 
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has to be assigned on the basis of an organised planning 
with respect to their staff and their capabilities. This can 

them on a daily basis. This document also serves as a 

said purpose, the document can be maintained in a form 
of excel spread sheet or a software can be used. 

amongst the staff, timely meetings can be conducted 
where they can be updated with new information and 

Training sessions and seminars would provide a 

Incentives and Motivation

RENSIS  L IKERT

The greater 
the loyalty of a 
group toward 
the group, the 
greater is the 
motivation 
among the 
members to 
achieve the 
goals of the 
group, and 
the greater 

the probability 
that the group 
will achieve its 

goals.

Never doubt 
that a small 

group of 
thoughtful, 
committed 
people can 
change the 

world. Indeed. It 
is the only thing 
that ever has.

MARGARET MEAD
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OVERALL SKILLS REQUIRED FOR 

• Good oral and written communication 

• 
appearance 

• 
• Organised and strategic planner 
• 
• 
• Results oriented 
• Ability to analyse and interpret data 
• 
• 
• 
• Business awareness 
• Stress management 
• 

without close supervision 
• 

principles, practices and methods 
• 

It is your leadership that sets up an example that truly 

VINCE LOMBARDI

"Individual 
commitment 
to a group 

a company 

a civilisation 
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8.  REVENUE MANAGEMENT

Not only is it important to generate revenue, but 
management for the same is also crucial.

number of hours spent on each service provided to the 
client, to the bill raised, accountability can be established. 

software in which transactions have been recorded, can 

strategic decisions to enhance revenue. 

CLIENT SATISFACTION

identifying the strengths and areas where improvement 
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• 
similar one any time earlier 

• 

• 
each of the team members 

• 
templates to enable easy and effective execution of 
a repetitive or similar assignment 

These measures will ensure that resources are utilised 
optimally.

9. WORK FLOW MANAGEMENT 

• 
• 
• 
• 

efforts of the resources 
• 
• Raise invoices for each completed billable event 
• 

• Retrieval of documents in respect of repeated 
assignments 

• 
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his audit, Tax representation matters, etc. 

What are current and permanent 

In cases of recurring audits, 
there can be two types of 

regularly with the information 
of continuing importance to 
succeeding audits, as distinct 

contain information relating 
primarily to the audit of a single 
period.

A  is a potential tool that aids in: 
• 

thereby eliminating the necessity and pain of having 
to maintain the same records twice. You also avoid 

from the client

• 

• Information concerning the legal and organisational 
structure of the entity. In the case of a company, this 

In the case of a statutory corporation, this includes 
the Act and Regulations under which the corporation 
functions.

• 
agreements and minutes relevant to the audit.

• A record of the study and the evaluation of the 
internal controls related to the accounting system. 
This might be in the form of narrative descriptions, 

thereof.

• 
years.

• 

10. DOCUMENT MANAGEMENT PROCESS

This is especially true of professionals conducting attest 
functions with obvious responsibility and accountability 
being inherent in those 

corporate frauds, small and big, 

documentation. 

substantiate with certainty, 
in respect of assignments 

adopted, procedures involved, 
and representations and records 
considered, in arriving at the 
conclusion.  It also ensures 
transparency so that our 
profession is always respected 

transparency and professionalism. 

CLIENT FILE : MANAGEMENT AND RETENTION

• 

• Auditing and assurance standards

• 

• 
their custody

• Improves access to information

• 
as optimise storage space.

• Reduces operating costs

• 

• 

• 

The rules and regulations laid down by various laws are 

retained by him, in connection with the performance of 

the little things 
the big things 

of themselves.
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• 
if any. Record of communication with the retiring 
auditor, if any, before acceptance of the appointment 
as auditor.

• 

• 

process, procedures performed, evidence obtained, 
evaluation thereof and conclusions reached, with respect 

normally includes: 

• 
annual reappointment. 

• 

relevant to the audit. 
• 

audit programme. 
• Analysis of transactions and balances. 
• A record of the nature, timing and extent of auditing 

procedures performed, and the results of such 
procedures. 

• 
supervised and reviewed. 

• 
experts and other third parties. 

• 
from the client. 

• 

manner in which exceptions and unusual matters, 

resolved or treated. 
• 

related audit reports. 

information and most of the time is gone. 

as word processing applications, document managers 

manner in managing records and documents and saves 

importantly, compliance with those procedures.

A place for everything and everything in its place.

number or a combination of both 

assignment wise or area wise 

ers for the different types of documents main
tained therein, i.e.: 

• 

• Brief about the assignment 

• Records 

• 

• 

• Invoices 

• Other information 

be returned upon completion of the assignment. 

standard protocol for saving documents so that they 

To illustrate, a simple protocol for a letter drafted to be 

You might choose other protocols which may start with 

may also cr
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reused in various matters. Regardless of the protocol, it 
is important that all users understand the protocol and 

are handling more than one assignment of the same 

• 
least by the end of the day 

• 
order 

• 

• 

4)  File location 

recommended, however the same may not be practicable 

and the status thereof. 

• 

• 

and their associated due dates may also be indicated 

• 

and by whom 

• 
receipt, meetings with the client and any other 
pertinent information can also be listed 

• 
for easy access 

of the client and the same extends to the management 

 

 
 public areas or meeting rooms 

 
 be allowed into meeting or conference rooms 

 
 removed to the designated location 

assignment is complete. There are both ethical and 
statutory considerations. 

should address and instruct staff the circumstances 

to the client. Such a policy should include the following: 

 

 
 

 
 

 can be easily removed. 

 
 should be made prior to returning it to the 
 client. 

 
 client. 
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timing difference, an American multinational having its 

technologies have made products and services obsolete 

remember when you last used 

That which does not change 

not grow dies. Therefore, change 

Audit report formats have 

statements, whether due to fraud or error. On one hand 
the expectations of both, the regulators and the general 

is that whether we have changed our approach to audit 

To grow, change we must.

To improve is 

be perfect is to 
change often.

If audit expectations have changed, it is obvious that 

expecting new results would be insanity. If we have to 

transactions. In a conventional audit it is impossible to 
verify 100% of the transactions in large organisations 

and can examine large volumes of transactions to detect 
frauds and errors. You can rely on them to discharge your 
attesting functions, providing insights into what went 

wrong, what is going wrong and 

to go wrong. Thus it provides 
hindsight, insight and foresight 
from the data and generates 
actionable items, creating value 
to clients and contributing 
to their growth. Traditionally 
analytical tools were reserved 
only for data Analysts within 
the organisation. Now they are 
readily available for everyone. 

with this the regulators and 
general public are demanding 
more accountability from the 

more and more information from the available data. 

desired change in our audit approach. It may be a small 
change to integrate data analytics into audit but in the 
long run, the effect of this change will be monumental. 

• Audit tools are used for independent data extraction 
and analysis for the detection and investigation of 
frauds in a computerised environment. As corporate 

to terabytes of data, the audit tool is essential to 
analyse such voluminous data and detect exceptions. 

• 

effectively conduct a variety of analyses on systems, 
including payroll, employee expense accounts, 

41



accounts payable, and accounts receivable. They also 
enable audit teams to mine large volumes of data 
and draw conclusions that never could have been 
reached through traditional manual approaches

• They allow analysing 100% of data, guarantee data 
integrity and provide easy analysis

• 
of records from practically any source, including 

mainframes, telecom switches, travel and expenses 
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12. AUDIT PROGRAMMES

12.1 GENERAL AUDIT 
The following Standards issued by the Auditing and 
Assurance Standards Board under the authority of 

Standards: 

applied in assurance engagements, other than audits 

procedures to information, compilation engagements, 
and other related services engagements, as may be 

provides: 

accordance with SAs and applicable legal and regulatory 

Audit documentation serves a number of additional 
purposes, including the following: 

•  Assisting the engagement team to plan and perform 
the audit 

•  Assisting members of the engagement team 
responsible for supervision to direct and supervise 

cance to future audits 

12.2 BANK AUDIT

Review processes. 

This is intended to ensure process standardisation that 

is an indicative document that helps us to approach the 

that we comprehensively cover and document the 

recommended to modify this document to suit the needs 
to the entity you are auditing.

 

There is a tremendous amount of published data on 

consolidate and compile some of this into an integrated 

This document will also enable an acceptable level of 

done to ensure: 

material misrepresentations 

other circulars 
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previous year is the introduction of a new reporting format 

in line with SA 700, SA 705 and SA 706. In addition to 

of the branch audit exercise. 
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13. BEST PRACTICES — 
Mapping with other Global Accounting Bodies 

other authorities. Save them as templates for future 
use. 

on the rate at which data is added, altered or deleted 

should be stored correctly to protect from corruption.  

event of catastrophes. 

recent developments in the laws. Traditionally, we 
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14. APPENDICES 
 

 AGREEMENT

1.  Core partners may be given authority to determine 

are made and other matters relating to, e.g. the con

may wish to determine these matters themselves at 
the outset of the venture.

2.  All the partners should address at the outset the 

to reserve certain important matters to a unanimous 

cover, for example:

in excess of a particular limit

2.3  Any changes in the scope or nature of the 

2.4  Bringing in new partners or any change in its 

2.6  The commencement or settlement of litigation

3.  inter se 
amongst partners or new partners and how it can be 
dealt with

4.   which should discuss:

provided, i.e. by the partners themselves or 
through loans from third parties.

will be addressed.

if so, the type of security that will be provided, 

guarantees.

5.   which would include:

e.g. no distribution until certain loans have been 
repaid.

6.  

expressed to endure for a period of time after the 
termination of the venture or the exit by a particular 

7.  

at the outset what should be done. A solution often 

"Russian Roulette" or "Texas Shootout" provision.

8.  

 It is usual to agree to a method of resolving disputes 

arbitration, or leave it to the courts. Sometimes they 
may have disputes referred to mediation or disputes 

determined by an independent expert.  It is also usual 
to select the system of law by reference to which the 

in which the dispute will be heard, if no arbitration 
clause is incorporated in the agreement.

The profession
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

inventions

• 

competition

• 

• 

• 

• 

• 

• 

• Of these, are there any that you would be willing to 
have resolved by arbitration, etc. to avoid having a 

• Of things that involve a unanimous agreement, are 
there certain decisions you would be willing to resolve 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

deal is not going the way they planned, or they simply 

• 

• Sale of whole business with any partner entitled to 

• 

• 

• 

• 

• 

• 

• 

Involuntary withdrawal
• 

• 

• Sale of whole business with any partner entitled to 

• 

• 

• 

• 

• 

• 

Other special considerations 

• 

• If yes, what conditions, terms, etc. See above for 
sample issues to be considered

• 

• 
the minority would be forced to sell on the same 

• 

• 

• 

• 

• 

• 

• 

• 

• 
life insurance representative.

• General principles:

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

addressed in your agreement.
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the prescribed examinations, three years of practical 

Any person who is granted membership of the Institute 

associates are members of the Institute with less than 5 
years of membership after which they become entitled to 
apply for being a fellow member. An associate member 
who has been in continuous practice in India or has 

prescribed can apply to the Institute to get designated as 

 

Any member wanting to engage in public practice has to 

his responsibility to the society increases manifold. The 

Act, 1949 are more rigorous than the ones applicable to 

other bodies corporate are prohibited from practicing as 

 
 

 

 

 
`
bership fee of the relevant year should be submitted.

 

the profession of chartered accountancy in own name 

of personal name of the member is not published in 

within 30 days from the date of such change.
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