Prior to appointment in the AGM, intimation can be given in the following format:

 CIN:                                                            
                                                                                                                                                                                                                                Date: 02/09/2014
M/s.

(Chartered Accountants)

…………………………………

…………………………………….

…………………………………….

Bangalore-
Dear Sirs,

                 Sub     :     Re-appointment as Statutory Auditors of the Company.
 With reference to the above subject, we wish to re-appoint you/your firm as the Statutory Auditors of the company Please let us know that you are duly qualified and eligible for this appointment as per the provisions of section 139 and 141 of the Companies Act, 2013 and rules made there under and your written consent to act as Statutory Auditors of the Company from the conclusion of ensuing Annual General Meeting for a period as provided in the provisions of the sections above referred. You are also requested to issue a certificate to the company under Section 139(1) of the Companies Act, 2013 on the following matters: 
1. You/the firm satisfies the criteria provided under Section 141 of the Companies Act, 2013; 
2. The individual or the firm is eligible for appointment and is not disqualified for appointment under the Companies Act, 2013 the Chartered Accountants Act, 1949 and the rules or regulations made there under;
3. The proposed appointment is as per the term provided under the Companies Act, 2013 ;
4. The proposed appointment is within the limits laid down by or under the authority of the Companies Act, 2013 ; 
5. Details of any order or pending proceeding relating to professional matters of conduct against the auditor before the Institute of Chartered Accountants of India or any competent authority or any Court. And the list of proceedings against (you) or the firm or any partner of the audit firm pending with respect to professional matters of conduct, as disclosed in the certificate, is true and correct. 

  
Yours truly 
For …………………………………………………………

Director

DIN


And after appointment in the AGM, the following appointment letter can be issued to the auditors along with a certified copy of the AGM Resolution:

EXTRACT FROM PROCEEDINGS OF THE AGM HELD ON 30/09/2014
CIN: 
‘RESOLVED THAT  pursuant to the provisions of Section 139 and other applicable provisions, if any, of the Companies Act, 2013, read with rules made there under, M/s. ……………………………………., Chartered Accountants, (FRN No. ………………..), retiring auditor of the Company be and are hereby re-appointed as Statutory Auditors of the Company, to hold office from the conclusion of This Annual General Meeting until the conclusion of the …….. (…th ) Annual General Meeting of the Company, subject to ratification of the appointment by the Members of the Company at every Annual General Meeting as per the provisions of the Companies Act, 2013, at such remuneration that may be decided by the Board of Directors in consultation with you.  

CERTIFIED TRUE COPY

                                                                  For ………………………………………………………………………………………….
                                                                                         DIRECTOR                           
                                                       
               
  6492550
Place: Bangalore

Date: 30/09/2014
And after appointment in the AGM, the following appointment letter can be issued to the auditors along with a certified copy of the AGM Resolution:

 CIN:                                                            
"Dear Sir,
 
Sub:
Appointment of Statutory Auditors 
 
We are glad to inform you that you have been appointed as the statutory auditors of our company, in the Annual General Meeting (AGM) of the members of the company held on 30/09/2014 to hold office from the conclusion of this AGM hold office from the conclusion of This Annual General Meeting until the conclusion of the………………… Annual General Meeting of the Company, to be held in ……………………subject to ratification of the appointment by the Members of the Company at every Annual General Meeting as per the provisions of the Companies Act, 2013, at a remuneration that may be decided by the Board of Directors in consultation with you.  
 
A certified copy of the Resolution is attached for your records.
 
 
Thanks & Regards
 

  DIRECTOR                           
  DIN:
Place: Bangalore

Date: 02/10/2014
 

ACCEPTANCE BY AUDITORS 
                   Date: ………

To:-

The Managing Director

…………………………………………………

…………………………………………………..
Ref: Appointment as Statutory Auditors of the your Company for a period of five years

Sir,

We acknowledge the receipt of your letter No……………. dated ………. regarding our firm’s appointment as the Statutory Auditors of …..…………… …………………………………….. for the financial year 20…-…..in accordance with the resolution passed by the members in their AGM held on 30/09/2014 .

We are pleased to accept the appointment on the terms and conditions mentioned in the above-mentioned letter.

With Thanks

CHARTERED ACCOUNTANTS

CA…………..

PARTNER
