


Preface

This manual was first brought out in 2003 with the aim to provide guidance to those
entrusted with the task of Revenue Sector Audit. This manual incorporates general
principles and instructions prescribed/issued by the Comptroller and Auditor General
of India and the Accountant General (Economic & Revenue Sector Audit), Rajasthan
from time to time pertaining to audit of State Revenue. Main provisions of
Compliance Auditing Guidelines issued by the Comptroller and Auditor General of
India in February, 2016 have been included in the manual in Chapter 6. Further,
important circulars/orders, new format of Inspection Report and Title Sheet have also
been included.

Orders and guidelines relating to audit of specific taxes are mentioned in the
respective manuals.

This volume is updated till 315 March 2018. Revenue Sector Audit-I Section dealing
with general and coordination work at headquarter will be responsible for updating the
manual.

Suggestions for improvement of the manual and bringing out of errors and omissions
are welcome.

(Anadi Misra)
Date: Accountant General (E&RSA),
Place: Jaipur Rajasthan, Jaipur
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CHAPTER -1
INTRODUCTORY

Statutory Duty

1.1 Prior to the coming into force of Constitution of India in 1950, the audit of
receipts could be taken up by the Auditor General only with the approval of the
Governor General or the Governor of the State as the case may be or when it is
specifically required by them. Receipts of the Customs, Public Works and Forest
departments has been audited by the Auditor General for a long time, but the receipts
of the other main revenue earning departments like Income tax, Central Excise, Sales
tax etc. were not subjected to audit prior to 1960. The only check exercised in respect
of these receipts prior to that year was to see that all revenue receipts, which had been
collected, had actually been brought to accounts.

1.2 The Constitution of India provides that the reports of the Comptroller and
Auditor General relating to the accounts of the states shall be submitted to the
Governors for being laid before the State legislatures. The use of the comprehensive
term ‘accounts’ suggested totality of accounts covering not only expenditure but also
receipts. Consequently, audit of major receipts of tax revenue like Income Tax, Duties
of Excise on the central side and Sales Tax on the state side was taken up from 1960
onwards. The regular audit of Sales Tax receipts in Rajasthan was taken up in June
1962, after obtaining the approval of the State Government in July 1961.

1.3 The Comptroller and Auditor General’s (Duties, Powers and Conditions of
Service) Act, 1971 contains an express provision (Section 16) about the audit of
receipts in the following words: -

It shall be the duty of the Comptroller and Auditor General to audit all receipts which
are payable into the Consolidated Fund of India and of each State and of each Union
Territory having a Legislative Assembly and to satisfy himself that the rules and
procedures in that behalf are designed to ensure an effective check on the assessment,
collection and proper allocation of revenue and are being duly observed and to make
for this purpose such examination of the accounts as he thinks fit and report thereon.

Accordingly, audit of receipts has now received express statutory mandate for the
Audit Department. Audit of other state receipts namely Land revenue, Registration fee
and Stamp duty, Taxes on motor vehicles and State Excise duties etc. was taken up
after 01.04.1973, the period of audit commencing from the year 1972-73.



Area of Audit

14 RS.A. wing deals with revenue and expenditure audit of following
departments:

Revenue Departments: Commercial Taxes, Land Revenue, Mines & Geology,
Petroleum, Transport, State Excise and Registration &
Stamps.

Expenditure Departments:  Settlement, Collector (Misc.), Patwar Training Centres
and State Directorate of Revenue Intelligence.

Access to Documents

1.5 By virtue of the provisions in Sub-section (1) of Section 18 of the Comptroller
and Auditor General’s (Duties, Powers & Conditions of Service) Act, 1971, the
Comptroller and Auditor General has, in connection with the performance of his
duties under the Act, the authority

(1) to inspect any office of accounts under the control of the Union or of a State;

(il))  to require that any accounts, books, papers and other documents which deal
with or form the basis of or are otherwise relevant to the transactions to which
his duties in resect of audit extend, shall be sent to such place as he may
appoint for his inspection; and

(i11))  to put such questions or make such observations as he may consider necessary
to the person in-charge of the office and to call for such information as he may
require for the preparation of any account or report which it is his duty to
prepare.

1.6 The Government of Rajasthan (Finance Department) vide their letter dated 15™
January 1979 and No. F.3 (1) FD/R&AI/76 dated 22.11.1979 have clarified that
Departments are to make all the files available including their note portion, to audit.



CHAPTER -2
BASIC PRINCIPLES OF AUDIT OF RECEIPTS

Basic Principles

2.1 The audit of state receipts and refunds is regulated by the general principles
governing the audit of receipts, as laid down in Chapter 3 of the Comptroller and
Auditor General’s manual of standing orders (Audit) and the Introductory Chapter in
Revenue Audit Manual.

2.2 Audit Objectives and Scope

2.2.1 Audit of receipts embraces the audit of all tax and non-tax receipts of the
Central and the State Governments and Union Territories. It also requires the
Comptroller and Auditor General to satisfy himself that the rules and procedures in
that behalf are designed to secure an effective check on the assessment, collection and
proper allocation of revenues and are being duly observed and to make, for this
purpose, such examination of the accounts as he thinks fit and reports thereon.

2.2.2 The Audit Department should not in any way substitute itself for the revenue
authorities in the performance of statutory duties. However, Audit should satisfy itself
that the requirements of legality and regularity are observed in individual assessments
and in general that the departmental machinery is sufficiently safeguarded against
error and fraud and that so far as can be judged, the procedures are followed to give
effect to the requirements of law.

2.2.3 Itis not the duty of Audit to review a judicial decision nor does Audit normally
review the judgment exercised by officers in individual cases in areas purely falling in
their discretion. But it must be recognized that an examination of such cases is
important for judging the effectiveness of assessment procedures, recovery
procedures, etc. Where the information available on an individual case is insufficient
to enable Audit to ascertain how the requirements of the law have been complied with,
Audit may consider it as its duty to ask for any further information to enable it to form
the judgment required of it as to the effectiveness of the system.

2.2.4 Any obvious errors in assessment, computation, etc. can be pointed out in audit
leaving it to the administrative authorities to set right the errors by adopting such
action as they may consider appropriate.

2.3  Key areas of audit scrutiny

Audit of regulations and procedures for assessment, collection and refunds

2.3.1 It is the primary responsibility of the departmental authorities to see that all
receipts due to Government are correctly and properly assessed, realized and credited
to Government accounts. The most important functions of audit are (i) to see that
adequate regulations and procedures have been framed by the Revenue Department to



secure an effective check on assessment, collection and proper allocation of taxes;
and (ii) to satisfy itself by adequate test check that such regulations and procedures are
actually being adhered to. Audit should also make such examination as it thinks fit
with respect to the correctness of the sums brought to accounts.

Audit of arrangements for detection/prevention of frauds and other irregularities

2.3.2 In the audit of Receipts, it would be necessary in the case of a department
which is a receiver of public monies to ascertain what arrangements are in place to
ensure the prompt detection, investigation and prevention of irregularities, double
refunds, fraudulent or forged refund vouchers or other loss of revenue through fraud,
error or wilful omission or negligence to levy or collect taxes or to make refunds. For
instance, the department could be requested to undertake a comparison of a sample set
of counterfoils of receipts with those available with the tax payers or other debtors, the
results of the comparative study being made available to Audit. Audit may also
suggest any appropriate improvements in procedure.

Audit of effectiveness of rules and orders governing collection of receipts

2.3.3 Audit of receipts will be regulated mainly with reference to the statutory
provisions as judicially interpreted or financial rules or orders applicable to the
particular receipts involved. If the test check reveals any defects, lacunae or loopholes
in the provisions, rules or orders, the department’s attention should be drawn to the
advisability of these being suitably amended.

Examination of outstanding dues

2.3.4 Audit should carefully review any outstanding dues and suggest to the
department authorities any feasible means for their recovery. Whenever any dues
appear to be irrecoverable, orders for their waiver and adjustment should be sought.

Audit of internal controls

2.3.5 Ordinarily, Audit will see that the internal procedures adequately secure
correct and regular accounting of demands, collections and refunds, that no amounts
due to Government remain outstanding in its books without sufficient reason and that
the claims are pursued with due diligence and are not abandoned or reduced except
with adequate justification and with proper authority.

2.3.6 To sum up, the most important function of Audit and the area of audit concern

in relation to assessments and refunds is to satisfy itself, by such test checks as it may

consider necessary, that the internal procedures adequately provide for and actually

ensure:

(1) the collection and utilisation of data necessary for the computation of the
demand or refund under law;



(i1)
(iii)
(iv)
(v)

(vi)
(vii)

(viii)

(ix)

*)
(xi)

(xii)

(xiii)

(xiv)

that the computation and realisation of various taxes, fees, rents, royalty, etc.
are in accordance with the applicable tax laws;

the prompt raising of demands on tax payers in the manner required by law;

the regular accounting of demands, collections and refunds;

the correct accounting and allocation of collections and their credit to the
Consolidated Fund;

that the relevant and requisite records are being maintained properly;

that proper arrangements are in place to safeguard against negligence or
omission to levy or collect taxes or to authorize refunds;

that adequate control and monitoring mechanisms have been devised to
prevent loss or leakage of revenue;

that there has not been any loss or leakage of revenue on account of lacunae or
loopholes in the rules framed for the purpose or on account of avoidable delays
in the issue of the necessary notifications and orders;

that the machinery for detection of cases of evasion is adequate;

that double refunds, fraudulent or forged refund orders or other losses of
revenue through fraud, default or errors are promptly brought to light and
investigated;

the claims of tax payers are pursued with due diligence and are not abandoned
or reduced except with adequate justification and proper authority;

that cases pending in courts of law or before appellate authorities have been
pursued adequately and appeals, wherever justified or considered necessary,
have been filed within the period of limitation; and

that the estimates of revenue have been realized at the end of the financial year.

Note: In cases of shortfall in realization of the estimates, Audit should ascertain if this
was attributable to negligence in collection or whether the original estimates
themselves were erroneous or unreliable.
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CHAPTER -3
ORGANISATION OF REVENUE SECTOR AUDIT WING

General

3.1 The work of Revenue Sector Audit Wing is supervised by a Sr. Deputy
Accountant General/Dy. Accountant General dealing with Revenue and Expenditure
Audit of Revenue Departments (Commercial Taxes, State Excise, Transport, Land
Revenue, Registration and Stamps Department etc.) of the state and few expenditure
departments under certain heads and looks after the co-ordination work including
framing and approval of programmes and establishment work for the entire wing.

3.2  The Revenue Sector Audit Wing headquarters comprises of six sections each
headed by an Assistant Audit Officer under the Supervision of a Senior Audit
Officer/Audit Officer. In the Supervision of local audit work, the Group Officer is
assisted by the Sr. Audit Officer/Audit Officer (Inspection) who supervise the field
audit parties to the prescribed extent. Each local audit party consists of two Assistant
Audit Officers and one Senior Auditor/Auditor. The strength of RSA staff depends on
the number of parties required for carrying out the annual audit plan as per prescribed
norms.

Training of Revenue Sector Audit Wing staff

3.3 Revenue Sector Audit wing being a specialised branch of audit is manned by
the staff trained in various taxes precepts. For capacity building of officers/officials of
this wing training at different levels is being imparted:

(i) In-house training:

In house trainings are organized on the general issues i.e. Office procedure,
Right to Information Act & APAR writing, Awareness about ISSAIs and IT courses
etc. and tax specific trainings as per requirement of the wing.
(11) Regional Training Institute (R.T.L.):

R.T.I. Jaipur prepare training calendar every year for capacity building on
specific/new issues i.e. Audit Planning (including statistics in audit & risk based audit
approach), Audit Evidence, Documentation & Reporting, Workshop on Goods and
Services Tax etc. As per the requirement of the wing nomination for these courses are
made by Group Officer with approval of Accountant General.

(ii1) Other agencies:

Nomination for training courses conducted by the iCED, iCISA etc. are also made.
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CHAPTER -4
WORKING OF HEADQUARTER SECTIONS

General

4.1 The co-ordination work in connection with the State Revenue Audit is at
present done by six State Revenue sections at Headquarters. Distribution of items of
work between them is given in Appendix-I. Duties of Headquarter staff are given in
Appendix-II.

Local Audit Programme

4.2 Each year an Annual Audit Plan is prepared by RSA-I section. This plan is
submitted to Accountant General (E&RSA) for approval. Thereafter, it is sent to
Central office on date prescribed by them for approval. The annual audit Plan as
approved by the Accountant General is later split-up into quarterly programme for the
various parties drawn up under the orders of the Group Officer. Details of
Department-wise total units and selected units for the Annual Audit Plan 2018-19 are
as under:

S. Name of Tax Total units (Category wise) No. of units selected for audit
No.
Apex | Audit | Imple | Total | Apex | Audit| Imple | Total
Audita | Units | menti Audita| Units | menti
ble ng ble ng
Entity Units Entity Units
VAT 1 188 297 486 1 62 99 162
) State Excise 1 55 54 110 1 16 17 34
3 Taxes on Motor 1 95 26 122 1 21 9 31
vehicles
Stamps Duty & 1 542 0 543 1 99 0 100
4 | Registration
Fee
5 Land Revenue 1 34 603 638 1 10 75 86
6 | Mining 1 60 35 96 1 18 5 24
7 Settlement 0 12 0 12 0 0
8 | Patwar training 0 8 0 8 0 2 0
9 Collector 0 33 0 33 0 0
(Misc.)
10 | Geology 0 24 0 24 0 5 0 5
Revenue 0 1 0 1 0 1 0 1
11 .
Intelligence
Total 6| 1052 | 1015 2073 6| 244 205 455
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43 In order to facilitate framing of programmes of local audit and to have a close
watch on the progress of audit according to prescribed periodicity a cycle Index
Register giving following details is maintained by RSA-I section:-

(a) Name of the unit/office to be audited.
(b) Prescribed periodicity (i.e. Annual, Biennial, Triennial).

(©) Period upto which audit was last done, the month of audit and number of
working days allowed.

(d) Whether audit of unit/office is ‘due/not due’ during the current audit cycle as
per prescribed periodicity. In case of unit due for audit, period for which audit
is to be done, duration of audit should be indicated.

(e) Name of Audit party members, dates of audit and number of working days
allowed.

® Revenue of the unit.
(g)  Pending index sheet point.

The entries of dates of audit shall be attested by the Assistant Audit Officer/RSA-I.
The Register is submitted to the Group Officer quarterly viz. on 15" January, April,
July and October.

44  The programme of local audit shall be drawn by the Headquarter section with
the approval of Group Officer well in advance, at least one month before the
commencement of audit. Intimation of the date of audit to respective offices to be
visited should be sent in form SY-330 at least ten days before the commencement of
each audit. As far as possible, it should be ensured that the programmes do not clash
with Internal Audit party of the department. The local audit of Commercial Taxes
Department and Transport Department should not generally, be conducted during the
month of April as the entire staff remains busy with the yearly tax collection work and
opening of new registers for the ensuing year.

4.5 The programme should be arranged in such a manner that the expenditure on
Traveling allowance is kept down to the minimum. The tour programme should be
arranged in such a manner that journey to the same side is not undertaken more than
once unless required on account of special reason. A party visiting a particular
district/divisional headquarter should be allotted as far as possible all offices within
that district, which are to be inspected during that quarter.

4.6 Time allowed for Inspection:- The time in term of working party
days/mandays allowed for each audit is indicated in the quarterly audit programme.
This should not ordinary be exceeded. The Inspecting Officer/Assistant Audit Officer
are, therefore, advised to ensure that the work is completed within the allowed days as

13



far as possible and no extension is asked for. If, however, for any genuine reason
extension becomes necessary suitable adjustment should be made in subsequent audits
by the local audit party to ensure that no audit is suspended.

(Ref. RSA-1/=1.21./99-2000 dt. 30.7.1999)

Check Register of Weekly outturn statements

47  (a) The Register maintained in Form SY-325 by RSA-I is posted from the
weekly diary extracts (SY-324) received from the field audit staff. A separate register
is maintained and it should be ensured that the extracts duly filled in properly are
received promptly from the field staff. These diary extracts will be scrutinized and put
up every Friday along with the Register to the Branch Officer for review bringing to
his notice any abnormal feature, waste of time etc. during audit. The Branch Officer
will see that the details of work done represent a full day work. The register will be
submitted monthly on 15 to the Group Officer.

(b) As the weekly diary extracts form the basis of verification of T.A. claims, the
Sr.AO/AO will consult these extracts in the concerned Headquarter section before
verification of T.A. claims.

Editing and issue of local audit reports

4.8 The results of local audit by the field parties are communicated through the
local audit reports. A draft local audit report received from the field after being vetted
by the concerned section should be issued within 30 days of completion of the audit to
the head of the office audited with a copy to the Head of Department. Important
irregularities should also be brought to the notice of the Government. The Head of the
Department/controlling authority is expected to arrange the replies to the local audit
reports from the head of office which is to be forwarded to audit with his remarks
within one month from the date of receipt of the report in his office.

4.9  After issue of local audit report, a report indicating the following points should
be put up for the Branch Officer’s orders for filing of the local audit report:-

(1) Whether all the vetting remarks have been complied with;

(11) Whether all paras likely to be developed into Draft Paras have been noted in
the register of Probable Draft Paras;

(111))  Whether all paras have been noted in the Settlement Register;

(iv)  Whether items to be held under objection have been noted in the Objection
Book;

v) Whether individual contributions have been noted in the Register of
Contribution;

(vi)  Whether all the review notes of previous local audit reports have been
examined and letter issued to the Department and
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(vii)  Whether all the entries have been made in Register of Test Check.

The date of filing of the local audit reports should be indicated in the Register of
watching receipts and issue of local audit reports.

4.10 Register/Returns required to be submitted to the Accountant General from time
to time is indicated in Appendix-III.

4.11 Returns to be submitted to the outside authorities are mentioned in Appendix-
IV.

4.12 Returns/Registers to be submitted to the Group Officer are mentioned in
Appendix-V.

4.13  Returns to be submitted to the other sections are mentioned in Appendix- VI.
Audit Report

4.14 The work of State Revenue Sector Audit Report will be done in R.S.R. Cell. In
respect of objections exceeding Rs. 10.00 lakh, a factual statement shall be attempted
by the section concerned for approval of Group Officer. In attempting the factual
statement, various instructions issued by the Central Office from time to time shall be
kept in view. The factual statement shall then be processed in R.S.R. Cell and shall be
approved by Sr. Deputy Accountant General and returned to concerned section. The
factual statement shall then be issued by the section concerned under signature of
Group Officer.

From 1.04.2010 Factual Statements will be issued immediately after issue of
Inspection Report (Office Order No. 7A Dt. 3.03.2010 ).

4.15 After expiry of 4 weeks from the issue of Factual Statement if no reply is
received or if reply is received before that time limit, R.S.R. Cell shall consider
preparation of the Draft Para. After approval of the Accountant General, Draft Para is
issued. The same shall be issued by name to the concerned Secretary to the
Government and the Head of the Department for their replies within two weeks of the
issue of the Draft Para.

4.16 The Draft paras shall be sent to Central Office for approval in Chapter form
signed by the Accountant General. Every effort should be made to incorporate the
reply of the Government/Department in the para at the draft stage/final stage.

4.17 The translation of the Audit Report in Hindi should be so organized and
arranged that the printing of Audit Report in Hindi is done simultaneously with the
Audit Report in English to keep up the overall schedule of printing and presentation of
Audit Report.

4.18 The printed report (both English & Hindi) would be countersigned by the
Comptroller and Auditor General of India. After countersignature, action would be
taken for its presentation to the Legislative Assembly at the earliest opportunity, when
the Assembly is in session.

15



4.19  After presentation of the Report to the Assembly the R.S.R. Cell shall keep in
readiness to assist the Public Accounts Committee in discussing the Audit Report by
preparing necessary key statements and briefs of the paras, after taking into account
the comments/replies of the Department.

4.20 A brief note of discussion on the paras by the Public Accounts Committee
shall be prepared by R.S.R. Cell, so that the discussions held in the Committee could
be properly vetted in R.S.R. Cell. Final recommendation of Public Accounts
Committee shall be watched by R.S.R. Cell.

421 The headquarter concerned section is also required to scrutinize all
Government orders and notifications, departmental circulars and instructions received
on the subject. Copies of such instructions which require immediate action should also
be supplied to the local audit parties. The copies of circulars etc. which are not
immediately required should be given to RSA-I for passing on to the parties as and
when they come to headquarter. If any issue is to be taken up with the
Government/Department, it should be referred promptly and pursued vigorously.
Headquarter sections will also go through the Audit Reports of various states in
respect of various taxes and render guidance to the parties regarding the various types
of irregularities, where necessary.

4.22  The orders sanctioning writes-off of demands should be scrutinized to see
(1) That the write off is sanctioned by competent authority;

(11) That the circumstances in which the loss arose did not indicate serious or
willful neglect;

(ii1))  That adequate steps were taken before deciding that recovery was impossible
and

(iv)  That the loss was not occasioned by any defect in the procedure or system or
by any failure to observe prescribed rules or statutory provisions or by
defective supervision on the part of the higher administrative officers.

4.23  Period of preservation of revenue sector audit record in respect of different
categories of records is mentioned in Appendix-VII.
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4.24  To avoid delay in issue of draft Inspection reports following time schedule has
been fixed:-

Item of Work No. of days

1. | Receipt of the Inspection Report from the date of 5 days
completion of audit (Dispatch by party one day
and time taken by Post Office 4 days)

2. | Time taken for submission by head office section 4 days
(one day for diary & note in progress register,
one day for review by section and two days for
vetting by Assistant Audit Officer

3. | For approval by Audit Officer and Group Officer 2 days
4. | For typing and issue of Report (6 days for 9 days
Typing and two days for comparison and one
day for dispatch)
Total Mandays 20 days
Probable Holidays 10 days
Total Time 30 days

(Group order 3/2000 dt. 22.3.2000)

17



CHAPTER -5
WORKING OF FIELD PARTIES

Audit Program

5.1 No variation is allowed from the programme approved by the Group Officer.
Wherever an extension in the period of audit is considered absolutely necessary by
field parties, request for the same explaining the circumstances, through the Sr. Audit
Officer/Audit Officer (Inspection), should be sent well in advance for approval of
Group Officer. However, when curtailment/extension is required in public interest, at
concluding stage of audit and prior approval is not possible, the headquarters should
be informed by telephone/fax followed by a letter. Besides the specific instructions
given in the succeeding paragraphs, the general instructions (regarding the conduct of
audit, drafting and discussion, issue and disposal of local audit reports) issued by the
Comptroller and Auditor General of India from time to time shall be observed.

Weekly Diaries

5.2 Every Assistant Audit Officer and Sr. Auditor/Auditor of the field parties is
required to maintain a diary wherein entries regarding attendance, work done, etc.
should be made daily and the weekly entries thereof are to be copied in form SY-324
and sent to RSA-I section at the Headquarter on every Monday duly countersigned by
the Assistant Audit Officer/Audit Officer. These diary extracts should give sufficient
details of work done e.g. the number of assessments checked, number of memo’s
issued and any other incidence etc. to facilitate their scrutiny and review at the
Headquarters section.

Procedure regarding local audit of various tax offices

53 On the first day of local audit the Assistant Audit Officer should get a list of
assessment cases (to be checked) prepared during local audit for various items of
check keeping in view the quantum of audit prescribed by the Comptroller and
Auditor General of India from time to time. The Selection list/Duty list should be
approved by the Supervising Officer, when he joins the party. A detailed scrutiny of
assessment cases record, to be checked should be undertaken by Sr. auditor/Auditor,
Assistant Audit Officer and Supervising Officer according to the allocation of work. It
should, however, be ensured that all cases of huge turnover and important nature are
checked by the Assistant Audit Officer or the Supervising Officer as prescribed by the
Comptroller & Auditor General of India and distribution/allocation of work should be
done between the various members of the party keeping in view the instructions issued
from time to time. When any irregularity or mistake is noticed the same should be
immediately brought to the notice of the concerned officer by issuing an ‘Audit
Memo’. The Officer concerned should also be requested to offer his comments on the
memo and return the same within three days.

18



5.4  Utmost care should be exercised in drafting the Audit memo and the local
audit report in temperate language. These should be courteously worded and should
not be indicative of any direction to the departmental officers for recovery of dues or
for payment or refund of claim or ask for write off or for imposition of penalty etc. It
should only bring out the omission that appeared to have occurred and request the
departmental officers to verify the audit observations and to take action as deemed
necessary, under intimation to audit. The tax involved may be mentioned specifically,
whenever possible. In respect of cases, where defects are noticed and objection taken,
the selection list, the title sheet and other primary records of local audit should be sent
to the Headquarters Section. Whenever, any Statistical information is incorporated in a
para it should invariably be subjected to independent check by the inspecting staff.

5.5  The local audit report should be prepared/finalized by the supervising/
inspecting officer from the reports submitted by the members of inspection parties, in
the form of material for inclusion in the report based on the actual work done,
questionnaires/audit memos issued by them taking into account the replies from the
department thereto. The draft report should be discussed with the departmental officer
concerned and it should be got signed by him.

5.6  The Local Audit Report should be prepared in the manner and format
prescribed in Compliance Audit Guidelines (Chapter-VI) and Guidance Note issued
by the headquarter on 23 August 2017 (Appendix-IX).

5.7  Outstanding paras of the previous inspection reports should be examined in
detail. Omnibus paras regarding maintenance of records and other procedural
irregularities should be dropped from all the previous report by incorporating the latest
position in the Current Inspection Report and facts should be mentioned in the review
sheet of the previous inspection report. In case of persisting irregularities the fact may
be mentioned in the para of the current inspection report stating that the irregularities
were pointed out in Inspection Report for the year .......... in para .......... , but the
irregularity has not been set right. The review sheets of the previous inspection report
should further detail the verification of the compliance made by the department in
respect of all the paras settled by Headquarters indicating the latest position of other
outstanding paras together with suggestions. Mention of non-production of records
should be made in the draft local audit report giving specific reasons for such non-
production.

5.8-1 Audit memos will be issued by the parties as soon as the point is noticed
and it should not be allowed to accumulate and issue the same at the end of
the audit programme. After the issue of the audit memo the party should
pursue with auditee and insist them to furnish reply. Each point raised
should be discussed, based on the replies on the concluding day of the
audit. In case discussion is not possible a note to this effect will be kept in
the file.
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2. Rough sheets of work done by each member of the party should invariably
be made by members so to enable headquarter office to verify the work
done by each party.

3. Date of distribution of work, completion of work should invariably be
given in the distribution of work.

4. Proper documentation of work done

It will be responsibility of the SAO/AO and/or Party in-charge to ensure
that proper documentation of the audit work conducted at auditable units is
maintained for review by Headquarter Section/Group Officer.

It should, besides other important details as prescribed under MSO
(Audit)/Compliance audit guidelines/Performance audit guidelines,
definitely include details of sampling conducted w.r.t. total number of
records created during the period of audit, number checked by the party
and number of records where objections were seen.

59 Questionnaire containing important points of general nature to be looked into
during local audit is given in Appendix-VIII.

5.10  List of Important Group Orders and Circulars is given in Appendix-XI.
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CHAPTER -6
MAIN FEATURES OF COMPLIANCE AUDITING GUIDELINES

6.1 Introduction

CAG’s Regulations on Audit and Accounts, 2007 recognised compliance audit as
distinct stream of audit. Comptroller and Auditor General of India issued
Compliance Audit Guidelines in February 2016 which lay down the principles,
approach and processes for regulating compliance audits within the Department. The
guidelines reorient the planning process by instituting a top down, risk based and
department centric approach and aims to instil the process rigour in audit
implementation. The guidelines also provide clarity on reporting and follow up
processes.

6.2  Audit Mandate
The audit mandate of IA&AD is derived from the Articles 149 & 151 of the
Constitution of India. The statutory position is established under the CAG’s
(Duties, Powers and Conditions of Service) Act, 1971. CAG’s Regulations on
Audit and Accounts, 2007 provides appropriate guidance on the various audits
undertaken by IA&AD and Chapter 6 of the CAG’s Regulations on Audit and
Accounts, 2007 contains specific guidance on compliance audit.

(Paragraph 1.4)
6.3 Compliance Audit Process
Compliance audit process has been divided into following parts:

1. General Principles and Annual Compliance Audit Plan
2. Planning Compliance Audits
3. Performing the Audit and Gathering Evidence
4. Evaluating Evidence and Forming Conclusions
5. Reporting
(Compliance Auditing Guidelines Chapter 2 to 6)

6.4 Compliance Audit Plan

6.4.1 Audit Universe

To implement the mandate entrusted to CAG by the Constitution of India, we are
expected to cover, over a reasonable period of time, all the sectors/departments of the
concerned State Governments/Central Government wherever public funds are spent or
revenues are generated or nation’s wealth or resources are utilised. While the various
departments/sectors are accountable for policy formulation and implementation, the
organisational hierarchies within each Department/sector are typically organised as

Directorates/Commissionerates, zones, divisions, circles, ranges etc., and further
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down to the last mile implementing agencies. All these units together implement the
Government policy and expend public money or collect public revenues and can be
called as the audit universe.

This Audit universe is required to be broken down into audit units for the purpose of
planning and scheduling audits. (Paragraph 3.2)

6.4.2 Apex Auditable Entities and Audit Units

The Department/Sector in the State Government or the Central Government being the
top layer would be defined as the Apex Auditable Entity. Since policy formulation
and oversight flow from the Departments/Sectors (Apex Auditable Entities) and
responsibility for implementation of schemes/programs vests with the lower
formations of the Government (Directorates/Commissionerates/Zones, Divisions,
Circles, Ranges etc.) a significant portion of the risk is embedded in these layers. The
top down approach for identification of Audit Units mentioned in these guidelines
therefore envisages that Audit hierarchies of the Apex Auditable Entity and fanning
out to operational units at the field level.

An Audit Unit is defined as a unit, which has one or more of the following attributes:
e substantial devolution of administrative and financial powers;
e functional autonomy; and
e operational significance with reference to achievement of objectives of the
apex auditable entity.

After determination of Audit Units based on the aforesaid parameters, the
organisational hierarchies and implementing agencies below the Audit Units are to
be categorised as Implementing Units. The Implementing Units are typically the last
mile service providers and implementation arms of Government, with very limited
delegation of financial and administrative powers. These Implementing Units
would be audited, based on a sample selection, as a part of audit of their
respective Audit Units.

Preparation of audit universe by defining Apex Auditable Entity and Audit Units in
terms of these guidelines would be carried out by the respective Accountants General
in field offices.

(Paragraphs 3.4 to 3.7)
6.4.3 Risk Profiling
The risk based approach to planning compliance audits is about focusing audit efforts
on the perceived high risk areas/activities. Risk profiling of the Apex Auditable
Entities and their Audit Units has to be done considering their structures, roles they
are expected to perform and compliance requirements.

The risk assessment methodology should include a review of the following:
. Current Budget

. Annual/Performance/Activity Reports of Departments and other
information on Government websites
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. Major policy announcements/initiatives of Government

. Past audit coverage

. PAC suggestions

. Court orders

. Audit Advisory Board suggestions

. Reports of Legislative Committees

. Changes in legislation

. Past Audit findings/Inspection Reports
Media reports

Trend of receipts
(Paragraph 3.11)

6.4.4 Preparing Annual Compliance Audit Plan
Based on their risk profile, the audit units should be prioritised for planning and
conduct of compliance audits. It must be the endeavour of the field offices to ensure
coverage of all Apex Auditable Entities in a reasonable period of time, between three
to five years.

The formulation of annual Compliance Audit Plan would therefore require:

a. Updating the Audit Universe.

b. Applying risk assessment methodology to the Apex Auditable Entities for
arriving at risk profile of the Apex Auditable Entities and Audit Units under
these entities.

c. Preparing the annual Compliance Audit Plan by selecting audit units after
considering available audit resources. This would include a risk based
selection of Apex Auditable Entities and an appropriate sample of audit
units at various hierarchies and implementing units within each Apex
Auditable Entity.

(Paragraph 3.12 to 3.14)

6.5 Planning Compliance Audits
6.5.1 Individual Compliance Audit Plan

A compliance audit has to be planned in a manner which ensures that a high quality
audit is carried out in an economic, efficient and effective way and in a timely
manner.

After the preparation of the annual Compliance Audit Plan, the process of planning
for individual compliance audits commences. This includes preparing the audit
strategy and an audit plan. The plan for the identified apex auditable entity would
include:

e Description of selected audit units;

e Sample selection of implementing units under the selected audit units;
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e Extent of audit in each selected unit;

e Timing of audit;

e Formation of audit team/s (in case more than one audit team is needed for the
auditable entity);

e Assignment plan detailing the duties of the audit team members;

e Planned audit procedures; and

e Potential audit evidence to be collected during the audit.

Both the overall audit strategy and the audit plan should be documented in the
audit file.

6.5.2 Compliance Audit Objectives for Tax receipts
e Verify whether assessments were in accordance with the relevant tax laws and
rules thereunder.
e Verify whether the assessed demands were collected and properly accounted
for.

6.5.3 Planning audit procedures

Compliance audit procedures in general involve establishing the relevant criteria
and then measuring the relevant subject matter information against such criteria. For
this, auditors should prepare a Compliance Audit Design Matrix for the identified
Apex Auditable entity in the following format:

Audit Audit Audit criteria | Data collection | Audit
objective/Sub questions  on and  analysis | evidence
objective selected method

subject matters

6.6  Reporting Compliance Audits
6.6.1 The Inspection Report

Report of an audit unit should provide a perspective of the unit level
compliance and may comprise the following parts:

Part I — Introduction

This part may commence with an overview of the Audit Unit and may provide its
functional/geographical jurisdiction, budget, financial performance and a perspective
of the relative significance of the unit in the overall hierarchy of the department in
pursuit of organization goals. This may be followed by a brief explanation of the
scope of audit, the sampling procedure followed and the audit sample, subject matter
selected and the source of criteria. It may indicate that the audit has been conducted
in accordance with the applicable Auditing Standards of CAG.
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Part II — Audit findings

This part shall contain all findings — both positive and negative findings that pertain
to the Audit Unit and may be arranged in two distinct parts-Part IIA and IIB — the
first part comprising significant audit findings relating to evaluation of the
regularity related subject matter(s)/specific subject matter(s) and propriety related
subject matters and the second part-Il B comprising other incidental findings
relating to both regularity and propriety aspects. The audit findings should be
organized in decreasing order of materiality and significance, if possible.

As per the hqrs group order No. 1 dated 05.05.2015 objection with a tax effect of
Rs. 10.00 lakh and above which are likely to develop into draft paras for inclusion in
Audit Report will be included in part IT A.

Part 111 — Follow up on findings outstanding from previous reports
This part may indicate the progress of settlement of audit findings outstanding from

previous Inspection Reports and list out the findings that continue to be outstanding.

Part IV- Best practices
Any good practices or innovations, if noticed, during the course of audit may be

mentioned.

Part V — Acknowledgement
This part may contain the acknowledgement of the extent of Audit Units

cooperation in all matters including production of records called for in Audit. It
may also contain details of persons holding the leadership positions in the Audit
units.

Guidance Note containing format of new title sheet and matrix for vetting for vetting
for Inspection Reports forwarded by the headquarter office is given in Appendix-IX.

Revised format of Inspection Report is given in Appendix-X.

The responsibility of drafting the Inspection Reports shall vest with the respective
audit team and that of review and approval with the respective Group Officer.

6.6.2 Departmental Appreciation Note

A Departmental Appreciation Note may be issued to the Apex Auditable
Entity (Department/Sector) where a specific subject matter has been selected to
assess the extent of compliance from a departmental perspective or the
Accountant General intends to draw attention of the executive towards system
weaknesses etc.

The Departmental Appreciation note may comprise the following features:
o Title
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e Introduction
e Objectives and scope
e Audit findings
e Conclusion
e Acknowledgement
[Para 6.7 to 6.9]
6.6.3 Compliance Audit Report
The Compliance Audit Report represents the last phase of reporting the results of
compliance audits and shall feature significant audit findings which require the
attention of the legislature and other intended users including the public at large.
[Para 6.10 to 6.12]
6.6.4 Follow up
A follow up process facilitates the effective implementation of corrective actions and
provides useful feedback to the Apex Auditable Entity/audit units and at the same
time facilitates the auditors to plan future audits.
[Para 6.13]
6.7 Guidance Note
6.7.1. For achieving the objectives of Compliance Auditing Guidelines and improving
the quality of Inspection Reports a Guidance Note was issued by the headquarter
office on 23 August 2017. The guidance note contains the specific procedures that
determine the efficiency and effectiveness of compliance audits, which should be
followed in all compliance audit assignments in the following four sections:

6.7.1.1 Planning compliance audits:
For better prioritization of the Auditable Entities and quality Annual Audit Plans and

enable identification of focus audit efforts on the perceived high risk areas/activities,
following procedure is proposed:

(1) Data Analytics

(2) Maintenance of Guard file

(3) Desk Review

(4) Planning audit procedures

(Annexure I: Format for planning audit procedures)

6.7.1.2 Conducting audits:
The audit procedures that should be followed to achieve better process outcomes are:

(5) Interface with Headquarter and

(6) Certification of field audit process

6.7.1.3 Reporting results:
The Guidance Note prescribes procedure for the following:
(7) Presentation of Draft Inspection Report (Annexure II: Title Sheet)
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(8) Vetting of Inspection Reports (Annexure III : Statement showing the
classification principles for categorization of Inspection Reports)

(9) Grading of Inspection Report

A process scoring methodology and grading matrix of Inspection Reports is
adopted (Annexure IV: Matrix for grading the Inspection Reports)
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Appendix-I
(Refer to para 4.1)

Distribution of work between Headquarters sections of Revenue Sector Audit
Wing

S. | Name of Particulars of work dealt with
No. | section

1. RSA-I | Preparation and execution of Annual Audit Plan, posting and
transfer of staff within wing, audit programmes, issuance of
Group Orders, consolidation and submission of returns and
reports, correspondence with Headquarter office/other offices,
Verification of T.A. Bills, weekly diary abstract and other
ancillary general administrative matters.

2. | RSA -II | Matter concerned with Value added tax (VAT) and GST.

3. | RSA -III | Matters concerned with Land Revenue, receipt from Mines
and minerals, Petroleum, Collector (Misc.), Patwar Training
Centres, Settlement Department and State Directorate of
Revenue Intelligence.

4. | RSA -1V | Matter related to Taxes on Motor Vehicles and State Excise.

5. | RSA -V | Matters related to Stamp Duty and Registration fee.

0. R.S.R. | All work concerned with preparation and finalisation of Audit
Cell Report on State Revenue including its discussion by the Public
Accounts Committee.
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Appendix-1I
(Refer to para 4.1)

Duties of headquarter staff

The main duties of State Revenue Sector Audit Sections are:-

1. To prepare tour programmes of the inspection parties.

2. To issue intimation to the offices concerned.

3. To vet the inspection reports received from the inspection parties and to check
them before submission to Group Officer.

4. To maintain a register of audits showing the commencement and the
completion of audit and the date of issue of inspection reports, to issue further
remarks, if any, with a view to watch the receipt of replies to the reports and
their disposal.

5. To scrutinize the replies to the inspection report, issue further remarks, if any,
or take any further action on the same until all the points raised in the reports
are finally settled.

6. A register of contribution will be maintained in all RSA sections in the
following proforma and entries will be made therein on the basis of the vetting
remarks in respect of contribution made by the Audit officer/Assistant Audit
Officer/Sr. Auditor/Auditor in Inspection Reports:

Proforma

SNo............ Name .........co.eneee. Post ..o Party .............

Name of | Period of | Para | Brief Contribution of | Signature of | Signature

Department | Inspection | No. Particular | Government Sr. Audit | of Sr.

of para Servant Officer4/Audit | DAG/DAG
Officer

7. A register of weekly diaries will be maintained and submitted to Senior Deputy
Accountant General (RSA) showing the abstract of weekly diaries of
Inspection parties and to issue reminders to them in case of non-submission.

8. To examine the traveling allowance bills & transport allowance bills of

Inspection parties with their programmes and to pass them on to Establishment
section.
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9. To issue sectional orders, whenever necessary and to distribute office orders,
circulars, gazette notifications etc.

10. To dispose all general questions relating to state revenue.

11. To prepare monthly arrear reports of arrear in the group.

12. To submit and issue all returns on due dates and to maintain Calendar of
Returns.

13. To circulate the digest of important and interesting cases for guidance of the

local audit parties.

14.  To prepare department wise half yearly statement showing the name of the
officers which have failed to clear objections, the number of such objections
and period for which such objections have been outstanding with each office.
This statement after having been perused to the Administrative Department of
the State Government with a view to enabling it to ensure that necessary action
being taken by the officers under it to settle the outstanding objection
expeditiously.

15. Furnishing of returns and statements required by the office Establishment
section regarding establishment and staff of the RSA.

16.  Arrange to reply/information regarding evasion of the receipt to other states
and also to be sent for examination to other states.

17. To maintain the casual leave account of field staff.

18. A system in all the groups for reporting of contact telephone numbers by every
audit party in field to its respective section. A register for recording contact
numbers is maintained by RSA section in following manner:-

S. Party | Programme | Date of Name of person | Phone | Date of | Remarks
No. | No. of Party commenceme | who inform the | No. inform | if any
nt of audit Phone No. ation

The above register will be submitted to Deputy Accountant General every month.
(Ref. A.G.(Audit)-1I/PA/104 dated 29.8.2002)
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Appendix-III

(Refer to para 4.10)
List of Registers/Returns to be submitted to A.G.
Name | Name of Periodi- | Due Date To whom | Authority
of Return/subject city due
sectio
n
2 3 4 5 6 7
RSA-I | Yearly Target report Annual 5t February A.G.
on achievement on
Tentative Target fixed
RSA-I | Yearly Target Annual 10" of April A.G.
achievement and target
fixed for next year
RSA-I | Preparation & Annual 16" of February | A.G.
submission of
statement showing
quantum of work for
next financial year.
RSA-I | Yearly Target report Annual 5% February A.G.
on achievement on
Tentative Target fixed
RSA-I | Yearly Target Annual 10 of April A.G.
achievement and target
fixed for next year
RSA-I | Reports on Target and | Annual 15™ April A.G. 47/3/ Audit/192-94 dated
Achievement 31.10.94 & A.G.
Sectt./TR-964 dated
26.03.2010
RSA-1 | Preparation Annual 16" of Feb. AG 0O.A.D. Manual
submission of
statement showing
quantum of work
(Local Audit) for next
Financial year Annual
Skelton program.
RSA-I | Quarterly reports on Quarterly | 15" of April, A.G. A.G.(Au)-11/243/
NIL IRs July, October 21.9.2000
and January
RSA-I | Target and Quarterly | 7" of April, A.G. No. 150- CA-II/
achievement July, October Cordn/MISC/2002-
and January 03/32/2003 dated

13.2.2006
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10 | RSA- | P.D.P. Registers Quarterly | 15th of April, A.G. RSA-1/11073/36/
IT, 111, July, October & 88-89/K-560/96/
v, v January Cal.R/653  dated
21.8.1999 read with
RSA-I Group Order No.
9 dated 7.10.10
11 | R.S.R. | Register of Quarterly | 15" of April, A.G. 0.0. No. AA-
CELL | examination of Audit July, October II/PAC/B/GF/Vol-1II
Report by the PAC and January dated 25.6.1979
13 | R.S.R. | Quarterly Report on Quarterly | 15% of April, A.G. 0.0. No. AA-II/PAC/K-
CELL | verification of July, October Rep/ IV/ Assembly dated
Government Reply to and January 16.3.1978
PAC on Audit Reports
14 | RSA-I | Report regarding NIL | Quarterly | 5th of April, A.G.
report July, Oct. and
January
15 | RSA-I | Result of Audit and Quarterly | 5th of April, A.G.
Registration of July, Oct. and
Objection statement January
16 | RSA-I | Objection statement Quarterly | 15% of April, AG. CAG Cir.365/ dt. 24.8.09
showing results of July, October
Audit and January
17 | RSA- | Quarterly return on Quarterly | 15T OF April, A.G.
IL, III, | paras above Rs. 1.00 July, October
IV& lakh disposed by the and January
v approval of Group
Officer
18 | RSA-I | Monthly State of work | Monthly | 10% of every AG. G.D. manual file No.50
month
19 | RSA-I | Prompt issue of L.R. Monthly | 7% of each AG. CAG/823-A(AP)/109-
month 95/3.11.1995 & CAG
No. 125/Audit (AP)/109-
95 dt. 2.8.04
20 | R.S.R. | Register of ATN’s Monthly | 10" of every A.G. AG(E&RSA)/Sectt./2017
CELL | PAC recommendation month -18/K-85/TR-602 dt.
8.1.2018
21 | RSA- | Short comings found Monthly | 20th of each A.G. RSA —1 Group order No.
ILILIV | in vetting of IR month 6 dt. 9.3.10
&V
22 | RSA-I | Monthly Arrear Report | Monthly | 10% of every A.G.
month
23 | RSA-T | Submission of Monthly | 10" of every A.G.
contribution of field month
parties
24 | RSA-I | Report on NIL major Monthly | 5" of every A.G.
objection month
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Appendix-1V

(Refer to para 4.11)
List of returns to be sent to CAG’s office or other authorities
S. | Name | Name of Due date Periodicity | To whom Authority
N. | of Returns/Subject due
section
1 2 3 4 5 6 7
1 | RSA-I | Audit Planning Date fixed by Annual C.AG.
the hqrs.

2 | RSA-I | Maintenance of 30™ June and Half yearly C.A.G. CAG Cir. No.
Register on Audit | 31% December 11/31.5.1991
achievement

3 R.S.R. | Draft Review 15 June Annual C.AG. CAG DO No. 35-RSA/

CELL 3(1)/2010 dt. 19.3.10
4 | R.S.R. | Draft Chapter 15" June Annual C.A.G. CAG DO No. 35-RSA/
CELL 3(1)/2010 dt. 19.3.10
5 | RS.R. | Bond Copy Within 3 weeks | Annual C.AG.
CELL after approval of
material at
S.No.6&7 above
6 | RS.R. | Information on 7t April Half yearly C.A.G. CAG No. 239-
CELL | discussion of 7" October Rep(S)/32-91 dt.
Audit Reports 28.2.1992 and No. 487-
RSA/13 (1)/99 dt. 25
Oct. 1999
7 | R.S.R. | Recovery at the 15t of April, Quarterly C.A.G. Circular No. 1 of 2007
CELL | instance of Audit July, October No. 244-RSA/ 3
and January (1)/2007 dt. 30.3.07

8 | RSA-1 | Revised system of | 5 May Annual C.A.G No. 32 Audit (PPU)/
Assessment of 14-2008 dated 8 May,
performance audit 2009 and No. 40/ (PPU)
offices. / 14-2008 — II dt. 27

May, 2009

9 | RSA-I | Revise system of 15% of May Annually CAG
assessment of
audit offices

10 | RSR Information and 15" April & 15" | Half yearly | CAG

Cell discussion of October
Audit Report by
PAC
11 | RSR Need to indicate the| Immediately Yearly LS. wing in
Cell date of laying of after placement the
Audit Report in the | of report in headquarter
Parliament Legislature
Legislature
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12 | RSA-II | Information of 31 May Half yearly A.G. (Au)- No. 1538-REC
important and 30" November II, West A/TV/12(xvii)/ 90 dt.
interesting cases Bengal, 31.12.90
noticed in State Kolkata
Revenue Wing

13 | RSA- Information of 31 May Half yearly A.G.(Audit) | CAG/K/153/

I important and 30 Nov. II Rec/2/xvii/
interesting cases Mabharashtra | dated 13.12.90
noticed in State and
Revenue Wing Karnataka

14 | RSA- Information of 31 May Half yearly A.G.(Auw)-II, | Cir.No.14 of 1991

v important and 30" November TamilNadu, | No.661/
interesting cases Himachal Rec/A-1V/12/
noticed in State Pradesh, XVII/90 dated
Revenue Wing Uttar 16.2.1991 and Circular

Pradesh, No. 13 0of 1990 No.

Andhra 1538/Rec. A. IV/12

Pradesh (xvii)/90 dt. 13.12.90
15 | RSA- Information of 31 May Half yearly A.G.(Au)-II, | Cir.No.13 letter

v important and 30" November Punjab (S/R) | No.1538 Rec/A-1V/12/
interesting cases xvii dated 13.12.90
noticed in State
Revenue Wing

16 | RSA-I | Compendium of Istof April July | Quarterly PD (NR)
all important Oct & January Knowledge
orders/circulars/ Centre O/o
court orders the CAG
related to Revenue
Sector
17 | RSA-II | Important and 315 May and Half yearly A.G. West Cr. No. 13 letter 1538

&V Interesting cases 31* November Bengal & RECA-IT RA-VIII dt.
noticed during A.G. Punjab | 21.12.90
audit

18 | RSA- | Annual 25" October Annual Secretary Cir.No.6 of 1987 &

II, I1I, | performance Finance CAG No.293/A-

IV& report of Rajasthan 11/2/XVIIl/84

v outstanding IR’s Government. | dt.3.4.1987
and Paras
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Appendix-V

(Refer to para 4.12)
List of Registers/Returns to be submitted to Group Officer
S. Name of Name of Returns Due date Periodicity | To Authority
N. section /Subject whom
due
1 2 3 4 5 6 7
1 RSA-I, 11, III, Calendar of Return [Ird Tuesday IIIrd Group Para-1/GD
IV, V & RSR Tuesday Officer | Manual/Chapter-8
Cell
2 RSA-IL III, IV, | Contribution Register | Monthly 10" ofeach | Group | AG (C & RA)/ Sectt./TR
\Y% month Officer | 448 Dt. 25-9-07
3 RSA-IL III, IV, | Register of Impact of | ' of Every Monthly Group | A.G./C&RA/CRA/Sectt./
V & RSR Cell Audit month Officer | 2010-11/TR 543 dt.
18.2.2011
4 RSA-L II, 111, Register of Good and | 10" April and Half yearly | Group | F-166/AO/OE/75-
IV, Vand RSR | Bad work 10™ October Officer | 76/117-44 dt. 17.1.97
Cell
5 RSA-IL I, IV | Register of important | 15" of every Monthly Group
&V and interesting cases | month Officer
6 RSA-IL, III, IV | Objection Book 5t of every Monthly Group
&V month Officer
7 RSA-IL III, IV | R.T.C. Register 10" of every Monthly Group | Group Order No. 38/87-
&V month Officer | 88 st. 7.8.88
8 RSA-IL IIT, IV | Settlement Register 15% of every Monthly Group | Misc. Corres. 36 dt.
&V month Officer | 1.8.86
9 RSA-IL III, IV | P.D.P. register 10" of every Monthly Group | RSA 11011/36 88-89
&V month Officer | 1566 Vol. 1dt.21.3.83
10 | RSA-IL III, IV | Progress Register 15t and 3rd Fortnightly | Group | RSA-I/order no.3/2000
&V Monday Officer | dated 22.03.2002 RSA-
1/F4/77-78 dated
10.06.1982 &
RSA-I/TR-117 dated
12.02.1978 read with
RSA -1 Group Order
No. -9dt. 7.7.10
11 RSA-IL III, IV | Recovery Register 5% of Every Monthly Group
&V month Officer
12 | RSA-IL III, IV | Memo Register 15" of Every Monthly Group
&V month Officer
13 | RSA-IL, II, IV | Index Sheet Point 10 of Every Monthly Group
&V Register month Officer
14 | RSA-IL IV Register of Record 5% of April, Quarterly Group
July, Oct. and Officer
January
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15 | RSA-ILV Register of 20th of Bvery Monthly Group
deficiencies/importan | month Officer
t points noticed
during vetting
16 | RSA-II Compendium of Quarterly Group | Hgrs. 117/Cor/SRA/K
Court Judgment Officer | centre/14-15 dt. 28.9.15
17 | RSA-II ‘C’ Form Verification | 10" of every Monthly Group
Register month Officer
18 | RSA-II Register of deficiency | 20" of every Monthly Group
important points month Officer
during vetting of IR
19 | RSA-IV Register of Important | 20" of every Monthly Group
judgment of High month Officer
Court/Board
20 | RSA-V Register of 15" of April, Quarterly Group | Group Order No.2 dt.
Monitoring July, Oct. and Officer | 21.4.2011
Departmental action | January
21 RSA-V L.T.A.S. Register 15" of Every Monthly Group
month Officer
22 | RSR Cell Audit Achievement 10™ January Half yearly | Group | CAG no.451/RA-IV/13
Register and 10 July Officer | (1)90 dt. 13.5.91 and
SRA-I/Misc./2011-12 dt.
5.1.2012
23 | RSR Cell Register of Inspection | 5 of every Monthly Group | DO RSA-I/H-44/TR-139
of RSR Cell by month Officer | dt.28.8.1979
Group Officer
24 | RSR Cell Register regarding 10" of Every Monthly Group
outstanding objection | month Officer

of hqrs’s. inspection
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Appendix-VI
(Refer to para 4.13)

List of Returns to be submitted to other sections

S. | Name | Name of Periodicity | Due Date To whom due | Authority
N. | of Return/subject
section
1 2 3 4 5 6 7
1 RSA-I | Report on Civil suits Quarterly 7t of April, CCS CAG Circular No.
and writ petitions filed July, October NGE/96/87 No.
by serving/retired state and January 1083- I1C/48-87-111
employees dt. 11 Dec. 1987
2 RSA-I | Forwarding Quarterly 10th of April, | CCS No. 047/CPW/47/
Newspapers cutting July, Oct. and PC (states)/ 08-09
January dated 19.08.08
3 RSA. T | Quarterly report on Quarterly 5th of April, CCS Hgrs. letter No. 72-
Audit Quality July, Oct. and Audit (AP)/37-
Management Frame January 2008 dt. 4.6.09
work
4 RSA-I | Outstanding IRs, Paras | Quarterly 5% April, July, | CCS
and amount October and
January
5 RSA-I | Quarterly Units Quarterly April, July, CCS
Vouchers October and
January
6 RSA-I | Statistical Sampling in | Half yearly | 31 March and | Group Officer/
Audit 30 September | CCS
7 RSA-I | Items and amount of Half yearly | 15 August & CCS
OB 15 February
8 RSA-I | Report regarding non- Monthly 10" of every CCS
production of records to month
audit parties
9 RSA-I | Supervising visits by Quarterly 3rd of April, CCS CAG Circular No.
Group Officers July, October 23 Audit (AP)/236-
and January 95 dt. 17.3.2009
10 | RSA-I | Quarterly Progress Quarterly 15% of April, CCS. No. 150 CA-II/
Report on Target and July, October Coordn/Misc/2002-
Achievement of audit and January 03/32-2003 dt.
plan Settlement of 13.2.2006
outstanding inspection
report para
11 | RSA-1 | Performance Quarterly 10t of March, | CCS
assessment of field June,
audit offices September and
December
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12 | RSA-1 | IT Audit strategic sthof April | - CCS 213/431-I/IT Audit
plan/Audit of system July Oct & Strategic Plan
under development of January (2009-10) 2009
three stages dt. 3.7.2009

13 | RSA-1 | Placing of manual in Half yearly | 5" of June & CCS -
public folder December

14 | RSA-1 | Annual Progress Report | Yearly 5t of April CCS
on consolidation/
updation/revision of
local manuals

15 | RSA-1 | Role of Audit in Half yearly | 1st April & CCS
connection with Fraud October
& Corruption

16 | RSA-I | Computerisation of Quarterly 10 of April, EDP CAG Cir No. 454/
Reports on Action Plan July, October EDP/100.97/ dt.
items and January 18.9.97

17 | RSA-I | Report on complaint Quarterly 7% of April, Welfare CAG-D.O. No.
received from July, October 996-N1/25-88
serving/retired of and January dt. 6.6.89
LLA.&A.D.

18 | RSA-I | Submission of IRs in Yearly April Rajbhasha
Hindi Anubhag

19 | RSA-I | Quarterly report on use | Quarterly 5% April, July, | Rajbhasha
of Hindi October and Anubhag

January

20 | RSA-I | Quarterly compliance Quarterly 5% April, July, | ITAS
on progress of Director October and
Inspection report January

21 | RSA-I | Quarterly report Quarterly 15" April, Lib. & Trg.
regarding In-house July, October
training and January
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Appendix-VII
(Refer to para 4.23)

Period of preservation of Revenue Sector Audit Records

S. Category of record Period of preservation

N.

1. (a) Files dealing with the local | All Local Audit Reports of Annual units may be
audit reports finally closed if no | kept for a period of 5 (five) years from the end of
audit objection is outstanding. the financial year in which the local audit report is

first issued or till the settlement of all the paras of
local audit reports, whichever is later.
(b) File dealing with the local audit | In the case of biennial units, the period of
reports not yet closed (If the audit | preservation should be 6 (six) years from the end of
objections are still outstanding in | financial year as mentioned above or till the
the report). settlement of all the paras of Local Audit Report,
which ever is later.
In both the cases the records should be sent (after the expiry of period of preservation) for
destruction after careful scrutiny.

2. Policy files containing instructions Permanent.
of the CAG from time to time
regarding the preparation of
material for audit report (with
R.S.R.CELL).

3. Files dealing with material to be | Three years from the end of the year in which the
collected Dbeing collected by | Public Accounts Committee have issued the Report
outside parties for audit report. on the concern Audit Report.

4. Files dealing the material for Audit | (i) In regard to draft paras statement of under
Report on Revenue Receipts | assessment etc; as item 1 above.
already sent to CAG for approval
for inclusion in the State Audit
Report.

5. Files dealing with the various Permanent.
instructions and direction issued by
the CAG from time to time
regarding the scope of audit.

6. Digest of important cases. Permanent.

7. Digest of Supreme Court decisions | One year from the end of the year in which all the

cases included in the Digest have appeared in the
Tax Reporter etc.

(Based on CAG’s letter No. 639 Rev.A/329-68-1 dated 26.3.1969 addressed to all the

Accountant General).
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8. Audit Programme files Five years from the end of the year to which it
relates.
9. Clarification issued by | Till they are included.
Government
10. | Bulletins referred to in item 9 Permanent.
above.
Preservation Period:
Authority: CAW-1/GS/Old record/2003-04 dated 16.9.2003
S. Category of record Period of preservation
No.
L. Files related to dropped paras by 3 Years
the CAG office
2 Files and record related to dropped 3 Years
paras / PDP cases
3 Quarterly / Monthly Arrear report 3 Years
and other returns
4 Diaries, COR, TR and other 5 Years
registers (Draft Para, Agenda and
Minutes)
4 Files related to printing of Audit 8 Years
Report
1. Approved copy by CAG
2. Printing Index Files
5. Attendance Registers 10 Years
6. Other Registers (CL, EL, TA etc.) 5 Years
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Appendix-VIII
(Refer to para 5.9)

Questionnaire containing important points of general nature to be looked into
during local audit

I
1.

II.

Quantum of audit

Whether the quantum of audit and receipts and refunds as prescribed by the
Comptroller and Auditor General has been completed.

Whether a category wise list of assessments finalized during the period under
audit and these actually audited as per prescribed percentage has been prepared
and attached to the Inspection Report.

Whether documents/registers for selected month/quarter have been checked in
detail and general review of other months done.

Whether the figures of revenue realised during the year by the unit office has
been shown on the title sheet.
(Group Order No. 7 dated 9.8.1999)

Cash Book subsidiary Cash Book, Receipt Books etc.

Whether the Stock Register of receipt Books (GASS) etc. have been checked
with reference to issue notes, invoices etc. Annual physical verification of
stock of unused Receipt Books has been done and no shortages have been
noticed.

Whether the counter foils of used receipt Books have been received back and
are kept on record after ensuring that the amounts realised through them have
been credited to Government Account.

Whether all receipts during the selected month/months have been traced into
the subsidiary/main cash-books and remitted to Government accounts with in
the prescribed time and whether arithmetical accuracy of the selected month(s)
has been verified.

Whether all receipts during the selected month/months realised by the
inspecting staff and remitted to Government account through challans have
been verified with reference to original challans.

Whether in the case of tax dues realised by the inspecting staff on spot,
compounding fee in addition to tax due has been realised.
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II1.

Treasury verification

Has it been ensured that all the challans or remittances as per the Cash Books
have appeared in the original treasury accounts for the selected month(s) and
that the amount and classification are correct.

In respect of verification of credits in the tax ledgers of Motor Vehicle Tax and
General Index Register/demand and Collection Register for passenger and
Goods Tax and Sales Tax etc. and other registers such as Register of offences
and penalties, has it been ensured whether the following checks have been
exercised in respect of the percentage of audit prescribed: -

(a)

(b)

(c)

(d)

Whether a certificate of revenue credited to Government account each
month through treasury has been obtained from the treasury and a copy
thereof was sent to the Head of the Department.

Whether the total of the Revenue Collection Register for each month
agree with the total of the month’s treasury schedules and the amount
verified by the treasury officer. In case of differences whether correction
have been made in Revenue Collection Register after necessary
reconciliation.

Whether the dealing clerk who carried out the monthly reconciliation of
the Revenue Collection Register with the treasury records has recorded a
certificate at the end of totals of the month to the effect that he has fully
examined all the treasury challans of the month and the amounts shown
agree with the treasury records.

Instructions vide Group Order 2/99 dated 5.1.1999 issued to field staff
regarding verification of remittances. It was directed by Deputy.
Accountant General (RSA) that the field parties’ staff collect one month
remittance from auditee office and verify from treasury and if any
discrepancies were noticed should be communicated in the Inspection
Report. The verification to be done by the Sr. Auditor/Auditor posted in
the party. In case the Sr. Auditor/Auditor was on leave, it is the duty of
Assistant Audit Officer II to verify the remittance. In absence of
verification of remittances audit should be treated incomplete. It has been
personally ensured by Inspection Officer that Treasury verification has
been done satisfactorily during audit. In case the treasury office situated
at a place other than auditee office audit staff can make journey to that
station for verification work.

(Group Order 2/99 dated 5.1.1999)
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Appendix-IX
(Refer to Para 5.6 & 6.6.1)

Guidance Note containing format of new title sheet and
matrix for vetting for Inspection Reports forwarded by
the headquarter office
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Subject: Improving the quality of Inspection Reports

1 Introduction

-l

The broad objective of compliance auditing is to enable assessment of
whether the activities of audilkable entities are in accordance with the
autherities! geverning those entities towards expressing a conciusion
designed to enhance the degree of confidence of the intended users.

The Compliance Auditing Guidelines adopted by the Department
= e “nstittionzlises tha prosesses for planning, conducting, reporting and

follow up of compliance audits. The guidelines envisagés a top down, risk
based and department centric approach and aims to instil the process
» rigour in audit implementation towards achieving the objectives of

\3\?\ compliance 2uditing. The process rigour needs to ultimately enhance the

quality of Inspection Reports. This guidance note, therefore, i§ in

‘Rgﬂ"j’ furtherance of the Compliance Auditing Guidelines and is intended

¥ towards establishing the spedfic procedures that should be followed

) \P}ﬂ\ while planning, conducting and reporting the results of compliance
?‘vﬁb auditing through Inspection Reports. |

The guidance notes emphasises the need for effective plénningy including

!,O \ use of data analytics, prior to commencement of audit. Further, this
w-"“ " guidance prescribes a process based Title Sheet to accompany all Draft

3 1 Inspection Reports at the time of submission to field Headquarters, which
\g} - -inclades -certification of the audit process. The guidance note also
y .. “envisages benchmarking and grading the Inspection Reports to evaluate
N N their quality. The parameters and the scoring methodology address the
exxstmg and contemporary risks across the compliance auditing process.
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Sustained implementation would result in achieving better audit process
outcomes as well as contribute ¥o enhancing the quality of as<urance.

The procedures envisaged in this guidance note are generaiiv applicable
to all streams of audit. However, in order to address specific
circumstances that may exist in some field offices/audit streams, the
functional wings may, if necessary, suitably modify the application of
these procedures, the grading matrix or the Title Sheet.

Since this is an evolving precess, the mechanism envisaged in this
guidance note would be reviewed suitably in future after obtaining
feedback from all stakeholders - feld offices, functional wings, peer
review and Inspection wing.

I1 Essential procedures
The specific procedures that determine the efficiency and effeciiveness of

compliance audits, which should be followed in all compliance audit
assignments are described in the following four sections:

A) Planning compliance audits
B) Cond&ting audits

C) Reporting resulls
- D) Grading of Inspection Reports

'Planning compliance audits

Evidence based approach and the opportunities presented by data-
analytics need to be harnessed to integrate data from various sources and
formats to gain deeper insights, identify and analyse risk exposures of
entities as envisaged in the Compliance Auditing Guidelines. Use of IT
resources for data analytics is encouraged since this could obviate “the
need to visit auditable entities. The macro and micro level risk
assessments would lead to a better prioritization of the Auditable Entities
and quality Annual Audit Plans and enable identification of focus audit
efforts on the perceived high risk areas/activities. The procedures that
should be followed while planning compliance audits are:

1) Data Analytics; Data Analytics should be carried out by the Data

Analytics Group or Reports section, which involve the following steps:

| () Map (Identify) the relevant audited entity databases and third
party databases (Refer the Big Data Mana gement Policy)

(1) Collect the databascs

i) Analvse it as porodaty cralviic coidelines pehich s under

proparation b the headciane

"
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iv) The analytic results will beused as inputs for audit plan.
\ctivities at 51 nos (i) and (i) 2re primarily one-time excroizes which

will require periodic updating

2) Maintenance of Guard file A guard file should be maintained for

each auditable entity containing the legislations/rules/policies
Jorders that apply to the enbily, Finandal and Outcome budgets,
important long - term contracts/ MoUs and internal control
processes/ procedures instituted by the entity (internal documents). It
should also contain relevant sections of external overarching
documnents such as the Economic Survey, Finance Commission
Reports, Indian Public Finance Siatistics published by Government of
India etc that define the external environment and policy thrust in the
relevant sector. This guard file should be updated in every audit.

Desk review: The audil party (or alternatively the SAO/ AO in charge
of the audit partv) identified for audit of an individual entity (or a

‘lead audit party identified for coordinating the audit of a group of

entities) should carry out a desk review at Headquarters before
smBarking on an aundit. The rvieww should comprise a study of the
uard-file, data- analysis to determime the divection/ focus of aundit
and to identify records /transactions that are potentially error prone,
for verification in. the field. ldeally this can be synchronised with the
quarterly scheduling of audils, when audit of similarly placed entities
could be grouped/ schedvled simultanecusly (e.g. billing units/
schools /PWD units elc), so that focus areas/common focus areas
could be defined and pursued in audit. Use of data analytics at this
stage is recommended. While ordinarily a desk review needs to be

. carried out for gaining an understanding of the entity to be audited

i

‘and its focus areas, in certain cases, based on the cdontexi - size,
complexity, scale of audit, desk review as a distinct procedure may
ot be warranted. In such cases, specific relaxation should be obtained
from the concerned Group Officer, duly explaining the circumstances
and recording/ documenting the reasons for the relaxation, before
commencing the audit.

4) Planning audit procedures: Based on an understanding of the

individual entity (after the desk review), the SAO/AC in charge of the

audit party should prepare a plan of audit procedures for the specific
entity detailing the audit objectives, scope of audit, main focus areas for

audit and assignment 'plan ior the team members, which should be

R a : s |[E
approved by the respective Group Officer before the audit i
wadertakén A recommended lormat for planning audit procedures

S L
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selected, an audil design matrix 25 envisaged in the Compliance
Auditing Guidelines. should also be prepared.

Mandays required for the purpose of carrving out desk review and
planning audit procedures may be appropriately factored into the
annual audit plan to the extent required. It is expected, however, that
this would not adversely impact the overall andit covera ge.

B) Conducting aundits

During this process, monitoring the field audit parties and supervising
the quality of audit and documentation of the field audit work are the

most critical processes. The audit procedures that should be followed to
achieve better process outcomes are:

5) Interface with Headquarters: An effective two-way interface between "
field audit parties and Headquarters needs to be established during the
field audit process whereby Headquarters can effectively monitor the
field audit process and the audit parties can report on audit challenges
being encountered and aiso follow up on Headquarters directions. This
would involve the following:

& sl B Jogical solution siich as the OPTIMA. being impiemented in

: State AG (Audit) offices need to be leveraged to enhance the
quality and effectiveness of monitoring.

: (ii) Issues ‘emerging from Group Officer supervision should be
effectively followed up and reported. A format has been devised to
be provided by the field audit parry as part of the Titlz Sheet to the
Draft Inspection Report.

(i) Any systemic issue observed during audit should be
conimunicated to other parties carrying out similar audits to enable
- a holistic assessment across all audited entities.

6) Certification of field andit process: The SAO/ AD of the field audit

P party should certify that the audit process was conducted as planned
in accordance with the Auditing standards and Code of Ethics and that

documentation requirements have been adhered to. The certification

may be part of the Title Sheet that the field audit party submits along

with the Draft Inspection Report. The rewsea format of- the Title Sheet
is provided as Annexure IL

Q) 'Reportir)g results

Preparation of Draft Inspection Report and vetting of Inspection Reports e
are very crucial processes. As envisaged in tiie Compliance Auditing 7
Cuidelines) the findings in the Inspection Repost should be.prescnted in

dred Tart 1B
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comprising other incidental findings with best practices being separatelyv
highlighted. The vetting provess should have the same rigour as that

o v y
adopted for Draft Poaras. The following procedures should be adopted in
this regard:

7) Presentation of Draft Inspection Report:

(1) - Each para should dearly bring cut whether the deficiency/best
practice is an isolated case or it hasa systemic connotation.

(i) The paras should be drafted in an orderly manner by identifving
the criteria (both for regularity and propriety subject matters)
against which the subject matter'is being evaluated, describing the
condition (deviation from criteria as observed in audit), correlatin g
the cause of deviation and determines the effect of deviation. The
reply of the audited entity should be incorporated and audit
rebuttal / contention thereon should be ciearly presented.

(i) While reviewing paras outstanding from previous Inspection
Reports, in case of a continuing deficiency or a persistent
irregularity the audit team should identify systemic issues/control
deticiencies rather than routinely updating the para with latest

. i‘n—fannaﬁm/revisedrﬁonetaryvaim., e R

8) Vetting of Inspection Reports:

() The vetting process should ensure that every finding is supported
by sufficient and appropriate evidence (Key Documents) and
conclusions reached should be appropriate in the circumstances.

(i) It has to be ensured whether the IR paras have been categorised -
appropriately as Part IIA and Part'lIB paras respectively. An

illustrative list of paras that should be categorised in Part 11A and
Part 1IB are provided as AnnexureJIl.

(iii) While seeking approval of the Group Officer for issuing the
4 Inspection Report, a judgement of the persistent irregularities that™
need to be brought to the notice of the Executive through a
‘Department Appreciation Note’ needs to be taken. Accordingly, a
‘Department. Appreciation Note’ may be issued to the respective
Principal Secretary by the PAG/DG/AG/PD as envisaged in the
Compliance Auditing Guidelines.

(iv) Nil IRs: In order to maintain the deterrent value of audit, some low
risk entities may have to be audited and in such cases nil’ reports
may. have-to be issued. However, it has to be ensurcd that the
requisitesprocess rigour has been adhered to. Al cases of =il
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be issued only after prior approval of the PAG/DG/AG/PD of the
field office.

D) Grading of Inspection Reports

The Inspection Reports should be graded so that their quality can be
benchmarked. A scoring methodology has been defined to measure the
efficiency and effectiveness of critical audit processes against a maximum
score of 100, which would consequently be translated into a grade to
evaluate the quality of Inspection Report on a scale of 10. The process

scoring methodology and grading matrix of Inspection Reports is
provided as Annexure IV.

The Vetting section in state AG Audit Offices and Reports/FHeadquarters
sections (as appropriate) in other Field Audit Offices should be vested
with the responsibility of scoring and grading each Inspection Report,
which should be approved by the Group Officer after the despatch of each
Inspection Report. Extant instructions require that Inspection Reports
should be issued with the approval of the Group Oificer, which hac to be
diligently observed in all cases.

At ihe Group oflicer leval, the mechanism of grading ~f Inspection
Reports would represent a self-certification piocéss. It provides a
framnework for objective evaluation, as process parameters and their
scoring methodology have been prescribed. As a control measure, the
pfoceclure of scoring and grading Inspection Reports should be
periodically reviewed by the PAG/DG/AG/PD of the respective field

office by a random selection of Inspection Reports, which should include

Inspection Reports of Audited entities that were considered high risk.

The grading of Inspection Reports should not remain restricted as an
isolated exercise and should distinctly reflect in the overall performance
assessment of the field office. The peer review and inspection teams from
Headquarters need to include this as an item in their respective check list

to assess the scering and grading procedure for theii~ c:mpliance and
efficacy.

~

(Sudha Krishnan)

Director General (PPG)
All DAIs/ADAIs

DsG and PDs in Hgrs

- All field Audit offices (as per mailing list)
” @'é'ﬂt}l_ary to CAG
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Annexure 1

Format for planning audit procedures

Si No Description Details

1 Name of the Entity

2 Period of audit

3 Duration of audit

4 Have the documents of the Entity (such as the
financial budget/Outcome budgets/Result Framework
Documents/.Annual Report/ New Policies and
changes in policy, previous Inspection Reports/
Performance Audits Reports conducted earlier etc)
been desk reviewed

5 Have documents and data from secondary sources
(such as Reports of the State and Union Governments
and of various commissions/Census data/ Statistics
put out by Government/NSSO data/digitized data
available in data.gov.in, VLC data, Beneficiary data
(if applicable) etc, and other sources like media
reports, research reports, academic reports etc) been
desk reviewed

6 Potential risk/focus areas that emerge of the review
conducted as at (4) and (5) above.

7 List the Audit Objectives that are intended to be
pursued both on regularity and propriety aspects

8 Summarise the planned scope of audit

9 Audit procedures that are intended to be applied
(review of records, physical verification, joint
inspections, external evidence collection etc)

10 Broad Assignment Plan for each party member

11 Other remarks

Senior Audit Officer/Audit Officer
Group Officer

3
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Annexure I

TITLE SHEET

(TO BE SUBMITTED ALONG WITH DRAFT INSPECTION REPORT)

PART A
Summary of audit results

Name of the organization audited

Name of party personnel

(1) Sr. Audit Officer/Audit Officer

(i) Asst. Audit Officer/Supervisor

(111) Senior Auditor/Auditor

Period of audit

Dates of commencement and completion of audit

(Extension of time, if any, granted may be separately
indicated)

Whether Entry Conference was held with the Audited
Entity? If yes, enclose Minutes/ Record of discussions. If
no. provide reasons

Number of potential paras (drawing reference to para nos)
included in Part- II A of the Inspection Report

Number of Paras (drawing reference to para nos) relating to

fraud or misappropriation, presumptive fraud and leakage of
revenue etc '

Paras relating to persistent irregularities etc that need to be
brought to the notice of HOD through Management Letter

Briefly mention the challenges faced during audit (non-
production of records, manpower or resource constraints,
scope limitation etc) and how they were addressed during
the course of audit

10

Suggestions for overcoming such challenges in future audits

11

Whether Exit Conference was held and draft Inspection
Report discussed with the Head Nodal Officer of the
Audited Entity. If no reasons may be indicated

Minutes as per Annexure A to be
enclosed

12

Date of submission of Draft Inspection Report and all
working papers to Hqrs. (inay be submitted within a period
of 7 working days from the date of conclusion of audit)

13

Reasons for delay in submission of draft IR etc, to Hqrs with
reference to the allotted time period, if any,

14

General remarks, if any

Part B
{Details of Audit Process followed)

‘Whether the allocation of duties amongst each member of
the Audit Team (SAO/AO/AAO/Sr. Auditor) was prepared
in line with the planned broad assignment plan and
acknowledged by the respective party members? If no
reasons and justification may be provided.

Allocation of duties as per Annexure
B to be inclosed

Sampling methodology adopted (Use as many rows as
needed)

List of files/vouchers/other
documents reviewed may be enclosed

Sl | Section/Wing being | Nature of | No Percentage of | Sample method
No | audited document selected | selection adopted
5|




for
review
Purchase/Works/Establish | File/Vouche | (indicate | (Indicate Random/Stratified/J
ments etc rs etc actual percentage udgmental etc
number | for each
selected) | category)
3 | Whether focus areas identified and procedures applied were
as planned (with reference to the plan as approved by Group
Officer before commencing the audit)? If no. reasons and
Jjustification may be provided.
4 | Whether all issues marked for examination by Group | Compliance to Group Officer
Officer on supervision/Hqrs section have been addressed? | comments on Supervision to enclosed
as per Annexure C.
5 Whether all work assigned as per allocation of duties were | Certificate as per Annexure D to be
completed? If no, provide whether the reasons and | enclosed
justification are provided
6 | Briefly indicate the potential focus areas for next audit
7 | Whether daily diaries indicating the documents/records | Daily Dairy as per Annexure E to be
checked by team members of the Audit Team have been | enclosed for each member
prepared, signed and enclosed?
8 | Whether a certificate of obtaining sufficient and appropriate | Certificate as per Annexure F to be
evidence (Key documents) for the audit observation | enclosed
included in the Draft Inspection Report has been provided?
9 Whether the Key documents have been referenced in the
Para and the source of evidence has been provided as
footnotes?
10 | Please indicate the position of outstanding paras of previous
Inspection Reports as under.
Period of [No of Paras | No. of  paras | Reasons for the paras remaining
Inspection outstanding outstanding outstanding
Report (Opening) (Closing)
1 2 3 B
I1 | Whether a certificate that the audit was conducted in | Certificate as per Annexure F to be
accordance with the CAG’s Auditing Standards 2017 has | enclosed
been provided? :
12 | Whether a certificate that the audit party has complied with | Certificate as per Annexure F to be
the Audit Quality Framework and Code of Ethics has been | enclosed
provided?
Dated:

Sr. Audit Officer/Audit Officer
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Annexure A

Sample Format of Minutes/Record of Discussions at the conclusion of Audit

Minutes of the Minutes held on................... to discuss audit observations to be included in the draft
inspection Report for the period....................... relating to: the Ministry of ..o /Audited
Entityiamammmnn
Present:

From Ministry’s side From Audit side

(Note:- The minor and procedural irregularities which were noticed during the course of audit have either
been settled on spot after taking assurance from the auditee of have been issued to the Ministry in the shape
of Test Audit Note).

The audit observation were discussed in detail and necessary clarifications, wherever sought, were given
from the Audit side.

It was pointed out by Audit that initial replies from the Ministry in respectof .............. audit observations
were still awaited and the same may be furnished on priority. In response, the Ministry assured to send the
replies at the earliest possible.

The meeting ended with vote of thanks.

(Signature) (Signature)
(Name & Designation) (Name and Designation)
From Ministry’s side From Audit side

S3




Annexure B

Proforma for Duty list of each member of the Audit Team

Duties assigned

Noted and signed
(Acknowledgement)

SAO/AO: Name
1

AAO/Supervisor: Name
L.
2

Sr. Auditor/Auditor: Name

1.
7.

Follow up of supervision by the Group Officer

AnnexureC

Name of the Audited
Entity

Comments/Queries of
the Group Officer

Date of Supervision

Action taken by the
Audit Team on
Comments/Queries
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AnnexureD

Certificate at the conclusion of Audit

We have examined all the issues as per the duty list (except the following) and necessary audit observations
based on audit scrutiny, have been issued.

SI. No. Brief Particulars of the issues | Reasons therefor (Non
which could not be seen in | availability of records, time
audit constraints,  shortage of

manpower, other

constraints/reasons) etc.

Sr. Audit Officer/Audit Officer

Annexure E

Daily Diary of each member of the Audit Team

Date _ Brief details such as file number, item of work
done, records seen and examined etc

(Signature)
(Name of the Officer & Designation)
Annexure F
Certificate
It is certified that:

a) Sufficient and appropriate evidence (Key documents) for the audit observations included in the
Draft Inspection Report have been obtained and have been submitted along with the Draft
Inspection Report

b) That the audit was conducted in accordance with the CAG’s Auditing Standards 2017

¢) The audit party has complied with the Audit Quality Framework and Code of Ethics

Sr. Audit Cfficer/Audit Officer
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L

Deciding the  assignment 0% Deciding the assignment plan-gnd broad nudit procedure %_w approved by the | Paras 4,16 wnd 4,17

plan for team members Group Officer (as per the envigayed temyilate) prior to commencement of audit
audit procedures  and would fetch a score of §, Not dé injt so would yield a score of zero.
preparation of audit design _ |
matrix if applicable _ . _ ;
ii@c:g:a&:@ the audit % 45 , o _ Chapter 5
. | ey [P —— F‘*
IFindings and evidence : _ “
xent - of findings from | B The score agaipst this paramgfer would have to be determined on the basis of | Paras 5.10 (0 8,14
identified risk/focus areas the percentage/rate of cont @sion of rlsk/focus areas identified (as at 1(a)

spection Report. The specific findings from
other than focus areas ing ﬁ.:_ in the Inspection Report would ulso be

4 considered, _ L
A) Clear caccs of c<n_.vmu::¢:.n,m.\ wasteful or infructuous expenditure Neakage of

revenue/ revenue foregone or shprt collectid/ frauds or presumptive frauds /losses !
/non-compliance with laws or gules/ violation of contractual obligations/ undue
favour to contractors/service praviders (scaring to be based on proportion of such _
paras to total paras in IR eg ifall paras in the IR fall in this category it would fetel
full score of 25, 11 60% of the paras fall in this category it would feteh o seore of
15 ie 60% o' 25 ) = (Max score 23)

B) Clear cases of idle investments/bloching of funds/delays in procurements.
] , commissioning of equipment, project execution and diversion or mis-utilisation of’
R SRS 4 o w S funds (scoring 10 be based on proportion of such paras (o total paras i IR cg il all
i 3 paras in the iR fall in this categbry it woyld fetch full score of 15, If 20% of the
, , paras fail in this category it woyld fetch a score of 3 i.e 20% of 15) = (Max score
i 15) : ;

C) Procedural issues either not i ivolving financial implications or having financial
implications lower than materiafity (scoring based on proportion of such paras in
IR eg if all paras in the IR falffin this category it would fetch full score of S, If
20% of the paras fall in this cat pory it would fetch a score of 1 i.e 20% of 05) -

(Max score -5) _

: ~ [ In case of *NIL® Inspection ”,__ino:_.,f_. the conduct of audit has to be evaluated _

“ against the nature of the auditad entity (high risk/ medium risk/low risk) foecus ‘

areas that have been pursued: aghinst applicable audit ¢riteria. The scoring would
nk 5 "

t

above) into findings “in the

58

P LT ;




saby
(NSNS !.:___.:::..V
Lontpapin

pue Wy

% L §

g ey

Ay pat s A[IAAIGA nyz PUE PILISSER APaaLodt %0f 3! (ssao0ad UIIIA
FULIMP PALNIAL G O1 PRy AIN) PALISST]D Apoaadioat a1am 3| ai ul sued xis Jo
o o ji 3a) seaed (eion ay o) passeyo {paatioou) dam 1ey) seaud jo uotuodord

a1 ~H8d
pue v || — He( ol seaed jo
argrdosddy

/

0178 01 Gty S

A 1O SISEY U0 PAULDIAP DY 0] ALY PINOM pawresed siy) jsurede 91008 oY, o) uONBILISSE]D
_ 51 TIN 404
Apeuargedddie or spSIyp  Ag FUmaA A AIRLENIDU SEM 18U} UOISIADL JO JUIXD
LN [0 SIS AL UO PAUIRMAAND MG 0 DARY PINOM mjaufeed sy jsuteiie 21008 Y <] Apjenb Funyjeac|
. o B T e P i noneuasaad pue Junjel(| _ T;Am..,l..
| ST Bunaoday ¥
‘05| S} 711N 10J 21qmoi|dde st SIYL i
‘31 a1 Funida ssanoad oy Aurnp paAiasqo uonzjudtumoop ut sded jo juaxa ayl
uo pastq paanpas Aimeuopodoad ag 01 2ARY pnom arpwered siyl jsurede 21008 R
AU ‘01 J0 Da03s [0y a1 PIAIA pnom 218 ba:_:.,xxl §1uaLu90138/510811U0D) *AUOP
MOM [0 uaiND ) Aupjnap pun saulaping fun|pnit ssuendwo) up pefiosiaue
su Ajaarsuayaadwos siadud Bupgiom ay) flupuatnoog pue 919 (sjqrotdde araym) -3U0p 3Jom Pty
sanpmu sSupug apny pue uftissg apny 'pay|clde] seanpseoosd jtpne ‘uoo9les 40 1uexg- stedud Juryiom
ajdws *ARojopoyrow pue adods ‘ABajenys ypne ayt Suiuieiuos pue sauljsping JO  uonEusWINOOp  puU
Suipny ssurrdwo) w padesiAug se Kjaaisuayaiduioo ajy )pny jo uoijesedald 0l al} 1PNy Jo uonEIRdal]
: m —
,m uonejuawnoo | () Z
-anoqe seaud y]] Med 10§ padesiaua se siseq
RIS O 3G pInOMm Joiaueaed sig) jsuredu 21098 DY L, (T 34098 xe) - 9 I LIVd
(8 JO 210pS P2JEOO|[B WNWIXEW 31} JO
040L) 9°¢ JO A0S B (NI PINOm Ja1awedud siy) ‘(seded Jo %0L) seted p| Ajuo Jo}
PAUNNQO U AR (AUIPIAD) ST JO 198 [N pun mﬂma V{1 1Rd 0T Sty Y12 Il o ‘paren|ead
<T1a) PAIN[RAD PUE PALILIGO UY DABY DIUIPIAD ":E._n_o.an_m pUE JUID(JJNS YIIYM pue paulqo (suawndop
F10s | d0) woday vonaadsup oy saed jo aflauossad Yl Jo s1seq AL UO PIUTULINIGP £23)) 2ouapiag aedosdde
A OF AR PINOAY tarateaed sigp isuiegy 91098 L. #(g- 31098 xzJA) -V I1 Hed 0l pue juadiyns jJo  uan ,

TN R RSO LR L |

| (peonpaa Ajereuontodosd 2q
0] DAY P|NOM DI0IS AU} AS|D GT JO 31005 [|N) © p|oI£ pmom 1l pomo|[0f SBM ssasoxd
JIpNE Y} pUE LLIIID JpNE ajquorjdde sujede pansin K[110198JS118S UM STAIE [[E
1) ssagoxd jipne padesiaud ) 0) aouel[diiod pue adels mE:;mE m:._.sﬁ. paijluapt
210M 1RY) SIA-P-SIA pansind 219Mm Jey) §Bate snaoj yo. uoinodoid uo paseq oq

TO T T OG- e TP




I I B B B B B BE B B BN B B BN BN B BE IR BE BN BN BN BN AN BE B AR B B B BN BE BE BN B

- i 7 9

-
T TR et e et 004 a4 obn s 6. “f

I score to be nwarded would he 3.5 (70% of the total score). This is not applicable

for NIL. IRs, ,
,untality of paras 05 The score against this parameter would be determined on the basis of
L percentage of paras retained (number of paras retained wrt total paras in

Draft IR) during (he vetting procuss. i.e if 80% of the paras have been
retained, the score 14 _un awarded would be 4 (80% of the total score). This is not

applicable lor NIL R4,

Para 6.4

Yy U limeliness

Submission of DR TR - g ] Despateh ol Draft _:.\ emailing the Draft IR promptly (7 days) would yield the
full.score of'5, whiclf fould be proport/onately reduced for delays as under:

Delay upto ITve days: * 4
, Delay upte veven duyd: 3
Delay upto nine doys: 2 ,
Delay of 12 days | 1 |
Delay = 12 days 0 0

'

This would apply te NIL IR also

R s T T e of TR promptly within the specified time (30 days) would yield the full |
score of 5, which woultl be proportionately reduced for delays as under:

Delay upto five days i 4

loane ol TR .

Delay of one week 3 3
Delay of 10 days 1 2
]
0

\ »
Delay of two weeks _
Delay > two weeks

_
,“
%_ This would apply 10 NIIL IR also

Total 100 | A_
IR Grading ,. _
Seore of IR | Less than 24 g_.wm_,;_?-a __,,a-% 14145 [46-50 [51.60 [6170 | 7180 8190 T 91
R 0 I __ 2 3T 4 3 6 7 g 9

AN R
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Appendix-X
(Refer to Para 6.6.1)

Format of Inspection Report
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(A) wRETRET T HT WHE W&/ (A) Overview of the Audit Unit
AR & (Frafers/mifas) / Jurisdic-tion (Functional/ Geographicalj
FM ygfd / Nature of work
fam/sFE 1 Hgw / Significance of unit/ department

gl 33399 / Main Goals
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(B) facia frearza’ /(B) Financial performance’
Fd @& U WiEa/ Target and Receipt (Profit/Loss against targets)
#ded & §Ha =99 / Expenditure against allotment

wifss Fremga

©)

(D)  <rETdET STdaa / Scope of Audit

C)

9 GfsB1 /Sampling Procedure
TamdEr T /Audit Samplé

- JEmlen g wafta wEER 313/ Implementing unit selected for Audit
- WETIQeET 'q w9t fawa-g% / Subject matter selected for Audit

AMEUS &1 T / Source of Criteria®

s S/ Internal control

(F) <rarden Ares /Auditing Standard’

! e w1 T 9A 9§ @ YR s arded (Tod wiwdt @ oerger 1 fauwr oY
fear <) / Head wise Budget allotment of last three years (The revenue receipts position and
Grants-in-Aid should also be mehtioned)
2 ooy fpm/ fafrm, sEw/dfaa # oTd, fafte s, T/ 3% WER & faa fEe
/- i.e. Rules/ Regulations, Terms of Contract/ Agreement, Specific questionnaires, Financial rules of
Governments. ' :
39T yuE-gETEAl % od B ogu A gwe o s -

“ymforg feam ST € fF SramdE PeEe-TeRETE® © SeTaE WS SR Sl
w®
/ At the end of Part 1- Introduction following certificate may please be mentioned :-

“It is certified that the audit has been conducted in accordance with the applicable Auditing standards
of CAG.”
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am fgdia - @i ey * 7 Part 11— Audit Findings'

AT T 31 - Heeayul eaden F1eRd 7 Part 11 A -Significant audit findings’

W W A - STETRT B9 Ted B or@mae ¥ / Other incidental findings”

T Tdd - T 9Ol § 96l Is9dl %1 S
Part Il — Follow up on findings outstanding from previons Reports

A aoasdt & TR STTAl A / Settlement of old outstanding paras

3 T ST 1 TR / Detail of old outstanding paras

qr =qd - I« FE-9unel! / Part IV — Best Practices

T OO W WEdE g0 YR T wE HH el SoM sE-wore W ore
W 318 FR YA T B, # fHeRwr fKam Sm / Any goo_d practice or innovations,

if noticed during the course of audit may be mentioned in this part

¢ Wmﬁ%wm@wﬁw%ﬁa@mﬁ@aﬁw ar A
wimfem fFn ST/ Both positive and negatwe findings that pertams to the audites unit may be
mcluded in this part.

P erEria frepdl fr AemeTE R Tee & ual %9 3 omEfeed fRAW SR The audit

findings should be organised in decreasing order of materiality and significance.

¢ 1@@%@%Wﬂ3ﬁﬁ@%ﬁﬁﬁﬁf@ﬁﬁaﬁammwmw

T om oA A oo W F W e vids ¥ owk aimfea e Sm/ If any

record(s) not produced by the Auditee unit than a para with title “Non production of Records” may be
included in Part II B of IR.

2%®mmaﬁaﬁﬂﬁmﬁf—‘mﬁmvﬁaﬁmﬂﬁmw
EE3 ST A H Cufgacrs @ we afEteed” dids ¥ sgek e wimfew fe
ST/ Minor and procedural megu!anties which are bemg issued as Test Audit Note at preseni
should be included it Part IT B of IR with title “Minor and procedural irregularities”.

4
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ST 99 - T/ Part V- Acknowledgement

ST mﬁra%ﬁmﬁmaﬁnmﬁmqui%—

NENSE Nl

iRk kil SR
1
2.
3,
CNETTRET TH TFTITT  coverrrevresrresrresnerersesens mmmmm%ﬁﬁwhﬁm

WWﬁWWWﬁWWWWI w i A
i N w1 wh T fow dEmdasn % 49 ud srvefn s W few TEn
@r@mﬂmmmnﬁﬁﬁmﬁ@ﬁmﬁﬁgﬁwm_ﬁ:ﬁ R B < 1
o1 fawm % SUERE % we-me FEERoTE 3 WD weEn BN T W
T % 7@ R Syeey g, S8 d ol @ oot e <o
e B R R s A Wh / The audit parly acknowiedges' the co-

operation given by the office of the ------mm--mmev - in’ providing the necessary support for
successful conduct of Audit. An Entry conference was held on .......... wherein scope and
methodolooy of audit was explamed to the orﬂamsatlon Exit conference was held on ...... to
discuss various points raised by audlt We also apprecmte assistance received from officers
and staff during our interaction. Overall response in providing necessary amenities such as

sitting accommodation, production of records required by audit was good/ average.
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6.5  Thelnspection Report of an AuditUnit should provide a perspective
of the unit level compliance and may comprise the following parts:

e Part | — Introduction- This part may commence with an
overview of the Audit Unit and may provide its
functional/geographical jurisdiction, budget, financial
performance and a perspective of the relative significance
of the unit in the owerall hierarchy of the department in
pursuit of organisationaf-goals. This may be followed by a
brief explanation of the scope of audit, the sampling
procedure followed and the audit sample — including the
Implementing Units, the subject matter(s) selected and the
sources of ariteria that have been adopted to evaluate the
selected subject matter{s). It may indicate that the audit has

been conducted in acoordance with the applicable Auditing
Standards of CAG. ) . : N

o Part Il — Audit findingsThis part shall contain all findings —
“both positive and nwn findings that pertain to the Audit
Unit and may be arramgedin two distinct parts - Part 1A and

B - the first part mfising significant audit findings
relating t0 evaluatien of the regularity related subject
matter(s)/ specific sribjert matter(s) and propriety related
subject matters and the second part — 1B comprising other
incidental findings relating to both regularity and propriety
aspects. The audit findings should be organised in
decreasing order of ‘materiality and significance, if possible.

s’

4 i
/
s’

Presentation of audit findings shall cdnfor_m to the Auditing
Standards and other reporting principles enunciated in this
chapter and dlearly bringout the applied criteria, the results

Compliance Auditing Guidelines — CEAG of o 55| Page
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of evaluation of the subject matter against the criteria
highlighting the cause and effect relationship. Audit findings
may also appropriately indicate the extent of non-
compliance and whether they involve systemic issues or
represent isolated cases of non-compliance.

Part Il - Follow up on findings outstanding from previous
reports-This part may indicate the progress of settlement
of audit findings outstanding from previous Inspection
Reports and list out the findings that continue to be
outstanding.

Part IV- Best practices — Any good practices or innovations,
if noticed, during the course of audit may be mentioned.
Part V — Acknowledgement— This part may contain the
5 ment of the extent of Audit Units’ cooperation
in all matters including production of records called for in
Audit. It may also contain details of persohs holding the
leadership positions in the Audit Units.
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Appendix-XI
(Refer to para 5.10)

List of Important Group Orders and Circulars (Subjectwise)

S. Order/Circular No. Date Subject
No.
A. | For Improving Quality of Inspection Reports
1 | g e 28.07.2008 | f+ie7o1 g 1 o § YuUR & F9Y
L .
2 | Group Order No. 2 14.06.2006 | Accountant Generals remarks on selected IR
3 | Group Order 20.02.2006 | Drafting and submission of IRs for improving
the quality of IR.
4 | srparii ulRa= 25.02.2008 | f*ieror gfdaeat @t dfér @ SR 9l TR
Sl & Hag H |
5 | 998 IR 9. 1 3.062009 | JidRe oi@mONiem @y 04,/2006 o
03 /2008 @I ATl & Hag H
B. | Settlement of Outstanding Objections
6 | Office Circular No. 12 | 18.11.1999 | Expeditious settlement of outstanding audit
objection and pending Inspection Report.
7 | Office Circular No. 3 25.06.2002 | Expeditious settlement of outstanding audit
objection and pending Inspection Report.
8 | W omew W. 5 27.02.2006 | 7T 991 @ IHIAT AFWal D AHIET T WX
fewforal & weer H|
9 | g ey 4. 8 2009-10 | sorar YRislt & e @ wag e
10 | 998 aTe 9. 1 07.04.2010 | 1T I @ fgem =g W
FTATdl Bl 19 AE § Uh IR WRY 9F
TN B D Y H |
11 | O9g 3MMe¥l 9. 01 03.05.2011 | R 3rfesal & ARV I*aTd 3R 89 W
® T FRAE & HaE |
12 | e ameer w3 2 21.72017 | FReror wfoeesi & 9@mn sgwoel @ e
P e H
C. | Directions related to Inspection Report
13 | 99 < 9. 5 20.07.2009 | f¥eror gfddes wR faR {992 & wae H|
14 | I 3Ry 19.03.2010 | PROR el oM arell rfathaarst &l
e yftdes & 9| (8) 3 wfid &
& e H|
15 [wE emaw .| 03.032010 | GATd  fEReT W@ ol IS gTed
71 e Uded @ AR URd @R @ ey
q1
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m Letter no. | 13.10.2010 | Insertion of acknowledgement in the IRs.
AG(Sectt.))C&RA/TR-
462

17 | &g amew 9. 05 24.062011 | 3fcRe orATaQer @1 oiid & Aeae H|

18 | 9g ey . 08 12.102011 | 2@ oramodien wadl $rl & SR NEo
HRYT & Hed H |

19 | wwg amew 4. 13 09.022012 | foq@e wic #§ f[Qar faqel @1 afer
fgaRor sifed o & Hag H

20 | §9g o<W |1 26 | 11.7.2013 AT [9aR0T TN B & qae H

21 | TR Sew | 1 05.05.2015 | Iorea &3 & grbe IRIUTH @1 Al I Bl
AaH A e & <@y §

22 | Circular 04.07.2016 | Implementation of TDS provision under the
Income Tax Act, 1961 and revised check list
for expenditure audit.

23 | g ammew WA 3 1532017 | OMIR& oRaiaien womenl 9x fewof @ wdw
H

24 | TG oMeE AT 1 1662017 | GeATcHe [daR0T Tedd Xl & |ay

D. | Directions for headquarter sections

25 | 998 IS 9. 6 09.03.2010 | Register of deficiencies/important points
noticed during vetting of Inspection Reports

26 | |HE oM< 9. 3 10.06.2010 | TR, IR & 4 WY & Hael H |

27 | wg omew |, 8 27.09.2010 | Frfigor ufddesi smawi & TR W
foremeor dfrer, amafea dfSret sm%t ¥ gfafe
XA D Hag H |

28 | 998 e¥ W. 9 7.10.2010 | g7 farid 01.042010 | M Wl
H yfafe & Hadg #|

29 | wE amew 9. 02 21.042011 |AFT U©d agell Ufoiel ® ol ARED 9l
AT & Haw H|

30 | g oS ¥ 3 03.05.2011 | Frerr gfRideal @ bR R fafi= e
¥ go 1 T wfafedt # ol T Rl
H PR B Hag H

31 | 99 o<W 9. 06 24.06.2011 | a® g URIdT & GURY & Hae H |

32 | W9g 3R §. 07 12.07.2011 | &fien o=f @1 fafdea wfafedl & Hay 7|

33 | \wE e 29.01.2012 | faaforat # faver a5t &= & waw )

34 | H98 AEW W 14 08.03.2012 | drax Reg s @ uftded & 3rdiel
hi ]
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35 | Y oeY 4. 12 24.11.2011 | W¥7eT T ARTEIR. Vo & AF ¥ W5
HRIBRI B U DI D |ae H |
E | General Orders
36 | CAG Office Letter 05.10.2016 | Enhancing Topicality and Timeliness of Audit
Reports
37 | 998 <Y 9. 2 27.05.2009 | 3rabTer Wipic & Hael H|
38 | W S |. 10 12.03.2010 | RIMRYT TR BRIR I & Has H |
39 | aRux 12.04.2010 | IuRURY ufSrwT # 99 9 9™ T SRR &
Hay # |
40 | Letter no. AG(Sectt.)/ | 26.10.2010 | Deployment of staff.
C&RA/TR-501
41 | 99 AT | 18 18.09.2012 | 3@t @ fedl § $™ Blen & YA @
| H |
42 | 9oz ‘er T4 / TR / SRERSl | Gafed THRon ol
GEhll
43 | yox ‘9 AR A AR YHRON DY G
44 | WoRIF WRBR  faed | 01.12.2017 | =T Sratedl gR1 <o / godh /AT 95T,
T &1 oA areeni v ool § weeeR ertaa @
U] BT HeH 8l &g 9 & dey H|
45 | PrIter 3w 28.03.2018 | Geareids faaRoT/WrEyT U & SwR B o1y
(AT, g A
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'OFFICE OF THE ACCOUNTANT GENRAJ, (C. & RA) RAJASTHAN, JARUR

Mated: f U

“No*SRAL ﬂ‘;[l%7snffm’(’ C)"}/’D /"‘/%/33 5
R - vt £ LS

. GROUY ORDER—~ 2

'samc mattm'_may not bc repeabod in the Inspection, Rsports of ex'te:mg audit and scope and

SR, ‘, S

x‘.xtent of audlt shall bc dctummed mth eference 1o nsk area and area covered by internal

Al ?:h't In casc‘fhc 'ntbrnal audit is not conducted, tha iniernal audit reports of previous pericd

should b:: “xam zned »

:‘ () Latest posﬁ;m n’r cwvanwng paras shiil invar v\bly be cbtawned and incomerated mpart 1 B

ofcurrcnt Inspvr,m*n Rcwrbx with woesstive/raguired action.

S[wall

SLAEN. | Whllc aj)provizig. the (‘luty fist, St. Audit Officer/Audit Officer (Inspection) should allot somme

- work inhis name also for review.

- Tt s thercfo_rﬂe, 85705 pon all the eld parties to aci acccrdng to Accouniant General’s

. i:::
"‘.:’- . :
§ -_'-_
- Sds- :
§ Dy. Accountant Genera/SRA
AN ST. Andit Officers/Audit Officer | A g
e N - . AT A A
" All Asstt. Audit Officer/Section Officer of fisld parties PELEL e
E - . w ) \ . — { -
on ' '\( Sr. Audit Olficer/SIR.5-!
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' OFFICE OF THE: KCCOUNTANT GENERAL (C & R.A)
: 4 pe— :
Y4 RAJASTHAN, JAIPUR

:"SRA I/(J.\\@[me;ﬂé/ o " -~ Dated:
o GROUP ORDER -/

* waite e

-“the quahty of Inspectlon Reports. Of laxc it has been observed that the
nstructaons/guxdcllnes issued from time to time are ot being followed by large number
f the' Inspcctmg Ofﬁcen’ﬁeld parties. The. followmg instructions are therefore, again
-séued for, strict. comphanue Non implementation thereof will not be apprecnted and will

be viewed with concern. .«

Bl " The LARs should contain all the:pertinents information, evidence presented must

. _be verified by L O and. portrayed ‘correctly and convincingly. The LARs must be clear,

* concise and mdlcatwe of comprehcnswe exammatlon of thc subje\.t matter.

4

Thc structure of the para namely mtroductlon development of subject body ar:i

Gﬂc}uSEOQ-’S h‘_“’l_d b'e'alue 3 le.tc  understand.
: e 4 & 3 L’?}g'h

The draﬁmo o{ Inspectlon Report should be done by the Impectm?,()fﬂrcr
hlmself where partzes are supervised. In other cases Inschtlon Reports: may be

draﬁed bY the party mcharge Further as far as possxble Inspection Report should also be
nthloppyalso I T i .

In respect of case having potential for inclusion in Audit Report, factual statement
. should invariably be submitted with the draft pspection report to the undersigned

alongwith key documents duly linked. \f

The Supcrv:sory @ﬁ%r/party in chargt: should rccord the reasons/;ustlﬁcatlon for
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‘Department. Cases above Rs. 1 lakh may,

|

j

OFFICE OF THE ACCOUNTANT GENERAL (AUDIT)- 11,
RAJASTHAN, JATPUR g

No. RSA-V/Settlement of Paras/99-2000/ Dated: 18.11.1999
OFFICE CIRCULAR — 12

Subject: Expeditious settlement of old cutstanding audit
objections and inspection reports.

With a view to expeditious seitlement of old outstanding paras of inspection
reports, Central Office vide their leiter No. 928-Rec.A-1V/52-86 dated 9.8.1984
(Circular No. 25 of 1984) and letier No. 108-Audit-T1/2-85 dated 17.1.1986
(Circular No. 3 Audit-II) has issued certain instructions. As per these orders, old
paras/objections are required to be reviewed from time to time and paras which
have lost significance due to passage of time are to be dropped/settled. It has been
observed that a number of old paras are siill outstanding, Keeping in view of the
instructions contained in the above orders all old outstanding paras/audit

objections may be reviewed by AOS/AAO at Headquarter field parties as per
procedure detailed below: - : o

(A)  Paras not included in Audit Report

6] paras/objections which have been accepted by the department and demand
for objected amount has been raised and noted in the Demand and. Collection .
Register and paras where recovery has been effected partly and the balance
amount is also being recovered by the department and such paras are not included
in Audit Report, may be settled subject to verification of recovery at the time of
next inspection. In time-barred cases, raising of demand may not be insisted upon
and para may be settled after making a reference 1o the Secretary, Finance and to
the Head of the concemed Department for taking remedial action at their level.

(1) Paras/objections in which appeals have been filed against the demand or
as a result of suo-moto. reviews by the department and adjudication of appeal is
pending, may be settled. Once the demand is raise

decision on appeal is a matter of future adjudication or decision on appeal is a

matter of future scrutiny in audit.

(i) ~ Non-accepted objections which are quite old i.e. prior to 1994-95 (more

‘than 5 years old) may be dropped where, in view of Group Officer, the objection

cannot be sustained, or it cannot be processed for draft paragraph because it is old
or not fit for processing as draft para. Such paras may be dropped and the
responsibility of watching the compliance maybe left to the Head of the

however, be dropped with the approval
of th= ACCOUNTANT GENERAL.

d, its future adjudication or




”"3 (iv)  Paras/objections relating to the period up to 1595-96 and. where the value
¢ of the para is Jess than Rs. 5900/-, may be settled from Jocal Inspection Report by
i TR leaving the recovery to be watched by the Head of the Department. Such paras

may be settled by Senior Audit Officer/ Audit Officers at their own levels.

(B)  Paras/Objections included in Audit Reports

 For paras/objections which stand included in Audit Reports, the following
procedure be adopted for settlement: - ‘

(i)  Objections which have been accepted by the department/Government and
demand has been raised by the department afier making entry in the Demand and
Collection Register may be deleted from Local Audit Report (LAR) subject to
comments of Public Account Committee (PAC). '

()  In case of objections where no money value is involved for recovery and
department has made compliance, the same may also be deleted from LAR
subject to comments of PAC. :

(iii)  In case of objection wherein recovery is involved but objection has not
been accepted by the department, may be deleted from LAR stating: - . '

T G T A A AR T

3 “that the cases are being pursued through Audit Report and as such the
: para is deleted subject to comments of PAC”. A .
;4% Note: -DP/FS files of above cases be kept alive by concerned section/RR.Cell so
£ that repliss/comments fornished by Government/Department before: or after
5 discussion of paras by PAC cculd be dealt with accordingly/appropriately.
2 (iv)  Facts of aceepiance of objection/raising of demand and verification of
5 recoveries (through Index sheet point) should invariably be intimated to RR:Cell
7 for PAC brief. =~ -
ﬁ..x; (Hindi version will follew).
= Paly e sd-
P . . Dy. Accountant General/RSA
% Copy forwarded for information & necessary actio:_: 10 - . |
1.  Senior Andit Officet/RR.Celi, RSA-LILILIV,IV
2 2. Stenoto DAG/RSA ¢ g
| 5 3. Section RSAL, 1,11}, IV & V and R. R. Cell with two copies. One copy
l may be retained in sectional guard file.
| EN 4. Guard file of RSA- section. '
| = 3 All AAOs of field parties.
B, 6. All AOs of field parties.
: % {\ ' ' Sd/-
E} Sr. Audit Officer/RSA-T
_ 2 ek kkrAEERE
| 2
& . 80
|
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OFFICE OF THE ACCOUNTANT GENERAL (AUDIT) - 11,
RAJASTHAN, JAIPUR
No. RSA-I/Settlement of Paras/IR2002-2803/ - Da{ed. 25.6.265 2
" OFFICE CIRCULAR - 3

Subject: _ Expeditious settlement of outstanding audit objection
- and pending Inspection Report.

With a view to expeditious settlement of old outstanding paras of Inspection
Reports Central Office vide their D.O. letter No. 27-Audit (AP) 34-2001 dated

4.6.2002 has issued certain instructions. In addition to the instructions already

contained in office -circular 12 dated 18.11.1999 issued vide No. RSA-

* I/Settlement of paras/99-2000/1117-27 dated 1.12.1999, the following steps may

also please be taken as per instructions of Central Office, while reviswing
outstanding objections by S.0./A.A.0/A.0./8r.A.O.’s.

The Inspection Party should compulsorily hold discussions with the Executive on
the outstanding audit objections in the field and draw up minutes of the
discussions for the settlement of the audit objections, which should subsequently
be approved by the Group Officer. The Inspection Reports should not contain
objections of more than 3 to 5 years old and all efforts should be made by the
Inspection Parties either te settie the objections through discussions or transfer the

old objections to the new Inspection Report by updating them from the old
Inspection Reports. :

The above procedure may please bé followed strictly.

(Hindi version wiﬂ follow.) ’

< - : Sd/-

‘ Dy. Accountant Gen_eral/RS_A

Copy forwarded for information & neccssal_;y action to:
1. Sr. Audit Officer/Audit Officer Headquarter/Field Party -
P.A. to Dy. Accountant General/RSA

Section RSA-LILILIV,V& RRCell

Guard File |

All Assistant Audit Officer Field Parties.

PEESE

Sd/-
Sr. Audit Officer/RSA-]

3




1
i .
(A

St - Prew SRl w Rife § T s

. T8 TTE W% A@eie <6l gw gemm w M frigor wRded st ffzar
Tﬁﬁﬁ?\_ﬁ T ARG F W T % gewaw demle <at g fewn @ <er
oy, 4 et R FRile” st v fem s 31 st ewe whar oot

3 W gee™
R = @ faF w0 A omEwEE WA F We-me W oR @ e
T et Rl R @ PR A wm o e ¥ mon ta
FART F e R \FrE s @ e W sh o d d
. ) by

a: Ry fag a‘r&%ﬁ%ﬂwpﬁﬁ i T A P i sw W el s
Sl e e LR e W g et wSd 4 ey el e e w

;mg&mﬁaﬁmsﬁawﬁmﬁ @ aiE S oFeTE ¥ am @ s

mﬁ Mﬁ% ’%’:/'zr'w
W o e wa SR/ e v s

o ' 9. W W SRR/ s - |

91

[EGIED 297’2f '}m{)
i

0 00000000000 0000 0006000000000 00CT°0 000




i

000000000000 0800000000008 0000000e000G0

Frfe FEREHR (@0 WAT.) TR S

HHIH Y. AR I/ FE1/2009-10/ - ; , B cict

g =Y UeT 8

TRTEER TR ¥ e el @ freem 3g B Rl s R 3

Paras upto 2003-04 can be segregated into paras involving recovery of

morney and those not involving  recovery of money.
All paras involving recovery may ke clubbed together Department (Tax) wise
to attempt a D.P., once this D.P. is printed in the Audit Report, the relevant
LR../Paras may be closed as the same would be pursued through the D. P. as
Annexure I
Paras pertaining to second category (Not involving recovery of money)
may be further segregated into "important" paras and "not so important"
paras.
All important paras may be clubbed to attempt as D.P. as Annexure-II,
once this D.P. is printed in the Audit Report, the relevant I Rs./Pares may be
closed as the same would be pursued through D.P.
"Not so important' Paras concerned they may be left to be pursued the
department and a letter with annexure containing a list of there paras
and asked them to take remedial action at their end.
Any paras where the matter is subjudice may be excluded and left to the
pursuedby the department

. The above exercise be completed to have D.P.s printed in the AR 2009-10.
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No. A.G.(Sectt YCERA/Tr-4/; 4 | | Date:r 13 (-3¢ 10

Subject:- Insertion of acknowledgement in the IR,

I have been directed to enclose a dref of acknowledgement which to be inserted in draft
IRs /LARs by field mudit parties, Detailed instructions in this regerds have been given in the

enclosed shest itself which may be followed scrupulously.

q 1l
jug
Secretary
Accountant General

Sr. Dy. Accountant General (Comml)
Dy. Accountant General (CRA)
vﬁ Aceountant General (SRA)

Ld
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-
| The audit party acknowledges the co-operation extznded by the office of the--—---—-
---------- —in providing the necessary support for suocessful conduct of audit. An Entry
Conference wes beld on wherein scope and methodology of audit was
explained 1o the organization. Exit Conference was held on —-esmmn-m==— 10 disCUSS various
points raised by audit. We zlso appeciate the assistance received from officers and siaff
3 (list-——) during our interaction. Owerall response in providing necessary amenities such as
: sitting accommodation, computes £t Was excellent/goodfaverage. Information and records
g _ required the andhwacpsoﬁdadhilemmm'amﬁsfmjmmﬂ.
& Notes for Mcer
= | |
; m« ()  Tho Acknowledgement should be incorporated afier introductory position and
| B ) before part I(B) of Ipspestion Report in daft inspection report, The vetting
’l ) ' officer should serupsioosly check that remarks given in acknowledgement are
s duly supported with facts on records. '
1 — (i) Generally, the acksowledgement should bave the positive tonc barring
| =™ cxogptionﬂ circumstemees where specific problems need to be mentioned and
— that too after considering constraints of auditee organistion. The facts and
. ' circumstances of suck exceptional cases musl be brought to the knowledge of
= highest officer available at station of audittee units preferably in person and
T 3 ' also to concemed Group Officer by confidential demi official Jetter stating full
j‘ : i m "
| =3 n
“; = Gii) It may be noted that merely incorporating acknowledgement in draft IRs does-
” -5 not sbsolve the laspecting team from preparation ration of minutes of entry/exit
Hl - conferences. Minutes of such meetings will be prepared in elaborative details as
o per prevailing practice.
I 3 ;!
\ A
3
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= -y
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OFFICE OF THE ACCOUNTANT GENERAL (E. & R .S.A), RAJASTHAN. JATPUR

No. RSA-I/CAG/Corr./2016-17 Dated:

Sub:- Implementation of TDS provision under the Income Tax
Act, 1961.

Ref:- Headquarters® letter no. 198/RADT/55-2015/KW
dated 23 May 2016

It has been bought to headquarters’ attention that many
Government Departments are hegligent about implementation of TDS
provision under the Income Tax Act, 1961. Therefore, Headquarters has
directed to examine compliance of TDS provision during regular audit
every year and intimate casesof significant non compliance, if anys,

For compliance of headquarters’ directions, check list for
expenditure audit has been amended which may be collected from RSA-I to
examine the above mat{er. during expenditure audit.

This bears approval of the Sr. Dy. Accountant General/RSA.

Sr. Audit Officer
RSA-I
Party Incharge
All Field Audit Parties
RSA
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Check list for Expenditure Audit.

Fol]owing checks should be exercised/ reviewed.

(A)Cash Accounts

The arrangement for the drawls of cash from the treasuries and for the
custody, payment and accounting of cash should be examined to see that they
are in conformity with the prescribed rules.

() Whether the cash book was maintained properly.

(i)  Whether the sufprise physical verification of cash was done by DDQ
in each.

(i) Whether the funds not required for immediate use were deposited in
Bank.

(iv)  Whether funds were kept in non-interest bearing accounts,

(v)  Whether all withdrawals and remittances are recorded both in the Cash

L Book and Pass Book by bank and fhe closing balagce of both are
recovered periodically.

(vi)  The month for test check is to be selected carefully. Check the drawing
and withdrawal and payments the duly supported by paid vouchers
remittance from relevant records and treasury. _

(vii) Whether detailed month have been selected on the basis of monthly
expenditure.

(B) Audit of expenditure.
In the audit of expenditure it should be seen that:-
(i) There is a proper sanction, either special or genera, accorded by
Competent Authority authoring the expenditure.

(i) The sub-vouchers for al sum of Rs. 1000/- and below in amount,

which are not required to be sent to the Audit Office, are kept on record

duly can(felied so that they cannot be used again.




| (1i1) Entries of payment in the local accounts are properly vouched,

(iv) All materials and stores billed for have been brought on the respective
inventories.

(v) Al articles or materials billed for have been purchased on the tender

system, as prescribed in the finansial rules of Government.

(vi) The quality and ‘quantity of stores have been certified before payment
and that no payment has been to the supplier in anticipation of the actuaj
receipt of Stores.

(vii) The rates paid for are not in excess of the accepted and the market rates
and do not exceed any rates of scales fixed under the rules or orders issued

by Competent Authority.

(viii) All paid vouchers and sub-vouchers are stamped as paid or cancelled.
(ix) There are no erasures and that any alternations in the figures have been
attested by the Drawing Officer. =

(x) The expenditure has been incurred with the due regard to financial

the expenditure has been incurred only on legitimate objects etc.
(xi) Expenditure has not been imnecessa:rily incurred to prevent the lapse of
budget allotment, and that charges incurred in one year have

not been met
from the budget allotment of the next year.

(xii) The register of recoveries on from GA-60 is maintained.

(xii1) There is no case of wastefu] expenditure.

(xiv) Every voucher bears a pay order signed or initialed by the Disbursing
Officer specifying the amount payable both in words and figures.
(xv) The expenditure has been incurred upto the limit of the budget

prcvision, if excess expenditure is essential in the interest of State

N .




(ot

Government; prior approval of finance department has been adjusted by

recelving supplementary demand or re-appropriation of funds.

(C) Contingent Vouchers

It should be seen that:-

)

The sub-vouchers available contain pay orders signed by Competent

Authority and they are supported by payees acknowledgement with

dates of payment.

(i) All payments are checked with vouchers.

(i) Revenue Stamps have been affixed to the payees receipts in all

vouchers for sums over Rs. 5000/- and they have been defaced.

(D)Audit of Establishment Pay Bills (G.O. & N.GO’s.)

)

The establishment and other vouchers relating to the Test Audit month
or months selected for check with initial and subsidiary records kept in
the department offices are sent/ obtained by thé inspection éarties by
the main office for checking them with cash book, office copies of the

pay bills, absentee statement, acquaintance rolls, treasury bill book etc.

(E) Audit of T.A. bills

()

The following should be !ookc;,d into by Audit of Travelling Allowance

Bills:-

(a) The journey was necessary and authorized by general or special
orders of the Cbmpetent Authority.

(b) The journey was actually performed and was done as expeditiously
as possible.

(c) No claim in respect of the joumney had been submitted previously.

Following records pertaining to accounts and establishment are maintained as

per GF. & AR. and R.S.R. should be checked:-

00000000 000000000 000000.0000000000000




. 1. Receipt (General)-GA 13
Challan Register-GA 15
Cash Book General-GA-16(a)
Register of M.O., Cheques, Drafts etc. recelved—GA ]8
Register of Payment made by M.O./Bank Draft etc- GA 21

SRV o

. Bill Register-GA 22
. Register for watching encashment of Balls—GA 23

~

8. Leave Account-GA 31
9. Service Book-GA 32
o 10.LP.C-GA 35
11.Establishment Register-GA 37
12.Certificate of Income Tax-GA 45
13. Stock Register of Service Postage Stamps-GA 94
14. Dead Stock Register-SR Form No. | |
15. Stationery Register-SR Form No. 2
Other important points
The following aspects may specially also be examined during local audit:- .
1- Failure to adjust A.C. Bills
2- Delay in remittance of unspeci amounts
3 Non submission of D.C. Bill

were taken and reported to higher authorities for taking
corrective/preventive ﬁeasmes. '

5- Follow the code of ethics as per Circular No. CCS/GSSA/R.-
11011/K-64/27/2012-13 dated 24.09.2013

—-—

1961.

. Whether effective steps to prevent theft cases and embezzlement

6- Non-implementation of TDS provision under the Income Tax Act,

_..‘0.0..00.0.‘O.........OCO..........
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Office of the Comptroller & Auditor General of India, New Delhi.

No. 402- PPG/11-2013.
Dated 05.10.2016.

All the Pr. Accountants General/ Accountants General
( in the field Audit Offices of IA&AD). -

Subject- Enhancing Topicality and Timeliness of Audit Reports-regarding,.

Instructions have been issued, vide D.O letter No.295/PPG/18-2015
dated 14.09.2013, on Improving Quality and Timeliness of Audit Reports. These
instructions required that we should take up topics of contemporary reievance
and that conduct of such audit and reporting thereon should not be delayed. Tn
continuation of the broad principlés outlined in this letter, it has been decided
that certain measures as indicated below are required to be taken by the Audit
offices to enhance the topicality and timeliness of Audit Reports. ]

2. Field offices should make concerted efforts to incorporate mdre current
‘transaction paragraphs in the Audit Report. Major transactions of the financial
year immediately preceding the financial year in which the Audit Report is
prepared and is proposed to be presented, should be processed on priority. For
instance, major transactions which originated during 2015-16 should be
processed for inclusion in the Audit Report for 2015-16.

3 For this purpose the term “current transaction” is broadly defined as

(i) The transaction that starts and gets completed in the same financial
vear to which the Audit Report pertains.

(ity The tansaction that starts in the earlier financial ycars and
paymertts/ events which are being commented upon happens in the
financial year to which the Audit Report pertains.

(iii) For the paras relating to Revenue Sector. the actual vear in which
the assessment is carried out should be censidered as the year of
transaction. :

4. During the first and second quarters of annual audit cycles, efforts should
be concentrated.on audit of high risk units, to the extent possible, so that current
transactions are covered in audit. This mav require balancing to some extent the

number of topics of Performance Audit and Compliance Audit being taken up by
individual offices. ‘

0 Draft Inspection Reports in respect of these high risk units should be
submitted by field audit parties within 7 (seven) days from the date of
completion of the audit of respective audited entity. In the draft Inspection
Reports, specific mention should be made regarding Part-Il A paragraphs that
belong to current transactions and have potential to be developed as draft
paragrapis, SO that the Group Officers may focus on them to process on priority

for inclusion in the Audit Report. Such cases should immediately be brought to

the notice of the Pr. AG/AG by the concerned Group Officers for information
and necessary action.
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6. It is reiterated that final Inspection Reports should strictly be issued by

i.ﬁeid Audit Offices within 30 days from the date of completion of the audit of the

respective audited entity. The audited entities may be impressed upon to give
replies to the audit findings in the Inspection Report within prescribed time limit
i.e four weeks from the date of receipt of Inspection Reports.
X Para 7113 of the C&AG’s MSO (Audit) provides that all Inspe
Reports and audit objections outstanding for more than three years should be
analysed and reviewed. Those objections that have clearly ceased to be of any
significance with the passage of time may not be pursued further. Accordingly,
the Potential Draft Paragraph (PDP) register should also be reviewed
periodically to determine the topicality and currency of the cases entered in the
register. Such cases, which are more than three years old and not found topical
may be deleted from the PDP register. Exceptions may however be allowed for
cases with long gestation period for constant watch.
8. Cases involving serious financial irregularities i
embezzlement, misappropriation etc. can be considered for in
‘Audit Report irrespective of the period of transactions. Also,
serious nature that may belong to the transactions of previous years and which
have come to notice during recent audit due to periodicity of audit, may be
considered for inclusion based on the merits of the case. -
9. The Pr.A.G/A.G will have the discretion to forward draft compliance
if they are found

~HrAan
Cuiuit

ke fraud, defalcation,
clusion in the
other cases of

audit paragraphs involving transactions of earlier periods,
topical. In such cases, latest position should be ascertained and the case updated
before sending to Headquarters for inclusion in the Audit Report. As regards
compliance audit paragraphs pertaining to Revenue Sector, the year in which the
actual assessment was made should also be highlighted in addition to the year to
1 hich the returns in question pertain.
10. The bulk of the material for Audit Report should be received in the
Headquarters by June/July. However, the Pr. AG /AG will have the flexibility
to submit the cases at a later date also, if these cases pertain ‘to current
transactions and are complete in all respects. The commitment. made for
submission of Bond Copy of Audit Report to the C&AG would however not be
compromised in any case. -
11.  All the Pr. AG/A.G in the Audit offices are required to comply with these
instructions. Respective functional wings in Headquarters would oversee the

implementation thereof.

(Sudha Krishnan)
Director General (P.P.G)
No. 402- 403/ PPG/11-2013 dated 05.10.2016.
Copy to-

(@) All the DAls/ ADAI.
(ii)  All the Directors General /Principal Directors in Headquarters.
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OFFICE OF THE ACCOUNTANT GENERAL {C&RA), RAJASTHAN, JAIPUR
No. AG(C&RA)Sectt/Tr So7

Date: 2610 . 20)00

Subject:- Deployment of Staff,

Instructions already exist to appraise the position to the A.G. whenever any
transfer/deployment of officer/staff from one wing to another or from one tax to another
tax is involved. It has been noticed that some changes/deployment of officer/staff were
made without bringing the fact to the notice of the A.G. Hence following instructions are
being reiterated with a view to have clarity and observance;

i) All transfer/deployment of officers and staff within a group may be donc by
concerned Group Officer. However, where changes of Tax/functionalities is
involved the facts should be brought to notice of AG. Further deployment of
Sr.AG/AO should invariably be done under prior approval of the Accountant
General.

(i)  In case of inter group changes within C&RA office should be made only after
obtaining pricr epproval of the Accountant General {C&RA). Similarily inter-office
changes i.e. change from and to office of AG (C&RA) should only be propased

{,ﬁrqf T‘,g, only after bringing the facts to the knowledge of AG (C&RA)
0
a4 2 A ¥ This is being issued as per the directions of the Accountant General (C&RA).

pesa-
Secretary. to Accountant General

M V
!5"‘ Sr. Dy. Accountant General (Admn.)
% Sr. Dy. Accountant General (Comml.)

\\‘ \ \-'ﬂ Accountant General (SRA)

Dy. Accountant General (C'RA) -“;ﬂy:\ e
D.A.G. {SRA)
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