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@mMeNITWwo enil: @RYEJANO MIWAMEM Galddyoaleil LSGI (refer 5.4)

S No Questions Yes No NA Comments of auditors
1 General Controls
1.1 Does management understand that implementing an adequate internal controls system is its responsibility?
1.2 Has management performed a risk assessment and adopted the appropriate compensating controls?
1.3 Does the municipality have written documentation of its accounting procedures?
1.4 Are the duties of officials and employees clearly defined and in writing?
1.5 Does the municipality have an independent professional audit done on an annual basis
1.6 Is a budget system used to monitor revenues and expenses?
1.7 Does management and staff understand what is meant by segregation of duties?
1.8 Are duties properly segregated so that no individual can perform all related elements of a transaction?
1.9 Are financial statements prepared by the local body comply with the general standards issued by the C&AG of India?
1.10 Do the financial records and statements adequately describe the transactions and operations of the local body?
2 Accounting System
2.1 Is the general accounting/general ledger/journal entry/register maintenance function segregated from:
e custody and control over cash?
e custody and control over securities?
e custody and control over inventory?
2.2 Are staff performing the general accounting/general ledger/journal entry function segregated from those performing the detail
recording functions for:
e accounts receivable?
e  accounts payable?
e purchasing?
2.3 Does the Local Body have an adequate accounting policy and procedure that cover amongst others the following?
e analyze account balances to ensure transactions have been properly recorded? Is the procedure followed?
e adjustments to the records (journal entries)?
e accounting processes for all significant account balances and classes of transactions?
e identify revenues, expenditures and balances of government program funds separately for each grant/program/scheme
etc.
e classify revenues/receipts by source, grant and project properly
e classify expenditures/disbursements by grant, project and activity properly
e ensuring collections and disbursements are recorded accurately and promptly in the correct fund or account and in the
correct general ledger account?
e authorizing and recording inter-bank and inter-fund transfers and providing for proper accounting for those transactions.
2.4 Does the Local Body maintain an updated accounting manual which is accessible to all appropriate employees?
2.5 Do all journal entries include identification of the accounts in which they are to be recorded?
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2.6 Are accounting transactions recorded in a timely manner to accurately reflect the entity’s financial position at any point in
time?

2.7 Is a double entry system in use that includes a general ledger and subsidiary ledgers?

2.8 Are the subsidiary ledgers balanced and reconciled to the general ledger monthly?

2.9 Is there a complete and current chart of accounts that includes descriptions of items posted to each account?

2.10 Does the accounting system allow for timely recording of transactions, easy viewing of transaction data, and timely creation of
financial reports and reporting of data to higher authorities

2.11 Are account reconciliations and account analysis regularly performed and reviewed by a knowledgeable person other than the
preparer of such reconciliations.

2.12 Are all adjusting journal entries approved in writing by designated higher authorities?

2.13 Are financial recording documents prepared (cheques, receipts, purchase orders, etc ) in duplicate and pre-numbered?

2.14 Are all receipts, forms, etc., regularly accounted for as issued or voided? Is there a proper inventory record for such receipt
books/form books, etc.

2.15 Are detailed books and records and registers as required under the Accounting Rules of the Local Body prepared and

maintained
2.16 Are all accounting records adequately protected against fire, theft, manipulation, unauthorised access etc.
2.17 Is access to accounting records limited to designated employees with responsibility for such records?

2.18 Are all accounting records, including the supporting documents, retained in compliance with the local body’s records retention
policy and according to government policy, if any

3 Controls over Cash and Bank

3.1 Is there a complete listing of all bank accounts opened and maintained by Local Body?

3.2 Have all those bank accounts been reported to the accounting department and/or the other designated officials?

33 Are all cash collections deposited timely into respective bank accounts? Is there adequate control to ensure such deposits?

3.4 Are all cheques/DDs collected properly recorded in the cheque registers and timely deposited in banks? |s there adequate
control to ensure such deposits?

3.5 Is a secure area provided for processing and safeguarding cash receipts? Is access to such area restricted to authorised
personnel only?

3.6 Is the secured area locked when not occupied?

3.7 Is Cash adequately protected by using registers, safes, or locks and kept in areas of limited access?

3.8 Is cash collected by bill collectors adequately safe guarded? Is it deposited daily with the Local Body Cash Department and
matched with the copy of the bills/receipts issued by the bill collector?

3.9 Is machine printed receipt issued for cash transactions? Is there a proper control on these receipt books? Do the

receipts/challans show the appropriate revenue code?

3.10 Are all collections entered into the accounting system in a timely manner? Is there adequate procedure to ensure such entry
and also notifying the higher authorities when not recorded timely?

3.11 Does the same employee accept funds, document or deposit them, and post the activity in the accounts?

3.12 Are all payments/disbursements, except for small petty cash items, paid by cheque or direct deposit or fund transfer?

3.13 Is a proper receipt or acknowledgement obtained for all payments whether paid by cash or bank?
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3.14 Is a cheque register maintained and cheques issues recorded in such registers?

3,15 Does the same employee who writes the vouchers and cheques also sign the cheques?

3.16 Are unused cheques properly controlled and protected from misuse?

3.17 Are there adequate disbursement procedures to ensure the following?

e furnishing invoices and supporting documents to the preparer and signer of the cheques/DD/fund transfer orders,
prior to signing such instruments, to help assure funds are disbursed only for authorized purposes; and to help ensure
laws, rules, and regulations are followed?

e  Limits are set for cash and bank payments and such limits are adhered to

e Requiring two or more signatures for issuing cheques/payment instructions to banks

e Cheques issued are followed up until they are realised by the concerned parties and that the returned cheques (if any)
are properly entered in the cheque register and are cancelled.

3.18 Are the invoices approved by someone other than those who sign the cheque/payment instructions?

3.19 Are there adequate controls to ensure all payments are made on a timely basis and in accordance with all purchase orders and
contracts and other purchase procedures?

3.20 Are there adequate controls to ensure duplicate payments are not made to parties?

3.21 Are original invoices (no copies) totalling the amount of the disbursement attached to each voucher before payment?

3.22 Are there adequate controls to ensure each disbursement is properly vouchered and approved by the proper authorities before
the disbursement occurs?

3.23 Are there adequate procedures for reconciliation of bank balances with books of accounts?

3.24 Is reconciliation of bank balances with books done regularly; at least monthly and action taken to correct the books where
necessary with approval from designated authorities?

3.25 Are there controls to review and approve of all reconciliations and investigation of unusual reconciling items by an official not
responsible for receipts and disbursements, including recording evidence of the review and approval, by signing the
reconciliation?

3.26 Is there a practice of signing blank cheques by the local body officials?

3.27 Is there an adequate insurance cover available for the cash in safe and cash in transit?

4 Controls over Collections and DCB

4.1 Are there adequate procedures to ensure that demands are raised in time and recorded correctly in DCB register for necessary
follow up?

4.2 Are assessments, billing, collection and posting performed by separate employees or departments so that no one individual or
one department can influence the outcome?

4.3 Does the local body have a policy regarding adding penalties and interest to delinquent accounts?

4.4 Are there adequate procedures to record collections in DCB and the Cash Book and Ledgers? Are these procedures strictly
followed?

4.5 Is DCB properly reconciled to Cash Book and Ledger and Other Subsidiary Ledgers?

5 Controls over Tax and Non-Tax Revenues

5.1 Are there adequate procedures to ensure that taxes are properly assessed and demanded? Are these procedures followed
strictly?
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5.2 Is the tax rate/s for different types of taxes supported by appropriate Law/Rule/Regulation and/or Government Order?

53 Have all adjustments to tax assessments been properly authorised in writing by designated authority in the Local Body?

5.4 Are there adequate procedures for tax remissions, write offs and other adjustments to be given to the tax payers and are these
procedures strictly followed?

5.5 Are taxes collected compared year to year to ensure there are no unusual trends and action taken where necessary?

5.6 Are uncollected taxes for a year properly carried over to next year for collection? Are there adequate procedures to ensure
such carry over and collection?

5.7 Are pre-numbered receipts issued for tax collections and do these receipts correctly capture the revenue account code and
number?

5.8 Does the Local Body act for collection of over-dues or they just hope they will be paid and there is no real action from the
entity?

5.9 Is an appropriate receivable entry passed in the books for amounts due but not collected? Does it match with DCB and other
records?

5.10 Are there procedures to publish in the local newspapers the details of delinquent tax payers’ details?

6 Controls over Procurement of Works and Stores

6.1 Does the local body strictly follow the Kerala Government’s procurement rules and procedures that apply to such entities?

6.2 Is there a procurement plan and a procurement budget for ensuring proper control on procurement of goods and services?

6.3 Are the functions of purchasing, receipt of goods, and payment of invoices performed by different employees?

6.4 Is proper sanction and approval from designated authority obtained prior to incurring expenditure on works and stores?

6.5 Are the sanctions and approvals correctly recorded in respective registers?

6.6 Does the local body maintain an approved vendor list and perform procedures to detect fictitious vendors and relationships of
employees with the vendors?

6.7 Does the local body use the purchase methods and follow tendering rules as prescribed in the all the Rules that apply to it?

6.8 Does the local body use Purchase Orders/Work Orders/Contracts for all its procurement? Note the exceptions for detailed
analysis, if any.

6.9 Are all expenditures supported by original invoices and other related supporting documentation?

6.10 Are all expenditures sanctioned and approved by the designated officials of the local body before procurement is made and
payment is disbursed? Note the exceptions if any for detailed analysis.

6.11 Are the incoming goods properly recorded in the stock and other records? Does the local body follow a GRN/MRN system for
all its receipt of goods?

6.12 Are registers and M Books for assets under construction being maintained and updated timely and correctly?

6.13 Are entries in the M Book and other registers approved by designated official of the local body?

6.14 Are assets under construction inspected periodically by higher officials?

6.15 Are there proper inspections procedures for the purchased goods and is there a material certification procedure in place? Are
these procedures followed strictly?

6.16 Are the invoices from vendors authorised and approved by designated officials before the same are paid?

6.17 Are the invoices cancelled with “paid” stamps after payment is done to ensure they are not paid twice?
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6.18 Are there detailed inventory records (stock registers, bin cards, etc.) maintained and updated such that they reflect the correct
balance as on any day?

6.19 Are there proper safeguards in place to prevent theft, misuse and loss of goods and materials from the Stores?

6.20 Is physical count done for all stores items at least annually and adjustments to be books made with approvals from designated
officials of the local body?

6.21 Are there procedures to ensure obsolete, surplus, and non-moving stores is identified and action taken by the local body as per
the laid down procedures?

6.22 Is adequate insurance cover available for the inventory?

7 Controls over Payroll

7.1 Are personnel records like service books, leave records, etc., maintained for all employees and are these updated regularly?

7.2 Do physical controls exist over personnel records to prevent their loss or use by unauthorized personnel

7.3 Are there adequate procedures to ensure that employees’ salaries are calculated at the rates/scales approved and as fixed in
the service books?

7.4 Are salaries and wage rates verified by someone outside of the payroll process?

7.5 Is access to service books and other personnel records restricted to authorised employees?

7.6 Are pay revisions/pay adjustments, etc., approved by designated officials of the local body and are verified by the KSAD?

7.7 Is monthly salary sheet approved by designated officials of the local body before the pay is disbursed?

7.8 Are salaries disbursed in cash? If yes, are there proper control on cash withdrawal for salaries and disbursement to employees?
Is acknowledgement of employee taken for salaries disbursed?

7.9 Are there adequate procedures to ensure salaries are correctly recorded in the cash/bank book and other registers and
respective ledger accounts?

7.10 Is an adequate attendance record maintained for all employees? Are these records approved by the designated officials of the
local body?

7.11 Is over time pre-approved?

7.12 Are leaves (except casual leave) pre-approved?

7.13 Are there adequate procedures to ensure that days worked, leave and OT and deductions are correctly captured in the salary
sheet and salary is correctly calculated? Are these procedures followed?

7.14 Are there procedures to ensure salary is not paid to non-existent employees?

7.15 Are salary sheets once approved for payment, corrected by any employee in charge of disbursing salaries?

7.16 Are there general ledger controls for classification of employee compensation and benefit costs so such costs are recorded in
the proper general ledger account?

7.17 Is there proper recording of accrued liabilities for unpaid employee compensation and benefit costs?

7.18 Are adjusting payroll journal vouchers approved by an authorized person who does not prepare salary sheets or service books.

7.19 Are salary advances (if any) pre-approved by designated authority? Are these advances correctly recorded in respective
registers and recovered from monthly payroll?

7.20 Is salary advance account regularly reconciled?

7.21 Are there any overpayments to employees during the year? Note the cases for detailed audit.
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7.22 Are unclaimed employee cheques/cash properly returned to the designated departments?

7.23 Is there a checklist and procedures to ensure correct deduction of income tax, PF, ESI etc? Are these correctly deducted every
month?

7.24 Are taxes and PF and other statutory deductions made from employees deposited with respective government authorities
timely and correctly?

7.25 Are there adequate procedures to ensure final settlements (in case of resignation, retirement, etc.) are correctly calculated,
amounts due from employees properly recovered and the final settlement is sanctioned and approved by designated official of
the local body?

8 Control over Assets

8.1 Are there adequate procedures for purchase, receipt, capitalisation and recording of assets in the respective registers and
General Ledger? Are these strictly followed?

8.2 Is a Dead Stock/Fixed Asset Register being maintained and updated correctly?

8.3 Are assets as per these registers reconciled with the General Ledger and action taken for un-reconciling items?

8.4 Is there a system of coding and numbering the assets followed by the local body?

8.5 Are assets physically verified by the local body at least annually and adjusted with book balances (where necessary) with
appropriate approvals from the designated officials?

8.6 Are proper safeguards in place to prevent loss or misuse or theft of assets?

8.7 Is a proper depreciation system being followed by the Local Body? Are assets correctly depreciated every year?

8.8 Do procedures exist for identification of non-working, obsolete and surplus assets exist? Does the local body take appropriate
action on such assets?

8.9 Is all property and equipment properly secured? Is the insurance amount properly reviewed every year for its adequacy?

8.10 Are there adequate procedures for disposal of obsolete and non-working assets? Are these followed?

8.11 Are disposals of assets (if any) in accordance with the procedures and rules?
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Appendix 3
@PM)NITWo AVl: @RYAMNGIH: MIWAMEMN G213}l AVABAUBLIVUDILIBUD (Refer Para 5.4)
S No Questions Yes No NA | Comments of auditors
1 General Controls
11 Does management understand that implementing an adequate internal controls system is its responsibility?
1.2 Has management performed a risk assessment and adopted the appropriate compensating controls?
1.3 Does the University have written documentation of its accounting procedures?
1.4 Are the duties of officials and employees clearly defined and in writing?
1.5 Does the University have an independent audit done on an annual basis?
1.6 Is a budget system used to monitor revenues and expenses? Are financial reports comparing budgeted balances with actual
expenditure generated and reviewed by appropriate management?
1.7 Does management and staff understand what is meant by segregation of duties?
1.8 Are duties properly segregated so that no individual can perform all related elements of a transaction?
2 Accounting System
2.1 Is the general accounting/general ledger/journal entry/register maintenance function segregated from:
e custody and control over cash?
e custody and control over securities?
e custody and control over inventory?
2.2 Are staff performing the general accounting/general ledger/journal entry function segregated from those performing the detail
recording functions for:
e accounts receivable?
e  accounts payable?
e purchasing?
2.3 Does the University have an adequate accounting policy and procedure that cover amongst others the following?
e analyze account balances to ensure transactions have been properly recorded? Is the procedure followed?
e adjustments to the records (journal entries)?
e accounting processes for all significant account balances and classes of transactions?
e identify revenues, expenditures and balances of government program funds separately for each grant/program/scheme etc.
e classify revenues/receipts by source, grant and project properly
e classify expenditures/disbursements by grant, project and activity properly
e ensuring collections and disbursements are recorded accurately and promptly in the correct fund or account and in the correct
general ledger account?
e authorizing and recording inter-bank and inter-fund transfers and providing for proper accounting for those transactions.
2.4 Does the University maintain an updated accounting manual which is accessible to all appropriate employees?
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2.5 Do the financial records and statements adequately describe the transactions and operations of the University?
2.6 Do all journal entries include identification of the accounts in which they are to be recorded?

2.7 Is a double entry system in use that includes a general ledger and subsidiary ledgers?

2.8 Are the subsidiary ledgers balanced and reconciled to the general ledger monthly?

2.9 Is there a complete and current chart of accounts that includes descriptions of items posted to each account?

2.10 Does the accounting system allow for timely recording of transactions, easy viewing of transaction data, and timely creation of
financial reports and reporting of data to higher authorities

2.11 Are ledger accounts reviewed and reconciled at least monthly and on a timely basis? Are differences, negative balances, and/or
unsupported transactions investigated and corrected timely?

2.12 Is the staff performing the reconciliation separate from the staff initiating and finalizing transactions?

2.13 Are all adjusting journal entries approved in writing by designated higher authorities?

2.14 Are financial recording documents prepared (cheques, receipts, purchase orders, etc) in duplicate and pre-numbered?

2.15 Are all receipts, forms, etc., regularly accounted for as issued or voided? Is there a proper inventory record for such receipt
books/form books etc.

2.16 Are detailed books and records and registers as required under the Accounting Rules of the University prepared and maintained.

2.17 Are all accounting records adequately protected against fire, theft, manipulation, unauthorised access etc.

2.18 Is access to accounting records limited to designated employees with responsibility for such records?

2.19 Are all accounting records, including the supporting documents, retained in compliance with the University’s records retention
policy and according to government policy, if any

3 Controls over Cash and Bank

3.1 Are the collection and deposit preparation functions segregated from the accounting functions, including general ledger and
accounts receivable maintenance?

3.2 Is there a complete listing of all bank accounts opened and maintained by University?

3.3 Are all cash collections deposited timely into respective bank accounts? Is there adequate control to ensure such deposits?

3.4 Are all cheques/DDs collected properly recorded in the cheque registers and timely deposited in banks? Is there adequate control
to ensure such deposits?

3.5 Is a secure area provided for processing and safeguarding cash receipts? Is access to such area restricted to authorised personnel
only?

3.6 Is the secured area locked when not occupied?

3.7 Is Cash adequately protected by using registers, safes, or locks and kept in areas of limited access?

3.8 Is machine printed receipt issued for cash receipts transactions? Is there a proper control on these receipt books? Do the
receipts/challans show the appropriate revenue code?

3.9 Are all collections entered into the accounting system in a timely manner? |s there adequate procedure to ensure such entry and

also notifying the higher authorities when not recorded timely?

3.10 Does the same employee accept funds, document or deposit them, and post the activity in the accounts?

3.11 Are all payments/disbursements, except for small petty cash items, paid by cheque or direct deposit or fund transfer?

3.12 Is a proper receipt or acknowledgement obtained for all payments whether paid by cash or bank?
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3.13 Is a cheque register maintained and cheques issues recorded in such registers?

3,14 Does the same employee who writes the vouchers and cheques also sign the cheques?

3.15 Are unused cheques properly controlled and protected from misuse?

3.16 Are there adequate disbursement procedures to ensure the following?

e furnishing invoices and supporting documents to the preparer and signer of the cheques/DD/fund transfer orders, prior to
signing such instruments, to help assure funds are disbursed only for authorized purposes; and to help ensure laws, rules, and
regulations are followed?

e Limits are set for cash and bank payments and such limits are adhered to

e Requiring two or more signatures for issuing cheques/payment instructions to banks

e Cheques issued are followed up until they are realised by the concerned parties and that the returned cheques (if any) are
properly entered in the cheque register and are cancelled.

3.17 Are the invoices approved by someone other than those who sign the cheque/payment instructions?

3.18 Are there adequate controls to ensure all payments are made on a timely basis and in accordance with all purchase orders and
contracts and other purchase procedures?

3.19 Are there adequate controls to ensure duplicate payments are not made to parties?

3.20 Are original invoices (no copies) totalling the amount of the disbursement attached to each voucher before payment?

3.21 Are there adequate controls to ensure each disbursement is properly vouchered and approved by the proper authorities before the
disbursement occurs?

3.22 Are there adequate procedures for reconciliation of bank balances with books of accounts?

3.23 Is reconciliation of bank balances with books done regularly; at least monthly and action taken to correct the books where necessary
with approval from designated authorities?

3.24 Are there controls to review and approve of all reconciliations and investigation of unusual reconciling items by an official not
responsible for receipts and disbursements, including recording evidence of the review and approval, by signing the reconciliation?

3.25 Is there a practice of signing blank cheques by the University officials?

3.26 Is there an adequate insurance cover available for the cash in safe and cash in transit?

4 Controls over Collections and DCB

4.1 Are there adequate procedures to ensure that demands are raised in time and recorded correctly in DCB register for necessary
follow up?

4.2 Are assessments, billing, collection and posting performed by separate employees or departments so that no one individual or one
department can influence the outcome?

4.3 Does the University have a policy regarding adding penalties and interest to delinquent accounts?

4.4 Are there adequate procedures to record collections in DCB and the Cash Book and Ledgers? Are these procedures strictly followed?

4.5 Is DCB properly reconciled to Cash Book and Ledger and Other Subsidiary Ledgers?

5 Controls over Revenues

5.1 Are there adequate procedures to ensure that different types of fees are properly assessed and demanded? Are these procedures
followed strictly?

5.2 Are exemptions from payment of fees (if any) authorised in writing by competent authority in the University?
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5.3 Are there adequate procedures for emissions, write offs and other adjustments to be given to the students and others and are these
procedures strictly followed?

5.4 Is fees collected compared year to year to ensure there are no unusual trends and action taken where necessary?

5.5 Are uncollected fees for a year properly carried over to next year for collection? Are there adequate procedures to ensure such
carry over and collection?

5.6 Are prenumbered receipts issued for fee collections and do these receipts correctly capture the revenue account code and number?

5.7 Does the University act for collection of overdues or they just hope they will be paid and there is no real action from the entity?

5.8 Is an appropriate receivable entry passed in the books for amounts due but not collected? Does it match with DCB and other
records?

6 Controls over Procurement of Works and Stores

6.1 Does the University strictly follow the Kerala Government’s procurement rules and procedures that apply to such entities?

6.2 Is there a procurement plan and a procurement budget for ensuring proper control on procurement of goods and services?

6.3 Are the duties for initiating requisitions, receiving purchased items, processing of invoices for payment, and reconciliation of the
departmental ledger separated between two or more employees?

6.4 Is proper sanction and approval from competent authority obtained prior to incurring expenditure on works and stores?

6.5 Are the sanctions and approvals correctly recorded in respective registers? Are contracts and leases approved by all appropriate
parties prior to the effective date of the contract?

6.6 Does the University maintain an approved vendor list and perform procedures to detect fictitious vendors and relationships of
employees with the vendors?

6.7 Does the University use the purchase methods and follow tendering rules as prescribed in the all the Rules that apply to it?

6.8 Do University procedures ensure that the best combination of quality, total price, and delivery are evaluated when acquiring goods
or services

6.9 Are purchase requisitions initiated and approved by employees specifically authorized to perform this task?

6.10 Are all invoices independently reviewed for completeness, accuracy, compliance with university directives, and agreement to
supporting documentation (receiving reports and purchase orders) before approval for payment?

6.11 Do vouchers receive appropriate supervisory approval before payment?

6.12 Does the University use Purchase Orders/Work Orders/Contracts for all its procurement? Note the exceptions for detailed analysis,
if any.

6.13 Are all expenditures supported by original invoices and other related supporting documentation?

6.14 Are all expenditures sanctioned and approved by the competent authorities of the University before procurement is made and
payment is disbursed? Note the exceptions if any for detailed analysis.

6.15 Are the incoming goods properly recorded in the stock and other records? Does the University follow a GRN/MRN system for all its
receipt of goods?

6.16 Are registers and M Books for assets under construction being maintained and updated timely and correctly?

6.17 Are entries in the M Book and other registers approved by competent authority of the University?

6.18 Are assets under construction inspected periodically by higher officials?

6.19 Are there proper inspections procedures for the purchased goods and is there a material certification procedure in place? Are these
procedures followed strictly?
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6.20 Are the invoices from vendors authorised and approved by competent authoritys before the same are paid?

6.21 Are the invoices cancelled with “paid” stamps after payment is done to ensure they are not paid twice?

6.22 Are there detailed inventory records (stock registers, bin cards, etc.) maintained and updated such that they reflect the correct
balance as on any day?

6.23 Are there proper safeguards in place to prevent theft, misuse and loss of goods and materials from the Stores?

6.20 Is physical count done for all stores items at least annually and adjustments to be books made with approvals from competent
authoritys of the University?

6.24 Are there procedures to ensure obsolete, surplus, and non-moving stores is identified and action taken by the University as per the
laid down procedures?

6.25 Are the purchase, storage, and issuance of supplies properly controlled to prevent over-purchasing, pilferage, deterioration, and
damage?

6.26 Is adequate insurance cover available for the inventory?

6.27 Are maintenance agreements reviewed periodically, especially before they are renewed, to ensure that the equipment the
maintenance agreement is intended to cover is still owned and used by the unit and that it is still in the unit’s best interest to
continue to carry the maintenance coverage?

7 Controls over Payroll

7.1 Are personnel records like service books, leave records, etc., maintained for all employees and are these updated regularly?

7.2 Do physical controls exist over personnel records to prevent their loss or use by unauthorized personnel

7.3 Are there adequate procedures to ensure that employees’ salaries are calculated at the rates/scales approved and as fixed in the
service books?

7.4 Are salaries and wage rates verified by someone outside of the payroll process?

7.5 Is access to service books and other personnel records restricted to authorised employees?

7.6 Are pay revisions/pay adjustments, etc., approved by competent authoritys of the University and are verified by the KSAD?

7.7 Is monthly salary sheet approved by competent authoritys of the University before the pay is disbursed?

7.8 Are salaries disbursed in cash? If yes, are there proper control on cash withdrawal for salaries and disbursement to employees? Is
acknowledgement of employee taken for salaries disbursed?

7.9 Are there adequate procedures to ensure salaries are correctly recorded in the cash/bank book and other registers and respective
ledger accounts?

7.10 Is an adequate attendance record maintained for all employees? Are these records approved by the competent authoritys of the
University?

7.11 Is over time pre-approved?

7.12 Are leaves (except casual leave) pre-approved?

7.13 Are there adequate procedures to ensure that days worked, leave and OT and deductions are correctly captured in the salary sheet
and salary is correctly calculated? Are these procedures followed?

7.14 Are there procedures to ensure salary is not paid to non-existent employees?

7.15 Are salary sheets once approved for payment, corrected by any employee in charge of disbursing salaries?

7.16 Are there general ledger controls for classification of employee compensation and benefit costs so such costs are recorded in the
proper general ledger account?
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7.17 Is there proper recording of accrued liabilities for unpaid employee compensation and benefit costs?

7.18 Are adjusting payroll journal vouchers approved by an authorized person who does not prepare salary sheets or service books.

7.19 Are salary advances (if any) pre-approved by competent authority? Are these advances correctly recorded in respective registers
and recovered from monthly payroll?

7.20 Is salary advance account regularly reconciled?

7.21 Are there any overpayments to employees during the year? Note the cases for detailed audit.

7.22 Are unclaimed employee cheques/cash properly returned to the designated departments?

7.23 Is there a checklist and procedures to ensure correct deduction of income tax, PF, ESI etc? Are these correctly deducted every
month?

7.24 Are taxes and PF and other statutory deductions made from employees deposited with respective government authorities timely
and correctly?

7.25 Are there adequate procedures to ensure final settlements (in case of resignation, retirement etc) are correctly calculated, amounts
due from employees properly recovered and the final settlement is sanctioned and approved by competent authority of the

University?

8 Control over Assets

8.1 Are there adequate procedures for purchase, receipt, capitalisation and recording of assets in the respective registers and General
Ledger? Are these strictly followed?

8.2 Is a Dead Stock/Fixed Asset Register being maintained and updated correctly?

8.3 Are assets as per these registers reconciled with the General Ledger and action taken for unreconciling items?

8.4 Is there a system of coding and numbering the assets followed by the University? Are such numbers pasted on the asset/s in an

appropriate place?

8.5 Are assets physically verified by the University at least annually and adjusted with book balances (where necessary) with appropriate
approvals from the competent authoritys?

Are University Vehicles properly recorded and monitored? Are vehicle use records like log books maintained correctly?

8.6 Are proper safeguards in place to prevent loss or misuse or theft of assets?

8.7 Is access to Assets like Laboratories, Libraries, Data Centres, Projector Rooms, Conference Rooms etc properly monitored and
restricted?

8.8 When moving assets from one department to another or one location to another, is the fixed asset register updated for new
location and date of movement etc.,

8.9 In case of a theft/loss of assets, is the appropriate authority notified immediately? Is a Police Complaint given immediately and FIR
lodged?

8.10 Are the University buildings secured properly to log in after workhours entry and exit?

8.11 Is a proper depreciation system being followed by the University? Are assets correctly depreciated every year?

8.12 Do procedures exist for identification of non-working, obsolete and surplus assets exist? Does the University take appropriate action
on such assets?

8.13 Is all property and equipment properly secured? Is the insurance amount properly reviewed every year for its adequacy?

8.14 Are there adequate procedures for disposal of obsolete and non-working assets? Are these followed?

8.15 Are disposals of assets (if any) in accordance with the procedures and rules?

157




0. af)aV. af). Wl. BoWIG OMIT3 @INO-1

9 Research Management Support

9.1 Are staff members responsible for contracts and grants familiar with the directives and procedures relating to contracts and grants?

9.2 Have staff and faculty been provided sufficient training to understand the special requirements of expending contract and grant
funds, effort reporting, and in general ensuring compliance with grant or contract terms and government regulations in this regard?

9.3 Are appropriate procedures in place to ensure that all technical and progress reports are prepared by employees directly involved
with the grant program or contract and are submitted to the sponsor or contractor in accordance with the terms of the agreement?

9.4 Are costs directly charged to a grant or used as cost sharing reviewed to assure they are reasonable, allocable, consistently treated,
and meet any restrictions that apply?

9.5 Is there a control in place to ensure that expenses reported for purposes of cost sharing are not already charged directly to other
sponsored projects unless specifically granted permission by both sponsors?

9.6 Are salaries of administrative, clerical staff, and non-salary administrative items charged directly to a grant or sponsored project only
if such services and expenses are explicitly budgeted for in the grant? Are there procedures to ensure no double accounting for this
expenditure?

9.7 Are reimbursements to sub grantees/subcontractors reviewed by designated authorities/Principal Investigators who ensures the
appropriateness of such charges?

9.8 Are grant summary reports reviewed and reconciled to supporting documentation periodically to verify that balances agree to

amount reported in accounting records and ledgers?
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@M)IaTwo Wl — saalglead wosniaoaieil

Accountability:

That responsibility to some outside or higher level of authority by a person or group of persons in an organization. With
respect to ULBs and Local Funds, it can also mean the responsibility of the entities to the citizens for economic and
efficient services and to government for proper implementation of schemes with due financial diligence and control and
achievement of stated objectives of the programmes.

Appropriation The amount authorised for expenditure under a major or minor head or sub - head or other unit of appropriation or part
of that amount placed at the disposal of a disbursing officer.

Appropriation Accounts prepared for each grant or appropriation in which is indicated the amount of the grant sanctioned and the

Accounts amount spent under each level of head of account given in budget literature and on the grant as a whole.

Audit Examination in totality, of all financial operations of an auditable organizations/ depts. involving public money with a view

to ascertain whether due regard has been paid to regularity, probity, and propriety, economy, efficiency, and
effectiveness in public expenditure. Audit also includes financial, compliance and performance audit of an auditable entity
or any such examination in accordance with provision of accounting, rules and regulations framed there under.

Auditee or Audited
Entity or Auditee
Entity

The body, organisation or entity for which the KSAD is responsible for auditing.

Audit Evidence

Information that forms the foundation, which supports the auditor's opinions, conclusions or reports. Sufficient:
information that is quantitatively sufficient and appropriate to achieve the auditing results; and is qualitatively impartial
such as to inspire confidence and reliability. Relevant: information that is pertinent to the audit objectives. Reliable:
Information that is consistent with the facts, i.e. it is valid.

Audit Mandate:

The audit responsibilities, powers, discretion and duties conferred on the KSAD under Local Fund Act, 1994 and its Rules,
1996 and derived powers under Article 243 J and 243 Z of the Constitution of India

Audit Memorandum

A memorandum or letter issued during the course of audit for eliciting information, confirmation of facts or any other
matter considered necessary by the auditor in conduct of audit.

Audit Objective

A statement of what the audit intends to accomplish and/or the question the audit will answer. This may include financial,
regularity or performance issues. It will help in conducting audits more systematically to ensure that regulatory
prescriptions are complied with.

Audit Procedures

Tests included in the audit programme/checklists to be carried out systematically and reasonably by the auditors in the
conduct of audit

Audit Risk

The audit risk is the risk that the audit report may be inappropriate. The auditor performs procedures to reduce or
manage the risk of reaching inappropriate conclusions, recognising that the limitations inherent to all audits mean that an
audit can never provide absolute certainty of the condition of the subject matter. When the objective is to provide
reasonable assurance, the auditor should reduce audit risk to an acceptably low level given the circumstances of the audit.
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The audit may also aim to pro-vide limited assurance, in which case the acceptable risk that criteria are not complied with
is greater than in a reasonable assurance audit. A limited assurance audit provides a level of assurance that, in the
auditor’s professional judgment, will be meaningful to the intended users.

Audit Scope

The framework, boundary or limits and subjects of the audit.

Audit Standards

Audit Standards issued by CAG and/or ICAI which provide minimum guidance for the auditor that helps determine the
extent of audit steps and procedures that should be applied to fulfil the audit objective.

Capital Expenditure

Amount spent to acquire or upgrade productive assets (such as buildings, machinery and equipment, vehicles) to increase
the capacity or efficiency of an entity for more than one accounting period.

Causes:

Entity actions that took place or should have taken place and created a result by not following an appropriate
standard/procedure/rule/law

Conclusions

Conclusions are statements deduced by the auditor from the audit observations/findings

Criteria

Any standards used for measuring the results caused by the actions of the entity in any compliance/ performance audit
situation. The criteria are the benchmarks used to evaluate the subject matter. Each audit should have criteria suitable to
the circumstances of that audit. In determining the suitability of criteria the auditor considers their relevance and
understandability for the intended users, as well as their completeness, reliability and objectivity (neutrality, general
acceptance and comparability with the criteria used in similar audits). The criteria used may depend on a range of factors,
including the objectives and the type of audit. Criteria can be specific or more general, and may be drawn from various
sources, including laws, regulations, standards, sound principles and best practices. They should be made available to the
intended users to enable them to understand how the subject matter has been evaluated or measured.

Economy

Minimising the cost of resources used for an activity, having regard to the appropriate quality

Effectiveness:

The extent to which objectives are achieved and the relationship between the intended impact and the actual impact of
an activity.

Findings (or Findings (observations) are the specific evidence gathered by the auditor to satisfy the audit objectives; the results of an
Observations) audit on the basis of the evidence obtained.
Independence: The freedom of the auditors in audit matters to act in accordance with its audit mandate without external direction or

interference of any kind.

Internal Control:

The whole system of financial and other controls, including the organisational structure, methods, procedures and internal
audit, established by the entity within its goals, to assist in conducting the business of the audited entity in a regular
economic, efficient and effective manner; ensuring adherence to management policies; safeguarding assets and
resources; securing the accuracy and completeness of accounting records; and producing timely and reliable financial and
management information.

Materiality

Materiality is relevant in all audits. A matter can be judged material if knowledge of it would be likely to influence the
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decisions of the intended users. Determining materiality is a matter of professional judgement and depends on the
auditor’s interpretation of the users’ needs. This judgement may relate to an individual item or to a group of items taken
together. Materiality is often considered in terms of value, but it also has other quantitative as well as qualitative aspects.
The inherent characteristics of an item or group of items may render a matter material by its very nature. A matter may
also be material because of the context in which it occurs.

Professional
Skepticism

Auditors should maintain appropriate professional behavior by applying professional skepticism, professional judgment
and due care throughout the audit. The auditor’s attitude should be characterized by professional skepticism and
professional judgement, which are to be applied when forming decisions about the appropriate course of action. Auditors
should exercise due care to ensure that their professional behavior is appropriate. Professional skepticism means
maintaining professional distance and an alert and questioning attitude when assessing the sufficiency and
appropriateness of evidence obtained through-out the audit. It also entails remaining open-minded and receptive to all
views and arguments. Professional judgement implies the application of collective knowledge, skills and experience to the
audit process. Due care means that the auditor should plan and conduct audits in a diligent manner. Auditors should avoid
any conduct that might discredit their work.

Public Accountability

The obligations of persons or entities, including government departments, entrusted with public resources to be
answerable for the fiscal, managerial and program responsibilities that have been conferred on them, and to report to
those that have conferred these responsibilities on them.

Subject Matter

Subject matter refers to the information, condition or activity that is measured or evaluated against certain criteria. It can
take many forms and have different characteristics depending on the audit objective. An appropriate subject matter is
identifiable and capable of consistent evaluation or measurement against the criteria, such that it can be subjected to
procedures for gathering sufficient and appropriate audit evidence to support the audit opinion or conclusion.

Supervision

An essential requirement in audit work that provides proper leadership, direction and control at all stages of audit to
ensure a competent, effective link between the activities, procedures and tests that are carried out and the aims to be
achieved.
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INTOSAI FRAMEWORK OF PROFFESSIONAL PRONOUNCEMENTS

'gxfT OSAI Principles (INTOSAI—P)
i INTOSAI funding principles

INTOSAI-P 1-9

INTOSAI care principles

INTOSAI - P 10-99

Fundamental Principles of public sector auditing 1ISSAI 100-129

SAl Oraganisational requirementISSAI 130-199

Functional Audit

Performance audit Compliance audit

Other engagement:

FA Principles
ISSAI 200-299

PA Principles
ISSAI 300-399

CA Principles
ISSAI 400-499

FA Standards
ISSAI 2000-2899

PA Standards
ISSAI 3000-3899

CA Standards
ISSAI 3000-4899

Reserved for future
development based
on ISSN 100

ISSAI 600-699
ISSAI 6000-6899

Competency
Standards(COMP)

Reserved for future

development

~hasad.an.ISSALAONA..,

(Fossiby)

COMP 700-799
and

COMP 7000-7499

Guidance (GUID)

SAl Organisational guidance

GUID 1900 -1999

Supplementary
financial audit
guidance

GUID 2900-2999

Supplementary
performance
audit guidance
GUID 3900-3999

Supplementary
compliance
audit guidance
GUID 4900-4999

Reserved for future
development based
on ISSN 100
GUID 6500-6999

Competency
Guidence(COMP)

Reserved for future

development
based on ISSAI 100

Subject matter specific guidance

GUID 5000 -5999
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Supplementary
competency
guidance

COMP 7500 7999

I
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@pmMmiawo ag)ati— INTOSAI apism

Category

Category Classification Criteria
Number
Founding historical principles specifying the role and functions that SAls should
INTOSAI P1-9 INTOSALI founding aspire to. These principles may be informative to Governments and Parliaments
principles as well as SAIs and the wider public and may be used as reference in establishing
national mandates for SAls.
INTOSAI P-10 | INTOSAI Core Core pr.1n01p1es that support the foqndlng principles for an SAI, c.larl.fymg issues
99 principles in relation tg the SAls role in society as well as high level aspirations for the
proper functioning and professional conduct of an SAI
Fupdgmental . Defines basic set of concepts and principles that defines public sector auditing
ISSAI 100-129 | principles of public .
auditing and the different types of engagements supported by the ISSAIs.

ISSAI 130-199

SAI organizational
requirements (SAI

Requirements for organizational functions of an SAI that are designed to enhance
the performance of quality audits.

level)

Financial audit These define the elements and principles of financial auditing with reference to
ISSAI 200-299 o . . o

principles the fundamental principles of public sector auditing

Performance audit These define the elements and principles of performance auditing with reference
ISSAI 300-399 o . : ..

Principles to the fundamental principles of public sector auditing

. Compliance audit These define the elements and principles compliance auditing with reference to

ISSAi 400 -499 . o . s

principles the fundamental principles of public sector auditing
ISSAI 2000- Financial audit : . . . : o
2999 standards Standards for financial auditing In conformity with the financial audit principles
ISSAI 3000- Financial audit Standards for performance auditing In conformity with the performance audit
3999 standards principles
ISSAI 4000- Compliance audit Standards for compliance auditing In conformity with the compliance audit
4999 standards principles
ISSAI—-1900- | SAI organizational Guidance that supports the SAI in enhancing organizational performance in
1999 guidance practice related to the organizational requirements and ISSAI implementation
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Category . . -
Number Category Classification Criteria
GUID 2900 — Supplejmenta.ry Guidance that support the auditor in the financial audit process on how to apply
financial audit : )
2999 . the ISSAIs in practice
guidance
GUID 3900 — Supplementary . Guidance that supports the auditor in the performance audit process on how to
performance audit . )
3999 . apply the ISSAIs in practice
guidance
GUID 4900- Supplejmentary. Guidance that supports the auditor in the compliance audit process on how to
compliance audit R .
4999 . apply the ISSA is in practice
guidance
GUID 5000- Subject matter Guidance that supports the auditor in understanding a specific subject matter and
5999 specific guidance the application of the relevant ISSAIs

Reserved for future development based in ISSA 100

ISSAI 600-699

Principles for other

These define the elements and principles of other engagements with reference to

engagements the fundamental principles of publics sector auditing
Competency Principles laying down the competencies and professional studies, knowledge,
COMP 700-799 principles ethics, values and attitudes required by the public sector auditor to undertaken
audit in line with the ISSAIs
ISSAI 6000- Standards for other Standard for other engagements in conformity with the fundamental principles of
6499 engagements public sector auditing. This may include other INTOSAI
COMP 7000- Competency Standards that spt out the corppetencies apd professional sto, knowledge, .ethics,
7499 standards values and att.ltl.lde. and. attitudes required by the public sector auditor to
undertaken audit in line with the ISSAIs
GUID 6500 — Supplementary Guidance that supports the auditor in other engagements on how to apply the
6999 guidance on other ISSAIs in Practice
engagements
GUID 7500 — | Supplementary Guidance to an SAI in implementing mechanisms and programmed for
7999 competency guidance | competency development in line with ISSAIs
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