BRANCH:                                                                                                                                                      AUDIT AS ON:    


DATA FOR COMPILATION OF BUSINESS STRATEGY 
(Rupees in lakhs)
	
	Previous Month of Last Inspection
	March 

(Following completed year)
	Preceding March of Current Inspection           (If Applicable) (*)
	Previous Month of Current Inspection

	
	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual

	
	A
	B
	C
	D
	E
	F
	G
	H

	I. DEPOSITS
	
	
	
	
	
	
	
	

	II. ADVANCES
	
	
	
	
	
	
	
	

	III. MISCELLANEOUS BUSINESS INCOME:

	i) Forex Income
	
	
	
	
	
	
	
	

	ii) Income from Govt. Business
	
	
	
	
	
	
	
	

	iii) Other Income
	
	
	
	
	
	
	
	

	MIS. INCOME

TOTAL
	
	
	
	
	
	
	
	


IV. PROFITABILITY:















(Rupees in lakhs)
	Before last completed Financial Year  -  March 2004
	Last completed Financial Year  --  March 2005

	Budget
	Achievement
	Budget
	Achievement

	A
	B
	C
	D

	
	
	
	


DATA RELATING TO BUSINESS STRATEGY

(Figures should be taken from P-Report)

I. DEPOSITS:


















(Rupees in lakhs)

	Previous Month of Last Inspection
	March 

(Following completed year)
	Preceding March of Current Inspection   (If Applicable) (*)
	Previous Month of Current Inspection

	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual

	A
	B
	C
	D
	E
	F
	G
	H

	
	
	
	
	
	
	
	


	DEPOSITS
	Budget
	Achievement (absolute)
	Budget
	Achievement (absolute)
	%age of achieved

	Since last inspection to March of the Concerned year… A
	C-A
	D-B
	
	
	Achievement   X 100 / 

Budget

	During the following completed year (yyyy – yy)
	E-D
	F-D
	
	
	

	Since April to previous month of inspection …… B
	G-F
	H-F
	
	
	

	TOTAL
	(C-A) + (E-D) + (G-F)
	(D-B) + (F-D) + (H-F)
	
	
	


II. ADVANCES:











(Rupees in lakhs)
	Previous Month of Last Inspection
	March 

(Following completed year)
	Preceding March of Current Inspection  (If Applicable) (*)
	Previous Month of Current Inspection

	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual

	A
	B
	C
	D
	E
	F
	G
	H

	
	
	
	
	
	
	
	


(*) Applicable when Current Audit commences before 30th Sept. and within 18 months from Previous Audit.

	ADVANCES
	Budget
	Achievement (absolute)
	Budget
	Achievement (absolute)
	%age of achieved

	Since last inspection to March of the Concerned year… A
	C-A
	D-B
	
	
	Achievement   X 100 / 

Budget

	During the following completed year (yyyy – yy)
	E-D
	F-D
	
	
	

	Since April to previous month of inspection …… B
	G-F
	H-F
	
	
	

	TOTAL
	(C-A) + (E-D) + (G-F)
	(D-B) + (F-D) + (H-F)
	
	
	


III. MISCELLANEOUS BUSINESS INCOME:
















(Rupees in lakhs)
	
	Previous Month of Last Inspection
	March 

(Following completed year)
	Preceding March of Current Inspection    

 (If Applicable)  (*)
	Previous Month of Current Inspection

	
	Budget
	Achievement
	Budget
	Achievement
	Budget
	Achievement
	Budget
	Achievement

	
	A
	B
	C
	D
	E
	F
	G
	H

	i) Forex Income
	
	
	
	
	
	
	
	

	ii) Income from Govt. Business
	
	
	
	
	
	
	
	

	iii) Other Income
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	


(*) Applicable when Current Audit commences before 30th Sept. and within 18 months from Previous Audit.

	MISC. INCOME
	Budget since last Inspection
	Achievement
	%age of achievement

	i) Forex Income
	(C-A) + E + G 
	(D-B) + F + H
	(Achievement) X 100 / (Budget)

	
	
	
	

	ii) Income from Govt. Business


	(C-A) + E + G 
	(D-B) + F + H
	(Achievement) X 100 / (Budget)

	
	
	
	

	iii) Other Income 
	(C-A) + E + G 
	(D-B) + F + H
	(Achievement) X 100 / (Budget)

	
	
	
	

	TOTAL
	(i + ii + iii) 
	(i + ii + iii)
	

	
	
	
	


IV. PROFITABILITY:
















(Rupees in lakhs)
	Before last completed Financial Year  -  March 2003
	Last completed Financial Year  --  March 2004

	Budget
	Achievement
	Budget
	Achievement

	A
	B
	C
	D

	
	
	
	


	Budgeted increase in profit / reduction in loss for the last completed Financial Year
	Actual increase in profit / reduction in loss Achieved
	%age of achievement

	(C-B)
	(D-B)
	(D-B) X 100 / (C-B)

	
	
	


DATA RELATING TO BUSINESS STRATEGY
(Figures should be taken from P-Report)

I. DEPOSITS:










(Rupees in lakhs)
	Previous Month of 

Last Inspection
	March 

(Concerned Year)
	Previous Month of 

Current Inspection

	Budget
	Actual
	Budget
	Actual
	Budget
	Actual

	A
	B
	C
	D
	E
	F

	
	
	
	
	
	


	
	Budget
	Achievement (absolute)
	Budget
	Achievement (absolute)
	%age of achieved

	Since last Inspection to March of the Concerned Year..
	C-A
	D-B
	
	
	Achievement   X 100 / Budget

	Since April to previous month of inspection …
	E-D
	F-D
	
	
	

	TOTAL


	(C-A) + (E-D)
	(D-B) +   (F-D)
	
	
	


II. ADVANCES:









(Rupees in lakhs)


	Previous Month of 

Last Inspection
	March 

(Concerned Year)
	Previous Month of 

Current Inspection

	Budget
	Actual
	Budget
	Actual
	Budget
	Actual

	A
	B
	C
	D
	E
	F

	
	
	
	
	
	


	
	Budget
	Achievement (absolute)
	Budget
	Achievement (absolute)
	%age of achieved

	Since last Inspection to March of the Concerned Year..
	C-A
	D-B
	
	
	Achievement   X 100 / Budget

	Since April to previous month of inspection …
	E-D
	F-D
	
	
	

	TOTAL


	(C-A) + (E-D)
	(D-B) +   (F-D)
	
	
	


III. MISCELLANEOUS BUSINESS INCOME:










(Rupees in lakhs)
	
	Previous Month of Last Inspection
	March         (Concerned year)
	Previous Month of Current Inspection

	
	Budget
	Achieve-ment
	Budget
	Achieve-ment
	Budget
	Achieve-ment

	
	A
	B
	C
	D
	E
	F

	i) Forex Income


	
	
	
	
	
	

	ii) Income from Govt. Business
	
	
	
	
	
	

	Iii) Other Income


	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	


	
	Budget since Last Inspection
	Achievement
	%age of achievement

	i) Forex Income


	(C-A) + E
	(D-B) + F
	(Achievement) X 100 / Budget

	
	
	
	

	ii) Income from Govt. Business
	(C-A) + E
	(D-B) + F
	(Achievement) X 100 / Budget

	
	
	
	

	Iii) Other Income
	(C-A) + E
	(D-B) + F
	(Achievement) X 100 / Budget

	
	
	
	

	TOTAL
	(i + ii + iii)
	(i + ii + iii)
	

	
	
	
	


IV. PROFITABILITY:










(Rupees in lakhs)
	Before Last completed Financial Year March 2003
	Last completed Financial Year          March 2004

	Budget
	Achievement
	Budget
	Achievement

	A
	B
	C
	D

	
	
	
	


	Budgeted increase in Profit / reduction in Loss for the last completed Financial Year
	Actual increase in Profit / reduction in Loss Achieved
	%age of achievement

	(C-B)
	(D-B)
	(D-B) X (C-B)
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DATA FOR RFIA COMPILATION:

INTRODUCTION TO THE BRANCH AND THE CENTRE

	BRANCH
	
	          CODE NO.
	

	REGION
	
	 MODULE/ ZONE
	 

	

	1.
	(a)   Type of Branch 
	GROUP – I / II / III

	
	(b)   Branch opened on
	

	2.
	Incumbents during the period under review

	
	BRANCH MANAGER (INCUMBENCY               )
	DIVISIONAL MANAGER (         )  (INCUMBENCY         )

	
	Name
	Grade
	Period
	Name
	Grade
	Period

	
	
	
	from
	To
	
	
	from
	To

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	DIVISIONAL MANAGER (        ) (INCUMBENCY         )
	DIVISIONAL MANAGER (        ) (INCUMBENCY         )

	
	Name
	Grade
	Period
	Name
	Grade
	Period

	
	
	
	from
	To
	
	
	from
	To

	
	
	
	
	
	
	
	
	

	
	DIVISIONAL MANAGER  (          ) (INCUMBENCY         )
	DIVISIONAL MANAGER (        )  (INCUMBENCY          )

	
	Name
	Grade
	Period
	Name
	Grade
	Period

	
	
	
	from
	To
	
	
	from
	To

	
	
	
	
	
	
	
	
	

	3.
	Categorisation of branch incumbency   (DGM / SMGS-V /SMGS-IV / MM III  etc.)
	

	4.
	Prominent business segment(s)  
	C&I
	SIB
	AGR
	PER

	
	
	 
	 
	 
	

	5.
	Business Profile (Actual figures in Rs. lacs)
	As on last Friday of the month prior to LI (mm/yyyy)
	As on 31.03.yyyy
	As on 31.03.yyyy (if applicable)
	As on last Friday of the month prior to CI (mm/yyyy)

	
	DEPOSITS
	
	
	
	

	
	C & I
	
	
	
	

	
	S I B
	
	
	
	

	
	AGL
	
	
	
	

	
	PER
	
	
	
	

	
	SD / BC
	
	
	
	

	
	Aggregate Deposits
	
	
	
	

	
	ADVANCES
	
	
	
	

	
	C & I
	
	
	
	

	
	S S I
	
	
	
	

	
	S B F
	
	
	
	

	
	AGL
	
	
	
	

	
	PER
	
	
	
	

	
	Miscellaneous
	
	
	
	

	
	Total Advances
	
	
	
	

	
	Profit / (Loss)
	
	
	
	


DATA FOR RFIA COMPILATION:

	6.
	Branch has (please tick if applicable) 

	
	Currency Chest
	Small Coin Depot
	Repository
	No Chest



	
	
	
	
	

	7.
	Whether branch has any extension counter ? If yes, furnish brief particulars.
	

	8.
	Whether 

· Government Business (including Pension Payments)

· International Banking Business conducted?
	

	9.
	Whether branch is fully computerized ?
	

	10.
	Whether outside computer agencies are engaged (if yes, the nature of work, entrusted) ?
	

	11.
	Utilities like Tele-Banking / ATM / SWIFT / IBS-NET / DATA-NET etc., (state if available)
	

	12.
	Business hours
	Monday to Friday 
	From:
	To:

	
	
	Saturday
	From:
	To:

	
	
	
	
	

	13.
	Weekly Holiday (if other than Sunday)
	

	14.
	Non-Banking Working Day (if any)
	

	15.
	Name of the Lead Bank
	

	16.
	Geographical and other data
	

	
	(i) Location of the branch (full postal address, telephone numbers with STD code)
	

	
	(ii)  Major economic activity
	

	
	(iii) Type of Centre (M / U / SU / R)
	

	17.
	PREVIOUS AUDIT :   
	

	
	AUDIT AS ON
	

	
	REPORT DATE
	

	
	RATING & SCORE AWARDED 
	


DATA FOR RFIA COMPILATION:                                      
ANNEXURE TO ARF 

(FOR ALL BRANCHES)

	ANNEXURE RELATING TO NPA MANAGEMENT

	01
	Recovery through Compromise  
	(TO BE INCORPORATED IN PAGE 25)

	
	Segment
	Amount recoverable as at the end of the month prior to current inspection in approved cases
	Amount recovered out of (B)
	% of recovery

	
	(A)
	(B)
	(C)
	(D)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	

	02
	Write-off recommendations
	
	

	
	Segment
	Number of accounts & amount eligible to be written off
	Number of a/cs & amt.  recommended for write off
	Number of a/cs & amt. actually written off
	% age of Accounts & amount  written-off since last inspection

	
	
	A/cs
	Amount
	A/cs
	Amount
	A/cs
	Amount
	A/cs
	Amount

	
	C & I
	
	
	
	
	
	
	
	

	
	SSI
	
	
	
	
	
	
	
	

	
	SBF
	
	
	
	
	
	
	
	

	
	AGL
	
	
	
	
	
	
	
	

	
	PER
	
	
	
	
	
	
	
	

	
	DIR
	
	
	
	
	
	
	
	

	
	MISC
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	

	
	

	03
	NPA RECOVERY
	

	
	Recovery in NPAs 
	
	

	
	Budget for reduction for the last FY
	Budget upto the quarter prior to Current Inspection
	Achievement under (A)  excluding write-off     
	Achievement under (B)  (excluding write-of) 
	% of achievement (C+D) / (A+B) X 100
	

	
	(A)
	(B)
	(C)
	(D)
	(E)
	

	
	
	
	
	
	
	

	
	

	04


	Recovery in Written-off Accounts  

	
	Written-off accounts
	No. of accounts
	Amount recovered since last inspection.
	

	
	
	
	
	


	ANNEXURE RELATING TO NPA MANAGEMENT

	05
	Quality of assets & upgradation since last inspection
	(PAGE 26)

	
	
	Standard Assets
	Total Assets
	% age to Total Assets

	
	
	(A)
	(B)
	(C)

	
	Current  Inspection
	
	
	

	
	
	Standard Assets
	Total Assets
	% age to Total Assets

	
	
	(A)
	(B)
	(C)

	
	Last Inspection
	
	
	


DATA FOR RFIA COMPILATION:
	Data relating to Protested Bills account 

	(PAGE No.27)                                                                                     (Rupees in lacs)

	 Particulars
	C & I
	SSI
	SBF
	AGL
	PER
	MISC
	Total

	
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B

	Outstandings as on date of current inspection
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Of which 

(a) suits / recovery cases filed but decree / certificates yet to be obtained
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(b) legal action deferred with approval of controlling authority
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(c) legal action deferred but approval not produced for verification
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(d) legal action waived
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(e) suits decrees / certificates obtained but execution / recovery proceedings yet to be initiated
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	(f) Execution /         Recovery proceedings in progress
	
	
	
	
	
	
	
	
	
	
	
	
	
	


A – No. of accounts

B – Balance outstanding
	Data relating to Advance Under Collection Account 

	(Rupees in lacs)

	 Particulars
	C & I
	SSI
	SBF
	AGL
	PER
	MISC
	Total

	
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B
	A
	B

	Outstandings as on date of current inspection
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Of which 

suits filed
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Of which suits waived
	
	
	
	
	
	
	
	
	
	
	
	
	
	


A – No. of accounts

B – Balance outstanding 

DATA FOR RFIA COMPILATION:
FOREIGN EXCHANGE DATA:



(PAGE – 28)

	Report
	Date
	Irregularities 


	Recurrence observed to be rectified (state YES or NO)

	RBI
	
	
	

	LI
	
	
	


	
	Date of memo
	No of entries outstanding as  per branch record
	Outstanding as per report from Foreign Department  
	Date last reconciled with FD / foreign branch

	NOSTRO Entries
	
	
	
	

	Bill of Exchange
	
	
	
	

	Forward Contracts
	
	
	
	

	EEFC A/c
	
	
	
	

	Others
	
	
	
	


	ANNNEXURE FOR `DEALING WITH AUDIT REPORTS’ UNDER  GENERAL BRANCH MANAGEMENT

	Dealing with Audit Reports
	Gr-I & II PAGE–41 /Gr-III Page-35

	(i)
Closure Status / Adherence to time frame
	

	Type of audit report
	Date of report
	Date of submission
	Dealt with on
	Persisting Irregularities
	Incorrect certification

	
	
	Stipulated date
	Actual date of submission
	
	Major
	Minor
	Major
	Minor

	Internal Audit Report
	
	
	
	
	
	
	
	

	Verification Audit  
	
	
	
	
	
	
	
	

	Credit Audit
	
	
	
	
	
	
	
	

	Statutory Audit
	
	
	
	
	
	
	
	

	Computer Audit
	
	
	
	
	
	
	
	

	Spot / Surprise Audit
	
	
	
	
	
	
	
	

	RBI Audit Sec. 35
	
	
	
	
	
	
	
	

	RBI Audit Chest / Small coin depot
	
	
	
	
	
	
	
	

	RBI Audit FEMA 2000
	
	
	
	
	
	
	
	

	Govt. Audit
	
	
	
	
	
	
	
	

	SBI Audit
	
	
	
	
	
	
	
	

	Others
	
	
	
	
	
	
	
	


DATA FOR ARRIVING OF CREDIT RISK MANAGEMENT MARKS: 

       (Page No.8)

(Rs. in lacs)

	Total No. of A/cs (As on date of Audit)
	Total Assets O/s (Fund Based)
	Total No. of Credit Audit A/cs
	Total Exposure of Credit Audit A/cs

	
	
	
	


CERTIFICATE IN RESPECT OF FRAUDS

This is to certify that no case of perpetration of fraud / misappropriation / vigilance mater has taken place at __________________ Branch, ________________ during the period from ______________ to _______________.

(OR)
ANALYSIS OF FRAUDS IN THE BRANCH:


Ref. No.
1. No. of live cases of Frauds



:

2. Frauds detected during inspection, if any

:

3. Loopholes which facilitated perpetration of frauds:

4. Safeguards taken




:

5. Steps to be taken to avert frauds


:

Branch :

Date
  :




       CHIEF MANAGER / BRANCH MANAGER
***************************************************************************

CERTIFICATE IN RESPECT OF PENDING MEMORANDA

This is to certify that the memoranda received from Head Office are outstanding at ________________ Branch, ________________ as on date of audit i.e. ________________.

	Sl. No.
	MEMORANDA RECEIVED FROM
	No. of Entries
	Aggregate Amount
	Pending Since

	I
	H.O. Central Accounts Dept.
	
	
	

	II
	H.O. ABSOT Department
	
	
	

	III
	Agency Clearing Department
	
	
	

	IV
	Foreign Department
	
	
	

	V
	Government Accounts Department
	
	
	

	VI
	Others (Specify)
	
	
	

	
	
	
	
	


Branch :

Date
  :




       CHIEF MANAGER / BRANCH MANAGER
CERTIFICATE IN RESPECT OF HOUSE KEEPING

This is to certify that the balances of constituents accounts / individual items are agreed with the Weekly Statement of Affairs (W.S.A.) at __________________ Branch, ________________ as on date of audit i.e. __________________ except the following accounts / heads.

	Sl. No.
	Name of the Account / Head
	Not Tallied Since

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


Branch :

Date
  :




       CHIEF MANAGER / BRANCH MANAGER
***************************************************************************

CERTIFICATE IN RESPECT OF STAFF RELATED / RECOMMENDED LOAN ACCOUNTS
This is to certify that the following are the accounts of Staff related / recommended accounts as on date of audit i.e. __________________ at ____________________ Branch.

	Account/ Customer No.
	Facility / Activity
	Name of the Borrower
	Balance O/s
	Remarks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Branch :

Date
  :




       CHIEF MANAGER / BRANCH MANAGER

ANNEXURE TO AUDIT REPORT FORMAT (RFIA)
	Audit of accounts under Public Provident Fund Scheme 1968

_________________Branch _____Code __________Region ______________Zone



	1. Name of the Official Visiting the branch:


	

	2. Date of Audit:
	

	3. Month / Year of commencement of PPF business at the Br.


	

	4. Number of accounts as on the date of audit
	

	5. Balance outstanding as on the date of audit


	

	6. Whether account opening forms are obtained on the

    standard forms
	

	7. Whether account opening forms are serially numbered and

    properly filed
	

	8. Whether nomination is obtained and kept on record 
	

	9. Whether standard challan forms are being used for payment of 

    subscriptions in to the accounts
	

	10. Whether minimum subscription of Rs.500/- per annum per

     subscriber is being ensured
	

	11. Whether an amount of Rs.50/- per year is collected from

     the subscribers as penalty for default  in payment of

     minimum amount of subscription
	

	12. Whether the annual subscription is restricted to Rs.60000-

     per annum upto 15.11.2002 and Rs.70,000/- per annum

     with effect from 16.11.2002 per subscriber 
	

	13. Whether the entries are made simultaneously in the ledger

     and the pass book of customers
	

	14. Whether pass book retained overnight register is

     maintained for PPF pass books
	

	15. Whether a scroll is being maintained to record the date

     wise / challan wise transactions therein
	

	16. Whether all the transactions are routed through the

      current account in the name and style of “PPF Collection A/c” 
	

	17. Whether the collections under the scheme are remitted to

     Gunfoundry Branch-066 (Focal Point Link Branch for PPF

     Scheme) on the same day
	

	18. Whether the scroll along with the copies of challans and

     TRV is despatched to the Gunfoundry Branch on the same day
	

	19. Whether day book for PPF Scheme is properly maintained
	

	20. Whether progressive balance book is maintained and

     posted on day to day basis
	


PPF FORMAT CONTD.:

	21. Whether periodical balancing is done  (once in a quarter)

     and balance confirmation certificate from Gunfoundry

     Branch is held on record. (Furnish the date of latest

     balance confirmation certificate)
	

	22. Whether interest is applied to the PPF accounts at the end

     of March every year (Except in the case of closing of

     accounts on account of maturity)
	

	23. Whether the interest applied on PPF Accounts is separately

      reported to Gunfoundry Branch without clubbing the same

      in the subscriptions received on the day of interest

      application
	

	24. Whether the PPF Account holders are having any other

     business connections with the branch, if so, the value of

     such connection
	

	25. The average number of days the entries in IBIT account

     are outstanding on account of payments and interest

     application under the same 
	

	26. Whether guidelines furnished in the Head Office Circular

     No.Govt.1/1990-91, dated 11.04.1990, Govt.1997-98/21,

     dated 14.11.97, Circular letter No.2002-03/33, dated

     28.05.02, Circular Letter No.2002-03/122, dated 19.11.02

     and other circulars issued from Head Office from time to

     time are meticulously followed 
	

	27. Depending upon the existing business levels under this

     scheme, is it worthwhile to continue the scheme in the

     branch
	

	28. Whether the observations made by the Internal Auditors in

     the latest Internal Audit Report are compiled with 
	

	29. Any other remarks / observations:




Camp:

Date  :

Signature of the Branch Manager 


Signature of the Inspecting Official

SS No.

FORMAT FOR EXTENSION COUNTER

AT _____________________

​​​​​​​​​​​​​​​​​​​__________________________ BRANCH

	Sl No
	QUESTIONNAIRE 
	YES / NO / NA

	1. ORGANISATIONAL STRUCTURE:
	

	a.
	Is staff working at E.C. according to prescribed pattern viz. Officer, Head Cashier / Clerk, Peon as minimum strength.
	

	b.
	Additional staff required as below are posted at E.C. or not ?

(Second clerk Cashier wanted if vouchers exceed 100 per day, Head Clerk- if vouchers exceed 200 and DDs value cross Rs.50,000/- per voucher consistently)
	

	2.  BUSINESS HOURS:
	

	a.
	Are the business hours suitable for the principal customer?
	

	b.
	Is the weekly holiday convenient to the principal customer?
	

	3.  PERSONNEL:
	

	a.
	Names of Officers / Staff staying for more than one year / 6 months respectively.
	

	b.
	Are rotation of personnel at E.C. done once in six months of non-supervisory staff and once in a year of Supervising Staff.
	

	4.  PERMISSIBLE BUSINESS:
	

	a.
	Is the E.C. respecting the permissible cast drawls i.e. Rs.5000/- per account per day?
	

	b.
	Whether a notice to this effect displayed / branded on the passbook?
	

	c.
	Are deposit accounts viz. Savings Bank, Current A/C Recurring and TDRs are opened?
	

	d.
	Whether inter branch drafts are issued and paid at E.C.?
	

	e.
	Whether E.C. undertakes collection of cheques (SCs) and payment of LSCs?
	

	5.  ACCOUNTING SYSTEM:
	

	a.
	Are the following books / registers maintained at this E.C.
	

	
	1.  Ledgers 
	

	
	2.  Day books / summary registers
	

	
	3.  Progressive Registers
	

	
	4.  Account Opening / Closing Register
	

	
	5.  TDR registers
	

	
	6.  TDR interest a/c register
	


______________________________________ E.C. REPORT CONTD.:

	
	7.  Daily lists
	

	
	8.  IBR issued / paid register
	

	
	9.  Clearing Registers
	

	
	10. SCs/ LSCs registers
	

	
	11. All Clean Cash subsidiary books (as applicable)
	

	
	12. Cash & Transfer Scrolls
	

	
	13. DDP /DDRR registers
	

	
	14. General Ledger and G.L. abstract.
	

	b.
	Does E.C. send daily transactions register to base branch promptly? (in case of EC handling less than 100 vouchers per day)
	

	c.
	Are security forms used by the EC branded with name of EC before issue by the base branch to them?
	

	d.
	Does the EC observe signature discipline for signing IBR & TDR issued?
	

	6.  INTERNAL CONTROL:
	

	a.
	Are ledgers/books/registers balanced at prescribed intervals as per extant instructions at EC?
	

	b.
	Is balancing of books at EC is taken up on the same day of balancing at base branch?
	

	c.
	Dates of visits by Controlling Authority to E.C.  (Hly once / Qtly once if manned by single official respectively)
	

	d.
	Dates of Chief Manager's visits to EC (Monthly once/ Hly. once if manned by single Official / this can be delegated to his Manager (P&SB) for alternate visits
	

	e.
	Is there evidence of checking of by the Chief Manager in respect of
	

	
	1.  Cash balance / Security forms stock
	

	
	2.  SC / LSC register
	

	
	3.  IBR register for Ex-advice payments
	

	
	4.  Vouchers of the previous day
	

	
	5.  All debit vouchers of Rs.1000/- and above (for last month)
	

	
	6.  Random sampling of all other books/registers
	

	
	7.  Term Deposit Interest vouchers exceeding Rs.10000/- value
	

	
	8.  Progressive balance books
	

	
	9.  GL / Abstract by reference to the previous day transactions
	

	
	10. DDP Registers
	


___________________________________ E.C. REPORT CONTD.:

	7.  CASH MANAGEMENT:
	

	a.
	Maximum permissible withdrawal fixed by Controlling Authority Rs.___________
	

	b.
	Maximum permissible cash retention limit fixed by Controlling Authority Rs.___________
	

	
	Is EC adhering to the above limits fixed by C.A.
	

	
	Whether cash balance/petty cash/postage balance Security Forms are stored in Fire proof almarah and held under joint custody of the Officer-in-charge and Head Cashier?
	

	c.
	Are the following books maintained at EC?
	

	
	Cash Balance book
	

	
	Vault registers in duplicate
	

	d.
	Are security precautions observed for handling of cash at it is done at regular basis?
	

	e.
	Does Head Cashier draw petty cash of Rs.200/- as advance and disburse in accordance with H.O.Cir No. GB/1990-91/20 dated 26.05.1990?
	

	f.
	Does EC observe / takes normal precautions required for remittances of cash to / from base branch?

(i.e. cashier always accompanied by another staff member)
	

	g.
	Does E C maintain a teller counter on salary day of the staff of  organisations for which  it  is catering to?
	

	8.
	Does the EC practice the day end accounting system by submitting to the base branch?
	

	
	1. Clean Cash / DRT 
	

	
	2. Day's vouchers (single officer EC)
	

	
	3. Days clearing instruments along with duplicate schedule?
	

	
	4. Paid instruments drawn on the base branch along with a special schedule (Annexure-IV)
	

	9
	Does the E C maintain
	

	
	1. Dead Stock Registers
	

	
	2. Dispatch register
	

	
	3. Intra-office voucher shuttle register / Maintain separate post bags at both ends for intra office main
	

	10
	Does the EC keep the following at the base branch?
	

	
	1. One set of balancing books
	

	
	2. Dead Stock register (one set)
	

	
	3. Running accounts account opening forms
	


___________________________________ E.C. REPORT CONTD.:

	11
	Are the records properly kept at the E C?
	

	
	Does EC transfer records which are of more than 2 years old to base branch.
	

	12
	Are Demand Loans against Bank TDRs sanctioned at EC?
	

	
	Are DL documents kept at EC?
	

	13.  DEMAND PURCHASES:  
	

	a.
	Are customers given immediate credit up to Rs.15000/- by debit to DP account at EC as per Goiporia recommendations?
	

	b.
	Is EC sending weekly statement of DPs to Base Branch?
	

	c.
	Are instruments purchased dispatched at EC promptly?
	

	d.
	Are cases of DPs returning unpaid recovered immediately and reported to base branch?
	

	14.  I B I T A/C:
	

	a.
	Is EC maintaining IBIT account for transit entries interse the EC and base branch?
	

	b.
	Are there no entries in IBIT account at EC are outstanding for more than 2 working days?
	

	c.
	Are IBIT entries of EC responded by the base branch on same or next working day?
	

	15.  SUSPENSE ACCOUNT:
	

	a.
	Is EC maintaining Suspense Account only for advance towards petty cash payments?
	

	b.
	Are entries in Suspense Account reversed on the last working day of the month?
	

	16.  SUNDRY DEPOSIT ACCOUNT:
	

	a.
	Is EC maintaining Sundry Deposit Account?
	

	b.
	Are entries in Sundry Deposit Account at E C are reversed within 7 days?
	

	17.  CHARGES ACCOUNT:
	

	a.
	Are charges account vouchers / registers not paid at E C.?
	

	b.
	Are E C Suspense entries on account of Petty Cash payments reversed by debit to charges account of base branch  promptly on last working day  of the month?
	


________________________________________ E.C. REPORT CONTD.:

	18.  BUDGET:
	

	a.
	Whether budget allocation was made by the base branch to EC (If yes, furnish  the following for 3 relevant dates)
	











(Rs. in lacs)

	Segment
	Last Year
	Current Year
	As on last month of audit

	
	Budget
	Actual
	Budget
	Actual
	Budget
	Actual

	PER
	
	
	
	
	
	

	SIB
	
	
	
	
	
	


	b.
	Does the EC submit a monthly "P" report to the Base Branch?
	

	19.  PREMISES:
	

	a.
	Does the EC maintain Cleanliness and up keep the premises hygienically and presentably?
	

	b.
	Are Fire extinguishers installed at the EC? If so, furnish due date for replacement / refilling.
	

	c.
	Are the keys of premises of EC kept under custody of Official in charge?
	

	d.
	Are duplicate keys of EC kept at the base branch for safe custody?
	


        Camp : 

        Date   :                                            


INSPECTING OFFICIAL

MANAGEMENT LETTER
Management Letter will be a concise Executive Summary which should highlight the salient and critical aspects thrown up during the audit exercise and which in the considered view of Inspecting Official should remain in the focus of the Controller for corrective action. While some purely illustrative heads have been listed of for coverage in the Management Letter, discretion is given to the auditor to decide the contents / focus of the letter. It is expected that the letter will cover only such areas / issues which in the IO’s view are of immediate / serious concern or of future import.  In short, only exceptional behavior under any parameter with Medium & High should be commented upon.  The letter must be a spontaneous articulation of the IO’s overall impression about the branch derived out of the data / information / discussion etc gathered / held in the course of audit exercise. The Management Letter shall contain synoptic review covering the following aspects.

1) Credit Process

a) Quality of assets

b) Any violation in granting of loans / External compliances

c) Connected lendings, if any

d) Credit rating Migration

e) Provision whether adequate or under provided

2) Operating Procedures

a) Account opening procedures and formalities

b) KYC – Money laundering rules

c) Proposed business / focus change, competition

d) Substantial variation from budget if any

e) House Keeping / arrears in House Keeping if any / reconciliation of accounts

f) Cash Department / Custody of security forms etc.

3) External Compliances: Compliance with RBI / GOI directives, rules etc.

4) Internal Control Systems

a) Submission of control returns

b) Double check, dual control, double signature discipline etc.

c) Compliance of Previous Audit reports

d) Job rotation & 5 year policy

e) Visits by Controller.

5) Persisting Irregularities at the branch

6) Risk assessment and Management skills of key branch functionaries

7) Risk Matrix – Movement trends whether increasing or decreasing

8) Warning signals if any and preventive vigilance issues

9) Leadership skills, team building ability, efficiency of marketing skills, customer service

10) Due diligence findings – sensitive issues, if any, requiring serious attention of higher authorities

11) Pending Enquiry Memos pertaining to IBR, SBH, AGCL & ABSOT

12) Frauds – Status of previous ones and detected during the course of audit, if any.

13) Irregularities if any in staff loans, staff related / recommended loans if any

14) Dr. N.L.Mitra Committee recommendations 

15) Contingent liabilities against the bank not acknowledged as Debts.

16) Recommendations / suggestions / corrective action if any proposed.

To








Camp:

The Branch Manager,






Date :      

__________________ Branch

Please arrange the following registers / files  for our necessary verification.

ADVANCES:

1. Loan Application received / disposed-off Register.

2. M.D.P. Register.

3. Control Returns.

4. Document Execution Register.

5. Documents Renewal Dairy.

6. Title Deeds Register.

7. Register of Registered Mortgage.

8. Insurance Register.

9. Insurance Dairy.

10. Inspection Register.

11. Machinery Pledged / Hypothecated Register.

12. Stocks Hypothecated Register.

13. Drawing Power Register.

14. Godown Register.

15. Misc. securities Register.

16. Limit Register (Credit Facilities Register).

17. D.P. Register.

18. D.P. Liability Register.

19. Business Book.

20. Bills dishonored Register.

21. Crop Insurance Register.

22. NABARD – SIDBI Refinance (Back-up) Register.

23. D.C.B. Register.

24. Tour Dairy of Field Officer – Log Book.

25. Securities Ledger / Securities Register.

26. Suits Filed Register.

27. Asset Classification Back-up Register.

28. Credit Refusal Register.

29. Village Credit Plans (Service Area Approach).

30. IRDP Progress Record.

31. Recovery camps held – Record.

32. Recalled accounts record.

33. Waiver of Legal Action accounts record.

34. NPA / Interest Suspense account Monthly Statements file.

35. Insurance claims pending.

36. Staff loans sanctioned under M.D.P. Register.

37. System generated reports pertains to advances files.

REGISTERS & FILES  -  DEPOSITS:

CASH & OTHER VALUABLES:

1. Cash Balance Book.

2. Transit Voucher Book.

3. Charge Certificate Office Copies.

4. Guard Register.

5. Stopped Cheque Register.

6. Key Movement Register.

7. Petty Cash Register.

8. Stamp Account Register.

9. Postage / Register Post / Courier Registers.

10. Postal Receipts file.

11. Safe Deposit & Safe Custody Registers.

12. Locker Register.

13. Locker Index / Operation / Nomination Registers.

14. Locker Key code list, Un-rented locker keys.

15. Token Register.

16. Annual Possession Certificate.

BUSINESS DEVELOPMENT:
1. P-Report Back-up Register / File  and P&L Register.

2. D.P. Register & Business Book.

3. Returned D.P. Instruments correspondence file.

4. Charges vouchers file.

ACCOUNTING SYSTEM:
1. Weekly Statement of Affairs (W.S.A), V.V.R.

2. System generated reports relating to deposits like irregularity report (Daily reports) etc.

3. SB, CA, RD, NRE & HLA  Account opening forms.

4. Power of Attorney Register.

5. Nomination Register.

6. Account Opened & Closed Register.

7. Pass Book Issue Register.

8. Pass Book Retained overnight Register.

9. Cheque Book Issue Register.

10. Cheque referred & returned register.

11. Draft Acknowledgement Book.

12. Draft destroy register.

13. Draft Paid Ex-advise Register.

14. Indemnity bonds - Duplicate drafts / TDRs.

15. TT Issue, TT Payment and TT discount Register.

16. Pension Payment Register.

REGISTERS & FILES  -  DEPOSITS:

17. Pension Payment Orders along with all certificates like Life, Non-remarriage etc.

18. Govt. Transaction Registers – CBEC/CBDT etc. Receipt / Payment Scrolls.

19. Date Wise Monthly statements file.

20. Govt. Officials signature file / registers.

21. Focal point scrolls.

22. Clearing registers.

23. Returned undelivered Clearing instruments file / separate register.

24. PPF and CDS balance confirmation letter from G.O., Hyd.

25. SC register, voucher file.

26. LSC bills / cheques register.

27. M.O. & VPP registers.

HOUSE KEEPING:
1. MMC & House keeping registers / files.

2. Periodical returns register.

3. Branch document register.

4. Deposit at call register & balancing.

5. Unclaimed deposit register & balancing.

6. Utility Services register & receipts.

GENERAL BRANCH MANAGEMENT:

1. Branch lease deed document / file.

2. Fixed Assets registers.

3. Log book.

4. Stamped unstamped register.

5. Record room register & stationary register.

6. Record room requisition register.

7. Record for destruction of old records.

8. Controller visit book.

9. Replies for Controller’s observations – file.

10. Strong room fitness certificate.  (For Chest branch – once in a year, Non-chest – one time)

11. Gun licence, gun history book and catridges register.

12. Inward mail & Outward mail (GDP) registers.

13. Professional Tax Receipt (Liability for Branch) – Rs.2500/- per annum.

14. Weights & Measurements certificate – Every year.

15. Office order book – Checking of duties (Officers), Rotation of duties (Award staff)

16. Establishment register, Increment register.

17. Establishment scrolls.

18. Leave record & K-register, Leave applications file.

19. Medical bills register.

20. Employees Specimen Signature Register.

REGISTERS & FILES  -  DEPOSITS:

PREVIOUS AUDIT:
1. Previous Audit reports – 

· Verification Audit

· Computer Audit

· Income & Expenditure Audit

· RBI (Govt. Transactions, Section-35, Pension) Audit

· SBI Audit 

· Statutory Audit 

· Short Audit

· Surprise Audit.

· Other Audits if any..

CUSTOMER SERVICE:
1. Customer meet register.

2. Productivity Committee Meeting Register.

3. Compliant register & file.

Camp:

Date  :
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