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1 Nature and scope of Audit 

“Auditing including internal audit is an independent, objective assurance and consulting activity 

designed to add value and improve an organization's operations. It helps an organization 

accomplish its objectives by bringing a systematic, disciplined approach to evaluate and improve 

the effectiveness of risk management, control, and governance processes” 

These rules shall be applicable for audit of all Government Departments , State Public sector 

undertakings(PSUs), Statutory authorities , Panchayati Raj institutions, Municipalities / Urban 

Local Bodies, Government societies and other entities which are under administrative control of 

the state government  . 

 

 Audit is one of the fundamental ―Checks and Balances‖ for sound Governance 

 The scope of auditing is broad and may involve topics such as the efficiency of operations, 

the reliability of financial reporting, deterring and investigating fraud, safeguarding assets, 

and compliance with laws and regulations 

 The  scope  of  Audit depends  on  the  nature  of  activities  undertaken  by the  host  

department.  It  is  therefore  important  that  before  visiting  an  office  the  Audit  Team 

makes a detailed study of its functions with particular reference to the working conditions 

 Audit provides an unbiased, impartial and objective assessment of the reliability and fair 

presentation of the financial activities and financial position of the Government in their 

accounts. It also provides an assessment of the due observance of the laws, rules and 

procedures keeping with the financial interests of and propriety in the functioning of the 

Government 

 Further, audit provides an assessment of the achievement of economy, efficiency and 

effectiveness (Value for money) in the implementation of the mandated activities of the 

Government 
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2 Role of Audit 

 Audit is an independent appraisal function with a primary role to provide an objective 

evaluation of the operations, information and control systems that the Government has put in 

place. Audit acts as a medium for change and presents diagnosis and solutions, not just a 

list of problems.  

 Audit is expected to provide recommendations for improvement in those areas where 

opportunities or deficiencies are identified. While government is responsible for internal 

controls, the internal audit activity provides assurance to government and the Audit Review 

Committee that internal controls are effective and working as intended.  

 The Audit Function puts in place a system of Checks and Balances to give an assurance 

that the Government officials are discharging their duties efficiently and effectively, which in 

other words would mean cost effectiveness and efficiency of government activities.  

 Audit plays a significant role in improving the following activities in Government 

Departments:- 

 Effectiveness and Efficiency of Operations 

 Propriety of Expenditure 

 Transparency in Public Expenditure system 

 Timely and complete realization of revenue receipts 

 Accounting for all receipts and expenditure  

 Adequate utilization of the Government Grants  

 Compliance with laws and regulations 

 Reliability in reporting 

 Broadly audit aims to Safeguard the financial interests of the tax payer/stake holders and 

watch that various authorities of the state set up by, or under, the Constitution act in regard 

to all financial matters in accordance with the Constitution and the laws of Parliament and 

appropriate legislatures 
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3 Steps to be taken in an Audit 

The brief steps to be followed while conducting and concluding an audit are outlined as 

under 

Step – 1  

The Audit Plan should be duly approved by Government clearly detailing the departments 

(HOD‘s /HOO‘s/details of DDO‘s) to be audited. It should also define the type of audit to be 

conducted for each unit. The types of audits are classified as under: 

i. Transaction Audit 

ii. System Audit:  System Auditing is the process of collecting and assessing evidence to 

show that safeguards to protect against abuse, safeguards assets maintains data 

integrity and allows the organisation to continue successfully   

iii. Performance Audit: Performance audit is an independent assessments or examination 

of the extent to which an organization, program me or scheme operates economically, 

efficiently and effectively. 

Three E’s of Performance audit 

 Economy ---- Economy is minimizing the cost of resources used for an activity, 

having regard to appropriate quality. Economy issue focuses on cost of the input 

and processes 

 Efficiency--- Efficiency is the relationship between the outputs, in terms of goods, 

services or other results and the resources used to proudes them. Efficiency exists 

where the use of financial, human, physical and information resources is such that 

output is maximized for any given set of resource inputs, or input is minimized for 

any given quantity and quality of output. 

 Effectiveness--- Effectiveness is the extent to which objectives are achieved and the 

relationship between the intended impact and the actual impact of an activity. 

Effectiveness addresses the issue of whether the scheme, program me or 

organization has achieved its objectives. 

iv. Concurrent Audit: Concurrent audit is a systematic and timely examination of 

transaction on a regular basis to ensure accuracy, authenticity, compliance with 

procedures and guidelines. The emphasis under concurrent audit is not on test checking 

but on substantial checking of transactions 
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v. Test Audit:    Tests of controls are audit procedures performed to evaluate the 

effectiveness of either the design or the operation of an internal control. Tests of controls 

directed toward the design of the control focuses on evaluating whether the control is 

suitably designed to prevent material weaknesses 

Step – 2  

Before Commencement of an audit, a prior instruction/ information should be sent to the 

concerned department (auditee), instructing the auditee to furnish basic audit information in a 

prescribed format as given under ―Audit Formats No.  

Step – 3  

Date of commencement of Audit (Kick- off meting) and Audit Process should be communicated 4 

weeks in advance to respective HOD‘s/HOO‘s/ DDO‘s. Ensure that the concerned departmental 

staff and officers are available when Audit team arrives for audit. All records/ documents are 

readily available to the Audit team 

Step – 4  

Audit team incharge/ leader should ensure that on a periodic basis, audit observations are 

informed to the concerned officer (HOD‘s/HOO‘s/ DDO‘s). Upon completion of the audit, a draft 

report should be circulated to the concerned officer 

Step – 5  

Responses/ clarifications on draft observations circulated by Audit Incharge should be duly 

responded by concerned officer (HOD‘s/HOO‘s/ DDO‘s) within stipulated time frame (not later 

than the date of exit meeting scheduled) 

Step – 6  

Audit team Incharge/ leader should ensure that a final exit meeting is conducted with concerned 

officer on audit observations and responses/ clarifications obtained 

Step – 7  

Post exit meeting Audit Report should be finalized by Audit team in charge incorporating the 

responses and clarifications received and submit the report to Director Audit/ Government, 

through proper channel, within stipulated time frame 

Step – 8  

Audit report should be examined and the prescribed format given below should be duly filled in 

by the Head Quarter officials. All reports should be duly reviewed by the duly constituted expert 

committee/ Audit review committee 
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Step – 9  

After the approval of Audit report by duly constituted Expert Committee / Audit Review 

Committee, report should be circulated to concerned office, HOD‘s and the Government 

 

Steps in Details 

 Intimation of Audit 

 Before the commencement of any audit The auditee department would be provided an 

information sheet in a prescribed format, which should be duly filled in that prescribed 

format ‖.  This should be submitted to audit team Well before the start of audit 

The auditee department would be informed about the schedule of the audit duly approved by 

component authority. For this purpose the   auditee would be informed in writing through a 

commencement letter to the head of the auditee department at least a month before the 

audit is to be initiated to give them adequate notice to arrange the necessary records and 

resources for a smooth conduct of the audit. 

The Commencement Letter should at least include the following details: 

 Address the letter to the highest individual responsible for the function/department in the 

region. Estimated duration of the audit 

 Lead auditors and staff assigned for the audit 

 Schedule opening conference 

 Objective of audit 

 Scope of the audit and period it shall cover 

 The intention of the Audit head to have an exit meeting to discuss issues arising out of the 

audit 

 Request for necessary information and documents 

The letter should be marked to the Functional head and head of Audit. 

 Filling up of the assignment commencement form 

The assignment commencement form shall be prepared and filled by the Audit head for 

initiation of an Audit. The form shall assign a project title/name and project number to the 

proposed audit. It shall state the audit objectives and any special concerns or considerations 

in respect of the assignment. It shall reflect the audit period and the audit staff who shall be 
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working on the roject. All audits shall be conducted in line with the approved annual audit 

plan prepared at the beginning of the year. 

 Review results of prior reports 

The Audit team selected for conducting the audit shall review prior year reports of the area 

under audit. This is required for the following purpose: 

 Develop an understanding of the systems and procedures of the department being audited 

 Assess the attitude of the auditee in respect of internal controls 

 Understand the nature of issues that were existing earlier 

 Document areas that need to be followed up 

 Prior year reports should be reviewed by a senior member of the audit team as a first step 

towards planning of the audit. 

 Updation of risk assessment of each department/ area to be audited 

Similar to the risk assessment done at the beginning of the year, it shall be necessary to do 

a small scale exercise again prior to commencement of audit work. This would entail the 

following tasks: 

 Interview key officers performing critical tasks in the function to understand their problems 

and concerns.  

 Identify control objectives of various activities performed by the department. (Control 

objectives may be defined as objectives of internal controls within a department.) 

 Identify process flow of the work done in the department. 

The process of interaction prior to the audit shall also be useful in sharing the Auditor‘s 

knowledge of the area with the auditee. The auditor should indicate the time schedule of the 

audit to the key personnel in the department and provide them with a list of information that 

would be required by them to perform their work. 

 Preparation of planning document  

The Planning Document shall consist of information relating to the background of the 

Department, Organizational Structure of the department, a brief description of the job 

responsibilities of each important person in the department a brief description of Financial 

Aspects of the department, List of Current Events which could have an impact on the audit 

and any other information that may be necessary. 



 

 
Government of Uttarakhand 

Audit Manual 

 

Page 14 of 705 

 

The planning document shall be largely based on historical information available in respect 

of the department being audited and on the basis of the interaction that shall take place with 

the key auditees in the department. 

The planning document should also contain certain key financial statistics as listed below: 

 Total Revenue receipts and rates of existing user charges 

 Total Expenditure Incurred (With an expenditure head wise break up) 

 Total orders/projects/contracts executed 

 Total Purchase orders raised 

 Number of personnel in the department 

 Total salaries and wages of the department 

 Details of schemes (Non Planned and Planned schemes) 

 Conduct of audit commencement meeting 

To assist effective communications between the audit team and the auditees from the 

beginning of the audit an opening meeting should be held to formally commence the audit. 

After completing the preliminary planning stages of the audit assignment, and prior to 

commencing the audit field work, the Audit head and IA team should meet with the auditee 

department‘s head and key officials of the department/ office being audited. The entrance 

meeting provides the opportunity to begin building good relationships. The following points 

should be discussed during the entrance meeting: 

 Objectives and scope of work 

Communicate the main objective and scope of audit. Prepare the general audit work plan. 

Emphasize that the purpose of the audit is to assist management by providinganalysis, 

appraisals, recommendations, and information in respect of departmental activities. 

 Audit findings 

Explain how audit findings will be handled, e.g. resolution of minor findings, the discussion of 

all findings on a con-current basis to enable auditee to take timely and corrective action and 

other actions relating to exit meeting etc. Discuss current status of prior audit findings. 

 Audit progress 

Establish a clear understanding with the auditee and regularly update them regarding audit 

progress and findings. Determine the frequency of progress updates and management 

levels to be updated. 
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 Seeking inputs co-operation from auditee 

Discuss and identify problem areas where the auditors can be of assistance to auditee. 

Careful consideration must be given to any suggestions and requests to ensure that there is 

need of audit attention. Inquire about working hours, access to records, available work area 

for participating auditors, the auditee's work deadline and any other information which would 

help schedule the audit activities to fit into the office routine with minimal interruption to the 

auditee's routine activities. 

 Introduction and tour 

Arrange meeting with whom interaction is required during the audit. Effective communication 

at the beginning of the audit fieldwork can significantly influence the atmosphere in which the 

entire audit is to be conducted. 
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4 Execution of an Audit  

This is the stage where audit plans are executed and observations are noted through systematic 

application of audit procedures. The main focus in this stage is to ensure completion of the audit 

programs and adequate documentation of the work done. This stage also involves the review of 

the audit work done to ensure that the conclusion or observations reached are based on facts 

and necessary documents to validate them have been collected and filed. 

The first step in the process of execution is performance of audit steps detailed in the audit 

program. Such performance entails the application of audit procedures. The auditors are 

expected to have a fairly good understanding of these to be able to execute the steps evolved in 

the audit program. 

a) Sampling Methodology 

Audit Sampling means the application of audit procedures to less than 100% of the items within 

a class of transactions to enable the auditor to obtain and evaluate audit evidence about some 

characteristic of the items selected in order to form or assist in forming a conclusion concerning 

the population. 

Due to shortage of time and manpower, it is difficult for IA teams to carry out hundred percent 

checks of the departments etc.  The IA team has to therefore make a selective approach by 

random selection of months/ areas/ transactions to be scrutinized in detail. 

When designing an audit sample, the auditor should consider the specific audit objectives, the 

population from which the auditor wishes to take sample, and the sample size. 

 Determination of Population 

The population is the entire set of data from which the auditor wishes to obtain a sample in order 

to reach a conclusion. The auditor will need to determine that the population from which the 

sample is drawn is appropriate for the specific audit objective.  

 Determination of the Sample size 

The primary consideration in determining the sample size is the amount of assurance required. 

While determining the sample size, the auditor should consider sampling risk, the tolerable error 

and the expected error. When using either statistical or non statistical sampling methods, the 

auditor should design and select an audit sample, perform audit procedures thereon, and 

evaluate sample results so as to provide sufficient audit evidence 

The table below details sample sizes to be used in performing department‘s testing. 
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Test only those controls that have been evaluated as effectively designed. Use judgment to 

select the most appropriate sample size, considering the following: 

 Control frequency 

 The type of evidence produced by the control 

 The potential impact of the risk that the control is designed to mitigate 

 Effectiveness of the entity level internal controls 

 Sampling methods 

The auditor should select sample items in such a way that the sample can be expected to be 

representative of the population. This requires that all items in the population have an 

opportunity of being selected. There are numerous sampling techniques. However some of the 

commonly used methods, which shall be appropriate for selecting sample, are: 

 Random sampling (items chosen purely at random)  

Random record sampling is a common means of sample extraction. Random Selection 

ensures that all items in the population have an equal chance of selection. 

 Block Checking Block  

This type of Checking entails selection of all transactions within a specified period range. For 

example, verifying all cash payment vouchers during the first two weeks of March. 

 High value sampling 

 In this type of sampling high value items are selected. Extracting a list of high value 

transactions carries the selection / balances sorted on ascending order (the largest value at 

the beginning) 
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 Sampling Template 

Month Total Expenditure 
Total No. of 

Vouchers 

Audit Sample Percentage 

Expenditure Wise No of Voucher Wise Expenditure Voucher 

Jan             

Feb             

Mar             

Apr             

May             

Jun             

Jul             

Aug             

Sep             

Oct             

Nov             

Dec             

  

In determining sample size, we presume that there are no errors in the population, which allow 

us to test smaller sample size. We do not project an error rate to the population based on error in 

the sample. 
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b) Documentation of Audit Working Papers 

Documentation of work done serves both as tool to aid the auditor in performing his work, and as 

written evidence of the work done to support the auditor's report. Documentation of information 

should be sufficient, competent, relevant, and useful to provide a sound basis for audit findings 

and recommendations. They help the auditors in convincing the auditee about the observations 

made and recommendations provided. All IA staff members of Audit Cell should ensure that 

proper work paper files are maintained to support findings. The auditors need to file only those 

papers that would be of use either to support a finding or better understand any point revealed 

during the audit. 

 Characteristics of good working papers 

In   order   to   standardize   the   audit   work   papers   headings,   the   following 

information should be used for all work papers 

 Description of Location/ period audited:  

Department/ Area/ Local body/ Society/ Panchayat/ Corporation audited and the audit period 

covered 

 Tick marks:  

The auditor makes frequent use of a variety of symbols to indicate work that has been done.  

These symbols are commonly referred to as tick-marks 

 Cross-referencing:   

Cross-referencing within work papers should be complete and accurate. Work papers should 

be cross-referenced to the Audit Findings and Audit Programs 

 Indexing: 

The system of indexing audit work papers should be simple. A capital letter (A-Z) should be 

used to identify each segment of the audit, and Arabic numerals (I, II, III etc.) should be used 

to identify schedules within the segments 

 Carry forward:  

The auditor should make full use of the work papers developed in the prior audit. Flow 

charts, system descriptions, and other data may still be valid. Those papers which remain 

useful should be made a part of the current working papers.   
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 Qualities of a good working paper: 

 Completeness 

 Conciseness 

 Uniform 

 Neat 

 Documents for exceptions  

Copies of various documents can be used as examples, for clarification, and as physical 

evidence to support a conclusion or prove the existence of a problem. These documents can 

be memos, reports, computer printouts, procedures, forms, invoices, flow charts, contracts, 

or any of numerous other items.  

 Review of working paper 

An important part of the Department's quality control program is a timely and thorough 

review of work papers by the team-in-charge assigned to each audit and the concerned IA 

personnel. The purpose/objective of work paper review is to evaluate the adequacy of audit 

work performed and to determine if the predetermined audit objectives have been met. The  

term  "audit  work  paper"  in this  context  applies  to  both  hard  copy  audit  work  papers  

and  to  files  stored  in computer readable form. 

 Security and control of work papers 

 Physical control: Work papers are the auditors' property and should be kept under their 

control. The auditors should know exactly where the work papers are during the conduct of 

the audit.  

 Storage procedures: The most recent set of work papers for each project should be kept in 

the Department's files area. Work papers are filed by audit period and by project number 

within the cycle. Files removed or borrowed are recorded in the appropriate column of the 

register. All prior work papers are filed in the record room 

 Retention: Work papers and reports should be retained for at least 5 years after the date of 

the report. 
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c) Audit Evidences and their collection 

Audit evidence refers to information that an auditor collects for supporting his analysis, 

observation or recommendation. Following are the two important categories of audit evidence: 

 Internal Evidence 

Internal evidence relates to information that the auditors collect from within the Government 

departments and other offices being audited, while performing their audit steps. It is important for 

the auditors to properly cross-verify the authenticity and accuracy of the evidence when it is 

collected from within the organization. This is so because the information collected has a higher 

risk of being misrepresented. 

 External Evidence 

External Evidence relates to information that the auditors collect from outside the Government 

Departments and other offices being audited, while performing their audit steps. Such evidence 

could be in the form of financial information like bank statements from the bank or it could be in 

the form of non-financial information like balance confirmation from creditors and debtors etc. 

The credibility over the external evidence obtained by the auditors is fairly high. When the 

information obtained from outside is significantly different from the information within the 

organization the auditors should insist on understanding the reasons for the variation. They 

should meet with the external agency if need be to clarify and understand the reasons for 

variation. 

 Techniques for Collection of audit evidence 

One of the most critical factors of any audit is to collect audit evidence in respect of the 

function/process that is being audited. Given below are some techniques to facilitate the 

collection of information during audits.  

 Interviewing 

Interviewing is an effective way of collecting information in respect of possible important and 

control deficient areas in the function being audited. The following points need to be kept in 

mind in respect of interviewing 

 Fix a prior appointment: Considering that the auditor shall be meeting a senior officer of 

the department, he/she should fix up a prior appointment prior to the meeting date and 

ensure that the officer is able to spare the requisite time for the interview 

 Adopt a top down approach: For the assessment of the control environment it is 

necessary that the Auditors adopt a top down approach, meeting with the functional head 
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and going down up to the officers engaged in the function under audit at the respective 

locations. This approach leads to better acceptability and wider coverage.  

 Keep the questions simple :The auditors should ask general questions, which are open 

ended in nature like the following: 

 What are some of the key concerns you have in respect of your function? 

 What are the main objectives of the department? 

 What are the main bottlenecks to these objectives? 

 What are some improvements that can be made in the department‘s functioning? 

Such questions encourage the auditee to speak about his function and provide information to 

the auditor. It also makes the auditee open up and speak to the auditor as he would to a 

consultant. 

 Comparative Analysis 

This involves comparing data, sometimes from various sources, to identify unusual situations 

or deviations. It is a valuable technique available to the auditor.  

 Analytical review 

This involves comparing results such as income, expenses etc., for the same entity from 

period to period. It can also be used when evaluating changes in results that are dependent 

or affected by other factors. For example, if the number of employees has increased from the 

last period, the payroll costs should also go up in addition to the normal increase due to pay 

raise, inflation, etc. 

 Visual observations 

A tour of the facilities of the entity to be audited may disclose material weaknesses in the 

operations. Visual observations also include scanning records and reports for unusual items 

 Photographs 

Photographs are taken to capture something which audit team have already observed. The 

photos should be conveying, clear. . While taking photographs inform in writing that audit will 

be taking photos (need not specify time, date). Photos should be authenticated by the 

auditee as far as possible to avoid dispute. Date, time, place to be recorded on photos 

 Physical verification 

The audit team always in presence of representatives of audit units can physically verify. 

The audit team should documents the findings the same data  
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 Other types of evidence 

 Copy of an external but authoritative record 

 Print out of an electronic database / web page 

 Extract from an authentic report/book 

 Result of a survey conducted by audit/ other agency  

 Analysis of data 
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5 Winding up & reporting 

This is the last phase of an audit where the auditors interact extensively with the auditee. Based 

on the issues developed during the execution stage the auditors prepare a draft report and issue 

it to the auditees. Exit meeting is organized thereafter with the auditees to discuss the audit 

findings and understand the actions that the department. proposes to take in that respect. The 

activities in this phase can be classified as: 

 Report Writing  

 Exit Meeting (Raising and Pursuance of Audit Observations) 

 Settlement of Audit Observations 

 Follow up of audit reports 

a) Draft Audit Report 

An Audit report is a written document, which is responsible for formally communicating the 

results of the audit to the management. 

 Reporting timelines 

Given below is a recommended audit completion time line, which spans across 4 weeks 

during which the audit formalities are expected to conclude: 

 Exit meeting with the department head should ideally be held on the last day of the 

audit/fieldwork to facilitate follow-ups required, if any. 

 The draft report based on the discussions with the auditee should be issued within 2 

weeks time of the exit meeting 

 The auditee department should be asked to provide its written comments within a period 

of 1 week of receiving the draft reports 

 Efforts shall be made to ensure that the final report is issued within a week‘s time from 

the date of receipt of the auditee comments. 

 Reporting format 

The purpose/objective of this section is to define the format of the Audit reports. This 

procedure also provides guidelines regarding report writing, and report characteristics. 

While reading this section the auditors should remember that the quality of observations and 

the manner of reporting significantly affect perceptions about the audit function. The Report 

format should include the following headings: 

 Observation:  
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Detailed observation indicating absence of control/ existence of gaps in a particular 

department, area, function etc. 

 Risk:  

The Probable loss (financial / non financial that may occur in case of the above mentioned 

absence of control 

 Recommendation:  

Action recommended by the Audit team for addressing the risk. Always be aware of the cost/ 

benefit implications of any recommendations made 

 Management Response:  

Auditee‘s response to the observation, including identifying the action to be taken to address 

the risk, who will take the action (Responsible official), and a date by which the action will be 

completed (Timeline).  

 Guidelines for the preparation, distribution and approval of audit reports 

 The team-in-charge should prepare the audit report including the covering letter  

 A copy of the report should be provided to the auditees before the exit meeting.  

 Prior to the exit meeting, the team-in-charge's copy of the report should be referenced to 

the audit work papers 

 Management Comments should be obtained during discussion in Exit Meeting 

 Based on Exit Meeting, Draft reports will be issued to the auditees with direct 

responsibility for the facility, function, process or department audited including their 

responses provided during Exit Meeting within a week of Exit Meeting. Head of Audit will 

determine additional distribution to higher level management 

 Final audit report shall be issued upon receiving confirmation/response to draft 

audit report and approval of audit report by competent authority. Incase of no 

response within one month from the date of issue of draft audit report, draft audit 

report shall be automatically converted to final audit report 

 Audit Reports are confidential and are not to be distributed outside or to other 

departments without the consent of head of Audit. 
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b) Exit meeting (Raising and Pursuance of Audit Observations) 

The team-in-charge is responsible for scheduling the exit meeting. Exit meeting shall be 

conducted with Head Process Owner or his authorized representative and Unit Head or   his 

authorized representative. The goal is to have responsible auditee supervisory and 

management personnel at the meeting. Exit meetings should be held prior to the last day of 

fieldwork or in the early morning of the last day of field-work to provide time for any auditee‘s 

clarifications. 

 Purpose of the exit meeting 

 To Inform auditee about the audit results and the reporting process, 

 To Reach agreement on observations, 

 To Obtain management response to observations and recommendations made, & 

 To discuss the corrective measures planned or taken to correct any deficiencies 

disclosed by the auditors. 

 Activities to be undertaken prior to the Exit meeting 

 The senior official of the Audit team should review the audit objectives, scope, and 

reporting process before discussing the audit observations. concerned IA personnel 

should make an effort to be present in all exit meetings 

 The team-in-charge should discuss all audit observations, proposed exemptions and 

results with the team members and where possible Senior Manager Audit before the exit 

meeting is held 

 Wherever possible, audit observations and recommendations should be discussed by 

the individual who developed the audit findings or audited that area 

 The team should discuss all aspects of a potential audit finding with the person 

performing the function 

 Structure  all  audit  findings  using  the  "Audit  Finding  Data  Sheet"  in the standard 

format 

 Discuss audit findings and recommendations with the respective departmental head. 

Also discuss any items requiring follow-up and document the auditee's views 

 Prior to the exit meeting, a presentation approach should be developed.  Related issues  

may  be  combined  and  a  presentation  sequence  should  be  developed 

 Observations should be grouped into the following two categories: 
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 Significant Findings - receive top management visibility 

 Less Significant Findings - less serious issues 

 One audit employee should be assigned to document all discussion during the meeting. 

The audit team should prepare and circulate minutes of the meeting to the auditee 

personnel who were present in it.  



 

 
Government of Uttarakhand 

Audit Manual 

 

Page 28 of 705 

 

6 Settlement of Audit Observations 

 All the Audit reports will be first placed before Audit Committee headed by the Head of 

Department vide GO # 96 dated 31-Aug-2009.  

 This Audit Committee will take decisions regarding Settlement and the further Action plan for 

the Audit Paras observed 

 Minutes of the Audit Committee meeting will be sent to Director (Audit) and Finance 

Department, Government. 

 High Risk Paras, involving Financial Implication and System Failure will be necessarily 

placed before Departmental Audit Committee and State Level Audit Committee, respectively 

vide GO # 157 dated 27-Nov-2009 

 It is suggested that Director (Audit), should be a member of all the Audit Committees 

 The office audited is expected  to  furnish  Para-wise replies to the audit report through  his  

controlling  officer/  Head  of  the  Department  where  necessary  within 6 weeks from the 

date of issue of final report. Unusual delays should be brought to the notice of the senior 

officials of Audit Cell. The progress of settlements of objection should be watched through 

control register of outstanding audit reports. 

 First reminder for Para wise replies to IA report should ordinarily be issued after six weeks 

from the date of its issue and a second reminder where necessary may be issued a month 

later. Subsequent reminders should be given on official letters at the appropriate levels. 

Normally a report should be settled within six weeks from the date of issue. 

 An Objection book should be maintained in every office (as defined in GO# 95 dated 31-

Aug-2009) for entering therein objections having monetary value. The progress of recovery 

or sanction to the write off the loss should be watched through objection book. 

 It shall be personal responsibility of the senior official to ensure that no objection required to 

be noted in the objection book is omitted and that prompt and vigorous action is taken to 

settle finally the outstanding objection at the appropriate level. 

 Objections of routine nature relating to initial records i.e. cash book, stock  register,  log 

books and service books etc. where department/office has accepted the Audit‗s point of view 

and has intimated that necessary compliance can be verified at the time of next audit, may 

be treated as settled. 

 Specific objections pointing out overpayments, short and non-realization of Government 

dues, irregular payment of grants, non-utilization of costly stores, equipments and 

machinery, irregular purchases and other serious irregularities where the department/office 
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concerned has furnished satisfactory reply may be treated as settled subject to verification at 

the time of next audit. 

 All such objection should be abstracted by the dealing assistant of the head office on a 

separate sheet of paper with the last column —Remarks of Inspecting Officer―. This abstract 

shall be given to the inspecting party along with the other records at the time of next audit for 

on the spot verification. Such objection shall also be treated as settled for the purpose of 

control register of outstanding inspection reports/paras and objection book. 
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a. Follow up of audit reports 

 

 One of the primary responsibilities is determining that the auditee takes corrective action on 

recommendations and resolves the system inefficiency identified. 

 The follow up of audit issues shall be done at the time when the concerned area is audited 

again. The team-in-charge therefore should ensure that a copy of the prior Audit report is 

carried when proceeding for the audit. On follow up of the issues, if it turns out that the 

management has not taken the corrective action that it should have then the observations 

should be highlighted in this section. 

 Government should consider the proposal that all high risk paras should be placed 

before a committee, in a similar manner the way it is done in case of PAC 

 Being an integral part of the Audit process, follow up should be scheduled along with the 

other steps necessary to perform the audit. Follow up activities may generally be categorized 

down into three areas: 

 Casual - This is the most basic form of follow-up and may be satisfied by review of the 

auditee's procedures or an informal telephone conversation. Memo correspondence may 

also be used. This is usually applicable to the less critical observations. 

 Limited - Limited follow up typically involves more auditee interaction. This may include 

verification of procedures or transactions and in most cases is not accomplished through 

memos or telephone conversations with the auditee. 

 Detailed - Detailed follow up is usually more time-consuming and can include substantial 

auditee involvement. Verifying procedures and audit trails as well as substantiating 

account balances and computerized records are examples. The more critical audit 

findings usually require detailed follow up. 

 Establish a clear understanding with the auditee and regularly apprise them regarding audit 

progress and findings. Determine the frequency of progress updates and management 

levels to be apprised 

 The Audit head should submit to Audit Review Committee a progress status report of various 

audits as against the plan that was prepared for the Audit Cell. 
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b. Audit Report Analysis  

 

The Auditor's report is a formal opinion, or disclaimer thereof, issued by either an internal auditor 

or an independent external auditor as a result of an internal or external audit or evaluation 

performed on a legal entity or subdivision thereof (called an ―auditee‖). The report is 

subsequently provided to a ―user‖ (such as an individual, a group of persons, a department, a 

government, or even the general public, among others) as an assurance service in order for the 

user to make decisions based on the results of the audit. 

An auditor‘s report is considered an essential tool when reporting financial information to users. 

Since many third-party users prefer, or even require financial information to be certified by an 

independent external auditor, many auditees rely on auditor reports to certify their information in 

order to attract investors, obtain loans, and improve public appearance. 

It is important to note that auditor's reports on financial statements are neither evaluations nor 

any other similar determination used to evaluate entities in order to make a decision. The report 

is only an opinion on whether the information presented is correct and free from material 

misstatements, whereas all other determinations are left for the user to decide. 

An audit report should contain following contents: 

 Details of department audited: This section include name of department audited, region, address of 

office etc. 

 Name and designation of auditee: This section include name and designation of department 

secretary, head of department and other key individuals 

 Scope of audit: This includes details of areas to be reviewed. For example in a procurement audit 

following areas need to be reviewed: 

 Indenting process 

 Tendering process 

 Approval process 

 Ordering process 

 Vendor selection 

 Good/Service receipts 

 Payments 

 Audit period: This section specifies time period to be covered under the audit. Normally audit period 

is classified into 4 catagories: 

 Concurrent 

 Monthly 
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 Half yearly 

 Annual 

 Date of audit: It specifies date on which audit was conducted. 

 Audit work program: This section specifies the audit plan or methodology adopted by the auditors. It 

can be classified into 3 catagories: 

 100% verification: Verification of all the transactions done during the audit period 

 Sample of transactions: Sample verification of transactions done during the audit period 

 Sample of months: Verifications of transactions done during sample months 

 Executive summary: This section includes high level summary of audit observations which enable 

higher authorities to understand overall coverage and risk identified during audit 

 Financial Position of department: This section specifies overall financial position of the department. 

Best practice is to compare current and previous year financials, it enables authorities to access 

financial movement during the year. 

 Total Transaction vs. Transactions verified: This section specifies total number and quantum of 

transactions done during the audit period and number & type of transactions verified by the auditor. 

 List of Audit findings: This section include list of observations along with page number reference. 

Normally list of observations is either arranged by criticality of objection or section wise 

 Detailed observations: In this section all the audit observations are explained in details along with 

following: 

 Magnitude of risk/Risk mapping: Rating of observation on the basis of risk involved. It 

can be Low, Medium or High 

 Root cause for observation: This section explains the reason for such observation. It 

can be operational deficiency, system deficiency or system deficiencies 

 Audit recommendations: This section include recommendation from the auditor to 

control risk mentioned in the observation 

 Annexure related to observations: In this section all the annexure are provided for highlighting 

instances where there are discrepancies in the transactions. This help to identify particular cases with 

discrepancy. 

 Follow up of last year: In this section implementation status of last year report in mentioned. Normally 

only pending cases highlighted in this section along with the revised action plan and due date. 

 Conclusion: This section presents the overall control environment of the audited department and 

suggest scope of improvements to enhance the control environment of the department 
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Overall Analysis of Audit Reports 

Name of Offices 

S. 
No. 

Parameters 
HEAD 

QUARTER 

HOD/Establishments/ DDO 

1 2 3 4 5 6 7 8 9 10 11 12 13 

1. Audit Plan and its status               

2. Periodicity of audit                

3. Details of team members               

4. Follow up of last year‘s paras AG/IA               

5. Audit methodology                

6. Total Transaction vs Transaction verified               

7. Whether the Audit report contains reference to the 

following  

              

 (a)  Govt. orders               

 (b)  Financial Hand Book               

 (c)  Procurement Rules 2008               
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 (d)  Essential Registers               

8 Verification of Important prescribed Documents & 

Registers 

              

 (a) Details of Assets               

 (b) Details of Loan               

 (c) Annual Accounts/Balance Sheet               

 (d) Financial Position               

 (e) Imprest Accounts               

 (f) Grants in Aid Register               

 (g) Establishment/Service Books               

 (h) G.P.F./C.P.F./Pension Funds                

 (i) Register               

 (j) Cash Book               

 (k)  Essential . Registers  of org               
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9. Budget analysis                

10. Comments on  procurement procedures                

11. Audit note with Regard to parking of fund.               

12. Whether Detailed Analysis of the following is available               

 (i)  Grants               

 (ii) Schemes Central/ States               

 (iii)  Loans and Borrowing               

13. Detailed Analysis of Income/Receipts               

 (a) Taxes                

 (b) Fees               

 (c) Fines and Penalties               

 (d) Rent               

 (e) Betterment Charges/ User Charges               
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 (f) Income from Construction               

 (g) Sale of Fruit/Crop/Flowers               

 (h) Other Income               

14. Audit Observation vs Recommendation/ Analysis               

15. Categorization of  Audit Recommendation               

16. Root Cause of Observation                

17. Magnitude of Risk                

18. Time taken to Complete Audit               

19. Annexure to Report                

20. Typed Audit Report               

21. If audit note contains comments with regard to review of 

whether the existing system of controls is in harmony 

with the structure of the organization.  

              

22. If audit note contains comments with regard to review of 

each control and analyzing them in terms of costs and 
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benefits. 

23. If audit note contains comments with regard to review of 

systems established to ensure compliance with those 

policies, plans, procedures, laws and regulations which 

could have a significant impact on operations and 

reports, 

              

24. Review of the means of safeguarding assets, and as 

appropriate, verification of the existence of such assets. 

              

25. Appraisal of the economy and efficiency with which 

resources are employed. 

              

26. Review of operations or programmes to ascertain 

whether results are consistent with established 

objectives and goals 

              

27. Draft report given to DDO/HOD for comments.               
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Illustrative list: 

1. Dehra dun 

2. Haridwar  

3. Uttarkashi  

4. Tehri 

5. Chamoli 

6. Rudraprayag  

7. Nainital 

8. Udham Singh Nagar  

9. Almora 

10. Pithoragarh 

11. Champawat 

12. Bageshwar 

13. Pauri Garhwal 

N = Not given/included in Audit Report,  

Y = Yes given/included in Audit Report 

T = Test Audit  

C = Concurrent Audit 

NA – Not Applicable 
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7 Confidentiality of Audit Information 

 Auditors are required by this Code to respect the confidentiality of information acquired from 

the various audited departments. Auditors shall not disclose any official information or use it 

for personal reasons without authorization. Information collected in the course of an audit 

may only be used for the purpose for which it was collected and may not be disclosed other 

than for audit purposes. 

 The Audit has certain practices and procedures for reporting audit findings. Disclosure of 

such official information by auditors shall be only with the authorization of authorities. In 

addition, auditors must ensure the security and confidentiality of all files, whether in the 

offices of Audit Cell or on the location of the auditee department.  

 Auditee has an interest and a right to know audit findings and conclusions. It is necessary 

that all audit findings and conclusions be kept confidential until they have been completely 

substantiated, processed through an authorized clearance procedure with the audit entity, 

and approved for release by the authorities. Improper or premature external disclosure of 

audit findings can harm the audited entity and cause embarrassment to the Department. 

 The principle of confidentiality also dictates that all those working in the Audit Cell must be 

cautious in discussing, with friends, relatives, and colleagues outside the Audit Cell. 
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8 Due Professional Care 

In exercising due professional care auditors should:— 

 Take reasonable steps to obtain information relevant to the audit. Auditors should take into 

account information from the institution, any changes in legislation, and the results of 

previous audit work. 

 Keep up to date with developments in professional matters 

 Look out for and take into account any unusual circumstances 

 Consider audit objectives and plan work to adhere to them 

 Document the conclusions arising from the planning process, and detail a budget for staff 

and time 

 Discuss the main features of the audit with the institution 

 Ensure that as far as possible, audits are staffed with suitably qualified and experienced 

personnel, and that work is properly controlled and reviewed 

 Co-ordinate the work of specialist staff 

 Ensure that conclusions are adequately supported by reliable evidence. This evidence 

should be sufficient for an experienced auditor with no previous connection with the audit to 

ascertain what work was done and how the conclusions were reached 

 Maintain objectivity at all times 

 Preserve confidentiality where appropriate 
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9 Code of Ethics 

Primarily the auditors will adhere to code of conducts as per the CDC rules 1994 and laid down 

ethics for Directors and senior personnel of government.  Additionally they can follow the Code 

of Ethics issued by the Institute of Auditors. In case of any conflict, the corporate ethics will 

prevail. The given Code of Ethics and Statement of Responsibility in this document are based on 

the Statement of Code of Ethics and Statement of Responsibility as prescribed by the Institute of 

Internal Auditors, Florida.  

 Purpose:  

Members of the Audit Cell must maintain high standards of conduct in order to effectively 

discharge their responsibility. 

 Applicability:  

This code of conduct is applicable to all the members of the Audit Cell. By acceptance, members 

assume an obligation of self-discipline above and beyond the requirements of law and 

regulations. Standards of conduct set forth in this code of ethics provide basic principles in the 

practice of Audit. Members should realize that their individual judgment is required in the 

application of these principles. Members who are judged by the Audit Review Committee to be in 

violation of the standards of the code of ethics shall be subject to strict actions against them. 

 Standards of conduct:  

 Members shall exercise honesty, objectivity and diligence in the performance of their 

duties and responsibilities 

 Members shall exhibit loyalty in all matters pertaining to the affairs of the organization or 

to whomever they may be rendering the services. However the members shall not 

knowingly be part of an illegal or improper activity. 

 Members shall not knowingly engage in acts or activities which are discreditable to the 

profession of Audit or to their organization. 

 Auditor should refrain from entering into any activity which may be in conflict with the 

interest of their department or which would prejudice their ability to carry out objectively 

their duties and responsibilities 

 Members shall not accept anything of value from an employee, client, customer, 

supplier, or business associate of their department, which would impair or be presumed 

to impair their professional judgment 
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 Members shall undertake only those services, which they can reasonably expect to 

complete with professional competence 

 Members shall be careful in the use of information acquired in the course of their duties. 

They shall not use confidential information for any personal gain nor in any manner, 

which would be contrary to law or detrimental to the welfare of their department and the 

audited department 

 Members when reporting on the results of their work, shall reveal all material facts 

known to them which, if not revealed, could either distort reports of operation under 

review or conceal unlawful activity 

 Members shall continuously strive for improvement in their proficiency and in the 

effectiveness and quality of their services 

 Members in the practice of their profession shall be ever mindful of their obligation to 

maintain the high standards of competence, morality, and dignity promulgate by the 

department. Members shall abide by the Bylaws and uphold the objectives of the 

department
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Important Definitions 

Sr No. Term Meaning 

1 

Accounting Cycle/ financial 

year 

Composed of several Accounting Periods spanning over twelve (12) consecutive months. Organizations currently operate on a 

fiscal year beginning on April 1st and ending March 31st 

2 Accounting Period 

Expenditure and revenue measurement within a predetermined time frame. There may be several Accounting Periods in an 

Accounting Cycle 

3 

Accountant General  

(Accounts and Entitlement) The head of the department of an accounts office of the Comptroller and Auditor General of India by whatever designation called 

4 Accountant General (Audit) The head of the department of an audit office of the Comptroller and Auditor General of India by whatever designation called 

5 Advance A payment made to vendor/supplier/ employee before it is due 

6 Amortization 

The measure of an intangible asset‘s loss of value over time by a mathematical formula to properly match revenues against the 

appropriated value of the asset. This is done for patents, copyrights, and organizational costs 

7 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 

8 Appropriation Accounts 
Accounts prepared by the Comptroller and Auditor-General for each grant or appropriation in which is indicated the amount of the 

grant sanctioned and the amount spent under each level of head of account given in budget literature and on the grant as a whole. 
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Sr No. Term Meaning 

Important variations in the expenditure and allotments, whether voted or charged, are briefly explained therein 

9 Assembly The Legislative Assembly, Uttarakhand 

10 Assets 

Tangible or intangible property that a Corporation controls. This may include furniture, office equipment (e.g. copiers, computers, 

fax machines, and telephone systems), trade fixtures (items attached to the building or real estate such as signs), and vehicles 

more than value of Rs.5000/ 

11 Audit 

Examination in totality, of all financial operations of an auditable organizations/ deptst. 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 ac , rules and regulations framed there under  

12 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 audit officer in conduct of audit; 

13 Audit note 

A note issued by an audit ‗office containing the results of audit conducted with reference to data, information or documents 

available in an audit or accounts office; 

14 Balance sheet 

A tabular statement of both sides (Assets and Liabilities) of a set of accounts in which the debit and credit balances add up as 

equal. Statement of the financial position of a business/department on a specified date 
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Sr No. Term Meaning 

15 Bin Card 

A bin card is also known as bin tag or stock card and is usually hung up or placed in shelf, rack or bin where the material has been 

kept. Bin card is a record of receipt and issue of materials Quantity of store received is entered with receipt column and the 

quantity of store issued is recorded in the issue column of Bin Card. Balance of quantity of stores is ascertained after every receipt 

or issue. It shows the balance of the stock at any moment of time. Bin Card is maintained by the storekeeper. A bin card is also 

known as bin tag or stock card and is usually hung up or placed in shelf, rack or bin where the material has been kept.  

16 Budget 

Under Article 202 of the Constitution, in respect of every Financial year, a statement of the estimated receipts and expenditure of 

the state for that year, called ―the annual financial statement‖ or the ―budget‖, is to be laid before the State Legislature.  The 

estimates of expenditure show ―charged‖ and ―voted‖ items of expenditure separately and distinguish expenditure on revenue 

account from other expenditure 

17 Budget estimates Detailed estimates of receipts and expenditure of a financial year 

18 CAG The Comptroller and Auditor General of India appointed under article 148 of the constitution 

19 Capital expenditure 

Amount spent to acquire or upgrade productive assets (such as buildings, machinery and equipment, vehicles) to increase the 

capacity or efficiency of a firm for more than one accounting period 

20 Cash Money in the form of coins or banknotes 

21 Central Purchase Organization 

Such departmental procurement organization, as are declared by the State for centralized procurement of specific goods and 

services 
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Sr No. Term Meaning 

22 Charged Appropriation 

Sums required to meet charged expenditure as specified in the schedule to an Appropriation Act passed under Article 204 of the 

Constitution, during the financial year concerned, on the services and purposes covered by the 'Charged Appropriation.' It does 

not include provisions for voted expenditure 

23 Charged expenditure Such expenditure as is not to be submitted to the vote of the Legislative Assembly under the provisions of the Constitution 

24 Competent Authority The authority that has been authorized by rules, procedures, Government order 

25 Compliance audit 

Compliance audit examines the transactions relating to expenditure ,receipts, assets and liabilities of government for compliance 

with: 

(1)  the provisions of the constitution of india and the applicable laws; and 

(2)  the rules, regulations, orders and instructions issued by the competent authority either in pursuance of the provisions of the 

constitution of india and the laws or by virtue of the powers formally delegated to it by a superior authority. 

26 Concurrent Audit 

Concurrent audit is a systematic and timely examination of transaction on a regular basis to ensure accuracy, authenticity, 

compliance with procedures and guidelines. The emphasis under concurrent audit is not on test checking but on substantial 

checking of transactions 

27 Consideration An exchange of goods or services for other goods or services 

28 Contract 

A binding agreement between two or more parties for performing, or refraining from performing, some specified act(s) in exchange 

for lawful consideration. 
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Sr No. Term Meaning 

29 Controlling Officer The authority made responsible for the control of expenditure and receipt  

30 Creditor A person or firm to whom money is due (payable) 

31 Debtor A person or firm from whom money is due (receivable) 

32 Depreciation 

Mathematical formula measure of a tangible asset‘s loss of value over time to properly match revenues against the appropriated 

asset‘s lost value (estimated expense). This is done for office equipment, furniture, and vehicles etc 

33 Drawing and Disbursing Officer 

Drawing and disbursing officer works on behalf of state government and is responsible for all money received or disbursed in his 

office and the maintenance of accounts thereof. The DDO is personally responsible for the correct maintenance and timely 

rendition of accounts or returns in respect of government funds or stores handled in his office. 

34 Finance Controller 

Officer of the Finance and Accounts Service posted under controlling officer or any other officer entrusted to supervise the work of 

Budget & Account in absence of Finance & Accounts Service officer to release the budget and detailed duties are given in 

Financial Handbook Vol V Chapter 18A and subsequent GO‘s 

35 Freight 

Charges paid for carriage or transportation of goods (cargo) by air, land, or sea. Goods may be transported (shipped) on freight 

prepaid or freight collect basis: (1) If the freight is paid by the consignor (as under C&F and CIF terms) the goods remain the 

consignor's property until their delivery is taken by the consignee upon their arrival at the destination, and payment of the 

consignor's invoice. (2) If freight is paid by the consignee (as under FOB terms) the goods become the consignee's property when 

handed over to the carrier against a bill of lading. Also called freightage, it may be charged on the weight or volume of the 

shipment (depending upon its nature or density) and also varies according to the mode of shipment, such as bulk, break bulk, 
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Sr No. Term Meaning 

containerized.  

36 Goods  

All articles, products, materials, commodities, live stock, furniture, fixtures, raw materials, spares, equipments, machinery, 

industrial plant, stationary etc, Provided that it excludes books, publications, periodicals etc. for a library; 

37 Governor The Governor of Uttarakhand 

38 Head of Office 

The senior most gazetted officer in an office or establishment, declared as such by the Government or by the Head of the 

Department as per financial rules 

39 Historic Cost The original total purchase price (including freight and taxes) 

40 Inspecting Officer means an officer in charge of an audit team deputed for audit 

41 Inspection report means a report issued by an audit office containing the results of an audit 

42 Intangible Assets Assets that cannot be physically measured: goodwill, patents, copyrights, and organizational costs 
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43 Interest 

1. The fee charged by a lender to a borrower for the use of borrowed money, usually expressed as an annual percentage of the 

principal; the rate is dependent upon the time value of money, the credit risk of the borrower, and the inflation rate. Here, interest 

per year divided by principal amount, expressed as a percentage. Also called interest rate. 2. The return earned on an investment 

44 Internal Control 

Systematic measures (such as reviews, checks and balances, methods and procedures) instituted by an organization to (1) 

conduct its business in an orderly and efficient manner, (2) safeguard its assets and resources, (3) deter and detect errors, fraud, 

and theft, (4) ensure accuracy and completeness of its accounting data, (5) produce reliable and timely financial and management 

information, and (6) ensure adherence to its policies and plans 

45 Inventory A complete listing of merchandise or stock on hand, work in progress, raw materials, finished goods on hand, etc 

46 Invoice/Bill 

An invoice or bill is a commercial document issued by a seller to the buyer, indicating the products, quantities, and agreed prices 

for products or services the seller has provided the buyer 

47 Ledger An accounting book of final entry where transactions are listed in separate accounts is called a ledger. 

48 Legislature The Legislature of the Uttarakhand, consisting of the Legislative Assembly 

49 Liability 

A debt or outstanding balance owed to another party requiring a future cash flow for satisfaction or extinguishment. This may be 

considered short term (less than twelve months) or long term (greater than twelve months) 

50 Liquid Assets 

Assets that can be readily spent or transferred to cash such as bank accounts (e.g. checking accounts, savings accounts, 

certificates of deposit, money market accounts, and current asset management accounts), and securities (e.g. stocks and bonds) 
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51 Local fund 

(a) Revenues administered by bodies which by law or rule having the force of law come under the control of the Government, 

whether in regard to proceedings generally or to specific matters, such as the sanctioning of their budgets, sanction to the creation 

or filling up of particular posts, or the enactment of leave pension or similar rules; and 

(b) The revenues of anybody which may be specially notified by the Government as such. 

52 Major Irregularity 

means (a) an instance of suspected material fraud or corruption coming to the notice in audit, or (b) an irregularity of serious 

nature involving public funds, particularly that relating to mismanagement, Loss, waste, nugatory expenditure or loss of revenue, 

exceeding the monetary limit prescribed by the Comptroller and Auditor General in this regard 

53 Modified Appropriation 

The sum allotted to any unit of appropriation as it stands on any particular date after it has been modified by re-appropriation or by 

supplementary or additional grant or grants sanctioned by competent authority 

54 Performance Guarantee 

a guarantee by the seller/service provider that the goods /services will be as per the predefined and agreed standards and 

timelines 

55 

Procurement Officer /Purchase 

Officer The officer authorized by Competent Authority to procure/purchase the goods, works and services 

56 Public money     

It means the money received , raised ,or realized or spent or invested or investible , in which  ever form of public enterprise for 

public purpose by the government  or an entity controlled by it or its behalf by an entity of any nature and description or by private 

organization or an individual and shall include use of public assets , stores ,and stock or delivery of public goods and services as 

well as creation of public liability by an entity or a private organization or an individual and without prejudice  to the foregoing public 

money shall include all inflows and outflows from consolidated fund    having a legislative assembly and public accounts of  having 
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a legislative assembly and income derived from the contributions made by way of corpus to any body  or authority from the 

consolidated fund , of a state or of a union territory having legislative assembly 

57 Public Accounts Committee 

A Committee constituted by the Legislative Assembly for the examination of the reports of the Comptroller and Auditor General of 

India relating to the appropriation accounts of the State, the annual financial accounts of the State or such other accounts or 

financial matters as are laid before it or which the Committee deems necessary to scrutinize. The reports of the comptroller and 

auditor general of India relating to the accounts of state shall be submitted to the Governor of the State , who shall cause them to 

be laid before Legislature of the State.  

58 Public Works Organization The organization, authorized to carry out construction works on behalf of the Government 

59 Purchase/Procurement 

Complete process of obtaining goods and services from preparation and processing of a requisition through to receipt and 

approval of the invoice for payment. Also called sourcing, it commonly involves (1) purchase planning, (2) standards 

determination, (3) specifications development, (4) supplier research and selection, (5) value analysis, (6) financing, (7) pr ice 

negotiation, (8) making the purchase, (9) supply contract administration, (10) inventory control and stores, and (11) disposals and 

other related functions 

60 Re - appropriation 

The transfer, by a competent authority, of savings from one unit of appropriation to meet additional expenditure under another unit 

within the same grant or charged appropriation 

61 Recurring charge A charge, which involves a liability beyond the financial year in which it is originally sanctioned 

62 Repair or Maintenance works undertaken to maintain buildings and fixtures in usable condition or to bring them in usable condition; 
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63 Record 

It means any data , information , document and file in whatever form including electronic and digital form , and includes vouchers , 

bills , invoices, challans, receipts, papers authenticated photographs , audio and video tapes , facsimile papers wheter  maintained 

by the auditable entity itself or on its behalf by any body or person or obtained from third party and relied upon by it in performance 

to its functions 

64 Report 

Information compiled to communicate an idea or to state a fact that covers a specific time period. Management uses these tools to 

make decision concerning the organization‘s future operations. Readers may use these reports to make financial decisions (e.g. 

credit decisions) about the organization 

65 Revenue expenditure Cash expended in sales revenue generation, or in maintaining a revenue generating asset 

66 Revised estimate 

An estimate of the probable receipts or expenditure for a financial year, framed in the course of that year, with reference to the 

transactions already recorded and anticipation for the remainder of the year in the light of the orders already issued or 

contemplated to be issued or any other relevant facts 

67 Sale  

A sale is the pinnacle activity involved in the selling of products or services in return for money or other compensation. It is an act 

of completion of a commercial activity 

68 Sample 

Entities or observations randomly selected to represent the behaviour and characteristics of the entire group (batch, group, 

population, or universe) they are associated with or from which they are drawn 

69 Schedule of new expenditure A statement of items of new expenditure proposed for inclusion in the budget for the ensuing year 
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70 

Secondary units of 

appropriation 

Are sub-division of the appropriation for a primary unit and where definitely prescribed by the Finance Department, appear in the 

accounts maintained by the Disbursing Officer and Accountant General (Under primary unit "06 other allowances" the secondary 

units of appropriation are house rent allowance, city compensatory allowance, vehicle allowance, high altitude allowance etc 

71 Service Professional services, technical services, management services, maintenance services, consultancy services 

72 Standing sanctions Relate to revenues based on existing laws, rules and orders and expenditure incurred by virtue of existing laws, rules and orders 

73 State A state specified in the first schedule to the constitution 

74 Statutory auditor 

An auditor or an auditing firm appointed under the  

Companies Act, 1956 for the audit of accounts of a Government company or a  

deemed Government company 

75 

Supplementary statement of 

expenditure 

The statement to be laid before the Legislature under Article 205(1)(a) of the Constitution showing the estimated amount of further 

expenditure necessary in respect of a financial year over and above the expenditure authorised in the annual financial statement 

for that year. The demand for a supplementary grant may be token or substantive 

76 Tangible Assets Assets that may be physically measured by inventory: furniture, office equipment, and vehicles 

77 Technical sanction 

Is the approval to the detailed designs, plans, specifications and quantities by the competent Engineer authority, which is required 

to be given to any work (other than petty works, petty repairs, and other repairs for which a lump sum provision has been 

sanctioned by the Competent Authority ) before its commencement 
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78 transaction 

It includes any act which results in outflow or inflow of public money , acquisition or transfer of any assets , store or stock  or 

acquisition of a future liability or right to receive income or assets 

79 Test Audit 

Tests of controls are audit procedures performed to evaluate the effectiveness of either the design or the operation of an internal 

control. Tests of controls directed toward the design of the control focuses on evaluating whether the control is suitably designed 

to prevent material weaknesses 

80 Treasury Treasury of the State and includes a Sub-Treasury 

81 Treasury officer The officer in immediate executive charge of a Treasury (includes Sub- Treasury officer) 

82 Treasury Rules The rules issued by the Governor under Article 283(2) of the Constitution 

83 Verify 

To check the selected sample in detail and analyze it in context with the rules framed under the Financial Handbook/Government 

orders etc. issued from time to time and to report the deviations observed in the audit report 

84 Votable / Voted expenditure Expenditure which is subject to the vote of the Legislative Assembly. It is to be distinguished from 'charged' expenditure 

85 Vote on Account 

A grant made in advance by the Legislative Assembly, in pursuance of Article 206(I)(a) the Constitution, in respect of the 

estimated expenditure for a part of new financial year, pending the completion of the procedure relating to the voting of the 

demand for grants and the passing of the Appropriation Act. The annual financial statement is generally presented to the 

Legislature in the month of February and normally the general discussion thereon in both the Houses, the voting of the demands 

for grants by the Legislative Assembly and the passing of the Appropriation Act are expected to be completed before the end of 
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March, so as to make available the grants and appropriations for the ensuing year right from the commencement of the year. But 

circumstances may sometimes arise in which this may not be possible. On such occasions demands for advance grants in respect 

of the estimated expenditure for a part of the year may be presented 

86 Work  Original work, repair and maintenance 
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1. Budgeting 

1.1 Introduction  

Budgetary control is defined by The Chartered Institute of Management Accountants (CIMA) as:  

The establishment of budgets relating the responsibilities of executives to the requirements of a policy, and the continuous comparison of actual 

results with budgeted results, either to secure by individual action the objective of that policy, or to provide a basis for its revision. Budget is a 

formal statement of the financial resources set aside for executing specific activities in a given period of time. It helps to coordinate the activities 

of the organization. 

A good budget is characterized by the following: 

 Participation: Involve as many people as possible in drawing up a budget  

 Comprehensiveness: Embrace the whole organization 

 Standards: Base it on established standards of performance 

 Flexibility: Consider changing circumstances 

 Feedback: Constantly monitor performance 

 Analysis of costs and revenues: This can be done on the basis of product lines, sections or cost centers 

The budgetary process is a significant tool of financial control vested with the government. The budget exercise incorporates the entire gamut of 

plan and non-plan activities during the budget year. The importance of budgetary controls has increased in the present context with regard to 

establishing effective cost control mechanism in the entire spectrum of activities undertaken by various government departments. 

 

Note: 
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 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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1.2 Detailed Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Preparation and Submission of Departmental Budgets (At the level of DDO, Head of Office & Head of Department) 

1 Budgets are based on 

expected cash receipts and 

cash payouts instead of 

accrual basis 

(Refer Chapter 3(16) of 

Budget Manual) 

 

 Actual cash receipts/ payments may 

not correspond with the estimates 

 Mismatch between basis of accounting 

(i.e. Government accounts are 

maintained on Cash Basis) against 

basis of preparation of budgets 

 Verify supporting documents for the estimates related to expenditure and 

receipts 

 Verify the general basis of giving estimated receipts and expenditure 

 Verify the receipts and expenditure line item against the supporting 

documents to check the basis of estimation 

 Identify instances where supporting documents for estimation are not 

available and report as an observation 

2 Estimates are provided on a 

Gross Basis (except for 

specific exclusions as per the 

Budget Manual) 

(Refer Chapter 3(17) of 

Budget Manual) 

 Non compliance with laid out 

procedures 

 Possibility of unauthorized expenses 

 Reflection of an incorrect picture 

 Inadequate tracking of target Budgeted 

receipts 

 Identify Budget line items with direct costs attached 

 Verify (on a sample basis) Budget line items for corresponding cost line item 

 Verify basis for estimating Budget with the supporting documents and 

identify variations 

3 Adherence to prescribed  Delay in preparation of Budgets  Identify delays in submission, if any and document reasons  



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 60 of 705 

 

 

Sr. No Activity Risk Audit Steps 

dates for submission of 

estimates 

(Refer Chapter 3(19) of 

Budget Manual) 

 Possibility of inaccurate/ non budgeting 

of expenses/ revenue item 

 Inadequate verification of supporting 

documents due to paucity of time 

 See if budget is being submitted in the prescribed form/ methodology 

 

4 Accuracy in classification of 

estimates to the prescribed 

heads of account 

(Refer Chapter 3(21) of 

Budget Manual) 

 Non adherence to Comptroller and 

Auditor General of India (CAG) 

guidelines 

 Verify whether the major and minor heads of expenditure are correctly 

classified in accordance with prescribed rules of manual  

B Preparation of Departmental Estimates of Revenue and Receipts (At the level of DDO, Head of Office & Head of Department) 

5 Adherence to guidelines for 

preparing Revenue Receipts 

(Refer Chapter 25(3(c)) of 

Budget Manual) 

 

 Over/ under estimation of revenue 

receipts 

  

 Verify whether the basis  of estimation for revenue items are based on 

current/ sanctioned tax structure/user charges 

 Select a sample of Revenue items to be verified 

 Verify supporting documents to check compliance with the guidelines as per 

the Budget Manual 

C Preparation of Departmental Estimates of Ordinary Expenditure (At the level of DDO, Head of Office & Head of Department) 
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Sr. No Activity Risk Audit Steps 

6 Fixed charges are reviewed 

on a periodic basis 

(Refer Chapter 5(28) of 

Budget Manual) 

 Over/ under budgeting of expenses 

 Possibility of unauthorized expenses 

  

 Identify Fixed Charges for expenses 

 Verify basis of estimating Fixed Charges and check whether the review of 

classification as Fixed Charges is conducted 

7 Accuracy in classification of 

schemes 

(Refer Chapter 5(28) of 

Budget Manual) 

 

 Possibility of unauthorized expenses  Verify expenditure scheme classification on the basis of 

 Source of funding 

 Nature of schemes 

 Verify a sample of expenses to check that correct classification as per 

scheme has been made 

8 Adherence to guidelines as 

per Budget Manual while 

preparing departmental 

estimates 

(Refer Chapter 5(28) of 

Budget Manual)) 

 Over/ under budgeting of expenses 

 Possibility of unauthorized expenses 

 

 Obtain basis for estimation of ―Ordinary Expenses‖ (frequent and ongoing 

expenses) 

 Verify whether only a limited percentage of total budget is allocated for 

‗ordinary business expenses‘ 

 Verify that estimating officer has not laid down avoidable extra provisions in 

these estimates 

D Revised Estimates (At the level of DDO, Head of Office & Head of Department) 
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Sr. No Activity Risk Audit Steps 

9 Correctness and accuracy in 

preparation of ‗Revised 

Estimates‘ 

(Refer Chapter 7(51, 52 and 

53) of Budget Manual) 

 Inaccurate preparation of revised 

estimates 

 Verify methodology for computation of Revised Estimate for adherence to 

guidelines as per the Budget Manual 

 Verify whether the revised estimate is based on: 

 ascertained actual of the past months of a financial year, and 

 an estimate of the probable figure for the remaining months of that 

year 

 Verify whether the revised estimates are based on the actual of the first six 

months of the year and are framed in one of the following ways : 

 by adding to the actual of the first six months of the current year those 

of the last six months of the previous year, or  

 by taking a proportionate figure so that the revised estimate will be 

twice the actual for the first six months, or  

 by assuming that the revised estimate for the current year will bear the 

same proportion to the actual of the first six months as the actual in 

the previous year bore to those of the first six months of that year 

10 Adherence to timelines for 

submission of ‗Revised 

Estimates‘ and ‗Preliminary 

 Delay in preparation of Budgets 

 Inaccurate estimates in budget 

 Compare the date of actual submission against the prescribed timelines 

 Identify delays in submission as per prescribed timelines and ascertain 
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Sr. No Activity Risk Audit Steps 

Statements of Excesses and 

Savings‘ 

(Refer Chapter 7(54) of 

Budget Manual) 

preparation  reasons  

 Verify whether the Preliminary statement of ―excesses and savings‖ and 

statement of ―anticipated excess savings and expenditure‖ is in prescribed 

format 

E New Expenditure 

11 Adequate supporting 

documents for all ‗New 

Expenditures‘ 

(Refer Chapter VIII of Budget 

Manual) 

 Possibility of unauthorized expenditure 

 Possibility of non budgeting of required 

expenses 

  

 Verify whether any expenditure not contemplated in the annual financial 

statements and categorized as ‗New expenditure‘, conforms to the state 

government instructions laying down the criteria to treat expenditure as new 

service  

 Verify supporting documents for completeness as per the Budget Manual  

 Verify accuracy and reasonableness of supporting documents 

12 Adherence to prescribed 

timelines for submission of 

proposal for ―New Expenses‖ 

(Refer Chapter VIII(60) of 

Budget Manual) 

 Delay in preparation of Budgets 

 Possibility of non inclusion of items in 

the Budgets 

 Possibility of unauthorized expenditure 

 Identify ‗New Expenses‘ introduced in the current year budget 

 Verify whether the ‗New Expenses‘ were submitted via the prescribed form 

within the prescribed date 

 Identify delays in submission/ instances where the prescribed form was not 

used including missing information in the details submitted and document 

the reasons for the deviations 
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F Watching the Progress of Revenue and Receipts 

13 Accuracy in disbursement of 

grants to sub ordinate officers  

(Refer Chapter X1(91) of 

Budget Manual) 

 Possibility of unauthorized expenses 

 

 On a sample basis, verify allotments by HOD with the complete accounts 

classification i.e. from the Major Head to the standard object of expenditure 

 Verify concurrence of the Finance controller for every allotment 

 Verify whether the Budget Control register is maintained by the Finance 

Controller in the prescribed form and updated to include every grant 

14 General Instructions 

(Refer Chapter XII(97) of 

Budget Manual) 

 Non compliance with Budget Manual 

 Chances of embezzlement  

 Loss of government revune 

 Verify whether the amounts collected are at once deposited into the bank/ 

treasury  

 Verify whether the challans with which money is remitted or deposited into 

the bank/treasury bear full and correct classification of account and are duly 

reconciled, in order to minimise chances of discrepancies between the 

treasury figures and the departmental figures 

 Verify that there is no case of collections being utilised for meeting any 

expenditure 

 Verify that in case there are any mistakes in classification, the same should 

be reported by means of footnotes in the next return and action should be 

taken where necessary for correction of accounts in accordance with the 

prescribed procedure 
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 Verify whether return is submitted in prescribed format (BM 6) on a periodic 

basis 

15 Irrecoverable Dues  

(Refer Chapter XII(98) of 

Budget Manual) 

 

 Loss of government revenue  Obtain details of irrecoverable dues for tax and non- tax revenues 

 Verify that no amount due to Government should be left outstanding without 

sufficient reason and without bringing the matter to the notice of the 

competent authority within a reasonable time.  

 Verify that where any dues appear to be irrecoverable, a full report is 

submitted to the competent authority and orders sought  

 Verify that in case it is found that any dues have become irrecoverable due 

to failure on the part of any Government servant to take timely action 

without sufficient reason, the official at fault may, after following the 

prescribed procedure, be called upon to make good the loss in such manner 

as the competent authority may deem fit. 

G Watching of actual and control over expenditure 

16 Inter unit appropriations are 

within the rules defined in the 

Budget Manual 

(Refer Chapter XIII, Para 109 

 Possibility of unauthorized expenses 

 

 Obtain list of appropriations made by the departmental head to the unit level 

allocations 

 Verify the appropriations to check that they are as per provisions of budget 

manual 
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Sr. No Activity Risk Audit Steps 

of Budget Manual) 

17 Adequate control over 

payments by the Treasury 

Officer 

(Refer Chapter XIII(112) of 

Budget Manual) 

 Possibility of unauthorized expenses 

 Incorrect classification of expenses 

 Obtain list of expenses for a particular grant 

 On a sample basis, verify the bills presented to treasury for including: 

 Complete account classification from Major Head down to the Standard 

Object 

 Indicate whether expenses are ‗Charged‘ 

 Separate bills must be presented for planned expenditure and non plan 

expenditure 

18 Adequate control over 

expenditure by the Finance 

Department and 

Administrative Department 

(Refer Chapter XIII(122 and 

123) of Budget Manual) 

 

 Possibility of unauthorized expenses 

 Inadequate tracking of departmental 

budgets by Finance 

 Non identification of budget over runs/ 

savings  

 Inaccurate departmental accounts and 

accounts office records 

 Verify whether the expenditure report in the prescribed form and schedule is 

being regularly submitted to the Finance/ Administrative Department by 

DDO/ HOD 

 Verify, if HOD is reconciling expenditure/ receipt figures on a quarterly basis 

with the figures of AG, obtain details of the same 

19 Adherence to procedures for 

increase in Budget 

 Increase in Budgetary allocation in 

excess of requirements 

 Obtain list of instances where budget has been increased for a particular 

unit from the Controlling Officer and reasons thereof 
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Sr. No Activity Risk Audit Steps 

  On a sample basis, verify supporting documents to check that the 

procedures as defined in Chapter XIII (paragraph 132) of Budget Manual 

have been followed 

H Duties of Disbursing Officer and Controlling Officer 

20 Duties of Disbursing Officer 

(Refer Chapter XII of Budget 

Manual) 

 Possibility of fraudulent payment s and 

embezzlement  

 Loss of revenue 

 In addition to the responsibilities mentioned above of a controlling officer, 

which are also to be performed by a Disbursing officer, the Disbursing 

Officer must also perform the following duties: 

 A disbursing officer must ensure that the conditions preliminary to the 

incurring of expenditure are satisfied, namely, that the sanction of the 

competent authority exists and funds to cover the charge fully have 

been placed at his disposal. 

 He should for see the probability of any excess expenditure over the 

amounts allotted and intimate the likely excess, along with reasons to 

the controlling officer concerned in sufficient time to enable the latter to 

arrange additional funds if these are to be allotted at all 

 On the 5
th
 day of each month, each disbursing officer must submit to 

the controlling officer concerned statements of expenditure and 

liabilities in respect of the previous month in Forms B.M. 7 and B.M. 8 

being a copy of his registers in these forms.  
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Sr. No Activity Risk Audit Steps 

 Information for the Liability register (maintained in BM7) should be 

furnished to the Controlling Officers regularly every month. 

 Each disbursing officer should maintain a register of expenditure under 

each detailed head of account with which he is concerned in Form 

B.M. 8. Separate registers should be maintained for the Plan and non 

Plan expenditure. The allotments communicated by the controlling 

officer at the beginning of the year will be noted in this register under 

each detailed head in the space provided for the purpose. In B.M 8 the 

numbers and dates of the treasury vouchers against those entries in 

respect of which reconciliation statement have been received by him 

from the Treasury should be filled and the reconciliation statement 

attached to it.  

 He should also prepare a reconciliation statement with the voucher 

numbers and date of encashment. If there be nothing to report for any 

month, a nil statement should be sent. Treasury should supply the 

reconciled drawl statement to disbursing officer as early as possible. 

 If any error in classification is discovered before the monthly statement 

of accounts is submitted to the controlling officer, the statement should 

be corrected by the disbursing officer. If the statement has already 

been submitted, the mistake should be set right by means of a clear 
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Sr. No Activity Risk Audit Steps 

explanatory footnote in the next statement. 

 The controlling officer shall send to the Accountant General each 

month a statement showing the departmental totals of expenditure and 

liabilities under each primary and secondary unit that is, a copy of the 

entries in the register in Form B.M.12. 

 This statement shall be prepared and forwarded so as to reach the 

Accountant General by the 20th of the month following that to which 

the accounts relate. It should be accompanied by the disbursing 

officers‘ statements, in original, from which the monthly account has 

been compiled 

21 Duties of Controlling Officer 

(Refer Chapter XII of Budget 

Manual) 

 Possibility of fraudulent payment s and 

embezzlement  

 Loss of revenue 

 Fraud /defalcation 

Government dues (Refer Chapter XII (96)of Budget Manual) 

 Verify whether the departmental Controlling Officers has performed the 

following duties: 

 To see that all sums due to Government are regularly and promptly 

assessed, realised and duly credited into the Government account 

To obtain from their subordinates monthly accounts and returns in 

suitable form claiming credit for so much paid into the treasury or 

otherwise accounted for and compare these with the statements of 

treasury credits furnished by the Accountant General, to see that the 
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amounts reported as collected have been duly credited to Government 

account 

 If wrong credits come to the notice, they should at once inform the 

Accountant General with a view to correction of the accounts.  

 If any credits are claimed but not found in the accounts, inquiry should 

be made  

 departmental registers are being maintained  

 Submission of progress reports to Finance Department  

(Refer Chapter XII (100)of Budget Manual) 

 The responsibility for keeping a proper watch on revenue receipts primarily 

rests with the Controlling officers 

 The controlling officer will also maintain details of preliminary actual of 

receipts and out goings of each months in form B.M.6 and send the same 

form to Finance Department and Accountant General by the 10th of the 

following month 

Recoveries from other Governments and from local bodies 

(Refer Chapter XII (102)of Budget Manual) 

 The Controlling Officers must see that claims in respect of dues from other 
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Governments and local bodies, etc. are made and recoveries effected as 

early as possible 

Re-examination of expenditure programme with reference to the 

sanctioned Grants  

(For every grant there is usually one controlling officer, but in respect of 

certain grants there may be more than one). The duties of Controlling Officer 

are: 

 to ensure that the grant placed at his disposal is expended only on the 

objects for which it has been provided, keeping in view the standards 

of financial propriety  

 to keep the expenditure within the sanctioned grant 

 to keep the expenditure under a particular standard object within the 

sum allotted to him under that unit, and, where this is not possible, to 

meet the excess by effecting saving in the sums allotted to him under 

other units and proper sanction re-appropriations 

 to move the competent authority, in proper time, to provide additional 

funds, either by re-appropriation or through supplementary estimates, 

whenever an excess over the total grant placed at his disposal is 

expected by him as unavoidable or when he desires to incur some 
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new expenditure 

 to surrender appropriations or portions thereof which are not likely to 

be required during the year as soon as lapses on savings are 

foreseen; 

 to ensure the observance by himself and his subordinates of all 

financial rules and regulations 

Watch over important but occasional items of expenditure 

 The controlling officer shall keep a separate and careful watch on 

important but occasional items of expenditure (e.g. purchase of 

uniforms and arms and ammunition for the police force, equipment 

and medicines for hospitals and dispensaries and food grains, etc., for 

jails) 

Watch on the general progress of expenditure 

 If the controlling officer finds at any stage that the expenditure is 

progressing too rapidly, he should promptly take such steps as he 

consider necessary to restrict further expenditure so that the 

sanctioned grant is not exceeded 

Maintenance of registers of expenditure and liabilities by the controlling 

officer  
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(Refer Chapter XIII(118and 119) of Budget Manual) 

 The controlling officer shall maintain registers of expenditure and 

liabilities in Form B.M. 11 and B.M.7. These will contain only the 

monthly totals, as reported by the disbursing officers, of expenditure 

and liabilities under each standard object 

 The controlling officer shall also maintain another register in Form 

B.M. 12 in which he will consolidate the statements of monthly 

expenditure and liabilities received from his disbursing officers with his 

own monthly expenditure and liabilities.  

22 Financial Irregularities 

(Refer Chapter XV of Budget 

Manual) 

 

Non compliance with Budget Manual  Verify whether the incurring of expenditure by Government officers is 

governed by the following essential conditions: 

 There should be provision of funds authorised by competent authority 

fixing the limits within which expenditure can be incurred ; 

 The expenditure incurred should conform to the relevant provisions of 

the Appropriation Act, the Constitution and the laws made there under 

and should also be in accordance with the financial rules and 

regulations framed by competent authority ; 

 that there should exist sanction, either special or general, accorded by 

competent authority, authorising expenditure ; 
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 that the expenditure should be incurred with due regard to broad and 

general principles of financial propriety 

 Verify whether there is a check in place to plug the following types of 

Irregularities: 

 Excess over a grant voted by the Assembly or over a charged 

appropriation 

 Defective or inaccurate budgeting, necessitating large surrenders or 

resulting in excesses 

 Mention and analyze the cases of delay in submitting detailed 

countersigned contingent bills(DCB) against abstract contingent 

bills(AC) 

 Defective control of expenditure resulting in - 

 unnecessary or excessive supplementary grants, 

 rush of expenditure in closing month of financial year  

 un- reconciled expenditure 

 unnecessary or excessive re-appropriations, 

 injudicious re-appropriations and surrenders, causing excess over 

allotments, 
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 unspent and unsurrendered appropriations, 

 unremedied or uncovered excesses, and 

 late allotments 

 Surrenders in excess of savings 

 Anticipated savings not surrendered 

 Misclassification of expenditure 

 Re-appropriations which are not made in accordance with the rules in 

this Manual or which have the effect of increasing expenditure on an 

item the provision for which has been specifically reduced by a vote of 

Legislative Assembly 

 Expenditure on a service not covered by a vote of the Assembly, 

unless the requisite funds have been arranged by obtaining an 

advance from the Contingency Fund before incurring expenditure 

 Expenditure incurred without provision of funds 

 Expenditure incurred without sufficient sanction 

 Expenditure incurred without allotment of adequate funds 

 Loss of public money or property due to fraud, misappropriation or 
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carelessness in accounting 

 Drawing from treasuries of money not required for immediate use 

 Abandonment of revenue without proper sanction e.g., sale of 

Government property below market rates, or reduction of dues 

payable under a license or lease without the sanction of the competent 

authority in each case 

 Any large claim against another Government local body or other 

outside party allowed to remain outstanding for an unduly long time 

 Any irregularity connected with a contract, such as - 

 Placing of a contract without obtaining competitive tenders in an open 

and public manner except in cases where the necessity for obtaining 

such tenders has been waived by any general or special rule or order 

by the competent authority  

 Acceptance without adequate reason, of a tender other than the 

lowest 

 inadequate scrutiny of tendered rates before acceptance ; 

 Unsuitability of the form of contract ; 

 failure to complete all necessary formalities connected with a contract, 
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including the obtaining of expenditure sanction before permitting the 

contractor to start work ; 

 deviation from the contractual terms in favour of the contractor or 

varying the terms without the approval of the competent authority ; 

 omissions to enforce the conditions of a contract, such as those 

requiring the deposit of security or levy of penalty. 

 Any irregularity connected with purchases, such as - 

 purchases which contravene the rules for the purchase of articles for 

the public service ; 

 purchase in excess of reasonably anticipated requirements ; 

 purchase of materials of inferior quality 

 Any extraordinary or apparently unnecessary expenditure, such as- 

 payments made as acts of grace except where permitted by any rule 

or order ; 

 compensation paid for damage sustained except in cases in which a 

claim for such damage could be enforced in a court of law or in which 

such compensation is admissible under any rule or order; 

 payments in excess of amounts admissible under statute, contract or 
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rule; 

 payments necessitated by failure to enforce the terms of a contract  

 irrecoverable balances of advance payments made on account of 

services, etc., which were ultimately not rendered. 

 Any uneconomical or apparently wasteful expenditure due to -)  

 the inception of works without adequate investigation of their utility or 

feasibility and without conducting proper preliminary surveys and 

preparing detailed estimates of cost and obtaining necessary 

administrative and technical approval to the estimates ; 

 the inception of deposit works for local bodies, etc., without the 

requisite deposits having been obtained from the parties concerned  

 execution of works by a Government agency which lacks the ability or 

the facilities to execute them properly ; 

 the unsatisfactory working of Government commercial undertakings  

 the fixation of incorrect rents of residential buildings ; 

 other causes 

 Any irregularity connected with a grant-in-aid, such as neglect (i) by 

the sanctioning authority of conditions precedent to the grant or (ii) by 
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the grantee of the conditions, expressed or implied, attached to the 

grant by the sanctioning authority 

 Any instance of the absence of administrative regulations and 

procedure sufficient to secure a proper and effective check upon 

monetary transactions 

23 Controls around Fiscal and 

Revenue deficit  

 Increase in Fiscal and Revenue deficit 

 Violation  of FRBM  act 

 Obtain details of budgeted and actual figures of capital expenditure and net 

disbursement of loans and advances for the year being audited 

 Verify whether the capital expenditure and net disbursement of loans and 

advances exceeded the assessment made in the budget estimates resulting 

in a fiscal deficit during the year 

 Obtain reasons/ factors contributing the position of fiscal deficit from the 

process owners 

 Obtain details of expenditure (salary, pensions, subsidies , interest 

payments etc.) and revenue (tax and non tax) for the audit period 

 Verify whether the committed expenditure has exceeded the revenue 

leading to a revenue deficit 

 Obtain reasons/ factors contributing the position of revenue deficit from the 

process owners 
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2 Procurement 

 

2.1 Introduction 

Procurement is the acquisition of goods and/or services at the best possible total cost of ownership, in the right quality and quantity, at the right 

time, in the right place and from the right source for the direct benefit or use of corporations, individuals, or even governments, generally via a 

contract, or it can be the same way selection for human resource. Simple procurement may involve nothing more than repeat purchasing. 

Complex procurement could involve finding long term partners – or even 'co-destiny' suppliers that might fundamentally commit one organization 

to another. Procurement can refer to buying, outsourcing, etc of any resources. Almost all purchasing decisions include factors such as delivery 

and handling, marginal benefit, and price fluctuations. Procurement generally involves making buying decisions under conditions of scarcity. If 

good data is available, it is good practice to make use of economic analysis methods such as cost-benefit analysis or cost-utility analysis. 

 

 Fundamental Principles of Procurement 

 In all procurement procedures, transparency, competitiveness and fairness must be ensured, to secure best value for money 

 All procurements shall be made through tenders, unless exempted under these rules or under specific orders 

 Invitation of competitive bids shall be open to all participants, unless otherwise specified under the rules or specially restricted by the 

Competent Authority 

 The specifications in terms of quality, type etc. as also quantity of goods to be procured, should be clearly spelt out keeping in view the 

specific needs of the procuring organizations. The specifications so worked out should meet the basic needs of the organization without 

including superfluous and non-essential features, which may result in unwanted expenditure. Care should also be taken to avoid inventory 

carrying cost 
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 The Competent Authority shall ensure that the selected item adequately meets the requirement in all respects 

 Other conditions being equal, the lowest tender should ordinarily be accepted, otherwise, the reasons, why the lowest tender has not been 

accepted, should always be recorded 

 The Competent Authority shall satisfy itself that the price of the selected offer is reasonable and consistent with quality 

 The Competent Authority shall ensure the safe custody of documents of all stages of procurement and must place on record, the 

considerations, which weighed with it while taking the procurement decisions 

 Negotiations shall be avoided. It may be conducted under exceptional circumstances with lowest bidder L-1 only and the reasons for such 

negotiations should be clearly recorded 

 Efforts shall be made to bulk the demands as far as practicable so as to achieve advantage of lower rates. A demand shall not be split to 

bring down the value of procurement nor divided into small quantities to make piecemeal purchases to avoid the necessity of obtaining the 

sanction of higher authority required with reference to the estimated value of the total demand 

 Standard Bidding Documents: Standard Bidding Documents should be used for procurement to achieve uniformity and to avoid repetitive 

work and possible errors 

 The Departments should ensure placement of contract within the original validity of the bids. Extension of bid validity must be discouraged 

and resorted to only in exceptional circumstances 

 Standards of Financial Propriety: In exercising these powers, the authority making purchases shall pay strict regard to the standards of 

financial propriety, among which are the following:- 

 The main duty of officers making procurement is to see that the Government gets a fair return for the money to be spent, 

 The expenditure should not prima facie be more than the occasion demands, 
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 Every Government servant shall exercise the same vigilance in respect of expenditure incurred form public moneys as a person of 

ordinary prudence would exercise in respect of the expenditure of his own money, and 

 No authority shall exercise its powers to pass an order, which will be directly or indirectly to its own advantage 

 

 Important Point To Be Audited With Respect To Various Procurement 

 Equipments purchased conform to latest specification and technology available in market 

 Appointment of consultant 

 The appointment of consultant is often made in a arbitrary manner without inviting tenders and without inviting tenders and without 

collecting adequate data about their performance capability and experience 

 Terms are modified to the financial advantage of the consultant, even after award of contract 

 Extra amount on account of travel expenses is sanctioned after award of contract 

 The consultants need to be appointed only when it is absolutely essential. The appointment of consultants needs to be done in a transparent 

manner and after following the competitive tendering system. The consultant role should be well defined.  

 Estimated rates are not being worked out in an unprofessional manner and perfunctory manner. 

 Estimated rates establishes the reasonableness of prices , it is important that the same is not worked out in a realistic and objective manner 

on the basis of  prevailing  market rates , last purchases prices, economic indices for raw material/ labour, other input costs , IEEMA formula, 

whenever assessment based on intrinsic values etc. 

 Fair and adequate competition, it is very important that sufficient time of say 4-6 weeks in case of advertised / global tenders and 3-4 weeks 

in case of limited tenders is allowed in case of recorded emergencies. 
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 The important clauses relating to a) earnest money b)delivery schedule c)payment terms d)performance/warrantee bank guarantee ,e) pre- 

despatch inspection , f) arbitration  ,g) liquidated damages / penalty for delayed  supplies  h)risk purchases  etc. are being incorporated in 

the bid documents for safeguarding the interests of the purchaser. 

 Earnest money deposit is to establish the earnestness of the bidder so that he does not withdraw, impair or modify the offer within the 

validity of the bid 

 Earnest money in case of two – bid system needs to be incorporated in the bid documents   need to be incorporated as a fixed and 

reasonable amount on the basis of estimated value of the purchase 

 Performance bank guarantee etc. Having financial implication need to be specified in unambiguous terms in the bid documents so that the 

evaluation bids after tender opening could be made in a transparent manner without subjectivity 

 The generic technical specification including performance parameters and the technical evaluation criteria, if any need to be specified in 

bidding documents in unequivocal terms. 

 The government instruction on reservation of items and price preference to SSI units and purchase preference to PSU need to be 

incorporated in the bid documents. 

 A proper arrangements for receipt of tenders at scheduled date and time through tender box needs to be adopted 

 Equal opportunity is given to all bidders and to maintain sanctity of tendering system it is of paramount importance that any change in tender 

terms and conditions, specifications and tenders opening dates etc. Be notified to all bidders, sufficiently in advance of the revised tender 

opening date  

 The system of opening tenders in the presence of trade representative needs to be scrupulously followed 

 The tender opening officer/committee should also prepare on the spot statement giving details of the quotations received and other 

particulars like price, taxes, duties and EMD etc. As read out during the opening of the tenders. 
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 The reasonableness of prices on the basis of estimated rates, prevailing rates, market rates, last purchase price, economic indices of the 

raw material/ labour, other inputs costs and intrinsic value etc. Before award of contract 

 It has been observed that in some cases, despite provision in the contracts for releasing advance payment against bank guarantee, the 

advance payments were released without taking any bank guarantee. 

 The bank guarantee accepted was at times defective/conditional and did not safeguard the interest of the purchaser. Normally, the BGs 

permitting encashment without any demur-merely on a demand from the purchaser are accepted. 

 In order to safeguard the government interest , it would be appropriate to take reasonable amount of bank guarantee valid up to warranty 

period for due performance of the contract 

 The specific delivery period for supply as per terms of delivery such as FOR station of despatch/destination and for completion of installation 

with the necessary provision for liquidated damages / penalty clause in the event of delay in supplies/ installation needs to be incorporated in 

the contract   

 Detailed guarantee /warranty clause embodying all the safeguards be incorporated in the tender enquiry and the resultant contract. It also 

needs to be ensured that in installation/ commissioning contracts, the guarantee/ warranty should reckon only from the date of installation / 

commissioning. 

 It is essential to accord priority to the post contract follow up. The delivery period should be extended on bonafide request and not in a 

routine and casual manner 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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2.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Requisitioning 

1 Verification of Material 

Requisition Plan 

 Unbudgeted/Unapproved 

purchases 

 Ordering of material which is not 

required  

 Delays in ordering of material 

 

 Verify whether a Material Requisition Plan/ Procurement Plan is available 

 Verify whether the classification in Material Requisition Plan /Procurement 

Plan is done for Capital items, Revenue items, Recurring and Provision for 

Non-Recurring items  

 Verify whether the Material Requisition Plan /Procurement Plan is approved 

by the approving authority  

 Verify that the Material Requisition Plan/ Procurement Plan is in accordance 

with the approved annual budget  

 Obtain list of all requisitions for material/services raised during the audit 

period 

 Select a sample of approved requisitions for detailed verification 

 Verify whether reasons are documented for rejected requisitions (if any) 

 Compare actual material requisitions with the approved plan 

 Obtain justification for deviations 
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2 Verification of Material 

Requisitions for approval and 

completeness 

 Requisitions are not approved by 

the Competent authority 

 Requisitions are not detailed in 

terms of defining the specifications 

of items required, quantity required 

and indicative price 

 Select a sample (As per sampling methodology) of requisitions raised by 

various departments 

 Verify whether all the requisitions are complete and contain details including: 

 Date of issue of requisition 

 Date of approval of requisition by the Competent Authority as per 

Delegation of Powers (DOP) 

 Date by which material or service is required (Estimated Delivery date) 

 Quantity and any specifications of requisition item are detailed 

 Any references of potential third party or vendors from which the material 

can be procured 

 details of requisitioning department/ user are clearly mentioned in the 

Requisition form 

 Verify whether all requisitions are sequentially/ serially numbered  

 Verify whether there are any missing requisition numbers, obtain reasons 

whether it‘s a clerical error or the requisitions have been cancelled 

 Verify whether any register or data entry book is being maintained for all 

requisitions obtained 

 For selected requisitions check whether all the requisitions are approved as 
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per the financial delegation defined in financial handbook or any other defined 

Delegation  of Powers and whether the approved requisition within financial 

limit 

 Verify that proper budget reference is given in the requisition/requisition form  

 Verify whether for capital items, reasons for procurement are documented 

and duly approved by competent authority 

 Are there any requisitions maintained for Imported items 

 Check whether requisitions for imported items are properly approved and 

reasons for import are clearly documented 

 Verify requisitions which are approved and no action is taken within 30 days 

of approval 

 Verify whether duplicate requisitions with same serial number are not 

generated/issued 

 Whether for same material more than two requisitions are generated during 

the year, for such cases verify whether the need for material is justified 

3 Verify that requisitions are not 

raised for material already in 

stock to prevent excess 

 Purchase of material already in 

stock leading to excess 

procurement 

 For the sample requisitions selected verify the frequency of ordering of such 

material (is it  a recurring/ non recurring expenditure)  

 Check stock register as on the date of Requisitioning for availability of 
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inventory  Misappropriation of allocated 

budget  

requisitioned quantity 

 In case of recurring expenditure verify whether the existing stock quantities 

are considered before placing the order 

 In case additional material is ordered despite requisitioned material being in 

stock, verify whether the rationale for approving the requisitions is available 

from the approving authority 

 From the stock register, verify the last stock movement of the additional items 

being procured, to check whether the item is in regular use or not 

 Further, compare the price of material ordered vis-à-vis material of similar 

specification already lying in stock. In case the price of material ordered is 

higher than material already lying in stock, loss suffered by the department 

due to such procurement should be arrived at & reported 

4 Verify delay in approval of 

requisition 

 Delay in purchase due to delay in 

approval of requisition 

 Verify for the sample requisitions selected, the date of requisition and the 

date of approval of requisition 

 Identify any significant delays in approval of requisition (difference between 

date of requisition and date of approval by competent authority) 

 Check whether any requisition is pending for approval by Competent 

authority and obtain the reasons for delay in approvals beyond defined time 

period  
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 Instances where approval of requisition is delayed, verify whether reasons for 

delay are documented and duly approved 

5 Segregation of duties (Existence 

of Maker-checker control) 

 Risk of unapproved/ unauthorized 

purchases 

 Misappropriation of funds 

 Verify who all in the department are authorized to raise a requisition form 

 For sample requisition forms verify that all forms are raised by authorized 

personnel 

 Verify whether list of personnel/ approving authority for approval of requisition 

forms is defined or not 

 Verify whether the person raising the requisition form is different from the 

person approving the requisition form 

 Verify whether there is segregation of duty with respect to raising an approval 

of requisition form  

 

 

 

B Procurement of Goods  

(All procurement procedures should be followed with transparency, competitiveness and fairness, to secure best value for money spent)  
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6 Existence of approved third party 

suppliers‘ (Registered Suppliers) 

Database 

(Refer Rule no. 6 of 

Procurement Rules 2008) 

 Selection of blacklisted third party 

suppliers‘ 

 Delay in identification of third party 

suppliers‘ leading to delay in 

procurement  

 Out dated third party suppliers‘ 

database 

 

 Verify whether the criteria for empanelment/ selection of third party suppliers‘ 

is defined or not  

 Verify whether all the third party suppliers‘ possess the necessary experience 

and credit worthiness in the market  and detailed background verification for 

the third party supplier is being carried out before the award of contract/ order 

 Verify whether necessary supporting documents as defined above are 

available in the tender/contract file 

 Verify whether all the vendors are approved by the approving authority as per 

DOP 

 Verify for any vendor if any documents are missing or selection criterion is not 

fulfilled, check whether the reasons are documented and approved 

 Verify that registration of supplier is done for minimum 1 year and maximum 3 

years after that it should be renewed 

7 Purchase price preference 

(Refer Relevant Administrative 

and Finance department’s 

orders and Rule no. 7 of 

Procurement Rules 2008) 

 Risk of biasness 

 Risk of procurement of material 

over and above the approved price 

(as mentioned in rule No.7 of 

Procurement Rules) 

 Verify that, in case price preference has been allowed, it is not more than ten 

percent (10%) of the lowest quoted rate 
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8 UP to INR 15000, no quotation 

is required provided it is 

approved by competent 

authority as per DOP  

 (Refer Rule no. 8 of 

Procurement Rules 2008) 

 Unauthorized purchases 

 Procurement from unauthorized 

vendor 

 Take an appropriate sample 

 Check the certificate of approval issued by competent authority 

 Compare the purchase order date and certificate date issued by competent 

authority 

 Report if Purchase Order is released before receipt of certificate or there is 

significant delay in issue of certificate 

 Check for any splitting of orders (e.g. splitting 1 order of INR 45000 into 3 

orders of INR 15000) to bypass the DOP 

9 From INR 15000 to INR 100,000 

goods can be procured by 

purchase committee  

(Refer Rule no. 9 of 

Procurement Rules 2008) 

 Risk of biasness 

 Unauthorized purchases 

Apart from checks mentioned above following are the additional points to be 

noted/ checked: 

 Verify that the purchase committee consists of at least 3 members including 1 

from Finance Department 

 Verify certificate issued by purchase committee along with signatures and 

designations 

10 For items purchased on Rate 

Contract basis (Refer Rule no. 

10 of Procurement Rules 2008) 

 Non adherence to set policies and 

procedures 

 Risk of purchase on higher price 

 Verify that all details of such rate contracts are on the website of the 

department/Government 

 Verify that rate contract prices do not exceed either market prices or the 
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prices quoted in other similar rate contracts in other organizations 

11 Up to INR 15 lakhs, limited 

tender can be issued to 

registered vendors 

 (Refer Rule no. 12 of 

Procurement Rules 2008) 

 Non adherence with set policies 

and procedures for procurement 

 Unauthorized Purchases 

 Take an appropriate sample 

 Check whether tender is sent to at least 3 registered suppliers 

 Check the process of short listing of vendors to whom tender was sent  

 Check whether the order is given to L1 party, if not then justification for the 

same must be obtained from competent authority (It is very important to 

establish the reasonableness of prices on the basis of estimated rates, 

prevailing market rates, last purchase prices, economic indices of the raw 

material / labour, other input costs and intrinsic value etc., before award of 

contract ) 

12 For INR 25 lakhs and above, 

Invitation to tender must be sent 

by advertisement 

(Refer Rule no. 13 of 

Procurement Rules 2008) 

 

 

 Non adherence with set policies 

and procedures for procurement 

 Unauthorized Purchases 

 Take an appropriate sample 

 Check that advertisement is given in at least 2 national news papers and not 

in local edition 

 Compare the final approval date for procurement and advertisement date, 

report and analyze significant delays 

 Check the process of selection of news papers in which advertisement is 

published and the time period allowed to submit bids 
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 Check that no late bids should have been accepted 

 Check whether order is awarded to L1 party, if not then justification for the 

same must be obtained from competent authority (It is very important to 

establish the reasonableness of prices on the basis of estimated rates, 

prevailing market rates, last purchase prices, economic indices of the raw 

material / labour, other input costs and intrinsic value etc., before award of 

contract ) 

13 Single source procurements 

(Refer Rule no. 14 of 

Procurement Rules 2008) 

 Unauthorized Purchases  Verify whether Single source procurements are supported by proper 

justification  

 Verify whether Single source procurements are approved as per delegation of 

powers 

14 Bid System 

(Refer rule no. 15 of 

Procurement Rules 2008) 

 Non Adherence to set policies and 

procedures 

 Risk of selecting technically non 

competent supplier 

 Verify that appropriate bid system is used for procurement and mention the 

details of the Bid System followed, Also, report if any violation from the rules 

has been done 

 In case of bidder whose technical bid is rejected, Verify whether his financial 

bid is not opened and returned 

15 Late bids 

(Refer rule no. 16 of 

 Non adherence to set policies and 

procedures 

 Report instances with details, where bid was accepted after expiry of 

submission date 
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Procurement Rules 2008)  Risk of biasness 

16 Verify whether equal response 

time is given to all the interested 

parties  

 Biasness in Vendor Selection 

leading to possibility of missing out 

better suppliers/deals 

 Take a sample out of total tenders issued to the interested parties 

 Check the time given for responding to tenders for all the parties and analyze 

as per rules 

 Review exceptions and report 

17 Verify whether tender bidding 

documents are issued to all the 

interested parties 

 Biasness in Vendor Selection 

leading to chances of missing out 

on better deals 

 

 Obtain tender register, where details of interested parties are mentioned 

 Take an appropriate sample  

 Verify whether tender bidding documents are sent to all the interested parties 

 Verify the date on which tender bidding documents are sent to the interested 

parties, ideally it should be same for all parties 

 Obtain reasons for exception and report the same 

18 e-Procurements 

(wherever applicable) 

 Unauthorized person may see the 

details before the given time and 

date 

 Verify that the digital signature, login and password of each member of the 

purchase committee is authenticated by N.I.C. or any other agency approved 

by the Government of India 

 Verify that the registered suppliers are also registered with N.I.C. or any other 

agency approved by the Government of India for their signature and 

password at their own cost 
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 Verify that all the bidders are registered on authorized website for the tender, 

in case of open tender enquiry 

 Verify that tender is accepted only when the bidders submit the cost of 

tender, cost related to website and earnest money etc. either through 

demand draft or e-banking in advance 

 Verify that bids are opened by authorized committee/authority under given 

login/password on specified date and time 

 Verify that supply orders are placed through website, using digital signature 

19  Verify that all the standard 

clauses (For eg. warranty, 

penalty, liquidated damages, 

termination clause etc are 

mentioned in all the tender 

documents) 

 (Refer rule no. 18 of 

Procurement rules 2008) 

 Possibility of missing out on some 

of the important clauses which can 

lead to future disputes between 

departments and vendors 

 Take a list of tenders issued during audit period 

 Check all the standard clauses in the tender documents 

 Obtain justification and report the exceptions 

20 Verify that the tender fee 

charged for sale of tender 

document 

 Under/over deposit of tender fee 

leading to future disputes 

 Check if appropriate tender fee is  being deposited in government account in 

time 
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  Obtain the reasons for exception and report the same 

21 Maintenance contracts 

(Refer rule no. 19 of 

Procurement Rules 2008) 

 Risk of incurring expenses on 

maintenance when item is under 

warranty period 

 Unauthorized contracts 

 Obtain a list of all the maintenance contracts entered during the audit period 

 Verify that all the maintenance contracts are entered after approval from 

competent authority 

 Is there any maintenance contracts for items which are still under warranty 

period 

22 Verify the process for selection 

of supplier/bidder 

 Possibility of non selection of 

lowest bidder leading to increase in 

purchase cost 

 Take a sample of purchase orders and contracts awarded 

 Verify that the order is awarded as per Chapter 3, Rule 24 (2xiv) and a 

provide a detailed analysis  

 Verify date of tender v/s date of order placed 

23  Verify adequacy of Earnest 

Money Deposit (EMD) as per 

below mentioned limits: 

 Up to Rs. 1 lakh - 5% 

 Rs. 1 lakh to 5 lakh - 4% 

 Rs 5 lakh to 25 lakh - 3% 

and, 

 Potential risk of non/under 

furnishing of EMDs 

 Non adherence to Procurement 

Rules 2008 

 Take an appropriate sample size out of the total EMDs received 

 Verify the documents of EMD for its completeness for eg.when was EMD 

received , date of tender finalization, date of return of EMD 

 Verify that the EMD has been returned to the successful bidder upon receipt 

of performance security, report any abnormal delays 

 Report any deviations/ exceptions 
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 Above Rs 25 lakh -2% 

 EMD should be timely 

submitted by the vendor 

 EMD must be returned to 

unsuccessful bidders within 

30 days from the award of 

contract to the successful 

bidder 

(Refer Rule No. 20 of 

Procurement Rules 2008) 

24 Verify the adequacy of 

performance security 

(Refer Rule No. 21 of 

Procurement Rules 2008) 

 Non adherence to Procurement 

Rules 2008 

 Inadequate performance security 

 Potential risk of expiry of  

performance security before 

stipulated period 

 Take an appropriate sample out of total contracts awarded 

 Verify the adequacy of performance security amount i.e. 5 to 10% of the 

value of the contract 

 Check validity of performance security, it should be valid for 60 days beyond 

date of completion of all contractual obligations, if not then report the same 

25 Advance to suppliers should not 

exceed the following limits: 

 Advance given for items which are 

not mentioned in Rule No. 22 of 

 Note down the details of advances given during the audit period and 

adequate report deviations and verify if security  has been obtained against 
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 30% of the contract value 

to private firms 

 40% of the contract value 

to a State/Central 

Government agency or a 

public undertaking 

agency 

 In case of maintenance 

contract, the amount 

should not exceed the 

amount payable for six 

months under the 

contract 

(Refer Rule No. 22 of 

Procurement Rules 2008) 

Procurement Rules 2008 

 Possibility of excessive advance 

given to vendors 

advance 

 Verify whether advance is given to vendors only for goods mentioned in Rule 

No. 22 of Procurement Rules 2008 

 Report deviations, if any 

C Procurement of works 

General principles for procurement of works shall be the same as in Chapter I (General Instructions) and Chapter II (Procurement of Goods) of Procurement 

Rules 2008, exceptional specific procedure has been described in this section 

26 Verify plan for procurement of  Unbudgeted expenses without  Verify if a perspective plan for 5 years for undertaking different types of works 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 100 of 705 

 

 

Sr. No Activity Risk Audit Steps 

work 

(Refer Rule No. 28 of 

Procurement Rules 2008) 

appropriate approval is being prepared 

 Take a sample for one year 

 Verify the approval of plan 

 Compare actual work procured with planned 

 Make a list of work which was procured but not planned; obtain justification 

and approval for unplanned procurement and report the inadequate 

justification or approval as observation 

27 Processing of Works  

(Following stages should be 

normally observed for the 

execution of work): 

 Preparation of 

Preliminary Project 

Report (PPR) 

 Acceptance of necessity 

 Administrative Approval 

 Financial sanction 

 Preparation of Detailed 

 Unauthorized and unnecessary 

procurement of works 

 For repair works up to Rs.5,00,000 (Five lakh), sanction may be given on the 

basis of Preliminary Project Report itself 

 Mention the details of different stages and report any deviations in the stages 

mentioned 
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Project Report (DPR) & 

Detailed Estimates 

 Technical sanction 

 Appropriation of funds 

 Preparation of Tender 

documents 

 Call of Tenders and 

Award of Work 

 Execution of works 

 Monitoring of works and 

Quality Assurance 

 Satisfactory Completion, 

and 

 Maintenance of assets 

created 

28 Starting any new work, repair, 

maintenance etc 

 Unauthorized procurement of 

works 

 Before starting any original work, repair, maintenance etc, the following 

principles should be observed: 

 Administrative approval is received from the competent authority 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 102 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 There is availability of budget and a sanction order to incur expenditure 

from the competent authority 

 No work should be commenced on land which has not been duly made 

over by responsible civil officer 

 A properly detailed design has been approved 

 Estimates containing the detailed specification and quantities of various 

items have been approved by Public Works Department (PWD) or any 

other specialized agency 

 Funds to cover the expenditure during the year have been provided by 

the competent authority 

 Tenders have been invited and processed in accordance with the rules, 

and 

 A work order has been issued under prescribed norms 

 Verify whether proper procedure for original/ repair work has been carried 

out, report any deviations 

29 Registration of contractors 

 With regard to the technical 

competence, financial 

 Non adherence to set policies and 

procedures 

 Risk of selection of unviable 

 Mention the process of registration of contractor, and whether it is as per the 

policy 
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resources, equipment and 

other physical facilities, 

managerial capability, 

reliability, experience and 

reputation and the personnel, 

to perform the works contract 

 Adequacy of Contractor’s 

legal status to enter into the 

procurement contract 

 Contractors are not insolvent, 

in receivership, bankrupt or 

being wound up, their affairs 

are not being administered by 

a court or judicial officer, their 

business activities have not 

been suspended and they are 

not the subject of legal 

proceedings for any of the 

foregoing 

 Contractors have fulfilled their 

obligations to pay taxes and 

contractor 
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social security contributions 

 Contractors have not been 

convicted of any criminal 

offence related to their 

professional conduct or the 

making of false statement or 

misrepresentation as to their 

qualifications to enter into a 

procurement contract or have 

not been otherwise 

disqualified pursuant to 

administrative suspension or 

disbarment 

 (Refer rule no. 32 of 

Procurement Rules 2008) 

30 Schedule of Rates 

(Refer rule no. 34 of 

Procurement Rules 2008) 

 Non compliance with the Schedule 

of Rates 

 Verify whether the Schedule of Rates are made applicable as per the rules 

31 Bonus, Liquidated Damages  Unclaimed liquidated damages  Verify that liquidated damages are levied in case of delay in completion of the 
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(Refer rule no. 35 of 

procurement rules 2008) 

contract 

 Verify that liquidated damages are levied at a specified rate of the contract 

value 

 Verify that liquidated damages are levied subject to a maximum of 10% of the 

contract value 

 The penalties proposed for identified lapses or omission or commission must 

be disclosed in the tender documents in clear monetary terms 

32 Price Variation in case of work 

contracts 

(Refer Rule No. 37 of 

Procurement Rules 2008) 

 Unauthorized changes in price 

 Potential risk of undue changes in 

prices 

 Mention the total number of Price variations during the audit period, Take a 

sample of contracts where there is price variation during audit period 

 Verify whether proper procedure has been followed for Price Variation 

33 Inspection of Work 

(Refer Rule no. 46 of 

Procurement Rules 2008) 

 Work not as per prescribed quality 

standards 

 Verify that inspection of works has been carried out by qualified engineer 

 Verify whether Quality Assurance Cell exists, comprising experienced 

technical personnel/engineers as per the rules 

 Verify that the cell is ensuring quality standards for works above 

Rs.1,00,00,000 (Rs one crore) 

 Verify that for works less than Rs.1,00,00,000 (Rs one crore), the 
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departmental officer is ensuring timely and quality based completion 

 Verify that for works other than roads costing less than Rs.25,00,000 (Rs 

Twenty five lakh), the concerned technical officer of the construction agencies 

as well as local departmental officers are directly ensuring the quality 

 Verify that for works costing more than Rs.5,00,00,000 (Rs. Five crores), the 

Head of Department is ensuring the appointment of a third party inspection 

authority 

 Report deviations, if any 

34 Control over measurement 

books and payment 

(Refer Rule no. 47 of 

Procurement Rules 2008) 

 Unauthorized changes to 

measurement book can lead to 

faulty payments 

 Payment against incomplete bill 

 Overpayment 

 As per rule no. 47 of Procurement Rules 2008 Works are paid on the basis of 

measurements entered in measurement books 

 Check physical control over measurement book 

 Verify the frequency of updating measurement book 

 Verify whether competent authority has approved updations in measurement 

books 

 Take a sample of bills prepared on the basis of measurement book 

 Compare bills with measurements mentioned in the book (for quantity of work 

done) and contract with the vendor (for rate) 

 Verify that all bills are signed by the contractor 
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 Verify the evidence of review of bills and measurement book by assistant 

engineer and further checked by accounting authority 

 Take records of payments made to contractor for the sample taken earlier 

 Verify that all the payments are made by executive engineer or not 

35 Advances to contractors 

(Refer rule no. 48 of 

Procurement Rules 2008) 

Ordinarily, advances to 

contractors are prohibited and 

payment should be made only 

against the work actually done. 

Exceptions can be mobilization 

advance, advance against 

machinery equipment, advance 

for accelerating progress of 

works 

 

 

 Unauthorized advances to 

contractors 

 Obtain details of advances paid to contractors 

 Verify that bank guarantee or proper security against advance is taken to 

secure the advance 

 Verify that interest on advance is deducted while making payment to 

contractor 
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D Procurement of Services 

General principles for procurement of Services shall be the same as in Chapter I of Procurement Rules, 2008 (General Instructions) 

36 Up to INR 15 lakhs, potential 

vendors can be selected after 

consultation with other 

departments, organizations and 

chamber of commerce and 

industry (Refer Rules No. 50 to 

58 of Procurement Rules 2008 

 Non adherence with set policies 

and procedures for procurement 

 Risk of incomplete TOR and RFQ 

sent to vendor leading to disputes 

 Take an appropriate sample 

 Check that at least 3 parties are short listed 

 Check the process of short listing of vendors to who tender was sent 

 Check whether order is given to the L1 party, in case not then analyse the 

justifications as per the rules (It is very important to establish the 

reasonableness of prices on the basis of estimated rates, prevailing market 

rates, last purchase prices, economic indices of the raw material / labour, 

other input costs and intrinsic value etc., before award of contract ) 

 For INR 15 lakhs and above, Invitation to tender by advertisement 

 Take an appropriate sample 

 Check that advertisement is given in at least 1 national news paper 

 Check the process for selection of news paper in which advertisement needs 

to be published 
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 Compare the final approval date for purchase and advertisement date, report 

significant delay 

 Check that no late bids were accepted  

 Check that order is given to L1 party or not, if not then justification for the 

same must be obtained from competent authority (It is very important to 

establish the reasonableness of prices on the basis of estimated rates, 

prevailing market rates, last purchase prices, economic indices of the raw 

material / labour, other input costs and intrinsic value etc., before award of 

contract ) 

 Verify that TOR and RFP sent to vendors have all the contents which are 

mentioned in Rule No. 52 and 53 of Procurement Rules 2008 

37 Single source selection of 

consultant 

(Refer Rule No. 58 of 

Procurement Rules 2008) 

 Potential risk of biased selection 

 Potential risk of bypassing 

provisions mentioned in 

Procurement Rules 2008 

 Take a list of consultants hired during the audit period 

 Check justifications provided by user department for hiring the consultant 

 Check approvals by competent authority 

 Verify that in case amount is more than INR 10 lakhs, then approval from 

Administration and Finance department should be in place 

 Obtain justification for exceptions and report the same 
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38 Procurement of non standard 

and complex jobs 

(Refer Rule no. 59 of 

Procurement Rules 2008 

 Non adherence to set policies and 

procedures 

 Potential risk of biasness 

 Quality and cost based selection (QCBS) is required for non standard and 

complex jobs 

 Take a list of jobs which fall under this category 

 Check that the selection process is as per guidelines mentioned in Rule No. 

59 of Procurement Rules 2008 

 Verify the basis for short listing of vendors 

 Verify adherence to parameters (like consultant's experience, methodology, 

personnel etc) for selection of vendor 

 Verify approval from Administration department if amount is less than INR 25 

lakhs 

 Verify approval from Finance department if amount is more than INR 25 lakhs 

 Obtain justifications for exceptions and report the same 

39 Verify whether proper procedure 

is followed for outsourcing of 

services 

(Refer Rules No. 60 to 65 of 

Procurement Rules 2008) 

 Risk of incomplete Terms Of 

Reference and Request for 

Quotation sent to vendor leading to 

disputes 

 Non adherence to set policies and 

procedures 

 Verify whether the department has prepared a list of potential contractors and 

a tender enquiry for outsourcing 

 If the value of work/service is less than INR10 lakhs then department should 

invite tender enquiry from potential contractors 

 If the value of work/service is above INR 10 lakhs then department should 
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 Potential risk of biasness issue tender enquiry in at least 1 national news paper and website 

 If the value of work/service is above INR50 lakhs then two bid system may be 

adopted through EOI/RFP route 

 Obtain justification for the exceptions and report the same 

E Purchase Order Management  

40 Purchase order management  Delay in conversion of requisition 

into Purchase Order may lead to 

stock out 

 Risk of receiving material even if it 

is not required in case of long 

pending open Purchase Order  

 Verify that purchase orders are sequentially numbered date wise and 

department wise to get an assurance that no duplicate purchase orders exist 

or they fall outside the expected range of purchase order numbers 

 Obtain justification for backdated purchase orders and report the same 

 Obtain a list of open purchase orders, along with ageing of  quantity pending 

to be received along with justifications 

 Check whether any penalty is charged from the vendor for delay in delivery 

 Verify whether there is a process in place to periodically review the open 

purchase orders 

 Verify time taken for conversion of requisition into order, highlight significant 

delays 
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F Payments 

41 Authorized and correct 

payments 

 Unauthorized payments 

 Payment without receipt of goods 

or service 

 Take an adequate sample for payments made to vendors 

 Verify that payment is made only when receipt of goods and services is 

confirmed by the user department, except in case of advance to vendor 

 Verify that penalty/charges (for any short receipt/ damages, if applicable) are 

deducted at the time of making payment to the vendor 

 Verify approval of competent authority for making payments 

 Report all the cases of early or late payments 

42 Invoice processing  Risk of excess payment 

 Potential risk of multiple payments 

against same invoice 

 Potential risk of defalcating 

 Take an adequate sample of payments made to vendors 

 Verify that the payment is made after approval from competent authority 

 Verify that no excess payment is made to the vendor 

 Verify control over duplicate payment processing (multiple payment for 1 

invoice) 

 Verify segregation of duties between invoice verification and payment 

processing 

43 Payment for Procurement of  Potential risk of overpayment  Take a list of payments made to vendors for providing services for the audit 
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services  Non compliance to statutory 

requirements 

 Potential risk of early/delayed 

payments 

period 

 Take an adequate sample 

 Verify whether the payments are linked with completion of job orders 

 Verify that release of payments to contractors is after submission of proof of 

payment towards, PF by contractor 

 Verify the mechanism and adequacy of tracking manpower used wherever 

billing is directly related to man-hours 

 Verify whether approval for payments is as per the delegation of powers 

 Check whether payment is made as per contract or not 

 Verify reasons for early or late payments 

 Verify deduction (if applicable) is made from the payment as per contract or 

not 

 Obtain justification for the exception and report the same 

44 All invoices received are input 

for processing and there is no 

incorrect/unauthorized 

processing of vendor invoices 

 Delay in invoice processing 

resulting in delayed payments 

 Disputes with vendors 

 Take a sample for appropriate days 

 Check that all the invoices received are processed within the prescribed time 

frame 

 Check the approval of invoices 
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 Check for significant differences between invoice receipt date and processing 

date 

 Obtain justification for exceptions and report the same 

45 Invoices are input for processing 

correctly 

 Potential risk of wrong entry during 

invoice processing 

 Duplicate payments 

 Take a sample of invoices for audit period 

 Verify the correctness of invoice processed by doing a three way match i.e. 

comparison of Purchase order, goods receipt note and invoice 

 Check adjustment for short receipt of goods (if any) while processing invoices 

 Verify the process in place to control duplicate payments 

 Obtain justification for exceptions and report the same 

46 Input is restricted to authorized 

users 

 Potential risk of defalcation  Verify that proper segregation of duties exist for invoice validation and 

payment 

Also verify segregation of duties between GRN preparation and invoice 

validation 

 Report exceptions 

G Other Checks 

47 Verify that RFQ is not sent to  Potential risk of order being given  Obtain a list of blacklisted vendors 
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blacklisted vendor to blacklisted vendors   Verify that no RFQ is sent to blacklisted vendor 

 In case RFQ is sent to blacklisted vendor, obtain justification and report the 

same 

48 Verify control over purchase of 

proprietary items 

 Risk of buying material at a higher 

price 

 Articles, Journals etc which can be procured from other vendors 

 Take a list of such purchases 

 Check for authorization by competent authority 

 Verify the justification given by user department for buying material form a 

specified vendor 

49 Import of material  Potential risk of non compliance 

with import regulations 

 Potential risk of getting the material 

from outside India at a higher price, 

even when it is available in India at 

a lower price 

 Take a list of all the imported purchases done during the audit period 

 Select an appropriate sample of the significant purchases  

 Check approval from competent authority for import of material 

 Verify the procedure for selection of vendor, like tendering, RFQ, technical 

and financial bid etc 

 Verify whether order is given to L1 party or not (It is very important to 

establish the reasonableness of prices on the basis of estimated rates, 

prevailing market rates, last purchase prices, economic indices of the raw 

material / labour, other input costs and intrinsic value etc., before award of 
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contract ) 

 Check adherence to statutory laws for import of material 

 Obtain justification for not buying material from India 

50 Emergency and Cash 

Purchases 

 Potential risk of embezzlement  

 Purchases without any back up 

document (bill etc) 

 Unauthorized purchases 

 Obtain a list of emergency purchases, Check the frequency of emergency 

purchases 

 Verify competent authority‘s approval for emergency purchases 

 Verify whether the selected vendor is approved as per the Vendor Master. If 

not, then justification should be available 

 Verify approval for disbursement of cash for cash purchases 

 Verify that bills of such cash purchases are recorded properly 

 Verify that emergency purchases are made only for the necessary items and 

not for stocking purpose 

51 Analysis of repetitive 

procurement 

 Potential risk of procurement of 

same material at different prices 

 Potential risk of small orders 

instead of bulk orders leading to 

higher purchasing cost 

 Take a list of purchase orders raised during audit period 

 Prepare a material and vendor wise pivot table 

 Take a sample of materials ordered frequently 

 Verify that the material which is ordered frequently is from same vendor or 
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not 

 If not, check the variation in prices and ask for justification 

 Obtain reason for not giving a bulk order and giving repetitive orders 

 Compute loss suffered  by the department by not making Bulk orders and 

report 

52 Verify vendor evaluation 

process 

 Potential risk of biasness while 

performance evaluation 

 Good vendors may not be identified 

if performance evaluation is not 

done 

 Non monitoring of under performing 

vendors 

 Take a sample for checking performance evaluation documentation for major 

vendors 

 Obtain justification if performance evaluation is not done 

 Verify parameters considered for evaluating performance of vendors. 

Vendors should be evaluated on critical parameters such a timeliness of 

delivery, quality of material received, shortages, damages, receipt of sub 

standard material etc. 

 Verify that parameters are uniform for all the vendors or not 

 Verify the frequency of vendor evaluation and personnel involved in it 

53 General Checks for payments  Fresh quotations not invited leading 

to higher prices 

 Date on requisition should be before that on the quotations and invoices 

 Date on the invoices should be after that on the quotations 
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54 Cost revision 

Third party revision 

 

 

 Escalation of cost resulting in  loss 

to Government 

 verify there is no cost revision upto 18 months 

 verify  due penalty is being levied if there is delay in completion of work 

 verify if  third party  evaluation system for works above Rs. 5 crores is there 

/ analysis of  received reports 

55 Defect liability period 

(GO NO. 92/ XXVI/ 

ONE(11)/2009) 

Dated 30.9.2009 

 Potential risk of poor 

Quality of work  

 Verify if clause regarding defect liability period of one year  (three years for 

road work)  has been incorporated in contract agreement 

 

 

 

56 Centage  to construction agency  Loss of government revune 

Lack of proper supervision 

 Verify centage  being charged  from government  agencies as per norms 

57 Architectural services 

(GO NO163/XXVII7/2008) 

DATED 22.05.2008 

 Lack of proper designing  Verify following points are incorporated while awarding architecture  

 Concept planning and sketch services 

 estimated costs 

 drawing specification  
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 detailed estimate 

 invitation to bid 

 signing of contract 

 detailed working drawing 

 quality control 

 site supervision / visits 
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3 Public Private Partnership 

 

3.1 Introduction 

Public Private Partnerships offer a unique and innovative method of involving the private sector in the nation building activity and in accelerating 

the delivery of public goods and services of high quality through joint enterprises. Private sectors bring their capital and their ability to deliver 

projects on time and to budget, while the public sector retains the responsibility to provide these services to the public in a way that benefits the 

public and delivers economic development. PPP‘s combine the best of both worlds: the private sector with its resources, management skills and 

technology and the public sector with its regulatory actions and protection of the public interest. 

PPP‘s projects are jointly undertaken by governments and private sector partners for capacity building and provide services of the required / 

improved quality to the public and consumers at large. It involves balanced sharing of the risks and benefits between the Government and Public 

parties. In PPP‘s, the private sector invariably brings in the necessary finance to build the projects, undertakes designs and construction as also 

operation and maintenance, in return for the public sector either transferring its right to collect user charges, levies or tolls or pays compensation 

in accordance with an agreed pattern by way of viability gap funding, annuity or annual charges, based on certain pre-determined norms and 

principles.  

Uttarakhand Public Private Partnership Cell has been formed as part of ADB technical Assistance program from ―Mainstreaming of Public 

Private Partnership in States". Under this program Govt. of Uttarakhand has signed MOU with DEA, Govt. of India. Secretary, Department of 

Planning, Govt. of Uttarakhand is named as PPP Nodal Officer of the State. PPP Cell has been formed as society and registered under 

Societies Act 1860. 

The State has issued PPP procurement process guidelines in Uttarakhand Procurement Rules 2008.  
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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3.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Public Private Partnerships 

1 Review of public private 

partnership (PPP) 

(Refer Rule no. 66 & 67 of 

Procurement rules 2008) 

 Non adherence to norms and 

regulations 

 Improper Planning 

 Commencement of Project without 

ensuring its feasibility 

 Huge amount of initial expenditure 

incurred on Non viable projects 

 Initiation of Project without seeking 

Administrative approval 

 Commencement of work without 

obtaining administrative, financial 

and technical approvals 

 Approval structure not followed 

 Non compliance with set policies 

and procedures 

 Obtain a list of all the projects running under PPP scheme during audit 

period 

 Verify whether the following are carried out before getting into a Public 

Private Partnership 

 A business case is developed 

 A preliminary evaluation is conducted 

 A value for money analysis is conducted 

 Verify whether the projects undertaken are prioritized in accordance to the 

need or importance of the project 

 Verify whether an analysis of skills and workforce required for the project 

was done 

 Verify that the terms of the project agreements as well as the tendering 

arrangements involve detailed legal and contractual agreements that clearly 

set forth the risks, rewards and obligations of various participants 

 Verify whether the administration department has identified the projects to 
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 Unnecessary re-bidding due to 

insufficient information 

be taken up through PPPs after preparation of feasibility studies, project 

agreements etc. with the assistance of legal, financial and technical experts 

as necessary 

 Verify that for projects valuing less than INR 5 crores, administration 

department has taken concurrence from Finance department and other 

competent authority 

 Verify that administrative Department has taken clearance/concurrence of 

the Finance Department, Planning Department and from the Competent 

Authority/appropriate level in the Government as per Rules of Business 

 Verify that interdepartmental consent has been taken in case of  projects 

spanning multiple departments 

 Verify proper approval of land use and freedom from prior liabilities 

 Verify that while seeking above mentioned clearance/concurrence, the 

Administrative Department, has provided information about the proposed 

project in prescribed format (Annexure I & II in Procurement Rules 2008) 

 Verify that after obtaining the 'in principle' clearance of Government/ 

Competent authority, the Administrative Departments has invited 

expressions of interest in the form of Request for Qualification (RFQ) to be 

followed by short-listing of pre-qualified bidders or not 
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 Verify whether the two stage bidding system is followed or not 

 Verify the process of short listing of bidders after RFQ and check whether all 

the short listed bidders are complying with the pre-qualification criterion 

 Verify that every proposal is technically evaluated by competent authority 

 Verify that short listed bidders are having adequate financial capacity as 

mentioned in Para 67(12)(B) of procurement rules 2008 i.e. Applicants 

should have a minimum net worth equivalent to 25% of the estimated capital 

cost of the project for which bids are to be invited. In the case of projects 

with an estimated cost of Rs. 500,00,00,000 (Rs five hundred crore) or 

more, the requirement of net worth could be suitably reduced, but should be 

no less than 15% 

 Verify that the terms of the project agreements as well as the tendering 

arrangements involve detailed legal and contractual agreements that clearly 

set forth the risks, rewards and obligations of various participants 

 Verify that all legal terms of agreement are vetted by Legal team and any 

further changes in the agreement should also be vetted by legal team 

 Verify whether all project parameters such as concession period, applicable 

rates, price indexation, technical parameters etc. are clearly stated  in the 

bid 
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 Verify whether the bid document mentions the scope, nature and extent of 

the commercial development and expected revenue generation 

 Verify that the members of the consortium, who claim experience or net 

worth in the RFQ must hold at least 26% of the consortium's equity 

Obtain justification for exceptions and report the same  

2 Agreement between Public and 

Private parties 

 Non adherence to set policies and 

procedures 

 Availability of incomplete documents 

with respect to works/ contracts 

 Original/Amended  Contracts not 

approved 

 Event of default in not defined in 

agreement  

 Verify whether the following are clearly agreed upon in the 

contract/agreement wherever applicable 

 Grant requirements for the project so as to avoid future disputes 

 Percentage of revenue and expenses private parties would be willing to 

share with the government agency 

 Verify whether concession/ concession period set is clearly mentioned in the 

contract 

 Verify that work performance guarantee terms should be included in the 

agreement/ contract  

 Verify whether charges and responsibilities of Government and private party 

has been defined in the agreement  

 Verify whether the Concession Agreement identifies the project risks and 

shift them to parties in a balanced manner 
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 Verify whether the guarantees and assurances granted by the government/ 

public sector partner are well defined and quantifiable 

 Verify whether there are clear and acceptable substitution clauses to face 

unforeseen eventualities in the agreement 

 Verify presence of safeguard against changes in regulations during 

concession period 

 Verify whether the agreement contains the rule and procedure for project 

activity performance  

 Verify whether event of default is defined in the agreement. Further, the 

agreement should contains the procedure for termination and penalties & 

charges in case of non-compliance of agreement terms 

 Verify whether there is a clause for readjusting the period of the concession 

in case the corresponding revenue fall short of the projections or exceed the 

projections 

 Verify whether the worked out ‗Return on Investment‘ parameter mentioned 

in the agreement   

C Finances  

3 Project Finances and monitoring  Delay in Project and budget timeline   Verify whether a record of actual loan receipts and interest payments is 
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(under the control of respective 

department of Government)  

 Potential risk of overspending grants 

 Misappropriation of granted funds 

maintained 

 Verify whether the schedule for the release of the sanctioned loans match 

with the established milestones for the completion of the work from time to 

time 

 Verify whether whole amount received is invested/used for the project 

construction only as defined in agreement  

 Verify whether the performance bond/ Performance Guarantee  are 

furnished by the private sector partner as per the agreement 

 Verify whether responsibility has been defined to monitor status of 

performance of guarantees on regular basis 

 Verify that status of performance guarantee is reviewed and approved by an 

authorised person 

 Verify whether the bond/ performance guarantee is released as per the 

terms of the Agreement with authorised approval  

 Verify that before reference to the Expenditure Finance Committee (E.F.C.), 

the views of the legal Department and other related Departments should 

have been obtained by the Administrative Department 

 Verify that the proposal for seeking clearance of the Expenditure Finance 

Committee (E.F.C.) has been sent in 3 copies in the prescribed format ( 
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Annexure-III & IV of Procurement Rules 2008) along with copies of all draft 

project agreements and the Project Report  

 Verify that records repository has been maintained under the supervision of 

an authorized person.  Further, access of confidential documents like copy 

of agreement, performance guarantee etc. should be restricted  

4 Viable Gap Funding government 

of uttarakhand, department of 

finance  , no474/xxvii(7)/2008, 

17
th
 December 2008) 

 

 Incurring avoidable expenses 

 Inadequate use of grants 

 Unauthorized release of funds 

 Verify whether all eligibility conditions including the status of the private 

participant, nature and type of the project etc. are fully complied with before 

granting the fund 

 Verify whether the project proposal and the financing plan is reviewed by a 

leading financial institution to validate the need of gap funding – comparison 

of PPP model funding with other alternate resources and the final cost-

benefit analysis  

 Verify whether there exists a system to monitor the project milestones for 

the purpose of release of the Viable Gap Fund devised as per the contract 

conditions 

 Verify whether the accounts statements and returns clearly provide evidence 

of utilizing the VGF in the construction/operation of the project 

5 Total project Cost  Unnecessary expenditure  Verify whether the components of the Total Project Cost are  included in the 
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 Inadequate calculation of cost 

parameters 

 Risk of unapproved/ unauthorized 

purchases 

financial package and clearly defined in the agreement 

 Verify whether the cost of each item is worked out in detail and is as per 

approved / standard unit cost 

 Verify whether there are any non-essential expenditure included in the Total 

project cost 

 Verify whether there is a provision to amend the Total Project Cost in case 

there is a refinancing plan during the concession period 

 Verify whether the insurance costs (during construction) are added correctly 

as per approved/standard practices 

6 Monitoring of Projects under 

PPP Cell  

 Preparation of Project Schedule 

without defining timelines for each 

Milestone 

 Non adherence to set policies and 

procedures 

 Projects not adhering to timelines 

 

 Verify whether an independent Engineer is appointed on time for efficient 

monitoring of the construction activities(Construction Project) 

 Verify whether the preliminary/ pre-construction activities of the site 

conditions are carried out in the presence of the Independent Engineer 

 Verify whether the milestones for construction (stage-wise) laid down in the 

Agreement are achieved  

 Verify whether a penalty as per the Agreement is levied on the private 

partner in case of delays 

 Verify whether Independent Engineer certifies at every stage as to the 
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quality of construction and adherence to specifications(Construction Project) 

 Verify whether a record or track is maintained for timely delivery of 

goods/services 

 Verify whether proper accounting in the prescribed format is maintained 
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4 Audit of Store Accounts (mechanism to verify stores) 

4.1 Introduction 

Inventory is a list for goods and materials, or those goods and materials themselves, held available in stock by a business. In accounting 

inventory is considered an asset. Inventory management is primarily about specifying the size and placement of stocked goods. Inventory 

management is required at different locations within a facility or within multiple locations of a supply network to protect the regular and planned 

course of production against the random disturbance of running out of materials or goods. The scope of inventory management includes, receipt 

of material, issue of material, recording of material, warehousing, physical inventory, available physical space for inventory, quality management, 

replenishment, returns of defective goods. 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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4.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Receipt of Material 

1 Review controls over receipt of 

material in stores 

 Incorrect recording of the receipts in 

the stores register 

 Incorrect counting of the receipt 

material 

 

 Obtain all the records maintained for recording of inventory by stores 

department 

 Verify whether a proper stores register is being maintained  

 Verify the process of receipts of material to get an assurance on whether 

the maker checker control exists over receipts of material and recording 

of the material in stores register 

 Verify the format in which material records are being maintained 

 Verify whether all receipts are sequentially recorded in the stores register 

 Verify whether in the stores ledger for every material receipt information is 

recorded withy respect to: 

 Material description 

 Reference to the purchase order or contract against which material is 

received 

 Total quantity received 
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Sr. No Activity Risk Audit Steps 

 Details of the vendor/supplier 

 Date of receipt of material 

 Verify whether all stores are examined, on receipt and while accepting 

delivery, to determine their condition and to get an assurance that they 

are of the approved quality, make and specifications and quantities 

conformed to those agreed upon 

 Verify whether the previous stock balances are correctly worked out, 

carried forward and authenticated by a responsible officer 

 Verify whether bin cards (mentioning material description and code) are 

maintained chronologically based on receipts and issues 

 Verify whether price store ledgers containing the value account of stores 

are maintained 

 In cases where priced accounts are maintained,  

 Verify whether stores are priced with reasonable accuracy and the 

rates initially fixed are reviewed periodically, correlated with market 

prices 

 Verify whether the value accounts tally with the accounts of works 

and departments connected with store transactions. Also verify 

whether their total also tallies with the amount outstanding in the 
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Sr. No Activity Risk Audit Steps 

general accounts 

 Verify whether the numerical balances of stock materials are 

reconcilable with the total of the value balances in the accounts at 

the rates applicable to different classes of stores 

 Verify whether steps have been taken for the adjustment of profit or 

loss due to revaluation, stock verification or other causes not 

indicative or any serious disregard of rules 

2 Receipts are against a valid 

purchase order/contract 

 

 Incorrect material is received 

 Material received is different from the 

material ordered 

 Mismatch between the quantity 

ordered vis-à-vis material received 

 Mismatch between Purchase Order 

and material receipt can lead to 

disputes at the time of payment to 

vendor 

 

 Obtain a list of all the receipts (goods receipt notes i.e. record maintained 

for receipts of material) for the audit period 

 Verify the controls over receipts (month wise, material type wise, value 

wise) 

 Against the sample of receipts verify the following:  

 Verify whether every receipt is a valid document duly signed and 

approved as per the schedule of authority 

 Verify whether all receipts documents are duly supporting document 

like invoice copy, lorry receipt etc 

 Verify whether all goods receipts have the proper reference of the 

purchase order or contract 
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Sr. No Activity Risk Audit Steps 

 Verify whether all goods receipts are verified against authorized 

purchase order and quantity received matches with the quantity 

ordered 

 Verify the specification (Quality) of the material received matched 

with the specifications of the material ordered 

 Verify whether proper quality check was being carried out for the 

material received to get an assurance on its quality  

3 Only authorized personnel have 

the authority to receive material 

and update inventory records 

 Unauthorized receipts of material 

 Violation of Clarity of Responsibilities 

 Verify whether all supporting documents for the receipt of the material are 

verified at the security gate 

 Verify whether security has put ‗In date and time‘ on the invoice or 

delivery challan or lorry receipt 

 Verify whether Weighbridge report (In case of bulk items) is attached with 

the supporting documents 

 Verify whether material is received by authorized person and 

acknowledgement for the receipt of material is duly given 

 Verify whether authorized person has signed the documents after 

satisfactory receipt of material and reconciliation of the quantity received 

 Reconcile the date of entry of the material in stores register vis-à-vis the 
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date of receipt of material to get an assurance that material is received on 

time 

4 Receipt of material which was not 

ordered or receipt of excess 

quantities  

 Risk of receiving material which is not 

ordered without authorized 

documentation 

 Risk of receiving and paying for more 

material than ordered quantity 

 

 Verify whether an entry is made for receipt of material in stores register 

without  a reference to a Purchase Order or contract number 

 Check for the existence of approval mechanism, verify the approval 

hierarchy and adherence to it 

 Identify the cases where receipt is more than Purchase Order quantity 

and check the following: 

 If quantities delivered are within the acceptable limits defined for over 

deliveries than no approval is required for additional quantities 

received 

 If quantities delivered are greater than the acceptable limits defined 

for over deliveries than verify whether the additional quantities are 

accepted only when approved by the requisitioning department and 

the buyer 

 Verify whether any rejected material is returned to the respective vendor 

and accounting is done in material register for the accepted quantity only 

5 Accounting for short receipt of  Risk of excess payment to  Obtain a list of cases where supplier has short supplied and check the 
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Sr. No Activity Risk Audit Steps 

material 

 

vendor/supplier 

 Potential risk of dispute with vendor 

following: 

 Verify whether recording for the material received in stores register is 

made for the actual quantity received 

 If quantities under delivered are within the tolerance limits defined for 

under deliveries than no discrepancy note (i.e. note sent to supplier, 

informing him about the shortage in quantity of material) is raised 

 If quantities under delivered are greater than the tolerance limits 

defined for under deliveries than verify whether the discrepancy note 

was sent to supplier within the prescribed time limit of receipt of 

material. Verify whether supplier has duly acknowledged discrepancy 

notes 

6 Quality inspection of material 

receipts process, time lines, 

sample selection 

 Substandard material accepted and 

issued for consumption 

 Materials received are not subject to 

an inspection for quality 

 Delay in quality inspection leading to 

delay in issue of material 

 Quality parameters/Criteria‘s not 

properly followed for inspecting 

 Obtain a list of all the quality inspections done during the year 

 Take a sample of material receipts (month wise, material type wise, value 

wise) and check the following: 

 Compare difference between GRN date and inspection date of 

material, identify substantial delays 

 Verify whether inspection is done by technically qualified person and 

as per the established quality criteria‘s/parameters. Carry out the 

checks with reference to the list of persons authorized to carry out 
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Sr. No Activity Risk Audit Steps 

received goods 

 Inspection results not available for 

vendor evaluation process 

inspection maintained at stores 

 Check that the quality inspection is evidenced by inspection reports, 

notations, receiving reports, or other acceptable records 

 Verify whether no material is issued before inspection 

 Check whether all the material pending inspection is stored 

separately in an identified area with proper identification tag 

 Take sample of gate entry slips for the date of checking. Compare 

the quantities as noted in slips at the time of gate entry to the 

quantities physically available pending for inspection 

 Note the deviations and obtain their reasons 

 Verify whether the inspection results are properly recorded for the 

vendor evaluation process 

7 All material received is recorded 

and in correct period   

 Inventory received is not recorded in 

books 

 Material received not recorded in the 

period in which it is received 

 Delay in recording of receipt of 

material 

 Verify whether all material receipts/deliveries are directed through stores 

in-charge/authorized personnel only  

 Check whether appropriate store procedures are implemented to get an 

assurance that all material receipts are correctly recorded in stores 

register  

 Verify whether quantities of material received are reconciled by actual 
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count, weight, or measurement by the receiving department/stores  

 Verify the documentation in respect of goods received at, before, or after 

the end of an accounting period and check whether complete and 

consistent recording in the appropriate period has been made 

8 Clarity of Responsibilities  Potential risk of fraud  Verify whether responsibilities are assigned to all the stores employees 

 Verify whether receipt and quality inspection is done by different persons 

 Obtain reasons for deviations and report as observation 

9 Review process for rejection of 

materials and their storage 

 More rejections can lead to disruption 

of operations 

 Damaged or low quality goods 

received are not properly identified 

and handled 

 Defective raw materials are not 

returned to the supplier and are 

accepted into stock 

 Accounts payable is not notified of 

goods returned to vendor, and the 

invoice is paid 

 Obtain a list of material rejected during the audit period 

 Analyze the data in the following way (Top five materials which were 

rejected, top five vendors whose material was rejected, rejection quantity 

vis-à-vis total quantity) 

 Verify linkage of rejections with vendor performance  

 Verify whether rejected materials are adequately segregated from other 

materials and are not used 

 Verify whether the supplier has been intimated about the rejection 

through the discrepancy note/rejection report with information to 

purchase, finance and user department 
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  Verify whether no old rejected material is lying in the stores and rejected 

material is regularly monitored to ensure timely return to suppliers. 

Supplier shall be responsible for lifting the material within the time limit 

defined  

 All goods returned shall leave the premises after the proper security 

check and authorized delivery note  

 Obtain reasons for deviations and report as observation 

10 Modifications in goods receipt 

note 

 Risk of unauthorized modifications  Obtain a list of GRNs which were amended 

 Take a adequate sample 

 Verify whether all the amendments are duly signed by the stores 

personnel 

 Verify whether all the changes are approved by the competent authority 

as per DOP 

 Obtain reasons  for deviations and report as observation 

B Warehousing 

11 Assessing the adequacy of 

storage facilities 

 Inadequate storage facilities  

 The storage facilities ill equipped to 

 Verify the adequacy of the storage facilities available and whether 

appropriate precautionary measures are taken to protect stores from 
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protect stores from damage damage and undue deterioration 

12 Process of assigning stacking 

location and material number 

 Non identification of material  Verify whether each and every material is having a unique material 

number 

 Verify the process of material code generation; and check the approvals 

for the sample cases 

 Verify whether each material type is having a stack number assigned for 

easy identification of material 

 Check location as per book records vis-à-vis actual storage location 

 Verify whether every material is tagged properly with material number and 

location 

 Obtain reasons  for deviations and report as observation 

13 Materials are adequately 

safeguarded 

 Unauthorized access and 

misappropriation of material 

 Check whether the storage areas are secured against the unauthorized 

access i.e. materials are kept under security supervision 

 Check whether stock count is performed periodically 

 Obtain the stock count reports and analyze the differences highlighted. 

Enquire into the reasons for the shortages in the stock count  

 Verify whether adequate steps are taken to reduce the loss of material 
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14 Storage of sensitive/Hazardous 

material  as per supplier 

specification 

 Risk of damage of material 

 Hazardous material not stored, in 

compliance with applicable laws and 

regulations 

 Levy of fines/Penalties 

 Obtain a list of sensitive material from stores department, if any 

maintained 

 Verify whether stores department have MSDS (material safety data sheet, 

which specifies that how a particular material should be stored) for all 

such material 

 Verify whether such material is stored as per MSDS 

 Verify existence of fire extinguishers, also verify their inspection dates  

 Check whether the MSDS is consistent and periodically updated with 

occupational safety, health administration and other pertinent laws and 

regulations 

 Check there is a process for monitoring compliance to the relevant 

regulations/applicable laws and specifications of vendors 

 Obtain reasons for deviations and report as observation 

15 Perpetual Inventory stock take  Difference between book stock and 

actual record 

 Correct stock/material count 

procedures not followed 

 Stock counts of materials not properly 

 Verify whether stores is following perpetual inventory system (system of 

inventory where information on inventory quantity and availability is 

updated on a continuous basis by physically checking the material) 

 Check the frequency of perpetual inventory (PI) 
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recorded   Verify the perpetual inventory procedures as follows: 

 Verify whether physical inventory is counted periodically by persons 

independent of day-to-day custody or recording of inventory 

 Verify the perpetual inventory plan for the period, and check that the 

items are spread uniformly across the period 

 For sample months check whether the stock count has been 

conducted as per the plan 

 Proper records are maintained to verify the count as per physical 

stock count and count as per stock records 

 As at the end of the period, check whether all items have been 

covered during the period  

 Verify the approval mechanism for adjustments in case of 

discrepancy in stock account 

 Obtain reasons for deviations and report as observation 

16 Annual Physical verification 

(Refer Chapter 7(76) of 

Procurement Rule , 2008) 

 Annual Physical Verification not 

conducted as per the Rules 

 Verify whether the Head of Office/Competent Authority or his nominee 

conducts annual verification on 31st March every year to ensure the 

availability of assets/goods as mentioned in the register and also disposal 

of old and unusable goods  
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17 Materials having shelf life  Potential risk of expired material 

getting issued resulting into disruption 

of operations  

 Obtain a list of materials having shelf life (expiry date) 

 Verify whether records are properly updated as to batch numbers, expiry 

dates at the time of receipt of material 

 Verify whether the material is issued on FEFO (first expiry first out) basis 

(i.e. material having expiry date earlier should be issued first) 

 Verify approval for writing off expired material  

 Obtain reasons for deviations and report as observation 

18 Stock levels and ageing  Inadequate or inappropriate inventory 

levels 

 Unanticipated or excess inventory 

carrying costs may be incurred 

 

 Obtain stock ageing as on date of audit 

 Obtain reasons for ageing of inventory 

 Verify whether stock levels like minimum, maximum, reorder level, safety 

stock are defined 

 Verify adherence to set stock levels as defined i.e. no stock is more than 

maximum level or less than minimum level etc 

 Verify whether the defined stock levels are revised/updated as per the 

consumption pattern of materials 

 Obtain reasons for deviations and report as observation 
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19  Material which are Unserviceable  

and unfit for  further use 

 Appendix XIX D V FINANCIAL 

HANDOOK volume part I  

 Obsolete and slow moving material 

items have not been identified 

 

 Check whether the usability of materials is assessed regularly including a 

review during physical inventory counts  

 Check whether inventory ageing reports are prepared and analyzed 

regularly 

 Obtain the list of Unserviceable materials and perform the following 

procedures: 

 Check the price adjustments for the obsolete material i.e. it has been 

written down to zero value in books. Check for the authorizations in 

respect of price adjustments 

 Verify the disposal process in respect of Unserviceable material as 

per relevant GO,s issued from time to time 
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20 Material inventory adjustments 

(Including scrapping) 

 Adjustments to materials inventory 

prices or quantities do not relate to 

valid price change and physical 

inventory differences  

 Recorded scrapped materials are not 

valid 

 All adjustments to material not 

recorded/correctly processed 

 Costs of scraped items not written off 

 Unauthorized Adjustments  

 

 

 

 Check whether the detailed records are maintained for adjustments 

processed and adjustments are made only on the basis of an authorized 

source document 

 Compare sample adjustments to authorized source document to check 

that they were input accurately 

 Check whether the material adjustments are processed to correct account 

within the correct accounting period 

C Issue of material 

21 Process for issue of material 

against properly authorized 

requisition / indent  

 Issue against unauthorized indents 

 Incorrect quantities may be 

transferred 

 Obtain a list of materials issued during audit period and take adequate 

sample. Perform following audit procedures: 

 Check whether appropriate documentation is completed when goods 
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are issued 

 Check whether written stores requisition is there for all raw materials 

issues. Materials are only transferred on the basis of a properly 

approved source document 

 In case of transfer from one location to another transfer 

documentation should accompany all transfers and personnel should 

verify material and quantity received  

 Check whether requesting department has signed on stores 

requisitions as acknowledgement of receipt 

 Obtain reasons for deviations and report as observation 

22 Material issue in timely manner  Late issue of material may result in 

loss of production time 

 Check whether the material is issued against the requisition within 

established time limits 

 Check whether the inventory levels are updated within an established 

time period after the material issue 

23 Issues of material are correctly 

recorded and are processed in 

correct accounting period 

 Transfers of materials may not be 

accurately recorded 

 Material issues processed in the 

incorrect period or to incorrect 

 Obtain the issues of material for the period and select an appropriate 

sample based on quantity and value. Perform following audit procedures: 

 Check whether the issue of material is done only on the basis of 

valid authorized requisition document from the requesting 
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account department 

 Check whether the issue are properly recoded in books as to the 

quantity ad value 

 Check whether the issues are recorded within established time limits 

after the material issue 

 Verify whether the material issued at the end of month is recorded in 

the month of issue and not the subsequent period 

 Obtain reasons for deviations and report as observation 

24 Clarity of Responsibilities  Potential risk of fraud  Verify whether responsibilities are assigned to all the stores employees 

 Verify whether material issue and recording is done by different persons 

 Obtain reasons for deviations and report as observation  

25 Control over issue of material on 

FIFO basis 

 Deterioration of material due to efflux 

of time 

 Obtain a stock report as on date with its ageing 

 Verify whether FIFO system is followed for issue of material (FIFO: The 

principle of a queue processing technique by issuing material on by first-

come, first-issue. what comes in first is issued first, what comes in next 

waits until the first is finished) 

 Verify some cases of issue and check whether it is issued on FIFO basis 
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 Obtain reasons for deviations and report as observation 

26 Material sent on returnable basis 

(Job Works) 

 Delay in receipt of material sent on 

RGP 

 Material going out without proper 

documentation 

 Obtain a list of material sent on returnable basis 

 Verify whether material is going out against a valid returnable gate pass 

(RGP) 

 Verify whether RGP is approved as per DOP 

 Verify actual material return date vis-à-vis expected return date 

mentioned on RGP 

 Obtain reasons for deviations and report as observation 

27 Precautionary measures against 

misuse by contractors 

 Unauthorized use of issued materials  Verify whether adequate precautionary measures are taken to prevent 

misuse of materials issued to contractors for use in works 

 Verify whether all issues of stores are supported by proper indents, are 

approved by competent authority and acknowledged by the intended 

recipients 

 Verify whether the officers entrusted with custody of stores or those 

holding charge of stores furnish the security prescribed in terms of the 

instructions issued from time to time by the competent authority 

28 Managing surplus stock  Inefficient use of Stock lying as  Verify whether a report on surplus stores that could not be transferred as 
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surplus in the stores 

 

well as on obsolete and unserviceable stores, specifying the reasons for 

declaring them, has been promptly sent to the competent authority 

29 Store & Dead  Stock Account 

 

 Excess/ short stock 

 Non- compliance of purchase policy 

 Stock register not updated 

 Incorrect/incomplete updation of 

register 

 Delay in return or return not 

accounted 

 No physical verification lead to theft / 

pilferage of stock 

 By passing authorized approval 

 Absence of security 

 Check that there is no case of purchase without considering the existing 

stock and requisting/ need 

 Verify whether the items of stores so purchased are as per the 

instructions for the procurement  of goods 

 Verify whether the  purchases  of  item of dietary  and  other  articles 

required for day to day use in the Department is being done in 

accordance with the purchase policy  

 Verify whether the items of store have been accounted for in the 

appropriate stock registers 

 Verify whether the registers of dead stock, stationery, liveries, fuel etc. 

have been maintained in the prescribed forms and each article is 

supported by the vouchers 

 Verify whether the  issue  entries  are  supported  by  documentary  

evidence  such as transfers  from  / to other offices, issue vouchers etc. 

 Check that dead stock issued for temporary use (i.e. on loan etc.)  either  

within  or outside the office are not struck-off from  the Stock Register and 
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their return  is watched through a subsidiary list or register 

 Verify whether the stocks are physically verified periodically. Surpluses 

noticed are brought on stock immediately and losses or deficiencies 

investigated with a view to regularizing them under the orders of the 

competent authority  

 Verify whether losses are not written  off piece  meal  to avoid  sanction  

of  the  higher  authority  and that the  order for  the purchase of stores 

has  not been split  to avoid the  sanction  of competent authority 

 Verify whether the officials handling stores have furnished adequate 

security.  Verify  the  security furnished and the indemnity bond executed 
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5 Drawing and Disbursing Officer 

5.1 Introduction 

The head of office or any other gazetted officer declared as a drawing and Disbursing officer (DDO) by an administrative department of 

government under the powers delegated by G.O no. A-2-170/X—14(4)-1973, dated July 28, 1973. Drawing and disbursing officer works on 

behalf of state government and is responsible for all money received or disbursed in his office and the maintenance of accounts thereof. The 

DDO is personally responsible for the correct maintenance and timely rendition of accounts or returns in respect of government funds or stores 

handled in his office. 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other entities, 

which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for Public Private 

Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect notwithstanding anything 

inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having effect by virtue of any rules and 

orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued by 

the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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5.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Departmental Receipts and handling of money 

1 Departmental Receipts  Potential risk of dispute if receipt is not 

acknowledged 

 Risk of defalcation 

 Non adherence to set policies and 

procedures 

 Verify whether the payee has given a receipt in the prescribed form (Form 

No 385) after receipt of money on behalf of government 

 Verify whether receipt is signed (in full) by the payee 

 Verify whether receipt for cheque is given only after acceptance of cheque 

by bank 

 Verify whether no employee should have issued duplicate or copies of 

receipts granted for money received 

 Verify certificate of count of the fly leaf of receipt book issued by treasury 

 Verify whether all monies received from are deposited with treasury or 

bank without any delays & verification is done on monthly basis for all 

receipts from Treasury 

 Verify that form BM 6 (Receipt Broad Sheet) is being prepared & submitted 

to concerned authorities on a timely basis 

 Verify whether user charges of the department are being revised on regular 

intervals as per requirements. Monitoring of last change (Date of last 
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revision in user charges to be noted) and percentage change should be 

analyzed.  

 Analyze the delay in depositing of funds in number of days and report as 

an observation 

 Obtain reasons for deviations and report as observation 

2 Security Deposit of official 

handling cash 

(Refer Para 69 to 73 of Volume 

V, Part I of Financial Hand 

Book)    

 Non compliance with the provisions 

mentioned in finance handbook 

 Potential risk of entrusting more cash 

vis-à-vis security deposit 

 Absence /non submission of collateral 

security can turn to loss in cash of theft/ 

Pilferage 

 Verify whether the  official  handling  cash  has  furnished  security  of  

appropriate  amount  and executed  a  security  bond  

 Verify whether a security register is maintained in the prescribed form and 

is examined by the DDO every year 

 Verify whether the Security register contains details of the validity of each 

security 

 Physically check whether the securities are kept in original duly mortgaged 

and lien marked 

 Verify whether deviations in security register are reported to Head of 

Department via a special report  

 Verify whether the DDO has ensured that security deposit taken from 

employee has been retained for at least 6 months after vacation of the post  

 Verify whether the DDO has ensured that security bond taken from 
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Sr. No Activity Risk Audit Steps 

employee has been retained for at least 10 years after vacation of the post 

 Obtain reasons for deviations and report as observation 

3 Physical Controls over Cash  Potential risk of loss of money 

 Absence of document from theft or 

misplace document 

 No physical verification of cash-incorrect 

cash disclosure in books for cash- or 

theft pilferage of cost 

 

 Verify whether adequate  arrangements  exist  for  the  safe  custody  of  

Government  money  in accordance with the standing instructions of the 

Government 

 Verify whether the physical verification of the cash balance is  done  by  the 

DDO  at  the close  of each month  and  a certificate  to that  effect is 

recorded in the Cash Book 

 Verify whether the Government‘s  money  is  kept  in  strong  cash  box  

secured  by  two  locks  of different patterns  

 Verify whether all keys of the same lock should be kept in the same 

person‗s custody and as a general rule, the keys of one lock should be kept 

apart from the keys of the other lock and in a different person‗s custody 

 Verify whether the keys of chest are handed over to DDO in absence of the 

cashier and in presence of a witness. Verify signatures, date and address 

of witness 

 Verify whether the cash chest should never  be opened without  both  the 

custodians  of  the keys being present 
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Sr. No Activity Risk Audit Steps 

B Cash Book   

4 Controls and review of Cash 

Book 

 Duplication of records 

 Incomplete recording in books due to 

duplication of records 

 Risk of wrong entries in cash book 

 Risk of unauthorized entries in cash 

book 

 Potential risk of mismatch between 

physical and book records 

 Check that there is only one Cash Book for an office and also one 

Disbursing Officer who shall be responsible for the cash of the office and 

upkeep of accounts 

 Review the cash book for its completeness as on date of audit 

 Verify whether the Cash book is maintained in the prescribed form (Refer 

Financial Handbook Volume V Part 1, Chapter 3, Para 68) 

 Carry out hundred percent verification of monthly balances  

 Verify whether DDO has signed on fly leaf of cash book before bringing it 

into use for page count and numbering 

 Verify the entries in cash book with backup documents on a random basis 

 Verify month end certificate for reconciliation of physical cash and cash as 

per cash book 

 Verify whether entries in cash book are checked with 11C register (for 

expenses) and day book (for receipts) 

 Verify whether drafts and cheques received or dispatched are entered in 

red ink in non money column of cash book  
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Sr. No Activity Risk Audit Steps 

 Verify that after cancellation of the cheque a minus figure on the payment 

side in the Bank/Treasury column of the Cash Book is made 

5 Controls over cash Payments  Delay in credit turn to loss to interest 

rate/ income 

 Absence of review control turn to  

incomplete/incorrect recording 

 Verify whether all entries of payments are made immediately as they occur 

and attested by the DDO 

 Check that any expenditure  is  not incurred  by  diverting  departmental  

receipts  or  the  un-disbursed  pay  and allowances etc. 

 Verify whether for every payment, there is a voucher setting forth full and 

clear particulars of  the  claim  and  all  information  necessary  for  its  

proper  classification  and identification in accounts 

 Verify whether all  payments  are  supported  by  proper  vouchers  and  

payees‗  receipts  for  sums exceeding Rs. 5000 are stamped 

 Verify whether payments into  Government  accounts are  supported  by  

proper  challans .Carefully examine these Challans to ascertain that they 

are genuine 

 Verify if DDO had drawn any cash payment , make a list 

 Verify whether all payments entered in the Cash Book are regularly 

reconciled with transactions in 11C & Budget register 

 List down details of self cheques drawn for payment of 
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Sr. No Activity Risk Audit Steps 

establishment/contingency bills. 

6 Controls over Cash balances   Maker checker control 

 Delay in processing cash fund 

 Verify if there are any un-disbursed balances which are more than three 

months old 

 Verify whether the totals of the Cash Book , if not checked by the officer in-

charge of the Cash Book, are verified by a responsible subordinate other 

than the writer of the cashbook who initials it as correct 

7 11 C register  Incomplete/ incorrect updation of 11 C 

register 

 Obtain 11 C register 

 Verify whether register is up to date and should have details like: 

 Cheque number 

 Cheque amount 

 Payee name etc 

 Voucher Number and date 

 Verify whether register is reconciled with bank reconciliation statement on 

regular intervals 

 Verify that all time barred cheques have been cancelled 

 Obtain reasons for deviations and report as observation 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 161 of 705 

 

 

Sr. No Activity Risk Audit Steps 

8 Handling of Private cash  Incorrect/ inappropriate allocation of 

government & personal cash 

 Check that the cashier is not handling Private Cash  

C Bills 

9 Travel allowance bills 

(Refer  Para 74 (b) (5), 145, 

146A, 146B of Volume V Part I 

of Financial Handbook) 

 

 Potential risk of errors in TA bill 

 Non adherence to set policies and 

procedures 

 Verify whether travel allowance bills are prepared in the prescribed form 

 Verify the following in case of  traveling allowance bills: 

 The journey was necessary and authorized by general or special 

orders of the competent authority and a proper approval of tour is 

there 

 The journey was actually performed and was done as expeditiously as 

possible 

 Verify whether traveling allowance bill is complete in all respects like 

date, particulars and full signatures, ticket number, PNR number etc 

 No claim in respect of the journey had been submitted previously  

 The amount had been correctly drawn with reference to the rates and 

general conditions in force (Refer Financial Handbook Volume 3) 

 Verify that travel allowance bill is counter signed by the competent authority 

 Verify whether the daily allowance , mileage allowance, incidental 
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allowance etc. claimed in the bill are based on the rates prescribed in the 

rules (Refer Financial Handbook Volume 3) 

 Verify whether the fares claimed in respect of different modes of travel are 

checked with reference to the applicable fare tables of the agencies 

concerned 

 Verify whether no traveling allowance bill is paid after one year of incurring 

expenses  

 Verify whether the DDO has signed the register prepared in prescribed 

form when he signs or countersigns a traveling allowance bill (Refer Para 

119 of Financial Handbook Volume 5 Part 1) 

 In case of transfer of employee, verify that traveling allowance is given as 

per the entitlement of the employee (Refer Financial Handbook Volume 3) 

 Verify that original bills are self attested by the employee and approved by 

the competent authority 

 

10 Audit of Expenditure 

(Refer Para 46 of Volume V, 

Part I of Financial Handbook) 

 Unauthorized Expenditure 

 Inappropriate Expenditure incurred 

 Incorrect / incomplete recording of 

 Verify whether for every expenditure there is a sanction, special or general, 

accorded by the competent authority 

 Verify whether the expenditure has not been unnecessarily incurred to 
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payment / expenses in book of accounts 

 Payment against the limit of authority 

approval processed 

 Payment process for higher rate 

expenses 

 Selection of uncompetitive vendor party 

 Duplicate payments 

 Duplicate Booking of Expenses in book 

of accounts 

 

prevent the lapse of budget allotment  

 Verify whether for every payment made, there is a voucher complete in all 

respect or a certificate of  payment  where  it  is  not  possible  or  

expedient  to  support  a  payment  by  a voucher 

 Verify whether the  payments  have  been  correctly  brought  to  account  

in  the  accounting records 

 Verify whether the rates paid for work done or supplies made are in 

accordance with any scale or schedule prescribed by the competent 

authority 

 Verify whether in  case  of  work  done  or  purchases  made  the  accepted  

tender  along  with  all rejected tenders and  comparative statements  and  

notices  are filed in  the office  of the  accepting  authority  along  with  

reasons  for  non-acceptance  of  the  lowest tender 

 Verify the reasons along with approvals in writing from the authority next 

higher to the officer competent to accept the tender, where the lowest 

tender is not accepted  

 Verify whether the  payment  has  been  made  to  the  proper  person  and  

whether  it  has  been  so acknowledged  and  recorded  that  a  second  

payment on  the  same  account  is impossible  
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 Verify whether the Sub-vouchers/ Original Bills  retained  by  the  

disbursing  officers  are  defaced/marked ―cancelled― immediately  after  

entries made  in  the  contingent  register  are  examined  by  the 

disbursing officer so that they cannot be used again 

 Verify whether the charges do not exceed the rates or scales fixed under 

rule or orders issued by the competent authority 

 Verify whether for payment to persons not in service of the Government, 

claims are available by the head of the department, or other responsible 

Government servant under whose immediate order the service was done 

for which payment is demanded. In absence of the above, ask for an order 

made by the Accountant General in this respect 

 Verify whether every payment is supported by a voucher setting forth full 

and clear particulars of the claim 

 Verify whether when it is not possible to support a payment by a voucher, a 

certificate of payment, signed by the disbursing officer, and endorsed by 

his superior officer should be available on record  

11 Detailed Bill 

(Refer Para 183 of Volume V, 

Part I of Financial Hand book) 

 Incomplete bills can lead to 

inappropriate payments 

 Verify whether the detailed contingent bill is being prepared and sent to AG 

on a timely basis  
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12 Service books  Difference between actual records and 

service book entries 

 Verify whether the service book is properly updated 

 Verify that service book is checked periodically by the DDO or not 

 Verify adherence to Guidelines issued by the Government  

D Disbursements 

13 Withdrawal  Unauthorized withdrawals 

 Potential risk of unnecessary withdrawal 

resulting into idle funds 

 Verify whether the bill which is used for withdrawal from government 

accounts is in prescribed format 

 Verify whether charges relating to 2 or more heads should not be included 

in one bill 

 Verify whether amendment/correction in bill should be neatly scored out 

and duly signed, erasures and overwriting should not be done 

 Verify whether all the bills are filled in by pen and should bear a serial 

number allotted to them in the bill register in the prescribed form 

 Verify specimen signatures of employees who are authorized to draw 

cheque/bills payable with treasury department/bank 

 Verify whether money is drawn only if it is required for immediate use 

 Obtain reasons for deviations and report as observation 
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14 Contingent Advances 

(Refer Para 162 and 233 of 

Financial Handbook , Volume 

V , Part 1) 

 Advance in excess to the limit assigned 

to employee 

 Non compliance with conditions attached 

to the grant of advance 

 Unauthorized cash advances 

 Delay in recording expenses /advances 

adjusted 

 

 Obtain a list of advances given during the audit period 

 Verify whether advance is given by the head of office within limit assigned 

to him 

 Check that Irregular advances are not made to staff and suppliers from the 

cash in hand 

 Prepare list of pending/unadjusted advances for more than 1 month drawn 

for departmental purposes and advances paid to the subordinate staff. 

 List such advances for which abstract contingency bills are not submitted to 

Auditor General (AG) beyond the end of the month in which advance was 

drawn from Treasury. 

 Obtain reasons for deviations and report as observation 

E Miscellaneous 

15 Reconciliations  Delay in submission of reconciliations  Verify, if the DDO/ HOD is downloading the reconciliation statement from 

the Treasury portal 

 Verify whether it is submitted to the Disbursing Officer by the 5
th
 of the 

following month 

16 Tax Deducted at Source  Statutory default  Check whether tax declarations are supported by proof of investments to 
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 Less deduction of TDS for Government 

servants and consequent penal liability 

justify the TDS deducted for various government servants 

 Obtain Investment proofs of employees from DDO on a sample basis and 

check the correctness of calculation of TDS 

 Verify that investment proofs are submitted to DDO before disbursement of 

salary for the month of February 

 Verify whether the Drawing and Disbursing officer checks actual deposits/ 

subscriptions / payments made by the employees, by calling for such 

particulars/ information as he deems necessary before allowing the 

aforesaid deductions 

 Verify whether tax is properly deducted on interest payment as per I.Tax 

Act,1961 

 Verify whether the exemption certificate has been taken before deducting 

lower tax as per the prescribed rate 

17 Defalcation and losses 

(Refer Para 82 of Volume V, 

Part I of Financial Handbook) 

 Unaccounted losses 

 Non adherence to set policies and 

procedures 

 Obtain a list of all the losses and defalcation during the audit period  

 Verify whether all such cases are reported to the appropriate authority 

 Calculate the delay in reporting such issues 

 Verify whether any investigation is done, for the defalcations and losses 

and give details of findings 
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 Verify whether writing off of such amounts is done by the competent 

authority  

 Obtain reasons for deviations and report as observation 

18 Procedure to be followed by 

DDO‘s authorized to draw 

cheques  

(applicable for Engineering 

departments) 

 Incorrect/ inappropriate recording of 

cheques 

 Incomplete cheque register will hamper 

month end reconciliation process 

 Verify whether the drawing officer have sent signed requisition form for 

cheque book to treasury department within stipulated time  

 Verify whether cheques in cheque book are counted and certificate of 

count is given by signing fly leaf of cheque book by Drawing officer 

 Verify whether cheque book is kept under lock and key by DDO 

 Verify whether a non payment certificate is obtained from  the bank in case 

of lost cheque 

 Verify whether all cheque cancellations have been recorded on the 

counterfoils  

 Verify whether a list of specimen signatures of authorized signatories is 

sent to the bank in time 

 Verify whether the cheque register is maintained in the prescribed form and 

updated by DDO  

 Verify whether each and every cheque is crossed or marked as ―Account 

Payee Only‖, or unless authorized 
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 Verify whether the cash book is updated immediately after drawing of 

cheque 

 Verify month end  statement in the prescribed form for reconciliation of 

cheque register and pass book 

 Verify that in case of expiry of cheques due to it not being presented at the 

treasury in time, the fact of destruction of the old cheque and the number 

and date of the new cheque are entered and the number and date of the 

old cheque that is destroyed is recorded  

 Verify that cash book has been reconciled with treasury passbook within 

prescribed time as per prescribed format  

 Compare the entries in the counterfoils with those in the original cash book 

for sample one month and report the deviations, if any 

19 Maintenance of government 

provident fund and 

Contributory Provident Fund 

 Excess /short deduction of GPF 

 Incorrect posting of GPF 

 Verify whether all the permanent and temporary Government Servants (if 

worked for more than one year) have a PF account 

 Take a sample and verify whether a ledger is maintained for each and 

every employee 

 Verify whether DDO has prepared a schedule of deductions and submitted 

along will the pay bill  
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 Verify whether the head of office or gazetted officer have reviewed the 

correct posting of PF  

 Verify whether a broadsheet in the prescribed form has been prepared 

before the 5th of following month  

 Verify whether the reconciliation of broadsheet and certificate of deduction 

attached with pay bill is approved by the head of office 

 Verify if advance entries are being made compulsorily in the Pass Book 

 Verify on a sample basis that PF account has been  transferred to the new 

head of office in case of transfer of employee  

 Verify whether the credit of annual interest has been updated in the ledger  

 Verify controls over payment of PF in case of retirement or death of 

employee 

 Verify whether contribution to PF cease before four months from the date 

of retirement  

 Obtain reasons for deviations and report as observation 

20 New Pension Scheme  Non Compliance with the DDO‘s duties   Verify whether the newly appointed Government Employees fill the form of 

Pension Tier 1, which is counter signed by DDO 

 Verify whether the DDO maintains the Ledger for Compulsory Pension 
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Fund in prescribed format, which is up to date 

 Verify that the DDO reconciles the schedule for the Compulsory Pension 

Fund made by Treasury with the entries in Ledger made by DDO 

 Verify that in case of Transfer, the LPC (Last Paying Certificate) should 

clearly mention the Account No. of Compulsory Pension Fund and also 

should contain necessary documents, ledgers and records of New Pension 

Scheme  

 Verify that the DDO keeps record of Photocopy of NSC certificates for 

Arrear issued to employees under New Pension Scheme 

21 Absenteeism 

G.O  NO 259XXVII(6)/2011  

DATED 05/ 07/2011 

 Non adherence to Leave policy 

 Potential risk of obstruction in day to day 

activities in case of Government 

servants remaining absent for long 

without authorization 

 Obtain Attendance records for sample government servants 

 Verify whether there are any cases of government servants remaining 

absent for a long duration without authorization 

 Verify whether appropriate deductions have been made from the salaries of 

Government servants remaining absent for long durations without 

authorization 

 Verify whether any enquiry has been initiated against such government 

servants 

Verify if DDO is sending monthly statement to treasury G.O  NO 
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259XXVII(6)/2011  

 DATED 05/ 07/2011 
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6 Audit of Expenditure and Receipts 

6.1 Introduction  

This chapter describes the procedure relating to financial transactions of the Government. They are applicable to all departments of the State 

Government. The Accounts of the State Government are kept in the following three parts:- 

Part I - Consolidated Fund 

Part II - Contingency Fund 

Part III - Public Account 

 Consolidated Fund: In Consolidated Fund, there are three main divisions, namely:- 

 Revenue 

 Capital and 

 Debt (comprising Public Debt, Loans and Advances and Inter-State Settlement) 

 Contingency Fund: In Part II of the Accounts, the transactions connected with the Contingency Fund set-up by the Government of 

Maharashtra, under Article 267 (2) of the Constitution of India are recorded. This fund is of the nature of an imprest and enables the Executive 

Government to meet unforeseen and emergent expenditure pending its authorization by the Legislature by law. The amounts drawn from the 

fund are recouped by taking a supplementary grant from the Legislature. 

 Public Account:    

In Part III of the Accounts (Public Account, the scope of which has been defined in Article 266 (2) of the Constitution) there are two main 

divisions, namely:- 
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 Debt transactions, other than those included in Part I, relating to Provident Fund, Reserve Fund and Deposits and Advances and  

 Remittances 

Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other entities, 

which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for Public 

Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect notwithstanding 

anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having effect by virtue of 

any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure and “Essential Registers” given at the end of the manual 
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6.2 Detailed  Audit Checklist  

Sr. No Activity Risk Audit Steps 

A Receipts 

1 Control over  demands and 

collections 

 Revenue receipts collected by various 

departments are not promptly deposited  

into government account thus creating 

scope for mis-utilization of government  

money 

 Verify whether there is a mechanism in place to ensure that the demands 

are raised promptly, in the manner required by law or an act of legislature 

and that no amount due to Government is left outstanding in its books 

without sufficient reasons 

 Verify whether there is a proper demand register in which  demands falling 

due are noted to  watch recovery 

 Verify whether the collections and refunds are received and checked 

against demand 

 Verify whether the collections are accounted for regularly and properly 

under the appropriate heads of account 

 Verify whether no sums are credited to Government by debit to a 

Suspense head 

2 Control over Receipt Books  Incorrect Updation of Register 

 Conflict with respect to Clarity of 

Responsibilities 

 Verify whether a stock  register in the prescribed form is maintained to 

keep an account of receipt, issue and balance of receipt books 

 Verify whether the receipts (Form No. 385) in printed forms are issued in a 
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 consecutive order for all money received 

 Check that all  receipt  books  are  kept  under  lock  and  key  in  the  

custody  of  a  responsible officer and one book is issued to an individual 

officer on receipt of the previous used- up-book 

3 Accuracy in reporting Receipts 

(Refer Chapter XII(100) of 

Budget Manual) 

 

 Possibility of incorrect revenue 

generation figures being recorded 

 Possibility of Under funding of projects 

 Verify basis of compiling departmental revenue figures. Check that they 

are not based solely on treasury officers submissions 

 Verify whether challan‘s have the correct Account Classification 

 Verify the reconciliation between Treasury account and Departmental 

amount. Obtain explanation for long pending items 

 Comparison of 385 books and treasury figures 

4 Accuracy and completeness 

in reporting Irrecoverable 

dues 

(Refer Chapter XII(100) of 

Budget Manual) 

 

 Possibility of under recovery of 

government dues 

 Verify amounts listed as irrecoverable  

 Verify whether adequate steps have been taken for recovery under the 

applicable laws 

  

 Verify whether the timelines for reporting of irrecoverable dues were 

adhered to  

5 Controls over Collection of  Delay in Recovery  Verify whether proper safeguards exist to ensure that there is no willful 
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taxes  Short collection of taxes omission or negligence to levy or collect taxes or to arrange refunds, 

wherever due 

 Verify whether a record of receipts is maintained for tax collected under 

respective tax heads 

 Verify whether the tax collected is deposited to its respective state heads 

of accounts without delay       

6 Control over refunds  Duplication of Refund Amount 

 Incorrect Released Fund 

 Verify whether double refunds, fraudulent or forged refund orders or 

losses of revenue through fraud , default or mistakes , are promptly 

brought to light and investigated 

B Expenditure 

7 Provision of Funds  Misappropriation of funds 

 Unauthorized expenditure 

 Verify whether the funds are authorized by the competent authority 

prescribing the limits within which expenditure can be incurred 

 Verify whether the expenditure is in accordance with the due financial 

rules and regulations framed  

 Verify whether a special or general sanction of the competent authority 

authorizing the expenditure is available 

 Verify whether all financial transactions are correctly recorded in the 

accounts under examination and allocated to the appropriate heads of 
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account 

8 Time Barred Claims 

(Refer Para 74 (A)4 of 

Volume V, Part I of Financial 

Handbook) 

 Payment for Time barred claims 

 Unapproved payment released 

 

 Verify that a claim against the Government which is time barred, is 

refused 

 Verify whether that time barred claims are paid after approval of 

government  

 Verify whether the claims are supported by the prescribed certificates 

9 Traveling Allowance Claims 

(Refer Para 74 (B)5 of 

Volume V Part I of Financial 

Handbook) 

 Payment made against expense without 

adequate documentation being available 

for it, i.e. payment against authorized 

expense 

 Delay in Processing a recording expense 

in books of expense 

 Recording prior period expense 

 

 Verify whether the right of a Government servant to traveling allowance 

including daily allowance is forfeited if the claims are not submitted to the 

head of office or the controlling officer within one year from the date on 

which it became due  

  

10 Controls over Payment 

Vouchers 

(Refer Para 47 of Volume V, 

 Absence of control over document on 

account of non serial document/vouchers 

 Absence of    maker-checker control 

 Verify the following with respect to vouchers: 

 Verify whether every voucher bears a pay order signed or initialed, 

and dated, by a responsible disbursing officer 
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Part I of Financial Handbook)  Incorrect allocation and booking of 

expenses 

 Authorization of document not made 

 

 Verify whether the Pay order specifies the amount payable both in 

words and figures 

 Verify whether every voucher bears an acknowledgement of the 

payment, signed by the person by whom or in whose behalf the claim 

is put forward 

 Verify whether the correct head of classification is recorded on each 

voucher by the drawing officer (e.g.) the major, minor and sub-head 

and the primary and secondary units of appropriation, against which 

the amount of the bill is to be debited 

 Verify whether the classification of the expenditure as "voted" or 

"charged" on the revenues of the State, is clearly noted on the bill 

 Check that charges against two major heads are not included in one 

voucher 

 Verify whether all corrections and alterations affecting amounts of the 

bills either in words or in figures are attested by the drawing officers 

by their full signatures with date and not merely by initials 

11 Bank Reconciliation statement 

for specific department 

accounts with banks  

 Banks A/c opened without authorization 

 Authorized person list not defined 

 Verify whether all Bank  accounts  have  been  opened  with the approval 

of the finance department Government of Uttarakhand and interest earned 

remitted to government account 
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Note: Government approval is 

mandatory for opening Bank 

Accounts  

 Not recorded in bank books 

 

 Verify whether the bank reconciliation statement is properly prepared and 

the balance as per bank pass book agrees with the balance as shown in 

the Cash Book 

 Mention details of bank deposits eg. Amount, name of bank , date of 

deposit 

C Registers  

12 General Controls over 

registers 

 Prescribed register not maintained 

 Incomplete register maintained 

 Incorrect register maintained 

 Absence of review control 

 Verify the following general controls while reviewing the registers: 

 The register under scrutiny is maintained in the prescribed form 

 The registers are page numbered and a certificate of page counting 

is recorded by a responsible officer on the first page 

 All the columns provided there in are corrected filled in 

 The transactions recorded therein are entered in chronological order 

 There is no evidence of tampering with the entries of pages of the 

register 

 There are no overwriting, erasures etc. and all correction are neatly 

made by drawing a line through the erroneous entry inserting and 

inserting a fresh entry under proper attestation   
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 Verify whether each register is kept up to date and is reviewed by the 

appropriate authority at regular intervals as provided in the rules 

13 Expenditure control register  Budget overruns 

 Unauthorized expenditure 

 Obtain register for expenditure (Plan and non plan) for the audit period 

 Verify whether budgeted amount is mentioned in the register 

 Verify whether actual expenditure incurred is within the budgeted limits 

 Verify whether approval from competent authority is available for budget 

overrun 

 Verify (on a sample basis) entries in the expenditure control register with 

backup documents i.e. bills  

 Verify whether expenditure control register has details like: 

 Date of expenditure 

 Amount of expenditure 

 Balance amount (budgeted amount – expenses till date) etc 

 Obtain reasons for deviations and report as observation 

14 Register of Guarantees  Incorrect and Incomplete information 

being recorded in the register of 

Guarantees 

 Verify whether a separate register, in prescribed form, is maintained for 

tracking Guarantees 

 Verify whether the details of all the Guarantees received have been 
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correctly and timely updated in the Guarantees register 

 On a sample basis, physically verify whether original guarantees are 

available for the details mentioned in the Guarantee register 

 On Physical Verification of Guarantees available with the concerned 

official, if any guarantees which are physically available but not updated in 

the Guarantees register, report such cases as an observation 

 Verify the validity of all the guarantees, and report those cases as an 

observation, where the guarantees stand expires as on the date of audit 

15 Control over Register of 

Valuables 

 Incorrect/incomplete register 

 Unauthorized updation (physical 

custody) 

 Absence of maker-checker control 

 Delay in processing B.D/ Cheques turn 

to loss of interest income 

 

 Verify whether the details of all valuables  such  as  bank 

drafts/cheques/postal  orders  etc.,  are  noted  in  a register of valuables  

 Verify whether the full particulars of each valuable  received is entered in 

the register on  the day of its actual  receipt and its daily total is entered in 

the Cash Book as a single entry 

 Check that there has been no undue delay in the remittance of valuables 

into the bank for credit to Government account 

 Verify whether the  register  is  closed  every  fortnight  and  the  bank  

drafts/ cheques  for  which  the corresponding credits are not forthcoming 

or there is delay in crediting government account by the bank are 
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thoroughly investigated 

16 Control over Establishment 

Check Register  

 Prescribed register not maintained 

 Incomplete register maintained 

 Incorrect register maintained 

 Absence of review control 

 Verify whether there are any cases of Incorrect un-reconciled recording 

 Verify whether last year balances are correctly/completely transferred 

 Verify whether the interest amount is correctly and completely recorded  

 Verify whether adequate Insurance cover has been taken 

 Verify whether there is any delay in recovery  of custom to bad debts 

D Contingencies 

17 Inevitable Payments 

(Refer Para 161 to 164 of 

Volume V Part I of Financial 

Handbook)  

 

 Withdrawal of money from Treasury 

even in the absence of contingencies 

 Verify whether no money is withdrawn from the treasury unless it is 

required for immediate disbursement and the drawn amount is recorded in 

accounts immediately, as prescribed 

 

18 Contingent Charges and their 

recording 

(Refer Para 49, 157, 158, 

169, 173, 174, 175,176 and 

 Inadequate control over maintenance of 

registers and sub vouchers for recording 

Contingent expenditure 

 Non adherence to set policies and 

 Verify whether a register in the prescribed form for recording contingent 

expenditure is kept in each office  

 Verify whether the contingent expenditure register is updated regularly by 

the cashier  
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177 of Volume V Part I of 

Financial Handbook) 

 

procedures 

 Non adherence to set policies and 

procedures 

 Non availability of records can result into 

incorrect accounting 

 Verify whether cumulative totals are done for all the columns of register  

 Verify whether each item in the mentioned register is approved by the 

head of the office  

 Verify whether all sub vouchers are retained in the office  

 Verify whether all sub vouchers are defaced so that they cannot be used 

again  

 Check that no government servant incurs expenditure in excess of the 

amount provided for contingent charges  

 Verify approval from competent authority in case of excess expenditure  

 Verify whether the budget allotment is  entered under the authorized sub-

heads  of  contingent charges  

 Verify whether the expenditure  has  been  incurred  with  due  regard  to  

principles  of  financial  propriety, and  under  proper  sanction   

 Verify whether the entries  are  made  in  the  Register  as  soon  as  

payments are  made  and  attested  by  Head  of  office   

 Verify whether tenders  have  been  invited  for the  purchase of articles  

required for public  service  

 Check up in detail all cases of purchases above Rs. 25 lakhs and review 
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critically and comparative statement of quotation received 

 Check that expenditure  has  not  been  unnecessarily  incurred  to  

prevent lapse  of  budget allotment  or  that  the  charges  incurred  in  one  

year  have  not  been  spent  from  the budget allotment of succeeding 

years 

 Verify whether expenditure is  kept within  the available  appropriation and 

steps taken  by  the  drawing  officer  with  a  view  to  obtaining  additional 

appropriation, if the original is exceeded or is likely to be exceeded 

 Verify whether the  monetary  and  quantitative  limits  prescribed  in  

respect  of  certain  classes  of contingent expenditure  are  duly  

observed  consistently  with the certificate furnished on contingent bills 

 Verify whether the Charges  which  are  inadmissible  or  are  in  excess  

of  the  sanctioned  scale  have  not been split into two or more different 

bills to make them admissible 

 Verify whether all totals have been correctly made and carried forward 

 Verify whether the permanent  advances  are  used  for  the  authorized  

objects  only  

 Verify whether the expenditure incurred is covered under the delegated 

powers of authority who has sanctioned such charges 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 186 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Verify whether the Contingent expenditure is within the available 

appropriation  

 Verify whether contract contingency is not more than proposed 

expenditure  

 Verify whether every voucher must bear a pay order signed by 

responsible disbursing officer  

 Verify whether all the paid sub-vouchers are defaced and kept with DDO 

and sent to accountant general as the case may be  

 Verify whether contingent bills for wages, rents etc on which commercial 

tax been charged is supported by the prescribed certificate  

 Verify whether no sub voucher is destroyed before 3 years or till after the 

inspection by the inspectorate of officers and the staff of the accountant 

general office, which ever is earlier 

 Obtain reasons for deviations and report as observation 

E Ledgers 

19 Controls over Opening of new 

Ledgers 

 Non-compliance with procedure for 

creation of new Ledgers 

 Review the procedures for opening new Ledgers 

 Verify whether the new Ledgers opened since last audit have been 

properly authorized and are properly classified in the appropriate 
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 section(s) of the financial statements 

20 Controls over Dormant & 

Inactive Ledgers 

 Duplicate accounts 

 Inactive accounts not closed 

 Incorrect entries posted in the A/Cs 

 Absence of review of dormant A/C  

 Incorrect entries in Dormant  A/C  

 Bad debts in case of delay in recovery ,if 

any 

 

 Review procedures utilized to control and monitor dormant and inactive 

accounts 

 Verify whether the dormant accounts are properly segregated from active 

files and delivered to officer responsible 

 Verify whether an officer reviews the dormant account report on a monthly 

basis, and verify whether proper action is taken for new dormant 

accounts. Substantiate that transactions to dormant accounts are properly 

authorized 

 For inactive accounts, verify whether the Agency has made attempts to 

contact the customer and that all correspondence is maintained in the 

customers account file 

21 Staff Cars  Theft of spare etc. 

 Non effective utilization 

 Payment for unapproved/ unauthorized 

Fraud expenses 

 Non compliance & payment as per 

standard rules 

 Verify whether a stock  account  of  all  the  vehicles  in  use  (together  

with  their  spare  parts)  is maintained and periodically checked 

 Verify whether a history sheet of each Vehicle is maintained 

 Verify whether average running mileage per liter of each vehicle have 

been worked out. Verify whether monthly averages compare favorably 

with norms or pervious months. Verify whether the  mileage  per  liter  of  
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 Theft of tyres, spares or petrol/ diesel each  vehicle  is  not  below  the  authorized average limit so worked out 

 Verify whether the Log  books  are  scrutinized  periodically by  a  senior  

officer  to  get an assurance that there is no misuse 

 Verify whether entries of petrol and repairs have been made in the Log 

Book 

 Verify that the Staff  cars  are  not  used  for  official  journeys  outside  the  

headquarter  of  the  office inspected for which traveling allowance is 

admissible except with the written sanction of the competent authority and 

that the staff cars are used only by officer authorized to use them 

 Verify whether in case of non duty journey, all such journeys are properly 

billed  for,  recoveries  from  the  person  concerned  made  promptly  and  

the  amount credited to Government Account 

 Verify whether log books of vehicles contain signature of user and the 

purpose for which used is a bonafide one 

 Verify whether log books are approved by the competent authority on a 

regular interval 

 Verify whether the Staff cars are parked at the authorized place 

 Verify whether proper accounts are maintained for tyres replaced / 

retreated, petrol oil and lubricant and the quantity shown as having been 
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purchased on the purchases vouchers / issue slips tally with the quantity 

shown as received in petrol accounts etc. of the vehicles i.e. log books 
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7 Audit of Establishment (including GPF & New Pension Scheme) 

Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexures 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 191 of 705 

 

 

7.1 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Recruitment  

1 Availability of recruitment policy   Absence of formal recruitment 

policy resulting in ad-hoc 

recruitments 

 Lack of clarity in certain aspects 

of recruitment 

 Certain policies like geographical 

limitations and frequency of re-

application not clear 

 Certain discontinued processes 

find mention in HR manual 

leading to ambiguity 

 Verify whether there is existence of a recruitment policy for the concerned 

government departments 

 Verify whether the following aspects of Recruitment are clearly elaborated 

in the policy: 

 Minimum and maximum  Age of recruitment 

 Minimum Qualification and essential qualification 

 Minimum Work Experience required 

 Educational Institutions whose students are preferred for Government 

Jobs 

 Any other specific criteria 

 Review the recruitment policy to find areas of improvement and check 

whether the policies are up to date 

2 Police Verification  Risk of hiring candidates who 

have an adverse employment 

 Obtain the Police Verification records of all new Government Servants 

recruited during the audit period 
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and/or personality history  Verify from the records that prior to recruitment Police Verification had been 

done for all the new Government Servants recruited 

3 Verification of Information provided 

by employees recruited in 

Government Service 

 

 Selection of dishonest 

candidates 

 

 Verify whether a detailed checklist exist for all the necessary documents 

which should be filed in employee master file 

 Obtain the file containing recruitment related documents and verify the 

following: 

 Relieving letter provided by previous employer 

 Compare the educational certificates vis-à-vis qualifications mentioned 

in the candidates' CVs 

 Experience Letter of government servants recruited 

 Previous salary slips of government servants recruited 

 Medical certificate of health of Government Servant 

 Appointment letter stating the structure of remuneration, date of 

joining, designation etc.  

 

 

B Training 
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4 Training Process 

 

 Reduced productivity. Jobs are 

being handled by deficiently or 

improperly trained Government 

Servants 

 Training costs do not yield the 

desired returns 

 Lack of training can lead to 

stagnation in skill sets leading to 

inefficiencies and sub optimal 

utilization of resources 

 Verify whether approved training policy/manual exists  

 Verify whether training calendar exists 

 Obtain training calendar for the audit period 

 Verify whether a standardized training toolkit exists  

 Carry out Actual v/s budgeted analysis of training expenses to check 

whether the training expenses for a particular period remained unutilized 

 Verify attendance record for trainings (on a sample basis) 

 Carry out Trend analysis of Training expenses, to check whether the 

training expenses have gone up despite reduction in number of trainings 

during a period 

 Verify whether a record of trained personnel is maintained  

 Verify whether a system of periodic review of training courses/ syllabus 

exists 

 Verify whether training feedback form is obtained from participants after 

completion of training sessions 

C Files/ records maintained for Government Servants  
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5 Timely Updation of employee 

records/ personnel files 

 Fictitious records created in the 

Payroll muster  

 Non update of Muster reveals 

incorrect information about the 

department‘s manpower strength  

 Access rights to create, update 

or delete data from the Payroll 

master is not restricted  

 Codes of resigned Government 

servants still exists in the system 

 TDS rates not updated/ delay in 

updation/ incorrect updation 

 Obtain the list of government servants joined, promoted during the audit 

period and check whether they are correctly and timely updated in the 

employee records 

 Verify that in case of new joinee or transferred employee creation from has 

been filled in and approved by competent authority 

 Obtain the list of government servants separated during the audit period. 

Check whether the codes pertaining to government servants retired/ left are 

deactivated from the payroll muster through treasury 

 Obtain files for sample government servants. Cross verify the details 

updated in the Payroll Muster with the record files and appointment letters 

with respect to details such as basic pay, HRA, DA, bank account number, 

PAN, etc 

 Verify whether the access to the employee records rests with authorized 

personnel only 

  verify the calculation of income  tax for all employees 

  Verify whether Form 16 is issued to all the employees on timely basis 

6 Maintenance of Employee Files/ 

Confidential Documents 

 Transparency in the recruitment 

process 

 Verify whether all relevant documents related to recruitment, promotions, 

resignation etc. are available in the respective employee files 
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 Adequacy in maintenance of 

confidential documents of 

employees 

 Check that there is no overwriting on documents available in the Employee 

files 

 Verify whether there is adequate maintenance of Confidential documents/ 

reports of employees 

 Verify whether in case of transfer of employee to another department/ state, 

the respective files/ documents are also duly transferred  

  

D Attendance and Leave Records 

7 Attendance Management  Attendance  details not  recorded 

 Incorrect processing of salary 

due to incorrect recording of 

attendance 

 

 

 

 Obtain Attendance records for sample months 

 In case the attendance records are maintained manually, verify whether 

there are frequent corrections in the attendance records 

 Verify that attendance register is approved on a daily basis by competent 

authority 

 In case of automated recording of attendance through card punching 

machines, check if the system allows adjustment of previous month‘s 

attendance in the current month. If yes, it should be duly approved 
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8 Leave Management  Availing leave against the 

existing rules 

 All instances of leave without pay 

are not accurately transferred to 

payroll module, thereby resulting 

in excess payment of salary  

 Leave accrual does not take 

place prior to payroll run, thereby 

resulting in non adjustment of 

leave taken with leave earned 

and further excess deduction of 

salary on account of Loss of pay 

 

 Verify whether all leaves are sanctioned as per the existing rules/ 

procedures and after verifying the leave entitlement of the employee 

 Wherever the government servant is absent as per the attendance records, 

ask for the corresponding leave/tour records to check that the entry is 

updated in either leave/tour records. Report the cases, where the entry 

features nowhere 

 Verify whether the leave accounts on 1 st January and 1 , st july in 

individual service book 

 Verify whether these leaves have been sanctioned in accordance with the 

prescribed instructions 

 Verify leave application form and leave records on a sample basis 

 Verify that medical leave , study leave, extra ordinary leave , maternity 

leave, leave without pay,child care leave account are properly maintained 

 

E  Service book/ record of service 

9 Service Books / record of service  Inadequate maintenance of 

books 

 Verify whether Service books are available for all employees 

 Verify whether the Service books of employees are periodically reviewed 
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 Risk of inaccurate calculation of 

the pension  

 Verify whether the service books are complete in all respect 

 

  Verify whether the following entries in Volume II of the Service books have 

been made and  attested  and are accurate : 

 Relaxation, if any of age and/or educational qualifications 

 Declaration in regard to marital status 

 Declaration of hometown and acceptance thereof 

 Nominations in respect of death-cum-retirement gratuity and provident 

fund 

 Details of family 

 Details of any advance of GPF and final withdrawal sanctioned from PF 

and paid  

 Details of foreign service  if any\ 

 Details of period of suspension or interppution 

 Options exercised in respect of service matters pay fixation , increment, 

promotion, leave details 

 Condonation of breaks in service, if any 
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 Orders, if any, in regard to change in birth date 

 Collateral evidence in respect of past service 

 Change in name 

F Salary Computation 

10 Adequacy of controls over Salary 

Disbursement 

 Lack of maker checker control/ 

SOA non compliance before 

salary disbursement 

 Bank Payment voucher 

generated without adequate 

supporting documents 

 

 Verify whether the salary payment report is authorized by the DDO, before 

disbursement by treasury for new entrant 

 Carry out a head wise comparison of current & previous month's salary , 

obtain reasons for change in the salary 

 Verify that payroll report sent by treasury is further confirmed by DDO 

G Job Rotation 

11 Rotation of critical positions  Risk of same Government 

servants holding critical positions 

for years and using it for 

fraudulent purposes 

 High dissatisfaction levels and 

 Verify whether the process of Job rotation exists in the department 

 Obtain a list of Government servants along with their role, designation, 

department name and number of years since when they have been on 

those roles/ departments 

 Verify whether any critical staff has continued in the same position without 
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fatigue rotation for unjustifiable length of time 

H Statutory Deductions 

12 Statutory Deductions and their 

deposits   

 The deductions prescribed by 

the statute are not being 

deducted from the pay of the 

Government Servant 

 Deposit of Incorrect amount of 

statutory payments 

 Statutory deductions are not paid 

on time leading to non 

compliance with the legal 

requirements 

 Verify the correctness of deductions as per the applicable statute 

 Monthly checklist should be maintained for deposit of statutory deductions 

 Verify whether the deductions made are deposited with the governing 

authority within the prescribed time limit 

 Verify the documentation to authenticate whether the wage payment is 

witnessed, stamped and certified by the principal employer, as required by 

Contract labour act 

 obtain the computation CPF contribution 

I Retirement Benefits for Government Servants 

13 Retirement Benefits Refer civil 

services regulation{pension cases} , 

financial handbook volume v (I)and 

relevant rules and regulation) please 

add the pension pointand 

 Incorrect/Unauthorized payment 

of Pension or gratuity on 

retirement 

 Retirement benefits are not 

correctly accounted for in books 

 Verify whether all computations of  pension ,family pension, gratuity, leave 

encashment ,  are approved by component authority and calculations are in 

accordance with applicable laws and regulations 

 Obtain the cases of pending pension/ family pension/ gratuity cases 
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of accounts 

 

 Verify whether the nominations in respect of Death-cum-Retirement 

Gratuity, Government Provident Fund etc. have been made and are 

available in the case of officers due to retire within the next twelve to 

eighteen months 

  

14 Pension 

General 

 The qualifying conditions 

governing the grant of pensions 

may not be fulfilled 

 The amount of pension 

sanctioned or drawn may be 

incorrect 

 

 Verify whether the statement of service, statement of leave and spells of 

Foreign Service, if any, are in accordance with the entries made in the 

service book 

 Verify whether the date of retirement/death mentioned in the pension 

papers and the service book tallies 

 Verify the accuracy and correctness of the calculation of average 

emoluments based on the entries in the service book 

 Verify whether a note about the issue of authorities has been kept in the 

service book 

 Verify whether claims for family pension and gratuity are settled in 

accordance with the nominations provided by the government servant 

 Verify the correctness of the computation of provisional pension and 

gratuity with reference to the qualifying service and other relevant 
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particulars 

 Verify the correctness and accuracy of the determination of pension and 

gratuity admissible with reference to the average emoluments or 

emoluments last drawn, as the case may be 

 Verify whether the amounts of pension and graded relief have been 

correctly rounded off 

 Verify whether the authorization of death gratuity to the beneficiaries in the 

absence of valid nominations is supported by the prescribed legal 

documents 

 Verify whether the apportionment of the charge between the Central and 

State governments has been indicated in the Pension Report 

15 Pension Scheme 

Please make one pension point 

 Inaccurate calculation of pension 

amount 

 Inadequate documentation with 

respect to Pension of employees 

 Verify whether the respective departments have sent the pension 

documents and service book of the employees (who are retiring) to 

accounts and entitlement department within time or not 

 Verify whether all the relevant details are updated in the computer system 

on time 

 Verify whether a unique file number is given to all the files  

16 General Provident Fund  Incorrect and incomplete  Verify whether adequate records are available with respect to  general 
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Sr. No Activity Risk Audit Steps 

(GPF) Retirement Benefits (Refer, 

financial handbook volume v (I)and 

relevant rules and regulation) 

 

maintenance of GPF records 

 Non receipt of signoffs from 

Employees on GPF passbooks 

Provident Fund 

 Verify that GPF ledger and pass book is maintained for all the employees 

and regular reconciliation is done with AG  figures 

 Verify for sample employees, the correctness of entries made in the Pass 

book of GPF as compared to AG slips  

 Verify whether sign-off is obtained from employees on the GPF Passbook 

 Verify if up to date deduction with respect GPF advances (refundable)is 

being done 

 Verify all entries  of advances are posted in respective ledgers and pass 

book 

 Verify non refundable advances are as per prescribed procedures , rules 

and regulation 

 Mention status of recovery excess GPF payment to employees 

17 New Pension Scheme  Non Compliance to the New 

Pension Scheme 

 Obtain a list of new appointments made with effect from 1.10.2005 

 Verify whether the DDO has obtained the following details from the newly 

appointed Government Servants : 

 Name of the Government Servant 
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Sr. No Activity Risk Audit Steps 

 Designation 

 Name of Ministry/Department/Organization 

 Scale of Pay  

 Basic Pay 

 Date of Birth 

 Date of Joining Government Service 

 Nominee for Accumulations under the Pension Account  

 Verify whether an Index Register is being maintained for the purpose of 

allotment of Permanent Pension Account Number (PPAN) to the new 

entrants to Government Service 

 Verify whether the DDO maintains a separate Pay Bill register for those 

who joined after 1.10.2005 and also notes the unique 16 digit PPAN in the 

PBR 

 Check that the Teir-1 contribution of 10% of basic plus dearness allowance 

(DA) starts from the salary of the month following the month in which the 

Government Servant joined service. No recovery should be made for the 

month of joining 

 Check that no deduction of GPF contribution is made for new entrants with 
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Sr. No Activity Risk Audit Steps 

effect from 1.10.2005, since GPF is not applicable on them 

 Verify whether the DDOs prepare a separate schedule in duplicate for 

contribution by government servant  

 Verify whether separate schedules are prepared for government‘s matching 

contribution 

 Check that no withdrawal should have been allowed from Tier-1 

contribution 

 Verify whether the DDO gets the annual account statement showing 

opening balance, details of monthly deductions and government‘s matching 

contributions, interest earned (if any) and the closing balance for onward 

transmission to the individual 

J Provisional Pensions 

18 Provisional Pensions  Potential risk of payment of 

incorrect amounts due pension  

 Drawing of both regular salary 

and undue pension  

 Unauthorized payment  

 Verify whether the amount is drawn on the basis of a pension payment 

order and sanction of the competent authority 

 Verify whether the period for which the pension has been drawn is covered 

by the Pension Payment Order of the competent authority 

 Verify whether the bill is in prescribed proper form 

 Verify whether there are no cases where payments have extended beyond 
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Sr. No Activity Risk Audit Steps 

the period of six months without approval of the competent authority 

 Verify whether no anticipatory or provisional pension is paid after final 

pension has been authorized 

 Verify whether no pay is drawn during the period for which pension is drawn 

 Verify whether the prescribed life certificate is attached when the pension is 

not drawn in person 

 Verify whether the details in the voucher tally with those in the registers 

 Verify whether the payment is recorded in the register and the vouchers 

have been enfaced 

K Separations and Full and Final Settlement 

19 Voluntary retirement scheme  Exit forms not circulated to 

departments such as IT, admin, 

etc.  

 Approvals not sought from 

respective department heads for 

'No Dues' 

 Exit Interviews not conducted, 

efforts not made to retain good 

 Obtain a list of government servants who have resigned during the audit 

period 

 Select an appropriate sample for the resigned employees 

 For the sample government servants, review the separation files to check 

that all exit formalities like No dues clearance (in prescribed format) from all 

the concerned departments, etc. have been complied with 

 Verify that communication is sent to payroll department (in prescribed 
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Sr. No Activity Risk Audit Steps 

performers 

 Details not removed from the 

Master maintained for 

Government Servants 

 Payroll processed for 

Government Servants even after 

their resignation 

format) for discontinuation of salary 

 Check that the records of separated government servants are deleted from 

payroll records 

 Verify the subsequent month‘s payroll for resigned government servants to 

check that payroll has not been processed after their separation from the 

department 

20 Full and Final Settlement  Incorrect calculation of Leave 

Encashment 

 Incorrect calculation of amount 

due / recoverable from a 

government servant upon 

separation 

 Verify that leave balance is approved  by competent authority   

 Verify whether the calculation of Leave Encashment is correct and in line 

with the Policy 

 Verify from the Full & Final settlement records whether all amounts due to 

be recovered from the resigning government servant such as staff advance, 

Notice pay, Loans and advances, deduction for excess leave, TDS etc have 

been recovered  

 Verify that full and final payment is made to the employee within 3 months 

of last working day. Refer Pension Rule 1995 

 Verify that 90% of GPF amount is paid at the time of full and final payment 

and remaining 10% is released after approval from accountant general. 
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Sr. No Activity Risk Audit Steps 

 In case neither notice pay has been paid nor the notice period served by 

the government servant, ask for adequate approvals for waiver of notice 

pay/period 

 Obtain a list of government servant with outstanding full and final settlement 

and enquire about the reasons for long outstanding settlements 

 Verify whether documented/ approved policy exist for waiver of notice 

period  
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8 Audit of centrally sponsored / state sponsored/ externally aided schemes 

 

8.1 Introduction 

Government schemes refer to the plans/policies/program drafted & implemented by the Union/State government directed towards social welfare, 

poverty elimination, employment generation, rural and urban housing, sanitation, health and hygiene, family welfare & hence uplifting the society. 

Since Independence, Government of India & State governments have formulated & implemented numerous schemes. 

 

 Some of the objective of government Schemes: 

 Welfare of common man 

 Improving standard of life 

 Providing employment opportunities to the youth & and the needy 

 Helps eradicate poverty 

 Provides social security to the senior citizens 

 Upliftment of Women, children and reserved categories 

 Ensuring availability of essential commodities 

 Development of Infrastructure & Public Amenities 

 Promotion of  national as well as international trade 

 Subsidies & Promotional schemes encourage industrial growth 
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 Promotes regional development 

 Providing basic amenities to the public at large such as power, water, housing & Communication 

 Promotion of health by way of providing better medical facilities at reasonable rates 

 Help promoting sports & leisure activities 

 

 The state also has a Social Welfare Department which implements welfare schemes for the Scheduled Castes, Scheduled Tribes, 

Backward Classes, Minorities and Persons with Disabilities. It is also responsible for providing support systems for destitute 

women, orphans and children in conflict with law 

Some of the objectives of social welfare department are: 

 Improve the quality of life of the downtrodden and the destitute 

 Provide social security for the old, the infirm and the handicapped  

 Build capacity of the deprived sections of the society to secure better livelihood. Also work for the alleviation of poverty amongst them 

 Protect civil rights of the SCs & STs. 

Some of the Schemes of the Welfare Department are: 

 Schedule caste welfare scheme/programme 

 Schedule tribe welfare scheme/programme 

 Backward Class Welfare scheme 

 Handicapped peple oriented welfare schemes 
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 Social security and welfare scheme 

 Minority People welfare scheme  

Government of Uttarakhand has also  adopted the World Bank assisted Uttarakhand Health Systems Development Project (UKHSDP) to 

streamline and strengthen its Health sector by providing a high quality, responsive, innovative, affordable and accountable health care delivery 

system. 

  



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 211 of 705 

 

 

Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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8.2 Detailed  Audit Checklist  

Sr. No Activity Risk Audit Steps 

A Key issues to be checked in Audit of Government Schemes/ Programs 

1 General Checks  Disbursement of benefits prior to 

scheme approval 

 Disbursement of benefits to persons 

who are not eligible for the scheme 

 Obtain details of both Centrally sponsored schemes and State 

Sponsored schemes 

 Check that there are no duplicate schemes having same objective 

/purpose being run in the department mention the same 

 Obtain details of any schemes which may have been launched in 

the past years but in the current year same may have become 

redundant  

 Verify whether Schemes were undertaken after a detailed survey 

 Verify documentation for cost benefit analysis of the schemes and 

programs 

 Verify whether requisite approvals from the competent authority 

(e.g. Legislature) are available for the launch and running of the 

Programmes/ schemes  

 Verify whether benefit of schemes and programs is given to 

eligible candidates/persons as per terms of schemes  
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Sr. No Activity Risk Audit Steps 

 Verify beneficiary contribution if any is received and recorded as 

per norms 

 Identify, if the benefits of scheme have not been provided to 

ineligible persons. 

 Verify whether all the expenditure/disbursements are done after 

adequate approval 

 Verify whether the grant is being spent as per the Work Plan/ as 

per the Guidelines of Government of India / State Government 

 Verify the mechanism for monitoring of grants received and its 

utilization 

 Verify whether performance assessment is done for utilization of 

grants  

 Verify utilization of funds granted for the implementation of 

schemes, report any underutilization and inadequate utilization as 

per terms of schemes  

 Conduct a detail examination of correctness and completeness of 

the accounts maintained related to scheme/programme  

 Analyze areas of high cost, and potentially high waste / 

inefficiency, which are not otherwise adequately covered in the 
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Sr. No Activity Risk Audit Steps 

financial systems audit 

 Verify  whether in designing the programme/activity, the 

department conducted a technical and financial analysis of 

alternative approaches, and then selected the best preferred 

option with the consent of adequate authority 

2 Work Plan for execution of Programme/ 

Schemes 

 Non compliance of scheme execution 

terms   

 Verify the Annual Work Plans of Departments and check that all 

activities/ programmes specify the tasks required to execute the 

activity as per terms of schemes  

 Verify whether all elements of procurement in the Annual Work 

Plan, are included in the Procurement Plan 

 Verify whether all relevant costs in the Annual Work Plan and in 

the Procurement Plan, are captured in the Cash Flow Projection 

 Verify whether the programme framework provides clear 

accountability relationships 

3 Objectives of Programme/ Schemes  Ambiguous objectives for scheme 

formulation 

 Verify whether the specific targets prescribed by the Government 

for accomplishment of the programme objectives have been met 

within the scheduled timeframe 

 Verify whether appropriate parameters are defined in the 
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Sr. No Activity Risk Audit Steps 

schemes to measure the achievement of objectives 

4 Costing of Programmes/Schemes  Incorrectness of inputs used in the 

preparation of the costing sheet 

 Verify whether approved procedure has been applied in costing 

the activities/programmes while preparing annual plan for the 

scheme 

 Verify whether all the inputs in the costing sheet/prescribed 

details are linked to objectives of schemes 

 Verify whether the input unit costs are reasonable and in line with 

market rates 

 Verify whether the working papers are retained which show the 

detailed breakdown of the costing for each activity  

 Verify whether the costing reflects the unit cost per output  

 Verify whether the Work plans, and their costing have been 

reviewed and formally approved by head of departments (HODs) 

and the respective technical committees 

 Verify whether the ―unit cost‖ per output is reviewed and 

benchmarked with defined parameters or similar running schemes 

in other states or other suitable methods, and any high variances 

should be reported as observation, if any  
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Sr. No Activity Risk Audit Steps 

 Reconcile the overall cost budget, and the output unit costs i.e. 

budgeted vs. actual analysis and report any high variance as 

observation 

5 Implementation of scheme/ programme  Ineffective Implementation of 

Programme 

 Lack of clarity with the officials 

responsible for carrying out the 

Scheme 

 Lack of adequate training to 

implement the scheme/ program 

successfully 

 Verify whether the Implementation of all the schemes/programme 

under audit review was done on timely  basis  

 In case conditions are attached to the grant, then whatever be the 

nature of the condition, the following should be checked: 

 Obtain a certificate confirming the proper utilization of the 

grant from administrative, technical and financial points of 

view 

 Obtain a certificate to the effect that the grants have been 

utilized on the objects for which they were sanctioned and in 

accordance with the conditions attached to them. Normally 

the certificates should be based on audited statements of 

accounts and reports regarding the performance or 

achievements of the grantee in relation to the objects and 

conditions of the grants. Furnish details of the deviations 

from or breaches of these conditions 

 Verify the following in case of grants made for a specified object: 
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Sr. No Activity Risk Audit Steps 

 In case the Sanctioning Authority has not prescribed any 

time frame for the utilization of grant, the grant will be spent 

upon the specified object within a reasonable time, normally 

a period of one year from the date of issue of sanction 

 In case, any portion of the grant is not ultimately required for 

expenditure upon the specified objective, the same should 

be surrendered. 

 Verify whether training has been imparted to perform tasks 

related to programme/ scheme  

6 Utilization certificates  Risk of non utilization of the funds for 

the implementation of the scheme 

 Verify that in case the State Government incurs expenditure 

through local bodies or private institutions, the State Government 

should furnish the necessary Utilization Certificates 

 Verify that there is no tendency on the part of the Government to 

continue disbursing fresh grants to a grantee when substantial 

amounts out of the earlier grants remain unutilized 

 Verify whether an adequate machinery is available with the 

executive authorities to maintain a constant watch over the 

progress of expenditure from the grant, the continued solvency of 

the grantee and the safety of the funds provided 
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Sr. No Activity Risk Audit Steps 

 Verify whether the intended development schemes are being 

implemented economically and efficiently and producing the 

results expected from them 

 Verify the extent to which the agency or authority being audited is 

adequately discharging its financial responsibilities in relation to 

the schemes being implemented 

 Verify whether there are instances of overpayment, loss, 

extravagance, avoidable excess or infructuous expenditure 

attributable to improper planning, incorrect sequencing of 

activities, delays in completion etc. 

7 Programme Evaluation (efficiency and 

economy) 

 Non achievement of the intended 

objectives 

 Failure of schemes/ programs 

 Inadequacy of Budget 

 Actual spending exceeding the budget 

 Money  stated to  have been utilized 

on a  programme  might  not  be used  

entirely on the programme 

 Verify whether adequate evaluation of the schemes/ programmes 

being run is carried out in terms of achievement of scheme 

objectives.  Verify evaluation report for the same  

 Verify the compliance of scheme by comparing outcomes or 

impacts with the goals set in the policy or programme objectives 

 Verify the output and relevant independent evidence, to establish 

the following:  

 Whether Quality and volume are in accordance with technical 

specifications, 
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Sr. No Activity Risk Audit Steps 

 Non Execution of a 

Programme/Scheme in accordance 

with the planned timeline 

 Welfare programmes not meeting the 

Intended user‘s needs 

 Inequality in disbursement of benefits 

to the intended users 

 Lack of transparency in the 

programme management process 

 Whether the output has met its objective as expected, 

 Whether the output is appreciated by the user / beneficiary 

 Whether the output is sustainable / long lasting 

 Verify whether the Financial and physical performance reports are 

interlinked to evaluate an appreciation of the cost against the 

estimated cost as well as value for money 

 Verify whether the outcome of the Programme meets the 

identified needs of public for whose welfare it was launched 

 Verify whether the Government has conducted surveys from its 

end users  to identify  end users -expectations and satisfaction 

 Verify whether outputs/services are made available to intended 

groups without discrimination 

 Verify whether everyone has access to the benefits due to them 

 Additional evaluation should be carried out with respect to: 

 Process Evaluation: Verify the extent to which a programme 

is operating as intended in scheme 

 Outcome Evaluation: Verify the extent to which a programme 

achieves its outcome oriented objectives 
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Sr. No Activity Risk Audit Steps 

 Impact Evaluation: Mention the details of impact that the 

Programme has brought on the society and genral welfare of 

the public 

 Cost benefit and Cost effectiveness evaluation: Verify and 

compare a programme‘s outputs or outcomes with the costs 

(resources expended) to produce them 

 Carry out an analysis to work out a relationship between costs, 

inputs and outputs 

 Verify whether there were any delays in release of funds for 

Implementation of the Schemes 

 Verify whether the stated programme objectives have been met 

within set cost and timeframe. If not, note the degree of ―time 

slippage‖ – expressed in weeks, and as actual cost a percentage 

of the budgeted 

 Verify whether there were any cases, wherein new schemes were 

initiated without completing the existing Schemes of similar nature 

 Verify through Physical Verification whether the schemes claimed 

to have been 100% complete are in fact complete 

 Obtain the monitoring/performance reports and verify whether 
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Sr. No Activity Risk Audit Steps 

they are accurate and free from material misstatements 

 From Programme/Activity financial reports compare the detailed 

breakdown of actual expenditure with budgeted expenditure to 

ascertain 

 Whether the actual expenditure [ the amounts and the 

nature] falls within the budget 

 Whether the actual expenditure correlates closely with the 

―stage of completion‖ 

 Verify whether the Compliance to applicable laws and regulations 

has been taken care of while executing Programme/Scheme 

 Verify whether the public servants are trained to optimize the 

outputs and subsequent outcomes of the programme for the 

beneficiaries 

8 Evaluation of finances  Huge Variations in expenditure and 

the other figures as compared to past 

figures 

 Verify whether evaluation of performance against agreed targets 

have been done or not after implementation of scheme. Refer 

Annexure for Format of Evaluation of performance at end of 

scheme 

 Verify that scores achieved by department in final evaluation are 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 222 of 705 

 

 

Sr. No Activity Risk Audit Steps 

approved by competent authority 

 Determine the following ratios and statistics per department and 

Investigate and provide comments wherever the ratio falls 

significantly short of the stipulated Benchmarks of schemes, 

and/or shows major variations from the prior year(s) 

 Recurring expenditure to Total expenditure, 

 Wage to Non Wage expenditure 

 Percentage of Established Posts which are vacant, 

differentiating between Key & Non Key Posts 

 Ratio of Technical/Service Delivery Staff, to Administrative 

and Support Staff 

 Total Expenditure budget per employee 

 Total Expenditure budget per Citizen 

 Total Local Revenue per employee 

 Total Local Revenue per 1000 of Population 

9 Scheme wise Payment register  Lack of documentation can lead to 

unaccounted amount 

 Verify whether a scheme wise payment register is maintained by 

the department. If not, report it as an observation 
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Sr. No Activity Risk Audit Steps 

 Verify whether all the payments allotted from the budget are 

updated in the payment register 

 Verify whether payment register is reviewed and approved by 

competent authority on a regular interval 

 Verify whether Payment register is complete in all respects like: 

 Date of payment  

 Name of the department/institution/firm to whom payment is 

disbursed 

 Amount of payment 

 Purpose of payment 

 Acknowledgement by receiver 

 Verify whether financial position of the various grants should 

depict the amount collected and amount spent by the institution 

during the period covered under audit 

 Obtain reasons for deviations and report it as an observation 

10 Maintenance of other important records   Non availability of adequate records in 

the department with respect to the 

 Verify whether details of all material received for fulfillment of the 

scheme‘s objectives are available 
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Sr. No Activity Risk Audit Steps 

scheme  Verify whether complete records of material issued (quantity, date 

of issue, name of person issuing and the person to whom it is 

issued) for implementation of the scheme‘s objectives are 

maintained 

 Verify whether complete details of balance material in hand are 

available at all times for review 

 Verify whether a scheme wise asset register is available 

containing the following important details: 

 Names of assets created under the scheme such as 

buildings, schools, roads etc. 

 Date of creation/ completion/ purchase of asset  

 Details of Work in progress  

 Details of percentage completion status in case of Work in 

Progress 
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8.3 Grants in Aid 

Sr. No Activity Risk Audit Steps 

1 Grant in Aid Register 

Financial handbook volume V 

part I(para369E) 

 Inadequate use of grants 

 Lack of documentation can lead to 

defalcation and losses 

 Verify whether a scheme wise grant register is maintained by the 

department 

  Verify whether all the grants received are updated in the grant register 

  Verify whether all the payments made out of the grants are updated in 

the payment register 

 Verify whether receipt/ payment register is reviewed and approved by 

competent authority on a regular interval 

  

  

 Verify whether grant register is complete in all respects like: 

 Serial No. 

 Number and date of sanction of grant 

 Purpose of grant 

 Conditions, if any attached to the grant 

 Amount sanctioned 
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Sr. No Activity Risk Audit Steps 

 Date of receipt of bills from the grantee and its amount 

 Whether conditions attached to the grant have been accepted by 

the grantee without reservation 

 Due date of submission of statement vide paragraph 369E of the 

Financial Handbook, Volume, Part-I 

 Due date of submission of the utilization certificate 

 Dated initials of the countersigning authority 

 Obtain reasons for deviations and report it as an observation 

 Date by which statements of accounts, etc. are actually received. 

(In case there has been delay in the receipt of these statements, 

the reasons therefor as well as efforts made by the sanctioning 

authority/ countersigning authority to expedite submission of such 

statements should be clearly indicated) 

 Verify whether the conditions attached to the grant are satisfied, 

and, if not, what steps have been taken to get the grant refunded 

to Government 

 Date of submission of utilization certificate to the audit (In case 

there has been delay in submission of utilization certificate to 
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Sr. No Activity Risk Audit Steps 

Audit, the reason therefor may be clearly indicated 

 Unspent balance, if any (indicate whether the unspent balance has 

been surrendered by the grantee institution) 

 Verify that in case the Grant-in-aid register is to be counter signed by 

the sanctioning authority, then it should even be maintained by the 

sanctioning authority. In case an authority other than the Sanctioning 

authority is authorized to counter sign the bill, the register should be 

maintained by the countersigning authority 

 Verify whether the register is put up once every month to an officer not 

below the rank of a Deputy Secretary concerned in the department of 

Government or the Head of Department concerned.  

 Verify whether any case of delay in receipt of statements of accounts 

etc. from the grantee or the submission of utilization certificate is 

specifically brought to his notice.  

 Verify whether the Accountant General is informed of the reasons for 

delay 

 Verify whether all sanctions relating to the grants and the 

corresponding utilization certificates are checked with reference to gthe 

Register of Grants-in-Aid 
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Sr. No Activity Risk Audit Steps 

 Verify whether the Grants-in-Aid vouchers are checked with reference 

to the Register of Grants-in-Aid against the relevant sanctions recorded 

in the register 

2 sanction of grants  In appropriate sanction of grants 

 defalcation and losses 

 Verify whether each item of expenditure is covered by the sanction of 

the authority competent to sanction it  

 Verify whether the sanction is definite and thus needs no reference 

either to the sanctioning authority itself or to any higher authority 

 Verify whether the expenditure confirms to the provisions of the 

sanctions 

 Verify whether the sanction confirms to the pattern of assistance or 

rules governing such grants-in-aid as approved by the Finance Ministry  

 Verify whether the suitability of the Institution seeking the grant has 

been assessed by the sanctioning authority  

 Verify that no grants should be sanctioned whether there is reasonable 

doubt or suggestion of corrupt practices unless the institution 

concerned has been cleared of the allegations  

 Verify whether every order sanctioning a grant indicates whether it is 

recurring or non recurring in nature and the object for which it is given 

and clearly specifies the general and special conditions, if any attached 
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Sr. No Activity Risk Audit Steps 

to the grant 

 Verify whether a provision to the effect that the accounts of the grantee 

institutions shall be open to inspection by the sanctioning authority/ 

Audit whenever considered necessary by them is incorporated in all 

orders sanctioning grant-in-aid 

 Verify that in case grants are made to educational institutions, which 

attain special standards in respect of number of scholars, methods of 

instructions etc. , whether the expressed or implied certificate of the 

sanctioning authority that the prescribed conditions have been fulfilled, 

has been obtained  

 Verify that before a grant is paid, whether the sanctioning authorities 

obtained audited statements of the accounts of the grantee institutions 

in order to establish that the grant is justified by their financial position 

and also to ensure that any previous grant was spent for the purpose 

for which it was intended 

 Verify that except in special circumstances, grants are not paid in 

excess of actual requirements of the grantee for the financial year  and 

that any general or special orders for releasing a particular grant in 

installments are complied with 

 Verify whether every order sanctioning a grant indicates whether it is 
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Sr. No Activity Risk Audit Steps 

recurring or non-recurring in nature and specifies clearly the objects for 

which it is given and the conditions, if any attached to the grant 

 Verify that in case of non- recurring grants for specified objects, the 

order shall also specify the time limit within which the grant or each 

installment is to be spent 

 Verify that in case of recurring grants-in-aid made to an Institution, 

whether the Institution continues to function as intended and that the 

circumstances in recognition of which the grant was sanctioned still 

continues to exist 

3 Payments of Grants-in aid and 

Contributions 

 Unauthorized payments Grants – in – aid and contributions may be paid by cheque in cash, by 

transfer credit voucher or through a bill counter signed by the sanctioning 

authority  

 Verify whether all such bills are prepared and vouched for by the 

grantees and presented to the countersigning authority 

 Verify whether the order sanctioning the payment is quoted on the bill 

in each case and grantee‘s copy of the Government order sanctioning 

the grant should also be attached to the bill 

 Verify whether in every case an officer not below the rank of a drawing 

and disbursing officer is invariably nominated for disbursing the amount 
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Sr. No Activity Risk Audit Steps 

or countersigning the bill. 

 Verify whether the Treasury Officer refuses payment of all those bills 

which do not bear the counter signature of the  component authority  

 Verify whether the Grants in aid to local bodies, religious charitable or 

educational institutions, educational scholarships etc. contributions to 

public exhibitions and fairs and compensation to Government servants 

for accidental losses etc. are disbursed at the treasury on the basis of 

sanction accorded by the Competent authority  
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8.4 Social Welfare Schemes 

Sr. No Activity Risk Audit Steps 

1 General Checks  

(applicable on all schemes) 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify whether there are any instances of excess funds being from the 

Treasury/received from the Government of India  and remaining 

unutilized at the end of the year 

 Also, verify whether such unutilized amount has been refunded within 

reasonable time 

 Verify whether the Cashier has maintained a Cheque receipt register 

indicating the date of deposit of cheques into banks and the date of 

Credit by Banks 

 verify whether any computerized programmes have been introduced to 

streamline the system 

 Verify whether the assets procured for the implementation of scheme 

have been shown in the books of accounts and have also been 

physically verified periodically 

 Verify whether utilization certificates are obtained from the executing 

agencies for the funds released under various schemes 

 Verify whether the funds have been utilized as per the respective 

scheme guidelines 
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 Verify whether the interest earned on grants received for a particular 

scheme is refunded to treasury in a reasonable time 

 Verify whether any action is taken on the dead stock inventory of any 

particular scheme within a reasonable time 

 Verify whether a list /master data of all beneficiaries is maintained 

 Check the process of disbursal of funds to the beneficiaries, whether it 

is being credited directly to the beneficiaries account or is it being sent 

by money order or any other mode. 

 Check the gap between the time of receipt of funds and the time of 

disbursal of funds to the beneficiaries 

A National Social Assistance Program 

2 Old Age Pension Scheme 

 

 

 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether details with respect to yearly addition/ deletion of 

beneficiaries from the scheme are available 

 Verify whether the list of all eligible candidates under village zone has 

been approved by the village panchayat 

 Verify whether the list of all eligible candidates under the urban zone 
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has been approved by the competent authority 

 Verify whether all pensioners are given an identification number to 

avoid double payment 

 Verify whether details of cheques returned due to deaths/ non 

traceability of Beneficiaries are available and are recorded in Grant 

register Part II 

 Verify whether all eligible candidates fulfill the following conditions 

 All beneficiaries of the scheme have attained the age of 60  years 

 Any son of the beneficiary is BPL  

 Monthly income is not higher than the prescribed amount 

 Verify whether the following documents are submitted by the 

candidates  

 Income statement certificate from competent authorities 

 Ration Card (Identity proof with age ) 

 Copy of approval by gram panchayat 

3 Widow scheme (Daughter‘s 

marriage ) 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 
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 Inadequate implementation of scheme  Verify whether the prescribed amount is being paid to the beneficiary 

under the scheme 

 Verify whether the following conditions are fulfilled 

 Beneficiary‘s monthly income is not more than the prescribed 

amount 

 The beneficiary is registered under widow pension scheme in the 

appropriate zila 

 Verify whether the following documents are submitted by the 

beneficiary 

 Caste certificate approved by the competent authority 

 Ration Card 

 Marriage card and certificate of the beneficiary 

4 Women Welfare schemes-

Widow Pension 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the beneficiary is in BPL category 

 The women‘s age is not less than 18 years or greater than 60 years 

 Verify whether the following documents are submitted 
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 Income certificate 

 Ration card 

 Copy of approval from the competent authority 

5 Women Welfare schemes-

Contribution towards remarriage 

of a Widow  

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the widow‘s age is not less than 18 years or greater 

than 35 years 

 Verify whether the beneficiary is rendered the prescribed amount 

 Verify whether the following documents are submitted 

 Income Statement 

 Authorized/signed copy of certificate stating that the person 

marrying the widow is not already married 

 Marriage certificate 

6 Handicap Welfare  Scheme-

Handicap pension 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the following conditions are fulfilled  
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 Beneficiary‘s age is not less than 18 years 

 Disability is more than 40% 

 Monthly income of beneficiary‘s parents/caretaker is within the 

prescribed limit 

 Verify whether the following  documents are submitted 

 Income statement approved/signed by the competent authority 

 Authorized copy of handicap certificate 

 Ration Card 

 Copy of Gram Panchayat approval 

7 Handicap Welfare  Scheme-

Physical disability 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is rendered to the beneficiary 

 Verify whether the following conditions are fulfilled  

 Monthly income of beneficiary‘s parents/caretaker is within the 

prescribed limit 

 Approved/signed copy from the hospital stating the disability and 

need 
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 Verify whether the following  documents are submitted 

 Income statement approved/signed by the competent authority 

 Authorized copy of handicap/ disability certificate 

 Ration Card 

 Approved/signed copy from the hospital stating the disability and 

need 

8 Handicap Welfare  -Shop 

scheme 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether prescribed amount is rendered to the beneficiary 

 Verify whether the beneficiary has a self owned property 

 Verify whether the following  documents are submitted 

 Income statement approved/signed by the competent authority 

 Authorized copy of handicap/ disability certificate 

 Primary residence certificate 

9 Student Scholarship for 

schedule caste and schedule 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 
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tribe  Inadequate implementation of scheme  Verify whether the prescribed amount is being paid under each of the 

following categories 

 Class 1 to Class 5 

 Class 6 to Class 8 

 Class 9 and Class 10 

 Verify whether the prescribed amount is being paid as per the 

amounts specified for government and non-government schools 

 Verify whether the scholarships are granted only to students fulfilling 

the minimum criteria laid down under the scheme, i.e. to the Eligible 

candidates 

 Verify whether there is adequate monitoring in place of the time taken 

in depositing the cheques of scholarships and refunds received from 

schools 

 Verify whether parents yearly income is not more than the prescribed 

amount under the schedule caste and schedule tribe respectively 

 Verify whether there are any cases of scholarships not being 

restricted to two students of a parent leading to excess release of 

scholarships 
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10 Backward class student 

scholarship 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is rendered under each of the 

following categories 

 Class 3 to Class 5 

 Class 6 to Class 8 

 Class 9 and Class 10 

 Verify whether beneficiary‘s parents annual income is not greater than 

the prescribed amount undser the backward class 

11 Contribution towards  marriage 

of girls under Schedule Caste  

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount under the scheme is rendered to 

the beneficiary 

 Verify whether the following conditions are fulfilled  

  Monthly income of the beneficiary is not higher than the 

prescribed amount 

 The beneficiary belongs to schedule caste 
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 Verify whether  the following documents are submitted by the 

beneficiary 

 Caste and Income statements approved by the competent 

authority 

 Ration card of both families(girl and boy) 

 Marriage certificate approved by the cometent authority 

12 Schedule Caste Disease 

Contribution 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the beneficiary is being paid the prescribed amount 

 Verify whether the following conditions are fulfilled 

 Beneficiary‘s monthly salary is less than the prescribed amount 

 Beneficiary belongs to schedule caste 

 Verify whether the following documents are submitted by the 

beneficiary 

 Caste and Income statements approved by the competent 

authority 

 Ration card 
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 Application approved by the hospital 

13 Student Examination Coaching 

(IAS/PCS for SC/ST/OBC 

Minorities) 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the student belongs to schedule caste and is a student 

of class 10
th
 to 12

th
  

 Verify whether the benefits of the scheme are passed on the eligible 

candidates only 

 Verify whether the scheme benefits have been achieved since its 

launch 

 Obtain the report detailing the achievements of the scheme, if any 

14 Backward class welfare scheme-

Secondary  school student 

scholarship 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is rendered to the beneficiary as 

per the following categories 

 Class 1 to Class 5 

 Class 6 to Class 8 

 Class 9 to Class 10 
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 Verify whether the beneficiaries parents monthly income is not more 

than the prescribed limit for rural and urban area respectively 

15 Backward class welfare scheme-

Higher education  student 

scholarship 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the beneficiary‘s parents annual income is within the 

prescribed limit 

 Verify whether the student receives scholarship as per the prescribed 

slab under the scheme under the following categories 

 Day scholar/Hostel  

 Class/education coarse 

16 Backward class welfare scheme-

Merit-cum-Means Student 

Scholarship 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the beneficiary has attained 50% marks in higher 

secondary education/graduate studies 

 Verify whether the annual income of the beneficiary‘s 

parents/caretaker is within the prescribed limit 

 Verify whether the student receives scholarship as per the prescribed 
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slab under the scheme under the following categories 

 Day scholar/Hostel  

 Class/education coarse 

17 Other Minorities Schemes  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the following scheme have been 

met: 

 Grants-in-aid to Madarasas for Modernisation of Madarasas 

 Grant-in-aid for Arabic Madarasas 

 Haz Committee and Minorities Commission Grant-in-aid 

 Muslim Education Mission Grant 

 Verify the following for the above mentioned Minorities Schemes 

 Whether the benefits of the schemes are being provided to the 

eligible candidates only 

 Whether the objectives of the scheme have been met, obtain 

report if any, detailing the achievements made by the scheme 

since its launch 

 Whether the details of grant received and the channels in which it 
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is spent is available for review 

B Finance and Development Schemes 

18 Finance and development 

schemes-employment 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the beneficiary is being paid the loan amount under 

each category of schedule caste for agriculture/other business as per 

the scheme 

 Verify whether the annual income of the beneficiary is not greater 

than the prescribed limit under the category of schedule caste 

 Verify whether the liable interest rate on the amount is as per the 

scheme 

 Verify whether the following documents are submitted 

 Caste certificate 

 Income statement 

 Copy approval from the gram panchayat/competent authority 

19 Finance and development 

schemes -City shop construction 

 Ineligible  beneficiary of the scheme  Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 
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 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify whether the beneficiary is unemployed 

 Verify whether the candidate is rendered the prescribed loan amount 

as per the scheme 

 Verify whether the loan is returned back in installments as per the 

scheme 

20 Finance and development 

schemes –Life Insurance 

Scheme 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the following conditions are fulfilled 

 The eldest person of the family belong to BPL category and his 

age is between 18 years to 59 years 

 Verify whether the insurance amount is rendered as per the 

scheme under the respective categories of accident or other 

 Verify whether children (maximum of two) in class 9 to class 12 

are rendered the monthly prescribed amount as per the scheme 

21 Finance and development 

schemes –National Backward 

class development nigam 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed loan amount is being paid to the 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 247 of 705 

 

 

Sr. No Activity Risk Audit Steps 

beneficiary 

 Verify whether the candidate belongs to the backward class with the 

annual family  income in the prescribed limit as per the scheme 

22 Finance and development 

schemes –National Schedule 

caste  

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed loan amount is being paid to the 

beneficiary 

 Verify whether the candidate belongs to the backward class with the 

annual family  income in the prescribed limit as per the scheme 

C Other Schemes 

23 Gauri Devi Kanyadan Yojna  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is being paid to the beneficiary 

under the scheme 

 Verify whether adequate records showing stages of progess against 

each application was maintained to ensure transparency in 

implementation of scheme or was acknowledgement of receipt of 

NSCs by beneficiaries witnessed by Gram Pradhan/ Gram Panchayat 
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Adhikari 

 Verify whether the following conditions are fulfilled 

 Family is lies in BPL(Below Poverty Line) category 

 Scheme is applicable to a maximum of two daughters in the 

family 

24 Atal Awaas Yojna  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is being paid to the beneficiary 

as under hills and plane areas respectively 

 Verify whether the following conditions are fulfilled 

 The beneficiary belongs to schedule caste/tribe 

 The candidate is not a beneficiary under any of the state housing  

schemes such as   

 Indira Awaas Yojna 

 Dindayal Upadhaye Awaas Yojna 

 Credit cum Subsidy Awaasn Yojna 

 Self owned land certificate signed by the competent authority 
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 Certificate stating that the beneficiary does not have a house to 

stay and signed by the competent authority 

 Annual income certificate signed by the competent authority and 

stating the income to be under the prescribed limit, check if the 

name appears in the BPL list 

25 Inter-caste/Inter-religion 

marriage  

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the scheme have been met 

 Verify whether the prescribed amount is being paid to the couple under 

the scheme 

 Verify whether a yearly master list is prepared of the beneficiaries 

under the scheme 

 Verify whether both candidates belong to different caste/religion 

 Verify whether the following documents are submitted by the 

beneficiary 

 Caste/Religion Certificate(Both boy and girl) 

 Marriage certificate 

D Miscellaneous Schemes 
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26 Khadi and Village Industries 

Commission ( KVIC) 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify whether following objectives of KVIC are met 

 To boost cottage industries of Uttarkhand, focusing on Khadi 

 Tie up with government agencies and NGOs for product 

development and packaging programmes 

 Focus on indigenous items like bedsheets, bedcovers, etc. 

 Launch training programmes for skill building and competency 

 Register the commission in district areas to reach out to remote 

population 

 Promote entrepreneurship and self-employment even in remote 

areas 
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1 General Checks (applicable on all 

schemes) 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Fraudulent payment and losses 

 Verify whether there are any instances of excess funds being 

received and remaining unutilized at the end of the year 

 Also, verify whether such unutilized amount has been refunded 

within reasonable time 

 Verify whether the Cashier has maintained a Cheque receipt 

register indicating the date of deposit of cheques into banks and 

the date of Credit by Banks 

 Verify whether a list /master data of all beneficiaries is maintained 

 Check the process of disbursal of funds to the beneficiaries, 

whether it is being credited directly to the beneficiaries account or 

is it being sent by money order or any other mode. 

 Check the gap between the time of receipt of funds and the time 

of disbursal of funds to the beneficiaries 

 Verify whether there is a system in place to ensure proper 

accounting of the funds disbursed directly by the Government of 

India for funding the Flag Ship schemes. Also verify whether the 

updated information is validated by the State Government as well 
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as the Accountant General 

2 National Rural Health Mission 

(NRHM)\ 

Government of India guidelines 

 Non compliance with policies of state/ central 

government 

 Delay in implementing schemes and programs 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 

been met 

 Find out whether any efforts have been made by the Health 

Department for promoting healthy life styles, reduction in 

consumption of tobacco and alcohol etc. 

 Verify whether the inter-sectoral District Health Plan has been 

prepared and Implemented by the District Health Mission, 

including drinking water, sanitation & hygiene  

 Verify whether mobile medical vans has been provided at District 

level for improved Outreach services 

 Verify whether Health Plans (Reproductive Child Health Plan, 

Child Immunization Plan) have been formulated for each village, 

town   

 Verify whether every village/large habitat has a female Accredited 

Social Health Activist (Asha) to act as an interface between the 

community & the Public Health System 

 Verify whether all the essential drugs are supplied to the ASHA‘s/ 
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Health Centers/ Sub Centers/ Primary Health Centers/ 

Community Health Centers etc. 

 Verify whether the Drug kits provided to ASHA‘s/ Health Centers/ 

Sub Centers/ Primary Health Centers/ Community Health Centers 

etc. are timely replenished 

 Verify whether the Community Health Centers envisaged to be 

operational during the year have commenced Operations  

 Verify whether any new initiatives have been launched for control 

of non-communicable diseases 

 Verify whether National Disease Control Programmes for Malaria, 

TB, Kala Azar, Filaria, Blindness & Iodine Deficiency have been 

launched and have the funds allotted for these programmes have 

been adequately utilized or not 

 Verify whether an impact assessment of the various health 

programs has been carried out or not 

 Verify below mentioned points for Maternal Health Programme: 

 Verify whether a Maternal Health Plan is available for all the 

villages and towns 

 Obtain the records of total number of expectant mothers in 
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the state and  total number of expectant mothers suffering 

from anemia and other weaknesses/ diseases 

 Compare these statistics with the available stock of Iron, Folic 

Acid, Calcium and other important medicines to check whether 

the stock of medicines is enough taking into consideration the 

requirement 

 Verify whether stock of Tetanus toxoid vaccine is available taking 

into consideration the requirement for expectant mothers 

3 Sarva Shiksha Abhiyan 

Government of India guidelines 

 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 

been met 

 To open new schools in those habitations which do not have 

schooling facilities  

 Strengthen existing school infrastructure through provision of 

additional class rooms, toilets, drinking water, maintenance 

grant and school improvement grants 

 Existing schools with inadequate teacher strength to be 

provided with additional teachers 

 Capacity of existing teachers to be strengthened by 
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extensive training 

 Developing teaching-learning materials and strengthening of 

the academic support structure at a cluster, block and district 

level 

 Seeks to provide quality elementary education including life 

skills,  

 Special Focus on Girl‘s education and children with special 

needs 

 To provide Computer Education to bridge the Digital divide  

4 National Bamboo Mission  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 

been met 

 To promote the growth of the bamboo sector through as an 

area based regionally differentiated strategy 

 To increase the coverage of area under bamboo in potential 

areas, with improved varieties to enhance yields 

 To promote marketing of bamboo and bamboo based 

handicrafts 
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 To establish convergence and synergy among stake-holders 

for the development of bamboo 

 To promote, develop and disseminate technologies through a 

seamless blend of traditional wisdom and modern scientific 

knowledge 

 To generate employment opportunities for skilled and 

unskilled persons, especially unemployed youths 

5 National Afforestation Scheme  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 

been met: 

 Evolve mechanisms for ecological restoration of degraded 

forest areas and adjoining lands through systematic planning 

and implementation, in a cost effective manner;  

 Restore through natural regeneration or appropriate 

intervention the forest cover in the country for ecological 

security and to meet the fuelwood, fodder and other needs of 

the rural communities;  

 Restore fuelwood, fodder, timber and other forest produce on 

the degraded forest and adjoining lands in order to meet the 
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demands for these items;  

 Sponsor research and extension of research findings to 

disseminate new and proper technologies for the 

regeneration and development of degraded forest areas and 

adjoining lands;  

 Create general awareness and help foster people's 

movement for promoting afforestation and eco-development 

with the assistance of voluntary agencies, non-government 

organisations, Panchayati Raj institutions and others and 

promote participatory and sustainable management of 

degraded forest areas and adjoining lands;  

 Coordinate and monitor the Action Plans for afforestation, 

tree planting, ecological restoration and eco-

development;and  

 Undertake all other measures necessary for promoting 

afforestation, tree planting, ecological restoration and eco-

development activities in the country 

6 Integrated Water Shed 

Management Programme 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 
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 Inadequate implementation of scheme been met: 

 Assist Gram Panchayat / Gram Sabha in constitution of the 

Watershed Committee and their functioning. 

 Organizing and nurturing User Groups and Self-Help Groups 

 Mobilising women to ensure that the perspectives and 

interests of women are adequately reflected in the watershed 

action plan 

 Conducting the participatory base-line surveys, training and 

capacity building 

 Preparing detailed resource development plans including 

water and soil conservation or reclamation etc. to promote 

sustainable livelihoods at household level 

 Common property resource management and equitable 

sharing 

 Preparing Detailed Project Report (DPR) for the 

consideration of Gram Sabha 

 Undertake engineering surveys, prepare engineering 

drawings and cost estimates for any structures to be built. 
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 Monitoring, checking, assessing, undertaking physical 

verification and measurements of the work done. 

 Facilitating the development of livelihood opportunities for the 

landless. 

 Maintaining project accounts. 

 Arranging physical, financial and social audit of the work 

undertaken. 

 Setting up suitable arrangements for post-project operation, 

maintenance and future development of the assets created 

during the project period 

7 Accelerated Rural Water Supply 

Programme 

 Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 

been met 

 Control on over-extraction of groundwater  

 More funds for repairs and rehabilitation  

 Increasing people‘s participation  

 Reserve 20% funds for states promoting sector reforms  
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 Water to be treated as a socio-economic good  

 Stronger links with watershed development programmes  

8 E-Governance  Ineligible  beneficiary of the scheme 

 Non achievement of scheme objectives 

 Inadequate implementation of scheme 

 Verify by obtaining relevant records, the extent to which progress 

has been made on the following elements of ―E-Governance‖ 

Programme: 

 Common Support Infrastructure: Setting up of common 

and support IT infrastructure such as: State Wide Area 

Networks (SWANs), State Data Centres (SDCs), Common 

Services (CSCs) and Electronic Service Delivery Gateways 

 Governance: Evolving/laying down standards and policy 

guidelines, providing technical support, undertaking capacity 

building, R&D, etc. 

 Centralized Initiative, Decentralized Implementation: 

Aims at identifying successful projects and replicating them 

with required customisation wherever needed 

 Public-Private Partnerships (PPP): To be adopted 

wherever feasible to enlarge the resource pool without 

compromising on the security aspects 

 Integrative Elements: Adoption of unique identification 
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codes for citizens, businesses and property is to be 

promoted to facilitate integration and avoid ambiguity 

 Programme Approach at the National and State levels: 

Considering the multiplicity of agencies involved and the 

need for overall aggregation and integration at the national 

level, this programme is to be implemented with well defined 

roles and responsibilities of each agency involved. For 

facilitating this, appropriate programme management 

structures would be put in place 

 Facilitatory role of DIT: Department of Information 

Technology would be the facilitator and catalyst for the 

implementation of this programme and would also provide 

technical assistance.  

 Ownership of Ministries: For major projects like Bharat 

Nirman, Rural Employment Guarantee Schemes etc., the line 

ministries concerned are advised to make use of e-

Governance as also automation techniques from the 

inception stage 

9 Integrated Child Development  Ineligible  beneficiary of the scheme  Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the following objectives of the scheme have 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 262 of 705 

 

 

Sr. No Activity Risk Audit Steps 

Scheme  Non achievement of scheme objectives 

 Inadequate implementation of scheme 

been met 

 to improve the nutritional and health status of children in the 

age-group 0-6 years;  

 to lay the foundation for proper psychological, physical and 

social development of the child;  

 to reduce the incidence of mortality, morbidity, malnutrition 

and school dropout; 

 to achieve effective co-ordination of policy and 

implementation amongst the various departments to promote 

child development; and  

 to enhance the capability of the mother to look after the 

normal health and nutritional needs of the child through 

proper nutrition and health education 

 Verify whether the following services are being provided under the 

scheme: 

 supplementary nutrition,  as per prescribed quantity and 

number 

 immunization, as per prescribed quantity and number 
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health check-up, as per prescribed quantity and number 

 referral services, as per prescribed quantity and number 

 pre-school non-formal education and as per prescribed 

quantity and number 

 nutrition & health education as per prescribed quntatity and 

number 

 verify stock position / surplus stock  

 verify inspection of anganwadis being carried out by DPO, 

CDPOS  as per norms fixed 

 verify status of training of anganwadis workers 
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8.6 Rural Development Schemes 

Sr. No Activity Risk Audit Steps 

1 General Checks  

(applicable on all schemes) 

 Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

scheme 

 Verify whether  the  beneficiaries  have been selected as per existing norms 

 Verify whether there are any instances of excess funds being received and 

remaining unutilized at the end of the year 

 Also, verify whether such unutilized amount has been refunded within 

reasonable time 

 Verify whether proper cash books/ cahier‘s security register and other 

general checks regarding drawal and disbursal of money are being followed.  

Check whether the Cashier has maintained a Cheque receipt register 

indicating the date of deposit of cheques into banks and the date of Credit by 

Banks. (Refer the checklist on DDO) 

 Verify whether a list /master data of all beneficiaries is maintained 

 Check the process of disbursal of funds to the beneficiaries, whether it is 

being credited directly to the beneficiaries account or is it being sent by 

money order or any other mode. 

 Check the gap between the time of receipt of funds and the time of disbursal 

of funds to the beneficiaries 
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A Rural development programme 

2 Wage Employment Programs  Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

scheme 

Mahatma  Gandhai National Rural Employment Guarantee 

Program 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Securing the livelihood of people in rural areas by guaranteeing 100 

days of  employment in a financial year to a rural household 

 Employment to be given within 15 days of application for work, If 

employment is not provided within 15 days, daily unemployment 

allowance in cash has to be paid, till the date, employment is provided 

 Employment within 5 km radius, else extra wages to be paid 

 At least one-third beneficiaries have to be women 

 Gram Sabha will recommend works 

 Gram Panchayat to execute at least 50 per cent of works 

 Transparency, accountability and social audit would be ensured through 

institutional mechanism at all levels 
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 Grievance redressal mechanism to be put in place for ensuring a 

responsive implementation 

 Verify that the benefits of NREGA are imparted only to the following 

individuals: 

 Individuals having Job Cards 

 Individuals whose names are there in the wage register 

 Only Local Villagers, not outside migrants 

 Verify whether, for any disability during employment, a monetary 

compensation (one time grant , as prescribed) is provided 

 Verify whether the Program has facility of day care for the children of the 

ladies working under NREGA 

 Verify that projects are implemented on their order of priority 

 Verify that all accounts and records are available for public scrutiny 

 Verify whether the objectives of the scheme have been met and whether the 

beneficiaries have moved from BPL to APL category (upward mobility) 

 Verify whether an Economic Survey has been conducted for people 

converted from BPL to APL, obtain the report of Economic Survey 
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Sr. No Activity Risk Audit Steps 

 Sampoorn Gramin Rozgar Yojna 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met  and the 

benefits of the scheme have been extended to the eligible candidates only: 

 To provide additional wage employment in all rural areas and thereby 

provide food security and improve nutritional levels 

 Creation of durable community, social and economic assets and 

infrastructural development in rural areas 

 5% of the funds and foodgrains under the Sampoorna Gramin Rozgar 

Yojana will be retained in the Ministry for utilisation in the areas of acute 

distress arising out of natural calamities or for taking up preventive 

measures in the chronically drought or flood affected rural areas.  

Savings from 5% could be allotted by the Ministry to better performing 

Districts 

 A certain percentage of the allotted food grains under the SGRY to be 

reserved for the Special Component to be used in any Central or State 

Government Scheme with wage employment potential to meet 

exigencies arising out of any natural calamity. 

 The remaining funds and food grains under the SGRY will be available 
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in two streams from the Department of Rural Development: 

 First Stream – The First Stream will be implemented at the District 

and Intermediate Panchayat levels.  50% of the funds and 

foodgrains will be available under the First Stream and will be 

distributed between the Zilla Parishad and the Intermediate 

Panchayats in the ratio of 40-60.   

 Second Stream – The Second Stream will be implemented at the 

Village Panchayat level, and 50 % of the funds and foodgrains will 

be earmarked for the Village Panchayats and distributed among 

them through DRDAs/Zill Parishads 

3 Self Employment Programs  Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

scheme 

 Swarn Jayanti Gram Swarozgar Yojna 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Eradication of poverty through providing self-employment in small 

industries 

 Emphasis on skill development  through training courses 

 Verify proper identification of beneficiaries 

 Verify that 50 % of Self –Help groups in each block are exclusively for 
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women 

 Verify that majority of funding is for Self-Help groups 

 Verify that financial assistance is mainly through credit by banks - SGSY 

envisages greater involvement of banks 

 Verify infrastructure requirements, identify gaps and check its availability in 

annual allocation 

 Verify continuous monitoring through a comprehensive system – from 

Central to grass root level 

 Himalayee Aajivika Sudhar Yojna (IFAD Externally Aided Program) 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 To provide livelihood for the people of Uttarakhand 

 To provide employment and income generating assets to rural 

households 

 To provide subsidy to every Rural Household for establishment of 

Income generation assets with the help of either bank credit or own 

credit investment. 

 Emphasize the role of women to increase effective participation of 
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women in local institutions and decision making process within 

community 

 Effective savings and credit operations by Self Help Groups (SHG‘s) of 

poor households 

 Adoption of sub sector business services approach for identification and 

development of livelihoods as Micro Enterprises 

 Business plan Development by activity groups/ companies for Micro 

Enterprise development 

 Similarly, Verify by obtaining relevant records as per the guidelines of the 

scheme, whether the objectives of the following ―Self Employment‖ 

schemes have been met‖ 

 Uttarakhand Rural Self Employment Mission 

 Uttarakhand Swarbhaum Rozgar Yojna 

4 Rural Housing  Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

 Indra Awas Yojna 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 To provide grant for construction of houses to members of Scheduled 

Castes/Scheduled Tribes, freed bonded labourers and also to non-
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scheme  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SC/ST rural poor below the poverty line 

 Verify proper identification of beneficiaries- DRDA‘s/Zila Panchayat  

decide Panchayat-wise number of houses to be constructed and 

intimate the same to Gram Panchayat who selects the beneficiaries 

keeping in  mind the target households and eligibility 

 Prioritization of beneficiaries should be as follows: 

 Freed bonded labourers 

 SC/ST households 

 Non SC/ST households 

 Physically handicapped 

 Families and widows of personnel from defense services/ paramilitary 

forces, killed in action, ex – servicemen and retired members of the 

paramilitary forces 

 Displaced person on account of development projects, nomadic, semi 

– nomadic and de – notified tribal and families with disabled members, 

subject to the condition that these household  belong to below poverty 

line category 

 Verify that the fixed priority allotment list is being followed and that the 
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allotment is in the name of female member or in name of both husband and 

wife 

 Verify that construction is done by beneficiaries themselves from the 

beginning- No contractor permitted 

 Verify that appropriate technology and material is used 

 Verify that Implementing agencies to have complete inventory of houses 

 Verify that officers to monitor districts regularly 

 Verify that Drawal of funds by DRDA‘s and interest on deposits are only for 

IAY 

 Verify that toilets have been constructed as per the scheme 

 Verify that Payment to beneficiaries is on staggered basis according to work 

done 

 State Credit cum Subsidy for Rural Housing 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Rural households having an annual income upto Rs.32000 

 Area of construction to be 20 kms away from metro and large town or 5 kms 
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away from small /medium town 

5 Rural Connectivity  Non achievement of scheme 

objectives  

 Inadequate implementation of the 

scheme 

 Prime Minister Rural Road Scheme 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Provide connectivity to all habitations with a population of 1000 persons 

and above (500 persons and above in the case of hilly or tribal areas) 

with an all-weather road  

 Construction of rural roads (new connectivity) and upgradation of 

existing rural roads to provide ‗full farm to market connectivity‘ 

 Verify that connectivity is provided only to eligible habitation (A 

habitation which was earlier provided all weather connectivity would not 

be eligible even if the present condition of the road is bad) 

 Verify that connectivity is given till the nearest connected all weather 

road 

 Verify that each work that is taken up is under PMGSY is a part of core 

Network (Core network comprises of through routes and link routes) 

 Verify that only rural area is covered under PMGSY 

 Verify that no repair work is done for black – topped or cement roads 
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under this scheme 

 Verify that funds for the cleared project are made available to State 

Rural Road Development Agency (SRRDA) in 2 installments. The first 

installment amounting to 50% of the cleared value of project and the 

second installment will be equal to the balance due cost of the awarded 

works. 

 State Rural Road Development Agency (SRRDA) will ensure that the 

accounts are audited by a CA selected from a panel approved by CAG, 

within 6 months of the close of the financial year. 

6 Watershed  Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

scheme  

 

 Integrated Wasteland Development Program 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Development of wasteland 

 Rain water Conservation 

 Recharge of natural water resources 

 Restoring ecological balance etc. 

 Verify whether technical experts for implementation if programme and data 

collection are available 
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 Verify whether the existing staff capacity has been enhanced through skill 

development programme 

 Drought prone Area Development Program 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Harvesting every drop of rainwater 

 Soil Conservation 

 Plantation and other works which control drought condition 

 Verify whether there is any shortage of staff for providing technical know how 

for implementation of programme and data collection 

 Verify whether any efforts have been made with respect to capacity building 

of user groups 

7 Other Programs  Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

 Verify by obtaining relevant records whether the objectives of the following 

scheme have been met: 

 Hyduram Project – To provide irrigation facilities in agriculture land for 

rural house holds, in order to increase the production of farmers 

 Subsidy for Rural Habitations – To provide minimum needs to those 

habitations, which have completely hilly terrain and unevenly scattered 
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scheme  

 

Rural Habitations in rural areas ( thereby beyond the reach of Rural 

development programmes)  

 Human Capital Development Program – To provide additional livelihood 

avenue to the old age women and widows of the SC category and also 

provide the security to the deprived class 

 BDS Revolving Scheme – To facilitate marketing of products 

manufactured by SHGs 

 National Biogas Scheme – Construction of Bio Gas Plants for rural 

household mainly Deenbandhu Model 

 MLA’s Local Area Development Scheme – Funds utilized only by the 

recommendation of each MLA for different type of development works in 

the constituency of Uttaranchal State 

 MP‘s Local Area Development Scheme 

 Development of Raipur Block – To create infrastructural development 

for development works in Raipur block 

8 Construction of Residential/ Non – 

residential Buildings 

 Ineligible  beneficiary of the 

scheme 

 Non achievement of scheme 

 Verify by obtaining relevant records as per the guidelines of the scheme, 

whether the following objectives of the scheme have been met: 

 Construction of Block Residential/ Non residential Buildings 
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objectives 

 Inadequate implementation of 

scheme  

 Construction of District Development Offices (Vikas Bhawan) 
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9 School  Education 

9.1 Introduction 

.  

 Department’s Vision 

 To produce useful citizen for the self, society and mankind as a whole    

 To enable a child to lead an active and efficient life after completing elementary education   

 To enable a boy or a girl to choose his/her vocation after completing the secondary level 

 Department’s Objectives 

 Equality to Educational Opportunities 

 Universal Access to Primary Education 

 Expansion of secondary Education 

 Enhancement of teachers dignity 

 Quality Education 

 Ensuring Quality Education 

 Availability of Resources 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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9.2 Detailed Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Administration 

1 Admissions(as per prescribed 

mechanism) 

 

 

 

 Inadequate supporting documents 

 Excess/ shortage in admission 

 Obtain a list of students admitted during the year 

 Select a stratified sample 

 Verify whether admission are against valid admission form in 

the prescribed format/ mechanism 

 Verify whether admission forms are properly filled in along 

with all the requisite documents (as may be prescribed by the 

government) 

 Verify whether admission fee (except for Primary Schools) is 

in line with fees prescribed by government 

 Verify whether late admission fee is charged in case of late 

admission 

 Verify whether no admission forms are accepted after 

completion of extension period for admission (except for 

Primary education, under The Right of Children to Free and 

Compulsory Education Act 2009 
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 Obtain reasons for deviations and report it as observation 

2 Attendance records  Unauthorized changes in attendance 

register 

 Incomplete attendance register can lead to 

difficulty in pay processing as attendance 

and leave day cannot be ascertained 

 Obtain attendance records for the audit period 

 Take a sample for adequate months 

 Verify physical control over attendance registers for teachers 

 Verify whether attendance register is signed and dated by the 

competent authority every day 

 Verify whether monthly summary is prepared for attendance 

and approval is obtained from competent authority 

 Verify whether attendance summary is submitted within time 

to the concerned authority for payment processing 

 Verify whether there is no cutting and overwriting on 

attendance register, if yes, then it must be signed/approved 

by competent authority 

 Make a surprise check of the attendance register to verify its 

timely updation  

 Obtain reasons for deviations and report it as observation 

3 Student Transfer  Delay in issuing transfer letter  Obtain a list of students transferred to other schools within 
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 Issue of no due certificate despite 

outstanding amount 

and outside state during the audit period 

 Verify whether transfer application submitted by student is 

complete in all respects like signature of guardian, reason for 

transfer, place of transfer etc 

 Verify whether transfer certificate is issued after receipt of no 

dues certificate signed by respective departments 

 Verify whether transfer certificate is issued to the student 

within time, obtain reasons for significant delay 

 Obtain reasons for deviations and report as observation  

B Fee, Scholarship and Grants 

4 Fees/Fines from students  Incomplete fee register can lead to 

difficulty in reconciling fee register and 

cash book 

 Potential risk of misappropriation of 

accounts 

 Obtain fee register for audit period 

 Verify whether fees from each student goes to the Boys Fund 

 Check if a ledger is maintained for each head (Sports, Library 

and others) under the Boys Fund 

 Verify whether the Boys Fund is used/utilized within the same 

year 

 Check if a proper record of fees/donation from the Parent 
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Sr. No Activity Risk Audit Steps 

Teacher association is maintained 

 Verify whether the fees/donation from the Parent Teacher 

association is properly utilized and if a fund record is 

maintained or not 

 Verify physical control over fees registers 

 Verify the fee/fine register if updated only by the designated 

employee 

 Verify whether fee/fine register is up to date and is signed by 

the approved authority 

 Verify amount of fees/fine received with cash book 

 Verify whether fees/fine is deposited within the time 

prescribed 

 Verify whether late fees is charged in case of late payments 

 Verify whether fee/fine is charged as per the guidelines 

mentioned by the government 

 Obtain reasons for deviations and report it as observation 

5 Scholarships)  Non adherence to the guidelines issued by  Verify whether a proper system exists in the departmental 

offices for maintaining a continuous record of all scholarships 
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 Special attention to  S.C /,ST, /OBC/ 

,Minorities  students  as per applicability 

government 

 Non distribution of scholarship funds to 

eligible candidates 

and stipend payments   

 Verify whether: 

 Bills for educational scholarships and stipends have 

been drawn in accordance with the procedures 

prescribed in the relevant rules 

 Necessary certificates vouchsafing fulfillment of the 

prescribed conditions have been furnished. 

 Verify the accuracy and veracity of these certificates by a test 

check 

 Obtain the list of students who were given scholarships during 

the audit period 

 Take a appropriate sample 

 Check if the scholarships given are under the correct 

provision which may be Merit based, Social Welfare (SC/ST) 

based or for girls 

 Verify whether scholarship is given as per the guidelines 

issued by government 

 Verify whether all the eligible students were given scholarship  
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 Verify whether scholarship is given within the prescribed 

timeframe  

 Verify whether scholarship amount is accounted properly  

 Verify whether register for disbursement of scholarship is 

maintained/ updated  

 Verify whether register is approved by the competent 

authority 

 Verify unspent balances of Previous year 

 Obtain reasons for deviations and report it as observation 

6 Grants 

For aided insistution 

 Inappropriate utilization of grants 

 Grant disbursement prior to authorization 

 Obtain list of grants received during audit period 

 Verify whether all the grants received are updated in the 

register 

 Take a appropriate sample 

 Verify for sample instances that grants are disbursed only 

after approval from competent authority 

 Verify whether grant is used for the purpose for which grant 

was issued 
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 Verify the mechanism for monitoring of grants received and 

its utilization 

 Verify whether (on a sample basis) grants are used as per the 

timelines mentioned in the grant 

 Verify whether a ledger is maintained for the grants 

 Verify whether a record of the contingency budget(for 

office/administrative expenses) is maintained 

 Verify whether financial position of the various grants should 

depict the amount collected and amount spent by the 

institution during the period covered under audit 

 Verify cases where grant is underutilized 

 Verify whether performance assessment is done for utilization 

of grants  

 Obtain reasons for deviations and report as observation 

C Books and Uniform 

7 Publishing and distribution of Books  Purchase of books which are out of 

prescribed syllabus 

 This will be applicable where books/study material is provided 

by the government/school administration 
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 Distribution of books to students who are 

not eligible 

 Incorrect requisition of books 

 Obtain a copy of class wise syllabus publish by Education 

department 

 Obtain list of books procured vis-à-vis syllabus, to check that 

no book is procured which is out of prescribed syllabus 

 Verify whether procurement is in line with the rules mentioned 

in Rule no. 11 of Procurement Rules 2008 

 Verify how the textbook needs are determined 

 Review textbook requisitions for the prior year and compare 

with the current year, on a sample basis, to a documented 

assessment of needs 

 Verify whether only the appropriate quantities of the correct 

texts were requisitioned 

 Verify whether the adequate approval is obtained for ordering 

of text books 

 Compare textbook shipment records to requisitions previously 

prepared 

 Verify whether if payment was made for returned textbooks 

 Verify whether books are distributed to all the eligible 
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students 

 Verify whether roll no, name, class etc of students who 

received books is entered in a register 

 Verify whether student/guardian has been given 

acknowledgement for receipt of books 

 Verify whether books charges (if applicable) are collected 

from students before distribution of books 

 Verify whether such collection is deposited to the concerned 

authority within time 

 Obtain reasons for deviations and report it as an observation 

8 Uniform  Distribution of uniform to students who are 

not eligible 

 No acknowledgement for receipt of uniform 

from students can lead to disputes later on 

 This will be applicable to schools with a hostel where uniform 

is provided to the students by government/school 

administration 

 Verify the procedure for procurement of uniforms 

 Verify whether procurement is in line with the rules mentioned 

in Rule no. 11 of Procurement Rules 2008 

 Verify whether uniform is distributed to all the eligible students 

 Verify whether roll no, name, class etc of students who 
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received uniform is entered in a register 

 Verify whether student/guardian has given acknowledgement 

for receipt of uniform 

 Verify whether uniforms charges (if applicable) are collected 

from students before distribution of uniform 

 Verify whether such collection is deposited to the concerned 

authority within time 

 Obtain reasons for deviations and report it as an observation 

 

D Infrastructure 

9 Library  Delay in locating books if they are not 

numbered 

 Non recording of receipt and issue can 

lead to loss of books 

 Verify whether book wise records are available 

 Verify whether all the books are numbered 

 Verify whether all the books/magazines are in the storage 

place defined in the register (check on a sample basis) 

 Verify whether books issue register is maintained/updated 

 Verify whether no student is given more books than his/her 

eligibility 
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 Verify whether purchase of books/magazines/newspapers for 

library is approved by competent authority and is as per the 

school/ college syallabys 

 Obtain reasons for deviations and report it as an observation 

10 Hostel  Delay in deposit of fees  

 Unauthorized visitor movement 

 Take an appropriate sample for hostels 

 Verify whether all the hostels have security arrangements 

 Verify whether hostels have warden at all time 

 Verify whether hostel is not over crowded 

 Verify whether register is maintained for all the students 

staying at hostel 

 Verify whether register is maintained for visitor movement 

 Verify whether pre approval is obtained by visitors for visiting 

hostel 

 Verify whether cafeteria is available in the hostel 

 Verify whether all the collection at cafeteria are properly 

recorded 

 Obtain reasons for deviations and report as an observation 
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11 Repairs and maintenance  Non adherence to Procurement Rules 

2008 

 No adherence to preventive maintenance 

and repairs can lead to accidents 

 Obtain plans and schedules for maintenance programs to 

meet the needs of routine service calls, preventive 

maintenance, emergency calls 

 Evaluate plans and schedules to determine reasonableness 

and compliance 

 Verify procedure for controlling equipment, tools, spare parts, 

and other supplies. Perform tests where appropriate 

 Review that tools and equipment are in proper working 

condition (no frayed cords, damaged shields etc) 

 Verify the Department‘s records of regular preventive 

maintenance and repairs 

 Verify whether staff available for repairs and maintenance is 

technically qualified  

 Verify the selection process of outside vendor (if required)  

used for repairs and maintenance (as per rule no. 28 of 

Procurement Rules 2008) 

 Verify approval and authenticity of payments made to outside 

vendors 
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 Obtain reasons for deviations and report it as an observation 

12 Science laboratory 

Special attention to procurement 

process and storage 

 Use of chemical after expiry date can lead 

to serious accident 

 Blockage of working capital due to 

excessive stock 

 Obtain a list of total number of students in the practical 

classes 

 Verify the requirement of the material per student 

 Obtain a list of total quantity of material purchased by the 

college during the particular year 

 Verify the consumption made during the year out of the stock 

in hand and material in the stock at the end of academic 

session  

 Verify the expiry date of chemical purchased; review the 

monitoring mechanism for expiry dates  

 Verify the process of disposal of expired chemicals, if any  

 Verify whether only authorized personnel have access to 

chemicals 

 Verify whether first aid box is available in the laboratory  

 Verify whether technically qualified personnel is available in 

laboratory 

 Verify whether chemical stock account register is available 
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and updated 

 Obtain reasons for deviations and report as observation 

13 Campus  Unauthorized visitor movement 

 Unhygienic campus causing diseases 

 Verify whether campus is fenced properly 

 Verify control over visitor movement 

 Verify whether campus is hygienic 

 Verify whether separate toilets are available for male and 

female students 

 Obtain reasons for deviations and report as observation 

14 Physical verification of departmental 

land & buildings 

 Difference between actual and book 

records 

 Obtain a list of all the property 

 Check for the process of periodic physical verification in 

respect of Government School buildings 

 Check that the department maintains consolidated record for 

the properties in respect of Government school buildings and 

had carried out the physical verification as per the 

plan/periodicity 

 Verify the physical verification documents for sample schools 

and check that they are reviewed/ approved by the estate 
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officer who is looking after the administration of department 

properties 

 

 

 

E Records 

15 Record retention  Unauthorized changes in personal files/ 

Scholar Registers (SR) of students 

 Loss of personal file/SR Register 

 Obtain a list of records maintained for e.g. personal files, 

score cards, roll nos. etc. Personal file in case of higher 

education and SR register in case of primary and middle 

school education 

 Verify whether score cards and roll numbers are handed over 

to students as and when received by the school 

administration 

 Verify whether acknowledgement is obtained from 

student/guardian for receipt of such documents 

 Verify whether personal records of all the students are kept 

under lock and key 

 Verify whether only authorized personnel have access to the 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 296 of 705 

 

 

Sr. No Activity Risk Audit Steps 

personal files/SR Register 

 Verify whether all personal files/SR Register are numbered 

and stored properly 

 Verify the process for update of personal files/SR Register 

 Obtain reasons for deviations and report as an observation 

F Quality of Education 

16 Quality of education  Improper student-teacher ratio may result 

in poor teaching 

 Teachers without relevant qualification 

would not be able to provide proper 

teaching 

 Verify whether the required student-teacher ratio is 

maintained  

 Verify whether  teachers for respective subjects are selected 

as per relevant qualification 

 Check if the quality of education being provided by the parent 

teacher association is  up to the mark 

G Government Initiatives 

17 Schemes and Programs  Under utilization of Funds 

 Inadequate implementation of programs 

 Verify whether the following objectives of ―Sarva Siksha 

Abhiyan‖ (SSA) have been achieved: 

 Verify that the funds on civil works don‘t exceed the 
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Sr. No Activity Risk Audit Steps 

prescribed ceiling percentage of the entire project cost 

 Verify whether the school grant is spent only by 

SMC/VEC(Village Education Committee) 

 Verify that the total management cost does not exceed 

the specified percentage of the district annual budget 

 Verify that the construction cost of  BRC(Block Resource 

center) does not exceed the prescribed limit 

 Verify that the construction cost of  CRC(Cluster 

Resource center) does not exceed the prescribed limit 

 Verify that the construction cost of non school (BRC and 

CRC) does not exceed the prescribed percentage of the 

overall projected expenditure in a year 

 Verify whether the contingency grant and other grants for 

BRC/CRC are as per the laid provisions 

 Verify whether the objectives envisaged to be achieved from 

other schemes such as ―Mid Day Meal scheme‖ and 

―Rashtriya Madhyamik Siksha Abhiyan‖(RMSA) have actually 

been achieved 
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18 Mid Day Meal Scheme  Non achievement of scheme objectives  

 Inadequate implementation of the scheme 

 Verify whether the following objectives of Mid Day Meal 

Scheme have been met: 

 Free food grains for 10 academic months to primary and 

upper primary students studying in Government/ aided 

schools 

 Free issue of food grains - 100 grams per student per 

day for 21 days and is admissible only in case of 

students having 80 percent attendance in the class (or 

as may be specified) 

  Cooking Assistance @ Re. 1/- per child, per school day 

(or rates as may be specified) 

 Reimbursement of transportation cost @ Rs. 75 per 

Quintal (or rates as may be specified) 

 Assistance for Management, Monitoring and Evaluation 

 Extending the scheme to educationally backward blocks 

 Empower mothers of school children, covered under the 

scheme, to supervise the preparation and serving of the 

meal 
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10 Medical, Health & Family Welfare  

10.1 Introduction 

The Government of Uttarakhand is committed to improve the health status and quality of life of its people, by focusing on health issues with the 

objective of reducing disease burden, creating an enabling environment, influencing direct and indirect health determinants such as nutrition, 

water, sanitation and other factors like education and employment in the state. 

The Government intends to reach the replacement level of fertility, population stability with due attention to disadvantaged sections, inaccessible 

and remote areas. To improve the accessibility and quality of health care services, specific efforts will be ensured to strengthen health 

infrastructure and promote Public Private Partnership. The Government will reinforce Public Health investments, reduce gender discrimination, 

protect human rights, create a culture of ethical practices, accountability and involve elected representatives from the community at large  

 

 Key Schemes 

 

 National Rural Health Mission 

 National AIDS Control Programme 

 National Family Welfare Programme 

 Birth Death Registration Programme 

 Immunization Programme 

 Integrated Disease Surveillance Project 

 Information Education Communication| 
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 National Malaria Eadication Programme 

 National IDD Control Programme National 

 National Blindness Control Programme 

 National Leprosy Control Programme 

 National TB Control Programme 

 Rajya Vyadhi Nidhi 

 ASHA 

 IDD 

 Chikitsa Prabandhan Samiti 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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10.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Control over medicines and Medical Equipments 

1 Selection of vendor for 

Procurement of medicines and 

Medical Equipments 

Special reference to procurement 

rules 2008 and delegation of 

powers 2010 

 Absence of transparency in the 

process of selection of vendors for 

procurement of medicines and 

medical equipments 

 Selection of ineligible vendors 

 Verify whether a tender document with standard terms & conditions has been 

approved by the competent authority and floated to the bidders 

 Verify whether tender has been published in the newspaper as per 

Procurement Rules 2008, check newspaper cuttings 

 Verify that tenders has been received in sealed envelops, check whether such 

envelops are retained or not 

 Verify that 2 bid (technical and financial bid) system is used where value is 

more than 1 lakh 

 Verify on a random basis, whether demonstration of equipment is done by the 

vendor or not. Also, obtain demonstration report of such equipment 

 Verify whether all bidders are Original Manufacturer/ Authorized dealer 

 Verify whether the vendor who has quoted has at least 3 years experience in 

case of medicine and 2 years in case of equipments. In case of Uttarakhand 

based manufacturer, verify whether the vendor has atleast  2 years of 

experience  
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Sr. No Activity Risk Audit Steps 

 Verify whether the department has obtained a certificate (on stamp paper) 

from the bidder, certifying the fact that the bidder is not blacklisted 

 Verify whether all the bidders have submitted an undertaking/ 

acknowledgement before Director General, Medical Health & family Welfare 

Uttarakhand, specifying the fact that ― In case of any breach of terms of the 

bid, the Bid security would be forfeited‖ 

 Verify whether the bidder had a Turnover prescribed by the government order 

valid during that period 

 Verify whether quality testing of medicines has been done only from the 

Government approved labs 

 Verify whether all bidders bidding for the Technical bid without depositing the 

Security/ Earnest Money Deposit have been rejected 

 Verify whether all bids received after the deadline for submission of bids have 

been rejected 

 Verify whether the Bid Security/ Earnest Money Deposit has been obtained 

from all the bidders 

 Verify whether the Bid security has been forfeited in the following cases: 

 In case the bidder withdraws the bid during the period of bid validity 
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Sr. No Activity Risk Audit Steps 

 In case a successful bidder fails to furnish performance security in 

accordance with the terms & conditions 

 In case the firm is not registered with Directorate of Industries, 

Uttarakhand 

 Verify whether the Bid security of unsuccessful bidders has been returned 

within 30 days of expiration of bid validity 

 Check whether bid release register is updated and approved by Director 

stores 

 Verify whether the Earnest Money Deposit of the Successful bidders has been 

discharged upon signing of the contract and after the successful bidder has 

furnished bank guarantee (10% of contract value) 

 Verify that bank guarantee is valid for 3 years in case of equipments and 1 

year in case of medicine 

 Verify minutes of meeting prepared during opening of technical and financial 

bids 

 Verify whether a comparative analysis of the bidders is done on technical as 

well as financial grounds and documented 

 Verify whether the comparative analysis of bidders and its result is 

recommended by procurement committee and then approved by the 
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Sr. No Activity Risk Audit Steps 

competent authority 

2 Procurement of Medicines   

 

special mechanism to ensure   

reasonability of rate 

 

 

 

 Procurement of medicine not done 

as per demand/ requirement 

 Procurement of medicines from 

vendors not approved by WHO/ 

central government/ state 

government etc 

 

 Verify whether medicines for use in Government Hospitals are procured from 

approved pharmaceutical companies only viz holding certificate from WHO/ 

central government/ state government etc. 

 Verify that all the medicines are purchased as per the Essential Drug List 

 Verify whether all the purchases during the audit period are approved by the 

Purchase Committee 

 Verify whether procurement of medicines is linked with the field level 

requirement i.e. demand of medicine is raised only after evaluating stock in 

hand and additional requirement of medicines. Check requisitions for 

purchase of medicines on a sample basis 

 Verify whether there are cases of excessive procurement as compared to 

demands received form all districts 

 Verify whether there are in controls in place to ensure that same medicines 

are not purchased at central stores, CMO level, district level, hospital level 

 Verify if medicines are being purchased at reasonable price and there is a 

mechanism to ensure   reasonability of rates  

3 Procurement of Medical  Purchase of sub standard  Verify whether all the equipments are purchased only as per adequate 
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Sr. No Activity Risk Audit Steps 

Equipments equipments 

 Unutilized budget 

 Blockage of funds due to delay in 

installation of equipment 

 Procurement of equipment without 

adequate demand/ requirement 

demand/ requirement 

 Verify whether medical equipments are obtained from the government 

approved vendors only 

 Carry out an analysis of budget vs actual with respect to Medical Equipments. 

Report long pending unutilized budgets and analyze reasons 

 Verify monthly records of variance analysis (budget vs. actual) reviewed by 

secretary of medical department  

 Verify that unutilized amount is returned back to the government/ accountant 

general at the end of financial year 

 Verify whether a utilization analysis of equipment is done on an annual basis 

or not. 

 Verify whether equipments are purchased only after doing a analysis of 

whether adequate manpower is available to operate the equipments 

 Carry out an analysis of medical equipments which have been procured but 

not yet installed/ brought to use, report long delays 

 

4 Control over receipt and storage 

of drugs/medicines/equipments 

 Absence of batch wise record can 

lead to expiry of medicines as it can 

 Take an appropriate sample of documents for receipt of medicines during the 

audit period 
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Sr. No Activity Risk Audit Steps 

not be issued on a FIFO basis 

 Receipt of medicine without quality 

inspection 

 Verify that the cartons and all other types of packing such as bottles, 

medicines and capsules‘s sterilized safe packing have it clearly printed on 

them ―U.K Government Supply, Not for Sale‖ with indelible ink 

 Verify whether the packing of medicines is of standard quality so as to prevent 

its damage or deterioration during transit 

 Verify whether the medicines are packed in a manner to protect them from 

moisture, dampness etc. 

 Verify whether complete and detailed records are maintained for receipt of 

each batch of medicines  

 Compare the specifications of sample medicines as per the order & actual 

medicines received 

 Verify documentation/certificate to get an assurance that quality of medicines 

was checked before final payment is processed 

 Obtain stock register for the audit period and verify it for its completeness and 

accuracy 

 Compare the receipt date (Stock register) of medicines vis-à-vis their expiry 

date (Month wise expiry date register) to check that expired medicines/ 

medicines nearing expiry date are not procured. Verify whether all medicines 

at the time of their receipt fall within 6 months of its manufacturing date 
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 Verify whether Liquidity damages have been imposed on the supplier in case 

he fails to deliver any or all of the goods within the time specified in the 

contract  

 Verify specification of equipments vis-à-vis specification as per purchase 

order 

5 Control over Issue of medicines 

and medical equipments from 

stores to Health Centers/ 

Hospitals 

 Unauthorized issue of medicine 

 Issue of medicines without valid 

prescription 

 Issue of expired medicines  

 Take an appropriate sample of medicines issued during the audit period 

 Verify whether a stock register is maintained for issue of medicines to various 

Hospitals/ CMO/ CMS/ along with details of balance quanrtity in hand 

 For a sample period, verify the issue slips containing details of medicines 

issued  

 Verify the acknowledgement sent by the Hospitals/ CMO/ CMS for receipt of 

medicines issued from Central Stores 

 Verify whether the details of medicines issued as per the Stock register tally 

with the details entered in the Issue Slips 

 Verify the general controls over Issue Slips such as process of printing the 

Issue Slips. Verify whether the demand slip for printing of slips is signed by 

director general 

 Verify copies of acknowledgement slip sent by hospitals on receiving 
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Sr. No Activity Risk Audit Steps 

medicine from central stores 

 Verify whether issue from central stores to CMO/hospital are backed by 

approved demand by competent authority 

 Verify whether the issue of medicines to health centers/ hospitals is done on 

the basis of % of patients (OPD) handled/ % of Bed occupancy in the previous 

year 

 Compare the receipt date & issue date of medicines to check that First In First 

Out (FIFO) principle is followed for issue of medicines 

 Compare the date of issue of medicines & the date of expiry of medicine to 

check that expired medicines are not issued to Health Centers 

 In case of equipments, obtain register maintained at stores containing detail 

list of equipments issued to various health centers and hospitals 

6 Control over Issue of medicines 

by Hospitals/ CMO/ CMS etc. 

 Issue of medicine without doctor‘s 

prescription 

 Issue of expired medicines 

 Incorrect updation of stock register 

 Non updation of stock register 

 Risk of siphoning of government 

 Obtain the various registers maintained for recording receipt of medicines 

from Government of India (for various health schemes), Central stores and 

medicines procured directly  by the Hospital/ CMO/ CMS/ Health Center 

 Compare the above mentioned registers to check that there are no cases of 

duplicate procurement of medicines 

 Verify whether a stock register is maintained at the dispensary for recording 
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Sr. No Activity Risk Audit Steps 

medicine to private drug sellers issue of medicines to patients and is duly updated  

 Verify the counterfoil of Issue slips for medicines issued to Health Centers, 

Primary Health Centers, Community Health Centers, State Allopathic 

Dispensary and Health posts etc.  

 Verify acknowledgement sent by Health Centers, Primary Health Centers, 

Community Health Centers, State Allopathic Dispensary and Health posts etc 

for medicines issued to them 

 Compare the date of issue of medicines & the date of expiry of medicine to 

check that expired medicines are not issued to Health Centers/ Patients 

 Verify that all issues to patients are backed by a Doctor‘s prescription/ 

voucher/demand 

 Verify whether there is a system in place of issuing Schedule- H drugs only on 

receipt of a prescription given by a Registered Medical Practitioner 

 Conduct a Physical Verification of stock available in the store vis-à-vis stock 

as per Stock register 

 Carry out a reconciliation between medicines prescribed by the doctor vis-a-

vis medicines issued as per stock register, on a sample basis 

 Carry out a reconciliation of medicines received by the Health Center, issued 

to patients (check from the register maintained by Dispensary) & balance in 
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Sr. No Activity Risk Audit Steps 

hand  

 Carry out a physical verification of medicines lying in stores as per closing 

stock of stock register. Report shortage/excess if any 

7 Availability of Medicines at 

Health Centers 

 Unavailability of medicines at 

Health centers 

 Lack of adequate facility in medical 

health camps 

 Verify the plan and process in place at the department to timely replenish the 

medicines at all Health centers  

 Conduct a Physical Verification at the Health Centers to check the availability 

of all important medicines/ drugs at all Health centers  

 Verify the process of availability of stock of medicine at various health centers 

 Verify whether adequate number of Health Camps have been organized in the 

Remote Areas 

 Verify whether the facilities envisaged to be provided to the rural public has 

been provided 

8 Controls over Expired medicines/ 

drugs 

 Issue of expired medicines/ drugs 

 Non disposal of expired medicines/ 

drugs 

 Verify whether a register is maintained for recording details of medicines/ 

drugs which are about to expire in the forth coming months  

 Verify whether adequate process is in place to dispose of all Expired 

medicines/ drugs so that they are not issued to patients 

 Verify the receipt date of expired medicines to find out whether such 

medicines/ drugs were expired even at the time of their receipt or they got 
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expired lying in the Health Centres because of an inadequate process of issue 

of medicines 

 Conduct a Physical Verification of medicines lying in Dispensary, report in 

case expired medicines/ drugs are found and report any shortages/ damages 

found 

B Medical Infrastructure 

9 Adequacy of Medical 

Infrastructure  

 Inadequate Infrastructure despite 

fund availability 

 Delay in completion of construction 

projects leading to escalation of 

costs 

 

 Obtain the records of all major and minor equipments available in the Hospital 

/ Health Centres 

 Obtain a copy of physical verification report conducted by respective 

department on a annual basis 

 Verify through a physical visit to the Hospitals, whether all major and minor 

equipments mentioned in the Equipment register are physically available in 

the Hospital 

 Verify on a sample basis whether adequate number of beds are available in 

the hospitals commensurate with the number of patients visiting the Hospitals 

for getting admission 

 Verify whether the construction activities with respect to the various Health 

centers were initiated and completed as per the approved plan 
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 Verify whether emergency services have been established in district hospitals 

situated on national road routes  

 Verify whether there is provision for good & effective emergency services in 

cases of road accidents and during natural disasters  

 Verify whether adequate number of blood banks have been established 

 Verify whether adequate number of Postmortem Centers have been 

established 

 Verify whether expenditure allotted for running of mental hospital is used only 

for that purpose. Verify records of expenditure incurred during the audit period  

10 Mobile Health vans  Non adherence to route plan 

 Route plan not changed to ensure 

coverage of all blocks in a district 

 MoU with third party not renewed 

on timely basis 

 Non/delayed submission of monthly 

reports by mobile health vans 

 Non availability of timely and quality 

medical aid  

 Obtain MoU entered with third parties for operating mobile health vans under 

PPP mode and check whether they are timely renewed 

 Obtain details of health camps conducted in each districts for sample months 

 Obtain monthly reports for operation of mobile health vans duly approved by 

CMO 

 Verify monthly reports with OPD register maintained by mobile health vans 

 Verify that route plan for every mobile health van is approved by CMO 

 Obtain route plan for a year to check whether the route plan is changed every 

3 months in order to ensure that all blocks in a district are covered by mobile 
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health van 

 Verify whether atleast 1 Mobile Health van is available in each district  

 Verify whether Mobile Health vans are operating as per the MOU between 

third party and government 

 Verify whether health services are provided to people below the poverty line 

through mobile health vans  

C Billing Controls 

11 Control over custody of Receipts 

Books etc. 

 Unauthorized billings 

 Misappropriation of funds 

 Verify whether a copy/ counterfoil of receipt issued/register of cash collected 

from patients for X-ray, Tests, OPD etc. are duly filed and maintained by the 

Hospital staff as per government norms 

 Verify that registration charge has been collected from all the patients 

 Verify that charges for X-ray, lab test etc are collected from all the patients 

(other than below poverty line patients) as per approved government rates 

 Verify whether the funds collected from the patients are deposited with the 

DDO on the same day by submission of Form - 385 

 Verify whether the funds collected by DDO are submitted in government 

treasury with 3 days 
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 Verify controls over blank receipt books (Form – 385) 

 Verify whether blank receipt books are kept in lock and key and can only be 

accessed by authorized official only 

 Verify whether Serial Order control is available on blank receipt books 

 Verify whether the records of number of blank receipt books available at the 

Hospital at any given point of time is prepared and is up to date 

 Verify whether adequate handover procedures is in place with respect to 

issue of blank receipt books 

 Carry out a reconciliation on a sample basis between the list of discharged 

patients & the corresponding final bills raised to check that all discharged 

patient‘s have been appropriately billed 

 Verify on a sample basis, whether a process of regular reconciliation of 

patients attended and physical cash collected is carried out and Verify the 

accuracy of reconciliation statement prepared 

12 Controls around billing and 

collections in case of Vendors 

 Risk of incorrect billing 

 Incorrect pricing 

 Mismatch in actual and book 

records 

 Carryout a reconciliation between bills received from vendors and stock 

register 

 Carryout a reconciliation between bills received from vendors and payments 

released to them 
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 Potential risk of fraud 

 Risk of equipment/medicine being 

physically available but not updated 

in stock/equipment register 

 Verify physically available stock and stock as per stock register on a sample 

basis 

 Verify that all the vendor bills are stamped mentioning ‗stock/ equipment 

received‘ 

 Check that payments are released only for items actually received and not for 

the items rejected on account of quality issues  

 Check that payment is released to the correct vendor from whom items have 

been procured 

 Compare the rate charged to the vendors (for procurements of medicines and 

medical equipments) as per the Invoice with rates approved by the 

Government  

 Verify whether all the vouchers are defaced as ‗Paid and Cancelled‖ 

 Verify whether all vouchers are backed by receiving record, purchase order 

copy etc 

 Verify that vouchers are properly serial and can be tracked in 11C register 

 Verify that cash book is updated accordingly on receipt (from treasury) and 

disbursement of funds to vendors 

D Appointment and Training of Doctors/ Nurses and other Hospital Staff 
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13 Appointment and Training of 

Doctors/ Nurses and other 

Hospital Staff  

 Sanctioned posts of medical staff 

not filled 

 Lack of training can lead to 

stagnation in skill sets leading to 

inefficiencies and sub optimal 

utilization of resources 

 Verify whether sanctioned posts of medical and para-medical staff have been 

filled on a priority basis 

 Obtain the Training Calender containing details of various Central and State 

level trainings planned to be imparted to nurses and doctors 

 Obtain on sample basis, the letters issued for nominating doctors/ nurses for 

attending the various training programmes 

 Obtain the attendance register of sample trainings conducted during the audit 

period  

 

E Health Programmes/ Schemes 

14 Decentralized Planning for 

Health Programmes 

 Planning conducted without 

involvement of community 

 Feedback of the community not 

sought nor included in the planning 

process 

 Verify whether baseline surveys were conducted at various levels of Health 

Care systems. Verify whether the Household surveys were conducted 

 Verify whether the communities were involved in the planning of the Health 

Care Programmes. Verify whether the district Health care plans were formed 

on the basis of block and village plans 

 Verify that Program Implementation Plan (PIP) is approved by competent 

authority 
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 Verify whether the Village Health and Sanitation Committees were formed in 

the villages and public hearings conducted before formulation of the plans 

15 Fund disbursement and their 

utilization for Health Programmes 

 Fund Flow to districts not 

commensurate with the population 

of the district 

 Underutilization of funds 

 

 Verify whether the fund flow to districts is based on a well defined criteria/plan 

viz. proportionate to the population of the district/ number of sub centers 

 Obtain records of accounts maintained at Block, district and state level with 

respect to utilization of funds granted for Medical Health & Family welfare 

 Verify whether all funds disbursed to the districts were absorbed completely or 

at least to a large extent. Report cases of underutilized budgets , if any 

16 National Rural Health Mission 

(NRHM) 

 Non compliance with policies of 

state/ central government 

 Delay in implementing schemes 

and programs 

 Verify whether the objectives of National Rural Health Mission (NRHM) 

envisaged for the year have been achieved 

 Find out whether any efforts have been made by the Health Department for 

promoting healthy life styles, reduction in consumption of tobacco and alcohol 

etc. 

 Verify whether the inter-sectoral District Health Plan has been prepared and 

Implemented by the District Health Mission, including drinking water, 

sanitation & hygiene  

 Verify whether a mobile medical vans has been provided at District level for 

improved Outreach services 
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 Verify whether a Health Plan (Reproductive Child Health Plan, Child 

Immunization Plan) have been formulated for each village, town   

 Verify whether every village/large habitat has a female Accredited Social 

Health Activist (Asha) to act as an interface between the community & the 

Public Health System 

 Verify whether all the essential drugs are supplied to the ASHA‘s/ Health 

Centers/ Sub Centers/ Primary Health Centers/ Community Health Centers 

etc. 

 Verify whether the Drug kits provided to ASHA‘s/ Health Centers/ Sub 

Centers/ Primary Health Centers/ Community Health Centers etc. are timely 

replenished 

 Verify whether the Community Health Centers envisaged to be operational 

during the year have commenced Operations  

 Verify whether any new initiatives have been launched for control of non-

communicable diseases 

 Verify whether National Disease Control Programmes for Malaria, TB, Kala 

Azar, Filaria, Blindness & Iodine Deficiency have been launched and have the 

funds allotted for these programmes have been adequately utilized or not 

 Verify whether an impact assessment of the various health programs has 
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been carried out or not 

 Verify below mentioned points for Maternal Health Programme: 

 Verify whether a Maternal Health Plan is available for all the villages and 

towns 

 Obtain the records of total number of expectant mothers in the state and  

total number of expectant mothers suffering from anemia and other 

weaknesses/ diseases 

 Compare these statistics with the available stock of Iron, Folic Acid, Calcium 

and other important medicines to check whether the stock of medicines is 

enough taking into consideration the requirement 

 Verify whether stock of Tetanus toxoid vaccine is available taking into 

consideration the requirement for expectant mothers 

17 National Family Welfare Scheme  Ineligible  beneficiary of the scheme 

 Non achievement of scheme 

objectives 

 Inadequate implementation of 

scheme 

 Verify whether the prescribed amount is given to the eligible candidate under 

the scheme 

 Verify whether the following conditions are fulfilled  

 The deceased age is not below 18 years or above 64 years 

 Monthly salary is not greater than the prescribed amount 
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 Verify whether the following documents are submitted by the candidates  

 Verify whether  the following documents are submitted by the beneficiary 

 Death certificate of the deceased approved by the competent authority 

 Income statement  

 Ration card 

 

F Bio Medical Waste Management 

18 Awareness about Bio Medical 

Waste Management 

 Non segregation of general and 

infectious waste 

 Non segregation of recyclable and 

non recyclable waste 

 Shortage of sweepers and 

inadequate bins & containers for 

disposal of bio medical waste 

 Obtain details of the items of waste generated in the Health Care facilities 

coming into the waste stream 

 Verify whether the waste generated is segregated into sub categories like 

metal, dressings, bags etc  

 Verify whether the waste generated is segregated into bags and bins 

 Verify whether contractor for disposing off waste is selected after approval 

from competent authority 

 Verify whether contractor has a valid license from pollution control board for 

disposing off Bio medical waste 

 Verify whether the bins and containers used for waste collection are placed at 
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proper points to ensure optimum utilization 

 Verify that waste is sent for disposal on a regular basis 

 Verify that a register is maintained for all types of waste generated 

 Verify that register is updated on a regular basis as to quantity and kind of 

waste generated and disposed off 

 Verify whether protective gears have been provided to the sweepers and the 

sweepers have been educated to wear the protective gears while handling the 

waste 

G Medical Committees 

19 Medical committees  Non compliance with the guidelines 

set for medical committees 

A Medical Committee should be constituted for all state government hospitals 

and such committee will be headed by District Magistrate. 

Following aspects should be considered/ verified while doing internal audit of 

medical committees: 

 All the users charges collected from patients should be submitted to the 

medical committee. 50% of such money should be deposited with government 

treasury and the remaining 50% should be distributed among various heads 

as budget grant.verify if receipts of user charges in treasury is being verifed 

regularly for district  treasury figures 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 323 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 A comparative analysis regarding  revenue collection for last three years   

should be made 

 A bank account should be opened in a nationalized bank for hospital 

management. All transactions for receipts (like government grants, users 

charges) and expenditures should be done through the same bank account. 

 A separate register should be maintained for all the receipts (other than 

government grants and users charges). Name of the donor and purpose of 

donations should be recorded in the register. Committee should ensure that 

amount is sent for the same purpose as desired by the donor. 

 Committee should submit its detailed budget on or before 15 December. 

Committee can propose a hike of 10% as compared to last budget. 

 Committee should prepare its revenue and expenditure statement. Such 

statement should be audited by a Chartered Accountant and submitted to 

Director of Societies & chits and government by 31 May of every year. 

 All the expenditure by committee should be in line with Procurement rules and 

Financial Handbook. 

 All the expenditure should be done in line with head wise budget. 

 All expenses related to property tax, water tax and electricity should be given 

a priority. 
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 A procurement committee should be formed under the supervision of CMO, 

which will take care of all the procurements. Procurement worth 1 lac and 50 

thousand can be done by CMO and MO respectively. 

 Any changes in users charges can be done only after approval from state 

government 

 Grant will be provided to committee by directorate on a quarterly basis 

 General meeting should be conducted once in every quarter and Annual 

general meeting should be conducted once in every year 

 Verify after obtaining relevant records, whether the committee has ensured 

the following: 

 Amount is spent only to enhance quality of medical facilities 

 Modern medical equipments should be available to general public 

 Availability of vehicle for emergency and accidents 

 Availability of laboratories and trained laboratory technicians 

 Availability of medicines and nutritious food for all the patients 

 Accommodation and other facilities for attendants of patients 

 Hygienic condition of wards and hospital premises 
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 Monitoring of central and state government schemes 
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11 Veterinary 

11.1 Introduction 

The State of Uttarakhand has a huge population of livestock as compared to its area. With present livestock population of more than 49.43 lakh 

The Animal husbandry and Veterinary Services are matter of great importance for the State Government 

The objective is to increase the production of milk, meat, egg, wool and other animal by product through disease control and ensuring healthy 

State of animals through qualitative and quantitative improvement in production potential and elimination of non descript population, so as to 

reduce pressure on land, forest and encourage livestock occupation of people provide subsidiary occupation to small/marginal farmers, landless 

agricultural labourers and weaker section of society and employment opportunities to unemployed youth.  
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Subsidy mechanism 

 Refer applicable Annexure 
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11.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Procurement of Medicines, Vaccines etc for Animals 

1 Purchase of Medicines etc.  Unapproved procurement of 

medicines 

 Purchase of medicines more than  

indented quantity 

 

 Verify whether all the purchases are made as per the provisions of 

Procurement Rules 2008 

 Verify whether all purchases are made within the limits of the approved 

budget 

 Understand the process of Indenting of medicines, vaccines, Gauzes, 

Dressing material, surgical equipments etc. 

 Obtain the details of indents raised and medicines purchased during the 

audit period 

 Verify whether the basis/ rationale for indenting a particular quantity of 

medicines is available on the Indents 

 Verify whether the indents prepared for procurement of medicines are 

approved by Competent authority and whether the Competent Authority has 

reviewed the rationale/ justification behind indenting a particular quantity of 

medicines 

 Check that the procurement of medicines is as per the actual requirement 

obtain reasons for any excessive purchases 
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 Verify whether any unexplained and unjustified purchase of medicines and 

veterinary equipment is done 

 Verify whether all purchases are authorized by Competent authority 

 Obtain a list of equipments valuing more than Rs. 1 Lakh procured during 

the audit period 

 Verify whether all such purchases of equipments are approved by the 

Competent Authority 

 Obtain details of any emergency procurements made during the audit period 

 Obtain reasons for making emergency purchases  

 Verify whether the emergency purchases were approved by Competent 

authority 

 For checkpoints related to review of stock and stores refer Audit Checklist 

on “Inventory Management” 

2 Quality Inspection of 

Medicines etc. at the time of 

receipt 

 Purchase of medicines which do not 

meet the quality requirements 

 Verify whether there is a mechanism for carrying out a quality inspection of 

the medicines etc. procured at the time of their receipt  

 Verify that atleast 10% random sample is selected from the procured 

medicines and tested at a laboratory for its quality 

 Obtain documentation authenticating quality inspection done at the time of 
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each receipt 

 Verify whether the quantity and specifications of medicines etc. is compared 

with the quantity and specifications as per the Purchase Order 

 Verify whether the quality documents are signed by the competent quality 

inspector authorized to carry out the quality inspection 

 Obtain details of penalty charged during the audit period 

 Obtain details of any vendors blacklisted during the audit period 

 Verify whether there are any cases of the quality specifications of medicines 

procured not being as per the standard specifications 

 Verify that in case the medicines procured from a particular vendors is found 

to be fake then the expenditure incurred on getting the tests done, has bene 

recovered from the vendor supplying such fake medicines 

 Verify whether penalty equal to three times the procurement value is 

imposed on the vendor supplying sub standard medicines etc. 

3 Vendor Selection  Biasness in Vendor Selection leading 

to possibility of missing out better 

suppliers/deals 

 Verify whether sealed bids have been invited from Government approved 

vendors only 

 Verify whether the Purchase committee had obtained the audited Balance 

sheet and audited figures of Turnover for two years from the vendors before 
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inviting bids  

 Verify whether the vendors from whom bids have been invited had a 

turnover of Rs 8 crores each year in case of Allopathic medicine vendors 

and Rs. 3 crores each year in case of Ayurvedic medicine vendors  

 Verify whether technical & financial bids have been received in separate 

sealed envelopes 

 Verify whether the sealed bids were opened at the designated time and 

place and in presence of the designated officers 

 Verify whether samples were called and verified before selection of vendor 

 Verify that procurement has not been done from any black listed vendor or a 

vendor who had supplied fake medicines in the past 

 Verify whether the medicines etc. have been procured from the vendor who 

is technically capable and has quoted the minimum rate 

 

4 Subsidies ,Schemes and 

programs 

 Disbursement of benefits prior to 

scheme approval 

 Disbursement of benefits to persons 

who are not eligible for the scheme 

 Obtain a list of all the subsidies, schemes and programs initiated by  

department 

 Verify whether all the subsidies, schemes and programs are approved by 

the competent authority 
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 Discrepancies in subsidy amount  Verify whether no benefit of scheme is given to any one before approval by 

competent authority 

 Verify whether all the expenditure/disbursements are done after adequate 

approval 

 Verify whether proper records are maintained for types of subsidies 

 Verify whether subsidy rates are updated immediately after the 

announcement by competent authority 

 Verify whether there is no budget overrun in any of the scheme and program 

 Verify whether benefit of schemes and programs is given to eligible 

candidates/persons only 

 Verify utilization of funds of Centrally sponsored schemes, report any 

underutilization and inadequate utilization 

 Obtain reasons for deviations and report as observation 

 Verify for the Centrally Sponsored schemes , if during the year targeted 

central/ share is received or not 

5 Organization of Camps for 

Animal Treatment  

  

 Inadequate number of health camps 

organized 

 Verify whether health camps were organized for the treatment of animals, 

verify whether adequate documentation is available in this respect 

 Verify whether the medicines and vaccines were timely issued to the 
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 Veterinary Hospitals and ongoing Health camps 

 Verify whether adequate records of receipt and issue of medicines are 

maintained 

 Verify whether a system for disposal of expired medicines and vaccines is in 

order 

6 Checking of subsidies 

assistance  to beneficiaries 

under different schemes 

 Benefits of schemes not passed to 

beneficiaries 

 Evaluation of various kinds of subsidy programs run by the department from 

time to time 

7 Establishment of Veterinary 

Hospitals & Stock Men Centre 

 

 Unavailability of adequate number of 

Veterinary Hospitals and Stock Men 

Centres 

 Unavailability of adequate medicines, 

vaccines and other medical 

equipments at these centres 

 Verify whether the provision for construction of Veterinary Hospitals and 

Stock Men Centres is there in the budget for the year 

 If yes, verify whether the Veterinary Hospitals and Stock Men Centres have 

been constructed as per the budget/ plan 

 Verify whether the construction was carried out within the stipulated timeline 

 Verify whether adequate documentation is available for the construction of 

the Veterinary Hospitals etc. verify whether requisite approvals are available 

from competent authority 

 Verify whether the hospitals and stock men centre are adequately staffed 

and have adequate supply of medicines and other medical equipments 
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8 Training Program  Lack of training can lead to stagnation 

in skill sets leading to inefficiencies 

and sub optimal utilization of 

resources 

 Verify whether there was a provision for Training Expenditure in the Budget 

for Veterinary Department 

 If yes, verify whether any plan was made to incur the training expenditure 

and if any calendar was prepared to carry out Training sessions during the 

year 

 Obtain records containing details of trainings conducted during the audit 

period  

 Verify whether adequate training is provided to Doctors and Nurses with 

respect to medicines, vaccines, drugs, surgical equipments, diseases and 

symptoms of frequent diseases in animals etc. 

 Verify whether training has been imparted to the veterinary staff for 

Immunization of animals against diseases like Foot and mouth disease, 

Hemorrhagic septicemia, Anthrax, Blakhk quarter, Peste des petits 

ruminants, Enterotoxaemia, Sheep and goat pox, Swine fever, Ranikhet 

diseases, Marek‘s and duck plague  
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12 Project Management  

 

12.1 Public Works Department 

Project management is a methodical approach to planning and guiding project processes from start to finish. According to the Project 

Management Institute, the processes are guided through five stages: Initiation, Planning, Executing, Controlling, and Closing. Project 

management can be applied to almost any type of project and is widely used to control the complex processes of software development 

projects.The primary challenge of project management is to achieve all of the project goals and objectives while honoring the preconceived 

project constraints. Typical constraints are scope, time, and budget. 

Public Works Department is a department of Government of Uttarakhand engaged in planning, designing, construction and maintenance of 

government assets in the field of built environment and infrastructure development. Assets in built environment include Hospitals, Schools, 

Colleges, Technical Institutes, Police Buildings, Prisons, Courts etc; assets in infrastructure development include Roads, Bridges, Flyovers, 

Footpaths, Subways etcetera. Public Works Department also sustains and preserves these assets through a well developed system of 

maintenance which includes amongst others specialized services like rehabilitation works, roads signage and aesthetic treatments like interiors, 

monument lighting, landscaping etc. 

Public Works Department carries out its activities of assets creation on the basis of the needs and requirement decided by the government and 

as assessed & appreciated by the Public Works Department through its in house technical expertise. Public Works Department ensures that the 

asset is durable, functionally efficient , serves the intended purpose, is created within the reasonable time period, is in conformity with the 

declared policies of the Government, and would satisfy the user, the government and the public at large. 
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 Important Definitions for Public Work Department 

Sr No. Term Meaning 

1 

 

Administrative approval 

 

(1)  Original- for every work (excluding petty works and repairs) it is necessary to obtain in the first instance the 

concurrence of competent authority of the administrative department requiring a work. Formal acceptance of the 

proposal by that authority is termed ―administrative approval‖ of the work and it is the duty of local officers of the 

department requiring a work to obtain the requisite approval to it. An approximate estimate and such preliminary plans 

as are necessary to elucidate the proposal should be obtained from the public works department. The procedure 

prescribed in this rule will apply also to modifications of proposals originally approved if ,by reason of such modifications  

,revised administrative approval becomes necessary, and to material deviations from the original proposals, even though 

the cost of the same may be covered by saving on other items. 

(2)  Revised- when expenditure on a work exceeds, or is likely to exceed, the amount administratively approved for it by 

more than 10 per cent, or where there are material deviations from the original proposals, even though the cost of the 

same may possibly be covered by savings on other items, revised administrative approval must be obtained from the 

authority competent to approved the cost, as so enhanced. 

2 Contingencies (works) 

-  when used in respect of the accounts of works, the term ―contingencies‖ indicates the incidental expenses of a 

miscellaneous character which cannot appropriately be classified under any distinct sub-head or sub-work, yet pertain to 

the work as a whole 

3 Contract and Contractor 

the term contract, as used in this volume, means any kind of undertaking written or verbal, express or implied, by a 

person, not being a government servant, or by a syndicate, or firm, for the construction, maintenance or repairs of one or 

more works; for the supply of materials or for the performance of any service in connection with the execution of works 
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or the supply of materials. The term ―contractor‖ means a person, syndicate or firm that has made such an undertaking, 

but often its use is restricted to contractors for the execution of works or for services in connection therewith. 

4 

 

Expenditure sanction 

 

Expenditure sanction means the concurrence of the government to the expenditure proposed, in case where this is 

necessary 

A revised expenditure sanction is necessary if the actual expenditure exceeds or is likely to exceed the amount of- 

original sanction by more than 10 per cent, in case where the original estimates are up to Rs. 5 lakhs but not exceeding 

Rs. 10 lakhs a revised expenditure sanction will be necessary if the actual expenditure exceeds or is likely to exceed the 

original sanction by more than 5 per cent. In all other cases of works and those relating to residential buildings, any 

excess over the amount to which expenditure sanction has been given requires revised expenditure sanction of 

government in the finance department. 

5 Final payment 
Means the last payment on a running account made to a contractor on the completion or determination of his contract 

and in full settlement of the account 

6 Issue rate 

-  This term denotes the cost per unit fixed in respect of an article borne on the stocks of the department at a valuation, 

for the purpose of calculating the amount creditable to the stocks account by charge to the account or service 

concerned, when any quantity of that article is issued from stock. 

7 
Major estimate as per GO 

88XXVII(3)/ 2005 

Is a term applied to the estimate for a work, when the sanctioned amount of the works expenditure exceed Rs.50,0000. 

This term is also applied, for the sake of convenience,to the work itself 
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8 
Minor estimate 

GO 88XXVII(3)/ 2005 

-  Is a term applied to the estimate for a work, when the sanctioned amount of the works expenditure exceeds 

Rs.20,0000 but does not exceed Rs.50,0000. This term is also applied, for the sake of convenience, to the work itself. 

9 
Petty estimates 

GO 88XXVII(3)/ 2005 

Is a term applied to the estimate, for a work when the sanctioned amount of the work expenditure does not exceed 

Rs.20,0000. This  term is also applied, for the sake of convenience, to the work itself 

10 

 

Rate of cost and inclusive rate 

of cost- 

Rate of cost means generally the total cost of a work or supply divided by its quantity. In the accounts it represents the 

recorded cost per unit, as arrived at by dividing up to-date final charge on a sub-head by the up-to-date progress thereof. 

―inclusive rate of cost‖ means the rate of cost of the entire work relating to a sub-head, including the cost of materials if 

recorded separately in the accounts 

11 Running account 
Is a term applied to the account with a contractor when payment for work or supplies is made to him at convenient 

intervals, subject to final settlement of the account on the completion or determination of his contract. 

12 Sub-work-   

-  In the case of a large work consisting of several buildings or smaller works, or groups thereof, the term sub-work is 

often applied to a district unit of the same if that unit is sufficiently large or important to be kept distinct for the purpose of 

accounts. For example, the outer wall, the solitary cells, the cook-houses, the jailor‘s quaters, etc. In the case of a large 

central jail. In the case of irrigation, navigation, embankment, drainage and water storage projects, the headwork‘s, 

mainline, each branch of a canal, each group of distributaries relating to each branch separately, the drainage and 

protective works, the water course scheme, and special tools and plant, all forms separate sub-works. 

13 Suspense account-   This term is applied primarily to certain heads of account, falling under the minor head ―suspense‖ of a major head of 
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expenditure, which are reserved for the temporary passage of such transactions as must at once be taken to the account 

of the sanction or grant concerned, but cannot be cleared finally either because the relevant payment, recovery, or 

adjustment is awaited, or because it is necessary to keep an effective watch over the values of any stock materials until 

their final disposal. The charges under a suspense account are taken in enhancement of the charges under the major 

head of expenditure concerned, and the receipts in reduction thereof. For suspense accounts within the accounts of 

works. 

14 Work-   

The term ―work‖ ,when by itself, is used in a comprehensive sense and applies not only to works of construction or repair 

but also to other individual objects of expenditure connected with the supply, repair, and carriage of tools and plant, the 

supply or manufacture of other stores, or the operations of workshop. 

15 
Works expenditure and works 

outlay 

These terms are used to indicates respectively the expenditure, and the capital charges, on the special services 

connected with the construction, repair, and maintenance of works. The charges falling under these categories may be 

met when, under rule, any receipts are taken in reduction of the charges, but they do not include the cost of the general 

services, tools and plant and establishment or any charges not taken to final heads of account but kept under one of the 

suspense accounts. 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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12.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Pre – Construction activities 

1 Viability Study  Commencement of Project without 

ensuring its viability 

 Huge amount of initial expenditure 

incurred on Non viable projects 

 

 Verify whether a viability study was conducted by the concerned official 

before starting the designated Project 

 Verify whether the Site Preparation, soil study and assessment of 

feasibility of services such as water supply, electricity, drainage and 

sewerage etc. were done and duly approved by competent authority 

 Verify whether the results of the viability study were timely submitted to 

the designated board/ management for review 

 Verify whether approvals are available for the Viability study as per the 

approved Delegation of powers 

 Verify whether the revisions (if any) suggested by the reviewing team 

were incorporated 

2 Preparation of Project  Estimates 

(Refer Para 329 to 336 of Volume 

VI of Financial Handbook) 

 

 Preparation of estimates without 

adequate basis 

 Preparation of Unrealistic estimates 

 Preparation of estimates without taking 

 Obtain a list of estimates prepared during the audit period 

 Verify, on a sample basis, whether estimates have been prepared for all 

works executed during the audit period 

 Verify the basis of preparation of project estimates. Verify whether the 
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Sr. No Activity Risk Audit Steps 

all important factors related to works/ 

construction activity  into consideration 

 Unapproved estimates (original and 

revised) 

 

estimates were prepared on the basis of similar work done in the past or 

any other reasonable basis 

 Verify that project estimates are prepared on the basis of prescribed 

schedule of rates  

 Verify whether the estimates contain the following important details: 

 Scope of Work 

 Design and Drawing 

 Specifications  

 Quantities and Measurement 

 Rates and total estimated cost of each item 

 Compensation for cost of land 

 Sheds for Workmen and stores 

 Cost of establishment, tools and plants 

 Cost of surveys (separately specified) 

 Expenditure incurred prior to submission of the estimate 

 Requirement of labor and important materials 
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 Charge for Unforeseen contingencies 

 Verify whether an estimate for construction of roads contains the 

following important details: 

 A brief description of the project 

 A copy of standard roadmap of the state with the position of the 

new road construction activity clearly marked thereon 

 A document containing the views of the Railway/Forest or other 

legal department administration and the state board of 

communication 

 Verify whether a register of sanctioned estimates is maintained and is 

upto date quoting authority for sanction 

 Check that no work is started until an estimate for the same has been 

sanctioned and funds allotted 

3 Approval by Competent Authority 

(Refer Para 316 to 318 of Volume 

VI of Financial Handbook) 

 Initiation of Project without seeking 

Administrative approval 

 Execution of the project without 

obtaining financial sanction on the 

Project 

 Obtain details of works in progress during the Audit period, which had 

been commenced in the past years 

 Obtain details of payments made along with date of payment with 

respect to these works  

 Obtain reasons for delay in completion of works  
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 Initiation of work without seeking 

Technical approvals  

 Check that no funds are allotted for the new works and new works are 

not allowed to be commenced unless the old long pending works are 

completed 

 Verify whether administrative approval of the competent authority has 

been obtained on the estimate for every work which is to be executed 

 Verify whether a revised administrative approval has been obtained in 

case any modifications are made in the estimate, whether or not there 

are any modifications in the cost 

 Verify whether an expenditure sanction has been obtained from the 

competent authority to indicate that funds for the project have been 

provided, and liability can be incurred 

 Verify whether technical sanction has been obtained from the 

competent authority before work is taken on hand 

 Verify whether the approval of the Consultants is available on all 

architectural plans and high end technical procurement 

 Verify whether a confirmation from the architect / consultant is available 

that the Tender documents are prepared based on the latest approved 

designs 

 Verify whether a revised administrative, financial and technical approval 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 345 of 705 

 

 

Sr. No Activity Risk Audit Steps 

has been obtained in case any modifications are made in the estimate 

 Verify whether before according approval, the competent authority has 

checked the following: 

 Detailed architectural drawings and specifications 

 Preliminary structural drawings for foundations 

 Preliminary structural drawings for superstructures  

 Preliminary drawings for internal and external services 

 Approximate & feasible cost on broad basis with due regard to 

foundation and drainage problem, cost expected due to local 

conditions, special construction method and technique etc 

supported by a proper report 

 Approximate cost of engineering and landscape designs, interiors, 

furnishings, electrical installations and meeting the requirements of 

building bye laws of local bodies 

B Tendering and Award of contract 

4 Tendering    Refer Chapter ―Procurement of IA Manual‖ and Uttarakhand 

Procurement Rules , 2008 for checkpoints related to tendering 
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5 Award of contract 

 

 

 Award of contract to ineligible vendors 

 Contract not yet signed but work 

commenced 

 Original/Amended  Contracts not 

approved  

 Non adherence to set policies and  

procedures 

 Obtain sample contract files maintained by the department.  

 While selecting the sample care should be exercised in selecting the 

contracts valuing more than Rs. 5 Lakhs, contracts with unusual nature 

(irrespective of the value involved), contracts containing price variation 

clause or provisional rates and contracts placed from India on  supplies 

overseas 

 Verify whether the contractor to whom work is awarded is most suitable 

in terms of all selection criteria, viz technically, economically etc. 

 In case the finally accepted price exceeds the limits prescribed in the 

tender document, verify whether exceptional approvals are available  for 

increase in funds 

 Verify whether the following documents are prepared by the divisional 

officer before a work is given out on contract: 

 A complete set of drawings showing the general dimensions of the 

proposed work 

 A complete specification of the work to be done and the materials 

to be used 

 A schedule of the quantities of the various descriptions of work 

 A set of conditions of contract to be complied with by the person 
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whose tender may be accepted 

6 Contracting 

(Refer Para 356 of Volume VI of 

Financial Handbook ) 

 

 Availability of incomplete documents with 

respect to works/ contracts 

 Execution of Contracts leading to loss or 

wastage of public money 

 Obtain the register of contracts along with copies of contracts and 

agreements 

 While selecting the sample, emphasis should be given on contracts 

entered in the later part of the year and any tendency of the department 

to resort to rush of expenditure should be reported 

 Verify whether a register of agreements and contract bonds entered into 

by the divisional officer is maintained and the documents are serially 

numbered as they are signed 

 Verify whether the department has entered into a formal agreement or 

at least a written agreement in regard to prices with the contractors 

before commencement of works 

 Check that no work is started until a formal contract has been previously 

approved by the competent authority as per the approved ―Delegation of 

Powers‖ 

 Verify whether bond/ agreement/ contract is reviewed and approved by 

Divisional Accountant 

 Verify that in case of contracts entered into with a firm, each one of the 

partners or in their absence their attorneys have signed the contract. In 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 348 of 705 

 

 

Sr. No Activity Risk Audit Steps 

case of contracts signed by attorneys, verify the original power of 

attorney duly registered in a court of law and obtain its attested copy for 

audit purpose 

 Verify that the contract should not have been entered by or on behalf of 

a minor 

 Verify whether standard templates are used for all contracts, previously 

vetted by legal and finance department 

 Verify that any additional terms added in the bond/ agreement/ contract 

are vetted through legal department/ authorised person 

 Check that the terms of the contract are precise, definite and 

unambiguous 

 Verify whether important clauses such as delivery schedule, place of 

delivery, timeliness of completion of works, penalty, inspection of stores, 

dispatch instructions, particulars of consignee, applicability of sales tax, 

excise duty in definite terms along with their rates etc. are clearly 

mentioned in the contract 

 Verify whether a provision is made in the contract for safeguarding 

Government property entrusted to contractors 

 Verify that in case a contract is likely to endure for a period of more than 
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five years, a provision for its unconditional revocation or cancellation by 

Government at any time after expiry of six months‘ notice should have a 

mention in the contract 

7 Contract Administration  Non adherence to contractual terms and 

conditions 

 Verify adherence to all terms and conditions mentioned in the contract 

 Verify whether the basis for the rates agreed in the annual rate bond/ 

agreement/ contract are is in place 

 Verify that where the rates agreed in the contract are considerably 

higher than the rates prevailing at the time of review, such variations 

should be reported 

 Verify that any extraordinary variation in works matter as per agreed 

terms are reviewed and approved by authorised personnel  

 Verify whether prior consent of the Financial competent authority is 

available in case of following contracts: 

 Contracts involving an uncertain, indefinite liability or a condition of 

unusual character 

 Material variations in terms of the contract after formally executing 

the contract 

 Payments in excess of the agreed rates/ outside the strict terms of 
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the contract 

 Scrutinize the following aspects: 

 Payment of compensation of works to contractors/ suppliers‘ firms 

 All contracts concluded on cost plus profit basis 

 Verify whether the correct amount of security deposit / guarantees have 

been furnished by the vendor within the stipulated time, if required by 

the contractual terms 

 Verify whether the penalties leviable under the terms of the contract 

have actually been enforced in the event of any default 

 Verify whether the deviations from contractual terms are approved by an 

authorised person/ personnel  

8 Amendments/ Renewal of 

contracts 

 Delays attributable to the service 

providers may go unidentified  

 Project material may be procured way 

before the commencement of the Project  

 Check if there is any discrepancy between award of contract and 

conditions  of contract specially in regard to amendments, modification 

having financial implication such as: 

 The payment terms are amended favorable to the supplier e.g. 

Advance payment are authorized even when there is no provision 

in the contracts for making advance payments. At time higher 

advance payments than stipulated in contract authorized 
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 The pre despacth inspection though was incorporated in the 

contracts but, the same was subsequently  waived without any 

reason , thus jeoparadizing the quality aspects as per contractual  

requirement 

 The submission of performance bank guarantee was waived 

 Even though the contracts were placed on FOR destination, the 

locations were changed nearer to the suppliers‘ premises without 

taking into account the benefit of freight charges. 

 Verify whether the annual rate contracts are timely renewed and 

approved by Competent Authority, if any 

 Verify whether the following controls are in place in case of amendment 

of  an existing contract: 

 In case of any delay in the completion of work the contractor should 

have given prior notice in writing to the engineer in charge, for 

seeking extension of time 

 Such applications must state the grounds which hindered the 

contractor in the execution of work within the stipulated time 

 The engineer in charge must be of the opinion that the grounds 

shown for the extension of time are reasonable 
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 Extension in project completion date should have been approved 

as per the delegation of power 

 Where there are delays in the commencement of the Project, have 

subsequent activities (such as Procurement of Project material) 

been re-scheduled in line with the extension in the Original Project 

timelines to avoid Blockage of Working Capital, if any 

 

 

C Budgeting, Scheduling and Milestone Definition 

9 Budgetary Controls  Inadequate approvals for budgets (Initial 

& revised) 

 Risk of overspending 

 Defalcation and losses 

 

 

 

 

 Verify whether the approved annual budget for the works is available 

 Verify whether expenditure for all works  

incurred up to the end of the last financial year have been compiled and 

incorporated while preparing the budget 

 Verify whether a percentage of provision is made in the budget for spill 

over works carried forward to the next year 

 Verify whether the completion schedule and approximate value  

of each contract is mentioned in the budget 

 Verify whether a certain percentage of provision is made in the budget 
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for expenditure to be made on preparatory works such as survey, 

investigation and engineering etc 

 Verify whether the Capital Budget is prepared in detail including 

separate heads of land ,building and development cost  

 Verify whether revision in budgets have been formally approved as per 

authority of approval  

10 Project Schedule and Milestone 

definition  

 Preparation of Project Schedule without 

defining timelines for each Milestone  

 Verify whether all the projects initiated during the audit period have 

been duly approved as per the Delegation of Powers 

 Verify whether for all the approved Project Plans, milestones have been 

clearly identified and time-lines for completion of each milestone have 

been defined 

 Verify whether a detailed program with master plan of the work is being 

prepared for effective monitoring 

 Verify whether the monitoring program is flexible enough 

to permit modifications to meet unknown contingencies that disturb the 

planned sequence of operations 

 Verify whether systematic steps are taken to ensure 

the program is closely followed to achieve the desired  

level of progress at work  
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D Construction Stage 

11 Commencement of Work 

(Refer Para 375 of Volume VI of 

Financial Handbook) 

 Commencement of work without 

obtaining administrative, financial and 

technical approvals 

 Check that no work commences unless a properly detailed design and 

estimate (technical sanction)has been sanctioned by the competent 

authority 

 Check that no work commences unless an allotment of funds has been 

made and orders for its commencement have been issued by the 

competent authority 

 Check that, if on grounds of urgency, an officer is required to carry out a 

work for which no estimates have been sanctioned, the orders of the 

officer authorizing should be available in writing 

 Check that the officer required to carry out the work in urgency without 

sanctioned estimates had immediately intimated this fact to the 

Accountant General and also provided an approximate amount of 

liability which he would incur in compliance with the written orders 

received 

 Check that an engineer in charge is nominated by the competent 

authority for the purpose of operating a particular contract and the same 

is indicated in the work order/contract 

 Verify that work progress – bar chart is prepared for work milestone 
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completion tracking and same is used for making payment against 

completed work  

 Verify whether the Engineer in charge is responsible for the following : 

 Supervising and administering the contract  

 Certifying payment due to the contractor  

 Valuing variations to the contract  

 Awarding extension of time 

 Valuing compensation events 

E Record keeping in PWD Department 

12 Imprest Account  Incorrect updation of Imprest Account 

 Unauthorized corrections in Imprest 

Account 

 Inadequate approvals for granting 

increase or decrease of an imprest 

 Verify the following in case of Imprest Account: 

 How often are the imprest accounts closed and are they promptly 

recouped by the sub-divisional/Camp officer? 

 Are the entries in the original imprest accounts free from 

interpolations and are corrections properly made and attested by 

the imprest holders 

 Examine the original imprest accounts generally from the date of 

last inspection and compare the entries for a month with those in 
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the accounts submitted to divisional office 

 Are there any cases where expenses etc. passed for payment by 

the sub-divisional/Camp officer are generally paid from permanent 

imprest instead of from temporary advances and if so what are the 

reasons? 

 Verify whether new imprest account is opened within the limit of 

prescribed imprest amount  

 See that the amount s of imprest are spent for the purposes for 

which they are granted and that they are not in excess of the actual 

requirements in any case 

 Is proper sanction obtained to grant increase or decrease of an 

imprest? Verify receipt of the imprset holders 

13 Registers of revenue  

(Refer Para 293 and 304 of 

Volume VI of  Financial Handbook 

) 

 Non/ incomplete/ inaccurate 

maintenance of register of revenue 

 

 Verify whether all revenue receipts of the division are classified and 

abstracted in a register of revenue (in the prescribed form) maintained 

in the divisional office 

 Verify whether the receipts relating to each project for which a separate 

account is kept are registered separately 

 Verify whether all receipts relating to the transactions of the Central 

Government are recorded separately 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 357 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Verify whether there is clear distinction made between receipts that are 

creditable to the revenues of the state as departmental revenues and 

transactions which merely represent value received and are eventually 

to be repaid or utilized in meeting the cost of some service to be 

rendered 

14 Measurement books 

(Refer Para 434 and Appendix IV 

of Volume VI of Financial 

Handbook and Uttarakhand 

Procurement Rules 2008) 

 Incorrect and incomplete recording of 

measurements 

 Unauthorized updations/ corrections in 

measurement books 

 Verify whether all measurement books belonging to a division are 

serially (machine) numbered 

 Verify whether the date of measurement are invariably recorded  

 Verify whether the measurements are crossed off as soon as bills are 

passed for payment, voucher numbers noted and pay order signed by 

the disbursing officer soon after the payment 

 Verify whether the entries are recorded continuously in the 

measurement book and no blank pages are left or torn out  

 Verify whether works registers are maintained for major and minor work 

separately in prescribed format 

 Verify whether works registers are reviewed and approved by an 

authorised person 

 Check that in case, any pages are left blank inadvertently, such pages 

are cancelled by diagonal lines and such cancellations are attested and 
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dated 

 Verify whether in case of cancelled measurements, reasons for 

cancellation are recorded under the initials of the officer 

 Verify whether any corrections in the measurement book are properly 

made and attested  

 Check that the entries in the measurement book should be made with 

indelible ink  

 Verify whether each measurement book contains an index which is kept 

upto date 

 Verify whether the person taking the measurements is authorized to do 

so 

 Verify whether a register is maintained in Divisional Office containing 

the following details of Measurement books: 

 Serial Number of each book 

 Names of the sub-divisions(Camp office) to which they are issued 

 Date of issue 

 Date of return (so that its eventual date of return to the divisional 

office may be checked) 
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 Verify that in case any measurement book is missing, what action has 

been taken by the sub-divisional office. Verify whether the write-off of 

the Measurement book has been sanctioned by the competent authority  

 Verify whether the period of claim and date of measurement is being 

recorded in the measurement books 

 Verify whether all the measurements have been  

correctly and accurately taken down 

 Verify that in case the measurements are taken in connection with a 

running contract account, on which work has previously been 

measured, reference to the last set of measurements should be 

recorded 

 Check that each set of measurement should commence with 

 Full name of work as given in the work order 

 Location of work  

 name of contractor  

 number and date of agreement/work order 

 date of commencement of work as per contract 

 period of claim 
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 date of measurement 

 Name and designation of the person recording the measurement 

 Verify whether each measurement book in use in the sub-division (camp 

office) is sent at least once a year to the Divisional Officer, for the 

divisional accountant‘s scrutiny and whether completed measurement 

books are promptly sent to the Divisional officer for record 

 Verify whether FIR lodged in case measurement book has been lost or 

destroyed 

 Verify the payment should be made after measurement and entry in the 

measurement book 

15 Contractor‘s ledger  Non / incorrect/ incomplete maintenance 

of Contractor‘s account 

 Obtain the contractor‘s account for a sample period 

 Verify whether the Contractor‘s accounts are clear and satisfactory 

 Verify whether the Contractor‘s accounts show any long outstanding 

amount without any satisfactory reason attributed to them 

 Check that there are no cases of unauthorized or irregular issue of 

stocks to the contractors 

16 Verification of unused Works  Discrepancy between material issued to 

works,  material used in the project and 

 Verify whether the used balances of material charged directly to works 
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(Refer Para 498 of Volume VI of 

Financial Handbook) 

material lying in hand have been verified at least once a year 

Verify whether a report of verification is prepared by the sub-divisional 

officer and submitted to the divisional office 

17 Half Yearly register of stock 

(Refer Para 223, 224, 225, 226 of 

Volume VI of Financial Handbook) 

 Non maintenance of essential records  Verify whether an account is maintained in the divisional office to 

record, month by month, separately for each sub-division, the 

transactions relating to each item of stock, in three parts: 

 Part – 1 - The register 

 Part – 2 - The Summary 

 Part – 3 - The Review 

 Verify whether Part 1 is posted monthly from the sub-divisional 

abstracts and balanced half yearly in the same manner as the sub-

divisional half yearly balance returns  

 Verify whether this register if laid before the divisional officer within a 

week after the submission of the monthly account to the Accountant 

General. 

 Verify whether at the end of half year, the closing balances of quantities 

are reconciled with those shown in the half yearly balance returns 

received from sub-divisional officers 
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 Verify whether the register is closed after observing the following 

instructions  

 Market rates (column 24) – This column should be filled up, in 

respect of each item, under the orders of the divisional officer by a 

person other than a ministerial subordinate. It should be written up 

at or about the close of the half year, but before any entries are 

made in the column for future issue rates 

 Current Issue rates (column 20) – This column should have been 

filled up at the commencement of the half year in respect of items 

brought forward from the previous half year  and subsequently 

from time to time, in respect of new items and items the rates of 

which are revised during the half year 

 Value at current issue rates (column 21) – This column should be 

written up at the close of the half year and should represent the 

value of the closing balance at the issue rates current during the 

last month of the half year 

 Future issue rates (column 22) – This column should show the 

rates for issues during the following half year which should be 

fixed, separately for each item. When opening the register for the 

following half year   
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F Milestone Tracking 

18 Project Milestone Tracking 

(Refer Para 399 of Volume VI of 

Financial Handbook) 

 Reason for delay in completion of project 

would not be identified 

 Absence of a tracking mechanism of 

planned vs. actual progress of project 

work 

 

 Verify whether a program for execution of project work is 

comprehensively prepared and is periodically revised 

 Verify whether there is a process in place to review and analyze the 

actual vs. planned progress of the project 

 Verify whether corrective measures are taken in case of any forse-able 

delays  

 Verify whether a consolidated completion statement is prepared monthly 

for all completed works 

19 Computation of rate of return and 

performance evaluation 

 Non achievement of committed project 

objectives 

 In the absence of a formal mechanism 

for tracking progress of the project, 

delays in implementation may not be 

identified in a timely manner 

 Verify whether the objectives of the project have been clearly defined in 

the project documents 

 Verify whether the actual achievements are in line with the objectives 

set at the initiation of the project 

 Verify whether there is a process in place to send a formal report of on 

progress on the project to senior management  

 Verify whether such reports are held on record for future reference 

 Analyze any four MIS/ Project monitoring reports compiled for 
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evaluating project progress 

G Post Construction activities 

20 Completion Certificates  Non availability of project completion 

certificates 

 Payment processed without completion 

of project mile stones 

 Obtain  the completion certificates for the completed Projects 

 Obtain the approved Plan for the Project  

 Verify whether completion certificates along with backup documentation 

evidencing completion, are available for each completed work 

 Compare the actual date of completion as per the completion 

certificates against the planned completion date as per the approved 

Project Plan 

 Verify whether the reasons for delay in Project completion are analyzed 

by the department 

 Verify whether there is a clear demarcation between delay attributable 

to Internal factors and delay attributable to the Contractor/ Vendor 

 Verify whether where the delays are caused by the service providers, 

whether appropriate amount of liquidated damages have been levied in 

accordance with the contract terms 

 Verify whether the final payment is processed only after ensuring that all 

deliverables have been met and completion certificates  are in place for 
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completion of the entire project 

21 Testing and commissioning  Inadequate testing and commissioning of 

the project 

 Verify whether a test run is conducted for all the projects to ensure that 

their working condition is in line with expectations  

 Verify whether there is adequate documentation in place to authenticate 

that the test runs were conducted in the presence of officials from the 

project team, quality assurance team, contractor etc. 

 Verify whether after satisfactory completion of the testing phase and 

getting all the relevant clearances such as fire etc. the Project is 

adequately commissioned  

22 Return/ Disposal of Surplus 

Material 

(Refer Para 478 of Volume VI of 

Financial Handbook)  

 Absence of any process to return the 

surplus material at site 

 Incorrect accounting of return of surplus 

material in the project records 

 Verify whether a list of all surplus material is maintained in the camp 

office and divisional office, if any 

 Verify whether all surplus material at site has been brought back to 

stock account  

 Verify whether the value of surplus material is credited to the work to 

which it was originally issued and debited to the work to which it is 

transferred 

 Check that, in case the surplus material is unlikely to be of any use 

within a reasonable time, then credit to the work to which the material 
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was originally issued should not be allowed 

H Running Account bills and Payment  

23 Checking of Running Account 

(RA) bills 

 Mismatch between rate as per RA Bills 

and contract  

 Incomplete details being recorded on RA 

Bills 

 Lack of adequate approvals being 

obtained on the RA Bills 

 Obtain the payment vouchers and copies of RA bills for a sample period 

 Verify whether rates adopted for various items 

 of work are in accordance with the contract agreement 

 Verify whether the Contract Agreement Number and date,  

Work Order number and date, date of commencement  

of work and date of completion of work as per  

agreement, extension of completion time granted by the competent 

authority, if any, has been correctly indicated in the bill 

 Compare the running account bills with the previous bill to check its 

correctness 

 Verify whether the on account bills are signed by the contractor or the 

authorized representative with date 

 Verify whether all recoveries such as supply of rent, 

water and electricity charges and hire charges  

of plant and equipment etc have been made properly  

 Verify that all cheques/payments should be signed and approved by two 
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authorised person out of which one person should be from finance 

department like divisional accountant  

24 Final Payment  Recoveries not being made from the 

final bill 

 Payment without satisfactory completion 

of work 

 Verify whether a complete list of materials issued  

to the contractors against the particulars of recoveries already made 

from the on account bills is enclosed with the final bill 

 Verify whether all recovery on account of hire charges, electricity, water 

supply etc have been fully made 

 Verify whether the Final Payment for the Project has been processed 

only after receiving a certificate from the Engineer/ Officer-in-Charge 

detailing the fact that he is satisfied that the work has been executed as 

per the contractual specifications 

 

 

I Stores 

25 Purchase and supply of stores 

(Refer Uttarakhand Procurement 

rules 2008) 

 Unauthorized purchases 

 Charging of illicit rates 

 

 Verify whether the purchase process is as per the procurement Rules 

2008. 

 Verify whether all purchases of stores are sanctioned by the competent 
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authority 

 Check that there are no cases of splitting of stores purchases in order to 

avoid a higher level of approval 

 Verify whether the rates charged in the purchase bills are in conformity 

with the rates agreed in the contract 

 Verify whether the necessary inspection certificates have been 

furnished with the bills  

 Verify whether liquidated damages have been imposed in case of delay 

in deliveries 

 Verify whether discrepancies in receipts of stores are considered at the 

time of releasing final payments 

26 Accounts of Stores 

(Refer Para 195 to 198 of Volume 

VI of Financial Handbook) 

 

 Incomplete record of stores 

 Inadequate accounting of stores 

 Obtain the bills for supply of stores 

 Verify whether the Store keeper appointed with the sanction of 

competent authority, keeps all records/ returns related to issue of stores 

under his charge and is responsible for the custody and preservation of 

the stores 

 Verify that all transactions of receipts and issues are recorded in the 

order of occurrence and as soon as they take place 
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 Check that till the time it is not known that to which works the reserve 

stores are to be debited, they are accounted for in a suspense account 

of stock 

 Verify whether all road material is charged at once to the minor head 

―repairs‖ and when the road material is acquired specially for use in the 

construction of a road or other work, its cost is debited to the estimate 

for such construction 

 Verify whether all purchases made for the requirements of works 

generally are accounted for under the suspense head ―stock‖  

 Verify whether all purchases made specially for a work are charged to 

that work 

27 Reserve of Stock 

(Refer Para 183, 184 and 192 of 

Volume VI , Financial Handbook) 

 Inadequate reserves resulting in delay in 

construction activity 

 Unauthorized maintenance of reserves 

 Verify the basis of deciding the quantity of reserve stock to be 

maintained, the quantity of reserve stock should be neither to less nor 

too much 

 Verify whether specific sanctions are available for procuring reserve 

stock 

 Verify whether reserve stock is procured only upto the monetary limit 

prescribed by the Government 

 Check that all these stores are not debited at once to any specific work 
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 Verify that the Surveying and mathematical instruments are not stocked 

in excess of requirement and surplus instruments are returned to the 

Mathematical Instruments Officer 

28 Loss of stores 

(Refer Para 185 and 186 of 

Volume VI , Financial Handbook) 

 Loss of stores going un noticed 

 Absence of a reporting process in case 

of loss of stores 

 Verify whether a periodic reconciliation of stores is carried out to arrive 

at quantity of loss of stores (Loss = Opening stock + Purchases- Issues-

closing stock)  

 Verify whether an immediate report of the loss of stores is made to the 

police 

 Verify whether the reasons for all losses of stores are investigated 

immediately 

 Verify whether the sanction of a competent authority is available to 

write-off such losses  

29 Sale of Stores 

(Refer Para 187 to 191 of Volume 

VI of Financial Handbook) 

 Inadequacies in sale of stores 

 Unapproved waiver of mark up 

 Verify whether an additional percentage (as prescribed) is added to the 

cost of the stock at the time of its sale to the public or other 

departments, to cover charges on account of supervision, storage and 

contingencies 

 Verify that where the stock seems to be otherwise un-saleable, an 

additional percentage may not be added to the cost of stock at the time 

of its sale, however approval of the competent authority should be 
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available on record for the waiver  

 Verify that, in case any stores are found to be in surplus or 

unserviceable, a report containing the details of surplus and/or 

unserviceable stores is sent by the divisional officer to the Stores 

Purchase Officer  

 Verify that in case of sale of stores by auction, a responsible officer or 

subordinate has attended the auction and recorded the final bids 

 Compare the sale accounts rendered by the auctioneer with the bid 

records prepared by the responsible officer 

 Check that only the net sums received from the auctioneer after 

deduction of his commission is credited as sale proceeds to the revenue 

of the state 

30 Stock Taking 

(Refer Para 230 to 237 of Volume 

VI , Financial Handbook) 

 Irregular process of stock take 

 No action taken to correct the 

discrepancies noted during the stock 

take 

 Verify whether the divisional officers have carried out a stock take of the 

stores atleast once a year 

 Verify whether the discrepancy noted during the stock take, is corrected 

in the book balance, by treating surplus as a receipt and deficit as an 

issue, with a suitable remark 

 Verify whether all article of stock, not likely to be used during the 

following twelve months, are reported to the divisional officer 
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 Verify whether the divisional officer has sought the approval of the 

Superintendent Engineer for the disposal of such slow moving material 

31 Fictitious Stock adjustments 

(Refer Para 196 of Volume VI , 

Financial Handbook) 

 

 Passing of fictitious adjustments 

 Defalcation and losses 

 Verify that following types of Fictitious stock adjustments should not 

have been made: 

 Debiting to a work, the cost of materials not approved or in excess 

of actual requirement  

 Debiting to a work, for which funds are available, value of material 

intended to be utilized on another work, for which no appropriation 

has been sanctioned 

 Writing back the value of material used on a work to avoid excess 

outlay over appropriation 

J Maintenance, Repair and Petty Works 

32 Maintenance and Repair   Unapproved maintenance and repair 

activities being carried out 

 

 

 Verify whether the Maintenance and repair estimate contains the 

following important details: 

 Whole expenditure which is anticipated to be incurred during the 

financial year  

 Cost of removing rubbish, renewal/ paintings  
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 Cost of filling unsightly pits etc. 

 Cost of all watchmen sanctioned by competent authority for the 

care of vacant buildings etc. 

 Verify whether the approval of the competent authority has been sought 

on the estimates for maintenance and repair 

33 Petty Works  Petty Works being commenced without 

having approved budgets and estimates 

in place 

 Verify whether funds for construction of minor works have been 

provided in the budget estimates of the Public Works Department under 

the head Civil Works  

 Verify whether all petty works have been initiated by the Head of the 

Department concerned  

 Check that no petty works involving additions and alterations to building 

of architectural importance or buildings such as courts, colleges, 

schools kotwalis, etc. should be sanctioned by the Head of a 

Department without the previous approval of the Chief Engineer, Public 

Works Department to whom such proposals should be submitted before 

final sanction is accorded 

 Check that all estimates for petty works should be sanctioned by the 

Head of the Department  

 Check that preparation of designs or execution of petty works is not 
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undertaken by a Divisional Engineer without the permission of the Chief 

Engineer  

K Government buildings  

34 Purchase and sale of buildings  

(Refer Para 279 and 280 of 

Volume VI of Financial Handbook) 

 Lack of Transparency in the Process of 

purchase and  sale of Government 

Buildings 

 Obtain a list of Government Buildings purchased during the audit period 

 Check that all buildings are purchased with the orders of the 

government 

 Verify whether a survey and valuation report prepared by the divisional 

officer, approved by the superintending engineer is submitted in all 

cases 

 Obtain a list of all Government buildings sold/ dismantled during the 

audit period 

 Verify whether the order of the government is available for sale/ 

dismantle of the permanent government buildings 

 Verify that if any temporary buildings erected during construction work is 

sold or dismantled after the completion of the work or when the purpose 

of erecting them has been served, previous sanction of the 

superintending engineer should be available on record 
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35 Renting of buildings  

(Refer Para 282 and 283 of 

Volume VI of Financial Handbook) 

 Occupancy of Government Buildings 

without adequate approvals in place 

 Verify that no government building is occupied as private residence 

without the consent of superior officials or of the government 

 Verify that no building devoted to religious use, is used as a dwelling 

house or for any other purpose, without the consent of the principal civil 

or political authority on the spot  

36 Register of buildings  Non maintenance of a register of 

buildings by every divisional officer 

 Incorrect/ incomplete updation of 

buildings‘ register 

 Verify whether each Superintendent Engineer keeps a register of all 

buildings within his circle 

 Verify whether each divisional officer keeps a register of all buildings 

within his division 

 Verify that the value of the land comprised in the property is shown 

separately from the value of the building in the register. Verify that the 

value of each separate structure is shown separately 

37 Register of rents  

(Refer Para 308 to 310 of Volume 

VI of  Financial Handbook ) 

 Non maintenance of rent register for all 

Government residential buildings 

 Verify whether a register (in the prescribed form) is maintained in the 

divisional office to show the monthly assessments, realizations and 

balances of rents, of all residential buildings 

 Verify whether the following totals for each month are abstracted at the 

foot of the register : 

 Cash realized in the division 
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 Recoveries by other disbursing officers adjusted in the divisional 

accounts 

 Recoveries by Treasury Officers of the state adjustable in the 

accounts office for both rents of buildings and rents of lands 

 Verify whether the rent of special services such as furniture etc. if 

provided with the building is shown separately from the rent of the 

building  

L Returns to Accountant General 

38 Submission of monthly accounts 

to the Accountant General 

 Delay in submission of monthly accounts 

to the Accountant general 

 Lack of adequate backup documentation 

being submitted with the monthly 

accounts 

 Verify whether the monthly accounts are sent to the Accountant 

General‘s office between 7th & 10th of the month following that to which 

it relates (In case of March, it is to be sent by 15
th
 Apr) 

 Verify whether the monthly accounts sent to the Accountant General‘s 

office are supported by the following documents in the prescribed forms: 

  Schedule of revenue realized/ refunds of revenue/ receipts and 

recoveries on Capital Account  

 Classified abstracts of expenditure  

 Schedule of works expenditure  
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 Stock Account , with sales account  

 Schedule of debts to stock  

 Abstract account of credits, debits and balances of the Purchase 

Account, supported by a list of credits to the suspense head ― 

Purchases‖ during the month showing reference to the transfer 

entry orders, if any purchase is in place  

 Schedule of Miscellaneous PW advances  

 Schedule Workshop suspense  

 Extracts from registers of receipts and recoveries on capital 

account 

 Schedule dockets, with necessary vouchers, transfer entry orders, 

survey reports and sales accounts  

 Schedule of credits and debits to miscellaneous heads of account  

 Ensure that the following are taken care of while submitting the monthly 

accounts to the Accountant General 

 Mention details of unadjusted Temporary advances  at appropriate 

column in Form – 80 

 Nature of various expenditure whether charged/ voted, plan or non 
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–plan should be shown clearly 

 Receipt side of Form – 80 should arithmetically agree with the 

Disbursement side 

 Closing Cash balance should agree with the Opening Cash 

Balance of the following month 

 Form 46 – Revenue realized should match with the figures of 

receipt shown in Form – 80 

 The column related to estimated cost and budget allotment should 

be appropriately filled in Form – 64 (Schedule of Expenditure) 

 Form – 79 should be attached with accounts 

 Column of up to date deposits should be filled in Form – 65 

(Schedule of Deposit Works) 

39 Submission of Schedule of 

Settlement with Treasuries – Form 

51 

 Non submission of Form – 51 with 

Monthly Accounts 

 Verify whether the Schedule of settlement of Treasuries, Form – 51, 

along with supporting consolidated Treasury Receipt  

(CTR) is downloaded regularly from the Computerized Accounts of the 

Treasury through Internet  

 Verify whether there is any documentation in place to authenticate that 

the DA‘s/ DAO‘s posted in each division personnaly visited the treasury 

on the 18
th
 of every month to reconcile receipts and payments in Form – 
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51 

40 Abstract of Expenditure  Absence of documentation with respect 

to expenditure incurred against the 

allotment  of the division 

 Verify whether a consolidated account of all expenditure charged 

against the allotment of the division has been prepared in the prescribed 

form 

 Verify whether the half yearly stock registers and balance returns of 

tools and plants are submitted to the divisional office on the due date 

41 Preparation of Monthly Account 

(Refer Para 754, 755, 756  of 

Volume VI of Financial Handbook) 

 Absence of a process of preparation of 

monthly accounts 

 Irregular Maintenance of monthly 

accounts  

 Incomplete and incorrect updation of 

monthly accounts 

 

 Verify whether monthly accounts have been prepared in the prescribed 

form for presentation to the Divisional Officer  

 Verify whether the monthly accounts contain the following important 

details: 

 Requisite enclosures such as proper schedules and vouchers as a 

part of the monthly accounts 

 An abstract of the entire receipts and disbursements of the month 

as detailed in the various schedules and registers and shows also 

the opening and closing cash balances  

 A Memorandum of Miscellaneous cash receipts paid into the 

treasury  

 A certificate in respect of the closing cash balances of subordinate 
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disbursing officers 

 The entries in the accounts are divided into three groups: 

 Revenue entries, which are total of receipts under several 

major heads as taken from register of revenue realized 

  Expenditure entries which are the totals for the several 

divisions of major heads and are posted from the classified 

abstract of expenditure 

 Other Heads, entries in which representing both receipts and 

disbursements are posted from the schedules of deposits, 

remittances and miscellaneous heads of account 

 Verify whether the store accounts of the sub-division(camp office) are 

closed on the dates fixed for the purpose 

 Verify whether the store and other monthly accounts of the camp office 

are dispatched to the divisional office within prescribed time. If not, 

obtain the reasons and find out the steps taken by the camp office  

officer to avoid such delays 

 Verify whether the divisional accountant has ensured that all those 

transactions are cancelled/ counterbalanced by each other, which are 

recorded in the initial cash and stock account and involve no operation 
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on revenue, expenditure or any other prescribed head of accounts 

classification, if any  

 Verify that in case the monthly accounts do not balance and the 

discrepancy cannot be detected readily that whether the abstract has 

been written up from the original cash books, abstracts of receipts, 

issues of stock and the transfer entry book to locate the error of 

omission, clarifications should have been sought 

 Report the cases of chronic and perpetual defaulters, who have been 

observed to be submitting the monthly accounts with a delay for a 

number of months. 

42 Submission of other returns  Irregular submission of important returns 

and registers 

 Submission of Incomplete/ incorrect 

registers and returns 

 Verify whether the half yearly stock registers are submitted to the 

divisional office on the due date 

 Verify whether the returns of tools and plants are submitted to the 

divisional office on the due date 

 

 

M Duties of Divisional Accountant 
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43 Duties and Responsibilities of 

Divisional Accountant 

 Unauthorized expenditure 

 Mismanagement of funds 

 Verify whether the Divisional is maintaining following records: 

 Carries out a reconciliation of figures (receipts/ expenditure) given 

in the accounts of the Division with those appearing in the books of 

the Accountant General.  

 Submits a quarterly reconciliation statement to the office of 

Accountant General 

 Records every payment and obtains a receipt for it, so as to ensure 

that a second claim against Government on the same account is 

impossible 

 Allotments made by the Divisional Officer for individual works out of 

the lump sum provision made available to him for a group of works 

are not exceeded and expenditure against such individual 

allotments is adequately monitored 

 Works expenditure is checked with reference to the estimates in 

order to ensure that the charges have been incurred only in 

pursuance of the objects intended in the estimates 

 The expenditure on each sub-head with the estimated quantity or 

work, the sanctioned rate and the total sanctioned cost is checked 

 The authorized gross expenditure on work is not exceeded without 
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the orders of the competent authority and any surplus recoveries of 

expenditure are not utilized towards such additional expenditure 

 Recoveries of expenditure are watched in order to bring to the 

Divisional Officer‘s notice all marked deviations from the provision 

for such credits in the estimates of works 

 Claims included in bills presented directly at treasuries by the 

Divisional Officer are examined 

 That petty voucher which are not submitted in the office of the 

Accountant General (A&E) and Accounts Officer are checked in 

detail 

N Miscellaneous 

44 Advance to Contractors and 

Disbursers 

 Unapproved advances being disbursed 

 Delay in recovery of advances or delay 

in adjustment of advances from 

contractor‘s invoice 

 Verify whether advances are made to contractors only in the following 

circumstances: 

 In case purchase of materials cannot be made without prepayment 

the local officer may draw an advance to the extent of actual 

requirements but not exceeding the limits prescribed at a time for a 

single work  

 Verify the following with respect to advances made to contractors: 
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 Check that another advance should not be drawn unless the first 

has been adjusted as per terms of bond/ agreement/ contract 

document 

 Check that advances are adjusted and detailed bills submitted 

within a period not exceeding as defined in agreement/ bond 

document  from the date of drawal 

45 Miscellaneous Public Works 

Advances 

 Unapproved advances being disbursed 

 

 Scrutinize the balance under the Sub Head Suspense ― Miscellaneous 

Public Works Advances‖, which relates to the value of the stock sold on 

credit, expenditure incurred on Deposit work in excess of Deposit 

received, losses of cash, stores and advance dues awaiting recovery 

from Government servants, contractors etc. 

 Verify whether all items under this head are cleared either by actual 

recovery or by adjustment with some other Heads of Accounts.  

 Report cases of non adjustment/ non recovery of these balances at the 

end of the Financial Year, resulting in works accounts remaining under 

charged 

46 Cash Settlement Suspense 

Accounts 

 Delay in adjustment of balances  Verify whether any balances are lying unadjusted for Inter Divisional 

transfer of materials/ stores under the Cash Settlement Suspense 

Account (CSSA) 
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 Verify whether there is any document to authenticate that suitable 

instructions are issued to all Divisional Officers to clear the outstanding 

balances under CSSA. 
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12.3 Irrigation department 

The irrigation history of Uttarakhand reveals a rich social tradition and experience in the management of water for improving agricultural 

productivity, a tradition which the State has not kept pace with in terms of supportive policies.  11 per cent of the total area is irrigated (in the hill 

areas), with the rest of the sown area being rain fed. The percentage of irrigated area in the plains, however, is very high, being the beneficiary 

of major from erstwhile parent state Uttar Pradesh and medium schemes. Irrigated agriculture is confined to the fertile valleys in the hills. 

Traditional irrigation methods in the hill area have made use of the topography of the region – he steep slopes – and have relied on gravity for 

watering the fields. These irrigation canals dug along the contours of the fields to maintain the flow of water are locally called guls. Irrigation 

facilities on large scale are mainly present in the outer Himalayan plains – the Duns and the Terai regions. 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 For checkpoints related to maintenance of accounts (such as monthly accounts, quarterly accounts etc. refer chapter “Public Works Department 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

Refer applicable Annexure 
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12.4 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Flood Management 

1 Flood management  Inadequate preparedness for flood and 

drought can lead to losses 

 There should be a master plan for flood/ drought control and 

management for each flood/ drought prone region  

 Verify whether plan is approved by competent authority 

 Verify schemes prepared for managing drought and floods 

 In planning water resource development projects, the needs of drought-

prone areas should be given priority 

 Verify relief works undertaken for providing benefit to drought/ flood 

stricken 

 Verify whether an extensive network exist for drought/ flood forecasting 

for timely warning 

2 Maintenance of dams, wells, 

tube wells, and canals 

 Non adherence to preventive 

maintenance schedule can lead to 

accidents and losses 

 Verify whether irrigation department has assigned responsibilities for 

maintenance of dams, wells, tube wells and canals 

 Verify whether there is a facility wise schedule for maintenance of 

facilities 

 Verify whether individual employee or group of employees are assigned 
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against every maintenance activity 

 Check adherence to preventive maintenance schedule 

 Calculate difference between actual and due date for maintenance 

activity 

 Obtain reasons for deviations and report it as an observation 

B Planning and budgeting 

3 Planning and budgeting  Delay in approval of budget and plan 

 Errors and omissions in preparation of 

budget and plan 

 Obtain a copy of plan and budget for the audit period 

 Verify whether State plan, district  plan and budget are prepared prior to 

the start of period 

 Verify whether plan and budget are approved by competent authority 

 Verify backup documents for planning like survey reports, central 

government directives etc 

 Verify when various functions of irrigation departments have submitted 

their respective budgets and plan for consolidation 

 Verify difference between actual and scheduled date for submission of 

budget and plan by various departments 

 Verify approval of departmental budgets and plan by respective 
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department heads 

 Obtain reasons for deviations and report as observation 

4 Budgetary control  Budget overrun 

 Unbudgeted expenditure 

 Obtain list of expenses done under various heads mentioned in budget 

 Compare actual vis-à-vis planned expenses 

 Analyze heads where there are significant differences in actual and 

planned expenses 

 Verify approval form competent authority for budget overrun 

 Verify monthly trend of expenses and analyze them. Obtain reasons if 

there is skewness in one month particularly year end 

 Obtain reasons for deviations and report as observation 

 

 

 

C Management of assets 

5 Database Management  Difficulty in monitoring of facilities 

 No regular update of database 

 Verify whether irrigation department is maintaining a comprehensive 

database for irrigation data (like state/district wise no. of canals, wells, 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 391 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Unauthorized changes to database 

 Inadequate backup can lead to data loss 

tube wells, ground water levels, assets etc) 

 Verify whether data such database is up to date 

 Physically verify some of the details mentioned in database 

 Verify whether only authorized personnel have access to database 

 Verify whether changes in database are done only after approval from 

competent authority 

 Verify whether proper back is taken for the database 

 Obtain reasons for deviations and report it as an observation 

6 Physical verification and FAR  Difference between book stock and 

physical stock 

 Assets written off without adequate 

approval 

 Obtain fixed assets register of all the assets in possession of Irrigation 

department and assets under schemes (schemes under state and 

central government) 

 Verify whether fixed asset register contains details like: 

 Asset code 

 Asset Description 

 Asset location 

 Accumulated depreciation 
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 Written down value 

 Historical cost 

 Verify whether periodic physical verification is done for all the assets 

 Obtain last physical verification report for assets 

 Verify mechanism for writing off assets in case of shortage during PV 

 Verify whether assets are written off only after adequate approval 

 Obtain reasons for deviations and report as observation  

D Irrigation related (Grant-in-Aid) schemes 

7 Accelerated Irrigation Benefits 

Programme 

 Non achievement of scheme objectives  

 Inadequate implementation of the 

scheme 

 Verify whether the following objectives of the ―Accelerated Irrigation 

Benefits Programme‖ have been achieved: 

 Completion of ongoing Major & Medium Irrigation Projects 

 Completion of the Minor irrigation schemes such as: 

 Surface water 

 Ground water 

 To enhance utilization of completed projects such as: 

 ERM of major and medium projects 
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 Repair, renovation and restoration of water bodies/ERM of 

minor irrigation schemes 

 To restore and augment the storage capacities of water bodies   

 To recover and extend the lost irrigation potential of the water 

bodies 

 Ground Water Development such as: 

 To take urgent steps to increase the recharge and conservation 

of Ground water 

 Ground water development in area with unutilised ground water 

potential (for benefit of small & marginal farmers and Tribals & 

Dalits) 

8 National Rural Drinking Water 

Quality Monitoring & 

Surveillance Program  

 Non achievement of scheme objectives  

 Inadequate implementation of the 

scheme 

 Verify whether Sanitary inspection of drinking water sources has been 

done at least once a year  

 Verify the ratio between total number of water sources and number of 

water sources which have been tested 

 Verify whether a test has been conducted of at least 10% of samples 

tested (having Positive results) by district water quality testing labs apart 

from routine cross-verification by the State laboratory 
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 Verify whether Training has been imparted to the following: 

 District, block and Gram Panchayat level functionaries 

 Members of PRIs/VWSCs/Standing Committee of PRI on water 

quality monitoring issues and sanitation & hygiene,  

 Training of NGOs district level officers and state level functionaries 

on social mobilization, water quality monitoring and surveillance 

and sanitation & hygiene, IEC activities and  

 Training of school teachers at village, block, district level, Health 

workers, Anganwadi workers for promotion of water quality 

monitoring and surveillance 

 

 

E Miscellaneous 

9 Water allocation priorities  Inappropriate distribution/ allocation of 

water 

 Verify plan for allocation of available water resources 

 Verify whether water is allocated in accordance with the pre approved 

plan by the competent authority 

 In the planning and operation of systems, water allocation priorities 
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should be broadly as follows :- 

 Drinking water  

 Irrigation  

 Hydro-Power  

 Navigation  

 Industrial and other uses 

 However, these priorities might be modified if necessary in particular 

regions with reference to area specific considerations 

 Verify whether water allocated is within the pre defined limits  

 

10 Water schedule and run time  Non adherence to schedule 

 Disparity in water distribution 

 Obtain water schedule from irrigation department for the audit period 

 Verify whether the schedule is approved by the competent authority 

 Verify whether water schedule is developed after considering weather 

conditions of the region (e.g. more water will be required in region where 

there is no river an less rainfall and vice versa)  

 Calculate total run times, station by station or zone by zone 
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 Compare actual run time vis-à-vis budgeted run time 

 Obtain reasons for deviations and report it as an observation 

11 Interstate distribution of water  Unequal distribution of water can lead to 

disputes 

 Obtain plan/ scheme for water distribution between neighboring states 

 Verify system to monitor distribution of water 

 Verify whether water is distributed in accordance with pre approved plan 

for distribution 

 Verify status of cases pending with judiciary system for disputes 

between states over water distribution 
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13 Agriculture Department 

Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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13.1 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Purchase Register in Agriculture Department 

1 Purchase register for 

 Seeds 

 Pesticide  

 Micronutrients  

 Delay in updating purchase register 

can lead to delay in payments and 

issue of material 

 Risk of issue of material without 

recording it 

 Verify whether a purchase register is maintained by the agriculture 

department. If not, report it as an observation 

 Obtain a list of all the purchases done during the audit period 

 Obtain a list of Goods receipt Note (GRN) during the audit period 

 Calculate delay in updating purchase register by ascertaining difference 

between GRN date and purchase register entry date 

 Verify whether purchase register is reviewed /approved by the 

competent authority on a regular basis 

 Verify whether purchase register is complete in all respects like: 

 Date of purchase 

 Item Code 

 Item Description 

 Quantity received 

 Quantity accepted 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 399 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Price of material 

 Name of supplier 

 Name of the person who received the material etc. 

 Obtain reasons for deviations and report as observation 

B Seeds 

2 Procurement and Distribution   Low productivity due to poor quality of 

seeds 

 

 Verify whether quality testing of seeds was done before giving to 

farmers  

 Verify whether field inspection of certified seed growers was done 

 Verify whether a field inspection by Certification agency was done 

 Analyze the seed certification agency‘s reports 

 Verify whether there is any delay in grading and processing of seeds 

 Verify whether collection of field samples from passed fields for quality 

testing was done 

 Verify whether random sampling of seeds at all levels for ensuring 

compliance was done  

3 Accounts of Seeds, Chemical  Non preparation of a seed account  Verify whether a annual account (Balance Sheet) of seeds is prepared 
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fertilizers, Micro Nutrients and 

Pesticides etc.  

Balance sheet of seeds 

 Non preparation of seed account in 

prescribed format 

 Lack of tracking of profit/loss on sale 

of seeds through prescribed account 

 

containing the following details: 

 Quantity of seeds/Micro Nutrients/pesticides procured 

 Cost of seeds/Micro Nutrients/pesticides procured 

 Issue of seeds/Micro Nutrients/pesticides 

 Sale of seeds/Micro Nutrients/pesticides to farmers at subsidized 

rates 

 Net Profit/ Loss on account of seeds 

 Verify whether a survey of old seeds is conducted periodically 

 Verify whether any amount is due from other departments and 

departmental employees for supply of seed 

 Verify whether recovery is made of outstanding cost of seeds 

 Carry out a comparison between cost of sale proceeds and cost price/ 

purchase price of seeds, chemical , pesticides, micro niturents, gypsum 

, zinc, bio fertilizer 

 Verify whether a record of receipts for following is maintained: 

 License fees for seeds, pesticides and fertilizers  

 Production from farms and other materials is maintained  
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C Macro Management of Agriculture 

4 Macro Management of Agriculture  Non achievement of Scheme 

objectives  

 Verify whether beneficiaries have been selected in accordance with the 

conditions of the scheme 

 Mention the cases of unspent balances  

 Verify whether only 10% of the total unspent balance is carried forward 

to the next financial year 

 Verify whether any sub schemes are included in the work plan for 

gender empowerment and benefit of backward classes 

 Verify whether required utilization certificates in the prescribed format is 

submitted to the central government 

 Verify records pertaining of demonstration and seed distribution have 

been made at district level and updated on a regular basis 

 Verify mechanism for continuous monitoring of schemes 

 Verify documentation for interim/periodic review of schemes 

 Verify parameters used to evaluate scheme 

 Verify approval of the competent authority over the progress of scheme 

 Verify whether that results expected from the scheme have actually 
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been achieved at the end of the scheme period (on a sample basis) 

 Identify deviation reporting documentation where scheme is not able to 

achieve its objective 

 Obtain reasons for deviations and report as observation 

D Land and other assets 

5 Government Agricultural Farms  Unauthorized occupation of 

Government land 

 

 Verify mechanism for monitoring of government land 

 Details of Government farms and their Financial position 

 Verify records for verification of agriculture land 

 Verify whether there are cases of any encroachment on government 

land 

 Verify status of legal cases in case of land disputes (encroachment) 

 Verify whether an Input/Output analysis of use of land/farms is 

performed  

 Verify status of Annual Balance Sheet and result thereon 

6 Physical verification of farms, seed 

stores, dead stock, consumable 

 Difference between book stock and 

physical stock 

 Obtain fixed assets register of all the assets in possession of agriculture 

department 
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stock  Assets written off without adequate 

approval 

 Verify whether fixed asset register contains details like: 

 Asset code 

 Asset Description 

 Asset location 

 Accumulated depreciation (if permissible under rule) 

 Written down value 

 Historical cost 

 Verify whether periodic physical verification is done for all the assets 

 Obtain last physical verification report for assets 

 Verify mechanism for writing off assets in case of shortage during PV 

 Verify whether assets are written off only after adequate approval 

 Obtain reasons for deviations and report as observation 

E Miscellaneous 

7 Productivity  Low productivity  Obtain records for production of various crops for last 2 years 

 Take a sample for major crops 

 Verify and analyze the records for productivity of selected crops/ food 
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grains/ seeds 

 Analyze areas like: 

 Per Hectare productivity 

 Area under cultivation 

 Verify actual production vis-à-vis budgeted production 

 Obtain reasons for low productivity and report it as an observation  

8 Advances to farmers  Non-recovery of outstanding dues 

from end users 

 Unauthorized advances 

 Obtain list of advances  

 Verify whether the amounts drawn from Treasury are being accounted 

for in the same Financial Year 

 Verify whether advances are given only under approved schemes 

 Verify whether advances are given against valid documents 

 Verify whether advances are given after approval by competent 

authority 

 Verify timely repayment of advances 

 Verify whether cases where there is a delay in repayment of advances 

 Verify whether penalty is levied in cases where there is delay in 
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repayment 

 Obtain reasons for deviations and report as observation 

9 Store Management  Waste of seed stock due to improper 

maintenance 

 Incomplete records can lead to 

difficulty in reconciling of records 

 Verify whether all godowns have been properly repaired 

 Verify whether a certificate of fitness is available for all godowns filled 

with seeds 

 Verify whether the godowns are rat proof 

 Verify that there if no leakage of water in the godowns 

 Verify whether the stock in hand as given in the Godown Stock Register, 

physically exists  

 Verify that every godown containing stocks of seeds has been provided 

with a godown documents register/godowns card which is kept complete 

and up to date 

 Verify that the Certificates of Fitness were provided for all godowns filled 

with seeds 

10 License for sale of seeds, fertilizers 

and pesticides and registration of 

firms from tax point of view 

 Unauthorized selling of seeds, 

fertilizers and pesticides 

 Revenue loss 

 Verify whether authentic licenses were issued to shops for selling 

seeds, fertilizers and pesticides   

 Verify whether a record of license fees for respective shops is 
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maintained 

 Verify whether the shops with expired licenses obtained a renewed 

license 

 Verify whether the firms are registered with Excise/ VAT etc. before 

recouping any tax amount 

11 Subsidies ,Schemes and programs  Disbursement of benefits prior to 

scheme approval 

 Disbursement of benefits to persons 

who are not eligible for the scheme 

 Discrepancies in subsidy amount 

 Verify the Work Plan issued by Agriculture Department for the year 

 Obtain a list of all the subsidies, schemes and programs initiated by 

agriculture department 

 Verify whether all the subsidies, schemes and programs are approved 

by the competent authority 

 Verify whether no benefit of scheme is given to any one before approval 

by competent authority 

 Verify whether all the expenditure/disbursements are done after 

adequate approval 

 Verify whether proper records are maintained for types of subsidies 

 Verify whether subsidy rates are updated immediately after the 

announcement by competent authority 

 Verify whether there is no budget overrun in any of the scheme and 
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program 

 Verify whether benefit of schemes and programs is given to eligible 

candidates/persons only 

 Verify utilization of funds of Centrally sponsored schemes, report any 

underutilization and inadequate utilization 

 Obtain reasons for deviations and report as observation 

 Verify for the Centrally Sponsored schemes such as Micro mode 

scheme, if during the year targeted central/ share is received or not 

12 Annual  survey report  Non preparation of report 

 Non reporting of losses 

Find out the following details: 

 Details of depreciation of stores 

 Details of losses and recovery mode 

 Detail of losses to mitigate losses 

 Verify that certificate of physical verification of losses are issued by 

component authorities 

 Details of losses written off as per delegation of power 

13 Productivity  (for last three years)  Non maintenance of essential records Find out the following details: 
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 Cultivated area(target) 

 Cultivated area(actual) 

 Productivity targets  per quintal per heacter 

 Productivity per quintal per heacter 

 Actual and budgeted expenses 

 Percentage increase  

 comparison 
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14 Forest Department 

 

14.1 Introduction 

The Constitution of India has duly recognized the importance of forests and wildlife in Article 48A which obligates the Union and the State 

Governments to endeavor to protect and improve the environment and to safeguard the forests and wildlife of the country. Similarly, Article 51A 

(g) lays stress on protection and improvement of the natural environment including forests, lakes, rivers and wildlife, and to have compassion for 

living creatures as a fundamental duty of every citizen of this country.   

The Forest Department of Uttarakhand is one of the oldest in India with a history of forestry reaching back by about 150 years into the middle of 

the nineteenth century. This historical depth and experience is an enabling factor in competently managing the climatic, geographical and 

genetic variety of forests and wildlife. Forest Department in Uttarakhand is responsible for managing some of the richest forests and biodiversity 

in India. 

Uttarakhand Forest Department is entrusted with the role of conservation and development of the State's forests. Forests play an important role 

in the economy at local, regional and national levels, by contributing to the basic needs of the poor forest dwellers including tribals, meeting 

requirements of forest-based industries and most importantly in maintaining the ecological balance. 

Forest Department is primarily conservation oriented but also responds to the contemporary needs of the citizens. Keeping these issues in mind, 

management priorities are spelt out below, roughly in an order of priority. 

 Conservation of forests including wildlife and its habitats 

 Providing ecological services to the citizens including conservation of soil and water regime 

 Maintenance and enhancement of tourism values 

 Production and harvest of forest produce on scientific lines 
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 Generation of employment 

 Participation in developmental initiatives of the Government through activities like land transfer for developmental projects, plantation of bio-

fuel species, etc 

 To create awareness among the people about the forests and environment 

 To increase the active participation of the local people in protection and conservation of forest with special emphasis on tribal, poor and 

women 

 

 Key Schemes 

1 New Dimensions to Forestry: Ecotourism  

Community based tourism (CBT) has been introduced as a means of employment and income generation for the local communities in the 

interior regions  

 Home stay and camping sites, nature trails, village tourism etc. have been given a push 

 Centre for Eco-tourism and Sustainable Livelihood has been established near Corbett Tiger Reserve 

 Controlled and regulated tourism has been started in a 9 km stretch of Nandadevi Biosphere Reserve 

 Public-Private-Partnership (PPP) in management of Forests Rest Houses envisaged 

 Angling has been identified as a new thrust area in the field of Eco-tourism 

  Eco-development Committees: To involve local village community in conservation of bio-diversity and protection of the natural wealth and 

facilitate their active participation, eco-develpment committees (EDCs) have been formed near protected areas (PAs) and funds have been 

allotted to them 
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2 New Dimensions to Forestry: Bio-fuel  

 For a cleaner tomorrow, Forest Department has started working towards creating bio-fuel raw material base and its marketing 

 For this purpose, Uttarakhand Bio-fuel Board has been constituted with emphasis on planting of Jatropha curcas as bio-fuel raw material 

 Poor families in the villages are allotted land to raise Jatropha plantations and maintain it under "plant, maintain and earn" concept 

 Minimum support price to the beneficiaries and buy back guarantee for Jatropha seeds has been ensured 

3 New Dimensions to Forestry: Bamboo and Fibers 

 Bamboo and Fiber Development Board (UBFDB) has been constituted to give boost to the plantation of bamboo and other fiber yielding 

species 

 Van Panchayats are being involved to ensure community participation and percolation of economic benefits to them 

 Bamboosetums have been established in Forest Divisions of the State 

 Efforts are being made to establish one nursery each for bamboos in all Forest Ranges located in bamboo zone 

 Training camps on raising bamboos have been conducted for local people at various places 

 The Transit Rules has been simplified for bamboo so that people growing bamboos in their private land do not have difficulty in getting 

Transit Passes for their produce 

 A high-tech bamboo nursery has been set up in Haridwar district 

4 New Dimensions to Forestry: CDM 

 Uttarakhand has created CDM (Clean Development Mechanism) cell under the chairmanship of Vice Chancellor Garhwal University 

(Srinagar) 

 CDM Cell is to work on projects related to Clean Development Mechanism 
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 Small scale projects will also generate about Rs. 30 million every year "plant, maintain and earn" concept 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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14.2 Detailed Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Controls around Cash transactions in forest department 

1 Cash Book  

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Risk of wrong entries in cash book 

 Risk of unauthorized entries in cash 

book 

 Potential risk of mismatch between 

physical and book records 

 Verify whether every Government Servant authorized to receive and 

disburse Government money has maintained a Cash Book in the 

prescribed form, and has entered all monetary transactions as and 

when they occurred 

 Verify whether the contents of the cash chest are counted by the senior 

most official in charge at least once a month and compared with the 

cash-book balance. Further, verify whether the Cash Verification 

Certificate is available on record on a monthly basis 

 Verify whether all receipts have been properly credited and accounted 

in cash book and supporting documents 

 Verify whether all payments are supported by vouchers which have 

been passed by the divisional officer 

 Verify whether the Cash Book is initialed and dated by the Disbursing 

Officer after checking, balancing and closing it on a monthly basis 

 Verify whether the Subordinate officers have closed their accounts by 

the 20th of each month  
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Sr. No Activity Risk Audit Steps 

 Verify whether the Subordinate officers have submitted a copy of the 

cash-book with original vouchers to the officer in charge of the forest 

division 

2 Debtor side of Cash Book 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Risk of incorrect entries 

 Delay in entry of transactions in cash 

book 

 Select a appropriate sample and Verify whether supporting/ backup 

documents for the following transactions in cash book: 

 Cheques drawn; (receipts) 

 Recoveries of advances from contractors and disbursers,  

 Revenue received and credited in the cash-book under "Forests;" 

and  

 Refunds of forest revenue 

3 Creditor side of Cash Book 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Risk of incorrect entries  Select a appropriate sample and Verify whether supporting/ backup 

documents for the following transactions: 

 Remittances to treasuries; 

 Advances made to contractors and disbursers  

 Expenditure charged in the cash-book under "10—Forest" and 

"65—Capital outlay on Forests" 

4 Cash book of subordinate  Mismatch in records  Verify whether the opening and closing cash balances in the cash 
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Sr. No Activity Risk Audit Steps 

disbursing officers 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Risk of fraud/ embezzlement of cash account of each disburser 

 Verify the balances shown as outstanding against subordinate officer in 

the ledger at the commencement and the close of each month for 

sample audit period 

5 Classification of Transactions 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Potential risk of incorrect recording 

leading incorrect reporting 

 Verify whether all sums paid into Treasury by a departmental officer are 

debited to ―Forest Remittance‖  

 Verify whether the value of all cheques drawn is credited to ― Forest 

Remittance‖ irrespective of whether or not they are cashed at once 

 Verify whether all advances and recoveries are shown under ―Forest 

Advances‖ or ― Works Advances‖ 

 Verify whether bills accepted by other departments and bills of other 

departments accepted by the divisional officer and all other items of 

receipts and charges adjustable by book transfer are classified under 

―Book Transfers‖ 

 Verify whether the expenditure on capital works to be financed from 

revenue is shown in the divisional accounts under the appropriate head 

subordinate to "10 Forest, B. Conservancy and Works" 

 Verify whether the expenditure on capital works, the cost of which will 

be met from the borrowed fund, is shown under the head "65 Capital 
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Sr. No Activity Risk Audit Steps 

Outlay on Forests" 

 Verify whether the certificate recorded on the Monthly Cash Account in 

terms of Article 289 of the Account Code Volume III is in accordance 

with the following 

 The receipts and recoveries on Capital Account are deducted from 

expenditure under ‗Capital outlay on Forestry and Wild Life‘ in 

Cash Accounts 

 Cash recoveries of service payments are not shown in the Cash 

Account as separate items 

 Refunds of forest revenue are accounted for by deduction from 

revenue in the Cash Account 

6 Correction of Errors/Incorrect 

entries 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Incorrect records 

 Potential risk of fraud 

 Verify the following with respect to correction of errors in Forest 

Accounts: 

 If the error was discovered before the close of the month‘s 

accounts, the necessary correction should have been made in the 

original entries  

 If the error was discovered after the close of the month‘s accounts, 

but before the closure of March final accounts, the correction 
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Sr. No Activity Risk Audit Steps 

should have been made as a fresh entry in the current cash-book 

 If the error was discovered after the closure and despatch of March 

final accounts, it should have been reported to the Principal Auditor 

who would have advised to the divisional officer the corrections to 

be made in the accounts 

 Verify whether all correcting entries are supported by the divisional 

officer‘s orders on a transfer entry memo 

 Verify whether every correction bears the disbursing officer‘s initials  

7 Remittance of Cash Receipts 

(Refer Chapter III, Volume VII, 

Financial Handbook) 

 Risk of loss or fraud in the collection of 

revenue 

 Verify whether all revenue received by officers of the department are 

paid into the treasury, analyze delays in submission and report as an 

observation 

 Verify whether the sales are made under an agreement that the revenue 

must be paid by the purchaser directly into the treasury 

 Verify all rules and regulation for sale are documented and approved by 

competent authority 

 Verify whether where revenue received on account of timber or other 

forest produce is paid in advance, the amount is credited to the 

appropriate account head in the cash book 
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Sr. No Activity Risk Audit Steps 

 Verify whether revenue collected at outlying stations has been remitted 

to treasuries by means of postal money orders and accounted properly 

upon receipt 

B Revenue from sale of Forest Produce 

8 Sale of Forest Produce 

(Refer Chapter IV, Volume VII, 

Financial Handbook) 

 Sale against part payment can lead to 

bad debts 

 Verify whether no timber, other forest produce, live stock, stores, tools 

or plants may be sold, except on receipt of full cash payment at the time 

of delivery  

 Verify whether where sale takes place without full payment at the time 

of delivery the approval of the ranger officer should be in place 

 Verify whether, every such transaction where sale is made without 

receipt of full payment is reported to the Local Government in case the 

amount exceeds Rs. 5000 and previous sanction of the Local 

Government is in place in case the amount exceeds Rs. 10000 

 

9 Revenue and expenditure 

extract 

 Inadequate maintenance of records  Verify whether the ―Remarks‖ column in the Abstract contains 

 The authority for charges not within the powers of sanction of the 

officer submitting the accounts 

 The expenditure incurred previously on work spread over 2 or more 
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Sr. No Activity Risk Audit Steps 

months 

C Capital & revenue Expenditure 

10 Capital Expenditure 

(Refer Chapter VII, Volume VII, 

Financial Handbook) 

 Potential risk of incorrect accounting  Verify whether the Capital Expenditure in Forest Department is 

accounted for as follows: 

 Expenditure on all capital works met from revenue should be 

debited to the relevant heads subordinate to "10 — Forest" 

 Expenditure on all capital works met from borrowed funds should 

be debited to head "65—Capital Outlay on Forests" 

 The interest on capital outlay met from borrowed funds should be 

chargeable to forest revenue under "10  Forest" 

 

 

11 Classification under Capital 

Expenditure 

(Refer Chapter VII, Volume VII, 

Financial Handbook) 

 Potential risk of expenses being charged 

as revenue instead of capital 

expenditure 

 Verify whether the cost of all operations in connection with increase in 

the area under forest growth is charged to capital, e.g: 

 Purchase of land for plantations and forest purposes and cash 

compensation for extinction of forest rights; 

 Expenditure on forest settlements and demarcation; 
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Sr. No Activity Risk Audit Steps 

 Initial expenditure on the creation of new plantations; but not 

expenditure on their maintenance or on replacing a forest crop, 

natural or artificial; 

 Cost of compiling working plans and carrying out regular forest 

surveys by professional agency 

 Verify whether the cost of first construction and equipment and of first 

supply of all appliances and appurtenances necessary for working the 

forests are charged to capital expenditure e.g. : 

 Construction of permanent roads, tram-ways, bridges, houses, 

canals, timber slides, saw mills, factories, etc.; 

 Equipment of houses, saw mills, factories, etc.; 

 Purchase of live-stock, stores, tools and plant, etc. 

 Verify whether the cost of construction of any work by Government 

under section 35 of the Forest Act are charged to capital expenditure 

12 Classification under Revenue 

Expenditure 

(Refer Chapter VII, Volume VII, 

Financial Handbook) 

 Potential risk of expenses being charged 

as capital instead of revenue 

expenditure 

 Verify whether the following expenditure of Forest Department is 

charged to Revenue: 

 The cost of tending operations, e.g. thinning, improvement fellings, 

cleaning, creeper-cutting stubbing out kana grass, etc. 
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Sr. No Activity Risk Audit Steps 

 The cost of all measures for inducing and aiding natural 

reproduction, e.g. clearing undergrowth, collecting and burning the 

debris of fellings, hoeing the soil prior to the seed fall, artificial filling 

of gaps to supplement natural reproduction, re-opening trenches in 

order to stimulate the production of root suckers, and so forth 

 The cost of protection of forests from fire, from unauthorized 

grazing and fellings, from insects and fungous attacks, etc. 

 The cost of any renewal or replacement rendered necessary by 

ordinary wear and tear or depreciation or natural death 

 The cost of maintaining all Government forests 

 

D Advances 

13 Advances to Contractors 

(Refer Chapter X, Volume VII, 

Financial Handbook) 

 Advances given without adequate 

approval 

 Delay in settlement of advances 

 Obtain list of all advances paid during the audit period 

 Verify whether all advances are paid in accordance with terms and 

conditions duly approved by competent authority 

 Verify whether the deviations are approved as follows: 

 Where, in the interest of works, it is absolutely necessary to make 

petty advances, in such cases advances up to prescribed limit may 
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Sr. No Activity Risk Audit Steps 

be allowed by range officers by divisional officers 

 In all other cases only with the sanction of the Local Government 

14 Accounting for recovery of 

advance 

(Refer Chapter X, Volume VII, 

Financial Handbook) 

 Incorrect accounting 

 Non recovery of advances paid to 

vendors 

 Verify whether the accounting for recovery of advances is done in the 

following manner: 

 When recovered (wholly or partially) from the contractor either by 

work done or in cash, the amount recovered should be credited in 

the cash-book under "Work advances‖  

 If the recovery is for the value of work done, such value should 

simultaneously be charged to the appropriate head of accounts in 

the cash-book and the charge should be supported by a voucher  

15 Ledger of Advances 

(Refer Chapter XII, Volume VII, 

Financial Handbook) 

 Incomplete records  Verify whether a ledger is maintained by the Divisional Officer in the 

prescribed form for all accounts with contractors and disbursers 

 Verify whether in case of disbursers only one account is opened  

 Verify whether in case of contractors a separate account has been kept 

with each person in respect of each work 

 Verify whether the account of each contractor and disburser is balanced 

and signed by the divisional officer on the last day of each month in 

which any transaction takes place, unless the conservator directs that 
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Sr. No Activity Risk Audit Steps 

this should be done at other stated intervals 

 Verify whether the pages in the ledger are numbered consecutively 

 Verify whether each new account opened has been assigned a number 

which is appropriate to that particular account until it is finally closed, the 

numbering being in a continuous sequence through successive years 

 

 

E Deposits 

16 Earnest Money and Security 

Deposit 

(Refer Chapter XI, Volume VII, 

Financial Handbook) 

 Incorrect accounting of earnest money 

and security deposit 

 Verify whether security money received by the Forest Officer has been 

entered in the departmental cash-book in the following manner 

 Entry on the debtor side as "Remittances from contractors and 

purchasers‖ on receipt 

 Entry on the creditor side as ―Earnest money or security deposit‖ 

on remittance to the treasury 

17 Securities of Forest 

Subordinates 

(Refer Appendix-I, Rules for 

 Inadequate amount of securities from 

person in custody of government monies 

 Verify whether all members of subordinate services having custody of 

government monies or stores or valuables or who deal with the 

collection of Forest revenue have furnished security 
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Sr. No Activity Risk Audit Steps 

securities of subordinates, 

Volume VII, Financial 

Handbook) 

 In case of any exception, exemption must have been made under the 

general or special orders of the Government 

 Verify whether the security taken in respect of cash or valuables is 

equal to the maximum amount which the government servant ordinarily 

has in his hands at any point of time 

 Verify whether in respect of stores in the custody of a government 

servant, the amount of security should be a suitable percentage of the 

maximum value of stores determined by the conservator  

 Verify whether the Government Servants furnishing the Security have 

signed an agreement in the prescribed form, which lays down the 

conditions under which the security may be confiscated or returned to 

the depositor 

 Verify whether the security bond of a Forest subordinate has been 

returned to the depositor or his legal representative as soon as the 

security has been refunded to him 

 Verify whether a register has been kept in the divisional office in the 

prescribed form 

18 Register of Forest Deposits 

(Refer Chapter XII, Volume VII, 

 Non compliance with set policies and 

procedures 

 Verify whether a record of the transactions relating to forest deposits is 

maintained in the divisional office in a register in the prescribed form 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 426 of 705 

 

 

Sr. No Activity Risk Audit Steps 

Financial Handbook)  Verify whether the register shows month by month details of receipt and 

adjustments and the closing balance of each separate deposit item 

 Verify whether on every 1
st
 June, a copy of the deposit register for the 

whole year is prepared and submitted to the Principal Auditor 

19 Outstanding Ledger Accounts  Delay in clearing of accounts 

 

 Verify whether the Abstract for March in each year is supported by a 

brief statement explaining the circumstances in which each item 

outstanding for more than 12 months had remained unadjusted and 

steps taken for their expeditious clearance 

 Verify whether any outstanding balances that have not been cleared 

within a reasonable period are a subject of special enquiry 

 Verify whether the Divisional Officer furnishes, in the ―Remarks‖ column, 

the details of the items making up the balances in cases where 

outstanding balances exhibited in columns 12 and 13 comprise of more 

than one item 

F Register, returns and statements 

20 Register C1 , D2 and D4  Incomplete/ Incorrect maintenance of 

important registers, forms, statements 

and returns 

 Verify whether a C1 register is prepared containing the details of all 

timber, fuel, etc. cut and removed by Government agency and brought 

to sale depots for sale or other disposal 
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Sr. No Activity Risk Audit Steps 

 Verify whether all officers in charge of ranges, divisions  and sub-

divisions have entered all stores, tools and plants, when received or 

disposed off  in D-2 Register 

 Verify whether the D-2 stock articles are checked physically by the 

DFO/ACF once every year, also verify the signed certificate for the 

same 

 Verify whether the following procedure is followed at the time of receipt 

and issue of stock: 

 The officer issuing stock sends out with it a page of his issue book 

(D-3) and receives in return a page of a receipt book (D-3a) and 

pastes it on the corresponding counterfoil in his issue book 

 The officer receiving stock issues a receipt in (D-3a) and pastes the 

page of the issue book which he received with the stock opposite to 

the counterfoil of the receipt 

 Verify whether the details of consumables such as paints, varnishes and 

nails etc. which when issued are generally used up , are entered in 

Register D4 

 Verify whether all stores purchased are duly entered D-2 or D-4 

registers  
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Sr. No Activity Risk Audit Steps 

 Verify that no vouchers pertaining to purchase of stores are passed 

without a clear entry on the same showing the item and page number of 

D-2 and D-4 register against which it has been entered 

 

 

21 Returns and statements for 

Livestock 

 Incomplete/ Incorrect maintenance of 

important registers, forms, statements 

and returns 

 Verify whether a return of livestock and a statement of the cost of 

upkeep of elephants and other animals is submitted to the Conservator 

annually  

 Verify whether every 5 years the cost of live stock is revalued keeping in 

view their market value and health 

22 Register of Reserves and 

Rights 

 Incomplete/ Incorrect maintenance of 

important registers, forms, statements 

and returns 

 Verify whether a copy of the notification for reservation of rights 

published in the Official Gazette has been kept for each forest division 

in a bound volume called the Registered of Reserved Forests 

 Verify whether each such notification with the corresponding 

enumeration of rights has been numbered separately according to the 

date from which the reservation takes place  

 Verify whether a register of reserves is maintained in each range to 

constitute the range record of boundaries  
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Sr. No Activity Risk Audit Steps 

 Verify whether a register is maintained containing details of all lands 

owned outside the reserves  

 

 

23 Maintenance of Permanent 

record of boundaries 

 Inadequate maintenance of a permanent 

record of boundaries 

 Verify whether a permanent record of boundaries is maintained for the 

purpose of checking the position of boundaries in case of any dispute  

 Verify whether the record of boundaries consists of the following: 

 A map of the external boundary on a scale  

 A boundary register of reserved forests 

 A Chak register – a detailed record of all included cultivation in the 

forest 

24 Summary of Revenue and 

Expenditure 

(Refer Chapter XII, Volume VII, 

Financial Handbook) 

 Lack of monitoring for revenues and 

expenditure 

 Verify whether a summary of revenue and expenditure for the general 

division and for the different divisions in each circle in the prescribed 

form has been prepared 

 Verify whether a copy of the return is furnished on a monthly basis to 

the conservator of the circle concerned after completing the examination 

of the monthly accounts of each circle 
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 Verify whether the Conservator has furnished on a monthly basis in the 

prescribed form to each divisional officer an extract from the prescribed 

form of the portion pertaining to his division 

 Verify whether the annual report in the prescribed form for the circle is 

prepared and forwarded it to the conservator 

25 Schedule of remittances 

(Refer Chapter XII, Volume VII, 

Financial Handbook) 

 Incorrect maintenance of a schedule of 

remittances 

 Incomplete and delayed updation of the 

schedule of remittances 

 Verify whether a schedule of remittance of revenue to treasuries is 

prepared in the prescribed form 

 Verify whether the entries in this statement show each item of 

remittance separately, and reference to these items is made against the 

entries in the last column of the consolidated treasury receipt 

 Verify whether each treasury which has received forest remittances 

during the month has sent a consolidated receipt showing details of 

each remittance separately to the divisional officer concerned on the 

first of each month 

 Verify whether the Challan entered in the prescribed form have been 

checked with those entered in the consolidated treasury receipt and 

those found in the consolidated treasury receipt have been marked off 

in the divisional register in the prescribed form 

 Verify whether enquiries have been instituted with the treasury officer 
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for the cases where the Challans entered in the prescribed form are not 

found in the consolidated treasury receipt  

 

26 Objection Statement 

(Refer Chapter XIII, Volume VII, 

Financial Handbook) 

 Non updation of objections in an 

objection statement  

 Verify whether the results of the audit of bills and accounts have been 

communicated by the Principal Auditor to the divisional officer, in 

Objection Statements in the prescribed form 

 Verify whether the objection statement has been returned in original 

within two weeks of its receipt, through the conservator  

 Verify whether in case of Garhwal Forest Division the objection 

statement has been returned within four weeks of its receipt 

 Verify whether the Divisional offices have kept a copy of all objections 

which contain important audit rulings in a bound register of the 

prescribed form 

 Verify whether Objections to subordinate accounts have been entered 

on the original accounts and a fair copy of the objections have been 

sent to the subordinate office in the prescribed form 

 Verify whether all items in the prescribed form have been serially 

numbered and the authority on which the objections are based have 

been given in column 6 by a reference to the relevant financial or other 
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rules 

 Verify whether a list is forwarded by the Principal Auditor to the 

conservator each month showing the dates on which the objection 

statements were sent to each divisional office 

 Verify whether the list referred above is completed and sent back to the 

Principal Auditor by the conservator after all the objection statements for 

the month have been returned 

 Verify whether ―Forest Advances‖ made under proper authority, which 

do not present any financial irregularity, are not placed under objection 

or entered in the objection book  

G Accounts and Reports 

27 Monthly Accounts 

(Refer Chapter XII, Volume VII, 

Financial Handbook) 

 No process in place of preparation of  

monthly accounts 

 No process in place of submitting the 

monthly registers and accounts to the 

Principal auditor for review 

 Verify whether a copy of the monthly register of cheques in the 

prescribed form, is submitted by the divisional officer to the Principal 

Auditor on the last day of each month 

 Verify whether the monthly accounts are despatched from any divisional 

office to the Principal Auditor latest by the 10th of each month 

 Verify whether in case of accounts for the month of March a maximum 

extension of ten days is permitted  
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 Verify whether where the accounts are not despatched on or before the 

15th of the following month, an explanation for the cause of delay 

should have been forwarded to the Principal Auditor  

28 Monthly abstract of the ledger 

(Refer Chapter XII, Volume VII, 

Financial Handbook) 

 Inadequacies in preparation of an 

abstract of contractor‘s and disbursers 

 Verify whether an abstract of the contractor‘s and disbursers‘ ledger 

account has been prepared on a monthly basis in the prescribed form  

 Verify whether the abstract of ledger is submitted in original to the 

Conservator along with supporting vouchers on the same day on which 

the monthly accounts are sent to the Principle Auditor 

 Verify whether the abstract for March each year is accompanied by a 

brief statement explaining the circumstances under which each item 

outstanding for more than twelve months remains unadjusted and the 

steps which have been taken with a view to its early clearance 

 Verify whether the conservator has passed the abstract on to the 

Principal Auditor within ten days of its receipt in his office and after 

examining it and making notes for future information and guidance  

29 Weekly diaries and monthly 

Progress Reports 

 Absence of a process in place of 

preparation and submission of weekly 

diaries 

 Verify whether the Forest Guards submit weekly diaries recording their 

daily movements and the details of work done or inspections made by 

them 

 Verify whether the minor subordinates eg. Stump markers submit 
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 Irregular submission of progress reports progress reports in manuscripts or in such other form and periodic 

intervals  

 Verify whether the Range Officers, Deputy Rangers, foresters and the 

other subordinates (as the DFO may direct) send monthly Progress 

reports of major fellings, timber, fuel and charcoal operations , resin etc. 

to DFO‘s  

 Verify whether the DFO submits a progress reports at intervals (as the 

Conservator may direct) , so that the Conservator can maintain control 

over works 

30 Submission of annual reports  Irregular submission of annual reports 

 Delay in submission of annual reports 

 Submission of incomplete and incorrect 

annual reports 

 Verify whether a brief annual report or statement of progress in each 

division, for each financial year is submitted to conservator by the 

D.F.O.  

 Verify whether the report accompanies the annual returns in the 

prescribed form and such other returns as the conservator may direct 

 Verify whether the conservator has prepared a short report for the circle, 

checked and consolidated the divisional returns for the circle and 

submitted the consolidated circle report to the CCF 
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Sr. No Activity Risk Audit Steps 

H State Campa (Compensatory Afforestation Fund Management and Planning Authority) 

31 Compensatory Afforestation 

Scheme  

 Non fulfillment of the objectives 

envisaged by scheme  CAMPA  

 Verify whether all proposals for dereservation or diversion of forest land 

for non forest uses are backed by a scheme for Compensatory 

Afforestation 

 Verify whether details of non forest/ degraded forest area identified for 

Compensatory Afforestation are submitted along with the Compensatory 

Afforestation scheme 

 Check that Compensatory Afforestation is done over equal area of non 

forest land 

 Verify whether the scheme for Compensatory Afforestation contains the 

following details: 

 Details of equivalent non forest or degraded forest land identified 

for raising compensatory afforestation 

 Delineation of proposed area on suitable map 

 Agency responsible for afforestation 

 Details of work schedule proposed for compensatory afforestation 

 Cost structure of plantation, provision of funds and the mechanism 
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to ensure that the funds will be utilized for raising afforestation 

 Details of proposed monitoring mechanism  

32 Accounting  Diversion of  funds  

 Inadequacy of Budget 

 Underutilization of funds 

  Verify whether a statement showing the estimated receipts and 

expenditure for scheme CAMPA is prepared for the next financial year 

 Verify whether proper accounts and other relevant records are 

adequately prepared and maintained with respect to scheme CAMPA 

 Verify whether an annual statement of accounts in such form as 

prescribed in consultation with the Accountant General is maintained 

 Verify whether an Annual Report is prepared with following details 

 Details of various works done and the amount spent 

 Details of the amount received by the State CAMPA from various 

sources 

 Verify whether the following functions/ duties are performed by State 

CAMPA 

 Maintaining a separate account in respect of the funds received for 

conservation and protection of Protected Areas 

 Earmarking up to two percent of the funds for monitoring and 
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evaluation 

33 Disbursement of funds  Misappropriation of funds 

 Inefficient use of funds 

 Verify whether the money received for compensatory Afforestation, 

additional compensatory afforestation, penal compensatory 

afforestation, and Catchment Area Treatment Plan is used as per site-

specific schemes submitted by the State along with the approved 

proposals for diversion of forest land under the Forest (Conservation) 

Act, 1980 

 Verify whether the money received on account of Net Present Value is 

used for natural assisted regeneration, forest management, protection, 

infrastructure development, wildlife protection and management, supply 

of wood and other forest produce saving devices and other allied 

activities 

 Verify whether money realized from the user agencies is used 

exclusively for undertaking protection and conservation activities in 

protected areas of the State and a record is maintained for the same 

 Verify whether state CAMPA releases money to the field officers in 

predetermined installments as per the finalized Annual Plan of 

Operation 

34 Expenditure of funds  Unapproved Expenditure  Verify whether  a record of expenditure towards the development, 
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maintenance and protection of forests and wildlife management as per 

the approved APO is maintained 

 Verify whether the expenditure incurred on monitoring and evaluation 

does not exceed the overall ceiling of 2% of the amount to be spent 

every year 

 Verify whether a record is maintained for disbursement of funds on 

other projects related to forest conservation 

 

35 Reporting  Non submission of reports to higher 

authorities 

 Loss of revenue 

 Incomplete records 

 

 Verify whether  the money received in the State CAMPA is kept in 

interest-bearing accounts in nationalized banks 

 Verify whether funds withdrawn for the works is as per the Annual Plan 

of Operations approved by the Steering Committee 

 Verify whether the State level Executive Committee submits report to 

the Steering Committee for review / consideration 

 Verify whether State level Executive Committee prepares an Annual 

Report by for each financial year 

I Miscellaneous 
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36 Rules for burning Government 

Grass land 

 Non adherence to the rules prescribed 

for burning of Government Land 

 Verify whether written notices are served on all neighboring land owners 

or their agents or karindas whenever it is intended to set fire to any 

grass land  

 Verify whether acknowledgement of receipt of such notice is available 

for review 

37 Protection of specified plants  Non adherence to the guidelines issued 

with respect to cultivation of specified 

plants 

 Check that cultivation of/dealing in specified plants should be prohibited 

without a license granted by the chief wild life Warden or any other 

authorized officer  

 Verify whether every person cultivating/ dealing in specified plants has 

within 30 days from the date of commencement of the Life (Protection) 

amendment act, 1991 declared to the chief wild life warden, his stocks 

of such plants and part or derivative thereof, as the case may be, on the 

date of such commencement 
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15 Audit of Autonomous Local bodies and Non Government bodies 

15.1 Introduction 

The Local government bodies are covered in the State List and are governed by the State Statutes or in the case of Union Territories by the Union 

Parliament. Local Governments have now become an integral part of the National Government structure. The level of government that is closest to 

the citizens and in the best position, both to involve them in the decision making process for improving their living conditions and to make use of their 

knowledge and capabilities in the promotion of all round development. 

The Government of India has implemented the system of democratic governance down to grassroots level in Urban Local Bodies (ULBs).The 

objective is to make the ULBs self reliant and to provide better civic facilities to the people of the areas under their jurisdiction. It paved the way for 

decentralization of powers, transfer and devolution of more functions and funds to the ULBs (Nagar Nigam/Municipal Corporation; Nagar Palika/ 

Nagar Panchayat). Consequently, more diversified responsibilities were devolved through a three tier structure namely Zila Panchayats (ZP‘s), 

Kshetra /Block Panchayats (KP‘s) and Gram Panchayats (GP‘s).  
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other entities, 

which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for Public Private 

Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect notwithstanding anything 

inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having effect by virtue of any rules and 

orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued by 

the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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 Refer the following acts for Local Fund Audit: 

 

 Municipal corporation - Municipal corporation act 1959 

 Municipal bodies and nagar panchyat - Municipal act 1916, Municipal account code, Muncipal manual (part 1) 

 Uttarakhand rajya krishi mandi parishd and krishi mandi samiti - Krishi  utpadan mandi act 1964 and its bye laws of 1965 

 State universties - Uttar pradesh state universty act 1973(and rules , regulation ordiances bye laws made uder this act) 

 Devlopment authority - Uttar pradesh  town planning and devlopment act 1973 

 Van nigam - Uttar pradesh van nigam act 1974 

 Agricultural university - Agricultural universty act 1958 and rules ,regulations, ordinances, bye laws made under this act 

 Special devlopment authority - Special area devlopment authortity act 1968 

 Trust - charitable endowment act 1890 

  Inter colleges, high school, junoir high school - education code 1958, intermediate education act basic education act  
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 Refer the following acts for Co operative and Panchyat  audit units: 

 

 DISRICT COOPERATIVE BANK 

 

 Banking regulation act 1949 

 Uttarakhand  cooperative act 2003 and rules 2004 

 Government Orders / Orders/     circular          issued by the administration, RBI, NABARD, registrar coop erative socities 

 RBI act 1934 

 Payment of gratuity act 1972 

 Payment of bonus act 1965 

 Negotiable Instruments act 1881 
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 COOPERATIVE SOCITIES 

 

 Uttaranchal cooperative act 2003and rules  2004 

 Government orders / orders/circulars  issued by registrar cooperatives  

 Income tax act and 

 CPF rules 

 

 FISHERIES  FEDRATION 

 

 Uttarakhand cooperative act 2003/RULES 2004 

 Circulars / government orders/ orders by Government /Directorate Fisheries 
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 MILK/ INDUSTRIAL FEDRATION 

 

 Uttarakhand cooperative act 2003 

 Circulars / government orders/ orders by administration / milk commissioner/ director industries 

 Central labour act 1970 

 Factory act 1948 

 Workmen compensation act 

 Vat act  

 Bonus act 
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 SUGAR CANE FEDRATION 

 

 UP sugarcane purti and kharid act 

 Circulars / government orders/ orders by Government /sugar cane commissioner  

 Uttarakhand cooperative act 2003/rules 2004 

 

 PANCHYAT  

 

 Panchayat act /Rules  

 Circulars / government orders/ orders by Government /Directorate Panchayat 

 Zila panchayat/Rules    
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15.2 Detailed  Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Urban Local Bodies 

1 Budget and Accounts  Risk of Unapproved/Unauthorized 

expenditure  

 Misappropriation of Funds 

 Verify whether ULB prepares the annual budget estimates and 

monthly accounts as pre provision and expenditure is incurred 

after the approval of municipal board. (section 146 of UP 

Municipal Corporation Act, 1959 and Note 1 below Rule 104 of 

Municipal Account Code) 

 Verify whether the ULB‘s maintain accounts in the prescribed 

formats 

 Verify whether the account books are signed by the competent 

authority 

 Verify whether a register of cheques is maintained in the 

prescribed forms and signed regularly by the component authority 

( Rule 96(a) of Municipal Account Code) 

 Verify whether there is no unreconciled difference between ULB‘s 

cash books and the treasury/bank statements 

 Verify whether no payments have been made against unapproved  

projects 
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Sr. No Activity Risk Audit Steps 

 Verify whether a grants register is maintained and all the grants 

received are updated in the register 

 Verify whether grant is used for the purpose for which grant was 

issued 

2 Receipts and Payments  Incomplete recording of receipts 

 Delay in deposits 

 Verify whether each item of receipts and expenditure as per cash 

book is compared with the treasury/ bank statements at the end of 

each month. 

 Verify whether the audit fee charged is entered in the Cash Book  

 Verify whether a subsidiary record of cheques cashed at the 

municipal treasury is maintained (section 296 of UP Municipalities 

Act, 1916 and of Municipal Account Code) 

 Verify  whether all payments made from the municipal fund are 

approved by the competent authority 

3 Status of Audits   Potential risk of mismanagement of 

department funds 

 Non adherence to Government 

Schemes 

 Loss of Revenue due to non recovery 

 Verify  the periodicity of audit (section 296 of UP Municipalities 

Act, 1916 and Municipal Account Code) 

 Verify whether the result of audit is communicated in two parts as  

 The objection statement containing outstanding objections 

 An audit note dealing with matters which require particular 
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Sr. No Activity Risk Audit Steps 

attention 

(section 296 of UP Municipalities Act, 1916 and Municipal 

Account Code) 

 Verify whether there is a provision to keep a check if the board 

performs its duties as prescribed under section 7,8 of UP 

Municipalities Act, 1916 

 

4 Monitoring of externally aided 

schemes  

(also refer chapter relating to 

program’s and schemes) 

 Weak control over externally aided 

schemes 

 Verify and analyse/ evaluate whether all the objectives of the 

schemes like JNNURM(Jawahar Lal Nehru Urban Renewal 

Mission), SWM (Solid Waste Management) laid by government of 

India are achieved 

 Analyze discrepancies if any and report as an observation 

5  User charges levied   

 (local bodies / development 

authorities) 

 

 

 Misappropriation of collected tax 

 Revenue Loss 

 Inadequate collection of taxes 

 Verify whether user charges e.g. House tax, property tax etc. and 

other types of user charges,   are being revised on regular 

intervals as per requirements / provisions. Report Monitoring of 

last change (Date of last revision in user charges to be noted) and 

percentage change should be analyzed.  

 Verify whether house tax is levied in accordance with guidelines 
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Sr. No Activity Risk Audit Steps 

 

 

issued  

 Verify the mechanism to check that house tax is levied on house 

property under the respective regional authority 

 Verify whether house tax is deposited to the authority within the 

stipulated time and mention the case wise details 

 Verify whether a record is maintained of the rent collected from 

Municipal corporation rented shops 

 Verify whether an assessment list and a register of objections is 

prepared in the prescribed forms under section 141 and 143 of 

the Act 

 Verify whether the assessment list is authenticated under the 

signatures of the competent authority  

 Verify whether the appointed tax inspector submits quarterly 

statements  for the assigned circles (UP Municipalities Act, 1916 

and Rule 17 of  Municipal Account Code) 

 Verify whether any changes in the demand are updated in the 

demand and collection register (UP Municipalities Act, 1916 and 

Rule 18 of Municipal Account Code) 

 Verify whether a record is maintained in the prescribed form and 
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Sr. No Activity Risk Audit Steps 

authenticated by the competent authority  for  taxes without an 

assessment list (UP Municipalities Act, 1916 and Rule 21 of 

Municipal Account Code) 

 Verify whether a record of challans is maintained for the outdoor 

taxes collected by the tax collectors (UP Municipalities Act, 1916 

and Rule 27 of Municipal Account Code) 

 Verify whether a record of demand and distress warrants issued 

under section 168 and 169 is maintained in  the prescribed forms  

(UP Municipalities Act, 1916 and Rule 29 of Municipal Account 

Code) 

 Verify whether every licensing officer maintains a register of 

licenses in the prescribed forms (UP Municipalities Act, 1916 and 

Rule 33 of Municipal Account Code) 

 Verify whether a rent register is maintained in the prescribed form 

(UP Municipalities Act, 1916 and Rule 39 of Municipal Account 

Code) 

 Verify whether a pound register is maintained in the prescribed 

forms 

 Verify whether the pound accounts have been registered as per 
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Sr. No Activity Risk Audit Steps 

rule 49 of the  Municipal Account Code 

 Verify whether the penalty (if applicable) charged on the cattle is 

in accordance with the prevailing applicable rate 

 Verify whether the fees collected from municipal schools are in 

accordance with the necessary documents 

 Verify whether the collected fees is entered in the general cash 

book 

6 Public Works and Stock Accounts  Delay in completion of necessary public 

work 

 Embezzlement of funds 

 Poor quality of  public work 

 Unauthorized /Unsanctioned Public 

Work 

 Misuse of government property 

 Verify whether a measurement book is maintained in the 

prescribed form for all undertaken work (UP Municipalities Act, 

1916 and Rule 65 of Municipal Account Code) 

 Verify the Work Bills of the Contractors in accordance with the 

terms of contract 

 Verify whether the bills of the contractors have been prepared in 

accordance with the approved estimates , recorded 

measurements and sanctioned rates by competent authority 

 Verify whether the initial check of these bills has been conducted 

by the Accounts Branch before submitting it to the Audit Branch 

with reference to sanctions, rate measurement books, material at 

sight register/ stock register, tenders and tender register and 
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Sr. No Activity Risk Audit Steps 

completion reports etc 

 Verify whether a  completion report for the work done is submitted 

by the engineer/competent authority (UP Municipalities Act, 1916 

and Rule 70 of Municipal Account Code) 

 Verify whether a register in the prescribed form is maintained for 

all movable and immovable properties respectively (UP 

Municipalities Act, 1916 and Rule 78 of Municipal Account Code) 

 Verify whether a stamp register is maintained in the prescribed 

form (UP Municipalities Act, 1916 and Rule 83 of Municipal 

Account Code) 

 Verify whether a stock book is maintained for purchase and 

disposal 

 Verify whether a store ledger is maintained in the prescribed 

forms 

 Verify whether the store ledger has been signed by the competent 

authority 

7 Maintenance of Registers  Inaccurate departmental accounts 

 Lack of transparency of department 

 Verify whether the following registers in the prescribed forms are 

maintained  (UP Municipalities Act, 1916 and Rule 122-124 of 

Municipal Account Code) 
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Sr. No Activity Risk Audit Steps 

accounts  Register of Loans 

 Register of Investments 

 Deposit Register 

 Register of Suits 

 Verify whether a Nazual register is maintained in accordance to 

the prescribed form 

 Verify whether a permanent advance register is maintained in the 

prescribed forms 

8 General check points  Absence of General controls  Analyse the status of outcome budget prepared by the 

organization 

 Provide the details of assets and their position / verification status/ 

maintenance etc. 

 Analyse the steps taken in regard to any construction 

/development work to ensure standard quality/ payment of 

centage as per rules/ signing of MOU 

 Obtain details of daily wage worker 

B Development Authorities (UP Urban Planning and Development Act, 1973) 
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Sr. No Activity Risk Audit Steps 

9 Master Plan and Zonal Development 

Plans 

 Inadequacy in planning  Verify whether a Master Plan has been prepared by the 

Development Authority for the development area 

 Verify whether the master plan clearly define the various zones 

into which the development area may be divided for the purpose 

of development and indicates the manner in which the land in 

each zone is proposed to be used 

 Verify whether, simultaneously with the preparation of the master 

plan, the authority has prepared a zonal development plan for 

each of the zones into which the development area is divided. 

 Verify whether the zonal development plan, contains a site plan 

and use plan for the development of the zone and shows the 

approximate location and extent of land use proposed in the zone 

such as public buildings and other public works and utilities, 

roads, housing, recreation, industry, business, markets, schools, 

hospitals and public and private open spaces and other 

categories of public and private uses; 

10 Development Lands  and Nazul Lands  Unauthorized development of lands  Verify that, after the declaration of any area as development area 

under Section 3 of UP Urban Planning and Development Act, 

1973, the development of land shall be carried out or continued in 

that area only after obtaining permission in writing from the Vice-
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Sr. No Activity Risk Audit Steps 

Chairman. 

 Verify that, after any nazul land has been placed at the disposal of 

the Authority, no development of any such land shall be carried 

out except under the control and supervision of the Authority. 

 Verify that, after any nazul land has been developed by or under 

the control and supervision of the Authority it shall be dealt with 

by the Authority in accordance with directions given by the State 

Government in that behalf. 

11 Budget  Lack of reasonable basis for the Budgets 

prepared 

 Verify whether the Authority has prepared a budget in respect of 

the financial year next ensuing, showing the estimated receipts 

and expenditure of the Authority within reasonable time and it has 

been passed by the board 

 Analyse that expenditure is carried only after budget is passed 

12 Sources and Application of Fund of 

the Authority 

 

 Lack of required development of 

selected area 

 Misuse of government land/property 

  Diversion of funds 

 Verify whether the authority has maintained its own fund 

 Verify whether the following are credited to the fund maintained 

by the authority: 

Grants, Loans & Advances 

 All moneys received by the authority from the State Government 
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by way of grants, lons, advances or otherwise  

 All moneys borrowed by the Authority from the State Government 

by way of loans or debentures; 

 Verify that in case, the authority borrows money by way of 

loans or debentures from sources other than the State 

Government and on terms and conditions as may be 

approved by the State Government, has the Authority 

maintained a sinking fund for the repayment of moneys 

borrowed. Verify whether the authority pays a sum sufficient 

for repayment every year into the sinking fund within the 

period fixed of all moneys so borrowed. 

Disposal of lands and buildings 

 All moneys received by the Authority from the disposal of lands, 

buildings and other properties, movable and immovable  

Betterment charges 

 Verify whether the betterment charge levied under this Act are 

payable in such number of installments, and each installment is 

payable at such time and in such manner as may be fixed by bye-

laws made in that behalf. 
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 Verify that, any arrear of betterment charge shall be recoverable 

as an arrear of land revenue, and no suit shall lie in the civil court 

for recovery of such arrear 

Toll for amenities 

 Verify whether toll charges have been collected by the authority 

from visitors for the use of approach roads and other amenities 

such as places of popular resort (including any ancient and 

historical monuments) within its development area at such rate 

and in such manner as may be notified by the State Government 

 

Penalties, fines, rents and profits 

 Verify whether the penalties and fines realized in connection with 

prosecution under this act are paid to the authority on a timely 

basis 

 Verify whether all moneys received by the Authority by way of 

rents and profits or in any other manner or from any other source, 

are adequately recorded on a timely basis 

Application of funds 

 Verify whether the funds collected from the above mentioned 
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Sr. No Activity Risk Audit Steps 

sources are applied towards meeting the expenses incurred by 

Authority in the administration of this Act and for no other 

purpose. 

13 Accounts and Audit  Non maintenance of appropriate and 

adequate accounts and records for the 

authority 

 Verify whether the Authority has maintained proper accounts and 

other relevant records and prepared an annual statement of 

accounts including the balance sheet in such form as the State 

Government may specify 

 Verify whether the accounts of the authority are being audited  

14 Report and Returns   Inadequate reporting 

 Delay in submission of reports and 

returns 

 Verify whether the Authority prepares for every year a report of its 

activities during that year, and submits the report to the State 

Government in such form and on or before such date as the State 

Government may specify and such report shall be laid before both 

houses of the Legislature. 

 Verify whether the Authority furnishes to the State Government 

such reports, returns and other information as that Government 

may from time to time require. 

C Special Area development Authority 

15 Special Area Development Authority  Non Compliance with the requirements  Verify whether the special development authorities prepare a 
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of Special Area Development Authority 

Act 

development programme (UP Special Area Development 

Authorities Act,1986,section 8 and 9) 

 Verify whether the prepared development programme is approved 

by the state government (UP Special Area Development 

Authorities Act,1986,section 10) 

 Verify whether the land approved for special development is used 

in accordance to the approved development programme and by 

special development authority only (UP Special Area 

Development Authorities Act,1986,section 13-15) 

 Verify whether the Authority prepares the budget in the prescribed 

form as specified by the state government (UP Special Area 

Development Authorities Act,1986,section 19) 

 Verify whether the Authority prepares an annual statement of 

accounts including balance sheet as specified by the state 

government (UP Special Area Development Authorities 

Act,1986,section 20) 

 Verify whether the Authority prepares and submits an annual 

report with the details of activities performed during the year to 

the state government (UP Special Area Development Authorities 

Act,1986,section 21) 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 461 of 705 

 

 

Sr. No Activity Risk Audit Steps 

16 Accounts and Audit  Non maintenance of appropriate and 

adequate accounts and records for the 

authority 

 Verify whether the Authority has maintained proper accounts and 

other relevant records and prepared an annual statement of 

accounts including the balance sheet in such form as the State 

Government may specify 

 Verify whether the accounts of the authority are being audited  

 

D Jal Sansthan 

17 Water Works  Non collection of applicable water 

charges 

 Unaccountable usage of water 

resources 

 Misuse of government Water Resources 

 Verify whether a register is maintained for house connection 

applicants in the prescribed form (UP Municipalities Act, 1916 and 

Rule 52 of Municipal Account Code) 

 Verify whether the application is certified by the in charge of water 

works after the work is completed (UP Municipalities Act, 1916 

and Rule 53 of Municipal Account Code) 

 Verify whether a house connection register is maintained in the 

prescribed form (UP Municipalities Act, 1916 and Rule 54 of 

Municipal Account Code) 

 Verify whether a meter book for house connections is maintained 

in the prescribed form (UP Municipalities Act, 1916 and Rule 55 of 
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Sr. No Activity Risk Audit Steps 

Municipal Account Code) 

 Verify whether the demand and collection register on account of 

water charges is maintained in the prescribed form (UP 

Municipalities Act, 1916 and Rule 56 of Municipal Account Code) 

 Verify whether Bank Reconciliation is maintained and cross 

checked by demand and collection control register 

 Verify whether there is a process of water auditing by installing 

water meters at production and consumer ends 

 Verify whether a house connection register is maintained in the 

prescribed form (UP Municipalities Act, 1916 and Rule 62 ,63 of 

Municipal Account Code) 

18 Water Quality  Bad water quality can lead to damage of 

crops 

 Verify monitoring system for water quality 

 Verify whether technical qualified employees are available for 

water quality inspection 

 Check that for sources of sample selection of water, there are 

multiple sample selection sources 

 Verify whether water quality inspection is done on a regular 

interval for all the water sources 
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 Verify whether water inspection reports are approved by the 

competent authority 

 Verify records for water treatment in case of high impurities ( as 

compared to standards set by government) 

 Obtain reasons for deviations and report it as an observation 

19 Ground  water Development  Over exploration of ground water  Verify whether a periodical reassessment on a scientific basis of 

the ground water potential is done  

 Verify whether regular testing is done for the quality of the water 

available  

 Verify records (on a sample basis) for application received and 

approved for exploitation of ground water resources 

 Verify the documents checked before approval for ground water 

exploration 

 Verify projects undertaken for development of ground water and 

their use  

 Verify whether there are any controls in place to check that there 

is no over exploitation of ground  

 Verify records for studies done to determine level of ground water 
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Sr. No Activity Risk Audit Steps 

(if any) 

 

20 Water Tariff  Excess/ short tariff levied  Obtain mode wise tariff list for water 

 Verify whether tariffs are in line with the directives given by 

competent authority 

 Verify whether tariffs are collected within time from all the parties  

 Verify whether no/ subsidized tariff is collected from exempted 

parties (exempted by state/ central government) 

 Verify whether proper monitoring is done for so that there are no 

long pending water tariffs 

 Verify reports for action taken against defaulting parties 

 Obtain reasons for deviations and report it as an observation 

21 Accounts and Audit  Non maintenance of appropriate and 

adequate accounts and records for the 

authority 

 Verify whether the Authority has maintained proper accounts and 

other relevant records and prepared an annual statement of 

accounts including the balance sheet in such form as the State 

Government may specify 

 Verify whether the accounts of the authority are being audited  
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22 Mandi Parishad  Loss of revenue 

 Poor operational efficiency 

 Verify whether all grains brought to the mandi for sale are heaped 

in clean places 

 Verify whether a certificate of verification of Mandi charges is 

obtained 

 Verify whether Mandi charges and other incidentals connected 

with the transport and handling of food grains at all stages are 

paid in accordance with the approved rates 

 Verify that the necessary training in purchases, storage has been 

imparted to all members of the field staff particularly the staff 

posted in the mandis 

E Cooperative Societies  

23 Cooperative Societies  Unauthorized Loans leading to fraud 

 Revenue loss due to non recovery of 

fees 

 Verify whether any loan sanctioned to other registered society has 

been approved by the registrar 

 Verify whether no loan is  sanctioned by Society to any non-

member (Cooperative Society Act, Section 29) 

 Verify whether the society receives the membership fees from all 
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the member (Cooperative Society Act , Section 12) 

 Verify whether the individual member does not  hold shares more 

than 20% of total shares of limited liability society or the 

prescribed share value (Cooperative Society Act ,Section 5) 

 Verify whether a certified copy for registration is received for any 

amendment (Cooperative Society Act ,Section 11) 

 Verify whether the Society maintains a record of its member for 

recovery of dues to society (Cooperative Society Act ,Section 23) 

 Verify whether any money lent on security of movable property is 

approved by the registrar (Cooperative Society Act ,Section 29) 

24 Books and Registers required to be 

maintained by Co-operative Societies 

 Non-maintenance of essential books and 

registers 

Minute Book: 

 Verify whether a Minute book is maintained by the Co-operative 

Society 

 Verify whether the Minute book is duly updated with respect to the 

essential details such as Collection of Share Capital for new 

shares allotted, Refund of share capital, Acceptance of deposits 

and refunds thereof, Loans borrowed from the Central Bank, 

Disbursements of loans to members, Investment of funds in 

outside securities, Disbursement of dividend on Share Capital, 
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Payment of Contingent charges, Number of meetings held in a 

year, the names of members of the committee of management 

and name of persons authorized to sign the receipts and to 

receive and to pay cash on behalf of the society 

Register of application for membership: 

 Verify whether the date of receipt of applications for membership, 

the names, addresses and other details of applicants, the mode of 

disposal of applications and the date of resolution of the 

committee are duly updated in the register 

Admission Book: 

 Verify whether a duly updated register containing the name and 

addresses of each member , the date of his admission and the 

shares taken by him, the particulars of withdrawal of membership 

(if any) is being maintained in the society 

Nomination Register: 

 Verify whether a register containing name and other particulars of 

the nominees of members are duly updated in the register 

 

Cash Book or Day Book: 
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 Verify whether an updated and balanced Cash Book is being 

maintained 

Receipt Book: 

 Verify whether a Receipt Book with printed Serial Numbers is 

maintained. Further also check if the duplicate copy of the receipt 

issued to the party from whom money is received, is maintained 

Loan Ledger: 

 Verify whether the Loan Ledger is duly updated with respect to 

the particulars of member‘s loan accounts 

Ledger of Borrowings: 

 Verify whether the accounts of deposits and other borrowings are 

duly recorded in this ledger 

 Verify in case of deposits, whether it is prominently noted that the 

depositor is a member or a non member 

 Verify whether the current account deposits are distinguished 

from fixed deposits 

Liability Register: 

 Verify whether this register shows the indebtedness of each 
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member to the society whether on account of loans taken directly 

by him or on account of loans for which he stands as surety 

Monthly Register of Receipts and Disbursements: 

 Verify whether this register is duly maintained for the preparation 

of Statement of Receipts and Disbursements  every month 

Register of Immovable Property of defaulters bought in auction 

by the society: 

 Verify whether the details of purchase and subsequent sale of 

such properties (purchased in auction from defaulting members 

towards recovery of their loans) are entered in this register 

 In case the properties are maintained by the Society, verify 

whether the particulars of income received thereon is also noted 

in the register 

Register of closed loans: 

 Verify whether the details of overdue loans, the action taken 

against them ,and the amount realized thereon, is duly updated in 

this register 

Register for application for Arbitration and Execution: 

 Verify whether the particulars of the loans  referred to arbitration, 
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of the loans got decreed and exceuted or realized are duly 

updated in this register 

Voucher File: 

 Verify whether all vouchers for contingent expenditure incurred by 

the society are serially numbered and filed or pasted 

chronologically in a file. Receipts for money received by post 

should also be filed  

Register of Dividends: 

 Verify whether the particulars of dividend declared on Paid-up 

Share Capital and disbursed to members is entered in this 

register 

 Verify whether the register shows the names and numbers of 

members one after another as on the last day of the previous co-

operative year, the amount of paid up share capital of each, the 

amount of dividend payable on it and its actual payment with date 

and signature of the payee 

Property Statement of members: 

 Verify whether the property statement discloses the amount of net 

assets of all members.  
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 Verify whether this statement shows the assets and liabilities of 

each individual member on the date of his admission as well as 

on the last day of each co-operative year 

25 Vouching of Cash Book  Inadequate maintenance of Cash Book  Verify whether the Cash Book has been written up-to-date and is 

balanced 

 Verify the actual cash balance and check whether it agrees with 

the book balance 

 Verify whether the cash balance is in custody of the person 

authorized for this purpose 

26 Vouching of receipts  Weak control over receipts  Verify whether the date, month and year of the entries in Cash 

Book correspond with those of the counterfoils 

 Verify whether the name of the party, from whom the money is 

received and the account to which it relates are properly recorded 

in the Cash Book 

 Verify whether the receipt is properly signed by the authorized 

person 

 Verify whether the receipts are in the prescribed printed forms 

with serial numbers 
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 Verify whether the signature of the remitter has been obtained on 

every receipt 

 Verify whether all items of receipt of money have been duly 

brought into account 

 Verify whether all unused receipts are intact and the serial 

numbers are continuous 

27 Vouching of Payments  Weak control over payments  Verify whether every payment is supported by a valid voucher 

 Verify whether the voucher relates to the society and to theperiod 

under review 

 Verify whether all vouchers after having been passed for payment 

are defaced in order to prevent the possibility of production of the 

same voucher in support of two different payments 

27 Verification of Bank Balance  Absence of a reconciliation mechanism 

between balance as per Cash Book and 

Pass Book 

 Verify whether the bank balance as per Cash Book is checked 

with the Reconciliation statement furnished by the bank 

 To guard against any fraudulent substitution of a dummy pass 

book, the auditor should obtain a certified statement of balance 

from the concerned bank or the post office 
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F Cooperative Banks 

28 Cooperative Banks  Unauthorized loans  

 Non Recovery of due amount 

 Inefficient working of cooperative banks 

 Non Adherence to Banking Regulation 

Act 

  

 Check that no bank has made any loans & advances on the 

security of its own shares (Banking Regulation Act,1949 Part V, 

Section 20) 

 Verify whether a prior permission of the Reserve Bank is taken by 

co-operative bank before opening a new place of business or 

change otherwise than within the same city (Banking Regulation 

Act,1949 Part V , Section 23) 

 Verify that co-operative bank maintained  cash reserve as 

prescribed in Banking Regulation Act,1949 Part V , Section18) 

 Verify whether that the co-operative banks, other than a primary 

co-operative bank, submitted a copy of the return which it submits 

to the Reserve Banks also to the National Bank (Banking 

Regulation Act,1949 Part V Section 27) 

 Verify whether a proper procedure is followed by cooperative 

banks while sanctioning loans 

 Verify whether a record  all sanctioned loans is maintained 

 Verify whether all the bank formalities(security deposit/bank 
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guarantee ,etc ) are followed by the candidate/department  

 Verify whether a record is maintained for the deposited security 

amount  

 Verify whether the prescribed audit classification ratio/scale for 

the following parameters  is achieved by Cooperative banks: 

 Capital Adequacy-Net worth as percentage of total assets 

 Capital to Risk-weighted Assets 

  Asset quality-Level of NPA(Gross NPA as percentage of 

total loans and advances outstanding) 

 Percentage of provisions made to provisions required to be 

made 

 Management 

 Net-profit 

 Liquidity and Fund management: maintenance of CRR/SLR; 

Timely repayment of borrowings; Cash Management; 

Investment Management; Deposit Mobilisation; Deposit 

Insurance 

 Systems & Controls: Internal Inspection and Internal Audit; 
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Loans and Advances Policies; Accounting procedure; 

Housekeeping; Risk Management; Computerisation 

 Compliance-Minimum Involvement; compliance on Audit 

Report; Compliance on NABARD Inspection Report; Internal 

Returns & External Returns; implementation of DAP / MoU 

29 Assets 

 

 Excess/ short holding of cash by the 

bank 

 Unreconciled balances at the branch 

 Securities held in the books not held 

physically by the bank 

 Non compliance by the branch with the 

instruction sof HO/ RBI/ NABARD 

 Grant of credit facilities beyond the limit 

of the branch 

1. Cash 

 Verify whether the Cash balances at Branches exceed the limit 

fixed by HO significantly 

 Verify whether the branch holds adequate insurance cover for 

cash and cash in transit 

 Verify whether the Cash is maintained in adequate Joint custody 

of two or more officials, as per instructions of the Head Office 

 Verify whether the authorized officials of the bank check the cash 

balances at periodic intervals, verify documentation made to 

support that 

 Verify that  bank has not retained excess liquid  cash 

2. Balance with Banks 

 Verify whether Balance Confirmation certificates were obtained in 
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respect of outstanding balances at the year end and whether the 

aforesaid balances have been reconciled  

 Report the nature and extent of differences, if not reconciled 

 Also report the following cases, if observed in the reconciliation 

statements: 

 Cash Transactions remaining unreasoned 

 Revenue items requiring adjustments / write offs 

 Old outstanding balances remaining unexplained / 

unadjusted for over one year 

3. Investments 

 Verify whether the branch has kept money at call and short notice 

or purchased/ sold investments during the year 

 Verify whether instructions/ guidelines, if any laid down by Head 

Office/ Controlling Authority have been complied with 

 Verify whether the securities held in the books of the branch are 

physically held by it 

4. Advances 

a. Credit Appraisal 
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 Whether there is any case, where the branch has not obtained 

loan application in appropriate forms prescribed by the Head 

Office during the year 

 Whether the branch has complied with the procedures/ 

instructions of Head Office regarding preparation of proposals for 

grant/ renewal of advances, enhancement of limits etc. 

 Analyze the major shortcomings in Credit appraisal 

b. Sanctioning/ Disbursement 

 Verify whether there are any cases of credit facilities having been 

sanctioned beyond the delegated authority or limit of the branch. 

Verify whether such cases are reported to the higher authorities 

 Verify whether there are any cases of disbursement having been 

made under the credit limits without complying with the terms and 

conditions of the sanctions 

c. Documentation 

 Verify whether there are any cases of credit facilities having been 

released by the branch without execution of all the necessary 

documents. If so, give details of such cases 

 Verify whether any cases of deficiencies in documentation, value 
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of security and inspection thereof or any other adverse feature 

such as frequent / unauthorized overdrawing beyond limits, 

inadequate insurance coverage, non registration of charge etc. 

were noticed 

d. Review/ Monitoring/ Supervision 

 Verify whether the branch followed the procedure laid down by 

the Head Office for periodic review of advances including periodic 

balance confirmations/ acknowledgement of debts 

 Verify whether the method of charging interest in respect of 

agricultural advances is capitalized and if so, at what periodicity 

 Verify whether the stock/ book debt statements and other periodic 

operational data and financial statements etc. are regularly 

received from the borrowers and duly scrutinized. 

 Verify whether  suitable action is taken on the basis of such 

scrutiny in appropriate cases  

 Report the cases of advances to non corporate entities with limits 

beyond Rs. 10 lakh where the Reserve Bank of India guidelines 

with regard to compulsory audit have not been complied with 

 Verify whether an inspection or Physical Verificationb of security 
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charged to the bank has been carried out by the branch as per 

the procedures laid down by the Head Office 

 Verify whether securities and documents have been received and 

properly charged / registered 

 Verify whether the branch has identified and classified advances 

into Standard/ Sub Standard/ Doubtful/ Loss Assets in line with 

the norms prescribed by RBI/NABARD 

 Verify whether there are any cases, where the board or controlling 

authority has authorized legal action for recovery of advances or 

discontinuance of application of interest on doubtful advances or 

recalling of advances, but no such action has been taken by the 

branch  

 Verify whether all irregular, sticky/ sick advances have been 

reported to the Controlling Authority promptly  

 Verify whether any rehabilitation programme in respect of such 

advances has been undertaken, and if so, the status of such 

programme 

 Verify whether appropriate claims for Insurance and subsidies, if 

any have been duly lodged and settled. If not, indicate the number 

of cases and the amount involved. Also check whether the branch 
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has credited the amounts to all concerned 

 Verify whether the letters of credit issued by the branch are within 

the delegated power and whether they are for genuine trade 

transactions 

 Check the bank guarantees issued and verify whether they have 

been properly worded and recorded in the register of the bank. 

Also verify whether they have been promptly renewed on the due 

dates 

5. Other Assets 

a. Stationery and Stamps 

 Verify whether the system of the bank ensures adequate internal 

control over issue and custody of stationery comprising of security 

items (Term deposit receipts, drafts, pay orders, cheque books, 

travellers‘s cheques, gift cheques, etc.) 

b. Suspense Accounts/ Sundry Assets and other items 

 Verify whether the system of the bank ensures expeditious 

clearance of items debited to Suspense Account. Ascertain the 

details of old outstanding entries and the reasons for delay in 

adjusting the entries  
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 Verify whether the scrutiny of the accounts under various sub 

heads reveal balances, which are not recoverable in the opinion 

of auditor and would require a provision / write off. If so, give 

details thereof  

 Report the nature and amount involved of any unusual items that 

may be revealed during test check of these accounts 

30 Liabilities  Non compliance to the guidelines 

prescribed by RBI 

1. Deposits 

 Obtain details of deposits received and repaid 

 Carry out a percentage check of interest paid on deposits, 

including calculation of interest on large deposits. Also check the 

deposits made by Primary Agriculture Cooperative Society 

(PACS) and calculation of interest thereon 

 Verify whether the procedures connected with the opening of new 

accounts have been followed as per RBI instructions 

2. Bills payable, Sundry Deposits etc. 

 Obtain the details of number of items and the aggregate amount 

of old outstanding items pending for three years or more, and 

report them under appropriate heads  

 Carry out a scrutiny of the accounts under various sub heads and 
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find out whether they reveal old balances. If so, give details 

thereof 

 Report the nature and amount involved of unusual items, if any , 

while carrying out a test check of these accounts 

 Verify the cheques returned/ bills returned register and look into 

reasons for return of those instruments.  

 Verify cheques purchased / discounted beyond the sanctioned 

limit on a sample basis 

31 Profit and Loss Account  Non compliance to the norms prescribed 

by RBI 

 Carry out a test checking of interest, report any excess/ short 

credit of material amount if revealed during the test check 

 Verify and mention cases of extra payment   of   bonus/ ex gratia 

 Verify whether the branch has complied with the Income 

Recognition norms prescribed by RBI 

 Verify whether the test check of interest on deposits has revealed 

any material discrepancies 

 Obtain an appropriate statement from the Branch Manager 

explaining the divergent trends in major items of income and 

expenditure 
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 Verify whether there are any divergent trends in major items of 

income and expenditure, which are not satisfactorily explained by 

the branch, report the same , if any 

 Indicate the effect of changes, if any, in accounting policies on the 

items of  income and expenditure 

32 Internal Controls  Lack of adequate Internal controls in the 

bank leading to chances of fraud 

1. Books and Records 

 Carry out a general scrutiny of the books of accounts and verify 

whether they have been properly maintained, with balances duly 

inked out and authenticated by the authorized signatories 

 Verify and Indicate the position relating to balancing of the books 

examined – maintenance and balancing of accounts, ledgers and 

registers including Clean Cash and General Ledger 

2. Reconciliation of control and subsidiary records 

 Verify whether the figures of the control and subsidiary records 

have been reconciled as at the year end. If not, the last date upto 

which such figures have been reconciled should be given under 

the respective heads  

3. Inter-branch Accounts 

 Obtain details of a year wise break-up of outstanding entries in 
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the inter-branch accounts, together with a statement of the reason 

for their remaining outstanding and the steps being taken by the 

management in respect thereof.  

 Also , indicate the date upto which reconciliation in various 

accounts pertaining to inter branch transactions is available with 

the branch 

 Report the nature and amount involved of unusual entries put 

through inter branch/ head office accounts, in case they are 

revealed during the test check 

 Verify whether any long outstanding items of high value are 

identified regularly and whether any action is taken thereon 

 Verify whether a reconciliation of entries outstanding in inter 

branch and inter bank accounts , suspense accounts, sundry 

deposits accounts, draft accounts is carried out  

4. Coverage of crop loans under Crop Insurance 

 Verify whether all loanee farmers and crops have been covered 

as per the guidelines of Agricultural Insurance Company of India 

(AICI) 

 Verify whether the premium is remitted to the Insurance company 
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in time 

 Find out the details of the amount of claims settled by AICI out of 

the amount of claims preferred and those pending adjustment at 

the bank level. Also find out the details of adjustments made to 

the loan account 

5. Frauds 

 Verify whether any frauds have been discovered during the year 

under audit at the branch, furnish particulars of such a fraud, 

modus operandi together with suggestions, if any 

33 Net worth as a percentage to total 

assets 

 Unfavorable Net worth to total assets 

ratio 

 Obtain balance sheet of the relevant period 

 Verify that balance sheet is approved by competent authority 

 Calculate net worth as per balance sheet and compare it with total 

assets as per the asset side of balance sheet 

 Verify that the net worth to total asset ratio is adequate or not 

34 Level of NPA  High level of NPA affecting financial 

stability of bank 

 Obtain a list of Non Performing Assets as on last day of audit 

period 

 Verify that NPA list is updated or not 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 486 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Calculate NPA as a percentage of total loans and advances 

outstanding. Lower the percentage better it is. 

 Verify that reasons for NPA are documented or not 

 Verify that NPA are disclosed correctly in the reporting done to 

competent authority 

 NPA cases are to  be examined in detail 

35 Maintenance of CRR and SLR  Non maintenance of CRR and SLR 

 Non compliance with guidelines issued 

by RBI 

 Check Cash Reserve Ratio (CRR) and Statutory Liquidity Ratio 

(SLR) during the audit period 

 Verify daily balances to and check adherence to CRR and SLR  

 Verify that any breach to the CRR and SLR is reported to 

competent authority 

 Verify that justification for breach of CRR and SLR is 

documentation 

36 Repayment of borrowings  Non repayment of borrowings can lead 

into financial penalties 

 Obtain a list of borrowings by the bank 

 Verify that all the borrowings are paid back within time 

 Verify any charges levied on bank due to delay in repayment of 

borrowings from other banks/institutions 
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 Verify that approval is obtained from competent authority before 

borrowing from other banks/institutions 

37 Loans and advances  Unsecured loans and advances can lead 

to bad debts 

 Obtain a list of loans and advances disbursed during the audit 

period 

 Verify that all the guidelines are followed while disbursement of 

loans and advances 

 Verify documentation for pre-sanction appraisal 

 Verify that loans and advances are sanctioned after approval from 

competent authority 

 Verify that terms and conditions are uniform for a particular type 

of loan 

 Verify that loans and advances are recovered on a timely basis 

 Verify that appropriate interest/penalty is charged in case of delay 

in repayment of loans and advances 

 Verify that adequate follow up is done for cases of delays in 

repayment of loans and advances 

 Mention cases of violation of guidelines in fixation of interest rates 

 Mention the cases with regard to violation of ceiling/ norms/ 
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safeguards in granting to IFCO/ UCMF  etc.  

G Cooperatives/Federations 

38 Accounts  Non adherence to policies  

 Budget overrun 

 Verify whether the revenue generated by Federations such as 

Milk Federation, Sugar Federation etc., fisheries and industries 

such as Sugar mills is  entered in the Cash Book maintained at 

respective locations 

 Verify whether the revenue generated is deposited in the bank on 

the same date or on the next  working day 

 Verify whether all applicable rules and regulations are followed by 

respective cooperatives under the cooperative act 

 Verify whether no unnecessary procurement of equipments is 

done by the cooperatives 

 Verify whether a proper procurement procedure adhering to the 

procurement rules is followed 

 Verify whether adequately qualified staff is employed for 

respective jobs 
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39 Annual account and balance sheet  Non compliance with Statutory 

requirements 

 Obtain the audited Balance Sheet and Profit and Loss account for 

the Financial year being audited and past 3 Financial Years 

 In case the Balance Sheet and Profit and Loss Account have 

not been audited till the time of the audit of Corporations, 

then obtain the provisional Balance Sheet and Profit and 

Loss  

 Whether the Financial Statements present a true and fair 

view of the Entity‘s Financial Position 

 Whether the Financial Statements are prepared in 

accordance with the Accounting Standards and laws, if any, 

Governing the entities 

 Whether the Financial Statements are presented with due 

consideration to the circumstances of the audited entity 

 Whether the Financial Statements contain sufficient 

disclosures about their various elements, including any 

unusual items 

 Whether various elements thereof are properly evaluated, 

measured and presented 
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40 Revenue generation  Revenue loss 

 Low Productivity 

 

 Verify whether there is a shortfall against targets set for achieving 

revenue during the year 

 Verify whether all revenue generating cooperatives maintain a 

record of sale and purchase of products 

 Verify whether an input-output analysis with respect to specific 

industry (Milk Federation, Sugar Mills, Fisheries, etc.) is carried 

out 

 Sugar Mills: 

 Verify whether efficient use of bagasse, molasses, steam 

and power is done 

 Verify whether norms are fixed for generation of bagasse, 

molasses 

 Verify whether a control mechanism is in place to ensure 

economical production of sugar 

 Verify whether there is a shortfall in the procurement of 

sugarcane, which is attributable to the inordinate delay in 

making payment for sugarcane procured 

 Verify whether norms were fixed for generation of bagasse, 
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steam and molasses 

 Status of finalization of accounts 

 Details of debit balance in creditors account 

 Mention transit loss of  liquor  

41 Cooperative stores  Difference between book stock and 

actual stock 

 Deterioration of material with efflux of 

time 

 Inadequate store management 

 Movement of material from stores 

without adequate approvals 

 Verify whether the stores register is up to date and all receipts 

and issues are duly recorded in register. 

 Verify whether only authorized personnel have access to stores 

register and proper physical security is maintained at stores. 

 Verify whether material is properly stacked and tagged at 

respective cooperatives (Federations and industries) 

 Verify whether material description is properly defined in stock 

register. 

 Verify records of physical verification at stores; check that 

physical verification is conducted at periodic intervals. 

 Verify difference observed during physical verification are 

resolved after due approval and necessary action is taken to 

ensure no shortages happen in future. 

 Verify ageing of material at stores. 
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 Verify whether non-moving and obsolete items are identified and 

kept separately. 

 Verify whether the stock account of the Stores has been properly 

maintained.  

 Verify whether the stock can be are traced in the receipt column 

of the stock register at the time of passing the bills for which 

payments are claimed.  

 Verify whether the entries are accurately made in the stock 

register with respect to issued stock. 

 Obtain reasons for deviations and report as observation. 

 

42 Capital Expenditure  Unapproved capital expenditure 

 Delay in procurement of capital items 

 Obtain capital expenditure plan fro the audit period 

 Verify whether every capital expenditure request is approved by 

competent authority 

 Verify whether disposal plan is given for the old item in case 

capital expenditure is being incurred for replacement of asset 

 Verify whether there are no long pending capital expenditure 

requests 
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 Verify whether there is  an expenditure overrun  due unauthorized 

payments/expenses 

 Verify whether a  record is maintained relating to release and 

utilization of grants  

 Obtain reasons for deviations and report it as an observation  

43 Repairs and maintenance  Non adherence to repairs and 

maintenance schedule can lead to 

breakdown of equipment 

 Obtain schedule for repairs and maintenance for audit period 

 Verify mechanism to ensure adherence to maintenance schedule 

and analyze the records to check whether the maintenance 

activity is carried out in accordance with the schedule 

 Verify whether individual‘s responsibilities are assigned for every 

area of repairs and maintenance 

 Identify delays in actual and planned maintenance activities 

 Obtain reasons for deviations and report it as an observation 

 

H Rural local bodies (includes three tier government i.e. Gram Panchyat, Block Panchyat, Zilla panchyat) 
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44 Budget  Incorrect or incomplete budgeting  

 Expenditure over budgeted amount 

 Verify whether budget is prepared as per prescribed financial 

guidelines  

 Verify expenses are made within the budgeted limit.  If exceeds, 

reasons for the same 

 Verify whether any new expenditure is made during current 

financial year. If yes, pre-approval is taken from authorized 

person for the same 

 Verify whether monthly financial targets  details are issued and 

circulated within stipulated time 

45 Development Programme and 

Budgeting 

 No integrated development of the district 

 Loss of control over expenditure leading 

to  unauthorized expenditure 

 Lack of transparency in the accounts of 

Panchayati Raj Institutes 

 Possibility of misuse / misappropriation 

of funds 

 Non submission of adjustment of 

advances 

 Verify whether the Zila Panchayat prepares a development 

programme for the district  (Section 63 and 86) 

 Verify whether each Panchayati Raj Institute in the State prepares 

the annual budget (Section 110) 

 Verify whether the kshetra Panchayat and Gram Panchayat 

submitted the Utilization Certificates to District Panchayati Raj 

Officer 

  Mention the  detail of implementation of various schemes and 

report discrepancies 
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46 Grants and Funding  Misappropriation of Funds 

 Inadequate use of grants 

 Unauthorized release of funds 

 Verify whether all the grants received are updated in the register 

 Verify whether grant register is maintained in prescribed format by 

Gram, Block and Zila Panchayats respectively 

 Verify whether grant is used for the purpose/for which grant was 

issued 

 Verify whether work register is maintained in prescribed format by 

all Panchayati Raj Institutes respectively 

 Verify whether Public works valuing to the standard/prescribed 

amount is carried out by Zila Panchayats 

 Verify whether only the collected receipt is deposited in 

government account timely  

 Verify whether all funds  released to the Zila Panchayats are 

approved by the  Zila Finance department 

 Mention detail s of fund utilization position 

47 Area Grant (Khstriya Nidhi)  Unauthorized uses of grant / funds  Verify whether grant money is used for prescribed purpose only 

 Verify whether details of unused grant and reasons for the same 

has been maintained for review 

 Verify whether details for uses of grants / funds provided for Gram 
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Panchyats developments are maintained up to date.  Further 

details of unused grants is also maintained with reasons / remarks  

 Whether Issue register – Part 1,2 & 3 are maintained properly and 

up to date 

 Verify whether works register is maintained and  details of works 

are records in the same for review purpose 

 Verify that uses details and work completion certificates / records 

are maintained for review 

48 Cash & Bank  Incorrect / incomplete cash and bank 

records  

 Unauthorized uses of funds  

 Pilferage of funds 

 Verify whether Cash and Bank books are maintained up to date 

 Verify whether cash book and bank book (bank reconciliations) 

are reviewed by Block Divisional Officer (BDO) on monthly basis 

 Verify that duplicate keys of safe are kept under proper custody 

and every year in the month of April, keys are tested / verified and 

kept again under custody  

 Verify whether there is no movement in cash from more than 

three months.  If, there verify a day wise detail with reason of non-

utilization is prepared and maintained for review 

 Verify that Cashier is verifying all cash transactions with 
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supporting documents 

 Verify whether Registrar From 11C, 47A, Advance register and 

Government Ticket register are kept properly and adequately and 

reviewed on periodic basis 

 Verify whether Cash book is maintained correctly and completely 

with supporting documents and documents have been provided to 

Chief Auditor as and when required as per rules and regulations 

 Verify whether RTR Register is maintained properly as per 

information provided  

 Verify whether due / liabilities register is maintained and detailed 

for amount due from more than three months have been prepared 

for review 

 Verify whether deposit has been received from Cashier  

 Verify whether cash is kept in properly and safe physical custody 

 Verify whether cash is maintained within the prescribed limit 

 Verify whether conveyance register is maintained properly  

 Verify whether all relevant deductions have been done from 

salary as required from time to time 
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49 Accounts   Potential risk of errors/ omission in 

accounts 

 Incorrect accounting of items 

 Verify whether Zila Panchayats  prepares annual accounts in 

prescribed format  

 Verify whether daily transactions are recorded in  the Cash Book 

in the prescribed form 

 Verify whether details of transactions as recorded in the cash 

book are transferred to the either Register of Receipts or to 

Register of Payments under the respective head of accounts as 

prescribed  

 Verify whether at the end of each month the totals of Receipts 

and Payments (object head level) are posted to the Monthly 

Receipts and Payment Account register maintained in prescribed 

format  

 Verify whether there is no unreconciled difference between Zila 

Panchayat and Kshetra Panchayat‘s cash books and the 

treasury/bank statements (Budget and General Accounts Rules 

1965, Section 84 (2)) 

 Verify whether a record is maintained by Panchayati Raj Institutes 

of the grants used for repairs and maintenance  

 Verify whether a day to day examination and audit of the account 
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is conducted and a periodic  report is furnished to the local bodies 

and cooperatives  

 Verify whether the arrears of taxes, fees and rent  are closely 

scrutinized 

 Verify whether actions taken against observations mentioned in 

monthly audit reports 

 Verify whether a Register of Fixed Assets is maintained in 

prescribed format  

 Verify whether the location of all assets, buildings, land etc. are 

clearly mentioned in the register of fixed assets 

 Verify whether amounts in arrears and where required balances 

are not available ―Statement of Affairs‖ (in respective registers) is 

prepared based on which, opening balances can be worked out 

 Verify whether refund of revenues/re-imbursement of expenditure 

of the current year is accounted as reduction of 

receipts/expenditure 

 Verify whether separate records are maintained for Narega grants 

as per government order or as prescribed in grant scheme 

 Verify whether PRIASoft, the accounting software developed by 
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NIC is being used by the PRI‘s for maintenance of accounts 

 Verify whether basic infrastructure is developed/ provided to 

Panchayati Raj Institutes to work on PRIASOFT software 

 Verify whether classified register is maintained at Zila Panchayat 

in prescribed format  

 Verify that all work estimates are approved by an authorised 

person as per approval authority  

 Verify whether for assigned revenue from State/Central Govt. 

minor head ‗901-Share of net proceeds assigned to Panchayats‘ 

is opened under relevant receipts Major Heads. 

 Verify whether  all unclassified transactions not immediately 

booked under the respective functional major heads due to lack of 

detail/proper classification in the challen/cheque/voucher, 

Panchayats are booked under ‗8658-Suspense Accounts‘. 

 Verify status of approval of accounts of Income/ Expenditure in its 

open meeting and its adaption 

 Verify compliance with provision for drawl of amount from bank 

after approval by sabha/ panchayat 

 Verify whether the accounts are kept in two parts 
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 Transactions of all receipts and expenditure relating to 

Panchayat Fund  

 Transactions relating to provident funds, loans, deposits and 

advances etc, with close to balances. 

 Verify whether following register of records is maintained  

 Bank/Treasury reconciliation statement 

 Work register  

 Register of movable and immovable properties 

 Stock register 

 Register of Demand ,Collection and Balance 

 Family register 

 Birth and death register 

 Demand recovery register 

 Asset register 

 Agenda and minutes register 

50 Collections  Mismatch in actual and book records  Verify whether a record is maintained for the revenue collected 
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 Potential risk of fraud 

 Loss of revenue 

from 

  Rental of Properties owned by Zila Panchayat 

 License Fees 

 Taxes 

 Sale of stray animals, 

 ―Khanan‖  

 Others (if any) 

 Verify whether all expenditure incurred by the Zila Panchayats is  

from the collected revenue 

 Verify whether a record is maintained for the expenditure incurred 

by purchase of properties, development of Zila‘s ,establishment 

expenses and other Zila expenses 

 Verify the total collection and check whether an adequate linking 

exist between the invoices raised & collections made to get an 

assurance that collections are made for all invoices raised 

 Verify whether a process of regular reconciliation of cash sales 

with physical cash collected is carried out and on sample basis 

and verify the accuracy of reconciliation statement prepared 
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51 Audit of Works  Inadequate reporting 

 Missing out on serious issues 

 To check how many schemes for execution of construction are 

implemented by the unit 

 To check what are  the revenue resources of the unit and 

distribute checking of revenue collection among the party 

personnel of AAO/VPD, and self 

 To select test month of detailed checking of cash book and 

provident fund account 

 To select some major construction works among the party 

personnel of AAO/VPDand self for detailed analysis of 

construction work 

 To check how many contract agreements are awarded for 

revenue collection through contract 

 Verify that master plan is prepared for all construction work 

 Verify that work progress bar chart is prepared (linked with master 

plan).  Payment should be released as per work progress bar 

chart report and approved measurement records  

 To check purchase materials correspondence file 

 To check store account of Revenue receipt collection books 
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 To collect key documents on observation of objection rough notes 

issued 

 To check prescribed proforma I to IV of 16 formats of C&AG for 

maintenance  of PRI accounts whether implemented by the unit 

 To check fire, theft/embezzlement and court cases etc. 

 To review reply of outstanding Para‘s of old inspection reports of 

the unit 

 Verify whether Nazual register is maintained at Zila Panchayat 

 Verify whether Nazual register is verified and attested at DM 

office by a competent authority  

52 Storage  Improper physical storage of tangible 

assets  

 Incorrect / incomplete records of assets  

 Risk of theft of assets 

 Verify whether assets are physically verified by half yearly / yearly 

by Block Development Officer (BDO) 

 Verify whether physical verification records are maintained and 

variance for the same are records with reasons / remarks  

 Verify whether assets in use of employees of Gram Panchyats or 

relevant development authority are verified and records for the 

same are maintained  

 Verify whether books in library are also physically verified.  Verify 
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records of last verification 

 Verify whether all assets (furniture) are serially numbered and a 

list of all assets as per serial number has been maintained for the 

same 

53 Monthly/ Annual Accounts   Inadequate reporting 

 Missing out on serious issues 

 To collect monthly expenditure figures from last audit up to last 

March; to recommend test month selection for detailed checking 

of cash book by the inspecting officer 

 To check financial position of the unit from the last audit up to last 

march from annual accounts, grant register, cash book and all 

bank pass books. At least three years financial position of the unit 

to be checked and shown in part-III of the inspection report along 

with comments 

 Prescribed format of Part-I & Part-II of the inspection report to be 

issued to the units to collect the required information  and submit 

in the inspection report accordingly 

 To check unspent balance of Finance commission grant and 

check how expenditure was incurred 

 All vouchers of water supply and sanitation schemes to be 

checked 100% and the difference of actual expenditure vis-à-vis 
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the utilization certificate to be ascertained. 

 To check the status implementation of various schemes 

 To check directory of works details and works register  

 To check utilization of grants/funds for the schemes 

 To check condemnation of goods items for auction of the 

unserviceable of the store stock 

 To check revenue collection as distributed by the Inspection 

officer 

 To check contract agreement cases for revenue collection as 

distributed by the Inspection officer 

 To check some major construction work as selected/distributed by 

the Inspection officer 

 To check prescribed proforma 7 to 10 and 16 formats of C&AG for 

maintenance  of PRI accounts whether implemented by the unit 

 Any other work entrusted by the Inspection officer 

54 N.E.S Loans  Incorrect / incomplete records of loans 

details 

 Verify whether details of loans provided under N.E.S are 

maintained completely and correctly covering details of opening 

balances, issued in current financial year, collection details and 
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details of posting in ledger for the same  

55 Audit Observations  Incomplete compliances of Audit 

Observations 

 Verify whether Audit Observations details are kept up to date and 

action / replies for the same are prepared and documented for 

review  

 Verify whether salary, conveyance or transport and other 

expenses details are kept up to date for review as per register of 

Chief Auditor 

56 Buildings  Unauthorized uses of funds for building  

 Unauthorized uses of buildings  

 Inadequate monitoring of building 

records 

 Verify whether rent has been made for building if block 

development office is on rented premises.  Provide reason for 

non-availability / delay in availability of government premises  

 Verify whether house rent allowance has been deducted from 

employees‘ salary on timely basis 

 Verify whether drinking water facility is available at block 

development office.  If not, reason for the same and proposal for 

the same  

 Verify the physical conditions of buildings  

 Verify whether information center has been opened or not   

 Verify whether library has been opened or not 
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 Verify that ownership of all land and building has been transferred 

and in the name of Block Development Office (Government), in 

case same owned by Government  

 Verify whether land register volume 5, part 1 has been updated 

for land records  

 Verify whether average / standard rent for housing buildings has 

been defined, decided  and approved and same has been 

updated in prescribed records  

 Whether electricity bills are submitted on time 

57 Meetings  Incorrect / incomplete records for 

Khstriya Panchyats meetings and other 

meetings  

 Improper monitoring of block office  

 Improper maintenance of registers and 

records 

 Verify whether all relevant register and records like list of 

members of Khstriya Panchayats, list of meetings, agenda and 

action plans details and proposal details  

 Verify whether staff meetings records are maintained or not  

 Verify whether meetings held for farmers promotions are 

documented and details for the same are maintained  

 Verify whether any plan / policy has been defined by Block 

Development Officer (BDO) for working of social service 

associations and for the Gram Panchayats and other agencies  
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 Verify whether Gurad files are maintained  

 Verify Whether at Block Development Office level, roles and 

responsibilities have been defined and decided 

 Verify whether all final register are maintained and a register  for 

registers is maintained  

 Verify whether movement register is maintained  

 Verify whether surveys and visits has been performed as per plan  

 Verify whether periodic returns register has been kept properly 

 Verify whether block office is cleaned and all chairs and tables are 

clean  

 Verify the process of review and appraisal used by Block 

Development Officer for employees 

 Verify whether Block Development Officer has participated in 

meetings done for Block development  

 Verify whether fund has been requested for Group Insurance 

schemes and the details for the same 

58 Provision of Training to Panchayats  Absence of trainings can lead to 

stagnation in knowledge resulting into 

 Obtain list of all the training during the audit period. 

 Verify whether the annual training plan is approved by the 
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inefficiencies competent authority. 

 Verify whether Trainings have been imparted to Panchayats in the 

Local language. 

 Verify whether the Training Schedule covers IT enables training in 

e-governance to the office bearers of Panchayat. 

I Panchayati Raj Institutes 

59 Development Programme and 

Budgeting 

 No integrated development of the district 

 Loss of control over expenditure leading 

to  unauthorized expenditure 

 Lack of transparency in the accounts of 

Panchayati Raj Institutes 

 Possibility of misuse / misappropriation 

of funds 

 Verify whether the Zila Panchayat prepares a development 

programme for the district  (Section 63 and 86) 

 Verify whether each Panchayati Raj Institute in the State prepares 

the annual budget (Section 110) 

 Verify whether the kshetra Panchayat and Gram Panchayat 

submitted the Utilization Certificates to District Panchayati Raj 

Officer 

 

60 Grants and Funding  Misappropriation of Funds 

 Inadequate use of grants 

 Unauthorized release of funds 

 Verify whether all the grants received are updated in the register 

 Verify whether grant register is maintained in prescribed format by 

Gram, Block and Zila Panchayats respectively 
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 Verify whether grant is used for the purpose for which grant was 

issued 

 Verify whether work register is maintained in prescribed format by 

all Panchayati Raj Institutes respectively 

 Verify whether Public works valuing to the standard/prescribed 

amount is carried out by Zila Panchayats 

 Verify whether only the collected revenue is used to incur 

establishment expenses (State fund should be used as prescribed 

in government order) ) 

 Verify whether all funds  released to the Zila Panchayats are 

approved by the  Zila Finance department 

61 Accounts   Potential risk of errors/ omission in 

accounts 

 Incorrect accounting of items 

 Verify whether Zila Panchayats  prepares annual accounts in 

prescribed format  

 Verify whether daily transactions are recorded in  the Cash Book 

in the prescribed form 

 Verify whether details of transactions as recorded in the cash 

book are transferred to the either Register of Receipts or to 

Register of Payments under the respective head of accounts as 

prescribed  
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 Verify whether at the end of each month the totals of Receipts 

and Payments (object head level) are posted to the Monthly 

Receipts and Payment Account register maintained in prescribed 

format  

 Verify whether there is no unreconciled difference between Zila 

Panchayat and Kshetra Panchayat‘s cash books and the 

treasury/bank statements (Budget and General Accounts Rules 

1965, Section 84 (2)) 

 Verify whether a record is maintained by Panchayati Raj Institutes 

of the grants used for repairs and maintenance  

 Verify whether a day to day examination and audit of the account 

is conducted and a periodic  report is furnished to the local bodies 

and cooperatives  

 Verify whether the arrears of taxes, fees and rent  are closely 

scrutinized 

 Verify whether actions taken against observations mentioned in 

monthly audit reports 

 Verify whether a Register of Fixed Assets is maintained in 

prescribed format  
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 Verify whether the location of all assets, buildings, land etc. are 

clearly mentioned in the register of fixed assets 

 Verify whether amounts in arrears and where required balances 

are not available ―Statement of Affairs‖ (in respective registers) is 

prepared based on which, opening balances can be worked out 

 Verify whether refund of revenues/re-imbursement of expenditure 

of the current year is accounted as reduction of 

receipts/expenditure 

 Verify whether separate records are maintained for Narega grants 

as per government order or as prescribed in grant scheme 

 Verify whether PRIASoft, the accounting software developed by 

NIC is being used by the PRI‘s for maintenance of accounts 

 Verify whether basic infrastructure is developed/ provided to 

Panchayati Raj Institutes to work on PRIASOFT software 

 Verify whether classified register is maintained at Zila Panchayat 

in prescribed format  

 Verify that all work estimates are approved by an authorised 

person as per approval authority  

 Verify whether for assigned revenue from State/Central Govt. 
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minor head ‗901-Share of net proceeds assigned to Panchayats‘ 

is opened under relevant receipts Major Heads. 

 Verify whether  all unclassified transactions not immediately 

booked under the respective functional major heads due to lack of 

detail/proper classification in the challen/cheque/voucher, 

Panchayats are booked under ‗8658-Suspense Accounts‘. 

 Verify whether the accounts are kept in two parts 

 Transactions of all receipts and expenditure relating to 

Panchayat Fund  

 Transactions relating to provident funds, loans, deposits and 

advances etc, with close to balances. 

 Verify whether following register of records is maintained  

 Bank/Treasury reconciliation statement 

 Work register  

 Register of movable and immovable properties 

 Register of inventory 

 Register of Demand ,Collection and Balance 
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62 Provision of Training to Panchayats  Absence of trainings can lead to 

stagnation in knowledge resulting into 

inefficiencies 

 Obtain list of all the training during the audit period. 

 Verify whether the annual training plan is approved by the 

competent authority. 

 Verify whether Trainings have been imparted to Panchayats in the 

Local language. 

 Verify whether the Training Schedule covers IT enables training in 

e-governance to the office bearers of Panchayat. 

63 Monitoring issues  Inadequate reporting 

 Missing out on serious issues 

 Photocopy of required information/figures collection proforma as 

prescribed by the headquarter office to be issued to the unit for 

necessary collection and submit report accordingly 

 Photocopy survey questionnaire for IT application as prescribed 

by the headquarters also to be issued to the unit for necessary 

information collection and submit report accordingly 

 To check main cash book in detail; Revenue collection receipts to 

be compared with challans and expenditure compared with 

vouchers for the selected test month 

 To check bank reconciliation of the bank pass books and cash 

book. Necessary comments on the difference between cash book 

and pass book figures to be shown in part-III of the Inspection 
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Report along with reasons  

 To check revenue collection as distributed by the inspection 

officer 

 To check contract agreement cases for revenue collection as 

distributed by the Inspection officer 

 To check prescribed proforma11 to 16 of C&AG formats for 

maintenance  of PRI accounts whether implemented by the unit 

  Any other work entrusted by the Inspection officer 
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16 Audit of Public Sector Corporations  

 

16.1 Introduction 

A government-owned corporation, state-owned enterprise, state enterprise, or government business enterprise is a legal entity created by a 

government to undertake commercial activities on behalf of an owner government, and is usually considered to be an element or part of the 

state. There is no standard definition of a government-owned corporation (GOC) or state-owned enterprise (SOE), although the two terms can 

be used interchangeably. The defining characteristics are that they have a distinct legal form and they are established to operate in commercial 

affairs. While they may also have public policy objectives, GOC‘s should be differentiated from other forms of government agencies or state 

entities established to pursue purely non-financial objectives that have no need or goal of satisfying the shareholders with return on their 

investment through price increase or dividends.  
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 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and Disbursing  Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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16.2 Detailed Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Internal Controls 

1 General checks to be conducted at the 

Corporations 

 Non adherence to rules and regulations  Find out the following facts from the corporation being audited: 

 The administrative department under which the 

Corporation being audited carries out its functions 

 The acts/ rules under which the objectives and functions 

of the corporation are governed 

 The bye-laws of the corporation 

 The composition of the board of the corporation 

 Verify whether the policies of the  corporations are financially 

viable 

 Verify whether the Corporations are functioning effectively 

 If not, have any steps been taken to improve the state of the 

corporations. Has any expert been hired to seek opinion on 

making the working of the corporations more effective 

 Verify whether the financial transactions carried out by the 

corporation are in accordance with the instructions issued by 
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the Government of India, State (Uttarakhand) Government, 

Reserve Bank of India or any other authority of such stature 

 Verify whether the pronouncements of the Institute of Chartered 

Accountants of India (ICAI) relating to Accounting Standards 

and Standard Auditing Practices have been complied with 

 Verify whether the accounting procedures for proper control 

over expenditure and realization of revenues are adequate 

 Verify whether any mechanisms for internal control that assists 

the management in safeguarding its assets and resources; and 

in complying with the laws and regulations and also provide 

assurance on the accuracy and completeness of accounting 

records, are available and operate as desirable 

 Analyse the status of outcome budget prepared by the 

organization 

 Provide the details of assets and their position / verification 

status/ maintenance etc. 

 Analyse the steps taken in regard to any construction 

/development work to ensure standard quality/ payment of 

centage as per rules/ signing of MOU 
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 Obtain details of daily wage worker 

2 Stocks and Stores  Difference between book stock and 

actual stock 

 Deterioration of material with efflux of 

time 

 Inadequate store management 

 Movement of material from stores 

without adequate approvals 

 Obtain the details of existing level of stores and finished stock  

 Verify that there is no large accumulation of surplus stores and 

finished stock 

3 Contracts   Unauthorized contracts 

 Potential risk of undue changes in prices 

 Obtain the various contract agreements that have been 

concluded during the audit period 

 Verify whether all these contracts have been concluded in the 

company‘s best interests and in accordance with the provisions 

of Uttarakhand Procurement Rules 2008 

 Verify whether the terms and conditions of the contracts 

entered into by the Corporations have been enforced 

B Records and Reports 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 522 of 705 

 

 

Sr. No Activity Risk Audit Steps 

4 Statutory record maintenance at 

Corporations 

 Non adherence to set policies and 

procedures 

 Incomplete records can lead to difficulty 

in reconciling of records 

 Obtain the Memorandum of Association and Articles of 

Association  

 Verify whether there have been any significant deviations from 

the objectives listed thereof 

 Verify whether any Annual General Meeting/ Extra Ordinary 

General Meetings have been held during the audit period 

 Obtain minutes of the Annual General Meeting/ Extra Ordinary 

General Meetings held during the audit period 

 Obtain the audited Balance Sheet and Profit and Loss account 

for the Financial year being audited and past 3 Financial Years 

 In case the Balance Sheet and Profit and Loss Account have 

not been audited till the time of the audit of Corporations, then 

obtain the provisional Balance Sheet and Profit and Loss 

Account 

 Obtain details of the Net Worth of the corporation for the 

Current year and past 3 Financial Years 

5 General Records maintenance at  

Corporations 

 Difference between book stock and 

physical stock 

 Verify whether following records are maintained in all 

corporations registered under the companies act 
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 Assets written off without adequate 

approval 

 Records of purchase and sale 

 Expenditure incurred on import of raw materials, stores, 

etc.  

 Consumption of raw materials, stores and spares  

 Production Records 

 Record of stocks 

 Amount of  railway freight paid/payable during the year 

 Cost Account Records 

 Record of Fixed Assets 

 Record of physical verification of fixed assets  

 Record of damaged goods  

 Employment statistics with the following details 

 Total number of persons employed 

 Total amount of salaries, wages and other benefits 

charged  

 Category wise details of persons employed 
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6 Reporting System  Loss of control over working of 

corporations 

 Potential risk of incurring loss due to 

inefficient working 

 Verify whether the  following information is furnished by the 

State enterprises  

 Financial status  

 Financial operating results  

 Production report  

 Report on units under construction  

 Marketing activities report  

 Report on development and other activities  

 Financing and loan assistance activities report  

 Report on development and other activities   

 

C Loans  and Grants received by Corporations 

7 Controls around Grants received by the 

corporations 

 

 Inadequate use of funds  Obtain the following details with respect to the Grants received 

during the five previous Financial years: 

 Amount of grant received, along with details of date of 
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receipt 

 Amount of grant utilized 

 The nature of activities in which the grants were utilized 

along with the break up for each activity 

 Amount of unutilized grant 

 Obtain the following details with respect to the Loans received 

by the Corporation from the Government, during the five 

previous Financial years : 

 Amount of loan received, along with details of date of 

receipt 

 Terms and conditions of loan 

 Details of loan utilized 

 Details of installments paid 

 Details of unutilized loan 

D Loans granted by Corporations and Insurance 

8 Insurance   Uninsured items causing a risk of loss  Verify whether all goods and properties under direct/indirect 
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under unforeseen circumstances control  of the government are insured 

 Verify whether all goods and properties are insured only with 

the prescribed insurance company of  the state 

 Verify whether the terms of insurance are such that they 

completely safeguard the interests of the Corporations 

 Verify whether the premium is timely deposited with the 

Insurance Company 

 Verify whether a mechanism for monitoring of Insurance 

policies is in place to track their expiry date  

 Verify whether the Insurance policies are timely renewed 

 

E Corporations at Loss 

9 Loss making Corporations  Incurring unnecessary losses  Obtain a list of the Corporations which are incurring losses 

 Verify whether any Corporate/ Business Plan has been 

prepared to convert such loss making corporations into 

financially viable corporations 

 Have any other steps been taken to improve the state of the 
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loss making corporations 

 If, yes obtain details of the steps taken 

F Companies Act 

10 Provisions under Companies Act  Non adherence to rules and regulations  

 Inefficient performance of company 

 The accounting records, books of 

account and financial results may not be 

technically accurate with reference to the 

Accounting Standards. 

 There may have been misstatements in 

or window dressing of the financial 

statements. 

 Non compliance with the objectives for 

which the company was established. 

 Occurrence of frauds, misappropriation, 

and other acts of omission and 

commission. 

 Verify whether the provisions of the Companies‘ Act, 1956 or 

the relevant statutes governing the company concerned have 

been complied with 

 Verify whether a declaration has been submitted by members of 

the company (who do not hold a beneficiary interest in the 

concerned share) in the prescribed form specifying the name of 

the person who holds a beneficial interest in the share  

 Verify whether a new declaration is submitted in case a change 

in the beneficial interest in the shares occurred 

 Verify whether the directives issued by the Reserve Bank of 

India and the provisions of section 58-A of the Company‘s Act 

have been complied with in case the company has accepted 

deposits from the public 

  Verify whether cost records by the company are maintained as 
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prescribed under section 209(1)(d) of the Company‘s Act 

G Auditors 

11 Appointment of Auditors 

 

 Non adherence to the relevant 

provisions of act 

 Discrepancy in audit reports 

 Illicit  practices 

 Verify whether the detailed audit of Government Companies is 

conducted by Statutory Auditors appointed by the Comptroller 

and General , under the Companies Act 

 Verify whether the auditor is a qualified chartered accountant 

within the meaning of the Chartered Accountants Act, 1949 (38 

of 1949) 

 Verify that none of the following are appointed as an auditor of 

a company 

 An officer or employee of the company 

 A person who is a partner, or who is in the employment, of 

an officer or employee of the company 

 A person who is indebted to the company for an amount 

exceeding one thousand rupees, or who has given any 

guarantee or provided any security in connection with the 

indebtedness of any third person to the company for an 
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amount exceeding one thousand rupees; 

 A person holding any security of that company after a 

period of one year from the date of commencement of the 

Companies (Amendment) Act, 2000 

 Verify whether the relevant provisions contained in Section 224 

and 225 of Company‘s Act are adhered for the appointment of 

an Auditor 

 Verify whether the first auditor is appointed by the board of 

directors within one year of registration of the company and the 

remuneration payable to the auditor is as fixed by the board of 

directors 

 Verify whether the auditor informs the registrar in the prescribed 

form about his acceptance or refusal of the offer 

 Verify whether in case of re-appointment of retiring auditor the 

prescribed written certificate is submitted 

 Verify whether in case of removal of an auditor (before expiry of 

the term) a central government  approval has been obtained 

and submitted to the central government for the removal 

 Verify whether a special notice is submitted in the general in 
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case of appointing an auditor other than a retiring auditor 

 Verify whether a notice is sent to the retiring auditor 

12 Duties of the  statutory auditor  Inadequate reporting  The Statutory Auditor should functions within the parameters of 

Companies Act‘ 1956 

 They should examined and certify the profit and Loss Account 

and Balance Sheet ensuring that they disclose a true and fair 

view of the Company‘s Financial position  

 They should examine that the managements have complied 

with the various provisions of the Companies Act and the 

Generally Accepted Accounting Standards as well as the 

guidelines issued by the Institute of Chartered Accountants of 

India. 

 The auditors should bring to notice the areas of weaknesses 

and those requiring special attention. 

 Verify whether the auditor has submitted an annual report on 

the working and affairs of a Government Company which is 

required to be prepared within 3 months of holding of Annual 

General meeting and laid  together with a copy of the Statutory 
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Auditor‘s report (section 619A of the Companies Act) 

 From the audit of accounts the auditor should verify the 

following: 

 Whether the Financial Statements present a true and fair 

view of the Entity‘s Financial Position 

 Whether the Financial Statements are prepared in 

accordance with the Accounting Standards and laws, if 

any, Governing the entities 

 Whether the Financial Statements are presented with due 

consideration to the circumstances of the audited entity 

 Whether the Financial Statements contain sufficient 

disclosures about their various elements, including any 

unusual items 

 Whether various elements thereof are properly evaluated, 

measured and presented 

 Verify whether the auditor has reported on the following 

additional matters of the Producer Companies: (provisions 

contained in section 227) 
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 The amount of debts due along with particulars of bad 

debts if any 

 The verification of cash balance and securities 

 The details of assets and liabilities 

 All transactions which appear to be contrary to the 

provisions  

 The loans given by the Producer Company to the directors 

 The donations or subscriptions given by the Producer 

Company 

 Any other matter as may be considered necessary by the 

auditor 
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17 Food 

17.1 Introduction 

 

The functions of the Food department are handled by two very important officials, District Supply Officer & the Regional Food Controller. The 

State Food and Supplies Department‘s major procurements are Rice, Paddy and Wheat. The purchases of food grains are done on the Minimum 

Support Price fixed by Government of India for central pool and these are delivered to Food Corporation of India, which is the nodal agency of 

Government of India. The recovery of food grains delivered to Food Corporation of India is made as per provisional/final incidental charges fixed 

by Government of India. To procure the food grains the arrangements of funds is made through budget estimates duly approved by State 

Finance Department. The budget estimates and other arrangements such as Gunny bales, Polythene covers and fumigants are prepared on the 

tentative purchases of food grains. 
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Note: 

 Refer “Procurement Rules 2008”, wherever applicable - These rules shall be applicable to all Government Departments, State Public Sector 

Undertakings (PSUs), Statutory Authorities, Panchyati Raj Institutions Municipalities/Urban Local Bodies, Government societies and other 

entities, which are under the administrative control of the State Government for the purpose of procurement of goods, works, services and for 

Public Private Partnership arrangements in infrastructure and service delivery projects. The provisions of these rules shall have effect 

notwithstanding anything inconsistent therewith contained in any other rules and orders for the time being in force or in any instrument having 

effect by virtue of any rules and orders other than these rules. 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer applicable Annexure 
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17.2 Detailed Audit Checklist 

Sr. No Activity Risk Audit Steps 

A Finance Controller – Head Quarter 

1 Claims made by State Government on 

Government of India  

 Delay in raising claims by the State 

Government  

 Delay in release of payment by the 

Government of India 

 Find out , if there is a time schedule for submission of claims 

by State Government to the Government of India 

 Verify whether the claim made by State Government includes 

15 days interest subsidy , transportation charges, cost of 

bags and stitching charges in addition to the cost of rice 

 With respect to the Food Grains purchase in the State Pool,  

verify whether the excess cost incurred on retention of Food 

grains over the sale price fixed under the Public Distribution 

System, is recovered in the form of Food Subsidy from the 

Government of India 

 Verify whether the Regional Food Controller has forwarded 

necessary details to the Food Commissioner Office to prefer 

consolidated claims of Food Subsidy timely 

 Find out that at what frequency does the Government of India 

makes payment for the claims made by State Government 

B Functions of the Regional Food Controller 
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2 Procurement of food grains  

 

 Non adherence to government schemes 

 Wastage of food stock due to infestation 

 Loss of government funds       

 

 Refer Annual Procurement and Purchase Policy for Wheat, 

Rice, Sugar issued by State/ Central Government from line to 

line 

 Obtain the records for procurement of Food Grains during the 

audit period from Finance Wing/ Marketing Wing 

 Verify whether the procurement of rice is done only through 

licensed Rice millers 

 Verify whether there is a mechanism in place to test the 

quality of rice at the rice mills in terms of factors such as 

moisture content, broken rice etc. 

 Verify whether all food grains have been procured at the 

Minimum Support price fixed by the Government of India 

under the Minimum Support Price scheme  

 Verify whether adequate number of Purchase centers are 

opened for procurement of Food Grains under the Minimum 

Support Price 

 For payment process, verify whether the net weight for which 

payment is being made, is equal to the net weight of each 

bag of food grains multiplied by number of bags  
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 Verify whether the Purchase documents is checked and 

signed by the competent authority  

3 Transfer of Food Grains from state pool 

to godownI 

 Transfer of Food Grains to Self Storage 

centres instead of FCI 

 Obtain the records with respect to purchase of Food Grains to 

the State and Central Pool Godown during the audit period 

 Verify whether the approved quantity of Food Grains are 

purchase to the State Pool godowns for future monthly 

releases to the state against allotments to be made by the 

Government of India 

 Verify whether the condition of the State Pool Godowns  is 

good to ensure that the stock of Food Grains does not get 

spoilt in the godowns 

 Verify whether the Central Incharge sends a daily statement 

regarding purchase of lots of rice from Rice Millers to the 

accounts wing of Food Department 

 Verify whether a register of contracts is available for contracts 

entered into with agencies for transport and storage of Food 

Grains 

 Verify whether the  contracts is signed by the RFC 
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4 Transfer of Food Grains from central 

pool to FC Godown 

 Non maintenance of adequate records for 

transfer of food grains 

 Verify whether the Central Incharge sends a daily statement 

regarding purchase of lots of rice from Rice Millers to the 

accounts wing of Food Department 

 Verify whether a register of contracts is available for contracts 

entered into with agencies for transport and storage of Food 

Grains  

5 Procurement of Sugar  Procurement of sugar outside the limits of 

the allotted quota 

 Obtain records of sugar procured during the audit period 

 Verify whether the sugar procured has been safely 

transported to the base godowns  

 Verify whether godowns are clean, free of moisture etc. to 

ensure that the stock of sugar does not get spoilt in the 

godown 

 Find out, whether any advance had been provided to the 

Sugar Mills during the current year and also in the past years 

 Verify whether a register is maintained in the department to 

exhibit full particulars of advances made from time to time, to 

each mill, supplies made against advances, amount refunded 

by the mills and amount yet recoverable from the respective 

sugar mills.  Obtain complete details of all advances provide 
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to the Sugar Mills in the current year as well as past years 

 Obtain the register and verify whether all these advances 

have been timely recovered  

 Report, advances pending recovery/ adjustment for a long 

time 

 Verify whether the payment made to sugar millers is within 

the quota allotted by the Central Government 

 Verify whether the sugar price difference due to increase of 

price by Government of India  is paid by FCI Ito the millers 

 Verify whether sugar equalization account is maintained at 

regional level to adjust the increase in sugar price directly 

paid to millers by FCI 

6 Public Distribution System (PDS)  Adulteration of food grains and essential 

commodities 

 Potential risk of embezzlement of stock  

 Short measurements difference in physical 

and recorded stock 

 Verify whether adequate controls are in place for movement 

of Food Grains from Central/ State Pool Godowns/ Sugar 

Mills to the Base godowns and from there to the PDS 

Godowns 

Functions of RFC in Plains 

 Verify whether the stocks dispatched to PDS godowns are 

correctly weighed in the prescribed manner and weight is 
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correctly shown in the relevant Issue Weight Memo and other 

documents 

 Verify whether the scales and weighs used are  accurate. 

verify whether they are calibrated 9checked0 

 Verify that in the case of stocks exported to other States the 

goods are inspected by the Government Inspector and no 

consignment is  allowed to move without Inspection 

 Verify whether an acknowledgement of food grains having 

been delivered at the destination, signature of store in-charge 

receiving the food grains at its destination and signature of 

the transporter is available on challans 

 Verify whether a consolidated account of shortage in transit is 

prepared and submitted to the RFC 

 Obtain details of Transportation charges paid during the Audit 

period for delivery of food grains to PDS godowns  

 Verify the correctness of transportation charges paid with 

respect to rate and distance charged by the Transport agency 

7 Storage and safe custody of stock in 

Godowns 

 Inaccurate departmental accounts  Verify whether a certificate of fitness is available for all 

godowns  
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 Damaged food grains 

 Unquantifiable diversion of food stock   

 Misappropriation in the accounts of gunny 

bales and bags 

 Outstanding Recoveries 

 Verify whether the godowns are rat proof 

 Verify whether all windows are completely secured 

 Verify that there is no leakage of water in the godown 

 Verify whether all godowns have been properly repaired 

 Verify whether in case of bulk storage, the surface has been 

properly leveled and a meter has been fixed on the wall 

 Verify whether in case of bagged storage, stacking has been 

done in a countable form 

 Verify whether all receipts and issues of food grains, gunny 

bags and other food articles are properly accounted for  

 Verify whether proper maintenance of the stock is done by 

way of spray and fumigation 

 Verify whether the dusting machines and other equipments 

and stock articles are given necessary servicing at regular 

intervals 

 Verify whether the disposal of stores and articles declared 

unserviceable and stocks declared damaged are pre 

approved by Competent Authority 
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 Verify whether the stock in hand as given in the Godown 

Stock Register, physically exists  

 Verify whether any shortage/ excess noticed have been 

brought to the notice of the Foods and Supplies Officer 

 Verify that every godown containing stocks of food 

grains/gunny bales/stack articles has been provided with a 

godown documents register/godowns card which is kept 

complete and up to date 

 Verify that Gunny bales and new bags used serviceable bags 

and unserviceable bags have been stored separately and 

there are no chances of the gunny bales and new bags 

catching infestation 

 Verify that sweepings, cleaning, damaged grains and old 

bags of infested grains are being kept away from healthy, 

stocks and there in on chance of infestation being 

communicated to healthy stocks 

 Verify that all the spilled grain collected during the month and 

sweepings is cleaned, re-conditioned and taken into the stock 

account in the prescribed manner 
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8 Collections and remittance of sale 

proceeds of Food Grains 

 Delay in collections  Verify whether the sale proceeds of Food Grains are timely 

collected by centers and remitted at RFC office 

 Verify whether all sale proceeds in the form of bank drafts are 

received fortnightly in regional office. If remittance of Sale 

Proceeds of Food Grains to RFC office by centers is done 

with delay, then it affects deterring credit to Government 

Account. 

 

 

C Regional Senior Finance Officer (RSFO) 

9 Collections and remittance of sale 

proceeds of Food Grains  

 Short collections of Sale Proceeds 

 Delay in remittance of sale proceeds 

 Obtain details of collections made from the godown center/ 

fair price shop 

 Verify whether the sale proceeds of Food Grains are timely 

collected by centers and remitted at RSFO office 

 Verify whether a register has been prepared and maintained 

at the RSFO office (Finance Wing) to watch timely 

submission of Bank Drafts received from the center to the 

Head quarter 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 544 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Obtain the register, if maintained and review it for its 

completeness 

 Verify whether all sale proceeds in the form of bank drafts are 

received fortnightly in regional office. If remittance of Sale 

Proceeds of Food Grains to RSFO office by centers is done 

with delay, then it affects deterring credit to Government 

Account. 

 Verify whether all bank drafts received in regional office are 

promptly sent to treasury for credit to Government Account 

 Obtain the register maintained for tracking timely submission 

of bank drafts  

 Check whether the following details are captured in the 

register: 

 Name of the Centre 

 Date of remittance to Treasury 

 Bank Draft Details such as Bank Draft Number, date of 

Bank Draft, and amount of Bank Draft 

 Delay in submission to Treasury 
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10 Accounting of receipts and issues of 

food grains 

 Chances of Misappropriation  Obtain details of receipt and issue of Food Grains during the 

audit period 

 Verify whether all quantities of food grains received during the 

audit period are correctly and timely accounted for 

 Verify the food grains received during the audit period as per 

the receipt report with the Weight check Memos, Stock 

Reports and Godown Stock register to get an assurance that 

correct details of receipt are recorded 

 Verify whether all issues of food grains are correctly and 

timely accounted for at the time of transfers to State/ Centre 

Pool Godowns and inter regional transfers 

 Carry out a reconciliation of Food grains ( Opening Balance of 

Food Grains as on the first day of the year + Food Grain 

received during the year – Food Grains issue during the year 

– Closing balance of food grains as on the last date of the 

year) . Report any unreconciled balance of Food Grains 

11 Payment for food Grains  Risk of the Rice millers showing fake sale of 

rice and obtaining payments even before 

delivering rice. Such payments may be used 

 Verify whether the bill submitted by the Rice Mill to the 

payment section bears the signature  of the Centre Incharge 

of Rice 
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to procure paddy and convert it into rice and 

then deliver rice to State Government with 

huge delays.  

 Payment of unauthorized incentive/ bonus to 

Rice millers  

 Non payment of Minimum Support Price to 

Farmers 

 Delay in release of payments to farmers 

 Verify whether the required deductions are made from the 

Rice millers with respect to substandard quality, delay in 

delivery etc. 

 Verify whether there is a process in place to ensure that 

payments are released to the Rice millers only after receipt of 

rice from the millers. 

 Verify whether there is a process in place to follow up for 

deliveries with the rice millers immediately within one week of 

the Procurement of rice 

 Verify whether there are any delays in receipt of rice from the 

millers, report significant delays   

 Verify the documentary proof for payment of Minimum 

Support Price to farmers 

 Verify whether payments to the farmers is made within the 

stipulated time (days) 

 Verify whether any extra incentive/ bonus is paid to the millers 

during the audit period 

 If yes, obtain details of Miller wise bonus paid 

 Verify whether the bonus is paid as per the Government 
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approved rates 

 Verify whether bonus is paid only to the eligible Millers 

 

 

 

D Functions of District Supply Officer 

12 Operation of Fair Price shops  Diversion of subsidized food grains and 

essential commodities towards ineligible 

individuals 

 Distribution of Sub Standard Food grains 

 Misappropriation of food stock 

 Bogus ration cards 

 Verify whether the following functions are performed at the 

Fair Price Shops: 

 Display of information, such as beneficiary‘s entitlement 

of various essential commodities, the issue prices, name 

of fair price shop keeper, timing of opening and closing 

of FPS, weekly closing days, stock position etc 

 Display of procedure for lodging the complaints with 

reference to quality and quantity of ration and other 

problems being faced by the beneficiaries 

 Maintenance of records of ration cards holders, stock 

position, issue register, issue prices etc.  
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 Furnishing of copies of certain documents like ration 

card, register, stock register and sales register 

concerning PDS to the interested groups 

 Display of samples of food grains being supplied through 

Fair Price Shops       

 Verify whether the State Government conducts periodical 

checking of ration cards to weed out ineligible and bogus 

ration cards 

 Verify whether any  vigilance Committees are functioning at 

the following levels: 

 State level 

 District  level 

 FPS  level 

 Block/Mandal/Taluk level 

 Verify whether the following functions were performed by the 

Panchayati Raj Institutions at the Fair Price Shops 

 Display of stock position at FPS  

 List of Below Poverty Line (BPL) beneficiaries displayed 
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at FPS and office of Gram Panchayat for public scrutiny  

 Formation of FPS Committee by Gram Panchayat for 

inspecting the FPS records and to keep a watch on 

functioning of FPS  

 Gram Panchayats check ration cards occasionally for its 

genuineness and correct entries of units in them 

13 Public Distribution System (PDS)  Adulteration of food grains and essential 

commodities 

 Potential risk of embezzlement of stock  

 Short measurements 

 Check that quantity of subsidized food grains relating to BPL, 

AAY issued to Fair Price Shops by the PDS centers is not in 

excess of the approved quantity 

 Verify whether stocks intended for PDS are inspected to 

ensure that the quality of food grains is in line with the 

prescribed specifications 

 Verify whether all issues of stocks are made in accordance 

with the orders of competent authority and in order of priority 

fixed on the basis of condition of stocks 

 Check that allotment of food grains beyond the prescribed 

norms is not done 

Functions of DSO in Hills 

 Verify whether the stocks dispatched to PDS godowns are 
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correctly weighed in the prescribed manner and weight is 

correctly shown in the relevant Issue Weight Memo and other 

documents 

 Verify that the scales and weights used are accurate. Verify 

whether they are calibrated (checked ) every day 

 Verify that in the case of stocks exported to other States the 

goods are inspected by the Government Inspector and no 

consignment is  allowed to move without Inspection 

 Verify whether an acknowledgement of food grains having 

been delivered at the destination, signature of store in-charge 

receiving the food grains at its destination and signature of 

the transporter is available on challans 

 Verify whether a consolidated account of shortage in transit is 

prepared and submitted to the Food and Supplies Officer for 

review 

 Obtain details of Transportation charges paid during the Audit 

period for delivery of food grains to PDS godowns  

 Verify the correctness of transportation charges paid with 

respect to rate and distance charged by the Transport agency 
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14 Records maintenance for ensuring 

control over PDS  

 Misuse of government funds 

 Unauthorized use of subsidized essential 

commodities 

 Distribution of food grains and commodities 

to Ineligible   

 Verify whether the district supply officer exercises control over 

the operations of PDS by: 

 Ensuring lifting of food grains allotted by central 

government from central/state pool godowns 

 Ensuring that food grains in excess of the allotted 

quantity are not lifted  

 Maintaining adequate records for food grains lifted from 

Central/ State Pool Godowns 

15 Controls around issue of Ration Cards  Non issue of Ration cards to the 

beneficiaries of BPL, Antyoday, categories 

 Issue of BPL ration Cards to ineligible 

beneficiaries leading to avoidable subsidy 

burden 

 Non provision of basic items such as LPG 

Gas, kerosene oil etc. to the beneficiaries 

 Verify whether a register is maintained containing details of 

name of beneficiary, category of beneficiary (APL, BPL, AAJ 

etc.), the fees for issue of ration cards, whether fees for issue 

of ration card is paid or due from the beneficiary. Report long 

pending recoveries 

 Verify whether the ration cards are issued to all the categories 

of  beneficiaries  such as APL, BPL& Antyoday Anna Yojna 

categories 

 On a sample basis, check the details of beneficiaries who 

have been allotted the BLP ration Cards. Verify whether the 

Annual Income of the beneficiaries who are allotted the BPL 
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Ration Cards is below the maximum limit prescribed for BPL. 

Report, any cases of ration cards being issued to ineligible 

beneficiaries 

 In case it is observed that any ineligible beneficiaries are 

allotted BLP ration cards, the same should be reported as an 

observation 

 Verify whether any applications for preparation of ration card 

are pending for a long duration. Obtain reasons for such 

pending applications 

 Verify whether adequate controls are in place to ensure lifting 

of kerosene oil by whole sellers as per the quota allotted by 

Government 

 Verify whether adequate records are available for distribution 

of Kerosene Oil to the beneficiaries through Fair Price Shop 

 Verify whether any steps have been taken to ensure issue of 

free LPG gas connections to the women of BPL/ AAY 

categories of remote villages  

 Verify whether there is a process of verification of Fair price 

shops, food grains, stock of sugar, LPG cylinders, PDS 

godowns and LPG cylinders at periodic intervals, to prevent 
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unauthorized use and malpractices  

16 Accounting of receipts and issues of 

food grains 

 Chances of Misappropriation Functions of DSO in Hills 

 Obtain details of receipt and issue of Food Grains during the 

audit period 

 Verify whether all quantities of food grains received during the 

audit period are correctly and timely accounted for 

 Verify the food grains received during the audit period as per 

the receipt report with the Weight check Memos, Stock 

Reports and Godown Stock register to get an assurance that 

correct details of receipt are recorded 

 Verify whether all issues of food grains are correctly and 

timely accounted for at the time of transfers to State/ Centre 

Pool Godowns and inter regional transfers 

 Carry out a reconciliation of Food grains ( Opening Balance of 

Food Grains as on the first day of the year + Food Grain 

received during the year – Food Grains issue during the year 

– Closing balance of food grains as on the last date of the 

year) . Report any unreconciled balance of Food Grains 
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17 Storage and safe custody of stock in 

Godowns 

 Inaccurate departmental accounts 

 Damaged food grains 

 Unquantifiable diversion of food stock   

 Misappropriation in the accounts of gunny 

bales and bags 

 Outstanding Recoveries 

Functions of DSO in Hills 

 Verify whether a certificate of fitness is available for all 

godowns  

 Verify whether the godowns are rat proof 

 Verify whether all windows are completely secured 

 Verify that there is no leakage of water in the godown 

 Verify whether all godowns have been properly repaired 

 Verify whether in case of bulk storage, the surface has been 

properly leveled and a meter has been fixed on the wall 

 Verify whether in case of bagged storage, stacking has been 

done in a countable form 

 Verify whether all receipts and issues of food grains, gunny 

bags and other food articles are properly accounted for  

 Verify whether proper maintenance of the stock is done by 

way of spray and fumigation 

 Verify whether the dusting machines and other equipments 

and stock articles are given necessary servicing at regular 

intervals 
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 Verify whether the disposal of stores and articles declared 

unserviceable and stocks declared damaged are pre 

approved by Competent Authority 

 Verify whether the stock in hand as given in the Godown 

Stock Register, physically exists  

 Verify whether any shortage/ excess noticed have been 

brought to the notice of the Foods and Supplies Officer 

 Verify that every godown containing stocks of food 

grains/gunny bales/stack articles has been provided with a 

godown documents register/godowns card which is kept 

complete and up to date 

 Verify that Gunny bales and new bags used serviceable bags 

and unserviceable bags have been stored separately and 

there are no chances of the gunny bales and new bags 

catching infestation 

 Verify that sweepings, cleaning, damaged grains and old 

bags of infested grains are being kept away from healthy, 

stocks and there in on chance of infestation being 

communicated to healthy stocks 

 Verify that all the spilled grain collected during the month and 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 556 of 705 

 

 

Sr. No Activity Risk Audit Steps 

sweepings is cleaned, re-conditioned and taken into the stock 

account in the prescribed manner 

18 Contracts for Transportation and hiring of 

Godowns 

 Unauthorized Contracts 

 Non adherence to set policies and rules 

 Verify whether contracts have been entered for 

Transportation of Food Grains and for their storage in 

Godowns 

 Verify whether the contracts are entered into by the DSO 

 Check that all contracts are renewed and stand valid as on 

the date of audit 

 Verify whether the selection of vendor for providing 

transportation service and storage facility in godowns was 

done as per the provisions of Uttarakhand Procurement Rules 

2008 

Functions of DSO of Hills 

 Verify whether a register of contracts is prepared and is 

available in the department for audit review 

 Obtain the register and review it to check its completeness 

 Verify whether the register of contracts is signed by the 

authority 
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19 Finance and Accounts  Budget overrun 

 Unbudgeted expenditure  

 Lack of documentation can lead to 

unaccounted amount 

 Inadequate use of grants 

 

 Verify whether the funds for procurement of food grains are 

made from the budget estimates duly approved by the State 

Finance Department 

 Verify whether all cash transactions during the months are  

properly recorded  

 Verify whether the following registers in the prescribed form 

stand complete and up-to-date 

 Cash Book   

 Register of Godown Rents  

 Choukidar‘s Pay Check Register 

 11 C Register 

 PDS Register 

 Custom Milled Rice Register 

 Levy Register (State Pool) – for each Center 

 Levy Register (Central Pool) - for each Center 

 Verify the accounts of transactions relating to receipts and 

issues of stock (food grains, gunny bags and other stock 
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articles) 

 Verify that the expenditure incurred on construction of 

godowns does not exceed the allotted Budget  

 Verify whether the savings from the allotted budget for 

construction of godowns is surrendered in time 

 Verify whether the payments received by cheques are 

deposited into the treasury on the day on which it is received 

 Verify whether the credits into the treasury are reconciled with 

the treasury accounts and an action is taken for adjustment of 

the difference if any  

20 Key schemes of Food department  Distribution of poor quality food stock 

 Distribution of food grains to ineligible 

individuals 

 

 

 Verify whether the objectives of the following schemes have 

been met: 

 Mid Day Meal Scheme 

 Annapurna scheme 

 Verify whether the issue of food grains is done in a manner as 

laid down in the terms of the scheme 

 Verify whether only eligible families/individuals are entitled to 

the benefits of the scheme 
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 Verify whether the state has availed food grains from the 

Food Corporation of India at BPL rates 

 Check that there is no distribution of sub standard food grain 

under the scheme 

 Carry out a reconciliation of the Food Grains supplied for 

various schemes to arrive at details of any excess / short 

stock of food grains with scheme implementation committee 

 Verify whether a physical inspection of stocks intended for 

welfare schemes is carried out to ensure that they are not 

siphoned off to private stores 

 Verify whether there is a mechanism in place  to ensure that 

further supply of food grains under a scheme is made only 

after the already allotted quantity of food grains is exhausted 

 Verify from the records the status of previously allotted 

quantity of food grains. Verify whether the requirement to 

issue further quantity exists 

 Also verify , through a Physical verification to the sites where 

the scheme implementation takes place , whether the Food 

Grains which appear to have been consumed from the 

records are actually consumed, used for the successful 
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implementation of the scheme 
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18 Treasury 

Note: 

 Refer the chapter on “Audit of Accounts and Stores” for checkpoints related to Inventory Management procedures, wherever applicable 

 Refer the chapter on “Audit of Expenditure and Receipts” for checkpoints related to monitoring and reporting of all expenditure and receipts, , 

wherever applicable 

 Refer the chapter on “ Budgeting” for checkpoints related to preparation and distribution of budget, , wherever applicable 

 Refer chapter on “Audit of Establishments” , wherever applicable 

 Refer chapter on “Audit of Centrally/ state sponsored/ externally aided schemes”, wherever applicable 

 Refer the chapter on “Drawing and disbursing Officer”, for checkpoints related to duties of DDO, wherever applicable: 

 Refer previous years Audit Reports to check for pending issues and necessary actions taken 

 Verify whether all activities performed by the Government Servants are within the ambit of powers granted by the Delegation of Powers issued 

by the Government of Uttarakhand from time to time 

 Refer  financial handbook volume V part I and II 

 Refer revenue manual 
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A Claims Presented at Treasury 

1 Claim presented at Treasury  Fraudulent payment 

 Revenue loss 

 Budget discipline 

 Verify the following with respect to claims presented at the Treasury: 

 Whether the bill is presented by the DDO through authorized 

personnel and in prescribed register 

 Verify that bill is passed by treasury after it checks that DDO has 

followed procurement rules, delegation of power etc. 

 Verify that bill is produced in treasury within the budget allocated and 

fed in computer 

 Verify that, in case of first appointment/ promotion/ ACP, relevant 

rules/ GO's and procedures have been completely followed and this 

is checked by treasury 

 Check the date of presentation of bill and passing, in case it takes 

more than three days to  pass bill , mention such cases with reason 

 Verify that with respect to salary payments, DDOs are submitting 

necessary information in prescribed format every month 

 Verify the status of contribution of  accounts for an employee in new 
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pension scheme is sent to  Director Treasury / Director Accounts and 

Entitlement 

 Mention the latest status of state contingency fund and consolidated 

fund and its withdrawal and adjustment 

 Mention the status of AC and DC bill 

 Mention the status of TR24 drawls and adjustment 

 Verify whether the Treasury officers passes a claim presented before the 

treasury only after ensuring compliance to the following: 

 The bill has been prepared in proper form and properly filled in 

 It does not contain erasures and the cuttings if present should be 

properly attested 

 Verify whether the DDOs‘ certificate (with seal)regarding Budget 

availability is available on the front portion of the bill  

 Check whether the relevant cross entry is recorded on the bill 

 Classification on the bill is complete, whether the expenditure 

pertains to Plan or Non-plan, major and minor head is marked 

distinctly and Code No. of Plan Scheme is given. The Bill is in proper 

form. 
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 Allotment column in the bill has been properly filed in 

 Certificate to the effect that the claim is genuine, in order, admissible 

and has not been paid before has been recorded on the bill 

 The claims which are more than one year become normally due for 

pre audit. The date for this purpose has been counted from the date 

the claim became due in respect of establishment claim, from the 

date succeeding the date of completion of journey in respect of T.A. 

claims, completion of supply or rendering service in respect of non-

periodical contingent bill 

2 Claim presented at Treasury-Grant-

In-Aid Bills 

 

 Unauthorized claims being passed 

for payment 

 Verify whether a record of original copy of the bills are maintained  

 Verify whether the Treasury officers passes a claim presented before the 

treasury-Grant-in-aid only after ensuring compliance to the following: 

 Orders sanctioning grants-in-aid are quoted in the bill 

 The bills are drawn after counter signature by competent authority  

3 Claim presented at Treasury-

Scholarship Bills 

 Unauthorized claims being passed 

for payment 

 Verify whether the Treasury officers passes a claim presented before the 

treasury-Scholarship bills  only after ensuring compliance that the 

 Relevant sanctions have been noted on the bill 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 565 of 705 

 

 

Sr. No Activity Risk Audit Steps 

B Fees and Payments 

4 Examination Fees 

(Refer Para 595 of Volume V, Part II 

of  Financial Handbook ) 

 Unapproved refund of examination 

fees 

 Verify that for any amount to be refunded; a certificate was endorsed upon 

the original receipts by the Secretary to the Board of Examiners, or the 

Secretary, Public Service Commission, as the case may be, specifying the 

amount to be refunded 

5 Pension Payment 

(Refer Para 509,518,528,529,530 of 

Volume V, Part II of  Financial 

Handbook ) 

 

 Unapproved payment of pensions 

 Incomplete and incorrect 

Maintenance of register of pensions 

 Obtain the  list of various categories of pensioners 

 Check the status of guard file of pension payment / index register  

 Verify whether the complete process has been carried out before release 

of First Pension/ Family Pension  

 Compare the time period of receipt of each pension case and release of 

pension to bank for all cases during the audit period  

 Check the status of army pension cheque register 

 Obtain the list of pensioners above 80 years 

 Check pension authorities of class IV employee 

 Verify that the payments of Pensions are made only upon Pension 

Payment Orders issued by the authorized Pension Sanctioning Authority 

 Verify if the Treasury Officer has kept a register in prescribed Form of the 
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Pension Payment Orders issued on his Treasury 

 Verify that a life-certificate accompanies every pension claim which is not 

personally presented, except as specified in Article 949, Civil Service 

Regulations 

 Check that payment made on a life-certificate, should be made only for 

months completed on or before the date of the certificate 

 Verify that every payment has been entered (Civil Service Regulations, 

Article 943-2) on the reverse of treasury portions of the order 

  Verify that the Treasury Officer submitted to the director accounts and 

entitlement, every six months, a statement of cases of failure to draw 

pension 

 Verify UP pensioner pension has been posted‖8793‖ other state 

 Verify that the above mentioned statement shows the names of all 

pensioners who have not drawn their pensions for three years and the 

names of those pensioners who have not drawn their pensions for more 

than one year with the reason for the non-drawal, against each name 

 Verify payment of pension/ gratuity reimbursement status of power 

corporation pensioner 

  Verify pension contribution of sample cases of each (at least 10%)of each 
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category of pensioner 

C Government Departments 

6 Forests 

(Refer Para 605,607,609 of Volume 

V, Part II of  Financial Handbook ) 

 

 Incorrect transfer of forest money 

into treasury 

 Incorrect classification of Earnest 

Money Deposit tendered by 

contracts  

 Verify that all sums paid into a Treasury by a government servant of the 

Forest Department or on his account have been credited to the Forest 

Department under the relevant head. 

 Check that Earnest-money deposits tendered by contractors or 

purchasers of forest produce were credited to revenue deposits and not to 

forest remittances 

 Verify that a schedule of Forest Remittances showing separately the cash 

received into the Treasury from each Forest Division and acknowledged in 

the consolidated treasury receipt was prepared and submitted to the 

Accountant General 

D Accounts 

7 Banks-Accounts  Inadequate documentation  Verify whether the following records are maintained by the Bank:  
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(Refer Para 473 of Volume V, Part II 

of  Financial Handbook ) 

 

maintained by bank  The scroll cash-book containing details of all receipts and 

disbursements on account of Government  

 A daily account of the receipts and payments made up for the 

dispatch to the Collector/TO 

 An account in the general ledger in the name of the State or Central 

Government, as the case may be 

 A pass-book to be daily forwarded to and returned by the 

Collector/TO 

8 Maintenance of return register 

(Refer Para 473 of Volume V, Part II 

of  Financial Handbook ) 

 

 Non maintenance of daily accounts 

on a regular basis 

 Incomplete maintenance of daily 

accounts 

 Obtain the list of returns to be submitted by treasury to i) Directorate ii) 

Government iii) Accountant general  

 Mention the dates when these have filed and report any deviation from 

prescribed date 

 Verify if calendar of activity is prepared and placed before concerned 

officer/ accountant 

 Verify whether the daily accounts are prepared everyday  

 Verify whether the Manager/agent forwards (in a sealed/locked form) daily 

account to the collector/TO along with the register of daily receipts and 

payments and all appertaining vouchers (marked ―paid‖) and chalans at 
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the close of the day 

 Verify whether the register of daily receipts and payments contains the 

following important details: 

 Date 

 Total receipts for the day 

 Total payments of the day 

 Total number of Chalans (in figures and words) 

 Total number of Vouchers/ cheques (in figures and words) 

 Initials of the Manager or Agent 

 Initials of the Collector/TO 

 

9 Daily Posting of Accounts 

(Refer Para 428,505 of Volume V, 

Part II of  Financial Handbook ) 

 

 Irregularities in daily posting of 

accounts 

 Verify whether daily accounts received from the Bank are examined 

against the chalans and vouchers/Paid cheques supporting it  

 Verify whether the vouchers which have already been approved and 

registered by the Treasury Officer are marked off (the date of discharge 

noted against the entries in the registers) in the register of chalans issued 

and of orders for payment (Warrant Register)  
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 Verify whether each item of receipt/ payment is posted from the daily 

account with its chalans and vouchers/cheques into the cash-book, either 

directly or through some subordinate register 

 Verify whether the vouchers/cheques are numbered and arranged 

according to the register in which they are entered 

 Verify whether the Treasury Officer keeps subsidiary register of Reserve 

Bank Deposits 

 Verify whether the Treasury officer posts the net difference between total 

payments and total receipts of each account as shown in the Bank‘s daily 

accounts  

 Verify whether the register contains the following three columns : 

 Date 

 Net payments 

 Net receipts  

 Verify whether at the close of the month, the difference between net 

payments and net receipts of each register are carried into the cash 

account or list of payments  

10 Accounts Department  Inadequacies in maintenance of  Verify whether the totals of the cash-book have been verified by the 
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(Refer Appendix XXI of Volume V, 

Part II of  Financial Handbook ) 

 

important schedules, registers , 

statements and accounts with 

respect to treasuries 

Treasury Officer and the cash-book initialed as correct 

 Verify that the entries in all the schedules to be submitted with the monthly 

accounts are written up daily and also that the paid vouchers pertaining to 

each schedule are numbered consecutively in a monthly series and 

arranged in a numerical order 

 Verify the different subsidiary registers to check that they are properly 

maintained 

 Verify whether the cash safes of other departments embedded on the floor 

outside the strong room are within the view of the Sentry 

 Verify whether all Treasury and Sub-Treasury Officers when 

making/taking over charge of office have recorded a note in the charge 

certificates showing the number of copies of the Cypher Code and the 

Treasury Agencies Private Check Signal Books including supplements 

and amendments:  

 Of copies handed over to their successors 

 Of copies received from their predecessors 

 Verify whether the copies of the Cypher Codes and the Treasury Agencies 

private Check Signal Books including supplements and amendments are 

checked and there is a certificate available on record that they are in order 
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11 Cashier‘s Account 

(Refer Appendix XXI of Volume V, 

Part II of  Financial Handbook ) 

 

 Inadequate treasury controls at 

Chief Cashier‘s  office 

 Verify the statements of daily balances for sample days and check 

whether they agree with the accounts and are signed by the Treasury 

Officer  

  Verify whether the Treasury Officer inspected the balance in the Cashier‘s 

hands and checked it with the statement  

 Verify that the total of the cash balance and the value of stamps and 

opium in the hands of the Cashier do not exceed the amount of his 

security  

 Verify whether the sheets show the correct distribution of treasure under 

single and double locks 

 Verify all the registers maintained by the Cashier and see if the Cashier 

maintains any unauthorized registers 

12 District officers 

(Refer Para 114,367, of Volume V, 

Part II of  Financial Handbook ) 

 

 Irregular furnishing of certificates   Verify whether the cash account, the second list of payments, the 

schedules prepared from day to day, and the vouchers supporting them 

are dispatched to the Accountant General on the fifth day of the following 

month 

 Verify whether a quarterly certificate is entered on the register of deposit 

receipts by every District Officer 
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 Verify that the totals of all accounts and returns and the balance of the 

cash accounts have been entered in words as well as figures 

 Verify that the tahsil balances have been verified once a year by a 

gazetted officer 

 Verify that the treasury officer has verified balances at credit of each local 

and Municipal fund 

 Verify whether the tahsildar‘s books are examined atleast once a year by 

the Chief Cashier either at the tahsil or at headquarters, a certification 

made by the Chief Cashier to the District Officer that the books are correct 

and in order is in place 

 Verify whether all monthly comparison of receipts between the 

departmental and Treasury Officer‘s accounts have been certified by the 

Treasury Officer 

13 Stamps 

(Refer Appendix XXI of Volume V, 

Part II of  Financial Handbook ) 

 

 Mismatch between balance of 

stamps as per Sub-Treasury 

monthly accounts and monthly 

balance sheet 

 Check the status of stamp stock register and submission of annual indent  

 Cross check the receipt  of stamp from nodal depot and its entry of receipt 

in register  

 Cross check the issue of stamp by indent , single lock register entry and 

compare the entries with monthly plus and minus memo statement 
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 Obtain the list of stamp vendors which receives stamps , verify that they 

are not issued exceeding prescribed limits 

 Verify that cash obtained from sale of stamps is deposited in bank on 

same day 

 Verify details of commission paid by the stamp vendor 

 Verify on sample basis, the balance of stamps shown in the Sub-Treasury 

monthly accounts with the balances certified by the Sub-Treasury Officer 

in the monthly balance sheet. Check if this exercise is conducted by the 

Headquarter Treasury every month 

 Verify whether the account of stamps was kept up to date 

 Verify whether separate accounts have been kept for each officer to whom 

stamps were issued 

 Verify unnecessary storage of stamps as compared to yearly demand 

 Verify status of  half  yearly stock verification of stamps in September and 

March and certificate sent to AG and Nasik central store 

 Verify status of monthly submission of plus and minus memo to AG 

 Mention  the cases of loss of stamps during the transit and their present 

status , whether prescribed procedure has been followed  



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 575 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 E Records and Registers 

14 Essential treasury registers 

(Refer Para 491,504 of Volume V, 

Part II of  Financial Handbook ) 

  

 Non maintenance of important 

departmental payment registers 

 Verify whether registers are maintained in the Treasury for posting 

cheques paid by the Bank and tracking the daily balances in respect of 

Letters of Credit relating to the Public Works Department, Irrigation, Forest 

etc 

 Verify whether the Collector/TO maintains the following two registers: 

 Register of challans issued and  

 Register of orders for payment 

15 Revenue Deposits 

(Refer Para 537,538,538-A of 

Volume V, Part II of  Financial 

Handbook ) 

 

 Incomplete and incorrect records 

maintained for revenue deposits 

 Verify whether each item of deposit received has been entered in a 

register (in prescribed form) and numbered  

 Verify whether there is a separate series of numbers for each register 

 Verify whether every item is recorded in the name of the person from 

whom it is received 

 Verify whether all chalans and vouchers relating to items of deposits have 

the word ‗Central‘ or ‗State‘ or letters ‗C‘ or ‗S‘ prominently marked on 

each of the chalans or vouchers  

16 Personal Deposits  Incomplete and incorrect records  Verify whether the receipts and payments on personal deposit accounts 
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(Refer Para 541-545 of Volume V, 

Part II of  Financial Handbook ) 

 

maintained for personal deposits are recorded in personal ledgers (in prescribed form) 

 Verify whether the Treasury officer has ensured that withdrawals are 

made only on cheques, signed by the responsible administrator, which are 

current for three months from the date of issue, and that withdrawals 

never exceed the balance in hand 

 Verify whether the certificate of balance from the Administrator of every 

personal ledger account reaches the Treasury Officer by April 15 every 

year  

 Verify whether the Treasury Officer returns the cheques unpassed to the 

Administrator with the remark "The balance certificate wanting" 

 Verify whether the daily totals of receipt and payment are carried from the 

ledgers into the register of personal deposits and the aggregate daily total 

is carried to the cash-book from the register 

 Verify that PLA is renewed by AG 

F General Checks 

17 General checks at Treasuries 

(Refer Para 406 of Volume V, Part II 

of  Financial Handbook ) 

 Inadequacies in maintenance of 

cash/ valuables in treasury 

 Verify whether a cash balance report is sent regularly by the Treasury 

Officer to the Currency Officer on the first working day of each month for 

non banking treasury 
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  Verify whether any money or valuable was placed in the Treasury for safe 

custody by private persons or other departments without the required 

grant/permission 

 Verify all valuables kept in the Treasury with the register maintained for 

the purpose with a view to check whether any articles were unnecessarily 

kept in the Treasury 

 Check the status of certificate issued for safety of double / single lock, 

date of renewal of certificate, issuance of certificate by district 

superintendent of police  

 Check the status of in and out register 

 Verify whether the register of valuables is in prescribed format 

 Check the annual verification of duplicate keys 

 Check if the essential registers are maintained up to date  

 Verify custody of keys, duplicate keys and valuables 

18 General checks at Sub Treasuries  Irregularity in sending monthly 

certificates of Sub Treasuries 

 Mismatches between balances 

shown as per certificate and those 

 Verify whether the officers in charge of Sub-Treasuries sent a monthly 

certificate of personal verification of their balances 

  Verify the balances shown in sample certificates with the balances 

worked out in the Headquarters Treasury accounts and with the balances 
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worked out by headquarters shown in the daily sheets concerned  

  Verify whether the verification certificates of Sub-Treasury balances are 

on record and they bear the signatures of both the sub – treasury officer 

and the officer in charge of the Sub-Treasury  

 Verify whether a list of specimen signatures of officers drawing bills on the  

Sub-Treasury is kept on record 

 Verify whether all payment entries into and from a treasury have been 

verified by an officer in charge of the treasury certified at the foot of the 

return 

 Verify that the Treasury Officer certified that the credited balance of each 

Sub-Treasury personal ledger account agrees with the sum of orders 

ascertained to be outstanding 

 And also verify that a similar certificate was recorded monthly on 

prescribed Form 

19 Cash Department 

(Refer Appendix XXI of Volume V, 

Part II of  Financial Handbook ) 

 

 Lack of adequate security measures 

in strong room 

 Verify the copies of the Executive Engineer‘s or Assistant Engineer‘s 

certificate to check that the strong room is secure and fit for use 

 Verify that all the locks, in use, are of the pattern approved by 

Government. Check if there are any spare locks of the pattern approved 
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by Government 

 Verify that a register of all padlocks and keys is kept in the strong room 

and is properly maintained 

 Verify whether a daily memorandum has been maintained showing the 

total amount examined by the ―shroffs‖ and the number of defective coins 

of various kinds discovered in the course of such examinations 

20 Inspection of District Treasuries by 

the Commissioner of Division and 

District Officers 

(Refer Annexure XXI of Volume V, 

Part II of  Financial Handbook ) 

 

 All District treasuries not getting 

inspected at least once in two years 

 Obtain details of the Inspection of Treasury carried out by the AG, District 

Officer and the Commissioner during the Audit Period  

 Obtain the copies of inspection notes kept in the Treasury 

 Verify whether all the District Treasuries are inspected by the 

Commissioner of the Division and the District Officer once in every two 

years 

 Verify whether the copies of the inspection notes with a memorandum 

showing the action taken have been forwarded to the Government and the 

Accountant General for information 

 Verify if inspection of treasury/ cyber treasury being conducted by treasury 

officer as prescribed 

21 Charge of District  Inadequate charge of the district  Obtain the Charge transfer report   
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(Refer Para 115 of Volume V, Part I 

of  Financial Handbook ) 

 

treasuries  Verify whether the District Officer while taking charge of the district verified 

the following: 

 The cash in the currency chest(Non  banking  treasury) 

 The stamps, and 

 Opium 

 Verify whether the District Officer checked the totals shown in the 

cash and stock-books at the time of the verification of balances 

22 Maintenance of files and registers  Loss of file or register  Verify that list of register is maintained by the department 

 Verify that register of registers and register of files is maintained and 

updated by the concerned personnel 

 Verify that all the register and files are properly named and kept in a 

proper place to avoid any loss of information 

23 Budget Vs Actual  Excess expenditure 

 Underutilization of budget 

 Verify whether the Budget allotment letter is issued by the competent 

authority as per the Budget Manual 

 Verify that, the moment budget allocation letter is received by Treasury 

Officer, it should be fed in the computer 

 Verify that the claims drawn under TR 24 or awaiting Budget is against the 
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proper sanction of Competent authority, if any 

 List cases where claims under TR 24  are not adjusted 

 Verify whether any register is being maintained for the same 

 Status of recoupment of drawl from contingency fund 

24 Receipt and payments  Mismatch in receipt and payments 

records 

 Incorrect update of records 

 Verify records maintained for daily receipts and payments 

 Verify banking transaction (receipts and payments) with cash book at end 

of the day 

 Verify physical cash with balance as per book 

 Verify status of monthly receipts of VDMS from bank 

 Mention the status of RBD reconciliation  with AG/ RBI  figures 

 Verify bank records (bank statement) with the records maintained by the 

department 

 Verify that monthly Bank Reconciliation Statement (BRS) is prepared or 

not 

 Verify that BRS is approved by the competent authority 

25 Submission of monthly accounts to  Delay in submission of monthly  Mention in detail if there is delay in submission of return to AG 
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AG accounts to AG 

26 Software  Inadequate of Softwares  Verify that approved copy of specimen signature are available with the 

concerned personnel 

 Verify that financial year wise deposits register is maintained for all type of 

deposits  

 Check whether the treasury portal is being opened on a daily basis and all 

GOs updated are downloaded  

 Verify whether the Treasury Officer has maintained a log book which records 

the connectivity daily. In case of disconnection, verify whether it has been duly 

updated  

 Mention the details of hardware incorporated and their condition 

 Verify if license for operating systems is available 

 Status of AMC 
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19 Audit of Borrowings, Loans, Advances, Guarantees, Reserve Funds  

 

Sr. No Activity Risk Audit Steps 

A Loans & Advances 

1 Loans & Advance Authorization to 

private parties and government 

servants 

 Proper  records/accounting 

 Adequate security 

 With in prescribed limit 

 Repayment as per schedule  

 Unauthorized Sanction of loans 

 Possibility of non-recovery 

 Sanction without adequate security  

 Non-adherance to rulers or order 

 Obtain all records maintained by relating to loans given by Govt. in 

pursuance of a recognized policy 

 Verify whether the officers properly maintain records for different 

categories of loans / advances (Revenue advances, permanent 

advances & advances to individual Govt. servant) 

 Check the basis of bifurcating of different type of advances & 

whether approval is in tune with the authority that govern 

 Verify that advances are sanctioned by competent authority only 

 Obtain the prescribed sanctioned limit & check that expenditure on 

account of each advance does not exceed the ceiling prescribed 

by Government \legislature 

 Justification of reasons to be taken for each loans & advances 

except made under special laws or in which Govt. has issued any 

general rules or orders 

 Verify whether all the conditions related to granting of loans 
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including repayment & interest payment were fulfilled by debtors 

 Checking of the proper security obtained before granting the loans 

& advances and ensure whether the security was enough to 

safeguard the amount of loans granted 

 Obtain the ageing of outstanding loans & advances and find out 

the reasons for delay in repayment & unrealized assets 

 Obtain the register maintained containing the detail in respect of 

each loan disbursed during audit, amount disbursed, Interest 

accrued from time to time, installment & interest paid by the 

beneficiaries and the balance outstanding. 

 Verify whether all transaction related with disbursement & 

repayment were properly accounted for in account ledger 

 Verify whether repayment has been made as on due date or not & 

penal interest has been levied on overdue installments 

 Verify the acknowledgement obtained periodically from the debtors 

in respect of outstanding balance 

 Verify utilization as per sanctioned purpose/ objective 

2 Advance to Government servants  Mismatch of outstanding balances as  Obtain the utilization certificate received by departmental officers 
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per books & as per recovery schedule 

 Inadequate utilisation of loans 

from the beneficiaries 

 Check the reconciliation whether outstanding balances as per 

books matched with the balance as shown in recovery schedule 

3 Advance to employee  

e.g.  House building advance, motor 

Conveyance Advance 

 

 Delay in recording interest charges 

 Unauthorized advances processed 

 Delay in recovery of advances 

 Verify for Advances whether the Mortgage  deed in the prescribed 

form has  been executed in time and is kept in safe custody 

 Check that duplicate advances are not passed 

 Verify whether the recovery  of  advance  has  commenced  from  

the  pay  leave  salary/subsistence allowance of the month in 

which the advance has been drawn/disbursed 

 Verify whether Interest has been calculated as per the rate in force 

on the date of sanction and has been  recovered   

 Verify whether all  the  conditions  for  the  grant  of  advance have  

been  fulfilled  and  the  recoveries  thereof  is  being  regulated  

strictly  in accordance with those provisions 

 

 

4 Advances in lieu of Leave Salary  Unauthorized processing  Verify whether proper sanction exists 
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 Incorrect amount released 

 Non-adjustment of advances turn to bad 

debts 

 Verify whether Advance in lieu of Leave Salary is paid to a person 

who proceeds on leave for a period not less than a month/30 days 

 Verify whether the amount of advance is paid in whole rupees and 

does not exceed the net amount of leave salary, including 

allowances, for the first thirty days of leave that is clearly 

admissible to him after usual deductions on account of income tax, 

provident fund, house rent, recovery of advances etc. 

 Check that duplicate advances are not passed 

 Verify whether the amount of advance is adjusted in full in the 

leave salary bill in respect of the leave availed of by the 

Government servant concerned.  If  the  amount  of  advance 

cannot  be  so  adjusted,  the  balance  shall  be  recovered  from  

the  next  payment  of pay or/and leave salary 

5 Advances in Connection with Legal 

Proceedings 

 

 Unauthorized / incorrect advances 

against the policy 

 Check that no financial assistance is given for matters 

unconnected with official duties or which is not prescribed under 

the rules/Provisions 

 Check that duplicate advances are not passed 

6 Contingent Advances 

(Refer Para 162 and 233 of 

 Advance in excess to the limit assigned 

to employee 

 Obtain a list of advances given during the audit period 

 Verify whether advance is given by the head of office within limit 
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Sr. No Activity Risk Audit Steps 

Financial Handbook , Volume V , 

Part 1) 

 Non compliance with conditions attached 

to the grant of advance 

 Unauthorized cash advances 

 Delay in recording expenses /advances 

adjusted 

 

assigned to him 

 Check that Irregular advances are not made to staff and suppliers 

from the cash in hand 

 Prepare list of pending/unadjusted advances for more than 1 

month drawn for departmental purposes and advances paid to the 

subordinate staff. 

 List such advances for which abstract contingency bills are not 

submitted to Auditor General (AG) beyond the end of the month in 

which advance was drawn from Treasury. 

 Obtain reasons for deviations and report as observation 

7 Register of Advances 

(Individual Advances) 

 Incorrect unreconciled recording 

 Last year balances not 

correctly/completely transferred 

 Incorrect/ incomplete interest recorded 

 Delay in recovery  custom to bad debts/ 

future disputes 

 Verify whether all payments made and recoveries effected are 

posted individual wise 

 Verify whether the recoveries are promptly effected as 

contemplated under the relevant rules 

 Verify whether non  recovery/non  posting  of  recovery  in  any  

month/months  are  properly explained in the remarks column 

 Verify whether the opening balances are correctly carried forward 

from the previous year register 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 588 of 705 

 

 

Sr. No Activity Risk Audit Steps 

 Verify whether Interest accrued is correctly calculated and posted 

 Verify the particulars  of  original  mortgage  bond  and  insurance  

cover  (if applicable) are  noted  in  the remarks  column,  

wherever  necessary,  and  the  dates  of  first  insurance  and 

subsequent renewals watched 

 Verify whether the fact that the Government servant concerned 

has  accepted the balance is cited in the remarks column 

 Verify whether the interest is recovered as contemplated in the 

rules 

8 Imprest advance register  Cash payments/ reimbursements without 

adequate approvals 

 Surprise checks not conducted leading 

to misappropriation of funds 

 Check that the imprest cash funds are kept at secure place 

 Check that the imprest cash custodian has no other cash receipt 

or payment function 

 Check that the access to the imprest cash fund should be 

restricted to the custodian and back up person 

 Check that the imprest cash is kept separately from all other funds 

 Select an appropriate sample for imprest cash 

payments/reimbursements and perform the following procedures: 

 Check that the imprest cash payments are supported by a 
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voucher and approved by an authorized person.  Vouchers 

are marked ‗cancelled‘ when paid to prevent them from being 

re-submitted and paid again 

 Check that proper supporting/documentation is attached to 

imprest cash reimbursement requests 

 Check that all the transactions are properly recorded in 

imprest cash book 

 Check that there is a process of regular reconciling the imprest 

cash fund 

 Check that there is a process of periodic, surprise counts of the 

imprest cash fund and check that it is performed by someone other 

than the custodian, such as a supervisor. Perform the following 

procedure: 

 Verify for sample periods the surprise check conducted and 

check that the count is conducted as per the periodicity 

defined 

 Check the documents maintained showing the physical 

balance and balance as per the surprise count. Check that 

there are no unexplained discrepancies 
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Sr. No Activity Risk Audit Steps 

 Check that the count has been conducted by the person other 

than the custodian of petty cash 

B Audit of Borrowings 

9 Borrowings  Unathorised borrowing 

 Amount borrowed for unutilized purpose 

 

 Verify whether adequate consent has been taken before obtaining 

loan. 

 Verify that borrowing at any point of time by state can‘t exceeds 

the limits as fixed by GOI /legislature 

 Obtain the list consists of names from where loans has been 

raised with corresponding the amount of loan raised  

 Verify whether the loans raised are utilized for the purpose it has 

been taken & check that they are not utilized for unproductive 

purposes 

 Check that the period of loan raised does not exceed the life of 

asset for which it has been taken 

10 Interest Payment  Incorrect calculation of interest 

 Duplicate interest payment 

 Check that interest due has not been paid twice 

 Checking the correctness of  Interest calculation and other 

arithmetical computations 
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 Verify whether tax has been properly deducted on interest 

payment as per I.Tax Act,1961. Check that exemption certificate 

has been taken before deducting lower tax as per the prescribed 

rate. 

C Reserve fund 

11 Sinking & Other Reserve fund  Inadequate classification of reserve fund 

 Non-compliance to rules or order  

 Non reconciliation of the reserve fund 

balance outstanding 

 Misutilisation of reserve fund for 

inappropriate purpose 

 Verify that the credits to funds are in accordance with the 

undertaking given by the government 

 Check that payments are eventually utilized for the purpose for 

which the funds were created 

 Verify the classification principle pertaining to Reserve and reserve 

funds (Specific  / Well defined purpose) and check that 

transactions are accounted according to the classification 

 Verify the transactions  and check whether they conform to the 

rules or order by competent authority 

 Verify the balance outstanding in each fund account periodically 

D Guarantees 

12 Contingent liability on account of  Non compliance to order issued by the  Verify the limit defined by the Act of of the state legislature/ GOI 
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guarantee given by Government Government 

 Unauthorized Guarantee given on behalf 

of the Government 

 Inadequate documentation before giving 

guarantee  

which empowered to give guarantees in respect of loans raised by 

others within such limit 

 Verify that the ceiling prescribed by the legislature is not exceeded 

 Check that any orders (General/ Special) of the Government 

concerned prescribing the levy of a commission for giving 

guarantees 

 Verify the system of guarantees given records and ensure that 

terms & conditions for guarantee are adhered  

 Verify the accounts of the public body or institution whose loans 

have been guaranteed by Government are audited by Qualified 

auditor acceptable to Government 

 

13 Investment 

 

 Verify that in case of investment the funds are invested with the 

permission of finance department and money is invested as per 

GO 145/ XXVII(I)/2009 dated 19 February 2009 
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20 Audit of Computerized Systems 

 

Introduction: 

Use of computer facilities has brought about radically different methods of processing, recording and controlling information has resulted in many 

previously separated functions being combined. Consequently, the potential for material system error has greatly increased at a considerable cost to the 

organization for instance; the highly repetitive nature of computer applications implies small errors remaining undected may lead to large losses. An error 

in calculation of income tax to be deducted from employee remuneration will not recur in manual system, but once the error being introduced in 

computerized system it will affect each case. The financial implication of such cases could be substantial. This makes it imperative for auditor to test the 

invisible process, and to identify vulnerabilities in a computerized system 

 

  



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 594 of 705 

 

 

List of Documents To Understand Information Technology System And Its Audit 

Sr. No List of documents 

1. Brief background of the organisation  

2. Organisational chart of the entity with deals with details of reporting responsibilities 

3. Personnel policy 

4. Regulations of laws that affect organisation (eg. Income tax act) 

5.  List of applications and details 

6. Networking and application architecture including client server architecture 

7. Organisational structure of IT  department with job descriptions 

8. IT department responsibilities with reference to the specific application 

9. Business case for the system 

10. Cost associated with the system 

11 Details of hardware 

12. Details of software (including whether developed in house etc.) 
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Sr. No List of documents 

13. Project management reports 

14. Data flow diagrams , data dictionary, table listings 

15.  Data base details 

16. If RDMS ,details of relationship between tables and database triggers 

17. Details with interface with other system 

18. System manual, user manual and operation manual 

19. Performance analysis reports 

20. List of users with permission 

21. Input and output documents 

22. Test data and test result 

23. Security set up for the system 

24. Previous audit reports 
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Sr. No List of documents 

25. internal audit reports 

26. User feedback about the system 
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Sr. No Activity Risk Audit Steps 

A Audit of Computerized System 

1 Assessment of reliability of computerized 

system 

 Mismatch between manual & 

system computation 

 Possibility of unauthorized 

expenses 

 Non compliance with laid out 

procedures 

 Verify supporting source documents for the input figures into the 

system 

 Verify calculation / computation of computer generated pay bill 

 Verify validation of input in the system and check that the system 

does not accept value which are out of range  

2 Identification of Breach of security  Possibility of unusual activity  Verify the periodical review reports for log-ins of the system 

 Check that log-in  of the system doesn't take place after the office 

hours or on holiday without adequate intimation to the concerned 

officials 

 Review the failed attempt log-in report & check that administrator 

investigates for any unusual activity 

3 Turnaround time for all the process through 

the system 

 Non compliance with laid out 

procedures 

 Unnecessary delay in completion of 

 Verify that timelines for all the procedure to be done through system 

has been defined  

 Examine the delay of procedural movement & analyze the reason 
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the process for cause of delay  

4 Organisational analysis  Non compliance with the 

authorisation limit  

 Inadequate segregation of duties  

 Problem of over or under staffing of 

the employee 

 Verify the organisational pattern & procedure manual so as to check  

that clear line authority and responsibility for financial and 

operational activity has been defined 

 Check that proper distribution and clear demarcation of 

responsibilities exists among the personnel 

 Check that finance function employees  are separated from other 

administrative function 

 Verify the financial limit defined for each authority of department and 

ensure the same has been adhered at any given point of time 

 Analyze the reason for the post remain vacant for long period and 

the necessary follow up made to fill the position as per the need 

 Check that there was no overstaffing with respect to the 

requirement for doing functional responsibilities 

 Verify the staff requirement report to check that adequate changes 

have been made as per the requirement 

5 System Development  Possibility of unnecessary 

expenditure on system 

 Verify published standard methodology being used for designing 

and developing the system 
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development activity  Verify whether a feasibility study has been done prior to system 

development which determines appropriate solution to the problem  

6 Application control for the system  Possibility of duplicate transaction 

 Possibility of unnoticed missing 

transaction 

 Verify controls establish to check missing & duplicate transaction 

 Verify controls establish on rejected items to remain in computer 

suspense record 
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21 Audit of World Bank and Other Externally Assisted Project 

 

Sr. No Activity Risk Audit Steps 

A Audit of World Bank And Other Externally Assisted Project 

1. Documents to be reviewed  General control weaknesses in 

World Bank and other assisted 

projects 

 The following documents have to be scrutinised  

 Loan/ development credit agreement 

 Staff appraisal report  

 Statement of expenditure 

 Supporting vouchers 

 Reconciliation statement 

 Evaluate the adequacy of the supporting documentation  

 Procurement documents (bid documents, invitation, and 

evaluation document) 

 Purchase contract 

 Purchase order 

 Letter of credit 
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 Suppliers invoice and certification of origin 

 Shipping or import documents and inspection certificates 

 Contractors invoice and certificate 

 Recurrent cost records 

 Other evidence of receipt of goods and services 

 Authorization for payment 

 Evidence for bank payments/ payments 

 Accounting records of approvals, disbursements and 

balances available 

2 Review of Expenditure  Inadequate control over 

Expenditure 

 Ascertain whether the expenditure is properly authorised and 

approved  

 Verify that the expenditure is eligible for bank disbursement 

under loan agreement. Ineligible expenditures would include 

 Duplicate invoices  

 Payments made in advance of receipt of goods or delivery 

of services, unless payment are consistent with provision of 

contract and established commercial practices 
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 Payments that should have been made under normal 

disbursement procedures with full documentation  

 Verify that following items do not qualify for reimbursement 

 Amount recovered towards security deposit is not eligible 

 Secured advance paid on material is not reimbursable 

 Local transportation charges are not reimbursable 

 Insurance premium paid in foreign exchange are eligible for 

bank financing, self insurance and premium paid in local 

currency are ineligible unless explicitly provided in local 

agreement  

 The bank does not finance custom duties and other taxes 

imposed by borrowing country  

 Scrutinize the statement of expenditure with reference to report 

of AC/DC bills .As the expenditure is met by drawing funds on 

AC bills. The admissible expenditure will expenditure supported 

by DC bills 

3 Aspects of contract  Weaknesses around Contract 

Management 

 Review the following aspects of  

 project eligibility   of contractors  
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 Investment decision    

 Methods adopted in selecting contractors    

 Viability of the project     

 Project management system   

 Accountability through the various stages of project 

 Verify that utilisation of loan is for purpose projected and 

sanctioned for 

 Award of contract is required to be strictly in accordance with 

loan agreement or guidelines  

 Verify that the implementing agency do not agree to any 

material modification or wavier of terms and conditions of 

contractor or extension of stipulated time of performance  
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22 VAT Rules 

Sr. No Activity Risk Audit Steps 

A VAT Rules 

1 Registration  Weaknesses around registration of 

dealers 

 Verify whether every dealer who is required to be registered 

under section 15 or section 16 of the Act has submitted an 

application for registration under sub- section (2) of section 17 to 

the Assistant Commissioner in the prescribed Form 

 Verify whether the prescribed fee for Registration and its 

Renewal is collected 

 Verify whether the late fees is collected in case of expiration of 

due date 

 Verify whether a registration certificate is issued and entered in 

the Register of Registered Dealers with the Taxpayer's 

Identification Number (TIN) 

2 Submission of Return and calculation of 

turnover and assessment of tax 

 Non availability of records can 

result into incorrect accounting 

 Verify whether every dealer liable to tax other than those covered 

under sub-rule (2) submit to the Assessing Authority a return of 

his turnover in the prescribed Form 
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 Verify whether every dealer liable to pay tax shall submit to the 

Assessing Authority, in addition to returns for the tax periods, an 

annual return of his turnover in the prescribed form on or before 

December 31  

3 Payment and recovery of tax  Non adherence to the laid 

provisions under the Act 

 Verify whether  any amount payable under the Act or the Rules 

as tax, fee, penalty, interest, composition money, fine, sale 

proceeds or any other money is deposited with challan in the 

prescribed form 

 Verify whether the manner of payment is one of the following 

 In cash in any treasury or sub- treasury or State Bank of 

India or its subsidiary Bank or any Public Sector Bank or any 

other Bank authorized by Reserve Bank of India and notified 

by the State Government, authorized to accept deposits 

under the Act 

 By draft drawn in favour of the depositor on such bank  

 By cheque either issued by the depositor to self on such 

bank drawn in his favour on such bank  

 By book transfer in case of Government Departments 
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4 Accounts  Improper maintenance of records  Verify whether every dealer liable to pay tax or liable to be 

registered under the Act maintains accounts of sales or 

purchases made 

 Verify whether every dealer documents all the sales and 

purchases done 

5 Input tax credit  Acceptance of wrong claims 

 Dealer charges a higher rate  to 

claim ITC 

 Verify whether the claims of ITC as accepted by assessing officer 

are correct  

 Mention the  cases where input tax credit is inadmissibility 

granted  

 Verify input tax credit is being calculated on the basis of allowed 

purchases for eg.  

 Sale within state 

 Sale in course of inter-state trade etc. 

 Mention the cases where input tax credit was claimed by 

assesses on those purchases on which input tax credit is allowed 

on purchases for eg.  

 Where registered dealer who is liable to pay tax under 

composition scheme 
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 Where the original VAT invoice or duplicate copy thereof is 

not available with the claimant  

 Mention the cases where input tax credit is allowed on exempted 

sales  

 Verify that ITC is claimed within the period mentioned  in the act 

6 Forms   Unauthorized use of form 

 Evasion of tax by assesses by 

putting incorrect claims 

 Verify the purchase  made against form  C  are as per central 

registration  certificate  

 Verify dealer has made purchase for which he was authorized  

 Mention the case were dealer was not authorized for purchase 

item 

 Verify the necessary supporting certificates such as  form C  form 

E1 and form E2 have given in support of sales shown sales in 

transit 

 Mention the cases where dealer has diverted its local sales by 

showing  it as central sales for evasion of tax , by producing 

fraudulent form C in support above 

7 Form H  Risk of tax evasion  Verify whether  the dealer has actually exported the goods 

outside the country or under pretext of export sales he has 
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 Mis-utilization of Forms evaded the central sales 

 Verify before giving the benefit of export sales the AO has verified 

form H and other supporting documents ie. Bill of lading , airway 

bill , export order etc. 

8 Concessional  form  Risk of tax evasion 

 Mis-utilization of Forms 

 Verify whether the raw material purchased against the 

concessional form has been utilized for manufacturing purpose 

 Mention the cases where it has been disposed off otherwise 

 Whether the finished goods manufactured out of raw material 

purchased  against concessional forms has been sold by way of 

local or interstate sale or otherwise 

9 Deposit of return by Assessee  Department not getting details of 

assesses to ascertain tax liability 

 Revenue  loss 

 Verify whether the assesses has deposited his return along with 

due tax within prescribed time 

 Mention that cases of wilful default whether the AO  has initiated 

the penal provision or not 

 Mention the cases of non /short levy of tax due to application of 

incorrect rate of tax misclassification of goods  

10 Composite scheme  Mis-utilisation of Scheme benefits  Verify that facility of composite rate is applied to only those 
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dealers who have applied for such scheme 

 Verify that the assesses who applies for composite scheme has 

not claimed for ITC 

11 Ratios  Reflection of Improper ratios/ 

trends 

 Calculate and verify whether the ratio between raw material and 

finished product is commensurate or not 

 Calculate whether the ratio of profit shown in profit and loss is 

commensurate with trade practices of respective trade in which 

concerned dealer is dealing 

 Calculate whether  turnover is  commensurate to the stock 

position of dealer 

12 TDS Misappropriation  of government 

money 

 Verify whether the person not responsible for deducting TDS has 

deposited in amount of TDS in government treasury within 

prescribed  time limit 
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23 Audit of registration department 

 

Sr. No Activity Risk Audit Steps 

A Audit of  registration department 

1 Registration of documents  Loss of stamp duty/ Registration 

fees due to not valuing the property 

according to circle rate/ Description 

of property in the document 

 

  To check the documents relating to sale of immovable property and 

other conveyances , whether proper stamp duty has been paid on 

documents on the basis of valuation of property calculated according 

to circle rates fixed by collector 

 To check the documents relating to sale of immovable properties / gift 

etc. in such a manner that in the sale of residential properties / 

commercial property, the property has been valued according to circle 

rates fixed as per construction cost/ rent fixed of the said property 

 To check different types of documents that in such a manner the 

stamp duty has been paid according to the description of articles of 

schedule IB of stamp act 1899 

 To check that in such a manner the facts affecting chargeability of 

stamp duty has been mentioned as per Uttarakhand stamp(valuation 

of property) rules 1997  

 To check in such a manner the registration fees payable on 
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documents which is 2%with a maximum of Rs. 10000 

 To check and compare if the properties situated at similar locations 

are valued equally and in case of  variation then the reasons 

 Concession of stamp duty has been granted in the instrument of gift, 

lease, partition, settlement and release. To check in such a manner  

that such type of instruments are valued as per the concessions 
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Volume 4 

Essential Forms/Formats 
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Section A: Audit Formats 

 

1. Format of Audit Report 

Section – 1 
 

A. Information Sheet 

1. Name of Department --------------------------------------------------------------------------------------------------------------------- 

2. Structure of Department ----------------------------------------------------------------------------------------------------------------- 

a. No of sanctioned posts ------------------------------------------------------------------------------------------------------------ 

b. Filled Posts---------------------------------------------------------------------------------------------------------------------------- 

c. Details of Employees employed through outsourcing---------------------------------------------------------------------- 

d. Details of Daily wagers if any------------------------------------------------------------------------------------------------------ 

3. Name of HOD------------------------------------------------------------------------------------------------------------------------------- 

4. Details of Auditee eg. DDO, HOD/HOO etc-----------------------------------------------------------------------------------------  
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5. Details of Last Audits (Done by AG and State Audit with details of pending paras) 

 

Year 

 
Audit Done 

by (AG/State 
Audit Cell) 

Critical 
Observations 

Non Critical 
Observations 

Responses 
given for para 

Responses not given 
for para 

 
Details of Audit 

Committee held & 
Decisions 

Total 
pending 

Paras 
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6. Details of Budget Details of Plan/Non Plan Expenditure  

 

 
Name of 
Scheme 

Amount 
Amount 

Released to 
HoD 

Amount 
Released to 

DDO 

Expenditure  
as on date 

Balance 
Status  

(Surrendered or not) 

AAA Original Provision           

 Supplementary           

 Total           

XXX Original Provision      

 Supplementary      

 Total      

YYY Original Provision      

 Supplementary      

 Total      

ZZZ Original Provision      

 Supplementary      

 Total      

 

*(Last Year & Current Year to be prepared separately as per table mentioned below) 
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7. Name/Details of Schemes (Centrally Sponsored/Flagship Schemes) 

 

Name of 
scheme 

State 
Govt 
Share 

 

Central 
Govt. 
Share 

 

Receipt 
& Other 
Sources 

 

Total Expenditure 
Savings  

(Amount parked in 
Bank/PLA if any) 

Amount 
Surrendered with 

date 

 (1) (2) (3) (1+2+3)      

        

        

        

        

        

        

        

        

        

        

        

        

        

8. Detail of subsidy mechanism (if applicable) 
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Name of 
Scheme 

Grant 
No. 

Head of 
Account 

Plan/ 
Non 
Plan 

Ratio of 
Central/ 
State’s 
share 

Outlay 
Budget 

Provision 
Actual 

Expenditure 

Due 
Centre’s 

share 

Actual 
Receipts 
Centre’s 

Share 

Balance 

Détails of 

Claim 

made 

Efforts 

made 
Remarks 
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9. Asset Position 

Sr No. Description Addition during the period Disposal during the period Amount 

     

     

     

     

     

     

     

     

     

     

     

     

     

 

*Details of last weeding of records as per rules should be furnished separately 

*Detail of various user charges and last date of revision 
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10. Details of Expenditure 

 

S.No Grant Number 
Expenditure and 

Provision/ Salary and 
Allowance 

Other than Salary and 
Allowance, Revenue 

Expenditure 
Capital Expenditure Total Expenditure 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

11. Details of departmental  Receipts 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 620 of 705 

 

 

 

S.No Head Details with Target Achievement (Actual) Details of Overdue Amount 

     

     

 

 

 

 

    

     

     

     

     

     

     

     

     

     

     

     

  

*Details of deductions from contractors bills eg. TDS, royalty etc 

12. Details of Purchase Order (PO)/Contracts Awarded 
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PO No. 
Material/ 
Service 

Description 

Date of 
PO/Contract 

Vendor Amount 
Status 

(Completed/Under 
Process) 

      

      

      

      

      

      

      

      

      

      

      

      

      

 

*Status of Contracts/works completed & under process should be provided separately
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13. Details of Implementation of Scheme/Programmes 

Sr. 
No. 

Scheme 
Name 

Approved schemes under….. 

Others 
Scheme 

Cost 
Starting 

Date 
Completion 

Date 

Physical and 
Financial 
Progress 

District 
Scheme 

State 
Scheme 

Central 
Scheme 

External 
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14. Details of Pending Drafts & Cheques as on date 

15. Details of Advances Outstanding  

a) Private parties  

b) Government servants 

16. Details of memorandum / signed with multilateral donor/ lending agencies ( IMF / world bank / ADB etc.) 

a) Amount of funding    

b) Cost of funding  

c) Commitment and responsibility to the lending agency  

d) Maturity date 

e) Stage of implementation with respect to funding 

17. Details of PPP project
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B. Details of the Audit Team/ Audit Party 

Audit report for the period _________________ to ________________ 

Audit Team 

Audit Head  

Team Incharge  

Team Member  

Team Member  

 

C. Circulation of Audit Report 

Circulation of Audit Report 

Audit Cell-Government Finance Department  

Head of Audit Cell  

Head of Department  

Financial Controller  

 

 

 

 

DDO  
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Scope/ Areas of Audit 

 Scope /Areas of Audit 

 

1. Budgeting                                                                                                                    

2. Procurement                                                                                                           

3. Public private partnership 

4.  Stores  

5. Drawing and disbursing officer                                                                                     

6.  Expenditure and receipts                                                                                          As per guidelines 

7. Establishment                                                                                                           given in the manual                                                                                                                                                                 

8. Centrally sponsored/ state sponsored / externally aided schemes  

and projects/World Bank projects  

9.  Points relating to specific government departments  

10. Borrowings , loans and advances , Guarantees , Reserve funds 

11. Computerized system 

 

12.   

13.  
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 Section – 2 

 

Audit methodology/ Approach (Key Analysis Points): 

 

Budget 

i. Ratio of Total Provision vis-à-vis total expenditure 

ii. If Supplementary budget utilized or not 

iii. Total Provision vis-à-vis amount surrendered 

iv. Details of Re-appropriation and comments thereon 

v. Amount drawn from State Contingency Fund and its utilization/recumbent 

vi. If provision for salary & allowances made as per the actual requirement 

 

Procurement 

i. Details of contracts/PO awarded where violation from procurement rules 2008 was observed 

ii. Details of major non recurring capital items lying obsolete/idle/not in working condition 

iii. Details of non disposal of unserviceable items 
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Projects 

i. Details of project cost/time overruns for major construction/infrastructure works undertaken during year 

ii. Details of Projects undertaken without administrative approval/expenditure & technical sanction 

iii. Details of Projects stopped without completion and reasons for such decisions 

iv. Details of irregular/exorbitant centage charges to  construction agencies 

 

Evaluation of Schemes 

i. Key results of questionnaires from beneficiaries for Flagship schemes with respect to Service, Timeliness and quality derived from 

schemes 

ii. Details of schemes (Service Sector) with non achievement of desired objectives 

iii. Status of outlays vis-à-vis outputs vis-à-vis outcome for various schemes 

iv. Status of subsidy 

v.  Appraise the economy and efficiency with which resources are employed; 

vi.  Review of operations or programmes to ascertain whether results are consistent with established objectives and goals and whether the 

operation or programmes are being carried out as planned. 
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Control over Assets 

i. Steps taken to exercise control over assets and their adequacy 

ii. Details of physical verification done as per the prescribed guidelines 

iii. Details of inventory (Medicines, Spare Parts, Fertilizers, Manures etc) obsolete due to expiry of shelf life  

iv. Review of the means of safeguarding assets. And as appropriate, verify the existence of such assets. The objective of the management is to 

ensure that assets are reasonably and adequately protected against loss and that they are properly managed and accounted for. The 

safeguard of assets should not be restricted to mere pilferage but physical threats like fire, water, electricity, etc; 

 

Internal Control 

i. Determine whether the existing system of controls is in harmony with the structure of the organization. As far as possible keeping the 

controls within the operating functions acts as a cost effective measure; 

ii. Review of each control and analyzing them in terms of costs and benefits; 
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Financial Statements 

Review the reliability and integrity of financial and operating information and the means used to identify measure, classify, and report such 

information; 

i. Major violations of Financial rules/handbook provisions in all audit areas covered  

ii. Status of preparation of accounts (Timeliness and last audited financial statement AG/regulatory body as applicable) 

iii. Analysis on observations by statutory auditors if any 

iv. Status on deduction of TDS as per applicable provisions and payment with statutory authorities on timely basis wherever applicable 

v. Position of Bank Reconciliation/Treasury reconciliation wherever applicable, with details of any defalcations observed 

vi. Details of liabilities related to pending court cases 

vii. Highlights instances if any for fund diversion 

viii. Highlight instances of parking/locking of funds / unaccounted accrued  interest 

ix. Details of unproductive expenditure 

x. Details of unnecessary retention & creation of staff 

xi. Avoidable expenditure 

xii. Non utilization of equipments/ life saving equipments and other equipments 

xiii. Idle investment 

xiv. Review of the system established to ensure compliance with those polices, plans, procedures, laws and regulations which could have a 

significant impact on operations and reports, and should determine whether the organization is in  compliance 
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Section – 3 

Key Audit observations 

Detailed Audit Report 

Sr. No. 
Audit 

Objection 
Audit 

Recommendation 
Department’s 

Response 

Action Plan for 
settlement of Audit 

Observation 

Timeline for 
settlement of 

Audit 
Observation 

Official Responsible 
for settlement of 

Audit Observation 
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Section – 4 

 

Limitations of Audit  

 

E.g. Documents not provided, Access not provided to auditors etc. 

 

 

 

 

Section – 5 

Audit Recommendations 

 

Suggestions to Improve the Process Weaknesses, gaps, observations identified during the Audit Review   
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2. Annual Audit Plan  

 

Sr. No. 
Name of the Department                                                   

(to be audited) 
Periodicity 

of Audit 

Date of 
last 

Audit 

Proposed date 
of audit during 

the current 
year 

Period of 
accounts 

to be 
audited 

No. of working 
days planned 
for  the audit 

Planned 
completion 

date of audit 
Details of IA Team 
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3. Control Register for Audits conducted during the Year 

Sr. No. Name of Department audited 
Date of 

Commencement 
of Audit 

Date of 
Completion 

of Audit 

Date of issue 
of draft IA 

report 

Date of 
discussion of 
draft IA report 

with Department 

Date of 
discussion of 
draft IA report 

with Head 
quarters 

Date of 
approval 

of IA 
report 

Date of 
issue of final 

IA report 
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4. Audit Progress Monitoring for audits planned during the Year 

Audit Progress Monitoring 

Name of Department 
(planned to be audited during the 

year as per the Annual Plan) 

Commencement 
date as per 
Annual Plan 

Actual 
Commencement 

date 

Planned 
working 

days 

Actual working 
days 

Reasons for delay 
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5. Allotment of Duties during Audit of a Department  

Department ………………… Period of Inspection ………………. 

S.No. Name and Designation Duties Allotted Signature of the IA Team Member 
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6. Control Register of Outstanding Audit Observations  

Name and Completed Postal Address of the office……………………….. 

S 
No. 

Period of 
Accounts 
Audited 

Dates of 
Audit 

No. and Date of 
Letter under which 
report was issued 

Audit Objective Settled 
Audit 

Objective 
Outstanding 

Report –Wise 
Breakup of 
outstanding 

Audit Objective 

Remarks No. of Audit 
Objective 

Month of 
Settlement 

No. of Audit 
objectives Settled 

1 2 3 4 5 6 7 8 9 10 
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7. Details of audit checks conducted in Audit of Department  

Office …………….. Period ……………….. 

1. No. of Bills Checked for the selected month:- 

 a. Pay Bills……… b. TA Bills…….. c. Contingent Bills…….. 

 d. Other Miscellaneous Bills…….. e. Work Bills…….. f. Suppliers Bills………. 

2. No. of Service Books examined as per list attached 

3. No. of Provident Funds accounts checked 

 a. Ledger Accounts 

 b. Final Payment Cases 

 c. Advances and part-final withdrawals 

4. Balances as specified in the monthly annual statements in respect of short term advances have been checked and the figures furnished 

to the PAO were found correct/ wrong 

5. No. of pension cases checked 

6. Names of officers due to retire within next 5 years whose SB‘s were checked. 

7. Audit objectives which merit inclusion in the list of serious financial irregularities. 

8. Audit objective in which cash recoveries suggested 

9. Audit objective in which any embezzlement detected 
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Office …………….. Period ……………….. 

10. No. of preliminary objection memoranda issued 

11. No. of objections settled on the spot 

12. General remarks whether the state of maintenance of accounts is satisfactory or not 

13. Actual date of submission of the report 

14. Difficulties experienced during the inspection if any, as per statement attached 
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8. Audit Commencement Form for Audit of a Government Department  

Particulars Information 

Period of Accounts covered during audit  

Date of previous  audit of this department  

Details of HOD of the department planned to be audited  

Details of the DDOs  and other offices of the department planned to be audited  

Planned working days for audit  

Planned date of Commencement of Audit  

Planned date of Completion of Audit  

Months selected for Audit  

Audit Official Assigned for conducting audit  
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9. Follow up status on the Audit Observations raised in Audit of Government departments  

As per Audit Report of the department As per Follow up Audit Report 

Para 
No. 

 
Particulars of Objection 

Plan of action for 
Settlement of Audit 

Observation 

Timeline provided 
for settlement of 

Audit Observation 

Name of official 
responsible for 
settling Audit 
Observation 

Revised Plan of 
action for 

Settlement of Audit 
Observation 

Revised 
Timeline for 
settlement of 

Audit 
Observation 

Name of Official 
responsible for 
settling Audit 
Observation 
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10. Minutes of meeting 

Particulars Information 

Name of Department  

Date of meeting  

Place of meeting  

Members present (Total No.)  

Names of present members  

Agenda of the Meeting  

Key issues discussed in the meeting  

Distribution of minutes to   

Name of Minutes keeper  
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11. Monthly/Annual Receipts and Payment Accounts of --------------------------------------------------- 

Zilla Panchayat/Panchayat Samiti (Block/Taluk level)/Village Panchayat ---------------------------------- 

For the month/year of -------------------------------------------------------------------------------------------------------- 

 

RECEIPTS PAYMENTS 

Opening balance 
i) Cash in hand 
ii) Balance in bank 
iii) Balance in Treasury 
iv) Investments 

Budget 
estimates 

(Rs.) 

Amount 
Actual 
(Rs.) 

Heads Of Account 

Budget estimates 
(Rs.) 

Amount 
Actuals 

(Rs.) 

HEADS OF ACCOUNT Plan 
Non-
Plan 

Total Plan 
Non-
Plan 

Total 

PART I – PANCHAYAT FUND   PART I – PANCHAYAT FUND       

Revenue Account - Receipts 

 

  Revenue Account - Expenditure       

Tax Receipts           

 Taxes on Profession, Trades etc.    Interest Payments       

 Land Revenue    Maintenance of Community Assets       

 Stamps and Registration Fees    Pensions & Other Retirement Benefits        

 
Taxes on Property other than 

Agriculture Land 
   Education       
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RECEIPTS PAYMENTS 

 Taxes on Vehicles    
Technical Training and Vocational 

Education 
      

 Service Tax    Market and Fairs       

Non-Tax Receipts    Women and Child Welfare       

 Interest Receipts    Water Supply and Sanitation       

 Maintenance of Community Assets    Rural Housing       

 Education    Social Security & Welfare       

Total Revenue Receipts   Total Revenue Expenditure       

Capital Account- Receipts   Capital Account - Expenditure       

 Capital Receipts    Capital Outlay on Education       

     Capital Outlay on Market and Fairs       

     
Capital Outlay on Health  and Family 

Welfare  
      

     
Capital Outlay on Water Supply and 

Sanitation 
      

     Capital Outlay on Rural Housing       
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RECEIPTS PAYMENTS 

 Total of Part I    Total of Part I       
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Part-II Part-II 

RECEIPTS PAYMENTS 

HEADS OF ACCOUNT 
Budget 

estimates 
(Rs.) 

Amount 
(Rs.) 

HEADS OF ACCOUNT 
Budget 

estimates 
(Rs.) 

Amount 
(Rs.) 

PART II – PROVIDENT FUND ETC   PART II – PROVIDENT FUND ETC   

Loan Section   Loan Section   

 Loans to Panchayat Employees    Loans to Panchayat Employees   

Pension & Provident Fund Section   Pension & Provident Fund Section   

 Provident Fund    Provident Fund   

Insurance & Pension Fund Section   Insurance & Pension Fund Section   

 Insurance & Pension Fund    Insurance & Pension Fund   

Deposit & Advances Section   Deposit & Advances Section   

 Civil Deposit    Civil Deposit   

Civil Advances Section   Civil Advances Section   

 Civil Advances    Civil Advances   

 Total of Part II    Total of Part II   
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12. Reconciliation Statement of ……………………for the month of ………………… 

Balance as per Cash Book With Bank With Treasury 

A. Add 

i) Cheques/Cash credited directly into the Bank/Treasury but not 

taken into the Cash Book 

ii)  Details of Cheque etc. issued by  PRIs but not yet encashed in 

Bank/ Treasury 

iii)  Cheque drawn but actually not delivered to the parties 

iv)  Cheque issued but dishonoured 

v) Bank interest  not credited into cash book 

  

B. Deduct 

i) Details of Cheques etc. received and entered into Cash Book 

but not actually deposited into the Bank /Treasury 

ii) Cheque received from parties and deposited into bank but 

dishnoured 

iii) Bank charges deducted from bank balance but not taken into 

Cash Book 

  

Closing balance as per Cash Book    

Balance as per Bank/Treasury as intimated   

Amount of Difference (if any)   
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13. Statement of Receivable and Payable of…………….at the end of the year… 

Receivable Payable 

Heads of Accounts Particulars 
Amount 

Rs. 
Heads of Accounts Particulars 

Amount 
Rs. 

 

 

 

 

     

      

      

      

      

      

      

      

      

      

      

      

Grand Total   Grand Total   
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14. Register of Immovable Property of …………………. for the year………………….. 

(a) Roads 

Sl.No 
Name of 

Road/Location 

From 
Village/ 
Point 

To 
Village/ 
point 

Total 
Length 
in K.M. 

Average 
width 

(feet/m) 

Date of 
construction 

Date of 
repairs 

Total cost 
(in 

Rupees) 

Average cost 
of 

construction 
per K.M 

Remarks 

1 2 3 4 5 6 7 8 9 10 11 

           

           

           

 

 

(b) Land 

Sl.No 
Date of 

transfer/purchase 
or acquisition 

From whom 
transferred/purchased/acquired 

Purpose 

Reference 
to 

agreement, 
award etc. 

Area 
of 

land 
in 

acres 

Survey No. 
etc with 

boundaries 

Assessment 
/Valuation 

Whether 
boundaries 

sketch of the 
land is 

available 

1 2 3 4 5 6 7 8 9 
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(c) Others 

Sl.No. 

Date of 
acquisition, 
purchase, 

construction or 
received or 

transfer 

No. and date of 
orders under which 

the property was 
acquired, 

purchased, 
constructed/transfe

rred 

Description and 
location of 

Assets 

Purpose for 
which acquired 

Valuation at the 
beginning of the 

year 

Revaluation if any, 
the date and actual 

amount of 
revaluation (as per 

Rules) 

1 2 3 4 5 6 7 

       

       

       

       

 

Depreciation/ 
Appreciation  as 

per rules 

Valuation of at 
the end of the 

year 

If disposed 
Date of disposal 

Reasons for 
disposal with 

authority 

Amount 
realized on 

disposal 
(in Rupees) 

Initials of 
competent 
authority 

Remarks 

8 9 10 11 12 13 14 
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15. Register of Movable Property of …………………. for the year………………….. 

Sl No. 

Date of acquisition, 
purchase, 

construction 
received on 

transfer 

No. and date of orders 
under which the property 
was acquired, purchased, 
constructed/transferred 

Description 
and situation 
of property 

Whether the 
property is 

used for any 
purposes 

Valuation at 
the beginning 

of the year 

Revaluation if any, the 
date and actual 

amount of revaluation 
(as per Rules 

1 2 3 4 5 6 7 

       

       

       

       

 

Depreciation 
as per rules 

Valuation of at the 
end of the year 

Whether disposed 
Reasons 

/authority for 
disposal 

Amount 
realized on 

disposal 

Initials of 
competent 
authority 

Remarks 

8 9 10 11 12 13 14 
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16. Inventory register of ……………………… for the month/year……………………… 

 

Description of items 

Date 
Opening balance 

Voucher No. 
and date 

From whom 
received 

Receipts Total 

Quantity Value Quantity Value Quantity Value 

1 2 3 4 5 6 7 8 9 

         

         

         

         

 

To whom issued and for 
which purpose 

Issued or sold Closing balance 
Signature of the Issuing 

Officer 
Signature of Receiving 

Officer Date Quantity Value Quantity Value 
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17. Register of Demand, Collection and balance of ………….………… for the 

month/year........................................... 

 

Sl.No. 

Name and 
address of the 
person from 
whom tax is 

due 

Reference 
serial No. in 
the register 
of assesses 

Current  
demand 

Arrear demand 
of previous 
years, if any 

Permission/ 
write off and 
suspension if 

any 

Total 
amount 

due [ (4+5)-
6 ] 

Total amount collected 

1 2 3 4 5 6 7 8 

       
Previous years 

arrears 

Current years 

arrears 
Total 
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18. Format for Results – Framework Document 

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 

Objective Weight Actions 
Success 
Indicator 

Unit Weight 

Target/Criteria value 

Excellent Very Good Good Fair Poor 

100% 90% 80% 70% 60% 

Objective 1   Action 1                 

    Action 2                 

    Action 3                 

                      

Objective 2   Action 1                 

    Action 2                 

    Action 3                 

                      

Objective 3   Action 1                 

    Action 2                 

    Action 3                 
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19. Format for Performance Evaluation at the end of the scheme 

Column 1 Column 2 Column 3 
Column 

4 
Column 5 Column 6 

Objective Actions Criteria/Success Indicator Unit Weight 

Target/Criteria value 

Achievement 
Raw 

Score 

Weighted 
Raw 

Score 

Excellent 
Very 
Good 

Good Fair Poor 

100% 90% 80% 70% 60% 

Better 

Rural 

Health 

Inprove 

Access to 

Primary 

Health 

Care 

1 

% Increase in number of 

primary health care 

centers 

% 0.5 30 25 20 10 5 15 75% 37.50% 

2 

% Increase in number of 

people with access to a 

primary health center 

within 20 KMs 

% 0.3 20 18 16 14 12 18 90% 27% 

3 

Number of hospitals with 

ISO 9000 certification by 

December 31, 2009 

% 0.2 500 450 400 300 250 600 100% 20% 

Composite Score 84.5% 
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20. Sampling Template 

Month 
Total 

Expenditure 
Total No. of 
Vouchers 

Audit Sample Percentage 

Expenditure Wise No of Voucher Wise Expenditure Voucher 

Jan             

Feb             

Mar             

Apr             

May             

Jun             

Jul             

Aug             

Sep             

Oct             

Nov             

Dec             
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Section B - Essential Formats/Forms/Lists (as prescribed) 
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1. Essential Forms from the Budget Manual 

 

Budget Estimate Form (BM-1) –Part I 

Abstract Statement showing the estimates for the year under Grant No. "--------------------------" 

Revenue   Capital   Total (Rs. in thousands) 

Voted……………………. ……………………………. ……………………………. 

Charged…………………. ……………………………. ……………………………. 

Major Head 
(Revenue & Capital Separately 

also voted & charged) 

Actual expenditure 
of last year…….. 

Budget estimate 
of current 
Year…… 

Actual expenditure from 
April to September of 

current Year…… 

Budget estimate of 
Proposed Year…… 

Final Provision made by 
Finance Dept. 

  Plan Non plan Plan Non Plan Plan Non Plan Plan Non Plan Plan Non Plan 

1 2 3 4 5 6 7 8 9 10 11 

           

http://gov.ua.nic.in/uttarakhandbudget/manual/bm1.html
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Budget Estimate Form (BM-1) –Part I 

 

Statement showing the detailed estimates for year………..under Grant No………………. 

     Description Of Head Of Account (For each Scheme/Provisions) 

Major Head…… Sub Major Head……Minor Head……Sub Head…….. Detail Head…… 

          (Rs. in Thousands)  

Items Code & 
Name (Say 01 

Pay 

Actual Expenditure 
of last Year ......... 

 

Budget Estimates of 
Current     Year …… 

Actual Expenditure from 
April to September of 

Current Year ..... 

Budget Estimate of 
Proposed  Year 

........ 

Final Provision  
made by the Finance 

Dept. 

  Plan Non Plan Plan Non Plan Plan Non Plan Plan Non Plan Plan Non-Plan 

1 2 3 4 5 6 7 8 9 10 11 

           

           

           

           

           

http://gov.ua.nic.in/uttarakhandbudget/manual/bm1.html
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Excess Savings Statement (BM-4) 

 

Grant No…….Major Head………..Sub Major Head………Minor Head…… Sub Head….. Detail Head………… 

(Rs. in Thousands) 

Items 
Code & 
Name  

 

Budget 
Provision 

Actual 
Expenditure up to 

the month(first 
April to 30 

September) and 
final from April to 

December) 

Revised estimate of 
expenditure for whole 

year 

Excess (+) 
(Difference revised) 

Saving (-) 
Proposed 

Remarks / Re-
appropriation or 
Surrender with 

reference 

  Plan Non Plan Plan Non Plan Plan Non Plan Plan Non Plan Plan Non Plan   

  

1 2 3 4 5 6 7 8 9 10 11 12 
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Schedule of New Expenditure (BM-5) 

 (Rs. in Thousand) 

Items name  

(say purchase of 

Machine) 

Part – I 

(Recurring Expenditure) 

Part - II 

(Non- recurring Expenditure) 

Corresponding 

receipts (indicate 

source; say Central, 

Foreign, etc. 

Remarks & 

Justification in 

short 

  Cost in 

Budget 

year… 

Ultimate 

Cost as far 

as 

ascertained 

Aggregate 

Cost 

Cost in 

Budget 

year… 

Ultimate Cost as 

far as ascertained 

    

  Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non Plan     

1 2 3 4 5 6 7 8 9 10 11 12 13 
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Receipt Broad Sheet (BM-6) 

         (Rs. in thousands) 

Sl. No. 
 

Budget 
Estimate 
During 
Year… 

Target for 
the Month 

being 
reported 

Target up to 
the Month 

(Progressive) 

Target 
achieved 

for the 
month 

Target 
achieved up to 

the Month 
(Progressive) 

Percentage 
achieved of 

Budge 
estimates 

Budget 
estimate 
of last 
year… 
(Just 

Before 
current) 

Target 
achieved 
last year 
for the 
month 

(c.f. 
column-8) 

Target 
achieved in the 

same period 
(progressive) 
last year….. 

(c.f. column -8) 

Percentage 
achieved 

during same 
period last 

year 

Remarks 
(to 

indicating 
cause of 
Downfall 

etc.) 

1 2 3 4 5 6 7 8 9 10 11 12 
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Liability register Statement (BM-7) 

          (Rs. in Thousands) 

Sl. 
No. 

Nature 
of 

liability 

Circumstances 
in which 
Liability 
created 

Rules & orders 
under which 

liability created 

Estimated 
cost of 
liability 

Liabilities 
created 
prior to 

proposed 
liability 

Total 
Liability 

If liability of 
State Govt. 

name of 
office & 

Dept. 

Probable Date/ 
Month in which 
the liability is to 

be cleared. 

Name & 
Designation of 

officer who 
created liability 

Detail of 
Liability 
already 
cleared. 

Balance 
Liability 
(Col 7 – 
Col 11) 

Remarks 
(Adjustment 

& 
Irregularities) 

    Plan 
Non 

Plan 
Plan 

Non 

Plan 
Plan 

Non 

Plan 
   Plan 

Non 

Plan 
Plan 

Non 

Plan 
 

1 2 3 4 5 6 7 8 9 10 11    
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DDO’s Monthly Expenditure Register/Statement (BM-8) 

Amount in Rs. 

Voucher 
No. 

Date 

Description from 
Major Head to 

Detail 
Head(13Digit 

Code) 

ITEMS (Standard Object as per budget literature and write code & name in 
each column) 

Remarks 

   1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 
Total 

 

   Rs   Rs   Rs  Rs   Rs  Rs  Rs  Rs    Rs   Rs      Rs     Rs   Rs    Rs     Rs  

Standard object wise monthly total of each scheme 

Expenditure up to previous month 

Progressive total up to current month 

Up to date allotment of budget 

Balance in the budget after progressive expenditure upto current month 
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Reconciliation Statement from Treasury (BM-9)  

Amount in Rs. 

Voucher No. Date 

Description (15 
digit code) major 
head to standard 

object. 

Sector 
(Plan / Non 

Plan, 
District/ 

State etc) 

Gross 
amount of 
Voucher 

Total 
Deductions 

Cheque 
No. 

Date on 
which 

cheque 
issued 

Cheque 
Amount 

Remark of 
DDO for 

correction 

 1 2  3 4 5 6 7 8 9  10 
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Controlling officer’s broadsheet for monitoring accounts return from disbursing officers (BM-10)   

           

Sl. 
No. 

Description 
of return 

Designation of 
officer liable to 
send the return 

April May June July August Sept. Oct. Nov. Dec. Jan. Feb. March 

      1 2 3 4 5 6 7 8 9 10 11 12 
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Controlling Officers Register of Expenditure (BM-11)  

  Amount in Rs. 

Sl. No. 
Designation 

of disbursing 
officer 

ITEMS (Standard Object code & name in separate column; P. for Plan & N.P. for Non-Plan) Remark 

 1  2 3 4 5 6 7 8 9 10 11 12  13 

    P NP P NP P NP P NP P NP P NP P NP P NP P NP P NP   

                       

 Total of the Month  

Expenditure up to Previous Month 

Progressive total  up to current Month 

Up to date Allotted Budget 

Balance in the Budget after Progressive expenditure up to current month 
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Controlling Officer’s Register/Statement of Monthly Expenditure and Liabilities (BM-12) 

 

Standard Object wise  
code and name 

Budget provision Year ........ 
Expenditure in the 

month ......... 

Expenditure up to 
current month 

......(progressive) 
including adjustment 

Liabilities 
beyond budget 

provision 

Details of 
Adjustment 

Remark 

  Plan Non Plan Plan Non Plan Plan Non Plan Plan Non 

Plan 

Plan Non 

Plan 

  

1 2 3 4 5 6 7 8 9 10 11 12 
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 Statement showing Progressive Expenditure (BM-13) 

         (Rs. in Thousands) 

Standard 
Object 

wise code 
and name 

Total 
Budget 

provision 
for the 

year ........ 

Budget 
allotted 
against 

the 
provision 

Expenditure 
up to the 

Month 
(progressive) 

Percentage Expenditure 
Detail of expenditure of previous 

year........... 

Estimated 
variation    
Excess(+)    
Saving(-) 

Remark 

        Of total 

Budget 

Allotted 

Budget 

Total 

Budget  

Actual 

Expenditure 

Percentage 

Expenditure  

  

  

  

  Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

Plan Non 

Plan 

  

1 2 3 4 5 6 7 8 9 10 11 12 13 14   15 16 17 18 19 

                    

                    

                    

                    

 

Application for re-appropriation (BM-15)  
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 (Rs. in thousands) 

Total Budget 
Provision 

Major head 
Sub major Head 

Minor head 
Sub head 

Detailed head 
Standard Object 

Rs. 

Standard Object 
wise 

(Expenditure Up 
to) 

Current month  
…….. 
Rs. 

Anticipated 
Expenditure for 
the remaining 

part of the year 
Rs. 

Surplus 
amount 

Rs. 

Proposed transfer of fund to 
head of accounts ; 

Major head ………… 
Sub Major head ……. 
Minor head …………. 
Sub head…………… 
Detail head…………. 

Standard Object   ………. 
Rs. 

Amount available 
after re-

appropriation in 
head of account  
shown in column 

– 5 
Rs. 

Amount balance 
in head of 

account shown in 
column -1 after re-

appropriation 
Rs. 

Remark & 
Justification. In 
case of works 

dept. amount of 
sanctioned 

estimate and 
outlay should be 

enclosed 

Plan N-Plan Plan Non-Plan Plan Non-plan  Plan Non-Plan Plan Non-Plan Plan Non-Plan  

1 2 3 4 5 6 7 8 
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Budget Control Register (BM-17) 

Grant No. ................         

Name of Administrative Department .................................  Plan/Non-Plan    

Detail of Heads of Account Date & G.O.No. of the Budget Allotment to Head of 

Department/Controlling Officer 

Major Head         ......................... 1. ............................................................. 

Sub-Major Head .......................... 2. ............................................................. 

Minor Head         .......................... 3. ............................................................. 

Sub-head              .......................... 4. ............................................................. 

Detail head          .......................... 6. ............................................................. 

7.  

8.  

Budget at the disposal of Controlling Officer/Head of 

Department 

Standard 

Object 

Budget allotted by Controlling Officer/Head of 

Department to sub-ordinate offices Amount1 Amount2 Amount3 Amount4 Amount5   Amount1 Amount2 Amount3 Amount4 Amount5 

          01-Pay           

          02-

Wages 

          

          03-DA           

         ................           

          ................           

          45-LTC           

Total : 
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2. Annexures from procurement Rules 2008 (related to checklist on PPP) 

Annexure -I of Procurement Rules 2008 

Memorandum for 'in principle approval 

 (Please see sub-rule (5) of rule 67) 

 

A. Sponsoring Department       C. Legal Consultant (if any) 

B. Name and location of the Project          D. Financial Consultant (if any) 

 

S.No. Item Response 

1. General 

1.1 Name of the Project  

1.2 Type of PPP (BOT, BOOT etc.)  

1.3 Location (State/District/Town)  

1.4 Administrative Department  

1.5 Name of Sponsoring Authority  

1.6 Name of the Implementing Agency  

1.7 Does the implementing agency have the legal right to enter into an agreement  

1.8 Has consent for the project from other concerned department/s been obtained  

2. Project Description 
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S.No. Item Response 

2.1 Brief description of the project  

2.1.1 Project Objectives  

2.1.2 Problems to be addressed by Project  

2.1.3 Target beneficiaries  

2.1.4 Project strategy  

2.2 Justification for the project  

2.3 Have the necessary technical studies been done 

(attach separate sheet if necessary) 

 

2.4 Possible alternatives for the project, if any  

2.5 Estimated Capital & operating costs with break-up under major heads of expenditure. Also indicative the 

basis cost estimation 

 

2.6 Phasing of investment  

2.7 Project Implementation Schedule(PIS)  

2.8 Have consultations been done with stakeholders  

2.9 Benefits to stakeholders  

3. Financing Arrangements 

3.1 Sources of financing (equity, debt, mezzanine capital etc.)  

3.2 Indicate the revenue streams of the Projects (annual flows over project life) Also indicate the underlying 

assumptions. 

 

3.3 Indicate the NPV of revenue streams with 12% 

discounting 

 

3.4 Who will fix the tariff/user charges? Please specify in detail.  



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 673 of 705 

 

 

S.No. Item Response 

3.5 Have any FIs been approached? If yes, their response may be indicated.  

4. IRR 

4.1 Economic IRR (if computed)  

4.2 Financial IRR, indicating various assumptions (attach separate sheet if necessary)  

4.3 Sensitivity analysis on key variables  

5. Social Sector Projects 

5.1 In case of social sector project please indicate expected social benefits  

5.2 Indicate expected gains in terms of cost saving 

(economy) 

 

5.3 Indicate expected gains in terms of (efficiency) 

improved service delivery 

 

5.4 Indicate gains in terms better reach & access  

5.5 Have output based specifications/performance parameters been identified  

5.6 What will be the monitoring arrangements of output/performance  

6. Clearances 

6.1 Status of environmental clearances  

6.2 Clearance required from the State Government and other local bodies.  

6.3 Other support required from the State Government  

6.4 Responsibility of obtaining remaining clearances  

7. Government of India Support 
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S.No. Item Response 

7.1 Viability Gap Funding, if required  

7.2 GOI guarantees being sought, if any  

8. State-Government Support 

8.1 What is the expected financial support from State 

Government 

 

8.2 Any Non-financial support from State Government  

9. Concession Agreement 

9.1 Term sheet of the proposed Concession Agreement 

(Attached at Annexure -II) 

 

9.2 Have output based specifications been adopted/used (requirements  specified in  terms of  service output 

delivery) 

 

10. Criteria for short-listing 

10.1 Is short-listing to be in one stage or two stages?  

10.2 Indicate the criteria for short-listing (attach separate sheet if necessary) 

Are they quantitative? 

 

10.3 Does the short-listing criteria for the final stage include parameters other than financial  

11. Others 

11.1 Remarks, if any  
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Annexure II of Procurement Rules 2008 

Term Sheet of the proposed Concession Agreement 

(Please see sub-rule (5) of rule 67) 

A. Sponsoring Department       C. Legal Consultant (if any) 

B. Name and location of the Project          D. Financial Consultant (if any) 

 

S. No. Item Response 

1. General 

1.1 Scope of the Project (in about 200 words)  

1.2 Nature of Concession to be granted  

1.3 Period of Concession and justification for fixing the period  

1.4 Estimated capital cost  

1.5 Likely construction period  

1.6 Conditions precedent, if any, for the concession to be effective  

1.7 Status of land acquisition  

2. Construction and O&M 

2.1 Designing Agency  

2.2 Designing parameters and norms  

2.3 Design review Agency  
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S. No. Item Response 

2.4 Minimum standards of constructions  

2.5 Monitoring of construction; whether an independent agency/engineer is provided  

2.6 Minimum standards of Operation and Maintenance whether Output based / input based  

2.7 Penalties for violation of prescribed design, construction and O&M standards  

2.8 Safety related provisions  

2.9 Environment related provisions  

3. Financial 

3.1 Maximum period for achieving financial close  

3.2 Whether Right to mortgage / pledge / hypothecate / 

lien is being given 

 

3.3 Performance Security Value  

3.4 Source, nature and extent of capital grant/subsidy contemplated  

3.5 Bidding parameter (capital subsidy or other parameter)  

3.6 Provisions for change of scope and the financial burden thereof  

3.7 Likely Concession fee, if any, payable by/payable to the Concessionaire.  

3.8 User charges/fee to be collected by the 

Concessionaire 

 

3.9 Indicate how the user fee is to be determined; the legal provisions in support of user fee (attach the relevant 

rules/notification); and the extent and nature of indexation for inflation 

 

3.10 Provisions, if any, for mitigating the risk of lower revenue collection  

3.11 Provisions relating to escrow account, if any  
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S. No. Item Response 

3.12 Provisions relating to insurance  

3.13 Provisions relating to audit and certification of claims  

3.14 Provisions relating to assignment/substitution rights relating to lenders  

3.15 Provisions relating to change in law  

3.16 Provisions, if any for compulsory buy-back of assets upon termination/expiry  

3.17 Contingent liabilities of the government  

 (a) Maximum Termination Payment for 

Government/Authority Default 

 

 (b) Maximum Termination Payment for 

Concessionaire Default 

 

 (c) Specify any other penalty, compensation or payment contemplated under the agreement.  

3.18 Who will bear Project monitoring /supervision expenses  

4. Risk Sharing 

4.1 Sponsoring department/GoU risk/s  

4.2 Is there any unusual risk allocation to GoU  

4.3 Major obligations of sponsoring department/GoU  

4.4 Provisions for indemnity (design, construction, patents, accidents, legal violations)  

5. Others 

5.1 Provisions relating to competing facilities, if any  

5.2 Specify the proposed Dispute Resolution 

Mechanism 
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S. No. Item Response 

5.3 Specify the proposed governing law and jurisdiction  

5.4 Provisions relating to Hand back obligations/provisions/guarantee.  

5.5 Other Remarks, if any  
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Annexure –III of Procurement Rules 2008 

Memorandum of Expenditure of Finance Committee for final approval of Public Private Partnership  

(Please see sub-rule (14) of rule 67) 

 

A. Sponsoring Department         C. Legal Consultant (if any) 

B. Name and location of the Project         D. Financial Consultant (if any) 

 

S.No. Item Response 

1. General  

1.1 Name of the Project  

1.2 Type of PPP (BOT, BOOT etc.)  

1.3 Location (State/District/Town)  

1.4 Administrative Department  

1.5 Name of Sponsoring Authority  

1.6 Name of the Implementing Agency  

1.7 Does the implementing agency have the legal right to enter into an agreement  

1.8 Has consent for the project from other concerned department/s been obtained  

2. Project Description 

2.1 Brief description of the project  
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S.No. Item Response 

2.1.1 Project Objectives  

2.1.2 Problems to be addressed by Project  

2.1.3 Target beneficiaries  

2.1.4 Project strategy  

2.2 Justification for the project  

2.3 Have the necessary technical studies been done 

(attach separate sheet if necessary) 

 

2.4 Possible alternatives for the project, if any  

2.5 Estimated Capital & operating costs with break- up under major heads of expenditure. Also indicative the basis 

cost estimation 

 

2.6 Phasing of investment  

2.7 Project Implementation Schedule(PIS)  

2.8 Have consultations been done with stakeholders  

2.9 Benefits to stakeholders  

3. Financing Arrangements 

3.1 Sources of financing (equity, debt, mezzanine capital etc.)  

3.2 Indicate the revenue streams of the Projects (annual flows over project life) Also indicate the underlying 

assumptions. 

 

3.3 Indicate the NPV of revenue streams with 12% 

Discounting 

 

3.4 Who will fix the tariff/user charges? Please specify in detail.  

3.5 Have any FIs been approached? If yes, their response may be indicated.  
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S.No. Item Response 

4. IRR 

4.1 Economic IRR (if computed)  

4.2 Financial IRR, indicating various assumptions 

(attach separate sheet if necessary) 

 

4.3 Sensitivity analysis on key variables  

5. Social Sector Projects 

5.1 In case of social sector project please indicate expected social benefits  

5.2 Indicate expected gains in terms of cost saving 

(economy) 

 

5.3 Indicate expected gains in terms of (efficiency) 

improved service delivery 

 

5.4 Indicate gains in terms better reach & access  

5.5 Have output based specifications/performance parameters been identified  

5.6 What will be the monitoring arrangements of output/performance  

6. Clearances 

6.1 Status of environmental clearances  

6.2 Clearance required from the State Government and other local bodies.  

6.3 Other support required from the State 

Government 

 

6.4 Responsibility of obtaining remaining clearances  

7. Government of India Support 

7.1 Viability Gap Funding, if required  
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S.No. Item Response 

7.2 GOI guarantees being sought, if any  

8. State Government Support 

8.1 What is the expected financial support from State 

Government 

 

8.2 Any Non-financial support from State 

Government 

 

9. Concession Agreement 

9.1 Is the Concession Agreement based on Model 

Concession Agreement (MCA) of GOI? 

if yes, indicate the variations, if any, in a detailed note( to be attached) 

 

9.2 Details of Concession Agreement 

(Attached at Annexure - IV) 

 

10. Criteria for short-listing 

10.1 Is short-listing to be in one stage or two stages?  

10.2 Indicate the criteria for short-listing (attach separate sheet if necessary) 

Are they quantitative? 

 

10.3 Does the short-listing criteria for the final stage include parameters other than financial  

11. Others 

11.1 Remarks, if any  
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Annexure –IV of Procurement Rules 2008 

Brief particulars of the Concession Agreement (Please see sub-rule (14) of rule 67) 

 

A. Sponsoring Department         C. Legal Consultant (if any) 

B. Name and location of the Project         D. Financial Consultant (if any) 

 

S. No. Item Response 

1. General 

1.1 Scope of the Project (in about 200 words)  

1.2 Nature of Concession to be granted  

1.3 Period of Concession and justification for fixing the period  

1.4 Estimated capital cost  

1.5 Likely construction period  

1.6 Conditions precedent, if any, for the concession to be effective  

1.7 Status of land acquisition  

2. Construction and O&M 

2.1 Designing Agency  

2.2 Designing parameters and norms  

2.3 Design review Agency  
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S. No. Item Response 

2.4 Minimum standards of constructions  

2.5 Monitoring of construction; whether an independent agency/engineer is provided  

2.6 Minimum standards of Operation and Maintenance whether Output based / input based  

2.7 Penalties for violation of prescribed design, construction and O&M standards  

2.8 Safety related provisions  

2.9 Environment related provisions  

3. Financial 

3.1 Maximum period for achieving financial close  

3.2 Whether Right to mortgage / pledge / hypothecate / lien is being given  

3.3 Performance Security Value  

3.4 Source, nature and extent of capital grant/subsidy contemplated  

3.5 Bidding parameter (capital subsidy or other parameter)  

3.6 Provisions for change of scope and the financial burden thereof  

3.7 Likely Concession fee, if any, payable by/payable to the Concessionaire  

3.8 User charges/fee to be collected by the Concessionaire  

3.9 Indicate how the user fee is to be determined; the legal provisions in support of user fee (attach the relevant 

rules/notification); and the extent and nature of indexation for inflation 

 

3.10 Provisions, if any, for mitigating the risk of lower revenue collection  

3.11 Provisions relating to escrow account, if any  
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S. No. Item Response 

3.12 Provisions relating to insurance  

3.13 Provisions relating to audit and certification of claims  

3.14 Provisions relating to assignment/substitution rights relating to lenders  

3.15 Provisions relating to change in law  

3.16 Provisions, if any for compulsory buy-back of assets upon termination/expiry  

3.17 Contingent liabilities of the government  

 (a) Maximum Termination Payment for Government/Authority Default  

 (b) Maximum Termination Payment for Concessionaire Default  

 (c) Specify any other penalty, compensation or payment contemplated under the agreement.  

3.18 Who will bear Project monitoring /supervision expenses  

4. Risk Sharing 

4.1 Sponsoring department/GoU risk/s  

4.2 Is there any unusual risk allocation to GoU  

4.3 Major obligations of sponsoring department/GoU  

4.4 Provisions for indemnity (design, construction, patents, accidents, legal violations)  

5. Others 

5.1 Provisions relating to competing facilities, if any  

5.2 Specify the Dispute Resolution Mechanism  
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S. No. Item Response 

5.3 Specify the governing law and jurisdiction  

5.4 Provisions relating to Hand back obligations/provisions/guarantee.  

5.5 Other Remarks, if any  
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3. List of Essential Registers  

 

1. Register of registers 

2. Expenditure Control Register 

3. Register of Purchases 

4. Stock Register of Consumables 

5. 11 C Register 

6. Imprest/ Advance Register 

7. Scheme-wise Grant Registers 

8. Payment Register – Scheme-wise 

9. Attendance register 

10. Casual Leave register 

11. Register for recording particulars of special kinds of leave 

12. Register of ―Dak‖ received and dispatched 

13. Local ―Dak Bahi‖ register 

14. Register of Files 

15. Register for weeding records 

16. Service Postage stamp register 

17. File Index register 

18. Establishment order book 

19. Dead Stock Register (separately for perishable consumable articles and non perishable articles) 
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20. Live stock/ consumable articles register 

21. Stationery register 

22. Cycle/Vehicle Register 

23. Register of Type-writers/ duplicators/Computers & computer accessories etc. 

24. Telephone register (separately for residence / office) 

25. Log Book of Government vehicles 

26. Register of civil works 

27. Register of Land and Buildings 

28. Register of disciplinary proceedings 

29. Security register 

30. Register of returns 

31. Register of Audit Observations 

32. Register of cheque books / receipt books received from the Treasury 

33. Register of books received in Library 

34. Register of books issued in two parts viz. Part I – Permanent issue, Part- II – Temporary issue 

35. Oath register 

36. TA check register for Gazetted officer and Non – Gazetted staff 

37. Register of bills for presentation in the Treasury 

38. Bill register in prescribed form 

39. Cash book in prescribed form 

40. Register in prescribed form to have control over expenditure 

41. Register of monthly deduction of security installment in prescribed form 
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42. Ledger in prescribed form 

43. Register of recoveries of loans and advances 

 

GPF A/C 

1. Broad sheet in prescribed form (Class IV officers) 

2. Index register (Class IV officers) 

3. Ledger (Class III, II and those class I officers whose pay is drawn on establishment bills) 

4. Pass books (Class III, II and those class I officers whose pay is drawn on establishment bills) 

 

Pension sanction and payment of interim pension and Gratuity 

1. Pension Control register 

2. Sanction drawal register of Provisional pension and retirement or death- Gratuity 

 

Group Insurance Scheme 

1. Register of monthly deductions 

2. Central Provident Fund (CPF) 

3. CPF ledger 

4. CPF broad sheet 

4. List of Forms as per Financial Handbook 

Form No. Form Name 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 690 of 705 

 

 

Form No. Form Name 

1 Receipts for payments to Government 

1-A. Receipts for the price of service postage stamps 

2 Cash-book 

2-A. Form of Security Bond for a particular Post 

2-AA. Cash-book (for offices where the money transactions are heavy) 

2-B. Form of (General) Security Bond 

2-BB. Form of (General) release deed 

2-C. Temporary Personal-Bond 

2-F. Register of securities taken from Government accountants 

2-G. Register of payments to security deposits in instalments by monthly deductions from pay 

3 Statement of rent recoverable in cash or by deductions from pay bills 

3-A. Form of Bond of Indemnity for drawing arrears of pay and allowances or pensions of deceased Government servants or pensioners 

5-B. Certificates of transfer of charge of the District 

6-B. Bill for advance to non-Gazetted Government servants 

6-C. Bill for General Provident Fund Advance/Withdrawals of Gazetted Government Servants 

6-D. Bill for General Provident Fund Advance/Withdrawals of non-Gazetted Government Servants 

7 Statement of proposition of revision of establishment 

11-C. Bill register 
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Form No. Form Name 

12 (Outer and inner)—Traveling allowance bills of establishment 

12-A. Traveling allowance bill of establishment of departments where payments can be made only after the claim has been passed 

12-B. Abstract traveling allowance bill of Public Works and Agriculture Department establishments 

12-C. Abstract traveling allowance bill of Public Works, Animal Husbandry, Agriculture Department, etc. establishments 

12-D. Form of certificate of attendance 

13 Register of contingent charges 

14 Fully vouched contingent bill 

15 Detailed bill of contingent charges regulated by scale 

16 Abstract bill of contingencies countersigned after payment 

17 Detailed bill of contingencies countersigned after payment 

18 Bills of contingencies countersigned before payment 

19 Refunds of revenue 

21-A. Statement of loans and advances to Municipalities, etc. 

21-B. Statement of the Sinking Funds for redemption of loans 

22 Mortgage bond for house building advances 

22-A. Form of agreement to be executed at the time of drawing of an advance for the purchase of land on which to construct a house or a house readymade 

22-B. Form of mortgage deed to be executed in connection with an advance for the purchase of land and the construction of a house thereon 

22-C. Form of agreement to be executed for an advance for the purchase of a house with land appurtenant there to 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 692 of 705 

 

 

Form No. Form Name 

22-D Form of Mortgage Deed for House Building Advances in cases of joint ownership.  

22-E Form of Tripartite Agreement to be executed for the House Building Advance under "Self Financing Housing Scheme."  

22-F Form of Agreement to be executed in connection with House Building Advance for creating second charge of the Mortgaged Property (Land/Building).  

23 Mortgage bond for house building advances to Government servants who do not possess full proprietary rights in the land 

23-A Form of Mortgage Deed for House Building Advances in cases of joint lease.  

24-A Form of Re-conveyance for House Building Advances.  

25 Mortgage bond for conveyance advances 

25-A. Form of agreement to be executed at the time of drawing an advance for the purchase of a conveyance 

25-B. Letter intimating to the Insurance Company the Government‘s interest in insurance policies of motor-cars, etc. 

25-C. Form of bond to be executed by a permanent Government servant as a surety of a temporary Government servant Granted an advance 

25-D Form of Surety Bond for House Building Advance to be sanctioned to temporary Government servants.  

25-E Form of Surety Bond for House Building Advance to be sanctioned under the, ‗Self Financing Housing Scheme.‘  

26 Register of Land 

27 Capital and revenue accounts of buildings 

28 Register of buildings 

29 Register of rents of buildings and lands 

29-A. Register of cost of additions and alterations to residential buildings 

30 Monthly statement of demands, realizations and arrears of rents 
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Form No. Form Name 

30-A. Form of tender and agreement—Annual repairs 

30-B. Form of tender and agreement—All repairs (other than annual repairs) and petty works for which no plans or drawings are prepared 

30-C. Form of tender and agreement—Petty works for which plans or drawings are prepared 

30-D. Comparative statement of tenders 

30-E. Muster roll 

30-F. Hand receipt 

30-G. Imprest account 

30-H. Standard lease form 

31 Register of civil works 

32 Abstract bill of works expenditure 

33 Detailed bill of works expenditure 

33-A. Detailed bill of works expenditure for Police Department 

34 Running account bill 

35 Running account bill (for final payments) 

38 Register of repayment of deposits 

39 Bill of repayment of deposits 

41 Statement of lapsed deposits 

42 Refund of lapsed deposits 
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Form No. Form Name 

42-A. Indent for service postage stamps 

42-B. Schedule of deductions on account of the General Provident Fund 

42-B-1. Schedule of deductions on account of other Provident Fund 

42-B-2. Schedule of deductions on account of the Contributory Provident Pension Fund under Contributory Provident Fund Pension Insurance Rules 1948 

42-C. Schedule of deductions on account of subscriptions to Postal Life Insurance Fund 

42-D. Schedule of deductions on account of Family Pension Fund or Widows and Orphans Fund 

42-E. Form for cheque 

42-F. Form of cheque book for Personal Ledger Accounts 

42-G. Grant-in-aid/Loan Bill form 

42-H. Bill for the refund of excess amounts paid by a loan in repayment of the principal of loan or/and interest thereon 

42-I. Form of utilization Certificate for grants-in-aid 

42-J. Register of Detailed Bills of Contingent Expenditure 



 

 

 
Government of Uttarakhand 

Audit Manual 

 

Page 695 of 705 

 

 

5. List of Head of Departments 

S No. Head of Departments 

 All Principal Secretaries and Secretaries 

1 Chief Revenue Commissioner 

2 High Court of Judicature at Nanital 

3 Commissioners of Divisions Pauri & Nanital 

4 Principal Conservator of Forests 

5 Chief Engineer, Public Works Department 

6 Chief Engineer, Irrigation Department 

7 Director of Education (Higher Education) 

8 Director of Secondary Education 

9 Director of Medical Health Services and Family Planning 

10 Director General of Police 

11 Inspector General of Police, Garhwal and Kumaon 

12 Inspector General of Prisons 

13 Director of Agriculture 

14 Director of Industries 

15 Excise Commissioner 

16 Registrar, Co-operative Societies 

17 Director of Animal Husbandry 

18 Chairman, Public Service Commission 

19 Advocate General, Honourable High Court, Nainital 

20 Cane Commissioner 

21 Labour Commissioner 

22 Transport Commissioner 

23 Director of Panchayati Raj 

24 Director Training and Employment 

25 Director, Art & Cultural Affairs 

26 Presiding Officer, Industrial Tribunal 

27 Chief Electoral Officer 
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S No. Head of Departments 

28 Director of Technical Education 

29 Director, Samaj Kalyan 

30 Director, Horticulture and Fruit Utilization 

31 Director, Ayurvedic and Unani Sewa 

32 Director, National Cadet Corps 

33 Chairman and Member, Administrative Tribunal 

34 Director of Vigilance 

35 Chairman, Minorities Commission 

36 Controller, Weights and Measures 

37 Commissioner, Food and Civil Supplies 

38 Commissioner, Rural Development 

39 Director of Fisheries 

40 Director General, Academy of Administration, Nainital 

41 Relief Commissioner 

42 Commissioner, Tax, IG Stamps & Registration 

43 Director of Treasuries, Financial Services, Government 

44 Chief Engineer, Minor Irrigation 

45 Commandant General, Home Guards and civil defence 

46 Director, Geology and Mining 

47 State Editor, District Gazetteers 

48 Director General of Tourism 

49 Chief Engineer, Rural Engineering Services 

50 Director, Printing and Stationery 

51 Director, Sainik Kalayan and rehabilitation 

52 Director, Sports 

53 Principal, Baba Raghavdas Medical College, Srinagar and  Other Medical Colleges 

54 Registrar, Firms, Societies and Chits 

55 Chairman, Trade Tax Tribunal 

56 Lok Ayukta 
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S No. Head of Departments 

57 Director, State Employees Group Insurance 

58 Director, Homeopathic 

59 Director, Budget, Fiscal Planning and Resources 

60 Director, Accounts and Entitlement 

61 Director, Sericulture 

62 Director, Prosecution 

63 Director, Urban Development 

64 Director, Civil Aviation 

65 Secretary, State Planning Commission 

66 Director, Youth Welfare and PRD, Dehradun 

67 Chairman, Tribunal Cooperative Societies, Dehradun  

68 Karyapalak, State Legal Service Corporation, Dehradun 

69 Chairman, State transport Appellate Tribunal, Dehradun 

70 Director, ICDS Dehradun 

 71 Chairman, State Women Commission Dehradun 

72 Secretary, State Finance Commission 

73 Chairman, Other Backward Classes Commission Dehradun 

74 Director, Dairy Development Haldwani 

75 Director, Freedom Fighter Welfare Organisation 

76 Director, Water Management Scheme Dehradun 

77 Director, State Education Board, Research and Development 

78 Resident Commissioner, Uttarakhand 

79 Director Tribal Welfare 

80 Director Uttarakhand Nyayik and Vidhik Academy, Nanital 

81 Chief Administrator, Nainital 
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6. List of Corporations/Universities/Institutions/Schemes 

 

A Corporations 

1  Uttarakhand Avasthapan and Industrial Development Corporation 

2 Garhwal Mandal Development Corporation 

3 Kumaon Mandal Development Corporation 

4 Forest Development Corporation 

5 Bahu-udeshye Finance and Development Corporation 

6 Hilltron 

7 Uttarakhand Minorities Welfare and Vakf Development Corporation 

8 Uttarakhand Seed and Tarai Development Corporation 

9 Uttarakhand Pay Jal Sansadhan Vikas avem Construction Corporation 

10 Uttarakhand Purv Sainik Kalyan Nigam 

11 Uttarakhand Power Corporation 

12 Uttarakhand transport Corporation 

 13 Uttarakhand Hydro Power Corporation 

14 Uttarakhand State Infrastructure and Industrial Development Corporation (SIDKUL) 

15 Uttarakhand Power Transmission Corporation 

 

 

 

 

 

 

 

 
B Universities 

1 Uttarakhand Technical University, Dehradun 

2 Uttarakhand Open University, Haldwani 

3 Uttarakhand Sanskrit University, Hardwar 

4 Kumaon University, Nainital 

5 Doon University, Dehradun 

6 GB Pant University of Agriculture and Technology, Pant Nagar 
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C Institutions / Schemes 

1 Swajal Scheme 

2 Women Dairy Development Scheme  

3 Information Technology Development Agency  

4 Disaster Minimization and Management Center 

5 G.B Pant Engineering College, Pauri 

6 Engineering College, Dwarahat, Almora 

7 Mandi Parishad, Rudrapur 

8 Uttarakhand Sanskrit Academy, Hardwar 

9 Haridwar Development Authority 

10 Mussorie & Dehradun Development Authority 

11 Lake Development Authority, Nainital 

12 Bhagirathi River Valley Development Authority 

13 Doon Valley Special Area Development Authority, Dehradun 

14 Hotel Management and Catering Institute , Dehradun 

15 Medical College Srinagar 

16 Medical College, Haldwani 

17 Tourism Development Parishad 

18 Uttarakhand School Education Parishad 

19 Uttarakhand Pravedhic Education Parishad 

20 Uttarakhand Science and Technology Parishad 

21 State Educational Anusandhan and Training Parishad 

22 Khadi Gramodyog Board 

23 Uttarakhand Tea Development Board 

24 Sheep and Wool Development Parishad 

25 Uttarakhand Live Stock Development Board 

26 Uttarakhand Environment Protection and Pollution Control Board 

27 Jal Sansthan 
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7.  List of Local Authorities 

 

Sr. 

No. 

List of Local Authorities Number 

1. Nagar nigam 01 

2. Nagar palika 32 

3. Nagar panchyat 32 

4. Development authority 05 

5. University  05 

6. Degree college 16 

7. Inter college 209 

8. Higher secondary school 64 

9 Junior high school 149 

10 Agricultural production and marketing committee 20 

11 Uttarakhand  Sanskrit academy 01 

12 Trust 42 

13 Uttarakhand tea board 01 

14 Uttarakhand forest corporation 01 

15 Basic education samitis 13 

16 Pension Nidhi 18 

17 Jal sansthan 01 

18 Rashtriya  Sewa Yojna 18 

19 Uttarakand sugarcane research and development 

fund 

01 

20 Sanskrit colleges 70 

21 Miscellaneous  accounts 279 

 Total 974 
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8. List of Cooperatives and Panchayats 

 

Sr No. List of Cooperatives and Panchayat Audit Unit 
Number 

1 Uttaranchal Rajya Sahkari Bank Limited , Haldwani, Nainital 
01 

2 Uttaranchal Cooperative Federation Limited, Prem Nagar, Dehradun 
01 

3 Uttaranchal Rajya Sahkari Vipnan Sangh Limited 
01 

4 Zila Sahkari Bank Limited 
10 

5 Urban Cooperative Bank Limited 
08 

6 Zila Sahkari Vikas Sangh Limited 
10 

7 Zila Bheshaj Vikas Sangh Limited 
12 

8 Thok/Kendriya Upbhokta Bhandar Limited 
06 

9 Kray Vikray Sahkari Samitiyan 
31 

10 Sahkari Vikas/Block Sangh Limited 
21 

11 Sahkari Beej/Poorti Bhandar 
10 

12 Kisaan Sewa/ Lamps/Madhyakar/Sadhan Sahkari Samitiyan 
753 

13 Krishi Sahkari Samitiyan 
04 

14 Sahkari Upbhokta Bhandar 
36 

15 Shram Samvida/ Vetan Bhogi/ Vishisht Sahkari Samitiyan 
337 

16 Zila Sahkari Dughd Utpadak Sangh Limited 
12 

17 Sahkari Dughdh Samitiyan 
1238 

18 Sahkari Chini Milen 
04 

19 Sahkari Ganna Samitiyan 
13 

20 Sahkari Awaas Sangh/ Samitian 
60 

21 Bunkar/ Khadi/Resham/Udhyog/ Sahkari Samitiyan 
162 

22 Sahkari Matasaya Samitiyan 
06 

23 Zila Panchayaten 
13 
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Sr No. List of Cooperatives and Panchayat Audit Unit 
Number 

24 Vyaytik Lekha (PLA) 
21 

25 Kshetra Panchayat 
95 

26 Panchayat Udhyog 
39 

27 Gram Panchayaten 
7226 

 Total 
10130 
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9. Acronyms 

 

Acronym Meaning 

AC Audit Cell 

ACR Annual Confidential Report 

AFDS Audit Finding Data Sheet 

AGNI Action for Good Governance and Networking in India 

AIIMS All India Institute of Medical Sciences 

AR Audit Report 

ASHA Accredited Social Health Activist 

AS Audit Staff 

AU Audit Universe 

B D Bank Draft 

BOD Board of Directors 

BRF Budget Revision Form 

CA Chartered Accountants 

CAAT Computer Aided Auditing Techniques 

CCDU Community and Capacity Development Unit 

CCT Climate  Control Technologies 

CIA Chief Internal Audit 

COC Code of Conduct 

COE Code of  Ethics 

CV Curriculum Vitae 

DA Dearness Allowance 

DDO Drawing and Disbursing Officer 

DGP Director General of Police 

DOP Delegation of Powers 

DP Pay as Defined 

EMD Earnest Money Deposit 
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Acronym Meaning 

FIFO First In First Out 

GOI Government of India 

GPF Government Provident Fund 

GRN Goods Received Note 

GRN Goods Receipt Note 

HOD Head of Department 

HR Human Resource 

HRA House Rental Allowance 

IA Internal Audit 

IAH Internal Audit Head 

ICWA Institute of cost & Works Accountants 

ID Identification 

IIM Indian Institute of Management 

IIP Internal Audit 

IIT Indian Institute of Technology 

INR Indian Rupees 

IT Information Technology 

KPI Key Performance Indicators 

MBA Masters of Business Administration 

MIS Management Information System 

MRP Material Requisition Plan 

MSc Masters of Science 

MSDS Material Safety Data Sheet 

NGO Non Government organizations 

OT Over Time 

PAN Permanent Account Number 

PBR Pay Bill Register 

PF Provident Fund 

PI Perpetual Inventory 
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Acronym Meaning 

PMU Project Management Unit 

PO Purchase Order 

PPAN Permanent Pension Account Number 

PPP Public Private Partnership 

PRI Panchayati Raj Institutions 

QCBS Quality and Cost Based Selection 

R & D Research & Development 

RAH Regional Audit Heads 

REDA Renewable Energy Development Agency 

RFD Results-Framework Document 

RGP Returnable Gate Pass 

RPFC Regional Provident Fund Commissioner 

RTI Right To Information 

 


