No.DTTDC/InternalAudit/2014-15

Subject:EngagingofChartered AccountantFirmsforconductinginternal Audit

A.INTRODUCTION

Delhi Tourism and Transportation Development Corporation (DTTDC) came in to its
existence on 12th December ,1975 under the aegis of Government of NCT of Delhi with an
object of developing tourism and carrying out other tourism related activities within the ambit
of its Memorandum of Association .Ever since its inception DTTDC has undertaken
multifarious activities like setting of outdoor catering service, production of tourist literature,
Dissemination of Tourism information ,operation of tourism and travel counters, providing of
tour and transport services, adventure sports activities, development of lakes and camping
sites, construction of bridges, flyover, underpasses, retail trading of liquor ,organizing regular
fair and festival. Thepaid- upcapitaloftheCorporation isRs.6.28croreconsisting
0f6,28,251sharesof Rs.100each.TheCorporation hasachieveda gross turnoverofRs.1301croreand
Rs.1298/-croreduringFinancial Year2013-14&2012-13respectively.

B.AUDITOBJECTIVEANDAPPROACH

1.Thelnternal Audithastobe conductedasperAuditProgrammeof the

Corporation(PlacedatAnnexure*A’)in thefollowing3 phases:

Phasel April -August
Phasell September -November
Phaselll December -March

TheAuditReportis requiredto besubmittedwithinonemonthoftheendofeach auditphase.



Thefocusischanging from*compliance’ toimprovingthequalityofbusiness

processesandmanagingrisksin theeverchangingbusinessenvironment.

ThekeypurposeoftheAuditwillbetoinstallanindependent, ongoingand

effectivereviewandfeedbackmechanism.
Theprimaryobjectivesoftheinternalauditwillbeto:

a) SupportandAssisttheBoardandtheManagementindischarging

CorporateGovernanceresponsibility.

b) ProvideControlAssuranceoflossesfor allkeyRisksthroughvalidationof

internalcontrols,systemsandprocesses.

C) Independentevaluation of  complianceswith policies, proceduresand
applicablelawsincludingcompliance oftheprovisions oftheCompanies Act,2013andother

taxation Laws.

d) Assess integrity and reliability of data for wuse in various decision

processesincludingphasedReporting.
e) Assistin enhancingOperationalEfficiencyinvolving

I. CostReduction/RevenueMaximization

Il.  MoreEffectiveUtilizationof Assets/Investment

I1l. Recommendationof BestPractices

2.)Theauditapproachshouldbesuchthatthefocusisonimproving efficiency
andperformanceofallactivitiesandoperationsbesidesensuringaneffective  riskassurance process.
TheAuditshouldbemoreorientedtowardsBusiness Processes ratherthanmereroutinetransaction

C.SCOPEOFWORK

Audit Programmeindicating the detailed scope of work enclosed as per
Annexure-A

Theabovescopeoftheworkisnotexhaustive,whichmaychangeaccordingto the requirementof
theManagement.



B.PROCESSOFAPPOINTMENT

TheCorporation isintheprocessofappointingoneinternalauditors for theFY2015-
16.Basedonthesatisfactoryperformance, thetenuremaybe extendedforamaximumperiodofone year.

TheCorporationislookingforreputedCharteredAccountant Firmfor
appointmentasinternal AuditoroftheCorporationfortheyear2015-16.

EligibilityCriteria:-

e TheCharteredAccountantsfirmmustbeaPartnershipfirmwithatleast
fiveFullTimeFellow/AssociateMembers ofthelnstituteofChartered Accountantsof
Indiaaspartners.

TheFirm shouldhaveat least10fulltimeauditstaffincluding full CA employeeand15 articles.

e The Firmshouldhave reportedanaverageprofessionalincomeof
Rs.100lakhduringthelastthree financial yeari.e. during2013-2014, 2012-13, and 2011-12.

TheFirmshouldhaveofficesorassociateofficesinNCR

TheFirm shouldbeinexistencefor thelast10years.

The firm has to be empanelled with CAG.

At the time of submission of bid must also submit demand draft amounting Rs 1050 in
favor of Delhi Tourism and Transportation development Corporation.(DTTDC)

The firms meeting the above said eligibility criteria will be shortlisted and will be called for
presentation. The presentation should cover the following points:
e About the scope mentioned in the tender document.
e Methodology to be adopted for doing the internal audit.
e Process improvement made in the previous internal audit assignment.
e What value addition can be made in the corporation from this internal audit
assignment?
The maximum marks allotted for the presentation is 50, securing minimum 35 marks
in the presentation for qualifying to open the financial bid.

Theothertermsandconditions forquoting feeforthelnternal Audit
Assignmentfortheyear2015-16 forthescopeofworkindicatedasper InternalAuditProgram me
(Annexure-A)isplacedasperAnnexure-I.

DTTDCmayappoint one Chartered Accountant firmsfortheinternal Auditwork.No
separateTA/DAoranyotherincidental chargesshallbepayablefor conductinglInternal Audit.

In this regard the Corporation invites sealed tenders from Chartered
Accountantsfirmsto besubmittedintwoparts,



Part-1(Technicalbidcomprisingletterinvitingtenderincludingscopeof work, other terms and
conditionsas per Annexure-l,Applicationas per Annexure-Il alongwithsupporting annexures,
Computation ofiIncomeasper Annexure-l1landlist of documentsattachedasper Annexure-V)

and

Partll(FinancialBid as per Annexure-1V)separatelysealedand super
scribedwiththenatureofbidi.e. TechnicalorPricebidandnameofthe work.

Boththebidsi.e. TechnicalbidandPricebidshallbesealedina3rdseparateenvelopewithcompletete

nder detailssuperscribed-
TenderNoticeNo.Date&Name&AddressoftheBidder. Thelastdateforreceiptofapplicationalo

ngwiththequotationis 25t march 2015

Everypage&Supportingdocumentformingpartof the tenderneedbe signedandsubmitted.

TheCorporationreservestherighttoaccept/rejectany/alltenderswithout assigninganyreasons



"Annexure-1"

OTHERTERMSANDCONDITIONS

TimeSchedule

a) Lastdateandtimeforreceiptof 25.03.2015
Tender
b) Date of presentation Will be intimated.

FullTime Thetermfull-timepartner/CAemployeedoesnotincludethose personswhoare-

Partners/CA (i) Partnersinotherfirms,

Employee (i) Employedparttimeelsewhere,practicingintheirnameor engaged
inpracticeotherwise orengaged inanyother business/activity whichwould
deemedtobeapracticeunder thecharteredAccountantsAct,1949.

(iii)Partners,whohaveearnedmoreprofessional ~ incomefrom  othersources
(includingincomefromeducationalinstitutions/
privatetuitions)thanincomefromthefirm

Application Theapplicationbesubmittedintheprescribedformat-Annexure

Ilenclosedherewithalongwithallrequisitedocumentsprescribed asperAnnexureF
1toF 8wouldonlybeconsidered.

Documentstobe Allthefirmsarerequiredtoenclose thefollowing documentsalong

Annexedwiththe withtheirapplication:-

Application (i) A copyConstitutioncertificateof thefirmissuedby

thelCAlcontaininginter-alia
(@) Dateof Formationof thefirm.
(b) Detailofpartners/CAemployees asonlstApril,2014,
dateofjoiningthefirm,dateofbecomingFCA,theirother interest,if any,
(ii) A copyof thePartnershipdeed,
(iii)Acopyoftheacknowledgementofthel Treturnofthefirmand
allfulltimepartnersforthelastthreeassessmentyearsi.e.
2011-2012, 2012-2013 and2013-14andacopyofthe
computationofincomesubmittedtol Tauthoritiesofthefull
timepartnersandalsodetailsasper Annexure-IlI.




(iv) Detailsofthecourtcases/arbitrationcases/or anyothercases
pendingagainstthefirm.

Receiptof
Applications

The applications must be delivered / submitted (in a sealed
Envelope)intheTenderBoxkeptattheReceptionofDTTDC.The applicationistobe
addressedto: -

SmtSundariSathiyamani

Manager Finance,

Delhi Tourism And Transportation Development CorporationLimited
18-A,DDA SCO Complex,Defence colony ,

NewDelhi-110001

OntheTopof the envelopecontainingtheapplicationandattached
documents,thefollowingshouldbestated:
"Applicationforinternal Auditassignment”

Signatureof the
fulltimepartners/
paidCA employees

Managing Partner/ Sr. Partner should invariably sign the
Undertakingappendedin theapplicationformatenclosedherewith.

Acceptanceof Onlyapplicationscompleteinallrespectswillbeconsideredfor

applications Evaluationoffinancialbid. ThedecisionofDTTDC inthisrespectwill
befinalandbinding

Awardof L1bidderonoverallbasisw i | | be awarded the Internal Audit work.

Assignmentof
Internal Audit

Tenureof Tenureofassignmentwillbeinitiallyforaperiodoneyear,which

Assignment maybeextendableforanotherperiodofoneyearonsameterms and
conditionssubjectto thediscretionoftheManagement.

Paymentof (i) Professional Fee: Professional fee for the internal audit

Remuneration&Oth AssignmentshallbepaidoncompletionofphaseAuditbasisand

erExpenses onsubmissionoffinalreportforthephaseauditconducted. The

paymentoffeeshallbepaidsubjecttodeductionoftaxatsource  aspertheprovisionsof
thelncomeTaxAct,1961.However the 10% of the fee will be withheld till the
conclusion of the statutory audit, balance will be disbursed on pro rata basis on
submission of the report of the phase Audit.
(if)StatutoryTaxes etc.:  Alltheothertaxesorotherstatutory
paidextra.

OutofPocketExpenses:

No TA/DA &any incidental charges shall be pavable .

leviesetc.shallbe

Sub-contracting

NoCAfirmengagedforinternalauditworkwillbeallowedtosub-
contractthejobawardedtoit




“Annexurell”

Application formforInternal AuditAssignment
(Pleasestrikeoffwhicheverisnotapplicable)

SECTION-A

Statusofthe firm PARTNERSHIP

1. | a) Nameofthefirm(in
Capitalletters)

b) AddressoftheHead
Office

TelephoneNumber
E-mailaddress
C) PANofthefirm

2. ICAI Region
Registration Name
No.

3. a)Dateofconstitutionofthefirm
b)DatesincewhenthefirmhasafulltimeFCA

4, Numberoffull-TimePartnersofthefirmas

on01-04-2014
(PleasefillupAnnexureF-1) FCA ACA

5. NumberofPart-TimePartnersifany,ofthefirmason01-04-2014
(PleasefillupAnnexureF-2)

6. NumberoffulltimeCharteredAccountantemployees
Employeesason01-04-2014(PleasefillupAnnexureF-3)

7.Numberofauditstaffemployedfull-timewiththefirm-(Pleasefillup
AnnexureF-4)

(a)Articles-(Pleasefillup AnnexureF-5)

(b) Otherauditstaff(withknowledgeofbookkeepingandaccountancy) (c)
Otherprofessionalstaff(pleasespecify)-

8.NumberofBranches/AssociateOffices(PleasefillupAnnexureF6)



9.Whetherthe firmispresentlyengagedinanyinternal/concurrentauditor
anyotherserviceofanyGovernmentCompanies/Corporationsetc.
If yes, details may begiveninAnnexureF 7

10.Whetherthereareanycourt/arbitration/anyotherlegalcaseagainstthe
firm/(if yes,givea briefnoteofthecaseindicatingitspresentstatus)

YES

YES

NO

NO



SECTION-B

Undertaking

I,theManagingPartner/Sr.PartnerofM/s
Chartered Accountantfirmdoherebyverifyand declare-

a) Thattheparticularsgivenarecompleteandthatifanyofthestatementsmadeorthe
informationso furnishedintheapplicationformislater foundnorcorrectorfalseortherehas
beensuppressionof materialinformation,thefirmwouldnotonlystanddisqualifiedfrom
allotmentbut wouldbeliablefordisciplinaryactionundertheChartered Accountants
Act,1949andtheregulationsframedthereunder;

i.  Thatthe firmorpartnershasnorbeendebarredorcautionedbylCAlduringthelast
threeyears,(Ifdebarred,givedetails);

ii.  Thatindividuallyweare notengagedinpracticeotherwiseorinanyotheractivity
whichwouldbedeemedto beinpracticeundertheChartered AccountantsAct,
1949,

iii.  Thattheconstitutionofthe firmason01-04-2014shownin theapplicationissame
asthatintheconstitutioncertificateissuedbythel CAl.

S. Nameofthe Membership PANNOo. Datesofpaymentof the Signature
No. | fulltime RegistrationNo. feesfortheyear2014- of
partner 2015.A/B* Managin
g
Partner/S
r. Partner

(SealoftheFirm)

*AFormembership

B Forissueofcertificateofpractice
Place

Date:
Enclosures:pages.



Firm’sName.......coovvvieniinnnnn,

“Annexurelll”

COMPUTATIONOFINCOME

1.Incomefrombusiness/professionasperI TReturn:

2.Incomereceivedfromothersources:
a. Rentfromhouseproperty b.
Interestondeposits
c. Incomefromshares
d. Incomefromanyothersources(Pensionetc.)Pleasespecify

CertifiedthattheabovetallieswiththelncomeTaxreturn/computationsheets

submittedtol Tauthorities(Copiesenclosed)filedbyme.

SignatureoftheManagingPartner/
Sr.Partner

Sealofthefirm
(Nameof partner)

MRNNo.

Date:



FORMATOFFINANCIALBID

ANNEXURE-IV

Firm’sName.......oovve v,

Internal audit for the scope of work defined in the Audit ProfessionalfeePERANNUM
programme.

exclusiveoftaxes

(InRs.)

Signatureofthe

Managing

Partner/

Sr.Partner

Sealofthefirm
(Nameofpartner)
MRNNo.



Note:(i)Man-daysrequiredtobedevotedonphaseauditbasisbyvariouslevelof

Persons of CAfirmaresummarizedasunder:

SR. Levelof person Man-daysrequiredtobedevotedoninternal
No. tobeassociated Auditphase-wise- excludingtravellingtimeatall location
inthelnternal
Audit
April-August September- December-
November March
1. Partner/Sr. 6 3 5
Partner
2. Chartered 24 14 18
Accountant
Employee
3. JuniorStaff 25 15 20

(i)

No.additionalfeewill bepayableforadditionalman-days spentonthe




Firm’sName

DetailsofFull-TimePartners

(PleaserefertoSL.No.4oftheapplicationform)
Nameof Member | Whether | Dateof | Dateof
thePartner | shipNo. FCA/ joinin

SL.
No.

ACA g the

/ firm
(Full
time
)

Ifyes,pleaseattachacopyofthecertificate.

becoming
FCA

“AnnexureF-1"

Station& | Whether

Region acknowledgement

Where ofIncomeTax

residing ReturnfortheA.Y.

atpresent | 2013-2014attached
YES/NO

SignatureoftheManagingPartner/

Sr.Partner
Sealofthefirm



“AnnexurefF-2”

Firm’s Name_

DetailsofPartTimePartnersofthefirm
(pleaserefertoSINo.50ftheapplicationform)

Nameof | Membership. Whethe | Dateof
partners | No. rFCA/ | joining
ACA Partnershi

p

Dateof No.of Whether | Whether
becomin | other practicin | employe
g FCA firmin g inhis d
which ownnam | elsewher
heis e e (Y/N)
partne also(Y/N

SignatureoftheManagingPartner/
Sr.Partner
Sealofthefirm



“AnnexureF-3”

Firm’sName_ ......ccooviiiiiiiiiiiiiieenenn,

Detaik offulltimeChartered Accountant Employees
(pleaserefertoSL.No.6oftheapplicationform)

Sl Name Membership | WhetherFCA | Dateofjoiningthe Signatureof
No. No. / ACA firmasfulltime theemployee
employee

» If yes,pleaseattacha copyofthecertificate.

SignatureoftheManaging
Partner/
Sr.Partner

Sealofthefirm



Firm’sName

Detaik offulltimeAuditSaff

(PleaserefertoSL.No.7oftheapplicationform)

Sl.
No.

Name

Designation

“Annexure-F-4”

Dateofjoiningthe
firmasfulltime
emnlovee

SignatureoftheManaging
Partner/
Sr.Partner

Sealofthefirm



“Annexure-F-5”

Firm’sName

Detaik ofArtickes
(pleaserefertoSL.No.7oftheapplicationform)

Sl NameoftheArticle AcrticleNo. Dateofjoiningthe
No. firmasarticle.
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

SignatureoftheManaging
Partner/

Sr.Partne

r
Sealofthefirm



Firm’sName

“AnnexureF-6"

ParticularsofBranches/AssociateOffices inIndia
pleaserefertoSL.No.8oftheapplicationform)

SL | Stationat Completeaddresswith | Nameofthe Dateof Region
No. | whichlocate PINCode&Telephone | partnerin- openingofthe
d No.,MobileNo.and charge branch
Email-1D nfthehranch

SignatureoftheManaging
Partner/
Sr.Partner
Sealofthefirm



“Annexure-F 77
(pleaserefertoSL.No.9oftheapplicationform)

Firm’sName.......oovvvviiiiiiiiinnnn,

Detailsofinternalaudit work/anyotheraccountingworkofPublicSectorUndertakingin

handwiththefirm and completed and other internal audit assignment.

(PleaserefertoSI.No.10oftheapplicationForm)

SlI.No. NameofthePSU/Unit Natureofassignment Yearforwhichappointed

SignatureoftheManaging
Partner/
Sr.Partner

Sealofthefirm



Firm sName. ..o e

LISTOFDOCUMENTSATTACHED

Natureof Document

1.Particularsofpartners, paidCA employees,
Branches and details of InternalAudit
worketc.inAnnexureF-

1,F-2,F-3,F-4,F-5andBandC

2.Acopyofconstitutioncertificateof firm
issuedbythelCAltothefirm  containing inter

alia,thedetailsofpartners, CA employees

andtheir interests as on 1StApriI, 2014,

3. A copy of the financial statement
(Balance  Sheet, Profit &Loss account along
with schedules) forthe year2011-

12,2012-13and2013-140f thefirm

Yes

Documentattached

No

AnnexureV

PageNo.



4. Information regarding the experience of

thefirminAnnexureF7

6. Copiesofacknowledgementofincome Tax

returninrespectofthefirmand a copyof
computation of incomeof thefirm
inAnnexurelll

7. Financial Bidintheformatprescribed

asperAnnexure-1V.

8.Demand Draft for Rs 1050 in favour of

DTTDC.

NOTE:ALLTHEABOVEDOCUMENTSSHOULDBESIGNED,
CERTIFIED,PAGENUMBEREDANDPROPERLYTAGGED.THIS
OFFICEOWNSNORESPONSIBILITYFORTHELOSSOFANY
DOCUMENTSWHICH ARENOTPROPERLYTAGGEDALONGWITH

THEAPPLICATIONORDOCUMENTSSENTSUBSEQUENTLYIN PIECEMEAL



Annexure‘A’

INTERNALAUDITPROGRAMME:201516

Thefunctionandscopeofinternal Auditing are(a)tocheckcompliance
withpolicies,procedures andcontrolslaiddownbytheManagement; (b)the examination
andevaluation oftheadequacyandeffectiveness ofOrganization’s
systemofinternalcontrolandthequalityofperformance, incarryingassigned responsibilities.

Forthispurpose,Internal Auditorsshouldverifytheaccounting records,reportsandoperatingresultsfor
theiraccuracyandreliability.

Thelnternalauditreportmustcontaincasesofsubstantial lossesand blatant
violationoflaiddown procedures. All cases where the agreement/contract concluded/executedis
in gross violation of the general guidelines/decisionsoftheCompetentAuthorityshouldinvariably
beincludedin theinternalauditreports.

Thepatternforsubmissionofinternal AuditReportsduringtheyearwill beasunder:-

1StreportcoveringtheperiodfromApriI-August.
2 “reportcoveringtheperiodfromSept;-November

cll reportcoveringtheperiodfromDec.-March

Internal AuditProgrammeforthefinancialyear2015-16coveringauditof
variousitemstobefollowedinCorporateandBranch offices during theyearis indicatedbelow:-

1.CashBook.JournalBook.BankReconciliation.Ledger TrialBalanceandotherbooks:

- Toverifyabovebookswithspecialemphasistobelaidonverification
ofexpenditure,whichshouldbewithintheallocatedbudge.t

2.Purchase.salesandotherrelatedrecords:

- Whileverifyingpurchase,salesandotherrelatedrecords to check the correctness.

- Tocheckcorrectnessofprovisional/finalinvoicesandTDS,SalesTax
etc.arededucted/recoveredasperActandremittedintime

3. Stocks

- Tocheckmaintenanceofstockregister.



Whether stocks are properly insured.

- Whether Physical verificationof stockisconducted as per the guideline of the
corporation and also taking part in physical verification process conducted at year end.

ClaimsRecoverable.ProvisionsandClaimsAccount

- Toconductdetailedscrutiny.

VAT

- Toreport the mismatch in 2A and 2B.

Assets

- Whetherassetsarefullyutilized

To checkwhetherallstocksandofficebuilding/equipment’s/fixtures

are fully insured as per the policy of the corporation.

Toverifywhetherallrent/leasedeedsaretimelyrenewed.

Tolistoutthe detailsof thepropertieswhereRentDeednotrenewed.

Tocheckalltherent,waterandelectricitycharges,servicetaxdues
fromtenantsarepromptlyrecovered.

ToverifyallConveyanceDeed, LeaseAgreementstoensurethat
thesehavebeenproperlyexecutedinfavourofSTC.

TocheckdetailsofpropertieswhereleaseDeedarenotexecuted  and Registrationof
ConveyanceDeedsare pending.Reasonsfor
delayandeffortsmadebytheBranch/Division.tobeascertained.

TocheckwhetherFixedAssetsRegisterisupdatedforalladditions anddeletions.

Tocheckwhetherphysicalverificationofassetsatproperintervals  conductedand  also
taking part in the physical verification conducted by the corporation as on
31.03.2016,discrepancies properlyaccountedforandtoreporton
assetswhicharenotinuseandkeptfordiscard.

Toverifythattheprocedureslaiddownforappointments/removalare
strictlyfollowedandpayments releasedaftercompletion oftheir obligation.



-To check the fixed assets schedule prepared by the management before submission to
the statutory auditor.

7. IncomeTax AdvanceTax WealthTax. TDS.WorkContract Tax.Servicetaxetc.

- To checkcorrectnessandtimelinessof deductionsandpayments
includingservicetaxunderReversechargemechanism.

Tocheckwhetherallreturnsare beingfurnishedin time.

Tocheckwhethercasesofassessment/refundsarebeingpromptly followed.

TocheckwhetherTDScertificatesareissuedin time.

- To check the projection of the financial result for making the payment of advance tax.

8. LegalCases

- To check for maintenance of proper records including year-wise details
ofexpenditureofeachcase. Whethertherecords areupdated withgistofnewdevelopment
includinghearings,response filed/receivedetc.,

- Toverify thateachexpenditurehasbeenincurredwiththeapproval of competentauthorit



9. Administrativeissues

Tocheckthemaintenanceofproperrecordssuchasservicebooks,
attendanceregister,leaverecords,etc.
Tocheckproceduresfordrawingsalarybills,especiallywithregardto
unauthorizedabsence.

Tochecktheproceduresforhiringof cars.

Tocheckrecordsrelatedtostaffcarssuchaslogbooks,procedure
followedforrepairs,averagemileage,etc.

To

checkthatcorrectproceduresarefollowedinawardingjobsrelatingtomainten
anceof officebuilding,staffquartersetc.

Tocheckwhethermortgage formalitieswithregardtoHBA,MCA etc.
havebeencompleted andtitledocuments keptinsafecustodyofthe Corporation.

Tocheckthat all purchasesofcapitalitemsare as per proceduresand
withintheapprovedbudgets.

To checkthatpurchaseofallconsumables/stores/stationaryand
printingetc.areasperneedandprocedures,andwithintheapproved budgets.

Tocheckalltheadvancesdrawnbyemployees,recoverywithinterest madethereof



AC etc. and recordsmaintainedto ensurethat servicehas been providedin
accordancewiththeschedule.

10. QuarterlyAccounts

11.

Tocheck/reviewprovisionalunauditedquarterlyresults division wise and consolidated

OtherActionsrequired

To checkthePerformaaccount, tradingaccount, profitandlossaccount,
balancesheetandotherbooksofaccounts beforefinal signingbytheStatutoryAuditors.

Tocheckschedulesrelatingtoliabilities,claims,advance,suspense
account,sundrycreditors,sundrydebtors,etc.

Tocommentontheactiontakenforclearanceandreconciliationof partyaccounts.

To commentuponexcessive/outstanding demurrageordispatch
claims.

Toreportoncasesof excessiveshortagesortheft.
Tohighlightoutstandingdebitsandcreditsrelatingtointerdivision transactions.

Toreportallmaterialitemsquarterlywhichrequireattentionofthe
Management.

Checking of the division wise opening balances.
Reconciliation of income with 26AS.

Checking of the provision of expenses, whether all the expenses are provided and the
capitalization of the assets as per the its completion certificate.



Furtherfollowingareasarealsorequired tobelooked intoandreported intheAuditReport:
= ConfirmationofcomplianceofCompaniesAct2013
Confirmationofcomplianceof Taxation Laws.
Commentonthe adequacyofProvisions
Updateonreviewofpreviousaudit
Suggested measures ofcontrol of LossTransactions

Note:  Toreportallmaterialitemswhichrequireattention oftheManagement.



GUIDELINESFORCONDUCTINGINTERNALAUDIT

Internal Auditwillbeconductedfor theperiod:
i)  April  —August,
i) September—November
iii)  December—March
Reportforeachperiodshallbefurnishedwithinonemonthaftertheend ofthe period.
Provisional quarterlyaccountsasalsofinalannualaccountswillalsobe

examinedasapartofinternalaudit.

Itwillbeexamined ~ whetherguidelines,  procedures,  administrative

instructions,delegationofpowersprescribedbytheCorporateOfficefrom time to timeare
beingfollowedbythebranches/divisions.

Itshallbeexamined whethertherehasbeenanydeliberatesplittingof
contractswithaviewtobringdownthevalueofatransaction withinthe delegationof power.

Internal AuditReportswillalsomakesuggestions ~ forimprovement  inthe
systemsandproceduresfor thefuture.

Internal Auditwillbemoreofregulatoryandproprietaryin nature.



DELHI TOURISM & TRANSPORTATION DEVE. CORPORATION LTD

Additionalguidelinesforfollow-upbyinternalAuditors

ExecutiveSummary

Thelnternal Auditorsshallfurnishanexecutivesummary witheachperiod’s
auditreportoftheconcernedbranch.  Thelnternal Auditorsshallindicatethemajorparas,discrepancies
and suggestive corrective action in the said summary to invite the kind attention of  the
managementaswellasenablingtotake correctiveaction.

Reviewingthe Position of Debtor/ Claim

Age-wiseanalysisofthedebtorsshallbecarriedoverbythelnternal Auditorsin
eachperiod’sreportindicatingtheopeningbalance,debtors/claimsrecovered during the period and
closing balance at the end of the period. Proper
correspondencetookplacebetweentheassociateandbranchshouldbeseen
thoroughlyandsuggestionsshouldbemadetorecovertheoutstandingamount fromtheconcerned.

Other necessary annexure to be incorporated with the report:

e Man days taken in completing the audit as per the Performa attached.

e Quarters division wise and consolidated results.

e Action taken Report (reply of the management) on the previous phase audit has to be
invariably incorporated in the Audit Report.However action taken in respect of the last
phase audit can be submitted separately.



Check list of scope to be submitted along with the internal audit report.

S.No Scope Compliance

1. Verification of books of account ,cash
book, Journal book, bank
reconciliation etc.

2. Verification of Purchases and sales.

3. To report mismatch under VAT 2A
and 2B.

4. Scope for Assets as defined in point
no. 6 of annexure A

5. To check all the statutory dues are

properly deducted and collected as per
the provision of the relevant statute
and deposited to the Government in
the timely manner.

6. Checking the provisional financial
prepared for the purpose of calculating
the Advance Tax.

7. To check the records of legal cases as
per the scope mentioned in Annexure
A

8. Reconciliation of the income with 26
AS

9. To highlight debtors, creditors,
liabilities and advances which are
stagnant.

10. To check the administrative issue as
per the scope mentioned in Annexure
A

11. To check the financial statement
before submission of the same to the
Statutory Auditor.

12. To check the whether correction action
are taken on the observation of the
CAG and statutory Auditor.

13. Any suggestion for improvement in
the system and procedure, whether any
suggestion has been made in the
report.

14. Whether all the statutory requirement
has been compiled with in respect of
companies Act and other Taxation
Laws.

*The above check list is not exhaustive, which may change according to the requirement of the
management.







