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Preface
This manual was first brought out in 2003 with the aim to provide guidance to those
entrusted with the task of Revenue Sector Audit. This manual incorporates general
principles and instructions prescribed/issued by the Comptroller and Auditor General
of India and the Accountant General (Economic & Revenue Sector Audit), Rajasthan
from time to time pertaining to audit of State Revenue. Main provisions of
Compliance Auditing Guidelines issued by the Comptroller and Auditor General of
India in February, 2016 have been included in the manual in Chapter 6. Further,
important circulars/orders, new format of Inspection Report and Title Sheet have also
been included.
Orders and guidelines relating to audit of specific taxes are mentioned in the
respective manuals.
This volume is updated till 31st March 2018. Revenue Sector Audit-I Section dealing
with general and coordination work at headquarter will be responsible for updating the
manual.
Suggestions for improvement of the manual and bringing out of errors and omissions
are welcome.

(Anadi Misra)
Accountant General (E&RSA),
Rajasthan, Jaipur

Date:
Place: Jaipur
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CHAPTER – 1
INTRODUCTORY
Statutory Duty
1.1
Prior to the coming into force of Constitution of India in 1950, the audit of
receipts could be taken up by the Auditor General only with the approval of the
Governor General or the Governor of the State as the case may be or when it is
specifically required by them. Receipts of the Customs, Public Works and Forest
departments has been audited by the Auditor General for a long time, but the receipts
of the other main revenue earning departments like Income tax, Central Excise, Sales
tax etc. were not subjected to audit prior to 1960. The only check exercised in respect
of these receipts prior to that year was to see that all revenue receipts, which had been
collected, had actually been brought to accounts.
1.2
The Constitution of India provides that the reports of the Comptroller and
Auditor General relating to the accounts of the states shall be submitted to the
Governors for being laid before the State legislatures. The use of the comprehensive
term ‘accounts’ suggested totality of accounts covering not only expenditure but also
receipts. Consequently, audit of major receipts of tax revenue like Income Tax, Duties
of Excise on the central side and Sales Tax on the state side was taken up from 1960
onwards. The regular audit of Sales Tax receipts in Rajasthan was taken up in June
1962, after obtaining the approval of the State Government in July 1961.
1.3
The Comptroller and Auditor General’s (Duties, Powers and Conditions of
Service) Act, 1971 contains an express provision (Section 16) about the audit of
receipts in the following words: It shall be the duty of the Comptroller and Auditor General to audit all receipts which
are payable into the Consolidated Fund of India and of each State and of each Union
Territory having a Legislative Assembly and to satisfy himself that the rules and
procedures in that behalf are designed to ensure an effective check on the assessment,
collection and proper allocation of revenue and are being duly observed and to make
for this purpose such examination of the accounts as he thinks fit and report thereon.
Accordingly, audit of receipts has now received express statutory mandate for the
Audit Department. Audit of other state receipts namely Land revenue, Registration fee
and Stamp duty, Taxes on motor vehicles and State Excise duties etc. was taken up
after 01.04.1973, the period of audit commencing from the year 1972-73.
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Area of Audit
1.4
R.S.A. wing deals with revenue and expenditure audit of following
departments:
Revenue Departments:

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

Expenditure Departments:

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

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

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

(ii)

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

(iii)

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

1.6
The Government of Rajasthan (Finance Department) vide their letter dated 15th
January 1979 and No. F.3 (1) FD/R&AI/76 dated 22.11.1979 have clarified that
Departments are to make all the files available including their note portion, to audit.
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CHAPTER – 2
BASIC PRINCIPLES OF AUDIT OF RECEIPTS
Basic Principles
2.1 The audit of state receipts and refunds is regulated by the general principles
governing the audit of receipts, as laid down in Chapter 3 of the Comptroller and
Auditor General’s manual of standing orders (Audit) and the Introductory Chapter in
Revenue Audit Manual.
2.2

Audit Objectives and Scope

2.2.1 Audit of receipts embraces the audit of all tax and non-tax receipts of the
Central and the State Governments and Union Territories. It also requires the
Comptroller and Auditor General to satisfy himself that the rules and procedures in
that behalf are designed to secure an effective check on the assessment, collection and
proper allocation of revenues and are being duly observed and to make, for this
purpose, such examination of the accounts as he thinks fit and reports thereon.
2.2.2 The Audit Department should not in any way substitute itself for the revenue
authorities in the performance of statutory duties. However, Audit should satisfy itself
that the requirements of legality and regularity are observed in individual assessments
and in general that the departmental machinery is sufficiently safeguarded against
error and fraud and that so far as can be judged, the procedures are followed to give
effect to the requirements of law.
2.2.3 It is not the duty of Audit to review a judicial decision nor does Audit normally
review the judgment exercised by officers in individual cases in areas purely falling in
their discretion. But it must be recognized that an examination of such cases is
important for judging the effectiveness of assessment procedures, recovery
procedures, etc. Where the information available on an individual case is insufficient
to enable Audit to ascertain how the requirements of the law have been complied with,
Audit may consider it as its duty to ask for any further information to enable it to form
the judgment required of it as to the effectiveness of the system.
2.2.4 Any obvious errors in assessment, computation, etc. can be pointed out in audit
leaving it to the administrative authorities to set right the errors by adopting such
action as they may consider appropriate.
2.3

Key areas of audit scrutiny

Audit of regulations and procedures for assessment, collection and refunds
2.3.1 It is the primary responsibility of the departmental authorities to see that all
receipts due to Government are correctly and properly assessed, realized and credited
to Government accounts. The most important functions of audit are (i) to see that
adequate regulations and procedures have been framed by the Revenue Department to
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secure an effective check on assessment, collection and proper allocation of taxes;
and (ii) to satisfy itself by adequate test check that such regulations and procedures are
actually being adhered to. Audit should also make such examination as it thinks fit
with respect to the correctness of the sums brought to accounts.
Audit of arrangements for detection/prevention of frauds and other irregularities
2.3.2 In the audit of Receipts, it would be necessary in the case of a department
which is a receiver of public monies to ascertain what arrangements are in place to
ensure the prompt detection, investigation and prevention of irregularities, double
refunds, fraudulent or forged refund vouchers or other loss of revenue through fraud,
error or wilful omission or negligence to levy or collect taxes or to make refunds. For
instance, the department could be requested to undertake a comparison of a sample set
of counterfoils of receipts with those available with the tax payers or other debtors, the
results of the comparative study being made available to Audit. Audit may also
suggest any appropriate improvements in procedure.
Audit of effectiveness of rules and orders governing collection of receipts
2.3.3 Audit of receipts will be regulated mainly with reference to the statutory
provisions as judicially interpreted or financial rules or orders applicable to the
particular receipts involved. If the test check reveals any defects, lacunae or loopholes
in the provisions, rules or orders, the department’s attention should be drawn to the
advisability of these being suitably amended.
Examination of outstanding dues
2.3.4 Audit should carefully review any outstanding dues and suggest to the
department authorities any feasible means for their recovery. Whenever any dues
appear to be irrecoverable, orders for their waiver and adjustment should be sought.
Audit of internal controls
2.3.5 Ordinarily, Audit will see that the internal procedures adequately secure
correct and regular accounting of demands, collections and refunds, that no amounts
due to Government remain outstanding in its books without sufficient reason and that
the claims are pursued with due diligence and are not abandoned or reduced except
with adequate justification and with proper authority.
2.3.6 To sum up, the most important function of Audit and the area of audit concern
in relation to assessments and refunds is to satisfy itself, by such test checks as it may
consider necessary, that the internal procedures adequately provide for and actually
ensure:
(i)
the collection and utilisation of data necessary for the computation of the
demand or refund under law;
9

(ii)

that the computation and realisation of various taxes, fees, rents, royalty, etc.
are in accordance with the applicable tax laws;
(iii)
the prompt raising of demands on tax payers in the manner required by law;
(iv)
the regular accounting of demands, collections and refunds;
(v)
the correct accounting and allocation of collections and their credit to the
Consolidated Fund;
(vi)
that the relevant and requisite records are being maintained properly;
(vii) that proper arrangements are in place to safeguard against negligence or
omission to levy or collect taxes or to authorize refunds;
(viii) that adequate control and monitoring mechanisms have been devised to
prevent loss or leakage of revenue;
(ix)
that there has not been any loss or leakage of revenue on account of lacunae or
loopholes in the rules framed for the purpose or on account of avoidable delays
in the issue of the necessary notifications and orders;
(x)
that the machinery for detection of cases of evasion is adequate;
(xi)
that double refunds, fraudulent or forged refund orders or other losses of
revenue through fraud, default or errors are promptly brought to light and
investigated;
(xii) the claims of tax payers are pursued with due diligence and are not abandoned
or reduced except with adequate justification and proper authority;
(xiii) that cases pending in courts of law or before appellate authorities have been
pursued adequately and appeals, wherever justified or considered necessary,
have been filed within the period of limitation; and
(xiv) that the estimates of revenue have been realized at the end of the financial year.
Note: In cases of shortfall in realization of the estimates, Audit should ascertain if this
was attributable to negligence in collection or whether the original estimates
themselves were erroneous or unreliable.
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CHAPTER – 3
ORGANISATION OF REVENUE SECTOR AUDIT WING
General
3.1
The work of Revenue Sector Audit Wing is supervised by a Sr. Deputy
Accountant General/Dy. Accountant General dealing with Revenue and Expenditure
Audit of Revenue Departments (Commercial Taxes, State Excise, Transport, Land
Revenue, Registration and Stamps Department etc.) of the state and few expenditure
departments under certain heads and looks after the co-ordination work including
framing and approval of programmes and establishment work for the entire wing.
3.2
The Revenue Sector Audit Wing headquarters comprises of six sections each
headed by an Assistant Audit Officer under the Supervision of a Senior Audit
Officer/Audit Officer. In the Supervision of local audit work, the Group Officer is
assisted by the Sr. Audit Officer/Audit Officer (Inspection) who supervise the field
audit parties to the prescribed extent. Each local audit party consists of two Assistant
Audit Officers and one Senior Auditor/Auditor. The strength of RSA staff depends on
the number of parties required for carrying out the annual audit plan as per prescribed
norms.
Training of Revenue Sector Audit Wing staff
3.3
Revenue Sector Audit wing being a specialised branch of audit is manned by
the staff trained in various taxes precepts. For capacity building of officers/officials of
this wing training at different levels is being imparted:
(i) In-house training:
In house trainings are organized on the general issues i.e. Office procedure,
Right to Information Act & APAR writing, Awareness about ISSAIs and IT courses
etc. and tax specific trainings as per requirement of the wing.
(ii) Regional Training Institute (R.T.I.):
R.T.I. Jaipur prepare training calendar every year for capacity building on
specific/new issues i.e. Audit Planning (including statistics in audit & risk based audit
approach), Audit Evidence, Documentation & Reporting, Workshop on Goods and
Services Tax etc. As per the requirement of the wing nomination for these courses are
made by Group Officer with approval of Accountant General.
(iii) Other agencies:
Nomination for training courses conducted by the iCED, iCISA etc. are also made.
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CHAPTER – 4
WORKING OF HEADQUARTER SECTIONS
General
4.1
The co-ordination work in connection with the State Revenue Audit is at
present done by six State Revenue sections at Headquarters. Distribution of items of
work between them is given in Appendix-I. Duties of Headquarter staff are given in
Appendix-II.
Local Audit Programme
4.2
Each year an Annual Audit Plan is prepared by RSA-I section. This plan is
submitted to Accountant General (E&RSA) for approval. Thereafter, it is sent to
Central office on date prescribed by them for approval. The annual audit Plan as
approved by the Accountant General is later split-up into quarterly programme for the
various parties drawn up under the orders of the Group Officer. Details of
Department-wise total units and selected units for the Annual Audit Plan 2018-19 are
as under:
S.
No.

Name of Tax

Total units (Category wise)
Apex
Audita
ble
Entity

Audit
Units

Imple
menti
ng
Units

No. of units selected for audit

Total

Apex Audit Imple
Audita Units menti
ble
ng
Entity
Units

Total

1

VAT

1

188

297

486

1

62

99

162

2

State Excise

1

55

54

110

1

16

17

34

1

95

26

122

1

21

9

31

1

542

0

543

1

99

0

100

5

Taxes on Motor
vehicles
Stamps Duty &
Registration
Fee
Land Revenue

1

34

603

638

1

10

75

86

6

Mining

1

60

35

96

1

18

5

24

7

Settlement

0

12

0

12

0

3

0

3

8

Patwar training

0

8

0

8

0

2

0

2

Collector
(Misc.)
Geology

0

33

0

33

0

7

0

7

0

24

0

24

0

5

0

5

Revenue
Intelligence
Total

0

1

0

1

0

1

0

1

6

1052

1015

2073

6

244

205

455

3
4

9
10
11

12

4.3
In order to facilitate framing of programmes of local audit and to have a close
watch on the progress of audit according to prescribed periodicity a cycle Index
Register giving following details is maintained by RSA-I section:(a)

Name of the unit/office to be audited.

(b)

Prescribed periodicity (i.e. Annual, Biennial, Triennial).

(c)

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

(d)

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

(e)

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

(f)

Revenue of the unit.

(g)

Pending index sheet point.

The entries of dates of audit shall be attested by the Assistant Audit Officer/RSA-I.
The Register is submitted to the Group Officer quarterly viz. on 15th January, April,
July and October.
4.4
The programme of local audit shall be drawn by the Headquarter section with
the approval of Group Officer well in advance, at least one month before the
commencement of audit. Intimation of the date of audit to respective offices to be
visited should be sent in form SY-330 at least ten days before the commencement of
each audit. As far as possible, it should be ensured that the programmes do not clash
with Internal Audit party of the department. The local audit of Commercial Taxes
Department and Transport Department should not generally, be conducted during the
month of April as the entire staff remains busy with the yearly tax collection work and
opening of new registers for the ensuing year.
4.5
The programme should be arranged in such a manner that the expenditure on
Traveling allowance is kept down to the minimum. The tour programme should be
arranged in such a manner that journey to the same side is not undertaken more than
once unless required on account of special reason. A party visiting a particular
district/divisional headquarter should be allotted as far as possible all offices within
that district, which are to be inspected during that quarter.
4.6
Time allowed for Inspection:- The time in term of working party
days/mandays allowed for each audit is indicated in the quarterly audit programme.
This should not ordinary be exceeded. The Inspecting Officer/Assistant Audit Officer
are, therefore, advised to ensure that the work is completed within the allowed days as
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far as possible and no extension is asked for. If, however, for any genuine reason
extension becomes necessary suitable adjustment should be made in subsequent audits
by the local audit party to ensure that no audit is suspended.
(Ref. RSA-I/Lk.v./99-2000 dt. 30.7.1999)
Check Register of Weekly outturn statements
4.7
(a)
The Register maintained in Form SY-325 by RSA-I is posted from the
weekly diary extracts (SY-324) received from the field audit staff. A separate register
is maintained and it should be ensured that the extracts duly filled in properly are
received promptly from the field staff. These diary extracts will be scrutinized and put
up every Friday along with the Register to the Branch Officer for review bringing to
his notice any abnormal feature, waste of time etc. during audit. The Branch Officer
will see that the details of work done represent a full day work. The register will be
submitted monthly on 15th to the Group Officer.
(b)
As the weekly diary extracts form the basis of verification of T.A. claims, the
Sr.AO/AO will consult these extracts in the concerned Headquarter section before
verification of T.A. claims.
Editing and issue of local audit reports
4.8
The results of local audit by the field parties are communicated through the
local audit reports. A draft local audit report received from the field after being vetted
by the concerned section should be issued within 30 days of completion of the audit to
the head of the office audited with a copy to the Head of Department. Important
irregularities should also be brought to the notice of the Government. The Head of the
Department/controlling authority is expected to arrange the replies to the local audit
reports from the head of office which is to be forwarded to audit with his remarks
within one month from the date of receipt of the report in his office.
4.9
After issue of local audit report, a report indicating the following points should
be put up for the Branch Officer’s orders for filing of the local audit report:(i)

Whether all the vetting remarks have been complied with;

(ii)

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

(iii)

Whether all paras have been noted in the Settlement Register;

(iv)

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

(v)

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

(vi)

Whether all the review notes of previous local audit reports have been
examined and letter issued to the Department and
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(vii)

Whether all the entries have been made in Register of Test Check.

The date of filing of the local audit reports should be indicated in the Register of
watching receipts and issue of local audit reports.
4.10

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

4.11

Returns to be submitted to the outside authorities are mentioned in AppendixIV.

4.12

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

4.13

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

Audit Report
4.14 The work of State Revenue Sector Audit Report will be done in R.S.R. Cell. In
respect of objections exceeding Rs. 10.00 lakh, a factual statement shall be attempted
by the section concerned for approval of Group Officer. In attempting the factual
statement, various instructions issued by the Central Office from time to time shall be
kept in view. The factual statement shall then be processed in R.S.R. Cell and shall be
approved by Sr. Deputy Accountant General and returned to concerned section. The
factual statement shall then be issued by the section concerned under signature of
Group Officer.
From 1.04.2010 Factual Statements will be issued immediately after issue of
Inspection Report (Office Order No. 7A Dt. 3.03.2010 ).
4.15 After expiry of 4 weeks from the issue of Factual Statement if no reply is
received or if reply is received before that time limit, R.S.R. Cell shall consider
preparation of the Draft Para. After approval of the Accountant General, Draft Para is
issued. The same shall be issued by name to the concerned Secretary to the
Government and the Head of the Department for their replies within two weeks of the
issue of the Draft Para.
4.16 The Draft paras shall be sent to Central Office for approval in Chapter form
signed by the Accountant General. Every effort should be made to incorporate the
reply of the Government/Department in the para at the draft stage/final stage.
4.17 The translation of the Audit Report in Hindi should be so organized and
arranged that the printing of Audit Report in Hindi is done simultaneously with the
Audit Report in English to keep up the overall schedule of printing and presentation of
Audit Report.
4.18 The printed report (both English & Hindi) would be countersigned by the
Comptroller and Auditor General of India. After countersignature, action would be
taken for its presentation to the Legislative Assembly at the earliest opportunity, when
the Assembly is in session.
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4.19 After presentation of the Report to the Assembly the R.S.R. Cell shall keep in
readiness to assist the Public Accounts Committee in discussing the Audit Report by
preparing necessary key statements and briefs of the paras, after taking into account
the comments/replies of the Department.
4.20 A brief note of discussion on the paras by the Public Accounts Committee
shall be prepared by R.S.R. Cell, so that the discussions held in the Committee could
be properly vetted in R.S.R. Cell. Final recommendation of Public Accounts
Committee shall be watched by R.S.R. Cell.
4.21 The headquarter concerned section is also required to scrutinize all
Government orders and notifications, departmental circulars and instructions received
on the subject. Copies of such instructions which require immediate action should also
be supplied to the local audit parties. The copies of circulars etc. which are not
immediately required should be given to RSA-I for passing on to the parties as and
when they come to headquarter. If any issue is to be taken up with the
Government/Department, it should be referred promptly and pursued vigorously.
Headquarter sections will also go through the Audit Reports of various states in
respect of various taxes and render guidance to the parties regarding the various types
of irregularities, where necessary.
4.22

The orders sanctioning writes-off of demands should be scrutinized to see

(i)

That the write off is sanctioned by competent authority;

(ii)

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

(iii)

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

(iv)

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

4.23 Period of preservation of revenue sector audit record in respect of different
categories of records is mentioned in Appendix-VII.
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4.24 To avoid delay in issue of draft Inspection reports following time schedule has
been fixed:1.
2.

3.
4.

Item of Work
Receipt of the Inspection Report from the date of
completion of audit (Dispatch by party one day
and time taken by Post Office 4 days)
Time taken for submission by head office section
(one day for diary & note in progress register,
one day for review by section and two days for
vetting by Assistant Audit Officer
For approval by Audit Officer and Group Officer
For typing and issue of Report (6 days for
Typing and two days for comparison and one
day for dispatch)
Total Mandays
Probable Holidays
Total Time

No. of days
5 days
4 days

2 days
9 days
20 days
10 days
30 days

(Group order 3/2000 dt. 22.3.2000)
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CHAPTER – 5
WORKING OF FIELD PARTIES
Audit Program
5.1
No variation is allowed from the programme approved by the Group Officer.
Wherever an extension in the period of audit is considered absolutely necessary by
field parties, request for the same explaining the circumstances, through the Sr. Audit
Officer/Audit Officer (Inspection), should be sent well in advance for approval of
Group Officer. However, when curtailment/extension is required in public interest, at
concluding stage of audit and prior approval is not possible, the headquarters should
be informed by telephone/fax followed by a letter. Besides the specific instructions
given in the succeeding paragraphs, the general instructions (regarding the conduct of
audit, drafting and discussion, issue and disposal of local audit reports) issued by the
Comptroller and Auditor General of India from time to time shall be observed.
Weekly Diaries
5.2
Every Assistant Audit Officer and Sr. Auditor/Auditor of the field parties is
required to maintain a diary wherein entries regarding attendance, work done, etc.
should be made daily and the weekly entries thereof are to be copied in form SY-324
and sent to RSA-I section at the Headquarter on every Monday duly countersigned by
the Assistant Audit Officer/Audit Officer. These diary extracts should give sufficient
details of work done e.g. the number of assessments checked, number of memo’s
issued and any other incidence etc. to facilitate their scrutiny and review at the
Headquarters section.
Procedure regarding local audit of various tax offices
5.3
On the first day of local audit the Assistant Audit Officer should get a list of
assessment cases (to be checked) prepared during local audit for various items of
check keeping in view the quantum of audit prescribed by the Comptroller and
Auditor General of India from time to time. The Selection list/Duty list should be
approved by the Supervising Officer, when he joins the party. A detailed scrutiny of
assessment cases record, to be checked should be undertaken by Sr. auditor/Auditor,
Assistant Audit Officer and Supervising Officer according to the allocation of work. It
should, however, be ensured that all cases of huge turnover and important nature are
checked by the Assistant Audit Officer or the Supervising Officer as prescribed by the
Comptroller & Auditor General of India and distribution/allocation of work should be
done between the various members of the party keeping in view the instructions issued
from time to time. When any irregularity or mistake is noticed the same should be
immediately brought to the notice of the concerned officer by issuing an ‘Audit
Memo’. The Officer concerned should also be requested to offer his comments on the
memo and return the same within three days.
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5.4
Utmost care should be exercised in drafting the Audit memo and the local
audit report in temperate language. These should be courteously worded and should
not be indicative of any direction to the departmental officers for recovery of dues or
for payment or refund of claim or ask for write off or for imposition of penalty etc. It
should only bring out the omission that appeared to have occurred and request the
departmental officers to verify the audit observations and to take action as deemed
necessary, under intimation to audit. The tax involved may be mentioned specifically,
whenever possible. In respect of cases, where defects are noticed and objection taken,
the selection list, the title sheet and other primary records of local audit should be sent
to the Headquarters Section. Whenever, any Statistical information is incorporated in a
para it should invariably be subjected to independent check by the inspecting staff.
5.5
The local audit report should be prepared/finalized by the supervising/
inspecting officer from the reports submitted by the members of inspection parties, in
the form of material for inclusion in the report based on the actual work done,
questionnaires/audit memos issued by them taking into account the replies from the
department thereto. The draft report should be discussed with the departmental officer
concerned and it should be got signed by him.
5.6
The Local Audit Report should be prepared in the manner and format
prescribed in Compliance Audit Guidelines (Chapter-VI) and Guidance Note issued
by the headquarter on 23 August 2017 (Appendix-IX).
5.7
Outstanding paras of the previous inspection reports should be examined in
detail. Omnibus paras regarding maintenance of records and other procedural
irregularities should be dropped from all the previous report by incorporating the latest
position in the Current Inspection Report and facts should be mentioned in the review
sheet of the previous inspection report. In case of persisting irregularities the fact may
be mentioned in the para of the current inspection report stating that the irregularities
were pointed out in Inspection Report for the year ………. in para ………., but the
irregularity has not been set right. The review sheets of the previous inspection report
should further detail the verification of the compliance made by the department in
respect of all the paras settled by Headquarters indicating the latest position of other
outstanding paras together with suggestions. Mention of non-production of records
should be made in the draft local audit report giving specific reasons for such nonproduction.
5.8-1

Audit memos will be issued by the parties as soon as the point is noticed
and it should not be allowed to accumulate and issue the same at the end of
the audit programme. After the issue of the audit memo the party should
pursue with auditee and insist them to furnish reply. Each point raised
should be discussed, based on the replies on the concluding day of the
audit. In case discussion is not possible a note to this effect will be kept in
the file.

19

2.

Rough sheets of work done by each member of the party should invariably
be made by members so to enable headquarter office to verify the work
done by each party.

3.

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

4.

Proper documentation of work done
It will be responsibility of the SAO/AO and/or Party in-charge to ensure
that proper documentation of the audit work conducted at auditable units is
maintained for review by Headquarter Section/Group Officer.
It should, besides other important details as prescribed under MSO
(Audit)/Compliance audit guidelines/Performance audit guidelines,
definitely include details of sampling conducted w.r.t. total number of
records created during the period of audit, number checked by the party
and number of records where objections were seen.

5.9

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

5.10

List of Important Group Orders and Circulars is given in Appendix-XI.
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CHAPTER – 6
MAIN FEATURES OF COMPLIANCE AUDITING GUIDELINES
6.1

Introduction

CAG’s Regulations on Audit and Accounts, 2007 recognised compliance audit as
distinct stream of audit. Comptroller and Auditor General of India issued
Compliance Audit Guidelines in February 2016 which lay down the principles,
approach and processes for regulating compliance audits within the Department. The
guidelines reorient the planning process by instituting a top down, risk based and
department centric approach and aims to instil the process rigour in audit
implementation. The guidelines also provide clarity on reporting and follow up
processes.
6.2
Audit Mandate
The audit mandate of IA&AD is derived from the Articles 149 & 151 of the
Constitution of India. The statutory position is established under the CAG’s
(Duties, Powers and Conditions of Service) Act, 1971. CAG’s Regulations on
Audit and Accounts, 2007 provides appropriate guidance on the various audits
undertaken by IA&AD and Chapter 6 of the CAG’s Regulations on Audit and
Accounts, 2007 contains specific guidance on compliance audit.
(Paragraph 1.4)
6.3
Compliance Audit Process
Compliance audit process has been divided into following parts:
1. General Principles and Annual Compliance Audit Plan
2.
3.
4.
5.
6.4

Planning Compliance Audits
Performing the Audit and Gathering Evidence
Evaluating Evidence and Forming Conclusions
Reporting
(Compliance Auditing Guidelines Chapter 2 to 6)

Compliance Audit Plan

6.4.1 Audit Universe
To implement the mandate entrusted to CAG by the Constitution of India, we are
expected to cover, over a reasonable period of time, all the sectors/departments of the
concerned State Governments/Central Government wherever public funds are spent or
revenues are generated or nation’s wealth or resources are utilised. While the various
departments/sectors are accountable for policy formulation and implementation, the
organisational hierarchies within each Department/sector are typically organised as
Directorates/Commissionerates, zones, divisions, circles, ranges etc., and further
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down to the last mile implementing agencies. All these units together implement the
Government policy and expend public money or collect public revenues and can be
called as the audit universe.
This Audit universe is required to be broken down into audit units for the purpose of
planning and scheduling audits.
(Paragraph 3.2)
6.4.2 Apex Auditable Entities and Audit Units
The Department/Sector in the State Government or the Central Government being the
top layer would be defined as the Apex Auditable Entity. Since policy formulation
and oversight flow from the Departments/Sectors (Apex Auditable Entities) and
responsibility for implementation of schemes/programs vests with the lower
formations of the Government (Directorates/Commissionerates/Zones, Divisions,
Circles, Ranges etc.) a significant portion of the risk is embedded in these layers. The
top down approach for identification of Audit Units mentioned in these guidelines
therefore envisages that Audit hierarchies of the Apex Auditable Entity and fanning
out to operational units at the field level.
An Audit Unit is defined as a unit, which has one or more of the following attributes:
 substantial devolution of administrative and financial powers;
 functional autonomy; and
 operational significance with reference to achievement of objectives of the
apex auditable entity.
After determination of Audit Units based on the aforesaid parameters, the
organisational hierarchies and implementing agencies below the Audit Units are to
be categorised as Implementing Units. The Implementing Units are typically the last
mile service providers and implementation arms of Government, with very limited
delegation of financial and administrative powers. These Implementing Units
would be audited, based on a sample selection, as a part of audit of their
respective Audit Units.
Preparation of audit universe by defining Apex Auditable Entity and Audit Units in
terms of these guidelines would be carried out by the respective Accountants General
in field offices.
(Paragraphs 3.4 to 3.7)
6.4.3 Risk Profiling
The risk based approach to planning compliance audits is about focusing audit efforts
on the perceived high risk areas/activities. Risk profiling of the Apex Auditable
Entities and their Audit Units has to be done considering their structures, roles they
are expected to perform and compliance requirements.
The risk assessment methodology should include a review of the following:

Current Budget

Annual/Performance/Activity Reports of Departments and other
information on Government websites
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Major policy announcements/initiatives of Government
Past audit coverage
PAC suggestions
Court orders
Audit Advisory Board suggestions
Reports of Legislative Committees
Changes in legislation
Past Audit findings/Inspection Reports
Media reports
Trend of receipts
(Paragraph 3.11)

6.4.4 Preparing Annual Compliance Audit Plan
Based on their risk profile, the audit units should be prioritised for planning and
conduct of compliance audits. It must be the endeavour of the field offices to ensure
coverage of all Apex Auditable Entities in a reasonable period of time, between three
to five years.
The formulation of annual Compliance Audit Plan would therefore require:
a. Updating the Audit Universe.
b. Applying risk assessment methodology to the Apex Auditable Entities for
arriving at risk profile of the Apex Auditable Entities and Audit Units under
these entities.
c. Preparing the annual Compliance Audit Plan by selecting audit units after
considering available audit resources. This would include a risk based
selection of Apex Auditable Entities and an appropriate sample of audit
units at various hierarchies and implementing units within each Apex
Auditable Entity.
(Paragraph 3.12 to 3.14)
6.5
Planning Compliance Audits
6.5.1 Individual Compliance Audit Plan
A compliance audit has to be planned in a manner which ensures that a high quality
audit is carried out in an economic, efficient and effective way and in a timely
manner.
After the preparation of the annual Compliance Audit Plan, the process of planning
for individual compliance audits commences. This includes preparing the audit
strategy and an audit plan. The plan for the identified apex auditable entity would
include:



Description of selected audit units;
Sample selection of implementing units under the selected audit units;
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Extent of audit in each selected unit;
Timing of audit;
Formation of audit team/s (in case more than one audit team is needed for the
auditable entity);
Assignment plan detailing the duties of the audit team members;
Planned audit procedures; and
Potential audit evidence to be collected during the audit.

Both the overall audit strategy and the audit plan should be documented in the
audit file.
6.5.2 Compliance Audit Objectives for Tax receipts
 Verify whether assessments were in accordance with the relevant tax laws and
rules thereunder.
 Verify whether the assessed demands were collected and properly accounted
for.
6.5.3 Planning audit procedures
Compliance a u d i t procedures i n general involve establishing the relevant criteria
and then measuring the relevant subject matter information against such criteria. For
this, auditors should prepare a Compliance Audit Design Matrix for the identified
Apex Auditable entity in the following format:
Audit
Audit
Audit criteria Data collection Audit
objective/Sub
questions
on
and
analysis evidence
objective
selected
method
subject matters

6.6

Reporting Compliance Audits

6.6.1 The Inspection Report
Report of an audit unit should provide a perspective of the unit level
compliance and may comprise the following parts:
Part I – Introduction
This part may commence with an overview of the Audit Unit and may provide its
functional/geographical jurisdiction, budget, financial performance and a perspective
of the relative significance of the unit in the overall hierarchy of the department in
pursuit of organization goals. This may be followed by a brief explanation of the
scope of audit, the sampling procedure followed and the audit sample, subject matter
selected and the source of criteria. It may indicate that the audit has been conducted
in accordance with the applicable Auditing Standards of CAG.
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Part II – Audit findings
This part shall contain all findings – both positive and negative findings that pertain
to the Audit Unit and may be arranged in two distinct parts-Part IIA and IIB – the
first part comprising significant audit findings relating to evaluation of the
regularity related subject matter(s)/specific subject matter(s) and propriety related
subject matters and the second part-II B comprising other incidental findings
relating to both regularity and propriety aspects. The audit findings should be
organized in decreasing order of materiality and significance, if possible.
As per the hqrs group order No. 1 dated 05.05.2015 objection with a tax effect of
Rs. 10.00 lakh and above which are likely to develop into draft paras for inclusion in
Audit Report will be included in part II A.
Part III – Follow up on findings outstanding from previous reports
This part may indicate the progress of settlement of audit findings outstanding from
previous Inspection Reports and list out the findings that continue to be outstanding.
Part IV– Best practices
Any good practices or innovations, if noticed, during the course of audit may be
mentioned.
Part V – Acknowledgement
This part may contain the acknowledgement of the extent of Audit Units
cooperation in all matters including production of records called for in Audit. It
may also contain details of persons holding the leadership positions in the Audit
units.
Guidance Note containing format of new title sheet and matrix for vetting for vetting
for Inspection Reports forwarded by the headquarter office is given in Appendix-IX.
Revised format of Inspection Report is given in Appendix-X.
The responsibility of drafting the Inspection Reports shall vest with the respective
audit team and that of review and approval with the respective Group Officer.
6.6.2 Departmental Appreciation Note
A Departmental Appreciation Note may be issued to the Apex Auditable
Entity (Department/Sector) where a specific subject matter has been selected to
assess the extent of compliance from a departmental perspective or the
Accountant General intends to draw attention of the executive towards system
weaknesses etc.
The Departmental Appreciation note may comprise the following features:
 Title
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Introduction
Objectives and scope
Audit findings
Conclusion
Acknowledgement

[Para 6.7 to 6.9]
6.6.3 Compliance Audit Report
The Compliance Audit Report represents the last phase of reporting the results of
compliance audits and shall feature significant audit findings which require the
attention of the legislature and other intended users including the public at large.
[Para 6.10 to 6.12]
6.6.4 Follow up
A follow up process facilitates the effective implementation of corrective actions and
provides useful feedback to the Apex Auditable Entity/audit units and at the same
time facilitates the auditors to plan future audits.
[Para 6.13]
6.7 Guidance Note
6.7.1. For achieving the objectives of Compliance Auditing Guidelines and improving
the quality of Inspection Reports a Guidance Note was issued by the headquarter
office on 23 August 2017. The guidance note contains the specific procedures that
determine the efficiency and effectiveness of compliance audits, which should be
followed in all compliance audit assignments in the following four sections:
6.7.1.1 Planning compliance audits:
For better prioritization of the Auditable Entities and quality Annual Audit Plans and
enable identification of focus audit efforts on the perceived high risk areas/activities,
following procedure is proposed:
(1) Data Analytics
(2) Maintenance of Guard file
(3) Desk Review
(4) Planning audit procedures
(Annexure I: Format for planning audit procedures)
6.7.1.2 Conducting audits:
The audit procedures that should be followed to achieve better process outcomes are:
(5) Interface with Headquarter and
(6) Certification of field audit process

6.7.1.3 Reporting results:
The Guidance Note prescribes procedure for the following:
(7) Presentation of Draft Inspection Report (Annexure II: Title Sheet)
26

(8) Vetting of Inspection Reports (Annexure III : Statement showing the
classification principles for categorization of Inspection Reports)
(9) Grading of Inspection Report
A process scoring methodology and grading matrix of Inspection Reports is
adopted (Annexure IV: Matrix for grading the Inspection Reports)
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Appendix-I
(Refer to para 4.1)
Distribution of work between Headquarters sections of Revenue Sector Audit
Wing
S.
No.

Name of
section

Particulars of work dealt with

1.

RSA-I

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

2.

RSA -II

Matter concerned with Value added tax (VAT) and GST.

3.

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

4.

RSA -IV Matter related to Taxes on Motor Vehicles and State Excise.

5.

RSA -V

6.

R.S.R.
Cell

Matters related to Stamp Duty and Registration fee.
All work concerned with preparation and finalisation of Audit
Report on State Revenue including its discussion by the Public
Accounts Committee.
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Appendix-II
(Refer to para 4.1)
Duties of headquarter staff
The main duties of State Revenue Sector Audit Sections are:1.

To prepare tour programmes of the inspection parties.

2.

To issue intimation to the offices concerned.

3.

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

4.

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

5.

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

6.

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

S.No ………… Name …………….… Post …………………….. Party ………….
Name
of
Department

Period of
Inspection

Para
No.

Brief
Particular
of para

Contribution of
Government
Servant

Signature of
Sr.
Audit
Officer4/Audit
Officer

Signature
of
Sr.
DAG/DAG

7.

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

8.

To examine the traveling allowance bills & transport allowance bills of
Inspection parties with their programmes and to pass them on to Establishment
section.
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9.

To issue sectional orders, whenever necessary and to distribute office orders,
circulars, gazette notifications etc.

10.

To dispose all general questions relating to state revenue.

11.

To prepare monthly arrear reports of arrear in the group.

12.

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

13.

To circulate the digest of important and interesting cases for guidance of the
local audit parties.

14.

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

15.

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

16.

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

17.

To maintain the casual leave account of field staff.

18.

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

S.
No.

Party
No.

Programme
of Party

Date of
commenceme
nt of audit

Name of person
who inform the
Phone No.

Phone

No.

Date of
inform
ation

Remarks
if any

The above register will be submitted to Deputy Accountant General every month.
(Ref. A.G.(Audit)-II/PA/104 dated 29.8.2002)
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Appendix-III
(Refer to para 4.10)
List of Registers/Returns to be submitted to A.G.
S.
N.

1
1

Name
of
sectio
n
2
RSA-I

2

RSA-I

3

RSA-I

4

RSA-I

5

RSA-I

6

RSA-I

7

RSA-1

8

RSA-I

9

RSA-I

Name of
Return/subject

Periodicity

Due Date

To whom
due

3
Yearly Target report
on achievement on
Tentative Target fixed
Yearly Target
achievement and target
fixed for next year
Preparation &
submission of
statement showing
quantum of work for
next financial year.
Yearly Target report
on achievement on
Tentative Target fixed
Yearly Target
achievement and target
fixed for next year
Reports on Target and
Achievement

4
Annual

5
5th February

6
A.G.

Annual

10th of April

A.G.

Annual

16th of February

A.G.

Annual

5th February

A.G.

Annual

10th of April

A.G.

Annual

15th April

A.G.

Preparation
submission of
statement showing
quantum of work
(Local Audit) for next
Financial year Annual
Skelton program.
Quarterly reports on
NIL IRs

Annual

16th of Feb.

AG

Quarterly

A.G.

A.G.(Au)-II/243/
21.9.2000

Target and
achievement

Quarterly

15th of April,
July, October
and January
7th of April,
July, October
and January

A.G.

No. 150- CA-II /
Cordn/MISC/200203/32/2003
dated
13.2.2006
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Authority

7

47/3/ Audit/192-94 dated
31.10.94 & A.G.
Sectt./TR-964 dated
26.03.2010
O.A.D. Manual

10

RSAII, III,
IV, V

P.D.P. Registers

Quarterly

15th of April,
July, October &
January

A.G.

11

R.S.R.
CELL

Quarterly

R.S.R.
CELL

15th of April,
July, October
and January
15th of April,
July, October
and January

A.G.

13

14

RSA-I

Register of
examination of Audit
Report by the PAC
Quarterly Report on
verification of
Government Reply to
PAC on Audit Reports
Report regarding NIL
report

A.G.

15

RSA-I

Quarterly

16

RSA-I

17

RSAII, III,
IV &
V

18

RSA-I

Result of Audit and
Registration of
Objection statement
Objection statement
showing results of
Audit
Quarterly return on
paras above Rs. 1.00
lakh disposed by the
approval of Group
Officer
Monthly State of work

5th of April,
July, Oct. and
January
5th of April,
July, Oct. and
January
15th of April,
July, October
and January
1ST OF April,
July, October
and January

A.G.

G.D. manual file No.50
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RSA-I

Prompt issue of I.R.

Monthly

10th of every
month
7th of each
month

A.G.
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R.S.R.
CELL

Register of ATN’s
PAC recommendation

Monthly

10th of every
month

A.G.

RSA-

Short comings found
in vetting of IR

Monthly

20th of each
month

A.G.

CAG/823-A(AP)/10995/3.11.1995 & CAG
No. 125/Audit (AP)/10995
dt. 2.8.04
AG(E&RSA)/Sectt./2017
-18/K-85/TR-602 dt.
8.1.2018
RSA – I Group order No.
6 dt. 9.3.10

10th of every
month
10th of every
month

A.G.

5th of every
month

A.G.
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II,III,IV
&V

Quarterly

Quarterly

Quarterly

Quarterly

Monthly

22

RSA-I

Monthly Arrear Report

Monthly

23

RSA-I

Monthly

24

RSA-I

Submission of
contribution of field
parties
Report on NIL major
objection

Monthly
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A.G.

RSA-I/11073/36/
88-89/K-560/96/
Cal.R/653
dated
21.8.1999 read with
RSA-I Group Order No.
9 dated 7.10.10
O.O. No. AAII/PAC/B/GF/Vol-III
dated 25.6.1979
O.O. No. AA- II/PAC/KRep/ IV/ Assembly dated
16.3.1978

A.G.

A.G.

CAG Cir.365/ dt. 24.8.09

A.G.

A.G.

Appendix-IV
(Refer to para 4.11)
List of returns to be sent to CAG’s office or other authorities
S.
N.

Name of
Returns/Subject

Due date

Periodicity

To whom
due

1
1

Name
of
section
2
RSA-I

3
Audit Planning

5
Annual

6
C.A.G.

2

RSA-I

Half yearly

C.A.G.

CAG Cir. No.
11/31.5.1991

3

R.S.R.
CELL
R.S.R.
CELL
RS.R.
CELL

Maintenance of
Register on Audit
achievement
Draft Review

4
Date fixed by
the hqrs.
30th June and
31st December
15th June

Annual

C.A.G.

Draft Chapter

15th June

Annual

C.A.G.

CAG DO No. 35-RSA/
3(1)/2010 dt. 19.3.10
CAG DO No. 35-RSA/
3(1)/2010 dt. 19.3.10

Bond Copy

Within 3 weeks
after approval of
material at
S.No.6&7 above
7th April
7th October

Annual

C.A.G.

Half yearly

C.A.G.

15 th of April,
July, October
and January
5th May

Quarterly

C.A.G.

Annual

C.A.G

15th of May

Annually

CAG

15th April & 15th
October

Half yearly

CAG

Immediately
after placement
of report in
Legislature

Yearly

I.S. wing in
the
headquarter

4
5

6

RS.R.
CELL

Information on
discussion of
Audit Reports

7

R.S.R.
CELL

Recovery at the
instance of Audit

8

RSA-1

Revised system of
Assessment of
performance audit
offices.

9

RSA-I

10

RSR
Cell

11

RSR
Cell

Revise system of
assessment of
audit offices
Information and
discussion of
Audit Report by
PAC
Need to indicate the
date of laying of
Audit Report in the
Parliament
Legislature
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Authority

7

CAG No. 239Rep(S)/32-91 dt.
28.2.1992 and No. 487RSA/13 (i)/99 dt. 25
Oct. 1999
Circular No. 1 of 2007
No. 244-RSA/ 3
(i)/2007 dt. 30.3.07
No. 32 Audit (PPU)/
14-2008 dated 8 May,
2009 and No. 40/ (PPU)
/ 14-2008 – II dt. 27
May, 2009

12

RSA-II

Information of
important and
interesting cases
noticed in State
Revenue Wing

31st May
30th November

Half yearly

A.G. (Au)II, West
Bengal,
Kolkata

No. 1538-REC
A/IV/12(xvii)/ 90 dt.
31.12.90

13

RSAIII

31 May
30 Nov.

Half yearly

RSAIV

31st May
30th November

Half yearly

15

RSAV

31st May
30th November

Half yearly

16

RSA-I

1st

of April July
Oct & January

Quarterly

PD (NR)
Knowledge
Centre O/o
the CAG

17

RSA-II
&V

31st May and
31st November

Half yearly

A.G. West
Bengal &
A.G. Punjab

Cr. No. 13 letter 1538
RECA-II RA-VIII dt.
21.12.90
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RSAII, III,
IV &
V

Information of
important and
interesting cases
noticed in State
Revenue Wing
Compendium of
all important
orders/circulars/
court orders
related to Revenue
Sector
Important and
Interesting cases
noticed during
audit
Annual
performance
report of
outstanding IR’s
and Paras

A.G.(Audit)
II
Maharashtra
and
Karnataka
A.G.(Au)-II,
TamilNadu,
Himachal
Pradesh,
Uttar
Pradesh,
Andhra
Pradesh
A.G.(Au)-II,
Punjab (S/R)

CAG/K/153/
Rec/2/xvii/
dated 13.12.90

14

Information of
important and
interesting cases
noticed in State
Revenue Wing
Information of
important and
interesting cases
noticed in State
Revenue Wing

25th October

Annual

Secretary
Finance
Rajasthan
Government.

Cir.No.6 of 1987 &
CAG No.293/AII/2/XVIII/84
dt.3.4.1987
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Cir.No.14 of 1991
No.661/
Rec/A-IV/12/
XVII/90 dated
16.2.1991 and Circular
No. 13 of 1990 No.
1538/Rec. A. IV/12
(xvii)/90 dt. 13.12.90
Cir.No.13 letter
No.1538 Rec/A-IV/12/
xvii dated 13.12.90

Appendix-V
(Refer to para 4.12)
List of Registers/Returns to be submitted to Group Officer
S.
N.
1
1

2
3

4

5
6
7
8
9
10

11
12
13
14

Name of
section

Name of Returns
/Subject

Due date

Periodicity

2
RSA-I, II, III,
IV, V & RSR
Cell
RSA-II, III, IV,
V
RSA-II, III, IV,
V & RSR Cell

3
Calendar of Return

4
IIIrd Tuesday

5
IIIrd
Tuesday

Contribution Register

Monthly

Register of Impact of
Audit

10th

RSA-I, II, III,
IV, V and RSR
Cell
RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, III, IV
&V

Register of Good and
Bad work
Register of important
and interesting cases
Objection Book

RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, III, IV
&V
RSA-II, IV

Recovery Register

R.T.C. Register
Settlement Register
P.D.P. register
Progress Register

Memo Register
Index Sheet Point
Register
Register of Record

To
whom
due
6
Group
Officer

Authority

10 th of each
month
Monthly

Group
Officer
Group
Officer

10th April and
10th October

Half yearly

Group
Officer

AG (C & RA)/ Sectt./TR
448 Dt. 25-9-07
A.G./C&RA/CRA/Sectt./
2010-11/TR 543 dt.
18.2.2011
F-166/AO/OE/7576/117-44 dt. 17.1.97

15th of every
month
5th of every
month
10th of every
month
15th of every
month
10th of every
month
1st and 3rd
Monday

Monthly

Group
Officer
Group
Officer
Group
Officer
Group
Officer
Group
Officer
Group
Officer

5th of Every
month
15th of Every
month
10th
of Every
month
5th of April,
July, Oct. and
January

Monthly

of Every
month
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Monthly
Monthly
Monthly
Monthly
Fortnightly

Monthly
Monthly
Quarterly

Group
Officer
Group
Officer
Group
Officer
Group
Officer

7
Para-I/GD
Manual/Chapter-8

Group Order No. 38/8788 st. 7.8.88
Misc. Corres. 36 dt.
1.8.86
RSA 11011/36 88-89
1566 Vol. I dt.21.3.83
RSA-I/order no.3/2000
dated 22.03.2002 RSAI/F4/77-78 dated
10.06.1982 &
RSA-I/TR-117 dated
12.02.1978 read with
RSA - I Group Order
No. - 9 dt. 7.7.10

Register of
deficiencies/importan
t points noticed
during vetting
Compendium of
Court Judgment

20th

‘C’ Form Verification
Register
Register of deficiency
important points
during vetting of IR
Register of Important
judgment of High
Court/Board
Register of
Monitoring
Departmental action
I.T.A.S. Register

15

RSA-II, V

16

RSA-II

17

RSA-II

18

RSA-II

19

RSA-IV

20

RSA-V

21

RSA-V

22

RSR Cell

Audit Achievement
Register

23

RSR Cell

24

RSR Cell

Register of Inspection
of RSR Cell by
Group Officer
Register regarding
outstanding objection
of hqrs’s. inspection

of Every
month

Monthly

Group
Officer

Quarterly

Group
Officer

10th of every
month
20th of every
month

Monthly

Group
Officer
Group
Officer

20th of every
month

Monthly

Group
Officer

15th of April,
July, Oct. and
January
15th of Every
month
10th January
and 10th July

Quarterly

Group
Officer

Monthly

Group
Officer
Group
Officer

5th of every
month

Monthly

Group
Officer

10th of Every
month

Monthly

Group
Officer
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Monthly

Half yearly

Hqrs. 117/Cor/SRA/K
centre/14-15 dt. 28.9.15

Group Order No.2 dt.
21.4.2011

CAG no. 451/RA-IV/13
(i)90 dt. 13.5.91 and
SRA-I/Misc./2011-12 dt.
5.1.2012
DO RSA-I/H-44/TR-139
dt. 28.8.1979

Appendix-VI
(Refer to para 4.13)
List of Returns to be submitted to other sections
S.
N.
1
1

Name
of
section
2
RSA-I

Name of
Return/subject

Periodicity

Due Date

2

RSA-I

3

RSA. I

4

RSA-I

3
Report on Civil suits
and writ petitions filed
by serving/retired state
employees
Forwarding
Newspapers cutting

4
Quarterly

5
7th of April,
July, October
and January

Quarterly

CCS

Quarterly report on
Audit Quality
Management Frame
work
Outstanding IRs, Paras
and amount

Quarterly

10th of April,
July, Oct. and
January
5th of April,
July, Oct. and
January
5th April, July,
October and
January
April, July,
October and
January
31 March and
30 September
15 August &
15 February
10th of every
month

CCS

5

RSA-I

Quarterly Units
Vouchers

Quarterly

6

RSA-I

Half yearly

7

RSA-I

8

RSA-I

9

RSA-I

Statistical Sampling in
Audit
Items and amount of
OB
Report regarding nonproduction of records to
audit parties
Supervising visits by
Group Officers

3rd of April,
July, October
and January
15th of April,
July, October
and January

CCS

10

RSA-I

Quarterly

11

RSA-1

Quarterly Progress
Report on Target and
Achievement of audit
plan Settlement of
outstanding inspection
report para
Performance
assessment of field
audit offices

10th of March,
June,
September and
December

CCS

Quarterly

Half yearly
Monthly

Quarterly

Quarterly
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To whom due

6
CCS

CCS

Authority

7
CAG Circular No.
NGE/96/87 No.
1083- IC/48-87-III
dt. 11 Dec. 1987
No. 047/CPW/47/
PC (states)/ 08-09
dated 19.08.08
Hqrs. letter No. 72Audit (AP)/372008 dt. 4.6.09

CCS

Group Officer/
CCS
CCS
CCS

CCS.

CAG Circular No.
23 Audit (AP)/23695 dt. 17.3.2009
No. 150 CA-II/
Coordn/Misc/200203/ 32-2003 dt.
13.2.2006

12

RSA-1

13

RSA-1

14

RSA-1

15

RSA-1

16

RSA-I

17

RSA-I

18

RSA-I

19

RSA-I

20

RSA-I

21

RSA-I

IT Audit strategic
plan/Audit of system
under development of
three stages
Placing of manual in
public folder
Annual Progress Report
on consolidation/
updation/revision of
local manuals
Role of Audit in
connection with Fraud
& Corruption
Computerisation of
Reports on Action Plan
items
Report on complaint
received from
serving/retired of
I.A.&A.D.
Submission of IRs in
Hindi
Quarterly report on use
of Hindi

5th of April
July Oct &
January

-

CCS

Half yearly

5th of June &
December
5th of April

CCS

Quarterly compliance
on progress of Director
Inspection report
Quarterly report
regarding In-house
training

Quarterly

Yearly

CCS

Half yearly

1st April &
October

CCS

Quarterly

10th of April,
July, October
and January
7th of April,
July, October
and January

EDP

Yearly

April

Quarterly

5th April, July,
October and
January
5th April, July,
October and
January
15th April,
July, October
and January

Rajbhasha
Anubhag
Rajbhasha
Anubhag

Quarterly

Quarterly
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213/431-I/IT Audit
Strategic Plan
(2009-10) 2009
dt. 3.7.2009
-

Welfare

ITAS

Lib. & Trg.

CAG Cir No. 454/
EDP/100.97/ dt.
18.9.97
CAG-D.O. No.
996-NI/25-88
dt. 6.6.89

Appendix-VII
(Refer to para 4.23)
Period of preservation of Revenue Sector Audit Records
S.
N.

Category of record

Period of preservation

1.

(a) Files dealing with the local
audit reports finally closed if no
audit objection is outstanding.

All Local Audit Reports of Annual units may be
kept for a period of 5 (five) years from the end of
the financial year in which the local audit report is
first issued or till the settlement of all the paras of
local audit reports, whichever is later.

(b) File dealing with the local audit
reports not yet closed (If the audit
objections are still outstanding in
the report).

In the case of biennial units, the period of
preservation should be 6 (six) years from the end of
financial year as mentioned above or till the
settlement of all the paras of Local Audit Report,
which ever is later.

In both the cases the records should be sent (after the expiry of period of preservation) for
destruction after careful scrutiny.
2.

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

Permanent.

3.

Files dealing with material to be
collected being collected by
outside parties for audit report.

Three years from the end of the year in which the
Public Accounts Committee have issued the Report
on the concern Audit Report.

4.

Files dealing the material for Audit
Report on Revenue Receipts
already sent to CAG for approval
for inclusion in the State Audit
Report.

(ii) In regard to draft paras statement of under
assessment etc; as item 1 above.

5.

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

Permanent.

6.

Digest of important cases.

Permanent.

7.

Digest of Supreme Court decisions

One year from the end of the year in which all the
cases included in the Digest have appeared in the
Tax Reporter etc.

(Based on CAG’s letter No. 639 Rev.A/329-68-1 dated 26.3.1969 addressed to all the
Accountant General).
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8.

Audit Programme files

9.

Clarification
Government

10.

Bulletins referred to in item 9
above.

issued

Five years from the end of the year to which it
relates.
by

Till they are included.
Permanent.

Preservation Period:
Authority: CAW-I/GS/Old record/2003-04 dated 16.9.2003
S.
No.

Category of record

Period of preservation

1.

Files related to dropped paras by
the CAG office

3 Years

2

Files and record related to dropped
paras / PDP cases

3 Years

3

Quarterly / Monthly Arrear report
and other returns

3 Years

4

Diaries, COR, TR and other
registers (Draft Para, Agenda and
Minutes)

5 Years

4

Files related to printing of Audit
Report

8 Years

1.

Approved copy by CAG

2.

Printing Index Files

5.

Attendance Registers

10 Years

6.

Other Registers (CL, EL, TA etc.)

5 Years
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Appendix-VIII
(Refer to para 5.9)
Questionnaire containing important points of general nature to be looked into
during local audit
I.

Quantum of audit

1.

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

2.

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

3.

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

4.

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

II.

Cash Book subsidiary Cash Book, Receipt Books etc.

1.

Whether the Stock Register of receipt Books (GA55) etc. have been checked
with reference to issue notes, invoices etc. Annual physical verification of
stock of unused Receipt Books has been done and no shortages have been
noticed.

2.

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

3.

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

4.

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

5.

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

Treasury verification

1.

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

2.

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

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

(b)

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

(c)

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

(d)

Instructions vide Group Order 2/99 dated 5.1.1999 issued to field staff
regarding verification of remittances. It was directed by Deputy.
Accountant General (RSA) that the field parties’ staff collect one month
remittance from auditee office and verify from treasury and if any
discrepancies were noticed should be communicated in the Inspection
Report. The verification to be done by the Sr. Auditor/Auditor posted in
the party. In case the Sr. Auditor/Auditor was on leave, it is the duty of
Assistant Audit Officer II to verify the remittance. In absence of
verification of remittances audit should be treated incomplete. It has been
personally ensured by Inspection Officer that Treasury verification has
been done satisfactorily during audit. In case the treasury office situated
at a place other than auditee office audit staff can make journey to that
station for verification work.
(Group Order 2/99 dated 5.1.1999)
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Appendix-IX
(Refer to Para 5.6 & 6.6.1)

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