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PROCESS

Appointment of
Secretarial Auditor
o

e Intimation to e Preliminary
earlier auditor, If Discussions/
any Surveys

¢ Acceptance of ¢ Preliminary
Appointment Meeting

FRAUD REPORTING PROCESS

Auditor

Report to Audit
Committee / Board
within 2 days of
coming in knowledge

Fraud < Rs.1
Crore

Report to Audit
Committee / Board
within 2 days of
coming in knowledge

Fraud > Rs. 1
Crore

SECRETARIAL AUDIT

e Listed entity and its material unlisted subsidiaries
¢ Public Company with paid up capital of 2 Rs. 50 Cr
¢ Public Company with turnover > Rs. 250 Cr

APPLICABILITY

Initiation of Audit

Audit Finalization

—

the staff

& analysis

Company
Disclosure in Board’s
Report- nature,
description,
approximate amount,
parties involved

Reply to Secretarial
Auditor within 45
days thereof

e Finalization of Audit
Plan and briefing

e Testing, interviews

¢ Working Papers

* Management
Representation
Letter

e Audit Summary for
discussions

Discussion with
Management

Reporting by
Company

— m |
- |1a

ane

Reporting by Secretarial
Auditor

Submission of Secretarial
Audit Report (marking
qualification, reservation
or remarks in bold type
or in italics, if any).

Annex Secretarial
Auditor Report (MR-
3) with Board’s
Report (explaining
qualifications, if any)

SPECIFIC POINTS TO BE KEPT IN MIND

Auditor

Report to Central
Government along with
the comments received
within 15 days thereof

CONTRAVENTIONS

e Company / PCS in default — Rs. 1 lakh <fine> Rs. 5 lakhs

¢ Penalty for incorrect Audit Report — Fraud provision as per Sec. 447-448

¢ Board Meetings & Composition
0 Composition of the Board of Directors
0 Adequate notice to all Directors and systems to seek clarification
0 Majority decision is carried & views of dissenting members are in the
minutes

¢ Adequate system and process w.r.t its size and operations
e Company Structure & Shareholding

e Compliance of Other Laws
0 Sector specific laws- detailed audit
0 General Laws (Finance, Labour etc.)- Verify systems & process

* Specific events/actions having major bearing on Company’s affairs
0 Preferential allotment, Buy Back, redemption, Merger etc.

Secretarial Audit lays the groundwork for the establishment of compliance and prevention program to ensure that the Company’s goals, structures and

operations are consistent with the developments in business and governing laws.
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