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CIRCULAR

Sub : Composition of Audit Report

While scrutinizing and reading of the many audit report, it appears that employees /
Officers conducting the audit are making misplace, unnecessary and repetition writing in audit
report.  In fact it is necessary that the points in the audit report should be brief and self-
explanatory.  After the completion of the audit of society, it is the responsibility of the auditor to
submit the audit report.

The composition of the audit report should be to the point and neat.  In this regard
instructions were issued by the circulars dt. 10-12-86, 25-1-88 and 14-5-91 of this office.

Some changes have been made in it and accordingly instructions regarding writing of
audit report are given as follows :-

General Information and Questionnaire Part
In this part general information and questionnaire No. 1 and the information in the

questionnaire for specific type society should have to be given.

While writing ‘See remarks’ on the matter in questionnaire, the page and pagegraph
number in the audit report should be mentioned opposite to it.  Question and Answer type
information should be given on points 1 to 9 in Section 81 (1)(2) of Maharashtra Co-operative
Society Act, 1960. Remarks should be given in A B C part according to their seriousness.

General Remarks and Suggestions
Formulation of this part should have to be made in three parts i.e. A, B and C.

A – Part
Serious matters found in the audit report should be mentioned in this part.  While

mentioning these matters, the matters on which the Registrar have to take immediate and without
fail action should be mentioned in this part.  Writing should be to the point, self explanatory and
legal.  It should not be inappropriate and lengthy.  While presenting that how some
employee/Officer/Office-bearer is responsible for some malpractices and under which rule/bye-
laws he is responsible and due to this how much loss society suffered, should be mentioned in
self-explanatory should be mentioned in self-explanatory.

Beside this detailed remarks and opinion on the faults, lacuna in the administrative work
of the society, serious violation of various, laws and bye-laws should be mentioned.

If required special report on all this points collective, then it should be submitted
separately to the concerned Registrar for action.



B - Part
Especially financial statement and policy matters of the society should be elucidated in

this part.  Only required remarks and suggestions regarding Balance Sheet, Profit-Loss
Statements of the society should be mentioned.  If there is big difference of amount in some
matter compare to last year or audit period then reprehensive remarks with reasons should be
mentioned.

The matters on which no transactions is transacted during the audit period there compact
remarks should be given.  This method should be followed while giving remarks on the matters
in Profit & Loss Statement.  By taking separate para for Profit & Loss, a rationale and detailed
remarks regarding charges compare to last year should be given.  Similarly paragraph on the
violation of law, bye-laws should be written.  The page on which the remarks of violation of law,
bye-laws written, that page number should be written opposite the concerned section, rules and
bye-laws.

Remarks on the pages followed by the matters in the Balance Sheet and Profit & Loss
Statement and remarks regarding lacunas in the compromises taken regarding given-taken
amounts should be mentioned separately in the separate paragraph.

Remarks mentioned in the ‘A’ part should not be taken again in the ‘B’ part.

C - Part
In this part the defects found at the time of audit but which cannot be fulfilled at the time

of inspection such vouching defects should be mentioned.  While presenting such defects it
should be presented in division-wise so that long list can be avoided.

Similarly in view of to necessary improvement in the working of the society,
improvementive points should be mentioned in the nature of guidelines.  While presenting points
in this regards, it should be presented in compact.

In this way after presenting defects in the transactions of the society found at the time of
audit, remarks and instructions on it in the A, B, C Part as mentioned above, a separate para for
audit classification should be written.

While mentioning audit classification, if it is less than last year then its details reasons
should be mentioned in the ‘A’ part.  Because without any serious lacuna, the classification
should not come down.  While lesson the classification, the presentation of mark statement and
serious lacunas should be consistent.  Therefore the auditor should have to be more careful and
alert while giving remarks and reasons in this regard.

Thereafter a Thanks giving paragraph regarding getting co-operation from the office
bearers and employees of the society during the audit should be taken.

Appendix
Appendixes to be attached with the audit report and certificate of the auditor should be

attached in this part.  Similarly Financial Statements and other lists should also be attached.



Since the appendixes are the statements showing information and they are the part of
report according to rule, it is necessary to take action in it.  Remarks in this regard should be
mentioned in the audit report and accordingly by giving page number and para number, it should
be mentioned in the appendix.

If in some appendix the information is ‘Nil’  then ‘Nil’  should be mentioned.

In this way composition of audit report should be made and accordingly all auditors by
taking necessary precaution regarding submitting audit report should see that their audit report
shall be submitted in part 1 to 3 as above.

If Special Report is to be submitted, then taking necessary points in part ‘A’ their page
number, and point number in the audit report should be mentioned.

According all auditors have to do their work of writing of audit report and
implementation should have to done immediately.

By inspecting all records of the society, defects and serious matters should be noted in the
proper place and to the point in the report and accordingly the competent officers should take
action immediately.  All auditors and concerned officers should take precaution that the main
object of this revised circular should not be defeted.
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