
 



 



 



 



Model Proforma 
 

Special Audit report of………………………………………………………………………….C.S. Ltd. for the period  
from………………………………………to…………………………………… 
 
1 Name of the C.S :  
2 Proper address of C.S :  
3 Regd. No. & date :  
4 Date of final organization of the C.S.(In case of first Audit) 

(N.B:- If new C.S. & information is available) 
:  

5 Date of first General Body Meeting of C.S. (In case of first 
Audit) 

:  

6 Name of the President/ M.I.C./ Administrator/ A.O. 
a) During the period of Special Audit 
b) During the course of Special Audit 

:  

7 Name of the Secretary/ Chief Executive 
a) During the period of Special Audit 
b) During the course of Special Audit 

:  

8 Name of the Auditor with designation conducting Special 
Audit 

:  

9 Name of the final Auditor with designation under period of 
Special Audit 

:  

10 Name of the Committee of management including 
President/ M.I.C./A.O./Admn. Officer of respective years of 
Special audit 
 (N.B:- year wise name with designation to be mentioned) 

:  

11 Year/ Period of Special Audit :  
12 Authority of Special Audit :  
13 Date of commencement of Special Audit :  
14 Date of completion of Special Audit :  
15 a) No. of days devoted 

b) Audit fees 
:  

16 Aim & objects of the Special Audit :  
17 Scope of Special Audit/ Terms of reference(N.B:-

Authorization of Special Audit must be specific in respect of 
year/ period of Special Audit as well as Accounts & allegation 
aspects. All Special Audit must cover both administrative, 
financial & management Audit as a matter of principle) 

:  

18 Circumstance of Special Audit 
(N.B:- Why the question of conducting Special Audit Arose) 

:  



19 Verification  
(N.B:-Case, stock & other valuable etc.) 

:  

20 List of books Audited/ maintenance of records 
(N.B:- If any records not available what sorts of lawful action 
& steps taken by the both Auditor & AAGCS concerned also 
be mentioned categorically. Whether non-availability of 
records affected the Special audit or not? If yes, who is 
responsible.) 

:  

21 Allegation points/ Subject matter of Special audit 
a) Fact 
b) Findings 
c) Conclusion 

(N.B:- all the recoveries must be established by 
issuing half margin memo, summons & written 
clarification from the persons connected with the 
alleged/ impropriety of transaction. All matter 
should stand by documentary evidence) 

d) Suggestion 
(N.B:- Besides other suggestion, Special Auditor 
must suggest for introduction of mechanism for 
improving the system) 

:  

22 Any other matters incidental to Special Audit :  
23 Any other matters points to be added by the Auditor or 

AAGCS as per nature & kind of C.S. 
:  

24 Summation of total recoveries by name with amount 
(N.B:- Sole & joint responsibility with amount be mentioned 
as underlay) 

:  

25 Special remark if any :  
26 Detail list of enclosures (N.B:- Highlights on Special Audit 

reports to be appended as per earlier circular instructions of 
AGCS(O), Bhubaneswar 

:  

 

                                                                                                           

 

                                                                                                                                   Signature of Special Audit 


