
 
(उपभोÈता मामले, खाɮय और साव[जǓनक ͪवतरण मंğालय के अतंग[त)  

 
आंतǐरक लेखा परȣ¢क कȧ ǓनयुिÈत के ͧलए सीͧमत Ǔनͪवदा हेतु नोǑटस  
 

1. वष[  2022-23, 2023-24 और 2024-25  कȧ अवͬध के ͧलए आंतǐरक लेखा परȣ¢कɉ कȧ ǓनयिुÈत के ͧलए 

सीͧमत Ǔनͪवदाएं आमंǒğत कȧ गई हɇ। ͪवͬधवत भरा गया Ǔनͪवदा Ĥपğ Ǔनदेशक (ͪवƣ), ͪवƣ ͪवभाग, कमरा 

नबंर 204, भारतीय मानक Þयूरो, 9, बहादरु शाह जफर माग[, नई Ǒदãलȣ-110002 को Ĥèतुत ͩकया जाएगा। 
 

2. मह×वपूण[ डेटशीट/Ǔतͬथयाँ : 
 

Đम 
सÉंया  

घटना Ǔतͬथ एवंम समय 

1 Ǔनͪवदा दèतावेज जारȣ करने कȧ Ǔतͬथ 08.08.2022 (10.00 से) 

2 बोलȣ जमा कराने कȧ  Ǔतͬथ एंवम समय 30.08.2022 (14.30 h) 

3 तकनीकȧ बोलȣ खोलने कȧ Ǔतͬथ और 
समय     

30.08.2022 (1500 h) 

4 ͪवƣीय बोलȣ खोलने कȧ Ǔतͬथ और समय 

 
तकनीकȧ Ǿप से योÊय घोͪषत बोलȣदाताओ ं
को बाद मɅ सूͬ चत ͩकया जाएगा  

 
 

3. बोलȣदाताओं के ͧलए Ǔनदȶश: 
क. आतंǐरक लेखा परȣ¢ा ͪवकेÛġȣकृत आधार पर कȧ जाएगी अथा[त Ĥ×येक ¢ेğ (मÚय ¢ेğ को छोड़कर) के 

ͧलए एक लेखा परȣ¢क और मÉुयालय, मÚय ¢ेğ, Ĥͧश¢ण संèथान (एनआईटȣएस) और कɅ ġȣय Ĥयोगशाला 

के ͧलए एक लेखा परȣ¢क होगा। 

ख. केवल वे फम[ िजनके नाम भारत के Ǔनयğंक और महालेखा परȣ¢क काया[लय (सी एडं एजी) से ĤाÜत 

हुए हɇ, वे सीͧमत Ǔनͪवदा के ͧलए आवेदन करने के ͧलए पाğ हɇ।  इन फमɟ को एक अलग "बोलȣ लगाने 

के ͧलए Ǔनमंğण" भेजा जा रहा है | 

ग. Ǔनͪवदा दèतावेज़ को BIS वेबसाइट www.bis.gov.in और CPP पोट[ल से डाउनलोड ͩकया जा सकता है | 

घ  ǑहÛदȣ तथा अंĒेजी सèंकरण मɅ अतंर होने कȧ  िèथǓत मɅ, अĒेंजी संèकरण Ĥबल होगा।  

 
                                                                                     

Ǔनदेशक (ͪवƣ) 
                                                             भारतीय मानक Þयूरो  

 
 
 
 
 



 
 
 

 
 
 
 
 
 
 
 

Offer Inviting Bid for Internal Audit 
  



 
 
 

 

BUREAU OF INDIAN STANDARDS 
(Under Ministry of Consumer Affairs, Food and Public Distribution) 

 
 
1. BACKGROUND 
 

1.1. The Bureau of Indian Standards (BIS), the National Standards Body has been successfully promoting 

and nurturing standards movement within the country since 1947. BIS came into existence on 01stApril 

1987 through an Act of Parliament. The BIS Act has been reconstituted in 2017. It took over the staff, 

assets, liabilities and functions of the erstwhile Indian Standards Institution (ISI) with an enlarged 

scope and enhanced powers for harmonious development of activities of standardization, marking 

and quality certification of goods and for matters connected therewith or incidental thereto.  Keeping 

in view, the interest of consumers as well as the industry, BIS is involved in various activities as given 

below: 

 
a. Standards Formulation 
b. Certification: Product, Hallmarking and Systems 
c. Foreign Manufacturers Scheme 
d. Registration Scheme 
e. Testing Activities  
f. Sale of Indian Standards and other publications 
g. International Activities 
h. Consumer Awareness Activities (for consumer and industry) 
i. Promotional Activities 
j. Training Services 
k. Information services 
l. Financial: Resources - Mobilization and utilization 
m. Trade Facilitation Cell 
n. Library Services 

 
 
 
 
 
 
 
 
 
 



1.2. The location wise details of BIS Headquarter and its Regional Offices/Branch Offices are as under: 

 
Sl. 
No. 

Name of Office Regional 
Office (RO) 

Branch Office (BO) Laboratory Training 
Institute 

 (1) (2) (3) (4) (5) 
1 Headquarter and 

Central Regional 
Office (CRO) 

TWO 
 Head 

Quarters  
 CRO 

FIVE 
 Bhopal 
 Ghaziabad 
 Jaipur 
 Lucknow  
 Noida 

ONE 
 Sahibabad 

ONE 
 Noida 

2 Northern 
Regional Office 
(NRO) 

ONE 
 Chandigarh 

FOUR 
 Dehradun 
  Faridabad 
 Himachal Pradesh 
 Jammu 

ONE 
 Mohali 

-- 

3 Eastern Regional 
Office (ERO) 

ONE 
 Kolkata 

FIVE 
 Bhubaneswar 
 Guwahati 
 Patna 
 Raipur 
 Jamshedpur 

THREE 
 Kolkata 
 Patna 
 Guwahati 

-- 

4 Western 
Regional Office 
(WRO) 

ONE 
 Mumbai 

FIVE 
 Ahmedabad 
 Surat 
 Nagpur 
 Pune 
 Rajkot 

ONE 
 Mumbai 

-- 

5 Southern 
Regional Office 
(SRO) 

ONE 
 Chennai 

SEVEN 
 Bengaluru 
 Madurai 
 Coimbatore 
 Hyderabad 
 Hubli 
 Kochi 
 Vijayawada 

TWO 
 Chennai  
 Bengaluru 

-- 

 
 

2. SOURCES OF INCOME OF BUREAU OF INDIAN STANDARDS 
 

The Bureau of Indian Standards strives for the interest of consumers as well as the industry, so that the 

high standard product can be provided to customer. In performing all the aforesaid activities, the Bureau 

of Indian Standards receive incidental income from the following sources: 

(i) Income from Product Certifications, 
(ii) Income from Quality System Certifications, 
(iii) Income from Sale of Indian Standards, 
(iv) Income from Hallmarking, Assaying Center and Jewellers, 
(v) Income from the Training Activity at NITS, 
(vi) Income from Testing Activity at Laboratories, and 
(vii) Interest on Income from Investment of its Funds. 



 
3. BASIS ON WHICH ACCOUNTS ARE MAINTAINED 

 
Besides Headquarters, the Regional Offices (except Central Regional Office, which is located in New 
Delhi), the Training Institute (NITS), the Central Laboratory, the Northern Region Laboratory and 
Branch Offices are maintaining their own accounts on uniform basis with double entry accounting 
system and following the guidelines issued by HQ’s from time to time and according to Central 
Government Rules. Monthly trial balance and other MIS reports are sent by Regional Offices, Central 
Laboratory, Training Institute and Branch Offices to HQs for control and consolidation. Further, the 
said accounts are audited by C&AG. The financial statements of BIS are given at Annexure A. 
 

 
4. SCOPE OF INTERNAL AUDIT WORK 

 
4.1 The Internal Auditor shall be responsible for test checking the initial records, accounts maintained by 

HQs/ROs/BOs/NITS/ Laboratory with a view to ensure that the rules and regulations are followed 
correctly, systems and procedures regarding accounting and financial matters are adequate. 

 
4.2 The Internal Auditor shall inter-alia cover checking of all accounting records including those relating 

to advance and records pertaining to purchases, civil work, physical verification of stores, 
equipment’s, tools and plant. 

 
4.3 The Internal Auditor shall not only focus on the Income and Expenditure factor, rather may also focus 

on the risk indicators while performing the Internal Audit. 
 

5. DUTIES OF INTERNAL AUDITOR 

The Internal Audit shall perform following duties: 

 
5.1   Accounting and Other Related Aspects 
 

(i) Study the accounting procedures prescribed by the HQs with a view to ensuring that they are 

correct, adequate and free from defects or lacunae. 

(ii) Ensure the implementation of the prescribed procedures and the order issued by HQ from time 

to time. 

a. Whether such default has occurred due to system failure and defect or due to individuals. 

b. Whether steps have been taken for ratification of the aforesaid defects. 
(iii) Scrutiny and checking of payments and accounting work of the accounting units. 

a. Payment of all types of suppliers bills for goods and services as perGFR,2017 

b. Payment of Adjustable Advance, TA Advances. LTC Advance and Medical Advance etc., and 

adjustments thereof. 

c. Payment in foreign currency to parties outside India. 



d. Payment under different Plan Projects, Maintenance of Respective Accounts Books &Utilization 

Certificate thereof. 

e. Management of Cash for Payment and Receipts, Cash Book and Bank Book, Maintenance of 

records, Bank Reconciliation, etc., 

f. Accounting of JVs/Issue of Debit/Credit Advices and Reconciliation of Inter-Office Accounts, 

Current Assets and Liabilities Account. 

(iv) Scrutiny of Booking of Income under the appropriate activity i.e., Product Certifications, Quality 

System Certifications, Sale of Indian Standards, Hallmarking, Assaying Centre and Jewellers, Training Activity 

and Testing Activity. 

(v) Scrutiny of Investment made, i.e., process of Investment, receipt of Interest, checking of the accrued 

interest, maturity proceeds as per FDRs and its accounting in Books of Accounts. 

(vi) Scrutiny of the Statutory Compliances: 

a. Whether the Tax has been deducted properly. 

b. Timely submission of the return and Issuance of TDS certificates. 

c. Payment of Goods and Service Tax, adjustment of Input Tax Credit and filing of GST Return. 

d. Income Tax Audit of BIS, if applicable and filing of Income-tax Return of BIS. 
(vii) Scrutiny of the Fixed Asset Register. 

(viii) MaintenanceofBooksofAccountsandpreparationofAnnualFinancialStatementsand Schedules 

thereof. 

 
5.2 Personnel Aspects: 
 
 (ix) Employees and Pensioners related records and matters: 

a. Pay/ Pension fixation of Employee/Pensioner, 

b. Proper maintenance of Leave Records such as sick leave, casual leave etc., and their consequential 

reflection on salaries, 

c. Payment of personal claims of employees viz., telephone bills, newspaper bills, misc. claims, 

Payment and settlement of TA, LTC and Medical Claims of employees and maintenance of 

subsidiary ledgers. 

d. General Provident Fund (GPF): Advances/ Withdrawals, Maintenance of Accounts records, 

Investment of GPF, Accrual Interest, Monthly Trial Balance and yearly Balance Sheet. 

e. National Pension System: Monthly deductions and remittance of National Pension Scheme 

and BIS contribution and Maintenance of Subsidiary Records. 

f. Payment of House Building Advance, Conveyance Advance, Computer Advance etc, compliance 

of conditions of payment and reconciliation of its subsidiary accounts with the General Ledgers. 



g. Medical Claims for Pensioners: Permissions, Sanctions, Payments and Maintenance of 

Records. 

 

5.3 Administrative Aspects: 
 
 (x) Scrutiny of the Purchases Procedures as per GFR,2017. 

 (xi) Scrutiny of purchase for Stationary and Consumable Items vis-a-vis the policy. 

 (xii) Scrutiny of the Stock Register i.e., Stationary and consumable items. 

 (xiii) Scrutiny of running and maintenance records of BIS owned cars 

 (xiv) Checkingofproceduresinregardtodisposalofassetstoensurethatadequateprocedure exists 

                        for scrapping/ condemning and the same is followed. 

 

5.4 Others: 
 

 (xv) Scrutiny of procedure for printing of the Standards vis-a-vis the policy. 

 (xvi) Physical verification of stock of sale of standards and justification for the same. 

(xvii) Utilization of the equipment in BIS Laboratories. 

(xviii) Pursuance/ settlement of objections taken in Audit Para/ test audit notes issued by Statutory 

Auditor and other matter relating to statutory audit. 

 

5.5 A checklist containing the major check points is enclosed at Annexure B. 

 

6. REPORTING REQUIREMENT 
 

6.1. On Completion of the Audit of the respective Audit Unit of each phase, the following steps should be 

followed before finalization of the report and the partner of the firm shall meet and discuss the audit 

observations: 

(a) The Preliminary Audit observations shall first be discussed with the Accounts/Finance 

Head of the ROs/BOs/ Laboratory/NITS. In case the auditor is not satisfied with the 

explanation given by Accounts/Finance Head of the ROs/BOs/ Laboratory /NITS, then 

shall discuss the same with the Head of ROs/BOs/ Laboratory/ NITS along with the finance 

head. 

(b) Before finalization of the audit observations, the unresolved important and statutory 

observation shall be discussed with the DDGF/DF/DAC at Head Quarter, so that the 

timely corrective action can been forced. 



(c) Based on the outcome of the aforesaid discussion, the Audit Report thus compiled shall 

be structured on following broad areas: 

(i) Compliance Report of the previous observation raised in the Internal Audit 

(ii) Important Observation arising out of the audit, requiring corrective action 

(iii) Report on Testing of Effectiveness of Internal Control 

(iv) Other. 
 
7.   TERMS OF REFERENCE OF INTERNAL AUDIT  
 
7.1 The firm selected for conducting Internal Audit for the year 2022-23, may be considered for renewal of 

the contract for conducting the Internal Audit for subsequent two years (i.e., 2023-24 and 2024-25) on 

yearly basis, subject to satisfactory performance on the same fee and terms and conditions. 

7.2 Internal Audit shall be conducted in 2 phases (Phase I covering the period from April to September and 

Phase–II covering the period from October to March). The commencement of Phase–I audit will be 

on/around15th November and Phase – II will be on/ around 01st June. The report for the Phase-I and II are 

to be submitted on/ around 31st December and 15th July respectively. 

 Audit Team 

7.3 Auditor should deploy suitable teams for undertaking the audit, after a thorough perusal of the 

requirements of the auditee units and the volume of work involved. 

7.4 A minimum number of man-days are needed to be deployed at respective offices by the firm in each 

phase of the audit is as under: 

 
S. No Place Minimum Man-days Requirement 

(in each location/ office) 
Partner Qualified 

Asst. 
Assistant 

1 Headquarter and Central Regional 
Office at New Delhi 

 
2 

 
2 

 
20 

Training Institute at Noida - 1 6 
Central Laboratory at Shahabad - 1 6 
All Branches of Central Region 
(Bhopal, 
Ghaziabad, Jaipur and Faridabad) 

- 2 6 

 
  



 
 

S. No Place Minimum Man-days Requirement 
(in each location/ office) 

Partner Qualified 
Asst. 

Assistant 

2 Western Regional Office 1 2 10 
All Branches of Western Region 
(Ahmedabad, Pune, Nagpur and Rajkot) 

- 2 6 

3 Northern Regional Office 1 2 10 
All Branches of Northern Region (Jammu, 
Parwanoo, Dehradun and Lucknow) - 2 6 

4 Eastern Regional Office 1 2 10 
All Branches of Eastern Region 
(Bhubaneswar, Guwahati, Patna, Raipur and 
Jamshedpur) 

- 2 6 

5 Southern Regional Office 1 2 10 
All Branches of Southern Region (Bangalore, 
Coimbatore, Hyderabad, Kochi, Hubli and 
Vishakhapatnam) 

 
- 

 
2 

 
6 

 

Terms and Condition 
 

7.5 Payment Terms 

7.6 Payment shall be released within 15 working days from the date of submission of tax invoice by the firm 

after completion of each phase of audit and submission of the audit report and summary thereof to the 

Finance Department, New Delhi as well as to the all Regional Offices/Branch Offices/ Laboratory/NITS, 

Noida. 
 

 Bid Security/Earnest Money Deposit 

7.7 Earnest Money Deposit (EMD) of ₹10,000/- (Ten Thousand Only) is to be deposited in the 

formofAccountPayeeDemandDraft/FixedDepositReceipt/Banker’scheque/Online [Bank Name: Canara 

Bank, Bank   Account   No.       90841010000018, IFSC   Code      of Bank: CNRB0019084] in an acceptable 

form. EMD will be refunded after award of contract without any interest thereon to the unsuccessful 

bidders. Quotations received without EMD will not be considered. The Earnest Money will be forfeited 

if the bidder withdrawing or altering its bids during the bid validity period. 

 The bidding firms which are registered as Micro & Small Enterprises (MSEs) or Startups with the 

appropriate authority shall be exempt from submission of EMD. Such firms are required to produce self-

certified copy of  valid certificate of registration as MSE or Startup with appropriate authority alongwith 

Envelope 1.  

 



 

 

7.8 The Bureau has also the right to forfeit the EMD in full in the event of failure on the part of the firm to 

fulfil the Terms & Conditions of the Tender Document. 

         Performance Security 

7.9 Successful bidder shall deposit an amount of 3% of bid price (including GST) as Performance Security 

in the form in the form of Account Payee Demand Draft/ Fixed Deposit Receipt/ Banker’s cheque/ Online 

[Bank Name: Canara Bank, Bank Account No.: 90841010000018, IFSC Code of Bank:CNRB0019084] in 

an acceptable form. Performance Security will remain valid for a period of 60 days beyond the date of 

completion of all contractual obligations. Performance Security may be forfeited if the performance of 

the firm is not observed satisfactory. BIS further reserves the right to terminate the contract in case the 

performance is not observed satisfactory apart from forfeiting the performance security and/or levy of 

penalty. 

 Penalty Clause 

  7.10 All the areas of work as mentioned at Para 6 shall be covered by the Auditors at all the locations in each 

phase of audit. 

  7.11 In case, the audit is not completed as per the time schedule given, the penalty will be 0.5% of the contract 

value per week or part thereof maximum to 5% of the contract value. 

 Other 

  7.12 The contract may be terminated by this Bureau on serving 15 days’ notice without assigning any reason. 

In case the contractor intends to terminate the contract, it shall give two months’ notice. In this 

connection, the decision of the Bureau shall be final and binding on the firm 

 7.13  The firm selected for conducting Internal Audit for the year 2022-23, may be considered for renewal of 

the contract for conducting the Internal Audit for subsequent two years (i.e., 2023-24 and 2024-25) on 

yearly basis, subject to satisfactory performance on the same fees plus taxes and on the same terms and 

conditions. 

  7.14 Jurisdiction of all disputes will be New Delhi. 

  7.15 In case on any dispute or difference rises, the same shall be settled by reference to arbitration by a sole 

arbitrator to be appointed by DG: BIS whose decision shall be final and binding on both the parties. 

 

 

 

 

 



 

8.   TENDER SUBMISSION 
 
8.1 Tender will be submitted in “Three” Separate sealed envelopes as below. All the three (3) envelopes 

should be numbered clearly and super scribed with our Tender reference number, date, title, binder’s 
name and address. 

Envelope 1:  Shall contain the Accounts Payee Demand Draft/ Fixed 
Deposit Receipt/ Banker’s cheque/ Acknowledgment of Online 
payment in an acceptable form toward payment of Earnest 
Money Deposit(EMD).  MSE and Startup bidders are required 
to produce self-certified copy of  valid certificate of registration 
as MSE or Startup with appropriate authority. 

 
Envelope 2:  Shall contain Technical Bid (Eligibility Criteria documents) i.e., 

 Brief background about the firm, with list of partners, 
if any, employees and their education qualifications / 
experience, present clients of the firm 

 Self-certified copy on the Firm Letter Head, stating the 
experience certificate of the firm of conducting internal 
audit of Statutory Bodies/ Autonomous Bodies/ PSUs 
for 5 years ending 2021-22 (in last 10years ending 2021-
22). 

 Copy of GST Registration Certificate 
 Copy of PAN No. 

 
  Envelope 3:  Shall consist of Financial Bid i.e., the consolidated audit fees for both Phase-I  

  and Phase-II including all expenses (i.e., travelling, boarding and lodging etc.) 
   excluding GST which shall be charged in the invoice as applicable: 

  
Particulars Sl. 

No. 
Office No. 

of 
Place

s 

Amount (Rs.)* 
 
 

(1) (2) (3) (4) (5) 
Audit Fee for one year for both Phase-
I and Phase – II including all expenses 
(i.e., travelling, boarding and lodging 
etc., ) for one year 

1) Regional Office One  

2) Branch Office/Lab/ 
Training Institute 

**  

Total:   

* Excluding GST 
**The number of Branches under a Region are given in para 1.2.  The bidder has to quote lump 
    sum price for all Branches under the concerned Regional Office in column 5 against Sl. No. 2 
     i.e. Branch/Lab/Training Institute 
 

8.2 Bidders may note that in case of opening of new branch/lab or closing of existing branch/lab, the 

firm shall conduct audit of the branches/labs actually existing at that time and payment shall be 

made to the firm proportionately (irrespective of the distance of the branch newly opened/closed 



from the regional office) in accordance with the rates quoted for branch/lab/Training Institute in Sl. 

No. 2 of the above financial bid format.   

8.3 Above three envelopes may be enclosed with a sealed single envelope scribing with mentioning the 

content inside the envelope (Envelope 1, Envelope 2 and Envelope 3) and titled as “QUOTATION FOR 

APPOINTMENT OF INTERNAL AUDITOR FOR 2022-23”and marked “CONFEIDENTIAL” may 

be placed at tender box kept in custody of Director (Finance), Finance Department, Room   No.   

204, Bureau   of   Indian   Standards, 9, Bahadur   Shah   Zafar   Marg, New Delhi-110002. 

 

8.4 The bidder whose total bid value (i.e. total of Sl. No. 1 and 2 of the amounts quoted in the financial bid) 

is the lowest shall be declared and termed as L1 bid. The work shall be awarded to such L1 in case the 

L1 bidder is Micro & Small Enterprise (MSE) bidder. In case L1 is not MSE, purchase preference as per 

Public Procurement Policy for Micro & Small Enterprises (MSEs) Order, 2012 (with latest amendments) 

shall be applicable i.e. the MSE bidder quoting a price (total bid value) within the band L1+15% shall be 

awarded the work if such MSE bidder agrees to bring down its quoted price to L1 price in a situation 

where L1 price is from someone other than MSE. 

 































































   
   
             

 
 

                ANNEXURE-B 
CHECK LIST FOR INTERNAL AUDIT FOR ROs/ BOs/ Labs/ NITS 
 
A.  Compliance Report of Previous observations raised in the Internal Audit (persisting 

irregularities only) :- 
 

S No. Observations 
(As per last Internal Audit Report ) 

Action Taken By The 
Management 

1   
2   
3   
4   

 
B. Important Observations arising out of current year audit requiring corrective action:- 
 

I. Accounting & Other Related Aspects 
 

1.   Verification and Accounting of Expenses and Income - 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

a)  Whether the supporting 
documents are available with 
Bank Payment Voucher(s) 

  

b)  Whether the supporting 
documents are available with 
Journal Voucher(s) 

  

c)  Whether the vouchers are 
serial numbered and properly 
authorized 

  

d)  Verify the authenticity of 
expenditure with the relevant 
documents, budget and as 
per Gem/GFR 

  

e)  Whether all receipts are 
accounted for in the books of 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

accounts. 
f)  Whether expenditure and 

income are accounted for 
properly under prescribed 
head of account. Whether 
there are cases where the 
expenditure is booked under 
other heads/Wrong heads. 

  

g)  Verify whether MIS reports 
are being prepared correctly 
and send to HQs on due 
dates 

  

 
2. Accounting  Principle  and Methods :- 

 
S. 
No. 

Particulars Observations Management 
Remarks 

a)  Whether accounting 
guidelines issued by BIS 
HQ has been followed in 
due spirit or not 

  

b)  Deviations, if any.   
 

 
3. Management of Cash for payment and receipts, Cash Book & Bank Book, Maintenance of 

records, Bank reconciliation, etc. 
S. 
No. 

Particulars Observations Management 
Remarks 

a)  Whether cash balance 
physically verified with the 
books of accounts. Note the 
deviations, if any. 

  

b)  Whether cash received by 
the office, deposited in the 

  



   
   
             

 
 

S. 
No. 

Particulars Observations Management 
Remarks 

bank on same day or by 
next working day. 

c)  Whether the payment to 
outsider are being made  
by Cheque/ NEFT/RTGS/ 
ECS. Note the deviations, if 
any. 

  

d)  Whether fidelity insurance 
cover available.  List out 
the case where cash 
balance exceeded the 
fidelity insurance limit. 

  

e)  Whether Drafts/Cheques 
received are being properly 
deposited in the bank on 
the very next day. 

  

f)  Whether Bank 
Reconciliation Statement 
(BRS) is being prepared on 
monthly basis and there is 
any long outstanding items 
in BRS. 

  

g)  Whether surplus fund has 
been sent to HQ on every 
Monday after retaining 
their estimating 
expenditure needs for the  
week. 

  

 
4. Accounting of JVs/Issue of Debit, Credit Advices and Reconciliation of Inter-Office 

Accounts, Current Assets and Liabilities Account. 
 

S. 
No. 

Particulars Observations Management 
Remarks 



   
   
             

 
 

Accounting of JVs/Issue of debit, credit Advices  
a)  Whether JVs, debit/credit 

advices have been properly 
accounted for in the 
Accounts Books  

  

 
5. Sundry Debtors 
S. 
No. 

Particulars Observations Management 
Remarks 

a)  List out the 
advances/debtors pending 
for long time and ascertain 
the reasons 

  

b)  Make an extract of Sundry 
Debtors age-wise and 
ascertain the reason for its 
pendency. 

  

c)  Whether the office has 
made proper effort to 
recover the amount.  

  

d)  As per Delegation of 
Power, irrecoverable 
outstanding debtors 
/Certification dues: 

 Upto ` 10,000/- can 

be write-off by 
Heads 

 Upto ` 50,000/- by 

DDGs concerned, 

 Beyond ` 50,000/- by 

DG:BIS subject to 
report to Executive 
Committee.   

Whether the Concerned 
Head has reviewed the 

  



   
   
             

 
 

S. 
No. 

Particulars Observations Management 
Remarks 

debtors and written-off the 
irrecoverable debtors upto  

` 10,000/- each and put up 

proposals to DDGs upto  

` 50,000/- and then to 

DG:BIS . 
 
6. Sundry Creditors 
S. 
No. 

Particulars Observations Management 
Remarks 

a)  List out the Sundry 
Creditors pending for long 
time and ascertain the 
reason.   

  

b)  If Sundry Creditors, are 
outstanding for more than 
3 years, than whether the 
same have been   
transferred to 
Miscellaneous  Receipt 
Account with 
corresponding entries in 
Register to be maintained 
for this purpose.  

  

c)  Whether efforts are being 
made for early settlement 
of old outstanding entries. 

  

7. Inter Office Reconciliations/ Balance Confirmation:-  
S. 
No. 

Particulars Observations Management 
Remarks 

a)  Whether inter office 
confirmation obtained from  
HQ/ROs/BOs at regular 

  



   
   
             

 
 

S. 
No. 

Particulars Observations Management 
Remarks 

intervals  
b)  In case of difference in 

balances, Whether   
rectification entries have 
been accounted for in the 
books of accounts 

  

 
8. Verification of Certification Fees in Test Check Basis:- 
S. 
No. 

 Particulars Observations Management 
Remarks 

a)  Whether Marking Fee 
(M.F.) is received regularly.  
In case where there receipt 
of M.F.  has been approved 
to be received on quarterly 
basis, whether it is being 
received every quarter 

  

b)  Whether the prescribed 
procedure adopted for 
regular collection of 
marking fee has been 
followed or not. 

  

c)  In case marking fee is 
recoverable on the basis of 
production. It is desired 
that calculation of 40 cases 
may be done on “test 
check” basis and deviation 
if any may be reported. 

  

 

9.   Verification of Hall Marking: 
S. No.  Particulars Observations Management 

Remarks 
a)  Whether fee on sharing 

basis is received regularly 
  



   
   
             

 
 

S. No.  Particulars Observations Management 
Remarks 

from Hallmarking 
Centers on bi-monthly 
basis. If not, whether  
penalty clause for the 
delayed payment has 
been imposed or not 

b)  Whether the prescribed 
procedure adopted for 
regular collection of 
hallmarking fee has been 
followed or not. 

  

c)  Whether the 
reconciliation of 
hallmarking done by hall 
marking centers as 
indicated in the 
declaration, is being done 
with the balance sheet. 

  

 
10. Verification of Sale of Standards: 
 
S. No.  Particulars Observations Management 

Remarks 
a)  Ensure that the price 

charged for the standards 
are correct and verify the 
daily sales statement with 
cash memo` 

  

b)  Verify the stock register 
with the cash memo on 
test basis. 

  

c)  Print outs shall be made 
only where hard copies of 
the specific standards is 

  



   
   
             

 
 

S. No.  Particulars Observations Management 
Remarks 

not available.  Make a test 
from stock register 

 
11. Verification of Training Institute: 
S. No.  Particulars Observations Management 

Remarks 
a)  Ensure that the income 

received on account of 
training programs have 
been recorded or not 

  

b)  Verify that all efforts 
being made for timely 
receipt of Income. 

  

c)  In case of in-house 
programs, whether the 
recording of the same is 
being done under “Staff 
Training”, if not then 
reason for such deviation. 

  

 
 

12. Verification of Income of Laboratories: 
S. No.  Particulars Observations Management 

Remarks 
a)  Ensure that the income 

received on account of 
testing activity have been 
properly recorded or not 

  

b)  Verify that all efforts 
being made for timely 
receipt of Income. 

  

c)  Verify that the income 
earned on account of Sale 
of scrap etc., have been 

  



   
   
             

 
 

S. No.  Particulars Observations Management 
Remarks 

recorded appropriately. 
Deviation if any, may be 
recorded  

 
II. Statutory Compliances:- 

 

A. GOODS AND SERVICES TAX (GST) 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether GST has been 
deposited with the 
Department by the prescribed 
dates. 

  

b. Whether return has been filed 
with the Department within 
prescribed period. 

  

c. Whether INPUT TAX 
CREDIT has been adjusted 
correctly and timely. 

  

d. Whether the ROs/ BOs/ NITS/ 
Labs has any demand from 
the Goods & Services Tax 
Department and any 
litigation is pending. If yes 
whether proper follow-up 
has been made to resolve the 
same 

  

e. Deviations, if any   
 

B. TDS (excluding TDS on Salary) 
S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether TDS has been 
properly deducted at 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

prescribed rate. 
b. Whether TDS amount 

remitted to the Income Tax 
Department by due date. 

  

c. Is there any case where either 
TDS has not been deducted or 
deducted at lower rate.  

  

d. In case where TDS has not 
been deducted, whether the 
certificate from the 
organization has been 
obtained 

. 
 

 

e. Whether TDS returns are filed 
in time. 

  

f. Correctness of TDS certificate 
and whether it has been 
issued within the prescribed 
time.  

  

g. Other Observation.   
 

C. PROFESSIONAL TAX 
S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether timely payment 
of the Professional Taxes 
have been paid by the 
ROs/BOs to the concerned 
authority. 

  

b. Whether timely return of 
Professional Tax has been 
made by the ROs/BOs to 
the concerned authority. 

  

c. Whether intimation 
regarding the recovery of 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

the Professional Tax along 
with the employee-wise 
detail has been send to 
HQ. 

d. Deviations, if any   
III. Preparation of Annual financial statements and schedules thereof:- 

 
S. 
No. 

 Particulars Observations Management 
Remarks 

a. 
 

Whether the Accounting 
work has been outsourced.   
If so, details of work 
outsourced and responsibility 
is to be ascertained. 

.  

b. Whether the Trial Balance 
entries verified by the 
professional deployed and 
counter signature has been 
obtained for authenticity. 

  

d. Whether the procedure for 
consolidation of all branches 
with Head Office trial balance 
is accurate and in line with 
the General principles of 
Consolidation.  

  

e. Other observation on 
Financial statements 

  

 
IV. Personnel Aspects :- 

A. Leave Encashment Liability and maintenance of Leave records:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether timely sanction   



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

letter has been send to the 
Finance Department for 
payment along with the 
Salary 

b. Whether the impact of the 
leave encashment has been 
recorded in the leave register 
of the individual. 

  

 
B. LTC Advance:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a)  Whether LTC is 
availed/Journey undertaken 
as per the norms fixed by 
GOI. 

  

b)  List out the LTC advance 
outstanding for long time and 
ascertain the reason and 
penal interest if charged for 
such delays. 

  

c)  Deviations, If any   
 

 
C. TA advances:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Check whether the advance 
has been taken for the official 
tour. 

  

b. Whether TA advances has 
been adjusted timely. 

  

c. List out the TA advance 
pending for long time and 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

ascertain the reason. 
d. Whether TA Claims are 

settled as per TA Rules. 
  

 
D.  Other advances/Adjustable/Medical Advances:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Verify the entitlement of 
advances 

  

b. Verify the settlement of 
claims. 

  

c. List out the advances pending 
for long time and ascertain 
the reason. 

  

 
E. House Building Advance (HBA):- 

 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether advance has been 
given to eligible Employees. 

  

b. Whether amount of advance 
given is within the sanctioned 
limit. 

  

c. Whether timely sanction 
letter has been send to 
Finance Department at HQ 
for disbursement of the 
advance. 

  

d. Whether title deed, Insurance, 
Mortgage papers and other 
relevant documents has been 
submitted by employee. 

  

e. Whether pre-disbursement 
inspection conducted by 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

authorize person, if required 
f. Whether the timely 

disbursement of the advance 
is being made by Finance 
Department at HQ 

  

 
 

F. Computer Advance:- 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether advance has been 
given to eligible Employees. 

  

b. Whether amount of advance 
given is within the sanctioned 
limit. 

  

c. Whether timely sanction 
letter has been send to 
Finance Department at HQ 
for disbursement of the 
advance. 

  

d. Whether timely advance has 
been disbursed by Finance 
Department or not 

  

e. Whether Employees has 
submitted purchase bill after 
purchasing the computer. 

  

f. In case of non-submission of 
purchase bill within two 
month from the date of 
withdrawal of advance or 
purchase of computer, 
whether penal interest has 
charges and intimation for 
the same has been send to 
Finance Department at HQ. 

  

 



   
   
             

 
 

G. Medical Claims of Employees/Pensioners 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether advance has been 
given to eligible employees/ 
pensioners. 

  

b. Whether amount of advance 
given is within the sanctioned 
limit. 

  

c. Whether Employees/ 
Pensioners has submitted 
Medical bill along with their 
claims. 

  

d. Reconciliation of subsidiary 
books with general ledger. 

  

 
V. FIXED ASSETS 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether Fixed Assets have 
been physically verified at 
least once in a year and obtain 
certificate from ROs/BOs/HQs 
in confirmation. 

  

b. Whether Fixed Assets Register 
has been properly maintained 
with full details.  

  

c. Whether identification 
marking has been done on the 
assets to ascertain the location 
and identification. 

  

d. Whether fixed assets register 
is in the line with Fixed Assets 
shown in the Trial Balance. 

  

f. Is there any case of assets 
discarded, unused or 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

condemned but kept the same 
in the store and no process for 
disposal has been made by the 
branch. 

g. Deviations, if any   
 

VI. PURCHASE AND CONTROL OVER STOCK OF STATIONERY/CONSUMABLE     
ITEMS/CANTEEN ITEMS 

 
S. 
No. 

 Particulars Observations Management 
Remarks 

a. Check the justification of 
items purchased if seems to 
be on higher side. 

  

b. Whether there is proper 
record in stock register.  Issue 
of items must be on the basis 
of issue slip. 

  

c. Verify physically the items 
and ask the reason for 
deviation, if any 

  

 
VII. Payments And Control Over running and maintenance of BIS Owned Cars and hired 

vehicles:- 
S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether utilization report in 
case of vehicle/hire assets was 
found on record and it was 
proper. 

  

b. Whether running and 
maintenance records of BIS 
owned cars are properly 
maintained for e.g. Log book. 

  



   
   
             

 
 

S. 
No. 

 Particulars Observations Management 
Remarks 

c. The average mileage per liter 
of fuel in case of BIS owned 
cars shall be verified 

  

 
VIII. Disposal of assets:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether there was any 
condemning/scrap of assets 
during the year? 

  

b. Whether the condemned 
assets are disposed-off during 
the period of audit? 

  

c. Whether Committee for 
disposal is formed as per GFR 

  

d. Whether the receipts from the 
disposal of assets are 
accounted in appropriate 
head of account? 

  

e. Whether there are obsolete 
assets is not dispose-off? 

  

 
IX. Leakage of income , excess expenditure and risk indicators:- 

S. 
No. 

 Particulars Observations Management 
Remarks 

a. Whether there was any 
leakage of income or excess 
expenditure or risk 
indicator of any loss 

  

 
X. OTHER OBSERVATIONS 

S. No. Observations Raised Action Taken By The 
Management 

1 Compliances of C & AG Audit Observations:- 



   
   
             

 
 

(i)   
(ii)   
(iii)   
2 Any other observation which Internal Auditor may feel reporting 

 
C. Report on Testing of effectiveness of internal control 

 


