Standard agenda format /check list for audit committee meetings:

1. Leave of absence 

2. Confirmation of minutes of previous meeting
3. Discussion on Management discussion and analysis of financial condition and results of operations ( note to be provided by CFO on a quarterly basis)
4. Review of quarterly financial statements with the finance and accounts team and internal auditors. The committee to be apprised by the CFO of the following ( requirement of clause 41) :
(a) quarterly and year to date results shall be prepared in accordance with the recognition and measurement principles laid down in Accounting Standard 25.

(b) All items of income and expenditure arising out of transactions of exceptional nature shall be disclosed.  

(c) Extraordinary items, if any, shall be disclosed in accordance with Accounting Standard 5
(d) Changes in accounting policies, if any, shall be disclosed in accordance with Accounting Standard 5
(e) If revenues are subject to material seasonal variations, company shall disclose the seasonal nature of their activities.  
(f) Disclosure of  any event or transaction which occurred during or before the quarter that is material to an understanding of the results for the quarter including but not limited to completion of expansion and diversification programmes, strikes and lock-outs, change in management and change in capital structure.  Disclosure of similar material events or transactions that take place subsequent to the end of the quarter.  

(g) Disclosure in respect of dividends paid or recommended for the year, including interim dividends :

a. amount of dividend distributed or proposed for distribution per share; the amounts in respect of different classes of shares shall be distinguished and the nominal values of shares shall also be indicated;

b. where dividend is paid or proposed to be paid pro-rata for shares allotted during the year, the date of allotment and number of shares allotted, pro-rata amount of dividend per share and the aggregate amount of dividend paid or proposed to be paid on pro-rata basis.  
(h) Disclose as regards the the effect on the financial results of material changes in the composition of the company, if any, including but not limited to business combinations, acquisitions or disposal of subsidiaries and long term investments, any other form of restructuring and discontinuance of operations.

(i) Disclosure of  the number of investor complaints pending at the beginning of the quarter, those received and disposed of during the quarter and those remaining unresolved at the end of the quarter
5. Discussion on compliance with all accounting standards ( CFO and internal auditor to apprise the committee on how the applicable standards have been complied with)

6. The CFO and Internal auditor to apprise the committee as regards any changes in accounting policies and practices of the company and the reasons for the same, if any.

7. The CFO and internal auditor to apprise the committee on any Major accounting entries involving estimates based on the exercise of judgment that have been made in the quarterly financial statements 

8. The CFO and internal auditor to apprise the committee as regards any significant adjustments made in the financial statements arising out of audit findings

9. The CFO and internal auditor to apprise the committee as regards any Qualifications in the draft audit report ( both limited review and yearly audit report)
10. Discussion on internal audit report for the last quarter

11. Reviewing the adequacy of internal audit function, if any, including the structure of the internal audit department, staffing and seniority of the official heading the department, reporting structure coverage and frequency of internal audit.

12. Discussion with internal auditors any significant findings and follow up there on.
13. CFO and Internal auditor  to provide comfort to the committee on the following( requirement of Sec 2172AA- Director’s responsibility statement) :

 (a)
applicable accounting standards have been followed in the preparation of annual accounts along with explanation for material departures from accounting standards; 
(b)
accounting policies are selected and applied consistently, and judgments and estimates are made that are reasonable and prudent so as to give a true and fair view of the state of affairs at the end of the financial year and profit or loss of the company during the period;
(c)
proper and sufficient care has been taken for 

-
maintenance of accounting records, 

-
safeguarding assets of the company, and 

-
preventing and detecting fraud and other irregularities; 
(d)
the annual accounts on a going concern basis. 

14. CFO to apprise the committee of any substantial defaults in the payment to the depositors, debenture holders, shareholders (in case of non payment of declared dividends) and creditors.
15. Review of the statement of uses / application of funds raised through an issue (public issue, rights issue, preferential issue, etc.), the statement of funds utilized for purposes other than those stated in the offer document/prospectus/notice and the report submitted by the monitoring agency monitoring the utilisation of proceeds of a public or rights issue, and making appropriate recommendations to the Board to take up steps in this matter.

16. Review of Statement of significant related party transactions

(i)       A statement in summary form of transactions with related parties in the ordinary course of business shall be placed periodically before the audit committee.

(ii) 
Details of material individual transactions with related parties, which are not in the normal course of business, shall be placed before the audit committee.

(iii) Details of material individual transactions with related parties or others, which are not on an arm’s length basis should be placed before the audit committee, together with Management’s justification for the same.
      16.   The CFO AND THE INTERNAL AUDITOR to certify to the Board that     (Clause 49 requirement):

(a) 
They have reviewed financial statements and the cash flow statement for the period and that to the best of their knowledge and belief:

(i) 
these statements do not contain any materially untrue statement or omit any material fact or contain statements that might be misleading;

(ii) 
these statements together present a true and fair view of the company’s affairs and are in compliance with existing accounting standards, applicable laws and regulations. 

(b) 
There are, to the best of their knowledge and belief, no transactions entered into by the company during the year which are fraudulent, illegal or violative of the company’s code of conduct.

(c) 
They accept responsibility for establishing and maintaining internal controls for financial reporting and that they have evaluated the effectiveness of internal control systems of the company pertaining to financial reporting and they have disclosed to the auditors and the Audit Committee, deficiencies in the design or operation of such internal controls, if any, of which they are aware and the steps they have taken or propose to take to rectify these deficiencies.

(d) 
They have indicated to the auditors and the Audit committee 

(i)  
significant changes in internal control over financial reporting during the year;

(ii) 
significant changes in accounting policies during the year and that the same have been disclosed in the notes to the financial statements; and 

(iii) 
instances of significant fraud of which they have become aware and the involvement therein, if any, of the management or an employee having a significant role in the company’s internal control system over financial reporting.
17.  The Chief Executive Officer and Chief Financial Officer of the company shall certify that the financial results do not contain any false or misleading statement or figures and do not omit any material fact which may make the statements or figures contained therein misleading.
18. Statement to be placed before the committee of compliance of all laws during the period under review.

19. Details of non-compliance by the company, penalties, strictures imposed on the company by Stock Exchange or SEBI or any statutory authority, on any matter related to capital markets
19. Decide on scope of internal audit and external audit functions and issue letters to the internal and external auditors Discussion with statutory auditors before the audit commences, about the nature and scope of audit as well as post-audit discussion to ascertain any area of concern. ( on a yearly basis).
20. Discussion on policies with respect to risk management and risk assessment ( Department heads to provide a working note on risks associated with their department and steps taken to mitigate them on a quarterly basis)
21. Recommend the appointment of statutory auditor and approval of their fees ( yearly basis)
22. Approval of fees payable to statutory auditor for any other services rendered( periodic)
23. Audit committee to take note of any variations in results between those published and stated in limited review report and whether the requirements of Clause 41 have been complied with.
