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MODULE -1

CO-OPERATIVE MANAGEMENT

Co-operative Movement in India has grown up into a huge network of prirmemnyal,
state and national as federal organisations covering the various fattetseocbnomy viz, Banking,
Agriculture, Supply, Distribution, Processing, Marketing, Housing, Transportatidrsmall Scale
Industry. It means that it covered the entire sectors of the economy such ay,Bsovandary, and
tertiary. But a notable feature is that most of the cooperativieslim are not efficiently working
thereby they incur losses and have not achieved their goals. Lackmdfemawareness, vigilance
and solidarity and the lack of professional management are some ofiffes é@ading to dormancy
or inefficiency of their performance. Cooperatives alone confortheéaequirements of the new
social order based on the values of socialism and democracy whiohisaged in the constitution
of India.

CONCEPT OF CO-OPERATIVE MANAGEMENT

Cooperation means living, thinking and working together. It denotes #kpesthod of
doing business. In reality, cooperation is as old as man itself. Eg. Forragtoaial groups is the
outcome of reflexive cooperation. Even in animal we can see thatetlod ants, bees, wasps, lions
etc provides the best example of instinctive cooperation. The praatidbe principle of
cooperation contributed to the development of human race more than anyiotbgical and
social factor. Right from the hunting age upto the present day tlggepsoand development of
human beings, in all spheres, social, economic, religious and polgicahiked by a sense of
thinking, working and living together.

Cooperation is thus, older than the cooperative movement. The cooperative anbiem
only one example of human cooperation among others, eg., joint stock companits, tcasts,
etc. The term cooperation thus connotes several meanings and it istdifficohvey the correct
meaning of cooperation, in its technical sense.

Cooperation, thus, is a movement whose theory has evolved with times ancreqseri
gained by the cooperators. There is no rigidity either in the pbrozein the practice. It is the
objective, ideal or the purpose which is to be achieved. The coopearatiement existed because
of its ideals and it is from the pursuits of these ideals that its iplescare derived and
characteristic features determined.

DEFINITIONS:

According to one of the school of thoughts deriving its strengths from Schel#edsdh,
Hass, Raifeisen and Horrace Plunkett, ‘A cooperative institution is a voluntary association of
independent economic units, organized, capitalized and run by, and for itsersemproviding
and/or marketing goods and services on cost-to-cost basis to their mentershi@f aim
underlying the organisation of such institutions is the advancement of ecomgerests of
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members and protection and maintenance of the economic independencdl gratueers by
making up the economic deficiency through pooling of resources and thus gringthem the
economies of largeeale production.’

The second school of thought drawing inspiration from growing socialis dfdheentury
and from men like Robert Owen, Saint Simon, Charles Fourier, LowacBICarles Guide,
Ferdinand Lassalle etc., believes thaioperative institution should not be merely contented with
improving the economic position of the members witin the existing framewut also aims at
eliminating the competitive, capitalistic system and replatiiby one, which is based on mutual
cooperatiori.

The third and last school believes that cooperative movement can be partaimh
instrument in furthering the socialist progress. This is based on Marxist-Lethiamtes that,
cooperatives can help the transformation from capitalism and fimattgromunism. Accordingly,
a cooperative society has been defined as an “economic and social organisation of the working
people, serving not opnlinterest of the members, but also social progress,” which promotes
safeguards and realizes the interests and aspirations of the working people”.

In the words of H. Calvert, cooperation is, “a form of organisation wherein persons
voluntarily associate together as human beings on a basis of equality for theigmarhetonomic
interest of themselves”

According to Herrick, it is “the act of poor persons voluntarily united for utilizing
reciprocally their own forces, resources or both, under their mutuzdgeanent to their common
profit or loss”.

In the words of Horrace Plunkett, it is nothing but “self-help made effective by
organisation.”

The International Labour Organisation has defined cooperative society as, “an association
of persons varying in number, who are grappling with the same economaultlig8 and who,
voluntarily associate on a basis of equal rights and obligations, endeavor ttheskalifficulties,
mainly by conducting at their own risk an undertaking to which theg tansferred one or more
of such of their economic functions as correspond to their common needs anitizing this
undertaking in joint cooperation for their common material and moral benefits”.

UNIQUENESS OF COOPERATION

1. Co-operation is based on the principal of self-help through mutlgldi®lition of profits
and service above self.

In cooperation, individual freedom occupies a very important position.

3. The principles of ‘voluntary association’ and ‘democratic management’ are the guidelines
for the cooperative movement.

Cooperation eliminates the employers and provides independence to the workers.

5. A cooperative society is a union of weak and needy individuals whoegan rights and
has one vote irrespective of the number of shares held by him.
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MANAGEMENT FUNCTIONS
Overall, management embodies four functions:-
1. Planning
2. Organizing
3. Directing/Motivating
4. Controlling

1. Planning: Planning determines where the organization is going and how igetithere. It
sets organizational objectives and goals, forecasts the environment in wigictivebjmust
be accomplished, and determines the approach by which objectives andirgotdsbe
accomplished. Planning is used to determine a policy and the proceduredifgy ipunto
effect. Planning usually consider several alternatives. Each should be judtpedbasis of
its economic or competitive effect and accompanying problems. Alsayst be consistent
with cooperative principlesand the association’s objectives. Planning helps a manager
shape the future of the organization rather than being caught in ansetidle®f reacting
only to current crises or problems.

2. Organizing: Organizing is concerned with determining the specific activities rkéole
accomplish the planned objectives and goals; grouping the activities ingical Ipattern,
framework, or structure; assigning the activities to specific positions people; and
providing means for coordinating the efforts of individuals and groups. Qiggnis a
bridge connecting the planned objectives to specific projects foongaishing these
objectives.

3. Directing: Directing through motivation concerns the people side of the orgammizati
Cooperatives are people-driven organizations, from the standpoint of both ersptoyke
members. Managers must have leadership skills and be effective communica®rs. T
manager’s ability to influence members through leadership will help determine the extent t
which both individuals and the entire organization accomplish their goals.

4. Controlling: A manager spends up to 95 percent of the time communicating. Good
communication is essential to coordinating dhganization’s human and physical elements
into an efficient and effective working unit. In controlling, managemmainitors the
progress of planned activities. If progress is lagging, necessary adjustarentnade.
Controlling is the checkup part of a manager’s job.

ROLE OF MANAGEMENT

Management combines ideas, processes, materials, facilities, and peogfectively
provide needed services to member-owners. Management is the decision-meakiegtebf the
cooperative. Broadly speaking, its role entails formulating and dregcwiperating policies,
providing good service, maintaining financial soundness, and implementing ope&fitrencies
to successfully meet its objects.

A successful cooperative is viable in an economic or business sense and maintains or
improves its cooperative character or features. A cooperative magesu@s a business, but
gradually lose its cooperative character regarding member corgreing the needs of members,
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and distributing net margins. Likewise, it may succeed for a while@ esoperative, but fail as a
sound business institution.

Managing a cooperative is challenging and difficult. It involves anty managing
resources and business operations, as other businesses, but also dealing witls stebiening
from the cooperative’s distinctive characteristics. Because thwperative’s members are both
owners and patrons, special relationships and problems arise concerning medcibeaal of
director roles and responsibilities. Seeminglynflicting answers to questions arise. What’s
different in managing a cooperative from any other type of business@amdwers can range from
“all the difference in the world” to “none at all”

In reality, managing a cooperative is different from other types of business as ‘Decision-
making techniques are identical, but tbeoperative’s objectives are different; therefore, the
manager’s conclusions will be different’.

Cooperative principles and objectives present a distinctly different managenes@rd hat
premise is revealed in more detail through the following perspectiveseanteve must acquire to
be good cooperative manager:

1. Adjusting decision-making to a business where the customers asdsothe owners In a
supply purchasing cooperative, the manager of an investor-owned firm rfi@fliscover
that many of the successful techniques associated with developing a esadeabl
satisfactory product (for the customer) and achieving maximum retuoamital (for the
owner) no longer apply. A cooperative manager has to adjust priorities andvageotthe
realization that what’s best for the customer (also the owner)really is best for the
cooperative. This realization may explain why some low- or no-ma&@wices continue to
be provided and why certain related and perhaps high-margin activitigsoaconsidered
in a cooperative. The manager of a marketing cooperative must understanthevh
cooperative often is obligated to take all of thembers’ products and attempt to find a
market for them. The manager is not at liberty to pick and choose asuzhgproduct
suppliers and cut off marketing when inventories build up. And certainlyloov dhe
member-producer to dictate the terms on which the cooperative business steiviel tliee
product would be a situation foreign to non-cooperative managers.

2. Dealing with complex issues of equitable treatment of owner-patromanémager of an
IOF will discover that distributing the net earnings of a cooperative ishmmuore
complicated than declaring a dividend on capital stock. The standard cooppratitiee of
distributing net earnings on the basis of individual member volume, sugtitasnarketed
or quantity of supplies purchased, also will be new should he/she become a oeoperat
manager. For larger cooperatives that handle many products and involveasdka:
activities, the issue of equitable treatment of member owners can @ezomnother
concept new to an IOF manager now heading a cooperatives the reguitbat member-
owners share equitably in financing the cooperative, and that managesnentigicates
that responsibility to them and develops financing programs they’1l accept.

3. Working in a service-oriented organization is a spotlighted atmospher. The manager
of a typical cooperative will find that members formed it to proadeeeded marketing or
purchasing servicer both. Hence, every time they use the cooperatweuvsi@ate the
service performed by its employees. Often, members may wish to expessviews
directly to the manager or to get management advice about supplies tr udeen to
market their products.
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Therefore, a cooperative manager may feel that he/she is operatingenclosed
environment, compared with the manager of an IOF whose only intewdahemost
stockholders occurs at annual meetings when they want an accounting tfembywvere
changes in the market value of their stock or in the dividends dedaréd Even in the
day-to-day routine of a large cooperative, the new cooperative mamayeencounter a
different working environment. Senior manager of a regional cooperativeobstieed, “A
major change | had to face was whaill working under a spotlight.“Soon after joining the
cooperative, | found that the half-million farmers who owned our member V@S
wanted to know what | was doing. Their interest was genuine. Thousands toured the
cooperative each year and some wished to meet the executives and professionalsr@hey w
important to us and not just ordinary visitors. Rather, they were managdmcabf
cooperatives that owned thegional, or farmers who owned the locals.”He concluded, “an
executive or professional joining a cooperative must adapt himself to thécifubl
surrounding his work.”

4. Cooperatives have unique management implications of business ownership and control.
Managers perform under the influence of various motivational factorsppawer, prestige,
and a place in history. Not all are fully transferable from an iovestiented business to a
member-user oriented cooperative. An example concerns the ownership aidl afotite
business. An investor-oriented business executive or manager looking for a company to
“gain control of’ either by outstanding performance, political maneuver, or eventual
ownership will be surprised if the company is a cooperative. A cooperagvagar can
never acquire “ownership rights,” and must become resolved to always being an employee.
Further, the manager will discover it necessary to deliberatelyhie a majority of the
member-owners, not just a few principal stockholders, in major decisiopstiadf
cooperative policy and its business objectives. The prospective cooperathagena
therefore, needs to carefully assess whether his/her managementarstlylpersonal
performance motives and ambitions are compatible with the constrainteadperative
owned and democratically controlled by member-users.

RESOURCES TO MANAGE

Like any other business, three major types of resources must be manageopeiative -
people, capital, and facilities.

People

The most important resource in a cooperative is people. The success ofsal plfdhe
business depends on competent personnel working together smoothly and efficienth994 a
study conducted by Janice Dresbach, Ohio State University, cooperative sigaigetraining was
highly important in the areas of improving customer relations, educati@mbers about the
cooperative way of doing business, working effectively with a board of diggcidentifying
member needs. In an earlier study, managers cited the ability tefflsetively with people was
the qualification most important to the success of the best manager theydraknown. Ability to
size up a situation and act accordingly was ranked next in importanedifi€ations considered
least important were ability to keep pressure on until the job is donéeamdical knowledge of
supplies handled. Personnel management thus is a critical phase of businessmaandgbegins
with the selection of personnel, followed by training and evaluation. Mupbndis on personnel
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supervisors who must plan the work, delegate responsibilities and authorityzeajaddg, and set
performance standards, as well as train workers, review perfornsaiag) grievance procedures,
and provide leadership. And proper compensation, including fringe benefits asmtives, is
important in personnel management. Management should also motivate and rewargeempl
This coaching function involves seeking suggestions from staff, creatingvaoreanent where
employees can be innovative, establishing goals, inspiring and recoggaodgoerformance, and
developing teamwork and an esprit de corps among employees.

In a cooperative, management also must strongly emphasize membemselaticause
ownership, control, and patronage all are member functions. This involves adeqoaateytw
communication and information from management to members and from nseimlpeanagement.
Continuous efforts are also needed to obtain new members to maintain theairga and an
adequate volume of products or services. Maintaining or improving good membar-paations
involves providing good, honest service and helpful information about the coopenadivihea
products it handles. It means keeping members informed about policies, gppratitices, and
financial requirements; and pointing out their responsibilities for making th@petative
successful.

Financial management involves: (1) considering funds available and souraeditonal
capital; (2) allocating funds among assets to be financed; and (3) enshaingll aspects of
Financing are dealt with in a manner consistent with sound business guaatid cooperative
principles.

Facilities

Building and equipment can represent a large proportion of a coopéraiissets.
Therefore, important management considerations include scheduled mateterearrangement,
remodeling, and replacement to improve operating efficiency; dalgrating cost records;
preventive maintenance programs for rolling stock such as delivery trgickgids maintenance
and pest control; adequate insurance; disposal of unproductive assets; and obsersafetg, of
health, and other environmental regulations.

DEMOCRACY

Democracy is a form of government in which all eligible citizens partitgpaqually—
either directly or through elected representativas the proposal, development, and creation of
laws. It encompasses social, economic and cultural conditions that ¢nabfieee and equal
practice of political self-determination.

Direct Democracy:

Direct Democracy is that form of government in which people dyrqudticipate in the
affairs of the State. In this system, public opinion is expressed dinedilgsemblies meetings. All
the adult citizens have the right to participate in the meetinglseoAssembly where all the laws
are passed, taxes are assessed, and appointments to execute, the dda@sianste Assembly
are made.

Since this system is possible only in those states where the populatioallisasdit is
possible for all the citizens to participate directly in the edfaf the state, nowadays this system
exists only in a few cantons of Switzerland and some states in U.S.A.
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Indirect Democracy:

Since the modern states are much larger in size and population, it sssitig for all the
citizens to participate directly in the affairs of the statdjrect democracy has been established in
almost all the modern states. Under this system, people electejesentatives for a period who
run the administration.

If they do not work according to the wishes of the people and for théarejethey are
changed at the time of next elections. People do not direcégypak in the affairs of the state.
They elect their representatives who conduct the affairs of the state.

Indirect democracy exists in India, England, U.S.A. and France etc.

Democracy in Cooperatives

Aside from the public sphere, similar democratic principles and mechaisaoting and
representation have been used to govern other kinds of groups. Many non-governmental
organisations decide policy and leadership by voting. Most trade unions and coepeaad
governed by democratic elections. Corporations are controlled bghsit@ers on the principle of
one share, one vote.

Cooperatives are democratic enterprises where both ownership and dew@giog-power
are democratically shared. As a result, they keep money and potherhands of the community.
Each member has a share of the organization, which makes them ce-@ivitiee cooperative.
When decisions need to be made that affect the group, each member khatedonesay how the
cooperative is rua— a mix of direct democracy and representational structures

Decision Making

A co-operatives’ future will be determined by the goals the members of the coomraet
and how effectively they make decisions and solve problems as a group. dbstgbtommon
personal, business and social goals right from the start, and sticking tccérehelp this process
immensely. This not only keeps their decisions focused, but also helps to avoid misunaiiiegst
that can lead to conflict. Then the decision making process is one ofyisienthe specific goal or
problem to be addressed, gathering the best available information on the options and theisoutcome
and risks and making the choice with the best chance of providing an effective solution. Esily sai
but challenging to do!

Within the worker cooperative society, specific decisions are in thdshaf the general
assembly. The Cooperative society Acts provide the foundation for this aythwtaw, however
the cooperative society’s bylaws may also provide that specific policy decisions, such as wage
rates, may require approval by the members’ meeting. Importantly the bylaws of the cooperative
society, which regulate the life of the cooperative society, musppeoved by the members and
can only be changed by a meeting of the members.

One of the key legal responsibilities of the members is to elettodwel of directors of the
cooperative society. The bylaws will specify the number of directbeir qualification and length
of terms. Directors, by law, are responsible for the affairs oftheperative. Their duty is always
to make decisions in the best interests of the cooperative society ladea Whe directors, once
elected, in turn elect officers like president, vice-president, segrata treasurer. These officers
of the cooperative society will have specific duties outlined in thaws. In small cooperative
societies, members often serve in more than one capacity and often all membesdirecors.

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 11



SCHOOL OF DISTANCE EDUCATION

Good collective decisions require well-researched information and gmudchenications
between the board of directors, manager and membership. Cooperairtiesanay operate
democratically, but you can’t stop in the middle of the workday to discuss every decision which
must be made. The directors are responsible to ensure that an effpetiggonal structure is in
place that it is supported by the members. This may take mang,fdepending upon the desires
of the members and on the type of enterprise that the cooperative society operates.

Within most cooperative societies the following structures are usmapiiace and are the
forum for the following types of decisions.

ANNUAL GENERAL MEETING (AGM).

1. The board of directors reports to membership, reviewing the past bugesesand the
year’s financial statements.

2. The board seeks approval of its recommendations for surplus allocation.

The Business plan and budgets for the coming year are presented for aliseusbi
approval.

4. An auditor is appointed.
Membership elects a new board.
Other membership decisions specified in the bylaws are made.

BOARD OF DIRECTORS MEETING
1. The manager(s) reports to the board, which in turn provides direction to the manager(s).

2. The key function here is for the board to hold those in charge ohgidk&cisions on behalf
of the cooperative society accountable for the outcomes of those decldimaould also
include evaluating the organizational structure used to make these odecisi
The board evaluates the cooperative society’s financial position to determine whether or not
the budgeted objectives are being met and what actions should betdakeprove the
situation.

3. The board makes or changes policies as required, or recommends a polloy to
membership if only the membership has the authority in a particular area.

4. Board members discuss long-term goals and strategy and ensuregibad @lanning
process is in place to guide the cooperative society in the coming year(s).

5. The board approves new members or terminates a person’s membership.

OPERATIONAL MEETINGS

Consultation and decision-making about daily activities takes place dretwembers and
management. These meetings, and who participates, will vary foeoperative to co-operative
depending upon the organizational structures that have been approved by thesmienamel/or
the board of directors.
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COMMITTEES

Sometimes committees are appointed to research issues and make recdinnsetodiaelp
the board, membership or management make decisions. These committgese standing
committees such as a finance committee or may be ad hoc corsrsétagp to simply address one
specific issue.

THE DEMOCRATIC STRUCTURE OF THE COOPERATIVE

Within the Cooperatives, specific decisions are in the hands of the gasseahbly. The
Co-op Acts provide the foundation for this authority by law, however thetobylaws may also
provide that specific policy decisions, such as wage rates, may require approval by the members’
meeting. Importantly the bylaws of the co-op, which regulateifbel the co-operative, must be
approved by the members and can only be changed by a meeting of the members.

One of the key legal responsibilities of the members is to elettodwel of directors of the
co-op. The bylaws will specify the number of directors, their quatibm and length of terms.
Directors, by law, are responsible for the affairs of the co-operaliheir duty is always to make
decisions in the best interests of the co-op as a whole. The directagselented, in turn elect
other officers like president, vice-president, secretary, and treadurese officers of the co-
operative society will have specific duties outlined in the bylawsnall co-ops, members often
serve in more than one capacity and often all members are also directors.

Good collective decisions require well-researched information and gmudhenications
between the board of directors, manager and membership. Cooperaiptiesanay operate
democratically, but you can’t stop in the middle of the workday to discuss every decision which
must be made. The directors are responsible to ensure that an effpetimBomal structure is in
place that it is supported by the members. This may take mang,fdepending upon the desires
of the members and on the type of enterprise that the cooperative society operates.

Within most cooperative societies the following structures are usmaplace and are the
forum for the following types of decisions.

The general assembly comprises all members and constitutes the sdphé@®tion and
decision-making organ of the cooperative society. Its decisions bind all the members.

TYPES OF GENERAL MEETINGS:
1. Inaugural (constituent) General Meeting

. A cooperative holds this meeting to inaugurate the functioning of the raiwee to
authorize the list of the founding members, to discuss and adopt the -bylawsanapdr
the regulations of the cooperative, to approve the financial andtmpe plan for the
first year’s ‘activities and to elect the members of the cooperative’s managerial committee
and other committees.

II. Founding members have no extra rights than other members, excetbtethaiarticipate
in the inaugural general meeting.

lll.  The inaugural general meeting will adopt by vote the listooihding members present at
the meeting to be full members of the cooperative.
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IV. Those who have not attended this inaugural meeting will have to be ag@®veembers
according to the stipulations lay down by the law and the bylavesdieg acceptance of
new members to the cooperative.

V. The inaugural general meeting takes place only once.

2. An Annual General Meeting

I.  An annual general meeting convenes once a year on a >amtdyi the bylaws of the
cooperative but, not later than three months after the end of the financial year.

II. The annual general meeting will assess all aspects of the preweads gctivities from
the reports of the president, the secretary general, the treasur@ndiheontrol and that
of the control committee. They will examine, approve or adjust elemeamd give or
refuse the cooperative's authorities the final confirmation.

lll.  Will approve the financial, social, and development plans for the following year.

IV. Will elect the managerial units of the cooperative and ¢betrol committee for the
following year.

V. Will fix the authorized maximum amount of debts that the cooperative societyomiagiat
with any credit supply organization.

VI Will fix the investment and deposit ceilings above which decismonst be taken by a
special general meeting.

VII. The annual general meeting will be convened and presided ovardpgcial AD-HOC
committee created by the annual general meeting for that purplosearihual general
meeting will never be convened and presided over by the outgoing or imgcom
management of the cooperative.

3 Extraordinary General Meetings
This meeting will be called only when the following matters are considered:
- Amendments to the bylaws
- Acceptance of new members
- Expulsion of members
- Dissolution of the cooperative
Decisions thereof require a special majority of all the members present adtiegn

4 Special or Ordinary General Meetings

This meeting may be called at any time during the year wieeneecessary. It may be
summoned at the insistence of the management committee, the auditonttioé committee, the
registrar of cooperatives, or at the request of at least tennp€i€¥6) of all the members of the
cooperative.
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CONDITIONS PERTAINING FOR ALL GENERAL MEETINGS REGARDLES S OF TYPE

1. A general meeting may be convened only when a quorum is presembrdéngshould be
one person more than 50% of all members of the cooperative. If there is no gherum
meeting will be postponed to no earlier than one hour later, and no naorene month
later. Any number of members present in the latter case would therstcohs legal
quorum

2. Members must be informed about the date, time and place, as wdl@®posed agenda
of the general meeting well in advance up to two months prior to tleeofidhe general
meeting. Where it is possible written notice must be sent to allb@esrat their official
addresses at least one month prior to annual and extraordinary geeetaigsn When
ordinary general meetings are concerned the notice should be seny as @assible. The
notice should include the date of the alternative general meeting ¢alled if a quorum is
not reached.

THE STEPS IN DECISION MAKING PROCESS
The following steps can be adapted in decision making process.

Step 1 Identifying/clarifying the decision to be made.lf the decision has not yet been isolated, it
should be identified as a first step.The decisizaking process begins when a manager identifies
the real problem. The accurate definition of the problem affecthelsteps that follow; if the
problem is inaccurately defined, every step in the decisiaking process will be based on an
incorrect starting point. One way that a manager can help detsrthe true problem in a situation
is by identifying the problem separately from its symptoms.

Step 2 Identifying possible decision options.The next step requires the decision maker to spell
out, as clearly as possible, just what the decision alternatives really dact, the more ideas that
comes up, the better. In other words, there are no bad ideas. Encouragfetimergroup to freely
offer all thoughts on the subject is important. Participants should be egeoduio present ideas no
matter how ridiculous they seem, because such ideas may spark eedteaiight on the part of
someone else.

Step 3 Gathering /processing information andanalyze the alternatives.

Next, the decision maker collects or processes information thdietprguide the decision. If
such information is already at hand, then it simply needs to be procesatd, tstudied and
understood by the decision maker. If there is no relevant informatiotataleaior if there is
insufficient information, then such information must be collected so it caprdeessed. The
purpose of this step is to decide the relative merits of each idea. Mamagst identify the
advantages and disadvantages of each alternative solution before makirigala
decision.Evaluating the alternatives can be done in numerous ways. Here are a fevitipsssibil

1. Determine the pros and cons of each alternative.
2. Perform a codbenefit analysis for each alternative.

3. Weight each factor important in the decision, ranking each alteerrelative to its ability
to meet each factor, and then multiply by a probability fatiqgorovide a final value for
each alternative.

4. Regardless of the method used, a manager needs to evaluate eaativalierterms of its
Feasibility — can it be doneEffectiveness— How well does it resolve the problem

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 15



SCHOOL OF DISTANCE EDUCATION

situation? Consequences— what will be its costs (financial and nonfinancial) to the
organization?

Step 4 Select the best alternative After a manager has analyzed all the alternatives, she must
decide on the best one. The best alternative is the one that produossstredvantages and the
fewest serious disadvantages. Sometimes, the selection process can ls&datiyforward, such

as the alternative with the most pros and fewest cons. Other timesptithel solution is a
combination of several alternatives.

Sometimes, though, the best alternative may not be obvious. That's when @&mmansig
decide which alternative is the most feasible and effective, coupleédwhith carries the lowest
costs to the organization. Probability estimates, where analysisclofadi@rnative's chances of
success takes place, often come into play at this point in the degiaking process. In those
cases, a manager simply selects the alternative with the highest probalsilitcess.

Step 5 Making/implementing the decision.After the information has been considered according
to its relevance and significance, a decision based on that informsdtarid be made and,
thereafter, implemented

Step 6 evaluating the decision.In recognition of the fact that not all of one's decisions are likely
to be defensible, the final step in the five-step decision making prodesddatermine whether the
decision was appropriate. Ordinarily, this will be done by ascertaithengecision's consequences.
Ongoing actions need to be monitored. An evaluation system should providecteedidaw well

the decision is being implemented, what the results are, and what adjissares necessary to get
the results that were intended when the solution was chosen.

In order for a manager to evaluate his decision, he needs to gatmaratibn to determine
its effectiveness. Was the original problem resolved? If not, is he ¢ttoder desired situation than
he was at the beginning of the decisioaking process?

If a manager's plan hasn't resolved the problem, he needs to figundatutvent wrong. A
manager may accomplish this by asking the following questions:

a) Was the wrong alternative selected’™ so, one of the other alternatives generated in the
decisionmaking process may be a wiser choice.

b) Was the correct alternative selected, but implemented impperly? If so, a manager
should focus attention solely on the implementation step to ensure that the chosen
alternative is implemented successfully.

c) Was the original problem identified incorrectly? If so, the decisioimaking process
needs to begin again, starting with a revised identification step.

d) Has the implemented alternative been given enough time toe successfuldf not, a
manager should give the process more time aedakiate at a later date.
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MODULE -1l

MANAGEMENT STRUCTURE

GENERAL BODY

“General Body”, means all the members of the Society and in relation to a national

cooperative society or a federal cooperative means all the dedeghtmember cooperative
societies or delegates of multi state cooperative society and iscdubedy constituted under the
provisions of the Act.

ANNUAL GENERAL MEETING AND ROLE & RESPONSIBILITIES OF GENE RAL BODY
(Powers and functions of the General Body)

The Board of the society under a resolution shall within six monthsth#ieclose of the

corresponding year call the annual general meeting at the priptagal of business of the society
for the purpose of:

1.

© 0o N o bk 0D
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Consideration of the audited statement of accounts;
Consideration of the audit report and annual report;
Consideration of audit compliance report;

Disposal of net profits;

Approval for appointment of Auditors & fixation of remuneration;
Review of operational deficit, if any;

Creation of specific reserves and other funds;

Approval of the annual budget;

Review of actual utilization of reserve and other funds;

. Creation of specific reserves and other funds;

. Approval of the long-term perspective plan and the annual operational plan;

. Review of annual report and accounts of subsidiary institution, if any;

. Expulsion of members;

. List of employees who are relatives of members of the board or of the chief Executive
. Amendment of bye-laws, if any;

. Formulation of code of conduct for the members of the board and officers;

. Election & removal of members of the board, if any;

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 17



SCHOOL OF DISTANCE EDUCATION

18. Consider the statement showing details of loans or goods on credit ifvamytg any
director or to the spouse of the director or his/her son or daughter duripgetesling year
or outstanding against any of them;

19. Any other matter laid before it by the Board of Directors.

Board of Directors:
1) Directors to be elected by the General Body (number as may be specifie@yeldes;
2) Nominated Directors (number as may be specified in the Bye-laws, if apg)icabl
3) Chief Executive and Functional Directors shall be the ex-officio members Bodrd.
4) Two eminent persons may be co-opted by the Board of Directors;

NOTE: Functional Directors are applicable in case of National Cooperative Sodies only.
5) Two subject matter specialists may be invited by the Board in any of its meetings;

6) Nominees of the Central Government, if any, as per the provisions ofcth&VAere the
Central Government or a State Government has subscribed to the share capital.

ROLE OF BOARD OF DIRECTORS (Powers & Functions of the Board of Directoss)
1. To admit members;
2. To elect Chairman and Vice-Chairman of the society;
3. To authorize convening of Meetings of the General Body;
4

. To interpret the organizational objectives and set-up specific gohbs achieved towards
these objectives;

5. To make periodic appraisal of objectives;

6. To appoint, suspend or remove the Chief Executive and such other employesanfiehe
as may be prescribed;

7. To make provisions for regulating the appointment of the society and dles st pay,
allowances and other conditions of service, including disciplinary actiomsigauch
employees;

8. To place the annual report, annual financial statements, annual pldrudaget for the
approval of the general body;

9. To consider audit and compliance report and place the same before the geweral bod
10. To acquire or dispose-off immovable property;

11. To review the membership in other cooperatives;

12. To approve annual and supplementary budget;

13. To recommend to the General Body distribution of profits;

14. To raise funds;

15. To sanction loans to the members;

16. To fill any vacancy/vacancies in the Board by election;
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17. To approve the panel of auditors for placing in the General Body;

18. To appoint such Committees, Sub-Committees as may be necessary gatk deléhem
such powers as may be appropriate;

19. To frame regulations for the election of delegates to the GelBedyl, Members to the
Board of Directors and for the conduct of Meetings of the General Bodythe Board of
Directors as per the provisions of the Act;

20. To take such other measures or to do such other acts as may beguescrequired under
this act or the bye-laws or as may be delegated by the general body.

CHAIRMAN AND VICE-CHAIRMAN/ PRESIDENT

There shall be a Chairman and a Vice-Chairman elected bBdhel of Directors from
among themselves. The Chairman and in his absence, the Vice-Chairmapresidié over the
Meeting of the General Body and the Board of Directors. The terroffioé of the Chairman and
Vice-Chairman shall be co-terminus with the term of the elebtethbers of the Board unless
Chairman or Vice-Chairman ceases to be a Director earlier.sk @aany vacancy within this
period, the Board shall fill up the vacancy through re-election for the unexpiredfténmBoard.

POWERS AND FUNCTIONS OF THE CHAIRMAN:
The Chairman shall have the following powers and functions:

(i) He shall preside over the meeting of the general body, BoaRireftors and executive
committee;

(i) The Chairman shall sign the proceedings of all the meetings presided over by him;

(i) In the event of equality of votes on a resolution the Chairmalh Istige casting vote in the
meeting;

(iv) To convene the meeting of the Board of Directors, Executieenr@ittee and other
Committees of which he is the Chairman;

(v) The Chairman may delegate any of his powers and functions to the Vice-Chairman;

CHIEF EXECUTIVE

The Chief Executive shall be appointed by the Board and shall aid andthsdsiard of
Directors in its functions. He shall be member of all the commitsegscommittees of the Board
of Directors as may be constituted.

POWERS AND FUNCTIONS OF THE CHIEF EXECUTIVE:

Subject to overall control and general supervision of the Board ecidns, the Chief
Executive /Managing Director by whatever name he is called Bhak the following powers,
functions and responsibilities:

() To assist the Board of Directors in the formulation of policies, objectives and planning;

(i) To implement the policies and plans duly approved by the Genedy Br the Board and
furnish to the Board of Directors periodical information necessaryafgraising the
activities and progress of achievement towards implementations of thg@egpoédnd
programmes;
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(i) To summon meetings of various committees including the general hodler the
instructions of the Chairman;

(iv) To maintain proper records of the society;

(v) To manage the funds of the society, cause proper accounts to be maintained and audited,;

(vi) To attend to all correspondence of the society;

(vii) To be responsible for collection and safety of the funds;

(viii) To execute the policies/programmes and business of the societgkanduch action as is
necessary to give effect to the resolutions of the general body, Bo&ydeofors or any
other committee constituted under bye-laws;

(ix) To sign all deposit receipts of the society with banks in accoedauith the resolution of
the executive committee;

SECRETARY
The duties of the secretary shall be-

(a) to attend all meetings of the registered society and of thenittaa and to carry out all the
instructions of the committee;

(b) to be present at the office during the hours of business as fixed mariditime by the
committee;

(c) to record the whole of the transactions of the registered soni¢fye ibooks provided for
that purpose; to conduct correspondence on behalf of the registered sogmgpare the

annual statement of accounts and balance sheet; and to have charge of the documents, books

and vouchers for payments and receipts on behalf of the registered society;

(d) to receive all applications for loans and bring the same ddfi@ committee; to prepare
receipts and other documents in the form prescribed for signature by borrowers priar to thei
taking the loans sanctioned; and with the authority of the committeeppy information
about the registered society which may be applied for by members;

(e) \ to receive all moneys due or payable to the registered sacidtyssue receipts to the
payer for same from a counterfoil receipt book supplied to the regisserciety for the
purpose by the Registrar, obtaining at the same time the signatine pérson making the
payment on the counterfoil;

(N to deposit with the treasurer from moneys collected by him on behdtie registered
society all sums in excess of an amount to be fixed from time tobyntiee committee and
to obtain from him a receipt on a form to be taken from the prescribed counterfoil book;

(g) to keep separate all moneys belonging to the registered sawietynano account to mix
them with any other moneys; and to produce at all times when called upon to the cemmitte
or the Registrar or any person authorized by him, all moneys in s Heelonging to the
registered society;

(h) to make payments as authorized by the committee, obtaining yee'paignature on the
payment book prescribed by the Registrar:

Provided that if the payment is made outside the registered sodciigts the secretary
shall, in every instance, obtain from the payee a manuscript racei@ttach it to a separate page
of the payment book; (i) to issue a receipt on a form to be taken frerpréscribed counterfoil
book when receiving money from the treasurer; and to summon meetings as provided in the rules.
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MODULE -1l

CO-OPERATIVE EDUCATION & TRAINING

IMPORTANCE OF EDUCATION AND TRAINING

It is a universally accepted fact that cooperative movemens ifadets is depending on
education and training of its members. Cooperative education and trainingp-aeéated and
interdependent, without one the other cannot be possible. While education develoiad
facilities and increases knowledge, training develops the skill, chiemetetevels it. Education
sharpens the intellect, broadens the vision and builds up the character ofvatuahdiTraining
gives a practical shape to all these matters. The success of ctiveparavement is essential
depending on cooperative education and training of members on the one hand and in the application
of the principles, practice and methods of cooperation as a way of doingssusinethe other
hand. Both education and training are therefore essential for ther pleypeopment of any co-
operative. The importance of co-operative education training is ylopddnounced for the
underdeveloped and developing countries where literacy is at itsvelv 8me of the cooperators
defined cooperain as “an economic programme employing educational action”. But to some other
co-operators, coperation is ‘“an educational programme employing economical action”. The
importance of cwperative education is also amplified by the saying namely “Create cooperators
before creating cooperatives”.

Ever since the beginning of co-operative movement in the world as afwiayng business
and as an economic programme aimed at the well-being of the pebpldelonged to the
underprivileged and under classified societies, co-operative educatiomgrdound its due
importance in all its field of activities. Cooperation in its techngense (as a way of doing
business) was a new and strange phenomenon unknown to the ordinary people waen it w
introduced. And as such knowledge and information of this form of doing business andtitslpra
application were considered essential for its success by the earlgratmwp. Rochdale Pioneers
while formulating the principles for the successful conduct of themsemer store had
foresightedly recognized the importance of cooperative education anidraAnd they did not
fail to include co-operative education as one of their principle. T#e ih reformulating these
principles had recognized in unequivocal terms, the importance of coiwpeealucation and
training and included this as one of the principles in 1966. And of date théenl€Aising these
principles in 1995 did not fail to include cooperative education and traagmgne of the revised
principles. A committee on cooperative education and training wagfbm1935. The Chairman
of the committee was Sir Malcom Darling. This Committee is corsidas the first committee
which recommended for a planned programme as a systematic appraaciomerative education
and training.

The main aspect of these recommendations relates to a three phased programyne namel

1. Education and training programme for the trainers namely instruatatsteachers on
cooperation.

Education and training programme for the personnel of cooperative department.
Education and training programme for employees of cooperative sscisiC members
and ordinary members.

w N
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The committee also suggested that the entire scheme should be firanttgdy the Govt
of India and Provincial Governments.

The Cooperative Planning Committee (Sarayya Committee) of E34énred the progress
in co-operative education and training so far achieved by implementing various scheme

The Committee was not satisfied with the progress. It recommended foingpe
cooperative colleges and intensifying the cooperative studies in schdateleages. The Sarayya
Committee also suggested for providing facilities for advanced studyearedrch on cooperation
in colleges. From the above instances and incidents it is accepted beyondhdoaubtessity and
importance of cooperative education and training for the developrheonbperative movement in
its totality.

ORIGIN AND GROWTH OF COOPERATIVE EDUCATION AND TRAINING IN INDIA

The history of cooperative education and training in India dates batRQ4 when the
cooperative movement in India started. Sir Frederick Nicolson while $ttgnhis report for
introducing cooperative movement in India also exhorted for “enlighted membership”. The
organized efforts towards providing cooperative education and trainirgy wade next in 1914,
The Edward Maclagan Committee of 1914 along with other recommendatidrasivasubmitted
proposals for implementing various programmes for co-operative egicatid training. The
Committee was of the opinion that lack of co-operative educatidrtraining will jeopardize the
very progress of cooperative movement in India. In a sense, the Cemmidis exhorting to
“create cooperators before creating cooperatives”.

The Royal Commission on Agriculture in 1928 had also made certain specific
recommendations for implementing education and training progranmmesooperation. The
Commission was also of the opinion that co-operation should be made a subjedy af sichools
and colleges.

The most important event during the pre-independence era was the appoiotnazent
committee which suggested that the national board for co-operativetieduarad training should
be renamed as National Council for Co-operative Training (NCCT).

NATIONAL COUNCIL FOR COOPERATIVE TRAINING

National Council for Cooperative Training which is known as NCCT wabksited as per
the recommendations of Swaminathan Committee of 1973'dnly 1976 with its headquarters in
New Delhi.

The members of this council consists of the representatives of the Governmedtapf
RBI, NCUI, national and state level cooperative federation, Natiomain€l for Education,
Research and Training (NCERT), University Grants Commission (UG§)cW#tural Universities
of India, Registrar of co-operative societies and the Secretdbpwérnment of India in charge of
Co-operation.

The President of NCUI shall be the Chairman of NCCT and the ERmtutive of NCUI
shall be the Director General of NCCT.

The NCCT is in overall charge of planning and coordination in the entiiaing
programme on cooperation in the country. The prime objective of NCCT is
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1. Strengthening managerial structure of cooperatives and helping theofassionalization
by improving the skill and knowledge of employees through a variety of programmes.

2. To the respective state co-operative unions.

3. The administration of the National Institute at Pune and the inteamyeidaining centres at
the regional level should be transferred under the control of this board.

4. Cooperation should be made an optional subject of study for gradution and PG.cChuese
most important decision was that provision should be made b the state goveinrntiegits
respective Co-operative Societies Act for creating a fund bypdhee of Education Fund to
be subscribed by the cooperatives working in profit. This fund is to dasiéxely used for
cooperative education and training etc.

Another event that happened in this field was the appointment of a ceerit the
Government of India constituted by NCUI. Dr .M.S. Swaminathan was the nGdraiof the
Committee. It was appointed in 1973. Swaminathan Committee was asked to exaradexjtrecy
of the existing structure by education, training, and also suggest medsurdevelopment and
improvement. The committee submitted its report which contains following recommendations.

1. Education and training programme should be separated.
2. Establishment of training centres for providing training to the subordinate staff in &&ch st

This Committee also recommended for providing training to non-official cooperators. It was
different category of cooperators. The activities of the centraimittee should be streamlined so
as to make it more result oriented. In short the entire trainingedndation programme in India
were getting a definite shape as a result of the recommendations of the surregtemm

In the year 1960, the Government of India set up a Study Team to cendeiziled study
on the cooperative education and training programmes in India. The Gemmias asked to
examine the activities of the central committee and submit prodosatgking these programmes
more effective and suitable to meet the needs of the fast gronopgi@tive movement. The study
team submitted its report during the same year. Simultaneouslyicmatdevel conference of
Ministers of Cooperation was convened at New Delhi. This conference @idcumssletail the
report of the Study Team and finally the conference took the following decisions.

The central committee for the cooperative education and trainingdsheuleplaced by a
more powerful body by name the National Board for Cooperative Education and grainin

The first important event during the post independence period in this figbeinad in 1953
when the Govt. of India in consultation with the RBI constituted a conerattéhe national level
exclusively for cooperative education and training. And this commitiee kmown as Central
Committee for Cooperative Education and Training.

All India Rural Credit Survey Committee for 1954 in its foremesbmmendations namely
integrated system of rural credit included cooperative education as tmeiofportant ingredients
for the development and success of the cooperative movement in Indiaoifimeit®e submitted
specific schemes and programmes for strengthening, developing and dingrifyieducation and
training activities of the central committee constituted in1953. ThenGitbe® also envisaged an
integrated scheme for the training of employees of cooperagyparoinent and cooperative
institutions and also the cooperators as a whole. The scheme suggested by the Committee were:

1. Classification of trainees in three categories namely higher, interenealiat subordinate.
2. Upgradation of the existing training centre at Pune as a natiewal institute and
expanding the training programmes for higher level traineers.
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3. Establishment of Regional Training centres for providing traitonipe intermediate level
staff. As a first step the committee suggested for starting 5 such centres.

It is the bounden duty of NCCT to bring out a managerial caajpalde of handling the
cooperatives as the most modern business organisation. It has also been the erafddGa@lirs¢o
develop job oriented and need based programmes for all sectors of emplaieesried
durations. A modular approach has been adopted by NCCT to develop moreranjdbroriented
training packages for all the categories of employees by upgrémrtgaining technology through
diversified training programmes to achieve professional competence and acdneigfficiency.

NCCT is having a 3 tier system of cooperative training consisting of
1. VAMNICOM at the apex level.

2. Institute of Cooperative Management (ICM)/co-operative trainingege#i at the middle
level.

3. Subordinate training centres or Junior Training Centres at lower level.

The Vaikunda Mehta National Institute of Cooperative Management (VANINMET and
the Institute of Co-operative Management (ICM) are controlled and asteriedl by NCCT directly
while the subordinate training centres are governed by the resp&tetigecooperative unions. But
the entire programmes and schemes for training are chartereddocb@rdinated by NCCT at the
national level.

COOPERATIVE EDUCATION

Unlike the cooperative training programmes in India, the cooperadiveation programme
is not having a well organized set up in India. Until the Swaminathan Gteenoif 1973 all the
programmes for cooperative education and training were jointly undertdleea result of the
Swaminathan Committee report, these two schemes were separatefdaaateggrogrammes were
formulated for education and training. It has to be mentioned in thisxtdahsg both the training
and education programmes are formulated and guided by the NCUI. In 1956 a centreedamsta
New Delhi as a subsidiary to NCUI for providing education and trainiriigetarainers or teachers
of cooperation. This centre is known as National Centre for Cooperative Education.

NATIONAL CENTRE FOR COOPERATIVE EDUCATION- NCCE

The National Centre for Cooperative Education which is commonly known &ENGas
established in 1956 as a subsidiary ot NCUI. Originally this centre wpsowide training and
education t the trainers of cooperation. But subsequently when these dgi@arpmes were
separated the NCCE continued to provide education to the trainers. THe IN€6nsidered as a
national centre for education. Even though there exists no well knit pagamal set up in
cooperative education; the NCCE is considered and accepted as thevaperinitre in educational
set up. The NCCE is now undertaking programmes for teachers onmmegrods and techniques
of teaching. The activities of the centre have now been diversifiedtér to the needs of the fast
growing cooperative sector.

It has also stepped up its activities to include leadership developmenamrogs for the
leaders of different types of cooperatives.

The educational programmes in cooperation in India are not having a nilele
organisation. The state cooperative unions are the state level agencigdeiment educational
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programme at the grass root level and the education programmes arenifdergented by the
state cooperative union through their instructors.

NATIONAL COOPERATIVE UNION OF INDIA - NCUI

The origin of NCUI dates back to 1949 when a national conferencdeofindian
Cooperative Congress was held in Bangalore. This conference decided to hmatenal
organisation especially in the non-official sector. The Governmentndia Itook steps for
implementing this decision in consultation with RBI. Accordingly aamati level cooperative
union was organized in 1949 by amalgamating the All India CooperativeitestAssociation of
1928 and Indian Provincial Banks Association fo 1949. The Union was organized atereegas
a cooperative society under the Multi Unit Cooperative SocietieslAd5. The original name of
this union was Indian Cooperative Union with its headquarters in New Delhi.

The name subsequently changed as All India Cooperative Union. After dhearG
Committee Report the name was finally changed as National Cooperative Union of Indi

The NCUI is now having the representation of more than 25 crores of ordinary members.

All the state cooperative unions, the state level and national level ativpeederations,
the Government of India and the RBI are its members. The administeatid@UI is having a 3
tier system, comprising of General Body, Governing Council and ExecGiwvemittee. The
President of NCUI will be the head of all these. NCUI is publishimg monthly magazines by
name “The Cooperator” and “The Indian Cooperative Review”.

The NCUI is the national level apex body in the cooperative movemdntlia. All the training
and educational programmes in cooperation are being guided and contplRCW. The
following diagram depicts the training and education set up for cooperation in IndiaN@dér

NCUI l

NCCT NCCE

VAMNICOM

/| ICM SCU

— R

[ I
N N N N N B
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KERALA STATE COOPERATIVE UNION

It was established as per S.89 of the KSC Act. It was a combinatidweaf érstwhile
cooperative institutes namely Cochin Cooperative Institute of 1930, Northb&falCooperative
Union of 1932 and Travancore Cooperative Institute of 1947. After the formation of
State Cooperative Union in 1969 all the functions hitherto undertaken hyaBate unions were
transferred and carried out by the union.

In Kerala, State Cooperative Union is the state level apex bodyeinnon official
cooperative sector for the promotion of the cooperative movement slakékhat is NCUI to
India is the Kerala State Cooperative Union to Kerala. It is corsidas the sole agency for
propagating principles and practice of cooperation, protecting the erterest of cooperatives and
there by cooperators in the state of Kerala. The healthy progressopérative movement in
Kerala is the main lookout of the KSCU. It is the agency to undedakleimplement all the
training and educational programmes in world cooperative movement. Triee ofahe magazine
published by it is “The Cooperative Journal”.

The department of cooperation is also having a monthly publication by name
“SahakaranaVeedhi”. The functions of the SCU also include conduct of seminars and conferences,
leadership campaign etc, for the overall development in cooperative movement itethe sta

SCU is conducting all these activities with the financial assisteamsved by it through
Education Fund, which is created out of the net profit of the cooperativeduithef the state
union also includes affiliation and renewal fee from the cooperativegrand from State Govt,
and donations from the cooperative institutions.

At present there exists a systematic arrangement for membeatieduprogramme. The
educational activities are monitored at the District level lmpmmittee with the Joint Registrar
(Audit) for the district as the convener; the President of DCB willthee Chairman of this
committee.

TRAINING PROGRAMMES UNDERTAKEN BY KSCU

The Cooperative training programme under the overall guidance of NC@idertaken by
KSCU through its cooperative training colleges and centres. At pribsgatare seven cooperative
colleges under the direct control of SCU and one oat Kottayam in the private sectptitarNSS.
There are also nine cooperative training center for the junior diplongcaoperation run by the
union.

The method o f study, types of syllabus, duration of courses and method of gxanmana
decided by the union in accordance with the broad guidance provided BYCEHE under NCUI.
Cooperative training colleges are providing higher diploma in coopenaiibril months duration
consisting of nine months of class room studies and two months of practical@tedyrst month
of practical study centres round the functions of various types of coapsrati Kerala with
special references to the constitution. The second month of the traingxgeasted to obtain a
firsthand knowledge t\and information and practical application f theepa# officers of the
department of cooperation under the KSCU. The training provided byTtbecdmprises of 8
months class room study and 2 months of practical training in the same pattern of the HDC course.

The examination of both these courses up to the publication of results andfidgplemas
are conducted by Central Board of Examination with the Regiefrdhe cooperatives as its
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Chairman. The Secretary of the SCU will be the Secretatlyeoboard also. Usually an additional
registrar of cooperatives will be the Secretary of the SCU.

H.D.C. Course:

This is a Post Graduate Diploma Course of 11 months duration including two months
practical training. The minimum qualification for education to tHeCHcourse is a University
Degree. The course is conducted at 8 Cooperative Training Collegesiatf @ne is under the
management of NSS at Kottayam. The admission of candidates is puareherits of marks.

J.D.C. Course:

The course is of 10 months duration of which two months are devoted for praciicialg.
There are 9 junior level training centers in the state out of whaske for the student under general
sector and four are for SC/ST students. In addition to the SC/ST &atcteegeneral both for the
students selected in open merit is being conducted in the SC/ST a=meps at Wayanad. 50%
seats under general sector are reserved for Institutional and depaltozentidates ( i.e. 35+15)
and the remaining 50% to the candidates selected from private sector.

Member Education Scheme:

The Kerala State Cooperative Union realized this and made extearsarggements for
conducting member education programme in the state. The sta#fttegrpdiscussed earlier has
mentioned the position of Cooperative Education Instructors at the various Mé&ubeation
Units. These Instructors carryout the member education programmes at theleNstkic

Member Education scheme sponsored by the National Cooperative Union of Iredia wa
introduced in Kerala in 1957 as a pilot project and it is being impleadeby the State Cooperative
Union, Kerala as per the guidelines given by the NCUI from toninte. Cooperative Education
programme is now being implemented by the State Cooperative Uniom Hee meheme for the
utilization of Cooperative Education Fund approved by the Registit@oojperative Societies and
as recommended by the Managing Committee of the State Coopethtion every year. All
expenses incurred for this scheme are met from the Cooperative Eddoatioremitted by the
Cooperative Societies out of their net profit. Besides Government ale&Kprovides Rs.20 lakhs
for the above purpose.

The State of Kerala has 11690 Cooperatives spread over 14 districts. Theestatzership
of these societies comes to 29486445 members. The major activity dateeC8operative Union
is educating the members, Managing Committee Members, prospective reembenen and
youth, public etc. In order to achieve this, the Union conducts a varigiyogfammes, such as
Cooperative camps, rallies, seminars, conferences, attending general baithgsneenducting
managing committee classes, arranging lectures in colleges and Schools on @ooegainizing
debating and essay competitions, organizing special programmes for women, weakes sact
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MODULE -1V

ACCOUNTING & AUDITING OF CO-OPERATIVES

Accounts are ‘Statement of facts relating to money or things having money value’. The facts
that are incorporated in accounting records are described as transactions.

ACCOUNTING

A chronological listing of monitory transactions in the form of cash Account does nok revea
the aggregate effect of all the transactions. Thus, only from suckhaacaount, nothing can be
deduced about the general health or otherwise of a business concern. It hasdimgsreeessary
to also classify the different transactions under various heads of accounts.

Bookkeeping is the art of recording all the business transactions in thedi@@dount and
is mainly related to books of original entry as well as the ledggaountancy is mainly concerned
with the summary and analysis of the record furnished by Bookkeepinga ltmisans through
which the results of the transactions under various heads are armarsgeth form to show clearly
not only the significance of such separate transaction but also the edndffact of any desired
series of transactions.

BOOKS & REGISTERS MAINTAINED BY THE CO-OPERATIVES

Every society shall maintain such account book and registers in connedtiorthe
business of the society as the Registrar may from time to time direct.

1. Minutes book
Minute books are for recording the proceedings of the general body.

N

Share Application Registrar

Register of applications for membership containing the name and adfithesapplicant,
the date of receipt of application, the number of shares applieddanaase of refusal,
the date of communication of the decision refusing admission to the applicant.

3. Admission Register

Admission book, showing the name and address of each member, the datesefcagttie
shares taken by him and the amount of share capital, if any reftmdem together with
the date of each such payment and refund.

Nomination Register
Cash book, showing daily receipts and expenditure, and the balance at the end of each day.
Day Book

N o o s

Receipt Book
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Receipt book, containing forms in duplicate, one of each set to be issued for money received
by the society and the other to serve as counterfoil.

8. Voucher File

Voucher file, contains all vouchers for contingent expenditure incurred dysdhiety,
numbered serially and filed chronologically

9. Ledger of Borrowing
Ledger of borrowings, showing deposits and other borrowings of all kinds
10. General Ledger

In the case of a society, the working capital of which exceedsatywthousand rupees,
general ledger showing receipts and disbursements and the outstandingauioderheads
from day to day is maintained.

11. Register of Monthly Receipts and Disbursement
12. Register of Dividend

13. Suspense Account Register

14. Rectification Register

In the case of issuing loans- In addition to the above registers, theifgl®egisters are
necessary.

1. Loan Ledger

Loan ledger, showing the number and date of disbursement of eacsdoad to members
the amount of loan, the purpose for which it is granted and the date sroflagpayment,
distinguishing principal and interest

2. Liability Register

Liability register showing the indebtedness of each member to ttietysavhether on
account of loan taken directly by him or on account of loan which he stands as surety

Register of Closed Loans
4. Arbitration and Execution Register
Register of Declaration under S-36

In the case of a society with unlimited liability, property stegat of members showing the
assets "and liabilities of each individual member on the date of hisadmwith full
details of the property including the survey number of the lands, tieenstat being revised
as often as may be necessary and in any case at least once in three years anensentssta
being entered in a register in a stitched volume

Land Register
Credit Limit Statement.

CLOSING OF ACCOUNTS

Every co-operative society shall maintain accounts and book for tpessuof recording
business transactions by it and close them every year on 31st March, byhh&p80t Each
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closing entry in the cashbook, in each ledger account shall be sigiieel Bsesident, the Secretary
and the Treasurer or any other approved members of the societyisaathioy the Managing

Committee. The closing balances, which are thus authenticated, shedirtied forward to the

following year commencing on the 1st April. For the purposes of caliegannual general body
meeting as provided in section 29, the dale fixed for making up therascior the year shall be
30th April of each year (Amended on 18.5.89)

POWER OF REGISTRAR TO DIRECT ACCOUNTS AND BOOKS TO BE WRITTEN UP.

The Registrar may, by order in writing, direct any co-opegagiociety to get any or all of
the accounts and books required to be kept by it under rule 43 written up taseicim such form
and within such time as he may direct. In case of failure lpycaroperative society to do sq, the
Registrar may depute an officer subordinate to him to write upcttoiats and books. In such case
it shall be competent for the Registrar to determine, with nefer& the involved in the work and
the emoluments of the officer deputed to do so, the charges which thg socieérned shall pay
to the Government and to direct its recovery from the society.

REGISTRAR MAY REQUIRE STATEMENTS AND RETURNS TO BE FURNISHED.
1. Every co-operative society shall prepare for each co-operative year.
(a) a statement showing the receipts and disbursements for the year.
(b) a profit and loss account
(c) a balance-sheet and

(d) such other statement or return as may be specified by the Refistn time to
time.

2. Every balance sheet of a co-operative society shall giue artd fair view of the state
of affairs of the society as at the end of the Co-operative yeary Bprofit and loss
account of the society shall give a true and fair view of the mnfitloss of the society
for the Co-operative year. Every Co-operative society shall sulonite Registrar
annually within April each year a copy of each of the statements spedifiled act.

Explanation—For this purpose the balance sheet or profit and loss account, shall include
any subsidiary statements or documents annexed thereto and any notes thereon.

3. Every consumers' society and every producers' society, any other societygiised re
by the Registrar by order shall submit to him annually within sunk s may be
specified in that order, a statement of verification of the stoclhetclose of the
preceding co-operative year of articles in which the society transactsssusine

4. In case of failure by any society to submit any statementunnrspecified, within the
time specified therein, the Registrar may depute an officer foaprethe necessary
statement or return. In such cases it shall be competent for thstrBe¢p determine
with reference to the time involved in the work and the emoluments obffloer
deputed to do so, the charges which the society concerned shall pay to thent@ove
and to direct its recovery from the Society.
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PREPARATION OF MANUFACTURING TRADING AND PROFIT AND LOSS AC COUNT

1. Checking of postings in the ledgersBy carefully vouching the cash book/day book and
subsidiary ledgers, the auditor will be able to acquaint himself twghature of entries in them.
While vouching the Cash Book/Day Book the Auditor has to see whethenttiesen them have
correctly recorded the transactions. Since all the transactiomsiragféhe business are entered in
the ledgers also they generally form the centre of the accountbeibadgis for preparation of the
profit and loss account and balance sheet. The Auditor will, therefore thénaze carefully the
entries from the cash book and subsidiary ledgers and satisfy himself abowothettness in
postings etc., in the respective ledgers.

The general ledger will contain all accounts which records the cdasadi operation of the
business in a given period or date. The consolidation of operation is again seeahaio trading
and profit and loss accounts and also to the statement of assets ancesiatfiliie concern. The
Auditor has therefore added responsibility to ensure thorough checkifighed antries in general
ledger in detail

2. Checking of Central Ledger:-The entries in the General Ledger are posted from the
Day/Cash Book or subsidiary journals. The totals of all subsidiary jowizalgpurchase register,
sale register etc., in a manufacturing concern, deposit ledgersbankang institution, other
subsidiary ledgers in other institutions etc., are posted in the Day Bmsilgrfd then the totals are
posted into the Central Ledger from Day Book. All transfers from oneihegbd General ledger to
another account are passed through the Day Book. No transfer is meatly @n any account in
the General Ledger or Personal Ledgers without first beingeghia the Day Book. Routine
checking of postings is normally to be made by two clerks or assistarkismigvtogether. Entries in
the Day/Cash book and the General Ledger should be checked simultanddeslgpening
balances of all real or property accounts and all accounts in the Personaklwitideowever have
to be carried over from the previous years’ ledgers.

3. Drawing up of the trial balance:After checking the postings, totaling and balancing
into the General Ledger all the closing balances are entesedhaet separately depending on the
nature of balance whether debit or credit. This statement whichic®@talassified summary or
list of all closing balances of the General Ledigé&nown as the “trial balance”. If the totals of two
sides of trial balances agree, normally it signifies the arithaledmcuracy of the accounts. If they
do not tally, the difference is to be located by checkingptigtings, totals etc. An important point
to be borne in mind in the preparation of the trial balance is to inthedeash balance and bank
balance as indicated by the cash and bank columns of the Cash/Day Bookllén soceeties,
instead of the trial balance, a receipts and disbursements stateprepiied from the Cash/Book.
However, the auditor should not proceed to prepare the final accounts unlessdsziged with
an agreed trial balance/receipts and disbursements statement.

4. Checking of the transfer entries :When transfer entries are passed through the Cash
Book/Day Book, both credit and debit entries should be checked simultaneousiy. cDméra
entries are to be marked with special ticks in order to distinguish fteemother entries; which
may involve passing of cash. All contra or transfer entries should be chexlechrefully, as they
do not affect the cash on band. Since contra entries create monetgatiaid, they are as
important as cash transactions, and should therefore receive due attention of the auditor.

While vouching entries in the journal or in the Cash Book, the auditor shalithatenot
only there is sufficient evidence in support of the entry, but the @s#lf correctly records the
transactions. It should further be seen that all transfers from onarddo another account in the
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General ledger or from one personal account to another are passed thejmirnal or through
the Cash Book and that no posting into the ledger is made directly froladters. The details
furnished in the transfer vouchers (both credit and debit) should be verifefdlijaand ensured
that the entry has been correctly passed.

5. Adjustment and closing of nominal accounts All nominal accounts are to be checked
by the Auditor so as to satisfy himself that all transactions of the lssshee/e been correctly
classified and included in the final accounts. The Auditor should take kpaato see that all
accrued income and expenditure incurred, but not paid and income receag¢hice are duly
brought into account. In the case of consumer stores, and other tradetgespit is necessary to
see that the sales made during the last few days prior to the closirgafcounts have been duly
recorded. For this the auditor will trace back the issue of dispatgbaoafs to the relative invoices
or sales memos. Similarly in the case of securities and other investntiee auditor should
ascertain whether all interest accrued during the period has besmede@nd all dividends
declared duly credited.

6. Items coming under:

(i) Manufacturing Account :-Manufacturing or production account contain items relating
to the manufacturing operations of the Society. The main heads whadr the manufacturing,
expenses are shown as under:-

(1) The work in progress or value of unfinished goods at the beginning of the year.
(2) Raw materials used (ie. opening stock plus purchases minus closing stock)

(3) Fuel, Oil Electricity and other power charges.

(4) Store and spare parts consumed.

(5) Direct or indirect labour.

(6) Maintenance of factory, plant, machinery, tools, stores, etc.

(7) Insurance of Factory building, tools, machinery etc.

(8) Depreciation of plant, machinery, tools etc.

(9) Factory lighting, water charges etc.

(10) Rent, rates and taxes of the factory premises.

(11) Salaries of the technical staff and officers including worksager, factory Superintendent
etc.

(12) General administrative expenses pertaining to the Factory.
(i) Trading Account:-The following items will appear on the debit side.

(1) Opening stock (value of finished goods at the beginning of the year).
(2) Cost of goods purchased, which include expenses connected with purchases.
(3) All trading expenses.

On the credit side the following items are usually included :

(1) Net sale proceeds (ie. total sales minus sales returns)
(2) Value of closing stock.

The difference between the two sides will show gross profit/gross loss.
(iii) Profit and loss account:-The items coming under debit (loss) side are the following:-
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(1) Interest paid and due.
(2) Establishment and contingent charges paid and due.
(3) Depreciation
(4) Assets written off as bad debts
(5) Reserves for overdue interest.
(6) Reserve for doubtful debts.
(7) Miscellaneous items.
(a)Provision for gratuity
(b) Provision for income tax
(c) Provision for other items (to be specified)
(8) Last year’s loss.
(9) Net profit.
On the credit (profit) side:-
() Interest earned.
(ii) Miscellaneous income.
(i) Commission etc.
(iv) Profit in non-credit business
(v) Reserve for interest of last year.
(vi) Other items
(vii) Net loss.
7. Other items:

(@) Outstanding expenses :-All nominal accounts in the impersonal ledger should be
examined to see that all expenses and charges pertaining to the periodeviaerhave been
included. It may be likely that there may be expenses outstanding oaonaaf fuel charges,
electricity charges etc.

With regard to the outstanding payments the auditor should examine “Goods Inward Book™
or the “Invoice Register” for the last few weeks of the period and satisfy himself that all purchases
made and included in the stock have been duly brought into account and the aintbeninpaid
invoices credited to the respective accounts of the suppliers of the goods.timnaddpurchases
not paid for, expenses incurred but not paid, are also required to be brougitcotmt. Many
times, bills for supplies made and services rendered are not receiveth&@uppliers and other
creditors. For eg: the Transport contractor might not have submittedlkifobigoods transported
during the last few days of the year. Similarly in must of theediesi, salaries and wages for June
may not have been paid before the close of the year. All thesew#ihmave to be brought out as
the outstanding expenses. For this purpose the Societies should maintainea oégiststanding
expenses.

(b) Interest receivable and payable :-Interest accrued upto the date of balance sheet should
be worked out and brought into account. However, no credit should be taken of anemenbs,of
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which is considered doubtful, unless adequate provision is made thereforeads regt-standing
interest on loans and advances this has been treated separatedgt loh bank loans and other
borrowings is generally debited to the account of the Society. Inatbe af deposits and other
temporary borrowings, interest accrued up to the date of the balaeeeshould be calculated and
provided for. Care should be taken to include interest accrued ordiepesit between the dates of
last payment of interest up to the date of balance sheet.

(c) Expenses prepaid :-Prepaid expenses include expenses on account of rent, rates and
taxes, insurance premiums, subscriptions membership fee etc. for periodstémitbeyond the
date of the balance sheet. The auditor should examine the individuahtscaad also the demand
notices, bills etc. and see that correct calculation has been male pfoportion of amounts
relating to the unexpired periods.

(d) Deferred Revenue Expenditure :-There may be instances of incurring heavy
expenditure the benefits of which extend to periods beyond the date lmdl#imeze sheet. In such
cases, the expenditure incurred should be equitably spread over the periodwhiohgthe
benefits of such expenditure would be available. The auditor should exeangfielly the whole of
the circumstances in order to satisfy himself that the carryafohof part of such expenditure is
fully justified.

8. Manufacturing Account :-The object of the manufacturing account is to ascertain the
cost of goods manufactured during the period. The manufacturing acccuerei®ie debited with
the actual materials used and all production charges. eg. wages, wovkarand factory expenses
adjustment being made for work in progress at the beginning and emel wériod. The balance in
this account which is carried to the debit of the trading accourgseqmis the factory cost of the
goods manufactured during the period.

9. Trading Account :-The trading account is relating to the trading activities ajrecern.
The object of this account is to show the result of trading actividiea period. In the case of a
trading concern it will include the items relating to purchasesafelof goods and stock in trade at
the beginning and close of the year. All direct charges incurredninection with the purchase of
goods should be included in the trading account.

Where manufacturing account is prepared to show the profit on manufatieireost of
sales is transferred to the trading account from the manufacagoayunt. The trading account is
also debited with any finished goods purchased less any returns outwardsraxiesl with sales
less returns inwards. The balance on the trading account them represgntssherofit or loss as
the case may be.

10. Profit and Loss Account :-(Proper) :- The account is credited with the gross profit
brought down from the trading account, along with any miscellaneous insocheas discounts,
interests, rent, dividend etc. On the debit side all the expenses incidetitalgeriod under audit
will appear. It would be the duty of the auditor to examine eaoh dafeexpenditure to see that it is
necessarily incurred in the course of business, that it relates to tbd pémaudit and that it is
classified under proper head.

It is essential this account should be so drawn up as to disclose full intorraga glance.
It should also enable easy comparison of the various expenses and the sourcemes$ with
similar items of the previous years. The grouping expenses under diffixaas facilitate such
comparison. The calculation of percentage of each group of expensesuim tbeetr or to the total
expenditure affords valuable information.
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In the Royal Mail Steam Packet Co-case,dtstion of auditor’s responsibilities regarding
the profit and loss account was raised. It was held that the auditor shoulthsélee account
represents a true view of the normal earnings of the business duringititeymeler audit and that
abnormal, items if any, should be shown separately in the account.

11. Revenue account and income and expenditure accounin:the case of non trading
societies such as Co-operative Education Societies, hospital, societiesgndad other types of
societies, whils do not undertake trading activities, it is common to term the “Profit and Loss
Account” as ‘“Revenue Account” or the “Income and Expenditure Account”. However the
principles for preparing these accounts are more or less the sama¢ fas preparing the profit and
loss account, the object being to disclose the excess of income over expgenditine deficit
incurred during the period.

12. Principles governing the preparation of profit and loss account :-

(1) There should items of income and expenditure as properly belong hagimess should
be included in the account.

(2) There should be proper grouping and classification of items so as to prekant@cture
of the current earnings.

(3) The whole account should be prepared, up on a consistent and uniform basisaram y
year so as to facilitate useful comparison.

(4) Adequate provision should be made for depreciation, bad debt and other losses.

(5) Provisions of the bye-laws relating to creation of capital Redemptund, Sinking Fund,
Guarantee Fund etc. should be strictly observed.

(6) Interest payable on deposits, loans, debentures and other borrowings shealtlilaged
and included in the account.

(7) Transfers to profit and loss account from funds created out of past profits should be made.

PREPARATION OF BALANCE SHEET
A. Verification of Assets and Liabilities
1. Balance Sheet De Paula defines balance sheet as following.-

“A Balance sheet is not a statement of assets and liabilities, as is commonly through, but
merely a ‘sheet’ showing a classified summary of all the balances appeariageét of books, after
all the nominal accounts have been closed by transfer to the Profit anddammt-the balance
sheet including in one form or another, the balance on the latter account”. It shows, in a classified
form, all the balances remaining in the books, after the nominal accauentsansferred to the
Trading and Profit and Loss Account and the Corresponding accounts in the ledger dre close

The balance sheet, no doubt, includes all the assets and liabilities btisiness but in
many cases, it includes items on both the sides, which are strictly speaitinger assets nor
liabilities. For example, debit balance, of the profit and loss accappears on the assets side,
although it is not an “asset”. Similarly statutory reserve fund and other reserves, credit balance of
the profit and loss account, which appear on the liability stdmot be termed as “liabilities”. The
balance sheet is expected to exhibit a true and fair view ofirtaacial position of the society.
Since the balance sheet includes other items as well, which anerregisets nor liabilities; it is
necessary that these items should be correctly described so thdidleeposition will be clear.
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Therefore it is the duty of auditor to satisfy himself that therz@lesheet is properly prepared
according to the correct and consistent accounting principles.

2. Meaning of valuation of assets for the purpose of Balance SheeA :eomparison of
the capital at the beginning of the year and at the close ofeidwewould undoubtedly reveal
whether the business runs at a profit and conversely decrease in cagitahdication of loss.
Since the surplus of assets over liabilities represents the capdabusiness concern, any such
increase or decrease in surplus of capital represents the profiisanbde during a year. The term
valuation in connection with the Balance Sheet can be interpreted as follows:-

(i) The value may be the estimated amount that the assets wouldiffesohl, or disposed of,
I.e. the realizable value.

(i) Value may mean the amount that is estimated to replace the asset i.e.dbemgpit value.

(i) The amount that an asset costs, when purchased or acquired, lggsuiseons made for
depreciation since its acquisition i.e. the written down value or going concern value.

(iv) The balance of revenue expenditure which is being written off avperiod of years,
i.e. ‘Deferred revenue expenditure or ‘prepaid expenses’.

3. Going concern value Even through all the above basis for valuation may be used in
connection with different classes of assets, ordinarily only the widtibg/n or going concern value
is taken into consideration. Where the asset, in which part of thelgaprteested, is of a wasting
nature or consumed in the course of earning income, such wastage madébgood before true
profit is arrived at. For this it is necessary to estimate the ngitke of fixed assets like buildings,
plant, machinery etc.

4. Form of Balance SheetAs the Balance Sheet purports to reveal the financial position of
the business, it follows that it should be drawn out in some intelligible form or order.

No definite rule can be laid down as to the correct order in whichdbets and liabilities
shall appear in the Balance Sheet. Two methods of arrangemesmplayed. In the first, the
assets are shown in the order of liquidity ie, cash and bank balance$, avbi most liquid
appearing first followed by investments and other current assets, Bgetsand fictitious assets
appearing last. The liabilities however, appear in the reverse oizleshare capital and reserves
appearing first and liabilities and provisions for credit balance oft@od loss account appearing
last. The second method is in the reverse order of their realisabhiy is, fixed assets are shown
first, floating assets next and liquid assets like cash and bank balancedaist.tiign the liability
side, liabilities are shown in the reverse order of repayment. Cep#tabwn first reserves next and
credit balance of profit and loss account as last.

B. Verification of assets

1. (i) Fixed Assets :- Verification of fixed assets by the auditor should be made with
reference to the documents relating to their acquisition. A scheduledfdssets at the beginning
of the year and acquired during the year should be obtained and checketewiitketl assets
register. It should be seen that all articles scrapped, destroyed or gelddsn duly brought into
account and their written down values adjusted. Physical verificatioranf @ahd machinery and
other fixed assets, should be carried out periodically. A certifstadald also be obtained from the
management that all items scrapped, destroyed or sold have been duly recorded in the books.

(i) Floating or current assets :- Floating assets are those assets which are acquired for
resale or produced for the purpose of sale and consists of cash and such aasetselas for
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purpose of conversion into cash in the course of regular business. Current aseedsarty
classified under the following main heads:-

(i) Interest accrued on investment and loans.
(if) Stock in trade in case of trading concern.
(a) Stores and spare parts
(b) Loose Tools
(c) Semi-finished goods, work in progress and finished goods in case of manufacturing concerns.
(iif) Loans outstanding and sundry debtors.
(iv) Cash and bank balances etc.

Interest accrued on investments should be shown separately in the balance &ileet. W
taking interest receivable, adequate provision should be made for overdust.inRirgsical
verification of stock in hand and also work in progress will havieet carried out. For verification
of loans outstanding and sundry debtors, ledger accounts and balance confirmitteanse to be
seen. Cash on band should be counted and the balance at Bank confirmed iingobtai
confirmation certificates from the Banks for all balances.

(iif) Wasting assets :- Wasting assets are those of a fixed nature and are gradually exhausted
and used up in the course of working, such as a mine or quarry. It is difi@gsess how much a
mine or a quarry has been exhausted and how much minerals remainofEhetef common
method following in the valuation of this type of assets is to show it irBthi@nce Sheet at its
original cost and provision made for depreciation.

2. Valuation of different types of assets

(i) Good will :-Good will is a peculiar asset. “It is a thing very easy to describe but very
difficult to define” Good will is an intangible asset and will not appear in the balance sheet except
in the case of purchase, when it should appear at cost. It represestsrthpaid for anticipated
future profits and therefore it is argued that it should be writterfroffi profits. Since it is an
intangible assets it is wise to write it down out of available profits.

It may not be easy for the auditor to verify the correctnesoti®vill which is assumed to
be the capital value of extra profits which an average business wonldrethe capital employed.
From the auditor’s point of view, he will only have to see that its value is written down annually
out of profits, in accordance with the resolutions passed, by the gendsabr by the Managing
Committee. Where the consideration paid exceeds the market value assis acquired the
excess amount paid will have to be treated as good will.

(ii) Patents :-These types of assets are not ordinarily possessed by Co-operatitesocie
However, where they have been acquired, it should be verified by the inspection of the ‘patents’
themselves. The certificate of grant of the patent obtained fromempragthority should be
examined. The auditor should see that the cost of each patent enwefittduring the course of
their expected life. The auditor should be careful enough to examirestirenewal certificate and
satisfy himself as to the currency of patents.

(iii) Trademarks :-Verification of trademarks can be made by inspection of the ceatifs
of registration or of any assignment of the Trade Marks. Where the tnades have been
registered, the auditor must vouch the amounts treated as capital exgeraies paid for renewal
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should be charged to revenue account. The entire amount shown under trademark®ehould
written off during the life time of the trade mark.

(iv) Copy rights:-These will be acquired only by co-operatives which undertake publication
of books. The Copy right Act 1957, ensures sole right to authors of books, atl&hen the
right is purchased, the written assignment must be examined and thpgidhould be vouched.
As far as possible, these assets should not appear in the balance sheetddrlanger than 2 to 3
years. The valuation of copy right should have regard to the prospect of future sales.

(v) Plant and Machinery: - Purchase of new plants and machinery will be vouched during
the course of audit. In addition the auditor will also see and verifyntre@ces and receipts, the
correspondence regarding the purchases and also contracts with machamerfacturers and
engineers’ certificates. Where there are only a few machines, the auditor should personally inspect
and identify them. Where the number of machines is large, he should aldahedule of plants
and machinery. A certificate of their existence and efficiemtkimg should also be obtained from
those responsible. The mode of valuation should be original cost less depreciation.

When the machines are sold or scrapped, the auditor must see that theerngaadgount is
credited with the amount of their book value as on that date.

(vi) (@) Free hold lands :- The auditor should examine the title deeds and satisfy himself
whether the society has got a clear title to the property. Bhdile deed should be examined to
see that the property has been duly conveyed to the society. Encumbedifaate should be
obtained and verified. It should also be ascertained that extensions and alteratignfavateen
properly apportioned in between capital and Revenue expenditure. Thar ahduld also ensure
that the property/building still continue to be in possession of the society.

The building should appear in the balance sheet at original cost. Dépreceserve,
created should be shown in the liability side.

(b) Lease hold property:- The lease should be inspected. Where the client is not the original
lessee, the assignment made in his favour should be inspected. The auditor shotdth asce
whether conditions such as prompt payment of ground rent, maintenance of fire insuraheset
been fulfilled. Otherwise, the lease might be forfeited. The lbakk property should appear at
cost less proportionate depreciation for the period expired.

Where the lease hold property has been sublet, the counter part of this sgr@aement
should be examined. The cost of lease hold property must be written offfitoaRd loss account
over the period of the lease, for at the end of the period of the ksasproperty reverts to the
lessor.

(vii) Motor Vehicles :-The auditor should verify the vehicles register or vehicles account.
The auditor should also examine the registration book of each vehicle efiy lsatself whether
the registration number and description recorded therein agreeheitpatticulars shown in the
vehicles register. If the Society has got a fleet of vehiclegllitbe necessary to keep separate
account of each vehicle. The expenses under repairs etc. should leel¢baryenue and only the
cost of major repairs carried out be allowed to be carried over ton®ror two years so as to
spread over the benefit of the expenditure over the period for which it is availed of.

The auditor should examine the adequacy of depreciation provided for. Inlspecia
circumstances, such as accident etc., a special depreciation willdhéeecharged. As regards
valuation the method adopted is original cost less the aggregate dgprecin special
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circumstances, such as accident, etc. special depreciation will hageharged. (Also see para lll
Chapter I).

(viii) Tools, implements, furniture and fixtures, installation and fitting : - Tools,
implements, furniture, fittings etc. should be dealt with as in the afaglant and machinery and
adequate depreciation should be charged every year, based on the wierkihdifferent items. In
the case of fittings upon lease hold premises, the entire cost should ba wffitiuring the period
of the lease or their estimated working life, whichever is shortdistAf dead stock articles and
office equipments should be obtained and the total agreed with the arppeatiag against the
item in the balance sheet.

(ix) Library books :-Purchase of costly books especially reference books and technical
books, may be capitalized and shown under the heading “Library books”. Library register should be
maintained for all purchases under the item whether the expendidebited under revenue head
or capital account. Periodical inspection and physical verification dfisbsbould be conducted.
10% depreciation per annum may be charged on Library books.

(x) Live Stock :-A register of live stock showing the particulars of acquisition, ideatiba
marks (or name), price paid, depreciation charged etc. should be mainfadieebasis of valuation
should be revaluation at the end of each year. In the case of animlalassworking bullocks,
milch cattle etc., their working or useful life and their usefulneseasociety should be taken into
consideration. Calves; heifers and other young animals appreciate in asltreey grow up.
Necessary adjustments are made on the death or disposal of any animal.

3. Verification and valuation of current assets:

(i) Investments :-Where investments are numerous, a complete schedule of all investments
held, showing the nominal amount and full title of each investments, the bamkaral the market
value thereof as at the date of balance sheet, should be obtainedidlioe should compare this
schedule with the books and other records. The auditor should examine all teenenis
simultaneously and compare them with the schedule. He should see thabtimtsaamd nature of
investments corresponds with those shown in the schedule of investments. In sasetheties
have been entrusted with some bankers for safe custody the auditor shautegigicate from the
bank about the nature of investments held by them and that they are free from aay charg

There may be instances where some of the investments have been saldentb®ethe
date of the balance sheet, but prior to the date of audit. In such caselitoe should vouch the
transactions.

Investments my be:-

(1) Registered debentures, stocks and shares, Government Securities.
(2) Inscribed stocks; and

(3) Bearer bonds and share warrants

(i) Verification of Securities:-Where securities lie in the custody of the Society the auditor
should examine each script carefully. The certificates, warrante@ecurities themselves should
be examined carefully and seen that they are in the name sbtaty itself and that they are
complete in all aspects and are registered in the name of theySu¢reere securities are lodged
with any bank for sale custody, a certificate to the effect shbaladbtained from the bank,
specifying charge if any, held by them. Immediately afteifyiag the security or certificates, the
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auditor should put his initials or ticks against the particular iternerlist of investments so as to
prevent its presentation once again.

In the case of bearer warrants, it should be seen that interest coupongraier and are
attached to the script itself. The numbers of such coupons should have been noted on the schedule.

(iii) Valuation of securities :-An accepted basic principle is that profits should be taken to
credit, only when the goods are sold and therefore on no account should theestatked above
cost for the purposes of Balance Sheet. On the other hand, the wise mébhealus at cost price
or market price whichever is lower. The fact that the markee psi higher on the date of balance
sheet should in no way be taken into account, but on the other hand ifsthefialiin the price of
goods which is lower than the cost price, then the market value shotdddreas the basis of
valuation.

As regards the duty of the Auditor in the valuation of assets, he need matuee. The
actual valuation is to be done by the management; the auditor is conceriyedvitimithe
correctness of valuation. He is required to ascertain that thetioaluaade appears to be fair and
reasonable according to the accepted principles. He must makehaureotcirculating asset is
valued above the cost price on any account. An auditor is guilty ofanaiee, if he fails to detect
the over-valuation of important assets like work in progress when amplenewigeavailable for
checking the accuracy of the figures given to him. (West MinRtaad Construction and Engg;
Co., Ltd., case)

(iv) Verification of mortgage deed and time barred cases :-While verifying the mortgage
deeds care should be taken to prevent substitution of bonds. A particular bond pragumed
twice before the auditor against payment of two or more of simrtayunts. This kind of fraud is
guite common and therefore the auditor should be careful to guard against such substitution.

During verification the auditor should locate time barred cases alssepatdut cases on
which immediate action is required.

4. Stock in trade:

(i) General :-As the correctness of the profit and loss account of a trading concemddepe
to a large extent on the accuracy of the valuation of the stockde &t the date of the Balance
sheet, the verification of this form of assets forms a very importanbp#re duty of the auditor.
He has also to see that it is valued according to certain accepted principles of acgounta

(i) Verification of physical existence of stores :-The stock should be taken on the last day
of any particular period. The process of verifying physically thetemce of each item of stock at
the close of the year or at the end of any specific period is knoemwabor periodical stock taking.
Complete physical counting, weighing or measuring of all the stock ondtandd be made as at
the end of the year in the case of all societies which undertake trading or mamgaattivities.

(iii) Method of stock taking :-Stock taking means measuring or weighing and counting of
goods on hand on a particular day and valuing them. It involves two things.

(i) Ascertaining the quantity of goods by means of weighing or measuring ormgpastthe
case may be, and

(i) Valuing them based on some accepted principles of accountaaafication of stocks
has to be done immediately after the close of transaction of théakasif the period. One person
should call out the quantities and descriptions and another should enter thenstuthkigheets.
Later on the price at which each item is to be valued is noted-dgpansible official in the stock

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 40



SCHOOL OF DISTANCE EDUCATION

sheet and calculation and casting being checked by another. The teahgitek sheets should be
certified by the Secretary/Manager/Custodian of Stock/Durects the case may be. While
verifying the stock the following precautions are to be taken:-

(1) All goods not in the premises, but in respect of which invoices have bssedpéirough,
should be included in the stock sheets.

(2) The items of purchases which have reached the premises, but the correspomices
have not been passed through the books, should not be taken into stock. But it should be
treated as stock in transit. If such items are taken into stock thefdbst same should be
shown as purchases pending payment.

(3) Goods sold and treated as sales in the accounts but not yet deliverecLisidheers should
be excluded from the stock list.

(4) Goods which are held on behalf of third parties, by way of consignmeageacy, should
not be included in the list.

(5) Goods whih have been sent out “On sale or Return” and as are not yet accepted or returned
by the customers should be included in the stock.

(6) Stocks sent on consignment should be included.
(7) Unsold goods on consignment should be valued at cost price and not at selling price.
The stock sheet should contain the following columns.
(i) Serial No. and name of goods
(i) Quantity actually verified.
(iif) Quantity as per the Stock Register.
(iv) Quantity excess or deficit.
(v) Quantity value excess or deficit.
(vi) Rate of value per unit.
(vii) The amount of value.

(iv) Checking of stock sheetg/statements. Stock statements, duly attested by the stock
verification officers and finally presented to the Auditor should be cordpaith the balances in
the stock accounts and the discrepancies noted should be got clarified.

After examining the whole system of stock taking, the auditor should chedtdck sheets
as follows:-
(i) Check the totals of the stock sheets.

(i) Check calculations bearing in mind that items calculated asesinglay, in fact be doubles,
dozens, or even grosses.

(i) Compare stock sheets with those of the previous years, particutarhgards quantities and
also ascertain whether any part of the stock has been held for a long time and obsolete.

(iv) Examine the Goods Inward Book for the last few weeks of the panddrace any large
item into the stock and into the purchase Register.

(v) Trace any large scale sales towards the end of the periodhmt&dods Despatched
Register and make sure that the goods if undelivered, have not been included in the stock.

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 41



SCHOOL OF DISTANCE EDUCATION

(vi) Where guantities can be checked easily, this should be done by dedbetitajal sales
from the total purchases plus opening stocks.

(vii) Enquire whether any goods belonging to the Society are irhdnels of the consignees,
selling agents, or distributors or lying in depots or warehouses.

(viii) While examining stock sheets, it should be seen that no plant, maghiaels, furniture
and similar other capital goods are not included in the stock.

(ix) After the Trading Account is drawn up and the amount of gross @wofited at, compare
the percentage of gross profit to sales with that of the previous.rd theany marked
difference, the reasons for such short fall should be enquired into.

(v) Basis of Valuation :-Stock in trade is a floating asset and hence realisable valoe is t
basis of its valuation. “Valuation at cost or market price which ever is lower” is the accepted rule.
This rule is based on the principle that no profit should be taken to crediit is ilctually realised
and that provision should be made for anticipated losses.

As regards the Market value, it may mean either the replacerakm or realisable value.
The replacement value is the amount necessary for purchasing or manufab&igogds as on the
date of the Balance sheet. The realisable value is the valuedbht fetch if the stock were sold
on that date. Which of these two values is to be adopted is detemvitheéference to the class of
inventory. When the market price is lower than the cost price, stockuedvat the former, ie., loss
is anticipated. This method of bringing down the stock into the accoumedtieed value is known
as, writing down.’

(vi) Evaluation of Pipe Line stock :-Stock in trade is valued at cost or market price,
whichever is less. In the case of retail stock also the same principle is followed.

Maintenance of stock register and stocking of balances in it aftee iat godowns is
necessary, so that when a physical verification of stock is done, it canmpared with the stock
register and reasons for difference, if any, investigated. The Awhtorld watch whether goods
received first are issued first.

(a) Inflated price :-This method can be used only when an item is subject to natural and
necessary wastage. The price of such goods is inflated to coveratege. This is an important
point which should be noted by the Auditor while checking price flucaips. Ex:-Vegetables,
fruits, fish etc.

(b) Abnormal losses :-This arises due to inefficiency, negligence, mischief or bad luck etc.
Such losses are avoidable to a great extent. Therefore the auwbidd swot allow minus
fluctuation in prices of goods in such cases unless he gets satisfactory explanation for the same.

(vii) Cost :-its meaning.-The elements that constitute cost are.-

(a) the purchase price of goods, stores and in the case of purchased steciglsrused in
manufacture,

(b) direct expenditure incurred in bringing stock in trade to its existing condition arithfoaad
(c) indirect or overhead expenditure incidental to the class of stock in trade concerned.

Whereas the cost of items (a) and (b) can be worked out with substactiahcy, the cost
towards item (c) ie, indirect or overhead expenditure can onlynhettar of calculation. If indirect
or overhead expenditure is expressed as a percentage of actual producmonuheadded to the
stock valuation will fluctuate from one period to another according tovéhene produced. To
avoid distortion of revenue results, in some cases indirect or overheautlgxpeis eliminated as
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an element of cost when valuing stock in trade or alternately, onlpdnatvhich represents fixed
annual charges is excluded. In other cases, an amount is included which i®rbalsechormal
production of the unit concerned.

(viii) Method of computing cost :-The following are basis usually adopted in practice for
calculating cost.

(&) Unit cost :- The total cost of stock is calculated by totalling the individual costach
article, batch, parcel or other unit. But in some cases it is impessidentify the stock on
hand with the various consignments purchased and it will involve undue time and labour.

(b) First in and first out :- This method is adopted on the assumption that the goods are
consumed as and when they arrive and those on hand represents the latest purchase.

(c) Average cost :- This basis entail averaging the book value of stock at the commencement
of a period with the cost of goods added during the period after deduotisgraption at
the average price, the periodical tests for calculating the avérigg as frequent as
possible having regard to the nature of the business.

(d) Standard cost :-This is a predetermined or budgeted cost per unit. It is coming more into
use, particularly in manufacturing or processing industries where seymedtions are
involved or where goods are produced on large scale.

(e) Adjusted selling price:-This method is used widely in retail business. The stock is valued at
the first instance on the basis of selling price and deducting theref@rtain percentage
representing the gross profit.

(f) Base stock :-Under this method an agreed quantity of stock is valued at a fixedeaigbe
year, this pite being below the original cost price of the “Base Stock”. The excess on this
fixed quantity can be valued at cost price or market price whichever is less.

(ix) Market value :-The market value is interpreted by some as replacement value, te. wha
it would cost to purchase similar quantities at the market pridegroin the day of the balance
sheet and by some as realisable value, ie. the net amount that wouadideel rié sold at the price
ruling on the day of balance sheet. The general practice as regaeisatd raw materials is to
value them at the lower cost or replacement value. In the cisesbéd goods it is the lowest cost
or net realisable value which is generally adopted. It is an adcppteiple that the assets should
be valued for the balance sheet purposes on a going concern basiss Saggested that all
inventories of stores like, raw materials processed and semi processadisrat fgoods, etc.,
should be valued at cost or at the net realisable value of the finished goods.

(x) Auditor’s duty with regard to stock in trade: - The accuracy of the balance sheet largely
depends on the correct valuation of stock in trade. Since falsificati@ccolunts is frequently
effected by means of manipulation of the stock list, the auditor shoulcedyecareful in the
verification and valuation of stock in trade. It is impracticablethe auditor to take, inspect or
value the stock himself. He has to rely largely on the internal check in force and on the officials’
certificate. Therefore, the auditor should exercise reasonaldeandrskill with a view to satisfy
himself as to the correctness of stock taking and valuation. The wonk afuditor in most cases
may be summarised as follows:-

(1) Casting and a proportion of the calculations of major item in the stoekt should be
checked.
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(2) The quantities shown in the book should be compared with the actual stoioidyveri
Differences, if any, should be enquired into.

(3) Where stock is held by agents or warehouses, their certificatedsheubbtained and
compared.

(4) He should verify whether all goods included in the stock are alkalaw in the purchases
by examining the Goods Received Books, for the last few days qfetihed and testing
invoices for the new period.

(5) The basis of valuation should be enquired into. It should be seen that thesstaltled at
cost or market price whichever is lower on the date of the balsimeet and that the value
of the finished goods is below the market price. The items of obsolete audivdeftock
should be valued at their respective realisable value.

(6) The percentage of gross profit on turn over should be compared with that pfetious
period and the causes of marked fluctuation, if any, should be enquired into.

(7) It should be seen that the stock sheets have been properly certified &yesponsible
official, the parties concerned in the preparation having initiated them.

The most important point to be considered by the Auditor in this matter ascertain
whether the same basis is adopted from year to year. If consistenisbasisso adopted, the
trading results shown by the accounts would become distorted. The Audlitdo wiell if he states
in his report the extent to which he relied on the certificate of the managementafeywhich is
not up to the satisfaction should be dealt with in his report.

(xi) Valuing of by-products :- In manufacturing and processing societies, which yield by-
products, (for example, molasses in sugar factories, cotton waste in spinigngiicakes in oil
mills, broken rice in rice mills) it may not be possible to asaeitae cost of the by-products. In
such cases, by-products may be valued at their current ruling pmieehich case, the cost of the
main product must be calculated after crediting the anticipatedosateeds of the by-products.
The selling price basis of valuation may be adopted in farmingtsscigroducing crops with an
annual cycle and on the date of the balance sheet, the crops harvestetivalmed on the basis of
prices likely to be realised after deducting selling cost such@ensg&s connected with marketing
etc.

5. Valuation of different classes of stock:
The method of valuation varies with the nature of the inventories.

() Raw materials. - Raw materials are, in general, valued at cost or the market, pric
whichever is less. The proportionate amount of freight and other chaigdempaie same is added
to the invoice price.

When the stock contains goods purchased at different prices, the average priceakay be t
into consideration. Consequent on the fall in the price of finished produetsy diefinite loss is
anticipated in the succeeding year, it may be desirable thaathe of raw materials should be
correspondingly written down.

It is the custom in some trade to value the stocks of raw matebal® a&ost when such
stocks mature with age and increase in value, eg. wine, timber, tobacao @tder to cover the
storage charges and interest on capital locked up in such stocks. The auditor stertéihathat
the stocks are not valued at an excessive amount and that the values atg pedifeed and do
not exceed the market value of similar stocks.
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(if) Semi-finished goods or work in progress :-Work in progress is represented by the
materials and work done in respect of incomplete contractors oy fiarthed goods. The item
should be valued at cost price i.e. raw materials consumed, wages anctliinrges expended
thereon up to date, with a reasonable sum for over head charges. Proilidianevo be made for
anticipated loss. Therefore, it is better if these items are valuagrent standard cost or at the net
realisable value in the form of finished products.

(iii) Finished goods. - Finished goods which have been purchased are valued at cost, i.e.
invoice price. The goods which are manufactured by the concern shoulmlueel in the same
manner as semi-manufactured goods. The auditor should see that such finishedrgauats a
valued at a price higher than the price of the similar goods prevailing in the market.

The recommendations of the council of the Institute of Chartered AcecdsintaEngland
and Wales, on the treatment of stock-in-trade are given below:

“No particular basis of valuation is suitable for all types of business but, whatever the basis
adopted, it should be applied consistently, and the following considerations should benborne
mind.

(a) Stock in trade is a current asset held for realisation. Indlade sheet it is, therefore,
usually shown at the lower cost or market value.

(b) Profit or loss on trading is the difference between the amounthichvgoods are sold and
their cost, including the cost of selling and delivery. The ultinpadéit or loss on unsold
goods is dependent upon prices ruling on the date of their disposal, but it isaésisanti
provision should be made to cover anticipated losses.

(c) Inconsistency in method may have a very material effechenvaluation of a business
based on earning capacity, though not necessarily of importance inaitsalfy Balance
Sheet date.”

(iv) Spare parts: - Spare parts which are used for the upkeep of plant and machinery, should
be valued at cost. Obsolete spare parts of out-of-date plant and machioely be written off or
written down. The auditor should get a complete list of spare parteckehy the Officer in charge
of the factory, as to its current use.

(v) Goods on consignment: - In respect of goods sold on consignment basis, a certificate
should be obtained from the consignee in respect of the stock on hand on tfeBdddémce Sheet.
The unsold consignment of goods mentioned above should be valued at cost price plus
proportionate expense etc. The auditor should be careful to see thatlangebaf stock of
consignment inwards is not included in the stock last.

6. Sundry Debtors :

”Sundry debtors” include all amounts due in respect of goods sold on credit, services,
rendered on in respect of other contractual obligations, but should not includenaants which
arein the nature of loans or advances which should be shown under the separate heading of “Loans
and advances” or loans “or loans due from members.”

(i) Outstanding advances :-Outstanding advances are usually include in ‘Sundry Debtors’,.
But many times, it is shown under a separate heading Advances showem®emy for specific
purposes and the director of employee to whom the advance has been given shdefd r
necessary accounts as soon as the purpose for which the advance has been giveen lsaveed.
Where advances have been made or deposits kept with suppliers against oraldvatice paid
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should have been adjusted in the invoice, or deducted from the total amountBalf. thiéhere
there are long pending advances the auditor should make a note of albsashand obtain the
explanations of the management or the officers concerned. If the eigulamgven or the
clarification furnished is considered not satisfactory, the auditor sheejd guch payments in his
schedule of irregular payments. If the amounts involved are large asatisfactory explanation
has been offered, the auditor should examine whether a case of tenmpisaggropriation can be
made out.

(i) Checking of outstanding advances:-A statement of all items appearing under the
heading “Sundry Debtors” “Advances outstanding” etc. should to obtained and agreed with the
figures appearing in the Balance Sheet. Sundry debtors for criedgheald be distinguished from
other debtors such as debtors for advances, deposits against orders or aafyainseépurchases
and advances to directors and officers. The schedules should be checked withahal jedgers
and other records and the total agreed with the amount shown against the items in tieeshalkzn
While checking ledger balances on the schedules, notes should be made shewerpt during
which the amount has been outstanding, whether it has been subsequently recovered and if not, why
it has been allowed to remain outstanding and whether any action haakerefor its recovery. A
list of all accounts, which are overdue, should be prepared and checked by the auditor.

(iii) Deposit with Suppliers:-As regards deposits with suppliers or for services, it should be
seen that these are of a normal character, such as deposit for telepmoaetion, security deposit
with Municipalities Electricity Board etc. In such cases, the auditould verify the receipt issued
by them and should obtain confirmation as evidence of the deposit. Where depasipecial
character or of a substantial amount are made, these should be vadfiedling to the
circumstances of each case and their adjustments watched.

7. Loans outstanding:

Loans outstanding in Co-operative Societies except those doing banking busieess, a
generally fixed loans which are payable either in lump or in installments as maycbrdpkoans
advanced to members would be different according to the nature of the sBusiperations
conducted by the society and the nature of the security which, the borrower can offer.

Loans are generally classified according to the nature of sesunitiered by them. Loans
may be grouped under two broad heads (i) secured loan and (ii) unsecuredlldaass which
are backed by material securities are considered as ‘secured loans’ and others are called unsecured
loans. Even the unsecured loans are based on the credit worthiness of the mrdobasked by
his capacity and willingness to repay. The method of checking loans outstanding is eXpiéone

The auditor should obtain a list of loans and advances outstanding on the dateatdribe
sheet and should check it with the loan ledgers and the total of Hrebalgreed with the balances
appearing in the General Ledger. In checking the balance of leapkasis should be given on the
following points:

(i) Amount outstanding :-If the byelaws have prescribed individual maximum limits for
different types of loans, the outstanding balances in any account should rest sck maximum
limits. Where special loan or loans in excess of the prescribed limviesbbeen sanctioned to any
individual or institutions, authority for the same should be verified.

(i) Period wise classification of loans outstanding :-The auditor should examine whether
the loans has become overdue and whether proper extensions has been gridnatqueribd of
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repayment has not been extended, how long the loan has been overdue andewtingg sféps
have been taken for its recovery should also be examined.

(iii) Security for the loans :-The auditor should examine the nature and adequacy of the
security and its realisability. If the loan has been sanctioned agairssinal security, he should
ascertain sureties are alive and good, for the outstanding amount. Ifréhegcared, he should
check up whether value of the security offered adequately coveutbanding balance and also
the interest accrued and accruing and also whether it can be easily realised.

(iv) Reasons for the debts becoming irrecoverable :-The auditor should also examine the
circumstances which indicate the debts becoming irrecoverable, due tg deEsignation or
removal from service of the borrower or his sureties, insolvency of the lmtrowattachment of
the property or salary under any order or decree of a Court. Wheré&an is repayable in
installments he should examine whether all the previous installments haveimperly paid as
and when they became due.

(v) Loans to Committee members :-Along with the Balance Sheet and Profit and Loss
Account, the auditor should attack a list of loans, it any, given to the members of théteerand
their family members. In the case of loans issued to the members odrthmittee, the auditor
should specially look into the nature of security offered and its adequhethev the purpose for
which the loan was sanctioned was those contemplated in the byelaws,rvemgtiielaxation in
the repayment of installment has been allowed etc. The byelavestaincsocieties stipulate that
the loans issued to the members of the committee should be ratifiée Iyeheral Body. This
would ensure that members of the Committee taking advantage gbdlséion do not appropriate
large funds of the Society by sanctioning to themselves disproportionage Tdee auditor should
therefore ensure that such provision of the byelaws have been complied with.

(vi) Assessment of bad and doubtful debts :-The balance sheet and profit and loss account
of the Society checked and certified by the Auditor should discladg &nd accurately the
financial position of the Society as on the date of balance sheeatretlit societies, loans
outstanding form a major portion of the assets. Therefore examimditaebts is one of the most
important work of the Auditor. Outstanding loans and advances in banks and credit societies consist
of current dues and overdues. An overdue account is one in which the principaidiotsor any
portion thereof or any installment which has become due has been defauliad. debt is one
considered to be irrecoverable. Such a debt will have to be nwoffeagainst the Bad Debts
Reserve or any other reserve marked for the purpose. A doubtful debt iseorecovery of which
in whole or in part is uncertain. All such debts should be carefully ieeaimand adequate
provisions made against such debts.

As suggested by Spicer and Pegler, the following points should also be consitidesd w
examining the Debtors’ ledger balances for this purpose:-

(a) Theterm of credit allowed by the Business: -

[The debts, the term of credit of which is not yet expired, can shfelyeated as good
debts, in the absence of any other circumstances contrary to such course].

(b) The settlement of accounts within the period of credit, taking advantage of cash
Discount whether regular or irregular:-

[The debts which are regularly settled should be considered as good. bs¢hefaebts
which are not regularly settled, the causes for such irregularity should be examined]

(c) The age of the debt: -
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[Time barred debts should be reserved in full. Long outstanding debts shadddigered
with their relevant circumstances to decide whether they are good/bad or doubtful.]

(d) Whether the balance has tended to increase, in spite of payments being made on
account: -

[Such cases should be considered carefully and reserves should be created, if necessary.]

(e) Whether an old balance is being carried forward to be paid off in installments, new
goods being supplied for cash:-

[The payment of an old balance by installment is nearly a sign of weakness. Thexntgkbal
may be treated as doubtful and necessary reserve created].

() If payments are used to be made by acceptance of bills whether any bill has been
dishonoured or retired or constantly renewed: -

[Frequently dishonour or renewal of bills is certainly an evidence of messk Such cases
should require careful consideration].

(g) Whether any cheque received on account has been dishonoured:-
[Under these circumstances, the debts should be considered doubtful and reserve created.]

(h) Whether notes appear upon the account such as “Accounts suspended”, “In solicitor’s
hands”, “In insolvency:, or “In Liquidation”, “Disappeared and whereabouts unknown”, etc:-

[Notes of suspension of accounts etc, made upon the top of the account provides the best
means of information to study the position of the debt].

(vii) Classification of debts into bad and doubtful :-To classify a debt as bad or doubtful,
the two main considerations are (i) the security for the debt antth€iiperiod for which the debt
has been defaulted. For example, if the security for a partioaaris reduced to nil and the loan
has been outstanding for a fairly long period, there is every probatfility becoming bad. If the
security has been impaired, debt outstanding has been overdue for a peribds whicconsidered
too long, the debt may be termed “doubtful” and classified as such.

(viii) Procedure for classification of debts into good, doubtful and bad :-A list of overdues
with full particulars regarding age, security, action taken for regoste., should be obtained by
the Auditor before he examines and classified them into good, doubtful andhmtistishould be
carefully scrutinised with reference to the security availailé the age of the over-dues. After
careful examination of all overdues accounts in the above manner, ther aditild classify the
overdues into good, doubtful and bad. In order to enable easy assessment of doub#d|detuts
by the auditors, it is necessary that all the account books and registers are maintardsateip t

(ix) Procedure for writing off of bad debts statutory provisions :-Rules 62 of the Kerala
Co-operative Societies Rules 1969, reads as follows:-

(1) Such of the dues to the Society including loans and interest thwtredm are found
irrecoverable and duly certified as such by the auditors appointed sextem 63 may be written
off with the approval of the General body and sanction of the Registrar.

(2) Before sanction for the write off is accorded the opinion of theading bank may be
obtained if the Society is indebted to the Financing Bank. (Registrar’s Circular No.93/75 G3-
11491/75 dated 11-11-1975.)
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(x) Auditor’s responsibility for certifying bad debts :-The auditor assumes a great
responsibility in certifying the loans as bad as all amounts eerify as bad would be written off.
He has, therefore, to be very careful in certifying a debt or b&=d or irrecoverable. In case of
irrecoverable loans, it has to be seen that cases of the defadterseferred to arbitration in time
and awards obtained which were sent up in time for execution, but retyrtieel iecovery officer
as the Principal debtor or sureties had no assets or income which cottigched In the case of
debts, which have become time barred due to inaction or negligencheopatt of the
Committee/Officers, proceedings should have been instituted against persons found ta@bstnegli

The following additional conditions are also to be fulfilled for writing off bad debts:
(i) Sanction of the General Body should have been obtained.

(ii) Prior approval of the Registrar and the financing bank to whiehsbciety is indebted
should have been obtained in writing. If the society/Bank is not aftlliméhe Central Bank/State
Co-operative Bank, or is affiliated but not indebted to the Centatd/So-operative Bank, prior
approval of Registrar should be obtained.

(xi) Provision for bad and doubtful debts :-Before arriving at the figure of net profit,
adequate provision is required to be made for all amounts required totles wff as bad debts
and losses which cannot be adjusted against any fund created out of préditsegtimate of the
likely bad debts has to be made, every year and necessary provisionomadiirig them off.
However, no bad debt can be written off against current profits.

8. Fictitious Assets : -There are certain assets which sometimes appear in the balance
sheet. They may be representing capital expenditure which may notdsaNed in identifiable
profit earning assets and which still remains to be written off. Comexamples of factitious
assets are preliminary expenditure or formation expenditure, devahbpexpenses, etc. The
Auditor should check the balance carried forward from year to ae@drascertain the reasons for
their continuance.

9. Preparation of Financial Ratios :A financial ratio is an arithmetical expression of the
relationship between two figures produced as a result of normal accoprdcgss. Such figures
may include figures of gross profit, net profit, current assets, curréilities, fixed assets, sales or
turnover, working capital etc. The advantage of preparing finaratiahris that performance and
financial position can be properly judged. Ration may be based on tinesfig the balance sheet,
profit and loss account or in both.

The following are some of the important ratios,-
(i) Current ratio :-The current ratio is also calledrking capital ratio.

current assets
Current ratio = e
current liabilities

(if) Acid test ratio or quick ratio :-This is a part of current ratio and is found by comparing
liquid resources, with current liabilities. This ratio is of greapaemance for banks and financial
institutions, but not for ordinary trading and manufacturing concerns. This caaldgated in
dividing liquid resources or quick assets by current liabilities.

(iii) Proprietary ratio :-The ratio discloses the relationship between the equity of the owners
or proprietors and that of creditors. ie., the ratio of the amount invegttdte lowners (capital +

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 49



SCHOOL OF DISTANCE EDUCATION

Reserve and surplus) to the amount invested by creditors. Thus the propmietapyity ratio is
worked out by dividing capital employed by liabilities.

This ratio exhibits, the proportion between owned capital and borrowealc#@piy short
fall in the volume of sales or any delay in the collection of biky reate financial difficulties for
the business to discharge its obligation promptly. Hence a low proprigtidoyis viewed with
much anxiety.

(iv) Capital employed ratio :-The ratio of capital to non-current or fixed assets is used to
ascertain the extent to which the owners have invested theirleéagdited assets which constitute
the maximum structure of the business.

(v) Stock turnover ratio :-This ratio exhibits the number of times the average stock is turned
(or sold) during a given period. To ascertain the number of times thegav&k is turned, the
cost of goods sold is divided by the average stock.

(vi) Debtors’ turnover ratio :-The ratio of debtors to debtor Turnover (Credit Sales) shows
the average period of credit allowed. The amount due from debtors is diyidied average daily
or monthly credit sales.

(vii) Creditor’s Ratio :-The ratio of creditors to credit purchase amount, shows the average
period of credit availed by the institutions.

(viii) Gross profit ratio :-The Auditor can calculate the gross profit ratio by

gross profit x 100
using the method ~  ———mememmmmmeeee
Net Sales

The higher the gross profit ratio, the better is the position of the institution.
(ix) Net profit ratio or margin :-This measures the rate of net profit

Net profit x 100
earned on sales. The ratio can be calculated by ----------------------
Net sales.

The auditor should bear in mind the above factors in arriving at a decision as to thalffinanci
soundness of the institution. He should try these exercises and ascertain nb&lfisaundness,
working result etc., of the institution and make his observation in the auditor report acgording|

10. Verification of cash balance :-

(i) Cash on hand :-This is the first item of work to be attended to by the Auditor evhil
conducting mechanized checking of the accounts. In a village creditystiweauditor should see
whether the cash book/Day book has been written up to date/ If it is indepipdeshould see that
it is brought up-to-date, and balanced. Then he may test checkradeipts and vouchers of the
transactions carried out during the last four or five days. He should théy theriactual cash
balance and satisfy whether it agrees with the book balance. Theafegeitfication of the cash
balance should be recorded in the cash/day book. In the case of a bigger, #oealways
convenient to verify the cash balance either bedar@ay’s business or after it is over. However, if
surprise verification is necessitated in view of the peculiar dondifprevailing, he may visit the
society in the course of the working hours and ask the society or anyofftbiat who maintain
the “scroll” or rough chitta to close it. Therefore, if the day book is incomplete at the time of
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verification, the auditor can verify the cash balance with reterdo the cash book/cash scroll
maintained by the cashier, and sign it after recording the result.

If there is more than one balance, as will be the case wheeeisharcashier as well as a
petty cashier, all the balances should be verified at the same iai®ith one being utilised to
supplement/substitute the other.

If the person responsible for custody of cash balance fails to producéhé suditor for
verification, he has to issue a summon and take action as per provisions ofdlaeG¢eoperative
Societies Act.

(a) Specimen form of Summons:
Issued under Section 63 of the Kerala Co-operative Societies Act 21 of 1969

Whereas |, Shri. ... have been appointed to
audit the accounts of ..........oouviiiiiiiiii e Society and whereas documents relating to the
Society have to be scrutinised by me for the said purpose, | hessjyrer you, Shri.
.............................................................................................. President/Secretary/Manager of the said
................................................................................... Society to be present with the following at

............................. a.m./p.m. on. ........cccceeecvceenneee....... in the office of the Society or in the
premises of ........ccceevvvvviiiennnn.
GIVEN UNAET ..o my hand and seal this .............cccoviiviiiiiiinnnnnn. day
Of 19...ineee.

Signature ..........ccceeeveeeens

Designation .....................

1. Cash balance of the Society.

2. BOOKS ....ovvvniiennnnn. do.

3. Records and documents of the Society.
To
SNl

(Full address)

(b) Certificate of verification
FORM OF CERTIFICATE

‘Cash balance of Rs......c.cooeevveuvennnnnn. (1 Y0 o £ )
was verified by me and found to agree with the day/cash book bakatehe beginning/close of

2

Signature with date
Designation
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(C) Auditor’s responsibility for verifying cash on hand

It may be mentioned that most of the frauds relating to the cash orhaaadome to light
only when the auditor visits the society and asks for the production of cashebfaamerification.
In addition to the auditor, other inspecting officers of the departnzentedl as of the Financing
Bank can demand production of the cash on hand for verification. If all the inspectingsafiaies
it a point to demand production of cash balance at the time of tisés to the Societies, there
would be considerably fewer cases of misappropriation. The auditor shoulobédso certificate
in the following form regarding cash on hand on the date of the balance sheet.

“Certified that the cash balance mentioned in the balance sheet as at the 30th June 19......
represents cash on hand in the Head Office and all the branches, ®ddiety/Bank situated at
different centres in the area of operation of the Society/Bank wstiddy certificates in respect of
all these cash balance have been obtained from the Manager/AsudDashier/Agent, etc. of the
branches concerned. The above certificate has or be got signedQ@lyatihman/President and the
managing Director or other principal Executive Officer of the society”.

(if) Cash at Banks :-Every co-operative society will have a Bank account. All co-dgpera
societies are generally permitted to open accounts with Di€ictral Co-operative Banks of the
concerned District. But in certain case, if circumstances nedessita societies may open account
with Commercial Banks with the previous sanction of Registrar. Alh ¢mlance in excess of the
limit prescribed in the byelaws has to be invariably deposited in thke Beezount. Cash in Bank
on the ate of Balance Sheet can be verified by means oBpags bank statements and the bank
balance certificate. If the balance does not agree, it wihdmessary to prepare a reconciliation
statement. The auditor should himself write to the Bank/Post Offiaefdirmation certificates of
all the accounts of the society with the Bank/Post Office.

(iii) Counting of cash - Precautions :-The inspecting officers and auditors have to take
certain precautions while verifying the cash balance. If diffecash balances are maintained, such
as cash with local branches and depots etc. all the cash balances hbgecatied for
simultaneously and verified as there is always the danger of substisufpplementing. When
coins of different denominations are sorted out and kept in separate bagealaty, the bags are
not to be opened except in the presence of responsible officers.

(iv) Measures to be taken for preventing temporary misappropriation :-Temporary
misappropriation can be committed by deliberately delaying paymnBank. Cash Balance can
also be misappropriated temporarily by taking wrong totals and/owtdmyng extraction and
carrying forward the cash balance. The Auditor should enquire the reasons fonpalyatvances
to the members of staff and directors. It should be seen that advancesrengéauane and for
proper reasons. Unless the cash/day book is written up to date and thecasta balance
ascertained, counting of cash will have no meaning. It is therafeoessary for the inspecting
officers to see that the Day/Cash Book is written up to date always.

COMPUTERISED ACCOUNTING

A computerized accounting system involves the computerization of aceogumibrmation
systems which is established inorder to facilitate decision makingselhre associated with a
numbers of benefits like speed of carrying out routine transactionsjn@s®l quick analysis,
accuracy and reporting.

A computerized accaiting system is defined by Marivicas “A method or scheme by which
financial information on business transactions are recorded, organised, summanakysed,
interpreted and communicated to stakeholders through the use of computemsnaatec based
sygems such as accounting packages”. He emphasised that it’s a mechanized process of facilitating
financial information inflows as well as the automation of accountasls such as database
recording and report generation.

Keeping accurate accounting records is a vital part of any aagam. Apart from helping
it to keep its float financially and legal, it is a requiremenfusiding bodies or donors.However
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computerized accounting system involves the use of computers to handieolarge of data with
speed, efficiency and accuracy aimed at overcoming fundamentanges| which do not change
the principle. The principle of accounting remains and the limitationsafualaccounting is
eliminated at the sametime and hence producing quality and reliable work.

Accounting software’s are used to implement computerized accounting system. The
computerized accounting is based on the concept of database; it is bag&esafhich allows
access to the data contained in the database. The following arentippnents of computerized
accounting software.

1. Preparation of accounting documents Computers help in preparing accalactimgents like
cash memo, bills, invoices and accounting vouchers. Here computerized acceystamgs
have user defined templates which will provide faster, accuratg ehttransaction and
therefore all documentation and reports can be generated automatically.

2. Recording of transactions Everyday business transactions are recdtbdethevhelp of
computer software. Every account and transactions is assigned a unique heodetive
grouping of account is done at the first stage. This process simplifiegotkeof recording
the transaction.

3. Preparation of trial balance and financial statements. Afterdig of transactions, the data
is transferred into ledger accounts automatically by the comfuiakbalance is prepared by
the computer to check accuracy of records, with the help obalahce; the computer can be
programmed to prepare the statement of comprehensive income and therstafefinancial
position.

Benefits of Computerized accounting systems are as follows:

1. Computerized packages can quickly generate all types of reports hyededagement for
instance budget analysis and variance analysis. Data processing and aralfigstenand
more accurate which meets the managers need for accuratemahd information for
decision making.

2. The speed with which accounting is done is immense and further a comgulte
accounting system can retrieve balance sheets, income statemder @cobunting reports
at any moment.

3. A computerized accounting system allows managers to easily idantdfgolve problems
instantly.

4. The business performance improves as a result of computerization of cthentawy
systems and its highly integrated application transforms the business esodess
enhancing the accounting, inventory control, reporting and statutory processes.

5. This helps the company access information faster and takes quicker deassibreso
enhances communication.

6. Computerized accounting systems ease auditing and have betéms doc required
information such as cheque numbers, payments, and other transactions whiohdshjce
the time needed to provide this type of information and documentation during auditing.
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MODULE -V

CO-OPERATIVE AUDIT

The origin of audit can be traced to the need to ensure that a persocomks into
possession of money or property belonging to another has properly accourte@ifersystem of
checking records of financial transaction in earlier time wasied to the scrutiny of cash
transactions. Moreover, such checking was limited to only public accounts.

The person whose duty it was to check such accounts became known as the Aweditor, t

word being derived from the Latin word ‘Audire’ meaning to hear, as originally the Auditor merely
used to ‘hear’ the accounts to pass the transactions as genuine or correct.

Audit was originally confined to ascertaining whether the accoumarty had properly
accounted for all receipts and payments on behalf of his principal and was mzaslyAudit. The
object of modern Audit, although it includes the examination of eachattams, has as its ultimate
aim, the verification of the financial position of an undertaking.

Audit is, therefore, an examination of accounting records undertakitna view to
establish whether they correctly and completely reflect the thosa to which they relate. Audit
does not entail preparation of the accounts alone but deals with somethingnamoedy the
examination of a Balance Sheet and Profit and Loss Accounts prdpaoticers, together with the
books of accounts and vouchers relating thereto in such a manner that the Aagitoe able to
satisfy himself and can honestly report that, in his opinion, such balancesspestierly drawn up
and exhibits a true and correct scenario of the State of affaarparticular concern. Audit is, thus,
an instrument of financial control. It acts as a safeguard on behdlie proprietor against
extravagance, carelessness or fraud on the part of the agents and sertlamtsoofety in the
realization and utilization of money or other assets. It also ensures to
Proprietor/Shareholders/others that the account has been maintainetlycarré the expenditure
has been incurred with financial regularity and propriety.

The main object of audit today is to find out whether the accounts atiauter concern
exhibits a true and fair view of the financial State of affalfied purpose of audit, which are
incidental to the main object, are to detect errors, fraud etc. to ensure firbsiaine.

Account, the Auditor has also to ascertain how far the Society havedhie objects for
which it has been organized on a cooperative basis. Thus, the amount of Ruddibl@ for
distribution is not the only result expected in the Audit of ¢ Cooper&oamety. How far the
Society has succeeded in furthering the moral and materidlbeglg of its members is an
important aspect of which the Audit is required to focus.

Besides the above, audit of cooperative societies has to take into cormideinat
adherence to provisions of the Cooperative Societies Act & Rules andethemt Act as well as
the Bye-laws of the society. The statutory provisions that goverautii¢ of cooperative societies
appear as an Appendix to this manual.
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DEFINITION OF AUDITING:

By conducting auditing, it would be seen that an Auditor has not only theegithmetical
accuracy of the books of accounts, but also to go further and find out whetheantbections
entered therein are correct or not. In most of the cases the asdreguired to go beyond the
books of accounts.

The following are some of the definitions given by some writers.

1. L. R. Dicksee; “An Audit is an examination of accounting records under taken with a view
to establishing whether they correctly and completely reflextrtansaction to which they
relate”.

2. Spicer and Pegler; “ Such an examination of the books, accounts and vouchers of a business
as will enable the auditor to satisfy himself that the balance shpebperly drawn up, so
as to give a true and fair view of the state of affairs of thenbasiand whether the profit
and loss accounts gives a true and fair view of the profit or loss fdmtecial period,
according to the best of his information and the explanations given tonkirasais shown
by the books, and if not, in what respect he is not satisfied”.

3. The institute of Chartered Accountants of India has defined auditing as “a systematic and
independent examination of data, statements, records, operations and performances
(financial or otherwise) of an enterprise for a stated purpose. Inualityng situation the
auditor perceives and recognizes the propositions before him for examjnedilects
evidence, evaluates the same and on this basis formulates his judgmeht isvhic
communicated through his audit report”.

STATUTORY AUDIT OF CO-OPERATIVE SOCIETIES

A Cooperative society is formed under the provision of Cooperative Act 191 athis
further amended by various State Governments. In Kerala the accouwispefative institutions
are maintained as per the regulations of ‘The Kerala State Cooperative Act of 1969’. Audit of
accounts of these cooperative institutions is compulsory. Cooperative Deptadinthe state is the
authority for conducting audit.

From the point of view of audit, cooperative societies are classifiéd Bs C, D and E,
according to the standard of efficiency of management. It iautgor who after examining all the
aspects awards the classification. The auditor has to submit the audit report to sh@aiRegi

Under Sec. 63, 64, of the Kerala Co-operative Societies Act 1969, thanhaaf every
society shall be audited at least once in a year by the Regstby a person authorized by the
Registrar by general or special order. The Registrar shall audduse to be audited by a person
authorized by him by general or special order in writing the accofirggery society at least once
in a year. Audit shall include an examination of overdue debts if anficagon of cash balance
and securities and valuation of assets and liabilities of the society.

The audit period in all cases be extended back to the last date oétimipraudit and shall
be carried out up to the last date of the cooperative year immediately preitednglit.

The result of audit shall be communicated to the society within sixhmasftthe date of audit.
Every society shall pay to the Govt. such fee for the audit of thmuatcfor each ear as may be
fixed by the Registrar.
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The auditor shall prepare and submit the audit memorandum in the prescrimeditbr
reference to the accounts examined by him and the balance sheet &ndlthecounts for the
period under audit. The audit memorandum shall contain schedule with ftiufzas of the
following matter.

1. Transaction contrary to the provision of act, rules and byelaws.
2. Amount which ought to have been lent have not been brought to the account.

3. Material irregularity of any in the expenditure or in theovery of money due to the
society.

Bad or doubtful debts.

5. Audit classification statement in accordance with the instructeswed by the Registrar
from time to time.

6. Any other matter specified by the Registrar.

Under Sec.64, the result of the audit along with the defects in thengaskihe society should
be brought to the notice of the society with a direction to rettiéydefects within the specified
time.

CO-OPERATIVE AUDIT SERVES THE FOLLOWING PURPOSES:-

(1) The members of the Society are to be satisfied that the affailhe society are managed
properly and on sound business principles. This is possible by the Co-operativer Audit
undertaking a detailed check of the voluminous transactions taking place th&iegtire
year and making a report of his findings as a result of this check, to the members.

(2) A large number of societies borrow funds from outside. The creditors woukédreto
satisfy themselves of the financial soundness and credit worthiness of igty.séor this
purpose they would depend upon thedperative Auditor’s report.

(3) A large number of persons are employed by Co-operatives forgmgniheir affairs. In
order to ensure that there is proper check on efficiency and integrgynployees, the
managements would require a systematic and thorough check of theunts This
purpose is served by Co-operative Audit.

(4) Non-members who deposit their funds with the Co-operative Banks w&aldolisatisfy
themselves that their funds are safe with the Bank, This is possibleeb@§a-operative
Auditor’s report.

SALIENT FEATURES OF CO-OPERATIVE AUDIT

The audit of a Co-operative Society is different from that @it stock company because
the objects of a Co-operative Society are quite different from those of a JoikiCatimpany.

While the main object of a Joint Stock Company is to earn profitotpect of a Co-
operative Society is to render service to its members. Serviver hian profit is the motto of a
Co-operative Society.

Opinions have been expressed from time to time on the nature, extestaued of Co-
operative Audit.
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According to the Maclagan Committee, Co-operative Audit extends soatdveyond the
bare requirements of the Act and should embrace an enquiry into a@ir¢chenstances which
determine the general position of the society. It is the duty oEtheperative Auditor to notice
any instance in which the Act, rules or byelaws have been ipfting verify the cash balance
and certify the correctness of the accounts, to ascertain that lcamsade fairly for proper
periods and objects and on adequate security to examine repayments itoorteck book
adjustments and improper extensions and generally to see that the sogetking on sound
lines and that the committee, the officers and the ordinary memberstamdetheir duties and
responsibilities.

According to the Mirdha Committee, Co-operative Audit should include sgruatinthe
extent of benefit accruing to the weakections of the society’s members.

Thus a Co-operative Auditor should not confine his enquiry to the books of accounts but
should go beyond the books and make enquiries into the working and general funaifahiag
society. His enquiry according to the Maclagan Committee should eenlathcircumstances
which determine the general position of the society and should aim af) $kat the society is
working on sound lines. The audit of Co-operative Society has to be conductedl\sjpethe
background of Co-operative Principles and guidance is to be given IGotloperative Auditor
for improvement of the Co-operative Institution in the light of this background.

The Co-operative Audit is thus not merely a financial audit. It involves AdmitiiarAudit also

MAIN FEATURES OF CO-OPERATIVE AUDIT
The main features of Co-operative Audit relate to the following:-
1) Adherence to Co-operative Principles
2) Observance of provisions of Act, Rules and bye-laws.
3) Valuation of assets and Liabilities and Verification of Cash Balance anditiscur
4) Verification of balances of Depositors and Creditors.
5) Examination of overdue debts and classification of bad debts.
6) Personal verification of members and examination of their pass books.
7) Discussion of draft audit report with Managing Committee.
8) Audit classification of society; and
9) Examination of the working and other prescribed particulars of the society.

Apart from the general processes of auditing like posting, vouching,cetiof of assets
and liabilities etc., the special features of Co-operative Audit are brieibyiomed below.

(1) Examination of overdue debts

Overdue debts affect the working of a society seriously. They affedMorking Capital position
of the society. As such it is necessary to make a detailed analyses @fd¢rdue debts with a view
to ascertaining the chances of their recovery and classifying teegoa or bad. It is also
necessary to compare the percentage of overdue debts to working) aagiteaans and advances
with that of last year and ascertain whether the trend isa®nogeor increasing, whether adequate
action is being taken for recovery, and whether necessary provision is baitegfon doubtful
debts. Detailed instructions have been issued in this regard in the Audit Instructions
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(2) Adherence to Co-operative Principles

It has to be ascertained in general whether and if so, to what extent the objetisiicthe society
was set up have been fulfilled. The assessment need not be only in tgmostshade. It could
also be in terms of benefits given to members. The benefits could bensdésales effected at
lower prices to members, economy achieved in operations, avoidance of eva$tdignds,
avoidance of middlemen in purchases etc.,

(3) Observance of the provision of the Act and Rules

Infringement of the provisions of the KCS Act and Rules and the byg-d the society, if any,
should be pointed out in audit. Financial implications of the infringement ¢ladgd be assessed
and indicated.

(4) Personal verification of member’s loan and examination of their pass Books

This is necessary in Co-operative Societies in order to ensure that baaicoohts are free from
manipulation, since in many Rural and Agricultural Societiesrasiderable number of members
could be illiterate and as such personal verification provides a safegaandtamny manipulation.
Personal verification will however be on the basis of a test checlail&gtnstructions have been
issued in this regard in the Audit Instructions

(5) Audit classification of Society

Audit classification made by the Auditor indicates the overall pedona of the society. Detailed
instructions have been issued in this regard in the Audit Instructions.

(6) Discussion of the Draft Audit Report with Managing Committee

The draft audit report should be discussed by the Auditor with the manatgkefere finalizing
the Audit Report. If the management desires detailed instructionsdkawveissued in this regard in
the Audit Instructions.

OBJECTS OF CO-OPERATIVE AUDIT

1. Verification of the accuracy of the books of accounts and ascertaining correctaessunits.
2. Detection of clerical errors and errors of principles and prevention of such errors.

3. Detection and prevention of frauds.

4. Examination of the affairs of the society in order to ascevthgther they have been carried on
in accordance with the provisions of the Co-operative Law and the [es@f Co-operation and
on sound business principles.

5. (a) Assessment of the extent to which the conditions of the membersylpdititheir economic
conditions, have improved by the operations of the society. (b) Certficati actual profit
realized or loss incurred.

(b) Certification of actual profit realized or loss incurred.

There are two main aspects: firstly, Co-operative Audit is ant @ediducted under the
statute and therefore, it is statutory in character and, secondlyntiertaken by Government and
it is therefore, state controlled audit.

1. State, today, is a major partner in a majority of Co-operaingertakings and the state has
acknowledged the agency of Co-operatives as an instrument of economihb.gfidwet State
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as such, takes active part in the administration and management apeGives. It is
therefore vitally interested in getting the accounts of Co-oper&ociety audited regularly.

The success of Co-operative movement depends on proper management te#sSodieere

are chances of the funds of the societies being mismanaged ifahentdransactions are not
properly and promptly checked and prompt follow-up action taken on the findingsdat
Control exercised through audit thus serves a very valuable purpose and eritdabge e
weeding out of the unscrupulous and undesirable elements from the Co-operative movement.

The audit of Co-operative Societies which is compulsory under the Adbden entrusted
to the Director of Co-operative Audit. This statutory requirenegrsures proper management of
Co-operatives which are public organizations.

2. State, today, is a major partner in a majority of Co-operativertakings and the state has
acknowledged the agency of Co-operatives as an instrument of economihb.gihe State as
such, takes active part in the administration and management of Guroge It is therefore
vitally interested in getting the accounts of Co-operative Speigdited regularly. The success
of Co-operative movement depends on proper management of Societies. Tharanaes of
the funds of the societies being mismanaged if the relevant transactonst groperly and
promptly checked and prompt follow-up action taken on the findings of Audintral
exercised through audit thus serves a very valuable purpose and enablegeeffeetling out
of the unscrupulous and undesirable elements from the Co-operative movement.

The audit of Co-operative Societies which is compulsory under the Adbden entrusted
to the Director of Co-operative Audit. This statutory requirenegrsures proper management of
Co-operatives which are public organizations.

ADVANTAGES OF AUDIT :-

1. Apart from the detection of errors fraud, a regular audit would teekeep the books of
accounts of a business concern up-to-date.

2. The fact that audit is being done at regular intervals wilaac moral check and prevent
fraud and errors to a certain extent.

3. It also helps to provide an independent opinion to the members’ general body about the
management of their committee and the institution.

4. Audited accounts are usually relied up on for the purpose of assessingotine tax and
sales tax and also for disbursement of Government assistance.

5. An efficient audit is a safe guard to the creditors whose investmealde the institutions
to conduct its business.

6. The audit helps to ascertain the correct and true state afsaffathe business, which
consequently enables the institution to secure necessary finance on ifieateedf the
audited balance sheet.

DUTIES RESPONSIBILITIES AND POWERS OF CO-OPERATIVE AUDITOR
The main duties and responsibilities are the following:
The Audit of accounts of a society shall include:-
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1. Examination of overdue debts, if any: The examination of overdue debts $pecial
importance in case of Credit Cooperatives. Unless the overdue debtsxarened
thoroughly, no estimate of bad and doubtful debts is possible. So the auditor msisé piay
attention to the examination of all overdue debts.

2. Verification of the cash balance & securities:

3. Valuation of the assets and liabilities of the society: The valuahdnverification of assets
and liabilities are the important duties of an auditor because unlessdéts and liabilities
are determined correctly the real exchangeable value o agseettooperative society cannot
be determined

4. Examination of all transactions of the society: The Cooperative gkaditas special
responsibility to assess the losses, if any sustained by a society due genueginisconduct
on the part of the office bearers or an officer or member of atgoahose action is
detrimental to the interest of the society.

5. Examination of the statement of accounts prepared by the committeduditor may go
through beyond books and accounts and records, as he has to supplement information by
calling for explanations and clarifications.

6. The Auditor has also to see and comment whether prompt action isftaketovery of
current and overdue loans and that no unauthorized renewal, etc. has taken place.

7. On certification of the accounts of a society the Auditors has to sabraitdit memorandum
to the Registrar.

8. The Audit shall in all cases extend back to the last date copegemus audit and shall be
carried out up to the last date of the cooperative year immedpmededing the audit or such
other date as may be directed by the Registrar.

Thus, in addition to conducting audit according to the generally accepiteciples, the
Auditor has to attend to the above matters.

POWERS OF AN AUDITOR

To discharges his duties an Auditor of a Cooperative Society has beenwiistpdwers
under the Act and Rules. These are as under:-

1. He has the power to audit any cooperative institution allotted tdohigeneral or special
order in writing made by the Registrar.

2. He has powers for examination of over dues, debts, if any, the veiicaif the cash
balance and the securities, valuation of the assets and liabilitiessufdiegy, examination of
all transactions of the Society. The statement of accounts prepared by théteerand other
particulars

3. He shall have free access to all the books and accounts, cash and othigepimgienging to
or in the custody of the society and may summon any person in possession or lsEsfmnsi
custody of such books and accounts, documents, papers of securities, cash oomdingegpr
to produce the same at any place at the Head Quarters of the Society oraopdee .

4. Every Officer or employee and every member and past membtrs sbciety shall have to
furnish such information in regard to transactions and working of the s@sdtye auditor
may require
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5. The Auditors shall have the right to received all notices and eweargnanication relating to
annual general meeting of the society and to attend such meeting lb@déard thereat, in
respect of any part of the business with which he is concerned as Auditor.

6. The Auditor, if specifically authorized by the Registrar of Caxi&ies, shall have power to
summon and enforce attendance of any person to give evidence and examameoath or
affirmation or by affidavit or to compel the production of any docunwenother material
object, by the same means and in the same manner as is provided in thieacasd court
under the code of civil procedure, 1908.

7. Any officer or member of a society who fails to furnish infaior@documents as per
provision of this act is punishable.

8. Any Officer, member, agent or servant of a society who fait®mply with the requirements
of this act is an offender under and punishable.

9. Auditors appointed under this Act is public servant within the meaning ohlidinal Code
1860 as per provision of this Act.

LIABILITIES OF AN AUDITOR

An Auditor is expected to take due care and skill in performing hisgdah the strength of
books of accounts, papers and information as required by Act. Rules & ByeA#wrscareful
examination an Auditor should certify the profit & loss accounts and basdmest produced by the
management of Cooperative Institution or others. An Auditor should asdbeaactual financial
position of business apart from certifying the arithmetical accuracy otiat& balance sheet.

The Auditor can be held liable for negligence in the following matters:-

a)Omission to count the cash in hand and verify the Govt. and other Sedwyit@sysical
verification.

b)Failure to verify and evaluate the assets shown in the balance sheet after maknuuies.e
c) Failure to detect the frauds which have actually taken place during the pesiaditof

RESPONSIBILITY FOR WORK DONE BY JUNIORS

An Auditor cannot escape personal liability on the plea that the work waskgohes
assistant or other official subordinate to him. The Auditor shall be haklllggesponsible for any
failure of negligence on the part of his assistant or other subordintitasstaciated with the audit
work.

PLANNING THE AUDIT

An audit is generally conducted with some definite objects in view. dijject should be
constantly kept in mind in the initial stages of the audit. The Audityy take the following steps
to begin his work.

1. Satisfy himself that his appointment is in order, date by which thk has to be completed
and whether the society has been informed of his appointment.

2. Chalk out an audit programme and give prior intimation to the sdoekeeping all records
and books of accounts in readiness.
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Examine the system of accounting followed in the society.

Obtain list of all the books maintained by the society, the namés &ktpers of such books
and their specimen signatures.

Enquire, if any, internal check system is in operation and its nature.
Obtain a list of Officers of the society and enquire about their duties and powers.
To ensure that the Account Books have been written up completely before taking up audit.

© N o O

To consult the Auditor’s report, audited Profit & Loss Account and balance Sheet of the
previous year, and see that the books for the current year have beed apeording to the
balance sheet of the previous year.

9. Carefully peruse the registered Bye-laws & Rules of the society.

AUDIT NOTE BOOK

An audit note book is a written record of queries made, replies furnisheed #gainst,
correspondence entered into, observations made at the time of checkingsetoe of the salient
points required to be noted down in an Audit Note Book are indicated below:-

. List of books of account maintained.

. Names & designation of the members of the Committee and the Officials.

. Points requiring further explanations and clarifications.

. Particulars of missing vouchers, the duplicates of which have to be obtained.

. Errors and frauds, if any discovered.

. Totals or balances of books account, Bank reconciliation statement.

. Dates of commencement and completion of audit.

. Provisions in the Rules & Bye-law of the society effecting the accounts and audit.

. Points which have to be incorporated in the audit report etc.

© 00 N O Ol &~ WN P

AUDIT PROGRAMS

Audit program are lists of audit procedures to be performed by autlinsteider to obtain
sufficient appropriate evidence. The individual procedures are desmnafter obtaining an
understanding of the accounting system and determining the audit strategy to be followed.

The audit program reflects the understanding of the system ancheoliporate a mix of
compliance (test of control) and substantive tests that the auditor intgetfotom. The audit
program is an important part of the auditors working papers and recordsfeangrpart of the
audit evidence required to justify the audit opinion.

An audit programme is detailed plan of the auditing work to be perthrepecifying the
item in the financial statements and allocating tentative tieggiired. It provides a guide in
arranging and distributing the work and in checking against the possibility of omissions.

While preparing the audit programme the Auditors should bear in mind te@fspoints
viz. the points which are common to all audit and the special pointsietatihe particular audit.
A copy of the audit programme thus prepared may be submitted tontreling Officer of the
Auditor who shall be in a position to know about the progress of the work.
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In general, the audit programme should contain the following points:-
i)  Examining regulations of the society (Bye-laws etc.) as they have bearing on the
system of accounts followed.

i) Vouching cash received by way of share capital with referém¢ke Register of members
and copies of the receipts issued to them. Check subscriptions of nonmembers, if any.

iii)  Vouching receipts from deposits, if any.

iv) Vouching grants from the Government, if any, with reference tdetiber authorizing such
grants.

v)  Checking the loans borrowed from Banks.

vi)  Vouching payments thoroughly.

vii) Vouching the receipts from interest on loans granted.

viii) Scrutinising of cashbook and verification of the cash in hand.

ix) Verification of the investments.

X)  Verification the stock thoroughly.

xi) Ensuring that Reserve Fund has been created as per Rules.

xii) Examining the payment of dividends to members.

xiii) Certifying the accounts viz. Profit & Loss Accounts, Balance Sheet.Daiajting a report.

WORKING PAPERS

Working papers are those papers which contain essential facts about the sswthaitshe
auditors may not have again to go over the accounts. These form a ffetanfdit report. This
shall contain:-

i) Audit programme duly completed, showing the nature of work, ttenéxf checking and the
initials of the person undertaking the work.
i)  Working trial balance.
iii) Schedules of the debtors and creditors, fixed assets, investments etc.
iv) Correspondence made by the Auditor, if any.
v) Abstracts from minute books.
vi) Particulars of investments.
vii) Particulars of depreciation, stock.
viii) Details of queries made during the audit and the replies furnished.
ix) Particulars of overdue debts and action taken for their recovery etc.
The Audit Programme (duly filled in and signed) together with thet anales, queries,
draft accounts checked by the Auditor. Statements and schedules andatieg wapers should

be filed in the Audit file of the society along with the ceetfiprofit & loss accounts, balance sheet
and the statutory audit report.

PURPOSE OF AUDIT PROGRAMS

1. A set of instructions to the audit team
2. Assist with planning and performance of the audit.

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 63



SCHOOL OF DISTANCE EDUCATION

3. A means to control and record the proper execution of the audit worksani aéview the
audit work.

4. A record of the audit procedures to be adopted, the audit objectmeg), tsample size and
basis of selection of each criteria.

5. Audit evidence to support the auditor opinion.

TYPES OF AUDIT PROGRAMS
1. Standardized audit programs.

It is a pre-prepared listing of objectives and tests which may be usedyiraudit.A
consistent approach to all audits reduces risks that procedures are omitted.

2. Tailored audit programs

Some audit programs need to be tailored to the specific circurastahan engagement as
all clients are different. The design of the audit procedures to loevéal should match exactly to
the actual system of the entity. Reference can be made epkgifito particular
procedures/documents.

ISA 230 AUDIT DOCUMENTATION

The auditor should document matters which are important in providing eeitiescipport
the audit opinion and evidence that the audit was carried out in accordance with ISA.

WORKING PAPERS

Working Papers are the material that auditors prepare or obtain tand ireconnection with the
performance of the audit. It may be in the form of data storgobper, film, electronic media, or
other media. They can also be used in court e.g. in case of negligent audit.

TYPES OF WORKING PAPERS
Working papers are usually filed in 2 separate files:

PERMANENT AUDIT FILE (used more than one financial year and file is buit only one)
It comprises matters of continuing importance affecting the audit such as:

1. Copy of Articles of Association.

Copy of Memorandum of Association

Information concerning the legal and organizational structure of the entity.
Extracts or copies of important legal documents, agreements and minutes.
Accounting & Internal Control Systems.

Letter of Engagement

Bankers

8. Legal adviser

CURRENT AUDIT FILE (Pertain to a particular financial year)
It relates specifically to the audit of a particular set of accounts:

No gk owbd
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Evidence of the planning process.
Evidence of the auditor’s understanding of the accounting and internal control systems.
Analyses of transactions and balances.

A record of the nature, timing and extent of audit procedures pwtoand the results of
such procedures.

An indication as to who performed by assistants was supervised and reviewed.

6. Details of procedures applied regarding components whose financialestégeare audited
by another auditor.

7. Letters of representation received from the entity.

PwnpE

o

PURPOSE OF WORKING PAPERS

1. Assist in the planning and performance of the audit.
2. Assist in the supervision and review of audit work.

Record the audit evidence resulting from the audit work performed to $uppoauditors
opinion.

IMPORTANCE OF WORKING PAPERS.
Quality control purposes in respect of the audit.
Assurance that the work delegated by the audit partner has been properly completed.
Evidence that effective audit has been carried out.
3Es increase the economy, efficiency, and effectiveness of the audit.

Support auditor conclusion: contain sufficiently detailed and up to date facts which justify the
reasonableness of the auditor’s conclusions.

Future audits: retain a record of matters of continuing significance to future audits.

REVIEW OF WORKING PAPERS

* Hot review: WP prepared by an audit staff is reviewed by a more experieraféd sting
the course of the audit.

» Post audit review:the audit manager and partner review the audit file and the FS.
» Second partner review:applicable for large and complex audit.

Cold review: a group of experienced staff form a team to review in detaivtr& performed by
an audit team and ensuring that the audit has been conducted in accontfatice firm standard
procedures.

Confidentiality of working papers

1. Should not be made available to third parties without client consent.

2. Appropriate procedures should be undertaken to maintain confidentiality @nduséddy
of working papers.

3. Should be retained for a sufficient period of time to meet regulatory requiteme
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CONTENT
Each audit working paper must be headed with the following information:

1. The name of the client.

The period covered by the audit.
The subject matter.

The file reference.

The initials (signature) of the member of staff who prepared thiengopaper, and the date
on which it was prepared.

6. In the case of audit papers prepared by client staff, thetkdatevorking papers were
received, and the initials of the audit team member who carried out the audit work.

7. The initials of the member of staff who reviewed the working papetshe date which the
review was carried out.

arwbd

SOME CHARACTERISTICS OF A GOOD WORKING PAPER
1. State a clear audit objective.
State the name of client, subject matter, year/period end.
State the full extent of the test or audit objective.
Reference of linked documents.
How sample size were determined.
Clearly and objectively state the results of the test.
The conclusions reached should be consistent with result of the test.
Main reference.

© ©o N o bk WD

Signed and dated by preparer.
10. Signed and date by reviewer.
11. Standards review by reviewed.

CONCLUSION

Working papers provide evidence that an effective, efficient, and ecorsudichas been carried
out. They should therefore be prepared with care and skill. They should loeeatlifidetailed and
complete so that an auditor with no previous experience of that audindanstand the working
papers in terms of the work completed, the conclusions reached and thengpdmimnnd these
conclusions.

VOUCHING
ROUTINE CHECKING AND VOUCHING
Audit work can be roughly divided into the following jobs:
1) A close and complete study of the system of internal checks followed by the society;
i) Routine checking of all transactions;
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iii) Review or higher audit i.e. the checking of the profit & lasscount, Balance sheet,
verification and valuation of assets & liabilities etc. In this chaptercept of internal
checking, and vouching is discussed.

INTERNAL CHECK & CONTROL

The whole system of accounting needs to be organized in such a manitemthaensure
some sort of check without incurring additional financial burden. To meettid, the method of
internal check has been devised. It is an arrangement of the dutiesnbereeof staff in such a
manner that the work performed by one person is automaticallynailegpendently checked by
another. This reduces the possibilities of frauds, errors or irregularities to the minimum.

Auditors are not likely to come across a satisfactory system ohatteheck & control in
the Coop. Societies of the State. They are advised to urge upon thgemanaof such societies to
introduce these controls. Apex level Societies must have an interrcid €ysem. While drafting
their Final Report Auditors should comment on the internal check syktkowed by these
Societies.

In a well-organized business concern, the internal check should be enforcidlysfec
cash receipts and payments, cash sales, purchases etc. Certain ge&senaayube laid down for
the same. These should be adopted with suitable modifications depending on thenesgsiieand
manpower of a society. These are given below.

A. CASH TRANSACTIONS

1) Cashier should not be allowed to records entries in the Ledger.

i) All payments in excess of limit specified in bye-laws/decitigdBoards shall be made by
cheques, which should preferably be crossed.

iii) All receipts in cash or cheques etc. should be banked intact, aftelybeing entered into the
Cash Book.

iv) Bank reconciliation statement should be prepared every month, and cdmaptiréhe Cash
Book by an authorized authority other than the Cashier.

v) Receipts through cash sales should be checked and their records périedemained by a
responsible officer.

vi) Receipts book should be of a special form and receipts must be issued for all remittances.

vii) All petty cash transaction should be handled by some-one, other tharashier viz. petty
cashier.

viii) Vouchers obtained for all payments and filing No. of each voucher sheutdcorded in the
Cash Book.

ix) Periodically Cash Balance should be checked and compared with gheBoak. A limit
should be fixed on the Cash Balance to be kept with the Cashier by the Management.

SALES.
i) In case of a large retail store, a Cash Register should be maintained.

i) Salesmen should be provided with sales Memo. Book with three sets of receipts consecutively
numbered. Cashier should receive payment on sales made, on productiornrexfetpted
copy by the customer.
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iii) The daily cash sales should be enteredhincash book only after comparing the cashier’s
receipts statement and the report of the salesmen.

PURCHASES

i) All sanction to purchase shall preferably be made by only one responsible officer.

i) An order Book in printed & numbered forms should be maintained focteffe purchases.
All orders for purchases should be made in Book.

iii) Goods Inward Register should be maintained for all goods receivednwsace should be
passed for payments unless countersigned by the storekeeper or such otheegeossible
for receiving the goods.  Above list is not exhaustive and should be acoepyeds a
general guideline to a system of internal check. The importarae effective internal check
system cannot be over emphasized. Besides, improving the accounting diséiplicencern
greatly reduces the work of the Auditor.

ROUTINE CHECKING

Routine checking means checking the arithmetical accuracy of lmbakgyinal entry and
Ledgers with a view to detect clerical error and fraud of @ sienple nature. In general, it includes
the checking of the following:-

i) Casts, Sub casts, carry forwards, extensions and other calculations in the books of onginal ent
i) Postings into the ledgers.

iii) Ledger accounts- to see their casts, balancing, carrying dowredfalance and their transfer
on to the Trial Balance.

The extent to which the Auditor should take up routine checking depends upaiutime
of business and internal checks, if any. It shall be the duty of the codd®udéor to check up the
whole of the castings and postings. In large concerns, Auditor may cargsbohlecks at his own
discretion after a careful study of the situation. As a generalladéhe following percentage of
checking of different transactions is prescribed. It should, however, beé thatethe percentage
suggested are in respect of normal Audits only, but where frauds andsseregularities are
noticed, a more exhaustive checking (cent percent, if necessary) should be carried out

PERCENTAGE OF CHECKING
Vouchers may be checked on the following basis.

. Govt. sanctions 100%

. Loan disbursements 100%

. Bank reconciliation statement. 60% if done regularly per month 100% if pending fomheng t
. Stock in trade. 60% if proper inventories, records maintained. 100% otherwise.

. Salary etc. 40% for permanent employees. 100% in respect of wages earnersntatéffgec.
. Bills receivable/Payable 100%.

. Advance receivable/Payable 100%.

. Purchase of assets 100%.

. Other vouchers, documents etc. may be checked at random, dependingrarriaé check
system and at the discretion of the Auditor.

O© 0 ~NO Ul & WN -
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VOUCHING

A voucher is documentary evidence in support of a transaction in the Booksoahaclhe
act of establishing the accuracy and authenticity of entries iadt@unt books is called vouching.
To substantiate an entry in the books, the auditor has to examine the supporting niacy
evidence such as, vouchers, receipts, invoices, minutes, contracts, correspondence etc.

Vouching has the following main objects:-

i. Collection of vouchers and related evidence and their evaluation.

ii. Evaluation of the vouchers as evidence with regard to the corsscamel authenticity of the
transaction.

iii. Finding out whether entries have been properly made in the books of account or not.
iv. Finding out if there is any omission in any record.
v. It forms the basis for final conclusion to be drawn by the Auditor.

Special attention should be made on the following aspects while examining vouchers.
a. It is in the name of the client and its date relates to the period of audit.
b. Amount entered is the correct one.
c. Its particulars correspond to those of the records of transaction entered in the books.
d. It is properly stamped (if necessary) and is passed for payment by a respons#ale offi
e. All vouchers are properly field and consecutively numbered.
f. All vouchers relating to particular book are produced at once and the same time.

The Auditor should cancel each voucher that he examines and pregtaoé missing
vouchers, if any.

VOUCHING, CASH AND TRADING TRANSACTION
The main objects of the audit of the cash book may be summarised thus:-

1. To ensure that all receipts are accounted for;

2. To ensure that no fraudulent payment have been made;

3. To ensure that all receipts and payments have been proper recorded,;
4. To verify the cash in hand and in bank.

VOUCHING DEBIT SIDE OF CASH BOOK

Vouching receipts is always more difficult than vouching payments, simageany cases no
direct evidence as regards regularity and correctness of the amoaived, wouldbe available.
The system of internal check as regards receipts should be caesfglliyed into. The entries in
the cash book should be compared with the office copy of the receipd isstiee party and it
should be seen that the following particulars tally:

1. Date of receipts;

2. Name of the person paying in the amount and name of the person on hbdhade
remittance is made;

3. Amount received mentioned in both in words and figures;
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4. Mode of remittance i.e. by check, cash etc.
5. Head to which credited.

Different types of receipts of a society are to be checked & verified as under:

1.

Share and entrance fees: Printed receipts and counterfoils ib€ates to be checked with
entries in the Share Register, Share ledger, Member’s register. If entrance fees and share
money are collected prior to actual admission of a member, the athosntollected should
be credited to a suspense account first and subsequently adjusted to tlamdteanteance fee
account.

Receipt of Government Share capital, loan, subsidy: Copy of ordelosaloetn or subsidy is
to be inspected in order to verify whether the terms and conditions @dahésubsidy have
been complied with. The amount should have been properly utilized for thespuior which
it was sanctioned. Auditor may point out non-compliance of any of the conditions in his report.

Deposits: For fixed and call deposits, counterfoils of the receipts issued $feoaobmpared
with the entries in the cashbook and deposit register.

Receipts of loans: Bank loans are to be checked with the advice lmdrtkeand entry in the
passbook crediting the proceeds of the loan. For repayment of loans byermem
counterfoils/copies of receipts issued should be checked with cashbook. Individual passbooks
of borrowers may also be checked at random with the respective ledger account.

Capital receipts: Receipts through sale of fixed assets are vterified with resolution of
Board/Committee authorizing the sale. The amount received should alseasenable.
Auditor may also check that no officer of the society had anytdareindirect interest in any
property sold or purchased by the Society.

Cash sales: Cash Memos should be checked and verified with entries in daily sales register.

Interest received: Interest received on amounts deposited with bank beochécked with
entries in the passbook. Interest on fixed deposits with banks or other investreetotha
verified by checking the calculations on the amount of deposit (ezerded on deposit
receipts) or the nominal value of securities. In case of dividend on sharesyutiterfoils of
the dividend warrants will have to be checked. If the number of investrsdatge, a separate
Investment register/Ledger should be maintained. Interest receivedrandod advances to
members will be checked from the counterfoils of receipts issuedeshigalculations should
be checked while checking the postings in the loan ledger.

Rent: Agreement executed by tenants should be seen. It should be taaswak money
received on account of rent has been duly accounted for. Enquiries should babuoatle
arrear of rent and action taken for recovery, and if action takerm@pfeebe inadequate, then
to suggest step to be taken to gear up recovery.

Miscellaneous Receipts: Occasional receipts such as sale proceedsd odisbegs, scraps,
unused stores and spare parts, discarded materials, waste papers etc. should édreouche
the receipts issued, correspondence, minutes and relevant documents.

VOUCHING CREDIT SIDE OF CASH BOOK

To vouch the cash payments, the Auditor should primarily satisfy himseththpaiyments

have been actually made:-

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 70



SCHOOL OF DISTANCE EDUCATION

> to the right person or parties;

» for the society/business itself;

» have been sanctioned by competent authority;

» have been properly recorded in the books of accounts.

The following points are required to be borne in mind while vouching tixaeat side of
the cashbook:-

i) The voucher should have been addressed to the society itself andhetridividual name of
the Managing Director, Chairman, Secretary or other officer.riHbere of the transaction to
which it relates should be one, which the society can be normallgtexb® carry on. For
example, a society engaged in supplying seeds and matures is not etqbategewellery or
cloth.

i)  Where it is known that official receipts i.e. printed receiparing the name of the payee are
generally issued for acknowledging remittances, no other receiptkoowledgement should
be accepted as sufficient evidence of payment made.

iii) All vouchers should have been properly authenticated by the authorizegr®0f the society.
This may be done by them by signing the original vouchers. This mglire genuineness of
the vouchers produced for audit.

iv) Where actual payment has been made to a person other then #eehpagelf, a letter of
authority from the payee authorizing the person to received paymehis behalf has been
obtained.

v) When payment has been made to a person in his official capaghgutd be seen that the
rubber stamp of the institution showing the designation of the officer g aftiked below the
signature of the officer.

vi) If the signature of the payee is not in English or in a langmage&known to the Auditor, it
should have been translated into English or language known to the Auditor. Alb thu
impressions should have been properly described and attested.

vii) Where the amount paid is in excess of Rs. 500/-, the voucher should be duly stamped.

viii) The vouchers should be properly checked as regards the arithnasticabcy of the amount
and the propriety of the payment by the Chief Accountant or otepomsible officer of the
society.

ix) All vouchers should be cancelled by the Auditor as soon as he cherksand passes the
entries in his audit in order to prevent their production once again in sugpogubsequent
fraudulent or fictitious payment. Either a rubber stamp bearing his saould be used for the
purpose or the voucher should be initialed by the Auditor in a prominent pladesably in
the middle.

SANCTION FOR PAYMENT:

It is necessary that all payments should have been regularly sandiiotiel Committee or
an officer properly authorized to do so, such as Secretary, Manageagivag Director, etc. Where
the Secretary, Manager or other officer has been authorizsthtbtion payments, it should be seen
that the extent of his authority has been fixed and that he has not exceeded his authority.

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 71



SCHOOL OF DISTANCE EDUCATION

In order to be satisfied that all payments have been properly maedtiorders of the
Chairman, Managing Director, Manager or other responsible Officer, ¢entpt sanction
payments should be seen. Where the Managing Director, Manager or iyeisretathorized to
sanction payments or incur expenditure, it should be seen that these @fficaos exceed their
authority. Resolution of the Managing Committee, Board of Directors oG#reeral body will
have to be seen in case of payments which are beyond the powers of ittnea@hManaging
Director or other Officers. All extraordinary expenses or expenseshwainé not incidental to the
business of the concern or connected with any of its activities, should beseddiy the general
body. Even in such cases, their legality and propriety will have tartdeef examined. Similarly,
all purchases of immovable property and investment of funds outside the businessaofiéty,
which the Board/Committee is not competent to sanction, should have begiorssd by the
general body.

Where the secretary, Managing Director, or the Manager is aghdoto incure the
expenditure or disburse amount upto a specified limit, all expenditureradcby him and all
disbursement made by him should be placed before the committee orpecaxtically and his
approval should be obtained.

PAYMENT OF ADVANCES :

There is no objection for payments of advances provided the purpose is genuine, and
payments of advances are necessary in the normal course of business of the society. THerreasons
the payment of advances or the purpose, for which the advance is bdinghpald be specifically
mentioned in the body of the voucher and the advances should be adjusted witsoraltke
time. Where advances are made against supplies to be received @ssierie rendered or against
running bills, these should be adjusted in the invoices or final bills. Howekerevadvances have
been given for no specific purpose or consideration, they should be objected thvemedsuch
advances are subsequently credited back in cash after some time, it shoatdeldonat this would
amount to misapplication of funds of the society. All such misuse of the furide ebciety by its
office-bearers by taking unauthorized advances themselves or givingcadvi other persons,
should be pointed out by the Auditors.

A list of all outstanding advances on the date of audit should be obtainetistuoaild be
seen that only temporary advances recently granted for specific psrams outstanding. Where
advances have been outstanding for more than 60(sixty) days, the reasons éooverirg the
advances or adjusting them should be ascertained.

While examining documentary evidence in support of a transaction, yparsientered in
the cashbook and those mentioned in the body of the voucher or order document shagdrabrre
in respect of the following:-

» Date of payment;

* Name of the payee;

* Name of the person receiving payment on behalf of the payee, in case the paymentasamade
person other than the payee against his letter of authority;

» Supporting documents like invoices, statements of accounts, cash memos, dilhdases,
service charges etc. should be attached to the voucher or refevesigehtdocuments made
therein;

*  Amount paid should be mentioned both in figures and words;
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 Head of the account to which debited- If the amount paid has been debded different
heads of account, an analysis should be prepared. This should be checked bytdharidi
the total agreed;

* Mode of payment- Whether the payment has been made in cash or by chedwether the
amount has been remitted to the payee by bank draft, postal order, momey andered post
or the pgee’s account with the society has been credited and a credit note issued in his favour.

UNUSUAL AND IRREGULAR ITEMS -

While checking vouchers, careful notes should be taken of all unusual itertesmasr i
requiring further clarification or explanation and also items wkahfor addition information or
authority or where further evidence, such as inspection of the mirngaesacts, lease-deeds
agreements, orders, etc. is necessary. Notes should also be taken of aefitpawhich require to
be apportioned or adjusted. A list of all missing vouchers should be drawn up abérpl as to
the circumstances of their loss or non-availability of reasons for daitupbtain regular vouchers
at the time of making payments should be ascertained. All subsidiarynewide support of the
payment, such as entry in the statement of accounts confirmed by tiye neéerence in
correspondence etc. should be seen with a view to be satisfied about its mEssiiaed
correctness. In a number of cases, it will be noticed that only the dgsithave been kept on
record without the payment having been actually acknowledge hyalyee. Sometimes, it might
be explained that the amounts have been merely adjusted or credited to the payee’s account and,
hence, no regular voucher was necessary. The Auditor should carefuilynexall such contra
entries and insist that in all cases, gayacknowledgements should be obtained.

PAYMENT OF DIVIDEND AND BONUS

The discharged dividend or bonus payable should be checked with the entries in the
dividend or bonus paid register. If dividend or bonus warrants are not issued, sepaciters
specifying the number of shares held, the rate and amount of dividend or bonushstveulteen
obtained. As regards payment of bonus or rebate on purchases from or salesirmagte the
society, a register showing particulars of purchases made from tle¢ysorcsales made through it
by members and rate at which bonus or rebate is paid and the tatahtaof rebate or bonus
should be maintained. If acquittances of the shareholders or constituerdbtaireed on the
dividend/bonus paid register itself, the individual items will have to be called over in the cashbook.

REPAYMENT OF BANK LOAN, CASH CREDIT AND OVERDRAFT

Repayment of bank loan would be checked with the counterfoils of payisigps receipts
issued by the bank, which would also show separately the amount, creditedifgzapand interest
account. Entries in the bank passbook should also be seen. Advices received framk thechses
where amounts are paid directly for credit to the account of thetg@nd entries in the passbook
should be seen.

Some cash credit and overdraft accounts are operated by cheques. Repayment aficash cre
overdraft and other advances obtained from bank would be checked with thefodsrdé the
paying-in-slips issued by the bank and entries in the passbook or the statement of accounts.
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STATIONERY AND PRINTING CHARGES

Where large quantities of stationery articles are to be purchaspdnting work on a
substantial scale is to be got executed, it should be seen that baking purchases of stationery
or placing orders for printing, the normal canons of financial progpreeich as calling for tenders,
inviting quotations and acceptance of the lowest tender or quotation are chdy observed or
these are purchased from other Coop. Societies trading in thesegoodsedif {emders are not
accepted reasons for the same need be recorded. It should seen tlatanges are not given to
the printers before any printing work is executed. Payments should beomg@gainst completed
jobs and delivery of printing material. For payment of printing clsafge printing forms, letter
heads, registers, notes, reports etc. bills received from the printinggpexs$ying the printing
work executed, quantities, rates, dates of delivery etc. should be seen.demmets of receipts
and issued of all forms, letter pads, books, ledgers, registers, and atired praterial should have
been maintained. It is necessary to maintain an inward register for receipttioigoaind stationery.
The stock register may be posted from the inward register. Issues and pbosurh stationery
articles should have been properly controlled. Quantity accounts of statantielys and printed
materials should have been maintained and checked by a responsible officer at fnéejves.i

EXPENSES WHICH SHOULD BE OBJECTED TO IN AUDIT

The following expenditure, though duly sanctioned by the committeeher aiuthority
should be objected to by the Auditor:-

» Expenses, which are not incidental to the business conducted by the sociexpamtitere,
incurred which cannot be said to be for the purpose of the societyeesgngl expenses of the
Directors, Officers or employees.

» Expenses, which were not necessary and should in ordinary course, have been avoided.

» Expenses, which are considered heavy or disproportionate, considering e¢hef sthe
institution and importance of the occasion.

* Abnormal expenditure over publicity, propaganda and advertisement.

 Infructuous expenses, i.e. expenses which would yield no results.

» Fraudulent, false or fictitious expenses.

» Other irregular or improper expenses such as illegal commission or allowance, blagketcone
Detailed notes of all expenses objected to should be taken. These should be digitissed

the management and suggestions made to recover the amount involved frgoerdbes

responsible. If no action is taken, specific mention thereof should be mémeandit report. A list

of all expenses, which have been objected to and which in the opinion Atiditer should not

have been paid from out of the funds of the society, should be contained in tHeleshe be
attached to the audit memo.

VOUCHING TRADING TRANSACTIONS
Purchase procedures:

The system of internal control relating to purchases should be vexfulbarevaluated.
Proper buying procedures require that there is a clear-cut aefimf functions and authority
between; (a) requisition of supplies (b) placing of orders, (c) inspeatidrrexording of goods
when received, (d) checking and recording of invoices and (e) payneestgppliers and other

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 74



SCHOOL OF DISTANCE EDUCATION

creditors. Only the storekeeper or other specified Officer should be iaethtw issue requisitions.
The buying section should then take steps to invites tenders or quotations. Aatvagable of
guotations received should be prepared and normally the lowest quotation shoplordyeec
When lowest quotations or tenders are not accepted, reasons for the sameésh@darded.
Where on account of small value of the purchase to be made, non-avgitzfihe goods in the
open market or other reasons, regular quotations cannot be called for; gmgpetes as regards
rates should have been made before placing an order. All orders éblapes should be issued
from the printed order book/file, which should contain all the terms andtmrgdsubject to which
supplies are to be made.

In particular, prices and terms of delivery and payment should have dpeifically
mentioned. The officer authorized to issue purchase orders should be cleaiigd@nd the
extent of their authority defined. As far as possible, officials who are required to sulpnsitrens
for supplies, should not themselves issue purchase orders.

Goods when received should be immediately inspected as regards quaotiai#son etc.
Goods received should be entered into the “Goods Inward Register”. The storekeeper should also
prepared a “Goods receipts Note”, copies of which should be sent to the buying section and the
Accounts Section. The goods receipts note should be issued from the printed gopisoteei
book with pre-numbered folios.

Cash Sales

Cash Memos should be issued for every sale. In a number of cash memos, names of
customers may not have been mentioned. However, description of goods sold, gueattte the
amount and sales tax when charged, are to be shown in the cash memos. ThesAadltbr
compare the entries in the Daily Sales Register with the m&shos issued. The procedure for
fixing selling price should be ascertained. The society should be adviseditaimaiprice register
for showing details of calculations for fixation of selling price. Tates mentioned in cash memos
should be checked with the price register.

Checking of cash memos and Daily Sales Register

Calculations, extensions and totals should also be checked on a percentagd Hmsi
Auditor should carefully study the provisions of The Sales-tax Act. patticular reference to the
schedule in which the commodities dealt in by the society are comtdirshould be seen that the
rates of sales tax charged are correct.

The total sales for the day according to the Daily Sales Regisbuld be called over into
the main Cash Book. The total sales according to the Sales Rebstdd also be compared with
the Cash received by the cashier according to his Rough Cash Bookhddi@as The accounts of
sales tax collected should be maintained separately. The total am@ahesofax collected should
be paid into Government treasury as per instruction.

VOUCHING LEDGERS

Ledgers Posting from various subsidiary books is made in the respective acootimsLedger

Book. The Ledger is usually sub-divided as personal Ledger and Impeoso@aheral Ledger.
Personal accounts are related to person, and in a trading concerry testiatise persons from
whom the goods are purchased or to whom the goods are sold. Impersonal accoetdtedrt

the accounts effecting the business and not persons.
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Personal Ledgers consist of purchases and Sales Regisfehnis are to be vouched carefully after
vouching the subsidiary books viz. Cash book, Purchase Book, Bill payable Book, Jaurmhket
Auditor should compare the balances in the list of creditors with thedeslan the purchase
Ledger, for purchases effected on credit. If the two disagresathe should be enquired into. The
casting of the Sales Ledger should be examined carefully &iéeking the postings from various
books of original entry. The correctness of the personal accounts canfieel \®y agreement of
their totals with the balances of the concerned total or controuatenaintained in the general
ledger.

The entries in the general ledger will all come from a book oherentry, viz. the cash
books or Journal. In most societies, which do not maintain a separate ,jdbenahsh book is
generally called the Day Book. The total of all subsidiary books, vizhase journal, Sales
Register and other subsidiary cash book are first entered in the Dy aBo posted into the
general ledger from the Day Book, although in some societies, p$torg the subsidiary books
are directly made into the general ledger. However, it is moreluseanalyse the transactions
recorded in the subsidiary books according to their classes and postaihieto the Day Book
under heads so classified and then post them into the general ledger. ¢cases;tviz. where totals
amounts have been analysed and classified under various heads, the Auditor shdulthechec
analysis, reconcile the total amount and trace the individual itemgrisomg into the general
ledger.

It should further be seen that all transfers from one account metheral ledger to another
account are passed either through the journal or the Day Book and no aareymtsted directly
in any account in the general or personal ledgers without first bateged in the cash book or the
journal.

The narration below the entry should fully explain the origin and natutiee transaction
and the reasons for making the entry.

After the whole of the posting into the ledger have been checked, uti#oA should
examine each account in the ledger in order to ensure that iem@rjhas been ticked. All the
accounts in the ledgers should be scanned for un-ticked items and shoulsetlaene un- ticked
item, it should be traced in the cash book. The cash book and the journal shouldsakonieel for
the same purpose. Thereafter, totals of both sides of the ledger accountb&hob&tked and it
should be seen that the closing balances have been correctly ext@peming balances in the
ledgers should be called over from theevfious year’s ledgers. Since closing balances of all
nominal accounts are transferred to the trading and profit and loss aerwltite accounts are
closed at the close of the accounting period, there would be no balancesrddlrsmTounts in the
general ledger. However, there would be certain accounts retatiegpenses and losses, which
might not have been completely written off.

The Trial Balance: After checking the posting into the general ledgers andaixigabalances, all
the closing balances are entered in a sheet separately acc¢orthiag character, i.e. debit or credit
balances. This statement, which contains a classified summary or adistctifsing balance of
general ledger, is known as the “trial balance”. Since the cash book is also a ledger account (it
being the cash account), the opening and closing cash balances areeatsbinrihe trial balance
and if the totals of the two sides of the trial balance agreigntfies the arithmetical accuracy of
the accounts. If the two sides of the trial balance do not agmeeaits that either the posting have
not been made correctly or the totals have been incorre&ey.tddence, in order to trace the
difference, the whole of the posting and totals, both of the genegarl@md the cash book will
have to be checked. The difference should be located and the trialebatzeed before drawing
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up the final accounts. However, the Auditor should not proceed to checkahadcounts unless
agreed trial balance is placed before him. In the smalleetsesi particularly agricultural credit
societies, instead of the trial balance, a receipts and disbursememtestateprepared from the
cash book, which serves the same purpose.

Adjustment of nominal accounts In every society, there are bound to be transactions the results
of which may not be known on the date of the balance sheet. In orgleow the correct position

of the society, it is necessary that all such overlapping transactions should be taken intcaactount
necessary adjustments made.

All nominal account must be checked carefully by the Auditor so that he should bedsatisfie
that all transactions of the business have been correctly classifieth@aded in the final
accounts. In this connection the Auditor should take particular care to see that atl anoouee as
well as the expenditure incurred, but not paid and income received incadage duly brought into
account. While checking receipts of income or revenue, in addition toir@rgnthe entries in the
books, the Auditor has to satisfy himself that all income, which should have éasswed, has
been duly recorded in the books. In the case of consumers stores and otherstraieines, it is
necessary to see that all sales effected, particularly, salescnaadg the last few days prior to the
closing of the accounts, have been duly recorded. For this purpose, it widcbssary to trace
back the issue of despathes of goods to the related invoices or sales Biemiady, during the
course of inspection of securities and other investments, the Auditor shouliasadether all
interest accrued during the period has been received and all dividend declared isditely. cre

Adjustment of outstanding expensesAs regards outstanding payments, the Auditor should
examine the “Goods Inward Book™ or the “Invoice Register” for the last few weeks of the period

and satisfy himself that all purchase made and included into stock haveludgdirought into
account and the amount of the unpaid invoices credited to the respective aafdhet suppliers

of the goods. In addition to purchases not paid for, expenses incurred but notepaisip aequired

to be brought into account. In most of the societies, salaries and wagddartr may not have
been paid before the close of the year. All these items will have to be brought eubatstanding
expenses.

The society should be advised to maintain an accrual ledger in whichcengs of such
outstanding items would be maintained. This would facilities the comparisdheoamounts
provided during the current year with those of the previous years.

Interest: Interest on bank loans and other borrowings is generally debited &xtount of society.
However, in case of deposits and other temporary borrowings, interast@erp to the date of the
balance sheet, should be calculated and provided for. In particulagsintar fixed deposits
accrued from the date of last payment of interest upto the datee dfialance sheet should be
calculated.

Interest on Savings Bank Account is ordinarily calculated and creitdte accounts of
the respective depositors, before the close of the year.

Outstanding expensesAll nominal accounts in the impersonal ledger should be examined to see
that all expenses and charges pertaining to the period under revieweeavimduded. There may

be, for example, outstanding bills for repairs, fuel charges, electritarges, water charges, and
also transport charges, godown rents, subscriptions, advertisement etc. The ghaditdrfurther
inspect the ledger account, demand notes, receipts etc. noting the periadl djveach payment
and seeing that any accrued and unpaid proportion from the date ofelawt to the date of the
balance sheet noticed during the inspection of these documents is providEdef@mount paid
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under these heading should be compared with those appearing in the corresmomncima
accounts for the previous year so as to ensure that all rents, ratesetexpayable have been duly
provided for.

Prepaid expensesJust as there are outstanding liabilities on account of expenses, tlyeatsma
be advance payments or prepaid expenses as they are called. Undeadhiwilhéoe included
rents, rates and taxes, insurance premium, advertisement chargespsabscmembership fee,
etc paid for periods that extend beyond the date of the balance sheAuditoe should examine
the nominal accounts and also the demand notices bills and receipts and easw@rect
calculation has been made the proportion of the accounts relating to the unexpired periods.

Income receivable There might be various amounts due to the Society for which evéiditave

to be taken. These will include interest on loans and other advances nthdesbyiety, interest or
dividend on investments, rent receivable for premises hired out, royalaesnission, etc.
receivable. Interest on loans and advances accrued upto the datebafaiiee sheet should be
calculated and brought into account, however, since dividend does not become duteisintil
declared, no credit should be taken for dividend on shares unless declaratimdefddihas
already been made. Sometimes, rebates and bonous are also reddimableer, these should not
be taken as credit unless the society has been informed that tleegdecaved and would be paid in
due course. All items in the general ledger relating to income sheuktdanned carefully and
enquiries should be made as to whether any amounts are receivable. Howesredit should be
taken of amounts, receipt of which is considered doubtful, unless adequate provisiadeis m
therefore.

VERIFICATION & VALUATION OF ASSETS& LIABILITIES
VALUATION

A comparison of the capital at the commencement of the year dhd elose of the year,
would no doubt, show whether any profit has been made or loss incurred by thessugVhere
profit has been made, there should be an increase in the capital aedaeglsenas been incurred,
the proprietor’s capital would have been reduced. The profit and loss account merely asfiidéie
information disclosed the Balance Sheet and show how this profit or loss haariveed at. Since
the proprietor’s capital represents the surplus of assets over liabilities, any increase or decrease of
such surplus represents the profit or loss made during the year. The aswartaf the profit or
loss will, therefore, depend entirely upon the value put on the various assesbwHys possible to
ascertain the amount of liabilities exactly, except in cas®mtiingent liabilities, such claims under
dispute, etc. However, although the assets belonging to the businessasaertan, verified and
valued, it is difficult in many cases to the business can be ascer@ified and valued, it is
difficult in many cases to arrive at the correct amounts athwguch assets should be stated in the
Balance Sheet.

The term ‘valuation’ in connection with the Balance Sheet can be differently interpreted as
under:-

i) The value may be the estimated amount that the assets would,réaad or disposed off,
in other words, realizable value.

i) Value may mean the amount that is estimated the assets would ceglace, in other words,
the replacement value.

i) The amount that an assets costs when purchased or acquired, less te®nmawviade for
depreciation, since its acquisition. In other words, written down value or going concern value.
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iv) The balance of revenue expenditure, which is being written off @ayseriod of years. This
item will be shown under the heading “deferred revenue expenditure” or “prepaid expenses’.

Although all the above basis for valuation may be used in connection with riloaisva
classes of assets appearing in the balance sheet, ordinarily, onlytte gdown or going concern
value is taken into consideration.

Classification of Assets- The assets held by a society vary according to the type of the business
conducted by it. Since the Auditor is required to certify that thenba sheet shows a true and fair
view of the financial position of the society, it will be his duty toséa himself that the assets are

not only in existence, but have also been valued correctly.

For purpose of valuation, all assets are broadly classified into fixets ass@ current
assets. There is also a third type of assets known as fictitious assets,ei®.wdssh are not
represented by any tangible assets, such as goodwill, deferetleeexpenditure, preliminary
expenses, discount on issue of shares and debentures, etc. Current assets asethogach are
produced or acquired by a business in the course of or for the purpose of g &adiconsist of
cash, goods and such other assets as are held with a view to conversion imotlcasiegular
course of business. Examples of current assets are stock in trade, work @sgrdgbtors and
other receivables, temporary investments and bank balance.

Verification of fixed assets - Verification of fixed assets by the Auditor would be carried qut b
examination of the documents relating to their acquisition. A schedulexed fssets at the
beginning of the year and fixed assets acquired during the course of the year showthbd aht
checked with the entries in fixed assets register. It should be seealltlzaticles scrapped,
destroyed or sold have been duly brought into account and their written dwenadgusted. As
regards physical examination of plant and machinery and other fixed,dbgeAuditor should see
that this is carried out periodically. A certificate should also baiéd from the management that
all items scrapped, destroyed or sold have been duly recorded in the books.

CLASSIFICATION OF CURRENT ASSETS:-

Current assets are ordinarily classified under the following maidshé&a purpose of
balance sheet:

1. Interest accrued on investment and loans.
2. ‘Stock in trade in case of trading concerns.

3. (i) Stores and Spare parts. (ii) Loose tools. (iii) Semi-finisloedigyy work in progress and
finished goods in case of manufacturing concerns. (iv) Loans outstanding and sundry debtors.

4. Cash and bank balance:

Interest accrued on investments should be shown separately in the balan@ndhibet
basis of its computation should be ascertained. While computing intecestatde, overdue
interest should have been excluded or if taken, adequate provision should have tedor rtie
same. Physical verification of all stocks in hand and also work in progriks$sgve to be carried
out. For verifications of loans outstanding and sundry debtors, ledger accanohtbalance
confirmations will have to be seen. Cash inn hand should be counted and baldificates will
have to be obtained for all bank balances.
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DEPRECIATION

Deprecation means a fall in the quality, or value of an asset. Theeswdt of assets
deprecation is that sooner or later the assets will become useless.

Provision for depreciation is necessary firstly, for ascertaining graét, secondly, for
retaining funds in the business so that the asset can be replaced at théirpepad thirdly, for
presenting a true Balance Sheet.

For calculating deprecation the basic factors are:-

1) The cost of the asset.
i) The estimated residual or scrap value at the end of its life.
lii) The estimated number of years of its life.

No such deprecation has to be provided as will reduce the value of thdocagsescrap
value of the end of its estimated life. Deprecation of current assttken care of by valuing them
for Balance sheet purposes of cost or market price whichever is lesec&tepr of fixed assets is
generally provided for by various methods viz. fixed percentaggfstrine method, reducing
instalment method, revaluation method, insurance policy method etc. It isenioténtion of this
manual to explain these in details. Readers are advised to refacattemic books on
Accountancy/Auditing for a detailed treatment. Whatever method is adopted, Auditor shswriel e
that adequate deprecation has been charged. Thus, fixed assets woulihajeeBalance Sheet
at their historical cost less deprecation to date. For Cooperativeti8saharging 10% deprecation
annually over the written down cost of the asset is recommended.

THE FOLLOWING ARE THE METHODS ADOPTED FOR VALUATION OF VARIOUS
TYPES OF ASSETS:-

i) Trademarks: - Verification of trademarks can be made by inspection of a=atds of
registration and/or of any assignment of the trade marks.

i) Freehold lands and buildings - Verifications is by way of inspection of title deeds. It should
be seen that the title deeds are in order. The sequence of the coeseslamald be examined to
ensure that the last conveyance is in the name of the society. Alsxt®ftom the land records
such as village record of rights or the city survey or the Municigairds should also be seen to
ensure that they still continue to be in possession of the society. [Eheéettds should be in the
possession of the society, unless the lands and buildings are mortgaged in ahiahcedificate
to that effect should be obtained from the mortgagee.

As regards valuation, the cost of the lands and buildings can be asceftamete sale-
deed or the architect’s certificate. Contractor’s accounts and the certificate of completion should
also be seen where buildings are constructed by the society.

As regards expenditure incurred over construction of roads, digging &f pialhting trees,
etc. the same should be verified from the vouchers. Expenditure incurrech@veaintenance of
roads, gardens, playgrounds, etc. should be debited to revenue. Only the cost incurtkdirover
original construction should have been capitalized.

As regards deprecation, it has to be noted that freehold land does notlygelepracation
in values. As such, the question of charging deprecation to freehold lands dogsendtsaregards
leasehold lands, the valuation can be ascertained from the leaseeddhe assignment thereof,
which should be inspected by the Auditor during the course of his audit. It dfe@slkekn that all
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the terms and conditions laid down in the lease agreement such as iesorgmmoperty and
payment of insurance premium, rent, rates and taxes, proper maintenaheepadperty etc. are
complied with. The valuation will be made with reference to thgiral cost so that every year an
adequate amount is written off so as to bring the value to ‘nil’ at the end of the life of the lease.

iii) Plant & machinery: - Purchase of new plants and machinery will be vouched during the course
of audit. In addition to invoices and receipts the correspondence regardipgirchase and also
contracts with machinery manufactures and engineer’s certificates will have to be seen. As regards
physical verification where there are only a few machines inspextd identified personal by the
Auditor. However, where the number of machines is large and also vithisr@at possible to
identify individuals items of machinery. Auditor should obtain a schedule of afahtmachinery.
A certificate of their existence and efficient working shoukbabe obtained from responsible
officer. The mode of valuation should be the original cost less deprecatiane\the machinery or
other equipment is purchased under a higher purchase agreement or aremigteepay by
instalments (deferred payment system) the deprecation should be edl@riahe full price of the
machinery and not the amount of instalments paid to date.

iv) Loose tools & tackles - The expenditure incurred over additions will be verified from th
vouchers. At the end of the year fresh valuation of all the tools shoutitbe every year and the
difference between the opening balance plus additions during theegsarldsing balance should
be written off as deprecation. The basis for valuation should not be tleatcormealizable value,
but the estimated cost less an adequate allowance for wear and tear.

v) Dead stock - furniture and fixture, installations and fittings:- Dead stock and fumnitur
including office equipment should be dealt with as in the case of plant acldmary and adequate
deprecation should be written off every year, based on the workindjffiéeent items. Items, such
as safe, cupboards, tables, etc. have a long working life, but fixturegtenys,fsuch as electrical
installations, partitions etc. has a short working life. In casdtwfgf upon leasehold premises, the
entire cost should be written off during the period of the lease or éeemated working life,
whichever is shorter. A list of dead stock articles and office equipmeuldshe obtained the total
agreed with the amount appearing against the item in the balance sheet.

vi) Library books: - Cost of newspapers, periodicals and even books is generally debited to the
profit and loss account under the heading “trade expenses” or “miscellaneous expenses” and do not
appear as an asset in the balance sheet, unless the amount investediésabtmsHowever,
purchase of costly books, particularly, reference books and technical bookse roagitalized and
shown under the headirffibrary Books”. A register of library books should be maintained
irrespective of whether the cost of the books has been debited, to reammuet or capital
account. The register of library books should be inspected at regular Imtancathe physical
existence verified. A list of library books the cost of which has beetatiapd, should be obtained

and agreed with the amount appearing on the balance sheet. It should beseest of old out-
book, in particular, law books, is written off.

vii) Motor vehicles. - The cost of new vehicles purchased should be vouched at the time of
checking purchases. Registration books should be examined. All vehicles shouldtibeddey

their registration number in the accounts and in the list of motor eshigéhich should be
necessarily obtained at the time of audit. Where a fleet of vehglewned by the society, it will

be necessary to keep separate account of each vehicle. The expensed men repairs and
maintenance should be charged to revenue and only the cost of majm capaed out should be
allowed to be carried over for one or two years so as to spread o\mnbi of the expenditure
over the period for which it is availed of. As regards valuation, the meithopted is original cost
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less the aggregate deprecation. In special circumstances, suctdaataetc. a special deprecation
will have to be charged.

viii) Live stock: - A register of live stock showing date of acquisition, identifmatmarks or

name, price paid, deprecation charge, etc. should be maintained. Everlysiraaid be identified

by its registration number or by its name, where there are orféwaanimals. The basis of
valuation should be re-valued at the end of each year. In case of aninmtalas suarking bullocks,
milch cattle, etc., their working or useful life and their usefulness to the society shdalcbento

consideration. It has also to be noted that calves, heifers and other grmorajs appreciate in
value, as they grow old. It should be seen that necessary adjustmentsdarermthe death or
disposal of any of the animals.

VERIFICATION AND VALUATION OF CURRENT ASSETS:-

I) Investment - An investment ledger should be maintained recording all transactiatiageo
individual investments. At the top of each ledger account, necessanulaast regarding date on
which interest or dividend becomes payable, scrips and right issued rajtachhe investments,
etc should be duly recorded. There should be separate columns to show theltgress or
dividend received, tax deducted at source and net amount received. Wheceme is received
during the year in respect of any investment, enquires should be exaAmnediements made for
the physical control of the securities should be examined. Physical conérothe securities and
other investments should be with a responsible Officer other than therQfiio is authorised to
sanction purchases and sales of the securities. All securities shoulddraljtydodged with the
bank for safe custody.

i) Verification of securities: - Where securities line in the custody of the society the Auditor
should examine scrip carefully. The title to the securities should kbéuttarexamined to ensure
that the security is held in the name of the society itself.cEntficates, warrants or the securities
themselves should be examined carefully to see that they are complete in allaerdgeona facie
in order and are duly registered in the name of the society. Whematisscare lodged with the
bank for safe custody, the Auditor should directly call for the ceatidéis from the bank. The
certificate received from the bank should specifically state teasécurities have been held for
safe custody free from any line. If they are held for angifipepurpose, the certificate should
specify the purpose for which they are held. Where shares and sequitthased have not been
delivered by the broker or the bank through whom the purchases have aéenanrcertificate
should be obtained from the broker or the bank concerned to the effettietishtare certificates or
securities have been held by them on behalf of the society artti¢lgdiave no lien over them. As
on the date of balance sheet the Auditor should obtain a schedule of invedteldnby the
society. The list (for schedule) of investments should give the full dasaripitthe investment, i.e.
its serial number, face value, whether fully paid, the extenhoélled liability if not fully called,
etc. These particulars should be compared with the particulars entetres register or ledger of
investments.

Where securities have been kept with the bank for safe custody oltesrabkecurity for
financial accommodation granted by the bank, this schedule of investmentd beotbmpared
with the certificate issued by the bank. Where securities arevkdfpbank for safe custody, this
schedule should be checked with the safe custody certificate issued by the bank.

iii) Valuation of securities - In the case of securities, which are quoted in the market, quotations
on the date of the balance sheet should be obtained and the mean betweghethand lower
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prices should be taken for purposes of valuation. The list or schedule should showkttesatae
of the quoted and unquoted securities on the date of the balance sheet. Adgregatalue and
market value of the quoted and unquoted investments should be shown separatelyatarttenst
Investments should be stated in the balance sheet at cost or markets/vMahever is lower.
Market values may be compared with the costs either by comparirgpsh®f each investment
separately with its market value and providing for any fall tHaevéelow cost. However, any
appreciation in the market value of the securities should not be tedaih af. Another and more
useful method adopted is it to compare the aggregate cost of all tremewes with their
aggregate market value and provide for the net shortfall in the tmeakee of the securities.
Treasury bills should be shown as current assets and shown at cost orfatéheatue discounted
at the market rate if this is less.

STOCK IN TRADE:

The correctness of the profit and loss account of a concern dependggetd axtent, upon
the correctness of the value of the stock of goods in hand at the closepafrithee In case of
consumer stores, marketing and processing societies, and manufacturiejessoand
manufacturing societies, the verification of the physical existame valuation of trading stocks,
stocks in hand of raw materials, stores, party finished goods or goods undesspraeks in
progress and finished goods are of considerable importance, in as much as, unless thegidye cor
shown, the balance sheet will not show the true and fair view of the fahgosition of the society
and the profit and loss account will not give the correct results of the working of the society.

The Auditor has, therefore, not only to verify the existence of thek $tohand but he has
also to see that it is valued according to certain accepted gemodf accountancy. Though
Auditors are not expected to carry out stock taking he should ensutbelrsibck taking method
followed by the society is correct. If possible, he must preparegh rstock accounts, showing the
guantity at the beginning of the year, purchases/sales during the cothreeyear and the balance.
He should get a certificate from the society that the quantistack as mentioned in the stock
sheets is correct.

VALUATION OF STOCK-IN-TRADE

Stock is a floating asset and is meant for resale. The acceptegiiasigle of accounting is to
value floating assets at cost price or the market price, whicletee lower. The different goods
are valued as under:-

a) Raw materials. - Such materials must be valued at the net invoice price i.e. thpraesplus a
reasonable proportion of freight duty etc. in connection therewith.

b) Semi manufactured goods- They are valued at cost price of the raw materials used, plus a
proportionate amount of wages and a percentage to cover establishment dletatieg to
manufacture.

c) Finished goods — The cost price of the finished goods which have been purchased is the
purchase price i.e. the invoice price and the direct expenditure e.g. carriagasieic.

d) Stores — Stores are not held for sale in the original form. Such goods areaddil grease, dye
etc. These should not be included in the stock in hand but shown separately. Thesevhiohe
have been consumed during the process of Manufacture, must be put on th&ideebit the
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manufacturing account to arrive at the correct cost of production. Storesarallyevalued at cost
price.

Sundry Debtors. - A very important item appearing on the assets side of the balaeee ah
almost all types of societies is “loan outstanding” or “sundry debtors”. In case of cooperative bank
andcredit societies, the item of “loans and advances” or “loans due from members” is perhaps the
most important item on the assets side. In case of consumers societiesingad@eties and
other societies conducting trading activities, there would be sundry debtors fosatedi

The amounts shown under “Sundry Debtors” should include all amounts due in respect of
goods sold on credit, services render or in respect of other contrabtigaitions, but should not
include any amounts which are in the nature of loans or advances which shehthpeunder the
separate heading of “loans and advances” or “loans due from members”.

OUTSTANDING ADVANCES.

The item is ordinarily included in “sundry debtors” but many times it is shown under a
separate heading and is mostly composed of advance made to directonspéoykes which are
yet to be accounted for. Advances should have been made only foricspecgoses and the
director or employee to whom the advance is given should be asked toaecoients as soon as
the purpose for which the advance has been given, has been served. The shoditbmake a
note of all such cases and obtain explanations of the management aofdtfadsdirector or officer
concerned and if the explanation given or the clarification furdisgh@ot considered satisfactory
he should not hesitate to include such payments in his schedule of irreguiaenpaylf the
amounts involved are large and no satisfactory explanation is forthcomaageaof temporary
misappropriation should also be made out. In all cases, the purposes for whadvahees have
been made, should be ascertain.

A statement showing particulars of the various items appearing under the heading “sundry
debtors”, “advances outstanding” etc. should be obtained and agreed with the figure appearing in
the balance sheet. Schedules of different types of advances outstanttiegcknse of the year
should be obtained and checked with the personal ledgers and other recotfus tal agreed
with the amount shown against the items in the balance sheet. lof¢esge debtors, it should be
seen that control accounts are maintained up-to-date and reconitiietierotals of the personal
ledger balances at regular intervals. Statements of accounts should begakamty to all debtors
and other customers who have regular dealing with society. Differegpesed by them and the
manner in which they have been dealt with should be ascertained. Itenisdisplge should
receive particular attention.

While checking ledger balances on the schedule, notes should be made showaripthe
during which the debt balance has been outstanding, whether it has beeuenthseecovered
and if not why it has been allowed to remain outstanding and whethacaoy has been taken for
its recovery. Any other information, which will enable the Auditorutbige whether debt appears to
be good and recoverable should also be collected. A list of all accounth, avhioverdue, should
be prepared and checked by the Auditor.

LOANS OUTSTANDING:-

Loans outstanding in Cooperative Societies except those doing banking business, are
generally fixed loans repayable in one lump sum or in installmentsfisdein the loan bond or
agreement. The method of checking loans outstanding is described in the following paragraphs:
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Lists of loans and advances outstanding on the date of the balancshshddtbe obtained and
checked with the loan ledger and the total of the list of balances dtmalgireed with the balance
appearing in the control account in the general ledger. While cheldeingalances, the following
points should be seen.

i)  Amount outstanding. - The outstanding balances in any account should not eReeed t
maximum limits for individual loans, if any, prescribed for diffetréypes of loans in the
byelaws. Where special loans or loans excess of the prescribed livatbden sanctioned to
any individual or institution, authority for the same should be seen.

i) The period for which the balance has been outstandirifjthe loan has become overdue,
whether extensions have been granted properly. If the period of payment hhsenot
extended, how long the loan has been overdue and what steps have been taken for its
recovery. Whether notices have been promptly issued and legal proceedings instituted.

iii) The make-up of the balance. - It will have to be seen whetmebalance consists of only
advances made or also includes interest capitalized and amounts debitedp&styhen
account of charges and expenses incurred, such as godown rent, insurance tbaktges| e
expenses incurred for recovery, such as notice fees, court fees, Lawyer’s fees, arbitration fees
and expenses etc. will have also to be debited and included in the balances.

iv) Security for the loan. - The nature of the security and whether adequate and easily
realizable are to be seen. If the loan has been sanctionegtagaisonal security, whether
sureties are alive and good for the amount, if secured by other sealméither the value of
the security adequately covers the outstanding balances and also iatenestd and
accruing, whether it can be easily realized should occasion arsg®uld also be seen that
condition is incorporated in the agreement where under the borrowerakagetv make up
the margin in case the security becomes inadequate owing to price fluctuations.

v) Whether there are any other circumstances, which indicate bite lolscoming irrecoverable,
such as death or resignation or removal from service of the borrowbrs asureties,
insolvency of the borrower, attachment of his property or salary wrderder or decree of
civil court.

vi) Where the loan is repayable in installments, whether all previouallmsnts have been
promptly paid as and when they become due.

CONFIRMATION OF DEBIT BALANCE:-

a) The outstanding balance in Sundry Debtors accounts should be checked wetrenatdence
available, viz. statement of accounts, record of payments, isconfirnedtigrsl issued, balance
confirmation letters received etc. Confirmation of balancalibgct communication with debtors
will have to be carried out, where the number of debtors is smalhanoutstanding amounts are
large. However, it may not possible where the number of debtors isavgey In such cases direct
communication with selected debtors with balances exceeding a gpewifieunt (as per Bye-
laws) will have to be made.

b) Issue of statement of accounts: - In cooperative banks and urban bab&sdners are issued
passbooks or periodical statements of accounts, monthly/fortnightly/weekly/daithe end of
each accounting period, the closing balances in their accounts are coateuiticthem and they
are requested to verify their accounts and confirm the correctness of the balances.
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In all cases, however, irrespective of whether confirmations hese bdbtained or not, the
system of follow-up of receivables, collection of debts and action taken adefastters should be
carefully examined.

c) Verification of Member’s Passbooks: - In agricultural credit societies and other rural societies
and also the smaller urban societies, outstanding balances should be verified with the member’s
passbook. This is necessary since members of these societies are idiberatestic people and
have fully faith in the honesty and integrity of the Secretaryahdr office bears. They do not
always try to check whether their transactions with the society been correctly recorded or not.
During the course of audit of these societies, the Auditor should try to caslo@ny members as
possible and check their passbooks.

d) Confirmation of accounts in Banks: - In cooperative banks and Urban Banksmetion
letters should be sent to all borrowers who have been sanctioned fixed lasims;redits or
overdrafts. The Auditor during the course of his audit should check exhaustively, confirmpson sl
received back from the borrowers. The system followed for issue of matifon letters and
securing confirmation of balances followed by the bank should be ascerémidét should be seen
that confirmation letters have been sent to all borrowers and in respiise borrowers, who
have failed to return the confirmation slips issued to them, enquiries sheutthde to ascertain
whether their non-compliance is due to any dispute with the society #im correctness of the
balances or about any of the items debited to their accounts.

VERIFICATION OF LIABILITIES

Verification of liabilities is as much important as that of asset®r&tatement or under-
statement of liabilities has considerable effects on the final accofistsconcern. The Auditor
should see that all the liabilities are included in the balance sheeverify their correctness.
Various liabilities are verified as under:-

Share Capitat The authorised Share Capital of the society should be ascertained from the byelaws.
It should be seen that it is not exceeded except by an amendmegastlains. Govt. Share Capital
contribution should be verified with the order of sanction.

Reserves and provisionsUnder the TCS Act. all cooperative societies earning profiteareired

to carry one-fourth of their net realized profits to the statutesgrve fund. The Reserve Fund is
invisible and it can be used only for purposes permitted by the Asid@®s; the statutory Reserve
Fund, other funds and Reserves may be created by a Cooperative.Sdwepyovisions of TCS
Act applicable to these may be scrupulously followed.

A provision is required to be made when a loss is anticipated, but the aifmeneaf cannot
the ascertained exactly. Since the loss would have been incurred befodate of the balance
sheet, the profit and loss account for the year will have to beedabith the estimated amount of
the loss. So as to show correct position and a provision account created and shiosviability
side. It is duty of the Auditor to see that either such losses aterwotf or adequate provision is
made to meet them.

BAD DEBTS:

Examination of overdue debts has been made a special responsibility afditer Ander
the Act and Rules. The extent of the bad debts of a society is to miasckin audit as per the
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provisions of the Act. Those may also be classified into good, doubtful and bper dke
guidelines.

Having ascertained the extent of the debts and the amount of the prowssideced
necessary, the Auditor should checks the provision for bad debts accounts or bad debts fund
account in the general ledger and see that the required entries have been miade ther

While writing off bad debts the provisions of the Act and Rules should jeitkemind.
When the provision for bad debts is considered inadequate by the Auditor, he shaidd thisc
matter with the management and persuade the committee to intheaaenount to the extent
considered necessary by him. If he fails to persuade the committeereéase the provision, he
should qualify his report and also deal with it in his audit memo.

Contingent liabilities: - The duty of an Auditor is to see that all known and unknown liabilites a
brought into account at the date of the balance sheet. There mastdie kabilities, which may
(or may not) arise after the preparation of the balance sheet. It is, thenekoeesary that provision
be made for such unknown liabilities. Such liabilities are called comtirigdilities. Ordinarily,
unless the liability is definite, provision is not made in the accounts. Howthee position is
required to be made clear by means of a foot note below the balance sheet.

AUDIT REPORT

Maintenance of audit files:- For the efficient conduct of any aunditsatisfactory reporting,
it necessary to collect all information of importance into a prggespt file which should contain
all the documents, working papers, schedules and audit notes and queries takelrduyvthe
course of audit. Papers of current importance, such as schedules of edgetdadlance, inventory
schedules, bank reconciliation, balance certificate obtained from bankshetdd be filed in a
‘current file’ along with audit notes and queries taken down during the course of audit. Other files
and note books viz. Audit Note Books, Working Papers etc. should be maintained.

AUDIT

Rectification: - During the course of his audit all the minor defects and irregekshould be got
corrected and rectified as and when they are noticed so that tegyemaent would be careful to
avoid recurrence of such irregularities. As far as possible, audittiobjeshiould be settled on the
spot by Auditor at the time they are raised rather than taking exhaustigeandtattending to them
later on to get cleared. Where additional particulars or furtlaeifications or explanations are
required, this should be obtained during the course of audit as and when the s@Erdadshould
not be left over to be explained later on after the audit is coeapletowever, notes will have to be
made of all objectionable items and serious irregularities and evire ohinor irregularities, if
they occur so frequently that they are required to be pointed out in the audit memeral gay.

Writing out audit objection : - All audit objections or queries as they are called should be written
legibly on the left of the objection memo or query sheet as it is called and sufficiemsbpadd be

left on the right hand side for the replies by the management. Ftidybars of the transactions

such as date, amount, name of the party, receipt or voucher number, cash book and ledger folio, etc
should be mentioned and the nature of the objection raised or thecataoifi or explanation
considered necessary should be clearly indicated. Against each quenyfoth@iion sought or
clarification required or the reply of the management is to be furnished.

Used audit objections - The usual objections would ordinarily be of the following types:-
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Unattested corrections, unsigned documents, in complete documents and statement.

2. Mistake in calculations, extensions and totals, wrong calculation ofsntelieidend, rebate
etc. incorrect receipts or payments resulting from application of wratgs, incorrect
calculations, extensions or totals.

Cancelled receipts or cheques.

Remittances received for which for official receipts from phi@ted receipt books or other
official acknowledgement have not been made.

5. Payments for which vouchers are not available. List of missing vouched dtmsleparately
prepared giving full particulars of the payments for which supporting vesidtteere not been
obtained.

6. Defective vouchers such as (a) vouchers in full particulars are not mentioned, (bj)tpaatie
to a person other than the payee without written authority of the p@ygeyments for which
supporting documents or sub-vouchers have not been attached to the voucher, (d) vouchers
which are not stamped, (e) vouchers which are not in proper form potare the name of the
society, but are addressed to the Chairman, Managing DirectoGtd#e Manager or the
Secretary (by personal name with or without mentioning designation) individually.

7. Receipts or vouchers which do not agree with the entries in theboakhin some material
respects, such as date, amount, name of payee, head of account to whicth cretktated,
etc. receipts or vouchers in which the amount in words and figures does not agree.

etc. Defective loan bonds, agreements, promissory notes, etc. Also in@udgiteinents and
statements i.e. documents in which spaces have been left blank, unsigned stedhatte
documents and statements

9. Objectionable expenses. They include:-

a) Expenses which are not incidental to the business of the society or domadbseave
been incurred for the purposes of the society.

b) Expenses considered heavy or abnormal considering the size of theionstiheé nature
of its business and importance of the occasion.

c) In fractious expenses, i.e. expenditure which bring no return or other wasteful expenditure.

d) Other irregular expenses such as personal expenditure of the directdisens piaid by
the society.

e) Expenses, which are not properly sanctioned.
10. Irregular loans and advances such as:-
a) Loans made to non-members or on the surety-ship of non-members.

b) In agricultural credit societies, loans made without obtaining @gidas creating charge
on the lands of the borrowers.

c) Unauthorized loans to members of the committee, Secretary or other Officers.

d) Loans, the amounts of which exceed the individual limits mentioned inytheldws, or
the credit limits sanctioned in the normal credit statements dly fapproved by the bank.
Also, special loans for which approval of the Bank and/or Registrar, has not been obtained
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e) Loans, which are against the provision of the Act, Rules, bye-laws oti@hiissued by
the Registrar or the Bank.

f) Benamiloans, i.e. loans the amount of which are utilized by persons other than borrowers.

g) Imprudent advances, such as loans, which are not properly, secured loans $p loaner
sanctioned for purposes not permitted by the bye-laws, etc.

h) Sales made on credit where no provision for credit sales existshgaHaws. Also, credit
sales in excess of credit limit sanctioned.

11. Investment or employment of funds in a manner not permitted under théné\cules or bye-
laws of the society or against the directions of the Registrar.

12. Other transactions, which involve breach of the provisions of the Act, &ulles bye-laws of
the society.

AUDIT MEMORANDUM

The Auditor is required to submit an audit memorandum to the society the accounts of which he has
audited and also to the Register. The form of the Audit Memo has beafiespen the Act or

Rules. All information furnished should be correct and should always agre¢heithformation
contained in the final accounts, lists of overdue, schedules and other stat@roentpanying the

audit memo.

SCHEDULES TO CONTAIN IN THE AUDIT MEMORANDUM

i) all transactions, which appear to be contrary to the provision of thethectules and bye-
laws of the society.

i) all sums which ought to have been but not been brought into account.

lii) any material impropriety or irregularity in the expenditure or inréedisation of moneys due
to the society.

Iv) any money or property belonging to the society which appears tauth®rato be bad or
doubtful debts; and

v) any other matter specified by the Register in this behalf.

It would, thus, be seen that the Auditor is required firstly to mention irepwt all cases
of breaches of the provisions of the Act, the Rules and the bye-laws sddiety. However, there
might be cases infringement of the provisions of the Act, the Rulebysdaws of the society
which may not have any financial implications, as for example, étircall the annual general
meeting in time, non-submission of returns prescribed by the Registrar, failurentaimadequate
fluid resources, etc. Since such cases do not find a place in the schieelbejll to be separately
commented upon in the audit memorandum.

The Auditor has to furnish in his audit memo, full particulars of all sums;hwbught to
have been but have not been brought into account. This is a very importartandtin order to
comply with the requirements of this clauses, it would be necessarlgefokuditor not only to
vouch all receipts and check, ledger accounts, statements, balance atomfidetters etc. but also
to examine the minutes agreements and other records of the sadietig@to go behind the books
of the society and make personal inquiries in order to ascertain whlb#rerare any amounts
received or receivable by society, but have not been brought into acaodnivhether any
remissions, relaxations or concessions have been unauthorizedly allowed.
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The Auditor has to report all cases of improper or irregular paigrend irregularities in
the realization of moneys due to the society. A cooperative society bebusiness concern is
required to duly observe all accepted canons of financial propertyakinghpayments and in
collecting amounts due to it.

CERTIFICATION OF THE BALANCE SHEET AND THE PROFIT AND LOSS A CCOUNT:

The Auditor has to furnish a certificate regarding the correctnetbedfalance sheet and the
profit and loss account of the society examined by him. This cetifisarequired to be annexed
below the balance sheet and the profit and loss account and appended to ttmeemali The
Auditor has to specifically state whether in his opinion and to the best offbrsnation and
according to the explanation give to him, the accounts examined bgivarall the information
required by the Act in the manner so required and give a true and fair view:-

(i) in the case of the balance sheet, of the state of the society’s affairs as at the end of the
financial year or any subsequent date upto which the accounts areimadé examined
by him; and

(i) in the case of the profit and loss account, of the profit and logkddinancial year or for
the period covered by the audit as the case may be.

Further the Auditor has to state:-

1) whether he has obtained all the information and explanation, whithetdest of his
knowledge and belief were necessary for his audit.

i) whether in his opinion proper books of accounts are required by theéh&cRules and
bye-laws of the society have been kept by the society; and

iii) whether the balance sheet and the profit and the profit@sddccount examined by him
are in agreement with the books of accounts and returns of the society.

The Act further lays down that where any of the above matte@namered in the negative
or with a qualification, the Audit Memorandum should state the reasons for the answer.

The Auditor’s report on the Balance Sheet and profit and Loss accounts, which is
sometimes referred to as the Auditor’s certificate, is thus required to be quite specific. This report,
which may more appropriately be called the Auditor’s certificate should be distinguished from the
detailed report containing the general remarks or observations of theadicompanying the
audit memorandum, and will have to be annexed to the balance sheetvitssdf the Auditor
proposes to qualify his report, reasons for the same should be stated in tlerétidéte itself for
attention drawn to the special paragraph in the general remarks in which thaswditteussed.

Auditor’s Report: - The Audtor’s Report or the “general remarks” as they are referred to should
contain the general observations of the Auditor regarding the affairs sbthety, the accounts of
which he has audited, the irregularities noticed by him and his suggefstiangprovement. The
general remarks of the Auditor should be concise and to the point.

The report should be divided into two parts; Rart dealing with such matters as financial
stability, loan policy, progress of recoveries and position regardingdmes, mode of conducting
business, deficiencies in the arrangements for internal check, infringefnie provisions of the
Act, Rules, bye-laws and circular instructions of the Registrarge¢neral progress of the society,
its achievements and the degree of interest taken by the Office-bearersliaady members of the
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society in its affairs and Part-1l dealing with the accourggularities and suggestions of the
Auditor.

It is also necessary that the audit report of the general rerslackdd be dividend into
several paragraphs consecutively numbered, with a clear-cut heading for eachpiar

All important aspects of the working of the society are required tocalefully examined
and brought out in the audit memo. The points to be referred to in tharearditranda of different
types of societies will be different according to the natfréheir operations and the business
methods adopted by them. In case of most of the societies, the following $twonlthe subject
matter of separate paragraphs.

1. Points in the last audit memo, not attended to by the society.
2. Review of progress briefly indicating its achievement and its present position.

3. Deficiencies and defects in the arrangements for internatotard suggestions for their
improvement.

4. Management-loan policy, mode of conducting business, employment of fundsadiagrtif
noticed etc.

5. Financial position, distribution of assets, adequacy of working capital, poypoit owned
funds to borrowed funds, maintenance of adequate fluid resources.

6. Breaches of the provision of the Act, Rules and bye-laws of the society, non-apiogeo? the
business rules and instructions issued by the Registrar.

7. Correctness or otherwise of the Balance Sheet and the profit arddossmt. Brief comments
or explanatory notes on such items of assets and liabilities, whicfocalbecific mention,
should be given.

8. Disagreement of bank balances, differences in the agreementsohgeledger balances,
stock accounts, etc. Where these are noticed, the audit certificate should be propé&dg.quali

9. Regularity of the meetings held and procedure followed. Resolutions pasksuisans taken
which may not be in the interest of the society or of the members in general.

10. Loyalty of members and efficiency of management, operatiofialeety of the various
activities undertaken by the society in the particular, workingleSsepots, processing units,
etc. according to norms or standard laid down.

11. Cases involving misapplication or misappropriation of the funds of the society, frauds, etc.

12. Proper maintenance and use of vehicles, telephones and other moveable @rabienof the
society.

13. Proper safeguarding and insurance of all property held by theysoGieé summary of the
audit memo, prepared by the Auditor is required to be read out in rileeagieneeting. It will,
therefore, be necessary for the Auditor to prepare a brief redulime more importance points
contained in his report for being read out in the Annual General hMe€elhis summary
should contain all the important points omitting the descriptive portionsnttiaecessary to
repeat the entire list of irregularities, but the more serious ammbritant ones may be
mentioned inviting reference to the respective paragraphs in the lgeeerarks. The
summary of the audit memo along with the explanation of the managshmaiitl be placed
before the Annual General Meeting for its consideration.
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As regards drafting of Part-Il of the audit report, it maynbéed that it is the duty of the
Auditor to discuss the audit objections with the Office Bearers and thaeas many irregularities
as possible are set right on the spot. It is only these irreguldindesannot be remedied during the
progress of the audit that should find a place in Part-1l. Part-I1l shtadda divided into separate
paragraphs with the various items grouped under suitable heads as shown below:-

i)  List of missing vouchers and loan bonds.
i) List of vouchers on which payee’s acknowledgement is wanting.
i)  List of defective vouchers and loan bonds.

iv) List of payments, which are not supported by documents such as bills or s)vaticeor
for which sub-vouchers are wanting.

v) List of payments which are not properly authorized.

vi) List of items where delegated authority has been exceeded.
vii) List of remittance for which official receipts are not issued.
viii) Mistakes in interest calculations.

ix) Other irregularities to be specified.

X)  Suggestions for improvement of the accounting system.

The procedure described above would be applicable mostly to Cooperative Banks,
Marketing and Processing Societies, and other Societies having volunraregesctions. In case of
agricultural credit societies and other small societies, only a few heading woeldljesuffice.

AUDIT CLASSIFICATION

On completion of audit of a society, the auditor should classify it in danoe with the
instructions issued by Registrar from time to time. Classificaticm sifciety is an important duty
vested with the auditor and therefore it should be done most carefully and intelligbstkuditor
has to note that wrong classification into the low orders may weakeanthusiasm of the office
bearers to the society. At the same time he should not given any bigbsfication than that is
actually eligible to the society.

The classification is hereby based on two distinct tests viz.,
(i) The financial stability, economic viability, soundness etc., and
(i) The administrative efficiency, general performance etc. of tue§y.

Registrar’s conference in 1976 laid down certain standards which were adopted by the
States with modification to suit local conditions. The Rural credit SuB@mmittee also stressed
that these should be uniform standards of audit classification on an Alldasdia in respect of
different types of Cwperative since the “existing standards are so varying as to cause a great deal
of confusion”. Accordingly the Agricultural Credit Department of Reserve Bank has, in
conjunction with the standing Advisory Committee on Agricultural Creeltplved certain
standards, to be followed by the States in classifying the Societies in audit.

Broad principles of classification - The following general standards have been laid down for
classifying agricultural credit societies and Rural Banks:-
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(1) Capital structure :- The progress made in strengthening the cpitstbre, own funds etc. and
in tapping more deposits when compared with the previous years.

(2) Credit and Financial stability, economic viability etc.
(3) Management efficiency, maintenance of accounts etc.
(4) Undertaking of subsidiary activities.
(5) General working.

(a) Credit Societies

) Marks
Maximum awarded
Particulars Marks b
Allotted Y
auditor

1. Capital Structure (20)
The sum total of share capital and deposits at the end of the year s
be compared with the loans outstanding against members at the ef 20
the year. If the proportion is 10% and less no marks will be awarde
One mark will be awarded for each 10% of increase over 10.

2. Credit (Loans to members) (30)

(a) Work out of the percentage of the total volume of loans issued
during the year to the total amount of loans required by members g 6
normal credit limit. Statements or proportion of the avearage loan is
per member to individual credit limit. Award one mark for each 5%.

(b) There should be a timelag of at least a fortnight between the da
repayment of a loan by a member and the issue of the fresh loan. |
will have to be awarded on the basis of the usual time lag noticed.
(10 marks)

(c) Percentage of overdues to demand under principal for the year.
(If the percentage of overdues to demand is 30, no marks. If it is le
than 30, one mark for each 3% reduction. If the percentage is more
30, minus one mark for each 6% increase up to a maximum of 5 m

10

(d) Percentage of overdues to demand under interest.

(If the percentage of overdues to demand is 20, no marks. If it is le
than 20, one mark for each 4% decrease. If the percentage is more
20, minus 1 mark for each 8% increase upto a maximum of 5 mark

(e) Percentage of number of defaulters to total number of borrower
(If the percentage of defaulters to total number of borrowers is 20 @
more, no marks. If the percentage is less than 20, one mark for eac
reduction).

(f) Financial stability cover for bad and doubtful debts.

The total of the reserve fund and bad debts reserve should comple
cover 100% of the Bad debts plus 50% of the doubtful debts. Work/ 10
the percentage of the former to the latter and award marks at the ré
1 mark for each 6%.
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3. Management (15)
(a) Rectification of defects pointed out in audit and inspection prog

(b) Effective action against defaulting members (including legal ste| 3

(c) Holding of meetings-once a month at least to discuss ways and
means to develop the business of the Society.

(d) Maintenance of accounts (ledgers should be properly posted ug
date and correct monthly and quarterly statements of receipts and

payments should be prepared promptly and placed before the Boa
either by the Secretary or by full-time or part-time clerks).

4. General working of the Society including supply, marketing and
processing functions trained office bearers or employees, committe
members and educational activities. Marks to be awarded in the
assessment made by the auditor.

25

Total 100

Classification proposed for the year.

In the case of other Societies except those noted above and exstput/Dentral Co-
operative Banks, the classification is done on the following basis.

Class A:- The Society which requires no help from official and non-officiaffdbr its working
(excepting annual auditcomes under ‘A’ Class. An ‘A’ class Society does not want any

supervision from the Union or Central Banks. Overdues of loans with members sbbh&limore
than 10% of the total outstanding with members. The Society maintains its advanghaqualified
staff. It must also be working at profit.

Class B:- The overdues in a ‘B’ Class Society should not be alone 25%. Its accounts may not be
entirely faultless. The general co-operative vitality of tleei€y must be reasonably high. Its
management should be one that taken keen interest in remedying its defects.

Class C:- A Society which does not fall under A, B and D classes is to be classified as ‘C’. Its
overdues should not be above 40%. Its financial position should be ultimately sound.

Class D:- Societies the overdues of which exceed 40% and which are moriburedbarelassified
as ‘D’. No Society should be classified as ‘D’ so long as it is considered it to receive loans on any
terms whatever from the financing institutions. If a Societyaies in ‘D’ Class for 2 or three years
continuously it will have to be liquidated.

The above are the standards generally adopted to classify credit Societies.

NON-CREDIT SOCIETIES

There are many types of non-credit societies, but separate staodaath type is not indicated
here. But from the principles narrated above; the auditor can find ocib Wwhge of measuring rod
should be applied to a particular type of society. Among non-credit igsciatidit classification of
consumer and industrial societies are discussed here.

(i) Consumer Societies- The main object of a consumer society is the distribution of consumer
goods to its members. The auditor has to verify the loyalty of mertoéne society by verifying
whether or not the members are purchasing all their requirementgtie Society if the society is
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ready to meet their demands. Efficient and economic manageméim¢ &ociety, adequacy of
working capital, proportion of owned capital to borrowed capital, supervisiorcisxe by the

Committee over the employees, gross income and net income, proportion aflestail and

contingent charges to gross income, purchase policy, rotation of funds, sertheecigsstomers,

maintenance of registers and records etc., are some of the factorsotwslakered by the auditor in
deciding the audit classification. Dependence on owned funds and deposits fribanpnembers,

insistence on cash sales, system of internal check are still othettantppoints to be borne in
mind by the auditor in awarding the classification.

Consumer Societies must be subjected to the above tests and those socidiiposdaiss a
very high standard and come out successfully in all the tests can be classified under ‘A’, if no
serious defects are noticed in their working. Class B can be given todleties who are when
applied with the above tests keeping less standards, than that of A in rst@ddy profits whose
owned capital is not less than 50% of the working, capital, and where thare40% of the
members purchase their requirements from the society and whereetioeies/ on credit sales to
members do not exceed 20%. Societies which are incurring loss eithéws dad management or
lack of sufficient volume of business and where not less than 25% of the rseandegurchasing
their requirements from the Society and where the overdues on creditsahot exceed 40% can
be classified as ‘C’. All other societies which do not fall on the above classes will be classified
under ‘D’.

The auditor may remember that these are only indications and breatiadis to arrive at
the proper classifications.

(i) Industrial Societies:- Over and above the general principles already enunciated theifglow
points are also to be considered in awarding audit classification to Industrial€societ

Industrial Societies are generally producers’ Societies. So there must be adequate
arrangements to purchase economically the raw material redquiréte producers. The Society
should be in a position to purchase and sell the finished products of its meombaggncy basis.
There must be a good system to check the quality of finished godsoGietySnust have adopted
sufficient safeguards to effect compulsory savings for its producer menibdustrial Societies
are given substantial financial assistance from Government, antbtlegoeoper utilisation of such
assistance has to be verified by the auditor. The books of accounts of te& Sbauld be
maintained correctly and promptly. The members of the staff musaibed and qualified. Loans,
if any, advanced to the members should have been utilised properly. The overdudsnshoul
exceed 10% of the outstandings.

A Society fulfilling the above conditions and in which no serious defecseen can be
classified under ‘A’. A Society can be classified under ‘B’, where 50% of the members take part in
the production activities of the Society and where the overdue do notdex@®o of the
outstanding.

A Society which is financially weak, where the overdues ex@¥% of outstandings, and
where not more than 25% of the members are engaged in productionesstisitio be classified
under ‘C’.

All other societies come under ‘D’.

The auditor has to award suitable marks in the audit more in accord@hcthe above
broad norms and to submit the name to the Deputy Registrar/Assistastr&egiong with the
audit certificate. While checking the audit note and connected rmedbsd Deputy Registrar/
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Assistant Registrar has also to check the reason behind the marks awatbedabditor before
approving the audit certificate. The audit classification should be tediga the audit certificate at
the time of issue.

AUDIT CLASSIFICATION OF NON-CREDIT SOCIETIES

. Marks
Maximum
Sl. awarded
No marks by
' allotted )
auditor

1 Capital structure 10
2 Enrolment of members 5
3 Extent of business done 25
4 Subsidiary activities 10
5 Provision for bad and doubtful assets 10
6 Maintenance of accounts 10
7 Rectification of audit and inspection defect 10
8 Holding of committee and General Bo 5

meetings.
9 General working including working result

service to members, trained office bearers

employees, committee members Educatiq 15

activitesetc. |

100

(c) Co-operative Central Banks

The Reserve Bank of India provides financial accommodation to the agrituitedit
Societies, through the Kerala State Co-operative Bank, who routettiveugh the District Co-
operative Banks. Under Section 17 of the Reserve Bank of India Acticia&ntral Co-operative
Banks, to become eligible for the assistance should conform to certaidefiakd standards. One
of the norms fixed is that Central Co-operative Banks falling undend B classes alone are
eligible for Reserve Bank of India assistance on the securitw@fsignatories. The following
norms are adopted for the audit classification of the District/Central CotivpdBanks.

‘A’ Class Central Banks :

(1) The arrears under principal should not exceed 20% of demand and amdear interest
should not exceed 5% of the demand.

(2) The total of the entire bad debts and 50% of the doubtful debts should ned éxeeBad
debts Reserve of the Bank.
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(3) The short term liabilities of the Bank should not exceed the short itevestments
exclusive of overdues.

(4) The Bank should have maintained the required standard of fluid resougghttine year
in accordance with the rules in force in the State concerned.

(5) At least 50% of the loans issued during the year should be for short term purposes.
(6) Not more than 35% of the Societies indebted to the Bank should be defaulters.
(7) The Bank should have worked at profit.
(8) The management of the Bank should be efficient and the staff duly qualified.
‘B’ Class Central Banks :

These Banks must satisfy item Nos. 37 4nd 8 of the standards prescribed for ‘A’ Class
Banks and must in addition satisfy the following standards.

(1) The arrears under principal may exceed 20% but should not exceed 4bB&oddmand.
There may be interest overdues but it should not exceed 10% of the demand.

(2) The total of Bad and doubtful debts should not exceed the Bad debvdrasdrReserve
Fund of the Bank.

(3) Not less than 40% of the loans issued to Societies during the year shootdsberf term
purposes.

(4) Not more than 50% of the Societies indebted to the Bank should be defaulters.
‘D’ Class Central Banks :

(1) The overdues under principal exceed 60% of the demand and undest iexeeed 15% of
the demand.

(2) The Bad and doubtful debts exceed the owned capital ie. the REs@iethe Bad Debts
Reserve and paid up share capital.

(3) The required standard of fluid resources is not maintained on several days during.the year

(4) The long term and medium term loans issued during the yeaedkex&¥ of the loans
issued to Societies.

(5) More than 60% of the Societies indebted are defaulters.
(6) The Bank has worked at loss.
(7) The management of the staff is not satisfactory.
‘C’ Class Central Banks :
The Banks which do not fall under A, B or D Class
[Revised standards for audit clarification of Central Banks are appended (Appendix Il 5)]
3. Classification on the basis of marks obtained:

When audit classification has to be made based on the marks obtained, thehmsdttor
prepare a statement showing the marks allotted under each heatharehd, to determine in what
audit class the Society has to be placed. Where a system of ayvaraiiks has been prescribed,
the auditor should use his discretion as to the extent of fulfillment ofatti@us conditions/criteria
and award marks. Based on the total marks obtained the societies may be classified as under:
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Societies getting 60% and above and working on profit will be classified under ‘A’. Those
getting more than 50% but less than 60% under ‘B’, those getting more than 35% but below 50%
under ‘C’ and those getting less than 35% will be classified under ‘D’.

(@) No Society shall be classified as ‘A’ whose overdues to demand under principal exceed
20% (Here specify the percentage).

(b) No Society shall be classified as ‘B’ whose overdues to demand under principal exceed
25% (Specify the percentage).

(c) Inthe case of service societies, suitable marks for non craditiestshould be allotted out
of the marks assigned for general working. (Under item 4 above).

(d) New Societies will not be classified for the first 2 years dmely twill be shown as
“unclassified”.

4. Submission of Special Reports :

The defects, if any, noticed by the auditor are to be listed iassified and consolidated
form on separate sheets, which wil dalled “Schedules of audit defects” or summary of defects.
In case any defect is of very serious nature and requires spgmsiloa of appropriate authorities,
the auditor should submit a separate special (confidential) report imdtter immediately on
detection of the defect.

The Special report should immediately be submitted to the Depatystrar of Co-
operative Societies (Audit), concerned, or to the concerned superiar affithe following cases
also.

(a) Misappropriation of funds or other properties of the Society (Includemgpaorary
misappropriation).

(b) Imprudent or irregular advances of loans and cash credits, béoans, loan against
inadequate or non-existing security or disproportionate loans to the nserabdhe
Committee, to their relatives, close associates etc.

(c) Non production of cash balance even after the service of summons, kudher,
destruction of records, disappearance of a responsible officer of the Society etc.

(d) Expenditure which are objectionable and are disproportionate tondnecitl position or
economic viability of the Society.

(e) Cases in which important provisions of the Act, Rules or byelaws &dbiety have been
infringed, such as failure to hold timely annual general meeting, non corgla€ielection,
continuance of an invalid or disqualified Committee, failure to hold ceét@enimeetings
regularly etc.

(H Cases in which office bearers involved in the transactions and which braught
avoidable losses to the Society due to their negligence or due to ilffeiragtion to bring
benefit to themselves by such deeds.

(g) Any other serious irregularity warranting immediate action.

While preparing special report the auditor has to bear in mindimerttal principles.
Firstly, he should satisfy himself that circumstances exist which maira submission of a special
report. Such special reports should therefore, be restricted to impaortders on which some
immediate administrative action is called for. Secondly, the auhitmuld have conducted through
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investigation into the mater and gathered sufficient materialsdachang, both Civil and Criminal
action against the delinquents after satisfying himself of theuserlefect, Mere mention of
susplinous circumstances without adequate proof will not be sufficient. Itheaaaditor is unable
to carry out a complete inestigation by himself, he may the sufyigeststatutory enquiry by the
Administrative Department for a detailed investigation into theanaBut before he suggests for
an enquiry attempts should be made to investigate the matter and collect all avaitiEees.

ASSESSMENT AND LEVY OF AUDIT FEES

Procedure for levy of audit fees- Statutory provision :- Audit of Co-operative Societies is the
statutory responsibility vested on the Registrar. In order to carrthisutesponsibility effectively,
the Registrar has to maintain sufficient number of staff, indifitecategories, the cost of which is
met from out of Public revenue.

Every Co-operative Society whose accounts are audited by the Depgrisarequired to
pay to the Government audit fees according to the scale fixed thelgrovisions of the Co-
operative Societies Act and Rules. The audit fees payable by dySeaalculated soon after the
audit is over, and the amount payable is to be specified in the audita@iext The basis of levy of
audit fee is different for different types of societies.

Rule 65 of the Kerala Co-operative Societies Rules 1969 governs themamaedit fees
for the different types of societies, which are as follows:

(1) Every Co-operative Society shall pay to Government within one nodméteipt of the annual
audit certificate an audit fee calculated on the working degstan the last day of the co-operative
year to which the audit relates or on the total sales during theoyear the gross income during
the year, as the case may be, as shown below.

() Credit Societies (excepting primary Land Mortgage Banks Housingetissc and House
Mortgage (Banks) on the working capital.

(i) Primary Land Mortgage Banks, House Mortgage Banks, Housing Societies: - on the
aggregate of loans issued and that recovered during the year under audit.

(i) Societies having credit and non credit activities :- On workiapit@l or on sale proceeds of
goods whichever is higher.

(iv) Societies dealing in goods (excepting Coir Societies) :- On sale proceeds.

(v) Coir Co-operative Societies: - On proceeds of Coir sold as owner dsasedn the
commission realized on goods sold as agents.

(vi) Transport Societies: - On hire charges collected and sale proceeds etarticl
(vii) Other Societies: - On gross income.

Audit fees will be calculated at the rate of 30 Paise foryewae hundred Rupees or part
thereof on the working capital, the value of sales or gross income, easinenay be up to Rs. 5
lakhs and thereafter at the rate of 20 Paise for every next oneebdunghees or part thereof. The
maximum audit fees payable by a Society should not exceed Rs. 3000

Exemption from payment of audit fees - The following classes of Societies are exempted from
the payment of audit fees.
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(@)
(b)
(©)
(d)

(€)

(f)
(9)

Au

All Co-operative Societies of which all or a majority of the membersiarijans.
All farming societies
All social welfare societies.

Any society or group of societies which has its accounts auditesl @awit expense by an
officer of the Co-operative Department, as per provisions containesbimu& (2) of Rule

65 of the Kerala Co-operative Societies Rules or under an agreepproved by the
Registrar to audit the accounts of such Society.

Any weavers’ Society or coir co-operative Society, or housing society or primary society
formed for the benefit of Fishermen until it has completed the sixttpecative year after
commencing business.

Any Society for the first year of audit, irrespective tietdate of commencement of
business.

Any credit society the working capital of which does not exdeed2,000 and any other
society the sales or gross income of which does not exceed Rs. 10,000.

dit fees payable by a Society is to be remitted into the Government Tesasuder the proper

head and the receipted chalan issued by the Treasury Officer, shouldtlte fee Assistant
Registrar (General) Deputy Registrar, concerned, who wilchwéte proper collection of audit

fees
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SYLLABUS

CO-OPERATIVE MANAGEMENT AND ADMINISTRATION

Lecture Hours per week: 5 Credits: 4

Objectives:
» _To enable the students to acquire knowledge about the co-operative management
and administration
» To familiarize the students with accounting and auditing of co-operatives

MODULE - |
Co-operative management - concept, meaning, definition - unique featusé&sicture of
co-operative organisation and management - Essential management functiomsingpla
Organizing, directing and controlling its applicability to cooperatives - democracy- direct vs.
indirect democracy- decision making in co-operatives - types of decisions - steps in decision
making.
15 Hours
MODULE - lI
Management structurerole & responsibilities of general bodyrole of board of directors
—role of president - Chief executive officeiSecretary - functions and duties
10 Hours
MODULE - Il
Administration of co-operatives Departmental setup at the statdistrict and taluk level -
Co-operative education & trainingldentification of training needs institutional arrangement for
co-operative training & developmentrole of circle co-operative unionsSCUs, NCUI, NCCT &
NCCE.
10 Hours
MODULE - IV
Accounting & Auditing of co-operatives: Nature and scope of co-operatigeunting-
accounting principles, concepts & conventions in co-operatives features -opecative
accounting- co-operative accounting vs. double entry & single entryaiiog system - Books &
registers maintained by the co-operativestatutory requirements Daybook and subsidiary day
book — triple column cash book rough cash chitta- R&D statements- final accounts—
manufacturing, trading P&L A/e- P&L appropriation account balance sheet - computerized
accounting system
25 Hours
MODULE -V
Co-operative audit- feature— difference between co-operative audit and general audit,
financial audit and administrative audit, auditoduties, rights responsibilities. Stages of audit
work — preparation of audit programs, vouching. Verification & valuation of as&diabilities —
auditing of reserves & provisions, audit memorandum, audit classification, catificate, audit
fees.
15 Hours

*kkkkkk

CO-OPERATIVE MANAGEMENT & ADMINISTRATION Page 101



