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Tentative List of Records

S.No. Name of Item

1 [Stockinvetory records

2 |List of defective machine / machines not in use

3 |Penalty cases pending, if any

4 |[List of obsolute items

5 |Listof Assets/Equipments not put in use after procurement

6 |Fixed Asstes Register with PV Report

7 |Capital expenditure proposals moved but pending sanction

8 |Vouchers for payments

9 |Civiland Electrical work maintainance records alongwith indents etc.

10 |Vehicle Log Book with maint. Records

11 |Machine logbooks

12 |Procurement of materials file relating to all maint. Units

13 |List of defective materials

14 |List of scrap materials

15 |Auction file for disposal/sale of materials

This is not an exhaustive list, Audit may call for other records based on activities of
the unit during audit actual date of visit to concerned department will be intimated
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Annual Internal Audit Plan of MANIT,Bhopal

Internal Audit developed as an audit service to management to ensure that each unit of the
MANIT,Bhopal follow the policies ,procedures and instructions laid down by the organization and

Government ,record are maintained accurately and properly.
Scope of work

1.Checking of Leave account of staff/ Stock Registers of Consumables & Non- Consumables, Project
Registers, Performance of various projects executed vis-a-vis expenditure incurred there against

etc. Log book of machinery etc.

2.Verification of payment vouchers on test check basis relating to establishment and other
expenses of the Institute with respect to accuracy ,compliance with laid down procedures

authorization and approval standard.

3.Verification of payment vouchers on test check basis in relating to Capital Expenditure of
Institute with respect to authorization,approval,accuracy,compliance with laid down

procedure

4.Compliance to various Tax aspects of the payments Viz. Compliance to TDS provisions,

compliance to GST and income Tax provisions.

5.Compliance of purchase Rules for different expenditure .

6.Compliance to others standard operatio procedure laid down by the Institute with
respect to payment ,receipts,advances,loans etc,

7.Physical verification of assets.

8.Vetting test check of the contract /MOU by construction Division and by other
departments other than academic MOUs Vetting.

9.Preparation of annual report on the major observations.

Other Audit areas as per requirement of audit ,not covered above.

3



Name of departments-

SN. Name of department Period Working
davs required

1. Mechanical Engineering Annually |2
2. Computer Science and Engineering Annually |2
3. Electrical Engineering Annually |2
4. Chemistry Annually |2
5. Humanities & Social Science Annually |2
6. Mathematics Annually |2
7. Physics Annually |2
8. Bio.Science Annually |2
9. Civil Engineering Annually |2
10. Chemical Engineering Annually |2
11. Electronics & Communication Annually |2
12. Energy Center Annually |2
13. MSME Annually |2
14. EE Building Section Annually |2
15. Training and placement. Annually |2
16. Games & Sports Section Annually |2
17. E.E Electrical &Electrical maintenance Annually | 4
18. Library Annually |2
19. Arch.&Planning Annually |2
20. HOD Management Annuailly |2
21 Maintenance Units (Civil,.& Sanitation) Annually |5

Administration  Section  units

execution as per Internal Audit

manual
1. Establishment Section Annually
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» Uther Audit areas as per requirement of audif ,not covered above

Name of department

SN. Name of department Period Working
days required
1. Mechanical Engineering Annually |2
2. Computer Science and Engineering Annually |2
3. Electrical Engineering Annually |2
4. Chemistry Annually |2
5. Humanities & Social Science Annually |2
6. Mathematics Annually |2
7. Physics Annually |2
8. Bio.Science Annually |2
9. Civil Engineering Annually |2
10. Chemical Engineering Annually |2
11 Electronics & Communication Annually |2
12. Energy Center Annually |2
13. MSME Annually |2
14. EE Building Section Annually |2
15. Training and placement. Annually |2
16. Games & Sports Section Annually |2
17. E.E Electrical &Electrical maintenance Annually | 4
18. Library Annually |2
19. Arch.&Planning Annually |2
' 20. HOD Management Annually |2

21 Maintenance Units (Civil,.& Sanitation) Annually |5

Administration  Section  units

execution as per Internal Audit

manual
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1. Establishment Section [ Annually
2. Stores and Purchase section [ Annually 12

Ia\

Account Section Account Supplier Payment Annually

> Transport,Academics Fee

receipt, Secunty,Hospxtal Guest Houses etc.

,Horticulture,Day care center DG sets ,Water

Supply ,AC repair, vehicle maintenance }

sectlon etc
J Total-59
davs

Any other units/department/work with the approval of the Director.

Submitted for kind approval.

Regi Stlflr
W

Director
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