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Annexure E 
 
 
 
 
Covering Note of Audit Report should contain the following elements:   
 
 
a) Title; 
b) Addressee 
c) Firm registration number  
d) Coverage (Period) 
e) Duration of audit 
f) Composition of Audit Team** 
g) Opening or introductory paragraph (including the work handled by the auditee unit) 
h) Organizational structure of Auditee unit 
i) Confirmation in regard to submission ofduly filled-in checklist as per the Scope of 

Work 
j) Annexure/exhibits to the Report 
k) Non production of records, if any 
l) Executive Summary of the audit observations 
m) Significant audit observation – requires immediate action/attention 
n) Recommendations, if any 
o) Review of outstanding paras from earlier reports and its compliance status as on 

date 
p) Concluding paragraph 

 
 
**  The Audit team will consist minimum of one Chartered Accountant and one paid assistant 
{qualified (CA/CMA)/semi qualified (CA/CMA- inter)} headed by the partner of the CA Firm. 
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