Standard Operating Procedure
ATR Functionality

* A concept note, “The ATR: A discussion paper on strengthening Audit Mechanism
at Grassroots level” was issued by MoPR to all states

+ Based on the concept note, an Action Taken Report (ATR) module/process is
included in the AuditOnline application to strengthen transparency and
accountability at the grassroots level.

For a given vear (say, Y), to be eligible for grants; the Rural Local Bodies would have to
ensure compliance, inter alia, to the following conditions:

+ Provisional accounts of the Rural Local Bodies in the public domain for the previous vear, ie,
Y-1(Year 1).

+ Andit of accounts of the Rural Local Bodies for the vear before the previous vear, i.e., Y-2
(Year 2). to be completed by 31* December of the same year, and the same to be placed and
discussed before Gram Sabha for final approval . (Current system that is being follawed).

+ Action Taken Report for the audit observations raised during the andit exercises conducted in
Y-2 and discussed during Gram Sabha's.i.e., Y-3 (Year 3). to be completed by 31* December
of the year in which ATR is to be carried out.

CONCEPT NOTE GIST
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Year minus 1 + earlier years:
Current procedure of AuditOnline
workflow to be followed between DLFA,
Auditee, BDO / DPRO

Final audit report to be produced
including Para’s not to be dropped by

30th September of the year in which
Audit is being carried out

If Audit Report not finalized by 30t"
Sept; an alert would be notified to
complete the same at the earliest

¥

AuditOnline application to send a
system generated reminder to
Panchayat for acceptance of Report

Figure 1 Infographic Explanation
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Figure 2 ATR Lifecycle

Audit Report Discussion Meeting Requirement in ATR process:

Once an Audit Report is generated and is either sent or ready to be sent to the auditee, it becomes necessary to schedule a meeting on the

Panchayat Nirnay Portal/Mobile Application. This requirement is aligned with the Ministry’s vision of ensuring transparency and accountability in
the audit process.

Purpose: The initial audit report leads to the preparation of a second-level audit report, which is generated after the follow-up on the raised paras
ends and further Settlement/dropping of paras gets completed based on justified answers and before this second-level report is generated/forwarded
to the higher authority of the auditee for compliance action, a discussion meeting must be conducted.

The system will prompt/alert the user to schedule a meeting if no such meeting has been recorded in the application and meeting must be
scheduled:

a. On the Panchayat Nirnay Portal/Mobile App
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b. Using the predefined meeting type: “Audit Report Discussion”

Key Conditions

1. For Gram Panchayat Level
e Scheduling this meeting on the Panchayat Nirnay application is mandatory.

e There is no fixed timeline to schedule the meeting, once the audit report is generated the user becomes eligible to conduct the
meeting on Nirnay portal.

¢ However, the meeting must be conducted before:
a. The second-level audit report is processed
b. Any action is attempted by the higher auditee authority

2. For Block and District Panchayat Levels
e Scheduling the meeting on Panchayat Nirnay application is not mandatory

¢ Instead, the user can enter the date of the meeting, assuming it was conducted offline along with details specified at the time of
capturing this information on AuditOnline.

Detailed whereabouts on how to go about Panchayat Nirnay Application: SOP for Panchayat Nirnay Mobile application

ATR Process Explained:

Early ATR process happens/kicks off when the Generated Audit Report is sent to the Auditee for his/her responses on the Observation
recorded, hence this SOP is documented from that task only and which is the “verification of Audit Report Response/s”

Task: Verify the Audit Report Response

The Screens below show Auditor’s view when he/she has received the response/s on the Generated report shared with the Auditee for answers.


https://egramswaraj.gov.in/gsn_api/live/gsn_common/v1/download_file?file_type=download_document&file_name=user_manuals/GP_SOP.pdf
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Verify the Audit Report Response by AAQ
& View Report
Nature Of Andit Scheme
Aunditee Office AMROHA-HAS ANPUR-Bagarpur Mujabta
Period Being Aundited Aprl, 2020 - Mar 31,
> Sent < Reporting Period
# Pull Task < B Select All
L Obzervation Number: [ 1 4
Observation Type : Cenaral
Severity :  HignRisk
Category/Sub Category : 03 - Diversion of Grent ar Fund / Temporary Diversion of Salary deductions racoveries
2! Obzervation Number - 2] 1,
Observation Type : Expendifura
Severity:  HigzhRisk
‘Category/Sub Category : 0] - Variation in Accounts Figures / Mismatch in Annuzl Account 2nd Subsidiary Registers
[B) Save And Send

Figure-1

Figure-1 shows all the observations received from the Auditee end, which are carrying the response/s made by the Auditee against each one of

the recorded observations and,
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Verify the Audit Report Response by AAD
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Figure-2

Figure-2 shows the expanded version of the same wherein the Auditor gets to see the correspondence made by the Auditee against each one of

the recorded observations.
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Now, the auditor is provided with a functionality “Action” (drop-down menu) to assign a particular status from one of the below mentioned to the
observation/s response received. (Figure-3)

1. Include in Draft LAR
2. Drop Observation
3. Follow Up

Auditee Oifice ANROHA-HAS ANPUR-Bagerpur Mujzbta

[H Drafis
[ Dzatis Period Being Audited Apr1,2020-Mar 31,2001
E4 Sent Reporting Period Apral, 2002 - Aprii, 1021
# Pull Task B Select All
O Requisition Inbox

1 Obzervation Number: [} 0 —
O Andit Requisition Observation Type - Ganeml

Severity :  High Risk
Category/Sub Category - 03 - Diwersion of Grant or Fund / Temporary Diversion of Salary deductions/ recoveries
AUDITOR OBSERVATION 1 AUDITEE RESPONSE
AAD zent Green flag okbv P31
Action Include In Drafl LAR. v
Auditor's Comments ™ Drop Observation
Inchode In Drafi LAR.
- a2 = = = Follow Uy
BIVU|EE| R EaES z T = T
A&7 zent Green fliag
A
N -~
1 Obzervation Number - a

Figure-3

Step 1: The auditor needs to choose any one option from the dropdown based on his/her choice in relevance to the response received against
any observation from the auditee.
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The Auditor also has the privilege to comment/put remarks upon the observation’s response received and this can be done in the “Auditor’s
Comments” space where he/she may include his/her viewpoint on the shared response/s.

Step 2: After the Action is taken for any observation, the Auditor is required to put his/her comments/remarks in the “Auditor's Comments”
section (Figure-4) for the same.

One by one, all the observation/s need to be attempted, and once all observations are marked, the Auditor needs to click on the “Save and
Send” button provided at the bottom right corner of the page to proceed to the next task.

Action ™
Auditor's Comments ™

B I U| = =

G R o= || Font - || A- B (3K

MRT PRICHITGHAR TEAM-SMRT FRICHITGHAR TEAM-OMRT PRICHITGHAR TEAM-SMRT FRICHITGHAR TEAM-5MRT PRICHITGHAR TEAM-5MRT FRICHITGHAR TEAM-SMRT PRICHITGHAR TEAM-SMRT FRICHITGHAR TEAM-5

[ Save And Send | @ Preview Report

Figure-4
Featuring Trails and Upload attachment:
1.

Trails> While acting on the received response, the auditors are given this advantage to view the trails of the observation/’s
correspondence exchanged for better understanding and accountability. (Figure-5)
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AuditOnline

Facilitating Audit In Government

Verify the Audit Report Response by AAD

& View Report
Nature Of Andit Schame
Aunditee Office AMROHA-HASANPUR-Bagarpur Mujabta
Period Being Audited Apr 1, 2020 - Mar 31, 2021
EReparting Period Apr2l, 2022 - Apr 23, 2022
N Select All
1 Obzervation Number: [

‘Observation Type : Cenaral
Severity:  HighRisk

Category/Sub Category - 03 - Diversion of Grant or Fund / Temporary Diversion of 3alary deductions recoveries

2! Observation Number: |
‘Observation Type - Expenditura

Severity:  High Risk

Category/Sub Category - 01 - Variation in Accounts Figures / Mizmatch in Annual Accoant and 3

B

Figure-5

2. Upload attachment-> The Auditors also are given the functionality of uploading attachments with remarks using which they may upload
single or multiple files to one or many observations as per their choice to value add/complement those observations. (Figure-6)
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Attachment

File Name File Remarks Download File Eemove

Fecord observation attachment pdf test22222 X (]

AddRemove

Attach File Remarks

:\'o fila chossn n

Figure-6

= “SEND TASK” Screen following Verify the Audit Report Response by AAO Task

The Screen (Figure-7) below is the one which immediately appears when the Auditor/s clicks on the “Save and Send “button, once the Auditor/s has
acted upon the sent observation response/s received from the auditee as mentioned above.

The next Task Type after the “Verify the Audit Report Response” task will be the “Review the Audit Report Response” task as shown in the Figure
below.
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AuditOnline

Facilitating Audit In Government

= Langmages * A- A A+ #Home Q' T -~ &f

Send Task

[‘Jerify the Audit Report Responze byMO]

[@ Review the Audit Repart Respanse by DLFA]

+
To To Usars
cC

ICC Usarz

Date of Reply: Diate of Reply B

Figure-7

Step 1: Now, the Auditor/s needs to choose the designation/person to whom the task is to be sent by entering in “TO” input field box also if
someone is required to send a copy for monitoring of the same task then that can be done by entering details in “CC” input field box.

Step 2: Choose any date in the “Date of Reply” input box to keep a record of the date by which the sender is expecting a reply or by which the
other person(receiver) has the flexibility to reply.

Step 3: After step1 and step2 are performed the user needs to use the “Send” button to send the task forward to another designation/user for
review.

Key Information:

1. “To” (to users) input box is a mandatory field, and which needs to be entered but “CC”, and “Date of Reply” are the optional fields that
might be left blank.

2. If the user at any time chooses to use the “Back” button, then he/she will be sent to the previous screen on which he/she was earlier
before.

3. If the user chooses the “Close” button, he/she will also be sent to the main screen and the task will be saved in the drafts box.
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Task: “Review the Audit Report Response by Auditor” Screen

The task coming from the user will appear in the “inbox” as shown below (Figure-8)

& User Account Settings < Inbox
[# Record Observation < Q Inbox ceTask RequisitionTask
Inbox
Show| 10 &  entries Search: | bag
B Drafis
s Auditee Component Audit Schedule Task Task Receive No. Of
B4 Sent < No. | Name Name Sent By Period Date L | Name Type date Observation Action
Pull Task < 1 | AMROHA- J4FC Srinivas - 01-04- 21-04-2022 | Review | Auditor 23-06- 2 =
HASANPUR- srinivas@yvopmail com{Assistant 20200 To To 23-04- | the Audit Review 2022
Audit Requisition < Bagarpur Audit Officer) 31-03- 2022 Report Report 16:55:00
Mujabta 2021 Response
by DLFA
Showing 1 to 1 of 1 entries (filtered from 43 total entries) Previous - Next

Figure-8
Step 1: Now the user will either click on the task under the “Task Name” column or click on the icon under the “Action” column.

The Screen below is the one which opens when the Auditor/s is done with Step1, now on this screen the user will get to see all the observations coming
from the sender in a segregated manner based on the status (Include, Drop, Follow-ups) assigned to it.

Step 2: Now if needed, the user is provided with the privilege to amend the statuses assigned to any of the observation/s just like they were
assigned to the observations in the first place by the sender. (Figure-9)
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Figure-9

a. Click on any of the heads as shown in the image above.
b. Now expand the observation for which you would like to change the status under any head (Include in Draft Local Audit Report,
Dropped, Follow-ups).
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o

Click on the dropdown menu as shown and choose any of the three listed statuses.

d. Now, repeat this process from Point ‘a’ to ‘b’ until all the required statuses are changed under the different heads (Including in Draft
Local Audit Report, Dropped, and Follow-ups).

e. Once all the needed changes are done, click on the “Update” button to save the changes and to forward the observation using send

button.

Step 3: After performing Step 2, now the User may proceed with the “Observation/s” under the ‘Follow-Ups’ head, these observation/s will be
sent to the Auditee using the “Send” button for further follow-up/response.

Send Task

[Review the Audit Report Response by DLﬂ

['-' Response on Follow up of Audit Paras by Panchayat Sec]

T0"

Date of Reply: Drate of Reply .
Kl 5= | oo |
Figure-10

Step 3a: Auditee will receive the observation sent in step 3 and shall reply with the response to the sender user from where he/she
has received the task.

Step 4: ‘Step 3’ and ‘Step 3a’ shall be repeated unless the Auditing User decides to put that observation/s under any of the two observation
type heads which are “Include in Draft Local Audit Report” or “Dropped”.

Step 4a: The observation/s which are put under “Include in Draft Local Audit Report” or are marked as “Dropped” can be managed/re-
accessed in “ATR task” as shown in the below screen.
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Figure-11

Step 4b: The user may click on the Action button to view the observation which is marked as “Include in Draft Local Audit Report” or marked
as “Dropped” as shown on the screen beneath (Figure-12).
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User Account Settings ¢ ATR Task
¥ Record Observation Nature Of Audit Scheme & View Report
L Anditee Office Ajasora-III
B Drafts Period Being Audited ADT 1, 2021 - Mar 31, 2022
= Sent 5 Reporting Period Apra8, 2023 - May 4, 2023
Pull Task 4 Observation Type * O Include © Drop

Andit Requisition

T et Include In Draft LAR Drop Observation

B> ATR Task B Select All

1.0 Observation Number: [ +
Scheme : 14FC
Observation Type : General
Severity:  ofherLowRisk

Risk Category/Sub Category: ., _won Utilization of Grants before lapsable date / Funds not expended a= per scheme suidelines

=

Figure-12
Step 5: Finally, when all the observation/s are mapped successfully under the above-mentioned observation type heads and observation
under follow-ups head turns zero then the Auditing user may generate the reports for both the observation type heads (Include and Dropped)

one by one separately.

Screen: “Review the Audit Report Response by Auditor”’ (Report Generation Phase)

Step 1: To generate a report user must click/choose any of the observation type heads (“Include in Draft LAR”, “Dropped”) and click on the
“Preview Report button” as shown below (Figure-13).
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Nature Of Andit
Anditee Office
Period Being Aundited
Reporting Period

Observation Type *

Include In Deaft LAR.

Scheme

Agasora-III

Apr 1, 3021 - hlar 3, 2002

Apr 28, 2033 - My 4 2023

® Inclode

Observation Number :
Scheme :
Observation Type :
Severity :

Risk Category/Sub Category :

Drop

5]

14FC

General

Other-Low Bisk

0 - Mon Utilisstion of Grants befoee lagushle dabe | Funds not expended as per scheme guideline

&% View Report

settlement and folL..pdf ~ o=

Figure-13

Step 2: Once the reports are generated/downloaded the observation type head “Include” along with the generated report may be sent for ATR
response from the Auditee using the “Send” button and as shown in Figure-14.
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Send Task

# Record Observation <

[Reviaw and Dropping of the Audit Report response by Director LFA]

[1'3 Response on followup of Audit Paras by Secretary Village Cuuncil]

ro:
cC CC Users
Date of Reply: 13/06/2023 :
o L
Figure-14

Step 3: The Screens below show Auditee’s superior authority view when he/she has received the final settlement report from Auditor’s end along
with the Auditee’s final response/s to the final Generated report.

As seen in the figure-15 below the Auditor’s observations are on the left side and the Auditee’s responses are on the opposite side, after
reviewing both side’s information the superior authority at the auditee’s side shall provide their ATR responses after acting on the highlighted
information by the auditor’s side.

[ActionImplemented |

Arction Under Implementation

The two options provided in the dropdown shall let the recipients know whether an action is taken on the final observed facts or still under
progress along with the authority’s comments.
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Audit ATR Report respense by Swperior Authority

Nature OF Aawdit

Sehesine: £ View Report
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[8 7 u][r =2 a m|w@=|[r= -][= -[[& &[]

Action has been taken against the autharities handling the Audited entity

¢ | o [0

Figure-15

For any queries and support please email at support-auditonline@nic.in




