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REVISED DIRECTIONS OF THE CENTRAL COUNCIL REGARDING
FUNCTIONS OF THE BRANCHES OF REGIONAL COUNCILS

[As on December 23, 2018] 1

A. MANAGING COMMITTEE  - COMPOSITION OF

(1) Each Branch shall be governed by a Managing Committee composed of:-

(i) Five2 members in the case of a branch having upto 500 members and 

Seven2 members in the case of a branch having more than 500 members, to 

be elected by the members of the Branch in the manner mentioned herein 

below:-

Provided that the first members of the Managing Committee shall be 

nominated by the Central Council in consultation with the Regional Council 

concerned.

Provided further that—

(a) where the first members of the Managing Committee are nominated in 

the first year of the three years term of the Council, such members shall hold 

office until the members of the Managing Committee are elected at the 

Special General Meeting to be called and held between 1st day of December 

and 31st day of December in the same year, 

or 

(b) where the first members of the Managing Committee are nominated in the 
second or third year of the three years term of the Council, such members 
shall, subject to Direction No.(53) and Direction No.(25), hold office until the 
members of the Managing Committee are elected at the Special General
Meeting to be called and held between 1st day of December and 31st day of 
December  of the second or third year, as the case may be, under Direction 
No.(5)(a) read with second proviso to Direction No.(32)(i); and

(ii) All members of the Regional Council concerned and Council residing in the 
city concerned:-

………………………………………………………………………………………….…..
1. Substituted for ‘As on July 1, 2016’
2. “Five” substituted for “six” and “seven” substituted for “Eight”
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Provided that if no member of the Regional Council concerned is 
residing in the city, the Regional Council shall nominate either one of its 
members or a member of the Council as Ex-officio Member, on the Managing 
Committee.

Provided also that the professional address of the member concerned, as per 

Regulation 187 of the Chartered Accountants Regulation, 1988, would alone be the 

deciding factor for the purpose of determining ex-officio membership of the branch 

concerned.

B. DUTIES AND FUNCTIONS

(2) The duties and functions of the Managing committee of a Branch shall be:-

(i) To provide facilities for interaction among members of the Institute attached to 

the respective Branch by regular meeting, arrangement of talks and lectures 

and for the acquisition and dissemination of useful information.

(ii) To award prizes for professional activities.

(iii) To advise the Regional Council on all matters referred to it by the said Council 

and to offer such other help as may be required by the Regional Council.

(iv) To make representations to the Regional Council in connection with matter of 

professional and business interest to the branch and to offer suggestions for 

the amendment of the Chartered Accountants Act, 1949 and the Chartered 

Accountants Regulations, 1988 for raising the standard and status of the 

profession.

(v) To maintain a Branch Register of Members and Branch Registers of Articled 

Clerks and Audit Clerks.

(vi)   To supply routine information to members or to the prospective candidates 

regarding availability of articles or the syllabi of the examinations.

(vii) To propagate among the members the advisability and the necessity of 

observing the rules of professional etiquette and the provisions of the 

Chartered Accountants Act and the Regulations made thereunder.

(viii) To collect news from the members of the profession for publication in the 

Institute’s Journal, if necessary.

(ix) To recommend on their own motion, or on a reference by the Central Council, 

names for inclusion in the panel of examiners, which shall be forwarded 

through the Regional Council concerned.
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(x) To consider and recommend to the Central Council, through the Regional 
Council concerned, books which may be considered useful for candidates 
intending to appear for the Common Proficiency Test, Intermediate 
(Integrated Professional competence) Course and Final Chartered 
Accountants Examinations. 

xi) To arrange, if found practicable, for the coaching of candidates for the 
Institute’s examinations in the city/district concerned.

(xii) To gather materials from the various local Departments of the Government for 

the purpose of enlisting their support on the furtherance of the interest of the 

members of the Institute.

(xiii) To organize a student section for the benefit of the Articled and Audit Clerks 

preparing for the Institute’s examination.

(xiv) To run study-circles in Auditing, Direct Taxes, Company Law, Costing, Sales-

tax etc.

(xv) To maintain a library and reading room for the use of members.

(xvi) To constitute a permanent Research Sub-committee for promoting research 

by members in topics of interest to the profession.

(xvii) To hold refresher course camps at convenient centers for the benefit of the 

members.

(xviii) To maintain an employment register for the purpose of securing suitable 

employment for members.

(xix) To encourage constitution of separate education trusts for the benefit of 

students and members; and

(xx) To carry out such other duties and functions as may be entrusted, from time 

to time, by the Regional Council or by the Council.

C.   ADMISSION TO AND REMOVAL FROM THE BRANCH REGISTER

(3) The Managing Committee shall maintain a Register to be known as the 

Branch Register in which the names of all members of the Institute residing within 

limits of the city/district concerned or within a distance of fifty kilometers from the 

city/district limits shall be entered:

Provided that in the case of a branch of a Regional Council in a State or Union 

Territory where there is no other branch the names of all members of the Institute 

residing within the State or the Union Territory, as the case may be, shall be entered 

in the Branch Register.
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(4) The name of a member who has been removed from the Register of Members 

maintained by the Central Council shall ipso facto be removed from the relative 

Branch Register and if he is a member of the Managing Committee he shall 

automatically cease to be its member.

        D.          MANAGING COMMITTEE - ELECTION TO

(5) (a) Save as provided under Clause (a) and (b) of second proviso to 

direction No. (1)(i), the election of the Managing Committee shall be held once in 

three years, in the year in which the election to the Regional Councils of the Institute 

is held, at the Special General Meeting of the Members of the branch concerned.  

The election shall be conducted by voting through single transferable system.No 

proxy shall be allowed.

(b) The members of the Managing Committee elected at the Special 

General Meeting under clause (a) shall assume office from 16th February next 

following the date of the Special General Meeting at which they are elected and shall 

hold office ordinarily for a period of three years.

Provided, however, that the members of the Managing Committee elected at 

the Special General Meeting under clause (a) and (b) of second proviso to Direction 

No.1(i) shall assume office from 16th February next following the date of the Special 

General Meeting at which they are elected and shall, subject to Direction No.(53), 

hold office until the members of the Managing Committee are elected at the Special 

General Meeting to be called and held between 1st day of December and 31st day of 

December under Direction No.(5)(a) read with second proviso to Direction No.(32)(i).

(6) Every member of the Institute whose name has been borne on the Branch 

Register immediately six months prior to the date of election shall be eligible to vote 

and/or stand for election to the Managing Committee of the Branch to which he 

belongs:

Provided that a member whose name is removed from the Branch Register 

subsequent to the cut-off date for eligibility to vote and stand for election, on account 

of non-payment of membership fee shall be eligible to vote in the said election.  Such 

member shall not be eligible to stand for election unless his name has been restored 

to the Branch Register on the date of filing nomination.

Provided also that the Members who have served the Managing Committee of 

the Branch for three consecutive terms are debarred from contesting elections to the 

Managing Committee of the Branch3.

3. Proviso inserted
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Provided also that a member of the Managing Committee of a Branch who 

has held the office of Chairman of that branch (other than the Chairman of  first 

nominated Managing Committee after formation of Branch) shall not be eligible for 

contesting the election to the Managing Committee of any of the Branches of the 

Institute4.Where the branches are facing operational problems, such Branches can 

forward the problems/ issues to the Management Committee of Council of the 

Institute.

Provided further that an ex-officio member of a Branch or the Returning Officer
appointed for the election to the Managing Committee of a Branch, who is not a 
member of that Branch shall not be eligible to vote in the election of members to the 

Managing Committee of that Branch.  However, such ex-officio member at his 

discretion may vote in the election of the office-bearers of the Managing Committee.

(7) Where there are more than one ex-officio Members in a Branch, such Branch at 

its Managing Committee Meeting would decide the name of ex-officio Member who 

would act as Returning / Polling Officer for election of Managing Committee.5

The ex-officio Member, at his discretion, may authorize a Member of the Branch to 

issue and receive Nomination Form for the said election as per the election Schedule 

drawn. 5

In respect of cases, where one Member has already been appointed as ex-officio 

Member for more than one Branch, the concerned ex-officio Member may request 

the Managing Committee of the Branch concerned to appoint a Returning Officer/ 

Polling Officer from out of Members of that Branch.5

…………………………………………………………………………………………………..

4. The words “election to the Managing Committee of any of the Branches of the Institute substituted 

for the words “next immediately following triennial election for the members of Managing Committee.

However, after giving the break of one term of three years, he can contest the election of Managing 

Committee of Branch)”

5. Paras inserted
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Any member desirous of standing for election shall submit a nomination to the ex-

officio member of the Managing committee or if there are more than one ex-officio 

members, then to one of them, who has been appointed by the Managing Committee 

of the Branch6,so as to reach the said member at least 10 days prior to the Special 

General Meeting at which the election is to take place. The names of the candidates 

shall be circulated to the members of the Branch at least three days prior to the said 

Special General Meeting.

(8) Each nomination shall be accompanied by a fee of Rs.25/- which will not be 

refundable under any circumstances.

(9) The Returning officer/ Polling officer would keep under his/ her custody the 

sealed ballot boxes, after the election is concluded till the time Institute’s designated 

official takes delivery (for each Branch, an Institute’s official would be designated by 

the Head Office for the purpose).7

There shall be only one day polling. Commencement of polling shall not be before 8 

AM and conclusion of polling shall not be after 6.30 PM on the date of election.7

Counting shall be held in the designated counting Hub only for one or more branches 

as per election Schedule drawn by the Head Office.7

The names of the candidates elected shall be announced by the Returning Officer/

Polling Officer8 and his declaration shall be final.

(10) Where the number of candidates for election to the Managing Committee is 

less than the number of members to be elected, the remaining seats may or may not 

be filled up at the discretion of the Regional Council concerned, and in case the 

Regional Council decides that the remaining seats be filled up the same shall be 

filled up by co-option by the Managing Committee in consultation with and approval 

of the Regional Council and the persons so co-opted shall hold office until the expiry 

of the term or the dissolution of the Managing Committee or the Branch.

…………………………………………………………………………………………………..

6. The words “Managing Committee of the branch” substituted for the words “Chairman of the 

Regional Council concerned”. 

7. Paras inserted 

8. The words “Returning Officer/Polling Officer substituted for the words “chairman of the special 

general meeting”.
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Provided that where election to the Managing Committee of a branch is scheduled 

but there is no nomination received within the last date fixed for receipt of 

nominations or the nominations received are withdrawn and as a result or, for any

other reason, none of the seats in the Managing Committee is filled up, the seats in 

the Managing Committee shall be filled up by the Regional Council concerned by 

nominating from amongst the members whose names are borne on the Branch 

Register and the members so nominated, shall hold office until the expiry of the term 

or the dissolution of the Managing Committee or the branch.

(11) Any member of the Managing Committee at any time may resign his 

membership by writing under his hand addressed to the Chairman of the Managing 

Committee concerned.  The seat of such member shall fall vacant after the 

resignation has been accepted by the Chairman.

Any member who tenders resignation, shall not be eligible to re-contest the election 

of next term of the Managing Committee and one more term immediately following.9

(12) A casual vacancy caused by the resignation of Members from the Managing 

Committee shall not be filled up.10

Provided that if the number of such vacancies caused by resignation during the 

tenure of the Managing Committee, is three or more in respect of Branches whose 

Managing Committee is composed of five Members (i.e Branches having 

membership upto 500 Members) and five or more in respect of branches whose 

Managing Committee is composed of seven Members (i.e Members having 

membership more than 500), these shall be filled up by holding fresh elections and 

the members so elected shall hold office for the remaining period of the term of the 

Managing Committee.10

Provided further that such vacancies caused by resignations in the last year of the 

three year term of the Managing Committee shall not be filled up.10

A casual vacancy caused other than by resignation11 in the Managing Committee of 

an elected member shall be filled up by co-option by the Managing Committee from 

amongst the members of the Branch and that of a nominated member by the 

Regional Council concerned making a fresh nomination.  The member so co-opted 

or nominated shall continue as a member of the Managing Committee for the 

remainder term of the Managing Committee.

..................................................................................................................................................................................

9. Para inserted.

10. Paras inserted 

11. The words “A casual vacancy caused other than by resignation” substituted for the words “A 

casual vacancy” 
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(13) An elected member of the Managing Committee shall be deemed to have 

vacated his seat if he absents himself from three consecutive meetings of the 

Managing Committee without leave of absence.

(14) Any act of the Managing Committee shall not be called into question merely 

on the ground that there was a vacancy in or some defect existed in the constitution 

of the Managing Committee.

E.  MANAGING COMMITTEE - MEETINGS OF

(15) The Managing Committee may meet as often as necessary for the conduct of 

its business:

Provided that every year one meeting shall be held between 16th day of 

February and 28th day of February.

(16) Business shall be ordinarily conducted at a meeting of the Managing 

Committee, provided however, that the Chairman, or in his absence the Vice-

Chairman, may in any emergent case circulate papers among the members of the 

Managing Committee for obtaining their views.  No decision on any question shall be 

taken by the circulation of papers, unless not less than two-third of the members 

agree.  In the event of aforementioned majority not agreeing the Chairman or the 

Vice-Chairman, as the case may be, shall withdraw the papers from circulation and 

have the matter decided at a meeting of the Managing Committee.

(17) When the papers relating to any question are circulated for decision among 

the members, a period of not less than seven days, commencing from the date of 

such circulation, must elapse before any decision is taken on the question.

(18) Every decision taken by circulation of papers shall be noted by the Managing 

Committee at its next meeting.

(19) The Secretary to the Managing Committee shall issue a notice in writing by 

post or otherwise at least 7 days before the date of the meeting to every member of 

the Managing Committee.

Provided further that if any two of the office-bearers, viz., the Chairman, the 

Vice-Chairman and the Secretary of the Managing Committee consider it necessary, 

a meeting of the Managing Committee may be convened at a shorter notice but not 

less than that of three days.

(20) The notice shall contain the time, date and place of meeting and as far as 

possible, the business to be transacted thereat.

(21) The Chairman or any three members of the Managing Committee may require 

the Secretary to call a meeting on a particular date and time.
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(22) No business shall be transacted at any meeting unless two members are 

present in person. If this quorum is not present at any meeting, it shall stand 

adjourned `sine die’.

Provided that in the case of the meeting to be held in the latter half of 

February, if quorum is not present, the meeting shall stand adjourned to the same 

day in the next week at the same time and place and at the adjourned meeting, the 

members present whatever their number, shall form the quorum and shall have the 

power to transact all the business, which could properly have been transacted by the 

original meeting had the necessary quorum been present.

(23) All questions put up to the Managing Committee shall be decided by a 

majority of votes.  In the case of equality of votes, the Chairman shall have a casting 

vote in addition to the one, in the capacity of a member.

(24) The Chairman, or in his absence the Vice-Chairman, shall occupy the Chair at 

every meeting of the Managing Committee, but if both are absent, the members 

present at the meeting may elect one among themselves at the Chairman of the 

meeting.

F. OFFICE BEARERS

(25) The Managing Committee at its meeting to be held between 16th day of 

February and 28th day of February every year shall elect its Chairman, Vice-

Chairman, Secretary and Treasurer. In case the nomination of First Members of the 

Managing Committee under second proviso to Direction (1)(i) takes place in the first 

year or second year or third year, as the case may be, of three year term after 20th

February of the year concerned, the Managing Committee at its meeting as early as 

possible, shall elect its Chairman, Vice-Chairman, Secretary and Treasurer.  So 

often as any of these offices become vacant, the Managing Committee shall choose 

another member of the Managing Committee to hold that office.  The election shall 

be conducted by voting through single transferable system.

Resignation from the post of office bearership shall not be permitted. In case a 

member desires to resign from a post, he shall have to resign from the Managing 

Committee itself for the rest of the term. For this purpose, the Chairmanship of 

Students’ Association will be deemed as a post.12

Provided that where all the Office Bearers of Managing Committee of any Branch 

resign at one time during the currency of the year, all such office bearers would be 

nominated by the Management Committee of the Council from amongst the 

Members of Managing Committee of the Branch. 

…………………………………………………………………………………………………..

12. Para inserted.
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Provided further that a member of the Managing Committee who has been elected 

as the Vice Chairman of a Branch, subject to his being continued as a member of the

Managing Committee, shall be deemed to have been elected as the Chairman of 

that Branch in the immediately following year, unless two-thirds of the members of 

the Managing Committee present and voting, vote that he should not be elected as 

the Chairman.

(26) (i) The Managing Committee may constitute, one or more of the following 

Committees, if deemed necessary:-

(a) Continuing Professional Education Committee 
(b) Taxation Committee [No other individual or separate Committee on Direct 

Taxes, Indirect Taxes, Fiscal Laws etc.]
(c) Newsletter Committee [No other individual/ separate editorial publication, 

newsletter coordination Committee/board, etc.]
(d) Information Technology Committee

(e) Library Committee
(f) Students’ Committee
(g) Committee for Members in Industry [No other individual/separate committee 

for members in practice]

(ii) The Managing Committee may co-opt on such Committees, such members of 
the branch as it may decide.

Provided the number of co-opted members does not exceed one third of 
members of Committees concerned.

(27) The Chairman of the Managing Committee shall be the Chief Executive 

Authority of the Managing Committee.

In respect of post of Chairman, the casual vacancy arising any time during the year 

shall not be filled up. Instead, the Vice-Chairman shall discharge the functions of the 

Chairman during the remaining period.12

(28) The Secretary shall be responsible for the performance of general duties in 

the office of the Branch under the guidance of the Chairman, or in his absence, the 

Vice-Chairman.  He also may act as Treasurer.

(29) The Treasurer shall cause true accounts to be maintained of the assets and 

liabilities and also of the moneys received and expended and shall deal with matters

in respect of which such receipt and expenditure take place.

(30) The Office-bearers shall hold office until the meeting of the Managing 

Committee to be held in the latter half of the month of February in the next year.
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        Provided that on the expiry of the duration of a Managing Committee, the 

Chairman, Vice-Chairman, Secretary and Treasurer for the time being, shall 

continue to discharge their respective functions until such time as the Chairman, 

Vice-Chairman, Secretary and Treasurer of the next Managing Committee are 

elected and take over charge of their respective duties.

(31) The retiring office-bearers will be eligible to seek re-election to any of the 

offices of the Managing Committee provided they continue to be members of Branch 

concerned-

Provided that :-

(i) a member of Managing Committee having held the office of Chairman shall 

not be elected again for the  post of Chairman during the same term. 

However, he may hold any other post, if no other member of the Managing 

Committee of the Branch concerned is coming forward to hold the other post.

(ii) a member of Managing Committee who has had held the office of Chairman 

of the Branch shall not be elected as Chairman of a Branch of a Students’ 

Association during the same term except when no other member of the 

Managing Committee of the Branch concerned is coming forward to hold the 

post of Chairman of branch of Students’ Association.

(iii) a member of Managing Committee shall not held two posts simultaneously, 

except when no other member of the Managing Committee of the Branch 

concerned is coming forward to hold the other post.

(31A) The retiring office-bearers shall hand over the charge to the new office-

bearers in the format as given at Appendix 1 to these Directions which shall 

be signed by the outgoing Chairman, Vice-Chairman, Secretary and 

Treasurer as well as the incoming Chairman, Vice-Chairman, Secretary and 

Treasurer.

G. GENERAL MEETINGS

(32) (i) The Managing Committee may summon general meetings of the members 

of the Branch as it may think fit and proper:

Provided that such a meeting shall be called at any time after the accounts 

have been audited and the Auditors have given their report but in any case 

latest by 31st day of July every year; this meeting shall be called the Annual 

General Meeting.

Provided further that in the year of election to the Regional Councils of the 

Institute, a Special General Meeting in addition to the Annual General Meeting 

shall have to be called and held between 1st day of December and 31st day of 
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December; the business to be transacted thereat shall `inter alia’ include 

holding election to the Managing Committee of the Branch.

Provided also that where the first members of the Managing Committee are 

nominated under clause (a) or clause (b), as the case may be , of second proviso to 

Direction No.(1)(i), a Special General Meeting shall have to be called and held 

between 1st day of December and 31st day of December of the first year or second 

year or third year, as the case may be, of the three years term of the Council for 

election of the Members to the  Managing Committee of the Branch.

(ii) All other meetings shall be called extraordinary general meeting.  If for any 

reason the Annual/Special General Meeting does not take place within the specified 

date, the President may appoint such other date for the meeting as he may deem fit.

(33) At least 14 days’ notice of the meeting specifying the date, place and hour of 

such meeting and in case of special business the general nature of such 

business, shall be given.

(34) For requisitioning an Extraordinary General Meeting, a request in writing from 

the minimum number of members given below, depending on the total number of 

members in the branch, shall be made and delivered to the Chairman of the branch.  

Any such requisition shall specify the object for which the meeting is sought to be 

requisitioned and shall be signed by all the members concerned:-

Membership Strength Minimum number of members 

required in requisitioning an 

Extraordinary General Meeting.

1.  Branches having membership 

upto 1000

20% or 100 members whichever is 

less

2.  Branches having membership 

of 1001 and above

20% or 250 members whichever is 

less

(35) On a proper requisition made in the above manner, the Managing Committee 

shall convene an Extraordinary General Meeting within six weeks after the 

receipt of such a requisition.  If the Managing Committee fails to convene the 

Extraordinary General Meeting within that period, the requisitionists may 

themselves convene a meeting within three months from the date of the 

requisition.

(36) Every member of the Branch shall be entitled to table any proposal or 

resolution for consideration of the meeting provided that such proposal etc. is 

received by the Secretary of the Managing Committee at least 20 days before

the date of the meeting.  Any proposal received after the prescribed time will 

be treated as proposal for the next following meeting of the Branch, unless 

admitted by the Chairman of the earlier meeting:
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             Provided further that the nominations for election to the Managing 

Committee may be sent so as to reach the Chairman within 10 days of the 

Special General Meeting.

(37) The business of the Annual General Meeting shall be to receive the audited 

accounts together with the Audit Report and the Report of the Managing 

Committee and to transact such other business as may be brought before the 

meeting with the permission of the Chairman.

(38)  The Chairman or in his absence, the Vice-Chairman of the Managing                      

Committee shall be the Chairman of the General Meeting.  In the absence of the 

both, the members present may elect any one of the members present as the 

Chairman of the meeting.

              Provided that for the purpose of election of the members of Managing 

Committee, the member who had received the nominations shall be the Chairman 

but in his absence, the Managing Committee of the Branch13 concerned may 

nominate another member to be the Chairman for this purpose.

(39) Seven members personally present shall form a quorum.  No business shall 

be transacted at any General Meeting unless the requisite quorum is present at the 

commencement of the meeting.

(40) If within half an hour from the time appointed for the meeting a quorum is not 

present, the meeting if convened upon requisition shall stand dissolved but in 

any other case shall stand adjourned to the same day, in the next week at the 

same time and place and at every such adjourned meeting, the members 

present, whatever their number, shall have the power to transact all the 

business which could properly be transacted by the meeting originally 

convened had the necessary quorum been present thereat.

(41) All decisions at all meeting shall be taken by a majority of votes.  In case of 

equality of votes, the Chairman shall have a casting vote in addition to his 

vote in the capacity of a member.

           Provided that in the event of equality of votes in election of office-bearers of 

the Branch Managing Committee, the Chairman shall not have any casting vote.  

Instead, the matter shall be decided by draw of votes and the candidate whose slip is 

picked up shall be declared as successful candidate.

13. The words” Managing Committee of Branch” substituted for “Regional Council”.

H.   FINANCE AND ACCOUNTS

(42) There shall be established a Fund under the management and control of the 

Managing Committee into which shall be paid all the moneys received by the 

Managing Committee and out of which shall be met all the expenses and 

liabilities properly incurred by the Managing Committee.
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Provided that no part of the Fund shall be applied either directly or indirectly 

for making any payment to the members of the Managing Committee, except 

to reimburse them any expenses incurred by them in connection with the 

business of the Managing Committee.

Provided, however, that no member of the Managing Committee shall be 

entitled to claim any traveling or other allowances.  However, in case of Branches 

which cover radius of beyond 50 km, their  Managing Committee Members be  

allowed reimbursement of AC-II Tier to and fro fair for attending the meeting of  the 

branch Managing Committee only, if the distance traveled by the Member concerned 

is beyond 50 km.

(43) The funds of the branch shall consist of the following:-

(a) Such grants-in-aid as are from time to time paid by the Central Council;

(b) such fees as the Managing Committee may consider necessary and 

levy on the members participating in specific activities;

(c) voluntary contributions for any specific activities, with the prior sanction 

of the Central Council;

(d) the fees specified in Direction (8) hereof; and

(e) any other moneys received by the Branch and which it is entitled to 

retain

(44) The funds of the Branch shall be kept in one of the scheduled banks approved 

by the Central Council in this behalf.

(45) The Managing Committee shall not borrow or incur a liability, without the prior 

sanction of the Central Council.

(46) The Managing Committee may invest any money for the time-being standing 

to the credit of the Fund in any Government Securities or in any other 

Securities approved by the Regional Council concerned.

(47) (i) The annual accounts of the Branch shall be subject to audit by a 

chartered accountant in practice or by a firm of such chartered accountants 

appointed in this behalf by the Regional Council concerned.  The accounting 

year of the branch will be from 1st April to 31st March.

(ii) A copy of the audited accounts and the audit report shall be sent to the 

Regional Council concerned and the Central Council not later than the 7th day 

of May of the next year following.

(iii) The audited accounts of the Branch shall be incorporated in the accounts of 

the Institute for the year.
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(48) The audited accounts together with the audit report and the report of the 

Managing Committee shall be forwarded to the members of the Branch at 

least 14 days before the date of the annual general meeting and shall be 

placed for being received before the annual general meeting.

(49) A copy of the audited accounts and the report of the Managing Committee as 

received at the annual general meeting shall be sent to the Regional Council 

concerned and the Central Council not later than 14 days after holding of the 

annual general meeting.

I. PROPERTY, ASSETS, ETC.

(50) All the property, assets and funds of a Branch shall at all times vest in the 

Central Council but the Managing Committee shall have the right to 

administer them subject to the control, supervision and direction of the Central 

Council and/or any of its Committees through the Regional Council 

concerned.

J. DURATION

(51) The duration of each Managing Committee shall ordinarily be three years from 

the date of its constitution which shall be specified by the Central Council by a 

notification in the Institute’s Journal:

Provided, however, that the Central Council may if in its opinion 

circumstances so warrant, extend or shorten the life of any Managing 

Committee by a notification in this behalf in the Institute’s Journal.

(52) On the expiry of the duration of the Managing Committee, a new Managing 

Committee to take office shall be constituted in the manner provided in these 

directions.

K.    DISSOLUTION

(53) The Central Council may dissolve any or all the Branches at any time without 

assigning any reason:

Provided that where the number of members of a Branch falls below 40 at the 

close of any year, the Central Council shall compulsorily dissolve the Branch 

concerned.

(54) The duty of carrying out these directions shall vest in the Managing 

Committee and for this purpose, the Managing Committee may appoint such 

staff and servants as it may deem necessary.

(54A) Branches of the Regional Councils shall not file or defend, on behalf of the 

Institute, any proceedings relating to litigation in the Court, tribunal etc., 
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involving Institute including its Regional Council(s)/ Branch(es) of the regional 

Council(s) and the same can be filed or defended only by the Secretary, ICAI, 

on behalf of the Institute. For this purpose, in terms of Regulation 203(21) of 

the Chartered Accountants Regulations, 1988, the Secretary, ICAI is the 

person authorized to sign the file any paper on behalf of the Institute in such 

proceedings with the approval of the President.

Accordingly, it is directed that no member/office bearer of a Regional Council 

or of the Managing Committee of a Branch of Regional Council shall file or 

defend on behalf of the Institute any proceedings relating to litigation in the 

Court, Tribunal etc., involving Institute/Regional Council(s)/ Branch(es) of the 

Regional Council(s). It is further directed that on receipt of any notice/ paper/ 

information relating to any such proceeding by any member/office bearer of a 

Regional Council or of the Managing Committee of a branch of Regional 

Council shall be forwarded to the Secretary, ICAI for appropriate action.

(55) If any difficulty arises in giving effect to these directions, the President may 

give such further directions as appear to be necessary for the removal of the 

difficulty.

If there is any practical difficulty in carrying out the functions of the Branch, the 

President may depute officer/s of the Institute for carrying out the functions.14

………………………………………………………..……………………………………..
14. Para inserted
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Resolution Passed by the Council under aforesaid Direction No. 55:

The Council at its 196th meeting held in December, 1998, passed the following 

Resolution under Direction No. 55 of the aforementioned Directions of the 

Council:-

“RESOLVED that wherever the “Council” is specifically required to take action 

in respect of matters/affairs relating to functions of branches of Regional 

Councils, under the Directions of the Central Council regarding Functions of 

the Branches of Regional Councils, the President be authorised in future to 

take necessary/ appropriate action on behalf of the Council, in view of the 

difficulties increasingly faced in the matter of functioning of various Branches 

of the Regional Councils necessitating quick and immediate actions.”

…………………………………………….

[Note: The aforesaid provisions were reviewed by the President in terms of the 

authority vested in him and in the light of the time gap between the election of the 

members of the Managing Committee and the cut-off date for their assumption of 

office as well as the requests received for allowing the Branches of Regional 

Councils to hold the election of members of Managing Committee in the month of 

January, 2004 (instead of December, 2003).

The President on a reconsideration of the same had decided that while the initiation 

of the process of issuance of notice for convening the Special General Meeting for 

the purpose of election of the members of Managing Committee can be in the month 

of December, 2003, however, completion of the actual election/entire election 

process is preferred by the middle of January, 2004 and in any case not beyond that 

period.]

-x-

Encl.: Appendix 1
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Appendix-1

HANDING OVER/ TAKING OVER REPORT

OF THE MANAGING COMMITTEE

1. Name of the Branch

2. Name of the Regional Council

3. Date of Handing over/Taking over.

PART-A

We have handed over/taken over various assets, records and documents pertaining to the 
branch, particulars of which are as under:-

Sl.No. Particulars Remarks

1. Institute’s Flag

2 Minute Books of the Managing Committee

3. Branch Accounting Manual

4. Manual of Grants

5. Copies of approved Capital Budget of the 

Branch

6. Copies of approved Revenue Budget of the 

Branch.

7. Audited Copies of :-

a) Annual Accounts.
b) Half-yearly Accounts

8. Fixed Assets Records alongwith Physical 

Verification Report, duly verified with the 

assets available  and handed over.

9. Stock of Publication Records, Reconciliation 

Statements and Physical Verification Report 

etc., duly verified with the stock available and 

handed over.

10. Books of Accounts, Vouchers, cheque book, 

bank pass books/statements etc.

11. Excess/shortage reports on stock.

12. Obsolete stock report.

13. Examination stationery record, duly physically 

verified and handed over.

14 A Report on the functioning of the branch.

15 Branch Students’ Register

16 Branch Membership Register
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17. Confidential Report of staff members.

18 A report on pending issues requiring attention 

of new Managing Committee.

19 Cash Verification Report on the day of taking 

over.

20 Verification of Investments – documents (to 

be verified and received in original).

21 Copies of Title Deeds of Land and 

Buildings/details of dates of expiry of licences, 

if any/lease-deed.

22 Licence Copies of Software with the Branch.

23 Computer password for CPE programs 

24 Copies of Insurance Policies.

25 Files containing correspondence with RCs and 

Head Office.

26 Record of holding of Annual General Meeting, 

as per directions of the Council

27 Record of conduct of elections of Managing 

Committee/ Office Bearers.

28 Record of Publications, if any, issued by the 

Branch.

29 Papers on compliance with Direction No. 42 of 

the Directions of the Council regarding 

functions of the branches of Regional Councils. 

30 Letter Heads of the Branch.

31 Correspondence with Banks.

32 Correspondence with Local Authorities.

33 Compliance Report on Statutory Compliances / 

such as TDS etc. Municipal Taxes etc.

34 Shields, Trophies, Awards won by the Branch.

35 A report on general condition of Assets and 

Buildings. 

36 Building keys and keys of almirahs/tables.

37 All files maintained by the branch as detailed 

in the Annexure.

38 Any other information considered necessary, 

records/documents.

We also confirm that no part of the Fund shall be applied either directly or indirectly for 
making any payment to the members of the Managing Committee, except to reimburse 
them any expenses incurred by them in connection with the business of the Managing 
Committee:

PART-B

We have handed over/taken over various assets, records and documents pertaining to the 
branch and it is hereby confirmed that:-
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Sl.No. Particulars Remarks

1. The accounting entry has been completely 
made in online tally accounts as on date of 
handing over/ taking over date.

2. All the statutory compliances for the financial 
year 2018-19 as on date of handing over/ 
taking over, has been complied by the branch. 

3. Actual Cash in hand are matched with cash 
balance as appearing in books of accounts as 
on date of handing over/taking over.

4. Bank balance as per books of accounts has 
been reconciled with the bank statement/pass 
book as on date of handing over/taking over.

5. Actual Fixed Deposits as shown in books of 
accounts by the Branch as on date of handing 
over taking over, checked and matched with 
the Fixed Deposits receipts issued by the 
concerned bank.

Handed Over :        Outgoing Committee

____________             ____________                ____________                    

____________

    Chairman     Vice-Chairman                  Secretary Treasurer

Taken Over :        Incoming Committee

____________             ____________                ____________                    

____________

    Chairman     Vice-Chairman                  Secretary Treasurer

Note: 

1. Wherever information/records and documents are not available, reasons therefor 
may be properly recorded against each, and signed by both teams of office-
bearers.

2. The fact of handing over/taking over by outgoing/incoming office-bearers may be 
duly noted in the meeting of the Managing Committee to be held immediately 
after the new office-bearers have taken over.

3. The period (no. of years) for which record is available may also be indicated.
4. In case entry in tally are not made as on date of Handing over/taking over, the 

reason thereof may be given in remarks column.
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5. In case, there is mismatch between actual cash in hand, bank balance, and the 
balance appearing in books of accounts, and fixed deposit balance and receipt 
thereof, reasons of mismatch be clearly mentioned in report.
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I CAI  Code of Conduct for Elected, Nominated and Co-opted 

Representatives 

Preamble 

The Institute of Chartered Accountants of India (ICAI) is a statutory body established

under The Chartered Accountants Act, 1949 for the regulation of the profession of 

Chartered Accountants in India. The Institute has achieved recognition as a premier 

accounting body.

The Institute functions through Council at its Headquarters at New Delhi, five Regional 

Councils,  Branches spread all over India and the overseas chapters.  

The Council, Regional Councils and Managing Committees of the Branches are the 

constituted bodies of the Institute, and which lead the profession on behalf of its 

members. Such constituted bodies are statutorily entrusted with the duty to carry out 

the objectives of the Act. The Representatives have the privilege and responsibility to 

adhere with the objectives of the Act. 

The Representatives are leaders, trustees and face of the profession.  They are 

expected to regulate, promote and protect the image of the profession. These 

Representatives shall lay down for themselves a high standard and are expected to 

conduct themselves in an exemplary manner which will ensure public confidence as well 

as the trust of the members towards this regulatory body of the profession of the 

Chartered Accountants.

Objective & Scope  

The challenges being faced by our profession in the global and domestic economy 

require a greater need for efficiency, accountability and integrity in the profession of 

Chartered Accountancy. It is therefore important that the Representatives of the 

Institute shall conduct themselves in a way which will enhance the image of the 

profession.  

In this context, the objective of this Code of Conduct is to assist, regulate & guide the 

Representatives in discharging their obligations and responsibilities to the constituted 

body, their constituents and the public at large by:

a) providing guidance on the standards of conduct expected from the 

Representatives in discharging their statutory and public duties;
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b) ensuring accountability necessary to strengthen public confidence in the way in 

which Representatives perform those duties. 

This Code of Conduct applies to Representatives in all aspects of their public life to 

maintain the culture of honesty, integrity and accountability. Needless to say, this Code 

of Conduct is in addition to the Institute’s Code of Ethics applicable to the members of 

the Institute.

Clause 1:-  Applicability 

This Code of Conduct shall apply to all Representatives. 

Clause 2:-    

(1)  Definitions 

a) ‘Act’ means The Chartered Accountants Act, 1949. 

b) ‘Code of Conduct’ means the Code of Conduct for Representatives of the 

constituted bodies of Institute. 

c) ‘Code of Ethics’ means the Code of Ethics of Institute. 

d) ‘Conflict of self-interest’- A conflict of self-interest exists where the interest or 

benefits of one person or entity conflicts with the interest or benefits of the 

Institute.  ‘Conflict of self-interest’ shall be deemed to exist when any commercial 

transaction is undertaken between the Institute and/or its organs and such 

Representative, or his relative, or an entity where such Representative or his 

relative is interested.

e) ‘Constituted body’ means Council, Regional Councils and Managing Committees 

of the Branches of Institute. 

f) ‘Institute’ means the Institute of Chartered Accountants of India constituted 

under The Chartered Accountants Act, 1949.

g) ‘Privileged information’ means any information which is not in public domain or 

knowledge and which can be used (i) to influence the members’ or students’ 

decision in relation to the Institute / professional matters /students’ career, or (ii) 

by any other person or entity. 

h) ‘Relative’ means a person shall be deemed to be a relative of another if (i) 

he/she is immediate family member, i.e. a spouse; or close family member, i.e. 

Parent, Child or sibling; and (ii) financially dependent, if he/she is not a close or 

immediate family member. 

i) ‘Rules’ means rules issued by Central Government under section 29A of The 

Chartered Accountants Act, 1949.

j) ‘Regulations’ means The Chartered Accountants Regulations, 1988.
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k) “Representatives” for the purpose of this Code refers to the elected and 

nominated members to the Council, Regional Councils and Managing Committees 

of Branches. Representatives shall also include members nominated by the 

Institute to other bodies, Co-opted members of the Committees of Council, 

Regional Councils, Branches and Committees of Overseas Chapters,  Convenors / 

Deputy Convenors of Study Circles and CPE Chapters, and of  any other organs 

or establishments of Institute within or outside India. 

(2) All words and expressions used herein and not defined in the Code of Conduct shall 

have the meanings respectively assigned to them in the Act, Rules and Regulations.

(3) The General Clauses Act, 1897 (X of 1897) shall apply, so far as may be, to the 

interpretations of provisions of this Code. 

Clause 3:-  General Guiding Principles 

To carry out their solemn responsibility, the Representatives shall uphold the following 

principles– 

(a) I ntegrity: The Representatives shall act solely in accordance with their duties to 

the public interest and to the wider interest of the Institute.  They shall not seek

to gain personal advantage for themselves; or other individuals, including 

partners, relatives, friends and employees; or organizations in which they have 

pecuniary interest and with which they are related in functioning as a constituted 

body member. They shall always take appropriate steps to resolve any conflicts 

that may arise e.g. not to participate in the meeting relevant to such matter.  

(b) Objectivity: The Representatives shall take decisions on merit. In this 

endeavour, they may also seek and be guided by the views of others. They shall 

decide what view to take on any question after consideration of the issues.

(c) Transparency: The Representatives shall declare any private or personal 

interests relating to any issue under consideration and shall not seek information 

for their personal gain.  

(d) Accountability: The Representatives are individually and collectively 

accountable for their decisions and actions.  

(e) Leadership by example: The Representatives shall support and promote the 

reputation of the Institute through ‘leadership by example’ by virtue of their 

professional competence and knowledge.    

(f) Ethical values: The Representatives shall discharge their duties and fulfil 

obligations to the Institute with due care and diligence and each of the 

Representatives is expected to strive to promote and encourage development of 

ethical culture in the Institute and the profession of Chartered Accountants.
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(g) I ndependence: Independence refers to Independence of mind and 

Independence in appearance.

Clause 4:-  Compliances  

The Representatives shall comply with the provisions of this Code of Conduct. Further,

a) They are under duty to respect and comply with prevailing laws, rules, 

regulations and the ethical standards applicable to the profession. 

b) They shall follow such practices and professional conduct which benefit the 

country, localities and communities in which they operate and shall be in 

accordance with the laws of the land. 

Clause 5:-  Conflict of Self- I nterest  

a) The Representatives shall avoid any conflict of self-interest. 

b) Any situation that involves or may involve a conflict of self-interest shall be 

disclosed immediately on such conflict coming to the notice of the 

Representative.  

c) No Representative shall use the influence of office for any purpose other than for 

the exercise of official duties.

d) If the Representative has interest in any issue, he shall restrain himself from 

participating in any related proceeding and voting in the matter. 

Clause 6:-  Gifts and Hospitality 

a) The Representative or his relative/partner shall not accept a fee, advance, gift or 

personal benefit that is connected directly or indirectly with the performance of 

his official duties, unless permitted by the exceptions listed below.  

For this purpose, a fee or advance paid to or a gift or benefit provided with the 

Representative’s knowledge to his relative is deemed to be a gift to that 

Representative.  

Following are the exceptions to above:- 

i. Compensation authorized by law;

ii. Gifts or benefits that normally accompany the responsibilities of office and 

are received as an incident of protocol or social obligation;

iii. A memento in a function honouring the Representative; 

iv. Food, lodging, transportation and entertainment provided by the Central / 

State Governments or by a foreign government within a foreign country, 

or by a conference / seminar / event organizer or by ICAI where the 

Representative is either speaking or attending in an official capacity; 
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v. Food and beverages consumed at the Institute’s official functions, 

seminars, conferences, banquets, receptions or similar events. 

vi. Invitations from business associates of the constituted body. 

Note: In any of the above exceptions given in (ii) and (iii), where the monetary 

value of Gifts/ Hospitality in aggregate exceeds Rs. 75,000 the Representative 

shall immediately file a disclosure to the Secretary of the Institute. 

Clause 7: Monetary Benefit 

The Representatives shall not obtain any direct or indirect monetary benefit from the 

constituted body or its activities except to the extent approved by Institute.  

Clause 8: Professional Behaviour 

The Representatives shall endeavour to deal fairly with the Institute’s members, 

students and staff of the Institute. All Representatives shall observe the highest 

standards of professional ethics.  

Clause 9:-  Social activities. 

a) The Representatives shall conduct themselves in such a manner so as to uphold 

the grace, dignity and professional standing of the Institute. 

b) No Representative shall participate in social activities except in his individual 

capacity. The assets & resources of the Institute shall not be utilised for any 

political purposes. Such assets & resources of the Institute may be used for 

social purposes for furtherance of interest of the Institute, with a prior approval 

of the Constituted Body. 

The Representatives shall not promote themselves and/or their personal interests 

while carrying out Institute’s activities. 

Clause 10:- Management and use of I nstitute’s resources.  

a) The Representatives shall exercise due care and diligence in managing and 

putting to use the Institute’s funds.

b) The Representatives shall ensure to maintain financial discipline and also to 

guide the ICAI staff to observe budgetary and financial discipline.  

c) The Representatives shall not do anything that may lead to the Institute’s 

resources being used for direct or indirect personal benefit. 

d) The Representatives shall not charge any personal expenses incurred by them.  

Clause 11:- Confidentiality 
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a) The Representatives are prohibited to use or furnish to others on the basis of 

any privileged information, before it is made available to the public. 

b) The privileged information, discussions, documents and data should be dealt with 

utmost care and should not be shared or passed on to any person or outsider 

under any circumstances, directly or indirectly, except for the Institute’s work. 

Clause 12:- Meetings   

The Representatives shall strive to attend all meetings of the constituted body regularly 

and participate diligently and conscientiously so as to contribute for the development 

and regulation of the profession of Chartered Accountants. 

Clause 13:- Administration    

The Code shall come into effect from 1st January, 2017, and shall be advisory in nature.

The Code shall be administered by the Secretary, ICAI.

* * * * *  
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REGIONAL COUNCILS – FINANCE POLICIES AND 

PROCEDURES MANUAL
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1. Introduction

1.1. Robust Operating Procedures are an integral component in developing and maintaining an 

effective Internal Control Framework in organisations 

1.2. This Finance Manual contains key principles and procedures to be applied for in relation to 

operations at Regional Council Offices, henceforth referred to as “RCO” of the Institute of 

Chartered Accountants of India

1.3. The key objective of this Manual is to guide elected representatives and employees in the 

performance of their tasks as well as to administer a near uniform control framework across 

all the Regional Council Offices of ICAI 

1.4. RCOs will continue to have operational flexibility in evolving their own work methodologies 

in so far as the broad principles enshrined in this document are followed 

1.5. This Manual shall be complied with in letter and spirit.  

1.6. This is an auditable document for use by Internal as well as Statutory Auditors of the 

organisation and shall be provided to them by the concerned Regional Office Heads before 

the commencement of the audit 

1.7. This document may be modified/ enhanced from time to time as may be considered necessary 

in the context of the changing circumstances

1.8. Users are responsible for understanding or seeking clarification of any procedures outlined in 

this document and for familiarizing themselves with the most current version of this policy

1.9. This manual is the first step in documenting the basic levels of controls in the accounting, 

finance and reporting functions at the Regional Council Offices of ICAI in Western, Southern,

Eastern, Central and Northern Region.

1.10. Exceptions, if any shall be approved by the Head of the DCO and may, as far as possible, be 

obtained in advance of the conduct of the transaction or in exceptional circumstances at a later 

date.  The RCO head shall exercise his discretion in this regard.

1.11. The DCO head shall be the reporting authority for all the officials in DCO and RCO.

Additionally, the RCO heads shall also report to the Chairman in matters relating to the 

functions of the Regional Council 

1.12. Every effort has been taken to ensure that this Manual does not contradict the CA Act, 

Regulations or extant Council decisions.  In case of any conflict, the CA Act, the Regulations, 

the Council decisions (in that order) will prevail and necessary inputs may be provided to The 

Secretary, ICAI for guidance 

2. Corporate Governance

2.1. All elected representatives and employees and staff of the RCOs shall ensure the highest 

standards of corporate governance.  This means and implies that they understand our role as 

trustees of the funds of the organisation 

2.2. The Regional Council members and the Executive Committee members should lead the RCOs

to conduct their business in a fair and transparent manner that befits our status as a world class 

regulator 

2.3. The below mentioned procedures provide the RCOs and the elected representatives the 

necessary flexibility to conduct their operations and such freedom is exercised with timely 

reporting, compliance with laid down procedures and resultant accountability 

2.4. All transactions undertaken by personnel shall reflect the highest sense of propriety and 

prudent business conduct 

2.5. The RCO shall be subject to Statutory and Internal Auditors appointed for the said purposes
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2.6. The governance structure operated and managed by the Executive Committee 

members and employees of ICAI is reinforced by internal and external oversight 

mechanisms as under.  These include finance as well as operations oversight 

2.6..1. Internal Mechanisms

Regional Councils

Regional Monitoring Committees

o (i) Regional Monitoring Committee (BoS)&

o (ii) Regional Monitoring Committee (CPEC)

Regional Audit Committees

Regional Budget and Finance Committees 

2.6..2. External Mechanism 

Internal Auditors 

Statutory Auditors

2.7. All functionaries shall perform transactions as authorised by the Chartered Accountants Act, 

1949, the Chartered Accountants Regulations, 1988 or the Directions issued by the Council 

from time to time, as the case may be.

3. Delegation of Powers

3.1. Guidelines for Delegation 

General Guidelines

3.2. The objective of Delegation of Powers policy is to provide authority limits to the employees 

and elected functionaries of the Regional Councils

3.3. This Delegation of Authority policy is established to define the limits of authority designated 

to specified positions of responsibility within the Regional Councils and to establish the types 

and maximum amount of obligations that may be approved by individuals. 

3.4. The approval of commitments and transactions outlined in this policy must always be made 

by the parties who have been designated the responsibility for final approval

Specific Guidelines

3.5. Persons who have employees reporting to them should take all necessary steps to ensure their 

employees know and follow the policy

3.6. Employees/elected representatives executing contracts and approving transactions are 

required to ensure that all appropriate approvals and reviews required by this policy and other 

relevant policies and procedures have been obtained, and to ensure that appropriate 

documentation of these approvals is maintained

3.7. Appropriate documentation can take various forms as in practice now and should be 

commensurate to the scale of operations.  All contracts shall be maintained with 

documentation of the appropriate approvals

3.8. Dividing a commitment or transaction into two or more parts to evade a limit of authority is 

prohibited. 

3.9. It is emphasized that commitments and transactions cannot be approved by individuals having 

a lower level of approval authority than the specified transaction requires, except pursuant to a 

delegation of temporary authority

3.10. No person shall approve a Purchase Order or approve payments to be released where such 

delegatee is the beneficiary of the service or the payment 
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3.11. The key principles involved are 

Vendor empanelment and negotiation of contracts – Purchase Committee 

Approval of Purchase Orders – Purchase Committee and Vice Chairman  

Payment Signatories –Chairman and Treasurer and RCO head

4. Conduct of Executive CommitteeMeetings

4.1. The Secretary shall ensure that meetings are conducted in a formal, efficient and effective 

manner 

4.2. EC shall ensure that necessary number of EC and RC meetings are conducted in a year.

4.3. Meetings shall be held at the RCO premises or other locations as allowed by Management 

Committee of ICAI.  Regard shall be given to the costs involved

4.4. Notice, Agenda shall be sent in advance as required by the Regulations 

4.5. The notice for calling RC/ Executive Committee must have detailed agenda items with 

reasons (like explanatory statement). This shall be ensured by the Head RCO

4.6. Attendance recording shall be ensured.  This shall be ensured by the Head RCO

4.7. Meetings shall be planned in such a way that they are commenced at an appropriate time 

based on the volume of agenda items to be considered. This shall be ensured by the Head 

RCO

4.8. Summary decisions shall be read out at the end of the meeting.  This shall be ensured by the 

Head RCO

4.9. Summary decisions shall be sent within 7 to 10 days of the meeting ( EC) and within 15 days

of RC meeting

4.10. Draft minutes shall be sent within 45 days of conclusion of the RC meeting and one month of 

EC meeting.

4.11. Changes as required by members , in so far as such changes are accurate as per verbatim, shall 

be made.

4.12. Additional agenda proposals may be sent by Executive Committee members and RC 

membersat least 7 days prior to the meeting

4.13. Minutes shall be filed/ pasted in a minutes book maintained for the purpose and shall not be 

maintained in loose form.  This shall be ensured by the RCO.  Minutes shall be signed by the 

Chairman of the meeting 

4.14. Every meeting shall have the ATR tabled. This shall be ensured by the RCO

4.15. For further guidance on conduct of meetings including aspects such as Chairman of the 

meeting, adjournments, concept of majority etc., please refer the Chartered Accountants 

Regulations.

4.16. EC and RC meetings shall have a structured agenda comprising Operations, Finance, General 

Professional Interest and Other items.  This shall be ensured by the Head RCO.

4.17. Minutes of EC meetings should invariably be placed before the immediate next RC meeting 

for noting.

5. Submission of Budgets

5.1. Revenue Budget 

o The Region shall prepare and send a Revenue Budget as required by Head office before 

beginning of the term each yearand again during mid-term. Such budget shall be 
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prepared on a zero base basis and also give due regard to the activities of the past year.

The format for submitting budgetary proposal is given as Annexure to this Manual.

o Budgets shall as far as possible accurately estimate the activities and the financial impact 

thereof

o The budget shall be prepared to ensure that there is no loss in the relevant period 

o The Budget shall be placed before the EC.  Approval shall be accorded only in a meeting 

of the EC after due consideration of facts presented and shall be approved by RC

o The budget document shall be signed by the Executive Committee as a permanent record 

for the year 

o The budget shall be prepared for all expenses and segment wise in the template provided 

by ICAI HO.

o The broad heads of expenses shall be as under. Any expense accounting for more than 5% 

of the total expense at a functional level shall be shown separately 

o Faculty payments shall be disclosed separately for various types of classes as under 

o Approval to budget shall be maintained on record and shall form part of the EC minutes

indicating the total numbers and the complete back up

o The approved budget shall be circulated to all RC members for their consideration and 

approval and comments if any shall be duly responded.  

o The budget shall be sent to ICAI HO on a timely basis.  RCO shall address all queries on 

the budget from HO in a timely manner

o The actual financials shall be compared with the budget on a monthly basis to evaluate 

the financial position of the Regional Council Office and to ensure that losses, if any can 

be avoided

o Items of capital nature shall not be factored in these budgets 

o The budget vs actuals shall be submitted on a quarterly basis to ICAI HO as per template 

provided and also to the Regional Council members for their review and comments

o This shall be done within 15 days of the close of the relevant three month period 

5.2. Capital Budget

o The RCO shall prepare and send a Capital Budget as required by Head office before the 

beginning of the term each year within the time limit as stipulated by the HO and follow it 

up by revised budget during mid-term.  The format for submitting budgetary proposal is 

given as Annexure to this Manual.

o Such budget shall be prepared on a zero base basis and also give due regard to the 

genuine capital expense requirements based on the activities of the past year

o The budget shall be placed before the RBFC and clarifications, if any to be provided

o Due consideration should be given to idle assets while requesting for new funds 

o Lease vs buy decisions shall be evaluated before preferring capital expenditure 

o The actual capital spends shall be compared with the budget on a monthly basis to 

evaluate and ensure that capital purchase orders are not in excess of the approved budgets 

o This shall be done within 15 days of the close of the relevant three month period 

o The budget document shall be signed by the Executive Committee  as a permanent record 

for the year and RBFC approval shall also documented and minutes be recorded in the 

RBFC meeting
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6. Income from Classes

6.1. The RCO shall endeavor to conduct maximum number of classes for the benefit of the student 

fraternity 

6.2. The classes shall be conducted on self-supporting basis

6.3. Faculty shall be selected in accordance with norms as laid out by the Students Committee 

under the overall guidance and supervision of the RMC of BoS 

6.4. Fees shall not be accepted in cash and only under permitted modes through online payments/

direct bank deposits in authorized banks, except in case of spot registrations in CPE 

programmes and sale of publications.

6.5. Attendance shall be recorded and significant drop in attendance shall be investigated by 

discussions with the concerned faculty

7. Fixed Assets

7.1. Fixed asset acquisitions shall be as stated in the Budget. No new/ extra items may be 

purchased other than those permitted under Chairman’s discretion (value as determined by 

ICAI HO)

7.2. The value limits as per the approved budget shall be adhered to 

7.3. All purchases shall be on the basis of competitive sourcing and as per the Delegation of 

Powers in the previous section

7.4. Purchase orders shall be issued to vendors with the key terms of purchase (format is given in 

the Annexures)

7.5. For the purpose of the above, the RCO shall empanel as many vendors as possible (not less 

than 3-4 for any category).  Quotes shall be obtained only from approved vendors and not new 

parties.  Vendor empanelment is discussed in the procurement section.  Vendor base can be 

expanded from time to time

7.6. Assets shall be capitalized on the date they are put to use except for ready to use assets such as 

computers, generators, laptops etc and be guided by the relevant Accounting Standards 

7.7. Assets shall be depreciated from the date they are put to use as per the rates advised/ used in 

this regard

7.8. Additions shall be recorded immediately in Tally.  All papers relating to  asset purchases 

including capex approval, negotiations, purchase orders, contracts, installation certificates shall 

be filed properly 

7.9. Supplier payments shall be made based on physical verification of the asset purchased and 

comparison with invoice by the Treasurer

7.10. The RCO shall maintain a fixed assets register containing details of Asset name, Type, 

Supplier name, Bill reference, Bill date, Date of capitalisaton, Amount, Unique serial number 

if any, Depreciation, Net value 

7.11. In case asset register is maintained in excel, care should be taken to ensure that records are not 

deleted/ substituted accidentally or otherwise 

7.12. Asset balances as per Tally shall be reconciled to the Fixed assets register maintained
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7.13. Asset disposals shall be strictly based on competitive tendering.  All disposals shall be 

approved by the Executive Committee in a physical meeting and not by circulation

7.14. All assets shall be tagged with an identification number

7.15. All idle assets shall be kept in safe custody

7.16. The assets of the Regional Council, including idle assets if any, shall be verified annually and 

reconciled to the Fixed assets register of the Regional Council and the report shall be reviewed 

by the Internal Auditor

7.17. Excess/ Shortage if any shall be properly accounted “after” approval by the EC and duly 

reported to the Regional Audit Committee 

7.18. All excess/ shortage shall be reported to HO in the format to be prescribed

7.19. Supplier payments for fixed assets/ capital items shall be made after ensuring all terms and 

conditions are fulfilled.  

7.20. Retention money at not less than 5% including TDS shall be held back compulsorily in case of 

contracts relating to civil, electrical, mechanic works etc in case of all works contracts > Rs 

200,000

7.21. Justification should be given while replacing an item with new one in Capital Budget. Such 

assets purchased on a replacement basis shall be properly accounted for 

7.22. Any movements of fixed assets outside the premises shall be permitted only under the 

authority of a Returnable/ Non-returnable gate pass issued under the authority of the Head RO/ 

Head DCO.  Such gate passes shall be serially controlled

7.23. Gate passes shall be approved by the RCO head or the DCO head only 

8. Investments

8.1. Idle funds of the RCO should be appropriately invested to enable revenue on the same 

8.2. The EC may invest any money for the time-being standing to the credit of the Fund in any 

Government Securities or in any other Securities approved by the Regional Council concerned

or as instructed by ICAI HO 

8.3. Interest shall be properly accounted on such investments

8.4. TDS if any shall be properly reconciled to the interest income.  The RCOs should submit 

Exemption Certificate to the bankers (obtained from HO) so that TDS is not charged on 

interest income.

9. Inventory of Stock of Books and Gift items

9.1. The RCO shall maintain memorandum stock records of publications – student and member 

(study materials are not covered here as they are under the BoS vis DCO)

9.2. Such records shall indicate the Receipts, Issue and Closing balance

9.3. Cash collections at the time of sale shall be banked in the designated HO Bank account on the 

next immediate working day.  Such banking is done after the scroll sheets of the sale are 

tallied to the denomination wise pay in slip

9.4. Cash including petty cash will be maintained separately from RCO cash and shall be verified 

by the RCO head/ designated on a weekly basis and record of the same shall be maintained

9.5. The RCOs dealing with gift items, if any shall maintain proper stock records showing details 

of Receipts, Issue, Closing balance 

9.6. Items when purchased shall be entered in the stock register maintained for this purpose 
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9.7. Stocks shall be verified with reference to book records on a quarterly basis and reports of the 

same shall be placed before the Executive Committee 

9.8. Excess/ Shortage, if any shall be properly accounted “after” approval by the EC and reported 

to the Regional Audit Committee

9.9. All excess/ shortage shall be reported to HO in the format to be prescribed

9.10. Outdated Publications/ materials circulated in meetings should be reported separately and 

process of dispose of the same should be laid down. (see segment on scrap sales).  The 

disposal/weeding out policy is given in the Annexures.

10. Mementoes to speakers (suggested only)

The following illustrative table may be used for exercising control over spending and at the same time 

to manage our image as a world class body.  Bouquets may be avoided unless for very high ranking 

dignitaries 

Person Event type Budget Suggested memento

Dignitary – Former/ Present 

PM/ President/ Governor/

Chief Minister/ Minister/ 

MP/ MLA/ RBI Governor/

IAS Secretaries to 

government departments

Any Rs 5000 Silver plaque with 

ICAI embossing

Heads of large corporates/ 

CEO/ CFO/ bank Directors/

CMD etc

Any Rs 3000 Silver/ like plaque 

with ICAI embossing

Resource persons of national 

eminence

Any Rs 3000 Silver/ like plaque 

with ICAI embossing

Faculty for programs

One Day Seminar/

Workshops/ RRC/ Sub 

regional/ regional 

conferences

Rs 1500 Vouchers for 

professional books

Weekly CPE Study 

Circles

Rs 1000 - Same as above -

11. Cash Operations

11.1. Cash receipts from spot registrations on CPE programs shall be duly accounted along with a 

day wise summary of transactions

11.2. All cash receipts on sale of publications shall be banked on a intact basis and funds shall be 

drawn out separately for daily use 

11.3. Cash receipts are not allowed except in above two circumstances.

11.4. Cash receipts and payments shall be accounted for on a daily basis 

11.5. Serially numbered Cash receipts shall be issued for all collections 

11.6. Cash payment vouchers shall be authorized, supported properly by original documents, tallied 

to the underlying supportings and defaced on payment 

11.7. Such vouchers shall be filed and maintained properly 

11.8. In case of RCO cash holding likely to exceed Rs 20,000, the same should always be kept in a 

safe box and in custody of a permanent employee of ICAI
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11.9. Cash shall be physically verified and reconciled to the books on a weekly basis by the Head –

RCO/ other officer and reconciled to books.  Evidence of the count shall be maintained in the 

cash book 

11.10. ICAI HO monthly reporting requirements in relation to cash , bank or other balances reporting 

shall be complied with by the Treasurer and RCO Heads   

11.11. If cash account is not updated prior to cash count, the same shall be brought to the attention of 

the Executive Committee for immediate remediation. The objective is to ensure that cash 

transactions are updated promptly

11.12. Any cash shortage shall be brought to the notice of all members of the Executive Committee 

on an urgent basis and reported to HO in the format provided 

11.13. Cash shall be adequately insured including in transit cash

12. Bank Operations

12.1. The funds of the RCO shall be kept in any of the scheduled banks approved by the Central 

Council in this behalf.

12.2. The EC shall not borrow or incur a liability, without the prior sanction of the Central Council.

This includes temporary overdrafts from the Decentralised offices.  

12.3. In case of exigencies, such temporary IOUs from DCO shall not exceed Rs 50,000 with the 

aggregate amount not exceeding Rs 500,000.  Salary payments are not within the above 

purview

12.4. Opening of new bank accounts, closure of existing bank accounts and changes in authorised 

signatories to bank accounts require prior approval of the Regional Council 

12.5. The RCO shall maintain a list of cheque signatories on record along with specimen signatures 

of such persons

12.6. In addition to elected representatives, RCO head shall also be a signatory 

Capital Revenue 

Chairman & Treasurer  Upto Rs 100,000 Upto Rs 100,000

Chairman or Treasurer and 

RCO head

Above Rs 100,000 Above Rs 100,000

12.7. Any change in signatories may be effected only by a resolution of the Regional Council 

12.8. All cheques received should contain A/C Payee crossing and shall be recorded in a cheque 

inward register 

12.9. Cheques as well as cash receipts, if any, shall be accounted and then banked within 24 hours 

of receipt by the responsible officer 

12.10. Bank payment vouchers shall be authorized , supported properly by original documents, 

tallied to the underlying supportings and defaced on payment by the officer making the 

payment 

12.11. Bank payments shall be done as per joint signatories as specified and shall be ensured by the 

concerned officer.  NEFT/ RTGS modes shall be adopted as far as possible 

12.12. Bank Reconciliation shall be performed for all bank accounts on a monthly basis and all 

outstanding items to be investigated.  The review of BRS to be evidenced by the Treasurer 

and officer in charge and kept on record  

12.13. All idle/ dormant accounts should be reviewed periodically and BRS to be done for the above 

accounts also 

13. CPE programs – Financials
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13.1. The dominant objective of the CPE programs is to enable education and training of members

13.2. However, care should be taken to ensure that losses are not incurred and maximum loss per 

program shall be specified in the Executive Committee 

13.3. A Statement of Budgeted Income and Expenditure shall be prepared for all CPE programs and 

efforts should be made to reduce spends if actual member registrations show a lower trend

that expected. The format is as attached 

13.4. Contracts for supply of food, materials should be largely kept on variable basis

13.5. The CPE Income and Expense statement shall be prepared on a quarterly basis and circulated 

to all RC members for their review, comments and further actions

13.6. The above statement should also be discussed at all EC meetings

13.7. The amount received as delegate fees should tally with CPE Hours generated during the 

year.In any case delegate fees cannot be less than CPE hours generated

13.8. Not more than 6 free CPE programmes of not more than 2 hour duration each, will be allowed 

to be conducted, and that too in Regional Office premises only.

14. GMCSClasses

14.1. TheRCOs should ensure adherence to all guidelines in the conduct of GMCS classes 

including content and program formats, payouts, attendance of students, inaugural and 

valedictory sessions 

14.2. The RCO shall ensure that the quality of faculty and programs is maintained.

14.3. RMC shall indicate basis of selection of faculty and mode of such selection

14.4. Faculty performance shall be monitored for improvements, replacements as may be 

considered necessary 

14.5. Declaration should be taken from each faculty that they are not involved in teaching/coaching 

activities in that area

14.6. Faculty shall not engage in HR placement activities directly or indirectly

14.7. Faculty shall not engage in election campaigns for candidates to Branches/ Regional/ Central 

Council elections  

15. ICAI HO Grants related

15.1. The RCO shall avail and utilise all the grants provided by ICAI HO

15.2. Requests for grants shall contain complete details of the proposal in order to enable effective 

decision making 

15.3. The terms and conditions of the grants shall be complied by the RCO especially in case of 

programs related grants 

15.4. Request for reimbursements shall be made on a timely basis along with the supporting 

documentation for the same

15.5. The pending grants shall be reviewed by providing details of the same to the EC on a 

quarterly basis 

16. Loans and Advances

16.1. As far as possible, RCOs shall not grant advances for any activity 
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16.2. In case of specific requirements, the same shall be approved by the Executive Committee as

per the delegation of authority specified above 

16.3. Advances not exceeding Rs 10,000 may be provided once annually to be recovered within 3 

months may be granted at the discretion of the Chairman and SRO head with approval granted 

jointly in writing 

16.4. Advances shall be promptly accounted in Tally. 

16.5. No further advances shall be paid unless earlier advances are settled (for capital/ revenue 

expenses by the same supplier)

16.6. A quarterly report shall be generated of all advances pending adjustment providing party wise 

details and date of disbursement 

16.7. Any write off of advances needs to be placed and approved by the Regional Council and 

reported to the HO in the format provided for the purpose 

17. Library Operations

17.1. The Regional Council libraries shall maintain proper stock records showing details of 

Receipts 

Issue 

Closing balance 

17.2. For the above purpose, the Library software of the HO shall be utilized 

17.3. Stocks shall be verified with reference to books on a half yearly basis and reports of the same 

shall be placed before the Executive Committee of the Region

17.4. Excess/ Shortage, if any shall be properly accounted “after” approval by the Executive 

Committee 

17.5. All excess/ shortage shall be reported Regional Council and also to HO in the format to be 

prescribed

17.6. The principles laid down in Purchase Policy shall be adhered to while procuring books for the 

Library.

18. Purchase of Goods and Services

ICAI Purchase Policy 

18.1. All purchases shall be in accordance with the ICAI Purchase Policy as and when notified for 

implementation by RCO’s. Until the same is notified, the following shall be strictly adhered 

to

Purchase Committee 

18.2. APurchase Committee shall be constituted by the Regional Council (powers may be delegated 

to the Chairman for such constitution).  This shall include Head – Regional Council Office as 

well as elected members. 

18.3. The Purchase Committee shall be responsible for identifying suppliers and negotiations 

18.4. The Purchase Committee of RCO shall be independent of Purchase Committee of DCO, but 

procurements may be consolidated so as to bring down the cost. Also the two committees 

shall share information to ensure uniform application of rates where applicable 

18.5. The Committee shall ensure compliance with overall Purchase policy as may be issued by 

ICAI for the region, as may be amended by ICAI HO from time to time, and approvals shall 

be obtained for all purchases in accordance with the ICAI policy
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18.6. Negotiations shall be conducted by the Purchase Committee and approvals shall be 

documented and a record shall be maintained of such negotiations.

18.7. Once the supplier is identified and terms and conditions are agreed, a Purchase Order shall be 

raised on the supplier.   

Vendor Empanelment 

18.8. All regions shall empanel 3–4 vendors for all major category of purchases.  This empanelment 

shall be approved by the Executive Committee in a meeting

18.9. The empanelment shall be done by the Purchase Committee constituted as above

18.10. Single sourcing is strictly prohibited.  In case of exceptional circumstances, the same shall be 

recommended by the Purchase Committee and approved by the RC (in circulation)

18.11. The major categories of spends for which vendors shall be empanelled are as under

Categories Categories

Hotels for stay Travel agencies 

Hotels for conduct of programs Telecom service providers

Caterers Car hire 

Civil Works Public relations agencies 

Electrical works Video/ Audio equipment hirers

Plumbing works Photography/ videography 

Security Webcasts 

Manpower Library books vendors 

Printing and stationery consumables Courier 

Newsletter printers Audio recording  

Souvenir printers Photocopying vendors 

Equipment hirers Furniture hirers

Mementoes and Gifts Any others 

18.12. All vendors shall have an established track record of 5 years (excluding ICAI contracts, if 

any).  Financials and other supporting documents shall be obtained for this purpose

18.13. The empanelled vendors list shall be placed before the Executive Committee every year and 

new vendors may be considered for inclusion 

18.14. Vendors shall not be relatives (income tax Act definition)/ partners to the members of the 

Executive Committee or be clients of such Executive Committee members

18.15. In case of exceptional circumstances where related parties are utilised, the same shall be 

reported in the format provided by ICAI HO 

Raising and Approval of Purchase Orders

18.16. All purchases of goods and services exceeding Rs 10,000 shall be on the basis of competitive 

buying

18.17. All purchases shall be documented through serially numbered Purchase orders or contracts 

which would contain standard terms and conditions as per format communicated by HO

18.18. All POs shall be approved by the Purchase Committee and the Vice Chairman 

18.19. Every Purchase order/contract shall contain complete details of Items of Goods/ services, 

quantity, unit rate, taxes applicable etc
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18.20. All purchase contracts for goods and services shall contain a non-gratification clause 

to expressly state that no undue influence has occurred in the course of the transaction  

18.21. Any amendment to the PO should be referred back to the original authorities based on the 

DOA matrix and additional authorities if the value exceeds the slab 

18.22. For all items of purchases above Rs 100,000, request for Quotations shall be circulated to 

empanelled vendors and quotations shall be received in sealed covers

18.23. For purchases lower than Rs 100,000 (transactions are not to be split), quotations may be 

received from empanelled vendors by email  pdf file and not on the body of the mail 

18.24. A comparative statement of quotes shall be prepared and evaluated.  Final quotes after 

negotiation shall be re-obtained and tabulated from all vendors  

18.25. In case contract is not awarded to L1, the same shall be approved by Executive Committee 

and a report be sent in the template provided by ICAI HO and placed for post facto approval 

by RC

18.26. All receipts of materials shall be evidenced through GRNs or in case of services by a separate 

Service receipt certificate by the person who has requested the service or by the office 

18.27. Payments shall be made after verifying POs and Contracts and confirming quantity and 

quality of materials and service receipt, including accounting for TDS and retention money.

18.28. Retention Money Record should be maintained and periodically checked as to the return of 

the retention money after the specified period subject to the satisfaction of the Regional 

Council)

18.29. In case of contracts requiring independent work certification (e.g. Construction contracts/

painting/ renovation/ carpentry), such certifying parties shall not be related to the vendor

18.30. In these cases, independent measurements should form part of the payment review and 

approval process

18.31. Due test checks shall be applied on invoices prior to certification

18.32. Verification against advances made and after recovery and accounting entries of the same 

shall be ensured

18.33. Verification against earlier progress payments made to be done to ensure that the total 

payments does not exceed the contract value

18.34. A PO register shall be maintained indicating all POs raised by the RCO indicating - PO 

reference, Date, Supplier, Item, Qty, Rate, Amount, VAT, Service tax, Other levies, Total 

Amount

19. Hiring of temporary manpower

19.1. All temporary manpower shall be budgeted for in the beginning of the year

19.2. Job roles and responsibilities shall be clearly documented in writing before hiring and 

approved by the EC

19.3. Candidates shall be interviewed / tested before approval and the same shall be recorded in 

writing

19.4. Manpower shall be placed only through agencies with track record and with relevant 

capabilities to manage PF/ ESI compliance

19.5. Agencies shall be empanelled through a competitive process 

19.6. Attendance shall be tracked for all such manpower and approved by RO head before the 

payroll is processed
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19.7. A register of all such temporary employees shall be maintained by the Head RO

20. Insurance

20.1. RCO shall cause all assets to be insured strictly as per the guidelines issued by the ICAI HO.

20.2. All new assets purchased shall be communicated to HO for inclusion in the policy and assets 

retired/ sold shall be removed from insurance coverage 

20.3. The same shall be communicated to ICAI HO on a quarterly basis 

21. Record Retention

21.1. RCOs shall ensure that all records/ documents and vouchers are properly filed 

21.2. All records shall be properly indexed and filed to ensure that these can be retrieved on 

demand 

21.3. All records, depending upon their nature, to be retained for a period specified by Weeding 

Out Policy of the ICAI HO.

21.4. In case of loss of any records, same to be intimated to ICAI HO informat provided 

22. Scrap Disposal

22.1. Details of all scrap materials – assets, books etc should be placed before the Executive 

Committee on a quarterly basis 

22.2. Quotations to be received from vendors 

22.3. Contract to be awarded to the highest bidder 

22.4. All scrap sales shall be against DD in favour of the Regional Council received in advance of 

the sale

22.5. All scrap sales to be reported in a template provided by ICAI HO

22.6. E waste guidelines shall be complied with 

22.7. The scrap in book form should be sent for pulping and proceeds there from should be 

accounted for.

23. Travel expenses of RC members

23.1. Contracts with travel agents to clearly document the terms including lowest price (for 

airfares). Travel fares shall be Flight fares for RC meetings and reimbursements subject to 

production of evidences.

23.2. For travel other than for RC meetings, rules of travel formulated by Executive Committee of 

ICAI HO should be strictly followed and no deviations shall be permitted  

23.3. Regional Council meeting dates shall be decided and communicated well in advance in order 

for members to obtain the best possible flight fares

23.4. In case of RC members buying their own tickets, they shall prefer a claim for reimbursement 

giving proper evidence in the form of original tickets showing the fare paid and original 

boarding passes.

23.5. Stay shall be at authorised locations as decided by the Committee and shall not exceed the 

entitlements

23.6. Budgets for RC members travel shall contain as far as possible the total value proposed to be 

incurred
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23.7. A schedule of travel expenses incurred by all RC members shall be placed before the EC

along with the financial statements. This shall contain trip wise details of travel incurred 

Date Location Purpose From To Train 

fare

Air fare

Car Local cab Boarding Lodging Others Total

24. Newsletter Printing

24.1. Printing of newsletters shall be as stipulated by ICAI HO.  Guidelines, if any , in relation to 

migration to e form of newsletters shall also be strictly adhered to 

24.2. Printing of newsletters , where permissible, shall be done on a self-sustaining basis 

24.3. RCO shall ensure compliance to HO guidelines in relation to 

24.3..1. Number of pages 

24.3..2. Number of pages containing photographs

24.3..3. Content of the newsletter 

24.4. Contracts for newsletter shall be strictly on the basis of competitive sourcing with Annual 

tenders for the same 

25. Conduct of Regional Conference

25.1. Regional Conference Incomes and Expenses account for a significant portion of the 

transactions through put in the Regional Offices.  Due care should be taken in the conduct of 

such conferences. Losses should be avoided at all costs

25.2. All transactions and decisions to reflect the highest sense of propriety and governance

25.3. Ensure that all costs are defrayed through sponsorships/ registration charges 

25.4. The Approval for the Regional Conference shall be obtained in a meeting of the Regional 

Council along with the following details presented for the same.  As the number of RC 

meetings in a year are restricted to 3–4, approvals shall be properly and completely obtained 

without any need to revert back

25.5. The following items shall be placed as part of the agenda and discussed and approved by the 

RC

Agenda Content

Date Best possible date with due accommodation for statutory filing dates 

Location Chairman’s discretion 

Budget 

Detailed heads as per format presented to be done at different 

Attendance levels – 200 + nos of sensitivity (e.g. 1200 – 1400 – 1600 –

1800 – etc ).  The items in the budget shall also be indicated as fixed or 

variable.  Each item of the budget shall be referred by a Line reference.  

Funds cannot be reallocated across line references beyond 5% at each 

line 

Key Committees 

The proposed constitution of the key committees shall also be tabled 

for RC to approve the same. This includes Core Committee, Finance 

Committee and Purchase Committee.  Co-options are at the discretion 

of the Chairman.  The maximum number of members in the 

Committees including the RC members shall not exceed 8.  RC 

members shall be included as Chairman in all committees.  Treasurer 

shall be included in Finance and Purchase Committee. DCO head and 
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Agenda Content

RCO head shall also be included in the above committees

Other Committees

The names of the RC members in all other committees shall also be 

tabled. Co-options are at the discretion of the Chairman.  The 

maximum number of members in the committees including the RC 

members shall not exceed 8

Total Committees 
The number of Committees shall be kept to the relevant minimum so 

that expenses on meetings etc can be minimised 

Meetings 

Finance Committee shall meet as often as necessary to enable smooth 

conduct of the conference.  Other Committees shall meet/ decide by 

circulation also 

Terms of reference 
The Terms of reference of the various committees shall be placed 

before the RC and approved with modifications, if any 

Procurement 

All procurement shall be negotiated and approved by the Procurement 

Committee and approvals shall be maintained.  All procurements shall 

be based on competitive sourcing.  All single sourcing exceeding Rs 

200,000 has to be approved by the Chairman after due consideration by 

Regional Council.  Purchase orders shall be raised for all spends > Rs 

10000 and shall be serially controlled.  All POs shall be approved by 

the Finance Committee also 

Conference 

register

The RO head shall cause to be maintained a Conference Register 

which shall document the entire conference along with all relevant 

approvals by the EC/ RC and the various committees.  Such register 

shall include Budgets, Committee constitution, Procurements, 

Registrations, Payouts, Budget vs Actuals as submitted from time to 

time 

Responsibility 

The key responsibility for ensuring compliance will vest with the Core 

Committee and Finance Committee who shall report any deviation by e 

mail 

Deviations 
No deviations to the budget beyond 5% shall be permitted without the 

approval of the RC/ intimation to RC/ EC members 

Conference Bank 

Account 

The Conference bank account shall be opened in the location of the RO 

and 2 of the Regional Council members shall also be the authorised 

signatories.  The Treasurer and the RO head shall be signatories

compulsorily 

Value RO officer Treasurer RC

members

RC

member

Upto Rs 

100,000

Compulsory Compulsory Not 

compulsory

Not 

compulsory

Above Rs 

100,000

Compulsory Compulsory Any one Any one 

Payment releases 

Payment releases to be in line with duly approved budget estimates, 

purchase orders and receipt of goods and services.  Advances may be 

avoided except for hall and catering 

Others Any other matters that may be pertinent 

Accounting and 

Reporting 

All income and expense entries to be properly authorised, 

supported by commitments in writing and accounted accurately in 

the proper period

Ensure prompt collection of all sponsorship amounts as committed 

Ensure that all liabilities are completely and comprehensively 

reflected in the books 
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Agenda Content

Tracking of 

expenses 

Suitable modes shall be devised to monitor actuals.  These would 

include food coupons, kit coupons etc 

Gifts and 

mementoes

No gifts/ mementoes shall be given to the delegates as this is expressly 

prohibited by ICAI.  Exceptions may be approved by The President.  

However this shall not be permitted in the election years 

Sponsorships 

All sponsorships shall be collected mostly upfront other than in 

exceptional cases of sponsors of the immediate past conference.

Banners/ Stalls/ Advertisements in souvenirs may be permitted 

only after an advance approval of the President.

All promotions as above shall be permitted only after the receipt of 

a confirmed commitment from the sponsor in writing for the same 

Profit sharing by 

participating 

branches 

Such arrangements shall be with the express approval of Regional 

Council 

Branch sponsors 
No Branch/ ICAI HO Committees shall sponsor/ defray any cost/ part 

of the cost of the conference.  No requests shall be made in this regard 

Concurrent events

No events shall be hosted concurrent to the conference at the same 

venue or alternate venue.  These include student events/ other member 

events.  However parallel tracks for women members, young members, 

members in industry may be permitted 

Conference Report 

The Conference Accounts shall be subject to Internal and Statutory 

Audit and the report shall be placed before the RC within 30 days of

completion of the conference.  Expenses in this connection may be 

budgeted for in the Conference Financials also.  This report shall also 

be approved by the Regional Audit Committee.  Such report shall 

specifically identify amounts spent on past/ present elected 

representatives

Force Majeure/ 

Deviation 

approvals

In case of drastic changes in budget estimates on registrations or on a 

expenses, the same shall be brought to the immediate notice of the RC/ 

ICAI HO and all Central Council members 

25.6. The Heads of Budget are as under 

Head of Spending Parameter Parameter Parameter

Hall rent and Infrastructure

Hall rent Rate / day Number of 

days

Infrastructure at venue Cost / Sq ft Total Sq Ft

Hiring of Furniture 

Tables Rate / day Number of

days

No of pieces

Chairs Rate / day Number of 

days

No of pieces

Others Rate / day Number of 

days

No of pieces

Catering

Catering  - major meals Rate / meal Number of 

days

No of persons

Refreshments and snacks Rate / unit Number of No of persons
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Head of Spending Parameter Parameter Parameter

days

Audio/ Video 

Hiring of audio equipments Rate / day Number of 

days

No of pieces

Hiring of video equipments Rate / day Number of 

days

No of pieces

Hiring of photographer Rate / day Number of 

days

No of persons

Hiring of video grapher Rate / day Number of 

days

No of persons

Advertising  and Publicity 

Newspaper Rate / insert No of inserts

ICAI Journal Rate / insert No of inserts

RO newsletter Rate / insert No of inserts

External publications Rate / insert No of inserts

Mass mails Rate / mail Mails/instance No of times

Mass SMS Rate / mail SMS/ instance No of times

PR manager Consolidated 

amount 

Travel 

RC members Pre conference Conference Post 

Conference

CC members Pre conference Conference Post 

Conference

Past RC/ Council members Conference

Committee members Pre conference Conference Post 

Conference

Speakers Conference

Office employees Pre conference Conference Post 

Conference

Others - technicians etc Pre conference Conference Post 

Conference

Stay 

RC members Pre conference Conference Post 

Conference

CC members Pre conference Conference Post 

Conference

Past RC/ Council members Conference

Committee members Pre conference Conference Post 

Conference

Speakers Conference

Office employees Pre conference Conference Post 

Conference

Others - technicians etc Pre conference Conference Post 

Conference
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Head of Spending Parameter Parameter Parameter

Transportation Expenses

Cab hire charges Pre conference Conference

Cultural program Costs 

Cost of Performing troupe etc Conference

Mementoes and shawls 

Dignitaries Rate / Unit No of units 

Speakers Rate / Unit No of units 

Souvenir printing

Books to be printed Rate / Unit No of books

Mementoes for delegates

Approved by President ICAI Rate / Unit No of kits 

Printing, Stationery

Note pads etc Rate / Unit No of kits 

26. Programs of ICAI Committees/ Endowment / Memorial lectures

26.1. The RCO shall conduct such programs as may be required by committees/ Board of the ICAI/

HO from time to time strictly in accordance with the Guidelines on the subject 

26.2. These include student and member programs 

26.3. All guidelines in relation to program recovery/ procurement and other controls shall be as 

stated in this manual

26.4. In case of endowment lectures, the program cost shall be defrayed out of the interest on such 

endowments.  In case of deficit, the same shall be borne by the Regional Council. Cost to be 

defrayed shall include all variable costs such as refreshments, mementoes to speakers etc

27. Scholarships to students

27.1. RCO shall ensure disbursement of scholarships based on endowments made by donors

27.2. Selection of students shall be done by RCO and DCO head based on criteria as stipulated by 

the donors

27.3. Efforts shall be made to broad base the selection process and invite as many applications as 

possible

28. Reading Room expenses

28.1. The initial cost of set up of such reading rooms shall be met by BoS grant. No additional 

expenses may be incurred

28.2. Deficit if any after accounting for reading revenues shall be met out of Student grants 

provided for the region by ICAI HO.  No specific revenue grants shall be provided for 

Reading rooms 

29. Statutory and Internal Audit

29.1. The RCO shall ensure timely completion of the Statutory and Internal Audit
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29.2. This document shall be provided along with the terms of reference to report non compliances, 

if any 

29.3. Comments and reports if any of the statutory auditor shall be placed before the Regional 

Council 

29.4. The internal audit reports shall be placed before the Regional council 

29.5. The half yearly and full year financial statements, duly audited shall be sent to ICAI HO by 

due dates as prescribed by them 

-x-
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Branch Finance and Operations Manual

1. Introduction

1.1. Robust Operating Procedures are an integral component in developing and maintaining an effective 

Internal Control Framework in organisations  

1.2. This Manual containing Standard Operating Procedures (SOPs) cover certain key aspects in relation to 

operations at Branches of the Institute of Chartered Accountants of India 

1.3. The key objectives of this Manual is to guide elected representatives and employees in the 

performance of their tasks as well as to administer a near uniform control framework across all the 

branches of ICAI  

1.4. Branches will continue to have operational flexibility in evolving their own work methodologies in so 

far as the broad principles enshrined in this document are followed  

1.5. This Manual together with the SOPs shall be complied in letter and spirit.  This is an auditable 

document for use by Internal as well as Statutory Auditors of the organisation   

1.6. This document may be modified/ enhanced from time to time as may be considered necessary in the 

context of the changing circumstances 

1.7. Users are responsible for understanding or seeking clarification of any rules outlined in this document 

and for familiarizing themselves with the most current version of this Manual 

1.8. This manual is the first step in documenting the basic levels of controls in the accounting, finance and 

reporting functions at the branches 

1.9. Exceptions, if any have to be approved in writing by the DCO head at the relevant Regional Council 

and should be obtained in advance of the conduct of the transaction.  The Branch incharge shall 

exercise his discretion in this regard.  The DCO head at the relevant Regional Council shall be the 

reporting authority for all the officials in the Branches 

1.10. Every effort has been taken to ensure that this Manual does not contradict the CA Act, Regulations or 

extant Council decisions.  It is, however, needless to clarify that in case any inadvertent contradiction 

is found, the CA Act, the Regulations, the Council decisions (in that order) will prevail. 

1.11. It shall be the collective duty of the Managing Committee to ensure compliance with every directions 

issued by the Council and advisories issued by the ICAI HO in respect of any aspect of functioning of 

the Branches.  For any non-compliance, the members of the Managing Committee will be jointly and 

severally answerable. 

2. Governance

2.1. All elected representatives and employees and staff of the branches shall ensure the highest standards 

of governance.  This means and implies that we understand our role as trustees of the organisation  

2.2. The Branch managing committee should lead the branches to conduct its business in a fair and 

transparent manner that befits our status as a world class regulator  

2.3. The below mentioned procedures provide the Branch management the necessary flexibility to conduct 

their operations and such freedom is exercised with timely reporting, compliance with laid down 

procedures and resultant accountability  

2.4. All acts shall reflect the highest sense of propriety and prudent conduct  

2.5. The auditor of the branch need not be based out of the same branch jurisdiction.

3. Branch Managing Committee

3.1.1. Each Branch shall be governed by a Managing Committee composed of:- 
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Six members in the case of a branch having upto 500 members and 8 members in the case of a branch 

having more than 500 members, to be elected by the members of the Branch in the manner stipulated 

by the Directions issued by the Council 

3.1.2. The Managing Committee shall elect the office bearers for a year as under  

3.1.3. The Chairman of the Managing Committee, and in his absence the Vice Chairman shall be the Chief 

Executive Authority of the Managing Committee. 

3.1.4. The Secretary shall be responsible for the performance of general duties in the office of the Branch 

under the guidance of the Chairman, or in his absence, the Vice-Chairman.   

3.1.5. The Treasurer shall cause true accounts to be maintained of the assets and liabilities and also of the 

moneys received and expended and shall deal with matters in respect of which such receipt and 

expenditure take place. 

3.1.6. The Office-bearers shall hold office until the meeting of the Managing Committee to be held in the 

latter half of the month of February in the next year 

3.1.7. The Managing Committee/Chairman must handover Closing/Compliance report to New Managing 

Committee/Chairman 

4. Delegation of Powers 

4.1. Guidelines for Delegation  

General Guidelines 

4.1.1. The objective of Delegation of Powers policy is to provide authority limits to the functionaries of the 

branches 

4.1.2. This Delegation of Authority policy is established to define the limits of authority designated to 

specified positions of responsibility within the Branches and to establish the types and maximum 

amount of obligations that may be approved by individuals.  

4.1.3. The approval of commitments and transactions outlined in this Manual must always be made by the 

parties who have been designated the responsibility for final approval 

Specific Guidelines 

4.1.4. Persons who have employees reporting to them should take all necessary steps to ensure their 

employees know and follow the Manual. 

4.1.5. Employees/elected members executing contracts and approving transactions are required to ensure that 

all appropriate approvals and reviews required by this Manual and other relevant policies and 

procedures have been obtained, and to ensure that appropriate documentation of these approvals is 

maintained 

4.1.6. Appropriate documentation can take various forms as in practice now and should be commensurate to 

the scale of operations.  All contracts shall be maintained with documentation of the appropriate 

approvals 

4.1.7. Dividing a commitment or transaction into two or more parts to evade a limit of authority is 

prohibited.  

4.1.8. It is emphasized that commitments and transactions cannot be approved by individuals having a lower 

level of approval authority than the specified transaction requires, except pursuant to a delegation of 

temporary authority 

4.1.9. No person shall approve a Purchase Order or approve payments to be released where such delegate is 

the beneficiary of the service or the payment  
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4.1.10. The Purchase Committee shall be constituted by the Branch (powers may be delegated to the 

Chairman for such constitution).  This shall include Branch Incharge as well as elected members.  For 

this purpose, at the meeting of the Branch Managing Committee where office bearers are elected for the 

year, an agenda item should be included for giving the authority to the Chairman.   

4.1.11. The Committee shall ensure compliance with overall Purchase policy as may be issued by ICAI for 

the Branches, as may be amended by ICAI HO from time to time, and approvals shall be obtained for all 

purchases 

4.2. Delegation of Authority for negotiations and commitments by branches  

4.2.1. The following personnel are empowered to negotiate contracts with suppliers.  Approvals shall be 

documented on the papers of negotiations and a record shall be maintained of such negotiations 

4.2.2. The underlying principle here is that all collective wisdom shall prevail in respect of all transactions 

above a threshold value 

4.2.3. Negotiations shall be conducted and approvals shall be documented and a record shall be maintained 

of such negotiations 

Mega Large Medium Small Micro 

      

Chairman  Upto 50000 50000 50000 25000 25000 

      

Executive Committee 

(atleast 3 members shall 

be present ) 

Upto Rs 

100000 

Upto Rs 

100000 

Upto Rs 

100000 

Upto Rs 

50000 

Upto Rs 

50000 

      

Managing Committee 

Atleast 50% shall be 

present  

>Rs 100,000 >Rs 100,000 >Rs 100,000 >Rs 50,000` >Rs 50,000` 

4.2.4. In case of the following regular spends where amounts are likely to exceed the above value, a 

statement indicating payee wise spends may be placed for MC approvals at the first/ second MC 

meetings so that a one-time approval may be accorded.  This approval should not be confused with 

overall budget approval for fixed expenses of periodical nature like salaries of the staff, GMCS, 

Orientation programme, ITT staff, hall rent if any in case of GMCS/ITT/Orientation programme and 

other similar services.  

5. Conduct of Meetings 

5.1. The Secretary shall ensure that meetings are conducted in a formal, efficient and effective manner  

5.2. Branches shall ensure that necessary number of meetings are conducted in a year.  Provided that every 

year one meeting shall be held between 16thday of February and 28thday of February.  

5.3. Meetings shall be held at the branch premises  

5.4. Notice, Agenda shall be sent in advance as stipulated in the Directions issued by the Council in terms of 

Regulation 159(3) of the Chartered Accountants Regulations, 1988 

5.5. The notice for calling EC/ Managing Committee must have detailed agenda items with reasons (like 

explanatory statement) 

5.6. Attendance updation shall be ensured  

5.7. Meetings shall be planned in such a way that they are commenced at an appropriate time based on the 

volume of agenda items to be considered so as to complete without hurry or haste 
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5.8. Summary of decisions shall be read out at the end of the meeting  

5.9. Draft minutes shall be sent to all members of the Managing Committee within 7 to 10 days of the meeting 

and shall be confirmed at the next meeting of the Committee after incorporating the comments, if any, 

received from MC members and accepted by the MC. 

5.10. Additional agenda items may be sent by Managing Committee members in advance upto 7 days of the 

meeting 

5.11. Minutes shall be filed / pasted in a minutes book maintained for the purpose and shall not be 

maintained in loose form and shall be kept in safe custody 

5.12. For further guidance on conduct of meetings including aspects such as Chairman of the meeting, 

adjournments, concept of majority etc please refer the Council Directions as amended from time to time 

6. Submission of Budgets 

6.1. Revenue Budget  

6.1.1. The branch shall prepare and send a Revenue Budget as required by Head office by 12th February each 

year – preliminary estimates in January and revised budget in July.The format for submitting 

budgetary proposal is given as Annexure to this Manual. 

6.1.2. Such budget shall be prepared on a zero base basis and also give due regard to the activities of the past 

year 

6.1.3. Branch shall prepare the budget in the template as provided by ICAI HO 

6.1.4. Branch shall address all queries on the budget from HO / Regional Budget and Finance Committee in 

a timely manner 

6.1.5. Approval to budget shall be maintained on record  

6.1.6. The budget shall be prepared to ensure that there is no loss in the relevant period  

6.1.7. The actual financials shall be compared with the budget on a monthly basis to evaluate the financial 

position of the branch and to ensure that losses, if any can be minimized 

6.1.8. Items of capital nature shall not be factored in these budgets  

6.1.9. The budget document shall be signed by the Management Committee  as a permanent record for the 

year  

6.2. Capital Budget 

6.2.1. The branch shall prepare and send a Capital Budget as required by Head office by 12
th February each 

year within the time limit as stipulated by the HO.  Revised budget shall also be submitted in timely 

basis.The format for submitting budgetary proposal is given as Annexure to this Manual. 

6.2.2. Such budget shall be prepared on a zero base basis and also give due regard to the genuine capital 

expense requirements based on the activities of the past year 

6.2.3. Approval to budget shall be maintained on record 

6.2.4. Branch shall address all queries on the budget from HO / Regional Budget and Finance Committee in a 

timely manner  

6.2.5. Due consideration should be given to idle assets while requesting for new funds  

6.2.6. Lease vs buy decisions shall be evaluated before preferring capital expenditure  

6.2.7. The actual capital spends shall be compared with the budget on a monthly basis to evaluate and ensure 

that capital purchase orders are not in excess of the approved budgets  

6.2.8. The budget document shall be signed by the Management Committee  as a permanent record for the 

year  
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7. Fixed Assets 

7.1. Fixed asset acquisitions shall be as stated in the Budget. No new / extra items may be purchased  

7.2. The value limits as per the approved budget shall be adhered to  

7.3. All purchases shall be on the basis of competitive sourcing and as per the Delegation of Powers in the 

previous section 

7.4. Purchase orders shall be issued to vendors with the key terms of purchase (format is given in the 

Annexures) 

7.5. For the purpose of the above, the branch shall empanel as many vendors as possible (not less than 4-5 

for any category).  Quotes shall be obtained only from approved vendors and not new parties.  Vendor 

empanelment is discussed in the procurement section  

7.6. Assets shall be capitalized on the date they are put to use except for ready to use assets such as 

computers, generators, laptops etc and be guided by the relevant Accounting Standards  

7.7. Assets shall be depreciated from the date they are put to use as per the rates advised / used in this 

regard 

7.8. Additions shall be recorded immediately in Tally.  All papers relating to  asset purchases including 

capex approval, negotiations, purchase orders , contracts , installation certificates shall be filed properly  

7.9. Supplier payments shall be made based on physical verification of the asset purchased and comparison 

with invoice by the Treasurer 

7.10. The branch shall maintain a fixed assets register containing details of Asset name, Type, Supplier 

name, Bill reference, Bill date Date of capitalisation, Amount, Unique serial number if any, 

Depreciation , Net value  

7.11. In case asset register is maintained in excel, care should be taken to ensure that records are not deleted / 

substituted accidentally or otherwise  

7.12. Asset balances as per Tally shall be reconciled to the Fixed assets register maintained 

7.13. Asset disposals shall be strictly based on competitive tendering.  All disposals shall be approved by the 

Management Committee in a physical meeting and not by circulation 

7.14. All assets shall be tagged with an identification number 

7.15. All idle assets shall be kept in safe custody 

7.16. The assets of the branch , including idle assets if any, shall be verified annually and reconciled to the 

Fixed assets register of the branch and the report shall be reviewed by the Branch Internal Auditor, if 

appointed or by any  Two members of the Managing Committee ( non-office bearers ) 

7.17. Excess / Shortage if any shall be properly accounted “after” approval by the Branch managing 

committee  

7.18. All excess / shortage shall be reported to HO in the format to be prescribed 

7.19. Supplier payments for fixed assets / capital items shall be made after ensuring all terms and conditions 

are fulfilled.   

7.20. Retention money at not less than 5% including TDS shall be held back compulsorily in case of 

contracts relating to civil, electrical , mechanic works etc in case of all works contracts > Rs 200,000 

7.21. Justification should be given while replacing an item with new one in Capital Budget. 

7.22. Overall monetary limit on Furniture and Fixturebased on square feet area of the Branch should be there. 

8. Investments 

8.1. Idle funds of the branch should be appropriately invested to enable revenue on the same  
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8.2. The Managing Committee may invest any money for the time-being standing to the credit of the Fund 

in any Government Securities or in any other Securities approved by the Regional Council concerned 

8.3. Interest shall be properly accounted on such investments  

8.4. TDS if any shall be properly reconciled to the interest income.  The Managing Committee should 

submit Exemption Certificate to the bankers (obtained from HO) so that TDS is not charged on interest 

income. 

9. Inventory of Stock of Books and Gift items 

9.1. The branches dealing with publications, study materials and gift items, if any shall maintain proper stock 

records showing details of  

Receipts  

Issue  

Closing balance  

9.2. Stocks shall be verified with reference to books on a quarterly basis and reports of the same shall be 

placed before the Managing Committee of the branch  

9.3. Excess / Shortage, if any shall be properly accounted “after” approval by the Branch managing 

committee  

9.4. All excess / shortage shall be reported to HO in the format to be prescribed 

9.5. Outdated Publication should be reported separately and process of dispose of the same should be laid 

down.The disposal/weeding out policy is given in the Annexures. 

10. Cash Operations 

10.1. Cash receipts from Annual registrations or CPE programs shall be duly accounted along with a day wise 

summary of transactions 

10.2. All cash receipts shall be banked on a intact basis and funds shall be drawn out separately for daily use  

10.3. Cash receipts and payments shall be accounted for on a daily basis  

10.4. Serially numbered Cash receipts shall  be issued for all collections  

10.5. Cash payment vouchers shall be authorized , supported properly by original documents, tallied to the 

underlying supportings and defaced on payment  

10.6. Such vouchers shall be filed and maintained properly  

10.7. In case of branch cash holding likely to exceed Rs 20,000, the same should always be kept in a safe box 

and in dual custody  

10.8. Cash including petty cash shall be physically verified and reconciled to the books on a weekly basis by 

any one member of the Managing committee ( designated or by rotation ) and reconciled to books .  

Evidence of the count shall be maintained  

10.9. Three surprise cash counts shall be undertaken in a quarter by the Treasurer of the branch and reconciled 

to books.  Evidence of the count shall be maintained  

10.10. If cash account is not updated prior to cash count, the same shall be brought to the attention of the 

managing committee for immediate remediation. The objective is to ensure that cash transactions are 

updated promptly 

10.11. Any cash shortage shall be brought to the notice of all members of the Managing Committee on an 

urgent basis and reported to HO 

10.12. Cash shall be adequately insured including in transit cash 

11. Bank Operations 
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11.1. The funds of the Branch shall be kept any of the scheduled banks approved by the Central Council in 

this behalf. 

11.2. The Managing Committee shall not do borrowings, without the prior sanction of the Central Council 

11.3. Opening of new bank accounts, closure of existing bank accounts and changes in authorised signatories 

to branch bank accounts require prior approval of the ICAI HO and branch managing committee 

11.4. The branch shall maintain a list of cheque signatories on record along with specimen signatures of such 

persons 

11.4.1.All cheques shall be signed jointly. As the Treasurer is the custodian of the funds of the Branch, it 

shall be ensured that the Treasurer is one of the signatories.  The Branch In-chargeshall also be one of 

the signatories. 

11.5. Any change in signatories may be effected only by a resolution of the Managing Committee   

11.6. All cheques received should contain A/C Payee crossing and shall be recorded in a cheque inward 

register  

11.7. Cheques, as well as cash receipts, if any, shall be accounted and then banked within 24 hours of receipt 

11.8. Bank payment vouchers shall be authorized , supported properly by original documents, tallied to the 

underlying supportings and defaced on payment 

11.9. Bank payments shall be done as per joint signatories as specified  

11.10. Bank Reconciliation shall be performed for all bank accounts on a monthly basis and all outstanding 

items to be examined.  The review of BRS to be evidenced by the Treasurer and kept on record   

11.11. All idle/ dormant accounts should be reviewed periodically and BRS to be done for the above accounts 

also  

12. CPE programs – Financials 

12.1. The dominant objective of the CPE programs is to enable education and training of members 

12.2. However, care should be taken to ensure that losses on individual programs, at the planning stage, do 

not exceed slabs as specified below on a per program basis  

Mega Large Medium Small Micro 

      

Losses, if any  Upto 25000 Upto 25000 Upto 20000 Upto 15000 Upto 15000 

      

12.3. A Statement of Budgeted Income and Expenditure shall be prepared for all CPE programs and efforts 

should be made to reduce spends if actual member registrations show a lower trend than expected 

12.4. Contracts for supply of food, materials should be largely kept on variable basis 

12.5. The CPE Income and Expense statement shall be prepared on a quarterly basis and circulated to all 

Managing Committee members for their review, comments and further actions 

12.6. The above statement should also be discussed at Managing Committee meetings 

12.7. The amount received as delegate fees should tally with CPE Hours generated during the year.In any 

case delegate fees cannot be less than CPE Hours generated. 

13. GMCS, Orientation and ITT Classes 

13.1. The branch should ensure adherence to all guidelines in the conduct of GMCS, orientation and ITT 

Classes including content and program formats, payouts, attendance of students, inaugural and 

valedictory sessions  

13.2. The branch shall ensure that the quality of faculty and programs is maintained  
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13.3. Panel of faculty shall be placed before the Managing Committee of the branch for review on an annual 

basis 

13.4. Faculty performance shall be monitored for improvements on batch-to-batch basis, and replacements be 

effected as may be considered necessary  

13.5. Faculty shall not engage in HR placement activity either directly or indirectly 

13.6. Faculty shall not engage in election campaigning for candidates to Branch Management Committee/ 

Central/ Regional Council. 

14. ICAI HO Grants related 

14.1. The branch shall avail and utilise grants provided by ICAI HO 

14.2. Requests for grants shall contain complete details of the proposal in order to enable effective decision 

making  

14.3. The terms and conditions of the grants shall be complied by the branches especially in case of programs 

related grants  

14.4. Request for reimbursements shall be made as per stipulated timelines along with the supporting 

documentation for the same 

14.5. The pending grants shall be reviewed by providing details of the same to the Managing Committee on a 

quarterly basis  

15. Loans and Advances 

15.1. As far as possible, branches shall not grant advances for any activity  

15.2. In case of specific requirements, the same shall be approved by the Managing Committee as per the 

delegation of authority specified above  

15.3. Advances not exceeding Rs 10000 may be provided once annually to the employees covered under 

Branch Employee Scheme to be recovered within 3 months may be granted at the discretion of the 

Chairman 

15.4. Advances shall be promptly accounted in Tally.  

15.5. No further advances shall be paid unless earlier advances are settled ( for capital / revenue expenses by 

the same supplier ) 

15.6. A quarterly report shall be generated of all advances pending adjustment providing party wise details 

and date of disbursement  

15.7. Any write off of advances needs to be authorised by the Managing Committee and reported to the HO 

in the format provided for the purpose  

16. Library Operations 

16.1. The branches operating libraries shall maintain proper stock records showing details of  

Receipts  

Issue  

Closing balance  

16.2. For the above purpose, the Library software of the HO shall be utilized  

16.3. Stocks shall be verified with reference to books on a half yearly basis and reports of the same shall be 

placed before the Managing Committee of the branch  

16.4. Excess/ Shortage, if any shall be properly accounted “after” approval by the Branch managing 

committee  
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16.5. All excess/ shortage shall be reported to HO in the format to be prescribed 

16.6. The principles laid down in Purchase Policy shall be adhered to while procuring books for the Library. 

16.7. Separate Register should be maintained for caution money received from Members/Students 

17. Purchase of Goods and Services 

Vendor Empanelment  

17.1. All vendors shall have an established track record of 3 years (excluding ICAI contracts, if any).  

Financials and other supporting documents shall be obtained for this purpose 

17.2. All branches shall empanel 4 – 5 vendors for all major category of purchases.  This empanelment shall 

be approved by the Managing Committee in a meeting  

17.3. The empanelled vendors list shall be placed before the Managing Committee every year and new 

vendors may be considered for inclusion  

17.4. Vendors shall not be relatives (income tax act definition)/ partners to the members of the managing 

committee of the branch or be clients of such Managing Committee members 

17.5. In case of exceptional circumstances where related parties are utilised, the same shall be reported in 

the template provided by ICAI HO  

Purchase Orders  

17.6. All purchases of goods and services exceeding Rs 10,000 shall be on the basis of competitive buying 

17.7. All purchases shall be documented through Serially numbered Purchase orders or contracts which 

would contain standard terms and conditions as per format communicated by HO 

17.8. Every Purchase order/contract, shall contain complete details of Items of Goods / services, quantity, 

unit rate, taxes applicable etc 

17.9. Any amendment to the PO should be referred back to the original authorities based on the DOA 

matrix and additional authorities if the value exceeds the slab  

17.10. For all items of purchases above Rs 100,000 , request for Quotations shall be circulated to empanelled 

vendors and quotations shall be received in sealed covers   

17.11. For purchases lower than Rs 100,000 ( transactions are not to be split ), quotations may be received 

from empanelled vendors by email but a pdf file and not on the body of the mail  

17.12. A comparative statement of quotes shall be prepared and evaluated.  Final Quotes after negotiation 

shall be re-obtained and tabulated from all vendors   

17.13. In case contract is not awarded to L1, the same shall be approved by all Managing Committee 

members and a report be sent in the template provided by ICAI HO 

17.14. All receipts of materials shall be evidenced through (Goods Receipt Note) GRNs or in case of services 

by a separate Service receipt certificate by the person who has requested the service or by the office  

17.15. Payments shall be made after verifying PO’s and Contracts and confirming quantity and quality of 

materials and service receipt, including accounting for TDS and retention money. 

17.16. Retention Money Record should be maintained and periodically checked as to the return of the 

retention money after the specified period subject to the satisfaction of the Regional Council) 

17.17. In case of contracts requiring independent work certification (e.g. Construction contracts/ painting/ 

renovation/ carpentry), such certifying parties shall not be related to the vendor 

17.18. In these cases, independent measurements should form part of the payment review and approval 

process 

17.19. Due test checks shall be applied on invoices prior to certification 
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17.20. Verification against advances made and after recovery and accounting entries of the same shall be 

ensured 

17.21. Verification against earlier progress payments made to be done to ensure that the total payments does 

not exceed the contract value  

17.22. TDS shall be ensured at the applicable rates in force 

17.23. Single sourcing is strictly prohibited.  In case of exceptional circumstances, the same shall be 

approved by the concerned DCO head. 

17.24. The major categories of spends for which vendors shall be empanelled are as under: 

Categories Categories 

Hotels for stay  Travel agencies  

Hotels for conduct of programs  Telecom service providers 

Caterers Car hire  

Civil Works  Public relations agencies  

Electrical works Video / Audio equipment hirers 

Plumbing works  Photography / videography  

Security  Webcasts  

Manpower  Library books vendors  

Printing and stationery consumables  Courier  

Newsletter printers  Audio recording   

Souvenir printers  Photocopying vendors  

Equipment hirers Furniture hirers 

Mementoes and Gifts  Any others  

18. Record Retention 

18.1. Branch shall ensure that all records/ documents and vouchers are properly filed  

18.2. All records shall be properly indexed and filed to ensure that these can be retrieved on demand  

18.3. All records to be retained for a 8 year period 

18.4. In case of loss of any records, same to be intimated to ICAI HO in template provided  

19. Scrap Disposal 

19.1. Details of all scrap materials – assets, books etc should be placed before the Managing Committee on 

a quarterly basis  

19.2. Quotations to be received from vendors  

19.3. Contract to be awarded to the highest bidder  

19.4. All scrap sales shall be against DD in favour of ICAI received in advance of the sale 

19.5. All scrap sales to be reported in a template provided by ICAI HO  

19.6. The scrap in book form should be sent for pulping and proceeds therefrom should be accounted for. 

20. Insurance 

20.1. Branches shall cause all assets to be insured in accordance with the guidelines issued by the ICAI HO. 

20.2. All new assets purchased shall be communicated to the HO for inclusion in the policy and assets 

retired/sold shall be removed from insurance coverage. 

21. Newsletter printing 
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21.1. Printing of newsletters shall be as stipulated by ICAI HO.  Guidelines, if any , in relation to migration 

to e form of newsletters shall also be strictly adhered to  

21.2. Printing of newsletters shall be done on a self-sustaining basis  

21.3. The Chairman shall ensure compliance to HO guidelines (given in the Annexures) in relation to  

Number of pages  

Number of pages containing photographs 

Content of the newsletter  

21.4. The Managing Committee shall endeavour to switch over to newsletter in e format only and not the 

physical copy with immediate effect. 

21.5. Contracts for newsletter shall be strictly on the basis of competitive sourcing with Annual tenders for 

the same

22. Hiring of temporary manpower 

22.1. All temporary manpower shall be budgeted for in the beginning of the year 

22.2. Job roles and responsibilities shall be clearly documented in writing before hiring and approved by the 

MC

22.3. Candidates shall be interviewed / tested before approval and the same shall be recorded in writing 

22.4. Manpower shall be placed only through agencies with track record and with relevant capabilities to 

manage PF / ESI compliance 

22.5. Agencies shall be empanelled through a competitive process  

22.6. Attendance shall be tracked for all such manpower and approved by Branch Treasurer before the 

payroll is processed 

22.7. A register of all such temporary employees shall be maintained by the Branches  

23. Sub-Regional Conferences/Other Conferences/National Programmes 

23.1. Conference Incomes and Expenses account for a significant portion of the transactions through put in 

the branches.  Due care should be taken in the conduct of such conferences. Losses should be avoided 

at all costs 

23.2. All transactions and decisions to reflect the highest sense of propriety and governance 

23.3. Ensure that all costs are defrayed through sponsorships / registration charges  

23.4. The Approval for the Conference shall be obtained in a meeting of the MC along with the following 

details presented for the same.   

23.5. The following items shall be placed as part of the agenda and discussed and approved by the MC  

Agenda Content 

Date Best possible date with due accommodation for statutory filing dates  

Location  Chairman’s discretion  

Budget  

Detailed heads as per format presented to be done at different Attendance levels 

– 200 + nos of sensitivity ( eg. 1200 – 1400 – 1600 – 1800 – etc ).  The items in 

the budget shall also be indicated as fixed or variable.  Each item of the budget 

shall be referred by a Line reference.  Funds cannot be reallocated across line 

references beyond 5% at each line  

Key Committees  

The proposed constitution of the key committees shall also be tabled for MC to 

approve the same.  This includes Core Committee, Finance Committee and 

Purchase Committee.  Cooptions are at the discretion of the Chairman.  The 

maximum number of members in the committees including the MC members 

shall not exceed 8.  MC members shall be included as Chairman in all 



78

Agenda Content 

committees.  Treasurer shall be included in Finance and Purchase Committee. 

Branch head and DCO head, if any in the branch , shall also be included in the 

above committees  

Total Committees  
The number of Committees shall be kept to the relevant minimum so that 

expenses on meetings etc can be minimised  

Meetings  
Finance Committee shall meet as often as necessary to enable smooth conduct of 

the conference.  Other Committees shall meet / decide by circulation also  

Terms of reference  
The Terms of reference of the various committees shall be placed before  the 

MC and approved with modifications, if any   

Procurement  

All procurement shall be negotiated and approved by the Procurement 

Committee and approvals shall be maintained.  All procurements shall be based 

on competitive sourcing.  All single sourcing exceeding Rs 200,000 has to be 

approved by the  after due consideration by Regional Council.  Purchase orders 

shall be raised for all spends > Rs 10000 and shall be serially controlled .  All 

PO’s shall be approved by the Finance Committee also  

Conference 

register 

The Chairman shall cause to be maintained a Conference Register which shall 

document the entire conference along with all relevant approvals by the EC / RC 

and the various committees.  Such register shall include Budgets, Committee 

constitution , Procurements, Registrations, Payouts, Budget vs Actuals as 

submitted from time to time 

Responsibility  
The key responsibility for ensuring compliance will vest with the Core 

Committee and Finance Committee who shall report any deviation by e mail  

Deviations  
No deviations to the budget beyond 5% shall be permitted without the approval 

of the MC / intimation to MC  

Conference Bank 

Account  

The Conference bank account shall be opened in the location of the branch and 

the authorised signatories shall be the same as those of the branch .  The 

Treasurer and the Chairman of the branch shall be a signatory compulsorily .  

For contracts exceeding Rs 100000, one more member of the MC shall approve 

the transaction  

Value Chairman  Treasurer MC 

members 

MC 

member 

Upto Rs 100,000 Compulsory Compulsory Not 

compulsory 

Not

compulsory 

Above Rs 100,000 Compulsory Compulsory Any one  Any one  

Payment releases  

Payment releases to be in line with duly approved budget estimates, purchase 

orders and receipt of goods and services.  Advances may be avoided except for 

hall and catering  

Others  Any other matters that may be pertinent  

Accounting and 

Reporting  

All income and expense entries to be properly authorised, supported by 

commitments in writing and accounted accurately in the proper period 

Ensure prompt collection of all sponsorship amounts as committed  

Ensure that all liabilities are completely and comprehensively reflected in 

the books  

Tracking of 

expenses  

Suitable modes shall be devised to monitor actuals.  These would include food 

coupons, kit coupons etc  

Gifts and 

mementoes 

No gifts / mementoes shall be given to the delegates as this is expressly 

prohibited by ICAI.  Exceptions may be approved by The President.  However 

this shall not be permitted in the election years  

Sponsorships  

All sponsorships shall be collected mostly upfront other than in exceptional 

cases of sponsors of the immediate past conference. 

Banners / Stalls / Advertisements in souvenirs may be permitted only after 
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Agenda Content 

an advance  

All promotions as above shall be permitted only after the receipt of a 

confirmed commitment from the sponsor in writing for the same  

Profit sharing by 

participating 

branches  

No such arrangements will be permitted except for Joint conferences by 

branches  

Branch sponsors  
No other Branch / RO committees shall sponsor / defray any cost / part of the 

cost of the conference.  No requests shall be made in this regard  

Concurrent events 

No events shall be hosted concurrent to the conference at the same venue or 

alternate venue.  These include student events / other member events.  However 

parallel tracks for women members, young members, members in industry may 

be permitted 

Conference Report  

The Conference Accounts shall be subject to Internal and Statutory Audit and 

the report shall be placed before the MC within 30 days of completion of the 

conference.  Expenses in this connection may be budgeted for in the Conference 

Financials also .  Such report shall specifically identify amounts spent on past / 

present elected representatives 

Force Majeure / 

Deviation 

approvals 

In case of drastic changes in budget estimates on registrations or on a expenses, 

the same shall be brought to the immediate notice of the RC / ICAI HO and all 

Central Council members  

23.6. The heads of budget are as under: 

Head of Spending Parameter Parameter Parameter

Hall rent and Infrastructure 

Hall rent  Rate / day  

Number of 

days 

Infrastructure at venue Cost / Sq ft Total Sq Ft 

Hiring of Furniture  

Tables Rate / day  

Number of 

days No of pieces 

Chairs Rate / day  

Number of 

days No of pieces 

Others  Rate / day  

Number of 

days No of pieces 

Catering 

Catering  - major meals  Rate / meal 

Number of 

days No of persons 

Refreshments and snacks  Rate / unit 

Number of 

days No of persons 

Audio / Video  

Hiring of audio equipments Rate / day  

Number of 

days No of pieces 

Hiring of video equipments Rate / day  

Number of 

days No of pieces 

Hiring of photographer  Rate / day  

Number of 

days No of persons 

Hiring of video grapher  Rate / day  

Number of 

days No of persons 
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Head of Spending Parameter Parameter Parameter

Advertising  and Publicity  

Newspaper Rate / insert No of inserts 

ICAI Journal  Rate / insert No of inserts 

RO newsletter Rate / insert No of inserts 

External publications  Rate / insert No of inserts 

Mass mails  Rate / mail 

Mails / 

instance No of times 

Mass SMS  Rate / mail 

SMS / 

instance No of times 

PR manager 

Consolidated 

amount  

Travel

RC members Pre conference Conference 

Post 

Conference 

CC members Pre conference Conference 

Post 

Conference 

Past RC / Council members Conference

Committee members Pre conference Conference 

Post 

Conference 

Speakers  Conference 

Office employees Pre conference Conference 

Post 

Conference 

Others - technicians etc  Pre conference Conference 

Post 

Conference 

Stay  

RC members Pre conference Conference 

Post 

Conference 

CC members Pre conference Conference

Post 

Conference 

Past RC / Council members Conference

Committee members Pre conference Conference 

Post 

Conference 

Speakers  Conference 

Office employees Pre conference Conference 

Post 

Conference 

Others - technicians etc  Pre conference Conference 

Post 

Conference 

Transportation Expenses 

Cab hire charges Pre conference Conference 

Cultural program Costs  

Cost of Performing troupe etc  Conference

Mementoes and shawls  

Dignitaries Rate / Unit No of units  

Speakers  Rate / Unit No of units  
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Head of Spending Parameter Parameter Parameter

Souvenir printing 

Books to be printed Rate / Unit No of books 

Mementoes for delegates 

Approved by President ICAI Rate / Unit No of kits  

Printing, Stationery 

Note pads etc  Rate / Unit No of kits  

24. Programs of ICAI Committees / Endowment / Memorial lectures 

24.1. The branches shall conduct such programs as may be required by committees/ Board of the ICAI/ HO 

from time to time strictly in accordance with the Guidelines on the subject  

24.2. These include student and member programs  

24.3. All guidelines in relation to program recovery/ procurement and other controls shall be as stated in this 

manual 

24.4. In case of endowment lectures, the program cost shall be defrayed out of the interest on such 

endowments.  In case of deficit, the same shall be borne by the Regional Council.  Cost to be defrayed 

shall include all variable costs such as refreshments, mementoes to speakers etc 

25. Reading Room expenses 

25.1. The initial cost of set up of such reading rooms shall be met by BoS grant. No additional expenses 

may be incurred 

25.2. Deficit if any after accounting for reading revenues shall be met out of Student grants provided for the 

region by ICAI HO.  No specific revenue grants shall be provided for Reading rooms  

26. Statutory and Internal Audit 

26.1. The branch shall ensure timely completion of the Statutory and Internal Audit 

26.2. This Finance manual shall be placed before the auditors for confirming compliances therewith  

26.3. This document shall be provided along with the terms of reference to report non compliances, if any  

26.4. Comments and reports if any of the statutory auditor shall be placed before the Regional Council  

26.5. The internal audit reports shall be placed before the Regional council  

26.6. The half yearly and full year financial statements, duly audited shall be sent to ICAI HO by due dates 

as prescribed by them  

-x- 
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Chapter-5 

Procedure for appointment of auditors of 

various units of the Institute of Chartered 

Accountants of India
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Procedure for appointment of auditors of various units of 

the Institute of Chartered Accountants of India

The appointment of auditors across the Institute should be as per the terms of reference of Audit 

Committee (i.e. Central Audit Committee / Regional Audit Committees). All appointments of 

auditor at Institute should be routed through Audit Committee. Any appointments without the 

approval of Audit Committee would be null and void. 

While considering the appointment of auditors of various units of the Institute, the following 

condition must be fulfilled:

1. Panel of firms of Chartered Accountants be prepared by Head Office by calling Expression 

of interest based on basic criteria of appointment.

2. Eligibility Criteria:

a. Basic Criteria:

S. No. Categories Basic Criteria

1. Regional Councils, 

Decentralized Offices 

and Branches located 

at Decentralized 

Offices

Firm with a minimum of 5 partners of which at least 2 

partners should be FCAs.

Firm’s standing should be of at least 10 years.

The firm should have minimum Statutory Audit experience 

of 5 years in public sector undertaking / banks branches.

At least two partners should have a continued association of 5 

years or more with the firm.

Head Office of firm should be located at the concerned 

district/city.

2. Branches

having membership 

strength more than 

1000 (other than 

branches located at 

Decentralized Offices)

Firm with a minimum of 3 partners of which at least 1 partner 

should be FCA.

Firm’s standing should be of at least 7 years.

The firm should have minimum Statutory Audit experience 

of 5 years in public sector undertaking / banks branches.

Head Office of firm should be located at the concerned 

district/city.
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S. No. Categories Basic Criteria

having membership 

strength from 500 to 

1000

Firm with a minimum of 2 partners of which at least 1 partner 

should be FCA.

Firm’s standing should be of at least 5 years.

The firm should have minimum Statutory Audit experience 

of 3 years in public sector undertaking / bank branches.

Head Office of firm should be located at the concerned 

district / city.

having membership 

strength less than 500 

members

Either proprietorship or partnership. 

Firm’s standing should be at least 3 years.

The firm should have minimum Statutory Audit experience 

of 1 year in public sector undertaking / bank branches.

Head Office of firm should be located at the concerned 

district/city.

3. Criteria in addition to basic criteria of appointment of auditors - The appointment of 

auditors would be subject to:

The Chartered Accountants Firm or any of its partners shall not be declared guilty of any 

professional and/or other misconduct under the provisions of the Chartered Accountants Act, 

1949 during the current year and immediate past five years.

The firm or any of its partners shall not have any pecuniary or other interest in the ICAI such 

as faculty, examiner, observer etc.

The partners of the firm or their relatives is / was not a member of Central Council/ Regional 

Council, Branch Managing Committee of ICAI during the current year and immediate past 

four years.

The audit firm does not have any association with foreign audit firms.

Statutory Auditors of the Regional Councils and Head Office of Institute shall be subject to 

peer review and peer review certificate be obtained before the appointment.

Auditors shall generally continue for a period of three years unless a change is called for in 

the intervening period. The specific reasons for disqualification of auditors shall be minuted.

Selection of firms out of such empanelled firms be done based on following fields:

a. Category of firm
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b. Status of Peer Review

c. Full time FCA partners

d. Full time ACA partners

e. Full time CA employees

f. Year of establishment of the firm

The synchronization of above criteria shall be maintained till the selection of single CA firms 

for a particular unit.

Appointment of auditor shall not be only based on the above criteria but also the view of 

competent authority about firms’ capability to handle audit and past performance be also 

considered.

The decision of the competent authority shall be final w.r.t. appointment, reappointment, 

removal and fixation of audit fees of auditors.

4. Relevant statutory requirements in terms of the Chartered Accountants Act, 1949 and the 

Chartered Accountants Regulations, 1988

A. For appointment of Statutory Auditors of Regional Councils of ICAI:

Clause (3) (i) of Regulation 138 of The Chartered Accountants Regulations, 1988 states:

The accounts of a Regional Council, as maintained by the treasurer, shall be audited every 

year by a chartered accountant in practice or a firm of such chartered accountants appointed 

by the Regional Council.

Clause (4) of Regulation 138 of The Chartered Accountants Regulations, 1988 states:

If any vacancy occurs in the office of an auditor between two annual general meetings, it 

may be filled by the Regional Council, and the person so appointed as auditor shall hold 

office until the next annual general meeting:

Provided that during such vacancy, the continuing auditor, if any, may act alone.

B. For appointment of Statutory Auditors of branches of ICAI:

Clause (3) of Regulation 159 of The Chartered Accountants Regulations, 1988 states:

A branch shall function subject to the control, supervision and direction of the Council 

through the Regional Council and shall carry out such directions as may from time to time be 

issued by the Council.
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Clause 47 (i) of the revised directions of the Central Council relating to functions of the 

branches of Regional Councils states:

The annual accounts of the Branch shall be subject to audit by a chartered accountant in 

practice or by a firm of such chartered accountants appointed in this behalf by the Regional 

Council concerned. 

5. Audit Fee Structure:

Audit Fees Structure for financial year 2019-20

S. 

No.

Particulars Statutory 

Audit Fees

Internal Audit Fees

1 Regional Councils Rs.60,000/- Consolidated audit fees for:

WIRC & WRO – Rs.1,20,000/-

SIRC & SRO – Rs.1,00,000/-

NIRC & NRO – Rs.80,000/-

EIRC & ERO – Rs.80,000/-

CIRC & CRO – Rs.80,000/-

2 DCO attached with Regional 

Councils except NRO

Rs.80,000/-

NRO Rs.40,000/-

3 DCO & Branch located at DCO Rs.60,000/- Rs.75,000/-

4 Branches having membership 

strength above 1000

Rs.40,000/- Rs.40,000/-

5 Branches having membership 

from 501 to 1000

Rs.30,000/- Internal auditors are not 

appointed

6 Branches having membership 

strength upto 500

Rs.20,000/- Internal auditors are not 

appointed
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Chapter-6 

Infrastructure Policy for Branches and 
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Categorization of Branches based on No. of Members as on .2.201

Type Members Strength No. of Branches

I Upto 250 5

II 251 to 750

III 751 to 1500

IV 1501 to 3000 1

V 3001 to 5000

VI 5001 and above

Total 1
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Chapter-7 
1.  Chartered Accountants Students Association 

Rules

2.  Directions of Council regarding functions of 

Branches of Students Association
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Chapter-8 
Circulars of ICAI
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