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1. INTRODUCTION
The document explains the procedure of using the Internal Audit Tracking System. IATS user has to log into the system using his Employee ID and Password (of Sangam).

Following are different logins / roles present in the system:

· System Administrator
· Internal Auditors

· SBU Head
· HOD
· Auditee
· Independent Directors
· Internal Audit Coordinators
· Action Taker

· Management

· Statutory Auditors
· Audit Champions / SBU Head
· Report Administrators

2. PROCESS FLOW

The most general definition of an audit is an evaluation of a person, organization, system, process, project or product. Audits are performed to ascertain the validity and reliability of information, and also provide an assessment of a system's internal control. The goal of an audit is to express an opinion on the controls / processes / system etc. under evaluation based on work done on a test basis. Due to practical constraints, an audit seeks to provide only reasonable assurance that the statements are free from material error. Hence, statistical sampling is often adopted in audits.

IATS provides a step by step mechanism to track any audit planned in a year.

To start with, an auditor will create an annual plan of audits to be conducted throughout the organization. Every audit can be recognized in the system based on:

· Division

· Department

· Area of audit

For each audit conducted there are same set of milestones that can be set by setting planned dates against each audit. 

Every audit is broken down in the following phases:

· Generation and distribution of Objective & Scope Memo - Engagement Memo

· Upload CEI

· Actual Audit and Recording of Observations

· Record Auditee response

· Concurrence of HOD with Auditee

· Concurrence of SBU Head with HOD
· Finalization of action points
· Management Review

· Finalization of action points

· Audit Committee minutes and closure of Audit

· Finalization of action points

· MIS

3. IATS LOGIN
The following screen shot shows the login screen for Internal Audit Tracking System. The user will be able to log in using the Sangam Employee ID and password.
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In the above screenshot the user will have to select the User Type which indicates whether he or she is an External User (i.e. Auditor) or an Internal User (i.e Tata Power Employee). Depending on the type of user selected the user has to enter the user name (i.e. Employee number in case of Tata Power employees) and password which will allow him to enter into the system.
4. HOME PAGE
The home page will display the information of the logged in person. The user is able to view the roles assigned to him on the system, using this screen.
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5. SYSTEM MASTERS
All the masters can be accessed by the Application Administrator while certain masters can be accessed only by Auditors. The IATS system has following set of masters.
5.1 Administrators
The Administrators will be able to assign or delete new administrators on the system. The logged in Administrator will not be allowed to delete himself as the Administrator. The Administrator can delete other Administrators by clicking on the [image: image2.png]


 button provided adjacent to each record.
Please refer to the screen shot below for more details.
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5.2 Subsidiaries
The Administrators would have the facility to add a new company or subsidiary on the system. The Administrator would have to enter the Short Name and Name for the new subsidiary to be added and click on the “Add Subsidiary” button.

The Administrator can edit the records by using the [image: image3.png]


 button.
Please refer to the screen shot below for more details.

[image: image4]
5.3 Internal Auditors
The Administrator or the Internal Auditors have the facility to add new Internal Auditors on the system. The Administrator or the Internal Auditors have to enter the Name, Email ID and Contact No. in the required textboxes provided. On click of the “Add Auditor” button the details will be saved and a unique code will be generated for that Internal Auditor, which will allow him to login into the system. The Administrator or the Internal Auditor can delete the record by clicking on the [image: image5.png]


 button.

Please refer to the screen shot below for more details.
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5.4 Internal Auditors - Subsidiaries
The Administrator has the facility to map the Internal Auditor with the Subsidiary. The Administrator has to select the Internal Auditor and Subsidiaries. On click of the “Assign” button the details will be saved, which will allow the Internal Auditor to view the Audit Reports for only those Subsidiaries which have been assigned to him. The Administrator or the Internal Auditor can delete the record by clicking on the [image: image6.png]


 button.
Please refer to the screen shot below for more details.
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5.5 Subsidiary Administrators
The Administrator has the facility to map the Employee with the Subsidiary. The Administrator has to select the Employee and Subsidiaries. On click of the “Assign” button the details will be saved. The assigned employee would be made the Administrator for that Subsidiary assigned to him and all the things that the Central Administrator does from his login, the Subsidiary Administrator would be able to do from his login, but only for his subsidiary. The Administrator can delete the record by clicking on the [image: image8.png]


 button.

Please refer to the screen shot below for more details.
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5.6 Statutory Auditors
The Administrator has the facility to add names of the new representatives of Statutory Auditors on the system. The Administrator has to enter the Name, Email ID and Contact No. in the required textboxes provided. On click of the Add Statutory Auditor button the details will be saved and a unique code will be generated for that Statutory Auditor. The Administrator can delete the record by clicking on the [image: image10.png]


 button.

Please refer to the screen shot below for more details.
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5.7 Report Administrator

The Administrator has the facility to assign the Existing Auditors as Report Administrators on the system. The Administrator has to select the Auditors from the dropdown list provided. On click of the Add Report Administrator button the details would be saved. The Administrator can delete the Report Administrator by clicking on the [image: image11.png]


 button.
Please refer to the screen shot below for more details.
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5.8 SBU Head
The Administrator has the facility to assign the SBU Head on the system. The Administrator has to select the employees from the dropdown list provided. On click of the Assign button the details would be saved. The Administrator can delete the SBU Head by clicking on the [image: image13.png]


 button. If the user has been assigned as the SBU Head for any of the Audit Report the system would not allow the user to delete the SBU Head from the system.
Please refer to the screen shot below for more details.
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5.9 HOD
The Administrator or the Internal Auditors have the facility to assign Head of the Departments on the system. They have to select the Division and the Department from the dropdown provided and select Employee from the “Name” dropdown list box. On click of “Add Employee” button the details will be saved and the Employee will be assigned as the Head of the Department for that Division-Department. Please note that once the Employee has been assigned as a HOD for a particular Division and Department, no other employee can be assigned as a HOD for the same Division Department. The Administrator or the Internal Auditor can delete the HOD record by clicking on the [image: image15.png]


 button.
Please refer to the screen shot below for more details.
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5.10 Management Users
The Administrator has the facility to assign Management Users on the system. They can select the employees either Department wise or Employee wise. If the Administrator selects Department wise option from the Type radio button then on selecting the Division and Department, all the Employees belonging to the selected Division - Department will appear in the list box. The administrator will then select the Employee name and the Subsidiary and click on “Add Employee” button. 
Please refer to the screen shot below for more details.


[image: image16]
If the Administrator selects Employee wise option from the Type radio button then the entire list of Employees will appear in the list box irrespective of Division – Department. The administrator will then select the Employee name and the Subsidiary and click on “Add Employee” button.

The Administrator can delete the Management User by clicking on the [image: image17.png]


 button.
The Management Users are maintained in the system irrespective of any Division or Department.
Please refer to the screen shot below for more details.


[image: image18]
5.11 Internal Audit Coordinator
The Administrator has the facility to assign Internal Audit Coordinators on the system. They can select the employees either Department wise or Employee wise. If the Administrator selects Department wise option from the Type radio button then on selecting the Division and Department all the Employees belonging to the selected Division - Department will appear in the list box. The administrator will then select the Employee name and the Subsidiary and click on “Add Employee” button.
Please refer to the screen shot below for more details.

[image: image19]
If the Administrator selects Employee wise option from the Type radio button then the entire list of Employees will appear in the list box irrespective of Division – Department. The administrator will then select the Employee name and the Subsidiary and click on “Add Employee” button.

The Administrator can delete the Internal Audit Coordinator by clicking on the [image: image20.png]


 button. 
The Internal Audit Coordinators are maintained in the system irrespective of any Division or Department.

Please refer to the screen shot below for more details.
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5.12 Independent Directors
The Administrator has the facility to assign Independent Directors on the system. 

Firstly the Administrator has to select which user he/she would like to assign as an Independent Director. If the Administrator selects Tata Power Employee then there is an option to select the employees either Department wise or Employee wise. If the Administrator selects Department wise option from the Type radio button then on selecting the Division and Department all the Employees belonging to the selected Division - Department will appear in the list box. The administrator will then select the Employee name and the Subsidiary and click on “Add Employee” button.
Please refer to the screen shot below for more details.

[image: image22]
If the Administrator selects External User as the Type of Employee then all the relevant details (i.e. Code, Name, Email ID and Contact No) have to be entered before clicking on the “Add External User” button. 
The Administrator can delete the Independent Directors by clicking on the [image: image23.png]


 button. The Independent Directors are maintained in the system irrespective of any Division or Department.
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Please refer to the screen shot below for more details.

5.13 Audit Area
The Administrators and the Internal Auditors have the facility to add new Audit Areas on the system. The Audit Plans are then created for these Audit Areas. The Administrators and the Internal Auditors can delete the record by clicking on the [image: image24.png]


 button. 
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Please refer to the screen shot below for more details.

5.14 Division – Department Audit Area
The Administrator or the Internal Auditors have the facility to assign Audit Area to a particular Division – Department on the system. They have to select the Division and the Department from the dropdown provided and then accordingly select the Audit Area from the dropdown list box. 
On click of the “Add Audit Area” button the details will be saved and that Audit Area would be assigned to that Division-Department. The Administrator or the Internal Auditor can delete the HOD record by clicking on the [image: image25.png]


 button. Once this activity is done, then only the Auditors can start creating the Audit Plans for the selected Financial Year. 
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Please refer to the screen shot below for more details.

5.15 Attendees
The Administrator has the facility to select the list of Attendees who had attended the Audit Committee Review Meeting, on the system. 

As shown in the screenshot given below, if an Administrator selects Attendee Type as Independent Directors then all the Independent Directors available on the system will appear in the Name dropdown select box. 

[image: image263.png]QO - [ motus o.m sammsicoeprstienserrmasen s 2 )] ooz |-

Fle Edt View Favortes Took Help & -

- B @ v [Page - (G Tooks -

Ketayun Kurosh

HMonday, December 21, 2009

Fren e 55 . Comoary /S @ [ Grmee

“The User wil have to select the
Financial Year in order to Vien
it the history detals of Audit Plan.
 Reports
@ Acton Status Report
@ Pt Auct Report
@ Acton Taken Report (ATR)
@ Acton Taken Report- Closed
@ Audt Committee Minutes
@ lsues and Suggestons
@ Management Acton Detais
@ ATR Summary Report
@ Date wise Tracker Report
@ View Hstory
@ View Audt Plan Tral
a

Statsial Report

bone (5 @ et oo -

T 1415 Mesting

I Uil -ote... [ unted pat



Please refer to the screen shot below for more details.

If Administrator selects Tata Power Employee then there is an option to select the employees either Department wise or Employee wise. If the Administrator selects Department wise option, then on selecting the Division and Department all the Employees belonging to the selected Division - Department will appear in the Name dropdown list box.

Please refer to the screen shot below for more details.
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If the Administrator selects Employee wise option then the entire list of employees appears in the Name dropdown list box.
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Please refer to the screen shot below for more details.

If the Administrator selects Statutory Auditor option from the Attendee type then the list of all the Statutory Auditors assigned on the system will appear in the Name dropdown select box.
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Please refer to the screen shot below for more details.

If the Administrator selects Auditors option from the Attendee type then the list of all the Internal Auditors assigned on the system will appear in the Name dropdown select box.
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Please refer to the screen shot below for more details.

The Administrator has to click on “Add” button to save the details and [image: image26.png]


 to delete an existing record.
5.16 Audit Champions / SBU Head
The Administrator has the facility to assign Audit Champions on the system. The Audit Champions would only be able to view the reports on IATS. They can select the employees either Department wise or Employee wise. If the Administrator selects Department wise option from the Type radio button then on selecting the Division and Department all the Employees belonging to the selected Division - Department will appear in the list box. 

Please refer to the screen shot below for more details.
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If the Administrator selects Employee wise option from the Type radio button then the entire list of Employees will appear in the list box irrespective of Division – Department. 
The Administrator can delete the Audit Champions by clicking on the [image: image28.png]


 button. 
The Audit Champions are maintained in the system irrespective of any Division or Department.

Please refer to the screen shot below for more details.
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5.17 Audit Area - Audit Champions / SBU Heads
The Administrator has the facility to map the existing Audit Areas assigned to a Division and Department to Audit Champions or SBU Heads on the system. They would only be able to view the reports on IATS.

The Administrator would first select the Division and Department which would load the respective Audit Areas in the dropdown list. The user has to then select the Audit Area and map it with one or more than one Audit Champions. On click of Assign button the Audit Champions would be able to view only those Audit Reports in their respective logins.
The user has the facility to assign the selected Audit Champions as SBU Head. A check box is provided to the user wherein he/she would have to check and click on Assign button. Also all the mails that are marked to HOD would go to these users.
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5.18 Audit Area - ED
The Administrator has the facility to map the existing Audit Areas assigned to a Division and Department to respective ED’s on the system. A mail is sent to all the Auditees who have not released the report back to the Auditor even after the first reminder, from the respective EDs mail id.
The Administrator would first select the ED in the dropdown list. The user has to then select the Audit Area and map it with the selected ED. On click of Assign button the ED would get mapped with the respective Audit Area.
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5.19 Action Takers
The Administrator has the facility to view the list of all the Action Takers assigned by the Auditee, HOD, Management User or by Audit Committee Review User. Facility is also provided to the Administrator to download the data in Excel.
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6. AUDIT PLAN
6.1 Create / View
When Auditor logs in to create an Audit Plan the first screen that appears prompts the user to select the Financial Year and the Company / Subsidiary. Here the Auditor selects the Financial Year and the Subsidiary for which the Audit Plan has to be created. On click of Go button the Auditor will be redirected to another screen where the Audit Plans can be created.
Please refer to the screen shot below for more details.

[image: image33.png]QO - [Ero i

M@l

P vy web search 28|

Fle Edt View Favortes Took Help

e Favortes | (@ Tata Power - Internal Audt Tracking System [

& -

B

System Logout

Ms Shivali Marfatia

Tuesday, October 19, 2010

The Tata Pover Company Limted

@ Page Info-

 Home
5 System Masters
5 Audit

@ Create / View

@ Repiace Divison Depatmert
@ Replace Auctee

@ Acton Stats

@ EPM Action Stats

@ General Commerts
& Reports
® User Manual

The User wil have to select the
Financl Year n order to
Creste/ Ve AucitPlan

Dane.

& ocamonet as| e -

1ATS User_Manual - M [3W8(] 101940




In the screenshot below, the Auditor can view the Existing Audit Plans for the selected Financial Year and the Subsidiary as well as create a new one.
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To create a new Audit Plan the Auditor has to select the 
· Division
· Depending on the division the department dropdowns gets loaded and 
· Depending on the department the Audit Area, HOD and Auditee get loaded.
· SBU Head
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The Audit Area dropdown gets loaded depending upon the Division and Department mapped with the Audit Area in the Division – Department Audit Area Master.

The SBU Head dropdown is displayed depending upon the list of SBU Heads assigned in the master.

The HOD is displayed in the read only textbox depending upon the Division and Department mapped to the employee in the HOD Master.
The Auditee dropdown gets loaded depending upon the Division and Department assigned to the employee in the HRIS Employee Download Master.
On click of Add button the Audit Plan details will be saved and will be visible under Existing Audit Plan. The Auditor can delete the Audit Plan by clicking on the [image: image37.png]


 button provided. Auditor will be able to delete the Audit Plan only until the first Milestone has not been released. Once the first milestone is released the Audit Plan cannot be deleted.
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Once the Audit Plan has been created the Auditor has to click on the Audit Area (link, blue in color) to start the audit plan process.
In the screenshot given below, the Auditor first enters the planned dates for all the 9 Milestones before starting work on any of the Milestones. The Auditor has to select date by clicking on the calendar icon which is provided besides the textbox with every Milestone. The Planed dates have to be entered in chronological order. The Auditor has to enter the planned date for the first Milestone in order to enter the planned date for the Second Milestone.

Please refer to the screen shot below for more details.
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As shown in the screenshot below, after the Auditor has entered the planned date for the first Milestone the calendar icon becomes visible for the second Milestone. 

When the Auditor enters the planned date for the 4th Milestone which is Audit Field Work then the Planned Dates for the next 5th, 6th and 7th Milestones would automatically get calculated and would get displayed in the read-only text box. (E.g If the Auditor enters 22nd October for the Audit Field Work Milestone then the Planned Date for Auditees Response would be 5 days after the Planned Date for Audit Field Work Milestone which is 25th October, the HOD’s Response Planned Date would be again 5 days after the Planned Date for Auditees Response Milestone which is 30th  October and the SBU Head’s Response Planned Date would be again 5 days after the Planned Date for HOD Response Milestone which is 4th November)

In the screenshot given above, it is visible that the calendar icon is displayed only besides the first Milestone textbox. Once the Auditor enters the planned date in that textbox then only the calendar icon will appear for the Second Milestone. The Planned dates have to be present or future dates. 

The 2nd Milestone which is Audit Start Date does not have a link as no Activity would be performed on that Milestone. Also this is the only milestone where a feature is given to the Auditor to enter the Actual Date until the Audit Report is not closed. All the other milestones actual dates would get set once the milestone is completed.
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The Auditor has to enter the planned dates for all the Milestones in a proper order which means that if the Auditor enters 23rd May 2011 for the first Milestone he has to enter the planned date for the second Milestone which is on or after 23rd May 2011. The Milestone Planned date cannot be less than the previous Milestone Planned date. 

In the screenshot below, the Auditor has entered all the planned dates for all the 9 Milestones except for 5th, 6th and 7th Milestones which get calculated automatically depending upon the previous milestone. 
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Now if the Auditor decides to change the date of the First Milestone from 23rd  May 2011 to 25th May 2011. Then all the planned dates for the subsequent Milestones (except for the last 2 Milestones as well the 5th, 6th and 7th Milestones) would get incremented by 1 day automatically.
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When all the planned dates have been entered the Auditor has to click on “Save” button to save the details. Once all the planned dates have been entered and the details have been saved the First Milestone will get activated.

Please refer to the screen shot below for more details.
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If the Auditor changes the planned dates he will have to enter the Remarks as to why the planned dates were changed, in the Remarks textbox. On clicking the Save button the existing data gets transferred to the History table and the new data gets reflected on the main screen. History can be viewed by clicking on the View History button.
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Auditor can view last 2 history details on the same page. For further details Auditor has to click on the View History link provided at the bottom right corner of the screen as shown in the above screenshot above.
6.1.1 Objective & Scope Memo
When Auditor clicks on the Objective & Scope Memo Milestone link, the system redirects the user to a new screen where the Auditor is able to upload the Objective & Scope Memo Document.

Please refer to the screen shot below for more details.
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Here Auditor has to upload the documents by clicking on the Browse button which will allow the user to select the file and a click on the Upload button thereafter will upload the file on the server. 
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The uploaded file will be visible to the user besides the browse button. The user can add multiple files for the Milestone. Delete facility is provided which will allow the Auditor to delete the file after uploading it. Once the Auditor uploads the file and clicks on Release Objective & Scope Memo button, the existing files cannot be deleted. 
Also a mail will be fired to Auditee, HOD, SBU Head and Internal Audit Coordinator informing them about the same. 
The system would then redirect the Auditor back to the Date-wise Tracker screen and the Actual Date would be set besides the planned date for the first Milestone. 
Also the third Milestone which is Upload of CEI would get enabled. The 2nd milestone does not have any activities assigned to it so that milestone would never be a link.
Please refer to the screen shot below for more details.
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If the Auditor clicks on the First Milestone again the system would redirect the user to the same screen but there would be no facility to delete any of the existing files as the milestone has already been submitted. In case, the user adds a new file then delete button will be made available against the newly added file as displayed in the screenshot below.
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The user can again Release this file which was recently added.

The system would allow the Auditor to upload new Objective and Scope Memo until and unless the Auditor does not release the Audit Plan work to the Auditee.
6.1.2 Upload of CEI
When Auditor clicks on the Upload of CEI Milestone link, the system would redirect the user to the new screen where the Auditor is able to upload the CEI Document as displayed in the screenshot below.
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Here Auditor has to upload the documents by clicking on the Browse button which will allow the user to select the file and click on the Upload button thereafter to upload the file on the server. 
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The uploaded file will be visible to the user besides the browse button. The user can add multiple files for this Milestone. Delete facility is provided which allows the Auditor to delete a file after uploading it. Once the Auditor uploads the file and clicks on Release CEI button, the existing files cannot be deleted. Also a mail will get fired to Auditee, HOD, SBU Head, and Internal Audit Coordinator informing them about the same. The system will redirect the Auditor back to the Date-wise Tracker screen and the Actual Date will be set besides the planned date for the third Milestone. Also the Fourth Milestone which is Audit Field Work would get enabled.

Please refer to the screen shot below for more details.
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If the Auditor clicks on the third Milestone again the system would redirect the user to the same screen but there would not be a delete option available that will allow the user to delete the existing file. If the user adds a new file then a delete option would be displayed against the file as shown in the screen shot below.
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The user can again Release this file which was recently added.

The system would allow the Auditor to upload new CEI till the Auditor does not release the Audit Plan Work to the Auditee.

6.1.3 Audit Field Work
When the Auditor clicks on the Audit Field Work Milestone link, the system would open a new window where the Auditor would be able to add / edit Control Points, Observations and Suggestions.

Please refer to the screen shot below for more details.
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In the above screenshot Auditor has to first add new Control Points by clicking on the   “+”   image besides Add Control Point Label. On clicking this image a new window would open up where Auditor will be able to add new Control Point.
6.1.3.1 Control Point
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The above screenshot displays the screen where Auditor has to fill in all the relevant details. A text area has been provided where the user can type in the information related to the control point and format it according to his convenience. The Priority is a radio button which defines the level of the Control Point (High - Red, Medium - Yellow, Low - Green). The Control Issue is a radio button which needs to be selected.  Review Period is blank when the first Control Point is added but subsequently when the user adds another Control Point the details of the previous Control Point of Review Period will be displayed in this field. 
Auditor also has to enter the Sample Verified and Exceptions in the text area provided.
Auditor can also upload a file by selecting the file using the Browse button and then clicking on the Upload button to upload it on the server. Uploading of file is not mandatory. 

Please note that all the information including the file upload will get stored in the database only if the Auditor clicks on the Save Control Point button.

Once the Auditor clicks on Save Control Point button the Control Point window will be closed and the main screen area will be refreshed displaying the newly added Control Point. The Auditor can add a new Control Point by clicking on the “+”   image besides Add Control Point Label and follow the same steps as mentioned above.
Auditor can edit the existing Control Point by clicking on the [image: image59.png]


 image besides Edit Control Point Label which opens a new window with the existing data to be edited.
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The Auditor can edit data and click on Save Control Point button in order to save the updated data.
If the Auditor has entered 5 Control Points then the Control Points can be navigated by clicking on << for Previous Control Point and >> for Next Control Point.

Auditor can also delete the selected Control Point by clicking on [image: image62.png]


 image. 
6.1.3.2 Observation

Once Auditor has finished entering the Controls Point, Observations have to be entered for every Control Point. The Auditor can add new Observations by clicking on the “+” image besides Add Observation Label. On clicking this image a new window opens up where the Auditor can add new Observation.
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The above screenshot displays the screen where the Auditor has to fill in all the relevant details. A text area has been provided where the user can type in information about the observation and format it accordingly at his convenience. 
The Control Issue is a radio button which needs to be selected.  Review Period is blank when the first Control Point is added but subsequently when the user adds another Control Point the details of the previous Control Point of Review Period will be displayed in this field. 

Auditor also has to enter the Sample Verified and Exceptions in the text area provided.

Auditor can also upload a file and selecting the same by clicking on the Browse button. A click on the Upload button will upload this file. Uploading of file is not mandatory. 

If the Auditor finds an Observation that has been repeated, he/she can check the Repeat Issue check box. On clicking this check box a new window pops up which will help the Auditor to navigate and point the Observation in the historical data.
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As shown in the screenshot above, historical Observation data for the selected Division Department and Audit Area can also be viewed. Auditor has to click on the Observation Display Order Id which he/she feels is linked with the issue. In case, the records are prior to this application and are not in the database the auditor will need to enter his/her own remarks instead. The auditor has to select from the list of Observations or enter the Remarks.

If the auditor selects any one observation the current window will close and the data will be visible in the area title “Repeat Issue”.  If the auditor enters the Remarks then the remarks entered will also be displayed here. 
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The Control Issue is a radio button which can be selected.  Review Period is blank when the first Observation is added for the Control Point but subsequently when the user adds another Observation for that Control Point then the details of the previous Observation for that Control Point of Review Period would be displayed in this field. 

Auditor also has to enter the Sample Verified and Exceptions in the text box provided. All the above 4 fields are optional.
Once Observation has been entered Auditor has to click on the Save Observation button in order to save the details

Please note that all the information including the file upload will be saved only if the Auditor clicks on the Save Observation button.

Once Auditor clicks on the Save Observation button, the Observation window will close and the main screen is refreshed displaying the newly added Observation for the Control Point. Auditor can add a new Observation by clicking on the “+”   image besides Add Observation Label and follow the same steps as mentioned above.

The Auditor can edit the existing Observation by clicking on the [image: image67.png]


 image besides Edit Observation Label which opens a new window with the existing data to be edited.
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Auditor can edit data and click on Save Observation button which will update the data in the database.

If the Auditor has entered 5 Observations for each Control Point then the Observations can be navigated by clicking on << for Previous Observation and >> for Next Observation.

The Auditor can also delete the Observation for a Control Point by clicking on [image: image70.png]


 image.
6.1.3.3 Suggestions

Once the Auditor has finished entering the Observation for all the Control Points the Suggestions would have to be entered for every Observation for every Control Point. The Auditor can add new Suggestions by clicking on the “+” image besides Add Suggestion Label. On clicking this image a new window opens up where the Auditor would be able to add new Suggestions.
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The screenshot above displays the screen where the Auditor has to fill in the Suggestion. A Text area has been provided where the user can type in text and format it accordingly as per his convenience.
Once the Suggestion has been entered Auditor has to click on the Save Suggestion button in order to save the details.
Please note that all the information will be saved only if the Auditor clicks on the Save Suggestion button.

Once the Auditor clicks on the Save Suggestion button the Suggestion window will close and the main window will be refreshed displaying the newly added Suggestion for the above Observation and Control Point. Auditor can add a new Suggestion by clicking on the “+” image besides Add Suggestion Label and follow the same steps as mentioned above.

The Auditor can edit the existing Suggestions by clicking on the [image: image71.png]


 image besides Edit Suggestion Label which will open a new window with the existing data that needs to be edited.
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Auditor can edit the data and click on Save Suggestion button which will save the updated information.
If the Auditor has entered 5 Suggestions for every Observation for every Control Point then the Suggestions can be navigated by clicking on << for Previous Suggestion and >> for Next Suggestion.

Auditor can also delete the Suggestions for an Observation for a Control Point by clicking on [image: image72.png]


 image.

Please note that after the Auditor has entered all the Suggestions for every Observation and Control Point he/she will be able to Release the Audit Field Work to the Auditee. The Audit Field Work will not get released until and unless all the Observations have not been entered for every Control Point and Suggestions have not been entered for every Observation for every Control Point.
Once all the data has been entered Auditor has to click on Release To Auditee button in order to enable the Auditee to add his/her response. When the Auditor clicks on Release To Auditee button the system will make the Audit Field Work Report visible and workable for Auditee. Also a mail will be fired to the Auditee informing him/her that the Auditor has released the Audit Field Work. The Actual Date will be set besides the planned date for the third Milestone. Also the Fourth Milestone which is Auditee’s Response will be enabled.
After the Auditor’s release to Auditee the Auditor will just be able to view the Audit Field Work details till the SBU Head does not release the Audit Field Work back to the Auditor.
6.1.4 Auditee’s Response
When Auditee logs onto the system he/she has to click on the Create / View link in the Navigator which will display the current Financial Year and the Subsidiary. On click of Go button Auditee will be able to view the same Date-wise Tracker screen which is visible to the Auditor but it will be non-editable. The Auditee has to click on the Fourth Milestone which is Auditee’s Response.
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When the Auditee clicks on the Auditee’s Response Milestone link, the system will open a new window where the Auditee will be able to enter the Responses for every Suggestion.
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Auditee has to add Responses for each and every Suggestion entered by the Auditor. He can also forward the suggestions to Other HODs for giving their response if the Auditee feels that this suggestion needs to be looked into by some other HOD who belongs to another Department. 
When the screen shown above gets loaded by default the system will display the First Control Point along with the First Observation and First Suggestion. The Auditee can Navigate the Control Points, Observations and Suggestions using << >> image. The Auditee can add the Response for any Suggestion first but all the responses have to be entered for every Suggestion. 
In the above screenshot the Auditee can add new Responses by clicking on the “+”   image besides Add Response Label. On clicking this image a new window opens where the Auditee will be able to add new Responses for every Suggestion.
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In the above screenshot the Auditee can add his response by checking the radio button which indicates whether he/she Agrees or Disagrees with the Suggestion. The Auditee compulsorily has to enter the Reason for Deviation in the Text area, where user can type in text and format it accordingly as per his convenience. Auditee can also upload a file by selecting the file using the Browse button and clicking on the Upload button to upload it on the system. Uploading of file is not mandatory. 
Now if the Auditee is giving the response for a Suggestion which is linked to a Repeat Issue then the user has to enter the following details

1. Reason For Repeat Issue – Text Area which would be mandatory
2. EPM Definition / Modifications Required  - Yes / No Radio button

If “Yes” then the Auditee would select First person Responsible and Target Date. When this data is released by Auditee a mail would be sent to First Person Responsible.

When the First person Responsible for EPM Definition / Modifications logs in, he would be able to view all such Suggestions with Reason for Repeat Issue and “EPM Definition / Modification Required” comment.
Auditee compulsorily has to enter at least one Action if he/she has selected Agree Option. Auditee has to select the First Person Responsible, enter the Target Date which should be a future date, also enter the Action in the text area provided and click on the Add Action button which will display the information on the screen.
Auditee can add multiple Actions by entering the details in the required fields and clicking on the Add Action button. 
Please note that all the information including the file upload and the Actions will get stored in the database only if the Auditee clicks on the Save button.

Once the Auditee clicks on the Save button, Auditee’s Response window will get closed and the main window will be refreshed displaying the newly added Response for the selected Suggestion. The Auditee can edit Response by clicking on the [image: image80.png]


    image besides Add Response Label and follow the same steps as mentioned above.
If “Is Repeat Issue” option is selected for an Observation in the Auditor’s response, following new fields needs to be filled in the Auditee Response as shown in the figure below:


[image: image81]
Reason For Repeat Issue – Text Area which would be mandatory

EPM Definition / Modifications Required  - Yes / No Radio button

If “Yes” then the Auditee would select First person Responsible and Target Date. When this data is released by Auditee a mail would be sent to First Person Responsible.

When the First person Responsible for EPM Definition / Modifications logs in, he would be able to view all such Suggestions with Reason for Repeat Issue and “EPM Definition / Modification Required” comment.

Please note that when the Auditee has finished entering all the Responses for all the Suggestions for that Audit Plan, the system will allow the user to release the Audit Field Work to the Auditor. The Audit Field Work will not get released till all the Responses have not been entered for each and every Suggestion.
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If the Auditee wants to forward this suggestion to other HOD for their responses and Actions then he would have to select Forward to Other HOD radio button option displayed in the above screen shot. On selecting the above mentioned option the user would be redirected to another screen where he would be able to select Other HODs to whom this suggestion would be forwarded as shown in the below screenshot. 
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The above screen shot displays the list of HODs belonging to other Division and Departments in the list box. The Auditee can select multiple employees and can assign them, Other HODs by clicking on Forward button. 
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The assigned employees can be deleted by clicking on the [image: image86.png]


  image besides every employee name. 
Now when the Other HOD logs in from their login id and clicks on Create / View under Audit tab in the navigator the user has to select the Financial Year and the subsidiary for which the report is created. The following screen would get displayed.
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In the above screenshot the user can view that the screen has 2 sections. The first section would display the Existing Audit Reports assigned to him as an Auditee, HOD or SBU Head and the other section would display all the reports and suggestions which are assigned to him as Other HOD. The Other HOD has to click on the  [image: image88.png]


  image which would display the list of Suggestions for which the user has to give his response.
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The user would have to click on [Give Response] link in order to give his response for the suggestion. On clicking the above mentioned link a new window would open up which would display the Control Point, Observation for the selected Suggestion.
[image: image90.png]1€ Tata Power - Internal Audit Tracking System - Micrasoft Internet Explorer provided by Lateral Praxis

O - (B ritiommiracosioter oot oot s ey B ] X] [ s e e

Department Audit Area SBU Head - ID / Name  HOD - ID / Name Auditee - ID / Name

TPCL125  P110-Testng ETAEngneers/Technical  Electical Testingand 162582/ Ms HD Karkara 145459/ W S G Ptk 146820 / i Jacob Joseph
Depatiment Automation

Other HOD Response

One registered copy of £6tPlus may either be used by 2 single person who uses the software personally o one or more computers, | | [ifg!
or nstaled on & single workstaton used non-simianeousy by multple people, but ot both. You may access the regstered version

of Editplus through 3 network, provided that you have obtained indvidual icenses for the software covering al workstatons that wil

access the software through the netiork

No
One week.
Yes

None as of the above

One registered copy of £6itPlus may either be used by 3 singl person ho uses the software personally on one or more computers, or | | e
installes on 2 sngie workstaton used non-simutaneously by multple people, but not both. You may access the registered version of

EditPlu through a netiork, provided that you have obtained individual icenses for the software covering al workstatons that il

ccess the software through the netrork

Thsouvenss.. | Mewrs  JQOIBE 1140am

P < 1atsinet -




[image: image91.png]1€ Tata Power - Internal Audit Tracking System - Micrasoft Internet Explorer provided by Lateral Praxis

[ 2] htpflocahost/1ATS{Code/OtherHODResponse CreateOtherHODRespanse, aspx?AudtPlanld=7685uggestiontd=931 || 49| X | [Live searchy

Department Audit Area HOD - Employee ID / Name ~ Auditee - Employee ID / Name

P110-G - Knopol Knopol Generating Station Hydros - Bivpun Accourts 173061 / Mahesh Pararipe. 173061/ Mahesh Pararipe:

Other HOD Response

Procees for Prepartion of Occurance Report needs (o be further strengthened,

January - March 2003
252Tippings
25Topings

According to the policy, Occurrence Report should be prepared for analysing the trippings and
subsequently initiating preventive measures, if any. to avoid re-occurrence of the same faut. In
addtion, copy of Occurrence Report is required to be forwarded to the Load Despatch department
Out of 252 trippings during the year 2007 - 08, Occurrence Report in case of 25 (10%) trippings was
Yet to be prepared as on April 17, 2008. As informed, out of these 25 trippings, 23 trippings were
pertaining to customer's feeders and hence were not critical. However, we observed instances
where Occurrence Reports for trippings on account of customer's feeders were also prepared by
the Division. As informed, these were prepared based on management information. However, these
were not critical.

A infarmad_tha ranaring was miscad aut dia tn non functioning of tha IMAAS Sustem thraudh

Sk ) BT @ et pover .| B aT5 ser 1| TSR Marsger | B) 415 charge.. [NER I QI VIO B3 3itsem




[image: image92.png]nternal Audit Tracking System - Microsoft Internet Explorer provided by Lateral Praxis

() [ ntpuftocaihostasjcoselOtherHODResponse/CreateOtherHODResponse,aspi7AudtPlanid=7essuggestionid=931 v | 9] | X | |1y searc 28
Where Occurrence Reports for trippings on account of customer's feeders were also prepared by
the Division. As informed, these were prepared based on management information. However, these
were not criical

O Isit arepeatissue

As informed, the reporting was missed out due to non-functioning of the IMOAS System through
which reporting is done to the Load Dispatch

Yes
15t March Apri 2009
25Topings

100 Toppings

Occurrence Report should be timely prepared for ll the trippings and
forwarded to Load Despatch department

Reason for Disagreement :

R LT T e re— [ ]





The user would be able to view only one Control Point and Observation belonging to the selected Suggestion. The Other HOD can give his response by clicking on + image. 
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The above screen is same as that of the Auditee Response screen where the Other HOD can add his response by checking the radio button which indicates whether he/she Agrees or Disagrees with the Suggestion. The Other HOD compulsorily has to enter the Reason for Deviation in the Text area, where user can type in text and format it accordingly as per his convenience. Other HOD can also upload a file by selecting the file using the Browse button and clicking on the Upload button to upload it on the system. Uploading of file is not mandatory. 

Other HOD compulsorily has to enter at least one Action if he/she has selected Agree Option. The Other HOD has to select the First Person Responsible, enter the Target Date which should be a future date, also enter the Action in the text area provided and click on the Add Action button which will display the information on the screen.

The Other HOD can add multiple Actions by entering the details in the required fields and clicking on the Add Action button. 

Please note that all the information including the file upload and the Actions will get stored in the database only if the Other HOD clicks on the Save button.

Once the Other HOD clicks on the Save button, Other HOD Response window would get closed and the main window would be refreshed displaying the newly added Response for the selected Suggestion. The Other HOD can edit Response by clicking on the [image: image95.png]


  image besides Add Response Label and follow the same steps as mentioned above.

Please note that when the Other HOD has finished entering the Response for the selected Suggestion the Other HOD can release the suggestion by clicking on “Release to Auditee” button. The Suggestion would not get released till a Response has not been entered for the selected suggestion.

When the Other HOD clicks on Release To Auditee button the Audit Report window would get closed and a mail would get fired to Auditee stating that the Other HOD has given his response, and the page behind this window would get refreshed where the suggestion for which the response is given would be removed from the Audit Report list. Also if there are no pending suggestions for any Audit Report, the Audit Report itself would be removed from that section.
When the Auditee logs in from his side and views the Audit Report by clicking on Auditee’s Response Milestone he would be able to view the Other HOD Response for that suggestion by clicking on [View Other HOD Response] link.
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On clicking the above mentioned link a new window would open up displaying the responses given by Other HOD.
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The Auditee has to click on [image: image98.png]


  image to view the responses given by Other HOD.
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If the Auditee wants to forward the suggestion back to the Other HOD then the Auditee would have to click on +  image besides Add Response label. 
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He would then have to select Forward to Other HOD radio button which would redirect him to another screen where a [Forward Again] link would be visible besides the name of the Other HOD
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If the Auditee wants to forward this suggestion again he would have to click on the above mentioned link and the whole Other HOD process would be repeated.
Once all the responses has been given as well as, all the Other HOD have given their responses for every suggestion the Auditee has to click on the Release To HOD button in order to enable the HOD to edit the Responses of the Auditee. Also a mail would be fired to the HOD informing him/her that Auditee has entered the responses and has released it from his end. The Actual Date would be set besides the planned date for the fourth Milestone. Also the Fifth Milestone which is HOD’s Response will be enabled.
6.1.5 HOD’s Response

When the HOD logs onto the system he/she has to click on the Create / View link in the Navigator which will display the current Financial Year and the subsidiary. On click of Go button the HOD will be able to view the Date wise Tracker screen which is also visible to the Auditee. HOD has to click on the Fifth Milestone which is HOD’s Response.
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When HOD clicks on the HOD’s Response Milestone link, the system will open a new window where the HOD will be able to view / edit the Responses entered by the Auditee for every Suggestion.
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HOD can view / edit the Responses for each and every Suggestion entered by the Auditee. When the screen shown above gets loaded, by default the system displays the First Control Point along with the respective Observation, Suggestion and Response for that Suggestion. HOD can Navigate the Control Points, Observations and Suggestions using << >> link. HOD can also edit the Response for any Suggestion first.
In the above screenshot the HOD can edit the existing Responses by clicking on the  +  image besides Edit Response Label. On clicking this image a new window will open where the HOD will be able to edit the existing Responses entered by the Auditee for every Suggestion.
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In the screenshot shown above, HOD can view details entered by the Auditee and can edit the details if required. He/She can change the radio button selection which indicates whether he/she Agrees or Disagrees with the Suggestion. HOD can also edit the Reason for Deviation in the Text area, where the user can type in information and format it as required. HOD can also upload a file by selecting the file using Browse button and then clicking on the Upload button to upload it on the system. Uploading of file is not mandatory. 
HOD can delete the Action entered by the Auditee and can again add the new action. He has to select the First Person Responsible, enter the Target Date which should be a future date, also enter the Action in the text area provided and click on the Add Action button.

Multiple Actions can be added by entering the details in the required fields and clicking on the Add Action button. 

Please note that all the information including the file upload and the Actions will be saved only if the HOD clicks on the Save button.

Once the HOD clicks on the Save button the HOD’s Response window will close and the main screen will get updated displaying the newly edited Response for the selected Suggestion along with the Actions below. HOD can again edit the Response by clicking on the  [image: image106.png]


 image besides Edit Response Label and follow the same steps as mentioned above.

Please note that when the HOD has finished entering/editing the responses given by the auditee for the Suggestions for that Audit Report the system will allow the user to release the Audit Field Work to the Auditor. 

Once all the data has been verified by the HOD he/she has to click on the Release To Auditor button in order to enable the Auditor to view the edited Responses as well as Add / Edit Control Points, Observations, Suggestion. When the HOD clicks on Release To Auditor a new window would open where the HOD would compulsorily have to give his feedback on the audit process. 
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On click of Save details button the system would enable the SBU head to edit the Responses of the HOD. Also a mail will be fired to the SBU Head informing him/her that HOD has edited the responses and actions and has released the Audit Report. The Actual Date will be set besides the planned date for the Fifth Milestone which is HOD’s Response. Also the Sixth Milestone which is SBU Head Response will be enabled.
6.1.6 SBU Head’s Response

When the SBU Head logs onto the system he/she has to click on the Create / View link in the Navigator which will display the current Financial Year and the subsidiary. On click of Go button the SBU Head will be able to view the Date wise Tracker screen which is also visible to the HOD. SBU Head has to click on the Sixth Milestone which is SBU Head’s Response.
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When SBU Head clicks on the SBU Head’s Response Milestone link, the system will open a new window where the SBU Head will be able to view / edit the Responses edited by the HOD for every Suggestion.
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were not critical.

A infarmad_tha ranaring was miscad aut dia tn non functioning of tha IMAAS Sustem thraudh

Sk ) BT @ et pover .| B aT5 ser 1| TSR Marsger | B) 815 charge.. DRI QI VED B3 06w




[image: image112.png]ata Power - Internal tacking System - Microsoft Internet Explorer provided by Lateral Praxis
() =[] hpiifacahostfiaTs Code/HODResponse/CreateHODR esponse. sp<?AudtPlanld=76elestoneld=5 [se] (#2) [ [uwve searcn

ControlIssue:  Yes

Reveiw Period:  1st March Aorl 2008
‘Sample Verified: 25 Tippings
Exception: 100 Toppings

Occurrence Report should be timely prepared for ll the trippings and
forwarded to Load Despatch department

| HOD's Response: | ®  EditResponse  Supporting Documents

Dien Other HOD Respanse]

Acceptance: Agres

Reason for Deviation :

New Response:

<< Actionlofl >>

test

First Person Responsible : 17305 1 / Mahesh Paranpe
Taraet Date: 11312008

@ retapover-... | B 1ars Lser m

T st e

| 8 187 change m ¥ VE0 S 407Pm




SBU Head can view / edit the Responses for each and every Suggestion edited by the HOD. When the screen shown above gets loaded, by default the system displays the First Control Point along with the respective Observation, Suggestion and Response for that Suggestion. SBU Head can Navigate the Control Points, Observations and Suggestions using << >> link. SBU Head can also edit the Response for any Suggestion first.

In the above screenshot the SBU Head can edit the existing Responses by clicking on the  +  image besides Edit Response Label. On clicking this image a new window will open where the HOD will be able to edit the existing Responses edited by the HOD for every Suggestion.
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In the screenshot shown above, SBU Head can view details edited by the SBU Head and can edit the details if required. He/She can change the radio button selection which indicates whether he/she Agrees or Disagrees with the Suggestion. SBU Head can also edit the Reason for Deviation in the Text area, where the user can type in information and format it as required. SBU Head can also upload a file by selecting the file using Browse button and then clicking on the Upload button to upload it on the system. Uploading of file is not mandatory. 
SBU Head can delete the Action entered by the HOD and can again add the new action. He has to select the First Person Responsible, enter the Target Date which should be a future date, also enter the Action in the text area provided and click on the Add Action button.

Multiple Actions can be added by entering the details in the required fields and clicking on the Add Action button. 

Please note that all the information including the file upload and the Actions will be saved only if the SBU Head clicks on the Save button.

Once the SBU Head clicks on the Save button the SBU Head’s Response window will close and the main screen will get updated displaying the newly edited Response for the selected Suggestion along with the Actions below. SBU Head can again edit the Response by clicking on the  [image: image113.png]


 image besides Edit Response Label and follow the same steps as mentioned above.

Please note that when the SBU Head has finished entering/editing the responses given by the HOD for the Suggestions for that Audit Report the system will allow the user to release the Audit Field Work to the Auditor. 

Once all the data has been verified by the SBU Head he/she has to click on the Release To Auditor button in order to enable the Auditor to view the edited Responses as well as Add / Edit Control Points, Observations, Suggestion.
On click of Save details button the system will make the Audit Field Work Report editable for Auditor. Also a mail will be fired to the Auditor informing him/her that SBU Head has edited the responses and actions and has released the Audit Field Work. The Actual Date will be set besides the planned date for the Sixth Milestone which is SBU Head’s Response. 

During this stage the responses will freeze for the SBU Head.
The control is shifted back to the Auditor once SBU Head releases Audit Report from his/her end.
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Auditor can review the Responses added by the SBU Head for every Suggestion by Navigating through each Suggestion using << & >> link. Actions are also displayed to the Auditor which is below Auditee’s / HOD / SBU Head responses. If the Auditor wants he/she can add / edit the Control Point, Observation, and Suggestion for this Audit Report.
If the Auditor Releases Audit Field Work to SBU Head then the SBU Head has to enter Response for new Suggestions entered by the Auditor and again Release it from his/her side.  This process will go on till the Auditor does not freeze the report for Management Review.

Freeze Report For Management button will get enabled which will allow the Auditor to Freeze this Report for management. Once the Auditor freezes the Audit Report to Management User, the audit report will freeze and no new Control Points, Observations or Suggestions can be added.
Note: If the Audit Report has the same HOD and SBU Head then the HOD would directly submit the report to the Auditor bypassing the SBU Head. In that case when the HOD releases the report to the Auditor, the system would enable the “Freeze Report for Management Review” button where the Auditor can directly click on this button. Also the Actual Date for HOD and SBU Head Response Milestones would get set in the system.
Now if the Auditor wants to re-release the report for any further corrections in the Auditee’s or HOD’s responses, then he has to send it back to the SBU Head, where the SBU Head who is the same as HOD would edit the details

Now if the Auditor feels that the whole process is complete then he/she can click on the Freeze Report for Management button. On click of this button a new window will pop up which is displayed below.
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In the screenshot shown above, Auditor has to enter the Current CEI Score, CIV/PIV and CLV. Current CEI Score will accept only numeric characters while if there is no CIV/PIV, CLV then the Auditor can enter ‘-‘in the textbox. Uploading of file is not mandatory. Once the user clicks on “Save” button, all the Scores along with the file (if any) will get uploaded and saved. A mail will get fired to the Management users informing them that the Audit Report has been frozen for Management. On freezing the report the Audit Field Work page is refreshed and all the buttons become unavailable. Also in the Date wise Tracker, the Eight Milestone which is Management Review gets enable in order to allow the Management Users or the Auditors to enter their Reviews.
6.1.7  Management Review

When the Auditor or the Management User logs onto the system he/she has to click on the Create / View link in the Navigator which displays the current Financial Year and Subsidiary. On click of Go button, Auditor or the Management User will be able to view the Date wise Tracker screen. Auditor or the Management User has to click on the Seventh Milestone which is Management’s Review.
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When Auditor or the Management User clicks on the Management’s Review Milestone link, the system opens a new window where the user is able to add the Management Actions for every Suggestion.
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Auditor or the Management User can add the Management Review Action for each and every Suggestion. When the above page gets loaded, by default the system displays the First Control Point, along with the First Observation, First Suggestion and First Response for that Suggestion. Auditor or the Management User can navigate the Control Points, Observations and Suggestions using << & >> link.

In the above screenshot the Auditor or the Management User can add the Management Actions by clicking on the “+” image besides Add Label in the Management Review Section. On clicking this image a new window opens up where the Auditor or the Management User is be able to add actions for every Suggestion.
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The above screenshot is the same as that of the Auditee’s and HOD’s Action. The Auditor or the Management User has to select the First Person Responsible from the dropdown box, select the Target Date which should be a future date and enter the Action in the Text-area provided. On click of Add Action button the details entered are displayed on the screen.

The Auditor or the Management User can add multiple Actions by entering the details in the required fields and clicking on the Add Action button. 

Please note that the Actions will get saved only when the Auditor or the Management User clicks on the Save button and not when the Add Action button is clicked.

Once the Auditor or the Management User clicks on the Save button the Management Review Actions window is closed and the back window gets refreshed displaying the newly added Management Actions for the selected Suggestion. The Auditor or the Management User can again edit the Actions by clicking on the +   image besides Add Label and follow the same steps as mentioned above.
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If the Management or the Auditor decides that there is no Action which needs to be taken for a particular Suggestion then the user can check the checkbox which is provided besides Action Not Required Label. If the user has checked the checkbox and after that if he/she feels that an action needs to be added for that Suggestion he/she has to again click on that checkbox which will uncheck it and then click on the  + image besides Add Label.
Management User can also view the CEI Score, CLV, CIV/PIV and the uploaded file at the bottom left corner besides the Save & Close Management Review button, which was uploaded when the Auditor had frozen the Audit Plan for Management Review.
Once all the Actions have been entered by the Management User or Auditor, he/she has to click on the Save & Close Management Review button in order to close the management process. On click of this button a new window pops ups where the Auditor or the Management User enters the Release Date of the Management Review. When the user clicks on the Continue button, the Management Review is closed and a mail gets fired to the Auditor informing him/her that the Management Review has been closed for this Audit Report. 
The Actual Date will also be set besides the planned date in the Date wise Tracker for the Seventh Milestone which is Management’s Review. 

6.1.8 Audit Committee Review
In the Date wise Tracker screen the Auditor or the Administrator has to click on the Eight Milestone which is Audit Committee Review.
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When the User clicks on the Milestone link, the system opens a new window where the user is able to add the Attendees, add Minutes of Meeting and Audit Committee Actions.
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At the beginning, all the attendees present in the Attendee Master will be added automatically. User can delete a particular attendee if he/she wants to and also add a new attendee. 

To add a new attendee, the user has to select the Attendee Type as shown in the screenshot above. If the user selects Auditors option from the Attendee type then the list of all the Internal Auditors assigned on the system appears in the Name dropdown select box.
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If the user selects Attendee Type as Independent Directors then all the Independent Directors who have been assigned on the system appear in the Name dropdown select box.
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If the user selects Tata Power Employee then there is an option to select the employees either Department wise or Employee wise. If the Administrator selects Department wise option then on selecting the Division and Department all the Employees belonging to the selected Division - Department appear in the Name dropdown list box.
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If the user selects Statutory Auditor option from the Attendee type then the list of all the Statutory Auditors assigned on the system appear in the Name dropdown select box.
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After selecting the name from the Name drop down list the user has to click on Add button to save the details and [image: image128.png]


 to delete the existing record.

User can use [image: image129.png]


 and  SHAPE  \* MERGEFORMAT 


 to reorder the list of attendees added.

On clicking the ‘Add Minutes of Meeting’ button a new window is opened as shown in the screen shot below.
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When the above page gets loaded, by default the system will display the First Control Point, along with the First Observation, First Suggestion and First Response for that Suggestion. The Auditor or the Management User can navigate the Control Points, Observations and Suggestions using << & >> link.

User can add the Audit Committee Review for each and every Suggestion and in general also.
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In the above screenshot the User can add the Audit Committee Review by clicking on the [image: image135.png]


 image besides Add Label in the Audit Committee Review Section. On clicking this image a new window opens up where the User is able to add minutes of meetings.

To add a minute, in the above screen shot user has to select the attendee (optional), select whether this minute is in general or for a particular suggestion and enter remarks. On clicking on the Add Comment button, the minute will get added. If the user selects ‘Particular to a suggestion’ then the minute gets added for the suggestion which is open on the main page and will be displayed on Audit Committee Review section for that particular suggestion as shown in the screen shot below.
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And if the user selects ‘General’ then this minute will not get added for a suggestion but will be added for every suggestion and will be displayed as shown in the screen shot below. 
In this page, the ‘Particular to this Suggestion’ minutes also get displayed along with the ‘General’ minutes. User can navigate to the page by clicking on the Go Back to Close Audit Committee Review button.
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The user can delete the minute by clicking on the [image: image136.png]


image. On clicking this image a confirmation box will appear as shown below.
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The user can edit the details of the minute by clicking on the [image: image137.png]


 image as shown below.
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User can change the details in the minute by clicking on the [image: image138.png]


 button.

To add the Audit Committee Actions the user needs to click again on the Add Minutes of Meeting button.
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In the Action section, in order to add an action for suggestion user has to click on the [image: image139.png]


 button besides Add/Edit. On clicking this button, a new window opens as shown in the screen shot below.

The above screenshot is the same as that of the Auditee’s and HOD’s Action and Management’s Action. User has to select the First Person Responsible from the dropdown box, select the Target Date which should be a future date and enter the Action in the Text-area provided. On click of Add Action button the details entered are displayed on the screen.

User can add multiple Actions by entering the details in the required fields and clicking on the Add Action button. 

Please note that the Actions will be saved only when the User clicks on the Save button and not when the Add Action button is clicked.

Once User clicks on the Save button, the Audit Committee Action window is closed and the main screen gets refreshed displaying the newly added actions for the selected Suggestion. User can edit the Actions by clicking on the [image: image140.png]


 image besides Add Label and follow the same steps as mentioned above.

[image: image283.png]Tata Power - Internal Audit Tracking System - Windows Internet Explorer
] hitp:/114,143.190. 162/1AT5/CodefActonTaken/ActonStatusforEPH, aspx?AudtPlanld=64
Home 1 AdtionTaken > ActionStatusforEPM Wonday, December 21, 2005

Acton No -> Rpt# [ CP2 [ Obs# [ Sug#

Thisisthe main reason becuause people  EPM Definition /.

[dose]
O Action Not Taken
O Action Being Taken
@ Action Taken

(5 @ et

ATS Meeting

ower - 1




User needs to click on the Go Back to Close Audit Committee Review button to go to the previous page and close Audit Committee Review as shown below.
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Once all the Minutes of Meetings and Actions have been entered by the User, he/she has to click on the Save & Audit Committee Review button in order to close the audit committee review process. On click of this button a new window pops up where the User has to enter the Release Date of the Audit Committee Review. 
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When user clicks on the Continue button, Audit Committee Review is closed and a mail is fired to the Auditor informing him/her that the Audit Committee Review has been closed for this Audit Plan. The Actual Date also gets saved besides the planned date in the Date wise Tracker for the eight Milestones which is Audit Committee Review. 
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6.2 Edit
This link is used to edit the Audit Report. The Report Administrator only would be able to edit the Control Points, Observations, Suggestions, Auditee / HOD / SBU Head Response and Actions from this link. The Report can be editable when the HOD / SBU Head has submitted the report back to the Auditor and Auditor can release it back to HOD / SBU Head or for Freeze for Management Review.
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When the Report Admin clicks on the Area name, the system will open a new window where the Report Admin will be able to edit the Control Points, Observations, Suggestions, Auditee / HOD Response and Actions.
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The Report Admin can click on the pencil against the Control Point. On clicking this image a new window would open up where Report Admin will be able to edit the Control Point.
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The Report Admin can only edit the fields as shown above in the above screen. He / She cannot delete or add new files.
The Report Admin can click on the pencil against the Observation. On clicking this image a new window would open up where Report Admin will be able to edit the Observation.
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The Report Admin can only edit the fields as shown above in the screen. He / She cannot delete or add new files.
The Report Admin can click on the pencil against the Suggestion. On clicking this image a new window would open up where Report Admin will be able to edit the Suggestion.
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The Report Admin can click on the pencil against the Auditees Response. On clicking this image a new window would open up where Report Admin will be able to edit the Auditees Response.
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The Report Admin can edit the Reason for Deviation / Disagreement. The actions can be edited by clicking on the pencil [image: image151.png]


sign against each action as shown below.
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NOTE: Only the “Actions” are editable. The “Person Responsible” & “Target Date” are non – editable.

The user can click on [image: image153.png]


 image to save the changes made & click on [image: image154.png]


 image to cancel the modification. The user can click on “Save” button to save the Reason for Deviation / Disagreement.

The Report Admin can click on the “[View Other HOD Response]” link to view/edit the Other HODs response, if any. 
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The user can click on “[Edit]” link to edit the Other HODs responses & Actions.
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The Report Admin can edit the Reason for Deviation / Disagreement. The actions can be edited by clicking on the pencil [image: image157.png]


sign against each action as shown below.
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NOTE: Only the “Actions” are editable. The “Person Responsible” & “Target Date” are non – editable.

The user can click on [image: image159.png]


 image to save the changes made & click on [image: image160.png]


 image to cancel the modification. The user can click on “Save” button to save the Reason for Deviation / Disagreement.

6.3 Action Status
This link can be used to reassign the action to others, view reassignment history as well as put the status of the action taken. Reassignment can be done by HOD whereas change in the status of the action is available to the action taker. For both the cases, user needs to click on Action Status sub link which is available under Audit main Link. This will open the following screen:

[image: image161]
User needs to select the financial year and the subsidiary for which he wants to view the records. After selecting the financial year and the subsidiary, a click on Go button shows all the Audit Plans related to user for the selection which is as shown below:
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The above page contains basic information related to the Audit Plan like Division and Department name to which Audit Plan is related, Audit Area, SBU Head Name, HOD Name and Auditee. Audit Area is hyperlink, a click on which enables the user to view the action status summary page which is shown below:

[image: image163]
If user who has logged into the system is an HOD for the selected Audit Area, the reassigned image [image: image164.jpg]


 will be shown in front of only those actions which have not been completed. In order to reassign an action, HOD / Administrators will need to click on the reassignment image [image: image165.jpg]


 which will pop up a new window as shown below:
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HOD needs to select a new user and put remarks for reassignment. A Click on ‘Save’ button will change the action taker.
User can also view this reassignment of actions by clicking on the [image: image166.jpg]


 button under the History column. A click on this displays the reassignment history as shown below:
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For an action taker, he/she will be able to change the status of an action which is assigned to him/her. Action Number is combination of Report No. / Control Point No. /Observation No./Suggestion No./Action Assigned By/Action No. To change the status, user needs to click on the Action Number which is a hyperlink and enter information in a new pop up as shown below: 
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Missed Target Date

1. If Action Taker has already crossed the Target Date for the first time, the system would not allow him / her to enter the remarks or change the status from ‘Action Not Taken’ to ‘Action Being Taken’ unless and until the user enters the Revised Target Date. The Action Taker has to set the revised Target Date and then change the status. But if the Action Taker crosses the Target Date again for the second time then he would be able to change the status from ‘Action Not Taken’ to ‘Action Taken’ along with the remarks. This means that the Action Taker would be allowed to revise the Target Date just once.
2. The Action Taker can change the status to ‘Action Taken’ with no changes in the Target Date.

User needs to enter the action taken remarks and set the status accordingly to ‘Action Not Taken’, ‘Action Being Taken’ or ‘Action Taken’. According to the selection of status, the color code is changed.

· Action Not Taken - Red mark shows that no action has been taken.

· Action Being Taken – Yellow mark shows that action is being taken but not completed.

· Action Taken - Green mark shows that action has been taken.
When the status is changed to “Action Taken” the Action Taker would view 2 radio buttons (100%, 95% - 99%) for Action Completed. The Action Taker can either select 100% or 95% - 99% depending upon the amount of work completed. If the FPR selects 100% then the Action is deemed as closed and no further activity needs to be taken upon that action. But if the FPR selects 95% - 99% then he / she would have to close the Action by changing the Action Completed to 100% and click on Save button. The Action Taker would not be allowed to change the status or enter any remarks once the status is set to “Action Taken”, he would only be able to change the Action Completed from 95% - 99% to 100%
A click on ‘Save’ button will close the pop up after saving the detail entered by user. User can also view other action takers status by click on their corresponding Action No. Same pop up will appear without ‘Save’ button as shown below:
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6.4 EPM Action Status
This link can be used by the First person Responsible for EPM Definition / Modifications to view all Suggestions with “Reason for Repeat Issue” and “EPM Definition / Modification Required” comments. He would enter all details similar to Action Taker. The user needs to click on EPM Action Status sub link which is available under Audit main Link. This will open the following screen:

[image: image169]
User needs to select the financial year and the subsidiary for which he wants to view the records. After selecting the financial year and the subsidiary, a click on Go button shows all the Audit Plans related to user for the selection which is as shown below.
The screen below contains basic information related to the Audit Plan like Division and Department name to which Audit Plan is related, Audit Area, SBU Head Name, HOD Name and Auditee. 
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Audit Area is hyperlink, a click on which enables the user to view the action status summary page which is as shown below:

[image: image171]
For an action taker, he/she will be able to change the status of an action which is assigned to him/her. Suggestion Number is combination of Report No. / Control Point No. /Observation No. / Suggestion No. To change the status, user needs to click on the Suggestion Number which is a hyperlink and enter information in a new pop up as shown above. 

User needs to enter the action taken remarks and set the status accordingly to ‘Action Not Taken’, ‘Action Being Taken’ or ‘Action Taken’. According to the selection of status, the color code is changed.

· Action Not Taken - Red mark shows that no action has been taken.

· Action Being Taken – Yellow mark shows that action is being taken but not completed.

· Action Taken - Green mark shows that action has been taken.

A click on ‘Save’ button will close the pop up after saving the detail entered by user.
6.5 General Comments
This link is been used by the Auditors to add General Comments to the Audit Report. This will open the following screen:

The Auditor needs to select the financial year and the subsidiary for which he wants to add the comments. 


[image: image172]
After selecting the financial year and the subsidiary, a click on Go button shows all the Audit Plans related to user for the selected financial year which is as shown below:
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The Audit Area is a link which on click opens up a new window.
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The Auditor can enter the General Comments by entering the details in the text area provided and click on the Save Details button.

These details would then be visible in Print Audit Report above the first Control Point.
6.6 Replace Division Department
This link is used to replace the existing Division Department for the Audit Report. 


[image: image175]
The user has to select the Financial Year and the Subsidiary for which the Audit Report is created. On click of Go button the below displayed screenshot would be visible.
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The user has to select the Audit Report from the Area dropdown list. This list would display all the existing Audit Areas for which the Division and Department combination are missing in HRIS and which are not visible in Existing Audit Reports under Create View link. When the user selects a particular Audit Area the Report No, existing Division and Department along with SBU Head, HOD, Auditee Name would be displayed. The user has to select the New Division and Department from the dropdown list and click on Replace button. Once the Replace button is clicked the existing Audit Area would get replaced with new Division and Department combination and then that Audit Area would get removed from the Area dropdown list.
6.7 Replace Auditee
This link is used to replace the existing Auditees with new Auditees for the Audit Report. 


[image: image177]
The user has to select the Financial Year and the subsidiary for which the Audit Report is created. On click of Go button the below displayed screenshot would be visible.
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The user can view the list of all the existing Audit Plans which have not been released to Auditee in the above screenshot. If the user wants to change the Auditee he has to click on [image: image179.png]


  image. On clicking this image the user would be able to select the new Auditee from the Employee Dropdown list. 
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On selecting the new Auditee the user has to click on [image: image181.png]


  image to replace the existing Auditee with the new one.
6.8 Rearrange Control Points
This link is been used by the Auditors to rearrange the control points for the Audit Report. 

[image: image182]
The Auditor has to select the Financial Year and the subsidiary for which the Audit Report is created. On click of Go button the below displayed screenshot would be visible.
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The Auditor would have to click on the Audit Area hyperlink for which the Control Points needs to be rearranged. This is as shown below:


[image: image184]
The auditor would have to select the up [image: image185.png]


 and down [image: image186.png]


 arrow to arrange the control points as per the requirement. The change in order of the Control Point is as shown below:


[image: image187]
6.9 Rearrange Observations
This link is been used by the Auditors  to rearrange the Observations for the respective control points for the Audit Report. 

[image: image188]
The auditor has to select the Financial Year and the subsidiary for which the Audit Report is created. On click of Go button the below displayed screenshot would be visible.
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The auditor would have to click on the Audit Area hyperlink for which the Observations for a given Control Point need to be rearranged. This is as shown below:


[image: image190]
The auditor would have to click on the serial no of the Control point for the rearrangement of the respective Observations.

The auditor would have to select the up [image: image191.png]


 and down [image: image192.png]


 arrow to arrange the order of the observations. The change in order of the Control Point is as shown below:


[image: image193]
6.10 Rearrange Suggestions

This link is been used by the Auditor to rearrange the Suggestions for the respective Observations and Control points for the Audit Report. 

[image: image194]
The auditor has to select the Financial Year and the subsidiary for which the Audit Report is created. On click of Go button the below displayed screenshot would be visible.
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The auditor would have to click on the Audit Area hyperlink for which the Suggestions for a given Observation for a given Control Point need to be rearranged. This is as shown below:


[image: image196]
The auditor would have to click on the serial no of the Control point for the display of all the available Observations. To access the Suggestions for the respective Observation the serial no of the Observation would have to be clicked.

[image: image197]
The auditor would have to select the up [image: image198.png]


 and down [image: image199.png]


 arrow to arrange the order of the observations. The change in order of the Control Point is as shown below:

[image: image200]
6.11 Unrelease
This link is been used by the Administrator to unrelease the Audit reports which get locked after 15 days from the date of Auditor releasing to Auditee, if the report is lying with the Auditee or HOD or SBU Head.
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The Administrator has to select the Financial Year and the subsidiary for which the Audit Report is created. On click of Go button all the reports which have got locked would be visible.
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The Administrator has to select the report which he needs to unlock and click on the Submit button. On clicking the button the report would again be made editable to the Auditee or HOD or SBU Head in the stage in which it had got locked.
7. REPORTS

The users can view the reports related to the IATS system using this link.

7.1 Action Status Report
Users can view the Action Status Report using this link.

[image: image203]
User will have to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default, current Financial Year will be selected. On clicking the “Go” button, a list of Audit Plans will be displayed as per user’s roles.
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On clicking the name of the Audit Area, user will be able to view summary of the Action Status as shown below.

[image: image205]
The display shows the Number (Report Number/Control Point Display Number/ Observation Display Number / Suggestion Display Number), Action display number, First Person Responsible, Target Date, preceded with H, M, A or E where H denotes action confirmed/added by HOD, M denotes action added by Management users, A denotes action added by Audit Committee, E denotes EPM changes confirmed by HOD. The status of the actions is denoted by Red, Green and Yellow colors. On clicking the action number, the Audit Plan report can be viewed as shown below. 
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User will be able to view the status of an Action by clicking the “Status” link besides [image: image291.png](IS
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the actions. User has the rights to view only the status as shown below.
7.2 Action Taken Report (ATR)
Users can view the Action Taken Report from this link.


[image: image207]
User will have to select the Financial Year and the subsidiary for which he/she wishes to view the data. By default current Financial Year will be selected. On clicking the “Go” button, the user will get a list of Audit Plans as per his / her role.
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On clicking the name of the Audit Area, the user would be able to view the Action Taken Report as shown below.
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The report displays Control Point, Suggestions and Action Plans for every suggestion. Actions include the Auditee/HOD actions, Managements actions and the Audit Committee actions taken along with comments and status shown in Red, Yellow or Green colors.
7.3 Action Taken Report – Closed
Users can view


[image: image210]
User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Plans as per user roles will be displayed.
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7.4 Audit Committee Minutes

Users can view the Audit Committee minutes for an audit report using this link.
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The user will have to select the Financial Year and the subsidiary for which he/she wishes to view the data. By default current Financial Year will be selected. On clicking the “Go” button, the user will get a list of Audit Plans as per his / her roles.
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On clicking the name of the Audit Area, the user will be able to view the Audit Committee Minutes as shown below.
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The above Report captures Control Point, Observations and Audit Committee Minutes, Action plans, Person responsible and the Target dates for the action plans as shown above. The report can be printed by clicking the “Print” button on the right hand side top corner.
7.5 Print Audit Report

The users can view the Print the Audit Report from this link.


[image: image216]
User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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On clicking the name of Audit Area, user will be able to print the Audit Report as shown below.
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7.6 Issues and Suggestions
Users can view
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User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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7.7 Management Action Details

The users can view the Management Action Details Report from this link.
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User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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The user can select multiple Reports by clicking on the checkboxes provided to them and then clicking on Submit button. Once the user clicks on Submit button the following report would be displayed.
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7.8 ATR Summary Report
The users can view the ATR Summary Report from this link.
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User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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In the above screenshot the user has the options to view all the Audit Reports or only those which are marked as Repeat Issues. Also the facility is provided to select the Action Status given by the First Person Responsible and the Target Date.
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7.9 Date wise Tracker Report

The users can view the Date wise Tracker Report from this link.
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User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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The user has to check the checkboxes besides each report and click on Submit button. The report for the selection would be displayed as shown below.
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7.10 View History

The users can view the history of the edited Reports from this link.


[image: image230]
User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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On clicking the name of Audit Area, user will be able to view the History of the Audit Report as shown below.
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The user can click on the View History link below the Control Point to view the Control Point history details along with the date on which it was edited.
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The user can click on the View History link below the Observation to view the Observation history details along with the date on which it was edited.
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The user can click on the View History link below the Suggestion to view the Suggestion history details along with the date on which it was edited.
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The user can click on the View History link below the Auditees Response to view the Response history details along with the date on which it was edited.
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The Report Admin can click on the “[View Other HOD Response]” link to view the Other HODs response, if any. 
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The user can click on “[View History]” link to view the Response history details along with the date on which it was edited.
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7.11 View Audit Plan Trial

The Users can view the Audit Plan Trail Report from this link.

[image: image244]
User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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This report displays the number of times the Auditor has released the report to Auditee or HOD and vice versa.

7.12 Statistical Report
The users can view the Statistical Report from this link.

[image: image246]
User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.

[image: image247]
The user would be able to view the details of the Financial Year selected, as well as of the previous Financial Year.

7.13 View HOD Feedback

The users can view the HOD FeedbackReport from this link.
[image: image248.png]O© - [ riocahostiatsicosieeporsisebrancatiaronovreadackospx ME x| o [oF)

Fle Edt View Favortes Took Help

i Favorkes | @ Tata Power - Inernal Audk Tracking System 1 H = "

tayun Kuro

Thursday, August 26, 2010

System Logout

Financial Year* [2010 - 2011 [w] Gomeany /[ e Tata power Company Linited v B ® Page o

Subsidiary *

 Home
5 System Masters
® Audit
© Reports
Acton Sttus Report
Print Audt Report
Acton Taken Report (ATR)
Acton Taken Repart- Clossd
Audit Commitee Minutes

Isses and Suggestons
Managament Acton Detals
ATR Summary Repot
Ostewee Traker Rasert
Vi Htoy
Vi At Pl Tl
St Repat
Ve HOD Feacoask
@ Vi CE Resert

5 e hoearnt

Dene [T&T5 Changes 56_3uly_2010 - Microsoft Word] 4 Local ntranet | Rioo% -

StarT @ 50 Manager2... | @115 et -iro... | B 1aTS Changes Totap 75 Lser ven... QSN 4ss9em

ser - Int.





User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
[image: image249.png]Go-

| 8] htp:/flocahost/ 14T/ Code/Reports/SelFinancialvearForHODFeedback.aspx

(] (B [#2) [ [y web searen

X
28

Fle  Edt

View Favories Toos Help

e Favortes | (@ Tata Power - Internal Audt Tracking System [

B

P110- Business
Development

P110- SUP -CORP HO

P110- SUP -CORP HO

P110-G- Trombay

P110-G- Trombay

HO - Services

P110-D - Distbution

HO - Services

P110- Testing Depatiment

P110-G- Trombay

P110- SUP -CORP HO

P110- SUP -CORP HO

HO - Services

Business Development

Regultion

Commercial

Trombay Stores

Trombay Human Resource
Dept.

Coporste-Sefety, Healtn
and Envronment

Disrbuion-Stores
Coporste-Sefety, Healtn
and Envronment
ETAEngneers/Technical
Trombay General Offce.
Comorate Administration

Comorate Administration

Human Resouroes -
Coporate

Business Development

Reguiations
Powerpurchase and ssle

Stores-Tromaby.

Cortractor Attendance-
Trombay.

Coporate Envionment

Disrbuion-Stores

Comorate Safety

200461/ Mr RC Shah

141135/ Mr AS Sethi

141135/ Mr AS Sethi

161608/ C T Prakash

201470/ Me M A Thakur

200585 / Dr AN Patkar

152919,/ M D § Kudakar

200585 / Dr AN Patkar

Bectical Testingand 162582/ s H D Karkaria 145459/ M S G Patki

Automation

Fisk Inplemenstion Review
~Trombay

150339 / MV K Chourey.

Adrinistation - HO 162582/ s HD Karkaria 200399/ Dr G C.

Baghasingh

Avition Division 200399/DrGC 200399/DrGC
Baghasingh Baghasingh

Human Resouroes 200399/DrGC 200399/DrGC
Baghasingh Baghasingh

200524 / M S Kommu

163716/ M V H Wagle

156078/ MrV R
Shrkhande.

161781/ M K M Viyan

150083 / M D N Wadke

154563 / i P P Koki

201828/ MrC P Ranade

200584 / 1 G Singh

146820/ Wir Jacob Joseph

146790/ M R J Singh

165065/ M A Ravi Antory

165065/ M A Ravi Antory

200445 / M D Mohapatra

Dane.

3 ocamonet

G- R

PR < 1a5.tet - i,

| i 50t Hmacer 2. | ) Eckobs-ona... [QA[OIBED 239em





The user has to check the checkboxes besides each report and click on Submit button. The report for the selection would be displayed as shown below.

[image: image250.png](€0 vt osahost TS Cocerepars HOGFeodoa e s AusPenid=15, 145, 154,147,195,145, 0] () () %] [ 22 1ty et searn

Home ' Reports > HODFeedbackReport Tuesday, October 19, 2010

( Audit Reports with HOD Feedback

Cickon Image todonrioad the xcel e, 9

TPCL  Business MRC WS Anea- 3 4 Trisisthe Feedback which | am giving for
116 Development Shah Kommu  Deepti Report No 116.

Report completed.

Thanks

Becricdl  MsHD  MrSG  Mrlacch Pryanka Done propey
Tesingand ke Fatk Josesh Kam

Altomation

Advivistration MsHD  DrGC  MrARavi Ui Shival testremarks
“Ho Kakaia  Baghasingh Antony  Marfatia

Avton  DrGC  DrGC  MrARavi MsShival test
Dvson  Baghasngh Baghasingh Antony  Marfai

Human DXGC  DGC WD  MsShival tot
Resoutes  Baghasnch Baghasingh lohapaira Naratiz

Tata Powe, 1T Net




7.14 View CEI Report

The users can view the CEI Report from this link.
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User has the facility to select the Financial Year and the subsidiary for which he/she wishes to view the report. By default the current Financial Year will be selected. On clicking the “Go” button, a list of Audit Reports as per user roles will be displayed.
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The user has to check the checkboxes besides each report and click on Submit button. The report for the selection would be displayed as shown below.
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Click to view the Status.





Click to Print the Report.





Actual Date of Audit Committee Review.





List of Common Attendees.





Click to Print the Audit Report.
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defined.

Person Responsible: Hanoz Mistry

Target Date: 10-0v-2008

AUDIT COMMITTEE REVIEW

Attendee:
Remarks: The status of conpiiances by the subsidiares s 3t present not received by the Legal
8 Seretarial Department of Tata Porer.

AUDIT COMMITTEE ACTION

‘Action 1 : Complance report should be received quarterly rom the operating Indan
subsiiaries, the receipt of which s to be monitored by the Tats Power Secretarial Department.
Each Subsiciary Company wil be responsbe for s own compliances, a5 also ther tmely recept
by the Secretaril Department.

Person Responsible: Hanoz Mistry

Target Date: 10-0v-2008

Done
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o THE TATA POWER COMPANY LIMITED Bl iovember 17, 2008
Minutes of the Meeting of the Audit Commitee of Directors held on 22-Aug-2008
in the Company’s Conference Room on the 3rd Floor of Bombay House,
Homi Mody Street, Mumbai 400 001.
 AuditPla
PRESENT
L DrH S Vachha Mr R K Misra
2 Prasad Menon Sowmyan Ramakrishnan
D s Padmanabhan Banmali Agrawala
4
. Bomi Shroff Anant Hanamshet
. Sanjay Dube Deepak Mahendra
. Mr K Aneja Ms Shivali Marfatia
5 Mr Anil Wadhwa
o
n Report on Review of P110 - SUP - CORP HO di ion, Secretarial Department
= department for Audit Area ‘Legal and Secretarial Compliance’
1
Ms Nesta Shah also joined the meeting.
15
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Report on Review of P110 - SUP - CORP HO division, Secretarial Department
department for Audit Area 'Legal and Secretarial Compliance’

Ms Neeta Shah also joined the meeting.

1 |List of Specified Employees needs review
OBSERVATIONS

1 [The Company has identified 58 employees as specified employees for the purpose of SEBI (prohibition
of insider trading) regulations, 1992, till the date of our review (May 28, 2008). Employees of Business
Development department, employees having SAP access (FICO Module), Internal Audit department
and CGPL may be considered for inclusion

AUDIT COMMITTEE MINUTES

« The Company have identified 58 employees as specified employees for the purpose of Regulation 3 of SEBI
(prohibition of insider trading) Regulations, 1992, tllthe date of review (May 28, 2008). Employees of Business
Development department, employees having SAP access (FICO Module), Internal Audit department and CGFL may be
considered for inclusion

AUDIT COMMITTEE ACTION

Action 1 : ) The processes of identification of employees who can have access to price sensitive information for the
purpose of identifying specified employees need improvement. To be taken up with the Ethics & Compliance
Committee (ECC) in its next meeting.

Person Responsible: Hanoz Mistry

Target Date: 10-1iov-2008

Action 2
Department.

Person Responsible: Gobind Baghasingh
Target Date: 10-1iov-2008

R to categorise employees on their joining s designated employees and inform Secretarial

oore (3 @ et S -

e P110-G- Trombay Trombay Environment Moritorng  Compliance with Envionment  Ashok Wankhede Neresh Pati
Floms - Trombay
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Action 1 : ) The processes of identification of employees who can have access to price senstive information for the
purpose of identifying specified employees need improvement. To be taken up with the Ethics & Compliance
Committee (ECC) in its next meeting.

Person Responsible: Hanoz Mistry

Target Date: 10-fiov-2008

Action
Department.

Person Responsible: Gobind Baghasingh
Target Date: 10-fiov-2008

R to categorise employees on their joining s designated employees and inform Secretarial

2 |Reporting of Compliance by subsidiaries and associates.

OBSERVATIONS

1 [At present the Secretarial department provide services to subsidiaries as and when required. The
process of reporting on secretarial compliances by the subsidiaries and associates is yet to be initiated.

AUDIT COMMITTEE MINUTES

« The status of compliances by the subsidiaries is at present not received by the Legal & Secretarial Department of
Tata Power.

AUDIT COMMITTEE ACTION

Action 1 : Compliance report should be received quarterly from the operating Indian subsidiaries, the receipt of
which is to be monitored by the Tata Power Secretarial Department. Each Subsidiary Company will be responsible
for its own compliances, as also their timely receipt by the Secretarial Department.

Person Responsible: Hanoz Mistry

Target Date: 10-fiov-2008
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[image: image304.png]The processes of identification of employees who can have access to
price sensitive information for the purpose of identifying specified
employees need improvement.

HOD's Response

Acceptance Agree

Reason for Deviation

The Ethics & Compliance Committee (ECC) reviews the list at its
metings. This suggestion will be put at the next meeting of the
Committee for consideration

-

P

o

B st oot i

Action:

R o cateonaeenpcyees n thes i s desgnaed enplyessan forn Coplence
First Person Responsible : 20033 | Gobind Baghasingh

Target Date : 10-4i0v-2005

Attendee:

Remarks:

The Company have identified 55 employess 25 specified empioyees fo the purpose of
Reguiation 3 of SEBI (prohibiton of nsider rading) Regulatons, 1952, tl the date of revien
(Vay 25, 2005). Empoyees of Business Development depariment, empioyees having SA°
‘2czess (FICO Modle), Internal ALt department and CGPL may be considered for ncusion

= i

information forthe purpose of dentfying specified employees need mprovement. To be
taken up with the Ethics & Compiance Commitiee (ECC) n s next meetng.

First Person Responsible : 165773 | Hanoz Mistry
Tarqet Date : 10-i0v-2005

Done

) The processes of dentiicaton of employes ho can have sccess o prie sensitve
s s
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Monday, November 17, 2008

 Audit Plan Details

P110-SUP-CORPHO  Secretaril Department Legal 3nd Secretaral Bomi Shroff / 100015 Bomi Shrff / 100015
Complance

 Audit Field Work . Planned Date - 14-May-2008

List of Specified Employees needs re

ControlIssue:  Yes
Reveiw Period:  Apri 2007 to Apri 2008
‘Sample Verified: 14
Exception: Na

The Company has identfied 58 employees as specified employees for the purpose of SEBI
(prohibition of insider trading) regulations, 1992, tll the date of our review (May 28, 2008). Employees
of Business Development department, employees having SAP access (FICO Module), Intemal Audit
department and CGPL may be considered for inclusion

O Isit arepeatissue
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Audit Plan Details

Rt No. Division Department Audit Area HOD - ID / Employee Name  Auditee - ID / Employee Name
El P110-SUP-CORPHO  Secretaril Department Legal 3nd Secretaral 100015/ Bomi Shroft- 100015/ Bomi Shroft-

Complance
Sr.No. Observations & Suggestions. Agreed Action Plan Action Taken Status.

1. List of Specified Employees needs review

« The processes of identiication of (#) As per report
employees who can have access toprice ..

sensitive information for the purpose of . The Ethics & Compliance Committee
identifying specified employees need (ECC) reviews the list at its meetings. This
improvement suggestion will be put at the next meeting of

the Committee for consideration.

 This suggeston il be put at the next mestng of the
Commites for consideraton

Person Responsible: Hanoz listy.

Target Date: 31-051-2002

(B) As per Management Review

@ HRto categoriss employees on therrjoring 35 .
Gesignated employess and nfom Compiance Dest.

Person Responsible: Gobind Baghasingh

Target Date: 10-1ov-2003

(€) As directed by Audit Committee.

Attendee:.
Remarlcs: The Company have identfied 53 employess 35
speciied employees or the purose of Regulation 3of SEBI
profibtion of insider trading) Reguiaions, 1992, the date
of review (May 26, 2008). Employees of Business
Development department, employees having SAP sccess
{FICO Modie).Itemal Alit depariment and CGPL may be
consiceredorinciusion

) The procssses of identfication of employees who can
have acosss to price sensiive ifomation for the pupose of
idenfying speciied employess need mprovemert. To be
taken up wih the Eihics & Compliance Committee (ECC)n

w0 3 @ memet 0% -
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Attendee:
Remarlcs: The Company have identfied 53 employess 35
speciied employees or the purose of Regulation 3of SEBI
probibtion of insider tracing) Regulatons, 1992, the date
of review (May 26, 2008). Employees of Business
Development department, employees having SAP sccess
{FICO Modie).Itemal Alit depariment and CGPL may be
consiceredorinciusion

) The procssses of identfication of employees who can
have acosss to price sensiive ifomation for the pupose of
idenfying speciied employess need mprovemert. To be
taken up wih the Eihics & Compliance Committee (ECC)n

s next mesting.

Person Responsible: Hanoz listy.

Target Date: 10-1ov-2003

 HRto categoriss employees on ther joring 35
Gesignated employess and nfom Secretaral Depatiment
Person Responsible: Gobind Baghasingh

Target Date: 10-1ov-2003

Reporting of Compliance by subsidiaries and associates.

« Callection of periodical report from the
subsidiaries and associates on secretarial
compliances needs to be considered

(A) As per report
o Agee

o Tobe reviemed.
Person Responsible: o Shroff
Target Date: 31-051-2002

(B) As per Management Review

@ The process to be adopted for monitorng compliance by
subsidiaries needs to be defined

Person Responsible: Hanoz sty

Target Date: 10-1ov-2003

(€) As directed by Audit Committee.

Attendee:
Remaris: The ststus of compiances by the subsiares s
at present not received by the Legal & Secrtarial
Depariment of Tata Power

 Compliance report should be receved qusteryfrom the
operating Indian subsidiarie, the recept of which s to be:
montored by the Tata Power Secretaral Depatmert. Each
Subsidary Company wil be responsible for s own
compiances as ako ther tmely receit by the Secretaral
Depatiment

Person Responsible: Hanoz listy.

Target Date: 10-1ov-2003
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