HOW IT WORKS ?

Steps to Apply for Auditor Appointment

1. Determine Eligibility:

Ensure that the auditor you wish to appoint meets the necessary qualifications and is
registered with the appropriate regulatory authority (e.g., a Chartered Accountant in India).

2. Prepare Required Documents:
Gather the necessary documentation, which may include:

e Proof of Business Registration: This could be your Certificate of Incorporation or similar
documents.

e PAN Card: The Permanent Account Number (PAN) of your business or proprietor.

e Board Resolution: A resolution from the Board of Directors approving the auditor’s
appointment.

e Existing Auditor's Details: If there is an existing auditor, include their details (if
applicable).

3. Draft an Appointment Letter:
Prepare a formal appointment letter addressed to the auditor. This should include:

e The name and address of the auditor.
e The effective date of appointment.
e Any specific terms or conditions related to the audit.

4. Board Approval:

If required, present the appointment letter and supporting documents to the Board of
Directors for approval. Ensure that the appointment is recorded in the minutes of the
meeting.

5. File Necessary Forms:

Depending on your jurisdiction, you may need to file certain forms with the regulatory
authority (e.g., ROC in India) to formalize the appointment. For companies in India, you may



need to file Form ADT-1 with the Registrar of Companies within 30 days of the appointment.
6. Communicate with the Auditor:

Once approved, send the appointment letter to the auditor and confirm their acceptance.
They may need to sign a copy of the letter.

7. Maintain Records:

Keep a copy of all documents related to the auditor’s appointment for your records, as they
may be needed for future reference or compliance checks.

Important Considerations:

e Regulatory Compliance: Ensure compliance with all local laws and regulations related to
auditor appointments.

e Renewal and Re-appointment: Keep track of the auditor’s term and prepare for renewal
or re-appointment as needed, following the same process.

Resources:

Consult your jurisdiction’s regulatory body for specific guidelines and required forms.
Consider seeking legal or professional advice if you are uncertain about the process.



