
Medicalcollete

A'^{LA INSTITUTE OF MEDICAL SCIENCES
\ ,An undertaking ofAmala cancer Hospital soclety)

Amala Natar, ThriSsur Distri.t, (erala State,lndia - 680 555

INTERNAT AUDIT DEPARTMENT

Month: Aprll'25 Frequency: MonthlyName of Division

INTERNAL AUDIT PROGRAM - REMUNE RATION SYSTEM

Action Takenvarlanc€ Audit ObservationCurrent
Month

Addltion

Last Month
separation

Current
Month End

As per

Payroll
Last Month

End

Particulars

337 19 )Staff

4t 5Tralnees

44Honol.ary 5taff
3Professionals

Cu.renl
Month

Contract renewalwlthout increment - 4 & with increment -3,

salary increment with effect from April,2025, Resignation - 5,

new joining - 13 & lmpact of LoP in Gross salary & change in

VDA & lncentive for gBstro & radiodlagnotis doctors will be paid

from Hospital.M,O25,492 43,agr,710
lncrement -2, Weightage increment for employees with effect

from April, Deposit discontinued - 2, Change from Trainee to

Staff - 2, Resignation - 1, New Joining - 0 & lmpact of LOP in

Gross Salary & ChanBe in VDA.3,t62,392 3,039,705

New joining - O, , Resignation - 2, Transfer from trainee to staff -

2

688,351

e5h increased for 3 em lo44,640 83

Professional Fee remained consistent397,631

lncentive for Radiodiagnosis & Gastro doctors paid from

H ital
9,164,284 Ll,476,55O

As perTDS calculation sheet5,991,808

t45 470 145

4,295

Amount a5

per SupPqrt,
Partlculars Amount as

per Payroll

9,764,244 Dlrring the Processing phase, lncentive data had not been

entered. Five doctors amount entered was wrong.
9,t64,244

t99,OA2Other Pay 199,082

a

Analavsis of Kev Pavroll Fl(ures

Analvsis of Staff Numbers

Action TakenPrevidus Variance Var.hPartiqulars

4,631

, 
607,668

7,844,654

397,631

354354

AEtlon Takenvar %

veriflcation of Pavroll supportinl



Profession T.rx Deductions

3,690 3,690

o%
)

lhitially ProfessionalTar has not been entered, 're processin8

Professional Tax was not entered fro Reslgned L- -1ors.

Electricity Ddductions

t94,229 194,229

ayo During the ProcessinS phase, Electricity had not been entered Notified Siljo and corrected accordinBly

lnsurance D€ductions 1,135 1,135 a% Supportlngs not submitted, verified with TB

Med/ Due Bill Deductions o%
Uniform Dedu.tions e/.
Other Dedu.tlons 46,569 46,569 AYo S pportings was not received in the beginning.
Varlable DA per Staff 2,t59 2,159 o%

Partiaulers Nos. ar p€r

Payroll
l{os. a3 per

supporting
variance Vetri Audit observation Actior Taken

New loinlng.l 13 Alo Processed correctly
Separations 5 o% Processed correctly
Transfers 2 2 ov" Processed correctly
lncaements 151 L57 uvo Processed correctly
Salary Redu(tions wo
Special Allowances 99 99 U'4 Processed correctly
Leave Surrender o%
Holiday WaSes 18 18 o%
Loss of Pay Deduction 30 30 o% Paocessed correctly
ESI Leave Deduction w.
ESI Mat. Leave Deduction ry.
Withheld List ovo
Addition to PF o%
PF Discontinuation oy"
Addition to ESI oy. Processed correctly
ESI Discontinuation

Addition to Hostels, S/Q 0% I

Shlfting frorn Hostels, S/Q 0%

Caution Deposits Dedu.t 11 o% Processed correctly
Caution Deposits Discontinur 2 o%
Verlflcation of Loan / Advan.e O€ductions

Name of Staff As per

Payroll
Deductlble
Amount

Variahce Advance
Amount

Date of
Advance

l.d3er
Ealan.e

Audit ob<ervation Actlon Taken

viji v c 6,000 6,000 75,000 t4-06-24 15,000
6,000 6,000 200,000 30-06-23 74,000

ROSILY E V 3,500 3,500 s9,111 27-12-23 10,111
REEEA T B 7,000 7,000 80,000 31-08-24 31,000
Manikandan 10,000 10,000 75,000 t7-ot-25 45,000
Swapna K S 5,000 5,000 30,000 10-01-25 15,O00
SUJITHA K S 6,250 6,250 150,000 25-07-25 137.500
SURESH P V 5,000 5.000 50,000 1g-03-2S 40,000
Dr Rajesh Gopinath 50,000 50,000 600,000 01-06-24 100,000
Dr Jose lacob 30,000 30,000 300,000 o6,ot 24 30,000

Verlri aation Done Vedfled
(Yes / No)

Audit Oblervatlon Action Taken

Notified Mrudula & corrected accordingly.

13

5

11

2 --::-'

13

RENJINI M G

Verllication of Pavroll



Nery ioininS, No. of days salary (with List, MOU, Offi€e Order, Salary approy,- 
)

Yes ErroB found ln the Siven supporti ) Notified DiWa and corrected accordinSly

s€parations, No. of days salary (with Separatlon Llst,/ Office Order) Yes

Transfers {with Transfer List, Office Order} Yes

lncrem€nts (with lncrement List, MOU, Office Order, Min. Wage Notification) Yes Errors found in the given supportings Notified Divya and corrected accordingly

Salary Redu(tions (with Salary Rdduction Llst, Offlce Order) Nfl

Basic Salary (with List, MOU, Office Order, lncrement Letter, Min. Wage Note) Yes

Varlable DA amount (with Dept. of E.onomics & Statlslics Notification) Yes

Extra Allowance (Applicable % of Current Baric Salary) Yes

Varlous Allowances (with lnffement List, MOU, Office Order) Yes

lncentives {with lncentive List) Yes lncentive amount is decreased as per the
decrease in the no. of procedures &
Radiodlagnosis doctors incentive was pald from
Hospitdl.

Special Allowances (with Speclal Allowance Ust, Office Order) Yes

Leave Surrender {with Request Approval, Offlce Ord€r, Salary Statement. Leave Report)

Arrears (wlth New Joinees List / lncrement Llst ) Yes

Other Pay (wlth lncrement List, Office Order) Yes

Salary comparison with previous month usinS VLookup Yes

Ensuring that'OtlglE c91ufn has only non-repetitive items Yes

Worked Days (with LOP List, ESI Leave List, ESI Matetnitv Leave List, Leave Policv)

Worked Day5 (with Leav€ Policy, Weeklv Off Policv, Maternity Leave Polity) Yes

Veritication of all eamings based on Work Days Yes

Holiday WaSe (with Holiday Wage List) Yes

TDS deducthn (with TDS Deductlon Llst) Yes

PF deduclion (with PF Additlon & Discontlnuation List, Applicable %, Ceihng) Yes

ESldeduction (with ESlAddltion & Discontinuation List, Applicable%, Ceiling) Yes

Profession Tax deduction (with Profession Tax List) res

Establishment deduction (wlth Addition to / ShiftinC from Hostels, S/Q List) Yes

Medlclne / Due bill deductlon (with Medicin€ List, Due Bill Deduction List) Yes

Advance deductlon (with Advance Ledger, Advance Approval Letter) Yes ')/
Electricity d6duction {with Electri.ity Deduction List) Yes

lnsurance deductlon (with LIC List, lnsurance Deductlon Llst) Yes The supportinB document was not received. ThE

amount was verified against the previous month's
amount.

Unlform deduction (wlth LJniforn Deduction List) Yes

Oth€r dedu€tion {with Other Deductlon Llst)

Caution Deposlt deduction (wlth Caution Deposit Deduction / Discont. List) Yes

Salary cheque amount (with Salary statement, Withheld List) Yer

Whether Offlce Order recelved with new loine.s, tranlfers, separations, etc Yes

Name of Doruments not recelved in time Yes

Name of Documents recelved initially without approvals lncentive List, EOP

Yes



Defalls of Changes done ln payroll (other than corrections pointed out by tq. it Audit)

Support issues faced from Payrollteam in resolving Audh Observatlons lncentives, Professional Tax, Electricity were not
entered durlng lnitial salary processing.

Ve.lflcatlons done based on Documents not siSned by Dlrector / Prirclpal lncentives calculation sheet, Evening OP - Staff

Verlfications done based on Documents not signed by H.R. Mana8e.
Veriflcatlons not done properly due ro lnsufficlent Supporting Documents No
yedficatlons not done properly due to Non-availabiliry ofSupportlng Documents No
Verifications not done propeiy due to Non-avallability of System Reports

Payroll Verified by Athira.P.S Signature

Actlon TakenAudlt Obscrvatlon

1. ErroB noticed in the supponings given by HR dept Notified Sreya

2. Delay in providing signed suppg4ingdocuments, some are provided after Salary pavment processinS lncentives sheet, EveninB OP sheet
3. Staff BR / Doctor HR not provlding Checklist to ensure complete and timely handover of supporting documents

Notified Sreya and corrected accordinSly4. lncentives sheet are not providing on time
5. One partidular issue needs to be discussed with multiple HR staff and followed up since there is no Senior Persbn responsible for entire Payroll
6. Verification by S€nior Person in H.R. befoF forwarding to lnternalAudlt is not done
7. The signed Office Order contained a mistake

Verification Don€ verlfl€d

{Yes / No)

Audit Observatlon Action Taken

Worked Dayi (baled on LOP & Non-ESl M.L. a5 per Attendance Register) Yes

Worked Dayl lbased on ESI Leave & ESI M.L, as per Attendance ReSister) Yes

Worked Days (based on eligible Cisual Leave, Eamed Leave, Special Leave, etc.) Yes

Weekly Off/ Holiday Pay EllBlbllity (based on no. of days worked in prior week) Yes

Holiday Wage (based on sign on Holidayr in Attend. Reglster wtth Holiday List) Yes

Holiday Wage (based on Punc Report with Holiday Llst) No
Signature on Holidays in Attendance Register (with Holiday List) Yes

Employee No. mentioned ln Attenda nce Register (to avoid same rame ls:ues) Yes

Pay.oll Divislon name mentioned in Attendance ReSister Yes

Corrections overwriti ng in Attendaoce Register

Blank colum.rs in Attendance Re lister (since staff diin't sign even though they worked) Yes

Yes

Errors identified in case of 2 staff;Eg: Dr.Rupesh

George (30 days as in Payroll instead 24 blank

coloumn in ReEister)Dr.Salini 5 (30 days as in

Pavroll instead 30 blank coloumn in Register)

lnformed & Corrected by Ms.Sreya

Blank columrls in Attendance ReBister (due to leave details not filled up by H.R.) Errors identified in case of 14 5taff;E8: Dr.teenus

.lacob (30 days as in Payroll instead 5 blank

coloumn in Reglster)Dr.Alvln BAbu (30 days as ih

Payroll instead 8 blank coloumn in ReSlster)

lnformed & Corrected by Ms.Sreya

Employees in Payroll, but Name / Sign not avallable in Attendance Regist€r
salary processed in Payroll, but on LOP, Ell L, €St ML as per Attendance Register Yes

Em lrl A but Name not available in P Yes

l'*
l'"'
lves

lruo

l*"

Maior lssues identified in Verifi.ation of Pavroll

Veritication of Attendahce, Leave & Acouittance Rerister

Date: 30.04.2025

v

Yes



sepaEted Employees marked as' in Payroll Module

ESI leavd & ESI ML updated in Payroll Module (wlth ESI Leave Flle)

Yes

No

Resumption from ESI t & ESI ML updated in Payroll Module (with Fltness Cert. File) No

Sample checking of Punchlng Report (wlth Attendance Registerl No

Leave Appllcations done manually / ln software Yes

Leave Eligibility computed manually / in software Yes

Ct, Et, SPL ESI L, ESI ML in Attendance Register with Leave lvtodule / Reglster No

Corectlons / overwrlting in Leave Re8ister

Dortor / Staffsignature not done in Acquittance Registe. No

Support lssues faced from Payrollteam in provlding Re8isters / Docs Yes

Maior issues identified in Verifi!_e!l!l!91-.4!!g!d!!!e Resister

Signature

Action TakenAudlt observatlon

Veriricatlon Done verlfled
(Yes / No)

Audit Obiervation Action Taken

Consultation Charges with Consultation Statistlcs Yes WronBly enter Arthat consultation Eg:Dr Sojan,Dr

Anoob John etc

DoctorVisit Charges with Dept.-wise Dynamic Report Yes

Surgerv ChaBes wlth Surgery Report

Procedure charges with Dept.-wlse Dynamic Report Yes l.Wrongly enter procedure charge Eg:Dr

Arjun,06umam etc.2.linlac procedure was

wrongly entered

lnformed Ms. Sreya & corrected

EmeBency Charges wlth EmerE€ncy Cha€e Report Yes

Doctor ln€entives (wlth ln.entive List, MOU) Yes

Scanning Doctor lncentive (with CT, MRl, NM Report) Didn't deducted to DrlijoeJohn procedure

amount

lnformed Ms. Srey a & carrdated

Scanning Reference Incentive ($lth Reference lncentive Report) Yes EmerSency medicine incentive amount was

wronSEB Dr Suresh kumar,Dr Thomas lohn etc
lnformed Ms. Sreya & corrected

Verifications not done properly due to delay in submlssion No

Verlfications not done properlv due to lnsufficlent Supportln( Documents Yes

Verificatlons not done properlv due to Non-availabllity of SupportlnB Documents Yes

Verlflcations not done properly due to Non-avallabllity of System Reports Yes

Maior issues identified in Verification ot lncentives

No

Re8isters Verified by:

Verlflcatlon of lncentives

Amala Paul K Date: 6-MaY-25

lnformed N4s. Sreya & corrected

Yes



I
lncentlves Verifled by: Ajl Varghese P.

Verification of Other Staft Pavments

Other Staff Pay Verlfied by; AiiVarehese P.

Signature:

Signature:

Datei 6-MaV-25

oate: 6May-25

i-

i)

_:r -;r- /

Dr. RI]TSY TilOtlAS
MD, T N I-N,

I't: .

Al.,1AIA []5TtI, ;r .
AI,IALA NA6AiJ

".. rt t.1r(_OG

.]NL SCIENCES
,- rA.600 555

Audit 'prvation I Action Taken

J\p\

V€rlfl.atlon Done Audlt Observation A.tion lakenI verified
| (ves / r.ro)
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INTROIXJCTION

AErls Mcdical Collcgc is a udcruking of Amala Calrcer Horyital Sciety_ Its lrtemel &
Extqnal Audit Policy Eitnr et ec€urncy [lxl omplcte ess of its Boolr uf Accounts.

PlOI,ICY

Ttis Pdicy @vas veier3 imaal comrol ad rdit proclsses rith a objcaive to ansrlc
accrry and eor@trmess of Bools of Acrumrs, dc-le(,fun of cnE\ prevantion of fi-auds a
minrral'gcrrt.it, prercn6tion of ie assers, etc. lEerml Audit DeF. aDd Extefml Anditors
co[duct tbeir atrdit p.dodicauy aod $ftmit thsr repons. Finarce comminec rpviews rhe
same md trke anpropriate step6, wtlae rcquircd.

INTERNALAUDIT

Intcmd Audit DcS. S.I codrEt the followmg venticeoons -

a. Acco&ting and rccovcry of Snderl Fee, Hostel Fee, Crutiqr D€posit, Mess
Advancg ec. ri& dre help af prospsdus, Fes SErEhtr€, Stud€rtr list, Hostclten' iist,
Bill of sapty, Carrim Depocit & Mess Advmcc €rtri6, R€ceipt Vockrq Fce
Dcftn*srs Lis( Fee Rcc€iv$hs R€port rclevant [.edgrs" etc., m a rEgular basis.

b. Accuricf of Salay, Stipelr( rl,morarium, Allowances, pF, ESI, TDS, professionql
Taf GrAufty, etc. with the help of Salary saatement, Sti@ sfdem€rq Honorarium
st tem6trl Ofrcc Order w h leave, joining & seprratbn dcails, Incrwurt lcttm,
Atl€adsDce Regiser, Acquinance Register, pF" ESI, TDS & prof*sisul Tax
de&rctims, Gratuity payable sratemem with srpporting relwm trdgers" ac., bcforc
rcle€sing pEm@ts, or s modhly basis.

c. Ac@r.cy of Cheqw Paymcnts w& the hdp of Ch€que, C@ue paynrant Vou&r,
$ryplier Bilk wi& aptrovals, Srrylier Ledger, Goods Rceig Note, pr"ctase O*r,
4.. befue rdeuing paym€nll. on s rsgula, bosis.

d. AccurEcy of Peuy Cssh Poyments using peay Cash paymat Vorrha, Supplier Bills
wirh approvalq ac., oo a rcgulr basis.

e. Aerasy of Bilts and Vorshers using Bill of Suppty, Rec€ipt Vouoh€rq Joslal
Vorrchcrs' Supplier Bills with approvals, S.holarslti! docurtr€nrs. WIp records.
rclevrnt L€d$[q etc., or a regular basis

f acomcy of Accqrnts aod Recqriliations using Trial Balance, Ledgcrs, BankRcoociliation" Bant satemaq Intsr-branch Redrciliarion, a;priance'Reports of
PF, ESI, TDS ed Pmfesrid Taq €rc.

g" Ptrysicsll.'ificstion of Cash peity Carh, p€ity C.sh Advecq Fixcd Assas, ac. widrr€bvrnr Ledg€rs d Regist€rs.

Pege 2



INTER"I!iAI, AUDIT Rf, PORI'

ht€rlal Adit Dcpt. slrdl prcp.re qrsrtcrty tnt€mal Audit Rcpon within 7 woking days
funr Sc rtuxta'and tyi$ daails of aldit ene' docirt€rts verifiaJ, is$€s identified, issues

rgsolvod, etc. and Fcsent &c srue to the Financc Cmminee.

Finmce Cmninee shall review the sme and ta&e appropriate steps, rrh€re required.

IIIiTf, R"IiAL AUDIT OB.IE(]TIO:iS

Itrt€rDal Audit D€pt- qhrU follow the following pmcrss with respect to Audit Objectiors -
a. Poirt o{, erms, insuf[cieft supponing docutrl€fis, Iacft of relevant approvals,

rccouting in *rong lcdgerS etc. t0 .4ccormB Dept 8trd essure thal same ii solted out
within 3 worhing days.

b. S€c& chrifications rcgrrding ambiguous or suEricious tr&ssctions from Accounts
Dept or otlpr r&vut Depsmrcns ard e*ure rh"t rcguirod clrrificatiqr is rEceived
vithin 3 vorting days.

c. Rcport $spicious truarctiorls without s*isfauory clarificauom, in$ances of
fradulcnt aclivities, Eismatagerlent, ctc. with rel€vEnt details to the Fimtrc€
C6utritte.

l'inance Csmmittec shall review thc samc and tnke appupriarc sreps, *lrere rquired.

I,]XTERNAL AUDIT

Aloeli Cac.{ Hoqial Socicfy, duriqg itt Amgal Oeneral Meeing, shEll afpoint a
Charercd Acooutn finn as Staatcy Arditor for ihar flmrrcial year, which shatl corduct
their audiL

Stdt ory fuditor sbsfl -

a. Verify boo&s of rccouus rod otlrer records, ohdn rll tbe hformatn:o adqplestirls .Gcessery for ttc purpose of Adit.

b. Cdud thct adit in rccordancr wrth genaatty accepred audit stmdards ad
aminc WftieaCe rpporting aoornts and disclonms in the fursrcial strternants- on
8 tcat b63is.

c. Assess the accounting principles uscd and sigrnifi66a1 esdm es nude by fhemrnagamt and evaluae the overall prescntuion of thc financial $atcmcnG.

PaSe 3



d. provide Arditor's Report along wifr Income & Exp€trditure Accout srd Balmce
She€(

F.XTf, RNAL .{UDIT O8.'ECTIONS

a. Sec& c&rificstions regarding ambigmus or luspicious trltrsE tioos sqn Accorms
De?& tr oah.r rclovd Dcpartmeats.

Finanoe Committee slull review the same and ahe appropriate steps, *here required.

b. Rcpo{f $spk*orA fusgim wiahoin erdrfrctofy cla.ifcetims, ino*Bces of
ea&fuf aeiivitiq misrnmagenurt, etc. with relevad &ails to the Finaace
Consniera.

nil*r
;f,;6- Dr.81..1'Sy 

'i Iiu: ,,\s
"*o' t*too' DtlB' Mtcoc

-lHlt'xL*:i[ff:3lf 
"f 

':H"

Dtrector

'J;l,tl"'.]JIl?,YA'

-ffilttil#:'-{il:3l""t':t:"
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