CHECK LIST 
(For Handing over/ Taking over of CEO’s Responsibility)
        Name of FPO:-									Date:-	
	S.No.
	Particulars
	Yes/No/ NA
	Remark

	    Physical Checking

	1
	Cash balance in hand
	
	

	2
	Stock as on date
	
	

	3
	Assets (Fixed & Moveable)
	
	

	    Manual Register

	4
	Cash Book
	
	

	5
	Bank Book
	
	

	6
	Stock Book
	
	

	7
	Fixed Assets Register
	
	

	8
	Cheque Register (with details of stale and cancelled Cheques)
	
	

	9
	Member Register
	
	

	10
	Share Allotment Register
	
	

	11
	All the Meeting Registers
	
	

	    Files & Folders

	12
	All kind of vouchers (Cash, Bank, Journal, Sale, Purchase, etc.)
	
	Complete and approved

	13
	BRS (with all Bank Statements/Pass Books
	
	

	14
	Purchase & Sales
	
	

	15
	Files related to all kind of financial decisions
	
	

	16
	Share Application & Share Allotment
	
	

	17
	Counter foil of Share Certificates
	
	

	18
	Grant & Budget
	
	

	19
	All kind of Company documents
	
	

	20
	Copy of all the documents submitted to RoC/MCA
	
	

	     Others

	21
	Balance confirmation/s from regular/big vendors
	
	

	22
	Details of any pending work in which s/h was involved
	
	

	23
	Details of any commitment s/h has made with any party/s
	
	

	24
	Enquire at the local level for any kind of dues (official and personal)
	
	

	25
	Office keys and stationeries (Seal/stamp, Letter Head, etc)
	
	



Signature							Signature
Name -							Name - 
Handing over							Taking over

