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THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

In pursuit of Professional Excellence
“Statutory Body umnder an Act of Parliament”

NOTIFICATION
New Delhl the 17th October 2011

ICSI No. 1 of October, 2011.—-

Secretaries Act, 1980, as amended by the Company Secretaries (Amendment) Act, 2006 has issued the following
Guidelines for Peer Review of Attestation Services by the Practising Company Secretarics, namely:- h o

1. Introduction s

The Company Secretarics Act, 1980 (the Act) was cnacted to make provision for the regulation and development of the
profession of Company Secretaries. The Institute of Company Secretaries of India sel up under the said Act has been
conducting cxaminations and prescribing standards for adherence by its members.

The concept of whole-time practice. which gained its initial recognition in 1988, has gaincd momentum after the
cnactment of the Companies (Amendment} Act. 2000 which required Compliance Certificate to be issucd by Practising
Company Sccretary for certain size of companics. Qur members in practice are also being recognised for issuing
cerlificales under various laws.

Excellence is the hallmark of success in a competitive environment. The performance can bejudged and enhanced, to
that level of excellence only by evaluation by a competent professional. The Council of the Institute, therefore, decided
to introducc Peer Review for Practising Company Secretarics te periodically review the PCS firms and evaluate thr,
quality. sufficiency of systems, procedures and practices, so that cxcellence in their performance is maintained.

The Council of the Institute has been constituted under ﬂm Company Sccrctancs Act, 1980 for discharging the
functions assigned to the Institute under the Act. Section 15 of the Act provides that "the duties of carrying out the
provisions of this Act shall be vested in the Council” ahd enumerates various duties of the Council. With a view to
tegulale the profession of Company Secretarics and in terms of the powers vested, the Council is thus authorised to
issuc these guidelines for Peer Review. These guidelines serve as a mechanism intended to further enhance the quality
of professional work of Practising Companv Secretaries over a period of lime, thereby ensuring that the proftssion of
Company Secretaries continues to serve the-society in the manner envisaged. :

2. Objectives

21 The main objective of Peer Review is to ensure that in carrying out their aitestation serviees and professional
assignments. the PCS. (a) comply with the Technical Standards Iaid down by the Institute and (b) have in
place proper systems (including documcntation systems) for maintaining the quality of the atiestalion

" services work they perform. The Council has specified in these puidclines for Peer Review. the Technical

Siandards in relation to which peer review is to be carried out. Peer review does not seck to redefine the -

scope and authority of the Technical Standards specified by the Council but ‘;eeks to enforce them within the
paramelers preucrlbed by the Technical Standards :

22 Peer Review is direeted towards maintenance as well as enhancement of quality of attestation setvices and to
’ provide guidance to members to improve.-their performance and adhere to various statutory and other

regulatory requirements. Essentially, through a review of attestation services engagement records, peer -

review identifies the areas where a practising member may require guidance in improving the quality of his
performance and adhercnce to various requirements as per applicable Technical Standards.

23 These guidelines prowde a framework of the Peer Review process and the requirements of what is expected
of amember during the conduet of a peer review,

2.4 These puidelines may be called the “Guidelines for Peer Review of Altcstatlon Services by Pracusmg
Company Secretaries™

2.5 These guidelines shall be applicable w.e.f. 1* Qctober, 2011,
3. Key Definitions - FFor the purpose of these guidelines.

31 Attestation Services - Means services involving the secretarial audit issuing of various certificates, but docs
not include: . oo _;-:

T o vl
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. Management consulting Engagement;
» . Representing a client before the Authorities;
. Testifying as éxpcrl wilhess; and
. Providing cxpcn opinion on points of principle, such as secretarial standards or the apphcablllty of
o certain laws, on the basis of facts provided by the clicnt,
T The phrase "Attestation Scrvices’ is used in these guidelines interchangeably with secretarial or
compliance audit Services, Attestation Functions and secretarial audit functions.
3.2 Member - Mcans a member of the Institute of Company Secretaries of India.
33 Practice {nit - Means members in practice, whether practicing individually or a firm of Company
Secretarics.
34 - Peer Review - Means an examination and review of the systems, procedures and practices to determine

whether they have been put in place by the practice unit for ensuring the quality of attestation services as
envisaged and implied/ mandated by the Technical Standards and whether these were effective or not
during the period under review.

35 Peer Review Board - Means a Bbard established by the Council in terms of these Guidelines to conduct
_ peer review. The expression "Peer Roview Board" is hereinafter referred to as "Board".

3.6 " Regulator - Mcans Government or any regulatory body constituted by the Parliament or State Legislature
who is/are empowered to regulate the Acts which include various attestation services which the Council
may, from time to time, prescribe to cover as attestation services for the purposc of peer review,

37 Reviewer -Mcans any member engaged lo Ldl'l')f out peer review of practicc unit from the panel of
reviewers. .
38 7 echmcal Standards - Mean and include:

. Secretanal Standards issued by the Institute of (.ompany Sccretarics of India, wherever mandatory;
¢ Guidance Notes on Secretarial Standards issued by the Institute of Company Secretaries of India;
e Compliance of the Guidance Notes issued by the Institute of Company Secretarics of [ndia:

e Notifications/Dircctions.issued by the Council of Institute of Compary Secretaries of India; and

»  Compliance of the provisions of the various relevant Statutes and/or Regulations, which are applicable
in the context of the specific engagements being reviewed,

3.9 Qualified Assistant - means a person assisting the reviewer for carrying out peer review, who is a member
of the Iristitute and has undergone adequate training in the manner considered appropriate by the Board in
terms of clause 13.1 of the Guidelines.

3.10 ~Words and cxpressions used and not defined in these guidelines shall have the meanings assigned to them
under the Company Sccretarics Act. 1980 and the Company Secretarics Regulations. 1982 framed
thercunder,

4. Authority of the Guidelines on Peer Review -
4.1 “The guidelines on Peer Review shall apply fo all or any of the following cases :

{a} Whenever a peer review is mandated
fb} Whenever a peer review is requested
(c) Whenever peer review is conducted.

42 ‘The Guidelines en Peer Review are issued in relation to conduct of members in attestation services:

s to promuigate an appropriate mechanism for cnsuring the quality of attestation services and guide the -
members to conduct themselves in a manner that the Council considers appropriate:

* ‘to provide puidance in selation to the statulory powers and obligations with respect to the parties
involved in peer review:

«  to prescribe the scope of peer review and the procedures to be adopled during the conduct of a poor
review; and ‘

»

» _ toestablish the expected conduct of members during a peer review.

i L W T N [
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5 Powers of the Council
~* Toconstitute the Board and to fifl in the vacancies arising in the Board from time to time.

+ To decxde upon, from time to time. the Technical Standards the implementation of which fail within thc
purvicw of the peer review process.

e Ta refer such matters-to the Board as the Council may deem fit,

6 Pecr Review Board

6.1 iistablishment and Appointment

{1} The Board shall be established by the Council,

(2} The Board shail consist of a maximum of scven members to be appointed by the Council, of whom at
least four shall be from amongst the Members of the Council.

(3}  The balance members of the Board shall be drawn from amongst prominent members of high integrity
and reputation. including but not [imited to. former public officials, regulatory authoritics etc.

(4} The Council shall appomt the Chairman and the Vice-Chairman from amongst the Members of the

Council.

(5) At least one-half of Council Members on the Board shall hold Certificate qf Practice.

(6)  The tenure of the Peer Review. Board shall be co-terminus with the tenure of the Council and the term
of'a member shall be for such pefiod as may be prescribed by the-Council.

(7Y Any vacancy(iés) on the Board shall be filled in by the Council.

® Members of the Disciplinary Committec of the Enstltutc of Company Sceretaries of India sha!l not
‘ c.oncurrcntly serve on the Board..

6.2 Meetings

(I} No business shall be transacted at a mecting of the Board unless there arc present at least three members.
including the Chairman or. in his absence. the Vice-Chairman.

(2} If there is no guerum within half an hour of the time fixed for the meeting, the meeting shall stand
adjoumeci to a date. time and place fixed by the Chairman or, in his absence, the Vice-Chairman.

{3} The Board shalt meet not less than f0ur limes in a year.
6.3 Reporting

P

The Board shall submit proceedings of lhe meeung of the Board within 30 days from the date of the mecting to
the Council. )

7. Scope of Peer Review
7.1 The peer revicw process is dirccted at the attestation services of a practice unit

{I)  Once a practice unit is selected for review. ils attestation cngagement records pertaining to the
immediately preceding financial year shall be subjected to review. Provided that the records of
atfestation services relating to years prmr to the financial year beginning 1.04.2004 shall not be
subjecied to review,

(2)  The Review shall focus on;
(i) Compliance with Technical Standards,
(i) Quality of Reporting.

(i) Office systems and procedurcs with rcgard to Lompllancc of" attt.elalmn setvices systems and
procedures.

(iv) ‘Training Programs for staff (including apprcmiccs) concerncd with attestation functions.
including appropriate infrastructure. .

8 Powers of the Board -

8.1 The duty of carrying out the provistons of these gmdclmes shall b{. vested in the Board,
8.2 In particular, and without prqud]u: to the generallty of the fofegoing | pow;rq the duties _of_thc Boa:d

shall include: . ) N .g

8w =4 | L
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(1) To call for information from practice units in such form as it deem fit.
{2} To maintain a panel.of Reviewers. _
(3) Todefine theterms of appointmont of the reviewers.

{4) To send a-Panel .ol at least three reviewers (from the Board’s own panel) to the practice unit and
allow:the practice unit 1o choose any one reviewer from the panel so forwarded to it;

Provided that in case the practice unit would like to have reviewers from another State/Region (and
unslertakesto bear the extra costs that would be incurred for TA/DA ete.) and none of the reviewers
as idenlificd by the Board for the practice unit are from outside the place of business of the practice
xmit, then the practice unit may make a special request to the Board to provide names of reviewers
‘from outside the State/Region where the practice unit has his place of business.

(5) e examine the aspects of basis of selection of records pertairing to the attestation services in terms
of the appropriate Technical Standards.

®) Toarrange for such frainifig programs for reviewers as may be deemed appropriate;

(N To presqibé the system, practice and procedure to be observed in relation to peer reviews; and

- '(8)  On considering the Report of a reviewer, to do any or all of the following:

{a) To issuc recommendations to the practice unit,

(b} To order a further peer review to be carried out;

(%) Afier considering the report of the reviewer and compliance of recommendations by the Practice

83

Unit. wherever deemed appropriate by the Board, to issue Peer Review Certificate.
(10} To guide thc members on best practices on peer review.

Where deeimed approprlalc afler the conclusion of a cycle of reviews or at the end of each such period as
may be determined, the Board shall have the powers to make a Speeial Report {e the Counctl on:

-(i) - General issues regarding the level of implemeniation and adherence to Technical Standards
amongst practice units. ‘
(i)  Hts own suggestions for further improvement in quality of attestation services.

The Board may perform any other thing or act as may be incidental to. or. which it considers necessary or
expedient for the performance of its functions, or exercise of its powers as delegated to it by the Council,
including the formation of sub-commitless and regional benches of the Board Tor specific tasks.

9. Compliance with Peer Review Guidelines

9.1

Practice units are required to comply with the provisions of these guidelines. Practice units failing in this
regard will be required to undergo appropriate review of their quality controls by the Board in terms of

_ such specific directions as may be given 1o it by the Council in these regards frem time to time, and as
intimated to the members. .

10. Qualifications of the Reviewer

10.1

10.2

The nature and compicx:ty of peer review require the exercise of professional judgement. Accordingly, an
individual serving as a reviewer shall:-

a) Bea member:
b) Possess at least ten years experience; and
¢)  Be currently in the practice as Company Secretary in Practice.

The Board may cxamine the quality of the report and shall have powers (o remove the reviewer from the
panci of reviewers in case the quality of the rcvww/report fails to match the desired standards.

11, Membersi Firms Subject to Review

1.1 p

11.2

Peer review will be implemented on the basis of random selecticns from the practice units or at the
request of practice unit.

if Cemnnﬂ\.'fcnfacern requests the Board for the conduct ofpmsr review of ite secretarial auditor (r\rnntmp
unit). the Board shall take duc cognizance of such request and in Lhat case the cost of the peer review
shall be bornc by such oompany/ concern.
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11.3 If Council / Government or any regulatory body requests the Board for conduct of peer review of any

Practice Units, the Board shall take due cognizance of such request and in that case the cost of peer
review shall be borne by the referred practice unit.

114 The Peer- Review Board may a]tcr/changc/modlfy the above method of selection with prior approval of

_ the Council,
12. Obligations of the Practice Unit 7
2.1 Provisions of acccss to any record or document to a reviewer:

(N Any person to whom this clause applies and who is reasonably belicved by a reviewer 10 have in his
possession or under his control any record or other document, which contains or is likely 1o contain
information relevant to the peer review shall:

oD Produce to the reviewer or afford him access to. any record or documeni specified by the
* reviewer or any other record or document which is of a class or description so specified, and
which is in his possession or under his control/ being in either case a-record or other document
which the reviewer reasonably belicves is or may be relevant to the peer review, within such

time as the reviewer may reasonably require;

(ii}  If so requircd by the reviewer, afford and provide to him such explanation or further particulars in
respect of anything produced in compliance with a reqmremcnt under sub clavse (i) above, as the
reviewer shall specify; and

(iii)  Provide to the reviewer all assistance in connection with pecr review which he is expected to
provide.

(2) Where any information or matter relevant to-a practice unit is recorded otherwise than in a legible form,
the practice unit shall provide and present to the reviewer a reproduction of any such information or
matter, or of the relevant pari or it in a legible form. with a suitable translation in English if the matter is
in any other language, and such translation is requested for by the reviewer.

3) The practice unit shall ensure that the reviewer is given access to all documents relevant to his review no
matter which office of the practlce unit these documents may be avallablc in, in casec the practlcc unit
has more than one offjce.

(1) A practice unit shall allow the reviewer to inspect, examine or take any abstract of or extract from a
record or document or copy therefrom which may be required by the reviewer.

12.2 For the purposc of this clause a pcrson means a Partner/ Sole Proprietor of the practice unit fo which the
particular reviéw relates or any person employed by or whose services are engaged by such unit,

13. Periodicity of Peer Review

13.1 “The peer review of every practice unit should be mandatorily carried out at least once in a block of five years.
However, if the Board so decides or otherwise dt the request of the practlce unit, the peer reviews for a
practice unit can be conducted at shorter intervals.

'14. Cost of Peer Revicw

14.1 The cost o‘f Peer Review for reviewer and his qualified assistant(s) as may be decided by the Board from time '

" to time, shall be borne by the Practice unit. In-case reviewer has 1o conduct second review, the same rate
would apply to the second review. also. F,ach of the branch/ office under review-would be considered
separatcly. .

Training and Development

5.1 To ensure that the objeclive of peer review is attaided in letter and spirit, adequate training facilities
shali/be provided. from time 1o time, to the Reviewer(s) and other persons who assist thc Board as and
when and in the manner considered appropriate by the Board. Reviewers shall be expected to be fully
familiar with all procedures, prescriptions, gmdehncs and other decisions as may be issued by the Board
from time to time.

16, Heview. Frameweork

16.1 Essentially, a peer review catails a review of attestation engagemient records and related financial/other
" statements to ascertain that the practice unit is adhering to Technical Standards. Where a practice unit is
not following ‘l'echnical Standards in ccrtain situations. suggestions and rccommendations for
imptovement may be made. and possibly followed by a further review, in keeping w1th the prlmgq.)thrust

0!' peer review, 7 N . fo A U .
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16.2 The methodological approach involved in peer review can be defined in terms of three stages viz.
planning, cxecution and reporting, which are summarized betow:

0] Planning

o Intimatien - A practice unit will be intimated in writing about an impending peer review and will
be sent a Questionnaire for completion together with a pane! of three suggested names of reviewers,
The practice unit will have to give its choice of reviewer within a period of 15 days from the day of
receipt of the pancl ‘sent by the Board.

o Return of completed Questionnaire - The practice unit shal! have to complete and return the
Questionnaire to the reviewer within one month of receipt. The information will be used for the
planning of the review. In addition, practice units will be required 1o enclose a complete list of their
altestation services clients, and to provide any other information the reviewer considers necessary
to facilitate ihe selection of a sample of attestation services engagements. rcpresentative of the
practice unit's client portfolio, for review.

(ii) Sample of Attestation services Engagements

(a) From the complete attestation services client list, an initial sample will be selected by the reviewer,
Practice units will be intimated of the sclection in writing about two wecks in advance. requesting
the relevant records of the selected attestation services clients to be made available for review.

(b) .Al the cxecution stage, the initial sample may be reduced to a smaller actuat sample for review.
~ llowever, if the reviewer considers that the actual sample does not cover a fair cross-section of the
practice unit's atiestation services engagements. he may make further selections,

(iii) Confirmation of visit
In consultation with the practice unit date(s} will be set for the on-site review to be carried out. Flexibility
will be permitted to ensure that members arc not inconvenicnced at especially busy periods. The on-site

review daic(s) will be arranged by mutual consent such that the review is concluded within sixty days of
intimation.

(® Peer review visits will be conducted at the practice unit's head oftice or other officially noted/
recorded place of office. The complete on-site review of a practice unit may take at least a full
day depending upon the sizc of the practice unit. This is based on the assumption that the
prac’tice unit concerned has made all the necessary information and documentation available to

" the reviewer for his review. However, in _any case this on-site review should not extend
beyond three working days. :

(i) - Initizl meeting

An initial meeting will be held between the reviewer and a partner/ seie proprictor of the
practice unit designated to deal with the review (designated partner). The primary purpose of
this- meeting is to confirm the acciracy of the responscs given in the Questionnaire, The
description of -the sysiem in the Questionnaire may not {ully explain all the relevant
procedures and policies adopted by the practice unit and this initial mceling can provide
additional information. The reviewer should have a full understanding of the system and be
ablec to form a preliminary cvaluation of its adequacy at the conclusion of the meeting.

(i}  Compliance Review-General Controls

(a) The reviewer may carry out a compliance review of the General Controls and evaluate the degree of
reliance to be placed upon them. The dégree of reliance will, ultimately, affect the attestation
services engagements to be reviewed, The following five key controls will be considered as
General Controls:

¢ Independence

¢  Maintcnance of Profcssional Skills and standards
s Qutside Cons_ultation

s Staff Supervision and Develepment

*  Officc Administration

-

Practice units arc expected to address cach of the five key control areas.
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(iv)
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v)

@ -

{k) Substantivc approach-Attestation services Engagements
A substantive approach will be employed if the reviewer chooseé not to place reliance on the
practice unit's-specific controls on attestation engagements or is of the opinion that the standard of
compliance is not satisfactory. Thrs approach requires a review of the attestation working papers in
order, 1o establish whether the attestation work has been carried out as per norms of Technical -
Standards. :

Reporting

In each key control arca there shall be supplementary questions and matters 1o consider. These are
intended to cnsure that the kind of controls that are expected to be maintained, are installed and
operated within practice units. '

All questions in the questionnaire may not necessarily be relevant to particular tybcs of practice
units becausc of the size and culture etc. However, practice units should still assess their internal
conirol systems to ascertain whether they address the vbjectives under the five key control areas.

Selection of attestation services engagements to be reviewed
The number of attestation services engagements to be reviewed depends upon:

¢ The number of practicing members involved- in attestation services engagements in the
practice unit:

¢ The degree of reliance placed, if any, on general quality controls; and

#  The total number of attestation services engagements undertaken by the. practice units for the
period under review.

The engagements reviewed should be a balanoed sample from a variety of different types of
companics. Accordingly if the reviewer considers that the actual sample is not representative of the
practice unit’s attestation services client portfoho he-may make further selections from the initial
sample or from the complete attestation services client list. .

Rewew of records

‘The reviewer may adopt a compliance approach or substantive approach ora combmatlon of both -

in the review of attestation services cngagemem records.
Compliance approach-Attestanon services Engagéments

The compliance approach is to assess whether proper control procedures have heen established by .
the practice unit to ensure that attestation scrvices are being perforrncd in accordance with
Technical Standards. .

Practice units should have proccdures and documentation sufficient to cover cach of the key areas.”
Members in smaller practices may find some of the documentation too claborate for most of theit
clients and so should tailor their attestation scrvices documentation to suit their particuiar
circumstances with justification for deing so provided to the reviewer.

(1) Preliminary Report of Reviewer

At the end of an on-site review, the reviewer shall, before making'his teport to the Board, communicate a
preliminaty report 10 the practice unit. The reviewer shall report on the areas where systems and procedures
had been found 1o be deficiertt or where he has noticed non-compliance with reference to any other marter.

The reviewer shall not name any mdtwdual in his reports,

The practice unit shall have.21 days beginning the day after the day the 'preliminary report is received, by the
practice unit from the reviewer to make any submlsswns or representatlons in writing to the reviewer,
concerning the preliminary report, .

(11} Interim Report of R_cvicwcr

(a)

(b)

If the reviewer is satisfied with the reply received from the practice unit, he shall submit an appropriate.
Report to the Board. In case the reviewer is not satisfied with the reply of the practice unit, the reviewer
shall accordingly submit his Interim Report to the Board.

In pursuance of the provisions contained in the above clause or on receipt of a request from the practice
unit, the Board may instruct the reviewer to - again carry out the review afier six months to verify that

oase -5 L
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systems and procedures have been streambined and accordingly. on being %amhcd qubmu a ruport 1o the
Board. -

.On receiving a report from a reviewer in terms of these. the Board, having regard to the Report and any
submissions_or represcntations attached to it, may:

+ make rccommendations ‘o the practice unit concerned regardmg the application by it of Technical
"Standa.rds

. sif it is of'the.opinion that

.(2]_2.) #n case the review is related to a firm, -any one or more or all of the partners in the firm may
vave failed to obscrve, maintain or apply, as the case may be, Technical Standards:

;"(.2_} In casc the review is relaled to a member practicing on his own account, the member may
havc failed to observe, maintain or apply, as the case may be, Technical Standards;

Then:

3y Issue instructiens to the reviewer to earry out, within such period as may be specified in the
instructions (which period shall not commence earlier than six months after the date on
which the instruction is issued), a further peer review as regards the practice unit to which
the report relates; and

{4)  Specify in the instruction, the matters as regards which the review is to be carried out;
(4 " The Board will make recommendations to the practice unit wherc:

- Based on the report of the reviewer, it appears that the practice unit has satisfied all key control
objectives, which the Board has defermined and/or prescribed in respect of maintenance off
adhercnce to Technical Standards but where further improvements could be made to internal
quality control systems; and

Based on the report of the reviewer, it appears that the practice unit has satisfied the major key

conirel objectives but some weaknesscs exist in-others. The practice unit is expected to consider the

recommendations for rectifying the weaknesses thus identified and informed by the Board and take
- all necessary actions to ensure that all key control areas are addressed.

(c} A follow up review will be required where the practice unit has net satisfied the Board that afl the
key control objectives have been maintained and where, in the view of the Board the deficiencies
are likely to materially affect the overall quality of an ahtestation services cngagement of the
practice unit. In such cases the Board will also make rceommendations. which it expects the
practice unit to implement in order to ensure the mainicnance of Technical Standards. The

" implementation of these recommendations will be examined during the follow up review,

(0 In ¢éase the reviewer is not satisfied even at. the subsequent review, he shall submit his Report to the Board
incorporating his reasons for dissatisfaction.

(iit)

(iv)

¥

17.1

Final Report of Reviewcr

1727

(a) The reviewer will prepare a final Report to the Board (the Reviewer's Report), incorporating the
findings as discussed with the practice unit. The final report will be examined/inspected by the
Board in terms of the degree of compliance with the Technical Standards by the reviewed practice

* unit. The model forms of such final Reports shall be communicated to the reviewer by the Board.

(b} The Board shall consider the reviewer's final report and the practice unit's submissions. Thereafter.

. the Board may issue rccommendations, if considered appropriate, to the practice unit and/or
- instruct the Reviewer to perform any follow-up action. The Board may. if’ deemed fit, then issue
Peer Review Certificate to the praclice unil.

The reviewer shall not communicate any Report(s) unless the examination of such Report(s) and related
records has been made by him or by a partner or an employee of his firm.

Referral of Disputes and Appeal

Where a dispute ariscs over the powers of reviewers or the process or conclusions reached after the review or

T meastion B far tl

o any other matter related 1o the review. the practice unit, the roviewer or both may refer the dispuie, in
writing, to the Board. Such referral shall have to be made within two months in such manner as may be

" preseribed by the Board in these regards.

Where a dispuic is referred. after considering any submissions or representations (which shall be made in

writing) made by the relevani practice unit and/or the relevant reviewer, the Board-
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-« Shall decide the dispute within six menths and commumcate such decision to each of the parties to the
dispute;

=  May issue dircctions relating fo the matter in disputc to such practice unit or the reviewer concerned and
require sach unit or reviewer to comply with them;

+  Shail convey its decision in these regards to the appeflant within 15 days from the date of the decision,
so as {o provide the appc[lanl sufficient time to respond.

7.3 Where a praciice unit is dissatisfied with the decision of the Board, it may refer thc mattcr to the Council
within two months in such manner as may be prescribed. :

18, Immumty _

18.1 A practice unit, Wthh makes available records or documents lo a reviewer, shall not incur any liability under

the Code of Conduct under the Company Sectetaries . Act, 1980 and the Regulations framed thercunder, by
reason of compliance with these Guidelines on Peer Review.

18.2 The reviewer. by virtue of carrying out the peer review shall not incur any liability other than the liability
arising out of his own. conduct under the Code of Conduct under the Company Secretaries Act, 1980 and -
chulatmus tramed thereunder as well as under the relevant clauses of these Guidelines.

18.3 The members of the Peer Review Board shall not incur any liability by virtuc of their having discharged the
nsponsibililies as given in these Guidelines and/or as may in future be specified by the Council, other than
the Jiability arising out of their own conduct under the Code of Conduct under the Company Secrctarics Act
1980 and Regulations framed therebinder as wel! as under the relevant clauses of these Guidelines.

19 Confidentiality .

19.1 Strict confidentiality provisions shall apply to all those involved in the peer review process, namely,

reviewers, members of the Board, the Council. or any person who assists any of thesc partics.
19.2 ‘Those persons subject Lo the secrecy provision:

(H Shall at all times after his/ their appointment preserve and aid-in prescrving scerecy with regard to any
Inatier coming to his/ their knowledge in the performance or in assisting in the pcrformance of any
function. dircctly of indirectly rclated to the process and conduct of peer review.

(2} - Shallnotat any time communicate any such matter to any othcr'person: and

{3)  Shall not at any time permit any other person to-have any access'to any record. document or any other
matcrial if' any form which i in his/their possession or under his/their control by virtue of his/their
being or having been so appeinted or his/their having performed or having assisted any other person
in the performance of such a function :

193 Non-compliance with the scerecy provisions in the above clause shall amount 1o professional misconduct as
defined under Section 22 of the Company Secretaries Act, 1980, )

19.4 A statement of confidentiality (appended as Anmexure 'A’} shall be filled in by the persons who arc.
responsible for the conduct of peer review i.c., reviewers/ the members of the Board and others who assist
them.

20 Procedural Depaﬁures

201 Where the persons who are responsible for the conduct of peer review (reviewers, the members of the Board

and othets who assist them) have not followed the prescribed procedures, they shall have to justify significant
departures and such justification shall have to be mandatorily made known to the Council in the periodic
Reports of the Board 1o the Council.

Annexure 'A’

Statement of Confidentiality

|in accordance with the Guidelines on Peer Reviews this statement of confidentiality is to be filled in by the
persons who arg responsible for the conduct of peer review i.e.. reviewers, members of the Board and others
who assist them, individually. The Reviewer shall be responsible for taking this undertaking from all those
persons who assist him or are likely to assist him in conducting pecr rev:cws and shall send the same to the
Board. This staiement of Confidentiality should be renewed every year. | C s - ..

-
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The Chatrman,
Peer Review Board, -

& The tnstitute of Company Secretarics of India

Sir,

1 hereby declare that my attention has been drawn to the nced for confidentiality in the conduct of peer
reviews. | therefore undertake and assure that in so far as any or all of the following relate to me or arc
brought to my knowledge/atiention, in any manner whalsoever, whensocver, [ will ensure that on my part

(1 Working papers shall always be kept sccurely so that unauthorised access 18 not gained by anyone.
[ The practice unit's attestation services procedures shall not be disclosed to third parties. '
I Any information with regard to any matter coming 1o my knowiedge in the pcrf‘ormance or in

assisting in thc performance of any function durmg the conduct of peer reviews shall not be
disclosed 1o any person. :

Access to any record. document or any other materizl, in any form which is in my possession, or under my
control. by virtue of my being or having been so appointed or my having performed or having assisted any
other persen in the performance ot such a function, shall not at any time be permitted to any other person.

t understand that any breach of the provisions regarding confidential information contained in the
Guidelines on Peer Review will be considered as gross negligence and, subject 10 investigation, wilt result
in appropriate action.

Signature:
Name:
Designation:
Date:
Place:
Taken on record on (date)
By
. Sigpaturc:
Name:
Designation: _
By Order of the Council of the Institute of Company Secretaries of India

N. K. JAIN, Secy. & CEO
[ADVT. IIV4/121/11/Exty.]
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