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REQUIRED DOCUMENTS LIST FOR CIRCULATION AUDIT
	S. No.
	Requirements
	Remarks

	1.
	CNIC of publisher
	Attested copy required 

	2.
	· Declaration of Owner of Printing Press (Form “A”)
· Declaration of Publisher (Form “B”) 
· Declaration of Printer (Form “B”)
· Declaration of Change of Publisher/Printer (“Form C”) (where applicable) authenticated by DC/DCO/District Magistrate
	Attested copy required. Original to be shown at the time of audit

	3.
	Valid Registration Certificate (issued by  Office of Press Registrar)
	-do-

	4.
	Fee Receipt and NOC covering current audit period (issued by  Press Council of Pakistan) 
	-do-

	5.
	Regularity Certificate covering audit period (issued by Information Department of Provinces/AJK/GB from DGPR and Magistrate/DC Office (for ICT publications))
	-do-

	6.
	NTN Certificate of publication bearing name of publisher and publication (issued by FBR)
	-do-

	7.
	Audit Claim Proforma comprising of 
Form –I (Proforma for audit of circulation)
Form –II (Circulation Claim)
Form –III (Revenue Realization)
Form –IV (Statement of Newspaper Distribution Agent)
	Form-I, II, III
Signed and Stamped by Publisher.
Form –IV signed and stamped by Publisher & News Agent

	8.
	NOC from Press Registrar to be provided (if the Publication has changed the language, periodicity or place of publication/publisher’s Office under section 8 of PNNBRO 2002)
	
Attested copy required


	9.
	Latest Income Tax Returns of Publisher filed in FBR  
	-do-

	10.
	Bank Statement covering audit period

	-do-

	11.
	Circulation Register, Cash Book, Ledger 
	Original required as per audit period

	12.
	Receipt and Bill book
	-do-

	13.
	Subscription Register (if applicable)
	-do-

	14.
	Balance Sheet providing Profit and Loss Accounts
	On Original letter head, Publisher signed & stamped copy

	15.
	Printing Press bills and receipts in original covering audit period (computer prints and bills without serial no./ invoice no. are not acceptable) 
	Printer signed & stamped copy

	16.
	List of employees indicating their salaries along with copies of CNICs 
	-do-

	17.
	List of complimentary copies 
	-do-

	18.
	Attested copies of utility bills (electricity & telephone) of the Office for audit period (copy of rent deed in case of tenant)
	Attested

	19.
	Specimen copies of all issues during the audit period
	As per audit period

	20.
	Affidavit by Publisher on Rs :100/- Stamp paper certifying that all the information and documents given by the publisher are correct to the best of his/her knowledge and no dues/salaries/allowances of employees are pending with his/her Office. Any false information, forgery/discrepancy of documents and facts/figures shall lead to initiation of legal proceeding as per law and the rules.
	Original, Attested by Notary Public







