
The ISM forms which are being applied since 2003 during the ISM audits have now been 

amended and modified. These amended / modified forms shall come into force with 

immediate effect. Attempt has also been made to make these ISM forms computer friendly. 

Auditors are advised not to edit the area (protected area) other than the desired editable 

‘fields’. 

 

GUIDANCE FOR USING THE AUDIT FORMS IN COMPUTER 

 

All the audit forms have been prepared using three types of ‘fields’ which are as under: 

1. Text Form Field 

2. Check Box Form Field 

3. Drop-Down Form Field 

 

Text Form Field   

It is a rectangular field which provides to type the information required to be filled in. These 

fields do not have any limit for words to be typed. However, the wording should be brief to 

avoid overlapping of lines / exceed allotted space of the field. Please note that if you are not 

brief and exceed the space provided for typing; the page does not get disturbed as the 

additional text beyond the limit becomes invisible. 

 

Check Box Form Field 

Clicking on the arrow on the right hand side explores the field downwards with options. One 

option is to be selected. The upper option stands for a blank check box and the lower option 

stands for a box with tick mark (). Typing cannot be done in these fields. 

 

Drop-Down Form Field 

Clicking on the arrow on the right hand side explores the field downwards with a list of 

various options. You need to select the suitable option from the list.  

 

Note: 

1. In order to avoid inadvertent missing of filling up any of the fields, please use the ‘Tab 

Key’          to move from one field to the next. 

2. Make it a practice to fill up the form by navigating through the ‘Tab Key’ rather than 

‘clicking’ on the next field. 

3. For Retrieving/Saving the Blank Form - In case any form is opened, used and saved 

without ‘Saving As’ with new name, blank form may be prepared by emptying all the fields.  


