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Scope of work

10

11

12
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14

Preparation and depositing of Quarterly Report for Board employees,
Board Institution and Individual persons ( Form 24 Q and 26 Q).
Verification of Income Tax forms according to Income Tax norms and
Issuing 16 and 16 A form and uploading form on Income tax web site,
other related.

Board office and Board Centres (Gramya, Sankul, Kendriya Vastragar)
G.S.T and G.T.D.S Return Filling and depositing of G.S.T and G.T.D.S
according to Government norms and other related works.

Preparation of Balance Sheet and Final Accounting work according to A.G
format for Board and Board Centres (Gramya, Sankul, Kendriya
Vastragar) and made changes in Balance Sheet according to A.G
suggestions, other related works.

Preparation of Balance Sheet, Income and Expenditure Account, Receipt
& Payment Account of the Board.

Preparation of Trial Balance, maintenance of Ledger and Journal Book in
Tally Software.

Proper maintenance of Fixed Asset Register in Tally, as applicable of the
Board.

Accounting of all types of vouchers and its posting in concerned ledger in
Tally Software (as covered by Both Plan and Non Plan Cash Book of
Board including accounting of Statutory Liabilities like TDS, GST TDS
and other statutory deduction and their deposits.

Accounting of various receipts/payments in PD Account/Bank Accounts
as per manual vouchers/Cash book including interest earned on various
Bank Accounts/FDRS.

Punching of Voucher in Tally Software as per proper accounting head in
consultation with management. Preparation of manual voucher is the
responsibility of the Board.

Preparation of Bank Reconciliation Statement of Bank Accounts of the
Board.

Ensuring compliances of applicable Accounting Standard/Statutes for
proper maintenance of Books of Accounts in Tally Software, including
observations after discussion with management.

Translation of Audit Report. z
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Preparation and depositing of Quarterly Report for Board employees, Board
Institution and Individual persons ( Form 24 Q and 26 Q). Verification of Income
Tax forms according to Income Tax norms and Issuing 16 and 16 A form and
uploading form on Income tax web site, other related.

Board office and Board Centres ( Gramya, Sankul, Kendriya Vastragar) G.S.T and
G.T.D.S Return Filling and depositing of G.S.T and G.T.D.S according to
Government norms and other related works.

Preparation of Balance Sheet and Final Accounting work according to A.G format
for Board and Board Centres (Gramya, Sankul, Kendriya Vastragar) and made
changes in Balance Sheet according to A.G suggestions, other related works.
Preparation of Balance Sheet, Income and Expenditure Account, Receipt & Payment
Account of the Board.

Preparation of Trial Balance, maintenance of Ledger and Journal Book in Tally
Software.

Proper maintenance of Fixed Asset Register in Tally, as applicable of the Board.
Accounting of all types of vouchers and its posting in concerned ledger in Tally
Software (as covered by Both Plan and Non Plan Cash Book of Board including
accounting of Statutory Liabilities like TDS, GST TDS and other statutory deduction
and their deposits.

Accounting of various receipts/payments in PD Account/Bank Accounts as per
manual vouchers/Cash book including interest earned on various Bank
Accounts/FDRS.

Punching of Voucher in Tally Software as per proper accounting head in
consultation with management. Preparation of manual voucher is the responsibility
of the Board.

Preparation of Bank Reconciliation Statement of Bank Accounts of the Board.
Ensuring compliances of applicable Accounting Standard/Statutes for proper
maintenance of Books of Accounts in Tally Software, including observations after
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