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(A)- Scope of work of Consultancy Services

The following functional/ operational areas shall be covered by the Chartered
Accountant:

Area Broad Coverage

1: Finance & Accounts a. Cash and bank management

b. Fixed assets management

c¢. Fund management

d. Payable management

e. Loans and advances

f. Budgeting

g. Expense ledger scrutiny

h. Investment (FD, Bonds & Other Investment in other entities).

2: Human Resources & | a. Time office management

Administration b. Payroll management

c. Entittement management — loans, advances (loans and advances taken by
employees of the entity).

d. Engagement of outside agencies viz. security services and Labour
contractor etc.

e. Retirement benéefits.

3: Legal a. Monitoring of Expenses
b. Monitoring of pending and decided courts suits.
c. Monitoring of travelling expenses relating to the legal court suits.

4: Contract & Work order | a. Soundness of system and procedures

Management b. Compliance with

(i) Management directives e.g. delegation of power and other circulars

(i) Statutory laws and rules

c. Adequacy and accuracy of estimates

d. Awarding of contract at the best economical rates

e. Adequacy of contract terms and conditions for safeguarding Corporation’s
interest

h. Adherence of contract terms and conditions in respect of release of advance
payment.

g. Ensuring payment relating to MSME covered entities.

h. Ensuring provisions for the vendor and expenses.

5: Tendering Process a. Review of system of tender receipts, tender opening

b. Review of system of tender evaluation

c. Review of process of preparation of comparative statement, negotiation with
contractor

d. Review of process of awarding of contract.

6: Processing / passing of | a. Review of sanction and approval process of bills

running bills b. Review of system of adjustment on account of material, advance amount
etc.

c. Compliance of statutory requirement — Deduction of TDS.

d. Review of process of recovery / waiver off of L.D charges

e. Review of reconciliation process

f. Review of reconciliation of GSTR-2A/2B with the purchases of the respective
entity.

g. Review of Input tax credit reflated in GSTR-2B.

h. Make sure payment make to vendors passed only after successful filling of
GSTR-1 before the due date from vendor/supplier side.

i. Review of purchase register on monthly basis.

j- Review of TDS on purchase and TDS on contractors/ Professionals and
others.
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k. Review of declaration of turnover from supplier/ venders to make sure the
TDS/TCS applicability.

I. Review of adjustment
vender/suppliers.

m. Review of MSME certificate from the venders/ suppliers so that payment
terms can be reviewed.

of bills/invoices against advance given to

7: Full and final payment
to contractor

a. Review of process of release of full and final payments — sanction and
approval

b. Review of process of claim settlement

c. Review of process of release of security deposits

d. Review the process of release earnest money.

e. Review that before payment of full and final amount to the supplier/ vendors
make sure that all the input tax credit has been credited to the GST ledger of
the entity.

8: Statutory compliance by

a. Review of records and register maintained by the contractor

contractors — Contract | b. Review of license taken by the contractor — license for the specified jobs,
Labour Regulation and | actual labour deployed is within the limits specified in license etc.

Abolition Act, c. Review of challans and returns.

Minimum wages Act,

Provident Fund

9: Vendor selection | a. Review of process of selection of procurement mode viz. open tender,

process (tendering)

limited tender or single tender etc.

b. Review of process of floating of enquiries

. Review of process of receipt of offers/ bids

. Review of tender / bid/ offer evaluation process

10. Sale

. Review all the sale bills of the entity

. Review the E way Bill applicability on the sales invoices

. Review the GST HSN code on the sales invoices

. Review the TCS applicability for the buyers who’s turnover is below 10 cr.
. Review the sundry debtors.

Review E-Invoice for the invoices.

SO QOO0 TOQO0

11. Statutory compliances.
(GST and Income Tax)

a. Ensure that GST returns (GSTR-1, GSTR-3B and GSTR-7) has been filled
before due date.
b. Ensure that TDS challans has been deposited before the due date.

12. Purchase

a. Ensure all the payable has been created for the payment.

b. Review of the purchase register

c. Review the matching of input tax credit with purchase.

d. Review of deduction of GST tax and TDS before making payment.

(B)- Scope of work of Monitoring of Computerized Accounting

As all the Sugar Mills has been implemented Tally Prime for the purpose of recording
their accounting transactions for the purpose of smooth and error free work. The work of
scope for the monitoring of Tally data is as followings.

Area

Broad Coverage

1: Creating Ledger/ Group
and vouchers

As all the creation of ledger/ group and vouchers are the primary element of
the computerized accounting. If the ledgers/ group and vouchers are created in
wrong manner or in wrong head than the balance in the trail balance never be
matched.
So, Monitoring of Ledger/Group and voucher are mandatory for error free and
smooth working.
a. Checking of Ledger head and its matching with correct group as per
financial statements of the entity.
b. Checking of Group and its matching with correct Head as per financial
statements of the entity.
c. Checking of voucher and its matching with correct voucher type as per
financial statements of the entity.
d. Checking the duplicate ledgers and groups and taking control over the
creation of duplicate ledgers and groups to accurate and proper
balances.
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2: Creation of statutory
masters/ classification and
their details

As all the returns are prepared with the tally prime itself, So Monitoring of all
the statutory masters and their classification is mandatory. To ensure the
correctness of GST, TDS and income tax returns. And minimize the interest,
penalty and other fees levied by the statutory departments.
a. Ensure that all the statutory masters are created with the correct and
useful information.
b. Monitor the GST HSN code for the finished products. To reduce error
in GST return.
c. Ensure GST and TDS rates for the different services/ goods.
d. Ensure preparation of GST and TDS/TCS return from the Tally prime.
e. Monitor all the necessary requirement for the preparation of GST and
TDS/TCS returns should be enabled in Tally prime.
f.  Ensure nature of payment and nature of goods to prepare returns.

3: Passing Entries/ Journal
Entries/ Payment Entries/
Sales Entries/ Receipt
Entries/ Purchase Entries

Passing correct entry is the backbone of the computerized accounting, So
after passing the entry these should monitor for correctness.

a. Monitoring of Journal entries related to Salary payable and salary
expenses, Indirect and direct expenses apart from purchase and
Monitoring of Advance given to staff for Entity work use and for their
personal use.

b. Monitoring of Payment entries to avoid duplicate payment to
supplier/vender.

c. Monitoring of Purchase entries to ensure the correctness of entry to
the correct supplier/vender.

d. Monitoring of Sales entries to check E-Invoices and E way bill, Rate of
finished goods and GST details. And to ensure the bills has been
raised to correct buyer

e. Monitoring of Receipt entries, to ensure the amount received credited
to the correct debtors account, avoid deplicacy of the debtors.

4: Sub Trails (Sundry
Debtor, Sundry Creditor,
Ernest Money, Contractor
Secturity Advance to staff
personal and Advance to
Staff for official work.)

Maintain and monitoring of sub trails is the foundation of preparation of
financial statements. If the sub trails are mismatched than the main trails will
also be mismatched.

a. Ensure the correctness of sub trails.

b. Monitor duplicacy of ledgers related to sub trails.

c. As the vendors are same as in sundry creditor, Ernest money and in
contractor security. So for correctness of sub trail. It is mandatory to
ensure that correct amount should be enter in correct ledger.

d. And also Advance to staff is giving to employees who can be same as in
trails Advance (P) and in advance (F). It is necessary to check the
correctness of the correct amount reflected in the correct trail.

e. In the sugar Mills Sundry debtors are sometimes creditor also. As in case
of Penalty levied for non-lifting of sugar. So, in this case also, Monitoring is
important to check whether these are reflected in correct ledger.

5: Trail Balance

Trail balance is a framework on which the financial statements prepared. So,

the correctness and accuracy of trail balance is very much important in

computerized accounting.

a. Monitoring the grouping of trail balance so that financial statement
prepared are accurate.

b. Monitoring of capitalized items.

c. Checking and review of bank and cash balance with bank reconciliation
statement.

d. Correct classification of share Capital, secured loans, unsecured loan and
current liabilities and provisions.

e. Monitoring of classification of fixed assets, Investment, Closing Inventory,
current assets and loan and advances.
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6: Monitoring of financial
statements (Balance sheet
and profit and loss
account)

Computerized Financial statements are necessity of the entity, with-out
preparing computerized financial statement an organization cannot stand in the
present scenario.

Ensure that all the line items are in correct format and correct locations
Ensure that all the ledgers are in correct group.

Prepare the balance sheet as per the Schedule VI requirement.

Check the opening balances of the balance sheet items are correct.
Ensure that all the line items are in correct group of the profit and loss
account,

Monitor the classification of Income and expenses whether direct or
indirect.

g. Monitor the classification of capital and revenue nature items.

®Pooow
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7: Timely backup of the
data.

Only performing data entry is not important for computerized accounting. Also,
timely back up of the data is more important.

8: Preparation of
summarized report

Through computerized accounting, preparation of reports are much easier than
manual accounting. Monitor of the correctness and accuracy of the data is
much important to preparation of reports.

9: Monitoring of Duties
and Taxes

All the statutory liabilities should be monitor on timely basis to ensure
correctness of the TDS and GST reports.

10: Audit Trail

Maintain an Audit Trail throughout the year for transaction impacting books of
accounts if required.

(C) Scope of work of Monitoring and conducting of Inventory management

Area

Broad Coverage

1: Creating Ledger/ Group
and vouchers/ Iltems

a. Creation of items with item code and its matching with correct
department of the entity.

b. All the item code should be unique and no duplicate item code can be
created.

c. Making of ltem group with correct department in which material to be
issued.

d. Checking the duplicate ledgers and groups and taking control over the

creation of duplicate ledgers and groups to accurate and proper

balances.

Correct mapping of items with correct group.

Ensuring the items created with correct unit.

Units (Kg, Mtr) to be created in correct manner.

2:-Issue Slip

Preparation of Issue slip

Enter the issue/ consumption in correct department.

Monitoring the issue slip entry through stock journal

Monitoring the negative stock items.

Analysis the stock summary on timely basis.

Check all the Inventory books on timely basis.

Check all non-moving. Slow moving and Fast-moving items and
categorize the same item.

@™m0 20T Vg~

3:-Purchase

Ensure vendor/ supplier code are created correctly.
Classification of purchase items done with item code.
Passing all purchase entry through Material inward slip.
Preparation of material inward slip

Classification of material inward should be correct.
Monitoring of negative ledgers.

Purchase items should be mapped with correct department.
Allocation of heads and cost center.

Choose of right godowns for right material inward.

Printing of physical stock register printing.

T Se@me o0 oD
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Preparation of Rejection in Register.

Preparation of Rejection out register.

Preparation of Stock Transfer journal register.

Preparation Stock group summary.

Preparation of Stock category register.

Preparation of movement analysis of stock

Preparation of aging analysis of stock

Classification of GST rate.

Enter all items rate wise.

Classification of all the consumption/ expenses with category wise.
Allocation all the expenses/ consumable items with department wise.
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Scope of work of Consultancy Services

The following functional/ operational areas shall be covered by the Chartered
Accountant:

Area Broad Coverage

1: Finance & Accounts a. Cash and bank management

b. Fixed assets management

c. Fund management

d. Payable management

e. Loans and advances

f. Budgeting

g. Expense ledger scrutiny

h. Investment (FD, Bonds & Other Investment in other entities).

2: Human Resources & | a. Time office management

Administration b. Payroll management

c. Entittement management — loans, advances (loans and advances taken by
employees of the entity).

d. Engagement of outside agencies viz. security services and Labour
contractor etc.

e. Retirement benefits.

3: Legal a. Monitoring of Expenses
b. Monitoring of pending and decided courts suits.
c. Monitoring of travelling expenses relating to the legal court suits.

4: Contract & Work order | a. Soundness of system and procedures

Management b. Compliance with

(i) Management directives e.g. delegation of power and other circulars

(i) Statutory laws and rules

c. Adequacy and accuracy of estimates

d. Awarding of contract at the best economical rates

e. Adequacy of contract terms and conditions for safeguarding Corporation’s
interest

h. Adherence of contract terms and conditions in respect of release of advance
payment.

g. Ensuring payment relating to MSME covered entities.

h. Ensuring provisions for the vendor and expenses.

5: Tendering Process a. Review of system of tender receipts, tender opening

b. Review of system of tender evaluation

c. Review of process of preparation of comparative statement, negotiation with
contractor

d. Review of process of awarding of contract.

6: Processing / passing of | a. Review of sanction and approval process of bills

running bills b. Review of system of adjustment on account of material, advance amount
etc.

c. Compliance of statutory requirement — Deduction of TDS.

d. Review of process of recovery / waiver off of L.D charges

e. Review of reconciliation process

f. Review of reconciliation of GSTR-2A/2B with the purchases of the respective
entity.

g. Review of Input tax credit reflated in GSTR-2B.

h. Make sure payment make to vendors passed only after successful filling of
GSTR-1 before the due date from vendor/supplier side.

i. Review of purchase register on monthly basis.
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j- Review of TDS on purchase and TDS on contractors/ Professionals and
others.

k. Review of declaration of turnover from supplier/ venders to make sure the
TDS/TCS applicability.

I. Review of adjustment
vender/suppliers.

m. Review of MSME certificate from the venders/ suppliers so that payment
terms can be reviewed.

of bills/invoices against advance given to

7: Full and final payment
to contractor

a. Review of process of release of full and final payments — sanction and
approval

b. Review of process of claim settlement

c. Review of process of release of security deposits

d. Review the process of release earnest money.

e. Review that before payment of full and final amount to the supplier/ vendors
make sure that all the input tax credit has been credited to the GST ledger of
the entity.

8: Statutory compliance by
contractors - Contract

a. Review of records and register maintained by the contractor
b. Review of license taken by the contractor — license for the specified jobs,

Labour Regulation and | actual labour deployed is within the limits specified in license etc.

Abolition Act, c. Review of challans and returns.

Minimum  wages  Act,

Provident Fund

9: Vendor selection | a. Review of process of selection of procurement mode viz. open tender,

process (tendering)

limited tender or single tender etc.

. Review of process of floating of enquiries

. Review of process of receipt of offers/ bids

. Review of tender / bid/ offer evaluation process

(o

10. Sale

. Review all the sale bills of the entity

. Review the E way Bill applicability on the sales invoices

. Review the GST HSN code on the sales invoices

. Review the TCS applicability for the buyers who’s turnover is below 10 cr.
. Review the sundry debtors.

Review E-Invoice for the invoices.

SO QOO0 TOQO0

11. Statutory compliances.
(GST and Income Tax)

a. Ensure that GST returns (GSTR-1, GSTR-3B and GSTR-7) has been filled
before due date.
b. Ensure that TDS challans has been deposited before the due date.

12. Purchase

a. Ensure all the payable has been created for the payment.

b. Review of the purchase register

c. Review the matching of input tax credit with purchase.

d. Review of deduction of GST tax and TDS before making payment.
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