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SI.No.

Details of Work Assigned

Rate to be quoted (Incl.
of all Service and
Taxes/Other Charges)

Annual Account 2025-26 if to be prepared on or before 31st
May of Next financial Year.

Preparation and filing of annual income tax returns
(quarterly) of the Institute for FY 2025-26 along with 24Q
and 26Q

All the Cash Book Pass Book entries should have be made
correctly with correct head of accounts in Tally Software.

Preparation of Annual Accounts (as per Tally-Software) for
all Head of Accounts specified in the Budget.

Bank Reconciliation of various accounts and preparation of
Bank Reconciliation Statement.

Preparation of Trial Balance, Receipt and payments
Accounts, Income and Expenditure Accounts and Balance
Sheets with all schedules and annexure of accounts.

Depreciation calculation on all fixed assets as applicable for
each financial year. Provision for depreciation has to be
made in the Annual Accounts.

Annual Accounts should be prepared on Accrual/Mercantile
basis as per revised accounting format and filing of IT
returns (Monthly/Quarterly/Annually) and Preparation
Form16/16A.

Rectification of errors/suggestions made by the Auditor on
the last financial year. Accounts are to be taken in to
consideration and the same are to be
rectified/Incorporated.

10

Should answer the queries or notices to be received from
the concerned I authorities.

11

To proved opinions with regard to the queries to be arose in
making of payments or preparation of accounts

12

Providing assistance during the time state audit and during
required times.




13

Preparation of Utilization Certificates for various accounts
at the required time.

14

Any other incidental work connected with finalization of
Annual Accounts.

15

The contract amount will be paid after submission of Annual
Accounts and completion of Assigned works

16

Payment will be made subject to TDS at applicable rates.
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