Procedure for Allotment of Code to Project

Concerned
Technical Division
submits the code

sheet as per

System unit of
Finance Division
receives the filled up
format , allots unique
code & records

Concerned
Technical Division is

—— informed about the

unique code

Chief Manager
(Finance) monitors the

entire procedure.

Annexure A allotment of project

manually in register

Code sheet submitted
by Technical Division is
reviewed w.r.t.
Approved Internal
Estimate agreement.

Procedure for Raising Invoices

Manual register
enclose format of
project records are
maintained and
Joumal Entry is
passed.

Concemed Technical wing
raises invoice as per the
milestone in terms of payment
in prescribed format as
enclosed in Annexure - A

Chief manager
Finance) monitors the
entire procedure.

Invoice is raised &
1 sentto the concemed
technical division.

Entries are made in
Manual Register

(




Procedure for Issues of Advance

Concerned HOD reviews the
advances for various purposes
like tours, LTC, Hiring of
vehicle, Imprest /temporary
advance .

Competent Authority

delegation of power

Submit the bills to
gives approval as per — Finance Division on —
completion of activity

The concerned
official is intimated
about the balance to
be paid by voucher

Concerned staff submits
standard TA Bill as perthe
format as per form enclosed
in Annexure - A

Submission of
approval for
collection of

advance in the

relevant format

General manager (Finance)

monitors the entire procedure .

Procedure for Clearance of TA Bills

TA bill is enclosed with
the approval of tour
program and advance
for competent authority

TA bill claimg/expenses
is reviewed w.r.t. to

> entittement and

approved for tour
program

General Manager (Finance)
monitors the entire procedure

A

Competent Authority
verifies the TA bill after
verification.

A

Entries are made in
Manual Ledger
maintained for TA
advance

Computerized Journal
entry is done to book
approved expenditures.

Y

Computerized receipt
voucher and payment
voucher are utilized to
intimate balance to be
paid or required to the
concerned officer




Client makes Payment
to Company Bank
accountin cheque /
Demand Draft

Received payment
is entered in the
manual register,

maintained for each

Procedure for Receipt of Payment

Joumnal Entry is
passed for TDS
» and Bank charges —»{
along with service

Receipt Voucher is
prepared & the
payment is handed
over to the Cashier

project.

Tax.

Technical Division
forwards receipt to
client

Chief manager ( Finance)
monitors the entire
procedure.

Procedure for Sending Monthly Remittances to Field Units

Estimate of fixed
expenses of monthly
basis is made.

Concerned HOD,
GM & GM ( Finance)
reviews the estimate

as per approved

internal estimate.

Expenses include for
1. Salary of field staff
2. Office/Guest house rent

Project Manager

opens accountin HOD, approved

Bank withdraws by concerned GM
money, sends approves &
remittance note forwarded to GM

every last day of (Finance)

month

Requisition is

—» forwarded to

cashier

Concerned HOD
monitors the whole
procedure

Site visits
1. TAIDA

Expenses based on Scope of work include for

3. Electricity/ water/ telephone/other services
4. Hiring vehicle for local transport

5. Imprest Account

6. Mis. Expense

2 Survey and investigations
3. Printing of reports
4. Insurance /AMC of various asset




Senice fax is
coated as

‘Applicable at

prevailing rates'

Payment terms
safeguards from
incurting any loss
in future




