CENTRE FOR ACTION RESEARCH 
(CAR)
ACCOUNTING POLICIES AND

PROCEDURES MANUAL

2023
Plot No.576, Arundhati Vihar, 

Jagasara, Kaimatia (PO), 

Bhubaneshwar, Khurda (Dist.), 

Odisha - 752054
	Section
	Coverage
	Section
	

	1
	Preamble
	· Applicability
· Purpose
· Objectives

· Accounting procedure
· Revenue Recognition

· Matching of Revenue Expenses  
	

	2
	Bank 
	

	
	Accounting for Bank related transactions
	· Bank receipts

· Bank Payments

· Cheque issue process

· Transfer orders

· Bank account Reconciliation
	

	3
	Cash
	

	
	Cash book, Structure, Cash System
	· Cash receipts;     

· Cash payments;   

· Imprest/Petty cash; 

· Physical cash controls

· Recording cash book   
	

	4
	Other Payments to staff
	

	5
	Accounting for Suppliers & Service Providers
	· Advances Payable

· Settlement of Invoices/ Claims 
	

	6
	Advances
	

	
	Process for advance release and accounting

   
	· Requisitions for advance release

· Accounting for advances 

· Settlement of advances 

· Accounting for Advance settlement
	

	7
	Annual Budget 
	

	8
	Fixed Assets 
	

	
	Fixed Assets Register   
	· Maintenance of FAR   

· Physical verification of Fixed assets   
	

	
	
	
	

	
	Procedure for purchase and sale of assets
	· Purchase of Fixed assets   

· Sale of Fixed assets   
	

	
	
	
	

	
	Depreciation of assets
	Depreciation Policy
	

	9
	Pay Roll Procedure
	

	10
	Preservation of Data and Records
	

	11
	Internal Controls 
	· Policies
	

	
	
	· Management Information System
	

	
	
	· Concurrent/Internal Audit
	

	
	
	· Statutory Audits
	

	
	
	· Statutory Submissions
	

	Annexure

	
	Statutory compliances
	

	
	Depreciation Rate
	


SECTION - 1
ACCOUNTING PRINCIPLES & PROCEDURES

PREAMBLE
This Accounting principles and Procedures Manual is a part of declared policies of CENTRE FOR ACTION RESEARCH (CAR). This policy is consistent with all applicable Principles, Standards and Procedures that include Generally Accepted Accounting Principles, Statements of Financial Accounting Standards, Income Tax Act, and other applicable Statutes that are in force from time-to-time.

Applicability:
Unless otherwise specifically and/or expressively exempted by Secretary/ Treasurer of C A R, in writing, this manual and all such clauses/policies/ procedures and guidelines specified in the manual would be adhered by all those who are associated with C A R  directly or indirectly whether as Trustees, Advisors, staff members, Consultants, service providers/clients/ contractors/ buyers/ sellers etc. 
Purpose of the manual:
Main purpose of this manual is to achieve –
1. Improved accounting and operational standards of C A R  financial transactions
2. Established standardized office procedures that everyone to adherence 

3. Set guidance to all staff members and management team members,

4. Ensured clarity in desired accounting and operating procedures,

5. Helping day-to-day operations to run smoothly and efficiently,

6. Ensuring that all statements, estimates, reports or documents are submitted at such time and in such a manner as per the management, donors’ requirements and/or Statutory authorities.
Objective of the manual:

The objective of this manual is to lead towards making C A R a stronger organization with:

A. Internal controls comprising guidance; plans and measures adopted by C A R  management to:

· Safeguard its assets,

· Check accuracy and reliability of the accounting records,

· Ensure adherence to prescribed statutes, regulations, policies, and donor specifications 

· Promote professional operational efficiencies at all levels.

B.  Administrative controls 
· Controls/ procedures and records that are connected with the decision making process leading to authorization of transactions are maintained with due accountability. 
·  All members are well informed with necessary guidelines &/or directions to understand the policies for compliance,

· Establishing a work schedule ensuring timely accounting and MIS submissions
· Setting priority of work so that all transactions are timely accounted 
· Facilitating necessary trainings and capacity building needs to Accounts’ team with necessary follow ups ensuring satisfactory  performance,

· Identifying and implementing control measures to avoid any frauds/misuse of funds/conflict of interests 
C.  Technical Oversight:

· Periodical review of books of accounts and documentation works to ensure all technical standards and specifications are complied with.

· To ensure all staff members are provided quality technical training according to training plan.

· To ensure strict adherence to Accounting Standards and relative clauses ensuring better accounting practices
· Recommending effective approval authority to management for consideration
· To make sure scheduling of day-to-day accounting and related back-ups are maintained.

D. Accounting Controls 
· Supporting organization’s plans, procedures and records safeguarding the assets of the Organisation.

· Assurance on reliability of financial reports and records.
·  Transactions are recorded properly in the accounting software system used by C A R. 
·  Track each and every transaction with responsibility and accountability.
·  Ensure safety, security and confidentiality of accounting records.
·  Ensure safety, security and confidentiality of accounting entries and data.
·  Ensured back-up maintenance on regular basis to address any accounting software related disasters/breakdowns/crashes without any data loss.  

· Maintain accountability for every asset procured, held or disposed off.
· Implement appropriate budgetary controls. 
· Preparation of periodical financial reports including annual financial statements.
· Schedule and facilitate periodical reviews including Internal/concurrent audits with continuity covering review of all transactions, control systems and practices improving C A R ’s accounting processes.

· Ensuring timely action plan to submit MIS to Board members, 

· Ensured compliances and/or rectification measures for audit recommendations/management reports with necessary action plans with accountability measures. 


Procedure
While following the principles of double entry book keeping system, C A R records transactions on Generally Accepted Accountings Principles (GAAP).
Accounts Unit would maintain books of accounts in consistent with accounting principles, policies, standards and other guidelines specified under this manual. 

Books of accounts would be maintained on dedicated and licensed “Tally” accounting software. This would be operated by Accountant and/or by any other staff who are specifically authorized for the same by the Secretary.
Revenue Recognition
All contributions, donations, grants and fees to the organization are recorded as “revenue” in the financial calendar period of receipt.  Any such (revenue) receivables will be closely reviewed at the time of closure of books of accounts at the end of financial year and/or Donor project budget period as applicable from to time. The same will be accounted accordingly in financial statements.
Matching of Revenues and Expenses
In order to present accurate and consistent financial statements, the revenues and expenses attributable to each period will be reflected in that financial calendar period. 
SECTION - 2
BANK
Bank receipts 

Bank payments
Cheque issue Process
Transfer Orders
Bank account reconciliation 

Bank Receipts

Bank receipts represent Funds received through Banking channel which are generally by means of Cheques/ Demand drafts/ National Electronics Fund Transfer (NEFT)/ Real Time Gross Settlement (RTGS)/Immediate Payment Services (IMPS) and/or UPI ID. 
Ensuring proper documentation and accounting for such receipts, following steps are to be ensured:
On fund Receipt: 
1. Details of all inward remittances viz. cheque / draft/ RTGS/NEFT/IMPS etc. to be maintained with remitter details.  Such details to be recorded in the control register/records.
2. In case of RTGS/NEFT/IMPS receipts, intimation from bank/ advice with all details to be collected. Such advice is necessary for accounting entry. 
3. Foreign Inward Remittance certificate (FIRC) needed to be collected for any remittances received in foreign currency with details confirming the value date, exchange rate applied, charges collected (if any).
4. Ensure FC fund remittances are initially deposited/received through Government of India (Ministry of Home Affairs) approved bank account only. It is SBI, Sansad Marg branch, New Delhi as per present FCRA Act. 
5. In the case of FC fund donors, collect details/copy of passport of the donor/grantor/remitter. A copy of such document to be placed on records for further reference.

6.  Ensure all relative details/identity of the donor/grantor/remitter including the purpose of such donation/remittance is made to be collected and recorded accordingly. 

7. Prepare Bank pay in slips to deposit cheque/ draft received and arrange for immediate deposits of such receipts. 

8. Ensure that the bank has stamped (with date and signature of the clerk) the counterfoil of such pay-in-slip(s); 

9. Confirm all remittances are deposited in to appropriate/designated bank accounts only.
10. Issue receipt/ acknowledgement to the donor/Grantor immediately after   receipt of donation / funds.
11.  Such receipt(s)/acknowledgements must be signed by the Secretary or Treasurer of CAR
12. Enter receipt number, amount and date in the Control register maintained there for. 
13.  Needed to ensure all cheques/drafts/pay orders are deposited to bank  on day-to-day basis immediately. Surely not later than next bank working day. 

14. Counterfoil of pay-in-slip to be handed over to the Accountant or person in-charge of bank receipts for proper accounting and documentation along with relative receipts \ Vouchers.
15. Release receipt for the donor/grantor confirming the receipt of funds. 
(NB: FC fund related clauses will apply as and when CAR gets its registration under FCRA)
Accounting for receipts: 
· Prepare bank receipt voucher on the basis of office copy of receipts issued to the donor and counterfoil from Bank giving detail of Cheque/ DD/ RTGS/NEFT/IMPS etc.; 

· Ensure that correct account head and “company” under ‘Tally’ accounting software has been credited. 

· Enter bank receipt voucher in the bank book. 

· Attach bank counterfoil of deposit slip with the receipt voucher; 

· Ensure that narration contains details like donation/grant details, Receipt No. and donor details. 

· Details of donor/grantor and such receipts to be filed for further references accordingly. 

Bank Payments

All Bank payments are to be made on following guidelines: 

Accounting for payments: 

1. Ensure invoice/bill/debit note or claims are cleared and approved for payment by Treasurer/Secretary or any other competent authority as authorized.
2. Availability of necessary invoices/bills/supports/documents/records confirming the validity of payment to be ensured. 

3. All such supports to be verified confirming that they are all in original or original of such documents are available on other record for reference.

4. Clarification in confirmation of any alterations/corrections/additions in such supports to be authenticated/approved and recorded. 
5. Applicable TDS from the payment as per Income Tax Act – TDS Rules in force (refer Income Tax Act for detailed provisions and rules) to be deducted to ascertain the net amount payable.  

6. Advances paid/released earlier if any to be considered to arrive at the required final payment.  

7. Appropriate (donor) budget head with cost center and line of activity to be identified ensuring proper accounting. 
8. The date of the payment transaction would be date of releasing the payment/cheque.

9. Prepare bank payment voucher after making correct postings giving details of cheque number/NEFT/RTGS reference, date and narration to the transaction.   
10.  Correct head of account  and cost center as per approved budgets and/or accounting guidelines has to be reflected in the voucher; 

11. All transaction related supports (bill of supplier, proof of expense, special approval from Secretary/Treasurer.) to be tagged/annexed with the bank transaction voucher; 

12. Present the Bank voucher with all supports and details for necessary authorization of Secretary/Treasurer/designated authority for payment release and there on to the in-charge for preparation of cheque or for fund transfer as the case may be. 

13. All transactional supports are to be properly defaced. 

14. Defacing of the transactional supports must be done by appropriate markings with Donor/project name for reference (with “Paid/Cancelled/Paid& Cancelled” marking).
15. All transactions needed to be serially numbered in chronological order. System generated numbering process is to be ensured for better control on financial year calendar basis. 
16. All transactional vouchers along with necessary supports/reports/ documents must be filed in orderly basis on daily basis without any delays. 

· Transactional Vouchers of “Contra” effect are to be prepared for cash withdrawals. 

Process for Preparing payment order: 

1. Before releasing any payments/cheques availability of sufficient Fund balance needed to be ensured in relative bank account supporting payment/transfers. 

2. All payments must be with proper approval of the Secretary/Treasurer/ authorised person; 

3. Ensure all payments are released on or before the due/pay by date.

4. All service related bills viz. Telephone, Broad Band, Electricity, Water etc. and recurring payments like Rent, maintenance charges etc. (if any) are to be released on or before the due date.

5. Cheques are prepared as per the invoice/ bill/demand note or contract; 

6. Cheques are strictly made in favor of payee and should be "A/c Payee" crossed; 

7. Details like payee’s name, date and amount in figures and word are to be confirmed for correctness.

8. Cheque(s) are signed by authorized signatories only; 

9. If cheque is to be hand delivered, ensure to obtain signature on bank payment voucher at the place marked for “receiver”
10. In case cheque is to be sent by post/courier, 
11. same to be dispatched with a covering letter by giving reference of bill/ invoice/advise against which payment is released; 

12. All statutory payments viz., P.F., Income Tax., Professional Tax., etc. are to be remitted to the respective authorities/authorized bank accounts within statutory due dates. 

13. Proper acknowledgement/ receipt from the party to be called in confirmation of settlement of bills/dues/receipt. 

Cheque issue process - Signatory & Cheque book custody

Cheque issuance 

· All bank payments require signing of cheque by at least two authorized signatories as per Governance committee guidelines; 

· It is to be ensured that all signatories are according to the pre-decided authority limits and/or Governance Committee guidelines. 
· Sufficient fund balance is in account is to be ensured supporting the cheque issuance. 

Cheque book custody 

1) All cheque books are to be kept in safe custody of the designated person; 

2) No cheque should be signed in blank without payee details, date and amount properly mentioned. 

3) Unused and ‘to be released’ cheques must be always kept in the safe; 

· Cancelled cheques (if any) should be “cancelled” by drawing two parallel straight lines in the middle of cheque (please also write the word 'cancel1ed') and by tearing signature part along with relative vouchers. 

Cheque issue Register

· All cheques issued by the finance/ Accounts department needed to be recorded in Cheque issue register with all details. 

· For more than one bank account, such registers to be maintained for individual bank account wise.
· The cheque numbers must be in chronological order without any omissions. 

· Details of cancelled cheques also to be recorded there with reasons for cancellation. 

· Details like date of issuance, amount, Payee, purpose and transaction reference to be recorded and signed by concerned authority. 
· Such Register/s needed to be held in safe custody. 
Transfer orders
· Once the payment process is completed and authorized the fund transfer process would be initiated.

· All fund transfer orders to be signed by authorized signatories.  

· Needed to ensure the signatories to Bank instrument are according to the pre-decided authority limits, 

· While preparing for bank transfers, it is necessary to ensure, related details like Payee’s Bank –branch address, account number details IFSC code etc. are available 
Bank account Reconciliation
Introduction

Process of comparison of transactions in bank book maintained by C A R  and account statements/passbook issued by the account maintaining Bank is termed as Bank account Reconciliation. A comparative statement prepared periodically is known as Bank Reconciliation statement (BRS). 

It is necessary to keep track of all bank transactions on regular basis and also to ascertain all such transactions are in order. Hence BRS is prepared at regular intervals by the Finance/Accounts Unit. Maximum gap between two such BRS should not be more than one month at any given time, for any reason. 

BRS can be prepared either manually or be software system based. Finance Director has to ensure the same and its correctness.
Preparation of Bank Reconciliation Statement

Generally three records are very essential to prepare bank reconciliation. 
(i) Bank Pass Book/Statement; 
(ii) Cash/Bank Book or Ledger containing updated Bank related transactions; 
(iii)  Previous reconciliation statement with details of difference/ unreconciled entries (if any). 
· BRS needed to be prepared individually to each bank account irrespective of category or nature of the account. Hence, each and every Bank account will have   individual BRS periodically. 
Action course for BRS: 

· Closing balances as per bank passbook/statement and the balance as per bank ledger (on the particular given BRS closing date) is to be reconciled. 

· Identifying the difference giving entries (if any) and reasons causing the difference are to be marked. 
· Warranted rectification/adjustment and transaction related entries to be passed in bank book of accounts. Respective transaction related vouchers to be prepared for rectification/adjustment entries with necessary narration explaining the transaction.

· All such entries to be authenticated and authorized by Secretary/Treasurer or so authroised person. 

· For any identified corrections at the bank level (if any) same to be followed up with the Bank by written communication explaining the needed correction and to be supported with documentary proof, if necessary. 

· Long outstanding/Stale cheques for confirmation of non-payment to be marked separately.

· Necessary action plan for follow up on such long outstanding/ stale cheques to be initiated in consultation with Secretary/Treasurer including for reversal of entries.  
· Hardcopy of BRS to be maintained/placed on record at least on monthly wise. Same is to be approved and authenticated by Secretary/Treasurer. Same to be held on record for further references. 
· It is preferred to draw donor/category wise closing balance details on reconciliation as part of MIS for better clarity on fund position.
SECTION - 3
CASH
Cash book administration 
Cash receipts 
Cash payments 
Petty cash Management  

Physical verification cash count & Verification 
Introduction:

Monitoring of physical cash flow is very essential. Physical cash is exposed to high risk factors without necessary control systems. Regular monitoring of cash with minimum physical cash handling is warranted. 
Cash Book Administration
General 

The Cash book records all money received and paid (both in cash and by cheque/ Bank transfer). Transactional entries to be made in cash book on day-to-day basis. Such entries are based on the voucher information. The reference number of the voucher should be noted in the cash- book against each entry. 
· Separate Books of accounts to be maintained for different donor categories of cash receipts. 

· Separate books of accounts to be maintained for Foreign Contribution funds in line with FCRA guidelines. 

Recording the Cash Book  

1. Cash payments to be recorded in respective cash book and there after cash disbursement to be made; 

2. All cash receipts are to be recorded regularly, based on the Cash Receipts;
3. Ensure all vouchers are correctly and systematically entered into cash book and serially numbered so; 

4. Draw cash balance at the close of each day’s transactions; 

Cash Receipt

General guidelines
· Unless it is warranted cash receipts needed to be discouraged while soliciting receipts only through banking channels. 

· Donations by cash must be limited to Rs.2,000/- in compliance with Statutory guidelines. 

· Other receipts/revenues by cash should be limited to cap fixed by management from time-to time but not exceeding Rs.10,000/- in line with Income Tax Act
· A Receipt acknowledging acceptance of the cash from remitter to be issued immediately. 
· In case of donations, donor’s details such as PAN, communication address and communication (telephone/mobile) details to be collected and placed on record. 
· Daily Cash receipts beyond day’s withholding limit of Rs.10,000/- per day should deposited to bank account 

· Cash received should be deposited to the designated bank account immediately, latest by end of next bank working day. 

· Details of remittance such of name of remitter, purpose of remittance, unit/department/bill reference if any needed to be collected and recorded for reference.

General Policies and procedures for maintenance of cash are as follows:
Cash Receipt issuance and control:
For issuance of Cash receipt in acknowledgement of cas Cash Receipt issuance and control, following procedures to be ensured: 
1. All Cash Receipts and receipt Books are to be pre-numbered (preferably printed); 

2. Cash Receipt book should be issued in serial number; 

3. The stock of Cash Receipt booklets should be kept in lock and key; 

4.  No person other than Secretary or Treasurer should have access to stock of blank Receipt books; Alternatively, system generated receipts can also be issued with same terms and conditions. 
5. All cash receipts must be physically signed by the Secretary under C A R  official seal, even for system generated receipts. 
6. Cash receipt should be made in duplicate. Original copy should be given/posted to the remitter; 

Accounting for Cash Received:
1. On the basis of copy of cash receipts issued, the cashier/accountant would prepare Cash Receipt voucher. This is needed to pass cash receipts entries in the cash book. 

2. The cashier/Accountant must give reference of cash receipt number, date and amount, along with remitter’s name mentioned in the narration column of the voucher; 

3. In case of cash withdrawals from bank, a cash and bank contra entry would be passed through Cash Receipt voucher and recorded in the cash book; 

Cash Payments

General 

1. Physical Cash (petty cash) is held facilitating smaller payments that cannot be made by cheque. 

2. It is important to keep cash holding to a minimum limit as funds held as cash are generally less secure and higher risk·
3. Daily cash holding limit would be fixed by Governing Body based on immediate daily requisite (Ex;Rs. 10,000/- per day) and would be reviewed from time-to-time  considering risk factors. 
4. An upper limit for the size of cash payments is also fixed (Presently Rs.2,000/- (as per management decision). Over and above, all payments should be made through cheque/Bank remittances only; 

5. Based on the Cash payment vouchers, Cash expenditure is analysed and accounted in appropriate cash book. 

6. All cash payment vouchers must be authorized by the Secretary or Manager (Accounts).

Payment procedure 

1. Cash payments should be made only after preparation of cash payment vouchers; 

2. Cash payments should not exceed pre fixed maximum limit of cash payment of Rs. 2,000/- per transaction. 

3. Any cash payment exceeding the limit MUST be with specific approval of Secretary.
4. Cash payment MUST be made to the concerned person/staff only and not for any third party/different person, without any exceptions.
5. The receiver should acknowledge the receipt of cash payment personally in the presence of the Cashier/Accountant on cash payment voucher.

Voucher preparation: Ensure that 

1. Date of payment voucher is the date of actual cash payment; 

2. The receiver should sign on the payment voucher at the space provided in the voucher acknowledging the receipt; 

3. Proper account head and account code/cost center must be mentioned in the voucher; 

4. Relative transactional supports validating the payment are attached to the voucher. 
5. If transactional supports/bills are large in number, then prepare a summary of all the supports. 

6. All transactional Supports are to be properly defaced. 
7. Defacing of the transactional supports must be done by appropriate markings with Donor/project name for reference (with “Paid/Cancelled/Paid& Cancelled” marking)
8. Be guided by other steps already specified for payments under Bank payments
Petty Cash Administration 

Introduction 

Petty cash is a small amount of discretionary physical cash held to meet daily payments or expenditures. This is the part of day’s cash transactions and relative control systems. 

Petty cash is used for payments where it is not feasible to make payments by cheque or transfers through other banking channels/online payments, because of the inconvenience, cost and time factors involved. 

Petty cash Administration:  

The Secretary is responsible for authorizing and administering petty cash funds, establishing limit/cap for petty cash holding. Also fixation of limit per expenditure. 
· Presently this holding limit is Rs.10,000/- subject to revision by Governing Body from time-to-time. 

· Staff designated to maintain and manage daily petty cash would administratively and functionally report directly to Secretary in the matter. 

· The designated staff would be custodian of Petty Cash as well as maintain relative book of accounts i.e. Petty Cash book. 

Operating Procedure: 
When a petty cash fund has been authorized, following operating procedures must be followed: 
· Expenses paid from a petty cash fund can only be made for the purpose(s) for which the fund was authorized. 

· All payments must be supported by receipts/bills/acknowledgements.

· Following information needed to be collected and recorded: 

· Date of purchase, service availed or payment made; 
· Name of person/staff receiving the payment and handling the expenditure. 
· Purpose of payment or nature of transaction with all details
· Details of vendor/service provider or other payee if any.
· Bills/receipts/proof of transaction evidencing the expenditure/ service provided/claim for payment or procurement made.

· Acknowledgement by payee for having received the cash payment.  
· All such payments would be entered/ accounted in the Petty cash book with transaction/expenditure category wise segregation. Sub-ledger system is advisable while it would be computer software based accounting. 
Reconciliation of Petty cash:

Following process needed to be ensured: 

· At the end of day, the petty cash account would be reconciled/Tallied.
· Total payments released on the day plus the cash on hand must equal the specified amount of the petty cash fund, at all times. (Ex: Rs.10,000/-)
· Details of reconciliation to be recorded in petty cash logbook/register.
· The petty cash closing physical balance to be recorded with denomination wise details.
· Daily closing balance details will be signed off by the Accountant.  
· The Petty cash with such details would be secured as part of day’s closing cash secured under lock and key. 
Reimbursement of Petty cash Funds: 
The Petty cashier/Accountant must ensure sufficient cash balance is maintained on regular basis to meet daily expenses/payments. Accordingly, the petty cashbook must be updated on day-to-day basis to ascertain the cash balance position. Ensuring timely reimbursement of cash-in-hand, the cashier would submit accounts details to accountant/ Accounts Unit on regular basis with all relative vouchers and supports. 

On submission of such details the (Petty) Cashier also submits request for Reimbursement/reinforcement of balance amount to match the expenditure details so submitted. The Accountant after detailed scrutiny of petty cash expenses would, seek the approval of Unit Head for release of requested funds accordingly. On receipt of funds the Petty cashier would update the books of petty accounts accordingly. 
Daily Physical Cash Count & verification 

Introduction
Daily Physical cash count and verification is one of the essential tools to ensure effective internal check on cash transactions. Physical count of Cash by cashier at the closure of the day as well as by the Secretary/Manager on regular basis should be ensured. 
Daily cash count by cashier/Accountant

After the close of office hours every day the cashier /Accountant needed to check for the accuracy of daily accounting of cash.  

Following steps needed to be ensured: 

1. Cash log book must be maintained with all details of cash opening balance, cash receipts and cash payments to arrive at Cash closing balance in hand. 

2. Confirm that vouchers have been prepared for all cash payments and Cash receipts 

3. All such cash transactions are accounted in cash book on the same day; 

4. Balancing of cash is done for the day; 

5. Tally cash balance with physical cash at the close of the day; 

6. Details of day’s cash count with denominations are to be recorded.
7. Sign off cash book when cash is tallied; 

8. In case of difference, recheck for confirmation of entries; 

Physical cash administration: Guidelines for daily physical cash verification is as follows: 
1. Physical Cash balancing should be done on daily basis; 

2. Maintenance of  minimum cash balance at the close of day transaction is to be ensured

3. Physical cash tally log would be prepared at the close of day giving details of denominations of cash held in hand.
4. Confirm physical balance of cash and also cash balance as per books of accounts matches

5. Day’s cash book is to be authenticated from Secretary /Manager –at least on weekly basis; 

6. No other person except authorised person should have access to the cash box; 

7. Cash box and vouchers are to be kept under safe custody

8. Closing cash logbook with account/company wise details, denomination wise to be prepared for cash verification and custody process.

Periodical Cash verification 

Secretary/ Treasurer should also keep track of cash transactions. They should do cash count at random intervals at least once in a fortnight. Detail of cash count and verification be given in the cash book logbook.

Before physical verification of Cash by Secretary /Treasurer need to ensure that: 

I. All expenses till the date of verification have been reflected in cash book; 

2. Cash balance has not exceeded the pre decided limit. 

3. No personal cash of the cashier or any other employee is kept in the Cash box. 

4. Cash book balancing has been properly done; 

5. Cash book is neatly maintained and cash balances are inked on daily basis; 

At the time of physical verification of cash following points must be considered: 

· Soiled notes are kept separately and exchanged at the bank 

· Physical cash must tally with what is appearing in the cash book; 

· Any shortage or excess must be explained by the cashier or the person responsible for cash control; 

· Obtain signature of the cashier/Accountant in the cash book; 

· In case of any cash difference, investigate and find out the reasons for difference in cash with necessary report to management for necessary action (if needed). 

SECTION - 4
Other Payments (to staff)
A. Travel Expenses and Local Conveyance 
All staff would submit their claims for office related travels as per HR guidelines in prescribed format for settlement. All travel related claims accompanied by necessary supporting documents with approval of Unit Head, will be submitted to Accounts Unit within 3 days from completion of travel. Travel settlement claims completed in all respect will be processed for payment within next four working days. 

Reimbursement of local conveyance claims will be paid on production of approved conveyance statement to Accounts Unit. In case of hiring of taxi production of Taxi bill/proof of net payment along with conveyance statement to be submitted to office.
B. Salary payment 

Salaries of C A R  employees shall be transferred to their respective bank accounts by end of every month after  approval of the Secretary. 
Salary disbursement is subject to applicable Statutory deductions that is mandatory. Other deductions like salary advances/staff loans etc. are deducted at source as mandated by each staff. 

All staff wound sign in salary register &/or salary voucher regularly in acceptances of net salary with such deductions and also other details as recorded there at. Any discrepancy noted by staff member or any clarification on any of the salary related issues should be brought to the knowledge of Secretary/Treasurer immediately for clarification and/or redressal.  

C. Other Misc. Claims (incurred by staff for Hospitality, Books and Stationery etc.)

Any other expenditure other than mentioned above needs to be claimed along with original bills duly approved by the Secretary with necessary explanation/justification of expenditure so incurred. Such expenditure must be incurred in the best interest of the organization. All such reimbursements are subject specific approval of Secretary.
SECTION - 5
Accounting for Suppliers and service providers

Introduction

The procurement process including release of purchase order is detailed separately under the Procurement process Manual. 

Release of timely Payments to Suppliers, service providers etc. is a part of Financial Operations. 
Payments to Suppliers and service providers would require on following processes: 

Advance Payments: 

· The Administration Unit would release Purchase order to the supplier/service provider. Copy of such Purchase order along with copy of supplier’s quotation and Procurement/Committee decision in finalizing the supplier would be forwarded to Accountant along with request for release of specified advance amount. 

· Request for advance would be forwarded to the Secretary for review and necessary approval. 

· The Accountant will process the advance payment 

· Accountant would release specified and approved advance to the payee through specified banking channel (following the bank payment procedure). 

· Administration in-charge would maintain original/copy of Quotations; purchase order etc, for records. 

· The Coordinator of the Procurement committee would maintain all documents that referred to the committee facilitating the Procurement decision making process including comparative analysis supporting the selection of supplier.
· Applicable withholding tax (TDS), if any, would be deducted from the said advance amount before releasing the payment. 

· A separate Communication to suppliers/service providers will be made about release of advance while calling for initiate the process of supply/service as per the terms agreed upon.

· Necessary receipt/acknowledgement of  advance will be collected and placed on record.

Accounting for advance payments: 

While accounting for advances, a separate advance ledger account should be opened. Separate ledger accounts would be opened for individual persons/entities/organistions. 
Settlement of Invoices/Claims:

The Treasurer/Accountant would receive the Invoice/Bill from the supplier/service provider for having processed or completed the order. After verification and/or cross-checking said bill/invoice, same would be forwarded to Secretary for payment approval. 
It is the responsibility of the Administration and Order raising Unit/Staff to ensure the job/work or supply order is performed by the supplier/service provider and to the satisfaction both in quality and quantity. In the case of Capital asset would satisfy the asset’s working condition. After such confirmation only the invoice/bill will be cleared for payment and passed on to Accountant for payment process. 

Accountant, before releasing the payment would ensure:

· Confirmation on satisfactory completion of the order both qualitatively and quantitatively. 

· Acknowledgement for further custody/maintenance of such asset. 

· Advances released earlier, if any, is accounted for in the bill while arriving at the final claim/net payable amount.

· Applicable TDS is ensured and necessary deductions are made while arriving at final payment to be made. 

· While accounting for the expenditure, the amount is routed through the supplier’s/service provider’s ledger account for better monitoring and control. 

· Call for all support documents/clarifications and/or justifications further if any needed, before releasing the payment. 

· Release the payment through the pre-defined banking channel (Refer “Bank payments”) 

· Communication to suppliers/service providers on release of payment while calling for necessary receipt/acknowledgement.

· Keep all such documents and supports along with the transaction voucher for reference and confirmation. 

SECTION - 6
Advances

General 

Advances are released to staff members or authorized persons for performance of an activity. Also advances are released for facilitating smooth organization of the planned/scheduled activities/programmes. 
Advances are released as a part of activity planning/execution process. Hence no advance would be released after the conclusion of the activity. That means once the activity is concluded then no advance would be released. It would be settlement of expenses incurred for the activity and accounted as expenditure on submission of final bills/invoices.
The advance may be taken by staff members for following purposes: 

* Pre approved/planned Travel related expenses 

*  Procurement of item(s) for office purposes; 
* For organising pre-approved activity/programme and implementation of the same. 
* Any other Official purpose(s) including Office maintenance. 

Advance Requisitions/applications

All advances are released against specific written request. A pre-designed form is preferred to ensure required details and commonality in furnishing details. Following guidelines are to be ensured: 

1. Advances are released against written application/request and approval of Secretary.

2. Ensure that purpose of Advance is mentioned in the requisition. 

3. Tentative/planed date of activity for which Advance is requested also to be mentioned in the requisition/application.

4. Before release of fresh advance, accounts of concerned staff/employee to be reviewed. This is to ensure that previous all advances are cleared and there is no long outstanding/default advances are there and advances are   cleared; 

5. Proper approval of Secretary is obtained for fresh application for release of advance, 

6. Principles of cash release and limit to the adhered to while releasing of advances. 

7. Breaking up of single advance request facilitating multiple staff advance must be avoided unless specifically advised by Unit head as a special case. 

Accounting Process
1. Before release of any advance, it is necessary to ensure that the proposed activity/expenditure is within the limits of Plan & Budget for the relevant year; 

2. Ensure that advance should be sanctioned only when the previous advances are settled by that particular staff unless it is urgent (as decided by the Secretary) 

3. Purpose of Advance to be mentioned in the payment voucher.

4. The advance requisition with necessary approval is kept along with the voucher as transactional support. 

5. Employee name and authorizing person’s designation must be mentioned on the voucher for internal check; 

6. All advances must be routed through books of accounts.

7. Individual staff wise advance ledger should be maintained. 
8. Advance payments should be posted in main control account as well as individual staff ledgers/sub-ledgers; 

9. Tickets (train or air) booked on behalf of staff for proposed travels should be debited to respective staff travel advances accounts; 

10. Tickets (train or air) booked on behalf of outsiders/third parties should be debited to general travel advances under particular project/cost center. 

11. Advances (fully or partially) outstanding beyond 30 days should be analysed and necessary actions to be initiated for immediate settlement. 

12. Any request for interchange of advances among staff members will not be considered while releasing or at settlement. 

Settlement of advances 
Introduction

As a part of general principle, all advances to be settled immediately within 7 days from the date of conclusion of activity but not later than 30 days from the date of advance release. All such details and documents are to be submitted to Accountant for necessary accounting. 

If there is any delay/postponement of proposed activity, then the advance must be returned citing the reason for the same. Such returns must also be approved by the Secretary. 

Advance drawn for one specific activity should not be used/carried forward for another activity/purpose. 

Settlement of advances: 

· Advances needed to be settled by providing details of relative expenses incurred immediately within the specified time period.
· All details of activity and supports as proof of expenditure are to be submitted to accounts department with specific approval of project/programme in-charge. 

· All bills/receipts/travel tickets/acknowledgements etc. along with activity details and activity reports are to be placed on record as proof of activity and expenditure incurred. If filed separately the same to be mentioned on the voucher for cross reference.

· All details of additional expenditure incurred by community/outsiders if any are also to be placed on record for reference and information. 
· Any balance/unutilised amount of advance should be returned to Cashier/Accountant. 

· Accountant/Cashier will release necessary receipt acknowledging the return of balance amount. 
Accounting for Advance settlements

1. Accountant would ensure correctness of supports so submitted by the staff in settlement of advance/s
2. Needed to ensure that necessary approval of Secretary for expenditure is in place. 

3. Any shortfall/over writings/corrections in transactional supports must be notified to concerned staff calling for clarification and/or authentication there to. 

4. Advance account would be settled while accounting for the expenses submitted by the staff through journal transaction. 

5. Appropriate cost center and line activities would be charged for expenses incurred while setting off the advance account. 

6. The transactional voucher would have necessary details of activity, person/staff settling the advance etc.  

7. Balance amount refunded or released to staff on excess expenditure would be entered in cash book with appropriate reference to journal entry. 
8. Any balance in advance account ‘yet to be settled’ must be notified to respective staff and Secretary for reference. 

9. The transaction voucher would be filed along with all supports and relative documents in order. 

10. Ensuring discipline of advance utilization, it is necessary to confirm that the settlement is on account of the activity for which the advance was released. 
· Adjusting balance of advance towards a said activity with the expenditure of another activity is NOT ACCEPTABLE.
· Setting off of advance account of one staff member for the expenditure incurred by another staff is not acceptable. 
                 SECTION - 7
Annual budget
It is proposed that an annual budget is prepared considering overall programmes of C A R  for the coming financial year. This is necessary in order to balance the Inflow and out flow of funds.  In this process it is proposed to follow below noted processes:
· Bottom up method is adopted for arriving at the target for the next financial year. 

· All staff would work out their activity plans in consultation with th secretary ensuing budgeted activities vis-à-vis the fund availability and also donor assurances.
· Utilization of the budgeted funds and quantitative achievement is the basis for the targets for the next year taking into account the surplus/deficit of the current year.

· Source of funds for the planned program is ascertained in the context of prevalent fund flow position in consultation with Secretary and Treasurer.

· All staff at different levels are involved while planning for the programme activity.

· The budget exercise is carried at different levels, in consultation with the Accounts/finance in-charge, and consolidated for the entire operations of C A R , by the end of last quarter of the present financial year. 

· Final budget proposals for the entire program and for entire C A R  shall be presented to the Governing body for their information and approval.  

· A detailed review of executed programmes and staff performance against annual budget needed to be initiated and reviewed.  

SECTION – 8

Fixed Assets

· Fixed Assets Register (FAR) 
· Purchase of Assets 

· Sale/ disposal of assets 

· Physical verification of assets 
· Depreciation Policy 

Fixed Assets Register (FAR)

Fixed Assets Register (FAR) of C A R is required to show all permanent/Fixed/Capital assets owned by the Organisation. FAR records the quantity and value of all Fixed Assets held by the organization with individual asset wise details - like chairs, tables, furniture & fixtures, computers, laptops,  printers, Photocopy machines and other office equipment, machineries, vehicles, land, buildings etc. etc. 

Separate sheets/folios needed to be opened for individual asset category.  

Purpose of FAR 

Administration and maintenance of organization level FAR is compulsory and essential. FAR is a control register that helps the organization at different levels. The need is: 

1) To provide means of controlling the assets including acquisition, disposal and transfer of assets. 

2) To enable accounting calculations to be performed of asset cost, depreciation and net book value. 
3) To allow assets for physical verification at regular intervals in order to avoid losses, misuse or misappropriation. 

· FAR is different from stock register and both should not be merged. They are maintained separately/independently. 

· FAR can either be a manually recorded register or a computer based record. But needed to show all such details discussed below. 

Mandatory Disclosure in FAR 

Following information must be disclosed in the Fixed Assets Register: 
1. Date of purchase/acquisition

2. Assigned code of the asset; Identification; item wise number assigned to particular asset
3. Description of asset 

4. Supplier’s name and address;

5. Purchase Bill/invoice number. and date; 
6. Detail of voucher and date; 

7. Number of Units purchased

8. Cost per unit and total cost incurrent on purchase.    

9. Additional/incidental expenses incurred if any on particular asset to make it work efficient, that would be capitalized. 
10. Donor support/project details under which the asset is procured.
11. Location of the Asset (Office premise/Unit or individual custodian of asset)

12. Opening accumulated depreciation and depreciation for the year; 

13. Written down value of the asset as at close of accounting year; 

14. Remarks if any showing Sale/asset status/scrap/loss/theft etc.. 

Other issues to be ensured
· If the assets are received as contribution/donation or as a gift in kind, estimated market value of such asset to be recorded as acquisition cost. 

· Ensure that the amounts shown in the Register are same as disclosed in books of accounts; 

· In case of disposal of assets, show actual cost of asset as deduction amount in Remarks/ sale /adjustment column; 

· Ensure that the depreciation charged under each head are as prescribed under Income Tax Act, 1961; 

Purchase of Assets
Purchase and/or procurement of assets are guided by the Procurement Policy specified separately.

All procurements are monitored and supported by Purchase/procurement committee set by C A R  Governing body. 
The process followed and recommendations of the Procurement Committee are documented and copy of the same would be supplied to accounts Unit along with other documents of procurements for reference and records.

Physical Verification of Fixed Assets

Physical verification of assets is one of the essential internal control aspects, that is exercised from time to time. Physical verification of all assets at regular intervals is necessary to safeguard organisation's assets held at different locations/units with several user/ user departments. Physical verification of Fixed Assets needed to be initiated by the Accounts department supported by Administration in-charge.

It is also important to ensure proper reconciliation between physical (Fixed) assets held at different locations/units and assets as per books of accounts.

The physical verification of assets should be carried out on annual basis however the gap between two verifications must not be more than 24 months.
Steps for physical verification of assets:
a) Prepare list of assets, lying at different locations/different users, on the basis of Fixed Assets Register; 

b) The list would be used to carry out the physical verification of assets; 

c) The list should, then be compared with the Fixed Assets Register and cases of variances (if any) to be recorded; 

d) Reasons of the variances must be discussed/clarified by the user/ user department/Administration in-charge. 

e) Such reconciled statement would be forwarded to the Secretary for necessary action; 

f) Variance in the Physical verification of assets must be adjusted back in Fixed Assets account by passing necessary entries as recommended by the Secretary. 

Sale/ Disposal of assets

Sale/disposal of asset is the job of administration in-chare. Any sale/ disposal should have the prior approval of Governing Body and of funding agency (for donor funded Fixed Assets)

The Accountant needed ensure following steps: 

1) On disposal of fixed assets whether by sale or scrapping, the difference between the sale price and the net book value of the asset should be taken to  Income and Expenditure account; 

2) The Depreciation account would be debited with the depreciation to date 

3) The considerations received, on account of such sales/ disposal, would be shown as receipts and accounted accordingly; 

4) The book value of the assets sold, as appeared in the previous Balance Sheet, would be reduced in the books of accounts; 

5) If the asset was purchased out of Foreign Contribution Fund, The consideration received should be deposited in the FC bank account only,  

Depreciation Policy
Depreciation means reduction in the value of a fixed asset used in the in supporting Organisation’s work due to wear and tear and effluxion of time. Depreciation is the allocation of the depreciable amount of an asset over its estimated useful life. Depreciation for the accounting period is charged to income directly.
Factors considered while determining the amount of depreciation:
I. The total cost of the asset including all installation charges
II. The estimated residual or scrap value at the end of its life

III. Estimated number of years of its usefulness

Method of depreciation
In accordance with the Accounting policy and guidelines set by Governing Body Diminishing Balance Method or Written down value method is followed. The nature of asset wise depreciation rates and period of asset life are guided as per the provisions of Sec.32 of Income Tax Act. 
SECTION - 9
PAYROLL PROCEDURES
Close liaison of Payroll/Salary disbursement function is essential to ensure that employees’ remuneration is calculated accurately and released on timely basis; 

Staff attendance records and leave records must be reconciled together well in time to work out number of days presence on duty by each staff member. 

The administration in-charge must ensure that leaves taken by each staff was approved/sanctioned by Secretary. Such approvals are on record for confirmation.
While calculating staff salary, Accountant must adhere to applicable local regulations concerning Statutory deductions. 
Net salary payable to each staff will be calculated while providing all specified gross salary break ups and gross deductions such as statutory deductions (Ex: Contributions to EPF, Professional Tax payable,   TDS, salary advances recoverable, any other recoverable as instructed by Secretary and agreed by resepective staff member etc.). 

It is necessary to ensure Specific guidelines as explained in Human Resources policies and procedures. 

Pay Roll Review and Authorisation 

· Monthly Payroll calculations should be reviewed and authorised by the Secretary before any payments are made. 
· All employees should be given/communicated with copy of their monthly pay slip; 

· Employees should sign the payroll register confirming the accuracy of calculations and confirmation of receipt of salaries.

· All salaries would be deposited to pre-noted bank accounts of respective staff members. 
· As a policy matter No salary would be paid in cash to any staff at any circumstances. 

SECTION - 10
PRESERVATION OF DATA & RECORDS

Introduction 
Accounting data and details are exposed to the risk of disruption both from internal and external threats. Such threats would cause heavy loss of information/data and continuity process resulting in rebuilding of data and information. 
Regular back up process is an insurance against such risks and losses. Special care must be taken to have back up of accounting files/data/information.  A need based back up strategy to handle the accounting data, accounting application and accounting files is essential. 

Guidelines

· Backup of all operating system, application and files are taken on daily basis on all working days preferably.

· Such backup is taken at the end of the day after closure of day’s working 

· Back-up is taken in external hard drive/s  data storage system that are easily stored separately

· It is suggested to use more than one storage devise. Preferably,  for add & even week days. 

· The back-up storage devises must be kept separately in the safe custody of Secretary/Administration in-charge.
Operational guidelines:
· Day-to-day back back-up of accounting files/data/information must be ensured without fail

· Loading of accounting files/data/information from storage devise must be tested atleast on annual basis.

· In the event of data becoming corrupt, it must be recognized right away. When data corruption is discovered, it must be restored from the most recent good data back up.

· Due to regular erasing and rewriting, the  longevity of the storage devise would be diminished. Hence, regular testing and timely replacing of storage devise needed to be ensured. 

· Loading of data/information from storage devise must be with prior approval of Secretary only. Without prior approval no file/data/information to be loaded from storing devise.

· A record with all details must be maintained for loading of data from storage devise/s. Reason for such loading and the person supervising and approving the process must authenticate the same. 

SECTION - 11
INTERNAL CONTROLS 
Policies
Internal Controls are measures taken by Governing Body to make sure the Right actions are in place in the process of achieving Vision and Mission of the organization.

As part of good governance and strengthened practices, internal control systems are placed for monitoring and evaluation. All staff is accountable to ensure successful implementation of such control systems and adherence to same.  

Internal controls pertaining to fund management, accounting and records maintenance are established by the Governing body in consultation with Secretary and Treasurer. 

Review of internal controls from time to time is one of the most important fiduciary responsibilities of the Governing Body.
Management information System (MIS)

MIS Reports are analyzing reports required by the management to assess the performance of the organization. This would support better and faster decision-making process. MIS reports are called for on regular basis at different intervals.
MIS is the process of transforming data into useful information helping management to make better plans and to make operation related plans. MIS includes reports including inventory status reports, financial statements, performance reports etc.
Finance/Accounts Unit prepare such MIS and same would be shared with Secretary/ management representatives from time-to-time.  

Concurrent/Internal Audit

Governing Body may appoint a concurrent/Internal Auditor as per the needs of the organization. Such reviews are aimed to ensure proper internal controls do exist in the organization and are working. Internal audit reviews provide independent and objective opinion to management as to whether its risks are being managed to acceptable level. 

Such reviews may be conducted on concurrent basis ensuring strengthening of systems, practices, procedures, processes and governance. 

Treasurer will facilitate such concurrent/internal reviews on regular basis as advised by the Governing body.  Soon after completion of such reviews at each cycle, a report would be submitted to the management.  Such Audit report would discuss noted deviations, mistakes, omission and gaps in systems and practices including statutory compliances. Also the report highlights risk factors if any apart from providing suggestions and recommendations for further strengthening internal controls and practices to reduce the operational risk levels. 
Treasurer/Secretary would initiate necessary actions and plan of actions to comply with the recommendations and suggested steps to improve systems and practices. 
The Management would review the audit reports and compliances from time to time ensuring necessary internal control systems are in place. 

Statutory Audit

Governing Body will appoint the Statutory Auditors of the Organisation who will perform the Financial year end audits.  The financial audit report along with Management letter would be presented to the Governing Body for approval.

Procedure
The appointed Statutory Auditors would perform annual Statutory audits. Accountant in consultation with Secretary/Treasurer is responsible for scheduling timely Statutory audits, submission of all information as needed by the auditors and answering all questions during the audit. 

The Accounts Unit would ensure necessary yearend accounting transactions are accounted for with necessary provisions/accruals and payables (if any). 

The Statutory Auditor would also call for a Management letter highlighting noted deviations and explanation/compliances/action plans from management addressing such issues. 
The Final audited financial statements would be forwarded to management for adoption and signing off the same in acceptance of the report. 

STATUTORY SUBMISSIONS

Statutory submission is the mandatory disclosure/reporting of financial and non-financial information to a government agencies/Ministries/ Departments in compliance with notified statutes. Such submission would be with pre-fixed periodicity and deadlines for submission to specific authorities/agencies.  
Such submissions would be generated based on the accounting details and MIS.  Generally Accountant/Accounting Unit has the lead role of compliance. 

The Treasurer needed to ensure timely compliance of such submissions with all details taking cognizance of latest amendments or notifications to the respective statute. Secretary would ensure timely compliance same.  

SECTION - 12
Annexure – 1
ILLUSTRATIVE STATUTORY COMPLIANCES
(For guidance as applicable) 
Following is the current schedule of applicable statutory compliances: 

	Applicable statute
	Compliance
	Periodicity
	Process
	Timelog schedule

	FCRA
	Intimation on receipt of FC funds
	Quarterly basis
	Online (at C A R  website &/or FCRA portal
	Within 15 days from the last date of each quarter ending 

	
	Annual Returns 
	Annual basis
	Online FCRA portal
	31st Dec 

	
	Declaration/s under Lokpal & Lokayukta Act
	Annual Basis
	
	31st July

	
	Renewal of certification under FCRA
	Once in 5 years
	
	6 months before completion of 5 years

	Income Tax Act
	TDS deductions &  remittance to Govt. account
	Monthly. 
	Bank deposit
	Within 7th of succeeding month 

	
	TDS Returns 
	Quarterly
	Online 
	Within 15th on next month on completion of each quarter.

(For March quarter it is before 15th May)

	
	Generation of F.No 16A on TDS
	Quarterly 
	Online 
	Within 30 days from closure of the quarter

	
	Generation of F.No 16 for TDS of employees
	Annually
	Online 
	31st  May

	
	Annual Income Tax returns for F.Y. ending 31st March
	Annually 
	Online 
	30th September 

	Employees Provident  Fund Act
	Remittance of monthly contributions to Govt. account
	Monthly
	On line details with challan generation 
	15th of subsequent month

	
	Returns  (monthly)
	Monthly
	Online 
	25th of Subsequent month

	
	Returns  (Annual)
	Annual
	Online 
	25th April 

	Employees state Insurance (ESI)
	Premium/contribu-tion payment 
	Monthly
	Online 
	21st of subsequent month

	
	Returns 
	½ yearly basis
	Online 
	11th Nov for period of April to September, 12th May for period of Oct to March

	Gratuity Act
	Premium 
	Annual
	To the insurer 
	31st Dec

	Professional Tax Act
	Tax remittance
	Monthly
	Online details with challan generation 
	15th of subsequent month

	
	Returns 
	Monthly
	
	

	
	Returns 
	Annually
	On line 
	30th May

	
	Employers renewal
	Annually
	Online 
	30th April 

	Goods & Services Tax Act
	Tax remittance (GST & RCM)
	Monthly
	Online 
	20th of subsequent month (for General)

18th of Subsequent month of quarter ending (for composition) 

	
	Returns 
	Monthly/Quarterly
	Online
	

	Registrar of Societies 
	Returns 
	Annually
	Submission 
	One month for the date of AGM

	
	Certification 
	Annually
	Fee payment
	


Annexure - 2
Depreciation rates as per I.T Act for most commonly     used assets 
	S No.
	Asset Class
	Asset Type
	Rate of Depreciation

	1.
	Building
	Residential buildings except hostels and boarding houses
	5%

	2.
	Building
	Hostels and boarding houses
	10%

	3.
	Building
	Purely temporary erections such as wooden structures
	100%

	4.
	Furniture
	Furniture – Any furniture / fittings including electrical fittings and air conditioners
	10%

	5.
	Light Motor vehicles and two wheelers 
	Motor car, motor cycle/bike, scooter, Mopeds 
	20%

	6.
	High Motor vehicles including buses
	Motor buses/tractors/lorries used supporting Organisation’s activities 
	25%

	7.
	Computers
	Computers, Laptops, computer software, Printer, Scanner, UPS and other peripheral devices
	60%

	8.
	Plant & Machinery
	Machineries and Tools supporting the activities of the organisation
	15%
 

	9.
	Office Equipment 
	Other Office equipment like photocopier, cleaning machines, Camera, TV, Projectors, Fridge etc
	15%

	10.
	Plant & Machinery
	Gardening Machineries/materials, Water Pumps, 
	15%

	11
	Moulds 
	Used in production Unit
	30%

	12.
	Intangible Assets
	Know how, patents, copyright, trademark, license, franchise or any other business or commercial rights of similar nature
	25%


