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SCOPE OF WORK:

(1). Maintaining Books of Accounts in Tally Cloud Software on monthly basis. Books of
accounts include Cash Book, Bank Book, Bank Reconciliation, Trial Balance, Income
Expenditure, Journal Vouchers. and Ledgers etc.

(i1). Preparing Trial Balance and Balance Sheet and Income and Expenditure account on

monthly basis.
(iii). Preparing and Filing monthly Income Tax TDS Challans, GST TDS challans
(iv). Filing monthly GST Returns.
(v). Filing Quarterly Income Tax TDS Returns. Downloading and issuing of form 16 and
16A on quarterly / yearly basis.
(vi). Preparing Grant Utilization Statement as and when required.
(vii). Supporting during Internal / Statutory /AG / Local Fund audit.
(viii). Providing all relevant information to management as and when required.
(ix). If any accounting related work suggested by Finance and Accounts officer
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Finance and Accounts officer



Annexure: 2

Basic Information
(On Firm’s Letter Head)
To,
Registrar
Childrens Research University,
Gandhinagar

Name of the Firm

Authorized Person Name

Full Postal Address of Office

(This may be given on a separate
sheet of paper attached)

Mobile numb.er

Email ID

Permanent Account Number (PAN)
with a copy of PAN card

GST Registration Number

Seal of the Firm: Signature:

Name:

Designation:




Annexure: 3

Financial Bid
(On Firm'’s Letter Head)

To,
Registrar
Childrens Research University,

Gandhinagar

Sub : Quotation for Accounting Work for Financial year 2025-26

I have read all instruction as described regarding scope of work and fill
up financial bid as under

Sr. Particular Basic Fee Rs. | GST Rs. | Total Fee
No. (Yearly) Rs.

1 Quotation for Accountiﬂr“fg
Work for Financial year
2025-26 (Described in

Scope of work)

Seal of the Firm: Signature:

Name:

Designation:




