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Sk
No. Scope of Services Frequency | o3 gfy o
To verify and Ct\nﬁlm that Registration under Societics Act/ Trust Act/ Section 8 of One Time
1 Indian Companies Act is completed.
Prclparat‘ion of all required dOC.UnTCl“S for online application of (Form-1A) online One Time
registration of Industry & submission of online Form-1 A application at C.G. Labour
portal.
< l’rcp-ar;\l-mn of all required documents (including project valuation report) for online
application of (Form-4), and submission of online Form-4 application at C.G.
Labour portal.
R Inspection & issuance of Stability Cenrtificate of Building & Structures (Form-2) One Time
3
Preparation of all required documents (Including Drawings) for online application, One Time
4 | and submission of application at the Fire Dept. online portal for Fire NOC approval.
3 Non-Pollution Conformance Certificate (NOC) One Time
To perform Monthly Accounting Controlling and Monitoring of Books of Accounts Monthly
6 prepared by the Staff of the entity and ensure release of Monthly Financial
Statements in stipulated time.
To prepare and recommend relevant SOP’s for proper compliance and Governance Recuring
7 of Financial and Commercial functions and ensure it’supdation on regular basis.
To prepare and recommend Accounting Manual, HR Manual and Legal Compliance One time
8 Manual.
To perform Quarterly Internal Audit and present performance report to the Quarterly
9 Management.
To ensure the requisite Compliances under GST Laws, Income Tax Laws, PF Laws Recurring
10 | and ESIC Law.
To ensure yearly finalisation of Accounts and Coordinate with the Statutory Yearly
11 Auditors.
To develop MIS for Management. Recurring
12
To plan and develop digitalization of process. Recurring
13
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