MANUAL

STORES DEPARTMENT


OBJECTS OF STUDY AND SCOPE OF REVIEW & APPROACH TO REVIEW

OBJECTS OF STUDY

The objects of the study is to design adequate systems and procedures for :

1. Work procedure 

2. Document flow

3. Internal controls

4. Delegation of Authority 

5. M.I.S

Scope of Review

The systems and procedures of the operating sections of the department were  reviewed for adequacy and possible improvements based on the current requirements particularly from the point of view of:

1. Receiving the materials.

2. Co-ordinate the inward inspection.

3.Recording the receipt of materials

4.Issue of Materials.

5.Recording of Issues.

6.Optimum usage of storage space i.e proper storage, protecting from deterioration.

7.optimizing investment in stocks by maintaining optimum stock levels.

8.Replenishing and avoid stock outs.

9.Generating information periodically for management decision.

10.Internal Control.

11.Designing of documents and records.

12.Organisation Incharge with delegation of authority.

13.Co-ordination with other Departments.

Approach to the Review

The review of the system has been done with the basic idea to understand the existing 

inventory control which is essential for production and financial control and to redesign the inventory control system in such a way that will provide material as and when needed. Without locking up large sums of money, and to generate adequate information for Management Information, planning and Decision-making.

This has been done on the basis of information and explanations received from the employee, regarding flow of documents, study of the formats of documents and registers being maintained, and review of internal controls in existence.

SYSTEM MANUAL  -  STORES

CHAPTER – I

RECOMMENDATIONS

1.
PURCHASE ORDER COPIES  :

(a)
A copy  of PO for imported.   R.M. stores should also be sent to stores as in the case of indigenous materials.

(b)
Corporate office should send invariably one day copy of all PO’s raised by it.

©
Copies of PO’s received in the stores must be filed chronologically in PO number – wise order.

2.
CO – ORDINATION  :

(a)
Stores Department must be kept informed about the materials in transit and the expected time of arrival to avoid waiting time, avoid receipt of materials with limited storage space. e.g.  Diesel, L.P. Gas.

3.
TAGS / MARKING :
(a) 
To facilitate easy identification and sorting, a system of keeping tag and marking as to the size, grade/PPF/Supplier is to be devised.

4.
CODING  :
(a)
A system of coding of all the items of R.M. Stores, spares etc. is to be devised.  The Codification must provide for clearly distinguishing between:

Imported and Indigenous materials and further Capital stores  -  required for Civil mechanical and electrical installations.

  

Spares stores – required for the maintenance of  P & M  and equipment.

5.
REJECTED MATERIALS  :
(a)
A separate register should be maintained for rejected  items returned to the supplier to facilitate follow up action.

(b)
Maintenance Stores – required for the maintenance of Civil including water / sanitary installations and electrical installations.

6.
TAKING INTO STOCK & BIN CARD  :
(a)
Quantitative reconciliation must be done with reference to Agent as follows:


trailer wise reconciliation by Assistant Material Manage Stores.


Purchase Order – wise reconciliation by Materials Manager.

(b)
Entries must not be made in the Bin cards direct from the MRN prior to inspection to avoid taking into stock the rejected materials.

©
Bin cards must be kept at the place of storage.

(d)
Bin cards must show the location and the stock levels.

(e)
Each issue must be entered in the Bin card as and when it is made.

(f)
Materials returned to stores must be entered in the Bin card promptly.

(g)
Bin cards for spares must be numbered/indexed/arranged alphabetically code-wise.

(h)
Time norms are to be fixed for inspection and delays in this regard must be avoided.

(i)
Materials issue vouchers for imported raw materials, tubes and paints in cold Storage Coating Plant must be raised as and when the material is issued, and recorded accordingly.

(j)
The following must be clearly marked on the Bins/Storage Racks – Size, Grade, PPF, origin, specific job for which required.

7.
CONTROL OF INVENTORY LEVELS/PRICED STORES LEDER  :
(a)
The following Classification/analysis must be done, 


ABC  -  Consumption wise, Stock on hand,


VED  -  in respect of all items needed for production maintenance of P & M.

(b)
Maximum  -  Minimum and re-order levels should be fixed for all items.

©
Priced stores ledger should be maintained showing the quantities on hand and the values there off.

8.
PHYSICAL VERIFICATION  :
(a)
Physical verification of materials, stores, spares etc. on hand must be done periodically, discrepancies noticed must be investigated for appropriate action.


e.g.:
discrepancies between Bin cards and ground balances/ actual stock Bin card and PSL.

9.
FINISHED GOODS STORES  :
(a)
Finished Goods Stores must be separated/delinked to facilitate better control on the dispatch of Finished Goods. 

(b)
Certain items of Finished Goods eg.  Coupling which are presently kept in the main stores must be kept in F.G. stores only and accounted in F.G. records.

(c ) 
All the quantities of F.G. stores manufactured must be physically transferred to, and brought into accounting.  The F.G. 

(d)
Sales returns must be recorded promptly.

10.
TOOL CRIBS & WELD LINE CRIBS  :
issue clerk is present during the general shift only.  The shift/plant engineer exercises control during the other shifts.  Only one person is to be made responsible, if need be imprest stock may be kept/by the shift/plant engineer and accounted.

11.
The following shall be recorded chronologically in the order of their occurrence in the relevant registers / records  :

 


Transfer from R.M. ,  W.I.P.  , F.G.

12.
The following shall not be included in the stock registers.



Materials-in-transit



Materials consumed



Finished goods sold / invoiced

13.
GOODS IN BONDED WAREHOUE  :

(a)
Records must be maintained (by stores (factory)) for goods held in Bonded Warehouse.

(b)
Periodically certificate must be obtained in this regards.

14.
DAMAGED / SURPLUS MATERIALS  :


Periodical reports must be generated o n the following items:



Damaged items



Surplus items



Shortages



Obsolete items



Slow moving items

15.
PROPER CUSTODY / SECURITY  :

(a)
Proper recovered and secure storage facility must be provided for the following:



STEEL



GAS CYLINDERS

(b)
Admission into the stores must be restricted strictly.

(c )
All issues must be made through the issuing counter /  location.

16.
ACCOUNTS TO BE KEPT  :


STORES LEDGER


BIN CARDS

17.
DISPOSAL  :


A system of periodical disposal must be evolved for 

(a)
unserviceable Gloves, bulbs, welding rods, cables etc., returned to stroes.

(b)
Other unserviceable items.

(c ) 
Obsolete, slow moving / non -  moving / surplus materials.

18.
FIDELITY GUARNATEE  :

All the employees in charge of receipt, issue and custody of materials must be covered by F.G. insurance.

DRAFT MANUAL OF SYSTEMS AND PROCEDURES 

FINANCIAL ACCOUNTING 

CHAPTER NO.

INTRODUCTION

BACK GROUND 
1.
TRUBO   is in the business of manufacturing and marketing bulk drugs and drug intermediates.  The production facilities are located at  BOLARAM VILLAGE,Hyderabad,Andhra Pradesh with the corporate office set up at Chanda Nagar, Hyderabad.  

2.
TRUBO commenced production in           .  The 

3.
XYZ felt the need to develop systems and procedures with a view to ensure standardization and adequate controls.  Further the company plans to go .  Hence, the need for strong and easily adaptable documented systems.

TERMS OF REFERENCE
5.
The Terms of Reference (TOR) proposed for Xyz study were:


Develop Manual Systems and procedures for Xyz in the functional areas of 

· Marketing and Sales

· Finance and Accounting 

· Costing

· Materials (Purchase and Stores)

· Production, production planning and Control

· Budgets

SCOPE OF WORK
6.
The scope of work under each of the areas is as  described below:


(a)
Function policies.

(b)
Preparation of procedure manuals for the functional areas mentioned above

(c)
Design of relevant operational formats, data forms and report formats

(d)
Coding structure wherever required 

(e)
Functional and top management MIS

(f)
Interface with other departments.

PURPOSE OF FINANCIAL ACCOUNTING
10.
The purpose of the finance manual is 


(a)
To inform Accounting  personnel of the general policies

(b)
Acquaint all employees of XYZ with the purpose and functions of the Accounts department.

(c)
Provide the persons who work in the account department with an understanding of their responsibilities, objectives, limitations and duties, within the frame 
work of the overall objectives of the Company.

(d) To gain benefits of standardization in practice and procedures and to ensure uniformity in activities.

11.
Use of the manual

(a)
The manual can be used as a whole entity or can be operated on activity basis


(b)
The Manual should be scrutinised periodically to 

determine the need for updation/or alteration.

(c)
Formats of various voucher in the finance module are so designed to capture each transaction with respect to a cost centre.  Multiple rows should be used for different cost centres for a same account.  

1.
FIXED ASSEST ACCOUNTING

OBJECTIVES
1.01
The major objectives of proposed fixed accounting system are:

(1)
Timely recording of transactions in books of accounts

(2)
To facilitate control over all items of Fixed assests

(3)
To record  


assets and long term leases 

(4)
To provide depreciation in line with the accounting policies of the company

(5)
To provide information on lease costs for the year / month.

KEY CONTROL FACTORS
1.02
The key control factors in this module are :

(1)
Documentation of all movements  of assets to maintain physical control

(2)
Planned physical verification to ensure that all assets are checked annually


(3)
Linking of bill-passing to basic asset records to ensure 

compliance with procedures.

FIXED ASSET ACCOUNTING




























































































SCHEDULE OF FIXED ASSETS
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LOCATION WISE LIST OF ASSETS














































































































































































































































































































































































































































































































































POLICIES
:

1.
All capital purchases should be budgeted for and approved by the Board.

2.
The detailed capital budget prepared should contain distinct budget reference numbers for each asset for control purposes.

3.
For Plant & Machinery, freight, unloading charges, in transit insurance, erection charges, etc.  should be capitalised along with the cost of Asset.

4.
All expenses related to Capital items not in a readily usable condition should be debited to Capital WIP A/c.

5.
The capital expenditure budget is approved for a financial year.


Any purchases not effected during the tenure lapses automatically and should be specifically budgeted for in the next budget.  This however, excludes such items for which PO has already been placed.

6.
Depreciation shall be provided on all assets on the straight Line Method (SLM) at corresponding rates specified in Schedule XIV to the Companies Act, 1956, As amended by the Companies (Amendment) Act, 1988.

7.
To comply with Accounting standard 10 (AS 10) as issued by ICAI.  A summary of AS-10 is listed below:

(i)
The gross book value of a fixed asset should be either historical cost or a revaluation computed in accordance with this standard.

(ii)
Fixed assets acquired on hire-purchase terms should be recorded at their cash value, which if not readily available, should be calculated by assuming an appropriate rate of interest.  They should be shown in the balance sheet with an appropriate narration to indicate that the enterprise does not have full ownership thereof.   

(iii)
Where several fixed assets are purchased for a consolidated  price, the consideration should be apportioned to the various assets on a fair basis as determined by competent valuers.

(iv)
Good will should be recorded in the books only when some consideration in money or moneys worth ahs a been paid for it.

(v)
The direct  costs incurred in developing the patents should be capitalised and written off their legal term of validity or over their working life, whichever, is shorter.

8.
In the case of assets put to use during the course of a financial year, depreciation shall be provided pro-rata to the number of days the asset was actually used during  that financial year.

9.
Fixed Asset Accounting shall be centralized at Corporate office, Hyderabad, and all other locations shall only maintain quantity records.  For this purpose, all additions, disposals, transfers and adjustments at all locations shall be duly intimated to Corporate office at Hyderabad to facilitate accounting for the same.

10.
When an insurance claim is lodged for a damaged asset, the asset should be retained in the books till the item is physically surrendered to the insurance company on settlement of claim.

11.
Leased assets, if any, will be given a distinct number and recorded in the Fixed Asset Register for control purposes.

12.
The schedule of payment of lease rental will be captured in Fixed (leased) Asset Register.

13.
Non-budgeted capital purchases should be authorised by CMD, on receipt of requisition for purchase of such asset.

14.
Assets taken on hire purchase, the interest charges to be capitalised till  the date of commissioning of the asset, along with basic cost and other incidental costs.  After the asset commissioning, the interest charges will be a debit to the profit & Loss Account.

15.
Depreciation will be claimed on hire-purchased  Assets as similar to “Own Assets”.

RESPONSIBILITY
SL.NO.
ACTIVITY
FREQUENCY

Accounts Asst.

“

“

CMD

Account Asst.

“

Accounts Asst.

Accountant

Manager, 

Accounts

Assistant

“

Transferor 

Location

Accountant

Concerned

Department

GM (F) &

GM (O)

Manager,

Accounts

Committee of 

GM (O) , GM (F),

And Concerned

Dept. head

Account Asst.

“

Stores

Accountant

Security

Accounts Asst.

“

Manager, 

Accounts

GM  (F)

Accounts Asst.

“


1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.


Receive copies of capital Expenditure proposal from respective indenting departments.

Check against budget, fill up the budget reference, and the budget value.

Give a running serial number to the CEP and forward to GM (F) for approval.

Approve/Reject the proposal based on the capex plan.  Mention the reasons and \ or alternatives on the CEP.

File a copy of CEP and forward a copy each to Accounts, Indentor and purchase Department.

Receive copy of Capital PO, raised by purchase department and authorised by CMD, and enter details of PO in the CEP register.

Receive the following documents:

(i)  Stores Issue Vouchers     

      for consumption

(ii)  Asset Receipt Note

(iii)  Asset installation   

        certificate

(iv)  Expense, Purchase 

        bills, and enter the   

       details in the CEP 

        register.

Prepare JV for capitalizing the value of the asset, allotting asset code, GL code etc.

Check and authorise JV for asset code, GL code, value with supporting documents.

Enter details in Fixed Asset register.

File ARN in serial order.

TRANSFER
For changing the location of an asset, prepare an Asset Transfer Note in duplicate obtain acknowledgment of transferee location and forward  copy to Accounts.

Change the location in the Fixed Asset register, and file ATN separately in serial order.

Scrap/Sale of machinery

Prepare a Asset Disposal Note for scrapping of machinery, with reasons therefore.

Approve proposal for sale of asset.

Arrange to place an advertisement in newspapers for sale of asset.

Receive quotations, evaluate and finalise on purchaser and terms on which scrap sale is to be made.

Prepare a copy of sale agreement for sale of machinery and get it authorised by the committee.

Prepare a Debit advice for the sale amount, based on sale agreement get it approved and send original to purchaser and copy to Gate Security.

Based on the debit advice prepare delivery challan for removal of  asset.

Check debit advice from accounts & delivery challan for removal of assets respectively.

Receive copy of d.c. and file along with debit advice.

Prepare a JV for reducing the value of Scrapped / Sold Asset from the Fixed Asset block, and accounting for profit / loss on sale of asset.

Check AND for asset code, w.d.v.  and with JV, and approve.

Approve JV after check-ing original cost, accumulated depreciation, sale value and profit/loss on sale.

Update the Fixed Asset register.

File AND in serial oreder.  


As & when

“

“

“

“

“

As & when

“

“

“

“

“

As & when

“

“

“

“

“

“

As & when

“

“

“

As & when

“

“

“



REPORTS











Period

1.
Monthly depreciation statement




Monthly

2.
Lease rentals due/payable




     
     “

3.
Additions/Scrap/disposal of assets


on periodic basis






      “


MONTHLY DEPRECIATION

REPORT

SL.NO.
ASSET BLOCK

TOTAL*

COST 
ACCUM.DEPRE-CIATION 

AS ON 1.4
DEPRECIA-TION FROM 1.4 TILL LAST MONTH
DEPRECIA-TION FOR THE LAST MONTH
DEP.TO BE WRITTIEN BACK



COST CENTRE















*
NET OF ADDITIONS / DISPOSAL DURING THE MONTH

LEASE RENTAL DURE / PAYABLE

AS ON

SL.NO.
LEASED ASSET CODE & DESCRIPTION
YEAR OF LEASING 
LEASE 

RENTALS PAID YTD.
LEASE RENTALS ACCRUED NOT DUE 
LEASE RENTRALS ACCRUED AND DUE 



TOTAL











PREPARED BY 

REPORT ON ADDITIONS / SCRAP / DISPOSAL

OF ASSET FOR THE MONTH OF ……………….









(RS.)

ASSET BLOCK
OPEING  BALANCE 
ADDITIONS
SCRAP / DISPOSAL 
CLOSING BALANCE







PREPARED BY

LIST OF FORMS USED IN THIS SYSTEM

SL.NO.
CODE
TITLE

1.

2.

3.

4.

5.

6.
CEP

AIN

AND

ATN

JV

FXR


Capital Expenditure  Proposal

Asset Installation Note

Asset Disposal Note

Asset Transfer Note

Journal Voucher

Fixed Asset Register

JOURNAL VOUCHER NO.
:

      




DATE:

ACCOUNT CODE
S  L

CODE
ACCOUNT DESCRIPTION
CC

CODE
S  T

CODE
LINK REFERENCE


LINK REF DATE
DR. AMOUNT

RS.       P.
CR. AMOUNT

RS.        P.



























NARATION …………………………………………………………………………


TOTAL





PREPARED BY                                          CHECKED BY                                                         AUTHORISED BY 



XYZ GROUP OF COMPANIES

FIXED ASSET REGISTER

GL CODE  :







DESCRIPTION  :






RATE OF DEPRECIATION :

DOCUMENT
QTY.
ASSET

CODE
COST

CENTRE

CODE 
DISTI-

NCTIVE

NO.
DATE OF COMMI-SSIONING
LOC.

CODE
ORIGINAL COST
DEPRECIATION
ACC

DEP.

AS   ON

1.4
ACC

DEP.

AS   ON

31.3
WDV

AS   ON

1.4
WDV

AS   ON

31.3


SALE

PRO-

CEEDS
GAIN/

LOSS

ON

DIS-

POSAL

TYPE
NO.
DATE






OP.

BAL
ADDI-

TIONS
DIS-

POSAL
OP.

BAL
ADDI-

TIONS
DIS-

POSAL





























                         ASSET GROUP TOTAL

                         GL CODE TOTAL



                     PREPARED BY                                                                                         VERIFIED BY                                                                                            APPROVED BY

2.
CASH  AND  BANK ACCOUNTING

OBJECTIVES

2.01
The main objectives of this module are :

(1)
Timely recording of all cash and bank transactions

(2)
Capture of all data required to provide information for other systems like costing, budgeting etc.

(3)
Generation of timely information for effective funds management.

(4)
Smooth flow transfers between corporate office and factory.

The overview of cash  &  bank Accounting is in Exhibits 2.1  & 2.2.

EXHIBIT 2.1

CASH & BANK ACCOUNTING




 











EXHIBIT 2.2
IMPREST








IOU








POLICES:

1. All Payment and Receipt vouchers shall be preprinted.  Journal vouchers will not be used to operate Cash/Bank accounts.

2. Franking machine should be initialised on first day of  each financial Year.

3. Only the following receipts may be accepted in cash supported by approved  source documents.

(i) Cash withdrawals from the bank.

(ii) Refunds of Travel advance

(iii) Refunds on Suspense account

(iv) Undistributed salary covers

(v) Sale of canteen coupons

4. Cash payments more than Rs. 20000/- will not be made under any circumstances.  As payments more than Rs.20000/- attracts violation of Income Tax Act.

5. Amounts taken on Suspense must be settled within 2 days, from the date of disbursement of Suspense.  These should not be used for emergency purchases.  All advances for emergency purchases should be only through a payment voucher debiting advance account.

6. Unused CRV / BRV books in  serial order shall be under the control of Manager, Accounts.  Used CRV  books for the financial year shall be with the cashier and used CRV / BRV  books of earlier years to be stored under  lock and key under supervision.

7. Any excess cash over maximum limit set by (not including unclaimed salaries) shall be banked the following day.

8. Unpaid salaries more than 7 days old shall be accounted  as receipt in cash book and shall be banked if not claimed by the month-end.

9. All personnel handling cash should be covered for fidelity insurance, cash-in-transit  to be insured as also cash balances in chest for theft, fire etc.

10. (a)
Books of canteen coupons to be serially numbered and stock of books to be under custody of a responsible official.

(b) Periodic reconciliation to be done to check total number of books printed against those issued  and those in stock, and value traced to canteen subsidy account in General ledger.

11. Cash transactions with debtors / creditors will not be entertained.

12. All Bank payment will be one only at Corporate office except for cash withdrawals at factory.

13. Factory Accounts will have an Imprest Account to meet the day-to-day expenses, the imprest limit to fixed by GM (F).

14. Salary, Sales Tax, Excise Duty  payments will be made from the Bank Account maintained by Factory by receiving transfer advice from corporate office, Hyderabad.

RESPONSIBILITY
SL.NO.
ACTIVITY
FREQUENCY

Cashier

“

“

“

Cashier

Manager-Accounts

Cashier

“

“

“

“

“

Accountant

“

Manager

Accounts

Accountant

Cashier

Cashier

Payee

Cashier

“

“

“

“

Cashier

Cashier

Accountant

Assistant

Assistant


1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18

19.

20.

21

22

23.

24.

25.

26.

27.

28.

29.


  Receipts

  Prepare cash receipt voucher   

  For cash  received with relevant Account code.  In case of withdrawals credit bank contra a/c.

Enter in daily cash scroll book the receipt voucher no. & amount.

Prepare cash pay-in-slip to deposit money collected, if excess collection .

Check the daily cash scroll at the end of the day for tallying of receipts, payments and net physical balance.

Payments Direct
Review Cash payment Voucher (CPV) duly completed by the payee along with supporting bills / statements complete by alloting GL codes.  

Approval of CPV.

In case of deposit into bank Debit ‘ Bank Contra A/c’.

Obtain payee’s signature on the CPV after affixing revenue stamps.

In case of loans/ advances / salaries to staff, revenue stamp is to be affixed.

Make payment and deface all supporting  with ‘paid’ stamp.

Enter payment voucher no. and amount in daily cash scroll book.

File CPV serially. 

Imprest

Receive CPVs  along-with supporting bills/documents and Expense summary.

Check the CPVs with supporting and forward to Manager – Accounts.

Authorise the expenses and check classification of heads of account on  CPV.

After authorisation prepare a journal voucher to debit various account and credit imprest account.

Suspense (IOU)
Issue Suspense Slip (IOU) to persons wanting cash on suspense.

 Enter Suspense Slip in suspense Register by alloting a number. 

Fill up Suspense Slip, and obtain Dept/Sectionhead approval, and also manager-Accounts approval.

Receive approved Suspense Slip.

Pay cash, obtain payee’s signature and enter amount in suspense Register.

For settling expense incurred on suspense follow procedure for Direct payments.

Enter suspense slip no. on the cash voucher and destroy the slip.

Close the entry made in the Suspense Register.

At the end of the day total the amounts remaining in suspense and enter in the Cash scroll Book.  Carry forward individual suspense details to the next day.

Cash balance
At the end of the day, total the receipts and payment in the cash scroll Book and arrive at the balance.  Tally this balance with physical cash and suspense amounts.

Physically  check cash balance and initial the cash scroll Book.

Forward all CRVs and CPVs to EDP.

 Update cash book for all transactions in cash made in a day.
Daily

“

“

“

Daily

“

“

“

“

“

“

As & When

“

“

“

“

As & When

“

As & When

“

“

“

“

As & when

Daily

“

As per 

Schedule

Daily



LIST OF FORMS /  REGISTER USED

IN THIS SUBSYSTEM

SL.NO.
CODE
TITLE

1.

2.

3.

4.

5.

6.

7.

8.

9.
CRV

CSB

CPV

PCV

IA

IRS

CB

IR

IOU


Cash Receipt Voucher

Cash Scroll Book

Cash Payment Voucher

Petty Cash Payment Voucher

Imprest Account 

Imprest Reconciliation Statement

Cash Book

Imprest Register 

Report on pnding Suspense Payments 

POLICIES 
:

1. All cheques issued by VERA should be signed by two signatories.

2. All cheques issued should have ‘A/c payee’ crossed.

3. All cheques received should also be crossed “A/c Payee, if not done by issuer.

4. Alterations, if any, to be made on cheques received are to be directed to GM (F) who shall take appropriate action and follow-up with party who has issued the cheque, if required.

5. All cheques received from customers should be identified to an invoice for correct aging reports on outstandings.

6. All chequebooks shall be stored in the safe each day by a responsible official.

7. Collect Bank statements regularly and reconcile.

8. Bank charges in the statement will be cross checked with Bank advice.

RESPONSIBILITY
SL.NO.
ACTIVITY
FREQUENCY

Account

Assistant

Accounts

Assistant

Accounts

Assistant

Manager-Assistant

Accounts

Assistant

Cheque-Signatories

As per d.o.p.

Accounts

Assistant

“

“

Accounts Assistant

“

Accountant

“

Accounts Assistant

“

“

Accountant

Manager, Accounts

“

Manager, Accounts


1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.
Receipts
Receive  cheques / from customers.

Prepare a pay-in-slip for cheques / DD collected till 10.00 a.m. from the previous day and deposit the cheques.

Cheques collected after 10.00 a.m. of a day shall be deposited the next day, except for High value cheques which shall be deposited the same day before 11.00 a.m.

Prepare Bank receipt vouchers for all receipt of cheques and DDs.

Forward cheque covering letters to Marketing department, if any directly received.

Payments
Review  ‘Passed Bills File’ and check due date for payment.

Prepare Bank payment Voucher (BPV) for the bills falling due, filling up amount, account head, account  code etc.  Compulsorily.

Review all BPVs  and priorities payments, and indicate bank accounts from which cheques are to be issued.

Prepare cheques as indicated by  M-A/c and enter details of cheque no., bank etc., on BPV , and forward to cheque-signatories. 

Sign the cheque and BPV after checking BPV, bills and cheque for amount, name of party.

Issue  cheques to parties in person or by post and allot serial number to BPV after stamping ‘paid’ stamp on supportings.

File BPVs, with supportings in serial order.

Update Bill serial Register with BPV reference.

Update Bank Book.

File BPV, BRV’s serially.

Bank advices

Receive bank debit and credit advices.

When required get the bank advice certified by the relevant dept. head. Check rates of various charges against internal circular for agreed upon rates.

Prepare a BPV or BRV to account for the Bank debits and credits.

Enter Bank advice reference instead of cheque reference on the BPV or BRV.

Inter Bank tranfers
For inter bank transfers receive Debit and Credit bank advice from paying and receiving banks.  Account both advices as stated above operating ‘Bank Contra A/c’.

Bank reconciliation
Reconcile all bank transactions with Bank statement and prepare a Bank reconciliation statement (BRS) in duplicate.

Check the BRS and ensure that BPV/BRV has been prepared for all adjustments such as reversal of cheques not presented for 6 months, return of cheque deposited etc.

Send a copy to GM (F).

MIS

Review projected and actual cash flow (Cash and bank accounts).  Make out a note explaining reasons for diversions / shortfalls, if any, and send copies to GM (F).

Major payment/receipt pending statement.

Daily funds position report. 
Daily

Daily

“

“

“

“

“

“

Daily

“

As & when

“

“

“

“

Monthly

“

“

“

Weekly

Daily

LIST OF FORMS USED IN THIS SUBSYSTEM

SL.NO.
CODE
TITLE

1.

2.

3.

4.

5.

6.
BRV

BPV

BSR

BB 

BRS

CFS
  Bank Receipt Voucher

  Bank Payment Voucher

  Bill  Serial Register

  Bank Book

  Bank Reconciliation Statement

  Cash Flow Statement
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PREPARE 
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FOR 
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FIXED ASSET
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RECEIVED





PREPARE BANK
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PREPARE CHEQUES AND OBTAIN APPROVAL





PREPARE CASH & BANK PAYMENT VOUCHER





COMPILE CASH & BANK BOOKS





PREPARE CASH 
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DD’S





RECEIVED





FILE CUR/BRV BPV/CPV IN ORDER WITH SUPPORTINGS
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PREPARE CASH FLOW STATEMENT
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WITH BILLS FROM
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IOU





CHECK IOU SLIP FOR AUTHORIZATION AND FOR ANY OTHER IOU PENDING AGAINST THE SAME PERSON





FORWARD TO CHEQUE PREPARATION SECTION FOR RECOUPMENT





PREPARE CPV TO ACCOUNT FOR EXPENSES





OBTAIN APPROVAL AS PER D.O.P.





REVIEW DAILY AND FOLLOWUP FOR IOUs PENDING OVER 2 DAYS 





RECEIVE SETTLEMENT  OF IOUs, I.E.BILLS  &  CPV CLOSE THE IOU 





ENTRY IN CASH SCROLL  BOOK





REPORT ON PENDING IOUs ON A MONTHLY BASIS





CPV AUTHORISAITON BY MANAGER, ACCOUNTS








