WORK DIARY
PERSONAL DETAILS:-

· Student Name :-

· Reg.No            :-

· Address           :-

· Date Of Commencement of Trainig :-

EMPLOYER DETAILS:-

· Name Of Organization:-
· Name Of Employer      :-

· Membership No.          :-

* WORK FROM_________TO_________

DECRIPTION OF WORK UNDERTAKEN:-

	Sr.No.
	Nature Of Work Done*
	Hours 
	Remarks
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EXTRA ACTIVITY:-
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2.
3.
Sign.










Sign & Seal
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Member.

Place:-









Place:-

Date:-









Date:-

* Types Of Work Undertaken By Students
· Accounting :-

1. Basic info in Accounting

2. Entries of Accounts

3. Maintaining books of Accounts

4. Finalisation of Accounts

5. Preparing Cashflow/ Budgets

6. Special Accounting ( Share Accounting / Trust Accounting)

· Audit :-

1. Preparation of Audit Program

2. Routine Audit Work

3. Maintain Audit Working Papers

4. Cheking of ledgers / Other books

5. Verification / Valuation of Stock

6. Make Audit Report 

7. Special Audit 

· Income Tax :-

1. Basic Rules of Taxation

2. Computation of Income

3. Filing Returns of Income / TDS/ Service Tax/ Vat

· Extra Activity

1. Information about different Accounting Packages
2. Maintain files & data of organization

3. Attending seminars of ICAI

· This Diary is Maintain Weekly Basis.







