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l0' Assist in month and year closing activities by conducting various verifications, rectifications,reconciliatiom, schedule preparations, etc.
11. Provide vffious periodical and ad hoc reports.to.superiors.
12' Prepare various reports and schedules required for the audit and assist in timely audit finalisation.13' Perfonn other duties assigned by the Director and superiors from time to time.

T.O.POLICIES AND PROCEDURES :

Deily Collection

n

Collection Accounting

Receipts and Acoounb Reccivable

A . Receivable entries are accounted-on due basis.r Receipts from stafl, trairrces, sh.rdents, drivers,

collection from ,arious cash counters is deposited with cashier - Accounts / AccountsExecutive (cardiac & scanning) arong with sunmary sheet and supporting documents, before5 p.m- every day.
cashier - Accounb / Accounts Executive (cardiac & Scanning) receives and venfy the sameand also deposit the cash in the designated bank accourts by next working day.
Accounts Staff verifu whether fulr coflectr'on from cash counters are deposited into designatedbmk accounts by the next working day and account necessary entries in the Accounb module.

a

a

o

o Posting ofcorrection, concessio4 credit, etc. in the Accounts module are verified.
' Deparurent-wise accounting of collection is done based on Reports no- op*io*.

Iicensees, patients, suppliers, insurarrcecomPaotes, uell wishers, etc. ale pmcessed o+ the day ofreceip aad also tlre cash is &positedm designated bank accounts, by next working day
Accounts Receivable is verified and concessions are conectly.
Accounts Receivables are followed up and rel

a

schedule.

Purchase Accounting

\,+
ded within the given time
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In case ofPharrnacy, posting ofpurchase of medicines, consumabres, etc. in the Accountsmodule are verified.
[r' case of stse enties for purchase of fixed assets, consumabres, lab items, s$or€ i*ms! etc.,entries are verified and posted correctly in the Accounts module.
In case ofother purchases, the same is accounted in the Accounts module.
Supplier accounts are periodically reviewed and reconciled.

fnP"^1' frnY
All payments are made based on the relevant documents approved by the Director / JointDrector / Associate Drector- In case of pharmacy purchases, documents are approved byIncharge.

Cash paymem is. done for pa5mrenfs below Rs. 3,000/_.
In case cash payment has to be made for an amount above Rs.3,000/- and upto Rs - g,ooo/_,
perrnission of the Director / Joint Director / Associate Drector is obtained.
All other palm.ents are rnade by account payee cheque / online paymenb only.
Payments are processed by relwant Accounts Staffbased on approved documenb, forwardedto Accounts Incharge with supporting documents for verification.
Then, the sarne is verified by Intemal Audit stafi
Then, it is reviewed and approved jointly by the Director and Joint / Assmiate Director.

DaiJy Bank Position Report is prepared for each bank account and consoridation ofthe same isreviewed by Drector and Chief Financial Officer.
Cash Flow is closely monitored by Chief Financial Officer and periodic firnd transfers andlsaa setrIernerfs are done.

ffi* 
to stafl and trainees is worked o,t, verified and paid by the second week of every

Incentive to Doctors and staff is verified by 206 tiltiilr,ena me same is paid along withthe salary.

Payments

a

o

a

!
a

a

a

a

a

Benk Positiqn Report rrd Cash Flow

Salary, Stipend and other manpower relatod payments

o

a

a

a
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a Deduction deta s for staff, trainee, professionals and honorary staffare pnovided to H.R. Dept
by 256 ofevery month.
veriGcatioa of staternerasfor salary, sipend pro&ssiooal charges aad. hosorariua is @tedby last but one working day of every month.
Payment of salary, stipend, pofessional charges and honorarium via bank transfer is done bylas working day of the month.
Caution deposit is collected at the time ofjoining of the staff/ tainee and the same is refunded
partially on completion of 1 year and balance on completion of 2 years or at the time ofrelievrng,
whichwer is earlier.
PF, ESI, Gratuity to staff is provided as per their eligibility.

l-

o

o

a

fircd Als€ts

a

a

' Purchase of assets costing upto Rs. 30,000/- is approved by Joint Drector / Associate
Drector.

o Purchase ofasseb above Rs. 30,000/- is approved by the Drector.e Pwhas€ of medEed equipment eesting above Rs. 1,00;000/- is ju$ifi€d in fi€ p,jr€}rase
Committee and approved by the Director.

o construction / maintenance projects in excess of Rs. 1,00,000/- is approved by the Director.o In case of advance payments for Fixed Assets, same is processed based on purchase order
sigued by Joint / Associate Drector in charge of purchase.

Statutory Compliance

i 
. 

S:,f,{T: 
of all applicable laws including those relared to tncome Taa TDS, cST, FCRA,\- rrulorng l ax, customs Duty, Excise Duty, pF, EsI, profession Tax, etc. incruding correct andtimery co[ection / dedrction ard remittarce of taxes, mal6srrrr,"e of pspper boots & rccoEds,timely filing of retums, timely completion of audits, smooth implementaion of amendment /

changes, guidance & training etc. is ensured.

' TDS doduction from payments to contractors, professionalg etc. is verified and the same isremitted within the due date.
TDS on salary is deducted from stafl students, trainees, and honorary staffwith taxable
income, after dedrrting allowable deductions within due date.
Proper and accurate filing of TDS retums and is ensured.
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