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CENTRAL HINDU MILITARY EDUCATION SOCIETY

Standard Operating Procedures - For Accountants

Sr. Head Roles & responsibilities
No.
1. Payments Payment entries should be done on daily basis. All

payment cheques should be printed through tally
only. No handwritten cheques will be permitted.
Accountant should verity the budget each time hetore
making any payments. Incase of over budget of
expenditure there should be necessary explanation of
Unit head and Chairman on the minute sheet and the
same has to be approved in Management Committee
Meeting.

While making entry In tally, cheque number should be
compulsorily mentioned in the bank allocation details
and narration must include

- Bill/ invoice numher

- Bill date

- Abrief description of payment

The minute sheet should be filled completely with
accurate information and necessary signatures should
be taken on it

All the cheques which are prepared should be
presented tor signature along with :

- Minute sheet in the approved format

- Bill/ invoice of the supplier

- PO/ work order provided and signed by Secretary
The printed cheques along with the documents stated
above should be presented for signatures on the
same day or the following day.

It should be primarily signed by

- Accountant

- Unit head

- Chairman

- CFO

- Secretary CHMES-ND

- Guardian

The signed cheques should be immediately released
to the suppliers unless expressly informed by the
management in respect to any cheque.

Bank reconciliation in respect to payments should be
done on daily basis to ensure correct bank balance
and avoid any cheque bounce situation.

In case of any cheques that are wrongly prepared and
hence require to be cancelled, a fresh cheque should




m.

be prepared immediately and must be attache d with

the original minute sheet and the cheque cance lled.

All Cheques will be signed only once a week by

Chairman, CFO and guardian. In casc there are not

much bills for any week; the accountant can prepare

the cheque for 2 weeks together. All cheques should
be presented at one time for signature,

The cheque file that will be sent to Bhavan for CFO

and Guardian should be well maintained and should

have mentioned the Unit Name, Unit No. and

Signatories.

The cheque file must have the following delails on

the Summary page :

(i) Bank Balance (as per tally)

(ii) Total Rereipts till the date nf pres enting
cheque file for signature

(iii) List of cheques issued in the file (Party Name
and amount)

(iv) Remaining Bank Balance after issuing all
cheques.

(v) The Summary page must be signed by
accountant, Unit head, Chairperson, CFO,
Secretary and Guardian. (Format of summary
report will be sharcd on cmail)

Cash Payments

(i) No Supplier payment should be made in cash

(ii) The minute sheet for withdrawal of cash
should have detailed explanations on the
same.

(iii) Cash voucher should be prepared for each

and every cash payment and should be
compulsorily signed by the preparer, Unit
head and receiver and any other as per the
procedure of the units.

(iv) In case any cash payment is to be done to
supplier or any other person outside the
normal course of transactions, approval and
signature of Chairperson is mandatory.

Receipts — Fees
(For units other than BMC)

All receipts in respect of student fees should be done
in E- prashasan only (not in tally).

Receipts prepared in E-prashasan must be reconciled
with the bank statement on weekly basis as E-
prashasan Software will be locked for entries on
every Saturday for the week.

In the current scenario, as fees is paid through UPI
apps, it is difficult to trace the student names through
bank statements, for this accountants should make a
follow-up strategy with their respective HODs




d. The accountant must import the receipts from E-
prashasan in tally on or before 5" of every
subsequent month for the preceding month.

e. All entries of fees receipts in E-Prashasan should be
matched with tally entries.

f. Entries of Suspense/ untraceable fees received from
students shall not be entertained. No excuses for the
same should be given.

g. Also, fee working should be maintained in exrel Alnng
with the details of previous years outstanding fees.

h. Any fee collected in cash at the counters, should be
campiilsarily deposited in bank account an same Jay
or nexl wurking day. No cash payments should be
made out of the fee receipts.

(For LMC) a. Fees receipt entries are expected to done in Vriddhi
and Tally on daily basis, and the total receipts in both
the software must tally.

b. Entries of Suspense/ untraceable fees recelved from
students shall not be entertained. No excuses for the
same should be given.

c. Accurate bank reconciliation should be done on
weekly basls.

d. Any fee collected in cash at the counters, should be
compulsorily deposited in bank account on same day
or next working day. No cash payments should be
made out of the fee receipts.

Receipts other than fees a. Receipts such as donation, grant, bank interest, FD
interest and other income should be directly entered
in Tally as and when received.

b. Proper narrations must be mentioned for each entry.

c. In case of Vikas Nidhi, receipts should be duly
prepared and all details on the receipts should be
filled up correctly. The following details has to be
maintained in excel :

- Name of donor

- Address

- Contact Number

- PAN/Aadhar

- Mode of payment

- Receipt date

- Receipt No.

- Amount
These details have to be shared every month by 10%of
subsequent month.

Online Payments made by a. Online payments such as

Bhavan

- Telephone bill
- Electricity bill
- Internet charges




- Water charges

- Other payments

are paid by Bhavan’s online banking accounts on
Leliall ul the uiiils.

It iz tha racpongibility of tho aceountant to koop a
track on the bill cycle and so online bill should be
downloaded by the accountant on appropriate dule
and must be submitted to the Bhavan for making
payment along with the KIS shp of amount
deposited. Also, the accountants must collect the
payment acknowledgement from Bhavan from time
to time. It is the sole responsibility of the acco untant
to ensure that these payments are made within the
due dates. Any penalties arising due to late
presentation of bill for payment will be collected by
unit. It is the responsibility of the accountant to
ensure that the payment is done timely.

The payment acknowledgment should be attached
with the bill for having an appropriate record.

TDS — the accountant must ensure that the TDS
deducted for the month should be deposited in a
single cheque by the month end to Bhavan for
payment. TAN number and appropriate section of
TDS (eg: 194C, 194J, etc) should be attached with the
cheque, Challan and RTGS slip should be attached
while submitting the same for payment. The due date
for submission for the same has been mentloned
below.

In case, the accountant fails to comply with the TDS
provisions and hence any interest or damages arising
on the same, must be paid by the accountants.

i

Salary

Attendance sheet must be properly filled as per
instructions given. It should duly signed and
authorized by the Unil head. The same has to be
submitted by 1** working day of every subsequent
month. Please note that no changes will be accepted
after the signature of unit head. The following is the
schedule for salary sheet preparation :

Day Units

1** working day | 302, 303, 305, 310, 506, 507

2" working day | 102, 301, 314, 306, 307, 308, 505

3" working day | 111, 203, 208, 309, 401, 501, 511

The accountants are expected to prepare the salary
cheque on the same day and arrange to get it duly
signed in the next 2 days. The salary should be
credited by the 5" of every month.

b. The checklist should be filled completely with




accurate information and necessary signatures should
he taken on it.

c. PF and Profession tax cheques prepared along with
salary shauld he depasited hy 7% of every month

d. All other worlc relating to P portal guch as KYC
npdading, sppeovels santhdesals sk odbes o,
of units employees should be entertained and
handled by the unit accountants only. No Bhavan
staff will entertain the same.

Filling & others a. Accountant should prepare separate bank wise tiles
for keeping records. Regular filling should be done at
a priority.

b. Accountants should file Minute sheet, Invoices along
with PO and other related documents in appropriate
files.

c. Cash vouchers and cash book should be signed by
Unit head on every day basis and also chairperson
sign is expected as and when pussible.

Audit a. The accountant should keep all the requirements
ready for audit purpose.

The requirements includes the following :

(i) Maintaining proper filing system

(ii) Month wise bank reconciliations

(iii) Proper accounting

(iv) Appropriate record of fee collected

(v) Any other working as required by auditors

b. Any queries arising in the course of audit should be
solved on immediate basis.

c. Preparations of financial statements should be on
timely basis.

d. The accountant should have all the audit reports for
all the years for their respective units filed in a
separate file.

Reporting a. Weekly reporting should be submitted to Bhavan
(format will be provided in due course) on every
Saturday. In case any accountant is on leave on
Saturday, and then the reporting has to be done on
Friday.

b. Monthly reporting will be in the form of Salary
checklist

c. GST working for following units —

Unit no. | Unit name Particulars
102 BMS Boys Sale of prospectus
106 PDC Course Fee
107 SMTC Course Fee
111 BMS Girls Sale of Prospectus
211 PDC Course Fee




213 SMTC Course Fee
505 BAF Course Fee
507 BCA Course Fee

Accountants are responsible to provide GST monthly
working by 5" of every subsequent month,

1DS quarterly details should be submitted to Bhavan
in the specified format as shared. The deadline for
tho same s :

Quarter Date

April —June 10 July
July — September 10 October
October - December 10 January
January - March 10 April

Accounls  presented  in Management/School
Committee Meeting should be approved by CFO.
Appropriate reporting should be done to their
respective HODs from time to time.

Any other work as assigned from management has to
be done on timely basis and as per the deadline
wientloned.

Income & Expenditure statement and Receipt &
Pdyment statement along with all necessary
schedules duly signed by actuuntant, unit head and
Chairman must be submitted to Bhavan by 5" of
subsequent month.




