Jammu and Kashmir State Agro Industries Dev.Corporation Ltd.

Lalmandi Srinagar.

CIRCULAR

Subject: Proper maintenance of Accounts Record.

In continuation to instructions issued on the subject, following instructions are
re-iterated for compliance by all DDOs and the respective accounts clerk of

the division.

1.

The DDO must ensure that TDS is deducted and deposited in Govt.
account wherever the rules governing the TDS are applicable.

The account of the ~ oplier and the customer must be reconciled. The
PAN number and TIN number of the supplier and the customer should
be recorded in the books of accounts. No case of release of payment
shall be accepted by Head Office, unless a certificate is recorded that
party account of the firm in whose favour payment has been
recommended is reconciled. ' :

The approval of the compete authority for each and every
transaction shoulc = attached with the debi‘r/credif/journol voucher.
The transaction without the approval/supporting document shall be
treated as inccomplete.

The voucher books from 1999-2000 on wards should be kept in safe
custody of the concerned cashier/accounts clerk of the division after

. their proper binding. It $hall be responsibility of the concerned divisional

accounts clerk to produce accounts record in proper shape before
the auditor.

Regular print out of cash book, ledger and other accounts record
should be taken out and signed by the DDO to authenticate the books
of accounts. :sides daily backup should be taken for the day's
transaction. .

The accounts of the employee should be reconciled and debit
balance if any should be recovered immediately.

-The practice of advance against salary shall be henceforth

discontint -~ 4.

The piucess for issuance of computer generated challan and
computer generated sales bills should he initiated to ensure timely
completion of books of accounts.








