BUREAU OF INDIAN STANDARDS
(VISAKHAPATNAM BRANCH OFFICE)

C - BLOCK, 1ST FLOOR, UDYOG BHAVAN,
VUDA COMPLEX, VISAKHAPATNAM - 530003.
TELEPHONE NOS. 2712833,2712834
FAX NO. 0891- 2712837
Email ID : vbo@bis.org.in

Our Ref: VZBO/Accts/16-17 /Outsource 08 June 2016

Subject : Quotation for Outsourcing of Accounting Jobs for the period

from 01 July 2016 to 30 June 2017 at BIS, Visakhapatnam

Dear Sirs,

As you may be aware Bureau of Indian Standards (BIS) is working under Ministry

of Consumer Affairs, Food & Public Distribution, Department of Consumer Affairs, Govt of
India and is engaged in Standardization, Certification (ISI Mark) and Quality Control and
Management System Certification (ISO) and Hall Marking of Gold Jewellery, etc.,

SEALED QUOTATIONS are invited from interested Chartered Accountant firms for

undertaking services as follows :

1.

No

Compilation of Accounts on monthly basis and preparation of Trial Balance by 7t of
EVERY MONTH along with all supporting schedules & Bank Reconciliation.

Data Entry of daily Income Receipts.

Timely reconciliation of HQ & other Branch Office Accounts.

To provide necessary guidance on Service Tax Rules and for availing of Cenvat
Credit, Service Tax Reverse Mechanism, Tallying Income & Service Tax collected
from the parties as per information provided by concerned department, payment of
Service Tax on or before 5t of every month & filling of periodic returns, etc

Checking of appropriates of tax deducted at source (TDS) from payments to parties,
timely deposition and filing of requisite returns by due date.

Reconciliation of Fixed Assets & Current Assets Accounts.

To generate reminders by 314 every month for unadjusted dues of employees like TA
Advances, Adjustable Advance, Accounts Recoverable, LTC Advance, Medical
Advance, etc. To generate statement of all Advances, Imprest other Departments
etc.

Preparation of Receipts & Payments Account, statement on Quarterly Basis. Sending
of your representatives daily for data entry and other related work (From 09.00 a.m.
to 17.30 p.m.) and during end of every month, a senior may please be deputed to
verify the data entries, compilations of Accounts, i.e. payment of Service Tax, TDS
deduction.

Any other account related matter and anything considered necessary in respect of
above.



The Earnest Money Deposit of Rs. 10,000/- [Rupees Ten Thousand Only] is to
payable as Demand Draft / Pay Order in favour of ‘Bureau of Indian Standards’,
Visakhapatnam. The Earnest Money Deposit of Rs. 10,000/- will be refunded to the
unsuccessful bidders. No interest shall be payable on Earnest Money. The Earnest
Money Deposit of the successful firm shall be refunded after receipt of Security
Deposit through NEFT/RTGS.

The successful bidder is required to pay 10% of contract value (annual) towards
Security Deposit by NEFT/RTGS in favour of Bureau of Indian Standards,
Visakhapatnam at the time of signing the contract. No interest shall be payable on
the Security Deposit. This would remain with BIS till the completion of the contract.

The working hours of the contractor/engaged outsourced agency normally are as
office working i.e 09.00 hrs to 17.30 hrs.

The contractor shall be responsible for the compliance of applicable Chartered
Accounts Law in force and other Govt. orders.

The Bureau reserves the right to reject any or all the quotations or accept them in
part or to reject the lowest without assigning any reasons. The Bureau further
reserves the right to terminate the contract during its tenure at any time without
assigning any reason, penalty shall be imposed as decided by the Competent
Authority of this office.

If, interest in undertaking the contract under the conditions mentioned above,
please submit your quotation as stated above, so as to reach the Sc - F & Head latest
by 27 June 2016 at 17.00 hrs in a sealed cover mentioning “QUOTATIONS FOR
OUTSOURING OF ACCOUNTING JOBS”. Itis reiterated that quotations should be in a
sealed cover and should be handed over to Reception Counter.

The tenders will be opened on 27/06/2016 at 17.15 hrs at 15t Floor, C - Block,
VUDA Complex, Udyog Bhavan, Siripuram, Visakhapatnam - 530 003. The

tenderers can participate in the tender.

For any clarification that may be desired, please call at our office during working
hours of any working day (Monday to Friday).

In case in any dispute, the English Version shall prevail.
Thanking you,
Yours faithfully,

(Siva Prasad Gude)
Scientist - B
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