
 
 

 
 

 

 
 

2. Place of execution of work 

3. Period of Contract 

                                  12 VJonths (rem the date of supply order The ;›eriod of conta act i'. a/ be extended oy 
nacntlJs upon satisfactory performance and mutual consent 

 

4. Eliqibility 
a The bidder must be a firm of Chartered Accountants or Cost Accountants 

having incorporation date of at least 7 (Seven) years before as on the date of 

SLJbmission of bid Registration Certificate of firm from the respective institutes 

should be submitted in tfJis regard 

o The registered cffice of the firm should be in Kanpur 

c  ‟ac b'dd  • s!nou!d ha • an expericnce of atleast 3 ,‟cars of •.‟o *!^9 •‟ !‹* =^Y 
Ordnance Factory regarding taxation/accounting works. A copy of supply 

order along with the successful completion certificate for that work must 

be submitted. 

d. The average turnover of the firm for F.Y 2018-19 F Y. 2019-20 and F Y 2020- 

21 should be at least Rs.15 lakhs. Turnover certificate from a C hartcred 

Accountant should be submitted. 

e. "Fhe firm should not be debarred or black-listed from any Governmen t 

Department. I.ocal Authority or Public Sector Undertaking (PSU). A self- 

certified declaration should be submitted in this regard. 

f. The firm or its partner(s)/proprietor should never have been subject to any 

disciplinary action by their respective institutes or by any court of law. 

Declaration in firm's letter head should be given in this regard. 

g GST registration certificate is to be mandatorily  submitted  by  the  term along 

with their technical bid 

lnJividuals/Freelanr.ers are not eligible to participate in tender 

5. Scope of Work 
l“he following financial services are to be carried out at OPF 

 
a Cost Accounting 

i Understanding the current system of maintenance of costing records 
 

i‹ flrafting  of Standard Operating  Procedu‟rcs  (SUP)  too maintenance of 

  costing record. 
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     f‟rr paration   and   ol esen!.at!nn ct   I iJ*„°. ‟ '/    -  ° (if:r; !-it r ial ‹ ‹1 

information to the man agensei›t 

Ra» Matei Tal reiated analysis aMd k1lS p *pal ation 
10 Product sale analysis 
11 Collection of costing data fro ›s VSficus sectio«s 

1. 2 Analysis of expenses 

13 Product wise ancl segment wise profitabilliy analysis 

  14 Preparing and analyzing sales data 
15 Assistance in Make and buy decision naakino 

1G Any other accounting requirement as asked by the Factory 

Management 

b Recording of all the transactions through Tally Software such as preparation of 

invoices, payment vouchers etc., recording the different expenditures incurred 

and carrying out all the related financial reconciliation activities in association 

with the bank and OPF employees. 

 
Carrying out preliminary scrutiny of the bills received for compliance as per the 

various GST, IT laws before submitting it to OPF staff and maintenance of 

Ledgers/Records/registers Soft A Hard copies for: 

Payments to Suppliers 

ii 

IV  . 

Payments to Employees 

Buildings & Civil works 

Plant & Machinery 

 

d. MIS reports: 

i. Preparation of manual or software-basedMlS reportslike Cash flow 

statement, Budget availability etc. 

, ii Any other financial reports as and when required 

 
e. GST services. 

Scrutinising documents from time to time to ensure proper compliance. 

Computation of monthly GST liability and preparing the chatlans, 

computation of monthly GST credit and adjustments thereof. 

ii. Preparation ” and  submission  ”of   the   Monthly/   Quartertyl   Half- 

Yearly / Annual returns before due date or any other feports Of Returns 

statutorily required. 

!ii Dec.onciliation of Input tax credil with the payments done by OPF and 

resolving  the discrepancies  if any in association  with OPF management. 

iv.   Mainténance  of  the GST credit registers  for Input  services  used,  based 
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tax aw(holly roTi tunas !O tlnia 
 

 

 

L was one g with Taxation authorities fo assess»1 nt tJebring till 

completion of assessment on oehalf of Of‟I- 

R aponding/preparing draft replies to ar›\• correspondence/noting›„sI ow 

cause notice from Tax authorities, 

1 o represe nt/exan1ine/assess/appeal before Taxation authoiitiea 

Appellate Authorities for current as well as nld pending cases on behalf 

of OPF 

f Income Tax services: 

SCfutinising documents from time to time to ensure proper compliance 

Computation of TDS deduction and TDS payment and preparing lie 

challans, payments and adjustments thereof 

    Preparation  and  submission  of  the  Monthly/  Quarterly/  Half-  

Yearly / Annual returns before due date or any other reports of Ret‹›rns 

statutorily required 

iii. Litigation support in Income Tax matters Causing appearance and 

shaking subo+ssions in the course of assessments on behalf of OPF 

Briefing the Ie9al counsel, if any, appointed for handling litigations which 
may arise 

iv Preparation and submission of replies against the notices issued by the 
iax authority from time to time. 

v Handling the existing litigations/appeals/notices and also any GST 

issues arising during the contract. Filing appeals and attending 

hearings 

vi. liaisoning with Taxation. authorities for assessment/hearing till 

, completion of assessment on behalf of OPF 

vii. Responding/preparing draft réplies to any correspondence/noting/show 

cause notice from Tax authoritie's. 

viii. To represent/examine/assess/appeal before Taxation 
authorities/Appellate Authorities for current as well as old pending 

cases on behalf of OPF. 
 

g Preparation of lñvoice: Preparation 

maintenance of their records 
of invoices for the products of OPF and 

 

h Awareness & Training. 
 

To inform/educéte OPF employaes working in Finance Cell on the latest 
amendments /ctrculars issuâd from time to time by Government with 
respect to” Financial Cdmp(lances like GST, Income Tax etc. felated 
matters ” ard conduct .workshops on these n alters for ”th€'• ”benéfit gf . ” 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e 

!^ C r y out the financial services as per the  s‹.age  ci  *’oi“* ‹*!^<  ‟!*  "^'  "„ 

ensu‹e full fuse availability of minimum›  cost a‹scOLJritant S  ‟*IO'  ¿fiOL/Nt@  I 

anal 5 accountants The firm will also ensurC heat ali the fit anc!a! sCrvice r> 

provioEd    will   be   under   the   supervisio‹J   of   a    v''e !!-gLJ a  l ifie‹J   Cnar teFl2 d 

Accountant The services of one retired defOlJCñ 6CñO8!*‹ S **Q„" "" 

employee will also  be provided by  the  firiTl  The  above -mO0tlOO  d  **+”0  •*‟“'“ 

is the minimum requirement and additiona! .manpower may ha <c IO >t 

deputed by   like   firm   from time   to  time consn›ensur ate to tne 0 “* 

i equirements 

 

 
The requires ents arc 9iven below in detail 

 

•  One well qualified/trained Cost Accountant with relevant  qr alification 

(ICWA) with minimum 5 years post qualification experience in cosl accounting 

along with con puler and tally software knowledge who shall guide the Sr 

Accountants Accountants and/or OPF  employees carrying out Cost 

Accounting  or  finance  functions at OPF The Cost Accountant will be 

available at OPF full 1ime (Working hours) on all working days of OPF- 

 
•  One well qualified/trained Chartered Accountant wilh relevant qualificalion 

(CA/FCA) with minimum 7 years post qualification experience with computer 

and tally software knowledge shall guide the Sr. Accountants. Accountants 

and OPF employees who are carrying cut financial activities of OPF as per 

the requirement of work. Chartered Accountant will additionally be responsible 

for the requirements related to GST/Income Tax as per the scope of work 

Chartered Accountant will visit OPF minimum twice in a week and also if any 

need  arises  al  OPF   Chartered  Accountant  will  ensufe  that  there  is no 
pendency in the work describe above and may have to increase the frequency 
of visits if felt necessary. 

 
• One well qualified and trained Sr Accountant with relevant qualification [Only 

Full time M.Com/MBA(Finance) or passed CA(Inter)] with minimum 5 years 
post qualification experience with knowledge of camputer and Tally software 
who will attend/oeal w‹lh financial activities of OPF as per the requirement of 
work Sr Accountant will be available at OPF full time (Working hours) on all 
WOFki ng da\‟s of OPF. 

6.  A vailabilit Re riiren ents 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Local Office 
The firm should have local office near OPF or in Kanpur district to ensura proper 

coordination and availability 

‟8. Payment  
Monthly payment will be done oti pro rata basis 

 
9. Statutory and leqal terms and conditions 

he firm/supplier should comply to all legal and statutory compliances related to 

providing financial services to OPF The personnel deputed by the firm will be 

allowed to function in the OPF premises. I-he firm will be responsible for proper 

conduct of the personnel deputed by them and will ensure the confidentiality of the 

information being accessed by its personnel deputed at OPF to provide the above- 

n›enIioned services 

The firm will indemnify the Employer and its personnel and agents from and against 
all liability in respect of any damages incurred during thp execution of its functions 
as per the scope of work. and will be responsible for death or personal injury, loss of 
or damage to property, and any other”loss, damage, costs, añd expenses incurred 
as a result of the work executed. 

 
10. Penalty 

In case of the absence of any person, a suitable alternate will De ensured by the 
firm. Penalty for not providing the services on any day will be four times the value of 
service per day calculated oq pro-ra”ta basis considering 365 days in a year ' 


