	Guidelines for incorporating the information available on Indiramma web site and the information furnished by the Head office in the books of accounts for preparation of accounts for the year :2008-09

	                                                  Steps 
	Target Date

	Step1:The closing Bank balance of 2007-08 as on 31.03.2008, as per reconciliation after                passing the rectification entries has to be taken as O.B. as on 1.4.2008 and the O.F.M.S. reports can be modified accordingly.
	28/03/09

	Step2: Since the revenue income and Expenditure is adjusted to the Income & Expenditure Account only the accounts which are in nature of Assets and Liabilities taken to the Balance sheet.  Hence the Closing Balances of all such accounts shall be taken as O.B. as on 1.4.2008.
	28/03/09

	Step3:All the transactions relating to Admn. & Establishment charges already entered through O.F.M.S. have to be re-verified and if any J.Vs. are to be passed, they have to be passed on monthly basis.
	31/03/09

	Step4:To incorporate the Schemes in Progress of the District from the Housing Website, monthly wise payments/cement periodical reports Phase wise is to be downloaded along with Print and necessary J.Vs. are to be passed as explained in the Training Class.
	10/04/09

	Step5:Regarding INDIRAMMA infrastructure and Urban Housing payments which are recorded separately through online have to be taken from the Website and to be verified with the Executing Agencies/PEA and pass necessary J.Vs.  
	10/04/09

	Step6: The particulars of Cash drawn from the Nodal Banks and the payments made to the cement companies on behalf of the Districts is furnished by H.O. by way of CD/online on monthly basis which is to be reconciled with the concerned M.I.Cs / A.Es.
	25/04/09

	Step7:  All the Bank Accounts maintained at Mandal Level are to be reconciled on monthly basis up to march 2009.
	25/04/09

	Step8:  All the Godowns are to be reconciled with the CROs issued by A.E/MIC up to March 2009.
	25/04/09

	Step9: After reconciliation necessary J.Vs. shall be passed on monthly basis.
	27/04/09

	 Step10: At the end of the Month/year, if any PROs. are found cancelled or not sent to the Bank by A.E./M.I.C., all such original PROs., must be cancelled by the concerned AE/Dy.E.E. and to be sent to the District Office for record and to that effect the S.I.P. has to be revised under intimation to the Head Office.
	27/04/09

	Step11: The same procedure is to be followed in respect of CROs. and MPROs.
	27/04/09

	Step12:  From the online monthly income report Phase wise has to be arrived and necessary J.Vs. to be passed to effect concerned Head of Accounts like Admission Fee, Beneficiary Contribution, Administrative Charges and Differential cost of cement.
	20/04/09

	Step13: By entering all these J.Vs. through OFMS both the SIP and Administrative & Establishment charges accounts will be updated.
	27/04/09

	 Step14: For adjustment of Schemes in Progress to completed houses and in turn to Subsidy/Loan/Beneficiary Contribution heads, the online report of completed houses shall be taken as the base for passing the necessary J.Vs.
	30/04/09

	Step13: SteS Step15: Necessary J.Vs. are to be passed at the end of the year for the following.

1.  Depreciation on assets.

2. Provision for outstanding liabilities / receivables.
	30/04/09

	S                 Step16: Furnishing of information to H.O. to  make provision towards Gratuity and Leave Salary at State level.
	05/05/09

	                     Step17: Rectification of observations of previous Audit.
	05/05/09

	                     Step18: Maintaining the Subsidiary Ledger / Register for all head of accounts and General Ledger by taking out the prints from OFMS  and to be signed by the Manager and G.M./S.E.
	05/05/09

	                     Step19: The Trial Balance and the Schedule of accounts including S.I.P. has to be sent to Head Office duly certified by  a Chartered Accountant who will be appointed by the Dist.Collector at a remuneration of Rs. 20,000/-
	07/05/09

	                      Step20: Compilation and Preparation of final accounts at Head Office
	15/05/09


