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Scope of work:

a) 10 file Income Tax Return and obtain all necessary certificates from IT Department. To
apply for retund of tax and pursue the matter with Tax Authorities and get the TDS refund in
ume

b) To look after and submit periodical( Monthly, Quarterly, Six monthly & Annual) returns
relating to GST/ service tax and other related tax matters with references to MJP Head office
and all division offices related transactions.

¢ l'e submit all compliance, attend all notices received to HO and division offices as well
as altend all hearings, attend all calls fromi Income Tax/ GST / service tax Department to
prepare proceeding/papers, making appeals etc. to Income Tax/ GST / service tax
bepartment for previous, current assessments, submit compliance certificate.

d) To conduct Tax Audit of M.J.P. H.O. & divisions of M.J.P. (list enclosed). Detail Audit
Report should be submitted to M.J.P. with proper solution and guidance for the financial year
2025-26, 2026-27 & 2027-28.

@) lo obtain T.D.S. exemption certificate (Nil TDS certificate) from 1. 1. Department and also
obtain all required documents, certificates, clearances from Income Tax Dent.

) To guide with a view to ensurc approgriate tax planning and later filing IT/GST/savice
tax Return for the MJP.

a) To provide and help MJP to update all tax matters i.e. rates applications, provisions,

circulars, rules, service tax etc.
h) Any other accounting work entrusted by MJP,
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] Copy of Registration of firm/company.

i Copy of certificate of empanelment with Comptrolier and Accountant General of India.
1ii) Certificate of Institute of Chartered Accountant of India.
iv) Minimum tive years Experience in the field of preparation, consolidation and finalization

of Accounts of Govt. organizations/Govt. owned companies.! copias of work orders to be
attached)

V) Minimum five veers Experience in the field of certificator of Annual Aczorinia, Tax
Auditing. computation of Income Tax and filing of the Income Tax Returns witn income Tax
Department (Copies of work orders to be attached)

Vi) Minimum one year of Experience in the field filings GST returns and ail related returns.
vii) The firm should produce the document of PAN No.. GSTN No. etc.
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