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GUJARAT STATE ROAD TRANSPORT CORPORATION

Vahan Vyavahar Bhavan, Gita Mandir Road, Astodia,

Ahmedabad. 380022.

Tel . (079) 25454152

Terms of reference for Chartered Accountant Firm for Internal Audit of Head office, Divisions and Depots of Gujarat State.

A. Background
Gujarat State Road Transport Corporation (GSRTC) is a passenger transport organization providing bus services both within Gujarat and neighboring states. GSRTC came into existence on 1st, May, 1960 on formation of Gujarat. From a modest beginning of 7 Divisions , 76 depots and 7 divisional workshops and a fleet of 1767 buses it has gone to  16 Divisions 126 Depots , 226 Bus stations, 1554 Pick up stands and 8000 buses .The Gross Receipt of the Corporation for the year 2007-08 is Rs.1721 Crores.       
GSRTC provides a variety of services, These includes
· Mofussil Services connect major cities, smaller towns and villages within Gujarat. 

· Intercity Services connect major cities - Ahmedabad, Vadodara and Rajkot. These provide a quick and cheap mode of transport. 
· Interstate Services connect various cities of Gujarat to the neighboring states of Madhya Pradesh, Maharashtra and Rajasathan 

· Parcel Services are available for transporting goods.
· City services GSRTC provides city bus services at Surat, Baroda, Rajkot, Gandhinagar-Ahmedabad.
To improve and strengthen the Accounts Department it is decided to appoint the firm of Chartered Accountant to carry out the Internal Audit . The Details of the Scope of work, Terms and Conditions , Eligibility Criteria and Proforma for Technical and Financial Bid are given herewith. 
B. Scope of the Work
The Internal Audit will be carried out for Head Office, Central Stores, Division and Depots. All the 18 Centers as per the list will be considered as individual unit. 
The CA firm has to carry out the internal Audit at Head office, Central Stores and Division offices on Monthly basis.  The CA Firm has to maintain the records of the Visit to particular unit showing the no of persons and days visited by them . 

The indicative scope of work for Internal Audit of  Head office, Central Stores, Divisions and Depots is  as under : 

· Verification of the Accounts of the Head Office including Cash Book, Bank Book and Ledger Scrutiny of the Accounts. 

· Reconciliation of the Accounts of the Divisions and Depots 

· Verification of Trial Balance and Profit and Loss Account on Monthly basis.

· Verification of Final Accounts. 

· Training and Guidance to the Staff in the area of TDS.

· Preparation of the Details and Return Filing for E-TDS

· Verification of the Deposits and Advances. 

· Verification of Disbursement Procedure and Policies.

· Verification of Fixed Assets Register and Guidance for the same.

· Verification of Expenses . 

· Statutory Compliance like PF, ESI, Gratuity, TDS, FBT, VAT, TCS etc. 

· Reconciliation of the Financial Dues, Lease Rent, Interest etc. 

· Verification of Secured Loans and Repayment of it with Interest.

· Verification of Investment and Deposit. 

· Surprise Checking of Physical Verification of the Cash once in a month of any 2 depots of the Divisions 

· Salary and Allowances : 

a) Verification of Salary and Allowances to staff. 

b) Sample Checking of medical Bills of the staff (Minimum 25 Bills) 

c) Sample Checking of T.A Bills of the Staff ( Minimum 25 bills) 

d) Sample Checking of Transactions of Sub Ledger of Salary Department. 

e) Sample Checking of Leave Encashment , Surrender Leave, Settlement Bills ( Minimum 10 Bills of each) 

f) Sample Checking of P.F. Gratuity, Pension Claims ( Minimum 10 cases in each) 

g) for Traffic, Repairs & Maintenance, Stores including Test check of L.T.C.  

· Cash and Booking Department : 

a) Verification of the  Cash Book and Bank book on monthly basis.

b) Reconciliation of the Bank Accounts and Divisions and Depot 

          accounts.
c) Verification of Issue of Free Pass /  Monthly Pass / Student Pass      

      & there refund

d ) Verification of booking of Transportation services provided for  

     special occasions. 

· Central Stores Division : 
a) Verification of purchase procedure .

b) Verification of stock records and inward and outward.

c) Physical Verification of Stock 

d) Verification of Non Moving Items. 

· Other Terms for Internal Audit : 
1) The Internal Auditor has to carry out the Audit of the Division  

Office once in a week and  each depot shall be Audited by 
two times in every week.  In case of Central Office & Central Stores Internal Auditor has to visit twice in a week. 
2) The Internal Audit shall be carried out by team consisting of  CA(partner /employee), Article Clerk or B.Com. or M.Com. Audit Assistant having experience of 1 year in Audit. 

3) Monthly Trial Balance shall be generated for Division Office and 
shall be verified by the Internal Auditor. 

4) The CA Firm has to carry out the Internal Audit of Division and Depots of that Divisions together. 

5) The Scope of Audit of Divisions includes the audit of diesel pumps located at depots of the concerned divisions.

C. Eligibility Criteria :  The  Chartered Accountant firm must be : 
1. The CA Firm should be a Practicing Firm .
2. The CA Firms should be in Practice for a period of 5 Years or more. ( as per the  Certificate of ICAI as on  01/01/2009 Firm Status Card)

3. Have at least Three full time partners, out of which one should be FCA.
4. The Firm must have experience of Internal Audit of at least 100 locations per year in the state of Gujarat in last two years. ( Proof for the same is required to be attached herewith) 
5. Have professional fees of Rs. 50.00 Lacs or above in the last financial year i.e. 2007-08. 

6. Have Head Office in the State of Gujarat.

7. Should have never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. 

8. Should not have been barred from appointment by any government and / or semi government entities.

D. Bid Procedure

1. The whole process of tendering can be cancelled without giving any prior notice or information by Managing Director .

2. Any undue influence of any type may disqualify the bidder and the bid will be outright rejected.

3. The professional fees shall be quoted for each division separately considering the number of depots.

4. The C.A. firm may submit quotation for one or more than one division or place. The allotment of divisions or place  will be on the merit basis. The Vice Chairman & Managing Director  can allot more than one division or place  to the same C.A. firm. The decision of the VC & MD will be final in distribution of work.

5. Quotation shall be in two covers, the first cover shall be marked “TECHNICAL BID FOR INTERNAL AUDIT ‘. The same shall contain details as per Annexure I. The Financial bid should be in cover two marked “FINANCIAL BID FOR INTERNAL AUDIT “.

6. The technical bid will be opened first and will be evaluated by a committee constituted in the office of the Gujarat State Road Transport Corporation. Technical evaluation will be done in accordance with the selection procedure as attached herewith as annexure. The financial bid will be opened by this committee only for the CA Firm who get minimum of 75% marks in the Technical Bid.
7. The technical and financial bids must reach the Managing Director ,Vahan Vyavhar bhavan, Gita Mandir Road, Astodia, Ahmedabad. 380022. on or before 18th May,2009 at 3.00 p.m. by either Registered Post A.D. /  Speed Post or courier.  No cover shall be entertained if the cover is received after the time limit.

8. The documents as per Annexure- I are to be attached with the-Technical Bid for scrutiny of the proposal. Proposals without necessary documents will be rejected. 

9. Each bidder has to pay Security Deposit of Rs. 50,000/- in the form of demand draft in favour of “Gujarat State Road Transport Corporation’  payable at Ahmedabad must be attached with the technical bid.

10. The bid without Security Deposit of Rs. 50,000/- shall not be considered.

E. Rates & Payment Terms 

The CA Firm will be required to quote the professional fees for each Division as per the Annexure of Financial Bid given herewith. The Division includes the Depots of the respective division and no separate fees for Depots shall be given.  The rates invited will be inclusive of Traveling Expenses, Stationery Expenses, Communication Expenses  and all other out of pocket expenditure relating to the said assignment. However, the Service Tax only shall be paid separately at the applicable rate.

The Managing Director  reserves the right to allot the work to one or more than one CA Firm. The award of work to more than one CA Firm will be subject to the condition that the eligible CA‘s also agree to accept the assignment at the same rate as accepted by the CA Firm who qualifies First. 

Fees will be paid  on monthly basis on submission of Internal Audit Report. The Internal Audit Report shall be prepared in 2 copies and the said shall be submitted to the Head office and  Division office. The professional fees shall be paid within 15 days from the receipt of the Internal Audit Report.
F. Miscellaneous 

In case of operational difficulties the  Managing Director may take steps to remove such difficulties without materially altering the scope of work or terms and conditions.

Office of  GSRTC shall support and provide all necessary inputs and instructions for smoothly functioning of the Internal Audit . 

G. Taxes and Duties 
All the applicable taxes will be deducted from the payments. However the amount of Service Tax will be paid extra at the applicable rate to the CA Firm.

H. Confidentiality 

The CA Firm, their partners and personnel shall not disclose any proprietary or confidential information relating to the assignment, the services or the information of the Offices of the Gujarat State Road Transport Corporation without prior written consent of the Managing Director. 

All reports and other documents submitted by the CA Firm shall become and remain the property of the GSRTC and the CA Firm shall on termination or expiration of the assignment, deliver all such documents and reports to the Vice Chairman and Managing Director and together with the inventory thereof except those retained as their working papers. 

I. Obligation of the GSRTC 
The Office of GSRTC will provide the details of the list of the Divisions and Depots alongwith the name and addresses of the concerned officers of the office. The office will also provide the details of the name of the representative at head office for co ordination and smooth functioning of the Internal Audit. 
During the Internal Audit necessary records, space and infrastructure i.e. Computer System, table etc. in the division office and depots will be provided. 
Managing Director shall issue all necessary instructions to concerned authorities and officers for successful and timely completion of this assignment.

J. Settlement of Disputes 

1. The decision of the Managing Director shall be final in selection of the CA Firm.

2. Any dispute between the CA Firm and GSRTC will be resolved by the committee . CA Firm if dissatisfied with the decision of the committee, may approach the Managing Director. 

3. For the purpose of the said assignment as well as for any matter arising there under or connected therewith, the courts at Ahmedabad will have jurisdiction.

K. Penalties 

1. In the event of gross negligence, irregularity, laxity or misconduct on the part of the CA firms personnel, the contract may be terminated and the CA firm may get black listed at the discretion of the Managing Director  which shall be communicated to all the Government Departments and the Institute of Chartered Accountants for debarring such firm from any assignment of any Government work. 

2. The violation of any of the terms will invoke penalty. It will be the responsibility of the CA firm to complete the assignment with full knowledge and experience of the work with proper care and time. Failure to do so leading to either undue delay or laxity or failure or incorrect report will make the CA Firm liable for being removed from the contract by the Managing Director after issuing the notice of 15 days as well as disciplinary action. The decision of the Managing Director r shall be final in this respect. 

3. The Internal Audit report for the month shall be submitted before the end of the next month, i.e. The Internal Audit for the month of April shall be submitted before the end of May month. If the Report is delayed  the penalty shall be charged. The amount of penalty will be 10 % of the professional fees of the respective month for each of the delayed month.  However, if the delay is due to the non availability of the necessary information or the circumstances are beyond control of the CA Firm and the said is informed to the office of the GSRTC or the written submission is made to the said office, the no penalty shall be charged 

4. Managing Director shall have the absolute powers to reduce or condone the penalty. 

L. Schedule of Time

Last date of submission of tender document will be 18th May, 2009 upto 3.00 P.M.   
The Technical bid will be open in the presence of the committee on 18th May, 2009 at 5.00 p.m. Interested CA Firm may remain present for the same. 

All the terms & conditions are acceptable to us and agreed.

Date :






Sign

Seal of Office/Firm




Name :









Designation: 








Membership No. 
GUJARAT STATE ROAD TRANSPORT CORPORATION

Vahan Vyavahar Bhavan, Gita Mandir Road, Astodia,

Ahmedabad. 380022.

Tel . (079) 25454152

FORMAT FOR TECHNICAL PROPOSAL

For Internal Audit 

1. 
Name of the CA Firm & FRN ( ICAI ) : ______________________________
            _________________________________

2.
Head office Address: _____________________________________
______________________________________
3. 
Telephone/Fax/Email :__________________________________________ 
 ___________________________________________

4.
PAN No. : 

_____________________________

5.
Service Tax No. : 
_____________________________

6-A.
Details of CAs Partners & Employee (Status as on 01.01.2009 ICAI Firm Card) 

	SR. No.
	Name of Partner / Employee
	Membership No.
	Designation

Partner/

Employee
	Qualification
(ACA / FCA ) 
	Date of joining with the firm

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


6-B.
Details of staff  members 
	Sr. No.
	Name
	Qualification
	Experience

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


7.
Total Turnover (as per B/S attached along with IT Return) 

	Year
	Turnover (in Rs.)
	Profit (in Rs.)

	2007-08
	
	


8.
Experience General : _________ Years (from the date of Registration of firm) 

9.
List of Major Audit clients (Last two years 2006-07, 2007-08)

10.
Experience of Internal Audit of multiple locations : ______ No. of locations simultaneously. 

No of such assignments handled _______________________________


Certificate
( To be submitted on letter head of the firm duly signed by the partner of the firm)
I undersigned ________________________________ on behalf of M/s. ___________________________________________________________________hereby certify that all the information mentioned above is true and correct.

Further declare that the Firm have never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. And have not been barred from appointment by any government and / or semi government entities.

Date:






Sign:

Seal of Office/firm




Name:








Designation:







Membership No. 
GUJARAT STATE ROAD TRANSPORT CORPORATION

Vahan Vyavahar Bhavan, Gita Mandir Road, Astodia,

Ahmedabad. 380022.

Tel . (079) 25454152

FORMAT FOR FINANCIAL PROPOSAL

For Internal Audit 

The CA Firm has to offer the professional fees for Head Office and Divisions(inclusive of Depots)  separately.  
	Sr. No.
	Name of the Division
	No. of Depots 
	Professional Fees Rs.  
	Professional Fees 
(Rupees in Words) 

	1
	Ahmedabad
	10
	
	

	2
	Nadiad
	11
	
	

	3
	Vadodara
	7
	
	

	4
	Godhara
	7
	
	

	5
	Bharuch
	5
	
	

	6
	Surat
	6
	
	

	7
	Valsad
	6
	
	

	8
	Himmatnagar
	9
	
	

	9
	Mahesana
	11
	
	

	10
	Palanpur
	7
	
	

	11
	Rajkot
	9
	
	

	12
	Junagadh
	9
	
	

	13
	Bhavnagar
	8
	
	

	14
	Amreli
	7
	
	

	15
	Jamnagar
	5
	
	

	16
	Bhuj
	8
	
	

	17
	Central Office
	
	
	

	18
	Central Workshop/Stores
	
	
	


Note :  The above fees are including all expenses like traveling, stationery, Lodging, Boarding and other expenses related to this assignment.
Service Tax at applicable rates shall be paid seperately in addition to the above fees.
Sign : _________________________ 

Seal of the Firm

Name : ________________________ 

Designation :
Membership No. 
Date :

Annexure : I : 

List of Documents to be attached with the Technical Bid

1. Demand Draft for Security Deposit of Rs. 50,000/- in favour of Gujarat State Road Transport Corporation  payable at Ahmedabad. 

2. A copy of Partnership Deed.

3. A copy of letter from ICAI Institute mentioning Registration No. and details of Partners as at 1/1/2009, Firm Status Card copy.

4. Copy of Audited Balance Sheets and Income Expenditure Statement for the last financial year (F.Y. 2007-08)

5. Copy of Income-Tax Returns for the last financial year (F.Y. 2007-08)

6. A Copy of Service-Tax Returns for the last financial year (F.Y. 2007-08)

7. Copy of the Assignment of Internal Audit of multiple locations carried out during last 2 years. 
8. A detailed profile of the Firm.

9. List of the Staff with Name, Qualification & Experience. 
10. Certificate that the Firm have never been issued notice for failure to submit deliverables and cancellation of work order, forfeiture of EMD, etc by any government and / or semi government entities. And have not been barred from appointment by any government and / or semi government entities.

ANNEXURE II

Selection Procedure

Evaluation of Technical Points

A. Technical Proposal will be processed on the basis of following criteria

a. Details of CA Partner and Paid CA Staff.



10 Marks 

(As per the ICAI Firm Card as on 01.01.2009)

No. of  Partners & Paid CA 

Marks 


3



3
          5 



7

Above  5

          10 

b. Details of Other Staff 





10 Marks 

No. of Staff


Marks 

1 to 40


2

41 to 50 


5

51 to 100


7 

Above 100


10

c. Total Turnover of last year  ( 2007-08)



10 Marks

Turnover Rs. in Lacs 


Marks

Above 50 



2
50 to 75



5
75 to 100 



7
Above 100 



10
d. Year of Experience 






10 Marks 

No. of Years 



Marks 



1 to   10 



0

11 to 13



5

14 to 16



7 

Above 16 



10 

e. Experience of Internal Audit in  Multiple Locations 

20  Marks 

No. of Locations 


Marks 

   Upto 100
                        
1
   100 to 250



3
   250 to 500



7

   Above 500 


          10 

· Marks allotted to technical proposal is 60 Marks 

· Marks allotted to financial proposal is 40 Marks 

B. Formula for calculation of Financial Proposal 

1. Full marks will be given to the lowest cost offer.

2. Price of L1 /Price of L2*40 for second best offer.

3. Price of L2 /Price of L3*40 for third best offer.

4. Price  of L1 /Price of L4*40 for fourth best offer & onwards

While awarding the contract, formula of calculating marks for both technical & financial proposals will be considered as taken to gather and CA firm getting the highest point will be first invited for allocation of the divisions concerned. 

To be opened before Committee





To be opened before Committee





To be opened before Committee








