REQUEST FOR PROPOSAL

Selection of Chartered Accountant/ Cost
Accountant Firms for Internal Audit of

Municipal Corporation Bathinda

Municipal Corporation Bathinda

TD floated by

Address : Mall Godown Road, Bathinda
E-mail : gmg‘hnthinglg@cmnil.gnn]
Web-site address - y://epro iab.pov.ir
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Though adequate care has been taken while issuing this RFP, the applicant Chartered
Accountant/ Cost Accountant Firm should satisfy himself that the document 1S
complete in all respects. Intimation of any discrepancy shall be given to this office (as
mentioned below) immediately. If no intimation is received by this office within 3
days from the date of issue of the RFP, then this office shall consider that the
document received by the Applicant Firm Is complete in all respects and that the
Applicant Firm is <atisfied that the RFP is complete in all respect.

ULB reserves the right to change any or all of the provisions of this RFP before date of
submission. Such changes would be intimated to all parties procuring this RFP before

date of submission.

ULB reserves the right to reject any or the entire Proposal without assigning any
reasons whatsoever. No correspondence will be entertained on this account.

ntroller (F&A),
Municipal Corporation,

Bathinda
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No. 226/A

The Municipal Corporation, Bathinda invites e-te

works: -

PORATIL
NOTICE INVITING E-TENDERS

cpmc.puniab.gov.in

E-tender No MCB/2026-27/11

Date and Time Schedule

:

NDA, LU

ay!

OVT,PUNJAEL Pl
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nders on double bid system, for the

—

Last date & time of online sa
submission of Bidding

le/-r O-pcnlnE_afTEchnlcz;l
Bid Documents

. 73.07.2026 03.30PM |

bpc'rﬁ;lg of Financial Bidding

Documents

e —

— g S—

" _.f-—

After technical evaluation
N ____,___———J

following

]

l

— _..1

1. TSL‘]OCﬁUII of

|

For participating In the above e-tendering proce

registered with eproc.punjab.gov.in and get use

o-tendering. For any clarific

mandatory to participate in the

flow, please cont

Corporation, Bathinda.

Ger S ar ynditic ' nders
1. Interested  bidders  can purchase  the
website.eproc.punjab.gov.in.
2. Earnest money shall be paid in online mode only.

3. Processing fee

(Credit/Debit card).

4. All the payments (EMD & Tender form cost)

only.

5. Bidders/Contractors/tenderers can access te

above, fill them and submit the complete tender document into electronically on the

website. Bidders/Contractors shall attach scanned copies of all the documents, 1.e. Earnest

Money, Processing Fee, Tender cost

and conditions.

act on 0172-2970263, 0172-2970284, Sh.

_ _ I E—
) Tender Time}peri_c_:d—\
o Fees | ‘
Chartered Accountant/ Cost 2000/- | 3 Year
Accountant Firms for internal  Audit of
I
Municipal Corporation Bathinda
o 1 ]

ss, the contractors shall have to get
r ID and Password. Class-3 digital

ation/difficulty in e-tendering process

themselves

signature 1S

Lakhvir Trikha 0164-2252811 Municipal

tender

will only be accepted through Net Banking (Dire

documents  online from

ct Debit) and [PG

and related document will be accepted online

nder documents on the website mentioned

foe and certificates/documents as required in terms
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6 Corrigendum/Addendum/Correcticms, if any will be posted on the website only.

7 NIT and Terms and conditions have been/uploaded on website (eproc.punjab.gov.ln.),

. ) b \ ' -'te
agencies should note that online tenders should only be submitted at the aforesaid websi

eproc.punjab.gov.in as per the details/instructions uploaded therein.

8 NIT. Terms and conditions, NS rate details and specifications can be seen in the office of

Municipal Corporation on any working day.

9 All legal proceedings in connection with the contract shall be subject to the territorial

jurisdiction of the civil courts at Bathinda only.

10.  For any other query bidders can contact the undersigned office on any working day:.

ontroller (F&A),

Municipal Corporation,
Bathinda

Page 4 of 40

(¥ Scanned with OKEN Scanner



GOVERNMENT OF PUNJAB
MUNICIPAL CORPORATION BATHINDA

‘OR PR{
Selection of Chartered Accountant/ Cost
Accountant Firms for Internal Audit of
Municipal Corporation Bathinda

nternal Audit to assist in improving the

accountability of use Funds and provide a
ctices or mismanagement.

e

Mode of submission of bids

W "LCS (Least cost Selection method)

Date of starting of
7. | Sale/downloading of Tender.

2st Date/Time for submission 23.07.2026 (1500HTrs)
of Bids

Date\Time of Technical Bid 23.07.2026 (1530HTrs)
11. | Opening

e
=

the Assignments

Bid Sale/Submission address www.epmc.punjab.gov.in
12.
. 14. | Document Fee Rs 2000/- (Two thousand Only) in Favour of

Commissioner, Municipal Corporation, Bathinda
(Payable Online only)

e ———

ontroller (F&A),
Municipal Corporation,
Bathinda
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GOVERNMENT OF PUNJAB MUNICIPAL CORPORATION BATHINDA

Selection of Chartered Accountant/Cost Accountant Firms for Internal Audit of

Municipal Corporation, Bathinda

1. The Additional Chief Secretary, Urban Development and Housing Department,
Government of Punjab (Go)), provides guidance to Municipal Corporations, Nagar
Parishad, Nagar Panchayat and NACs in performing their day-to-day activities in

adherence to the policies, procedures and guidelines provided by the Urban

Development and Housing Department, to achieve effective good urban governance.

rvisory role, monitors the functioning of the ULBs against
and civic works executed, the

Urban Reform implementation
and developmental functions of

2. The Department, in its supe
key parameters such as the tax collections, project

implementation of the schemes of the Government,
otc. It also includes the supervision of the regulatory

the ULDBs.

3. The 74 Constitutional Amendment Act,1992(CAA)gave constitutional status to ULBs
in India and empowered them to function as local self-governments 10 provide good

urban governance. One of the many facts of improved good urban governance 1S
maintaining of complete set of accounting records to cnsure accountability and
transparency in all government functions. This necessitates all ULBs to convert their
existing accounting and financial management system to such methods which have

wide acceptance.

4.  Subsequent to the 74th Constitutional Amendment, the role and functions of the ULBs
has vastly expanded. The Central and State Governments, as also other agencies, have
been providing the ULBs large sums of money 1o enable them to effectively discharge
their duties and functions. The national reforms agenda for the urban sector includes
reforms in municipal accounting practices and strengthening of financial discipline. As
a step in this direction, it is proposed to ntroduce a system of Internal Audit. Internal

auditwillassistsinimprovingtheaccountabilityofusufundsandprovideadctcrrent to
malpractice or mismanagement.

5. The last date for submission of proposal is 23.07.2026.

6. All communications should be addressed to: (To the Commissioner, Municipal

Corporation, Bathinda)

7 Later also, the Financial Bid of Technically qualified bidders will be opened before the
duly constituted committee at suitable time, date and place and date of opening of

financial bid will be communicated to the technically qualified bidders.
8 The tender shall be submitted in the online at given portalmvw.cproc.punjnb.gov.in

9. Submission of Proposal: Bidders shall submit their proposals only in online mode
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10.

within the time frame as specified in the RFP.

The undersigned reserves the right to accept or reject all proposals without assigning
any reason. It also reserves the right to postpone or to cancel the invitation and pre-

bid meeting.

D ontroller (F&A),
Municipal Corporation,

Bathinda
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INSTRUCTION TO BIDDERS
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1. MINIMUM ELIGIBILITY CRITERIA

Technical capabilities:

Chartered Accountant/Cost Accountant Firm should have more than 25 years of experience of
working in the Internal and statutory audit of Books of Accounts/ABDEAS in ULBs/ other

Government sector/PSUs in India.

The Firm must be registered with ICAI (Institute of Chartered Accountants of India)/ ICWAI
(Institute of Cost& Works Accountants of India) and operational in India since last 25 (Five)
years from the date of publish of this RFP and must remain operational thereafter.

The firm should have at least 5 Chartered Accountants and 5 (Five) employees including
articles on their payroll.

The office of Chartered Accountants (CA) should be within a 100 km radius of Bathinda.,
showcasing a physical presence to facilitate efficient communication and engagement.

The Firm Should have a Minimum of 15 No of Municipal Bodies Experience, including
expertise in working with specific experience in Punjab’s Nagar Palikas or Parishads.

The Firm must not have been blacklisted or Debarred by any state Govt. /Govt.
Agency/PSU/Gol during last three years from time of submission of tender. The firm must

submit an affidavit to this effect signed by authorized signatory as mentioned in the RFP

Joint venture with other firms is not permitted for this assignment.

The accounts / audit will be according NMAM and Account Code 2017.

Financial capacity

Average Annual turnover of the Firm from Consultancy services in last 3 (three) Financial
years (2023-24, 2024-25 & 2026-27) must be equal or greater than 15 Lakhs (Fifteen Lakhs)

per annum.

In order to participate in the tender process, prospective firms must meet the specified
minimum technical capabilitics mentioned above. These requirements serve as a baseline.
Firms that satisfy these minimum technical criteria will be deemed eligible to proceed to the
next stage of the evaluation process, wherein a comprehensive technical assessment will be
conducted. It is imperative for firms to diligently review and confirm their alignment with the

stipulated technical requirements to avoid disqualification from the tender. Failure to meet
the specified technical capabilities will result in the firm being excluded from further

consideration in the tendering process.

L. LANGUAGE OF THE PROPOSAL:

Applicant Firms are required to furnish all information and documents, as called for in this
Document, in English Language. Any printed literature furnished by the Applicant Firm may
be in another language, provided that this literature is accompanied by an English translation,
in which case, for the purpose of interpretation of the document, the English version duly

authenticated will prevail.

P.lgt" Qofda0
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SIGNING OF THE PROPOSAL:

The original Proposal shall be printed, typed or written in ink, and shall be signed by a person
or persons duly authorized to sign on behalf of the Applicant Firm. All pages of the Proposal
and where entries or amendments have been made shall be initialed by the person or persons
signing the Proposal.

The Proposal shall ordinarily contain no alterations or additions, except those to comply with
instructions issued by the Department, or as may be necessary o correct €rrors made by the
applicant in which case the person or persons signing the Proposal shall initial such
corrections. All submissions shall be in scanned and submitted online only.

COST OF PROPOSAL:

The Applicant Firm shall bear all costs associated with the preparation and submission of its

Proposal, including cost of presentation for the purposes of clarification of the Proposal, if

any.

Department in no case shall be responsible or liable for any such costs regardless of the
conduct or outcome of the bidding process.

RIGHT TO ACCEPT/REJECT PROPOSALS:

The decision of the ULB, regarding the opening of Proposals, evaluation and acceptance of the
Proposal shall be final and binding on all the Applicant Firms.

PERFORMANCE GUARANTEE:

The successful applicant shall provide a Bank Guarantee of Rs. 0.25 Lacs towards
Performance Guarantee in favour of “Commissioner, Municipal Corporation, Bathinda for the
agreement period”,

SIGNING OF AGREEMENT:

The successful Applicant Firm will report in the office of ULB, with required non- judicial
paper of appropriate amount, to be purchased from the state of Punjab only, within 15
(fifteen) days, for signing the formal agreement between the parties.

The signing of the agreement shall take place only after furnishing of performance guarantee.
The agreement will be signed by the legally authorized person of the Applicant Firm as stated
in RFP. If the applicant fails to sign the agreement in the specified time period, the
performance guarantee, shall be forfeited.

Page 10 0of 40
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10.

TIME SCHEDULE OF CONSULTANCY:

The Chartered Accountant/Cost Accountant Firm, thus selected, would be expected to provide
services within the time frame as finalized by the Municipal Corporation, Bathinda.

GENERAL OUTPUTS AND TIME LINE EXPECTED FROM FIRM:

The assignment is output based. The expected outputs and deliverables for Chartered
Accountant/Cost Accountant Firm would be as below during period of assignment:

Quarterly Audit Report including Utilisation certificate for various schemes should be
structured as prescribed in Annexure-2

Utilisation certificate for various schemes e.g Central Finance Commission Grant, State
Grants, NULM, SBM, Smart City, Housing Schemes, AMRUT & Other Schemes, MC Fund as may

be required during the period of audit.

Adequate qualified and experienced Staff shall be deputed for accounting of all transactions
as per Punjab Municipal Account Code. All such transactions shall be entered in computer in
appropriate software & m-sewa portal of GoP. Back up shall also be kept.

Agency shall carry out auditing of office records from 01.04.2024 onwards. Balance sheets for
all the years for which auditing is carried out shall be prepared and audited.

All the above deliverables shall be submitted to Municipal Commissioner/Executive Officer of
concerned ULB in both Hard copy as well as soft copy (in PDF format).

The Auditor should report the minor irregularities; wrong calculations etc. to the ULB
immediately after detection so that the same may be get rectified on the spot.

The Auditor should submit Quarterly report within 30 days of end of the quarter positively
covering all the irregularities detected during course of the audit.

INFORMATION FOR FIRM FOR SUBMITTING THEPROPOSAL: TECHNICAL PROPOSAL

Bidders shall submit the technical proposal in the formats given RFP. While submitting the
Technical Proposal, the Bidder shall, in particular, ensure that:

CVs of all Key Personnel have been included

No alternative proposal for any Key Personnel is being made and CV for each position has
been furnished;

The CVs have been recently signed and dated, in blue ink by the respective Personnel and
Countersigned by the Bidder. Photocopy or unsigned /countersigned CVs shall be rejected;
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The CVs shall contain an undertaking from the respective Key Personnel about his/her
availability for the duration specified in the RFP;

Failure to comply with the requirements spelt out in above Clause shall make the Proposal
liable to be rejected.

If an individual Key Personnel makes a false information regarding his qualification,
experience or other particulars, he shall be liable to be debarred for any future assignment of
Urban Development and Housing Department for a period of 3 (three) years. The award of
this Consultancy to the Bidder may also be liable to cancellation in such an event.

MCB reserves the right to verify all statements, information, and documents submitted by the
Bidder in response to the RFP.

FINANCIAL PROPOSAL:

Bidders shall submit the financial proposal in the prescribed format which is attached in this
RFP ("Financial Proposal”) clearly indicating the total cost of the Consultancy, in Indian
Rupees. The total amount /Cost will be considered. It's signed by the bidder’'s authorized
representative. In the event of any difference between fipures and words, the amount

indicated in words shall prevail.

While submitting the Financial Proposal, the Bidder shall ensure the following:
e All the costs associated with the assignment shall be included in the Financial Proposal.

e The Financial Proposal shall take into account all expenses and tax liabilities (Including GST).

e Costs shall be expressed in INR.

11. EVALUATION OF THE PROPOSAL (LCS):

Technical Evaluation:-

Proposals are to be submitted in two covers. Technical covers are opened first and evaluated.
Those securing less than the minimum are rejected and the financial cover of the rest are
opened. The qualified bidders will be intimated about the opening of price bid. Proposal is to
be evaluated in “LCS (Least cost Selection) Method”. Proposal will be evaluated on the basis of
Technical & Financial Proposals submitted by the Bidder. Financial Proposal of only those
Bidders will be opened who have secured a minimum of 70 marks in Technical Evaluation.
The Proposals submitted will be evaluated using the following criteria:
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professionals

Total Points

Manpower strength, experience of Audit assistant & other key

Firm’s General Experience & Experience in similar assignments

60

40

100

The number of points to be given under each evaluation sub-criteria for firm’s general

experience in the field of assignment is:

AN

General Experience of the firm:

1 | (Bidders must submit incorporation
certificate of the firm and work
orders/contract Agreement
documents

Experience Upto 25 Years

Maximum 25

1 marks for each additional
Marks

Year

Experience in similar nature of
work:

Number of Completed projects For
Internal Audit / Statutory Audit of
ULBs/any  Central/State Govt.

department Govt./PSUs in the last 5
financial years.

submit work
agreements

Bidders  must
| orders/contract
| documents.

For this purpose one work order will

count for one project/assignment

Average Annual Turnover
consultancy services during last 3
Financial years will be at least 15
lakhs

(Bidders must submit certificate for
turnover along with Balance Sheet
and P/L A/C. The last three Financial
year

Should be read as FY:2020-21 and
2021-22 and 2022-2023)

Total Marks

0 Marks
Up to 15 completed

projects/assignments.

Maximum 30

| 2.5 mark for reach additional Marks

project/assignment

15Lakhs 0

Maximum$5

1 mark for every
Marks

additionalllakhs.
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Note:-

The number of points to be given wunder each evaluation sub-criteria for
competence/experience of key staff for the assignment is: (Pl. attached the relevant proof)

SL. | Position Criteria T.Marking [ Maximum
| _no. | ' - L , Marks
1. | Audit Assistant Minimum 3 years of For 3 years of OMarks
(1 Person) experience in relevant | experience.
field. 2.5 marks for each
_ . additional year of
(Bidders must submit experienceupto | Maximum20 |
experience Certificate) 11Year. Marks
|
|
2. One CA Firm Minimum 5 years of Foraverage Syearsof | OMarks _—]
Partner average experience in experience.
relevant field
10 marks for each
additional year of Maximum
Experience upto 5 20Marks
Year.
i A . .
Total Marks o _ | 40
Grand Total(Table11.1.1+11.1.2) _ 100

Chartered Accountant/Cost Accountant Firms who will secure minimum 80 Marks out of
above 100 Marks in Technical Evaluation, will only eligible for opening of Financial Bid.

PUBLIC OPENING AND EVALUATION OF FINANCIAL BID
Public Opening of Financial Proposals

At the public opening of Financial Proposals, Consultant’s representatives who choose to
attend will sign on Attendance Sheet.

Page 14 of 40
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The marks of each Technical Proposal that met the minimum Mark of 80 will be read out
aloud and their financial proposal will be open.

Each Financial Proposal will be checked to confirm that it has remained sealed and unopened.

The ULB's representative will open each Financial Proposal. Such representative will read out
aloud the name of the Consultant and the total price shown in the Consultant’s Financial
Proposal. This information will be recorded in writing by the representative.

Evaluation will be done by Procurement Committee, constituted at ULB Level.

Evaluation of Financial Proposals: LCS (Least cost Selection) Method

12.

13.

14.

THE MANDATORY KEY POSITIONS FOR THE ASSIGNMENT: (As per Clause-4 of The TOR)

Qunliﬁcations, Skills and Experience

Authsqstant 1. The audit assistant should have a 3-year work

experience in any urban local body (ULB) in
Punjab.

2. Must have successfully managed & completed at
least 1 no's of similar assignments in Audit of
Books and Accounts in Govt. Department.

3. Fluent in Punjabi, Hindi and English;

Proficiency in use of Tally

CISA, FCA
1. Fluent in Punjabi, Hindi/English

CA Firm Partner

Proficiency in use of Tally.

AMENDMENT OF RFP:

At any time prior to the deadline for submission of Proposal, ULB, for any reason, whether at
its own initiative or in response to clarifications requested by an Applicant Firm, modify the

RFP document by the issuance of Addendum/ Amendment.

In order to afford the Applicant firms a reasonable time for taking an amendment into
account, or for any other reason, the ULB may, in its sole discretion, extend the Proposal
Submission/Opening Date. Such Corrigendum will be uploaded on given portal only.

PAYMENT SCHEDULE:

Payment shall be made in four equal installments after submission of quarterly reports.

Page 15 0f 40
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15. INCOME TAX:

Income tax will be deducted from each bill as applicable and certificate to this effect shall be
issued in due course in prescribed format

16. GST and other Tax:

The quoted rate should be exclusive of GST.

17. PRICE:

The rate should be exclusive of GST.

18. INSURANCE:

No insurance charge in any shape will be paid by the department. However the Firm may
insure their staff and equipment for damage or loss in transistor during the work, at their
own cost. Department will not be responsible for any loss for the damage to the equipment or
person for any unforeseen reasons.

19. SUBMISSION, OPENING AND EVALUATION OF PROPOSAL

Submission of Proposal:

The RFP fee along with the Earnest Money and all related documents as described in RFP
should be in a sealed cover which will be received in the office of:

Name and Full address of ULB with contact no.

Fees:

Page 16 of 40
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Cover-1-Technical Proposal

Cover-2-Financial Proposal

In Cover-1, All details as asked in this RFP is to be submitted, The Bid will be treated as non-
responsive if the relevant documents as mentioned in the NIT is missing.

In Cover-2, duly filled Financial Proposal in the format as given in this RFP is to be submitted.

The above-mentioned sealed covers shall be kept in an envelope of bigger Size and shall be properly
sealed and super scribed with the name of Firm, its address, as given in the RFP.

20.

21.

22.

23.

TOR:

The notes to Chartered Accountant/Cost Accountant Firm, other terms & conditions, detailed
scope of work and TOR shall be part of the Agreement

ADDRESS

The bidder will have to furnish his full permanent address in the bid document along with the
name of nodal person for this project along with Phone No., Fax No., Mobile No. and ¢-mail

address. If any letter is sent at the given address by Fax or email or by post does not reach him
or returns undelivered, it will be deemed to have reached to the bidder, once the letter is

posted in post office, sent by email or sent through fax.

DURATION OF THE ASSIGNMENT

The duration of the assignment shall be 3 Years.

OTHER TERMS AND CONDITIONS

The Chartered Accountant/Cost Accountant firm shall abide by the instructions issued by the
ULB to him from time to time for the timely completion of the assigned services.

Any entity which has been barred by the Central Government, any State Government, a
statutory authority or a public sector undertaking, as the case may be, from participating in
any project, and the bar subsists as on the date of Proposal, would not be eligible to submit a
Proposal either by itself or through its Associate.

An Applicant Firm or its Associate should have, during the last three years, neither failed to
perform on any agreement, as evidenced by imposition of a penalty by an arbitral or judicial
authority or a judicial pronouncement or arbitration award against the Applicant Firm or its
Associate, nor been expelled from any project or agreement nor have had any agreement

terminated for breach by such Applicant Firm or its Associate.
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Minimum Required Staff to be deployed by the Bidder

Sr. | Assignment Auditors | Qualification
No. required to
Work
1 | Internal Audit Work | | 2 B Com
2 | TDS Retunes & Certificates (including | 2 I'B. Com
employees)
3 | GST Returns 1 B.Com
4 | External Audit Work ) 1 | CA
5 | City Finance Module 2 | B. Com
|6 Balance Sheet and all account finalization | 1 CA

Page 1B of 40
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TERMSOFREFERENCE

Section-2

Page 19040

. Scanned with OKEN Scanner



DR 1

e
| T3
e

The 74th Constitutional Amendment Act, 1992 (CAA) gave constitutional status to ULBs in India and
empowered them to function as local self-governments to provide good urban governance. One of the
many facets of improved good urban governance is maintaining a complete set of accounting records
to ensure accountability and transparency in all government functions. This necessitates all ULBs to
convert their existing accounting and financial management system 1o such methods which have

wide acceptance.

Subsequent to the 74th Constitutional Amendment, the role and functions of the ULBs have vastly
expanded. The Central and State Governments, as also other agencies, have been providing the ULBs
large sums of money to enable them to effectively discharge their duties and functions. The national
reforms agenda for the urban sector includes reforms in municipal accounting practices and
strengthening of financial discipline. As a step in this direction, it is proposed to introduce a system of
nternal Audit. Internal audit will assist in improving the accountability of use funds and provide a
deterrent to malpractice or mismanagement.

2. SCOPE OF SERVICES/WORK

Auditor has to cover the following activity during internal audit of ULB's accounts:

Internal Auditor should see the compliance of Punjab Municipal Corporation Act, Punjab Municipal
Accounts code and manual and related rules and regulations as well as related directives by the
Department. In its report, there must be a separate section for non-compliance of rules/directives of

the Department.

Report on compliance of Punjab Municipal Accounting Manual, Punjab Municipal Accounts Rules and
Punjab Municipal Budget Manual with special attention to the following areas:

e All Receipts to be brought to account
e Collections to be deposited into the bank on the same day
e Grant-related compliance

Report and quantify all major Own revenue losses and opportunities lost or missed, including in the
area of Property Tax, Rental of Municipal properties, Advertisement Taxes/Fees, etc.;

Check on audit trail of all collection of Taxes and Non-Taxes either through staff or outsourced agency
and report of any lapses in controls, if any, and also advise recommendations to strengthen the

prevailing processes;

Internal auditor shall also report on the presence or absence of a system of issuance of utilisation
certificate for the different schemes for any utilisation made during the reporting period; where there
is no system for issuance of UCs, the Internal Auditor report shall prepare Utilisation Certificate for

various schemes/grants as per the guidelines of such scheme.

Internal Auditor shall also provide support to the ULB management to improve the internal control
system;

Page 200140
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Internal Auditor should report instances of losses, failures, or inefficiencies and recommendations
and/or measures which can be taken to avoid their recurrence in the future.

Internal Audit shall cover all the payment related to contracted works, purchase bills, advances
refund of all kinds of work-related deposits, all kinds of consultancy fees and contingent bill of ULB
according to the rules and regulations as per Punjab Municipal Act, Punjab Municipal Accounts code

& manual.

Internal Auditors must be well versed with the Municipal Act and Rules enforced in Punjab state
before the start of the Internal Audit.

Auditor will ensure in each payment that terms & conditions of tenders and rate offers should be
according to procurement law and policies.

Auditor will ensure that Expenditure incurred is within the Budget provision allocated to a particular
head and prepare a monthly report of head-wise budgeted amount, expended amount and balance

amount.

Auditor will ensure that the fixed deposit and other funds should be in scheduled banks/Approved
financial institutions and should earn maximum interest at their gestation period.

Auditor will ensure that all the expenditure i.e. Construction work, Material Procurement, Electric
Bill, Telephone Bill, Diesel, Petrol, Vehicle Bill, House Rent, etc. is advised for payment only after the
process of internal audit.

Auditor will ensure that all the expenditure related to establishment i.e. Salary, Travel expenditure,
travel advance, etc. is advised for payment only after the process of Internal Audit.

Auditor will ensure that all the revenue receipts should be internal audited and bank entry should be
reconciled with cash & bank book.

Auditor will ensure that all the sanctioned advances should be internal audited and then advised for
payment to the dishursement officer.

Auditor will ensure that all the security deposit and earnest money deposited in tender/agreement
process should be deposited in the bank immediately. Similarly, refund of these security deposit and
earnest money deposit should be made in time.

Auditor will ensure that all kinds of tax deduction i.e. GST, Income tax, provident fund, etc. Should be
deducted from the payments as applicable, deposited properly and also should be properly recorded
in appropriate ledgers.

Auditors will ensure proper store accounting and physical verification of goods & materials in every
six months.

Auditor will ensure preparation of annual Budget and its approval from ULB Board.

Auditor will prepare bank reconciliation statement monthly with separate reporting on bank deposit
and interest carned.

Auditor will ensure that all financial reports should be updated monthly on the department’s website.
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Auditors shall ensure that all the observations and findings during the course of internal audit for
cach ULB should be furnished quarterly/yearly to ULB including detailing about the compliance

reports with pending reports, etc.

Internal Auditor should ensure the implementation of accrual-based double-entry accounting system

in ULB.
Any other areas/reporting/certification as may be required and directed by ULB.

It is expected that the selected Internal Audit Firm shall follow Standards on Internal Audit guidelines
issued by the Institute of CA Firms/Cost Accountant firms of India. (1CAl).

3. ACTIVITIES BASED ON SCOPE OF WORK:
With reference to the scope of work, the following activities are desired to meet the goal :-

The firm engaged for Internal Auditor will ensure that all the expenditure and receipt/income
excluding pay & allowances, telephone bill, electricity bill (these bills will be audited after payment) is
transacted only after the process of Internal Audit.

The internal auditor shall ensure that all the payment orders are made, bills are cleared and cheques
are issued only after the internal auditor certifies that the payment is in accordance with the Punjab
Municipal Corporation Act, Punjab Municipal Account code, Manual & Rules, scheme guidelines of
instructions, G.0s. Circulars, Department order.

The internal auditor shall also ensure that the resolution of Governing Body, which violates rule or
euideline, etc., the same shall be immediately brought to the notice of the Commissioner of the MCB.

The internal auditor should be well conversant with Punjab Municipal Act, Punjab Municipal
Accounts code and manual & Rules; with all the schemes/guidelines/circulars, standing instructions,

orders issued from time to time by ULB.

Objections, if any, shall be raised at a single point right in the beginning. The bills will be passed only
after the compliance of all the points raised by the internal auditor. However, raising fresh queries on
the same bill in its subsequent presentation shall be avoided. The internal auditor should present a

summary of objections raised at to the ULB regularly on a monthly basis.

It will be the responsibility of the internal auditor to carry out fast, prompt, accurate and correct
internal audit.

The internal audit should be carried out independently without any pressure from any of the offices.
The internal audit work should be carried out in an objective, impartial, and fair manner.

The appointment of internal auditor will be made from the date of awarding the contract and the
work of internal audit will start from the date mentioned in the letter of awarding the contract.

The internal auditor shall carry out the assignment in accordance with the highest standard of
professional and ethical competence and integrity as prescribed by the Code of Conduct and Code of
the Institute of Chartered Accountants of India, New Delhi, having due regard to the nature and
purpose of the assignment, and shall ensure that the personnel assigned to perform the services
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under this Agreement, will conduct themselves in a manner consistent herewith.

The internal auditor shall certify on all bills/vouchers that such bills/vouchers are fit for payment.
3.12 Any other areas/reporting/certification as may be required and directed by ULB.

4. DUTIES AND RESPONSIBILITIES:

As per the scope defined above following methodology is to be carried by the CA/Cost Accountant
firms.:-

Working at Municipal Corporation: - Minimum of 2-member team should be deployed at the
Municipal Corporation which consists of:

1 Audit Assistant who is having experience of 3 years.
Daily visit of Audit Assistant.
1 CA firm partner will visit the branch once in every week.

Note: - As per requirement MCB may increase the number of Audit Assistant.

5. AUDIT REPORT:

Quarterly Audit Report/ Annual Audit Report including Utilisation certificate for various schemes
should be structured as prescribed in Annexure-2

Utilization certificate on a cumulative basis for various schemes e.g. Central Finance Commission
Grant. State Finance Commission Grant, NULM, JINNURM, AMRUT, Smart City, SBM, Housing scheme &

Other schemes as may be required during the period of audit.

The Auditor should report the minor irregularities; wrong calculations, etc. to the Municipal
Commissioner/Executive officer/Special office immediately after detection so that the same may be

rectified on the spot.

All reports and documents shall be submitted to ULB and should be duly signed by
partner/proprietor of the firm. (Hard copy as well as soft copy in PDF format).

6. DELAYS IN THE PERFORMANCE

Timely submission (within one month from the end of the next Quarter) of the report as per the
provision mentioned in the agreement.

In case of delay in the implementation of the project and/or any delay in performance during the
contract period, the Internal Auditor shall be liable to any or all of the following actions:

(i) Imposition of Liquidated Damages.
(ii) Forfeiture of performance guarantee.
(iii) Termination of the Contract for default.
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If at any time with respect to the commencement of the project as required during performance of

contract the Internal Auditor may face difficulties impeding timely completion of the project under
the contract and/or performance of services, the Internal Auditor shall promptly inform the
department in writing of the fact of the delay within 24 hours and its causes and likely duration.

As soon as practicable, after receipt of the Internal Auditor notice, the department shall assess the
situation and may at its discretion extend the time for commencement and/or performance with or
without Liquidated Damages.

7.  LIQUIDATED DAMAGES

In the event of failure of the implementation of the project by the Internal Auditors per the provision
mentioned in the agreement, the Department reserves the option to recover liquidated damages, and
not by way of penalty, for late implementation from the Internal Auditor in the following manner:-

Sr.No. | Details of delay Liquidated Damage to be charged

‘ — —_— = = = = R 2 —_— =

" . 3 P y Q ' | ) M -
(i) For delay up to 25% of the implementation 2.5% of the Propasal price
Period
.y . ) ' ) )50/ Q )
(ii) Fordelayofmorethan25%andupto 50% of the 59 of the Proposal price

implementation period

- = —_— ———

(iii) Fordelayofmorethan50%andupto 75% of the 7.5% of the Proposal price

implementation period. !

(iv) Forthedelaymorethan75%ofthe implementation

10% of the Proposal price (maximum)

The aforesaid chargeable liquidated damages, if not paid by the Internal Auditor, would be
recoverable under the relevant provisions of Public Damage Recovery Act 1914 by the
Department /ULB.

8. DETAILS TO BE KEPT CONFIDENTIAL

The Internal Auditor shall treat the details of the agreement as private and confidential, save in so far
as may be necessary for the purposes thereof, and shall not publish or disclose the same or any

particulars thereof in any trade or technical paper or elsewhere without the prior consent in writing
of the department.

If any dispute arises as to the necessity of any publication or disclosure for the purpose of the
agreement the same shall be referred to the Additional Chief Secretary, Urban Development and
Housing Department, whose decision shall be final.
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The Internal Auditor or his representative should neither disclose the data nor sale the data or use it
for commercial exploitation or research work without the written permission of the Principal
Secretary, Urban Development and Housing Department.

9. DISQUALIFICATION

ULB, in its sole discretion and at any time during the processing of Proposals, may disqualify any
Applicant Firm from the Proposal process if:

Firms not meeting eligibility criteria.

Firms made misleading or false representations in the forms, statements, and attachments submitted
in proof of the eligibility requirements.

If found to have a record of poor performance such as abandoning works, not properly completing
the agreement, inordinately delaying completion, being involved in litigation or financial failures, etc.

Submitted Proposal which is not accompanied by required documents is non-responsive. Failed to
provide clarifications related thereto when sought.

Bidders, who are found to canvass, influence or attempt to influence in any manner the qualification
of selection process, including without limitation, by Proposing bribes or other illegal gratification
shall be disqualified from the process at any stage.

10. TERMINATION OF THE CONTRACT

The ULB shall have a right to cancel the agreement if the Internal Auditor commits a breach of any
condition. Breach of agreement includes, but is not limited to, the following;:

It is found that the time schedule of implementation of the scheme is not being adhered to,

The Internal Auditor stops work & such stoppage has not been authorized by the ULB. The Internal
Auditor may become bankrupt or goes into liquidation,

The ULB gives notice to correct a particular defect/irregularity and the Internal Auditor fails to
correct such defects/irregularity within a reasonable period of time determined by the ULB,

In case the Internal Auditor fails to carry out the instructions/orders issued by the ULB from time to
time during the currency of the agreement and fails to comply with the laws applicable in the State.

The Internal Auditor fails to deliver any or all of the obligations within the time period(s) specified in
the agreement, or any extension thereof granted by ULB.

Because of the breach of agreement by the Internal Auditor for any of the above reasons, the ULB

shall have the right to terminate the agreement and forfeit the security deposit and invoke the
performance bank guarantee.
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11. DISPUTE RESOLUTION

The ULB and the Internal Auditor shall make every effort to resolve amicably by direct negotiations,
any disagreement or dispute arising between them under the agreement.

If after 30 days from the commencement of such direct negotiations, the dispute is not resolved, it
shall be referred to the Deputy Commissioner of the concerned ULB District, where the decision shall

be final and binding upon both parties.

Pending the submission of and/or decision on a dispute, difference or claim or until the matter is
decided by the Deputy Commissioner of the concerned ULB District, the Internal Auditor shall

continue to perform all its obligations under this agreement without prejudice to final adjustment in
accordance with such award.

The ULB may terminate this agreement, by giving a written notice of termination of a minimum of 30
days, to the Internal Auditor, if the Internal Auditor fails to comply with any decision delivered by the
Deputy Commissioner of the concerned ULB District.
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FORM FOR TECHNICAL BID

Form T-1

To,

The Commissioner
Municipal Corporation, Bathinda Dear Sir/Madam,

We the undersigned, offer to provide the consulting services for [Insert title of assignment.] In

accordance with your Request for Proposal dated [Insert Date]. We are hereby submitting our

Proposal, which includes this Technical Proposal, and a Financial Proposal sealed under a separate

cover.

We are submitting our Proposal in individual capacity without entering in association with
orasaConsortium.\Weherebydeclarethatalltheinformationandstatementsmadein this Proposal are true

and accept that any misinterpretation contained in it may lead to our disqualification.

If negotiations are held during the period of validity of the Proposal, i.e., before the date
indicated in the Data Sheet, we undertake to negotiate on the basis of the proposed personnel. Our

Proposal is binding upon us and subject to the modifications resulting from Contract negotiations.

We undertake, if our Proposal is accepted, to initiate the consulting services related to the
assignment not later than the date indicated in the Data Sheet (Please indicate date). We understand

you are not bound to accept any Proposal you receive.

Yours sincerely,

(Signature of authorized signatory of

Chartered/Cost Accountant Firm and seal)
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FormT-2 BIDDERDETAILS

Name of Firm

2 |Date of incorporation of the Firm
a) |Address of bidder
b

Fax no.

(d) Email

(©)

a) |Name of authorized signatory to bid

W

~N
p

--I-
F
| —

b
N’

(1
() [Phone(Landline/Mobile)

Designation

—
—
l.

Fax

5 PAN of Firm

—
e
—

GST Registration No

7  |ICAI/ICWAI Empanelment/Registration number

Name, address, Tel No. Fax, email at which
communication to be sent in respect of bid

9 |Names of the present Proprietors/ Partners/Board of
Directors

(Signature of authorized signatory of Chartered/Cost Accountant Firm and seal)
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FormT-3

1. Similar Assignment Undertaken for the last five years

Departments of State/Central Government/PSUs/Other Govt. Undertaking /JULB Internal Audit/ULB

Accounting/ULB Audit Experience

Was the Assignment
Agreement

Assignment
Name successfully

Name of the No./Work Professional
Fees (Amount in

Department Order No. & Rs.)
Date

completed (with
date)

IS R N N

(Signature of authorized signatory of Chartered/Cost Accountant Firm and seal)

Note: Please attach copies of the work order/contract issued by competent authority from the client/

work compilation certificate in support of documentary proof.
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FormT-4
FINANCI:\LSTRENGTHOFT}IECIIARTERED/COSTACCOUNTANTFIRM

'-_

Year

Turnover (Rs. In Lakhs)

2025-26

2024-25

2023-24

Note :- Pl attach Audited financial statement for respective years.

(Signature of authorized signatory of Cha rtered/Cost Accountant Firm and seal)
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FormT-5
J 1 a . ' : : ) W A ) )

(Audit Assistant, Audit Manager
And Audit Assistant) (Please enclosed the supporting documents)

1. Proposed Position:

2. I R TN O S UL o s icriuiinss asn sramns vimih s nEE e S
3. Date Of BIFth: ..ccccceiesiissisiscsnase sorsoescosanssersssssses sosves sssareorasas sosssepsescsesmmoresssememsnremssers
5. Educational Qualification:

6. Membership of professional Associates:

7. Publications:

B. Employment Record:

(List all positions held by staff member since graduation, giving dates, names of employing organization, title of
positions held and location of assignments. For experience period of specific assignment must be clearly mentioned
along with certificate for the Audit Assistant,).

9. Summary of the CV

(Furnish a summary of the above CV. The information in the summary shall be precise and accurate. The information
in the summary will have bearing on the evaluation of the CV.)

Education:
(i) Field of Graduation and Year

(i1) Field of post-graduation/Professional and year

(iii) Any other specific qualification
Lxperience

(i) Experience in Urban Development Sector e, YQrs,

(ii) Experience in other Govt. Department/PSU/Bank et Ye2rs

(1) Total EXperience oo Years

Permanent Employment with the Firm(Yes/No): If yes ,how many years:
If no, what is the employment: Arrangement with the firm?.
Certification:

1. | am willing to work on the project and | will be available for entire duration of the project assignment and |
will not engage myself in any other assignment during the agreement of his assignment on the project.

2. , the undersigned, certify that to the best of my knowledge and belief, this bio-data correctly describes myself,
my qualitication and mmy experience

Signature of the Candidate Place

Date
Signature of the Authorised Representative of the firm Place

Date
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Form for Financial Bid FORM FIN-1

[Location, Date]

Municipal Corporation, Bathinda

To, Commissioner

Dear Sir/Madam,

We, the undersigned, offer to provide the internal audit of Books & Accounts of Municipal
Corporation, Bathinda for 3years in accordance with your RFP dated [Insert Date] and our Technical

Proposal. Our attached Financial Proposal is for the sum of Rs (In

WOTH oienississasssnssiiosnasnsaissssanssssanassausnnsrnenssnssssasasossasierssoss )

This amount is exclusive of the GST.

Our Financial Proposal shall be binding upon us subject to the modifications resulting from
Contract negotiations, up to expiration of the validity period of the Proposal,

i.e. before the date indicated in the Data Sheet.

No fees, gratuities, rebates, gifts, commissions or other payments have been given or received

in connection with this Proposal.

\We understand that, you are not bound to accept any Proposal you receive.

Yours sincerely,

(Signature of authorized signatory of Chartered/Cost Accountant Firm and seal)
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ANNEXURE1: CHECKLIST

Preliminary Check list for Bidders for Qualification Criteria

All the forms as mentioned in the table below have to be submitted by the firm in order to qualify in
qualification criteria.

— — _ —

l\lst;. Document
1 RFP Document Fee,(If downloaded from the site) I
| y * Processing Fee/EMD(As asked in RFP) - |
3 | Certificate of Incorporation/Empanelment with ICWAI and ICAI(As asked in RFP)
4 | Declaration of not being blacklisted/debarred
| 5 | Audited Balance Sheet for last 3 years(As asked in RFP)
. S S M— |
6 Audit or certified Profit Loss Statement for last 3 years
t— 7 * Annual Turnover Certificate(As asked in RFP)
8 All Technical Forms (Form TECH 1 to TECH 7, including work experience in form of
| | completion certificates)
| 8.1 | FORMTECH-1
8.2 | FORMTECH-2(PIl .enclose relevant supporting documents) |
B 3-3J _ FORMTECH-3(PL. enclose relevant supporting documents) e - |
84 | FORMTECH-4(Pl .enclose relevant supporting documents) |
8.5 | FORMTECH-5(PL. enclose relevant supporting documents)
9 Financial Form — - B L
9.1 | FIN-1 _ : —
IQ , Goods and Service Tax Registration (_P_l_._?nclosu relevant supporting documents)
11 | PAN(PL enclose relevant supporting documents)
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ANNEXURE-2

Internal Audit Report of(Name of ULB),

For the period from to Internal Audit conducted by

(Write names of Auditors)

Report Issued on
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Introduction Executive Summary
e Name of the ULB

e Period covered under current audit

e Name of Municipal Commissioner/Executive officer/Special Officer for the period under Audit

Results and Findings
e Strengths observed during the audit engagement.

e Weaknesses observed in the functioning of office, maintenance of records etc. observed during the
audit engagement.

e The comment sunder the two categories should summarize reach significant Audit observation in
the order of materiality. The summary should be as brief as possible and draw on the observation
under the Para on Consequence/ Effect/ Impact of each Audit observation. It should also include a

summation no outstanding statutory and internal audit observations.

Opinion

e Overall opinion of Audit Team about the function in go fULB.

Audit Recommendations

o The recommendations of Audit Team on the observed weaknesses. This could be presented in a box
of highlighted print.

Comments from Management

e This should also include local management’s action plan for resolution of the issues and
compliance to the internal auditor’s recommendations and suggestions on the areas of process

and control weakness/ deficiency.

Acknowledgement

e This section could acknowledge in brief the cooperation, acceptance of the criteria/ findings and
recommendations by the ULB (or othenwise). The observations should be stated in a factual and

not in the form of an opinion.
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Detailed Audit Report
1. Introduction

The Internal audit of (NAME OF ULBu e veeereeeceeceseesseessssssnessesssesaenns ) covering the period from
to was conducted by following persons under guidance of

Chartered/Cost Accountant Firm_:

I. Shri .
1. Shri R
2. Administration

The present body of the ULB has taken charge on
administrative and executive positions were as under:

.The incumbency in the key

Shri May or From to Shri
Commissioner/Executive Officer From___ o
3. Review of outstanding audit paras: Status of Audit Observations is as under:
| Total No. of ' ]
Audit Paras l
' , Total No of | Total No. of
S, Audit Paras | Audit Paras| Total fetalNa. of N
Particulars | Total No. necessary 3 b N . ? outstanding 0. &
S. lofauditand Of Audit | improvement | where : where mnrunl sath where dated of
recovervyo recovery 0 .
No date of Paras. / Corrective B, N i action complianc
report cash is has been | Recovery has be ereport
measure is proposed made S PR
required taken
— b l _ |
1. '
4. Finance
. Budgetary provisions and expenditure for the last three years
| T " 1
Year 20xx 20xx 20xx

Final/Revised Budget

|

| Actual Expenditure

Savings (+)/Excess (-)
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Cumulative for the
current Year

1. Volume of transactions
Corresponding
Previous Year _
Bud ’ . ) Period of Previous Current
rele ‘or one year
Period udgeted | ( ) Year Period
h —_— - + = —— + &
Opening balance

Receipts

Total

4 —

Net expenditure

Closing balance

I1l. Bank reconciliation

(Instructions: Simply write "Reconciled and balances tallied "if reconciliation done satisfactorily.

Report the difference in balances where they differ).

V.  Revenue Receipts

Corresponding| Current :
; Previous Year Cumulative for the
Period Budgeted Period of Period
(For one year) current year
Previous Year
b e - — - + + - * L
[ Own source [ I - . .
Property Tax l | 1 _ | *
Assigned Revenue
+ -— + - * e R — — 1
Others (Fee& User Charges)
b - - \ 2 ¥+ —_— —— % 3 -———————— —————
(b)Administrative grant
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V.  Status of implementation of Double Entry Accounting System

VI.  Status of Municipal Accounts Committee; if meeting is held

5. Audit Observations
l. Part-A
All Audit objections/ irregularities which has monetary implication, particularly in following are as

A.  Leakage of own source revenue either due to wrong assessment or non-levy of property tax,
mobile tower tax, rent on municipal properties, advertisement tax, fee etc.

B. Excess payment against bill, lack of prudence in payment against voucher, inefficiency in
controls resulting loss to ULBs.

C. Reporton findings of field survey of Property Tax of minimum 20 high value properties

1. Part-B

All Audit objections/ irregularities which has no monetary implication, but significant violation of
Act, Rules & directives of UD & HD. Mention the reference to Act & Rules where in remedial measures
required. In this part auditor should report in respect of

A.  Non-maintenance of books of accounts, subsidiary registers

B. Irregularity in procurement process

C. Non-compliance of directives by UD & HD, GoP

D. Non-compliance of Act & Rules

E.  Lackofinternal control measures

F.  Non-compliance of TDS, GST and other relevant Statute

G. Deficiency in pay-roll system

H.  Utilisation of Grant and report on missing Utilisation Certificates
. Physical verification of inventory/stores

). Advances, their adjustment & recovery

K. Any other matter as may be prescribed in due course.

[1. Part-C

General Observations: Auditor should report the deficiencies noticed during their audit and
recommend ULB management to improve internal systems.

Fach Audit Observation under Part-A should be structured as described below
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Audit Objective: To which Audit Engagement objective does this observation relate?

Criteria: What should exist? The rules/regulations/procedures/ expectations are the basis
against which Audit evidence is compared.

Condition: What exists? The condition identifies the nature and extent of deviation from the

criteria i.e. deviation from what should exist. This should be supported by factual evidence. A
statement of condition would be formed on the basis of Auditor’s comparison of actual evidence

against the appropriate criteria.

Consequence/ Effect/ Impact: What effect did it have? The effect establishes the actual or
potential impact of the condition and can be both quantitative and qualitative. It is the likely effect/
impact which would determine the significance of the condition.

Cause: Why did it happen? The possible or likely reason for the difference between the expected and
actual condition.

Corrective Action/ Recommendation: What should be done? The actions suggested or
required to correct the situation and prevent future occurrences.

Wherever possible, the audit findings should be accompanied by graphs and charts to improve
they is liability of the analysis and findings. Photographs could also be used as corroborative
evidence.

References: This section should list all material utilized and referred to in developing the
Internal Audit Report.
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Sub: Appointment of Chartered Accountant/ Cost Accountant Firm for internal audit of Books
& Accounts of Municipal Corporation, Bathinda

The RFP document for the above said work has been prepared as instructed may please allow to float the bids.

Resolution for the same shall be got approved once price bids are opened.

For approval please.
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