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PREAMBLE

KAMARAJAR PORT LIMITED formerly known as ENNORE PORT LIMITED was declarasl a
Major Port under Indian Ports Act, 1908 througheatral gazette notification dated@®larch 1999.
Deviating from the conventional form of organisationder Major Port Trust Act, 1963, the Port was
incorporated as a Company on 11th October 1999rihdeCompanies Act, 1956 named'BSINORE
PORT LIMITED” with an Authorised Equity Capital of Rs.500 croresake over the management and
affairs of the newly constructed Port at about & lnorth of Chennai Port. Further the Port has loeen
named to Kamarjar Port Limited.

The new Port was constructed by Chennai Port Tasigter the directives of Government of India and
intended to meet the coal requirement of thermalgucstations of Tamilnadu Electricity Board (TNEB)-
now renamed as Tamilnadu Generation Power Compamited (TANGEDCO) located at Ennore,
North Chennai, Mettur and other upcoming new postations being set up by TANGEDCO and its
associates.

The initial phase of the Port was developed withirarestment of Rs.1000 crores financed partly by
Chennai Port Trust and partly by Asian Developnizamk (ADB) intermediated through Government of
India as a rupee loan. The assets and liabilitteh® newly constructed Port were taken over from
Chennai Port Trust through an MOU signed of Bthrch, 2002. Part of the initial investments mage
the Government of India and Chennai Port Trust wereverted into an equity capital of Rs. 200 crores
and Rs.100 crores respectively and their balan@stments were treated as loan to the Company.

The commercial operations of the Port commence228hiune, 2001.

The Company has adopted ‘landlord port businessethadherein the Company would invest and
maintain the common infrastructure facilities lik@d procurement & development, capital dredgiad, r
& road connectivity, etc apart from regularity filoos. The day to day operations of cargo operat&n
handling are left to the Captive and private opmgaselected through Public Private PartnershifP{PP
internationally competitive bid basis. Besides #imve, most of its obligations and services areedon
through ‘Business Outsourcing’ model. The Compangiso functioning as a Port Service Provider.

The purpose of the Accounts Manual is to desctilgeftinctions of finance & accounts Department, its
principles, systems and procedures for the compargs to ensure compliance to regulatory and also t
provide guidance to the staff of the Accounts depant the systems and procedures described here,
considering the existing operations and practieaglbped over a period of time.
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Introduction

This manual has been prepared to document thenaitAccounting Policies and Procedures
(herein after referred as “IAPP”) for Kamarajar Pladmited.

The main purpose of compiling this manual is toueasthat financial statements are in

conformity with generally accepted accounting pptes, that finances are managed with

responsible stewardship and Company’s assets fegusaded. All personnel with a role in the

management of Kamarajar Port Limited’s fiscal opers are expected to uphold the policies
pointed out in this manual. It is the intentiontb& Company that this IAPP shall serve as our
commitment to proper, accurate financial manageraedtreporting.

This IAPP shall also act as a Standard of Proced(8®P) in the Accounting Section of the
Company as it also describes the functions of Fieand Accounts Department so as to ensure
compliance to regulatory requirements and alsoréeige guidance to the staff of the Accounts
department the systems and procedures described dmrsidering the existing operations and
practices developed over a period of time.
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MAIN FUNCTIONS OF FINANCE & ACCOUNTS DEPARTMENT

The main functions of the Finance and Accountsdbiepent are:-

|>

Revenue SectionExamining proposal for fixation or revision of TarAssessment, collection
& accounting of Company’s revenues. Raising of Bblased on the Inputs available from the
Operation/Traffic Department and Authorization lné same.

|

Bills/Payment Section:Pre audit & payment of bills for works done by tawtors and supply of
stores and administration expenditure and othataélworks.

|©

Corporate Accounts & Taxation: Compilation of accounts - monthly, quarterly, hadfarly and
annual accounts as per prescribed accounting stisidaomputation of Advance Tax, Service
Tax, Sales Tax, Cess, etc and timely compliance alitthe tax authorities’ bodies.

|

Budget & MOU Section: preparation of Budget Estimates — Plan, Non-Plad Revenue
Budget Estimates annually and monitoring thereafin@ilation of annual MOU & periodical
report thereon.

|rm

Financial Concurrence: Examining and commenting upon all proposals invgvfinancial
implications. Examining the feasibility and economiability of major projects/works, scrutiny
of work estimates and tender proposals.

|

Cash & Bank Section (Based on DOP)Funds mobilization, Preparation of periodical Cash
flow Statements, Bank Reconciliation StatementshCsa Bank accounts management including
short term investment of surplus funds, debt sergiqcash receipts and cash payments)

|

PPP & User Agreement Day to day operations of cargo & handling aretefthe Captive and
private operators selected through Public Privaténership (PPP).
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A. Revenue Section:

1. Types of Revenue
The principal sources of income of the company are:

a) Vessel related charges
-Port dues
-Pilotage
-Berth Hire charges
-Anchorage charges
b) Wharfage on various cargo
c) Waterfront royalty
d) Estate rentals including licence fee / lease rental
e) Revenue share from BOT concessionaries
f) Miscellaneous services
g) Miscellaneous income including interest income edron short term fixed deposits.

No services are rendered without pre-payment ofgesa as per the Scale of Rates or as
per the agreement or MOU or MOM entered with respegarties.

2. Scale of Rates

(a) The charges for services which the Port is preptoveénder to the Port users/Public
and the conditions attached to the services argitednand published by the company
as EPL’s Scale of Rates. The publication of tlliswent is attended to by the traffic
in charge in Operations or Commercial Departmehit. proposals for amendment to
the rates and conditions in the Scale of Ratesmiagtbe required including periodical
general revisions are dealt with in this Sectiorarordination with the assistance of
the Accounts Department, as well as the other degats. On final approval of the
rates / amendments by the Board and notified tfterda the company’s official web
site and issue trade notice to all concerns.

(b) The Traffic Dept. also attends to correspondencealbmatters connected with the
Scale of Rates including Government and Inter-Bortespondence. In addition, all
legal matters connected with the Scale of Ratedegal claim etc., are also attended
to by this section.
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1(a). Vessel Related Charges

Port dues, Pilotage, Pilotage Detention Chargeg, Hiwe Charges, Birth hire charges
and Anchorage Charges (Charges levied on vessels)

Port Dues and other Vessel related Charges aredeas per SOR of the company and
further SOR are revised based on the Boards Approva

The rates and conditions for the same are prestubder various chapters of the Scale
of Rates. The main service charges in this regaedPort Dues, Pilotage Fees, Berth
Hire and Anchorage Charges.

Deposits are recovered towards the above chargestfre Steamer Agents, prior to the
arrival of the vessel according to the service nesplired by them. The deposits are
made through Marine Dept In cases of prolongeg atéhe vessels than the one already
estimated and additional services are needed, efurdieposits are also made by the
Steamer Agents.

After the sailing of the vessel, Deputy Port Coxa#ar prepares and forwards the bill for
actual charges direct to the Steamer Agents witomy to the Accounts Department.

The bills received in the Accounts Department agstered in the Bills Abstract and the

deposits already recovered are adjusted with aatbatges and the balance, if any
refunded. In cases where the deposit secureduisdfghort, further recovery is made

from the Steamer Agent concerned. The adjustmedtie$ are made through the register
maintained for the purpose.

1(b). Wharfage

I. Composite Rate for TANGEDCO (formerly TNEB): In respect of thermal
coal shipped by TNEB through CB-1 & CB-2, compostdée is leviable as per
the MoM dated 10.12.2001 entered into with TNEB.

il. Wharfage for Automobile units In respect of automobile units handled at Car
cum Genaral Cargo Berth (GCB) rate for all servimesargo connected with the
shipment is leviable as per SOR / agreement / Moldred into with respective
port users. Their charge is recovered on the effpmort applications based on
the number of units declared therein, subjectnalisation after the shipment as
per the Bill of Lading for Import/ Bills of Shippinfor Export.

iii. Wharfage for Project cargo / general cargo In respect of project or general
cargo for handling at Car cum Genaral Cargo B&BGE) rate for all services on
cargo connected with the shipment is leviable asS#®R / agreement / MoU
entered into with respective port users. Their gbhars recovered on the
export/import applications based on the tonnagaubrc volume declared therein,
subject to finalisation after the shipment as perBill of Lading for imports/Bill
of Shipping for Export.
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1(c). Waterfront Royalty —

It means the amount payable by the Licensee to tlen&ar, per ton of cargo
handled at the Port, based on the actual cargaghputs achieved and to be paid in
accordance with Scale of Rates specified.

1(d). Lease Rental from BOT Operations and other kesee:

Lease rental from BOT Operators are recoverablereggilated by Lease
Agreement entered by the parties to it. These lagesement shall be the base record for
raising of necessary advise and also for accountimgvenues by the port.

1(e). Revenue share BOT concessionaires

Revenue share from BOT concessionaires are redueeaaa regulated by relevant
provisions contained in the respective concessigreeament. The Operation/Traffic
Department will send necessary advice to Accountspadtment with suitable
endorsements furnishing necessary data for recadergvenue share and other services
provided.

1(f). Miscellaneous Services

When additional dues, e.g. demurrage, cleaninggelsarwater charges, etc. are
found recoverable, necessary advice will be senAdoounts Department by Traffic
Department with suitable endorsements furnishingesgary data for recovering of such
additional charges. Delivery or shipment shall betallowed until all the charges due
for the Port are prepaid.

Miscellaneous Income:

The miscellaneous income of the company comprisaslynof interest on term
deposits with the banks, proceeds from disposakcadp, applications fees, tender form
fees, dividend, Shooting Charges and penaltiessete from suppliers/contractors, etc.
these receipts will be accounted for under the eetse detailed heads under
“miscellaneous income”.

A separate register will be maintained for the teleposit to watch the receipt of
interest, deduction of TDS, Obtaining TDS Certifecand also encashment or renewal of
deposits.

Disposal of scrap will be as per company procediine concerned department
will conduct the auction or invite tenders for teasaterials. Tender/bid amounts will, on
realization, be credited to account — “disposa@hpped/used materials”.

Fees, if any, along with applications under RTfaremployment are received by
postal orders. Personnel department will prepalist and forward it together with the
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postal orders to account for preparation of theeigcvoucher to account for the
transaction and sending the same to cash sectigadeiving the money.

Dividend receipts from the investments made bydbmpany are reviewed and
Revenue generated shall be accounted separately.

Shooting Charges shall be charged based on Boafirettors approval and
guidelines given from time to time from Board.

Documenting of Revenues/ Invoicing

All the revenues generated are Accounted by the Joint Executives and Reviewed by
Executive and Executive incharge. A copy of Revenue Bills shall be serially numbered and also a
reference for the accounting code with corresponding number should be marked.

The company should maintain all the copies properly filed and stored separately for
further verification and audit purposes.
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Following are the Types of Income earned by thegaomy and account head to be used by the
Joint Executive —

TYPE OF REVENUE ACCOUNT HEAD
1. Composite Tariff on Coal TNEB Composite Tariff Income
2. Vessel Related Charges
A. Port Dues Port Dues Income
B. Pilotage -
i. Pilotage Fees Normal Pilotage Income
ii. Pilotage Shifting Pilotage - Shifting Income
iii. Pilot Detention Charges Pilot Detention Charges Income
iv. Pilot Cancellation Charges Pilot Cancellation Charges Income
C. Berth Hiring Charges Berth Hire Charges Income
3. Cargo Related Charges
A. Wharfage Wharfage ( Respective Head) Income
B. Demurrage Charges Demurrage Charges Income
C. Hire Charges -
i. Tug Hiring Charges Tug Hire Charges Income
ii. Pilot Launching Charges Pilot Launch Charges Income
D. Mooring Launch Charges Mooring Launch Charges Income
4. License Fees for Allotment of Space Licensee Office Space Income
5. Way Leave Charges Way leave charges Income
6. Removal of Solid Waste Removal of Solid Waste Income

7. Revenue Share

A. CICTPL Revenue share from CICTPL
B. MLT Revenue share from MLT
8. Lease Rental Income
A. MLT Land Lease Rental - MLT Income
B. Coal Land Lease Rental - Coal Income
9. Estate Income Estate Income
10. Bank FD Interest Interest Income on Bank FD
11. Cash Collection in Port Personnel & Vehical Entry Pass Income
12. Dividend Dividend Income
13. Sale of Tender Documents Sale of Tender documents Income
14. Water Charges Water Charges - KL Income
15. Profit on sale of Fixed assets Profit on sale of Fixed Assets
16. Other Incomes Sundry Income
17. Shooting of Films Sundry Income
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Works/Bills Payment Section :

The Operational functions as well civil works arada on Contractual basis. All the
main operational activity of the port is being autsced and reviewed by the management.
This Chapter deals with the basic procedure fastrakent of work/contract, completion of
work order and abiding by the contractual termagcgan of bills, certifications, and release
of payments with appropriate terms.

WORKS CONTRACTS

Work contracts will either be for construction afildings, sheds, laying pipe lines,
fabrication/erection works, construction of jettyharves, etc, road & rail or for repairs and
maintenance.

Sanction of Works Estimate:

The user department, i.e. Marine, Operation/Trafétc. prepare annual budget
estimates under Revenue Account and Plan & Non-¢dpax works and finance department
will compile obtain the approval of the Board. Sefuent to the approval of the Board,
proposals for execution of works for which provisibas already been made together with
the estimate will be received from indenting depa&mt. Such proposals and the estimates
will be scrutinized by Finance Department and thseovations made and the competent
sanction required to be obtained will be accordetthé note file. In the case of urgent nature
of works or works for which no provision is availatn the approved budget, proposals will
be sent to CMD, who will appropriate / sanctiongach items / proposals.

Opening of Tenders:

All tenders shall be dropped by the tenderer inréspective Tender Boxes provided
at the designated places within the time limit priggd. If the tenders are received by post,
the same shall be deposited in the Tender Box.

At the scheduled time of opening the tenders,haltenders will be taken out of the
tender box in the presence of an Accounts repraseat All the tenders will then be opened
by the Indentor in the presence of Accounts remptesi@e and such of the representatives of
the tenderers who are present at the meeting arthoazed representatives of firms, who
have actually submitted tender and paid EMD inglescribed form, will be permitted to be
present at such openings.

Tender processing:

All tenders will be initialed and dated on everygpaof tenders by the Indentor and
the Accounts representative. All corrections additeons in the tender document should be
attested by the above Officers. Any omissionshimuld be recorded at the appropriate page.
The rates quoted by the tenderers will be readt@muhe authorized representative of the
firms.
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Tenders will be tabulated by the concerned indentwlicating the tender's name,
guantity offered, rate quoted etc. Comparativeestaints incorporating the above details will
be drawn and submitted to the Tender Committeepéasthe DOP or such committee
constituted by the competent authority) for finatian of the award.

Award of work:

When sanction of the competent authority is reakitiee successful tenderer will be
advised by LOI and asking them to furnish Perforogauarantee / deposit to enable
Contract Agreement. In the meantime, the agreefioems embodying general conditions,
special conditions and the schedules to the cdnivdicbe prepared and got vetted by the
Finance Department.

Checking / passing of Bills:

The bills received from the Contractors/ Suppliersthe work done/supplies made,
are sent by the Indentor / user department to theoédnts Department along with the
relevant certificates / measurement entries, recenaation and particulars regarding the
recoveries to be made in the bills towards secui#yosit, supply of water / power, etc. for
pre-audit and payment. The correctness of thenslas checked up with respect to the
entries made in the measurement sheet and at the aad conditions specified in the
Agreements / work order.

In general, Cashier will scrutinize and gets vedfby Joint Executives—

i) that the name of the contractor /suppliember and date of the order / Agreement
are entered in the bill.

i) that the entries in the measurement shedyre@dered and are made in time.

iii) that the contents column in the measuremee¢tshas been properly filled in with
respect to the recorded measurements.

iv) that the rates claimed are in accordance thighrates agreed to and incorporated in
the agreement /work order, etc.

V) that the work carried out by the contractas been measured and check measured by
the competent authority and entries to that effieste been made in the measurement
sheet.

Vi) that in respect of running account bills, #igstract has been made out correctly
taking into account the work carried out / paynmaatle upto previous bills.

Vii) that the signature of the contractor has be#ained in the measurement sheet as
token of his acceptance of the measurement made.
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viii)  that in case of final bill necessary endorsemerst b@en made by the competent
authority to the effect that the work has been detegd satisfactorily.

iX) that necessary bills have been raised foseNices rendered by EPL and recovery
effected from running bills and proper recoveryniade for all advances.

X) that the contractor has paid the initial S#gudeposit either in the form of BG or
remitted by cash as the case may be. The recafeaglditional security deposit
wherever necessary is effected as per terms ofamint

Xi) that the BG submitted by the contractor igfs&l as to whether the same is in order
as per the proforma, etc. The BGs received ane ¢émeered in a register and their
renewal /closure watched then and there.

Xii) that in case of escalation, the rates existedhe time of tender and the rates
prevailing for the months for which claims are sufiyeal, are verified with reference
to the terms of the contract.

xiii)  that in respect of final bill whether necessary adtim / corrigendum have been
executed by the contractors for any additional weoekision of rates, quantity, etc.

xiv)  that in case of final bills, necessary confirmati@ad from the respective HOD as to
the corrections of up to date quantity, amount p@doveries to be effected, etc.

Payment of Contract Works Bills

All cases of works contracts either on capital acte- Plan & Non plan, all payments to
contractors including advances will be made bydteporate finance. Payments for Repairs
and Maintenance Contracts will also be made bytiporate finance.

The procedures for receipts of contracts and cotara bills and control of these documents
will be similar those for receipts of purchase aogpliers’ bill.

Besides the general checks as in the case of sugphills, the bills will be specifically
checked against:

(i) Certified measurements/certificates of work éon

(ii) Certified materials issued (were ever providedhe contracts),

consumed, returned and recoverable statements.

(i) Certified statements of services providedhe contractors.

Whenever the contractors provide for deduction péaentage of the value of work done by
way of security deposits, these deductions willlb@de and credited to account code -
“security deposits”.

As in the case of suppliers bills, records of alyments including advances, material issued

and adjustments and work done will be kept on #ee fon the contractors or in separate
register of contracts.
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Payments to the contractors for capital work wél debited to the relevant account codes —
“Capital Work in Progress”. Payments to the contrecfor repair and maintenance will be
debited to the relevant account codes under cleasdn -‘repairs and maintenance or Civil
Maintenance or any other suitable codes required”.

Advance paid to the contractors for both capitatkscand repairs and maintenance will be
debited to a account code — “advances to contimetad suppliers”.

Overriding Clause:

Further this is to note that any ambiguity in ca&orks contract and accounts manual,
Works manual will prevail over the accounts manual.
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Purchases

1. For regulating the payment of suppliers claims,cpase accounting section will
receive the following documents; (I) Purchase ad®0S) (II) Goods receipt notes
(GRNS) (ll) Bills of the suppliers.

2. All the three sets of documents are controlledugloserial numbers given to them.
The control serial numbers are given for P.Os aRMG in the indenting department
and the stores respectively whereas in the casapgliers’ bill the same is given in
the purchase accounting section.

3. GRNS are not raised for supply of capital equipmantl purchases made by
administration department. In these cases, cextdeof receipt / completion will be
recorded and sent to purchase accounting sectidgimebyepartment concerned.

Purchase Order

Purchase orders will be received from the purclteggartment. On receipt, these will be
checked for the number of financial concurrenceom@dhere on and then entered in the
register of purchase orders. Purchase orders airdatinendments will be filled vendor wise.

Goods Receipts Notes

GRNs will be received through the stores ledgepke¢hese will be filled vendor wise.

Receipt of Supplier’s Bills

The suppliers send their bills direct to the pusehaccounting section. In case of progress
and final payment, the bills will be supported bypglier's copy of GRN.

A control register of incoming bills will be maimted in the purchase accounting section to
watch their disposal. On receipt, the bills will éatered in the register and the serial no after
the register and the dates of receipt will be natedhem. Disposal of the bills also will be
noted in the register as soon as these are pags@dyment of returns to the supplier for
rectification/clarification, etc. no bill will bedpt pending for more than a week.

A weekly report of outstanding bills will be subteid by the purchase accounting section to
the head of the finance and account departmengatith reasons for daily in their disposal.

Advances to Suppliers / Contractors

Generally NO advances will be given except in sgdezircumstances or proprietary nature of
supplies or contracts.
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Advances to the suppliers / contractors are ofdhewing kinds:

(i) 10% of total value of supply or contract as Mislation Advance payable along with the
placement of order against submission of equivadembunt of bank guarantee or as agreed
upon.

(i) 90 to 100 percent payments against proof gpdich of supplies and certification form
concerned department on receipt of such serviceaberial in good condition.

Where advance payments are provided in the purbhadeorders, suppliers’ bills will be
checked with the terms thereof. In case the suigpéiee required to furnish bank guarantee/
indemnity bond to obtain the advance, purchaseustiogy section will be forwarded to cash
section along with the payment vouchers.

All advance payments to suppliers including thossdenfor materials received subject to
acceptance, will be debited to appropriate accocode -"Advances to contractors/
suppliers”.

The advances paid will be noted on the relevanthmasge orders and will be adjusted as per
the agreed terms. Where an advance payment hasrbaée against proof of dispatch,
adjustment will be on receipt of material. The atljpents also will be noted on the purchase
order.

Verification and Payment of Supplier’s Bills

1. Suppliers bills will be verified and passed witlherence to purchase order and GRNs
and cheeked as to rate, quantity order quantitgived and quantity accepted.
Calculations will be checked.

2. If the relevant GRN has not been received, thewiillbe kept pending. In case a bill
is not correctly priced but is otherwise matchethwiurchase order and GRN, the
bill will be corrected and passed. Similarly, ib#él is not correctly calculated but is
otherwise matched with PO and GRN, it will be cored and paid.

3. The bills received from the suppliers may be (ajt gapply and (b) full supply.
Where a bill is for complete supply, an endorsenntull supply by a stamp —
“supply completed” - will deface the purchase orderthat any excess supply bill
may be not passed without obtaining an amendmeletr o extend of excess supply.
In case of part supply bills, the purchase ordexxaless supply. In case of part supply
bills, the purchase order will be endorsed with dbantities accepted will be kept so
that any excess supply can be detected. With gpeot of final supply, the stamp —
“supply completed”- will be affixed on the purchaseler.

4. When a bill is passed for the payment, the rele@RN will be stamped —“paid &
cancelled”.
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5. Details of all bills passed will be extended asiib number, quantity and value on
the back of representative purchase order.

6. Advance adjustment will be done at the bill passtage. Advances paid earlier will
have been recorded on the reverse of the purchidse and will be adjusted earlier
wholly or in part, as per the term of the journalgher and on the purchase. A cash
disbursement journal voucher will be presented dach of the bills passed for
payments and sent to the cash section along watlhith Where the GRNs have been
priced and accounted for, the amount of bills pddee payments is debited to
account code — “Liability for goods received”. Hoxge, in case of capital equipment
where GRN is not raised, the amount will be debitedaccount codes under
classification group —“capital work-in-progress’hd liability is cleared on payment
to the suppliers.

Capital Items

Purchase order for all capital equipments will becpssed and issued order will
be made by Head of Department and further appréwethe board. No GRN will be
prepared for capital equipments. A copy of the pase order will be sent by the units
receiving the equipments to the purchase accousgntgon with supplies bill along with
a material verification report and inspection natsout the satisfactory supplies for
processing and payment.

Electricity, Water & Fuel

Services like electricity, water, fuel, etc areabéd either from electricity boards
or other bodies. Bills for these services are kemkiin the operation/Traffic/
administration department. Finance Department eelitify based on the Value of the
bills as to the unit consumption and calculatidds.receipt in the accounts, the bills will
be checked mainly for correction of rates charged being in conformity with the
agreements; method of computation also will be kbeécPayment made to the electricity
boards and other bodies will be debited to the veele account codes under
classifications -“services”

Lease Rent for Equipment/ Other Equipment Rentmg@lder Hire Charges

Contracts agreements for taking the equipments easel /hire and use of
computer on hire will be entered into with the apal of the competent authority.
Copies of these contracts / agreements will bedosted to accounts where these will be
checked and filled like the purchase orders/ workgracts.

Bills for lease rent, equipment rent, hire chargts will be received by the user
department who will verify the use and certify thiéds being in accordance with the
terms of contracts /agreements and forward to atso®n receipt in accounts, the bills
will be checked as to calculations etc. as wellvils the terms of contracts/agreements.
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The payment will be debited to the account “lea=t for equipment”/ “other

equipment rental”, “computer hire chargers” / fodf equipment rental” as the case may
be.

Temporary Advances:

Advances will be given to the officers (authority epartmental heads with the
approval in finance) for specific purpose for urgespairs/urgent purchase/other jobs.
These advances will be debited to the accountmgteary advances for expenses”. The
officer receiving the advance will submit the experstatement within the time limit
prescribed. The statement will be checked in adsoand a cash payment or receipts
vouchers will prepared for balance payment to m@able by the officer.

Consultants’ Fee / Leqgal Fee and Expenses:

A sanction for utilization of services of consulisifegal experts etc. will be given
by the competent authority. The consultants’ bildl be certified by the concern
department along with a copy of the sanction tooants for payment. Bills for
reimbursement of expenses will be supported by Wexsicertificates. For advance
payments, the department concerned will send aroaglpnote to the accounts. The bill
be checked against the sanction and passed forgray@n payment, the amounts will
be debited to account — “professional fees andresqe®/ “Legal fees and expenses”.

Expenses incurred in connection with legal proaegsli execution of power of
attorney etc. can be met through imprest also.

Postage:
Postage deposits for utilizing franking machinel viié kept with the postal

department and the deposit reimbursement as and reheired. Actual expenses will be
charged off on the basis of consumption.

Fire, Theft and General Insurance:

Bills of payment of premium will be receive in theser/stores/administration
department which will certify the bills and sendaiccounts for payments. Premium paid
will be debited to account — “insurance”.
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Local Purchase:

Local purchases of material/spares parts will belefar operation purpose and
only in use of urgency when such material/sparesnat available in the stores. These
purchases will be made from the imprest held bydéyeartmental officers. The bills and
expenses summary will bear the certificates ofipesef material, non-availability with
the sores and urgency. On receipt of the expensgnany, accounts will check these
certificates, reasonableness of the prices of pemchase and calculations of the bills.
The expenditure will be debited to the relevanbaot code.

Rent / Hire of Premises / Houses:

Certified bills will be received in accounts frorhet concerned departments.
Payments will be made after checking with the agesd in question.

Miscellaneous Repairs:

The department concerned will issue a work orderagpproval of the competent
authority. A copy of the work order will be sentdaocounts. The bills of work done will
be submitted to the department concerned who welify and certify satisfactory
completion of the work done. On receipt of the biim the department, account will
check it with the work order and pass it for paytsern the basis of certified recorded.
The payment will be debited to the relevant accaones.

Audit Fees (Other Services):

A letter will be issued, with the approval of thentpetent authority, to the
auditors. On receipts of their bills, these will tleecked with the letter of engagement
and passed on that basis.

Miscellaneous Expenses:

Miscellaneous expenses like local purchases oftipgnand stationary,
advertisement and publicity, entertainments, baks periodicals, running expenses of
vehicles and sundries will be met from the imprest.

Outstanding Liabilities:

Outstanding liabilities will be provided at the eoftthe year for accrued expenses
for electricity, telephone and any other expenskghvare not accounted for on accrued
basis.
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Contractual Purchases;

1. When the normal cash disbursement procedumnevofce, etc., is not appropriate, (i.e.,
petty cash) the payment shall be done through Cbegkfunds transfer and for the approval
of such voucher and signature of authorized persontghe checks or request for E-funds
transfer note, the authorized persons shall veh& voucher, bill and the print out from
accounting software showing the accounting entsged for such purchase/expenses.

1. Approved check requests or E-Funds transfer regsésiuld be sent to the Executive for
release of payments.

2. The Company is in a practice of outsourcing allwmeks and hence in all the cases there
are contracts which legally binds the Company. ldeiicbecomes very important to
check whether invoices are raised by the vendmsdan the contracts entered into.

3. After receipt of invoices from the vendors andlsatent of the same, the bills and cash
receipts from vendors shall be filed in the conedraendor files.

Direct & Indirect Expenses:

1. The company has fixed the scale of rates and atloesthat can be reimbursed based on
the grade of employees. No expenses shall be resathwvithout submission of original
bills by the employees. The Bills claimed shalldancelled by the company and then
reimbursed.

2. Since the type of expenses cannot be standardaedxtract of expenses from the
Annual report of F.Y. 2012-13 has been providedWwehlong with the Account Group
Head. Account ledger head cannot be specified sheaature of expenses varies —
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TYPE OF EXPENSE

ACCOUNTING GROUP HEAD

1. Employee's Benefits Expense

A. Salary, wages and bonus

B. Staff welfare expenses

C. Superannuation

D. Performance Related Pay

E. EDLI & GSLI

F. Employee medical and Hospitalisation expenses

G. Gratuity

H. Leave encashment expenses

|. Leased Accomodation

J. Other Terminal Benefits

K. Pension schemes

L. Provident fund

Employee's Benefits Expenses

2. Finance Costs

A. Interest Expense -

i. From Banks

ii. Tax Free Bonds

iii. Others

Interest Expenses

B. Other Borrowing Costs -

i. ECPP Liabilities

ii. Guarantee Fees

Other Borrowing Expenses

C. Public Issue Expenses -

i. Bond handling charges

ii. Bond brokerage

iii. Stamp Duty on Bonds

D. Other Expenses

Public Issue Expenses

3. Depreciation and Amortisation Expenses

A. Depreciation

i. Tangible Asstes

ii. Intangible Asstes

Depreciation

4. Other Expenses

A. Port Operating Expenses

i. Time Charter Crafts

ii. Bathymetry Survey

iii. Consultancy Services - Operations

iv. Power & Water charges

v. Environment

vi. Research & Development Expenses

vii. Maintenance Dredging

viii. Fuel Expense

Port Operating Expenses
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ix. Manning Services

x. Pilotage Expense

xi. Repairs and Maintenance

B. Administration Expenses

i. AMC - Software Expenses

AMC - Software Expenses

ii. Auditors' remuneration

Statutory audit

Tax Audit Fees

Payment for other Services

Reimbursement of expenses

iii. Bank charges

iv. Books and periodicals

v. Directors sitting fees

vi. Electricity & Water Charges

vii. Hospitality

vii. Honorarium

viii. Insurance

ix. Legal & professional charges

x. Miscellaneous Expense

xi. Printing and stationery

xii. Rent, Rates & Taxes

xiii. Repairs and maintenance - Office

Administration Expenses

xiv. Safety & security expenses

xv. Seminars & conference expenses

xvi. Service Charges

xvii. Corporate Social Welfare Expenses

xviii. Subscription & Membership fees

xix. Communication Expenses

xx. Travelling and conveyance

xxi. Vehicle running expenses

xXii. Loss on Fixed Assets written off

xxiii. Donational & Contributions

5. Selling and Distribution Expenses

A. Advertising and promotional expenses

Advertisement expenses

6. Exceptional Items ( Expense )

A. Prior Period Expense

Prior Period Expense

B. Quarried Stones written off

C. Asset written off

Exceptional Items Expenses

D. Compensation payable to ChPT

Auditors Fees & Remuneration




Corporate Accounting & Financial Reporting

This deals with preparation of Monthly, Quarterlyalf yearly and Annual Accounts as per
Schedule Il and complying with the accounting dtaas issued by ICAI. This also takes into
records and documents as the base records fordiamatatements prepared.

In order, the following documents will be processedmonthly basis:
All Revenue receipt vouchers
All Contractual & Local Purchase payment / disbareat vouchers
All Misc. Service vouchers
All Other journal vouchers
Bank Reconciliation Statement
F.D. Interest Receipts Accrued and TDS Certificates

Summary of cash book.

The Cash section will prepare summaries of caskeigegournal vouchers, cash
disbursement journal vouchers, sale journal voluchad accounts payable journal vouchers and
also day book for cash receipts and payments.

These summaries will form the basis for preparatbrjournal entries for the main
journal. This journal entries along with journalwahers (JVs) for stores received and issued and
other adjustment entries will be sent to Compilatgection for further processing.

Journal Vouchers

Individual accounting sections will be responsilite raising journal vouchers. The
compilation section will be responsible for recaty, controlling and arranging to get processed
on the computer and maintaining necessary recordsis purpose.

The accounting sections will ensure that the jouucaichers are properly coded with
account code, have their debit and credit colurotaléd up with tally, are properly authorised
and are supported documents were ever applicable.

On receipts of copies of the JVs duly number welti®on JV series, the compilation
section will a lot its own serials number, irregpesly of section JV series, too be maintained
annually.

On receipt journal vouchers will after being useddomputer processing, be maintained
in a master J.V. file. Another copy with all supiog documents will be maintained in separate
control serial wise files.

On receipt of all journal vouchers, the detailsl wi¢ entered in control register at the
compilation section.
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While the responsibility of inserting proper acctaioost codes on the journal vouchers
will be of individual sections, the compilation sea will review and rectify the apparent
mistakes in the codes vis-a-vis description of aotan consultation with individual section,
before these are sent for processing.

The following documents/statements will be procdsse
- Main journal statement
- General ledger
- Subsidiary ledger
- Trial balance

General / Subsidiary Ledgers

The ledger will set out account code/sub code w@ening balances, moments of the
current month and closing balances, having the wadstsub-accounts arrange strictly in
accordance with their marshalling in the charthef &ccounts.

Trial Balance

After compiling the general ledger each month, Agds Section will draw up account
code-wise trial balances marshaled according toct@t of accounts after agreeing the total
debits with the total credits.

Annual Accounts

The financial year of the company is April to Martinder The Company’s Act 2013, the
audited accounts of the company are to be plackuebtihe annual general meeting of the share-
holders (AGM) within 6 months of the close of tlee@unting year. In other words the last date
by which the account duly audited are to be laiditgethe AGM will be 30th September of each
year.

Programme for Annual Accounts

The chief of finance, will issue each year detaijgdgramme for the closing of account,
preparation of the balance sheet and profit and &msount and completion of audit of these
accounts.

Format of Accounts

The annual accounts will be prepared by the comparaccordance with the requirement and

guidelines of the third schedule revised of The @anies Act 2013 and as further amended in
the formats prescribed for the balance sheet aoftt pnd loss account therein.
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Grouping of Expenses

As the balance sheet and profit and loss accoenprasented in the abridged from, grouping of
certain income/expenses and showing them undepriheipal heads in the final presentation

form will be necessary. The chief of finance wakue standing instruction as to the various
individual accounts that are to be clubbed undercgral heads in the balance sheet and profit
and loss account.

Schedule and Notes

Schedule forming part of annual accounts will béigated in the balance sheet and the profit
and loss account as relevant, notes forming pattieficcounts will be listed separately by way
of schedule.

The schedule of fixed assets will show (a) the opegross block, addition during the year,
assets sold, assets scrapped but awaiting disposhlthe closing gross block, (b) opening
depreciation, depreciation provided for the yeaprdciation written back on items sold and
items scrapped but awaiting disposal and he cumaaldepreciation at the end of the year, (c)
net block and (d) capital work-in-progress

Schedule of Current Assets, Loans and Advances

Current assets will be shown under the followingdse

() Inventories broken into stores and spares pktse tools, printing and stationeries and stores
and spares parts-in-transit.

(i) Sundry debtors with analysis of debts outstagdfor a period exceeding six months —
considered good and considered doubtful, othersdebnsidered good and provision for
doubtful debts.

(iif) Cash and bank balance broken into cash irdhamh schedule bank in current accounts and
short term deposit account separately and remitté@nsit.

(iv) Other current assets like items scrapped/amred redundant but

awaiting disposal — stores and spares and fixeztsasseduced by

provision for diminution in value and (b) interesticrued on bank deposit and loans.

Loans and Advances will be shown as under:

() Loans to employee, secured and considered good

(i) Advances recovered in cash or kind or for wata be received.

(iif) Deposit

(iv) Advance payment of income tax including taxidetion at source.

Schedule of Current Liabilities and Provision

Current liabilities will be shown under:

(i) Sundry creditors

(i) Interest accrued but not due on loans
(ii) Provision will be shown as under:
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(a) For taxation

(b) For bonus/ PRP (Performance Related Pay)/ Eati&s
(c) For leave salary

(d) For proposed dividend

(e) Other provision, if any

Miscellaneous income will be shown under the follogyvheads:

(h) Interest on short term bank deposit
(i) Interest accurse but not due loans
() Penalty realised

(k) Other miscellaneous income

Employees’ Remuneration and Benefits

Employees’ remuneration and benefits will be shewmnder:

(i) Salaries and allowances

(i) Fund contribution towards employees provided @ension funds

(iii) Gratuity

(iv) Staff welfare — reimbursement of medical exgeshand other welfare
expenses

(v) Bonus/ PRP (Performance Related Pay)/ Ex. &rati

(vi) Other benefit — lease accommodation for exgest(net), employees
leave travel expenses. Other Expenses

The other expenses will be shown under:

(i) Power, fuel and water

(ii) Lease rent of equipment taken on hire and otéet including hire

charges of equipment from other rent including bhiarges of equipment

from other used.

(iif) Rent, taxes and licenses.

(iv) Repairs and maintenance of (a) plant and nmeelgj (b) building and (c) others

(v) Insurance

(vi) Freight

(vii) Travelling and entertainment expenses — (gadlors travelling expenses,

(b) other travelling expenses, (c) entertainmepeases and (d) transit

house expenditure

(viii) Miscellaneous expenses — bank charges, pestnd telecommunication, printing and
stationary, legal expenses and other professiaed, fcomputer hire charges, advertisement,
research and work-study expenses and others.

(ix) Auditor’'s remuneration — fees, expenses andrnt in the other

capacity.

(x) Internal auditors remuneration fee and experResr Period Account
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The schedule will show the expenses and incomernediaccrued in current year’'s
account but relating to the previous year(s) amdividually exceeding Rs. 100000/-. Any
expense, irrespective of the amount, incurrent dogceding year(s) arising out of general
decision of the management in a current year xgyratia payment, wages revision will be
accounted for as prior period expenditure.

Notes on Accounts

Notes on account annexed to and formatting pathhebalance sheet and profit and loss
account will include:
(i) Contingent liabilities.
(i) Claims against the company not acknowledgdedss.
(iif) Capital commitments (net of advances) notyded for
(iv) Quantitative information with to:
(a) Number of ships handled, etc
(b) Licensed and installed capacity.
(c) Throughput handled during the year .
(d) Expenditure incurred on certain employees kéegisalary beyond the specified limit in a
year and employed throughout the year and empldgedpart of the year under salaries,
contribution to provision of income tax act 196ldarules made there under (excluding
gratefully) as well as the number of such employed.
(e) Consumption of imported and indigenous spares @ad components during the year.
() CIF value of imported made during the year (poments, spare parts and capital goods)
(g) Expenditure in foreign currency charged to rexeduring the year. (h) Amounts remitted in
foreign currencies during the year separately tdezamport of spare parts, components and
capital goods (b)repayment of loan instalments @han account of dividend (also the year to
which the dividend relates, number of non-residdratreholders and shares held).
(i) Significant Accounting Policies:

General:

The financial statements are prepared oroiigsi cost convention and on
mercantile system of accounting in accordand generally accepted accounting
principles.

Revenue Recognition:

Income is recognized upon completion of smwirendered and no significant
uncertainty exists regarding the amount ofstderation that would be derived after
rendering the service. Upfront fee receivedmftbe BOT operator is treated as
Revenue in the year in which zero datehw droject is fixed. Interest income on the
disputed revenue will be recognized on realisabiasis.
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Fixed Asset
Tangible Assets:

Fixed assets are stated at cost of acquisitiofydimy any attributable cost for
bringing the asset to its working condition foriiteended use, less accumulated
depreciation. Expenses capitalised also inclugdicgble borrowing costs. In respect of
major projects involving construction, related pgeerational expenses form part of the value
of assets capitalised. All upgradation/enhancenemetgienerally charged off as revenue
expenditure unless they bring similar significatdligéional benefits.

The amounts becoming payable by the company oruatod uncontested arbitral
awards on project claims are capitalized in the gpéawards as additions during the year in
the respective asset. The interest on such awasgsfe to the contractor is treated as
revenue expenditure in the year of award.

Intangible Assets:

Intangible assets are stated at cost less accluedwatortization and impairment
losses, if any. Cost comprises the purchase prnideaay cost attributable for bringing the
assets to its working condition for its intended.us

Amortisation is provided on Straight Line Method_.®, which reflect the management,
estimate of the useful life of the intangible asset

Depreciation:

Depreciation is provided on Straight Line Methodhe rates and in the manner specified
in the schedule XIV of the Companies Act, 1956.edsgosting individually Rs.5000/- and
below are fully depreciated in the year of additidfhere no rates are specified for any port
specific asset, the depreciation is charged ataiteeas determined in accordance with the life
of those assets as per the practice prevailingajoMPorts in India. Depreciation on addition
in value of assets due to arbitral awards is cldimeer the remaining useful life of the assets
from the start of the financial year in which sw@ashard is passed and accepted.

Investments:

Long Term Investments are stated at cost exceptenthere is a diminution in value
other than temporary, in which case the carryingesé reduced to recognize the decline.
Current Investments are stated at lower of co&tiomarket value.

Deferred Revenue Expenditure:

Preliminary Expenses and Differed Revenue Expessewritten off over a period of
five years equally.
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Accounting for Taxes on Income:

Current tax is determined as the amount of tax lplayia respect of taxable income
for the period.

Deferred tax is recognized, on timing differende=ng the differences between taxable
income and accounting income that originate in@erod and are capable of reversal in one
or more subsequent periods. Deferred tax assetwadetermined on unabsorbed
depreciation and carry forward of losses unlessetlsevirtual certainty that sufficient future
taxable income will be available against which sdeferred tax assets can be realized.

Retirement Benefits:

Provisions for gratuity, pension and leave salayehbeen made as per the service
conditions and on the basis of actuarial valuaéind for those employees who are on
deputation from other organizations as per thecadsgceived from the respective
organizations.

Foreign Currency Transactions:

Foreign currency transactions are recorded in mdiarency at the exchange rates
prevailing on the respective dates of the transastiMonetary items are denominated in
foreign currencies at the year-end rates. Non-naopdbreign currency items are carried at
cost. Any income or expense on account of exchdiffgrence either on settlement or on
transaction is recognized in the Profit and Losoant.

Prepaid Expenses:

Revenue expenditure under each head are segregitedirrent year and prepaid
wherever the amount exceeds Rs.20,000/-.

Premia for Foreclosure:

Premia for foreclosure of loans or any part theigcharged to revenue in the year
in which the foreclosure is effected.

Borrowing Cost:

Borrowing Costs are capitalized as part of the obstqualifying asset when it will
result in future economic benefits to the comp&@ther borrowing costs are recognized as
an expense in the period in which they are incurred
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Maintenance Dredging:

Expenditure for the maintenance dredging is pravielery year based on the
estimated quantity as assessed from the Hydrogr&alhrvey Report and as per market rate
based cost of such maintenance dredging. The atastentries will be made in the year in
which actual maintenance dredging expenditure wasried.

Liguidated Damages:

Liquidated damages recovered on certainty basiedpect of Capital Projects, the
same will be reduced from the Capitalization of&sand on all other cases, recognized as
Other Income.

()) Any other attempts which the management makeg/ o explain.
At the close of the year, all departments will:

(a) Prepare statements of outstanding liabilitiesespect of:

(i) Services received but not paid for

(ii) Services/works completed but not billed

(iif) Jobs executed by contractors but bills natlpa

(iv) Any other liabilities and provided liabilitieis the accounts on the basis of these statements.
(b) Revive the existing provision and provided &olditional amounts wherever required.

(c) In respect of stores accounting and inventaiyation, ensure:

(i) Raising the account GRNs for all stores andepaeceived during the year.

(ilRaising the accounting of SIV’s for all storesd spares issued during the year.

(iMPhysical counting of stores and spares in agaonce with the approval programme and
adjustment of discrepancies arising from it.

(iv) Identification of non-moving and slow movingpges and spares and provision for possible
diminution in their value.

(d) Review old outstanding advances to suppliexs @ntractors and to employees and make
provision for advances which are doubtful of reggve

() In respect of physical assets(i) Capitalizatiomf all fixed assets
competed/commissioned/brought into use during dae.y

(i) Physical verification of al fixed assets ardjustment of discrepancies.

(iif) Survey reporting of assets considered to leydmd economic repair or redundant and
provide for possible diminution in value.

(f) Preparation in consultation with other depamitseconcerned off lists of contingent liabilities.
(g) Reconciliation and verification of various cait account in the general ledger and
subsidiary ledgers, reconciliation of bank accoeiat as individual in various chapter of this
manual.

(h) Passing of all adjustment/rectification entries

a
i

KAMARAJ AR

OR VI TED

By



The following schedules will be prepared by Payl Biéction and forward to the corporate
accounts:

Advances to employees under the following heads:
(a) Vehicles advances
(b) House building advances
(c) Festival advances
(d) Travel advances
(e) Medical advances
(f) Salary advances
(9) Other, if any

The following schedules will be prepared by Gen&idl Section and forward to the corporate
accounts:

(i) Outstanding Bills

(i) Advances to suppliers and contractors

(iif) Sundry creditors

(iv) Deposits

(v) Accrued interest

(vi) Claims recoverable

(vii) Prepaid insurance

(viii) Prepaid other items

(ix) Cash and bank balance along with a bank oeati

Following items of work will be completed by therporate accounts:

(a) Completion of fixed assets register and adjastrof discrepancies.

(b) Review of adequacy of provisions

(c) Adjustments in the balance sheet and profit lasd account out of events occurring after
balance sheet date.

Appointment of Statutory Auditors

The statutory auditors of the Company are appoibtethe Comptroller and Auditor General of
India (CAG) New Delhi. The accounts of the Compamg also test checked by the Principal
Director of Commercial Audit who also prepares ppementary report under section 619 (3) of
the Companies Act.

Statutory auditor

After the profit and loss account is prepared, faene will be submitted to auditor’'s for
certification. If on the statutory auditor's scnytj any entry is required to be passed, the same
will be passed and then the final profit and lossoaint and balance sheet will be prepared.
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The presentation of the Profit and Loss AccountaBee Sheet and Schedules will be finally
vetted by statutory auditors. Thereafter the actwaulhbe presented to the board of directors for
adoption and approval.

CAG Audit

After the board approves the annual accounts, tkeumts will be submitted to the Principal
Director of Commercial Audit, as required under tioepanies act 1956 & further amended for
his comments. On receipt of his comments, the Compad statutory auditors will give replies.

If the final accounts need any changes and if the@any and the auditors agree to amend the
account, the revised account will be placed befloeeboard for adoption and resubmitted to the
Principal Director of Commercial Audit for issue mécessary certificate /comments. Thereafter
AGM of the shareholders will be convened for adapif the accounts.

Internal Audit

It is the company’s practice to have an internaoéhon the accounts and day to day transactions
by appointing internal auditors for the company.eTdudit shall be allotted to a Chartered
Accountant or a Firm of Chartered Accountants by wha tender calling for the Technical and
Financial Bid. The scope of work shall be clearlgntioned in TOR (terms of reference) which
shall be given along with the tenders called foetiMddology of reporting and the times of audit
shall be decided based on the scope of audit.

lllustrative Scope of audit for Internal Audit:

() Reviewing and appraising the soundness, the adggumacapplication of accounting,
financial operating and other internal controls anoimpting effective control at
reasonable cost.

(i) Ascertaining the extent of compliance with estdidd policies, plans and procedures.

(iif) Ensure proper classification of Assets & Lil#iies and Income & Expenditure.

(iv) Ensuring the assessment and realization of reveéne¢o the company.

(v) Ascertaining the extent to which the company asset@ccounted for and safeguard
from losses of all kinds.

(vi) Ascertaining the reliability of accounting and etliata developed within the
organization.
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(vii)  Checking the accounts and such records maintaingaffecient intervals to
ensure the rules and procedures as laid down bgotim@any from time to time are
properly understood, correctly interpreted and doedpwith and are reliable.

(viii)  Bringing out in time not only clear cases of finearregularities or impropriety,
wasteful or uneconomical transactions but alsoyen&tter appears to be
unreasonable or improper usage of Company’s fuhdsigh there is no apparent
irregularity in the transactions.

(ix) Ensure due compliance of commercial accountingejpies and adherences to
Accounting Standards and conformity to the corpolaivs/IFRS.

(x) Compilation in accordance with the requirementRevised Schedule VI of the
Companies Act,2013.

(xi)Analysis of all Pending issues, Audit Paras anduzddNotes to ascertain their
financial implications and the compliance with #gtatutory disclosure norms.

(xi)  Recommending Improvements.

a
i

KAMARAJ AR

OR VI TED

By



Financial Reporting

Monthly Reports:

The Executive should prepare a set of monthly rereports for distribution to the Head of
Department and the Budget Committee. This shouldob&arded only after the Executive
incharge has reviewed the same.

The reports should include: a balance sheet andtangent of profit and loss account which
show all departments combined; a budget-to-actpint for all accounts included in the annual
operating budget; a list of deferred and receivélohels, and a cash flow projection.

In addition, the monthly reports for the quartepgriods (December, March, June, September)
will be submitted to the Board of Directors/CMD fteir review and acceptance at the
following board meeting.

The monthly statements should be reviewed by thectxwe Incharge prior to approval of the
Head of Department for initial comments. After thead of Department approval, the statements
will be mailed to the Budget Committee every moatid to the Board of directors/CMD as
stated above. The monthly statements will be faealiby the conclusion of the month following
the statement period.

Periodical Internal Audit Reports:

The Company has been in a practice of having Inugr& verification of records and
operations in the form of Internal Audit. The Imtal auditors report shall be forwarded to the
Head of Department for his review and commentsthad the Final Audit report shall be placed
before the Board of Directors/CMD for review, arsidy& decision making.

Year-End Report/Audit:

At financial year-end, a Year End Audit report slaoioe prepared summarizing the total income
and expense activity for the year. A balance shieetild be prepared as of March 31 and should
be attached to the profit and loss report. Thiorewill be initially reviewed by the Head of
Department and Executive incharge, and then by lbard of Directors/CMD, prior to
distribution at the annual meeting.
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Statutory Compliance
Note that this list is an illustrative an

d not exnbtave.

LABOUR LAWS

Compliance Type Due Date for Compliance Period
PF / FPS / EDLI Remittance 15th of Next month Mdyth
ESI Remittance 21st of Next month Monthly
PF Return (Online Only) 15th of Next month Monthly|
ESI Return (Online Only) 21st of Next month Monthly|
New Joinees/Separations End of same month Month
Professional Tax Remittance 15th Sep and 15th Feb alf yearly
Professional Tax Return 30th Sep and 31st March f yaally
Contract Labor Act - Annual Return (Jan|to 15th February Yearly
Dec)
Guiding in preparation of Records and As and when required
Registers
Records and Registers under The Shops As and when required
and Establishment Act
The Payment of Gratuity Act As and when required
The Payment of Bonus Act As and when required
The Maternity Benefit Act, 1961 As and when required
THE NEW COMPANIES ACT, 2013
Compliance Type Due Date for Compliance Period
Within 30 days from the date of
Appointment of Statutory Auditors Appointment. Appointment is td Yearly
be made in the AGM
. Before filing of Annual returns
Statutory Audit and Annual Financial Statements Yearly
Preparation & Filing of Annual Returns Within 60 d?’égﬂrom the date of Yearly
Preparation & Filing of Profit and Loss | Within 30 days from the date of vearl
Account AGM y
. . Within 30 days from the date of
Preparation & Filing of Balance Sheet AGM Yearly

Guiding in preparation of Notices, Minute
Extracts of meetings, Registers and all s

S,
ch

records

As and when required
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Please Note -
1. The above mentioned compliances are mandatosilfthe companies.

2. As per the Companies Act, there are variousrdtvens which is required to be filed
as and when required based on the Companies ttemmsand it cannot be summarized

here.

THE INCOME TAX ACT, 1961

Compliance Type Due Date for Compliance Period
TDS Remittance 7th of Next month Monthly
TDS Filing 15th from End of quarter Quarterly
Advance Tax 15th from End of quarter Quarterly
Tax Audit U/s. 44AB 30th September Yearly

Computation of Income Tax as per
Normal provisions and as per 31st July/30th September Yearly

Provisions of MAT.

Filing of Return of Income - ITR 6. 31st July/3@leptember Yearly
SERVICE TAX
Compliance Type Due Date for Compliance Period
Service Tax Remittance 6th of Next month Monthly
Service Tax Return 25th Oct and April Half Yearly
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Mandatory Reqgisters to be maintained under the abaw Statutes —

List of registers to be maintained pursuant to Compnies Act 2013

S.no.

Reqister

Register of charges

Register of members, debentures or any other $gcsinall include Index therein

Register of directors and Key managerial persoandltheir shareholding.

Al W NP

Register of loans made, guarantees given, secupti@vided or investment made by the

company

(62}

Register of investments in any shares or secsinitx held in its own name

(o]

Register of contracts or Arrangements in whichaoes are interested.

Register of renewed and duplicate Share certificate

Minutes Book for all the Board meetings, Ordinargr@ral meetings, Extra Ordinary
General Meetings, Annual General Meetings to bd.Heis shall also contain all the
resolutions to be passed in the meetings as stdyutquired and also as required by
the Board.

A Register containing a list of all the statutoifynfjs with the ROC/MCA. Filing each
and every transaction with the MCA is a tediousgol the purpose for maintaining t
register is to track all the communications wite MCA and also serves as a
documentary evidence for future perusal.

List of registers to be maintained pursuant to ESY EPF/Contract Labor Act

S.no.

Reqister

Il

Register of Employees.

Register of wages containing wage slips.

Muster Roll containing attendance of all the emples;

Register of Advances

Register of Overtime

OO B|WIN| -

Notice to be displyed showing wages, hours of waukge period, date of payment of
wages, date of payment of unpaid wages and namadairdss of the inspector having
jurisdiction

\]

Employment card

(o0}

Service certificates

Inspection Book.

List of registers to be maintained pursuant to Incone tax Act/Service tax Act

S.no.

Reqister

1

Proper books of accounts (system generated)
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PROCEDURE FOR PREPRATION OF RETURNS AND FILING

For Service Tax, VAT and Works Contract Tax : -

1.

2.

The Cashier shall prepare the initial workings tbe Service Tax, Vat and works
contract tax payable and receivable (Cenvat cr&oim) books of accounts and vouchers.
The Joint Executive should keep the copy of bibbgarly filed in sequence for which
Cenvat credit is taken.

After the workings as above is completed, the Gasthall forward the workings along
with the necessary documents to the Executive hgehtor finalization and approval of
the same.

After the Executive in charge has approved the wgk Cashier shall proceed further
for preparation of challan and filing of returns.

The challans are then verified by the cashier aatked as verified and correct and then
forwarded to the Executive/Executive in charge.

The Executive in charge or Executive shall premdreck based on the limits set out in
the DOP.

For Employee Payments ( PF, ESI and Other Applicalel acts )

1.

2.

The filing of returns and payments shall be dongesthe due dates specified in the
above tabular column.

The Cashier shall take the required details froemHbR. Department, prepare the initial
workings and forward to the Executive in charge fioalization and approval of the
same. The necessary documents shall be enclosegwith the workings.

After the Executive in charge has approved the wmgss executive shall proceed further
for preparation of challan and filing of returns.

The challans are then verified by the cashier aatked as verified and correct and then
forwarded to the Executive/Executive in charge.

The Executive in charge or Executive shall premdreck based on the limits set out in
the DOP.

For Corporate Income Tax — Advance Tax & Self Assasnent

1.

2.

The income tax calculation for the quarter/yearllsba prepared by the Executive in
accordance with the Income Tax rules and regulation

The calculations shall then be forwarded to the gamy’'s tax advisor for their approval
and comments on the same.

After modifying the calculations and after gettifigal approval from the Tax advisor,
the appropriate Income tax challan is preparedbyExecutive.

The Income tax challan is then sent to the Exeeuticcharge/Head of department along
with the necessary documents and workings for aghiaf payment.

Once it is approved by the Executive in charge/Hefadepartment, the approved copy
shall be then forwarded to the CMD for final apmabv

After receiving the final approval from CMD, Incontex challan is then sent for
payment to Bank.
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Budget

Revenue Budget

Revenue Budget is an annual estimate of anticipatedme and expenditure under various
heads/activities.

Preparation of budget of Income and Expenditutmsed on —

I. Statements of actual Income and Expenditure underows heads for the
preceding financial year.

il. Statement of actual Income and Expenditure for fthe# six months of the
concerned Financial year in which budget is preghare

ii. Estimates of Traffic for the current and the engdinancial year.
V. Estimated Business of the BOT Operations.

V. Timely Collection of Estimate from BOT Operationsdanclusion of the same in
Revenue of Port.

1. Necessary basic data for preparation of the Incamd& Expenditure budget will be
furnished by the respective Heads of Departmeiits.enable them to furnish the data,
statement indicating the type wise expenditure uedeh budget centre for the preceding
financial year and for the first six months of twncerned financial year is furnished by
the Head of Finance by the middle of October ear.y

2. Heads of Departments after scrutinizing expenditiagement referred to above furnish
to the Head of Finance the basic data for compilatf budget. Based on this, the
annual budget-budget wise, type wise and cost eemse is compiled by the Head of
Finance after consultation with the Heads of Departs and after making necessary
changes and modifications as may be necessaryrngeapimind the overall financial
position of the port. The draft budget is then dssed by the CMD with the Head of
Finance and the Heads of Departments before ihadiZed. After it is finalized, a draft
of the same is submitted to the Board for its apgio
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Capital Budget

Budget Estimates for Capital — Plan schemes & Noni&h Schemes

1.

The works that are to be executed during theentifinancial year and the next financial
year, the estimated cost of the same and the jppavis be made thereto are ascertained
from Projects Department taking into account the@amh of internal resources available
for non-plan works and the budget is finalised raftescussion with all thédeads of
Departments

The finalised revised budget estimates and Huesfenates are submitted to Board and
Government (for Capex Plan schemes only) during ntoath of October/November
(Within Six Month from the end of preceding financial year) of every year for
approval.

Apart from this, performance budget is also pred for Capital Plan schemes and
submitted to Government every yéarme To be mentioned)

The monthly, quarterly and annual return requiebe submitted to the Government or
Indian Ports Association (IPA) on Plan schemes {bdse attended) are also attended to.
Any other details when called for by the Governnregiarding the physical and financial
progress of the plan works are also sent to Goventm

Proposals

1.

2(a).

After the approval of the Board /Government (fopea Plan schemes only) for the
Revised Budget Estimate and Budget Estimate isuegeproposals for the execution of
works for which provision has already been madesttogy with the estimate will be
received from Projects Department.

Such proposals and the estimates will be scrutintsge Finance Department and the
observations made and the competent sanction eehtorbe obtained will be accorded
in the note file are sent to CMD / Board as perdpproved Delegation of power (DOP)
or Government (project cost exceeding Rs.500 crombg.

In normal course, Finance will take 3 towbrking days for scrutiny and giving
concurrence for proposals received from variousadegents.

In the case of urgent nature of works for which provision is available in Revised
Budget Estimate or Budget Estimate a supplemers#inate is prepared and sent to
Board for sanction (BY WHOM SPEICIFY POWER).
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Format for Preparation of Budgets

Particulars Previous | Budgeted | Reporting | Budgeted Variations
Year Expenditure| Expenditure| Expenditure
Audited For the year| For the year| based on
(Full reporting
Year) expenditure
for next
financial year
Revenue Expenditure
Capital Expenditure (Both Plan & Non Plan
Expenditure)
KAMARAJAR PCRT LI M TED




CASH & BANK SECTION

Cash Receipts Procedures

As per the Division of Duties, the Cashier shaltifyjethe amounts received with the Original
invoices raised and issue cash/cheque/online gamnsteipt to the payer (other party) with the
authorized signatory of the Executive incharge. HExecutive incharge shall authorize the
receipt only if a print out of accounting entry shiog receipt in the proper head is attached with
the receipt.

If there are any differences found then the Joixedadtive shall inform the Executive and he
instead shall clarify the same with the other party

After proper issue of cash/cheque/online transéeeipt the Joint Executive shall account the
same in the accounts of the company.

The Executive shall check & scrutinize the montialyort of the BOT Operations for the income
received and report deviation if any to the Examitncharge for further action. The Executive
shall also look for any delay in receipt of amoftom BOT Operators.

Accounting of All incomes earned based on the schtates as already defined by the company
and also based on the Contracts entered into.

Accounts Receivable:

The Cashier with the consultation from Executivalsprepare a list of Accounts receivable
which shall be an extract from the Accounts anevésd the same to the Executive in charge for
follow up and settlement.

Bank Guarantee & EMD:

All the money received in the form of EMD shall baintained in a separate account by the
company and balance shall be shown separatelgibdbks of accounts.

The Executive after verification by the higher oifils shall reimburse the EMD for the
unselected contractual personal.

The EMD for the Contractors shall be returned afeification by the Head of Departments for
all the work completion and a certificate shall detained to disburse the payment to the
contractor.

The Company shall not pay any interest for the Efd€eived from the parties and shall mention
in all the tender process.

Cash collection at port:

The Cashier shall account for the daily transactibthe port entry fee earned. The Executive
shall be responsible for depositing cash in thekbarsuch a way that at any time the cash held
by the authorities shall not exceed a specifiedwarootified by the Finance Department.
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Collection through sale of Tenders:

The Executive shall account for all the sale ofdendocuments by the company and reconcile

with the number of tenders request received.
A Cash Receipt shall also be provided to the vepdgmg for the purchase of tender

documents.
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Cash/ Bank Disbursements Procedures —

o~

. Contractual Payments/Bills shall be disbursed by finance department as per the

Division of Duty.

The Executive shall be responsible for any dupdigaeayments made and hence all the
vouchers and bills received for payment shall keegmrutinized by him and then passed
on to the proper authority for approval and payment

The Joint Executive shall account for the billseiged and shall keep a print out of the
accounting entry passed in the accounts and atitechkame with the bill before passing
on the bills for approval. A Reference number labd given in the accounts and also
marked on the Vouchers for easy check of the same.

Once the Bills are approved for payment by propgtharity, the payment shall be
released to the vendor within 3 days working dagmfthe date of approval.

Payments shall be compulsorily made through accgayee check or online bank
transfer unless the item is considered as a pa#lly tem.

The Executive shall see to it that a receipt isini@d from the vendors for payment made
to them.

Supporting documentation should be filed by theh@asn appropriate vendor’s file.

The Executive shall utilize the paid invoice filesrespond to any discrepancies which
arise with vendors or other payees.

Once monthly, the Executive incharge will check ithaice log to determine if there are
any outstanding invoices which have not yet beed. fiaso, the Executive incharge will
investigate the non-payment of these invoices thighresponsible authorized official.

Accounts Payable:

KAMARAJ AR

The Joint Executive shall with the consultationnirdExecutive incharge &
Executive shall prepare a list of Ageing Accouraygble which shall be an extract from
the Accounts software and forward the same to treerned authority for release of
payments to the vendors along with the bills/voustand current balance in any and all
bank accounts.
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Short Term Investment Policies

On surplus funds available with the company, Mansgy@ shall after approval by the
Investment Committee shall make such investmemtsrding to the policies framed out below.
(i) Finance Department will identify the availability of surplus funds and to recommend
investment of such surplus funds.
(ii) Finance Department will thereafter invite competitive bids from commercial banks through
email and to recommend investment of such surplus funds based on the bids received.
(iii) The period of investments shall not exceed One Year in the Fixed Deposits.
(iv) The period of investments shall not exceed 90 days in any of the Debt Funds (Liquid funds).
(v) The status of surplus funds availability and investment thereof shall be audited every six
months and auditor’s report would be placed before the Board of Directors.
(vi) Comply the Investment guidelines issued be Department of Public Enterprises (DPE) from
time to time.
(vii) In pursuant to Section 292 and other applicable provisions of the Companies Act, 2013 to
approve investment of the funds available with the company in short-term-deposits with
commercial banks and/or in the Debt Funds (Liquid Funds) by the duly appointed

Investment Committee upto a total limit of Rs.1200 Crores.
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Reconciliations

Cash Flow:

The Executive incharge is to maintain a minimumfisigint balance based on companies
requirement of the operating budget between itsatjpgy and savings bank accounts at all times.
In the event that balances fall below that amatinat surplus investments shall be matured.

The Executive incharge along with the assistancth@fExecutive shall compute the required
fund for all the Planned and Non Planned Expenglitind accordingly suggest the Higher
officials for Investments.

Petty Cash Fund shall be maintained by the Heatli€aand the petty cash fund shall always
contain minimum of Rs. 5,000/- and maximum of R5000/- at all times.

Bank Reconciliations:

1. The Executive incharge should review the contehte@Bank statements for
inconsistent check numbers, signatures, cash bedaand payees and endorsements at a
minimum. After this cursory review is conducteds taxecutive incharge should initial
and date the bottom, right hand corner of the fiegje of each bank statement reviewed.
The reviewed bank statement should then be forwdaimléhe Joint Executive to
reconcile the bank accounts.

2. The Joint Executive should reconcile each agtcpromptly upon receipt of the bank
statements. All accounts will be reconciled norl#tt@an 7 days after receipt of the
monthly bank statements. In the event it is nosjibs to reconcile the bank statements
in this period of time, the Joint Executive shaitify the same to the Executive incharge
along with the reasons.

3. When reconciling the bank accounts, the foltapitems should be included in the
procedures:

a. A comparison of dates and amounts of daily dépas shown on the bank

statements with the cash deposits journal.

b. A comparison of inter-organization bank transfer be certain that both sides

of the transactions have been recorded on the books

c. An investigation of items rejected by the bar, returned checks or deposits.

d. A comparison of E Transfer dates received witesl sent.

e. A comparison of canceled checks with the disuent journal as to check

cheque number, payee and amount.

f. An accounting for the sequence of checks baimfmonth to month and within
a month.

A~y
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4.

g. An examination of canceled checks for authorizéghatures, irregular

endorsements, and alterations.

h. A review and proper mutilation of void check.

i. Investigate and write off checks which have beeistanding for more than
three months.

Completed bank reconciliations should be reemwinitialed and dated by the
Executive Incharge.

5. The Cashier upon receipt of the completed backnciliations, makes any general

ledger adjustments.

Verification of Other General Ledger Accounts:

1. Each month the Executive incharge and Execwihaild review the closing balance shown
on balance sheet accounts such as the cash agcaccusnts receivable, accounts payable and
deferred revenue. The Executive incharge and Execshould review the bank reconciliations,
schedules of accounts receivable and deferred wevand the aging of accounts payable to
support the balances shown on the Balance sheets.

2. Assets - These accounts will include Cash/Bdpétty cash, Prepaid, Inhouse capital
expenditure, Property, equipment and fixtures, lso&uvances & Deposits and intangible

assets.

a.

b.

KAMARAJ AR

Cash/Bank - The balances in Cash/Bank accountsicslaguee with the balances
shown on the bank reconciliations for each month.

Petty Cash — Petty cash fund shall always contamnmm of Rs. 5,000/- and
maximum of Rs. 15,000/- at all times.

Prepaid - The amounts in these accounts shouldl egivance payments paid to
vendors at the end of the accounting period (Mgnthlecking with the confirmation
from the vendors).

Inhouse capital expenditure — Any capital expemditimcurred shall be capitalized
based on the Engineer’s certificate which shall etelp on the percentage of
completion of work.

Property, Equipment & Fixtures — The Amounts instliccount should equal the
totals generated from the audited depreciationdudbs. When additional purchases
are made during the year, the balances in the atsouay be updated accordingly.
Loans Advances & Deposits — These amounts shalisoof all the Deposits or
Loans given as per the Companies Policies or Invest decisions.
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3. Liabilities - These accounts are described asofwts Payable, Payroll, Tax &
Statutory liabilities, loans and mortgages payabled amounts due to

others.

a. Accounts Payable - The balance in this accebauld equal amounts owed to
vendors at the end of the accounting period anadiney report.

b. Payroll - The balance in this account should aégamounts owed to the
employees consisting of all employees salariesotimer benefits payable.

C. Tax & Statutory liabilities - The balance inghaccount should equal amounts
owed to various statutes as per the Statutory &updicable.

d. Loans and mortgages payable - The balance smattdount should equal amounts
owed to various lenders bifurcating it as securetinsecured.

e. Amounts due to others — Any other amount overabove the above mentioned

liabilities shall be recorded here.

A~y
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Fixed Asset:

This chapter deals with the system and procedwurd tfollowed and accounting entries to be
released in respect of capitalization of fixed tsstheir deposal, inter-department transfer,
depreciation, physical verification etc. and mamatece of control records.

Classification of Fixed Assets

The fixed assets of the company will be classiisdollows:

- Land-freehold and leasehold

- Sea Breakwaters

- Wharves & Jetties

- Cranes

- Harbour Crafts

- Speed Boats

- Navigational Aids / Equipments
- Buildings — Administration office and Port use
- Electrical Equipments

- Cranes or Equipment

- Automobiles

- Furniture and office equipments

Capital Expenditure Sanction

Expenditure on fixed assets will be provided in ¢hpital budgets (Plan & Non-Plan) of
the company and sanctioned after detailed examimaGapital job codes will be allotted by the
finance and accounts department to each purchasgwpment/other assets capital contract
work, assets being assembled/fabrication internatty.

Capital Work-in-Progress

All payments to the contractors free issues of ma&eif any, for building installations
would be booked to the capital work-in-progressoaots. Similarly, all expenditure on
acquisition of pant/equipments, their fabricatiergction and commissioning and acquisition of
automobiles, furniture, office equipments etc. vii# booked to the capital work-in-progress
accounts.

Basis for Capitalization of Assets

Building will be capitalized on receipts of compbet/possession certificate from the
departments concerned. On receipt of these caitific accounts will pass journal entries
clearing the capital work-in-progress accounts aagitalization the amount debited there
earlier.
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Equipments will similarly be capitalized on receipf commissioning/completion
certificate from the departments concerned.

Furniture, office equipments and vehicles will lagitalized on receipt of certificates for
the assets having been put to use.

Every year in March, accounts will list out depagtits wise capital jobs which appear in
work-in-progress accounts trough these lists insitements of the departments concerned as to
their status and dates or excepted dates of conamiisg. On receiving intimation of completion
along with commissioning / completion / use cectife, capitalization will be done as indicate
earlier.

Valuation of Fixed Assets

While capitalising the expenditure on fixed assetsill be ensure that there is no over-
capitalisation and that expenses relating to rezeame properly charged to profit and loss
account.

When an operating unit carries out a programmexpesion etc. concurrently with
normal operation, only the direct capital expendituelating to such expansion will be
capitalized. However, where a new unit is beingldgthed in a new location, all direct capital
expenditure as well as in directed expenditurediexai to construction will be capitalized.

Control of Fixed Assets

For proper control and recording of the fixed asseach asset will be allotted a district
identification number. The management will alsoigieste the authorities responsible for control
of these assets.

Physical Verification of Assets

It is necessary, from the control point of viewr tbe company to ensure that the assets
appearing in the records do actually exist. Thigl$® required by the Companies Act 1956. All
items of fixed assets will accordingly be verifigthysically by officers designated by the
management once a year, before the accounts fgetreare closed.

The physical verification term will be provided Wit copy of the exiting assets register.
As part of physical verification, the term will:

- Verify the items existing in the register of ftkkassets.
- Note any fixed asset at the site of inspectianlisted in the register.

- Note the condition of the assets verified
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On completion of the verification, discrepancy mepcshowing discrepancies, if any,
between the entries in the fixed assets regisigitlam assets physically verified will be prepared
by the team. The excesses/shortage will be broteghtcount after investigation and with the
approval of the competent authority. Entries ofrsaegcesses/shortages will also be made in the
registers maintained both in the corporate offaredt in the units.

Depreciation

The depreciation on all the fixed assets will bevated at the end of the year as per the
rates prescribed by Ministry of Shipping for pgpesific assets and all other assets on straight
line method in such manner that it is not less thatquantum of depreciation as prescribed in
section 205 (2) (b) of the Companies act 1956. Uttds section, depreciation in respect of each
depreciable assets is worked out by dividing 95cemr of the original cost there of to the
company the prescribed life in respect of thattasse

The charge of depreciation will cease on writingvdofor 95 percent of the cost of
assets. No depreciation will be charge for the yeawhich the asset is scrapped or sold or
declared obsolete.

Depreciation will be provided on all assets exgpton the last date of the accounting
year. Full deprecation will be provided on assefsatalisation during the year.

Equipment Costing Rs. 5,000 or Less.

Items of equipments costing Rs. 5,000 or lessatithe of purchase will be charged off
as expense in the year in which these are brooglgdd by debit to appropriate account. In such
cases, capitalization will not be effected and élgeipment will not be included in the gross
block. However, quantity and value records of sitetms will be kept in a statistical register.

Spares

In most of the contracts for procurement of equipteemandatory spares are acquired
along with the original equipment. The cost of saphres will be capitalised along with the cost
of equipment. Where such spares is issued for copson in future, the same will be valued
‘Nil’.

Assets Disposal

When a proposal for disposal/ condemnation/ screp made by the asset controlling
authority, the item/ items will be inspected bywavey committee formed for the purpose. The
committee will examine aspects like year of purehassconstruction, acquisition / construction
cost, hours worked, details of major repairs/ omalimg carried out, present condition of the
equipment together with broad details of defeaasibility of economic repair, estimated scrap
value in case of disposal and give their recommimu® In case of surplus equipments, the
committee will also consider the possible altenatiuses including to other units. It will be
recommended the action to be taken to the compatehority for sale/provision/write-off.
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An asset will be declared surplus or unserviceaeredundant only after the
recommendation of the survey committee have beammed in the finance department and
accepted by the competent authority.

At the time of accounts for the year all such iteamaiting disposal will be reviewed. In
case, were the amount expected to be realizedsgian the written down value, the difference
will be provided under the appropriate account cedgrovision from diminution in value of
scrapped/redundant assets”

Where an asset is written off, the relevant fixeded account and depreciation provision
will be adjusted. Income from asset previously terit off will be treated as miscellaneous
income.

The relevant fixed asset account and depreciatitirsimilarly be adjusted on disposal
of an asset.
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Fixed Asset Management

1. A permanent property log or database is to dmtained by the Executive for
all fixed assets purchased by the Company.
2. The database should contain the followingnmfation:

a. date of purchase
b. description of item purchased
c. received by donation or purchased
d. cost or fair market value on the date receipt
e. donor or funding source, if applicable
f. funding source restrictions on use or dispositio
g. identification/serial number (if appropriate)
h. depreciation period
i. vendor name and address
J. warranty period
k. inventory tag number (all fixed assets shouldagged with a unique
identifying number)
l. Check number used to pay for the equigmen

3. At least quarterly once, a physical inspection env@éntory should be taken of all the
Company’s fixed assets and reconciled to the gemestger balances. Adjustments
for dispositions should be made.

4. The Joint Executive shall be informed by the Exmeufor change in the condition of
the assets (Revaluation or Impairment of Asset$¢ &# scrapping of and/or
obsolescence of items for accounting purposes.

5. The Executive incharge shall be informed by theadH€ashier for any exchange of
assets required depending on the status of propedyequipment. He should also be
informed of the changes in location, sale of, sgiagp of and/or obsolescence of
items.

6. All capital assets having a cost greater than RE60@- shall be depreciated
periodically. If the cost or WDV is Rs. 5,000/- less then the asset shall be charged
as expenditure.
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Establishment Section

Personnel:

1. The HR Department is charged with the respolityilof maintaining personnel files
on staff persons.

2. Each personnel file should contain the followimigrmation, at a minimum-

a. Employment application or resume

b. A record of background investigation

c. Date of employment

d. Position, pay rates and changes therein
e. Authorization of payroll deductions

f. Termination data, when applicable.

3. All personnel records are to be kept locked lioc&er room with the HR Department.

4. The HR Department after calculating the payaicheofficial shall forward the records to the
Executive for cross-verifying the same and caléoitabf statutory dues.

5. The Executive shall prepare vouchers for theglbgnd shall be forwarded to the Executive
Incharge for authorizing of the same and processiqayment to the officials.

6. Executive Incharge should review the payroll swary page of the payroll service report for
inappropriate payees or unusual hours.

7. Paychecks or E-Funds transfer should be dis&tibby the Executive on the designated day
and hour, one week after the end of the pay peaccbrding to a prearranged schedule
distributed by the Executive Incharge. In the eubat a paycheck is picked up by a designated
person other than the staff person, a memo shauledeived in writing from the staff person
and proper identification should be requested ftioenparty picking up the pay check.

Records & Statements:

Fixed Deduction Statements

Salary section will print out fixed deduction statnts for all employees in the first week
of the month. These deductions include income vakntary provident fund, loan recovery,
recoverable advances, etc. this will be forwardé&tl wayroll master to the pay bill section. The
section will incorporate any changes and retuta lie included in the next payroll.
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Attendance

A bank variable data format will be printed out venonth by EDP in respect of all
employee. The items covered will be attendancetioner excess pay and allowances, variable
earnings etc. this will be filled in on the basfsattendance records received of the employees.
As the salary is paid for certain days on assurn@@ance in a month the assumed attendance
will be adjusted on receipt of actual attendancéhefollowing month and unauthorized leave
taken. Overtime for the month will be entered fribra overtime statements.

/
Dearness Allowances

To enable calculation of dearness allowances orb#sé&c salary on computer, the pay
bill section will every month compile DA rate cooitinformation on the basis of DA includes
application to various scales of basis salary.

Recoveries
Recovery notes including recoveries to be made framployee’s salary
(TA/LTC/Medical advances, house, rent, electriaharges etc.) will be entered in a variable

deduction advise to be given effect to in the ot bill.

Advance to Employees

The company gives the following recoverable advarioets employees:
(i) Vehicle advance for purchase of cycle, scoatar,etc.
(ilHouse building advances for purchase or comsivn of house
(ii) Festival advance
(iv) Leave salary advance/salary advance
(v) Medical advance
(vi) Travel advance

On receiving the application for an advance, dalycsioned by the competent authority,
the pay bill section will prepare a cash paymentcher. The payment voucher together with the
original bill of advance will be forwarded to the@sh section for payment. A statement of
advances paid and the mode of recovery will be tgepay bill for compilation.

Data Control Register

A data control register will be maintained in theeypoill section to keep control on the
inflow of documents/data requires for monthly padlyand outflow.
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Computer Outputs

The outputs obtained will be:

i) Pay bill, pay slips and acquaintance rolls.

il Department wise summery

(i)Grand summery of all groups

(iv) Accounting summery (showing accounts codesealebited/credited)
v) Bank transfer statements

vi) Deduction statement with summery

Pay Bills and Disbursement

After the input documents have been received in EBBy will arrange to print out
regular pay bills. These will be in quadruplicates original with perforation (pay slips), will be
given to the employees and the first bill sectioifl Wwave the other copies. The payments
vouchers will be prepared according to bill numbysthe pay bill section who will forward
both the copies to the cash section the net ammaydble to the employees will be credited to
“accrued salaries and wages”, payroll deductioh el credited to the relevant account codes -
“pay roll deduction” and advances recoveries wil tredited to advances to employee’s —
secured/unsecured”. The gross amount will be delitethe relevant account codes under —
“expenditure on salaries and wages”.
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Fiscal Policy Statements

1. All cash accounts owned by the company will léddhin Commercial Banks which are
scheduled or nationalized.

2. All capital expenditures which exceed Rs. 5,000 be capitalized on the books and records
of the Company.

3. Employee paychecks and/or personal checks wiilbe cashed through the petty cash fund of
the company.

4. No salary advances will be made without appréneath the Head of Department.

5. No travel cash advances will be made exceptnspiecial conditions and preapproved by the
Head of Department.

6. Out of pocket expenses reimbursements will hd ppon full expense reporting using the
official company form supporting the actual bills expenses within the normal disbursement
schedule for the approved costs incurred.

7. Expense reports will be maintained which wibadose the nature of expenses, and the dates
incurred.

8. Separate files will be maintained for each baokount and each vendor. Files will be kept
separately for each financial year.

9. Correction fluid should never be used in prepaeny accounting documents.

10. The Company should insure all its useful andalde assets taking in to consideration the
risk prone aspects and appropriately provide thaired insurance coverage.

11. Once in a month, Information systems verifmatshould be conducted by an Management
or appointed expert in information systems/compiseftware to find if the company is facing
any cyber threat or cyber attack of viruses or prtmhacking or any leakage of confidential
information/data.

12. All E-mail ids should be checked by the Managetror appointed expert to find if any
confidential information has been leaked and themany’s resourced are not mis-used.
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Review of Accounts Manual

The Accounts manual may be annually reviewed byotheed of directors in a board meeting for
any changes / updation in the original accountsuakbdue to the changes in the applicable
statutes or for better recording of accounts obfgter presentation of financial statements.

Computer System Backup Procedures

1. The Cashier is responsible for backing up thrd dave of the accounting system at the close
of each business day.

2. The backup materials should be locked up byBEkecutive Incharge in a fire proof safe
overnight.

3. At month end, the backup materials shall be kbéd@nd if all are in place and working then
the latest backup material shall only be storedthadest shall be disposed off.

4. Since the Company’s major operations are alwgerated on contract basis and so the
contract documents becomes utmost important. Thapaay shall scan all the contract
documents and save a soft copy of the same incim@uter for any emergency use by the Board
of directors/CMD or Head of Department. This shalBo act as a backup of the important
documents.
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MIS Reporting:

Reporting to Ministry:

To Ensure Monthly MIS Report of the Plan Expendituo Ministry of
Shipping.

Reporting to Indian Ports Association:

To Ensure Monthly MIS Report of all the Plan & N&tan Expenditure to
Indian Ports Association.

Reporting to CMD:

KAMARAJ AR

To Review Monthly Revenue Budgets against ActualveRee Targets
achieved by the Company

To Review of Monthly Revenues from BOT Operatiosspar MOU against
the Targets attained by the Operators.

To Ensure Monthly MIS on the financial positions.

To Ensure Monthly MIS on the Deposits made outuwpkis funds available
with the company.

To Ensure the Monthly MIS on Audit quires pendioginore than a month.
To Ensure Monthly MIS Report on receivables pendomgmore than three
months and six months.

To Ensure Monthly MIS Report on Bills payable pergfor action for more
than one month.

To Ensure Monthly MIS Report on Proposals receiaed pending for action
for more than a month.
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