Internal memo no. 901-69/A - Admin Div. 	 	 	 	 	Date: 30-6-2025. 
 
Subject: SOP for Audit team duties of audit team. 
Keywords: Admin-Audit, admin-audit duties. 
 
1. Admin-audit team has 3 members – Ravi, Mahesh and Narender. 
2. Sites have been divided between Admin-audit team and each member shall be incharge of audit of labour payments, material receipts, clearing of bills, supplier reconciliation, etc. sites have been divided between the 3 members. Details of assignment of sites to each member from Jul to Dec, 25 is given in Annexure A. Jai Kumar to shuffle the sites every 6 months. Audit team member cannot continue with the same site for more than 6 months.  
3. Duties of Admin-audit team: 
a. Verification of MRNs twice a day on M-codex – by 1pm and by 5pm. 
b. Verification and certification of job work vouchers -  by end of the day. Job work vouchers have to be approved on same day, except for holidays. 
c. Weekly attendance and vouchers to be certified on a weekly basis. 
d. Verification and certification of receipt of building material and hire charges on a daily basis before 2pm on the following day. 
e. Certification of weekly vouchers. 
f. Certification of all advice for payment to suppliers – on the same day. 
g. Verification and certification of material leaving out of site by gate pass or GST bill on a daily basis. 
h. Verification of inward register, building material register, outward register, electricity register – photograph to be sent by security/ supervisor on viber on  daily basis. 
i. Supplier reconciliation – once a month. Accountants to send statement before 20th of every month. 
j. Verification and certification of local purchase on a daily basis before end of day – material must come into the site with GST bill. Exemption upto Rs. 500/- per day. Otherwise explanation by email by project manager is required. In case material available at SSLLP is purchased locally – written explanation required from project manager. Approval from purchase/procurement managers must be taken for local purchase upto Rs. 5,000. Sohams permission is required beyond that.
k. Ensuring that mobile phones of all security guards are working. 
l. Verification and certification of material issued to contractors. Paints must be debited to respective contractor on a daily basis. 
m. ESI, PF statements of all contractors. 
n. Verification of reports submitted in M-codex by all employees.
o. Stock of material  between M-codex and actual stock at site are tallying.

4. Other notes/SOP: 
a. 2 sets of inward and outward registers to be maintained at site. One for material purchased for the respective sites and other for material purchased on behalf of contractor.


5. Verification of stock at site – task has been assigned to Sandesh and Vijay. 
a. A list of 100 items for which stock has to be verified every month is attached as Annexure B.
b. A schedule for monthly verification of stock valid upto Dec 25 is attached as Annexure C.
c. A schedule for quarterly verification of stock valid upto Dec 25 is attached as Annexure D. All stocks to be verified on quarterly basis.
d. Hemendra shall send report of stock verification for monthly and quarterly basis. Report has to be send on same day as verification of stock. Hemendra’s services to be discontinued from 31-7-25. He will work as an independent consultant. Details of service charges payable to him are given in Annexure E.
e. Sandesh shall be in charge of verification of stocks at all sites. He shall be assisted by Vijay Kumar (supervisor). Tanveer to assist them whenever required. Sandesh and Vijay need to travel to Vizag along with Hemendra once a month. Sandesh and Vijay to work out of SOV office. Sandesh and Vijay Kumar, to be replaced with 2 other staff from Jan, 26.
f. Admin audit shall be authorised to correct stock after approval from Soham. Entire 
SOP to be revisited in mid June.
g. Reports of verification of stock, errors in stock, correction in M-codex, etc., must be posted on viber groups of respective sites.
 
 
Soham Modi.


Annexure A
Assignment of sites of Admin – audit team

	S No
	Company
	Project assigned

	1. 
	Narender







Na
	AMS-801

	2. 
	
	AMS-702

	3. 
	
	HVRD

	4. 
	
	NGH

	5. 
	
	NE

	6. 
	
	Serene

	7. 
	
	Vista View LLP

	8. 
	
	GVCC

	9. 
	
	MRGV Hyd LLP (BPG)

	10. 
	
	MHTR @ GV

	11. 
	
	SJK & RJK

	12. 
	
	AGH

	13. 
	
	MCS

	14. 
	
	Serene

	15. 
	Mahesh











	GVRC

	16. 
	
	NRK

	17. 
	
	GMR

	18. 
	
	AMS - Hospital

	19. 
	
	Vivopolis

	20. 
	
	SOV , SOV -MHPL, SOV- III

	21. 
	
	MPPL

	22. 
	
	NSQ

	23. 
	
	Cretopolis

	24. 
	
	MCMET, MRGV & BRGV

	25. 
	
	Biopolis 

	26. 
	
	SJK & RJK

	27. 
	
	MHPL - Trading

	28. 
	
	MHSVC & MPSVC

	29. 
	
	Greens

	30. 
	
	VOC

	31. 
	Ravi






Ra

	AMS -4554

	32. 
	
	AMS-3663

	33. 
	
	The May Flower

	34. 
	
	GHT

	35. 
	
	MMR Timmapur LLP

	36. 
	
	Aedis 

	37. 
	
	Vista Homes

	38. 
	
	LGM

	39. 
	
	MCR

	40. 
	
	MRVLLP

	41. 
	
	Silveroak Grande

	42. 
	
	Inventopolis

	43. 
	
	MPL

	44. 
	
	Matrix

	45. 
	
	KNM

	46. 
	
	MBMC


Annexure E
Details of service charges payable to Hemendra

1. Hemendra to be appointed as consultant for verification of stocks. 
2. Sites to be classified into 3 categories. 
3. Category A – active sties with substantial stock (Innopolis, MHTR at Rampally, MHTR at NRK, GMR, etc). 
4. Category B – active sites with low stock (MCMET, Vivo, GHT, etc). 
5. Category C – dormant/completed sites with low stock (SOV, BRGV, etc). 
6. Category  D – new sites with low or nil stock (Timmapur, MGRV, etc). 
7. Suggested consultancy charges for monthly verification of limited stocks. 
a. Category A – Rs. 1,000/- per report. 
b. Category B – Rs. 600/- per report. 
c. Category C – Rs. 400 per report. 
d. Category D – stock verification not required.  
8. For quarterly verification consultancy charges to be doubled – all items to be checked. 
9. Payment to be made on weekly basis on production of invoices. 
10. One person from purchase to be accompanied with Hemendra for stock verification. 
11. Travel expenses to be paid extra.
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