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EXECUTIVE SUMMARY 
 

 I, TEJASHRI SHASHIKANT JADHAV, student of Third Year (BAF) staying in Pune. 

I am from Vita, Sangli and I have completed my 12th with 76% from Balwant college and 10th 
with 79% From M.P.B.S School from Benapur.  

 I choose BATCHLOR IN ACCOUNTING AND FINANCE because it has wider 

scope. BATCHLOR IN ACCOUNTING AND FINANCE is a three years undergraduate 
program that offer in-depth knowledge in Accounting and Financial subject by different means 
such as classroom teaching, seminars, projects, practical training, industrial visit, conference, 
expert talks etc. 

 The course helps aspirants to acquire knowledge in the field of accounting, taxation, 
auditing, risk management, financial accounting managerial economics, law & business 
communication. 

 There are various college across the country but from Pune only S.N.D.T. college have 
BAF course. The main aim of the program is to increase self-employment & to help companies 
by providing them with suitably trained professionals in the flied of Accounting & Finance. As 

per part of Third Year (BAF) syllabus, I did my internship in TORVI PETHE & COMPANY. 
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ORGANIZATIONAL PROFILE 

 

 
FIRM NAME:  Torvi Pethe & Company 

PRINCIPAL NAME:  CA Yogesh Rajagoapal Lakade 

ADDRESS:   Shripad Bunglow, Plot No. 48, Near Prem Nagar   Ganpati 
Temple, Bibwewadi, Pune - 411037. 

EMAIL ID:  cayogeshlakade@gmail.com 

 

Service provided to the firm are as follow: 

 Taxation of corporate firm 

 Auditing of the firm’s and professional people 

 GST compliance 

 GST Audit 

 Project Report 

 CMA Report 

 Risk management and advising on financial structure 
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OUTLINE OF TASK UNDERTAKEN 

 
 

 I have done my internship in Torvi Pethe & Company. While working with this 
organization I learned so many things & got deep knowledge about accounting. 

 
Following is the summary of task performed by me: 

 Accounting in Tally 

 Suspense Clearance 

 GST Compliance & Rating 

 GST Reconciliation                

 E-filing return process under GST 

 Aadhar Authentication 

 Mails and Communication with Client 
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LEARNING OUTCOMES 

Accounting in Tally 

TALLY ERP 9 

Tally. ERP 9 is preferred by millions as their business management software across the globe. It 

dynamically adapts to the way you operate your business and helps you simplify your business operations. 

Tally. ERP 9 provides you with exceptional capabilities that will simplify the way you manage all 

critical aspects of your business, including accounting, sales and purchase, inventory, manufacturing, 

taxation, payroll, MIS reporting, and much more. Tally is one of the most commonly used accounting 

software. Getting a good grip on it will help CA professionals a lot. 

It is used for various purposes like performing basic accounting functions, managing payrolls, 

inventory management, maintaining cash inflows and outflows, filing tax returns, preparing balance sheets, 

managing profit and loss statements, budget scenario management, synchronizing and managing data from 

different locations, etc. 

                          

COMPANY CREATION 

How to create a company:   

 Go to Gateway of Tally > Alt + F3 > Create Company 

 Enter the basic information, i.e., name, mailing name and address of the company, currency 

symbol etc. 

 In the ‘maintain field’, select Accounts Only or Accounts with Inventory as per the company 

requirements. 

 In the Financial Year from, the first day of the current financial year for e.g., 1-4-2017 will be 

displayed by default, which can be changed as per requirement. 

 Enter the Tally Vault Password if required. 

 Press Y or Enter to accept and save. 
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Details to be filled in the company creation screen: 
 

 Directory: 

         The tally directory will store all data you entered in Tally ERP 9. Anyway, by default, the data storage 

will be inside the installation folder. 

 Name: 

      The name of the company, for example. XYZ  

 Primary mailing details: 
1. Mailing name: 

In this field, we are required to type the name of the company, for example XYZ INC. 

2. Address: 

In this data field, we are required to enter the address of the company. 

3. Country: 

Here we are required to select the country from the list in which the business Operates. 

4. State: 

In this data field, we have to select the state in which we would comply with statutory laws 

 Contact details- 

1. Phone no: 

Enter the Company contact number which we would like to display on Invoices 

2. Mobile no: 

Enter the Contact number of Managing Person to whom any queries related to Invoicing or 

Delivery of product, complaint in the product could be reached to 

3. Fax No: 

Enter the Fax number to which any confirmation statements, ledger copies etc., could be sent and 

received 

4. E-mail:   

Enter the company’s email address to which any product inquiry and other communications could 

be made. 

5. Website: 

Enter the company’s web address if any  
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Books and financial year details: 

 The financial year begins from: 

In this data field, you have to type the financial year in which you want to create a company. Suppose you may 

be starting a company on 1st December 2018; you should enter the financial year from 01.04.2018. 

 Book beginning from: 

In this data field, you have to type the financial year in which you want to create a company. Suppose you may 

be starting a company on 1st December 2018 you should enter the financial year from 01.04.2018 Starting in 

the middle of the financial year. Companies that are migrating from Manual Accounting to Tally ERP 9 in the 

middle of the financial year. 
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ACCOUNTING 

 Day book  

 Purchase Voucher 

 Sales Voucher 

 Payment Voucher 

 Receipt Voucher 

 Debit & Credit Note 

 Contra Entry 
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  Day books 

o The Day Book lists all transactions made in a particular day and by default displays 
the last voucher entry date of a regular voucher. It could also be set up to list all the 
transactions made over a certain period. Transactions include all financial vouchers, 
reversing and memorandum journals as well as inventory vouchers. You can view this 
report in browser. 

 
o In Tally. ERP 9, the Day Book is by default displayed for the current date (as on the 

last date of voucher entry). However, you may specify the required period, as per your 
requirements. 
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Purchase Vouchers: 

When a company buys goods on credit or cash, Purchase voucher is used to record all the Purchase transactions 
of the company 

    
Go to Gateway of Tally > Accounting Vouchers. 

● Click on F9: Purchase on the Button Bar or press F9. 

For example, if you are purchasing goods from Supplier A for a value of Rs. 10000/- 

● Debit Purchase Account. 

● Credit Party Account. 
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Sales Vouchers: 

 It is a type of accounting voucher in Tally, you can record all transactions related to sales (Local and 
interstate sales) either in invoice mode or voucher mode, based on the nature of the transaction and you can 
print the invoice and provide the invoice copy to the you customer by using the sales accounting voucher. 

 Every business involves sales of goods or services. The sales transactions in your business may be a 
simple cash sale or even sales on credit. For each sales transaction, you will need to keep a record of the items 
that you sold, the payment that you received, goods returned, and so on. The invoice also serves as a proof of 
the purchase made by the buyer. Using Tally. ERP 9, you can do all of these and more. Moreover, you can view 
reports any time you need to understand the sales performance of your business. 
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Payment Vouchers: 

 Payment voucher(F5) is used to account all the payments made by the company by way of Cash/Bank. 
Payment voucher can be passed using Single Entry or Double Entry mode by configuring the setting Use Single 
Entry mode for payment/receipt/contra in F12 configuration. 

 Payment Vouchers are used to record payments owed to Vendors and to maintain payment history. 
Expenses paid to Vendors on behalf of Clients (cost advance) can be recovered through Expense Distributions 
defined on Payment Vouchers. 
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Receipt Voucher 

A formal receipt is issued by a company to its customers upon receiving payment against a particular invoice. 

1. Go to Gateway of Tally > Accounts Info > Voucher Types > Alter. 

2. Select the voucher type Receipt by Pressing F6 

3. Set the option Print Formal Receipt after saving to Yes. 
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Debit & Credit Note: 

Debit Note 

Debit and credit note in GST causes some hardship to quickly understand – as who owes whom. A debit 

note in GST is issued when any money is ‘OWED’ to the issuer, that is, it is again issued by the person who is 

the receiver of money. 

For example, supplier charges a penalty for delayed payment of consideration, the supplier would issue 

a debit note for the amount of penalty, to the customer to declare that money is ‘OWED’ to the supplier. 

Then, the original amount due PLUS the debit note is the revised value of supply, that the customer pays 

the supplier. To this extent, the GST thereon would also stand increased. 
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Credit Note 

Credit Note is a document issued to a party stating that you are crediting their Account in your Books 

of Accounts for the stated reason or vise versa. It is commonly used in case of Sales Returns, Escalation/De-

escalation in price etc. A Credit Note can be entered in voucher or Invoice mode 

What is credit note in Tally? 

A Tax Credit Note is a written or electronic document to be recorded and issued by a registered supplier of 

goods or services on the occurrence of situations as prescribed by the GST Act and Rules. 
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Contra Entry 

A contra entry is recorded when the debit and credit affect the same parent account and resulting in a 

net zero effect to the account. These are transactions that are recorded between cash and bank accounts. 

Contra entry is a transaction which involves both cash and bank. Both debit aspect and credit aspect of 

a transaction get reflected in the cash book. For example: Cash received from debtors and deposited into bank. 
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Suspense Clearance 
 To be cleared out, the account must have a zero balance. Move suspense account entries into 

their designated accounts to make the suspense balance zero. Eventually, you allocate entries in the suspense 

account to a permanent account. There is no standard amount of time for clearing out a suspense account. 

 

Loans and Advances (Asset) group:  
 The Suspense Account is a Balance Sheet item. Any expense account even if it has 'suspense' in 

its name, it should be opened under Revenue group like Indirect Expenses and not under Suspense Account 

group. 

 

What is the journal entry for suspense account? 

An entry into a suspense account may be a debit or a credit. It is useful to have a suspense account, 

rather than not recording transactions at all until there is sufficient information available to create an entry to 
the correct account. 

What is suspense account reconciliation? 

 A suspense account is an account that supports the reconciliation process. It is used to temporary store 

transactions that need further investigation before they can be classified correctly in the corresponding account 

in the GL 
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GST Compliance & Rating 

The GST compliance rating is a score given by the government to a business so that other businesses 

can see how compliant they are with the tax department. This score will be calculated based on parameters such 

as timely filing of monthly and annual returns, furnishing details of input credits used, taxes paid, etc. 

These scores will be updated at periodic intervals, and their details will be published in a public domain 

that all businesses can access. This will allow small businesses to choose the most GST-compliant vendor for 

their business endeavors. 

Why do people need to stay GST compliant and receive a high rating? 
According to the GST law, if buyers wish to claim input credit for the goods they purchased, they will 

have to mention all the transactions in which they paid GST to their vendors. 

Let’s imagine a best-case scenario in which buyer A procures products from vendor B and uploads all 

the sales transactions onto the GSTR-1. Now, all the transactions in the buyer’s GSTR-2 will be auto-populated 

using the GSTR-1 filed by the vendor. The buyer can then use GSTR-2 to claim input tax credit. 

Now let’s consider what would happen if vendor B was not paying his dues. In this case, his tax return 
would not be considered a valid one by the GST department. This would mean that the buyer then could not 

validate his GSTR-2, and therefore, he wouldn’t be able to claim input tax credit. 

If this same vendor is supplying goods to a hundred buyers, then none of the buyers would be able to 
claim their input tax credit because of the vendor’s failure to pay his dues. 

This may just be an example, but the point still stands: it only takes the non-compliance of one business 

to affect–and disrupt–an entire supply chain. 

With the GST-compliance rating in place, buyers will be able to see which vendors have the best track 

record of paying their dues on time, and they’ll be able to choose a more compliant vendor right at the beginning 

so that they don’t have to suffer the consequences of vendor negligence later. The higher a vendor’s compliance 

score, the better the buyer’s chances to claim input tax credit. 

Benefits of the GST Compliance Rating: 
If you’re a business owner, you may be asking yourself: “What benefit will I get if I’m compliant with 

the tax department?” The answer is trust. When your business has a better compliance score, you not only have 

a better chance of earning the government’s trust, but you also are more likely to earn the trust of clients you 
could be doing business with in the future. This may seem like a small step in the beginning, but consider the 

impact that thousands of businesses can have on the GST network if they all collectively work towards GST 

compliance. If individual business owners work to follow tax laws, then they will help the entire GST ecosystem 

to stay compliant. 

Steps to Maintain GST Compliance 
As a business owner, it’s important that you understand the significance of being GST compliant, but 

that alone is not enough; you also need to know what it takes to be compliant in the first place. 
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File your GSTR-1 and GSTR-2 on time 

Businesses should include all their outward and inward supply transactions on their monthly GSTR-1 

and GSTR-2. They should file their GSTR-1 and GSTR-2 for a particular month by the 10th and 15th 

respectively of the following month. 

What is GST reconciliation and matching? 

In general, reconciliation means comparing two sets of data entries to identify any differences or 

variances. It is done to correct the unintentional errors earlier committed or any omissions. 

Under taxation, reconciliation holds importance because it can give rise to tax short paid or not paid or 

excess paid as well. Following mismatches or differences can be noticed by taking up following matching and 

reconciliation exercise: 

Differences between the amount of input tax credit shown in GSTR- 3B and the GSTR 2A/ GSTR-2B 

Discrepancies in sales details between GSTR-3B and GSTR-1 

Differences in the provisional credit as claimed under CGST Rule 36(4) and the actual credit that is 

claimable as per GSTR-2B across return periods. 

Differences in the input tax credit between the values recorded in the books of accounts and amount 

available in GSTR-2B. 

Differences in sales details between the books of accounts and GSTR-1 as auto-populated from the e-

invoicing system. 

Difference in tax payable upon comparing the auto-populated GSTR-3B with the books of accounts. 
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E-filing return process under GST 

GST Return Filing 

The businesses registered under GST have to file returns monthly, quarterly and annualy based on the 
category of business through the Government of India's GST portal. They have to provide the details of the 

sales and purchases of goods and services along with the tax collected and paid. 

 

Implementation of a comprehensive Income Tax system like GST in India will ensure that taxpayer 

services such as registration, returns, and compliance are transparent and straightforward. Individual taxpayers 

will be using 4 forms for filing their GST returns such as the return for supplies, return for purchases, monthly 

returns, and annual return. Small taxpayers who have opted for a composition scheme will have to file quarterly 

returns. All filing of returns will be done online. 

What is GST Return? 

GST return is an official document that furnishes all the purchases, sales, tax paid on purchases, and tax 

collected on sales-related details. The GST returns is required to be filed, following which the taxpayer has to 
pay off the tax liability. 

 

Who should file GST Returns? 

GST returns has to be filed by all the business entities who are registered under the GST system. The 

filing process has to be identified on the basis of the nature of the business. 

 

The registered dealer who part of the following activities needs to file a GST return: 

 

From manufacturers and suppliers to dealers and consumers, all taxpayers have to file their tax returns 

with the GST department every year. Under the new GST regime, filing tax returns has become automated. 

GST returns can be filed online using the software or apps provided by Goods and Service Tax Network (GSTN) 
which will auto-populate the details on each GSTR forms. Listed below are the steps for filing GST return 

online: 
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Types of GST Returns under New GST Law 

 

Return 
form 

Who should file the 
return and what should 

be filed? 

Frequency Due date for filing 

GSTR-1 

Registered taxable 
supplier should file 
details of outward 
supplies of taxable 

goods and services as 
effected. 

Monthly 
11th of the subsequent 
month. 

GSTR-2A 

Registered taxable 
recipient should file 

details of inward 
supplies of taxable 
goods and services 

claiming input tax credit. 

Monthly 
15th of the subsequent 
month. 

GSTR-3B 

Registered taxable 
person should file 
monthly return on the 
basis of finalization of 

details of outward 
supplies and inward 
supplies plus the 

payment of amount of 
tax. 

Monthly 
20th of the subsequent 
month. 
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How to File GST Returns with GSTN? 

The Goods and Service Tax Network (GSTN) will store information of all GST registered sellers and 

buyers, combine the submitted details, and maintain registers for future reference. Companies have to file 3 

monthly returns every 3 months and one annual return in a financial year (37 returns in total). GSTN has 

launched a simple excel based template to make the filing of returns easier for businesses. This excel workbook 

can be downloaded from the GST common portal free of charge. Taxpayers can use this template to collate 

invoice data regularly. The details of inward and outward supplies can be uploaded on the GST portal on or 

before the due date. The data preparation can be done offline. Only while uploading the prepared file on the 
GST portal will the taxpayer need the Internet. 
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Aadhar Authentication 

 

Steps to link your Aadhar with PAN 

In order to e- verify your returns using an Aadhaar card, please your Aadhar card should be linked to 

your PAN Card. 

Follow these steps to link your Aadhar card to your ITR.  

Step 1: 

Log on to the Department’s e-filing website. 
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Step 2: 

As soon as you log in, you can click on ‘Link Aadhaar’ under the quick links tab. 

 

Step 3: 

Check your PAN details and enter your Aadhar number. Make sure you save these details by clicking 

the button that says ‘Save.’ Your Aadhar number will be linked to your PAN after validation.  
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E- Verify Your Return Using Aadhaar Card 

After your Aadhar has been linked to your PAN, follow these steps to e-verify your returns: 

Step 1: Upload your ITR through the Income Tax e-Filing website.  

Step 2: Once this is done, you will be asked for the mode of verification for your returns. You will see the 

following options: 

I already have an EVC to e-verify my return. 

I do not have an EVC and would like to generate EVC to e-Verify my return. 

I would like to generate Aadhaar OTP to e-Verify my return. 

I would like to send ITR-V/I would like to e-verify Later. 

Select the 3rd-option that says – generate Aadhaar OTP. A one-time password will be sent to the mobile number 

registered with your Aadhaar; this OTP will be valid only for 10 minutes.  

 

Step 3: Lastly, enter the OTP number on the page and hit ‘Submit.’ You will then receive a message that Return 

successfully e-Verified. Download the Acknowledgement.’ The same acknowledgement will be automatically 

sent to your registered email id. You have now successfully e-filed and e-verified your income tax return. 
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CONCLUSION 

Overall internship is a really good program and recommended to my sister. It helps to enhance and 
develop my skills, abilities, and knowledge. It was a good experience and memories as not only i have gained 

experience, but also new friends and knowledge. Torvi Pethe & Co.  is a good place to do the internship since 

it provides numerous benefits and advantages to practical trainees. I am grateful and thankful to my supervisor 

and department staff. They also help me to handle some of my weaknesses and provided guidance to me 

whenever I am in need. I think the one-month duration for the internship was not enough for me to learn more 

in details about the jobs so I pursued for 5 months and gained enough knowledge.   
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 ASSESSMENT LETTER 

 
 


