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1. Calculation of salary,preparation of Tds calculation and Deduction sheet

2. Filing of Quarterly TDS Retums)(Salary &Non Salary) (24Q & 26Q) & issuing Form-16 to
all Emplyces

3. Analysis of Justification Report Form TDS traces

4. Correspondence with income tax (TDS)department and GST department for resolving defaults
if any

5. Rectification of relevant defaults of TDS and GST if any & resolving defaults if any

6. Checking PAN No & saving documents of all employees

7. Filling of monthly GST returms
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