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Annexure —II
Guideline for recently upgraded Municipalities

13;) Activity
Necessary council resolutions should be obtained for

1 | Creation of separate fund for Water Supply , Elementary
Elducation
Necessary council resolutions should be obtained for

2 | collecting penalties required for Water Charges, Building Plan Approval, Trade Licenses, Non-
Tax.,etc.,

3 | Necessary council resolutions should be ontained for adopting new zone rate.

4 After closing transactions for the financial year 2021-22
necessary data backup dump as on 31.03.2022 may be submitted to this office for Data migration .

5 | Necessary preprint stationeries to be kept ready.

6 Necessary training to the end users will be provided in
Regional level by the Regional implementation team.

7 | Necessary IT infrastructure may be kept ready for
implementing E-Governance activities in the municipalities.

8 | Preparation of street list with ward, zone in “.XLS” format

9 | Mapping of street —Ward- Zone in UTIS.

10 Creation of employee ID, Post Code, Boundary and necessary mapping for the respective
employees in UTIS.

11 | Preparation of workflow for all services.

12 | Assigning new workflow for all the services in all modules

13 Before initiating any transaction, necessary boundary,
workflow may be checked.

14 Budget for the year 2022-23 may be prepared kept ready  for
updation.

15 All  sub  ledger details have to be  prepared and  verified before
creating any bill process.

16 Assessment of new property tax shall be proceeded only
after fixing the zone rate.
Preparation and mapping of list of Trade-Sub Trade, Trade

17
schedules, Penalty.
Preparation and mapping the list of applicable master such

18 | as tax component value, zone rate, land value, Building location mapping, Slab rate for SUC,
Water charges, UGD etc.,

19 Closing of Accounts as on 31.03.2022 as per the present
(Municipality/Town Panchayat) structure.

20 Preparation and  verification of asset master for all Non-Tax
1tems.

11 From the financial year 2022-23 all transactions must be
maintained under the name of new Municipality.

29 All  records for the  previous years may be  kept separately for
future reference

23 | Necessary TNSWAN/ VPN connection to be kept ready.
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