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Syllabus,-Schedule and Course Content for Induction Training of Divisio’pal -. -

Accountants
o~
DAY | sessioN | TOPIC I CONTENT SYLLABUS ~
ki B8 maugaration 7 —
An introduction to the | Awarenessof therole, | Awareness of thé role, tegal
_roles and legal framework and framework and documentation
respansibitities of documentation relevant to the Department,
] Divisional Accountant | relevant to the career prospe’;ts of Divisiopal
1,2&3 in the broader Department, career Accountants, APAR and office
DAY 1 backgrqund of the prospects of Divisional | procedures .
Department Accountants, APAR and
.\,'{v‘j’{' P office procedures®
LR F {i Paosition of CAG as Articles 148-151 of the | Constitutional provisions on
4 _per the Constitution | Constitution of Indla CAG-Article 148-151
| of India '
LAY ) FRSR- Part-1: FRSR- Part-1: FRSR-Definitions, Pay Rules
# Definitions, Pay Rules | Oefinitions, Pay Rules CCS (Leave) Rules, 1572
1&2 and Exercises and Exercises
Leave Rules - CCS {teave) Rules, 1972
“Ethics and Etiquette An overview of Ethics and Etiquetta,
An overview of CCS | significant rulesin CCS | CCS (Conduict) Rutes, 1964 -
‘(Conduct} Rules, 1964 | (Conduct] Rules, 1964 Rules 3, 34,5,7,8,9,
- and CCS{CCA) Rutes, ' | and CCS [CCA) Rules, 11,12,13,15,15A,16,17,18,20,21
1965 In guiding official | 1965 in guiding official | .22, Rules 10, 11 and 20 of CCS
DAY 2 and personsl conduct, | and personal conduct {CCA) Rules, 1965
General and generai awareness
Adminlstrative Rules | of the other rules
3%4 {Do's and Don'ts) therein,
Genglal Administrative
Rulesi{Do’s and Don'ts) '
- Ethics and Etiquette in
. dealing with .
| stakehalders, protacels
for handling RTt queries
Precautions in use of
social Media

’
s
g

1 Explaining structure of this training pm,g"ramm and about RTI as aiso
Accounts Department, including referende to
and about RTY; Introduction to CAG of India
Vision, Misslon and Core Values. Brief
History and Thematic History of CAG. Qur products,
functienal wings at HQ; Hierarchy and erganisatios
rufes-MSQ {Admn.)-vol 3, departmental exa
* qualifications; APAR, Ust of guiding faw,
Audit and Accounts 2007, MSO (ABE), §

an overview of CAG of Indla and Indlan Audit and
relevant manuals and gyides. -Explaining structure of this training programme
and indian Audit and Accounts Departmen, Aview of website of CAG. Mandate,

of the department- A ghmpse of the contents of the onfine books- Analytical

mandate and documents-Constitution of tndia, CAG's DPC Act, 1971, Regulations of
pécial Status of the cadra being astociated with State Government - Applicatitity of

rules on Pay, emitlements and procedures, general awareness of FRSR, GFR, Ministry of Finance’s Manuals of Proturement
Procurement, Vigitance Manuai, Indlcation of similar rutes of

GAR, RPR, DFER, CPWA Code, Schedule of Rates,
Individual states, hasic awareness about purpose of M50 {Admn.}

CVC-role in

: and 14, eCSMOP and concept of eoffice,

Voll, 2, HQ Manual of Office Procediure; CSMOP Voi.13




-

N
DAY SESSION TOPIC CONTENT SYLLABUS
Dutios & Functions of | Duties & Functions of | Duties & Functions of Diisional
Divislonal Dlvisional Accountants | Accountants
Accountants and Records connected with | Records connected with work in
examination of work in the division “the division office.
1 records office. -DA Diary
‘ Objection Book Monthly accounts {Maanmg.
- T Revised Form 51 when to submit to AG [ARE),
1 Monthiy accounts various forms includedin
{Meaning, when 1o 1 monthly accounts, significance)
! ) submit to AG (A&E), Deposits and advances registers
various forms included | {significance)
in monthly accounts,
significance}
DAY 3 Deposits and advances
registers {significance)
Budget and budgetary | Budget and budgetary Budgetary provisions for works
provisions for works, | provisions for works,
 Recondliation of Reconclliation of
7 | accounts, | accounts,
supplementary supplementary grants,
grants, appropriation :a_pp:opriation and re-
and re-appropriation apg{ggr_iaﬂpn
Accounts of Public Chapter 8 of MSO (A B | Chapter 8 of MSO (A & ) Vol.1
154 Works and E}Vol.1andParad.2, | and Para4.2, Chapter 10, Para
Accounts Chapter 10, Para 24.2.3 | 24.2.3 of CPWA Code
of CPWA Code
Highlights of CPWD Highlights of CPWD CPWD Manual & CPWA Code
1 Manual & CPWA Code | Manual & CPWA (ode
Law of Contracts “ConpractAct, 1872 Contract Act, 1872 _
Arbitration and -Nﬁmﬂan and Arbitration'and Conciliation Act,
2 Condillation Corciliation Act, 1996 | 1396 '
| Technical sanction, Technicat sanction, Technical sanction,
. | administrative administrative approval | administrative appeoval and bill
3 approval and bill of. and bill of quantity of quantity '
quantity Types of contract Types of contract
DAY 4 Types of contract
Overwew of the process | Awareness of Ministry of
::::::\:fﬂ the of Preparation & Finance’s Manuals on
Preparation and Evaluation of tenders; Procurement of Goods, Services
a Evaluation of tenders repamion of (2017) and Works (2019},
; N . - Awareness of Departmental
- ! and CVC Manuals and -
' instructions: on tendars and
assessment of bids .




MERRRNAS mLR 4 4 & Lo

DAY | SESSION TORIC CONTENT SYLLABUS &
' Tendering Process Tendering Proé_ess Tendering Process ;
1. Pre-requisites 1. Pre-requisitesof | 1. Pre-requisites of \
of tenders/ tenders/ tenders/ tendering
tendering tendering , procedure
procedure procedure 2. Tendering procedure
1&2 2, Tendering | 2. Tendering and its different
procedure procedure and modes/types
andits its different
different * moddsftypes .
- DAY S modes/types
- ?(ﬂ i e n onang | Prequaticstionbios & | SERRE S0 U Menuat
v k2 tenders natice inviting tenders qualification, two bid system
Twobid tendering | TWo bid tendering and globat tenders
384 system | systems Awareness of provisions in
r ‘x ' S . . ; Ministry of Finance’s Manual on
J Procedure Involved in | Procedures involved in
" online/global tenders | online global tenders Procurement of Goods {2017)
: Examples
Sale of Tender Sale of Tender documents and
documents and their Sale of tender . their accounting
accounting documents & their " f EMD &
i . | accounting; Collection Coliection of EM
‘Collection of EMD & | .o\ 0r o s Performance Guarantee and
.Performance Performance refund of EMD
Guarantee and refund
1 of EMD guarantees at the ime
of tender/ award
Whenyis EMD refunded
~ progedure for
refuntis,
Secretarial aspectsof | Secretarial aspects of | Secretarial aspects of Tender
. Tender Evaluation tender Evaluation Evaluation committee meeting
DAY 6 committee meeting committee meetings —
Case studles ' pfOCEdum involved in
' convening meetings ~
_ preparation of dgenda ~
2 recording minutes of
2 ;/ meetings- recording
-/ approval. Disapproval/
; disclaimer of opinion on
/ proposals in varlous
records ~ recording
partial approval related
to applicable aspects
- only ete
Case studies

A




DAY

SESSION

TOPIC

CONTENT

3&4

Soft Skills

Communication and
Motivation/ Soft Skills/
Team-Bullding/ Site
Visit

{With Role
Play/Exercises/Group
activitles)

SYLLABUS
Softskills

N

DAY 7

1&2

Preparation of

1 comparative

statements &
evaluation of bids

Preparation of
comparative
statements &
gvaldation of bids

Preparation of comparative
statements & evaluation of bids

3&4

Discussion of
Important accountifig
terms

| Assessing experiencé -
|-and adequacyof -
-technical

infrastructure/
manpower of the

“contractor

Case Studies

Discussion of terms,
annual financial
turnover; financial
statements - Profit &
Loss Account, Balance

| Sheet; Bids, Final - 8ids,
' Technical Bids; Bidding

capacity; Works done.

How_tu_a;csgs_s bidding

' capacity basedon

turnover and works

.done

Assessing Experience of
contractors in
execution of specific
work and similar
projécts— determining
the pdequacy of
documents furnished
for this purpase ~how

| taevaluate such
| documents

Ca&é;Stu_dies

Assessing adeguacy of
technical infrastructure
and fechnical
manpower of the

| contractor; Assessing.

bidding capacity hased
‘on turmnagver and work
done — determining for
this purpose — how to
evaluate:such
documents

Case Studies

Awareness of Ministry of
Finance’s Manuals on
Procurement of Goods, Services
{2017) and Works (2019},
Awareness of Departmental
and CVC Manuals and
instructions on tenders and
assessment of bids .

£

4




DAY | SESSION TOPIC _ CONTENT n
1-€VC puidelines on CV( guidelines on - .
_\:? m ndf:t g process & tendering process & CVC guidelines on tendering
award of contracts award of contracts - process & award of contracts
including negotiation/
182 Discussion of practical post tender negotiation
cases/case Laws & render conditions
etc.
Discussion of practical
DAY 8 case/case Ljws —
How to detect Introduction to Introduction to Competition -~
= collusionfcartel Competition Corimission of India
;’L'\ T formation of tenders | Commission of India How to detect collusion/cartel
= f o ' —what are the red How to detect formation of tenders — what are
ol I 3&4 flogs - coliusion/cartel - the red fags '
Case Study formation of tenders — | Case Study
wihiat are the red flags
LAY} Cose Study.
& Practical session on Practical session on Practical session and Group
tender evaluation, | actual procedure for Discussion
award of work In PWD | tender evaluation,
182 award of work in PWD
with examples.
Discussion on Audit Discussion on Audit
Observations relating | Observations relating
to Works Audit | to Works Audit -
Contract management | Contract management | GFR 2017-Chapter 8,
DAY S Awareness of Departmental
‘Checks during Contract documents and CVC Manuals and
gﬁ;xz:maﬂon of Checks during };s;mmm on Contract
| R impiefnentation of nogement and safeguards
3&4 ‘ on payment
contipct o
Evaluation of
\ performance vis-a-vis
payment
Measurement of work | Measurement of work ~ | Departmental instructions on
L how measurements are | Measurement of work
Case s‘"dff made, how they Measurement books
pAY | .. Initial records recorded.
10 ' malntenance of Measurement bogks,
measurbment books | Howtoreada
T 5’fi o measurement book
: Case Study
*
5
L] 1 : -
; ] WT ? W - ;7_.,,
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&

~ _ DAY | SESSION _ TOPIC _CONTENY SYLLABYS "]

Types of bills & Types of bitls & Departmental provisions on RA
Payments Payments 8ills (including first RA bill, final
Deductions from bil! RA Bills {inchuding first | bill}
after RA bills RA bilf, final bil) Deductions from bill after RA

3%4 Refund of Deductions from bill bills
Performance after RA bills Refund of Performance
Guarantee Refund of Performance | Guarantee '

Guarantee
Taxes, Income Tax& | Taximplications - -~ Taximplications of contracts-
—_— 182 GST a Income Tax, GST, TDS Income Tax, GST, TDS
LA .
“u DAY Asset /register How to prepare and Departmental instructions on
i ii‘ maintain Asset register | Asset register
~Steps/ Procedures -
384 ;| Discussion-on
Foas Examplesformats of an
Y Asset Repister
) MS Word Basic practice of MS- introduction to MS Office
182 — Word
DAY -MS Excel Basic practice of MS-
12 Excel
384 Test and Group Discussion on the training, Feedback; Evaluation and Valediction
References:

2.
3
4.
5.

1. Constitution of india

CAG's DPC Act, 1971
Draft Schedule for induction Training of Auditorg and Accountants (RT, Mumbai-7020)
Introductory and Overview sessions of DRAAQ Ihduction Training {2019-20)

List of duties prescribed by HQ- Duties of Divisional Accountant enclosed to HQ e-mail dated

4 june 2020-12:13 pm.

7. GFR, 2017
8. CPWA Code

9.

MSO {A&E) vol.1

Views of user offices and other RTis

10. RTl, Nagpur's course schedule for Divisional Accountants-Regular
11. RTi, Nagpur’s course schedule for Divis,}ona! Accountants-Secretarial and other advanced

roles

12. SyHabus of DA Grade Examination as given in Chapter 7 of M50 {Admn.) val.1
13, Information on wehsit‘e_df ALE West Bengal and PDAC, Kolkata on Divisional Accountants’

training

14. Information on websites of AG, Himachal Pradesh and AG, Gujarat on Divisional

Accountants’ examination .
15. Feedback of training for DAQs/DAs in RTI, Mumbai {March 2020)
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uide™ i 1.3.2023 ¥ 15.6.2023

L.

2.

Precis, Essay & Grammar.
Book Keeping

PWD (Practical)

PWD (Theory)

FRs & SRs

Government Accounting
Public Works Audit

Public Works Account

Annexure-II

Note:- Syllabus as Given in Chapter 7 of MSO (Admn.) Vol.1. MSO

(Admn.) Vol.1. Chapter 7 available on CAG website,

Sr.Accounts Officer/fWM-I



