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Aonqeat..r.e *T.

releyant to $e Depanmenl'
career pro:peits of Divisional
AccountanB, IPAR and offrce
procedures

\D7
Syllrbus, Schedulc !Dd Course Corlenr for loduction Tralnlrg of Divisional

Accoutrl!trt!

Awateness of role, lagal
frameuorl a docu mentn tio n

"l

DAY 1

DAY 2

ri

Erhias aad Etiquene,
CCS (ConddcD Rulcs, 196.{ -

Iul€s 3, 3A} 5, ,,8,9.
1t I 2,l3.r5,15A,16,17,18,20,21

.22, Rules 10, 1l and 20 ot CCS

{CCA) Rules, 1965

I [l9bir$t (^r.lur! ot thb rrrnfig gro,5ianmc rod aDogt nll .t atto rr ore.i., o, (.^G o, hdh ard &d.,, &rdt md
A.cguntr ElepJnrnr.! lndudini,if.rcn& tc r.klent nt uaii..id luir€r, .ApUirtg frucfue ol ttil tnilriq pro6nrim
...d atoul trlT); lntrodu.tion !o CAG ot hdi. .rd hdcn pOn .,rd rcrouou Orpinr*i. e ,ia" ol,,r"lrla *CAG. rfrnd.ta,
.r-*. ryy "d!:f ,.trrcr_sd.rJbto4 ot rtu &l9rrrrr.r,r. i d.;;;;;;ii* *r" Urr. oil.rr,(.|xltlory .rd Tn nElk Hiito.y o, (J6. Ou, ,.odrdf ,tIosfE , .nd radtr.rlv. lll.&rr ;!d oa *athc lihor.ny andtu.l<dotrrl rt'r& Hq Hcrlrchr.nd o.!.rds.!on t rer up h 0MrhrJ rrorar;;;;;;;, ,_r"t,.rr, rtruitmenrrull.t So lad.m.tvd. l. drDrrr,Dect t oBminauonr rod *cc. ,,w;rr;;;',;;; . Mlcps. in.nth/e, torqs.li&rdMr Apn, utr ot gutdirs hw, nrndrr. ,r|d Oo.u"_tr<onierriloi oi Wi., &iiE 1",, rgl r. R.SuLrion, o,audlr rad A..o{Mb 207, Mso (Atf), sr{ti.l5t ru! ot th. odr. b.in, a$o.:l,i.d -ii it.-,. i,*"*. .^rru..u,*, or.er.. q %, d,rlrt,ncnb .nC praedurca, tl'l.ralJ:rche5t Ol FRSf, 6ii Mi,rnrf cl Fnr;e.i Mlositr ol proq,Gnent
6ae, f,tf,, otpn, CrltrrA ccdc, sch.dubor t ter. cv(-rort in rrorsr;uuS;;:-*r.n,iJr'rt ,,*orr,n,o,_kr o,
'nd, du.r 

'rr:!'. brlk .r.,.nc,! .ba{l purorc or Mso reorn. r.vJ r- i xri fr,jli&i,lto".<rr' oro, uo. u.nd 14. .CSMOp.nd .on("rt of.orf...

1

DAY 5E55rON TOPIC (ONTTNT SYLL BUS//'

An lntroduct ,gn to the
rclc, aod
respqnsibilities o,
Dlyiiionrl A.countanl
in the broader
backgrourd ofth.
Dcprrtmena

r,2&3

Awarcr6r ol the role,
le8rlframei ort and
documcntatioo
relarant ro the
Oeplrtment, aare€r
prorpocrs of DivBional
Ac(ountants, APAf, and
otlice p.occdu.esr

4

Polltlon ofCeG nJ

per the Conrtitstion
ot lndir

Articler t.l8-151 ol th!
Constitr./tion ot lndi.

Conrlitutlonal provigions on
CAc.Article 14&151

1&2

fR58. P..t-l:
Defir tlons, P.y Rul.r
aod Erard5es
leavg Rulet

FRSn- P..t.1:
OefioltiorE, Pay Rules
ood Ererclier
CCS lt..ve) Rder. 1972

tRsR-Derinltlons, Pay Rules

CCS (Lcave) Rules, 1972

3&4

Ethlcs rnd Etlqu€tte
An oYervlewolCCS
(Conductl Ruler, 196'l
and CCS (CCA) iulei,
19651o 8uldingomrbl
and pcronal conducL
Ge6eral
Admlnlrtratlve Bule3

tDo".nd Don't5)

An overviov, of
slgnificant ,uler in Co
(Conducl) Ruler, 1964
and CCS (COA) fiules,
1965 in tuiding orllclal
and personal conduct
and g€neral awarenert
ofthe othe( rul€s
tierein.
Gendrl Administr.tive
Rule;l(Do r .nd oon'rs)
EthlcJ.^d Etlquette in
d€aliot with
stat€holders, protoaol'
tor hrndllng RTI qusi€t
Precautiont ln ute ol
soclelMcdit

I

I

.,"il"l

I

I

I
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- \'>i

Dutler & fundr9ns ol Duie5 & lunctions oI Oivi5ronal

f'
Y3DAt

I

Divhlonal Aa(ovntan15

Records connecred with
rrcrk ln th? dM.ion
olfic!.
Obicstlon Eocf
Revlged form 51

Monthly ac(orrot!
(Meanln& when to
submlt to AG (A&El.

varlous totms lncluded

lo mootilY ,ccaroli,
5ignlticlnre)
Oeporlls and advan<et

ncc

Accounlahli
Re€otdl connecled wlth wotk i^
the dtuldon ofncc'
oA Di.ty
Monthlv accolroB (Meamn&

whcn ta submlt to AG (a&E),

varlour ,otms l.tcluded in

monthlY accountt, tlgniff (.nce)

oeposit5 and ad'/.nces r.8islcrt

{si8fllflc. nc!}

cPwo Manual & CPWA code

Cortr.ct Acq 1872

Arbit atlon'and Cmciliatlon AcL

1996

3&4

3

DAY 4

5YIIABUScoN'rtNT
sEssloN0AY

Dieitlonai
Accountlnttand
eramlnatlon o,
racordg

Fsoctioutle 5 &o

1

lludget!ry Provaiiont for wotks
Budtet ..d budgetnrY
prodtions lor wort5,
R€conclliation o,
accounB,
supplemeotarY 8rant5,
apgroPtlatioo and re-

approp riatiot

prgvlsiont rgt *orts,
Reconcrllallon o,

accountt,
suDplCmGnlatY
grants, apgtoP.iadgn

and r€-aPproptlatlon

Eudget and budtetarY

chaptcr 8 ot MsO lA &

and Par.4.2, ChlPte, 10, Para

2a.2.3 of @wA Code

l)vol.1&

Chafler 10, Para 24.2.3

of CPWA code

OBpEr E ot Mso lA
E) vol.l and Pa.r 4.2,

Accounts ol Pubii.
wo.kr and
Accounts

HiShllShl, ot CPWO

M.nual & CPWA Codenual & CPwA Code
HlghtlEhts olcPw0

I

9961

@nlnct Acl 1872

Concillation

taw of Contracts

Arbitratlon aod

Tedrnical $nclion,
admlnitrta$ve aPtsoval and ball

ol quaotitY

Types ol contra(t

Technical sanctbn,

adminBrattw aPProval

and bill ol qu.otitY

Typea ot contract

adminittr.tiYo
approYaland blllof
quantitY
Tvpeg ofcontract

Technical ,andion,

Awareness of Mlnl!W
Finance'3 ManualJ on

Procutement of eoods, serrices

(2017) and Workt {2019},

Awarene$ of oePtnmental

ard CVC Manuels and

irlslructioni on tenders and

of

bid!of

Ovewie\,Y of lhe Process

o, PrepaGtio{t &
EYahration of tendett;
pfeparatlon of
compentive
ldtements &
n€Sorlauon sith
bidde19.

Overview olthE
proces: ot
Prepatatlon :nd

Evelu3Uon of lcndsrt

i
4

2

i

--rortc -



\p
Terdering Proa$3

1. Pre-requEltes of
t4oderr,/ telrdcrin8

,r(xedu.e
2. Tendering Itocldvre

ard lE ditfe,ent
modes/typ6

.i.

f
OAY 5

I'

I

DAY 6

3

sYtlA8U5col{TtNTDAY SE5SrON
T€ndrring Po€ast

L P.gcqulslt€t ot
tsder./
t!ndeficB
p{gc€dure

2. Tcnde,inS

9.o(dsrc and

It, dit erent
' rnod4/tyxs

TendetinS Proc.tt
t' Ptlr"qrdtlte,

ort.nd€rt/
t.ndcrlnt
proccdwo

2. Tendrtln8
grocedufc
and ltr
diflerent
moder/lyP€t

r&2

Oepartm€otr I and CvC M.nu.15
and Instructionroo p,e-
q ualiticatlon, two bld syttem
and global tendGrs
Awareo€ss of prorrisbns in

Ministry of Finaacc't Manual on

Proarr€nt€nt of Goodi {2017)

keqlalification bHr A
notice,nvitlrt reader3

Two tlid tend€rin8
syrt!m5

ftocedutet lrlvolYed in
oolln€ globd tenderE

fr.mpha

F.e-qualtrlcatlon bldt
and notl(e lnvltlnt
tenders

Two bid tcnderint
rYslem

Procedute ln\rolved l}1

oollnc/global t.nderl

3&4

Snle of ?€odar documentt and

lhei. accouount

Collectoa ot EMO &
Performao€ecuarantee d

refuod of tMD

srle of teodet

documEntt & theia

accsvndng Colbctloo

otEMo.nd
PcrfofarEnEa

guilEnteei rt thG tlmc
ot terdst/ award

l! EMD refunded
lor

documents rnd lh€lr
accountinS

Colledloo o, EMD &
Pcdormanco
GsaEntea and retund

O' EMO

ofTender

I

secrdari.l 3ipectt ol
tendet€valuadon
committee meedags -
pioceduras l0volved io
cooveninS m0etints -
pregiratlon ot agends -
recording minules ot
meetinSa. (€totdirS

apprcv3L DisipprovaU
disalaimer of opinlon on
proposab In Yadous

re@rdr - recordint
p.rlial aprro,al relaled
to apgli.able aspects

only etc
Care

SecreErial aspects ol Tende,

Evaluation cornminee rn€efi rE

2

Secretarial arpects ot
TendGr Ev.luatlon
(ommlttec meelint

case itudlet

I

TOPIC

!
I
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DAY 7

3&4

DAY TOPIC coNItiJr SYLLABUS

3&.1

50ft Skillt Commuolcatloi and
Morlvrtion/ Solt Sl(llls/
Teern-8uildi.1&/ site
Vlsit
(With Role
PLy/&erElie!,/G rosp

Sott Slills

1&2

Prcparatlon of
comparrtivc .
stntements &
ev.lualion ot bidt

ol
comPaartive

5tatements &
e!.luation ot bids

Prepar.tign gf comparaiw
star€menE & evaluatior of bid!

Awarengs of Miniitry ot
finance'r Mallualr on
Procureme of Goodt Sewices
(2017) and Wo*s [2019),
Awarenets of oepa.t nental
and CVC Llanuals and
lnstructions on tenders and
a$e$mcnt ot bld5

Asseiglng Erperience ol
@nlractors in

er€cution o, spefifi(
.lrofl and simila,

Proigcts - d!t€rminine
the 

}dequacy 
of

doc{manB tumished
for tiii S.rpore - how
to a6lual€ su(h

documenrs

Assfasing adequacy ot
technkal infrastructure
and technical
manrower of the
corllfi rctor; Asresrint
biddioS capacity based

on tumover and worl
don€ - determioing for
lhis purpore -how to
evaluate srch
docunen6

Case Studiet

Studl€t

How to r3i65 bidding
cn9acity barcd on
turnowr and Borl5
donc

oisEurslon ot
Important accoundnt
lerfi'

Arserslng expqrlsnce
and adequ..y gt
technl.al
lntrastrucllrrc/
manpower ot ahe

cont.ador

Case Studlej

4

Pre9aratloo

Discursion of termi,
.onual fiorncBl
$,rlolrer; financlal

stat€menB- p.oiit &
Ioss Account, Ealance

Sheet; Bld5, Flnal 8tds,

Ted)nic.l !klr,; Elddins
caprcity; Wo*r dooe.

Cnse

StsSroN I
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OAY 9

SYITABUSCOMTEt{TroPlcDAY StsSloN
CvC guldelln6 on
tmdednS oroc"'s &
a*ard otconuact5
including neSotiitionl
post teidqr mEgti.tion
& teoder (ondltlons

elc.
Dlr@ldon o, Practlcal

CVC 8uldelincl oo

tEndcrlng 9.o.ess g
award of contractg

Dltcut!lon of P.ssdcal
artes/cas! Lalrr'

r&2

lntraductioo to Coopetitioo '
Commi$loo ot lttdi.
Hon to detect collEion/canel
formatioo of tsndc6 - what are

the red fla85

c.sc Strdt

lnEodusrion to
Competition
Commissioo ol lndia
How !o detect
collvriqt/canel
formatlon of leaders -
vrhat are the rcd llaSJ

Co5e

How to detcct
collution/catlel
fo.matlon of tendc15

- wha! atr the tcd
llats
Case Study

OAY 8

3&41

Pr.cti(ol settbn lnd Grosp

Dlr<usilon
Practlcal tetlion on

actual Procedwe tot
tender !r,roluntion,

award g, worl in P'ltrD

wlth erample!.
Dlsantrloo on Audlt
Obrervations t€latlag

to Wotk audit

Practi€al session on

tendet evaluatign,
award of work ln PWO

Dir(us5lg'l gn Audll
Obsarvatigns rclatinX

to Worl! Audlt

1&2

6fR 2ol7.orapter E,

Awareness ol DeParUnental

rnd CVC Mmuals .trd
irstrucdoo3 oo Contract

Managemcnt and s:teguitdr
oo PaYment'

Contrad manrSement

Contract do€ument5

c!}eck durirts

lmolellEnt tion of

-.,,{..
Evalutlion ot
pedormance vb-l+is

!aymeot

Contract maraSement

ch€.k durin8
lmplementallon 0f
contlact

3&4

o$rrt nental intuuctioll3 on

Measurcment of woll
Mearu.ement bookr

Mea5urement of wofl -
horr meaguremenl' aae

made, ho., they
recorded.
Measurement book,
Howto re.d a

measuremenl bool

case study

MeaiuremEal ol 9ao

C''e Study ,

lnltlalrecordt
malnten{me of
mearufSmenl

I
bookr

1&2DAY

10

CVC guidellnci on le^dcring
procesi & award o, (ontracls

5

T

I
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41-l

3&4

t

!

9AY
1t

Refe.en(et:

1. Coo5titution of lndla

2. CAG'5 OPC Acr, l97l
3. Drafr Schedule ior lnductlon TraininS o{ Audito? rM Accountants (RTt, Mumbai-2020}
4. lnt.oductory and Overview ressions of OnAAO lhductjon TraininS (20f9.20)
5. Urt of duties pres(ribed by HQ. outies of olviCmrl Accorr,|tant eoclosed to He e{ail dated

4 June 2020.12:li pJn.

5. Mso (A&E) vol.1
7. GFR,2017

8. CPWA Code

9, viewt of user offices and other nTB

10. RTl, Natpur" course s€heduh ftr oivisional Accountantr-Re$rsr

U, BTL Na8pu/s corJrss J€hedule for oivisiooel AccoufltanB-S€setari.l aod otter adyanccd
roles

11 Syllabur of DA 6rade Exafinatlor as glv€n lfl Chapter 7 ot MSO (Admn.) vd,l
13. lnformation on webrite J, A & E W€6t Een8rl and PDAC, fokat. on Divisiond Acco{ntants'

traia,nS

14. lnformation on webrite5 o, AG, Hlrn chal kodcrh rrd AG, Gujarat on Dlvigonrl
Accountants' eramination -

t5. teedbad of training for DAO5/oA' in m, Mumbai (March 2020,

6

DAV SE5srON IOPIC CONIINT SYTLAI'U9

Typer o, billr &
Payments
Deductioni frorn blll
aftcr RA billr
Rsrund of
Perto ra,rancs
Guarantce

Typ.r ot bllE &
P8ymantt
RA Eillr (lndrdinE ri.st
RA blll, linal bil)
Dlductonr from bill
after RA billt
nefuod ot Perfodnrnce
6uaranEe

oepartmental proeis6A on RA
Sills lin(luding first RA bill, lln.l
b u
Dedt arions lrom billaft.r RA

bill:
ncfund of Pcrigrmance
Guarantee

1&2

Taxe!, lncomoTar &
e5T

T.! impllEetionr -
lncome Ta)q GSI TDS

Iax implicaions ol contrscts.
lncom€ Tar, 65T, TDs

3e4

Ar5et /retirter ltorf to prepare and

maintain Asset reSistc.

- St8psl Procedures -
Ditcut$ion on

Erampletforn}tr of an
Asset Regbter

Oepanmenbl inrtructionr 0.t
A95at .€8irte.

DAY

t2

Bark prrdl(l ol Ms-
Word

lntroductlon to MS OFlice

NIs I xcel BSic practlce of MS-
Ex(el

3&4
Test ard Grolp Discussian on lhc t.rinlog, Feedba(l, tvaluation and Valedjctlon

MS wo.d



fr'r.ver.qrr -![-

Revised Syllabus of the Divisional
Accountants Grade Examination

( DAGE)

Paper I : Essay or Pr6cis, Grammar, Letters & Drafting

Duration: 2 % hours

Total Marks: 100, Marks for passingiexemption: 45.

objective: The objective of this paper is to test the knowledge, understanding and

written proficiency in the language and the script and the readiness for performing

olllcial duties relating to notes, letters, memos, reports, etc'

Part I - Essay or Pr6cis, Letters and Drafting (Conventional Mode)

(At least 40o% marks for narrative and descriptive part)

Part 2 - Grammar

Books and Reference Materials:
(i) For Essay or Pr6cis, Grammar - higher secondary level Grammar

Note:
(i) Persons who have passed the Initial Recruitment Examination for

Divisional Accountants with ttre papers on Essay or pr6cis, Draft and

Grammar will not be required to appear again for this paper in the

Divisional Accountant Grade Examination (DAGE).

(i,) The choice of language (English or Hindi) for Essay or Pr6cis,

Grammar, Letters and Drafting shall be left to the candidate's option.

(iii) Wherever applicable in the respective States, native language shall be

tested separatelY.

(ivy This paper shall test using both multiple choice questions and

descriptive written skills.
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Paper2 : Bookkeeping, Government & Commercial Accountancy

(MCQ)

Duration: 2 hours

Total Marks: 100, Marks for passing/exemption: 45.

objective: The objective of this paper is to rest the knowledge, understanding and
proficiency in govemment and commercial accounting rules and standards,
s!ructure' classification system, accounting records, accounb compilation
process, subsidiary and final accounting products such as the MCA, the Annual
Accounts, financial reports and the readiness for applying them in performance of
official duties related thereto, etc.

Part I - Bookkeeping and Commercial Accounting
L Introduction to Generally Accepted Accounting principles (GAAps)
2. Llases of Accounting and Double Entry Accounting System
3. Bill ofExchange, Promissory Notes and cheques, Letter of Credit.
4. Accounting process: Journal and Ledger
5. Accounting Process: Cash Book and Subsidiary Books
6. Preparation of rrial Balance and Final Accounts (Income & Expenditure /

Receipts & Paymenrs A/cs, Trading, Manufacturing profit & Loss A/cs and
Balance sheet).

7. Financial StatemenLs of sole proprietary concerns / Not-for-profit
Organi zati ons (Relevant for bid-evaluation).

8. Bank Reconciliation Statement

9. Rectification of Errors
I 0.Depreciation and Reserves and Depreciation Accounting.
I LFundamentals of Cost Accounting.

Part II - Government Accounting
l. Accounting Entities and Role of CAG
2' structure ol Govemment Accounts, classification system (LMMHs / chart

of Accounts)
3' Rule-based and Standard-based Accounting - Accotrnting Rules & Indian

Govemment Accounting / Financiar Reporting standards (IGASs / IGFRSs).
4. Concept of Proforma Accounts
5. Budgetary process and Review
6' Receipt of Accounts and Departmentar compilation incruding pubric works

and Forest Division Accounting.
7. Accounts of Inter-Govemmental Transactions
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8. Accounting of Institutional Loans and Advances and Debt Accounts
9. Contingency Fund Transaction and its Recoupment
l0.Accounting of Deposits and Reserve Funds
I l.General Provident Fund(GPF) and Pension Accounting
l2.RBD Accounting and Cash Management
I 3.Review of Balances

l4.Transfer Entrics / Joumal Entries
IS.lntemal Controls in Accounts
I 6.Preparation of Monthly Civil Accounts (MCA) and Annual Accounts

(Appropriation Accounts and Fitrance Accounts).

Books and Reference Materials:
(i) Govemment Accounting Rules (GAR), 1990 issued by the GoW. of

India.
(ii) List of Major and Minor Heads (LMMHs) issued by the Govt. of India.
(iii) Manual of Standing Orden (A&E) Vol I & II issued by the CAG of

lndia.
(iu) Respective Accounts Code
(v) Public Sector Financial Reporting issued by the National Academy of

Audit & Accounrs, Shimla
(vi) Private Sector Financial Reporting issued by the National Academy of

Audit & Accounts, Shimla
(vii) Accountancy by T S Grewal (respective chapters)
(viii) Accountancy by NCERT for Class )O, part I and II.
(ix) Introduction to Accounting by NCERT.
(x) cost Accounting (for paper 8 - Intemrediate - cost Accountants)

published by ICMAI.
(xi) Principles and Practice ofCost Accounting by N K prasad-

(xii) websites - www.ifac.org, www.ifis.ore/qroupvintemdional-
accountins-standards-board www.icai.ore and www . easab. .in for
Conceptual framework of Accounting / Financial Reporting (IpSASs /
IFRSs, IndASs and IGASs/IGFRSs)

Note:

Audit).
This paper is in alignment with the revised syllabus for Auditors (Civil
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Paper 3 : Mandate of the CAG of India and Service Regutations
(1!{CQ)

Duration: 2 hours
Total Marks: 100, Marks for passing/exemption: 45.

Part I - Mandate and Functions of the CAG of India
L Constitutional provisions relating to the CAG of India.
2. Provisions of the Comptroller and Auditor General (Duties, power andConditions of Service) Acr, l97l (as amended and including judicial

pronouncements).

3. Provisions ofthe Regulations on Audit and Accounts 2020.
4' Provisions of the Manual of Standing orders (Audit) and Manuar of Standing

Orders (A&E) Vol I & II.
5' Provisions of the cAG's Manual of standing orders (Administrative), vol. I(3'd Edition) - Chapter 7: Divisional A"couniants.

Part II - Service Regulations

objective: The objective of this paper is to test the knowredge, understanding andproficiency in the mandate of the cAG of India, provisions of Acts, Reguhtlns,
Standing Orders, CCS Rules, erc., and the readiness for applyinfthem inperformance ofofficial duties related thereto, etc.

l ' Provisions relating to reave as in centrar civil services - ccs (Leave) Rures,
t972.

2. Provisions relating to conduct of a Govemment Servant as in the CCS(Conduct) Rules 1964.
3. Provisions relating to charges, procedure ofinquire, penalties and appeal as in

the CCS (Classification, Control and Appeal _ bCajRutes DOS.4. Provisions of pensions (Old / NPS) RuG I Cpf Rui.r.
5. FRSR parr l, General Rules (Chapter II _ Definitions and Chapter IV _ pay)
6. TA Rules of Union Gove
7CVCcuiderin",,"r",insffi,lJfi 'Jr',HIffi::ffi:SH:ff 

:land accountability relating to procurement.
8. Right to Information - RTI Act.
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Books and Reference Materials:
(i) Constitution oflndia (especially Articles l48to l5l and Article 279)

(ii) Comptroller and Auditor General (Duties, Power and Conditions of
Service) Act, l97l

(iii) Regulations on Audit and Accounts 2020 issued by the CAG of India.
(iv) Manual of Standing Orders (Audit) and Manual of Standing Orders

(A&E) Vol I & lI issued by the CAG of India.
(v) CAG's Manual of Standing Orders (Administrative), Vol. I (3d Edition)

- Chapter 7: Divisional Accountants issued by the CAG.
(vi) Respective CCS Rules

(vii) FRSR
(viii) CVC Guidelines / Manuals (CVC Manual for Procurement of Goods /

Works / Consultancy and Other services)

https ://www.cvc. gov.ir/?q=euidel ineVtender-guidelines
(ix) RTI Act

Note:

This paper is in alignment with the revised syllabus for Auditors (Civil Audit).

Page 5 of 12



Paper 4 : Government Audit and Basic Concepts of Taxation

(MCQ)

Duration: 2 hours

Total Marks: 100, Marks for passing/exemption: 45.

Objective: The objective ofthis paper is to test rhe knowledge, understanding and
proficiency in Govemment auditing process and subsidiary / supplementary and
final audit products; the basic understanding of provisions of the Acts relating to
direct and indirect taxation and the readiness for applying them in performance of
ofiicial duties related thereto, etc.

Part I - Government Audit

l. Basic Concepts and General Principles and Practices of Govemment audit.
2. -l'ypes of audit and approach of their audit - Financial, Compliance and

Performance Audit with special focus on works audit and audit of expenditure
and receipts.

3. Introduction to Audit Paragraphs, Inspection & Audit Reports / Treasury
Inspection Reports.

Part II - Concepts of Taxation

I . Basic concepts of Direct and Indirect taxation.

2. Constitutional provisions on taxation.

3. Basic concepts of Income Tax (Sections 2 to l7 of the IT Act).
4. Basic concepts ofGoods and Services Tax Act (Chapter IlI, M V ofthe

GST Act).

Books and Reference Materials:
(i) Constitutional provisions relating to CAG (Articles 148 - 15l) and the

CAG's DPC Act, 1971.

(ii) Financial, Compliance and Performance Audit Guidelines (booklet)
issued by the CAG of India.

(iii) Sections 2 to l7 of the IT Act.
(iv) Chapter III, lV & V of the GST Act.
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Paper 5 : General Accounts, Treasury, Financial & Contract Rules
(Central & State Governments)

(MCQ)

Duration: 2 hours
Total Marks: 100, Marks for passing/exemption: 45.

Objective: The objective ofthis paper is to test the knowledge, understanding and
proficiency in the Central and State Govemment Rules relating to budget and
finances including financial delegation, fiscal accountability and responsibility
provisions, treasury, pensions, etc., and the readiness for applying them in
performance ofofficial duties related thereto, etc.

Part I - Central Government Rules

I . General System of Financial Management, Budget formulation and
implementation and Govemment Accounts.

2. Procurement of Goods, Works and Services.
3. Inventory and Contract management

4. Grants in aid, Govemment guarantees and externally aided projects
5. Receipts and Payments.

6. Delegation ofFinancial Powers.

Part II - State Government Rules (Rules common lo ail states)l

I . State Financial Management, Budget Formulation, Functioning of rreasuries.
2. State Pension sanctioning and authorization.
3. state Reporting on compliance with FRBM requirements on assets, liabilities,

disclosure on completed / incomplete projects.

4. State's Standard object of Expenditure and delegation of financial powers.

Books and Reference Materials:

(i) General Financial Rules (GFR), 2017 issued by the Govt. of India
(Chapterltoll)

(ii) Central Govemment Receipts and payments Rules, 2022
(iii) Respective Rules / Manual / code of the State Government such as State

Financial Manual or Code Treasury Rules / pension Rules / Budget
Manual or Code.

(iv) Respecrive FRBM Act/Rules of the Stare Govemmenr.
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Central Receipts & Payment Rules and Cenaal Treasury Rules are under
consideration for revision by the Department of Expenditure. The
provisions of the new / amended Central Receipts & payment Rules
including those ofthe CTR would apply accordingly.
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Paper 6 : Public Works Accounts & Procedure

Duration: 2 % hours

Total Marks: 100, Marks for passing/exemption: 45.

Objectivc: The objcctive ofthis paper is to test the knowledge, understanding and
proficiency in the rvorks accounts and procedure, both at the theoretical and
practical levels, including preparation, maintenance and use of various records
and books related to works and the readiness for applying them in performance of
official duties related thereto, etc.

Part I - Public Works Accounts & Procedure (Theory) (MCQ) 40 marks

l. Duties and responsibilities of Divisional Accountants including preparation
and submission to AG Office the monthly works accounts including
transactions routed through treasury.

2. Basic understanding of the provisions of CPWD Manual (2019) and CpWD
Code.

3. Basic understanding of the provisions of the State public Works AccounB
Code / Department Code and schedule of power, if any of the pW Department.

4. Basic understanding of the provisions of the Indian Contract Ac! 1872
(meaning, characteristic and kind of contracts, specific type of contracts,
essential elements of a contract).

5. Basic understanding ofthe provisions of the Arbitration and Conciliation Act
1996.

6. Standard Bid documents, e-tenders and State's Procurement Act/Rules, if any.
7. Basic understanding of working of the Works Account or relevant modules

such as Pay module / Budget module, etc. in State's Inrcgrated / Centralised
Financial Management System (IFMS/CFMS).

Part II - Public Works Accounts & Procedure (Practical) 60 marks

I . Examination of initial accounts, stock and tools and plant returns, contactor's
bills including running account bills, final bills and voucheni and Cash Book.

2. Classification of transactions, compilation and preparation of Monthly
Divisional Accounts.

Tendering process including through e-Tendering /e-Procurement.

Works Abstract, Register of Work, Conhactors' Ledger, Transfer Enfies.
Schedule of power, types of works including deposit works and schedule of
rates.

4

5
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6. Types of books / register prescribed for / kept by the pW Drawing and
Disbursing Officer (DDO) and different layers olEnlineers.

Books and Reference Materials:
(i) CPWD Manual and Code with appendices / book of forms.(ii) Accounr Code Vol. III.
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

(ix)

Notes:

(i)

(ii)

(iii)

State's Public Works Account / Deparunent Code.
Arbitration and Conciliation Act, 1996
Indian Contract Act, 1972.
CAG's MSO (A&E) Vol. I (Chapter relevant to public works account).
State's procurement act / rules and relevant chapter of GFR 2017 on
procurement ofgoods and services.
Books / register kept by the pW DDO and different layers ofEngineers
including Stock Ledger, Measurement Book, Cash Book e!c.
State's Schedule of Rates.

The Public Works Accounts & procedure (Theory) paper is to assess the
candidate's overall knorvledge of public works accouns, procedures
and provisions related to public works accounts, procurement and State
financial management application software.
The Public Works Accounts & procedure (practical) paper is to test the
candidate's knowledge of preparation and .xaminaiion of accounts,
stocks, bills and vouchers and various books, tendering process and
procurement etc.

The overall purpose of the theory and practical paper is to assess the
candidate's knowledge in the related flreld including preparation of
month ly accounts and to judge in an effective way whetler the candidate
cim promptly give executive officers of the public works departrnent
appropriate advice in matters concerning accounts and fu:ancial
arangements of divisions and sub_divisions.

Page 10 of 12



Paper 7 : Information Technology (IT)

Duration: 2 % hours

Total Marks: 100, Marks for passing/exemption: 45.

[For TheoIT part, 10-15 marks for MS Word, 1420 marks for Excel and

Access, 5-10 marks for Power Pointl.

Objcctive: The objective of this paper is to test the basic knowledge,

understanding and proficiency in the information technology infrastructtre,

systems, applications and their uses, both at the theoretical and practical levels

including and the readiness for applying them in performance of oflicial duties

related thereto, etc.

Part I - IT (Theory) (MCQ)

l. Introduction to computing system - basic knowledge of devices such as

computerc (desktop, laptop, etc.), and other devices such as printers, scanners,

etc.

2. Basic understanding of Central Processing Unit, Memory - RAM, ROM, etc'

3. Basic understanding of types of Operating Systems and Application Software

and their utilities and open source software.

4. Basic concepts of database management, e.g., DBMS and RDBMS.

5. Basic understanding of Public Financial Management System (PFMS) and

State's Integrated / Centratized Financial Management System (IFMS/CFMS),

e-Office, IA&AD's VLC and OIOS.

6. Ilighlights of the National Information Security Policy and Guidelines and

provisions of the IT Act.

7. Basic understanding of the protection of information assets and relevant

controls such as intemal controls and access controls (physical and logical).

8. Basic understanding of the National e-Govemance Plan (NeGP) and Digital

India Progmmme.

Part II - IT (Practical)

r. Overall practical knowledge of and skill in MS Ofllce - Word, Excel and

Porver Point (as applicable).

z. Basic understanding ofand skill ofcreating database through MS - Access (as

applicable)
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Books and Rcference Materials (they are indicative and may relevantly be
adopted as per applicable version):

(i) Introduction to Computers by Peter Norton, Tata McGraw-Hill.
(ii) Microsoft lilord 2019 Step by Step by Joan Lambert & Joyce Cox,

Microsoft Prcss.

(iii) Microsoft Excel 201j Step by Step by Curtis D. Frye, Microsoft press.

(iv) Microsoft Power Point 201 3 Step by Step by JoanLambert & Joyce Cox,
Microsoft Press.

(v) Microsoft Access20 l3 AU - in - One for Dummies by Atison Barrows,
Joseph Stockman and Allen Taylor, John Wiley & Sons.

(vi) Informatian Technologt Act, 2000.
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