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DAY SESSrON TOPIC COI{TEI{T SYTTA

1,2&3

An hEoductlon to tho
lples and
rcsponslbllltles of
DlylConal Accountant
ln thG broadct
backgrourd of tfte
oepeniirent

Av#rene$ of the role,
le8al fram€nvork and
docum€ntatton
relgrant to the
Depanment, aareer
prospects of Divislonal
Accou ntants, APAR and
office proceduresl

.Aivareness of t role, legal
frarnewort an documeritation

procedurei
DAY 1

4
Posltlon of C,AG as
per tie ConstlnJlion
ollndla

Artlclei l/8.151 of the
Constitution of lndla

Conidtutional provisions on
CAG.Artide 14&151

7&2

FRSR- Part-lr
Dellnltlon3, Pry nules
and Ex€rdseg
LaaY. Rul€3

FiSR- Part-l;
Oefinloqrs, Pry Rules
and frerches
CCS (teiYE, Rd€f. 1972

FRSR -Deflnltlons. Pay Rdes
CCS (Leave) Rules, 1972

DAY 2

3&4

Ethlcs .nd Ethustto
An ovarvbw of CCS

lconductl 8ulrr, t96l
and GCS ICCAI Rutei
1965 ln Suldlnt omchl
and panord condua.
Generd
Admlnlstre$w Bules

{Oo'r and Don'tsl

An overd8ll o,
slgnlficant rules ln CCS

(Cordrct) Rules, f96a
and CCS {CCAI Rules,
1965 in Buidlr8 orfclal
aod pcrsonal conduc
ard ganeral awarener
ofthe other rules
thareur.
Gendd ldmtnistrattve
Rule{Do'r and Oon'ts}
Ethlca aiil E qtjete ta
dealing lr4th
stateholderr..protocols
for han.flfrlB Bn queri€t
Precauthar h ure 6f
sodal Mcdia

Ethh3 and Etiquette,
CCS (Condd<t) Rul€s, 196a -
Rule$ 3, 34 5, 7, 8. 9,
1 r, r 2, 13,15,15A 16, t't ,18,20,21
22, Rules 10, U and 20 of CG
ICCA! Rul6, 1965

relevant to Departmenf,
lTlil.En of Divisional

officeand
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DAY sESSlON TOPIC CONTENI sYu.ABUS

DAY 3

1

Dudes & Funcllong of
Dlvislonrl
Accounttnts and

EXamlnatlon of
recoldS

outles & Functions ol
DlYislonal Accountants
Re(ords coflnected with
mrk ln the dMslon
office,
Oblecdon Book
Revised Form 51

Monthly accouots
(Metrlln€i when to
submit to A6 (A&E),

varlous lorms lncluded
ln monthly accqrnts,
sltnificance)
DepoSiB and advarlces

stefs ignincance

Dutres & Funcuons of Divisional

Accountants
Recotds connected wlth work in

the dlvlslon ofrlee.
DA Diary
Monthlv accounts (Metoin8,
wtren to submttto AG (A&El,

Yarious forms induded in

monthly accounts, sl gnlfl canc€)

Deposits and advances reglsters

(signlflcancel

2

8ud&t and budgetary
proYlslont for works,

Recondll. on o,

accountt,
suPplsmsntary

trants, !pproPrlstlon
and ra€Pprop;latloo

Budget and budSetary
p{oviston! for works.
R€conciliation of
aacoultti
supPlementary 8ranG,
apptoprlation and rel
apprpPrlatl,on

Budgetary provisions for works

3&4

Ac@unti of Publlc

Wodn and
AEaount

Olaprer8 of MsO lA &
El Vol.l andPdta 4.2,

Grapt€r lq Para 24'2'3
d CPI,YA Code

chapter I of MSO (A & E)vol.l
and Para 4.2, Chapter 10. Para

24.2.3 ol CPlr\rA Code

DAY 4 ]

1

Hlghllghts ol CPTIYD

Manual & CFWA Code

trUHEhtr of cPwD
Manual & @WA Code

CPwo Manual & CPI rA Code

2

lrw ofConttacB
Arblffion and

Conrlllatl,on

'Contrdct Act, 1E72

Art{trdtlon and

c-oicilation Act 1995

contract AcL 1E72

Arbltrauorland Concllladon Act,

1995

3

Techolcal sanatlon,

admlnlstnUvs
rpproYal and blll of,

quarltlty
fypes of Gontract

TechRlcal sanction,

ad m.inlstrattue appro\ral

and bill of quanfty
Iypes of contract

Tedrnical sanction,

sdmlnistrative approval and blll
ot quantiv
Types of c@tra{t

4

Ouewlew ol the
proaess o,
Prepadtloir and

Eualuldon ot l?nders

I

Qven i€w of the proceis

of Dreparatim &
Evahratlon ot tende$;
prepg{tIon of
cdmPar4tive
s6tements &
oeiddaUoo tYith

bdihn.

Awarenest of MlnlstsY of

Flnancet Manuals on

Procurement of Goods, SerYices

(zo17l and Works (20191,

Awaren6S of DePartmental

and OrC Manuals and '

irrstruGtlom bn tenders and

ars6smeirt hlds

2
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5YuA8U5CO'{TEI{ITOPlCsE5S10N
TenderinS Pmces3

1. PrFrequisltes of
tender, tendcrinB

Procedune
2. TenderinB procedure

and lts different
modes/types

TendednS Pro(css

.1. PrBrequlsites of
tendert
tenderinS

Procedure
2. Tendering

procedura and
lB dlfrer€nt

' mod4^Yp6

1&2

TendErlnt Procaso
1. Pte,requlsltBt

oft ndeB/
t nd.tlnt
pfocedufa

A Tendorln8
proa€dure

and lt3
iffiercnt
modec/rypec

Prequallflca6on blds &
noticc lnvitlnt tenderE

Two bld tenderh8
qftims

Proredore€ Involved in
onllno dobol tondert

Eramplcr

Depanmental and CvC Manuals
and lnsvuctions on pre-
qualiflcation, tso bld system

and globrl tenders
Awareoess of pTovlsions ln

Minlst y of tinancds Manual on

Procurement of Goodt (2017)

Pre{ualflcaton bldt
and not Ct lnvltlnt
tand€13

fwo bld tenderlng
rYslem

Procedull lnvolrr€d lh
onlm/global lendcr|

3&4

SBlc of Tandc;
documenB ard thelt
accocrronB

Collectlon of EMO & l

PGrrormanca
Guar.ntaa rtrd ,ofind
oI EMD

Srle of tende,

documenB & their
accoundn$ Collecdon

of EMD and

Monmnce
guarante6 rt thc tlme
of tender/ award

Whenls EMD refundcd

- prdedure tor
refurDs.

Sale of Tender documents and

thelr accountlng

Collecdon of EMO &
Perfomance Guarantee and
refund of EMD

I

DAY 6

2

Src'ttarlal erprcts o,
Tcnder Eialuatlon
commlttee mcc n3

Caso studlet

Sscretarlal aspects ol
tender E\.aluado{r

commlttee meedo8s -
procedurer lnrolved lo
cofirenint moouqs -
prcp.ratlon of atenda -
recordlng minutEs of
meetln$. rerqduu
appro,aL Dlsapprovay
dlsclalmer of opinlon on
propo6ah ln verlors
re@rds - ,ecordin8
partlal approral rclated
to applieble asgocts
only etc
car3 studlB

Secretarial aspe€ts of ferdet
Evaluadon cgmmitteo rn€etlng

rirxl

3

DAY 5

.{:,

I

I
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DAY sESS|ON TOPIC cor{TtNT SYtIABUS

3&4

Sort Sldllt Coflrmunlcallon and
Motlva$on/ Soft Skills/
Team-Buildiny' Ste
Vlsh
(wttr Role
PlaY/Ererdses/Group
rcttvftte'

soft Skills

1&2

Preparotlm of
comparl$vG
statsmdnts &
evaluaton of blds

Preparadon of
aomparattve

sratemenb &
eviuitton otutds

Preparation of comparatlve
statements & e\raluation ofbids

Awareness of Ministry of
Finance's Manuals on
Procurement of Goods, S€rvices
(2017) and worts (2019),

Awareness of Oepartrnental
and Oy'C Manuals and
lnsuuctions on tend€rs and
assessment of blds .

Disdris'Do of terms,
annud financtal

tumcrrer; financ{al

staterfi€nB - PIofit &
to6s Account, Balamo
Shee! Blds, Flnal .Blds,

Tedrnkal Elds; Blddlng
capadty; Wo*s dona

Howto ass€ss blddtng

capacity ta30d on
furnorrer and worls
dqre

Assersing Erperlerice of
ortraciors in

execulidt of spectTrc

.:rsrl and simllar
proi+cts * determinin8
the tuetuacv of
documents fumished
fortli5 g.rrpoa.e -how
tdfrylhate such

do menB

Arsessing adequacy of
tecbnlcal lnfrasEucture
and teclmiel
mln|roEr of the
mntraetoc Assesrln8

bidding cafaclty ba3ed

on uImover and work
dona - determlnlnt for
this purposi - how to
evafuate:such
docutlr'arits
casE Stdles

Case Stdlos

DBcrIsrlon of
lmportant accoundi8
tET16

Assesslq crporloncl
andadequacyof,,
technlc.l
lnfrastrueturc/
manpower bfthe
conlraetot

Cas. Sludleg

DAY 7

<'

tt

I



stsltoN roPtc cor{TEr{T sYttASusDAY
CvC guldelln€5 on
tendering process &
award of contracts
lncludlng negotlation/
post tendcr negotiati,on
& tmder condltlons
etc.
Os(Usslofi of p]actlcal

Gata wl

CVC guldelines on tendering
process & award of contracb

r&2

€vc gulddner on

tendering process &
award o, contrastt

Olscusslon of pr?ctlcal

cares/esr tarvg

lntsoducflon to
Competition
Commlrslgn ot hdla
How to detect
collurh/cartel
formadon ot tend€rs -

are the red IIaBsv/hat
Gase

lntrodu6tiDn to Competitlon '
Commissloo of .hdla

tlow to detect collusion/canel
formatlqn of lenders - uhat are
ihe red Sags

case Stlidy
3&4

How to detcct
colluslon/cartel
fomatlffi of tcndets

-$'hat arc.the rcd
flats
case Study

DAY 8

lr

Practlcal sEslon ofl
actual procedure for
tender evaluation,
award of e,ork in P'lflD
with examplet.
Dlsglsslm afl Audlt
ObsarEu,ons relatlnS
to wortl Audlt

PraEticd sesCon and Group
Dlscuidon

l&2

Pracutal s"3rlon on
tender euabauon,
aurard of work ln Pl,lrD

Osqu$ion on Adlt
Obseflatlon5 ralatlni
to Audlt

oAv 9

3&it

Contract manaSairenl

checls durlns
lmFlementsuor of
contra6l

Crntract managernent

Cootract documenB

Qects dudng
lmoldnentatlon of
.o"4"
Mluauon ot
performance vls-lds
paynmt

6FR 2o1rcIaBer t,
Auareness of Deparunental
and CvC Manuals and
ilrstrucddls on Contract
M.natement tnd sefeguard3

on Paymefit'

DAY

t0 1&2

Maaturemert of wort

Case Study ,'
hldar r.6rdr
malnter{ncc of
nleasuenent

I
boott

Measurement of rYork -
how measurements are
lrEdg ho,v thly
recorded.
Mecoremert bools,
HorY to read a

measuremed b@[

Cas! Study

O@artmental lnstrucdo0s or
Measurement ofwork
Measurern€nt book3

cl
t

TI
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I
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SYI.IABUS

naferGncas:

l. Conrdtutlon of hdla
2. OqG's Drc Act, 1971
3. Oraft Schedule tor lnducuon Trdinint of Audltoti and Accountants (RTl, Mumbai-2020)
4. lntroductory and Overview sesslons of DRAAO lltduction Training (ZOl9-20)
5. Listof dutles prescribed by HQ- DUties of DlvlslonalAccountant enclosed to Hq e.rnail deted

4June 2020-12:tl p.m,

6, MSO (A&El vol.r
7, GFR,2017

8. CPWA Code
9. Views of user offices and other RTls

10. RTl, Nagput's course schedule for DtuilionalAccountants-Regular
u. RTI' Nagpur's course schedule for Diviiional Acrountants-secreGriar and other advanced

roles

lZ Syllabur of DA Grdde Exa{nlnation as Eiven ln Chapter 7 of MSO (Admn,} vol.l
13, lnformation on vehsite df e & e west aengal and pDAc, (olkata on Divisional Accountanty

tralnit8
14. lnformation on websites of AG, Himachal prddEh and A6, Gularat on Dlvbtonal

Acccjntantt' eramination -
15. Feedback oftralningfor OAOs/DAs ln RTI, Mumbai (March 2O20)

t

L
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l

DAY rOPE CO,IITENT

3&4

Types of bllh &
Paymcnt!
Deductlons trom bill
after RA bllls
Retund ot
PertormancG
Guarantee

Types of bllls &
Payments
RA Eills (lndudlnt first
RA Ull, finalbill)
Oeductlqns trom blll
after RA bllls
Refund of Performance
6uaramee

Eills (includlng ffrst RA bill, flnal
bi[)
Deductions from blll after RA

bills
Retund of Performance
Guarantee

oepanmental provislons on RA

1&2

Tares, lncome Tax &
GSI

Tax impll€tions -
hcome Yax, GSI, TDS

Tar impllcauom ot contracts-
lmome Tax, G'f, TDS

DAY

It
3&4

Asset /..glrtet Itow to prepare and
maintaln Asget re8lster

- Steps/ Procedures -
Discusslon on
Exem pleslformats of an
&set B lster

Oepanmcntal iirstructions oo
Arset regislet

M5 Word Baslc practlce of M5.
word1&2

MS Excel Ba3lC practice of M9
EIcel

lntroductlon to MSOffir?

DAY

tz

3&4 Test and Group Discueslon m thc trainln& Feedbact, Evaluadon and Valcdtctlon



Annexure-II

1

qfiETUr trri6 1.3.2023 t 15.6.2023

Precis, Essay & Grammar.

Book Keeping

PWD (Practical)

PWD (Theory)

FRs & SRs

Govemment Accounting

Public Works Audit

Public Works Account

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

(Admn.) Vol.l. Chapter 7 avallable on CAG website

Sr ccounts Officer/WM-I

2

J

4

5

6

7

8


