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a-+ yf,rIeisrft{r qr+rt )

, IFI qftfft+ftft{
dqFftq
tqrlTtr 6T ;rrrT

{Tt-{rq-fi6r
<fC \'"iq.flIq
F4trr

qqlqfiilq

1
,ftfsrq{
,ff-{rwE

dq,ETFqqikft
{aFI,ffi

gff-{ScR,
{.t.q.-z

;TiT (RITEFT

{.rrm,
ffi

Z ftXq<ftfO * *-*ar€
qFpq, T8{}Trir,

*+qreq
qifi?frdTI{,

J fr ww6-6
qt{

ff.fi.e*'X.qq.{arr{r
*'qi6-a, qr{r<

ffi<q<fil't,
qR. {.t.q

fr6ffiq d'r11rr

frqi6-1, Hr{r(

4 "fig-fi-dfrlE rrfrurqiB-fii-{r
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Sylhlrus, Scbcdule rnd Coursc Co!rcnt for luducrior TnintBg of Divlsloril

Awlrene55 ot role, legal
framewgrk Cocumentation
relevant to the Depanmenl,
career prgspefts o{ Oivisionrl
Accountants, IPAR .nd oftic€
procedurei

Conrtitutional p,ovirlor'r on
CAc.Arricle l4&151

FRsR.Detihltlons, Pay Rul6
CCS (Leave) Rules, 1972

tthlcs and Etiqu€tle,
CCS (Coddcr) Rut€s, 1964 .
Rulca l, 34 5. 7, 8. 9.
1 1.12,13,15,r5A,16, 17,1&20, 2t
,22, Rul6 10, 1l and 20 o, CCS

(CCA) Rul6, 1965DAY 2

3&4

It+Uo1 ctinl 
1ryr6 rdai.rt Foli.lnlnr rod $oer in .t .to t,l o,r.!,tGr o, CtC o, hd. .d tod..r Ard[ .adt a.unlt oerrn De,,lL ilrdldhr rat ,s!& ro da! t mrnu* rrd 3yUcr -EprehnElrrri,e ol rfrf tai'lijf orogrr.nm.id.borrt Rn: tnrrodu.rbn ro ca6 0t hdi. .,d h&a r,ar."oroi*" ool-ffi.;i*JJ, *tr,r. otc^n. *,r0.,..vllion, rrlbton .nd Co.! v.tra !.tr rtlb., of ri. d;.n 

"it- 
ii jfiplclr1,.'-rilitirr. o*," t_tr- A,rrrnior8rrt6t.nd lll.nEtic Hrto.y *CfC. O,.r qldudr,,t o!.E ,."laOr*,inofa,_t,., iiJ on *.Utr" t,o,.'at y.nat5l}s ty .1!A t.rrcnr .,rd ,!.,r&.uoid rer vp ta ohrrbnet rtour;;;;;;;;., p._,.oon. ,.sst,nenri'rtr.i,rso (^d,rnlvot. 3. dGr./ilm.o't o.,rh.!bn,;.r.; rqr,;:;;,i*.i-. . *arS. h(.ith/er ro,qsal€ot oor Aplt, urt o, turdrr{ t.w, ln.6d ! .ad *"r"Gtrrco,,niituiti oi n ai.,&iirc 

^.u 
,s, t. i!8!bdon, o,Aedh.nd L(ounb 2m7, MsO (l&a), Sp&.Lt St tur of r}'. oare Uiruer-.r"iJ;;;;;;

'g,oonp.r,e',rrr,.'.nu,"opiocci,,-.rnnc,Ji;;'i;;r-ftiffiiil;#;;;ff;:#ffit"li,H:]l#.J^lt, E9[ ofpR cpr/va codq &h.dot or ,trrE! cvc-,ot n rrocrrcnarivrctni-lr.nili.rnat.riD 
or r.[., 

'\tr, ol
:1'J1f*ffi.**H:n"r'boutet"'o*o'Msor^a'*t',*r, r. "i JIi6i,o r,**,i c,rorr*ir

I

I

DAY 5ESSlON TOPIC co,vlEt{r sYn a-usz

OAY T

{

!,2 &1

An lntroductlon to th!
rol95 .nd
respongbllitles of
Olvlslonil Ac(ountant
la the bro.dc.
bacttrorxrd o, thc
Dgparl,nearl

Aw.reresi of the role,
legal lramewo{k rnd
documaatation
.el6rant to the
Depattmenl arrcer
prorpecB ot Divhional
Ac<ount tt, APAn aod
offlce goceduresl

4

Potltlon of CAG a5
pet t]|c Conrtitution
ot lndlr

Artlclca 148-l5l ot tha
Cooldtutlon ol lndir

1&2

FRSn- Pa.t.l:
Definltlont, Pay lullt
and E&rdret
Laavc Rulet

fRSF. Part-1:
OelloltlorB. Pay R\ret
and trer(lics
CCS (tciw) RuLr. 1972

tthlcs .nd fUqulttr
Alt oYlrvlcw of CCj
(Conductl Rul.r, 1964
.nd CCS (CCA) Ruler,
1965ln8uldlog omri.l
and pcroael conducu
Geoeral
Admlnlttraltve Rule!
(Oo'5.nd Don'xl

An overyhs of
sBnmcant rulcs ln Cc5
(Conductl Rulrr, 196'r
and CCS (CCA) Rules,
!165 in Suidlng omrlal
and pcrsoael conduct

d g€neral :wercae$
o{ lie othd rul€s
titiretn.
GenJd ldminirurti"e
nuhiilod. .nd Oon'Bl
Ertl€ and Etlquone lr
dealrl8 ridt
statehod€rs, pIotocols
tor hnd,irB Bn qu€ript
PrEcaufoit lo ute ot
socl.l Medla

I



, DAY 3

DAY 4

r

I

CON'INT 5YI.LABU5st55roNDAY

Dlvklonal Acaountants
Recordt coooecled with
uro.l la the dMdon
olfice,
Obi.ctlon Sool
Rcvir€d Form 51

Moothly acounts
(M€aflln& vhen to
sublnlt to AG (A&E),

varkrlg fo.ms ln€luded
ln monthly accouoti,
5itniric!nce)
oepoaitr and adYances

Outi$ & iundions of Divieional

Accounhots
Records (onnected vrith wo.h tn

rhc divlrioo ot lc..
OA Diary
Monthly rccwnB [M€.oin3,
when to ssbmlt to AG tA&E),
varlous form3 induded in

moothly sccolnt5, slgnlllcanct)
Dep6itt ard advancei lt8i5t€r5
(signlficr ncc)

Outier Functlons of

Dlvi5lonal
Acaountan6 atrd

Gxamln!Uon ot
rGGOrdt

Fun.tionttle9Du

1

Sudgetnry ProvisionJ fot linorltEudget .nd DudS€lary
ptro\ririons ,oa wo 5,

R€coflciliallon of
accouott,
slpplemeatatY 8rant5.
aggrootlatiqt and r".
spproprla on

9,gdslon! fo. wotls,
Recondllruon ol
accountt,
llJppl.mGnlaty

8r.nB, apptoPala 0n

and re-aPProPtlaUon

Eqdtet and budtetrry

of A Code

Gaptet 8 of MsO (A &
El Vol.1 and Prta t.2,
Gapter 10, Para 24.2.3

Account5 o, Pubtrs

Work .nd
Accgsott3&4

cPwO M.nual & CPw CodeHlghllght5 CPWD

Manunl & CPWA Cod.
Hlghllthtr orcPwD
Manual & CPWA Code

Corltract ic! 1872

Arbiuauon'aod Corciliation Act,

1995

Conlract Acf, 1872

Ar{rarbn and

dcillatioi AcL 1996Concili

Law of Contracts
Arbltratlon.nd

2

T€drnical sanction,
admlnisrauve apFoYal .nd bill
ol $antty
Typ€s of contract

fr$nical tination,
.dminisrratYe app,toval

and billol qu.ntiry
Typ€t ol conttact3

Awarcn€is of Minktry of
Flnance'r Manu.lson
Ptocurement of 600&, Setrrices

{2o17) 3nd workr (20191,

Awar€a$t of oepDnmental

.nd CVCMtnuals.nd
initrucdo0g on tendErs and

at3essmcnt qf bidi

oYewlevr ol the pro(ess

of Preparatioo &
Evahrrtlon of tendeB;
pieparadon of
corltParatiye

t6ramenB &
nqodaUonwith
bidderi.

Ov€rvl€w of thc
proagss o,
Preparatlon rlld
f,Yalustlon ot l.od€rt

i
4

(

chapte.8 o, MSO (A& Elvol.l
.od P0..4-2, Chapter 10, Para

24.2-3 ol @l,VA Cod€

2

TOPIC
ol

I

Technlcal raoction,
admlnlsltatiY.
.pproYal .rd blll ot
quanrity
Tvp$ oacontrad



TenderiaS Procr*g
1. Pr&r€quisiteg o,

te nde.r./ tend erinE
paocedure

2. Tendaring p,oredure

and iB ditfer?dt
modes/typer

.l

,t
I

DAY 6

SYI.I,ABUSTOPIC com€NrsrSSroN

l. herequltltE ot
&nd8r5,,
EdderilB
Proccd!ra

2. TenderinS

focadur€ rad
lE dfilr.nl

' mod4typ€]

TenderlnS Procetifende.ln8 Proca$
1. Ec.rcqdtlt€t

ofundrr'/
ttndo.lnt
Paocad,rs

2. f.ndcrlnS .

Procadura
rnd lB
ditrGtlrtl
rlod€r/rtret

1&2

Oepanmental and CvC Manuals
and lntt uctionr on p.c-
qualltlratlon, tYo bid iy3lem
aod Slobal tcndo6
Awareo6i of provlsio^s in
Minltt y ofFin.ncr't Mrnurl on
Proclrrem ent of Goods (201?l

Pre-qurlificauo.r bld5 &
ootice lnvitlnt tendeB

TtYo bE terderinS
tYJlenrs

,rrocedur$ lnvolved io
onllnr Blobal tanders

tramplcr

3&4

P.r{irallrlcadon bldt
lnd nodc.lnvlllnt
tend€rt

Two bid tendcth!
5y5E n
Piocedura lnvolved in
onlln /glgbd tlnderl

DAY 5

{,

srle ot teode,

documEnts & their
acoun n& Collcctlqt
o, EMO.od
P€dofl[ncc
guaraneer :t thc tlm,e

o, tsod.r/ rwrrd

EMD retunded
tor

t

S.l. otl.nd.r
documenL and lhcit
accountlnt

P€rlormancr
GiDrartra end tefund
O' TMD

ol tMo &

alle gf t€ndc( docurnenr5 and

fielr accounlirlt

Colledon of €MO &
Performanc€ Gur rantee and
rerund of IMO

2

s€cretarlal ,lpacB of
tcndcr EY.lurtlon
commlttea mcltlng
Casr sludlet

I

S€cretari:l ,3p€cts ot
tlnder Evrluadon

commi$ee rnagth& -
Foccdur$ lni.olved ln
cmveni8 ma€tin85 -
9rer.rltlon o, itooda -
recordiag minutes ot
meetlrEt. ,eco.dln8

approYal Disapprovay
disclaln"r of opinlon or
Propc,rih ln v3flout
tecordt - recordint
p.rl,d tpprov.l .elated
to appfieble arp.ctt
oo,Y et(

S€creterhl .3pcd! of TendH
Evalu3don committee m€etirB

l

DAY



e

sYU.A8U5

r,

t,

DAY sEsSroN TOPIC CONTTNT

3&4

So,t 9kills Communlcltlon and
Mqtlv.tlon/ Soft S&llls/
Term-&rlldln&l Site
Yr3it
(Wrh Role
Play/ExrrcBcj/Grous

Soft 5kilts

1&2

Preparadoo of
.ompaBtlvr
ttalcm.nt! &
cvalu.tion of bldt

ol

ofbids

comparatiYe

staaements &

Preparation of compa,atlw
staaemenB & evalsation 0f tidt

OAY 7

Di3cussion gf
Important rc(ountlnt
teants

A5r!5slot lrparlGnce
.ad .dequ.q of
t€chnlcel
lnfrattructura/
manpow"r of th.
conlraclor

CasE 5tudles

3&4

Awa.enes5 of Minisw o,
Finaoqe 5 Manualton
Procurement o, Goods, Services
(2017) and worts (2019),

Awrrene$ of oaganmental
and OrC Manu.ls lnd
lnltflrctions oo trndefi aM
assesrmant ot bi&

AsJ6ring Erpcficnc! of
cdrtracio.a nl
€xrcuoo(l o, spacifi(

.r.prt and 5imlh,
p(qfcB - d.E..nining
thelOeluaw of
(bomaoG ,umish€d
for thir purpore - how
td Srduate srrch

docun€nti

Assessing adequacy of
technkal hfrartructure
and technical
manpower of tte
conlfrctor; Asse3slru

bidding c.pacity based
on tumove, and xrorl
done -daterminlng fo,
this puIposc - how to
Cvafurte such
doattnl'[5
C,3a $udht

0ircussioo terms,

Cate Studiet

Now to .sr63 blddlnS
calaarty bar€d on
tr'rE\cr and woals

dorn

ahnual linincial
tur.ovor; finandal

st temmB- Prdit &
1065 Accounl Ealance

Sheeq 3lds. fln l Bids,
fcdmkal Blds; Sldding
capadty; Worls done.

n

Pregaration
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OAY srs5tor{ TOPIC CONITNT

1&2

CVC tuideliGr qo

tlnderln, procers &
award of cortraatt

ol3cu!llon of practlaal

case!/casc lrw'

CVC SuldelliEi on
tendering p.oceis &
awird of conlracB
includhg negotlation/
port tender negotiatioo
& tender condltlons
clg
Dli(urtlon ottraCllcal
caier/crtc l'lwt

Hoe, to dctGgt
collurlon/ciriol
formallon o, te,rde6
-what rra the ald
flat5
Ca5s Sludy

lntroduadon to
Competilioo
Commlssioo of lndia
How !o det€cl
cdlurlorlcartel
tgrmatlon ot tendeE -
yhat are tt€ rcd 0a8t
car.study.

OAY 8

3&4

lnt,ldudioo to Comp€ltion '
Corn nBslon of lndia
How to detlct collusiofl/ortel
fomation of tandcr3 - whrt 3re
the red flags

Gsc Stlldy

Practlctl te5iion on
actual procedure Io{
tender waluntion.
eward ot sorl id PwD
widt erampl€5.
OlroJ$lon oo Audit
Obrervatiols.elatlog
to Wo.ls Audit

1& 2

Practl(al scssion gn

l€ndcl evafuatiolt,
rward ol worl h PWO

Dltcusrion oo Audit
Obscrvation, rclatint
to Wortr Audlt

Practical sesdoa and Group
Dir(usslorl

OAY 9

3&4

Contre(t manaSerneflt

Contracl documenB

qlgcrr dudns
lmoldn€ntat
.-{n
Evaluauqi o,
pe.lorn$cB Yls-l-Yis
palm€ol

on ot

GrR 20u-Chaper 8,

Alvaren€lt o, Depa.tnental
.nd CVC Manuals arld
inrtrucdoos or Conract
M3naSem€nt and sltegr.rdj
oo payment'

OAY

10
1&2

Mersuremerl ol wotl

Ca'r Study .

kllt al recordt
malnten{ncc of
mGasurFment books

I

Measur€roent of *ork -
ho? measurcments are
madq hoyr they
recorded.
Mersureopnt b@ts,
floYr tg rotd a

mea$Jrement D@l

Casc Study

Departmental insUuctions on
I Measurement of work

Meaturement bookg

CVC guidelines on tcodc.tng
procesr & award ot conlracls

,l

sYttAgus

Conraatm agemenl

cheds dudnS
lmplcmentatlon o,
contr!st



(

r

I

OAY

1t

Referencei:

1. Constituuon oflndla
2- CAG'5 OPC Act, 197I
3. Or.ft Schedule ,or trldu€don Tntnlng of&dlror, rnd A(coqntanB (RIt, Mumbai_2b2o)
a. tntoductory and Ovll.t€w s€rCq!3 of oflAAO |trdudoo fr.inins (ZOf9-20)
5. Ljs! of dutis prBcrib€d by HS qrd€a o{ Dlyirlon.l &countat andosed to He eflail datrd

rl ,,ene 2020-1l:13 pm,

6. MsO [A&E) vd.!
7. GtR,2017
& @wA Code
9. V1"y6 o, uror offfces and other Rn!
10. RTl, Nigpur's cou6e 3chedsh tor oividonal A(qru.rtinB.R€tu,a,
11. itl, Nagpu/s cqrr3e rchedula br otuldon:l^ccountanB-S€crltari.l aod other'dvamcd

rol€s

lil Sy,llabus of DA 6radr Ex:mlnauot s dveo h ODpte, 7 ot Mso (Ad.nn. ) vot. I
t3. lntormatiofl on w€brlte * A & E WBrt Sengd md PDAC, Xdtatr on Division.t Accouritanrs.

train,nS

ItL lnform.don on wab3lt6 of AG, l$rr|3chal Prr&ah and A6, GuJarit on Divblonal
Acco,mtant/ olsninauon .-

15, tuedba* of trarntng for DAOs/8As in Rll, Mumbol {Msrcn 20&,

a

provillonr on lA
Blllt (in(ludlnt ft,lt RA bil, 0nat
bI0
Oeducdo.ri from bltl afte, RA
blll!
8cflrid of Pcrformance
Guattst!!

et-,t ".t
6 e.{^9

Lni-*

DAY IOPIC CONItNT SYLtA$U5

3&4

Type3 o, blllt &
Paymcnls
Deductlonr trom blll
ahcr RA blltt
Rerund ot
PcrtormaD<G

Gu:rantae

Typca ot bllls &
PrylDCnts

R^ Sllk {lndl]dlr8 rlrlt
RA blll, ffnalbill)
Dcductsri ,rorn bill
aft€. nA blllt
Refuid o, Perfomance
6uarentee

1&2

Tare3, lncom€Tar &
G'T

Tax imdlcations -
lncoms Tar, GSf, TDS

far lmdkadoff ol contracB-
lncom€ Ta& GST, TDS

A'ret/.ctlrter ll,gw to p.epa.€ nnd
maintain Asget reglrtcr
- Steps,/ Pro(edure! -
Diicuslon on
Efmples/fo.matJ of ao
Arset

Oepartmcnt!l instrrrctons go
A$et.€gister

MS Word Sask practk€ of Mt
wod1&2

M5 Er.el Batlc pr.<tke of M9
EIcd

lot.odu<tlon to MS Oftice

DAY

12

3&4 Test and Group Dii(gsrlon oa the trninlng, Feedbactq tlraluatlon and Valedictlon

l-L

SE55ION



yfinrur ft<iq. 1to.2o23t 15.1.2024

L Precis, EssaY & Grammar'

2. Book KeePing

3. PWD (Practical)

4. PWD (TheorY)

5. FRs & SRs

6. GovemmentAccounting

7. Public Works Audit

8. Public Works Account

available on CAG's website.
Note:- Syllabus as Given in Chapter 7 of MSO (Admn') Vol' l ' Chapter 7

Annexure-II

Officer,AilM-lSr


