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OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS'

UDAYAN VIHAR, NARANGI, GUWAHATI 781L7 1'

qTa/prr : o g o l -26 4039 4,26 4 7 1 42 
"ffis7p <'s36r-2640244

To,

Ref

SPEED POST

tlo. nNZrCZsAs-II/Ns/NOV/2015
Doted: 05 /08/20t5

MO5T IMPORTANT CIRCULAR

1

2

Subject;

All Sections of MO CDA 6uwohoti'

All Sub-Offices

SASPort.rlExominotionscheduledtobeheldinNovember,?ot5

HQrsofficeMostrmportontCirculgrNo.AN/SAS/L6Lo2/sAS-
II/Nov/2015 /?ROG Doted 24 /07 / ?Ot5

IthosbeendecidedbythecGDA,NewDelhithotSASPort-II
intheNEWsyLLABUswillbeheldosperfinolProgrommeshownbelow:-Exominotion

?,Thecoseofeochintendingcondidote(includingthosewhooreondepufotion)
sholl be coref ully screened by o Boord of of f icers comprising Principol

Controller/Controller/Addl. CDAlJt' CDA, onother IDAS Officer ond one Senior Accounts

officer/Accounts officer. The condidoture sholl be recommended on the bosis of the following

criterio
(A.I NORMAL CHANCES

6Th*" -h" q*lif ied SnS Port-I Exominotion held in Moy' 2015

sUBJECT MARKs
DAY/DATE PAPER TIME

100
MONDAY

t6/tr/?0t5
Poper-V 10.00 AM to 1.00

PM

WORKS, sTORES d IN I ERNAL

AUDIT

( PRACTTCAL-WrrH BOOKS

100
WEDNESDAY

L8/11/2015

Poper-Vf 10.00 AM to 1.00

PM

WORKS, sTORES & IN IERI\AL

AUDIT

(THEORY. WITHOUT BOOKS)

100
THURSDAY

L9/LL/20t5

Poper'

WI
10.00 AM to 1.00

PM

FINANCIAL MANAGLMEN I,

IFA sYsTEM AND ELEMENT5

OF LAW

(rHEORv- wrrHour BooKs)

OFFICE COMMUNICATION r50
FRIDAY

20/lL/20t5

Poper-

WII
10.00 AM to 1.Oo

PM
100

SATUR.DAY

2L/Ll/?o\5

Poper-IX 10.00 AM to 11'30

AM

12.00 AM to

01.30PM

FUNDAMLN I AL5 UT

ELECTRONIC DATA

PROCEsSING

(rHEORv) AND (PRACTTcAL)

Contd/ ..
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(b). Those who quolified 5A5 Pqrt-I Exominotion, september 2014 (including sA5 Apprentice)

but could not guolify 5A5 Port-rr Exom Februory 2015. Condidotes scoring exemption morks in

one or more papers (Poper V or Vf or VII or Vfff or fX) sholl not be required to oPpeor in such

poper(s).

lc'). Those who quolified SAS Port-I Exominotion, December 2013 but could not quolify 5AS

Port-ff Exom Moy 2OL4 ond Februory 2015. Condidotes scoring exemption morks in one or more

popers (Poper V or VI or VIf or VIIf or IX) sholl not be required to opPeor in such poper(s)'

iaj. rno." *ho quolified SAS Port-I Exominotion, April 2013 but could not guolify 5AS Port-II

Exom September 2013, Moy 2014 ond Februory 2015. Condidotes scoring exemption morks in

one or more poPers (Poper V or VI or VfI or VIff or IX) sholl not berequired to oPpeor in such

poper(s).
(B) 5PECIAL CHANCE

i"j rr*." rrn" guolif ied SAS Port-I Exqminotion April2oog but could not guolify 5AS Port-II

Exom held in November 2oog, September 2013, Moy ?Ot4 and Februory 2015' Condidotes

scoring exemption morks in one or more Popers (Poper V or Vf or VIf or VfII or fX) sholl not be

reguired to oppeor in such poper(s)'

(b) Those candidqtes who possed 5A5 Port-I Exominotion, November 2007, but could

not guolify 5AS Port-fl Exom in April 2OOSNovember 2009, September 2013 Moy

2Ol4 ond Februory 2015. Condidotes scoring exemption marks in one or more poPers

(Poper V or Vf or Vff or VffI or IX) shall not be required to oPPeor in such poper(s)'

(c ). 5AS Apprentice who hove oppeored in 5A5 Port-II Exominotion Moy 2014 ond Februory

2015. Further condidotes scoring exemption morks in one or more poPers (Poper V or Vf or Vff

or Vii or IX) sholl not be reguired to oppeor in such poper(s)'

Noter (i) The SAS Apprentice who hove ovoiled nonmol two chonces ond one

Speciolchonceorenoteligibleforoppeoringintheexominotion.
(ii) No opplicofion for withdrowol would be considered for condidates ovoiling

speciol chonce.

3. Nomes of intending condidotes who fulf ill the prescrib ed *iteria, moy be f urnished in

enclosed proformo duly c-ompleted in oll respect ond countersigned by the officer in chorge of

Sections in Moin Office ond Heod of sub-Offices in confidentiol cover addressed to Shri H B

Dutto, 5r. Accounts Officer (AN) of this office so os to reoch this office lotest by

Zt/Og/?OtS. Applicotion s received after the obove mentioned dote will under no circumstonces

be entertoined. rnformotion sent through Telegrom/Signal/FAx will not be considered till the

receipt of post copy olong with prescribed proformo by due dote' E-xemPtion morks obtoined' if

this office.
5..The following instructions moy pleose be observed while completing the obove proformo'

(o)..Condidotes sholl hove to choose ony one from (A) Army, (B) Air Force, (C) Novy ond (D)

Foctory while onswering guestions on optionol Section irrespective of the orgonizotion in which

they ore presentlY serving.

(U)..fhe centreof exominotion will be neorest to the duty point of the condidote fn cose where

due to exceptionol circumstonces, o condidote desires to tqke the exominotion of o centre other

thon the one neorest to the condidote's duty point, on opplicotion by the condidote contoining

specific recommendotions of the of the controller sholl be sent to HQ Office for considero'fion'

Under no circumstonces, the cqndidote shall be permitted to sit in the exominotion os Per

his/her choice without prior opprovol of HQrs Office'

(c). The exqminotion it',otl u" conducted ot Guwohoti center of this orgonizotion provided

sufficient condidotes ore oppeoringtherefrom. The centers ore subject to chonge depending on

odministrotive convenience. The condidotes should be odvised to give f irm indicotion of the

Contd/..
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centte(with due regord to the prescribed criterio) in the very first instonce'The instructions

contained in HQrs OfficeMemo No.33012(5)N/1/AN-K Doted 3o/lo/71in regord to treezing of

tronsferofcondidotesofternotificotionoftheirRollNumbermoyalsobeodheredtoosforos

[li?'";"roidotes sholl be ollowed option in all the popers to onswer the guestions either in

English or in Hindi. All the question PoPers will be printed bilinguolly' The option is however' for

the complet e pop(?. only ond not Port thereof . Therefore, o condidote con opt to onswer oll

guestions of o full pop". o|. oll popers either in Hindi or English' rn other words' optionol use of

Hindi or English guestion-wise wili not be permitted ond such onswer books will not be evoluoted'

This ospect moy be brought to the notice of the condidotes' If o porticulor condidote hos opted

to onswer only one o. oll th" four Popers completely in Hindi, the foct moy be shown in the

proformo in the column provided for the Purpose. A 'NIL' report moy olso pleose be sent in

cose no condidote hos opted for Hindi'

7.. Tn pursuonce of guidelines notified vide Ministry of Sociol Justice ond Empowerment'

Deptt. of Disobility efioirs, New Delhi OM No. 16'IIO/2O03-DD'III dated?6/Q?/2013 detoils

of the physicolly n*Ji.opp"a cotegory of the condidotes moy be intimoted' In cose o physicolly

hondicopped condidote is desirous of focility of sqibe/ compensotion time etc' opplicotion duly

recommended by cDA olong with requisite medicol certificote moy be forworded for

considerotion of reguest by the competent Authority' rn this regard reference is olso invited to

HQofficeCirculorNo.AN/SAS/161100/PH/6uidelinesdoted|?/08/20|3.
8.. As per instruction contoined in 6ovt. of Indio, Cobinet Secretoriot' Deportment of personnel

ond Administrotive Reforms oM No. F. 36021/LO/76-Estt (SCT) doted 2L'l17 regarding

reloxotionofstondordsinthecoseofScheduledCaste/ScheduledTribecandidotesin
quolifying exomination, it hos been decided by cGDA to lower/relax the quolity stondords of

sc/sr condidotes oppeoring in this Exominstion up to o moximum extent of 5% in individuol

paper/oggregote. fhis *oy-b" brought to the notice of oll the SC/5T condidotes' Nomes of

candidotes who belong to reserved community moy pleose be furnished to this office while

sponsoring their nomes itself, os per instructions contoined in this office circulor No

0611/AN/K (Orders) dated t2.9.77. The list of 5c/5r condidotes moy pleose be prepored

independent ly after verifying the service-books of oll the condidotes ond not on the bosis of

informotion furnished by the condidotes concerned' It moy olso be certified thot"The list

furnishedtoHQofficerhosbeenpreporedwithreferencetotheinformotionrecordedinthe
service book of the condido te concetned"' Condidotes moy olso be osked to declore whether

they belong to the reservedor the unreserved community ond such declorotion moy be kept on

record. A specimen of the declorotion is enclosed'

B.lFurther,intermsofHQofticeCirculorNo.AN/II2|5t/Pc-|o89(N)doted11.01.2013
regording verificotion of coste certificote of sc/sT & o}c condidotes ot the time of initiol

oppointment /promotion, it is reguesteJ thot necessory undertoking os stipuloted therein' in

consononce with DoP&T oM No. 36ot,/3/2o05-Estt (Res), doted 9,9,2005 moy olso be

invoriobly obtoined from Scl5T condidote besides oforesoid declorotion ond kept on record'

9.. All prospective condidotes should be odvised thot it is in their own interest to stort

preporotion for the Exominotion without woiting for the intimotion obout occeptonce of their

condidoture.Itisolsolikelythottheollcondidotesorenotmokingfulluseoftroiningclosses.
Theofficer.in.chorge,o&MCellofMocDAGuwohotiisrequestedtoensurethotthe
condidotestokeodequoteinterestinthetroiningclossesorrongedforthemunderthescheme
contqined in HQrs officeletterNo. AN/0611/AN7K dated L7/7/58 (os omended) ond ottend the

some regulorlY.

l0..Absenteeism not only results in oll round increose in work but olso wosteful expenditure in

mokingodministrotiYearrongeme-ntsforholdingtheexominotion'Asper5A5Rule14(b)'eoch
permission to oPpeor in 5A5 Port-I or Port-rl exominotion will count os one chonce ogoinst the

respective part, whether o condidote octuolly sits for the exominotion or nor unless he/ she is

specif icolly ollowed to withdrow his/her noma by rhe cGDA'rn occordonce with the ibid proviso

Contd/..
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reod with SAS Rule 14 (d) withdrowol of the candidote nof submitted within loid down time

period would count os o chonce. ft moy be clorified thqt os per decision of MoD (Fin), withdrowol

of o candidote on medicol ground wos removed when the scheme of 5AS Exominotion wos

revised during 2007" As such foilure to oppeor in this exominotion by woy of obsenteeism or

medicql g.ound ond reguest submitted ofter time limit specified in 5AS Rule will entoil

forfeiruieof oneof the four voluoble chonces ollowed to condidotes os Per revised SAS Rules'

It moy further be clorified thqt under no circumstonces request for withdrowol in respect

of condidote avoiling speciol chonce will be occepted. This may be noted corefully by the oll

condidote.
11." Detoiled rules governing 5AS Exominotion together with detoiled New 5yllobus,

recommended books eTc.have olreody been notified ond circuloted to oll office vide HQ Most

fmportonr Circulor No. AN/5A5/162OO/Order/Vol.X doted t2.O3.20O7, AN/SAS/\6?OO/

o.j"r, /Vol"XI doted 08.02.2008 ond subsaguent orders on the subject issued for time to time.

However, the detoiled syllobus of the exominotion is mentioned in Annexure'A' enclosed for

informotion of the condidates. In cose of revision of monuols etc condidotes moY be

occordinqly.

t?.. IAAPORTANT

(i) It hos been observed thot the detoils of exemptions ore not furnished in the some coses

cousing unnecessory embrocement to oll concerned. As such it moy be ensured thot detoils of

lost exominotion with yeor ond Roll No. when there is exemption or not must be furnished neotly

in the prescribed proformo to enoble this office to forword the correct informotion to HQ

office.
(ii) Contents of this Most fmportont Circulor moy be got noted by oll concerned ond keep

in record.

Receipt of this communicotion moy pleose be ocknowledged'

Enclo: As stoted obove
-sd/-

(K K Dos)

Asstt. Controller (AN)

Copy to:

t.The CGDA, Ulon Bator Rood, or informotion w. r. t. obove please'

Of f icer-in-Charge, It is reguested to uplood the some in the

EDP Sec (Locol) officiol website of CDA Guwohoti.

Sr.Accounts Officer (AN)



(:Ex.H.LIe i\-{'{i

I " " "... .. ' dii trercby declarc that -

* (i) i belong to .. ."".(nan:e olconimnnity)

r.virich is inclucietl in the list of Schecluied flaste I Schcdrrled'I'ribe ( as thc case may bc)"

0r.

o (ii) I do not bolong to SC/SI'cot:rulunity.

(icrnrlrrrr''

Designation:
;\ccount No.:
l{o}l No.;

* Strike or"rt which is not applicable.

( 'l'g be usetl b1, thc llain Officc of Principal Controllers / Contrnlle rs coilcerncd)

'l'he declaration has been verified as per the inlionnation rccorded in the Service Bor-rk ol'

the inclividual aud fbund correct.

Sign;rlure aurl l"lante

5r. Actounts OIlk:cn 1:tccounls Ofliccr (1tli)
{}fitir:e of the P(]DA iCIUA

Datedthc ...201-5

se.ne r y{- 13
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ANNE{*UR&jr.',

SYLLABUS &- LIST OT' BOOKS

PAPE&V

WOR.I( S. S'I'ORIIS AN D IN]'EltN AL A Lr l ) l'f LI'} I{AC]'ILIAL- W t'f II BOO KS )

S.YLLABUS

SECTION _ I - WORKS ACCOUNTS

Question wil! be setfrom the Books listed irr this List of Bo,rks Portion below. Ihis Section is conimon

to all candidates.

SECTION.II- STORE ACCOUNTS & INTERNAL AUDIT

(OPTIONAL . ARMY/NAVY/AIR TORCE/FACTORY}

This Section is optional. Candidates have to opt any one frorr the follow Sul)-Section A to D.

Questions will bc. set fronr the Books listed in the List of Bortks Portion below.

(A)ARMY

(B)ArR FORCE

(c)NAVY

(D) FAC TORY

LUT OF BOO(5

Section * I {WORKS ACCOUNTS}

1 MTS REGULATIONS

2 DEFENCE WORKS PROCEDURE

3 OPERA'IIONAL WORKS PROCEDURE

4 U.A.MANUAL
5 MES LOCAL AUDIT MANUAL
6 O.M. PART_VIII
7 QUARTERS & RENT (I1ENT PROCEDURE)

B IAFW 2249 (GENERAL CONOITIONS OF CONTRACT)

SECTION - II 6IqBE ACCOUNTS AND INTERNAL AUDIT)

(A)ARMY

L|ST 0t BOOKS:

1. STORE ACCOUNTING INSTRUCTIONS

2. ARMY LOCAL AUDIT MANUAL PART. I ANd II

3. D[FENCE SERVICE REGULATIO[]S VOL I & ll (following Chapters/Ser:tions only)

a. Chapter- Vl Military Training and EdLrcatiorr

: :ffiI:: : xili :::l;:: ; n:"Jl[:i::T;,'li;;;"'
d. Chapter - XVlll Cash and Funds (Panrs 801 to 83B)

e. Chapter * XIX Stores and Supplies (Paras 861 to 903)

f. Chapter - XX Arms, Arnrnunition and Explosives (Paras 911 to 946)

g. Chapter - XXll Housing & Quartering (Paras L011 to 1025)

(B)AtR FOBCE

l. IAP * 1501.

]. AIR FORCE LOCAL AUDIT MANUAL
3. IAP-- 1541 * Provisioning and Procurement lor Air Force.

?.t*!- rr- a-{ :_t



{c}NAVy

1. NAVAL STORE KEEPING MANIJAL

7, INDIAN NAVYVICTUALLING MANUAL

3. NAVAL LOCAL AUDIT MANt-'AL

4. PROCUREMENI MANUAI. MM 3

5. MATERIAL PLANNIG MANUAL FOR NAVY

(D)FAcToBy

1, OFFICE MANUAL PART VI

2. FACTORY ACCOUNTING RULES.

3, MANUAL FOR PROVISIONING AND PROCUREMENT IN

PAPER _ VI

ORDNANCE FACTORY

SYLTABUS Same as PAPER * V

LIS.T OF BOOKS Same as PAPER - V

PAPER:VII

General Rules

Personal claims of Govt.

Contingent charges

(Challter* 3 - lntroduction to lndian

(iovernment Accounts and Audit (IGAA)

Section-l to lll of Part-V of Central

Treasury Rules (Muthuswamy and Brincla)servantl

FTNANCIAL MANAGEMENT, IFA SYSTE[4 AND E!-EMENTS OF LAW

{TH EgRY-WlrHour BoqKsl

SYLLABUS

sEcTION-l *-FINANCIAL MANAGEI{EN'r

EAA!!E:

', Evolution of Financial Management

Financialdecision in a Firm

Goal of Financial Management

Forms of Business Organisation

Organisation of Finance Functi0n

Relationship of Finance to Economics &

Accounting

Financial statement and their Analysis

Time valr-re of moneY

Techniques of CaPital Budgeting

Estimation of Project Cash Flows

General Systerrs of Financial Nilanagement

(F,ara 1".1 of Financial Management By

Prasanna Chandra)

(!)ara 1.2 -do-

(Para 1.3 -do-

(P;rra 1.3 -do-

([,ara L.3 -do-

(Pan 1.3 -do-

(Par;r 1.3 -do-

(Chapter - 6 -do-

(Chagrter - 11 -do-

(Chapter - 12 -do-

({-hapter-2 GFR ,2005

)

)

)

)

)

)

)

)

{n&e r: 4l:



BUpCEL

Estirnates * Preparation and Checks

Revised Estinrate
Estimates for fre.sh expenditure
Estir'!'late for fresh expenditure due to
o pe rat ion

i Proposals involving extra expenditure
. Provisions of funds for Advances bV the

Central Govt. Accounted under
Civil Estimates

PURCHASE PROCEDURE:

> Procurement of Goods and services and

disposal of Stores

', General conditions of contract

> DPP'2011

FOREIGN PAYMENT:

'/" Accounting and conrpilation of transactions
r English'lransactions i,e. UK

i Foreign Govts. Other than UK

PAYMFNT OF VARTOUS TAXES/.pU.TlEq:

'/ Customs duties
i Excise duties
r Sales Tax

r Conduct Sales Tax

SECTION.II * IFA SYSTEM

Chapter-lV FR Part'l Vol.l
Lhapter-10 lntroduction to IGAA

Chapter-6& 7of Swamy's GFR 2oo5

Chapter-l - Contract & their Management -

2'd Edn. - By BS Ranrasr,vami

Chapter-X FR Part-l Vol-l

Chapter 2.2A of DGS&D Mannual

- Para 602 of Ohfl Part-ll Vol.l
- Para 10.5 to 10.9 )
- Para 10.i0 

]

Para 10.11 ro 10.15 ! DCS&D Marrual
- Para 1,0.17 |

- Para 10.1to 10.3 
I

),orr. 2tt7to 246OM Part-llVol-l)

lPara 247 of OM Part-ll Vol.l and
Clrapter 9 of Defence Account Code)

I (ConterrL prepared by PCDA,

I New Delhi/OM Part-Xll-Chapter Vl)

(a) IFA Syste nr (Army) * GOI, MoD letter No.6(1)/97lD(B-1) datecl 8.4.97 and subsequent

instructions received frorn tinre to tirne from MinistrylCGDA.
(b) ltA System (Navy) - Purchase Management & Procurement - Naval lnstructions 1/5/97

Navy Min. of Defence letter No.PLl322tlNHOJgl97lD(N 1)dated 11.3.97.

(c) IFA Systerrr (Air Force) MoD letter No.605/Addl. FA(1)dated 4.4.94 & AtlqlPCl3l

95307 I s42 I 61 D Fin-P I 56a /05/D(AF 3) dated 3.4.97.

(d) IFA Systern - lT Projects * GOl, MoD letter No.6(3)/98/D(O-1) dated 4.2.2000.

(e) Delegation of Financial Povrers to Defence Services -2015 notified vide MoD(Fin) Order

No.CoordA-102 dated 20.04.2015.
(f) Delegation of Financial Powers Rules, L978.

(g) Enhanced delegation of powers issued by the Ministry including instructions by Service

Headquarters to ensure compatibility with the earlier letters issued'

?a?a t\ { Ll



SECTION.III - ELEMENTSi OF LAW

E.OMMEBEIA! IA]U
. The lndian Contract Act, 1872 (9 of 1872)

- PreliminarY * Sec-1 & 2

- of contracts, Voidable contracts and Void Agreernents * Chapter ll

n The Sale of Goods Act,1930 (3 of 1930)

? P re lin'r in a rY

i Fornration of the Contract

r The Arbitration and Conciliation Act, 1996 (26 of 1"996)

/ GeneralProvisions

o The Negotiable lnstruments Act, 1881 (26 of 1"88L)

i Of Negotiations

. THE OFFICIAL LANGUAGES ACT, 1963

official purpose of the Union and for trse in

Parliament
i ConrLninee on Olflcial l-,arrguage

THE CONSTITUTION

'P Article 1L3

"r Article 115

i Article 123

'r Article 151

r Article 264
z Article 265

; Article 266

Article 267

Article 299

Article 300

Chapter I

Chapter ll

Chapter I

Chapter ll

Chapter lll

Chapter I

Chapter ll
Chapter lV

Section 1

Section 2

Section 3

Section 4

OIT INDIA

- Provisions as to introduction and passing of bills'

- Procedure in Parliament with respect to estimates

- Appropriations Bills

- SupplementarY, additional or excess grants

- Votes on accounts, votes of credit and exceptic)nal Srants

- Powers of president to prr:mulgate Ordnances during recess

of Parliament

- Comptroller & Auditor Generalof lndia

- Duties and Powers of C&AG

- Form of accounts of the Union and of the States

- Audit Reports
- lnterPretatiolr
- Taxes not to be irnposed & are by authority of law

- Consolidated Fund and Public Accounts of lndia and of the

States

- ContingencY Fund

- Contracts
- Suits and Proceedings

P*?e- is S L3



. The Central Sales Tax Act, 1956 (74 of 1956)

i Freliminary

The Central Excise Act, 1944 (1 of 1944)
'P Short title, extent and comrnencement
'i Definitions
r Reference of certain expressions

i Levy and collection of dutY

The Customs Act, 1962 (Act No.52 of t9621

.. 
Assessment of duty

INDUSTRIAL LAW

The lndustrial Disputes Act, 1947 (1a of 19a7)

Short title, extent and commencenlent 1
Definitions )
Authorities under; this Act

Procedure, Powers and duties of
Authorities

"fhe C'ontract Labour (Il.egulation & Abolition) Act,

Short title, extent and commencement )
and applications 

I

Def initions f
Registration of EstablishrTrents employing J

contract Labour

Penalties and Procedure

The Factories Act, 1948 (63 of 19a8)

'/ Short title, extent and commencement

- Chapter 1

'i Formulation of principle for deternrining when a sale or purchase of Goods

taken place in the course of lnterstate Trade or Ctlmmerce or outside of State

or in the course of import or export. - Ctrapter 2

I
)

1
)

Chapter I

Chaptcr ll (Sec 3,4,9,10 & 11)

Chapter I

Chapter ll

Chapter V

', Short title, extent and commencement

r The Workman's Compensation Act, 1923 (8 of 1923)

Chapter I

Chapter ll

Chapter lv

D7A $7 of 1970)

Chapter I

Chapter ll

Chapter I

Chapter X

ii

Definitions
Employer's liability for compensation

Compensation to be Paid where due

penalty for default

Pe n a lties

and

Chapter I

Chapter ll

t%{" u" 4 Lx



Banking Law and Practice

i. Law relating to Negotiable lnstant

i Letter of Credit
The Minimum Wages Act, 1948 {1L of L948}

'/ Short title and extent

i' Minimum rate of wages

r Procedure for fixing and revising minimum wage

, PaYment of minimum rates of wages

Payment of Wages Act, 1936 (4 of 1936)

'/ Fixation of wage Period
r Deduction for absence for dutY

), Penalty for offences under the Act
'/ Procedure in trial of offence

Audit of Commercial PSUs

i Accounts

> Objections and ScoPe of Audit
'? Conrprehensive Audit
i Airdit Board SYsten't

i Audit Reports

The Code of Civil Procedures, 1908

')/ Stay of suits

'? Penalty for default

The Administrative Tribunal Act, 1985 (1.3 of 1985)

Short title, extent and commencement

Def in ition s

Establishnrent of Tribunals and Benches thereof

Jurisdiction, Powers and authority of Tribunals

Recognition of Service Association Rules, 1993

The basic rules and clarif ication thereto

Section 1
Section 2

Section 3

Section 4

Section 9

Section 20

Section 2 1

Chapter 31 lntroduction to IGAA

- Seclion 1

- Section 2

- Section 3

- Section 6

- Section 9

- Section 10

- Section 11

- Section 27

- Section 33

I
I Chaotcr I)

- Chapter ll

- Chapter lll

(Sec.tion-lV chaPter 33 of

Swanry's ComPlete Manual on

Establishment & Administration

- 2008 Edn.)

- Part I 1 Banking 16r,r,r and Praclice

Part rrlf by P.N.VarshneV

- Part lV_J

- Section l-

- Section 3

- Section 4
- Section 5
- Section 12

- Section 22

- Section 22A
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Note; The syllabus consists of only the hasics and

Commercial L;rws, The Constitution of lndia, The

Industrial Laws, Code of Civii ProcedLrr"es, l-908,

Recognition of Service Associatiorr tlules, 1993.

(B) LIST OF I}OOKS
SECTtON-t (FtNANCTAL MANAGEMENT)

fundanrentals of the
Official Languages
'lhe Ariministratrve

above Laws, Acls etc. in

Act, 1963 l-axation Laws,

Tribunal Act,19B5 and

1.

2

3

4,

5.

6

7.
o

9.

10.

11.

12.
13

14
1(

Financial Management by Prasanna Chandra
GFR 2OO5

lntroduction to lndian Government Ac(ounts and Audit.
FR Part-l Vol'l
Contract & their Management(2"d Eriition) by B.S. Raniaswami

DGS&DManual1999.
OM Part-ll Vol-l

Defence Account Code

OM Part *Xll/Content Prepared by PCDA, New Delhi
Central Sales I ax Act, 1956
Central Excise Act, 1944

Custom Act, 1962

Purchase Management -2006(DRD0)
nDA/l- )nno

DPP-2011

SECTION.II - {IFA SYSTEMI

(a) IFA Systern (Army)- GOl, MOD letter No. 6(Il/97 lD(8-l) dated 8.4"97 and subsequent
instructions receivcd from time to time from Ministry/ CGDA.

(b) IFA System (Navy)- Purchase Managemerrt & Pror:urement- Naval lnstructions 1/5/91 Navy
Min. of Defence iettcr No. lrL/3227/l\lltoJgl97lD(N-1i dated 11.3.97

IFA Systent (Air Force) MOD letter No. 605/Addl.FA(1) dated 4.4.94 &
AHO/ P C/ 3 I 9s3A7 / 542 I 61,D F rn- p 

I 56a/ ASID(AF-3 ) d ated 3.4.9 7'

IFA Systern - lT Projects- GOl, MOD letter No. 6(3)/98/D(O-1)dated 4.2.2000

Delegation of Financial Powers to Defence Services -20t5 notifibd vide MoD(Fin) Orcler
No.CoordA-102 dated 20.04"2015.

Delegatlon of Financial Powers Rules, 1978.

Enhanced delegation of powcrs issued by the Ministry including instructions by Service
lieadr-;uarters to ensure r.ornpatibility with the earlier letters issued.

sEcTroN-r il-{ ELEM!Xrs-t)F LAW)

A. COMMERCIAL LAWS

The lndian Contract Act, 1872

The Sale of Goods Act, 1930

The Arbitration and Conciliation Act, 1996
The Negotiable lnstrument Act, 18Bl
The Official [,anguage Act, 1963
I hc Constrtutron of lndia.

TAXATION LAWS

(c)

(d)

(e)

(f)

(s)

B.

C.

D.

1.

2.

3.

4.

5.

6

7.
a

9.

The Central Sales Tax Act, 1956

The Central Excise Act, 1944

The Customs Act, 1962

?^tu- \f o.j-L"



E" INDUSTRIAL LAW

10. The lndustrial Dispute Act, 19i4/

11. The Contract Labours{RegLrlations & Abolition)Act, 1970

12. The Factories, Act, 1948

13. The Worksman's Compensation Act, 1923

t4. The Minimum wages Act, 1948

15. The Payrnent of Wages Act, 1936

F. BANKING LAW & PRACTICE by P,N. VARSHNEY

G. OTHERS

I6. IGAA

).'/. IHLCODIOFCIVILPROCEDIJRE, 19C8

1B .l'he Administrative TribLrnalAct, l985
19. CCS(Recognition of Service Association ) Rules, 1993

PAPER-VIII
OFFICE COMMUNICATION

SYLLABUS

1. Precis of correspondence or of notes on an offir:ial subject.
2. Drafting of an official letter or an Office Memorandum or an Official N<:telCommunication.
3. Test of cornprehension of a given passage.

4 Drafting of Affidavits, Counter AfJidavits, and Le gal Conrrnunication on administrative
matters, pay and pension matters in defending 1he Court Cases of DAD and non-DAD.

LIST OF BOOKS

As per syllabus prescribed above.

PAPER-IX

FI,JNDAMENIAI-S O F E LECTRO N IC DATA PRO CIJS g tNG

SYLLABUS
This is a qualitying paper only. Marks secured in this paper will neither be counted in the

aggregate marks rror will be added in total nrarks secured in other papers. The paper will be having

two parts i.e. Theoretical and Practical Portions.

THEORY PORTIOIY

(i) TNFoRMATTON CONCEPTS

a) Definition of information
tlifference between data and information I

b) Physical concepts Chapter 1 (Olrver & Chapnran's

storage, retrieval and processing of data I nata Processing & lnformation

comparison of manual anci computer storage ! Technology by (- S.French

organization of data as files.

c) Different types of processing and

purpose of processing.

d) Development of data processing systems

e) Word and text processing preparation of

documents - text editing.

(10'r' Edition) - BPB Publications.

f) lntroduction to Graphics and advantages and - Chapter 19 (Conrputer [:undantentals
'4"' Edn, By Pradeep K.Sinha &

Priti Sinha - BPB Publlcations
disadvantages of Graphics

jry r.1 o{ LL



(ii) ELETUENre--IAIDWABS'SoIJWARE-C0 M PUrqR 
-CAPABlllu-,aN-a

Lr-\4lIATrONS.

a) Computer - Definition of ciectronic digital computer

b) Computer Components * layout and their ftrncl iorrs

c) Characteristics of comPUters

a sma ll varietY of instructions
> fast executions

rl) i'lardware - rjifferent types of urrits including pcriphe rals

e) Softrryare
z Needs
i r.ornputer language
r categories of software svstcm

/ aPPlicationssoftware.
f) Limitations of ComPUter.

(iii) coMPUTERS AND qOMMUNICATION

a) Computer contmunication -

'r need for tlata transmission over distances

b) Networking corxPuters

'2 advantages of networking,
sharing resources (cornputer files & cquipment),

'/' training uPkeeP

r security

c) Types of LANs.

d) Real-time and on-line systems rc'sponse trrlle-
't airline/train reservatiolls bankirrg operations
-,' 

electronic funds transfer
'r vodeptext.

e) An introiluclion to WAN l)efinition attd use.

f ) An introduction to tlre lnternet.

u- lnternet facilities
(email, world wlde r,veb and e-cotnmerce)

r/ Weh Brrlwsers.

(iv) oPERATING SYSTFM (oS) : CoNCEPTS' BASIC' oPE[lAI-A-Nf-ff]eUpgfUl

Unit l iinforntation
Technology Tocrls &

Applications bY

V,K.Jain- 3'd Rev. 1

Syllabus-13P13 Publications

Chapter 17 (Computer

Fundamentals *4'n Edn.

By Pradeep K.Sjnha&Priti Sinha

- BPB Publications)

I Ch.rpter 18 {ComPuter

I Fund.rn,cntals -4' Iiditron

I ay Pradccp K.Srnhr &

J Priti Sinha RPB ublicatior's

(a)Operating system corrccpts 
1r

(b) Trsk: of Operating system )
(c) lntroductiott

r DOS

Unit 8 (lT Tools & APPlications

By V,K.Jain -3'd Rev. SYllabus

BPB Public;rtions)

UnitB (-do- )

Chapter 14 (Conrputer Fundamentals;

By P.K,Sinha & Priti Sinha BPB

Publications)
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i Windows

{c} Definition of Windows
(d) Getting started

r Windows components l.Jnit 9 (lT I'ools & Applications
Bv V.K.lain - 3'd Rev.SyllaL,us

BPB Publications)
u Control rnenu
; Menu bar

, Borcler-

r Title bar

- Maxittti:e-ntintmizt'
; Scroll bar
r Conrmand button
z Option button check box
'F List box
i Using help

e) Basic file manrpulation operating
/ Copying,
)/ Renaming,
/. Deleting,
i Vieu",ing

r Printing,
; Directory structure,
'r Listing files ln directories

(creating, changing and deleting directories)

(u) pRtNC"tpLES OF DATA SECURtTy, pREyENTIVE MATNTENANCE ANp TROUBLE SHOOTING.

Concepts of security;

p r rva cy;

p rotection,
a r,rthorizatiorr,

authentication and password protection.

(b) Preventive rneasures and treatment;

r virus 5(anncrs and vaccirte>.

I NTRODUCTION TO WII!DOWS

(a) Using the Mousc

Anatorny of Windows

Windows Environment
Application Window

Chapter 29 (Absolute Beginer's

Guide to Computer Basics - 3'o tdn
By Michael Miller Technredia/
BPB Publlcrtions

(i)

PRACTICAL

Unit 4 (1.l'Iools & Applications By V.K.Jain *
3'd Rev. Syllabus - BPu Publications)

Unit9-9.3 (

Unit9-9.4 (

-do(b)

(c)

(d)

?*?" Ll r+ L3
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( ii)

r Scroll Bar

(e) Menu and Dialog Boxes

(f) Menu Bar, Menu iterns, Dintmed Menu items,

Hot Key, Short-cut-Key Control Menu,

Check Mark, Cascading Windows/Menus
(e) Help in Windows
(h) Tool Bars

(i) Use of Window exPlorer:
r View the contents of Dircctory/Folder

> Create/Delete Directories/Folders

- Charrge Drives

i Copy, Rename, Delete Files and Folders

(j) Format CD

(k) Drag and Drop Features
(l) Find file.

oPERATINGSKILLSlN@,
(1) lntroduction to Word Processing-

(2) Docurlent Windows
; Creating various types of Documents

(3) Printing Documents

(a) Copying Documents
(5) Formatting cha racter/Pa ragraphs

(6) Formatting page

(7) Working with Sections/Section Break

(8) lnserting Header/Footer

(9) Graphics Feature including charts

(10) Working with tables

(11)MailMerging
OPERATING SKILLS IN SPREAD SHEET PACKAGE

1. SpreadsheetConcepts
i Creating,
, Saving and Editing a Work Book,

i lnsertion, Deleting Work Sheets,

> Entering data a cell/formula,
! copying and rnoving data from selected cells,

) Handling operators in Formulae, Functions

} Mathematical logical, Statistical, test,

Financial, Date and time functiotts,

Using Function Wizard.

Chapter 15,1,6, t7 ,19,20-
l.T.T&AbySatishJain,
Shashank Jain & Dr Madhu-
lika lain (2"d Revised

Edition) BPB Publications

(iii)

?c1r- )-i- S l-g



2. Formatti!B a Worklheet

. Formatt ing cclls;
i' Changing data alignment,
'i changing data, nunrber,
r character or cllrrency forrnal,
r changing font, Adding borders and r:oloursi

t frintifigv,.rorksheets,

'; Creating,
, Previewing,
'r Modifying.

t" Creating,
! Opening and Saving Presentations,
r. Crealing the look of the prescntation

wr:rking in different views,

i rvorking with slides,
'r arldrng and Forrratting Titxl,
'r [:0rr]rattinB Paragraphs,

- cher:king spellings and correcting with objects,
, Adding Clip Art and other pictures,

- Dr'signrng slidc shows,
i Runnirrg arrej controlllng a slide show,
r PrintingPresentations.

Chapter 18'- l.T T&A by
!atish -lain, Shashank Jain,Dr,ltladhLrlika

Jain{2'"r Revised Idition-
BPB Publications)

Unit 13 * l.T T&A by V.K.Jain -

( 3"r Rcv.syllabu: - BPfl

Pu b lications )

(iv)

lnteg,r:,rting Worcj Proce:sor, Sproad Sht:ets, Weli Pages {Unit 12 * l.T lools &
Appiications by V.K.Jain - 3"i Rev.5yllabus * BPB Publrcatiorrsiand Chapter 23 of - l.T
T&A by Satish lain, Shashank Jain & Dr.Madhulika Jarn (2"'1 Rrvrsed Ecirr.)

BPB Publir:atiorrs

O PERATI NG 5KI LLs { PR[5EI\JTAT]q 4-!48{A.G E

1.

'l

susGEsTEp. B00KE

lnformation Iechrrology Tools & Applications by V.K. Jain.

(Third Revised 5yllabus, BflB Publications)

Oliver and Chapnran's Data Processing and lnformation lechnology By C.5. l'rench (1.0ti'Frlitrorr)

8PB Pubiications

3. Conrputer FundamentalsBy Pradeep K.Sinha & Priti Sinha (4'n Lrlition) - BPB Publicatiors

4. Absolute Beginer's 6uide to Conrputer BasicsBy Michael N4iller (3'd [dition] - fechrnedia/
BPB Puhlrcalir;rrs

5. l'i 'lools and Applications By Satish lain, Shasirank Jain & tlr Maclhulika iain (2"d Revised

Edn.) BPU Publications

6. Any Books on Computcr rclcvant to thc syllabus prescribed as the candidates prefer.
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