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ASSISTANT ACCOUNTS OFFICER (CIVIL) EXAMINATION

NOVEMEER, 2009

SPECIALISED ACCOUNT RULES AND OFFICE MANAGEMENT

{(With Books)

Time Allowed : 2 Hours Maximuin Marks ! 65

Books allowed :

1.

SIS

N

Manual of Collection of Revenue and Payment of Refund etc. and their
accounting in the formations under Central Board of Excise and Customs.

System of Accounting of Direct Taxes - Receipts and Refunds.

General Financial Rules - 2005, including Compendium of Rules on
Advances to Government Servants.

Suspense Manual.

CCS (Conduct) Rules.

C88 (CCA) Rules.

Manual of Office Procedure.

Manual of Drawing and Disbursing Officers.
Quality Manual on Aid, Accounts & Audit Division.

. Manual of Rupee Loan Sections.

Note :

1. This question paper has 4 pages and has 17 questions.

2. Answer 11 questions in all. Two questions each from section A, B, C,
D and E and one question from Section F.

3. The candidates would be expected to answer in a clear and cogent
manner and invite reference to the relevant provisions of Rules
(wherever applicable).

SECTION ‘A’

What is ‘Vote on Account’? State the circumstances where fund available
under ‘Vote on Account’ is not to be utilized for expenditure?
(3 Marks)
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(b). Whois the Chief Accounting Authority of a Ministry/Department? What

are the duties and responsibilities of the Chief Accounting Authority.?
' (3 Marks)

2. (a) Describe the Competent Authority to amend or modify Object Heads
and to open a New Head of Account in the List of Major and Minor
Heads of Accounts of the Union and States. (3 Marks)

(b) Briefly state the responsibilities of the Financial Adviser for ensuring the.
periodical review of Govt. Guarantees in the Ministries/ Departments.

(3 Marks)
3. Write short notes on:-
(a) Two bid system _ {3 Marks)
(b) Subsidiary Accounts _ (3 Marks)
SECTION ‘B’
4. (a) Describe the process of fund flow for Central or Centrally Sponsored
Projects under externally aided projects. (3 Marks)

(b) Describe the cases of advances to Govt. servants in which the competent
authority may allow variation in amount of installments. (3 Marks)

5.  Write short notes on :-

(a) Staﬁding Guard File ' (3 Marks)

(b) Demi-official letter _ (3 Marks)

6. (a) What is record retention schedule? (3 Marks)

(b) What do you mean by press communique/note? ' (3 Marks)
SECTION C*

7. Whatis “List of Payments”? What are the due dates for its submission as per
CAM? ’ (6 Marks)

8. Write Short Notes:-

(a) Deemed Suspension ' _ (2 Marks)
(b} Major Penalties (2 Marks)
(¢) Common proceedings (2 Marks)
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9, Describe the types of cases which may merit action for imposing one of the
Major Penalties under CCS (CCA) Rules? (6 Marks}

SECTION ‘D’

10. (a) What are the restrictions regarding marriage before appointment under

' CCS (Conduct) Rules? ) (3 Marks)
(b) What do you mean by annual property returns? What is its due date?

(3 Marks)

11. Write short notes on-
(a) Confirmation of oral instructions (3 Marks)
(b) What is Govt. of India’s decision on acceptance of presents by Govt.
servants at the time of their marriage? (3 Marks)

12. Who can issue sanctions? State the types of sanctions/orders, where its copies
need not to be endorsed to the Audit/Accounts Officer?
{6 Marks)

SECTION ‘E’

13. (a) Describe the procedure for making Transfer Entry by Pr. AO in its books
' “on receipt of intimation from the RBI, CAS, Nagpur regarding repayment
of Loan and Payment of interest thereon by the State Government. (3

Marks) '

(b) Describe the procedure for making Transfer Entry by PAO when a time-
barred cheque against which a fresh cheque is not required to be issued,
is cancelled by reversing the original transaction, (3 Marks)

14. (a) Which are the documents attached in a consolidated monthly accounts
prepared by Custom House Treasury? (3 Marks)

(b) What are the colours of Challan Forms prescribed for each Major Head
of Account of the various types of revenues collected under CBEC?
{3 Marks)
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15. (a) It has been decided that ‘trafsfer challans’ received by a Designated
Officer (D.Q) should be accourted for in his ‘Detailed Accounts’
(irrespective of the Circle to which those are to be transferred). Should
not the amount of challans be includeéd in the collections of the CIT under
whom the said D.O. is working? Please clarify.

(3 Marks)
: (b) State three different sources frorﬁ which the Single Assessing Officer
- Unit. would receive challans. (3-Marks)
SECTION ‘F’
16. Write Short Notes on:- -
(a) Zonein CBDT , (3 Marks)
(b) Local Treasury Unit (TU) ' (2 Marks)
17. (a) External Aid in the form of materials and equipments (3 Marks)

(b) Nominated Range Officer (2 Marks)
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