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AAE- 5(E)
ASSISTANT ACCOUNTS OFFICER (CIVIL) EXAMHWATiON

NOVEMBER, 2010

SPECIALISED ACCOUNTS RULES AND OFFICE MANAGEMENT
(With Books)

Time Allowed : 2 Hours ' Maximum Marks : 65

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

2. System of Accounting of Direct Taxes - Receipts and Refunds.

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

4. Suspense Manual. -

5. CCS (Conduct) Rules.

6. CSS(CCA)Rules.

7. Manual of Office Procedure:. _

8. Manual of Drawing and Disbursing Officers. '

9. Quality Manual on Aid Accounts & Audit Division.

10, 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’
1. (a) Mention six acts and conduct of a Government Servant which may amount
to misconduct. (3 marks)

(b) Except with the previous sanction of the Government, no Government
Servant shall conduct or participate in the editing or management of any
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newspaper or other periodical publications or electronic media. However,

there is a time limit beyond which permission may be assumed to have

been granted by the Competent Authority in the absence of any
communication from him. What are those Time-limits? Please specify.
{3 marks)

What is the rule provision for a Government Servant régarding taking
part in politics and elections? {3 marks)
The recognized trade unions/associations are allowed to display notices
relating to certain matters in the office premises. Enumerate any four
such matters. : (3 marks)

Government of India implements some of its Projects ot Schemes through
external aid receipts. Mention the sources of this external aid?
‘ ' : {2 marks)
Explain the fund flow for State Projects under Reimbursement procedute
with reference to the provisions under “Externally Aided Projects”.
{4 marks)
SECTION B’
Which are the three parts of a “Standing Guard File™? (3 marks)
As per the Central Secrefariat Manual of Office Procedure which areas of
office work are suitable for automation? {3 marks)

5. Distinguish between:

(a)

“Paper Under Consideration” and “Fresh Receipt” {2 marks) |

(b) “Attached Office” and “Subordinate Office” (4 marks)

6. (a
)]

aae-5

Write a short note on the Contingency Fund of India. (3 marks)
All losses are supposed to be reported to the next higher authority as
well as the statutory audit officer and the concerned principal accounts.
officer even when such loss has been made good by the parties
responsible for it. However, the Rules stipulate a few exceptions where
the losses need not be reported. List them. - {3 marks)

SECTION ‘C
List any three minor penalties which may be imposed on a Government
servant. (3 marks)
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With effect from which date shall a Government Servant be deemed to
have been placed under suspension by an order of appointing authority?
(3 marks)

What are the three circumstances under which the day can be marked as
Dies Non by the Leave Sanctioning Authority? {3 marks}

What are the conditions under which a retired Government Servant can
be enigaged as “Defence Assistant™? (3 marks)

Under the procedure for imposing penalties, how are the statements of

witnesses authenticated? (3 marks)

Mention the three intermediary heads involved in the government

accounting. (3 marks)
SECTION ‘D’

Under the scheme of Departmentalization of Accounts, payment of claims
against government is made by Pay and Accounts Offices of different
departments of the Ministries by three different categories of cheques,
Describe the category III cheques. {3 marks}

Explain the action taken by the Pay and Accounts Office of a Department
on receipt of the ‘Date-wise Monthly Statement (DMS)’ from the Focal
Point Branch of its accredited bank viz. the State Bank of Patiala.

(3 marks)

Why do the Central Government Ministries/Departments arrange the
payment of loans and grants-in-aid to States (except J & K and Sikkim) as
well as their share of the taxes through Central Accounts Section (CAS),
RBI, Nagpur instead of by exchange through cheque/drafts?

_ (3 marks)
Write a short note on PAO’s Check Register of Outstanding Pre-check
cheques. (3 marks)

In which cases are the Personal Deposit Accounts authorized to be

opened? {3 marks)
Under what circumstances is procurement from a single store allowed?
{3 marks)
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SECTION ‘E’
Under CBDT, write short notes on : | {242 marks)
(i) Central Treasury Unit (CTU)
(ii) Month of Account
List any Six types of direct taxes wh1ch are collected by the banks on
behalf of the Income Tax Department? {2 marks)
Whlch are the different sources from where the Local Treasury Unit (LTU)

receives challans everyday? (3 marks)

What are the responsibilities of an assessee with'regard to payment of
indirect taxes? (3 marks)

When an assessee presents a challan for payment of indirect taxes in
cheque, which necessary checks are supposed to be carried out by the
counter clerk/teller of the public sector bank? : . (3 marks)

The challan presented by an assessee for payment of one of the indirect

taxes in a Public Sector Bank has been lost while handling the documents .

at one of the stages. Now, which certificate has to be prepared (by the
treceiving branch of the bank) and attached to the relevant scroll in lieu of

the lost part of challan? _ {3 marks)
SECTION ‘F*

What is the vahdny of a cheque 1ssued by the Cheque Drawing DDO?

(I mark)

Is there any specific allocation or sanctioned grant up to which the
sanctioning authority can issue cheques on account of refund?

(2 marks)
In which currency are the Government Accounts kept? What do you
understand by cash based accounting? ' ' {2 marks)

As per the system of accounting for dxrcct taxes, who is the “Designated

Officer”? . {1 mark)
From which sources does the District Collection Unit (DCU) receive
challans pertaining to the direct taxes everyday? (2 marks)

Advance payment to suppliers (for rendering services or making supplies)
is allowed only in a few cases. Such payment should not exceed the
“prescribed limits”. Specify these limits. (2 marks)
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