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No,6001S/H2010/ T eg. PolicyMF.COAAYGE, TV F o
Ministry of Finance
Depariment of Expenditure
Controller General of Acconnts
Lok Navak Bhavaw, Khan Market, New Delhi

Dated, the @3 May, 2016

OFFICE MEMORANDUM

Sulvy Training Poliey for Group 1 and C officisls in the Indisn Clyil

Accaunts Orpunization.

In furtherance of the Nativoud Tesimang Policy 2012 approved by the
Government and cireulated by DoPT for adeptien by Munstoies/Depits., this
office has reviewed the training requirements lor Group B and € officials of the
Comml Civil Accomys Service. Treaining Polley for Group It and € oflicials
in the Indian Civil Accounix Orgadisation has been formulaed and approved
by the Comnperem Authority {as per copy enclused),

Al PrOCARCCAUCAS (independent oteorge) may Tollow the provisions
bf the poliey m respect of the Group 1 and C offieials intheit Orgnnisation,

The training policy may be brought 1o the atention of all officials in their
respettive Organisation

AP
CFripti Pavra Ghosh)
Dy, Controller General of Accounts

The I'r. CCANCCAS T As
Al Ministey/Depit,
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Ministry of Finance
Department of Expenditure
Office of the Controller General of Acchunts

supi Traiwing Policy for Group B & C efficisis in the Indian Civil Accounts

Organisation.
1, Lntroduction

LY The Central Civil Aceounts Service (CCASIwhich has been v exasience singe
1976 Yorms the backbone of the Indiim Civil Accounts Organisation, playing a key tole
mn enabling the Organisation to deliver on its mandite. While the O pangsation asia whole
has evolved vver the years, adupling 1o the changed seepario .and making systemie
improvements by leveraging 11, there s g need for comprehensive, systematic training of
personnel to transform them into a vital human resource

1.2 Training has been found to not only enhance et¥iciency and productivity but also
o motlvite and inspire: emiplovees, enswre career advancement, give grester joh

satislaction and zive gmplovees a siake in the sontinued success and expansion of the

Organtsation, The Group B and C officers and staff of the CCAS are taday reyuired to
function in maoltidimenstonal aress as well as mulliple arcas of specialization. Theretore,
they need W be squipped with skills which fead 10 quality performance, and increases
their capacity w adopt new technologies and methods

L3 The eritivality of a robust raining pelicy which recognizes the importance of each
incividual in contribnting to the success of the Organisation, canmat be over stressed. The,
rapid technological muvations which have impacted the work envitonment have made n
miperative lor employees to updite their knowledge and skille i order to bridge the gap
between skill requirement and <kill avaifability, Truining enbances the skills, capabilities
amd knowledge of emplovees, moulds and changes their thinking and behavior and s
therelove eritical to ihe swrvivad and growth of the organization,

L4 The Natronal Training Policy (NTP) 2012 also recognizes that orgamizations are
attaching a great deal of importance to the managenent and development of their people,
[he imperative to nove fowards 4 strategie humag cesource mansgement system which
would look at the mdividual as o vital resomree to be vatued, motivaied, devéloped and
enabled to achieve the Organisation's objectives has been clearly enunciated. Within the
Government as @ whole, systématic training bas contineed w be mainly for the higher
civil serviees while a large number of Group B and Group C employees recerve sporadic
g, of at all.
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LS A comprehensive trainmg policy and stratepy for the Gronp B and C officers and
stalT 18 thus vitsl for ensuriig that the Organisation pehieves jis Vision, It will belp in
filfilling futire nanpower needs The core commitment of this pelicy is trainlng for alt
This {s hased on the premise that every smplover bas 1o receive training ot regular
intervals to enable himdher to achieve histher full potential. It also recognizes the fact
that tratning is 4 conlinuous process which ks critical w helping the Organisation keep

pace with the faet changing times and that (raiokng needs and requirements also charige
frequently.

2. !mﬂgmmm

21 The 2" Adnunistrative Refonms Commission (ARC), i Bs 10" Repon jitled
"Refurbishing of Personnel Administrstion - Scuiing New Huelghis® have recommended
that manduwloery training should be prescribed Yor all officials ar the induction stage ns
well as mid-enreer and that sucvessful completion of the mining should be a minimum
necessary condition Jor confirmation in service anid subseguent promotions. Fhe Core
Group ao Administrative Reforms (CGAR) reesinmended thal mid-career training
shonld be made numdatory Tor all Group A and B serviges Tor promotion. Further DoPT

has requested ol the eadre controlling authorities to implemen the reconwmendations ol
the 2™ ARC,

2.2, The Natlonal Trainmg Poliey (NPT} 2012 hag also recommended tmining 1o be an
essemtinl comporient of personned management systent amd has preseribed thal (a) all
categories of civil servamis shall reeeive an induction training 81 the time of entry inm
service and (b)) i serviee tralning at suitable intervals in their carcer mwd tht anendance
i taining programme should be preseribed as mandmory with approprinte linkages 1w
caeee! progression,

3. Yraining inlfrastmetore & congiraints

N Fowded fn 1992 the lnstitate of Government Acconnts & Finance (INGAF)
conducts trainings 0t vduction and entry levels o8 well as periodic s up gradations,
Being the training arm of the Contreller General of Aveaunts the Institute has Rarmed the
mainstay of the Organizations tmining efforts by regularly  conducting  troining
programones on [T related applications and modules of e-govermance, nocounts and ¢ash
monagement. trepsury manggement. fiscal md budgetary reforms. pension and pension
reforms. imternal audil, procurement, project maragement, adminlsirative procedures and
lenderghip #nd change nunagement. Trainings are also conducted w collabaration with
the Natnowal Instingte of Financis) Management, Faridabad,
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4, Feamewark [or Training

4.1, Wil the recognition thay the individuasl in an organizatdon is o bev resoures wnil
should vl be chaply looked upon as a codt bat as a vital human resoorce and as outlined
in the NPT 201201 is exsentinl to match individual's competencies with the jobs they
have 1o do and bridge the competoney gaps for cirent and fare roles through teaining.

22 Coopelencies encompass the knowledge, skills, behavior which an individual
requires for eflectively performing the funerons of a post. A basic principle of the
compelency framework s that zach job should be performed by i person swho has the
reguired competencies for that job. While # is fmportant they career progression and
placement needs are w0 be hased on matching e Ihdividual's competencies 1o those
requeced Tor o particular post, but in the fulire perspective of the growth of the Civil
Accounts Ovganisation, it is neécessary w tmin the Group B & C ofticinls in a multi
tasking environment which will allose them an opportunity 0 grow and scquire
mamagerial skifls.

A3 The core compatencias for training of Group 1 and U olficers and stafl of Centrad
Civil Accaunts Service that have been idemified include hasie tools of governance such
s Oflice Procedure Manual, communication skills like noting sad drafting. wark culture,
professionn] ethics and morsls. CGiven the highly technical nsture of work performed,
core pecounting proecdures (Civil Acconnis Manual, GFR. Receipt amd Payment Rules,
Pension Rules, Lenve Rutes, TA Roles, Fundamenial and Supplementary Rules) and 1T
shills have also been klennfled asa erftiea) ael of core competoncies, Other areas which
ave equally importiant are andit finternal audit, regulatory audit. risk based sudit: scheme
audith a3 well as skilly In arens such as Revenue Accounts, Supply Accounts, Finance
Accomnts, Approprintion Accounis, banking wrrangement, Disciplinary and Vigilance
matters ete. The depth of courses in the aforementioned competencies, duration and

evaluation’ methodoloey cmy vary, keeping in view the target group amd beneh mark in
evaluation methodology,

. R Objectives of Training

81 Objectives are exsential tor designug effective trainng  programmies since
resources wre lbmited. I 15 essential therelore that the objective of the fmining
progranmes i be organized is elearly spelt val.

52  The vbiectives of the induction training and mid career traning are differem and

hence the programme Stoucture and course content for each must also be statably
differentiated.

33 While induction fraining vould focus on imparting skilla, abilities, compelency
and  knowledge abour various methods, approsches, and proctices  essential o
discharping the core fmctions attuched 1o the post. the In_servie/mid- career
programoues, would be nimed a updating keowledge about the Tatest concepts and
developmenm  of  skillveompetencies necessary  for  shouldering  additional  higher
responsibilites
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&, Competeney Framewnrk

6.1 The NTP 2012 states than for moving 1o a compelency-based approach, it woukd
be necessary 1o elussity the distinet types of postd and (o indivate the competencies
cequired for performing woik In such posis. Onee the competencics are lnid down, an
individual's developmemt can be more objectively linked 1o the compeleniies needed for
the current or tuture jobs. Career progression needs o be based on matching the

dividial's competencies o thoxe required for n posl. The wammg plan of each

Munistey Depariioent/Organisation needs 1o address the gap Between the existing and the
required competencics and provide apportunities to the employecs ta develop their
compelencios.

5.2 Core competencies are the skills, proficiencies nd vapahilities which are
essential for helping the Organisation achieve its objectives. These core competencies for
various entegorics of Group B and C officers and staff in acens including IT & Intemal
Audit are as under:-

I. Core Competencies- Induction training (for Accountants) (Direet Recrnits and
*remotees) Buml_irm —{2 weeks+2 week tor 1T) Tatal ) month,

it Krowledes  abowt  Civil  Acconnts Manual  (including  maimtenance  of
broadsheets of various Suspense hemds and  reconcilintion/clearance of
Susperise )

i Mamenunce of Broadsheets of long term advances inciuding HBA/MCA- and
GI'F pay ments ele.;

i Preparation of Appropriation Accounts and Finance Acconnis

fivl  Knowledge of Receipt & Payment Rules, Aceounts Code, GERs et

™ Koowledee of Fundamental Roles, Pension Rules, Revision of Pension Rutles,
Phavishya Panal, DFPR, Leave Rules, TA Rules, bastex of luternal Audit,
Comrnunication skills ete.;

vy WorksSupply’Risenue Accauming:

(viy  Budpeting

i) Banking issuea-reconciliation of révenue ete.

%) Basics of IT gystems hardware and software ;

xd  Basivs of word processing, excel spreadeheets and Power'oint for
preserilion preparstion skills,

i Basics of database, dita manugement and reporting skitls,

xi)  Basics of Networking Including networking hardware, VPN eic. ;

hil E-povimen & e-receipt systent, PFMS, NTRP Portal.

xav)  Matter related o Establistunent Rules such as Appointment. Preparation of
serinrity list, Rosters, Reservation polickes and Compassionite appointiments
el

GVl OfMve procedures.
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1. Cove Competencies (AAQS) Induction trsining nn prromntinn ne AAC.
Durntien I weekst 2 week for IT (Total | manth)
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Knowledge of Olfice Procedure:

Work cultnee and Feliles; Written commnunication skills,

APAR wriling akdils:

Special Aceounting Frocedure in CBECOBDT/ Work Accounti{CPWDYIMAS
in MEASupply Accounis;

Public Procuremem Palicy:

Rudgeting, DFPEAGER;

Parfiamentary procedurs,

Right to Information Act,

Diseiplinary proceedings/vigilanee gnsed;

T Ac) and electronic commuerce Including e-paymems and e-receipt systems,
PEMS. NTRP.

IT systenis security concepts, Compuler vious amid management. Basics of
Internet and Web Technology ©

Concepls in 1T systems conbrols mnd anditing. Auditing- objectives, soope
prinviples coneepts exposure, EASIES RCBECnd OLTANMCHIT)

Action Taken Repors on CAG Puras,

Classes of aodir stanntory audit, intemad madit, Government audit, management
wuclit, soeial sudit, environment nudit, Deseription given we only examples and
would include new concepts emergimg m future.

Technigues ol andit physical inspection, ebservation, wgquiry, conlinmatinn.
annlyvtical procedures, selection of andit rechnigues.

Audit sanpling, sampling sk, siatisticsl  sampbinp,  sample  stee  and
determining sample size, sampling in various situmtions.

Intesnal contrals and mernal audie. evalvaton of wrernal controls, nternal
control fromework,

Concept of prafessional ethics Auditing stundurds - A Suandards on Internal
Audu,

Report wailing.

Retationship between mlermul and external mndit.

Matter relamed to Establishmem Rules such 58 Appointment, Preparation of
sentoriy ist, Rosters, Reseevation pohicies and Compassionate nppoimntments
el

Pre-cheek/Bill pussing,

Commmication skills.

1. Core Cmmpelencies (PAQs) luduction training on promotion as PAO
Puration 2 weeks + I week foar IT (Total 1 manthy,

i Leadership and muagerial skills;
i Heport writing (APAR):
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iy Wratten comuumication skills;

vl Development of managerial skills;

0 Patliamentary procédure;

vt Right to Information Act:

tvity Publie Procurcinemt Policy:

(viir Reeritment Rules/RoasterReservation Poliey:

(81 Sexund Harassmend Mattés;

vt Disciplinary  proceedimgsivigitimee cases [T Act and  clectronic  commerce
inchuding e~payments anmd c-receipt systems ;

sl detemal controls apd intermal audis, evalugtion of imernal controls, internal control
framework, '

iy Concept of professionsl cthies Aoditing stondards - HA Standards en Internal
Audil.

il Report writing,

fvt Relationship between imternal and external audit,

i) Regisration. Creation and approval of users in PFMS portal.

(vt Digital signature: tegisieation. ¢urollment, conliguration and sample files to banks,

{xvin Budgel Allocation and approval.

povin Prescheck/Bill passing.

(et Trianster Eatey,

ixx)  Monthly accoums consolidation,

ety PEMSACOMPACT interface(uploading and downloading of files)

il Matter refated to Bstablishment Rules such as Appoimment. Preparation of
seniority Hest. Rosters, Reservation policies and Compassionate appoimtinents efe.

7. Training to be mandatory

7. The NPT 2012 hss also mandated thal all ¢ivil servants will be provided with
tritkning W0 eguip them with the competericies’ required Tor ¢urrent and future jobs, Such
trabning will be made svailable for ml) Civi) servints from the lowest level functionaries 1o
the highes! levels,

7.1 Acvordingiy this raiming policy envisages traming af induction level as well as in
serviee/mid-career training for various categories. of officers and stafl ar Group B and
C level, in addium 10 aptional comdes.

. In service/Mid career training programme { Doration 2 weeks)

8. In the case of Aceountanss in seryice/ mid-¢dreer training would be on completion
of & vears of service.  In the ease of AADy and AOs/Sr. ADs also. the in service training
shoukd be held alter 6 years in the grade. Mid career traintng programme will be
mandatory for all, Bvery Group * B and (" oificer will undergo mid career imaining
programme mandstety once-in his career,

I the case pf Aceountant'Sr, Acet, AAOs in the Mid Career progrmmme Tew days
7|Page
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will be spent on latest developments on the core competencies on which induction
training was done and greater thrust will be given on enhancement af 11 skills, 1n the
case ol Sr.AOs the lang tevm ane year,

R2 The Acconntant and AAO'S will undergo shont lerm mid-carcer 1mining program
for 2 wecks, PAOSE. AOs who have undergone the long term training ut NIFM
{Diplama 1n Govermmemt Acemwns and Finanee) will be congidered o bave corapleted
e mandatory mid-career teaining, For the remaining, the provisins of this trining
potiey will have prospective effect: Desired course module for upgradation of IT skills
for Accountants AN (Y s and  separate cobrse modile for AO™s /St.AO's as shown in the
table below:-

Grade [ Course Content - Duration
«umunlanlf DD wise budeet entry, Pre-check/Bill passine. Entey of | 2 weeks
| Senioy Chaltansiscrolls apd PEMSCOMPACT imerfacefuploading and | m
Accountant | downleading of files), NTRI', INGAF

Registration, Lreation ant upproval ol users in PEMS portal, | 2 weeks
Digital -signature: regisration, enrollment. conflguration and | &t
AAOs sample files o banks, Pre-chesk/Bill passing. .‘\ﬁLpl&erl'. of | INGAF
LOPsiserolls, Reprocessing of filed iransactions.  Maonthly
acconnts congolidation and PEMS/COMPACT
iterface(uploadine and downloading of files), NTRI' and any |
other subjeet it found relevan for the officials,
Modern Manager, Accaunting for Managers, Public Finanginl | One

| Administration. Introduction 1o Information  Commuunication | vear a
‘ " y Technologies, Government Audit—FEmerging 1ssnes, Redearch | NIFM
PAOISEAD: Methodolozy & Report Writing, Government Accounting—
Contemporary Issues, Costand Management Accounting, Govi
Audit- Bmerging isanes, Information Systems for Managers
[Paper 203 under Revised Svlfabusy Financial Management,
Imernal Awdis Activiy—is role i Gevernance, Risk and
Complionee and Project work and any other subjest if found
| relevant for the officials.

i
f
]

9 Refresher conrses

ot e view of the highly rechnical and specialized navure of work perfornred hy the
Group B and O officials in the Organisation and the heightened expeciations of
stakebotders, there s a0 need to encourage them iy acquire prafessional qualifieations.
Short term eefresher coprses of one 10 1wo week duration would be organized st INGAF
on o regular basiz and officials would he nominated for these depending. on thetr interest
and spiiude. INGAF will work out v comsullation with Pr. CCAS/CUAs & CA's
{Indeperndent } for refresher trainingfcourses
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10.  Nodal Anthurity

w0 The maimwg pohey, formulated ilrough a consultation procéss, n the office of
Controller General of Aceounts will be in foree from 17 May, 2016,

m:  The office of the Controller General of Accounts will be  the nodal agency
responsibile for organizing these rainng programme. Al Pr. CCA'¢CCA's and CA™s
Hndependent) will he responsible for nominating Gr.B and Gr.C officials for  these
nrmdutony lraining progaunme,

L3 INGAFNIFM will prepane colendar of events well in advince and circulate to all
stkeholders tor advanes preparution and conmencement of thaning programme,

164 These programmes wonhd be reviewed periodically and in o structured manner (o
ensure clfectiveness in délivery. 'These review mechanisms would include feedback from
the truinees, fadners ad institutiong (INGAF & NIFM) responsible Yor delivery.

il ‘I_rgllﬂj_l- lional Hnkages

111 Keeping in view the recammendations contained in the National Traming Policy
2012 snd the fact that INGAF and NIFM alone cannet meet the growing training
requirements of the CCAS, this training policy propases that ‘the Organisation can énter
into a Memorandum of Understanding (Malfy with pther nlentified Tralning Instintions
Jor conducting regular traming programmes, These are; ‘

« Finangia! Management Research & Resource Society

e National Produetivity Counvil
o Ipatitate of Seceetarial Training &Maonagement
«  fodian Institate of Public Administration

o lnstitute of Cost & Works Accountimis
o Instiate of Chartered Accountants of India
«  lnstitute of Cenmpany Seerctanes
o Indian [nstiute of Foretgn Trade
« [fustiute of Inoterad Auditors
o U&AG Vrnning Instinge -Noida
o CPWD Jrsimning Instyiute ~Chaziabad
«  Stite Government Regional Training Centres
& loforimation Systems Audit & Conteol Associntion
»  Assoctation of Certilied Froud Examiners
And any othee Institute fouad suitable to meet the training needs.

121 As recommended in the National Training Policy 2012 and with a view fo
providing sssnred funding, each Department/Minisiry should ¢t avide at least 2.3% of its
sudary budget for tradning. The Pr. COASCCARCAs will make the necessary budget
provision for exeeution of these programmes. They shall nlwo ensure that the officens
nomimmted for training are relieved for the same,
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