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ASSISTANT ACCOUNTS OFFICER (CIVIL) EXAMINATION

OCTOBER, 2012

SPECIALISED ACCOUNT RULES AND OFFICE MANAGEMENT
(With Books)

Time Allowed : 2 Hours Maximum Marks : 65

Books allowed :

I. 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, incorporating Compendium of Rules
on Advances to Government Servants.

4. Suspense Manual.

5. CCS (Conduct) Rules, 1964

6. CCS (CCA) Rules. 1965

7. Manual of Office Procedure.
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Manual of Drawing and Disbursing Officers.
. Quality Manual on Aid, Accounts & Audit Division.
0. Manual of Rupee Loan Sections.

Note : 1. This question paper has 4 pages and has 17 questions.
2. Marks have been indiciated against each Question.
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’ (12 marks)
Answer any two of the followings:

1. (a) Whatis Single Assessing Officer Unit (SAU)? What are the various
sources of Challans for the SAU? (4 marks)

(b) What is Main Scroll? (2 marks)

aae-5



2
(a) Describe the differences between Standing Note and Standing
Guard File? (3 marks)

(b) What is the Citizen’s Charter? Describe the components of a
Charter? (3 marks)

Write short notes on the following with reference to CBEC & CBDT.
(a) District Collection Unit (DCU) (2 marks)

(b) Central Excise Collectorates (4 marks)

SECTION ‘B’ (12 marks)

Answer any two of the followings:

4.

wn

Describe the types of contingencies and the procedure and forms in
which contingent bills are to be prepared? (6 marks)

(a) Which are not penalties within the CCS (CCA) Rules, 19657
(3 marks)

(b) What are the guiding principles for placing a government servant
under Suspension? (3 marks)

Write short notes on:
(a) Quality Management System. (3 marks)

(b) The objectives of Web based Integrated Computerized System.
(3 marks)

SECTION ‘C’

(12 marks)

Answer any two of the followings:

7f

Write short notes on:
(a) Put-through Statement. (3 marks)

(b) Focal Point Branch. (3 marks)
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(a) What is the Govt. of India’s decision on acceptance of presents by
Government servants at the time of their marriage? (3 marks)

(b) What are the terms and conditions for appointing retired officer as
an Inquiry Officer? (3 marks)

Write short notes on:-
(a) Criticism of Government. (3 marks)

(b) Interlocutory orders. (3 marks)

SECTION ‘D’ (8 marks)

Answer any two of the followings:

10. What is the Repayment procedure of External Loans?

L1

(4 marks)

What is the CCS (Conduct) Rules Restriction for a Government servant
in relation to acquitition and disposal of immovable property outside
India and transactions with foreigners? (4 marks)

12. Write short notes on:-

(a) External Assistance Suspense (2 marks)

(b) Six sub-divisions of Public Account and their Major Head
(2 marks)

SECTION ‘E’ (6 marks)

Answer any one of the followings:

13. (a) Describe the rule provisions for regulating the grant of advances in

connection with the Leave Travel Concession? (3 marks)

(b) What are the conditions for sanctioning of Natural Calamities
advances to non-gazetted officers? Who is the sanctioning authority?
(3 marks)
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14. (a) Describe the procedure for deposit of Central Excise duties/other

dues during bank strikes. (3 marks)

(b) Describe the banking arrangement for payment of refund/drawback
cheques. (3 marks)
SECTION ¢‘F’ (15 marks)

15. Mention various types of Entries that are made in Service Books?
(5 marks)

16. (a) Describe the major heads of accounts under which the various
types of direct taxes collected by the Income Tax Department are
classified. (2 marks)

(b) Describe the accounting procedure relating to crediting of CBDT
collections to Government Account. (3 marks)

17. Write short notes on:
(a) On-line Tax Accounting System., (3 marks)

(b) Indirect Taxes. (2 marks)



