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CIRCULAR 

The Directorate of Training is entrusted with the basic responsibility of conducting 
training progran1mes for various levels or orficials/oflicers in various areas of 
adn1inistration. The Directo.rate has identified subjects needing basic knowledge and skill 
for functional efficiency. A three days lraining course on " Basic Functional Efficiency 
in Accounts Mntters" is an important course in the list. 1'hc Cours~ shall con1mence on 
1411

' May, 2012 to 16111 May , 2012 (l\1onday - '•Vcdncsday). 

IMJ>O.RTANCf' OF Tl IE COURSF. 

Government Rules, regulations, instructions and orders relating to Accounts are the 
safeguards against the arbitrary decisions ·in the 1natter of Government purchases, budget 
etc. Rules anti regulations ar.e framed to ensure fairness. The course covers lhe receipts 
and payn1enl niles, inventory control, budget control, GFR-2005. delegation of financial 
Po,ver and dctcnnination of pension etc. Which are necessar) in day-today functioning of 
an)' GovcmnH.'nl J)cpartrnent'Office. 
T1\l~v1, r ,lENl. l ICIHOI s !'.l.L:llE c )URSE 

·1 he Course has been designed to b~ncfit those assigned dt ll!S or dc.tling/processing.' 
deciding accounting 1naners. le sha!J also be useful for those posted in Govenm1ent 
corporalionstJocaJ/autonomous bodies. The coursl! \.VOulJ be useful to working at the 
lo\.\:erltniddlc n1anagcment level. Training tv1odulc/Leurning Units arc enclosed. 
Ol)Jl <. TIVF~ 0 ! 1111· ('OlJfil>J 


/\t the encl of the C'oursc the participanls vvill be able to: 

I. Explnin about structure of Governn1cn1 accounts and ils co111pilation.5,,-1 E" °'1. 
2. Application of purchase procedure and GFR-2005. 
3. f)cscribc l)t:legation of Financial Powers. 
4. An ovcrvicvv of pension and other retire111cnt bencfils. 
5. Know about E-Tendering system. 

1. Revenue/Expenditure of Union and state Go\crnn1cnts 
')... Go,crn111ent Accounts - some in1portant terms 

Structure of Govt. Accounc and compilation of Go' l. accounts and the role of 
Comptroller and Auditor General/Accounts General 
Quality of Accounts and services and application of funds 
Budget 

6. Central Govt. Accounts (Receipts and Pay1nent) Rules, Inventory Control, 
Disposal of goods, Writing of losses 

p c f\ 7. GfR-2005 and duties and responsibilities 
8. Delegation of Financial Powers and preparation or diff(.;rcnt types of bills 
9. E-Tcndcring System

c'!7 



I0. J)ctcnnination a[' Pension & other Rclin.:n1c11t 13L·nclilo;; 

1I. 	 Co1111nercial Accounts -,
~1E1110001 Q(,' Of I MI'. C'Ol RS[ 

Ihe Course \vould be conducted b~ experts and experienced in the area of .A.ccount 
\1.itt1.:rs. \Vhilc lecture: n1ethod \\'Ould be generally follo\vcd case: ~tudies and practical 
exercises 1nay also b~ included in so1ne sessions. ·1 he Course \\otild be interactiYe and 
participanb encouraged to raise questions and get the doubts clean:<l. 

'\0\1 I'\ \ 110'\SH)H I 111: C'Ol R~f 

I. 	 Thi.! Course envisages class strength of40 Participants. 
2. 	 No1ninations shall be accepted on first-con1c-Jir-;t-scrvt: ba-;1s. 
3. 	 Non1ination letter along \Vilh .bio-da1u form of the participants in the fo1mat 

prescribed (enclos~d) may be sent by 07111 May, 2012 . 
4. 	 Non1inntions rcccivccl after 07111 May, 201 2 n1ay not bL' c11tcrtai11cu. 
5. 	 ()ulslation participants are requested to proceed 1'01 tru111ing only after receipt of 

con Ji nnation of acceptance of 1101ni11ation. 

0 1111'.H 	INS ltH I( !IONS 

1. 	 Part1cirants are expected to come prepitred v.:ith basic infor111ation on the course 
suhjccl. 

2. 	 PartIL ipants 111ay bring copies of the latest depan n1cntal /Cio,·ernn1ent circular~' 

orders/reports etc . relating to the course subject. i r any avni I able. ·rhis \vtn1ld 
hl'nl'lit other participants. 1he Directorah.: and nbn the faculty. 

3. 	 Part ic ipants arc r:xpc1..ted to lib-.crv" punctuality and l:l"gularily. 
4. 	 Participants Hrl' e"pe,,_ted to keL'P thl!ir 1nobile phones on :-;1k·n1 rnodc du1ing th(.' 

training scssions. 
S. 	 Participants are expected to con1plete excrcisL0s/ql1L0stilllll1<1i r<.'S, if an!. Jistributed by 

the !acuity during any training session ~nd ulso fill up the lccdback forn1. 
(l. Participants an• t'xpected to uulize the 1-.no\vk·dgl.! gainl'tl during the training fo1 

cf'(iciL0 l1l dischnrgC Of their JutiCS . .. 
7. 	 l'nrt1c1punts 11u1y contact the undel'~ig11ed l(ir 1111 y 1111'or111atinn/clc:1rilication on 

trnining course. 
8. 	 ( '011t;1cll<.:orre..,po11dence n1ay be 111nuc 011 Tel. Fnx No 22.108552, en1ail address 

adltg 1 ulcs.<.h.:lhi((/:nic.i11. 

~na~.~~~~--
1\ssi~t<11n Director (fr i11111g) 

rile No °'(1)5/ 1:?-lJTC~(TS-l ) i-6fb - ~181- [)ate 1o- 0 '3-/ '2..

Cop) ror'' ardcd to: 
I \II I l()l)s/Loc.il '.\uto1101nous Bodies and State lJ ndc11al i1 -··' Corporations. 

2 \ (). lo the Chic r~ccrctar). UO\ t. or NC I l)f I )clhi, I )cl I I ~Ll.l"Clariat, ".D.-2 

3. !..<>. 1(11· updati ..~ on the \vcbsi1e of the [)eparllllClll . 

,@{;"' ayal) 

/\-.;s1stant Director (Training) 
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Session - VII GFR-2005 and duties and 

responsibilities 


Knowledge & • 	 Planning and role of Lecture Audit 
Rules purchase committee Reports 

• 	 All rules relating to 

purchases 


• 	 Tender system 
• 	 I-lead of Department 
• 	 Head of Office 
• 	 Drawing and Disbursing 


Officers 

' 

• 	 Pay-end Accounts Officers 
• 	 Cashiers 

Session - VIIl Delegation of F inancial 

Powers and preparation of 

different tvi:>es of bills 


Knowledge • 	 Transfer powers from Lecture 
President to I--100 

• 	 Delegation of Financial 

Po'<vers R.ules 1978 


• 	 Po\ver of I-JOO 
• Po\ver of HOO 

11 Povver of DDO 


•. 

• 	 Pay bills 
• 	 Conlingeru bills 
• 	 Other bi I ls 
• 	 Maintenance of register 


like cash nook, PBR 

• 	 Reconciliation of accounts 

\Vilh PAO 
16.05.2012 E-Tendcriug Systeru 
Session - IX 
Knolvledge & • What is e-procure1nent 
Working Lecture• Why e-procuremcnt 

• Government's initiatives 
• Security aspects 
• E-Procurcment process 
• Digital systen1s 
• Change Management and 

Teething Problen1s. 
Session-X Determination of Pension & 


other Retirement Benefits 


• 	 C.C.S. Pension Rules 
Lecture 

Knowledge 
• 	 Retirement benefits 



- -

( ;01nn1ercial A.ccounls 

Kno,~lcdge, Final Accounts 
L~clurc:a" arcnc..,<; and (a) Profit making 

u~c!> organizations 
• "frail Balance 
• ·rrad1n!.! 1\ccoun1 

~ 

• Profit & Los~ ,.\ccounls 
• Balance sheet 

S<.•ssion ~ XI I 

Kn<nvlcdgc, 
A\vareness 
nntl u-.,•.., I 

I 
I 

(b) Non Profit organizations 
• lncon1e & Expendi ture 

Statement 
• Balance Sheet 

Conuncrcial 
Accounts( contd.) 
A. Classification of Assets 

and Scrutin·y of Balance 
Sheet 

Lecture 

Audit 
Reports 

• • 

I 
Perf1Jrrning !\.ssets _· l: AOn perlom1ing \ sscts 

_J---- - .. 



DIRECTORATE OF TRAINING: UNION TERRITORY CIVIL SERVICES 


• BIODA TA FORM 

(For En1ployees of GNCTD, Local/Autonomous Bodies/Corporations etc) 

Name of the Training Programme: Course Code: BFE 

Date of Training Programme: 
fTick mark ( I) the appropriate boxl 

01. Name 
First (As per Service Book) 
Middle 

Last 

02. Designation ' •• 

03. Service Cadre IAS 0 OANICS 0 DASS Cl Accounts D 
Medical 0 i=NGG. 0 Teaching Cl Others Ll 

04. Name or tht:i 
Deoartment/Oraanisation 

05. Category of Delhi Govt. 0 Local Body 0 
Dept/Organisation Autonomous Bo~y 0. PSU 0 

Others 0 
06. Employee Code (If any) 

. 
-

07. Date of Birth o=i DD I I I MM l_I I l=:J YYYY . 
-

08. Sex 
Male I' Female J 

09. Category . 

UR D sco STD OBCO Other 0 
Pl. Specify 

10. Educational Qualification 
IHighest qualification) Middle Cl Metric rJ Inter D Graduate LJ 

P.Grad 0 M.Phil 0 Ph.D I) Others l 

11. Professional/Technical 
Qualification 

12. Date of joining the I I I I I I DD r I I MM I IyvyvService 
13. Pay Band & Grade Pay 

- -
14. Details of trainings 

attended in the past in 
the Directorate of 
Training, UT CS/Other 
Institutes -

15. Contact Number Office Personal - -

. 

Signature_______ 

Date :.________ 
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