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Foreword

Every office has its own
v'characteristic features
¥ defined goals
vstipulated procedures to get things done
v'determined services to be rendered to the service recipients
v specific manpower best suited to the organisation
¥'management system

An citice manual spelfs out the ways and means to handle these situations in the bes: possible
way at the minimum cost. An Office Manual is a guide book helping the manpower to do Ihe

respective jobs with the objectives of achieving the best as against the budgetary provisions.

I am pleased to note that under my specific instructions and guidance the following manuals
dating back in some cases to the British rule have been amended in conformity with the present
needs and challenges:
¥ Manual of Standing Orders (MSO) of the office of the Comptroller and
Auditor General of Bangladash, 1959
v Controller General of Defence Finance (CGDF) Procedures Manual
replacing the age ofd Military Accountant General (MAG) of 1955, Manual as well as
office Manuals of the subordinate offices of the CGDF including
< the offices of the Senior Finance Centroller (SFC) (Army), (Navy). (Air), (DP), (Works)
< Finance Controller (Army) pay-1
< Finance Contreller {Army) pay-2
< Finance Controfler Bangladesh Ordinance Factory {(BOF)
Gazipur Cantonmen?
< Finance Controller (Miscellangous), Dhaka Canionment
< Finance Controller (Army), Log Area, Dhaka
< Area Finance Controller, Chitiagong, Gomilla, Jessare. Bogra, Savar and Rangpur
and all the Field Pay Offices (FPQ)
v Director General (Grade-2), Financial Management Academy {FIMA)




v Dffice of the Additional Director General {Finance), Bangladesh Railway including its
subordinate offfices of. :

< Financial Adviser and Chief Accounts officer (FA & CAQ) (East),
Chittagong
< Financial Adviser and Chief Accounts officer (West), Rajshahi
< Financial Adviser and Chief Accounts officer (Project), Dhaka
< Deputy FA & CAD, Dhaka
« Traffic Accounts Branch, Chittagong
< Railway Workshop in Chittagong, Syedpur and Lalmonirhat
v Directorate General, Commercial Audit, Dhaka including all its  subordinate offices
in Chittagong, Sylhet, Khulna and Rajshahi
¥ Directorate General, Local and Bevenue Audit
v Directorate General, Foreign Aided Project Audit
v Directorate General, Railway Audit including #s subordinate offices in Chittagong

and Rajshahi

v Directorate General, Works Audit

v Directorate General, Post, Telephene and Telegraph Audit
v Directorate General, Defence Audit '

¥ Direclorate General, Civit Audit

v Direclorate General, Mission Audit

v Directorate General, Performance Audit

The necessity of re-writing these manuals had to be considered in view of
v out datedness of the manuals mostly belonging to the British and Pakistani cononiaf eras

v changing needs of the evnironment of a sovereign and independent Bangladesh

| am happy that all the offices under the control of CAG responded well and came forward with

revised versions of their respective office manuals. 1 do hope with the enforcement of the new '

manuals the efficiency of these offices will be enhanced and cost-effectiveness enforced.

Bhaka, Asif Ali
June 30, 2007 Comptroller and Auditor General of Bangladesh

Foreword

The necessity of updating the office manual in accordance with the present activities of
Financial Management Academy (FIMA) is being felt for a long time. The first office marual of
this academy was made in 1983. But it was not possible to publish 2™ edition although 23
years have already been passed. All credits in this 'respect go to Mr. Asif Ali, Hororable

Comptroiler and Auditor General who instructed us to update office manual. So we have

inttiated this task under his dynamic leadership and guidance which are the cornerstones of our
activities.

The sphere of academic activities has been increased significantly over the years.
FIMA organizes training for international participants too. Distinguished guests are invited to

deliver lecture who have full grasp of the subjects. It is hoped that the activities of FIMA wilt be
extended after the completion of new FIMA Complex,

Suggestions regarding addition, errors and omission, if any, will be highly appreciated.
At the end, | hope that it would be a task of my successor to update this manual in due course.

Dhaka,

October 1, 2007 Md. Hayat Khan

Director General



Preface

This academy, called a Centre before liberation, never has had any Manual to hughlight
its activites and aims althoguh it is running 21 years old. Ever since | joined this Academy in
September, 1981, { felt the need for compiling such a manual. | could not do it earlier because
of pre-occupations but | am happy that we have been able at last to publish a Manual, however
tiny and rudimentary it may be. Maintaining it upto date is the task of my successor who will
look after.

This edition is being issued at a time when major changes in tha Academy are under
consideration which, on final implementation, will result in radical changes in its activities. To
postpone its issue till then would have involved much defay. That's why | have decided to
publish it at the earliest possible time.

Errors and omissions, that may come to light or suggessions regarding amendments
should be brought to my notice.

DHAKA: A. H. M. FAKHRUZZAMAN CHOUDHURY
The 30" May, 1983 Director
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Introduction

The Audit and Accounts Training Academy was established in 1952 as Audit and Accounts
Training Centre to impart training to the non-gazstiad employees of the different Audit offices
stationed at Dhaka headed by a Deputy Direcior under the Control of tha Complroiler and
Auditor General. After liberation the Training Centre was upgraded and was renamed as “Audi
and Accounts Training Academy” in 1974, headed by a Director Generat under the direcll
Controf of the Comptrolier and Auditor General of Bangladesh. In 1997 AATA was again
renamed as FINANCIAL MANAGEMENT ACADEMY (FIMA).

Financial Management Academy (FIMA) is the only training organization in Government sector
which offers training on financial management and disoipliﬁe te accounting and auditing
personnel of Audit and Accounts service at the entry level and while in service. This Academy
also arranges different courses on financial management for the officers and siaff of various
Ministries, Divisions, Departments etc. Besides, FIMA occasionally arranges courses for the
trainees of the foreign countries.

Therefore, FIMA plays a significant role in establishing Government financial discipline in the
government entities and rendering training at international level. FIMA has become a ‘centre of

excellence’ in respect of arganising training of the staff and officers of the government,

Functions of the Academy
The business allocated to the Academy is shown below

{a) Imparting iraining to the directly recruited B.C.S Audit and Accounts Cadre Officers,
Subordinate Accounts Service (SAS) Part-1 and It Trainees;

(b) Conducting orientation courses for the different level of officers and staff of the Audit and
Accounis Sarvice;

(¢) Conducting Courses for officers and staff of various departments/divisions of Govt. related
to Accounting, Auditing and Budgeting;

(d) Arranging computer training for officers and staff of Audit and Accounts Service and
across the Government Ministries/Divisions/Departments

(e} Organizing Seminars and Workshops;
{f) Publication of the Journal titled “Public Finance” ard “FIMA NEWS LETTER"
Present Organizational Strusture

FIMA is headed by one Director General of Grade - II. The present organizational set up

consists of a total number of 40 sanctioned pusts out of which one Director General. two

Directors, five Deputy Directors, fourteen Audit and Accounts Officers and rest 18 ure of class |




The present organizational structure is given at Annex —A

Proposed Organizational Structure

At ;Sresent FIMA does not have any separate complex for providing training. It is sharing the
space with other offices in the first 12 Storied Govt. Office Building, at Segunbagicha in Dhaka.
A few years ago, a project has been undertaken to construct a separate complex for FIMA with
ali modern facilities essential for training at Lalaswarai, Mirpur, Dhaka. A new organizational

set-up has been prepared and sent to the concerned authority through the CAG office.

The proposed & new organisational set-up is shown at Annex — B.

Charter of Duties

Director General

a) To act as administrative head and is responsible for overalt administration and
management of the Academy;

b) To act as Principal Accounting Officer of the Academy within the budget provision;

c) To be responsible for the administration and execution of function of the Academy as per
Acts, Ordinance, Rules and Regulations and directives issued by the Government from
time to time;

d) Tobe résponsib]e for praper functioning and discipline of the Academy;

e} To provide executive and operational guidance to the staff and exercise conirol and
supervision over them;

f) To be responsible for appointing class-ill and IV employees of the Academy as per axisting
procedure;

g) To be responsible for issuing clear standing orders laying down the maximum extent of
delegation of powers to the officers serving under him;

hY To control and supervise the work of the Academy,

i) Torepresent the Academy and where personai representation is not possible, 1o select
representative on his behatf,

i) To grant earned leave, etc. to all Class | officers under him;

k) To conduct meeting once in a month to review academic and administrative works;
I} To inspect classes occasionally; )

m) To allocate duties of officers as and when required;

n) To ensure revenus collection where applicable and safeguard Government property under
his charge;

o) To ensure maintaining proper security measures of the Academy:
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a) -_To act as a liaison officer between CAG, MOF and other Ministries in respect of training;

r) .. To initiate foreign training on financial matter for the officers and staff of Audit and Accounts
Service and

s) To take classes on regular courses as well as other courses and

t}  Any other duties assigned by the Government.

Director - 1

(a) To supervise FIMA Project and assist the DG in respect of day to day business;
(b} To design course module of TIBAS, TASK and AWARE training;

(c) To work as Course Director of regular training held in FIMA (TIBAS, TASK, AWARE);

(d) To work as Course Director for request programmes of different categories of officers
and staif working in Government, Semi-Government and Autonomous Bodies:

{e) To publish FIMA’s News Letter and Journal:

(f} To assist DG for holding Seminar, Workshop, Presentation:
(9) To take classes of regular and other courses and

(h} To discharge administrative functions;

{i} Any other duties assigned by the Director General.

Director -2

(a) To design course module for AAG Probationers and SAS/SRAS Part I, Ik

{b) To work as Course Director of above mentioned courses:

{c) To supervise administrative works:

(d) To assist DG for hoiding monthly meeting or any other meeting oceasicnally held in FIMA;
(e} To supervise DD and Sub-ordinate Staff;

(f) To look after Library and Store;
{9)To inspect FIMA's dormitory time 1o time and repott (o the DG;
(h) To take class on regular courses as well as other courses and
i} To inspect classes.

(i)
(i) To discharge administrative functions.




Deputy Director - 1

Training

1. To Work as Course Coordinator of AAG Prabaticnary officers;

2. To work as Course Coordinator of TIBAS, TASK and AWARE Course;
3. To Assist Director-1 for Publishing FIMA NEWS LETTER and Journal;
4. To look after the work of DD-2 and DD-5, in their absence:

_j-w'brk as Course Supervisor of SAS/SRAS part-ll training:

2 To work as trainer of departmental training;

3. To be responsible for office discipline and stcre management;

4. To look-after the work of Deputy Girector -3 in his absence;

5. To take classes of SAS and SBAS Part-1 and |l training and classes of cther courses 5. To take classes of SAS and SRAS Pa:t-1 and I training regular!y.. Besides, he will take
classes of other courses occasionally held in FIMA;

6. To supervise the management of FIMA dormitory and

7. Any other duties assigned by the DG.

occasionally held in FIMA and -

6. Any other duties assigned by the Director General. "

Deputy Director .2

Administration Deputy Director - 5

Training
1. To look after administrative works;

2. Maintaining official correspondence with Ministries, CAG office, CGDF, ADG (Finance)
Bangladesh Railway and other offices; - 2. To take class as and when required;

3. Organizing Seminar, Warkshop and Presentation:

1. To work as Course Coordinator of the request programmes;

3. To supervise Computer Lab-1, 2, 3 ;

4. To look after the works of DD-1, in his absence; _ ' 4. To take classes of SAS and SRAS Part-1 and Il iraining reguiarly. Besides, he will take
5. To take classes of SAS and SRAS Part-1 and Il training regularly. Besides, he will take classes of other courses occasionally held in FIMA and
classes of other courses occasionally held in FIMA and . 5. Any other duties assigned by the DG.

6. Any other duties assigned by the Director General. S
g Audit and Accounts Officer

Deputy Director - 3

A. Audit and Accounts Officer (Administration)

Training
1. To work as Drawing and Disbursing Officer (DDO) of this Academy;
1. To work as Course Superviscr of SAS part — | training; . 2. Preparing budget, financial statement and report related to financial matter:
2. To work as trainer of departmental training; 3. To Purchase all ofice equipments as sanctioned by the Authority;
3. To work as supervisor of Library; _ ' 4. To assist DG /Director for holding monthly meeting;

4. To look after the work of DD-4, in his absence; _
5. To take classes of SAS and SRAS Part-1 and | training regularly. Besides, he will ake . B. Audit and Accounts officers/ Instructars

classes of other courses occasionally held in FIMA and 1. To take classes of SAS and SRAS Part-1 & PartIi T
. art- art-1t Trainees;

2. To take classes of any other courses as per higner Authority’s direction;

6. Any other duties assigned by the Director General,

3 Tn narfarm Affinial vomele e neew o oo L




Courses Conducted by FIMA

Following are the courses conducted by FIMA

SL Name of Course Designation of Duration of l Seats {
No irainees Course ‘ !
1 | BCS {Audit & Accountis}) Asst. Accountant 8 month Flaxible E
Deparimental Training of AAG General presently
(Probationers) (Probationers) 20
2 | Sub-ordinate Accounts Service Auditor, 60 Working 30
{SAS/SRAS) Pant-] Jr. Auditor days
3 | Sub-ordinale Accounts Service | Auditor, Jr. Auditor 60 warking 30
(SAS/ SRAS) Part - i {after passing SAS days
Part-l Exam) '
4 | SAS Superintendent Orientation Below Class-Ii 10 days Flexible
Course
5 | Senior Scale Promotion Deputy Accouniant Flexibie Flexible
Examination Preparation Course General
for BCS (Audit & Accounts) Cadre {Current charge)
officers
6 | TIBAS Deputy Secretary, 20 halt 25
Senior Assistant working days
Secrelary,
Assistant Secretary
and Equivalent
7 | TASK ARAQ (CGA) 7 10 days 25
AWARE A&AQD, Supdt,, 3 days 25
Auditor
g | Special Courses for officers/stalf Al level of officers Flexible Flexible
of Ministries/Division/Directorate, and staff
Autonomous bodies on request.
10 | Courses as directed by the C&AG, | All level of officers . Flexible Flexibie

Coursas on performance Audit,
Analyses of Financial Statement,
Public Seciv Financial
Management and 1T skills,

and staff

Number of Faculty members, their experiences and academic background

2 Directors, 5 Deputy Directors and 14 (Fourteen) Audit and Accounts Officers are engaged in
imparting training to the different categories of officers and stafi. All the trainers have wide
knowledge of departmental rules and reguiations. The academic qualifications of the tramers
are graduate and post graduate. Moreovear, guest speakers who have wide knowledge over the
subjects are invited from the different Ministries/Departments and private sector organizations
and Universities.

Other Activities

{a) In addition to the above conventional academic training, sometimes, FIMA airanges
Presentation, Seminar, Workshop on different topics. Dislinguished guests from different
Ministries/Departments are invited. Apart from these, FIMA arranges Debale, Study Tour
Cultural Functions, Mess Night, Wall Magazine, Album and so on with the participants and
trainees.

(b) Certificate Award Ceremony

FIMA issues certificate to the successful trainees and gives away cres{ with certificate in order
of merit among the 1st, 2nd and 3rd.

(c) in-house Training

At present FIMA arranges in-house fraining on regular basis for its officers and staff. Because
they are the foundation of our Academy's success. The in-house lraining programme is
designed to encompass the lalest trends in the Audit & Accounts service and other important
issues are discussed for our day to day work.

Some important subjects have been selected with a view to enhance efficiency and office
discipline. These are :

»  Strategic Planning ;

» Eliquette and manner;

s File management;

Office discipiine;

Ditferent types of speeches for different purposes:
Internal controf system;

Relevant service Rules and Regulalions;

On going Reforms in Audd and Accounts Service.
Family Dowry planning

& 0 ” -] [ 4

(d) Maintaining Daily Work Book

Auditors are required to maintain daily work book where detailed work is stated. The daily work
book will be signed by the nexi higher authorities according to the instructions and the authority
will put their remarks in the coluinn fixed for him/her.

(e) Maintaining the process of official records

Records are maintained according to necessity and urder issued by the concerned authority.




REVISED ORGAHOGRAM

———ri}irector {Admin.}

Deputy Director{Admin.)

Annex-A
OFFICE OF THE DIRECTOR GENERAL
Financial Management Academy (FIMA)
SEGUNBAGICHA, DHAKA
Director Generai 40
¥
J Personnel-4 i
1xDirector Generat
1xStenographer Director (Training )J
1xStanotypsist ¥
1xMLSS ¥ ¥ ¥
[ Deputy Director (Training) Deputy Director(Training) Deputy Director(Training) Depuity Director (Training)

Personnef~ 5
1xDiractor
2xDy. Directors
1xStenotypist

X 1xMLSS

Admin. and
Commaon
Service Section

Personnel-9
1xSuperintendent
1xLibrarian

1xAuditor

1xJr. Auditor-cum-Typist
3xDrivers {including DR)

txDaftary-cum-Duplicating Machine Operator

1xMLSS

Personnei~22

1x Director

3x Deputy Directors
14xInstructors
1xStenotypist
IxMLSS

Authorisation of Transports, Major Equipments and Miscellaneous Points:

Transport:

1. The Academy is authorised:
a. 1xJzep for official use of the head of the Academy.
b. 1xMicrobus Ex-Govt. Transport pool for official use by officers

2. Use of transport will be as per Government Instructions issued from time fo time

3. Office equipment: The following office equipments may be retained by the

4. 1xPlain Paper Copier to be deposited with the central stationery office.

SUMMARY OF MANPOWER
St Mo. Name of Posls Sanctioned | Existing Revised Surplus Deficiency
Class-1 c. 1xMotor Cycle (For DR Duty)
Direclor General 1 1 1
Director 2 2 2
Deputy Direclor 5 5 5
Inss ictor{Audit and Accounts 14 14 14
Officer;
Total 22 22 22 Academy
Class:2
$.4.5 Superintendent 1 1 a. 1xPlain Paper Copier
vibrasian k - b. 1xDuplicaing Machine
Total 2 1 ] c. SxTypewriters
3 6 [
10 ? 7
Grand Total 40 36 Al
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Annex—C

Syllabus of epartmental Training |
Course for AAG Probationers |

Financial Management Academy (FIMA)

1st 12 Storied Govt. Office Building (9t level) Segunbagicha, Dhaka
1000, Website: www.gobfima.org, PABX: 0340702

June 2007




Financial Management Academy (FIMA)

Background of FIMA

FIMA has a long historical background. The Pakistan Finance Services Academy at Walton,
Lahore offered combined training for a year to the probatichary officers bélonging te former
Pakistan Audit and Accounts Services (PA&AS), Pakistan Military Accounts Service {(PMAS]),
Pakistan Railway Accounts Service (PRAS), Pakistan Customs and Excise Services (PCES)
and Pakistan Taxation Services (PTS). The probationers had to underge departmental training
in their respective departments after passing out from that Academy. After our Independence in
1971, Cadre Officers of Bangladesh in the Audit and Accounts Service along with other officers
received foundation training from the erstwhile Nalional Institute of Public Adminisiration
{NiPA), Civil Officers Training Academy {COTA) and subsequently at Bangladesh Pubiic
Administration Training Centre (BPATC}. To cater the training needs for the non-gazetted
employees of the Audit Department an Audit and Accaunts Training Centre was es’ablished at
Dhaka in 1962, It was headed by a Depuly Director under the control of Comptroller and
Auditor General of Pakistan. After liberation the Centre was upgraded and renamed Audit and
. Accounts Training Academy {AATA) in 1974, headed by a Director General, under the control
of the Comptroller and Auditor General of Bangladesh. In September 1997, Audit and Accounts
Training Academy (AATA) re-named, as Financial Management Academy (FIMA) with a wider
mandate to meet specialized GOB needs. The main objective of institutionalisation of FIMA
was to incorporate a wider mandate to provide financial management training for officers and .
staff across the government along with its regular training programs for officers and staff of the
Audit and Accounts Department. In 2004 the position of Director General was upgraded from
grade Il to grade Hl in the national pay scale. A decision was taken by the governiment to make
FIMA a centre of Excellence by making it a residential training complex. Accordingly a project
has been taken to make it a full-fledged training complex at Lalaswarai in Mirpur.

Syllabus for the BCS: Audit and Accounts Cadre

Beller and appropriate iraining for develuping capability of the probationers to lead the activities
of financial management was a long felt priority of the academy as well as the Audit and
Accounts Department. Accordingly a syllabus was developed in 2003. To respond the changing

needs a committee was farmer by the CRAG tn reviae the svllahie in 2007




~ Syllabus for the AAG Probationer: Syllabus for the AAG Probationers contain 8 papers of

100 inarks each. Assessments have been designed as an inouilt process in the course. In
addition to the regular in-term course assessments, the probationers sit for a wrilten
examination. If a probationer fails to attain 50 percent marks in any paper s/he will he required
to sit for another supplementary examination separately. On successful completion of the
training, Probationers will be attached to different sccounts and audit offices 1o involve them in

the activities of those offices. The objective of the attachments is to acguaint the Probationers
with the root level activities of the various offices.

Attendance: Minimum 95% attendance in all training activities ‘s mandatory.

Dress Code: It is compulsory for all probationary officers to wear decent dress in the
classrooms and ail other oceasions.

Discipline and Conduct: Probationers are raquired tc abide by the code of conduct as
prescribed in the relevant acts and regulations.

Leave Procedures: Probationer are required to attend ait scheduled programs, they are not

expected to apply for leave except in case of exireme emergency.

Cultural and other extra Curricula Activities: Probationers are encouraged to invoive themselves in
various types of cultural and other extra curricuta activities.

Recognition of Performance. The best Probationer will be awarded with FIMA Crest. Performance of the
FIMA Award winner will cover behaviour, class room attendance, examination result, attitude with the
fellows and performance in the field attachment, presentation, and cultural activities.

PAPER-ONE

2

-]

-3

k-]

MARKS: 100

PRINCIPLES OF ACCOUNTING & COST MANAGEMENT
(WITHOUT BOOKS)

sub-module A: PRINCIPLES OF ACCOUNTING (50 marks)

Session Topic:

Introduction to Accounting
Transactions

Books of Accounts

Trial Balance

Adjustment Entries
Non-trading Concern
Depreciation

Company Final Accounts

Accounting in the International Aspects

N.B: Number of class will be 25 of 2 hour each
Sub-module B: COST & MANAGEMENT ACCOUNTING (40 marks)

Session Topic:

Introduction to Cost & Managameant Accounting
Elements of Costs

Job Costing - Process Costing - Batch Costing
Budget and Standards

Accounting for Decision Making

Accouniing in the International Aspecls

N.B: Number of class will be 12 of 2 hour gach

Practical: 10 Marks

a. Visit and Practical Orientation in the following offices:
Visit to some related offices (e.g. Bangladesh Ordnance Faclory, Gazipur, Any Fettilizer factory/Sugar

Mills; Bangladesh Railway etc.} for practical experience in the calculation of unit cost and precess cost.

b. Group Presentation:

Feninmtinmarn hiniim b mennnnt Hhaie aennn findinne aftar remirning from attachment.




PAPER - TWO MARKS: 100

GOVERNMENT BUDGETING & ACCOUNTING: THEORY & PRACTICE
(WITH BOOKS)

Sub module A: Budgeting (20 marks)
Session Topic ’

Govl. Budget Frocedures
Medium Term Budgetary Framewark {MTBF)
Public Expenditure Manual
.Fund Release Procedures {Development and Revenue)

N.B: Number of class will be 10 of 2 hour each

Sub module B: Government Accounting (70 marks)
Session Topic

Histerical background of Govt. Accounting, & Defirition
Govt. Accounting & Principles of Govt. Accouns.
Government Accounting as a part of Financial Management,
Divisions of Govt. Accounts

Role of the C&AG in relation to Accounts.

Functions of different Accounts Offices

Fiow of Accounting information

Classification Chart

[nitial Accounts, Proforma Accounts, Subsidiary Accounts.
Preparation of CAO /DCA /DAQ & UAC accounting Forms.
Exhibition of losses in Govt. Accounts,

Preparation & Compilation of Accounts

Consolidated Fund and Public Accounts of the Republic
Appropriation and Finance Accounis

Rectification of errors '

Exchange Accounts, Seltlement Accounts,
Computerization of Govt. Accounting Syster.
Reconciliation (Banks, Cheques and Depariments)
Project Accounting.

Resource Accounting.

Financial Management Units

Government Finance Statictics

Reforms.

N.B: Number of class will be 27 of 2 hour each
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Practical: 10 Marks
a. Visit and Practical Orsientation:

Visit to some Accounting units and Bangladesh Bank for practical experience in Flox of Accounting,
Compilation, Seltlement/ Exchange Accounts and Computerization of Accounts.

b. Group Presentation:

Prabhaticnnare havm b nracam Fbbode s fimedinn o o frac cabi o
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PAPER-THREE i MARKS: 100

AUDITING: PRINCIPLES AND TECHNIQUES

Sub Module A: GENERAL AUDITING PRINCIPLES (40 marks)

Session Topic

e Introduction to Audit

e Qualities & Responsibilities of Auditors
e Types of Audit

e  Overview of Audit Process

e Techniques of Auditing

¢  Audit planning phase

¢ Conducting Audit Procedures

e Sampling and Documenting

s Audit Evidence

s Preparation of Audit plan

e Perform Substantive test of details
e Working Paper

e Deriving Overall Audit Conclusion
s Report Writing

e |niernal Control system

N.B: Number of class will be 13 of 2 hour each

Sub Module B. GOVT. AUDITING: THEORY & PRACTICE (30 marks)

Session Topic

= Introduction to CAG

e Various types Audit practice in public sector
o Auditing Standards

« Audit Code

»  Auditing Manuals

« Code of Ethics

» Performance Audit Manual

+  Auditin iT environment

»  Repori Writing: Structure and Stages of LAR




« PAC- PUC- EC
+  Entity Wide Audit
= Social arnd Envireonmental Audit

» Reforms in Govt. Audit: On going reform

N.B: Number of class will be 12 of 2 hour each

Sub-module C: Relevant Commercial Law & Acts (30 marks)

Session Topic:

a) Company Act, 1994
= Formation of a Company and Promoters
s Memorandum and Ariicles of Association
»  (Capital
+  Share and Calls
+ Prospectus
s Directors
«  Meeting & Resolutions
« Company Account and Auditor
»  Winding up of Company
b) Industrial Relation Ordinance, 1969
c) Factory Act, 1965
d) Workmen’s Compensation Acts 1923
e) Negotiable Instrument Act 1881
f) Law cf Contracis
¢ Nature and Kinds of contracis
« Offer and Acceptance
= Consideration and Capacity of parties
» Free Consent
» Lecality of object and Consideration
= Contract of Sale of Gonds
e Carriage of Goeds by Land, Sea and AIR

N.B: Number of class will be 12 of 2 hour each

PAPER FOUR MARKS: 100
SERVICE AND FINANCIAL RULES

(WITH BOOKS)
Sub Module A: CONSTITUTION OF BANGLADESH (10 marks)
Session Topic

» Introduction
« Executive, Legislature and Judiciary
¢ Elections Commission, Public Services, Emergency Provisions and

Amendments

N.B: Number of class will be 2 of 2 hour each

Sub Module B: IMPORTANT GOVERNMENT MEMORANDUM/QRDERS (30 marks)

Session Topic
s Government Servanis (Conduct) Rules 1979

e Government Servanis (Discipline and Appeal) Rules, 1885

s Public Employees (Punciual Attendance) ordinance 1982 (XXXIV of 1982

= Government Servants (Special Provisions) Ordinance, 1979{X! of 1979)
= Bangladesh Civil —Service Recruitment Rules, 1981

s Bangladesh Public Service Commission {Consultation) Regulations, 1979
o Official Secret Act 1923 (XIX of 1923)

s Secretariat Instructions, 1978 (With up ta date amendmenis}

» Rules of Business, 1975 (With up to date amendments)

s Public Demand Recovery Act, 1813 {111 of 1913)

+  Public Servants {Retirement} Act, 1974 and Rules 1975

= Important legal aspects usually necessary for day-to-day ofticial activities
e (eneral Provident Fund 1979

» Public Servants Welfare Act, 1982 (Benevolert Fund, Group Insurance)

N.B: Number of class will be 13 of 2 hour each




Sub Moduie C: General Financial Rules" (20 marks)
Session Topic

{a) GFR
+ Chap-02: Financial management and overalt control mechanisms
« Chap-03: Revenue and Receipt
¢ Chap-4: Sanctioning Authority
» Chap-5: Budget, Sanction and Appropriation.
»  Chap-6 Establishment

o Chap -7 Expenditures on Supply and Services, Repair and Maintenance
s (Chap-8 Stores

¢ Chap-9 Works

Chap | 0 Misc. Expenditures

Chap- | | Debts and Governmenis Misc. Liabilities -

Chap- 12 Local Fund

Chap- 1 2 Loans and Advances

Chap-14 Misc. Subjects

Chap- 1 5 Accounts of the Government

Appendix -1 to 10 Introducing different forms under GFR Appendix -1 to 10

¢ & © o @

a

-3

N.B: Number of class will be 10 of 2 hour each

(b) Delegation of Financial Powers (Book + Govt. order)

Visit and Practical Orientation in the following offices:

a} Whole day attachment with CAQ io see GPF ledger, broad sheet register, saﬂcilon and
disposal of GPF, GP Fund Interest Calculation, Advance etc.

b) Attachmeni with Bangladesh Bank: -Bemittance through Bangladesh Bank and
liabilities for withdrawn for Govt. Account,

Group Presentation:

Probationers have to present their group findings after returning from attachment.

Sub Module D. Treasury Rules (20 marks)

Session Topic:
e Part- 1 Introduction
¢ Part- 2 Chap- | — Organization

Subsidiary Rules:

Chap-2: Receipl and Deposit

Chap-3: Managing Deposits

Chap-4: Withdrawal of money from Government
Chap-5: Instructions for Banks

Chap-8: Government Debts

s (hap-7: Deposits

Chap-8: Loans and Advances

+ Chap-8: Transfer

s+ (Chap-10&11: Remittance

¢ Part-3, CHAP-2,3&4

N.B: Number of class will be 8 of 2 hour each

& o & 9 @©

Visit and Practical Crientation in the DCA/ DAD /UAO

1. To see Treasuries under district Administration & its control, withdrawal of money from
the Govt. Account, Responsibility for the moneay withdrawn from the Govt. Account.
Bangladesh Bank Order, 1972 (P.O No. 127 of 1872).

2. To see Becord keeping in DAO, UAO & District Treasury-  General Instructions for
handling of cash Procedure for giving monay into the Government. A/C-  Cash Kept in
departmental chest, Security of strong room-

3. To see Custody of Meney relating to government Accounts, Cash in deparlmental
chesl, Cash Balance in Treasury, Verification of cash balances.

Group Presentation:
Probationers have to present their group findings after returning from atlachment,

Sub Module - E: BSR, FR&SR Part 1 & 2 (20 marks)

Session Topic:
= Definitions
Pay Fixation
Joining time
Other Service States {Lien, Deputation etc}
Prescribed Leave Rules 1958, Leave Account-Types
Pension-Generat Rules {(Pension simplification Rules 1994 with latest
amendments)
= T A & DA Rules (local and forzign)

¢ 2 o o O

N.B: Number of class will be & of 2 hour each

Visit and Practical Orientation in the CAO offices to see:

a) the process of different Types of Pension and its disbursement process
b} the calculation and disbursement process of TA bilt

Group Presentation:



PAPER- FIVE

FINANCIAL MANAGEMENT
(WITHOUT BOOKS)

Sub Module A: CORPORATE FINANCE (45 marks)

Session Topic:

L] -] a L] s 0

Introduction {o Financial Management;
Capital Investment Appraisal

Sources of Finance and Financial Markets
Working Capitai Management

Financial Statement Analysis

Stock Exchange

Foreign Exchange Risk Management

N.B: Number of class will be 17 of 2 hour each

Visit and Practical Orientation in the following offices:

Dhaka Stock Exchange/ Security Exchange Commission

Sub Module B: PUBLIC FINANCE (55 marks)

Session Topic:

e & & 9 @ o

Introduction to Public Finance
Tax Structure of Bangladesh
Public Revenue

Public Expenditure

Budget

Fiscal Palicy of Bangladash
Monetary Policy of Bangiadesh
Public Debt Management
Resource Makilization

N.B: Niumber of class will be 20 of 2 hour each

Visit and Practical Orientation in the following offices: (as and when felt necrssary)

e

National Board of Revenue

Economic Relations Division

Budget Development and Expenditure Control Wing FD
Bangladesh Bank

Controller General of Accounts

Group Presentation on the following Topics:

a) Budgetary Reforms and Public Expenditure Management in Bangladesh
b) Correlation between Fiscal and Monetary Policy of Banaladesh

MARKS: 100

PAPER- SIX

MARKS:

Information System Management

Sub Module A: IS Skills (40 marks)

. Session Topic:

Introduction to Computers and Windows
Waord Processing -- Microsoft Word
Spread Sheet -- Microsoft Excel

Presentation -- Microsoft PowerPaint

N.B: Number of ctass will be 15 of 2 hour sach

Sub Modute B: iS Management (60 marks)

Session Topic:

Introduction to Information System

Categories of Computers

Managing Hardware Assets

Managing Software Assets

Programming Languages

Data communications and natworks

Network -

Database Management

DBMS

Internet and Web technology

System Analysis, design and IT Project Management Concepts
Information Systems Security, control and Audit trail
Information systems contral

E-Governance

N.B: Number of class will be 22 of 2 hour each

100



Sub Module D: DATA ANALYSIS AND DECISION MAKING (50 marks)

Session Topic:

PAPER - SEVEN MARKS: 100

MODERN MANAGEMENT MISCELLANEA
s  Definition of Statistics, Population, Sample, Data

Sub Module A. COMMUNICATIVE ENGLISH (15 marks) ' = Collection of daia

Session Topic: s Sampling

+  Measures of Ceniral Tendency

» listening

= Reading +  Probability

= Writing = Probability Distribution
+  Speaking ’ « Correiation

= Develop skills among the participant to write draits, notes, and reports in English * Regression

« Index number

N.B: Number of clags will be 7 of 2 hour each +  Time series analysis

°

Sub Module B: THE EFFECTIVE USE OF BANGLA AS OFFICIAL LANGUAGE (10 marks) National Income

N.B Number of class will be 18 of 2 hour each
Session Topic:

Sub Module E: WORKSHOP/ SPECIAL CLASS (10 marks)

o Listening

o Reading - Si. | Topic
o Writing . 1. Time and Stress Management
. 2. £thics and Principles
o Speaking . o —
o 3. Etiquelle, Manner and Articulation
. . . P .
o Develop skills among the participant to write drafts, notes, and reports in T b Promrorar Aot 2008
Bangla _ 5. Public Sector Management
: B, Strategy to Develop Auditor and Auditee Relationship
N.B: Number of class will be 3 of 2 hour each g 7. slamic Financial System
B. CAG’s Strategic Plan
% g Rules of Business; Rules of Procedures of Parliament and Warrant of President
Sub Module C: COMMNUNICATION SKILLS (15 marks) 10, | Economic Survéy of Finance Division —
T T T Annuat Report of Bangladesh Bank
Session Topic: 12, Ideas of Lievelopment Partners or NGOs
The art of i 13. PCP/ DPP T
s} e arn of presenialion
P 14. MDG
o Briefing 1. PRSP

tarviewin o —- SR e .
o In g tn addition, DG FIMA will ar:ange some special tlassas as and when necessary.

o The art of Negotiating

!_\J. B: Number of class allotted is 3; but besides this classes there will be some class on the

N.B: Number of class will be 7 of 2 hour each f__;_’zvbove»mentfoned areas in the presentation, where 17 class as a whole has been alfotted.



PAPER - EIGHT: MARKS: 100

DEFENCE AND RAILWAY FINANCE

Sub Module A: BANGLADESH MIL!TAHY SERVICE (50 marks)
Sub Module A1: MILITARY ACCOUNTS SYSTEM

Session Topic

¢ Organization of DFD .
¢ Revised System of Financial Management {RSFM), 1982
« DFD Office Management
« Introduction to Codes and Manuals for DFD

a. Financial Regulations: Part| & Il

Financial Regulations for Bangiadesh Navy
Army Regulations: Part 1 & 2

Army Leave Rule

Pay & Aliowances: Vol. 1& 2

Military Audit Code

Mititary Account Code

MES Regulations

MES Routine Instructions

Schedule of Raltes

Pay Accounting on War System

Imprest Holder's and Field Cashier’s Instructions

- =

— o) T T T Q.

Compendium of Military Pension
Faciory Accounting Rule

LAO Handbook

LAC Manual

Store Accounting Rule

UA Manual

N.B: Number of class will be 9 of 2 hour each

~ o' Lo 33

Sub Module A2: Pay and Pension

Session Topic

Pay Structure

Pay Elamenis

Allowances {Regimental)

Applicability of T.A/D.A, for defence Forces
Field pay System

Pensicn

¢« @ © o o €

ModuleA3: Military Engineering Services (MES)
Session Toplc .

= Different types of control
* MES Services

s Exscution of Work

s Contract

*  Works Accounts

* MES Stores

= Working Procedure of SFC (Works)

N.8: Number of class will be 2 of 2 hour sach

Module A4: Defense Purchase
Session Topie

» Defence Purchase procedure & Syst
ems
¢ DP Contract g

»  ASC procurement
= Purchase of stores
®  Special Purchase

»  Expenditure procedure of Defence
»  Attaches abroad

N.B: Number of class will be 2 of 2 hour each

Module A5: Factory Accounts

Session Topic

e [actory Accounting System
N.B: Number of class wit be 1 of 2 hour each

Module A6: Military Accounting Rules & Procedure

Session Topic

e General Outfine of the system of accounts
s Office Manual

*  Accounts

e Deposit Accounts

¢ Accounts for loans and Advaices

= Exchange Accounts

*  Apprcpriation Accounts

*  Review of Balances

Losses, Wastages and damages to public property

B Nurnber of class will be 2 of 2 hour each



Sub Module B: BANGLADESH RAILWAY SERVICE (Marks 50)

Session Topic

& L] » L] Ll - Ll

Sub Module B1: RAILWAY ESTABLISHMENT

Organization

General Condition of-Service
Traveling Allowances
Overtime

Leave Rules

Medical Allowance

Efficiency and Discipline Rules

N.B: Number of class will be 7 of 2 hour each

Session Topic

Sub Module B2: RAILWAY FINANCIAL RULES

Fundamental Rules
Suppiementary Rules
Pay Allowances Traveling Allowances Pension

N.B: Number of class will be 3 of 2 hour each

Sub Module B3: RAILWAY ACCOUNTS SYSTEM

Session Topic:

[ & L3 @ & & & L] L] a
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Estimate

Contracts for Work

Purchase of Stores

Contracts -
Scrutiny of contracis -
Stock Verification

Railway Finance

Revised and Annual Budgst
Appropriation Accounts
Justification of Railway Expenditure
Conirol Over Expenditure
Departmental Regulations

Rly. Bills

internal Check

Inspection

Cash Managemasm

Compilation of Railway Accounts
Annual Accounis

Suspense Accounts

N.B: Number cf class will be 8 of 2 hour each

PAPER-ONE

ANNEXURE
MARKS: 100

PRINCIPLES OF ACCOUNTING & COST MANAGEMENT

{(WITHOUT BOOKS)

The Module aims to impait following ability to the participants:

o Identify the treatment of different transactions and accounts

o Examine each of the treatments of accounts

o Draw inference whether io certify accounts on behaif of government of Bangladesh

o Develop and analyze the accounts stutement and draw information from it

o Use and understand basic process of financial and management accounting

o Analyze and distinguish between Financial, Managerial and Cost Accouriing

Sub-module A: PRINCIPLES OF ACCOUNTING (50 marks)

Individual Components of each Session Teaching |
Session Methods used, |
Topic.
introduction to | Introduction to Accounting: History of accounting, Generally L/IDVE
Accounting Accepted Accounting Principles (GAAP); Concepls and
Conventions in the International Accounting.
Transaction | Transaction-Characteristics- Accounting equation--Rules for debit L/D/E
and credit--Double Entry and Single Entry System--Cycle of
Accounting. i
Books of Preparation of Journal--Books of Original Entry--Cash Book-- (JDIEIA J
Accounts Ledger and Trial Balance--Adjustment Entry of Subsidiary and
General Ledger.
Balance Preparation of Balance Sheet: Introduction, Revenue and Capital L/D/EA
Sheet Expenditure, Manufacturing Accounts, Trading Accounts, Profit and
Loss Acc, Balance Sheet. i
Assessment =
Adjustment | Errors and Rectification, Bank Reconciliation, Treatment of L/D/E/A
Entries Suspense Accounts. Transfer Eniry, Cpening, Closing Account
Entry.
Non-trading | Accounting system of Nen-trading Concern: Receipt and Payment L/DIE/A
Concern. AC, income and Expenditure AC, Balznce sheet, Capital Fund
Calculation.
Depreciation | Depreciation- Types of Depreciation - and Methods of Caledlation. | LiD/CiA -
Company Final | Preparation of Firancial Statements of Campanies and LADE/A
Accounts Corperations: Manufactu:ing Acc, Trading, PL, PL Appropriation,
Balance Sheet
Assessment




Sub-module B: COST MANAGEMENT (40 marxs)

- Teaching

Individual Session Components of each Session. Methods
Topic. used.

Introduction Cost Behavior and its -Cost Canter- Element of Costs- Cost LiD

Benefit Approach

i - Period Cost L/D/EIA
Costs- Variable and Fixed Cosis- Average Cost Perlod )
Elements of Costs -Total Cost -Fult Caosting-Direct and Indirect Coszmg-Matenai-
Labor-Over head--BEP-Contribution Marg_m Cost_mt Cosl-
Cost behavior pattern --Cost Volume Profit-Measuring

Veolume . _
Job Costing - Job Order Costing-Source Document- Responsibility anc: L/DIE/A
Process Costing - Controi-Product Costing and control purpose-Prime Cos

i i ing- Annualized
Actual and Absorption Costing - Proqess Costing :
Cost - Batch Costing- Equivalent Units- LIFO-FIFO-Weighted
Average Methods-

Batch Costing

ibili bility- Cash L/D/E/A
Types of Budget- Responsibility and conirolia
oo znd Bﬁ%gei- Static Budget-Flexible Budget-Sales Volume
Standards Variances- Flexible Budget Variances-- Standards of Material
and Labor-Spoilage and Waste
Assessment g -
le of Management Accounting-Development o
Management Scope and Ro nling-Deve o
i Managament Accountancy-Cost Allocation y
Accounting. oo
) f Decision L/D/E/A
i Role of Management Accountancy-Nature o©
g(;i?;ggnﬂ;ﬁ{ng_ Making -The Decision Making Process-Management

Planning and Control, Managerial Conirol-Risk  and
Uncertainty-Capital Investment Decision-CAPM

Accounting in the The recent crisis in the conceptual and regulatory framework L/D
Int fional for accounts and audit arising from large scale corporate
;;1 em? scandals and their implication for accounting and auditing in

specls

all sectors worldwide.

Assessment

Practical: 10 Marks
a. Visit and Practical Orientation in the following offices:
Visit to some related offices (e.g. Bangladesh Ordnance Factory, Gazipur; Any Fertilizer factory/Sugar
Mills; Bangladesh Railway etc.) for practical experience in the calculation of unit cost and process cost.
b. Group Presentation:

Probationers have to present their group findings after returning from attachment.

_WTndividuaI Session

PAPER - TWO MARKS: 100

GOVERNMENT BUDGETING & ACCOUNTING: THEQRY & PRACTICE
(WITH BOOKS)
Objective of the Module:

On completion of the Module the participant will be able to:

o Understand the principles, concepts and techniques of government Budgeting &
Accounting

o Develop ability to identify the distinction between government accounting and commercial
accounting.

o Develop the ability to grasp the inherent limitations of theoretical framework with
operational experience.

o Have an overview about the reform initiatives in the area of government financial
management including use of IT in government accounting

o Develop better understanding on Government Accounting System

o Understand basic of government accounting techniques and to develop application of
those techniques ‘

o Comprehend and comment upon government accounting information given in various
forms;

o Compile government accounting reports and use them in decision- making and for
accountability purpose;

o Understand and discuss government accounting concepts and convention, including the
awareness of their limitations;

o Analyze the recent development in the area of government accourting in the countries of

the region and some selected countries elsewhere (with special reference to New Zealand
& UK}, .

© Grasp the knowledge of various international initiatives for harmonization and
standardization of accounting practices mooted by International Federation of
Accountants Public Sector Committee (IFAC PSC) and other recognizes bodies.

Sub-module A: Budgeting (20 marks)

Components of each Session. Teaching Methods
Topic. used.
| Gowt. Budget procedures T~ T g

Mecium Term Budgetary
Framework (MTBF) |
Public Expenditure Manual
Fund Re.ease procedures
|_(Development and Revenue)




Sub-module B: Government Accounting (70 marks)

Individual Session
Topic.

Components of each Session.

Teaching
Methods
used.

Exchange Accounts,
Settlement Accounts.

Dstinihon- Procedure of Exchange Accounts

Computerization of
: Govi, Accounting
. System.

Reconciliation

Project Accounting

Resource Accounting

Financial Management
Unit=

Government Finance
Statistics

Reforms

i Procedure of Settlement Accounts L
(Visit for Practical Orientation to CGA, CGDF i
: ) » aNG Ha
office to know the procedures) o Ratvrey
¢ Understanding Functional areas of Govt. A ing {
7 i - Accounting (CDPL. L7An
1 CRUj Relationship among Ban i k
; Q gladesh Bank, S
and other Accounting Units onal Bank
Introduction- Reconciliation with the Dep:
cone partments -Bank- ‘
Cheque Reconciliation- Cash Balancing " HER
Project Accounting; Genaral principles, T joc 7
! 'g: . Types of project - LEE
GOB funding project - RPA - DPA Month end ' i
Debt service liability procedure -
Resource Accounting: Intraduction, Importa /
: . nc /
Procedures i ® Scope. WP
Financiat Management  Units Introduction: Purpose-Features Lo
Government Finance Statistics of IMF g_;{j
Reforms initiatives in Government Accounting in Bangladesh. LD

Journal entry.

Historical background of | Background of Gowvt. Accounting-Definition of Accounts- L/QA
Govt. Accounting. & Forms and manner of keeping Public accounts - Legal
Definition elc. framework for Govt. Alc :
Govl. Accounting & Meed for Govt. Accounting - Objectives: Theoretical & Lo
Principles of Govt. Practical objectives - General principles and methods of
Accounts. Accounts
Government Accounting | General oulling of Government Financial Management. L/D.
as a part of Financial Accounting as a part of Financial Management.
Management.
Role of the C&AG in Role of Auditor General in relation to Accounts- Constitutional LG
reiation to Accounis. provisions-Additional Functions Act
Funclions of ditferent Functions of CGA, CGDF, Railway. PT&T, PHE, Roads, YD
Accounts Offices Works, Bangladesh Bank etc
Accounting Structure Government Accounting Unit; CGA, CGDF, Railway, Postal, L/D/E/EY
T&T, Works, Roads and Highway. Forest, Bangladesn
Bank,
Flow of Accounting General outlines of the system of Govt. Accounts - Fiow of LDV
information. Accounting information’s.
—F—J?incéples of Govt. General principles of Govt. Accounts -Divisions of Govl. /O
Accounts& Divisions of | Accounts
Govt. Accounts.
Classification Chart. Introduction to Classification chart -Characteristics of L/D/E
Ciassification Chart- Structure of Glassification Chart. --Four
ievels.
Initial Accounts, Initial Accounts, Proforma Accounts - Subsidiary Accounts. L/E/Eg
Proforma Accounts,
Subsidiary Accounts _
Preparation of CAD, Preparation of CAO, DCA, DAO & UAQ Forms, (Visit to one LD/EN
DCA, DAD & UAO DAD &one UAO office for orientation. about these forms)
Forms.
| Exhibition of losses in Introduction - How to exhibit josses in Govt. Accounts L/E/Eg
Gowvt, Accounts.
Preparation & Definition, Sets of published Accounts, How {0 prepare ED !
Compilation of Accounts | Monihly and Annual Govt. Accounts- Appropriation A/c.
Finance AJc. . .
{Attachment to concerned Accounting office including CGA
for practical experience)
o b hcouie o the | Inroduction Definition- Suspense Aceaunts TUUCSIEg
Republic Remittance -Advance Repayable
Rectification of errors Definitions - Procedure to rectify etror through Transfer entry, 1/E/Eg

Practical: 10 Marks

a. Visit and Practical Orientation:

Visit to some Accounting units and Bangladesh Bank for practical experience in Flow of Accounting
Compilation, Settiement/ Exchange Accounts and Computerization of Accounts.

b. Greup Presentation:

Probationers have to present their group findings after returning from attachment.




PAPER-THREE

MARKS: 100

AUDITING: PRINCIPLES AND TECHNIQUES

Objective of the Module:

On completion of the Module the participant will be able to:

Understand the basic and origin of Auditing

Q
o Identify and develop the plan to conduct Audit
o Determine the Technriques of general and government auditing
o Analyze the audit data and evidence to come with a conclusion
o Explore the rules and regulations required in the general day to day audit activities
o Understand the Government Audit Procedure
o Develop strategies from the inference of gudit report
o Realize the present international audit standard and procedures
Sub Module A: GENERAL AUDITING PRINCIPLES (40 marks)
Individual Teaching Methods used Teaching
Session Methods
Topic used.
Introduction to Origin of Auditing-Definition - Scope-Objectives  of Auditing- LIC/A
Audit Generally Accepted Auditing Standards- External and Government
Audit, Types of Audit: Periodical Audit, Continuous Audit, intarmittent
and Final Audit, Audit of Balance Sheet.
Quaiities & Qualities of the Audilor-Duties and Responsibilities of the Audilor- L/D/SH
Responsibility of | Detsction of Errars and Fraud- Advantages of Audit- The concept of
Auditors "Materigity” in formulating Audit Objectives and Observations-
Various Criteria of "Materiality". Determine Materiality-- Assessing
Audit Risk
D

Types of Audit

Types of Audit: Financial Audit-Performance Audit-system Based
Audit-Compliance  Audit-Transaction Audit-lT Audit-Forensic  Audit-
Audit of Privatization-Environment Audit-Audit of Capital Assels-Audit
of Budget-Audit of Programs-Procursment Audit- Bevenuse Audil

Documenting

statistical sampling-Similarities and difference - Sample selection

T T S e Ll T bl

Overview of Overview of Audit Process: Planning Individual Audit- Examination L/E/A
Audit Process | Phases of Audit-Reporting Phase of Audit-Follow up of Audit Reports
Techniques | Techniques of Auditing — Rules and regulation relating to vouching LJE/A
of Auditing and routine examination- Evidence Collection and Analysis-The
Source and Types of Evidence-Collection and Evaluation.
Audit Understanding audit entity-Objective-scope of audi UE
planning
phase ' L B
Audit Systern Based Audit - Direct substantive test L/E
Procedures Analytical Review- Designing and applying Audit programs of
compiiance teste wd substanlive tesls o obtain the necessary
evidence-Critical Appraisal.
Selecting Selecting and- Documenting and Applying Appropriate  Audit- L/E/A
and- Procedure and Sampling Techniques- Types - Statistical vs non-

;alntizlcii;t;.r:‘g gélidelines_;- Gen_eral principles - Strategic Planning - |
findinlg Sg atrzg Audit -Audit criteria-Implementation- Developing !
g recommendations Evidence and O tali
Reportmg- Report contents  Follrw.in Dmnaff.—l\lf1€n.a“0nj F

At

l
|

! Audit Features -1
. : ypes--Advantages & gi
! Evidence of evidence - Mathods of O%taémnc;sea:}?;zg;aeges °f cach tyoe - Souree HERIA
i Preparation Planni |
| anning framework -lmportance - Mai
: 1 2 - Main el -
E of Audit plan identify audit area - Determine Approachei-emi)rg;e gézi:}::g: plac - i HETPA
' Perf f i - :
Subst:r:?\,e :‘;ﬂ::ﬁ;r; rg\:gﬁ&émgh?g t. Tesl of Controls- Account Balance ; UE
; w -Substantive i R .‘
ogpstaniive / est of details.
Working Definition -Ch isti
-Characteristics - Functi i
B Paper Process- Errors in Working Pape?ré,Gns Fow 10 Prepare - The Review LEN
Deriving Factors to be Consi
onsidered-Responsiveness to Audi jecti
- ( udit - f
Qverall A'Udlt Steps- Reaching a Cenclusion- Planning and Repor?r?leﬁwes‘ Key HEV
Conclusion Impact of Errors-Non-compliance -Deviance - Determiﬁingaé%r;r?ilgfz-
Report Writing Audit Repo
p: i - T ini
e P ypes of opinion L/E/A
internal Internal Con i
trot Concepts, Objactives, -Stand
. . L - ards- G Dy
Control gtzpdzlards- Detailed Slandards-lmportance-?ypes of igi{fgl-lnl | HoH
system cgml:j l nfrnal— Mechanism Internal control system- Categuries Egna
-Assess internal control Limitations of |
Structures-Management's Res ibiliti it
on - Tt ’
| Resenein ponsibilities- The SAl's
Sub Modu
le B. GOVT. AUDITING: THEORY & PRACTICE (marks 30)
Individual i
Topiiessmn l Teaching Methods used. Teaching |
__ Methods
ntr i ftuti
oduction to CAG ggg_?txtugonal Power & function, Power andkf:urictions of the ‘Ej‘:ed.
itor General- itut iti :
o val- the Constitution- Additionat Powers Act oA
van - - -
asglct;us typ_es pf Flnanc_sa[ Audit, Certification Audit, Regulatory Audit
i practlce in Compliance Audit, Forensic Audit, Performance Al d
. public sector Environment Audit, Social Audit etc vt
u 2. :
diting Standards  (General Slar}dards- Gowvt. Auditing Standards- Plannin
gtandards- Field Standards-Reporting Standards—Fie!dg HAN
F)ta?dards for Perfo:mance Audit-Reperting Standard for
i - ei ormance Audit- ASOSSAL-INTOSAI-LIMA Declaration E
Au_dlt Code Audit Code E
Audit Manuals Audit Manuals - i
"'”'ﬁg:?gre* of Ethics | Code of Ethics ' -
; mance Audit | Iniroduction  -scope mandale shjactive-a e
. mance scope mandale and objective-audit process | L/E/AMY



Auditin IT TAudit in [T environment : ]
T environment | :
5 Report writing: Structure and stages of LAR : i
E Structure and |
{ of LAR _ E
Et P/j\sgg;fJC- PEC. [PAC- PUC- PEC: Conslitution- Purpose, Functions- L/QA i
i Responsibilities : |
Entity Wide Audit _Entity Wide Audit . i
Social and Social and Environmental Audit i !
Environmental Audit ——
Reforms in Govt. RIGA, STAG and FMRP: Purpose, Steps, Components } D |
Audit: On going . E J
reform

sub-module C: Relevant Commercial Law and Acts (marks 30)

ivi i ach Session. Teaching
Individua! Session Components of e reach
TOPIe: used.
initi ificali i f private company D
pany Definilion, Classificalion, Fealures, Conversion of : :
Com1 554- Al into public campany and vice-versa, Autes relating 1o registration of
‘ ot s C Registraticn, and LD B
i a Procedure or sieps Lo fqrm a Company, s a
Formate g;d Certificate of Incorporation and Commencement. Function,
Company Liabilities and Right Consequences of False ar Misieading
Promolers Statement by promoler.
iMemorandum and | Conlenis, Alteration of both, Distinction between them. LS i
Articles of
Association o B e
Capital Meaning, Classification, Increase and Decrease of Share Capital Stock, LD
B { sh leregular LD
icti Eetment of shares, o
l Share Allotment, Restriction 6a the al
Share and Galls Shares, Forfeiture of Shares, Lien on share, Surrender s.h_ares. .
Conversion and Distinction of Share & Stock, Sha{e gemima\e & Share
Warrant, Procedure for Transfer of shaze, Transmission of Shares, o
Prospec%z}s Contents, Statement in fieu of prospecius and liabilities of the company LD
retating to misstaterment in prospectus.
Directors Legal Positions of Appointment, Ouali%icaﬁons‘and_Dﬁsqualiii;alion, L/D
r ] Removal of Directors, remuneration, Power, DlSE}bl!lllGS. Duties,
liabilities and Rights. ‘
Meeting & Board Meeting, AGM Statulery Meeting and repq:t Exlra} ordinary L/D
Rpgo]utigof\s General Meeting, Procedure & Requisites of a valid meeting. 3
i .L e ot e e i T e 1 A ._.-..__,‘ -....... - _-_m.j__....__..,_,_....-.._. _‘V-A_v P—. ‘,_./T)
Company Accounts | Appointment of Auditor, Qualilication, Disqualification, Rights, Powers,
and Auditor Duties, Remuneraiior: and removal of Auditor.
L/D

“Inidustrial Relation

by Land, Sea and
AIR

.Documents of air cariage, Liability of the air-carrier,

Duties and labilities of common carriers, Duties and Liabilties of
Railway Administration. Contract of air freight Charler pary, bil of
fading, right of stoppage in lransit, Liabilties of carrier by Sea.

(Y Y

e P lmmme daur manirt Malanatany ander supervision

Industrial Dispule, Workers & Workman. Trade Union & Frecdom of - o
o Ordinance, 1969 { ascociation, Application For Registration, Requirements for Application,
! Disgualification for being an officer member of trade union, Canceliation
of regisiralion. How dispute can be selifed when lockout/Strike is legal,
Arbitration. Strike or Lockout in Public Utility Service.
Factory Act, 1965 | Definition of factory, Health & Hygiene Faclors, Temperalure Safely LD
Measures: Precaulions in case of nre, Fencing of muchinery,
Employment of Young persons on Dangerous machines, Woikinig hours
_ for adults, Provision for Holidays, Compensatory Weekly Holiday. :
Workmen's Definition of worker, ways of claiming condensation, Employers =D
Compe?gggon Acts Liability, Accident arising out of employment, Accidenl in course of
Employment, When the employers is nol liaple, Disablement: Partial
Disablement, Total Disablement N A
Negotiable
Instrument Act
Law of Contracts: | Definition of contract, essential Efements of valid conteact, xinds of LD
Nature and Kinds | goniract from the view point of Enferceability, Mode of creation, Extent |
of contracts of execution,
Offer and The proposal or offer- Legal rules regarding a valid olter, lapse and LD
Acceptance revocalion of an offer, the acceplance- Legal rules regarding 2 vald :
acceptance , Communication of an Offer, Acceptance & Revocation,
contracts over the Tetephone.
Consideration and | peinition, Essentials of Valid consideration, Exceplions to the rule- No LD
Capacity of parties . . -
consideration, No coniract. -Age, Mincr's agreement, Persons of
unsound mind, Disqualified Persons
Free Consent Effect of Coercion, Presumption of Undug Influence, Lnconscionable LI
Transactions, Bistinction between Coercion And Undue Influence,
Effect of Fraud and Misrepreseritation, Distinction between Fraud and
Misrepresentation, Loss of right of Rescission, Mistake of Law and
Mistake of Fact.
Legaliyy Jf OQJGF‘ Unlawful object and consideration, effecl of illegal agreemenls 3n LD
and Consideration: .
collateral transaction
Contract of Sale of | Essentials of Sale of Geods, Distinclion between Sale & Agrecment 1o o
Goods- Sale, Sale & Hire Purchase, Kinds of Goods, The Prce, eamest of
*C0ds: Deposit, Document of tille lo goeds-  Conditions and Warranties
_C_Jarriage of Goods | Contract of cariage and cariers defined, classifications of carners, LD



PAPER FOUR MARKS: 100

SERVICE AND FINANCIAL RULES
(WITH BOOKS)

On completion of the Module the participant will be able to:

o Express the basic knowledge of the Constitution of the country.

o Make proper decision using fundamental rules required for sound and appropriate decision in
dealing with the government’s claims owed to and by the receivers of its service.

o Understand the general financial rules and treasury rules vital for sound fund management of
the government’s exchequer. ;

o Capable to use the latest circulars and directives issued by the government essential for sound
running of the government's affairs.

o Instilling into the trainees’ minds the necessary work procedure of M/O Finance regarding
revenue and development work

o Able to in absorbing important and relevant services rules, technique, principles and procedures
required for and desired of them in executing the daily official work.

o Standardize the work environment through enrichment of knowledge in different aspects of
government activities.

o Apprise necessary rules and procedures of fund release for implementing government projects

——_——_———T

Sub Module A: CONSTITUTION OF BANGLADESH (marks 10)
Individual Components of each Session. Teaching
Session Topic. Methods used.
Introduction Preamble- Part-1 (Para 1 to 47A), Part-ll (Para 8 to 25) and /D
Il (Para 26 to 47A)
Executive and Part IV (Para 48 to 64) Chapter | of Part V (Para 65 to 79) /D
Legislature and Chapter |l Para 93
Judiciary, Elections, | Part VIl (Para 118 to 126) Part IX (Para 133 to 141) Part IXA L/D
Services Emergency | (141A-141C), Part X Para 142 and Part Xl (Para 143 to 153)
Provision, 2 iy 5
Amendments
\ Written test Buiz ype

Sub Module - B: IMPORTANT GOVERNMENT MEMORANDUM/ORDERS (30 marks)

Public Employees | Definition, Applicability, Pricrity of this Rule over thase or others; D
(Punctual Attendance) Regular Attendance at workplace-different types of absenteeism
ordinance 1982 and prescribed punishments; Executive direclives regarding |
timely attendance at Office. I
Goverqnmnt S_e_rvams Definition, Applicability of the Rule; Types of Crime and ‘ LD - {
(Special Provisions ) penaities Awarded- Investigalion, Punishment, Appeal & |
Ordinance, 1979 Reconsideration- Hindrances at Court's Verdict | i
Bangladesh Civil -Service | Caption, Terms defined -Types and Terms of Recruitment; | LD |
Recruitment Rules, 1981 Probation period, Permanency, Undertaking, relaxation | |
Appointment of Munsefs, Magistrates, Transfers-rules applied. 1
Bangladesh Public Service | Terms and Definitions; Consultation  with Public Service | L/D o
COfnmISSIOH ) Commission-Cases where required; Consullations as regards - |
(Consultation) Regulations, | Details of Gazetted Posts |
1979
Official Secret Act 1923 Definitions, Terms used to denote Secret places & Documents- } Lo i
Punishment awarded in the case of different types of violations
concerning state secret; Search and Siege & Arresis - f
Instructions regarding Security of Classified Materials |
Principles of classifying Official documents; types explained |
Maintenance and Usage of Classified documents-Methods |
Applied; Destruction of Classified Files(CF), Sending of CF; |
CIPHER Security; Responsibility of Cipher  Officer |
Responsibilities of Officials engaged in CF |
Secretariat !nstruciEDHS. Details of Secretariat Instructions and its Implications on ' L/D/A
1976  (Withuptodate | working of respective audit accounts offices |
et amendments) . |
Rules of Business, 1975 | Introduction - Reference to the President-Inter-ministerial W] |
(With up to date Consultation- 1
amendments) !
Public Demand Recovery | Introduction-Features-Purpose-Contents LD ]
Act, 1913
Public Servants Public Servants Retirement Act. 1974 D*
(Retirement) Act, 1974 and | Public Servants Retirement Rules 1975
Rules 1975
Important Legal aspects Important Legal aspects usually necessary for day-to-
days official activities Se
General Provident Fund | General Provident Fund 1979
1979
Public Servant Welfare | Benevolent fund and Group Insurance
Act
Written test Descriptive

Seftlements. Re-onsideration Dismissal modus operandi of

Individual Session Components of each Session. 1 Teaching
Topic. | Methods used.
Govermnment Servants Definition and Applicability, Important points regarding conducls, LD
(Conduct) acts and behaviors where government officials can or can't
Rules 1979 indulge in.
Government Servants Definition, Efiectiveness and Applicability; Basis & type of] LD
(Discipline penalty; Procedures of exerting different types of penalties-
and Appeal) Fules, 1985 | Deparimental Procedures: Appointment of Investigating Officer. }
Process of investigation;  Appeals-Methods, ~ Timing, 1




Sub-Module — C: General Financial Rules (20 marks)

(gLGFR:
Selsns?é‘::q;joa;:ic. Components of each Session. ' I’C?ti'?ofjg_
.:sed.

i Chap-02 Financial managerment and overall control mechanisms : L0 o
Chap-3 Revenue and Receip: i /D
Chap-4 Sanctioning Authority - | voo |

i Chap-5 Budget, Sanction and Appropriation i L,’Dﬁm_s
Chap-6 Establishment ’ T
Chap -7 Expenditures on Supply and Services, Repair and Maintenance x LD #;
Chap-8 Stores LD
Chap-9 Works ; LD
Chap 10 Misc. Expenditures | LD

Chap- II Debts and Governmenls Misc. Liabilities - General Provident Fund LD
(Book + Govt. order 1979) General Provident Fund contd.
Benevolent Fund, Group Insurance Elc.
Chap- 12 Local Fund /D
Chap- 13 Loans and Advances LD
Chap-14 Misc. Subjects YT un
Chap- 15 Accounts of the Government E o !
i Appeq?::x -1to | Introducing different forms under GFR Appendix -1 to 10 j DA
H

(b) Delegation of Financial Pdﬁvérs (Book + Govt. order)

{c) Fund release procedures {(Development and Revenue)

Visit and Practical Orientation in the following offlices:

€} Whole day attachment with CAO to see GPE ledger, broad sheet register, sanction and
disposal of GPF, GP Fund Interesi Calculation, Advance etc.

d) Attachment with Bangladesh Bank: -Remittance threugh Bangladesh Bank and
liabifities for withdrawn for Govt. Account.

Group Presentation:

Probationers have to present their group findings after returning from attachment.

iz

Sub Module D: Treasury Rules (20 marks)

Individual Session | Components of each Session. " |7 Teaching
Topic. i Methods
.. used,
Part- 1 Detai! Procedure of revenue & receipts deposition in to Govt. Treasury & | LD
introduction withdrawal of money from the Treasury as per authorizalion given by lhe i )
Member of the Parliament. I e
Part-.2,Chap- | - General Organization of DAQ, UAC & Treasuries under district Administralion & L/DiAL :
Organization its conlrol, Withdrawl of money from the Govl. Accounl, Respensibility for the :
g money withdrawn Irom the Govt. Account. Bangladesh Bank Order, 1872 (P.O .
No. 127 of 1972). _ o
Subsidiary Rules Record keeping in DAQ, UAO & Disirict Treasury - General Instructions or L/D/A
handling of cash Procedure for giving meney into the Government. A/C- Cash
Kept in deparimenial chest, Security of strong room-
Chap-2- Receipt | General Rules- Precedure for paying and receiving money- un
and Deposit — SO S
Chap-3- Custody of Money refating 1o govemnment Accounts, Cash in departimental chest, LD A
Managing Cash Balance in Treasury, Verification of cash balances.
Deposits o o
Chap-4 With draw] | With draw of money from Govemment-investment of cash- Claims of LD
of money from withdrawals- instruction regarding bill preparation-Pensions- Leave Salary
Government
Chap-5 instructions for Banks- Paymenl- Withdrawal-Daily Accounts-Miscellaneous o J
Instructions for
Banks — SR S
Chap-8 Govermnment Debts- Permanent and Temporary Loans -Floating Debts Other LD
Government Obfigations
Debts !
SR |
Chap-7- Deposits | Deposits: Intreductions-Rules and Limitations-Revenug Deposits-Personai D
Deposits- Deposits for works- Fees- other deposils accounts _
Chap-8- Loans Loans and Advances General-Special Rules L/D J
and Advances : e |
Chap-9 Transfer | Transfer frem Govemment Account- -Bank ard Non Bank Treasuries- LD ¥
Remittance- Coins and Notes H
Chap-10&11- Remittance ihrough Bangladesh Bank and liabifiies for wilh drawn for Govt. | LD I
Remittance Account o
Part-3, CHAP-2,3 | Cumrency chest and coins—- Inlreducing the forms used D/P
& 4-
Writien test for Quiz iyne

Visit and Practical Orientation in the DCA/ DAC /UAD

4. To see Treasuries under district Administration & its control, withdrawal of money from

the Govt. Account,

Bangladesh Bank Order, i972 (F.O Mo, 127 of 1972).

5. To see Record keeping in DAO, UAD & District Treasury-
handling of cash Procedure for giving money into the Government. A/C-  Cash Kept in

departmental chest, Security of strong room-

Respensibility for the money withdrawn from the Govt. Account.

General Instructions for




PAPER- FIVE MARKS: 100
FINANCIAL MANAGEMEMT

{WITHOUT BOOKS)

Sub Module A: CORPORATE FINANCE (45 marks)

Objectives of the Module:

6. To see Custody of Money relating to government Accounts, Cash in departmental
chest, Cash Balance in Treasury, Verification of cash balances.

Group Presentation;

frobationers have to present their group findings after returning from attachmant.

Suo Module E: BSR, FR & SR Part1 & 2 (20 marks}

OCn completion of the Medule the participant will be able to:

“éc:s"slﬁium Components of each Session. Teaching «  Develop better understanding on Corporate Financing Methods.
To ;2” Methods = Develop understanding of Capital Budgeting Concepts
5 eﬁniii% n‘ Eden of Aosioar i used, | « Perceive different aspects Financial Decision Making
S, ; er; o pphpahnn, General conditions of Service appointment, LD E; e Familiarize with different aspects of Corporate Finance
eputation, dismissal, remcval, suspension, Foreign Service, Pension- : P i i
General rules, types of pensions, conditions of gramis of pensians. [ 1 Indl\{xduai ] Components of each Session Teaching L
Allowances, Grades of Govi. Servants, types of Traveling Allowances. : Session Topic. Methods used. |
—— Adm!SSIbIII%y thereof. : Introduction to Introduction to Financial Management: The essential features of /D E
Pay Fixation Definition, Types of pay & pay protection. Procedura of pay fixation in cifferent LO/E : Financial financial managemepb-?’hg objectives of a business--Wealth i
E%?fﬁ'ggrfs per rund?memal rules & SRO of National pay scale. Conditions in Management: maximizalion or profit maximization? |
bost withgcuci COaLél;l:JSa”Ol‘ |T1t:or|§menis‘ Neid below rule ie. drawing pay of 2 higher i . Capital Capilal Investment Appraisal: Time value of money and its application L/DIE/A f
eocasion/sietion P;’ fixa;'ng e same- Pay equalizaton in  different ; ' Investment Present Value Factors--Methods of investment appraisal--Accounting !
fixation(practical) Y Ion aganst major & minor penailies.  Pay : Appraisal rate of relum {ARR)-- Pay back pericd {PP)-- Net Present Value (NPV)-- i
Joinng time Dofine joinna Ii Ocas — | intenal Rate of Return (IRR)-- Some practical points--Invesiment !
time ()Eve:stga .Iar:]gf ioi C_castpm for the grant of joining time, Caiculation of joming | LD/E/P | decision making in Practice- Cost Benelit Analysis, ;
Exier;sion o jci!r{ﬂng tilmgmga:‘mg i : Sources of Sources of Finance and Financial Markets: Share Issues--Loan Capital-- L/OiCS |
Guring ioining 1 » Joining ime In case of sland release-- Regufation of pay : Finance and Short Term Sources of Finance--internal Sources of Finance--Venture |
i Som g joining fime,_ Admissibility of joining time without transier. : Fi ial Capital and Long-Term Financing. ;
er Service Deputation, Fergign Service, Combinalion of appointments and  Dismissal e L inancia |
| Slates 1 Removal and suspension, Leave Salary ' | Markets N
Prescribed General condilions of leave, Specic a ; - e " Working Capital | Working Capilal Management L/D/A ,
) , Special & general leaves, Dilferent kinds of leave as Dy : i i
Leave Rules per prescrived leave rules. 1959, What are the kinds of leave is nol debitd (o Lo : Management “.CaSh. Management--Econamic Order Quantity _ni
1959, Leave Ieave_zlaccount. Effect of overstayal of leave, i : Financial Financial Statement Analysis- L/D/E
ACCO{Jnt- Gonditions for granting LPR, Leave salary, Amount of leave can be granted at a . Statement -Ratio Analysis- Changes in the Financial position of a Firm-Statement of
T time, Leave in vacation depariment, Leav.s under medical cerlificate, : Analysis Source and Uses of Funds.
ng:iin BefmitonTypesFamiy Go : Stock Exchange | The role and efficiency of the Stock Exchange-Valuation of Stocks. (WiaTAY j
- - -Family-Condition-Classilication-Amount-Qualifiying Service- ' i Foreign Exchange Risk Mana t o
Conditi _ oA asn : L/DICSIAL Foreign oreign Exchange Risk Management. L/D/A !
General Rules !ggf_lzoznﬂga; Granl of Pensian- Simpfification of Public Servants Retizement Rules -] - - : Exchangs Risk : !
T.A&DA Different kinds of ‘raveling ex : o — i - ; Management. : }
; : penses, Daily allowarce & classification of govt D] . ) i i
Rules, s:::rvants in this regard, Present rates of daily aliowance, road miicage, ga‘ay LD Assessment Question
al“ff'"j‘;ce & restrictions of its drawing, Entitlement of class of accommadation (15t ! Vigit and Practical Orientation in the following ofiices:
?aos nd C|§IS§ elc.) in train, Steamer and Biman, Rales of mileage alowance -
{14/, 11/2) in journey by Train, Steamer, Biman, Graveling expenses on transfer i ': e Eve anion |
i&_ cariage of personal effects, Duiies of a controfing officer before sigring & TA i [ 1. | Dhaka Stock Exchange/ Security Exchange Commission |
bil. - Admissibility of fraveling allowance other than tour o transfer. y v
I - _ ' Sub Module B: PUBLIC FINANCE (55 marks}
Written test for zoove SI-Ne, 9to 12 Quiz tvpe :
Visit and Practical O i Objective of the Module:
and Practical Orientation in t i . : . . :
in the CAQ offices to see; On completion of the Module the participant will be able to:
C} the process of differerit Types 6f Pension and ils disbur «  Develop better understanding on Public Finance as a part of Macrosconomics.
sement process - p betier ootk ¢ & ‘g
d bt ) o > Conceptualize issues on Public revenue and coaversant with the Tax Structure of Bangladesi.
) the calcuiation and disbursemant process of TA bill o Perceive different aspects of Public Expendilure
Group Presentation: : s Develop understanding Public Budge! and analyze ifs impact on the economy as & whale
. ; tween Monetary and Fiscal Policies
Srobationers . o . : = Understand the ink be
have to present their group findings after retuining from attachment. o e Famifiarize with different aspects of Public Debt Management.




)
PAPER- SiX MARKS : 100
F R f E |
P individual Components of each Session Teaching . Information System Management
| Session Topic. Methods
——— — used. Objective of the Moduie:
niroduction to ntroduction: An overview of Macro-economics - ni i ; iai i .
Public Finance | scope of Public Finance as a par: of Macro-Zcéﬁzmicg-e-?'rand%i:?; Lo ; : On completion of the Module the participant will be able to:
Prnaciple; of Public Finance--Rationale for Government o Familiarize with an understanding of modern information systems.
Intervention-- Public Goods Vs Privale Goods-- Externalities-- : o Understand the hardware and software employed in T Industry.
7 _ Concepis of a_mixed economy- Recent shifts in the concepts. : o Analyze the concepts of 1S basis securities and controls are incorporated in the CAG office.
'Ersax Structure of { Tax structure of Bangladesh L/D i;* o Conceptualize the basics of Information Management System.
Sangladesh . _ . | | Sub Module A: 1S Skills (40 marks)
ublic Revenue | Public Revenue - Characteristics of a Good Tax System - Taxation D :
as an ips!rument of Resource Mobilizalion and iis Social and : : Individual Components of each Session. Teaching |
. Economic impact . : Session Topic. Methods |
Public Revenue | Revenue Receipts - Tax revenue and Non Tax Revenue- Principle LT , used.
I of Taxation - Kinds of Tax: Income Tax, Value Added Tax (VAT). : Introduction to History of Computer -Definition- Introduction to Windows L/D/P
. Customs Duty etc. ! ; Computers and | 98/ 2000/ XP/ NT -Apple-IBM
Pubiic Meaning and nature of Public Expenditurc-Kinds of Public ) Z . Windows
Expenditure Expenditure - _Objects of Public Expenditure- Social and Economic Word Processing - File-Edit-View-Insert-format-Tools-Table-Windows-Help LiDiF
i Im?act of Public Expenditure : - Microseft Word
Pubtic - Pynllc Expenditure- Meaning and Nature of Public Expenditure-- Lo ; ; Spread Sheet - Eile-Edit-View-Insert-format-Tools-Slide Show-Windows- Liomr
Expenditure gl_nd_s of Public Expenditure-Public Experditure and Income Microsoft Excel Help
E::So{rr:g;tilg?m Expenditure Control and Monitoring- Social and L 3 Presentation - File-Edit-View-Insert-format-Tools-Data-Windows-Help L/D/P/A
_ pact of Public Expenditure. ' Microsoft
Constitution and | Bangladesh Constitution: Para 81-80 LD/E o : PowerPoint
GFR and GFR- Budget, Sanction and Appropriation ' i : _ M
Public Budget Public  Budget- Introduction:  Constitutional and  Institutional W§) ' Sub Module B: IS gpfgement (60 margs)— et e
Framework- Annual Finarcial Statement--Consclidated and Public B Individual Session Components of each Session. Teaching
i Fund- Kinds of Budget-Revenue and Development Budget | Topic. Methods
Public Budget Budget Preparation--Budget Cycle--Budget Profiling - Economic UDV ! used.
_ impact of budget balance ! introduction 1o What is Information Systern(lS), Components: Hardware, W nlis
Publc Budaet Methad of using a Surplus or financing a Deficit Budget - Impacton | /D | Information System | Software, Data, People, Business IS and its Characterislics of
the economy as a whole. ’ I 1S, Types of 18: Management Information Systems, Decision
Public Budget Classification of Budget and Accounts VP } Support Systems, Expert Systems, Office Systems, Example of
Ficcal Policy of | Fiscal Policy-Nature-Obiactives.Mai - —- - 5 information Systemns, Framework for 1S Architecture: System
Bangladeshy' Mobilizationyof Rescurcés ves-Main Feature of Fiscal Policy Lo ! ' owners, System designers, Systems builders, Role of i35
) : — e - . e ; ‘ Department.
C;Y}Dggézgdi?;?y x:pg?]{g gggglyagsssr? urces-Rufe of Gentral Bank and Financial L0 : Categories of Categories of Gomputers: mainframe, midrange, minicomputers, oe
Public Deb ) T — - — - o ; ! Computers PCs supercomputars; Stand-afone and Network Computers,
ublic Debt eneral Characteristics of Public Debt-Classification of Public LD ! Distributed processing, Computing, Managing Hardware Assets:
Maragement Debt. Scatabilily, hardware acquisition, monitoring technology trends,
Resource Resource Mobilization- interna! and External role of NBR T e T | Managing Hardware | Computer Hardware and Infermation Technotogy Infrastructure: LG /P
Mabilizations i Assets The computer systems, How computers represent data; concept
| | o e s b M o L e
Visit and Practical Orientation in the following offices: (as and when felt necessary) Technology: Magnetic Disks, Optical Disks, Magnetic Tapes,
1. National Board of Revenue * Input devices: Keyboard, pointing devices, Touch screen, OCH,
2. | Economic Relation Division, MICR, Scanners, Sensors_ Qutput devices: CRT, Printers,
3| Budget Development znd Expendiiurs Contiol Wing D .| Plotors Interactivo Multimadie. _______.
4 Banutadesh Bank - AR A olwmgrl | Managing Software | What is software, System software and Application Software, | Lop
aal igiagesn ban ) o Assols Functions of the Operating System, Multiprogramming and i
5. Controller General of Accounts N Multiprocessing, Utility Software, Application Software:
Gioup Presentation on the following Topics: 2 Hours each Application packages, General-purpose packages, Bespoke
software,

(a) Budgetary Reforms and Public Expenditure Management in Banglaciesh



]

Programming Programming languages: procecural and objective Grierqed LIvP
Languages languages: Fourth generation fanguages and PC software toois,
mark up Languages;
Managing Software assets: Software Build or buy, Scitware
Maintenancs, o
Data What is Telecommunication System, Telecommunication LD/P
communications and Systems compongnis, Dala transmission: Analogue and Digital,
networks Functions of Modem, Transmission media: Twisted wire, Coaxial |
cable, Fibre Optics, Microwave, Satallite; Transmission speed.
Network Network topologies: Star. Bus, Hing; Types of Network: LAN, LO/P
’ WAN; Network devices: Switches, hub, Router; Communicalion
Protocol, Gommunication Software, broadband technologies,
Teleconferencing, Data conferencing and Video-Conferencing,
Electronic Data Interchanges(EDI). ]|
Database Data terminology and concepts: field (afiribute), record, file, L/D/P
Management; database, entity, primary key, foreign key, data relationships;
Enlry relationship Diagram (ERD)
DBMS Datahase Management System{DEMS): RDBMS, LiDF
Characleristics of DBMS, Backend and Front-end toois.
SOL Query Language({SQL): Basic SQL Statements. ' /D/P
Database Databzse management Management requirements, dalabase L/o/p
management: adminisiration, Role of Database Administrator, Creating a
simple database using a Microsoft Accass,
Database I Database Systems in CAG/CGA or in any organization. Visit! C8
management:
Internat and Web What is Internet: History of Internet, Internet Technology and L/D/P
technology services: E-mail, Telnst, FTP, Chatting, the World Wide
Wab{WWW); Web biowser and search engine, Internst
addrassing convention, The Domain Name System. Internet and
Extranet, Organizational henefit of Internet and Web technology,
E-commerce and M-commerce, E-Government.
Systern Analysis, What is Systems Analysis? Role of System Analyst, System L/0y/P
design and IT Develapment Life Cycle (SDLC): System Planning, System
Project Management analysis, System Design, System Implementation, System
Cancepts Operation and Maintenance. o
Systemn Anaiysis Eystem Analysis Technigues: Interviews, Dacument reviews, Lomp
: Observations. Questionnaires, Prototyping, Rapid Application
Bevelopment.
System Anaiysis What is System Design? General Guidelines of Systern Design: L/D/P
effectiveness, refiability, and maintainability; Feasibility and Cost-
benefit analysis: Operat'snal teasibility, Technical feasibility and
. Economic feasibility, cost-effectiveness of the System.
System Analysis Causes Failed Project, Basic Function of a project Manager, Loe
Froject Scheduling toois: Gantt chart, PERT/GMM, Project
L Management Software. .
Information Systems " System vulnerabi ty and abuse, Cemputer viruses, Threats to Ubip "
Security, control and | information Systerns, System quality problems: software and
Audit issues dala, lrternet Security, Disaster recovery plan. . e
Information systerns | Information Systemns Control: General ard application ~ontrols, Low
conirol: the role of auditing in the contro! process,
E-Governance E-Governance L/D

IS Management: REVIEW AND ASSESSMENT

MARKS : 100
MODERN MANAGEMENT MISCELLANEA

PAPER -SEVEN:

Sub Module A. COMMUNICATIVE ENGLISH (15 marks)

Objectives of the Session:

i f the Meodule the participant will be able to: _ .
o Compieilcon OCommunicate hisfher views and opinion to others in English language fluently

and confidently. | |
o ‘Deveiop skills among the partic]bant to write reports and drafts in English with
lesser mistake. |
The number of total class hour in the iraining is 60 wprking hours. Mark will be awarded to the
probationer on submission of course completion certificate. .

i i i i Facuily, Dhaka University,
ing Authority: The Depanment of English, Social S;lgnce y. Dhe /
gﬁgl?; C;TI?Marks wiilybe awarded on submission of the Certificate, howsver failure o submit

the certificate will be held as subject io Discipiinary Action.

Sub Module B. THE EFFECTIVE USE OF BANGLA AS OFFICIAL LANGUAGE (10 marks)
oblectves C: th‘?osgnsastl}?ent-he participant communicate his/her views and opinion in Bangla, io
others fluently. |
Develop skills among the participant to write draits, notes, and reports in
Bangla without mistake.

The number of total class hour in the training is 8 working hours.

Sub Module C: THE ART OF EFFECTIVE ORAL COMMNUNICATION

C

(15 marks)

Objectives of the Session: N .
To enable the participant communicate his/h;r views and opinion t? others in
Bangla and English fluently and confidently Wl‘th a few or zero mts‘tak_e..d i
The Participant will learn the art of preseniation in a group and individually
front of a group.

The number of total class hour in the training i‘s 30 working hours. (Individual { 16 x 1.5)= 24
hours and group 2 hours feed back of presentation 4 hours) §

The probationers are required to complete this sessiqn through Individual and Group
Presentation, when they will receive feedback from the session coordinator.

T o

o

' ATION EOR
b Module D: HANDLING OF QUANTITATIVE INFORM
S ANALYSIS AND DECISION MAKING (50 marks)

On completion of the topic the trainee will be able to 4
o Develop better understanding in quantitative information
o Able to handling quantitative information for analysis and decision making




PAPER - EIGHT: MARKS: 100

| Individual | Components of each Session. Teaching
_Sres§lon : Methods PAPERS SELECTED BY DG FIMA
opic. used. :
! Definition | Definition of Statistics, Population, Sample, Data and L/D/ | Sub Module A: BANGLADESH MILITARY SERVICE (50 marks)

Collection of data

Sampling Sampling, Types of Sampling, Method of drawing sample L/DIE/A
from population '

Objective of the Session

On completion of the Module the participant will be able to:

Measures | Measlres of Central tendency: Definition, Types, Mean, L/D/E/A o Understand the Rules and regulation in the Defense Service
of Central | Median, Mode. Patron values and related probiem o Conceptualize the Financial rules and regulation prevails in the Defense Accounting
Tendency System

o Draw decision from the infarmation relevant to Defense service

Probability { Probability concepis, Probability calculations, Laws of L/D/E/A !

Probability, Independence, Conditional probability and i
Bayes' Theorem, Probability distribution, Mathematical |
expectation and variance i

o PRealize the procurement and store management system in Defense service. !

Sub Module A1: MILITARY ACCOUNTS SYSTEM

Probabiity | Binomial distribution, Poisson distribution, Normal | L/D/E/A Session Topic | Details of Topie Teaching
Distribution | distributi ial distributi | o
ution, Exponenial distribution ! Overview of DFD a. Organization Structure of DFD L
Corrzlation | Correlation: Significance-Types, Methods of Studying L/D/E/A b. Revised System of Financial Management (RSF14). 1992
correlation DFD Office a. Office Manual. Part -Vl L !1
: VT T ; - e Management Descriptions in relation 1o existing setup of offices
Regression | Regression: Linear Bivariate Model, Regression Line- L/DIE/A Introduction to Familiarisation with codes and manuals used in DFD: L i
Equation-Coefficient Codes and Manuals | 5.  Financial Regulations: Part1 & 1l
Index Index number: Use, Methods, Weighted and Un L/DEMA for DFD t.  Financial Regulations for Bangladesh Navy
number weighted, Value Index, Consumer Price : u.  Army Regulago?s: Part 1 &2
Time s.eries Time series analysis: Methods of Forecasting- Ratio- L/D/EIA VW ’;;”QQLX‘?Q’ﬁaHL;SS: Vol 1&2
analysis Graphic- Strglght Line- Least Square-Moving Average- x.  Military Audit Code
Seasonal Variation- Trend Methods- Growth Curves- y. Military Account Code
: - i z. MES Regulations
— Wr I:Iten Examination [ za. MES Routine Instructions
MNaticnal Nationa! Income /D :55 bb. Schedule of Rates
| Income ' o ¢c. Pay Accounting on War System
) . o dd. Imprest Holder's and Figld Cashier's Instructions
Sub Module E: WORKSHOP/ SPECIAL CLASS (10 marks) o , ee. Gompendium of Military Pension
SI. | Topic : ft. Factory Accounting Rule
1, Time and Stress Management _ - gg. LAO Handbook
2. Ethins and Principtes : hh. LAO Manual
3. Etiquette, Manner and_Arliculaticn : ii. Store Accounting Rule
4. Public Progurement Act 2006 | i UAManual
5. Public Sector Management |
3 St to De i i i i .
% Isé&%&gx{qgﬂﬂ;;;@lg;@::nor and Auditeg Relationship Sub Module A2: pay and PEPSK)I’]
8. CAG’s Strategic Plan T T n n .
g, Aules of Business: Fules of Procedures of Pariament and Warranl of President Session Topic Details of Topic Teaching
10. Economic Survey of Finance Division M‘E@Ej
11, | Annual Repert <! Bangladesh Bank Pay Structure Pay structure for Defense Forces (Army, Navy, Air Foree) L
15 idoas of Developmerd Partners or KGOS~ 7 T T T T T T T o (Pay and Allowances {Vol.-1} and related JSls.)
1A, PCP/ DPP - Pay Elements a. Elements of Pay for Officers and Ors of Anny, navy and Air force i
14, MDG b. Elements of Allowances for Officers and Ors of Army, navy and Air
| 15 PRSP L T force
In addition, DG FIMA will arrange some special classes as and when necessary. S'Z?J/J and Allowances, Vol.-1 (Chapter-3) and Vol-2 (Chapter-1) and related
S,




- Allowances Recurring and oceasiona allowances L I
{ (Regimental) Allowances admissidie to units farmation, offices etc. !
{Pay and Allowances, Yol.-2 (Chapter-2,3 and 8)and refated JSIs) B
4. Applicability T.A. Rules (Passage Regulations) L/
of T.A/DA Conveyance Rules (Passage Regulations)
for d f o T.A. for training purpose (Related Govt. orders) |
or aetence Forgign T.A. frelated Gow. orders) !
Forces i
5. Field pay Pay accounis on war system LV
System Imprest hoiders and field cashier's instruction
c.L.R.LA.
6. Pension Classification of pension: 1Y
a. Service Pension ~ Officers
{Compendium of Military Pension: Chapter 2)
b. Service Pension - Honourary Commissioned Officers, JCOs, ORS and
NCs (E)
: {Compendium of Military Pension: Chapter 3)
¢. Disability Pension - officers
: {Compendium of Military Pengion: Chapter 4)
d. Disability Pensicn - Honourary Commissioned Officers, JCOs, ORS and
NCs {E)
{Compendium of Military Pension: Chapter 5)
e. Family Pension
{Compendium of Mililary Pension: Chapter 6)
I 2. Grant of Pension and Gratuity
{Compendium of Mititary Pension; Chapler 17)
3. Pension Payment Process
; (Compendium of Military Pension; Chaprer 18, Pension Simplification Order
1 of 1987 and ather related govi orders)
Sub Module A3: Military Engineering Services (MES)
Session Topic | Details of Topic Teaching
Method
S ontrol Admiz.strative Control; Financial Contiol; Technical Control L
Establishmant (MES Regulations (Chapter 2)
MES Services Services chargeable to MES Heads of Accounts L T
(MES Regufations: Chapter 4) i
Execution of Methods of execution; Orders.for work; Progress and compleiian for work ;__“_w!
Work (MES Reguiations: Chapter 4)
Contract Types of Contract - Scrutiny of Gonlract - Tenders - - L/E ]
Payment of Bills - Security Deposits (Receiots and Retunds}
(MES Aegulations: Chapter 7}
i W crl}_s Construction Accounts - Cash Assignments/ imprest Account - Deposit Works /E
i Accounts (MES Hegulations: Chapter 9)
’ MES Stores Store £.zcourts - Provision of Stores - Issue of stores L
‘ Care 2nd mainlenance of stores - Issue of slock i
! Dispos:l of stores :
i (MES Regulations: Chapter 10)
’ Working Office Manual (Parl-VIl} v
! Procedure of

[
o
Z

Sub Module A4: Defense Purchase

R

Session Details of Topic Teaching |
Topic Method 7]
Defence DP-35 and related orders. LV i
Advisory functions of FC on purchase propasals
Purchase (ASFEM, DP-35, FR-pt-1). '
procedure & 8ill payment procedures and maintenance of office records in support of bil i
Systems payment in respect of both local & central purchase. (Office Manual for i
Store Section) e
DP Contract Chapter-15 of FR Part-1 L 1
ASC Fresh supply for the troops —system and procedure. i
Stores and supply ~common provisiens, stora, clothing, equipment, ration !
procurement and supplies.
{Section-3 Army Reg.pt.-1, Rule 467- 515; SAl, Section V and VI} E
Purchase of Financial powers in respect of purchase of stores P E
stores Dispaich of store in other than cheapest route in emergency. i
Disposal of surplus, obsolete and waste slores {Ch-6, FA pi-1) :
Security Deposit (Chapteris,FR pt-1}
Special Purchase for remount and veterinary services L -
Purchase Purchase for military dairy farm {SAl, Seclion XV and XV}
Expenditure Expenditure procedure of Defence Allaches abroad L
procedure of {Felated Govt orders)
Defence ’
Attaches
abroad
Sub Module A5: Factory Accounts
Session Topic Details of Topic Teaching |
Method _f
Factory Accounting of steres, Accounting of Labour Cost Accounting Y E
Accountin (Chapter-2,3 &4 of Factory Accounting Rules; Para 59 -90, M:htary ]
System g Accounts Code) J
Sub Module AS: Military Accounting Rules & Procedure
Session Topic Details of Topic Teaching |
Method |
General Outline of General System of accounts: Combined Finance & Revenue L/0
the system of Agcounts- Accounts between different accounts circles
accounts Appropriation Accounts - Proforma  accounts (Chagter-2,
Military Accounts Coda)
Office Manual Chapler-11 of FR Pi.1, and L/D
Cffice Manual for ')’ section -- Chegues, Government drafts and
military Treasure Remittances
Accounts " Pan-3 of Miltary Accotnts Code, and T o
Otffice Manual for Accounts section-- Compilations and Consolvlation
Deposit Accounts Classification of Deposit accounts and their implications L/D
(Chapter-4 of Military Accounts Cade}
Accounts for loans | a  Definitions and Classification of loans and advances and their L/D

A Adviamaan

transaction nrocess




i Exchange General rules and procedures of exchange accounls 5 LDEX Sub Module B2: RAILWAY FINANCIAL RULES
Accounts Inward & Oulbward exchange actounts-- Entries in exchaage *
accounts --Object of transfer entries and general proceduras. - H b
Correction of Errors-- Inter-degatmental adjustments Accounts for : Individual Components of each Session. ! Teaching .
June Final i ! Session Topic ¢ Methods
(Chapter 6, 10. 12 of Military Accounts Code and Appendex-1and | ! |___used.
Office Manual Accounts Section) | 1 Fundamental Railway Fundamental Rules, Service Conditions Railway E L/D E
i Appropriation Preparation and submission of Acpreprialion Accounts for lne LD i RHules Fundamentai Rules (Concluded) Leave, Joining Time and
! Accounts _ Defence Services N ‘ Foreign Service Riy. Esth. Code-ll; Chap-XX Rly. Esth. Code-
Exhiblllc?: of losses in the Appropriation Accounts ! Vol-ll; Chap-XXI
(Chapter-16 of Military Accounts Code) i : — |
Review of Verification of Balance - Check of classificalion and review of = Supplementary Railway Supplementary Rules. LD .
Balances classification. (Mifilary Accounts Code, Chapler 18 and 17) 1 Rules Rly. Esib. Code- Vol-il: Chap-XXIL. !
Logsga‘& Wastages ::gzigi gi :‘:’;ﬁ: money L/D 1 Pay Allowances | Incidence of Pay Allowances incidence of Traveling Alowances. uo
and damages to . ! Travelin Incidence of Pension
. Disposat of unserviceable, . i ! g :
public prooerty P accounting ('Ciipg:;rgf,“;; r;,? O].t?sme‘e stoses and their F Allowances Rly. Gen. Code- Vol-I; Chap- XII. Rly. Gen. Gode-Vell; Chap- ;
Appendex-7 of Military Audit Code: | Pension XIl. Rly. Gen, Code-Vol-I; Chap-Xii ;
Chapter VIll, !X and Annexure to Chapler iX of SAI) |
Sub Module B: BANGLADESH RAILWAY SERVICE (50 marks)
I . Sub Module B3: RAILWAY ACCOUNTS SYSTEM
Objectives of the Session:
Cn completion of the Module the participant will be able to: individual Components of each Session. | Teaching |
Session Topic Methods
. used, :
o Understand the Rules and regulation in Railway service. Estimate. T Estmate. Tomiv ;
o Conceptualize the Financial rules and regulation prevails in the Railway Accounting Rly. Engg. Code-Chap-IX. .
System Conitracts for Contracts for Work LD
o Draw decision from the information relevant to railway service Work Rly. Engg. Code-Chap-XI. B
o Realize the procurement and store management system in Railway service. Purchase of Purchase of Stores: Policy & Rules LD
Stores: Riy. Store Code-Chap-1i
Sub Module B1: RAILWAY ESTABLISHMENT Contracts Contracts (For Store Purchase) I
. Rly. Store Code Chap-1V. _
[Mndividual Components of each Session, Tonciim Scrutiny of Senutiny of contracts for supply of Store and ceriification of Funds by (W
Session Topic Melhodg contracts gﬁosugfeogé%ee-cmp-v E
__ i used. 1 Accounts Ofice: Priced Ledger, Riy. Slore Gode-Ghap-XXV Check T W
Organization grganszation & Departments of BR and Cadras and Categories of LD Accounts Office: and payment of Store bills-- Ehap'§XV‘§§
osts, i
B.ly. E<th. Code- Vol-1; Chap-1. | Accounts OHice: | Accounts Office: Transfer Transaclions, Store Joumal and Financial T
Organizaticn Organization -of Finance and Accounts Depariment of BR. Rly. o Accounts
Estb, Code- Vol- *: Chapj-l. P i , Aly. Store Dode Chap XX ot =
GG, rilication : Store Depoesls. /|
Gengral General Caondition of-Service. L/D l Sto;k ian - Rly. Ger?- iéofif?-\fol; ChI!P‘“§D
Condition of- Rly. Estb. Code- Val- 1 Ghi p-1. Verification : :
Service. Railway Finance | Railway F'gancev " LD
T;Ia)veling Traveli-og Allowances. o Hoviced and Eg;ﬁfgudggfh;:;fﬁlﬁ; Biet Estrmaia, N B T
Allowances. ¢ Rly. Eslh, Code- Vol-4; Chap-1t & 11y, - . Annual Budaet | Ty Gen Coge-VolL.Cap-V Rlly. Gen. Code-Vel, Chap-V. |
Overtime Qvertime and Running Allowances. B,ly. Estb. Code- Vol-1: Chap-Vv. | U/D , g - T
Leave Aulos. Leave Rules. ' ' ' ' L/D/E Appropriation | AR o Chap:V! e
Rly. Estb, Code- Vol-1; Chap-VIl, ' Accounts Rly. Gen Code-Vobt: Whee- _ I
Medical Medical Allowance and Treatment. LIDIE Justification of Financial JUSliflC\?ﬁOH of Hallwa‘y Expenditure [¥{s} i
Aliowance Riy. Estb. Code- Voi-1, Chap-IX. Railway Fity. Gen. Code /oH, Chap.-Vt
et .. -~ (YT TR = D A N a T Evnanditiira g




Rly. Acctt. Code Vol-I; Chap.-XV!

Controt Qver Control Over Expenditure )

Expenditure Aly. Gen. Code Val-), Chap.-Vill

Departmental Departmental Regulations(Qrganization) /D

Regulations

Rly. Bills Rly. Bills LDy
Rly. Acctt. Code Vol-t; Chap. ii Acctt. Code Vol-I; Chap.-|

Internal Check Internal Check D
Bly. Acctt. Code Vol-|; Chap.-ll

Inspection Inspection of Executive Offices (W} 9)]
Rly. Acctt. Code Vol-I; Chap.-VIi

Cash Cash Management 5)

Management Rly. Acctt. Code Vol-I; Chap.-IX

Compilation of Compilation of Railway Accounts L/D/V

Railway Rly. Acctt. Cade Vol-1; Chap-X{

Accounts .

Annual Annual Accounts and Beturmns L0V

Accounts Rly. Acctt. Code Vol-l; Chap.-Xil

Suspense Suspense Accounts LoV

Accounts

Lists of Abbreviation:

a L =Lecture

= D= Discussion

= A= Assighment

= E = Exercise

= P = Presentation

* R =Report

= V= Visit

¢« Dm = Demonstration

*  Q/A = Question Answer
= P =Practical

= SE = Sharing Experiences
= Eg=Example

= C8 = Case Study

= Att. = Attachiment

Class Distribution

Theoretical Training 8 months or 26 weeks

Working days 26 x5 = 130 days
{-) Holidays (tentative) @ 10% = 13 days
(-) Presentations, Examination etc, (lump-sum) = 17 days

Available for class = 100 days

Number of total module = 8
Total class will be @ 3 class per day {160 x 3) = 300
Class per module (300/8) = 37

Class duration = 2 hours

09.30 - 11.30 = 1™ class

11.30 - 11.45 = break

11.45 - 01.45 = 2" ¢lass

01.45 - 02.45 = Lunch, Prayer and Library
02.45 - 04.45 = 39 clags
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o) frsa: Auditing: (Principle and Concept of Govt. Auditing) 13. RRnea‘;‘ir;Llie Audit : e
54 " 00 ' 14. | Civil Audit Manual | : ,m:_ ) Ml
y B s faer
(Sifgs - Yoo 15. | FAPAD Manual :
16. | On Going . s e sEA
e - 3 ! = Er—
°°) | Reforms. 5 e EEI
* FIE ‘fw_:"r.w'- : - - wo fqm 5
1. | Auditing ' . T Definition, Scope and Objectives of ST s -
Auditing, Types of Audit: Periodical Audit, 1
Con}irtuous Audit, Internal Audit, External | AR AT
Audit, Pre-Audit, Post Audit. i -
2. | Types of Audit -1 Financial Audit, Compliance Audit, S FT 1 G
Performance Audit, System Based Audit, ‘ N -
- 1 @ TG -
Govt. Vs Commercial Auditing o Al = wo fim
- - - - 2 TR e = Wﬁ?ﬁﬁlﬁ'ﬁtﬁm|
3. | Audit Pianning - | Different phases of Audit Planning, Knowing e C =
the Audit Entity, Sampling Technigues. sEre s - T ACTAR AT 07 (oo TWg )
o W ‘ﬂﬁ@ﬂﬁ &?{ ﬁ_?:" e ’;";‘35 5 4 T
4. | Preparing Audit . | Gathering Audit Evidence, Preparing I T 9P T ST (@ T
Observation and working paper and querry sheet, finalization W1 o[ @ ST _ .
Report Writing of audit observation/ para in a prescribed 81 ot Ao = @
form. o . R i = ¢ frrat
5. | identifying I@entifying Advance Para on the basis of 1 ) T = So foA
Advance Para and risk and materiality, preparing draft para > F b
preparing final and final audit report 1
Audit Report 1
6. | CAG's relation . | Legal Mandate, Power and Functions of ;
with Parliamentary | | Auditor General, Public Accounts > s F
Committees Committee, Public Undertaking Committee, i
Estimate Committee, their role and : : -
responsibifities.
7. | Performance Audit | : > T
8. | Entity Wide Audit | : s | s e
9. | Government : ST 1
Auditing Standard
10. | Audit Code : . S g
11. | Performance Audit | : >
Manual
12. | Local Audit : B SEE
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