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Dated, the m3 May, 26
QFFICE MEMORANDUM

Sub Training Policy for Group B and € olficials in_the Indian Civil
Accounts Organization.

in furtherance of the Mational Trainng Policy 2012 approved by the
Government and circulated by DoPT for adoption by Mimstries Depits., this
office has reviewsd the training requirenents lor Group B and C officials of the
Central Civil Accounts Service. Training Policy for Group B and C officials
in the Indian Civil Accounts Organisation has been formulated and approved
by the Competent Authority {as per copy enlised),

Al Pr.CCASCCASCAs (independent ehurge) may otow the provisions
ol the policy in respect of the Group B and C offetals in their Organisation,

The trairing policy may be hrought to the attertion of all oflicials i (heir
respective Organisation.

ﬁJﬁ"‘uh
(Tripti Patra Ghosh)
Dy. Controller General of Accounts

The Pr. CCASICCASCAS
All Ministry/epit.
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Ministry of Finance
Department of Expenditure
Office of the Controller General of Accounts

zupi Training Policy for Group B & C officials in the Indian Civil Accounts
Organisation.

i. Iniroduction

11 The Central Civil Accounts Service (CUAS)which has been in existence smce
V576 forms the backbone of the Indian Civil Accounts Organisation. playing a key role
it enabling the (rganisation to deliver on its mandate. While the Organisation as:a whole
has evolved over the vears, ndapting to the changed seenarioand making systemic
improvements by leveraging 17, there is 4 need for comprehensive, systematic training of
personnel to transform them into a vital human resource

1.2 Training has been found to not only erthance efficieney and productivity but also
16 motivate. and inspire emplovees, engure career advancemenl. give greater joh
satistaction and give employees a stake in the continued success and expansion of the
Oegantsation, The Group B und C officers and staff of the CCAS are today regquired to
function in muliidimensional areas as well as rimlli;ﬂv: arcas of specialization. Theretore,
they need to be equipped with skills which lead to quality performance, nd incrdses
thisir capaelty 1o adopt mew weohnologies and methods

|3 The eriticality of a robust training policy which recogmzes the importance of each
individual in contributing to the success of the Organisation. cannot be over stressed. The
rapid technological inmovationy which have impacted the work emvirenment have made 11
iperative for employees to update their knowledge and skills m order to bnidge the gap
between skill requirement and skill availabitity, Training enhances the skills. capabilitics
and knowledge of emplovess, moulds and changes their thinking and behavior and s
theretore critical to the survival and growth of the organization.

14 The National Training Policy (NTP) 2012 alfa recognizes that O ZAHONS AL
attaching a great deal of importance to the management snd development of their people.
The imperative to mmve towards a strategie human resource management system which
would look at the mdividual as a vital resource to b valued, metivated, developed and
enahled to achieve the Organtsation's objectives has been clearly epunciated, Within the
Government as @ whole, systematic training has continaed to be mainly for the higher
civil services while 4 Targe nimmber of Group B and Group C employees recenve sporadic
trainmg, 1 at all
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1.5 A comprehensive trmining policy and strategy for the Group B and C oflicers and
stulf 15 thus vital for ensuring that the Organisation achieves jis Vision, I will belp in
fulfilling future manpower needs. The core commitment of this pelicy i training for all
This 5 based on the premise that every employee has 1o receive training at regular
intervals to enable him/her to achieve histher full potential. Tt also recognizes the fact
that training 1s & continuous process which is critienl w helping e Organisation keep
pace with the st changing times and that (rdining needs and requirements s charge
frequently.

2. Bac i

21 The 2" Administrative Reforms Commission (ARCY, in s 10" Repon (iiled
"Refurblshing of Personne! Administration - Scaling New Helghis” have recommended
that mandutory training should be prescribed for all officials al the induction stage s
well as midecurcer and that successful completion of the training should be a minimum
necessary condition for confirmation in-service and subsequent promotions. The Core
Group on Admintstradive Reforms (CGAR) reeommended thal mid-carcer training
stiould be made mamdatory for all Group A and B services for prometion. Further DoP']
has requested all the cadre controlling wuthorities to implement the recommendations of
the 2™ ARC,

.27 The Nationul Trainie Polley (NPT} 2012 has also recommended training 1o be an
essential component of personne] management systeny and s prescribed that (o) all
citegories of @vil servants shall receive an induction training at the time of entry o
service and (b) in service training 3t saiahle intervals in their career and thist attendance
W Leadming programme should be preseribed as mundutory with approprinte linkages 10
careel progression,

3. Trai infrastrunciure & conslraints

31 Founded fn 1992 (he Institute of Governmen! Accounts & Finance
conticts traintngs 4 Induction amd entry levels us well as penodic skill up gradations.
HBeing the fraining arm of the Canroller General of Accounis the Institute has formed the
mamstay of the Crgamzations training  efforts by regularty  conducting  traning
programmiues on 1T related applications snd modoles ol e-govermance, aecounts and cash
management, lreasury manggement. fscal and budgelury reforms. pension and pension
reforms, mternal audit, procurement, project management, adminisirative procedures and
lendership and change management. Trainings are also conducted in colloboration with
the National Institute of Financial Management, Faridabad,
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4. Framework for Training

4.1, With the recognitton that the individual in an organization is & key resource dnd
should not he simply looked upon as a cost but as o vital human resource dnd #s putlined
in the NPT 20120t is essential to match individual's competencies with the jobs they
have 1o do and bridge the competeney gaps for current and future roles through training.

43  Compelencies encompass the knowledge, skills, behavior which an individual
requires for effcctively performing the functions of @ post. A hasic principle of the
competency framework is that zach job should be performed by 4 person whi has the
required competeneics for that job. While il is importan that career progression and
placement needs are to he hased on matching the Individual's competencies lo those
required for o particulur post, but in the future perspective of the growth of the Civil
Accmmis Ovganisation, it is neécessary w tmiin the Group B & C officials in a multe
pasking enviropment which will allow them an opportunity W grow and  soquire
manazerial skills

4.3 The core competencies for tralning of Group Band C officers and statl’ of Central
Civil Accounts Service that have been identified include basic tools of governance such
s Offiee Procedure Manual, communication skills like noting and drafting. work culture,
professional ethics and morals. Given the highly technical nature of work pertormed,
gore accounting procedures (Civil Accounts Manual, GFR. Receipt and Paymenl Rules,
Pension Kules, Leave Rules, TA Rules, Fundamental nnd Supplementary Rules) and [T
skills have alsa been identifled as a critical set of core compeétencies. Other areas which
are equally important are audit (internal audit, regulatory aodit, sk hased audit: scheme
audit) as well as shilly in arcis such as Revenue Accounts, Supply Accounts, Finance
Acennts, Approprintion Accounts, banking wrrangement, Disciplinary ond Vigilance
matters etc. The depth of courses in the aforementioned competencies, duration and
eviluation methodology can vary. keeping in view the target group and bench mark in
evaluation methodaology.

. 1 Objectives of Training

51 Ohjectives are essential for desygmng effective training programunes Alnee
resources are limited. Tt is essential therelore that the objective of the tmiming
programmes o be organized is clearly speht cal.

52  The objectives of the Induction training and mid career traning are different and
henee the programme structure and course content for each musy also be sutubly
differentiated.

53  While induction_training could focus on imparting kills, abilities, compelency
and  knowledge about various methods, approsches, and practices essential for
discharging the core functions attuched 1o the post, the In_serviee/mid- eareer
programmes, would be almed o updating knowledie about the Tatest concepts and
development of  skillvcompetencies necessary for shouldering additional  higher
responsibilitics
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. Competency Framework

6.1 The NTP 2012 states that for moving 1o a competency-based approach. il would
be necessary to classify the distinel types of posts and 10 indicate the competencies
required for performing work in such posts, Onge the competencies are laid down, an
individual's development can be more objestively linked to the competencies needed for
the current or fulire jobs Career progression needs to be based on mutching the
individual's competencies to those required for o post. The wrammg plan of each
Ministry Depariment/Organisation needs (o address the gap between the existing and the

required competencics and provide opporunities 1o the employees 1o develop their
compelencics.

62  Core competencies are the wkills, proficiencies and capabilitics which are
essential for helping the Organisation achieve its ohjectives. These core competencies lor
various categones of Group H and € officers and staff in arens including [T & Internal
Audit are as under:-

I. Core Competencies- Induction training (for Accountants) (Direct Recruits and
Promotees) Duration {2 weeks+2 week for IT) Total 1 month.

i Knowledge pboul Civil Accounts Manual (including maintenance  of
broadsheets of various Suspense hesds and  reconciliation/clearance  of
Suspense ).

iy Munenance of Broadsheets of fong term advances including HBA/MUCA snd
GPF paymenls ete.:

! Preparation of Appropriation Accounts and Finance Accounts,

vl Knowledge of Receipt & Payment Rules, Accounts Code. GFRs ate;

v Knowledee of Fundamental Rules, Pension Rules, Revision of Pension Rules,
Bhavishyva Portal, DFPR. Leave Rubes, TA Rules, basies of Intertial Audil.
Comumunication skills etc.:

viy  WorksSupply/Revenue Accounting:

(vitd  Budgeting

i) Banking issues-reconcilation of revenue ete.

tix!  Basics of 1T gvstems hardware and software ;

x} Basivs of word processing. excel spresdsheets and Pow erPoinl for
prescnthition preparation skills,

it Basics of dafabase, dita manngement and reporting skills,

(i) Basics of Networking Including networking hardware, VPN ete.

(ki) E-pavinent & e-receipt system. PFMS, NTRE Portal.

miv)  Matter related to Establishment Rules sach as Appointment. Prepuration of
semiority list, Rosters, Reservation policies and Compassionate appointiments
o il

kvl Office procedures.
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Il Core Competencies (AAQs) Induction training on promotion as AAQ,
Duration 2 weeks+ 2 week Tor IT (Total | manth)
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Knowledge of Office Mrocedure;

Work culture and FEthics; Written communication skills,

APAR writing skills;

Special Avcounting Procedure in CBEC/UBDRT Work Aceouni{CPWIVIMAS
m MEASupply Accounis,

Public Pracurement Palicy:

Budgeting. DFPF/IGFR;

Parliamentary procedure;

Right 10 Information Act;

Dhseiplingry proceedings/vigilamce dnscs,

T At and electronic eommerce Including e-payments and e-receipl sysiems,
PFMS, NTRP

IT svstems security concepts, Computer virus and  managenient. Basics of
Iternet and Web Technology

Concepts o TT systems controls mmd andibng. Awditing- objectives, scope
principles coneepts exposure, EASIESTICBEC)and OL TAS(CBDT),

Adtion Taken Repons on CAL Paras.

Classes of nudit statutory audit, intemal odit, Government andit, manzgement
audit, socil audit, environment audil. Diseriplion grven e only examples and
would include new concepts cmergmg i fulure.

Technigues of audit physical inspection, observation, wguiry, confimuhon
analytical procedures, selection of andit technigques.

Audit samphing, sampling risk. stanstcal sampling, sample size and
determining sample sire, samphng m various siuarions.

Internal controls and internal audit. evaluation of intermal conmrols, mtemal
contral Tramework.

Congept of professional ethics Auditing standards - 11A Swndards on Intemal
Audit,

Report wriling.

Relationship between mterml and external pudit,

Matter related to Establishment Rules such as Appointment, Preparation of
senfority list, Rosters, Reservation policies and Compassionate appoimiments
et

Pre-check/Bill pussing.

texan) Compmmication skills.

1. Core Competencies (PAOs) Induction training on promotion as PAO
Daration 2 weeks + 2 week for IT (Total | manth),

(i Leadership amd muanseermal skills;
it Report writing (APAR):
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iy Wnlten communication skills;

vl Development of managerial skills:

(v Parliamentary procedure:

(vi]  Right to Informamion Act:

tvii)  Public Procurement Policy;

(visit Recruitment Rules/Roaster/Reservation Policy;

(ix)  Sexual Harassmeni Mattés:

() Disciplinary pfnceedhtﬁ'x‘igﬂmﬂ cases IT Adt and electronic commerce
including e-payments and c-receipt systems ;

(xi} Intemnal dontrols and imternal audiv, evaluation of internal controls. internal control
framework,

i) Concept of prolessional ethics Auvditing standards - 1lA Standards on Intemmal
Audit.

(xiit]  Report wriling,

vl Relationship between imternal and external audit.

(v)  Registration, Creation and approval of users in PFMS portal,

(vib  Digital signature; registration. énrollment, configuration and sample files (o banks,

(xviil Budget Allocation and approval. '

txvii) Pre-check/Bill passing.

fied  Transter Entry.

(ex)  Monthly accounts consolidation,

(ex1)  PEMS/ICOMPACT interfaceluploading and dowaloading of files)

(oxa) Matter related to Establishment Rules such as Appoimment. Preparation of
seniority lisi: Rosters, Reservation policies and Compassionate appointments ete.

s Training 1o be mandato

7.1 The NPT 2012 has also mandated that all civil servamts will be provided wath
traintng o equip them with the competencies required for current and fiture jobs, Such
triining will be made available Tor all ¢ivil servants from the lowest level functionaries 1o
the highes! levels.

7.2 Accordingly this training policy envisages training at induction level as well as in
servict/mid-career training for various categories of olhcers and staff at Group B and
C level, maddinon 1o aptional courses.

a. In service/Mid careér training programme { Duration 2 weeks)

51 I the tase 0 Accountams 1o service mid-Career trainmmg would be on completion
of 5 vears of service.  In the case of AAOs and AOs/Sr. AOs also. the in service training
should be held sfter 6 vears in the grade. Mid carcer wainmg programme will be
mandatory for all. Every Group * B® and *C" officer will undergo mid career training
programme mandatory .onee in his cateer,

In the case of Accountant’Sr, Acet. AAOs in the Mid Career programme  few days
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will be spent on latest developments on the core competencies on which induction
raing was done and greater thrust will be given on enhancement of P skills. In the
case 0F Sr. A the long term one vear,

8.2 The Acconntant and AAOS will undergo short lerm mid-carcer training program
for 2 weeks. PADYSe. ADs who bave undergone the long term traifing ot NIFM
{Diplama in Government Aceoums and Finance) will be considered to have completed
the mandatory mid-career training. For the remaining. the provisions of this raining
poticy will have prospective effect. Desired course module for apgradation of IT skills
for Aceountants!AA(Y s and  separate course module for AQ s SrAQ s as shown in the
tahle below:-

 Grade Course Contenl Durition
Accountant/| DD wise budeet entry. Precheck/Bill possing. Entry of | 2 weeks
Senior Challansiscrolls and PEMS/COMPACT mterfaceiuploading and | at
Accountani | downloading of files), NTRP. INGAF

Registration, Creation and approval of users in PEMS portal, | 2 weeks
Prigital -signature: registration, enrollment, configuration and | at

AAOS sample files to banks, Pre-check/Bill passing. Acceplanee of | INGAF
LOPsiscrolls, Reprocessing of filed  transactions.  Maonthly
aceounts consnlidation apcd PEMS/COMPACT
interface{uploading and downleading of hiles), NTRP and any
ather subject if found relevant for the ofticials. |

Modern Manager, Accounting for Managers, Public Finangial | One
Admimstration. Intreduction to Informanon  Communication | vear al
Technalogics, Government Audi—Fmerging 1sspes, Research | NIFM
Methodology & Report Writing, Government Accounting—
Contemporary Issues, Cost and Management Accounting, Govl
Audit- Emerging issues; Information Systems lor Manapgers
(Paper 203 under Revised Svllabus)t, Financial Management,
Imernal Audit Activioy—its rele in Govermance, Risk and
Compliance and Propect work and any. other sulbject if {ound
relevant for the officiadls,

PACHST.ADY

9. Refresher comrngs

a] fn view of the highly rechmcal and specmlized nature of work pertormed hy the
Group B and C officials in the Otrganisation and the heighténed expectations of
stakehofders, there is-a need (o encourage them 0 acquire professional qualiheations,
Short term refresher courses of one 10 1wo week duration would be organized at INGAF
on 4 regular basis and officials would be nominated tor these depending on their inferest
and sptilude. INGAF will work oot m consultation with Pr. CCAS/CCAs & CA's
{Independent } forrefresher trimingfeourses
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10. Nodal Autharity

i The mimng poliey, formulated through a consuliation process, in the oflfice of
Controller General of Accounts will be in foree from 1™ May, 2016,

.2 The office of the Contruller General of Accounts will be  the nodal agency
responsible for organizing these raining programme. Al Py CCA'SCCA s and CA™s
ndependent) will be respongible for nominating Gr.B and Gr.C officials for  these
mandiationy rainimg programme,

13 INGAFNIFM wall prepare calendar of events well m advance and eivculite 1o afl
stakeholders for advance preparation and conumencement of taining progrimmme,

{4 These programmes would be reviewed penodically and in a structured manner to
ensare cffectiveness in deélivery. ' hese review mechanizns would include feedback from
the tronees, talsers and instilutions (INGAF & NIFM) respomsible for delivery.

11, lnstitubional lnkapes

11 Keeping in view the recommendations contained In the Natlonal Traming Policy
2012 i the fact thut INGAT and NIFM alope cannot meet the growing traming
requirements of the CCAS, this tradning policy proposes that the Organisation can énter
it a Memeorandum of Understanding (Moll) with other wdentified Tralning Institutions
lor conducting regular taming programmes. These wre;
Financial Management Research & Resource Socely
Matonal Productivily Coancil
Institute of Secretarial Trainmg &Management
Indlian Instiute of Public Admimstration
Institute of Cost & Works Accountanis
[nsatute of Chantered Accountants of Indin
Institute & Company Seerctanes
Indian Instiee of Foretgn Trade
[nsttute of Intermal Auditors
CEAG T raning Institute -Nojda
CPWD Training Instiute ~Cihazmbad
Stite Government Regional Tramimg Centres
[aformution Systems Awdit & Cowtrol Associntion
o Assocution of Cerified Fraud Examiners
And any other Institute found sutable 1o meet the rammng needs.

12.  Funding

12,1 As recommended v the Natonal Trammg Policy 2002 and with 8 view o
providing dssored funding, each Department Mimistry should set nside at feast 2.3% of its
salary budgel for training. The Pr. COASCCASCAs will make the necessary budpet
proviston for executwon of these progrommes. They shall nlso ensure thal the otficers
nominated for training are relieved for the same,
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