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| EXAMINATION SYLLABUS

Examination Scheme/Svllabus for Uttarakhand Government
Department Subordinate Accounis Cadre (Assistant
Accountant) Service Exam

Plan of Examination- There will be following tiers of the
examinations:- |

1. Written Exam- Only One Paper of Related Subject (Objective Type)
2. Typing Test (Qualifying)

1. Written Exam (Cbjective Type)

Subject Total Number |Maximum | Time
of Questions Marks | (Hours)
Commerce, Business 100 100 2
| Administration, :
| Accountancy

2. Typing Test (Qualifying).
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Syllabus for the P-:_:mt of Accountant/Assistant Accountant/Office Assistant [l
(Accounts)/Cashier cum Assistant Accountant/Kanishth Samparikshal

Maximum Maraks :100

e - Unit - .
Financial Acmuntmg, ﬂumputerlsed Acmuntmg and Cost Accounting

Financial accounting :M!::ar!g'mg and Scope .of Accounting, Accounting Principles, Accounting
Equation, Conventions and ::Pnstu]ate,-s, Double Entry System, Basic knowledge of Accounting
Standards, Basic ,&ccounthﬁg Terminclogies and GST, Concept of Capital and Revenue
Expenditure. Accounting Process- Journal, Ledger, Subsidiary Books, Trial Balance and
Rectification of Errers. Bank Reconciliation Statement, Depreciation Accounting, Provisions and
Reserves, Bills of Exchange,’r Preparation of Final Accounts of Sole Trader with Adjustments,
Accounting for Non-Profit tj'rganizatinns, Partnership Accounts-Admission, Retirement, Death
and Dissolution. Issue, Forfeiture, Re-issue and Redemption of Shares, Issue and Redemption of
Debentures, Issue of Bonus {Sharez, Stock Splits and Buy Back of Shares. Contemporary issues
and recent trends in Accounting.

Computerised Accounting: ﬁm Overview of Computerized Accounting System and Accounting
usage in Data Base Management System, Use of Computer Software in Acmlinting and
generating various muentarv reports for managerial decision making. Basic knowledge of
Computers, Devices: Input and Clutput devices. Memory: Primary, Secondary and auxiliary
memory. Operating system. Internet, MS Office Word, Excel and PowerPoint.

Cost Accounting: Meaning, Nature, Scope, Objective and Advantages of Cast Accaunting, Cost

Concepts and Classification, %.Eiement‘s of Cost- Material, Labour and Ovérhead, Methads of

Costing- Unit, Job, Contract, Process and -Operating Costing; Classification, Allocation,
Appropriation and Ahscrpt‘tuﬁ of Overheads. Methods of Wage Payment & Incentive Schemes
of wages. Inventory Control,:Recondiliation of Cast and Financial Accounts, Marginal Costing
and Cost-Volume-Profit ﬂnalﬁis, Cost Control and Cost Reduction.

_ Unit -1I
Financial Management and Financial Staternent Analysis

Financial Management: Natu:;"e, Scope, Objectives and Significance of Financial Management,
Finance Functions, Capitalization and Theories of Capital Structure, Cost of Capital, Investment
Decisions, Financing DEC'ISTC:-I"IS and Dividend Decisions, Working Capital Management,
Contemporary issues and rece’nt trends in Financial Management.

Financial Statement Analysis : Financial Statements of a Company: Meaning, Nature, Uses and
importance of financial statement. Statement of Profit and Loss and Balance Sheet in
prescribed form with major h;;adings and sub headings (as per Schedule (Il to the Companies
Act, 2013} with latest amend:ments. Methods of Financial Statement Analysis, Comparative
statements common size sf_atementi, Ratio analysis: - Meaning, Objectives, Advantages,
classification and mmputatmniof various accounting ratios, Funds Flow and Cash Flow Analysis,

i Unit 1l
Méney, Banking and Financial Markets
Money and Banking: Meaning, Functions, Importance and Kinds of Money, various methods of
lssue of Naotes with pa-rt]cu[a':r reference to thelr working In India; Inflation and Deflation.
Definition of Banking, Types: and Function of Commercial Banks; e-banking and digital
payments. RBl- Functions, Ir@truments qf Monetary and Fiscal Policy, Main features of



markets . Stock Exchange-Functions and trading procedure, Securities and Exchange Board of
India (SEBI) - objectives and functions, Contemporary issues and recent trends of financial
markets. ot RO Y

Unit Iv
Business Organization, Business Management and Trade

Business Organization: Evolution and Fundamentals of Business, Forms of Business
organizations, Public, Private and Global Enterprises, Business Services, Emerging Modes of
Business, Social Hes;:mnsibifitir of Business and Business Ethics, Small Business and Enterprises.
Business Management: Meaning, evelution, nature, significance, Principles and process of
Management. Functions of Management- Planning, Decisian-Making, Organizational Structure,
Staffing, , Directing, Motivation and Leadership, Coordination, Controlling, and Communication-
Meaning, Types, Process and Barriers,
Internal Trade: Meaning am:f types, services rendered by a wholesaler and a retailer, Types of
retail trade, -
International Business: Concept and benefits, Export Trade-Meaning and procedure, Impart
Trade - Meaning and Procedure, Documents involved in Internationa| Trade: Indent, Letter of
credit, shipping order, shipplrig bills. World Trade Organization (WTO)- Mea ning and Objectives.
Balance of Trade and Balance of Payments,
Contemporary Issues, recent trends in Busin&sgﬂrganizatfon, Managemerit and Trade,
Unit v

- Business Economics and Statistics
Business Economics: Definition, Nature, Scope and Methadology of Econamics, Micro and
Macro Econgmics; Measurements of Utility, Law of Diminishir:g Marginal Utility, Law of Equi-
Marginal Utility, Demand Schedule and Curves, Elasticity of Demand, Methads of Measurement
of Elasticity of Demand and Elasticity of Supply, Consumer's Surplus, Consumer
Indifference Curve Analysis. Production function and returns 1o factor, Concepts of Cost of
Production, SAC, LAC Curves, ?Thec:r-,f of Exchange, Forms of markets and market equilibrium
under perfect Competition, Concept of Economic Growth and Development. Conceptual
overview of the National and State Income. An overview of Economy of Uttarakhand.
Statistics: Nature, Scope, Importance and Limitations of Statistics, Statistical Investigation:
Planning a Statistical Investigation, Methods of Collecting Frimary and secondary Data,
Principles and Methods of Sampling. Methods of Classification and Tabulation, Graphicai
Presentation of Data and its lnferpretatmn. Measures of Central Tendency- Uses, Limitation and
Calculations of various Averages; Arithmetic ‘Mez n. Median, Mode, Harmonic Mean and
Geametric Mean, Dispersion and Skewness: Various Measures; Correlation: Simple Correlation,
Scatter Diagram, Karl Pearsor's Correlation, Spearman's Rank Correlation. Index Number,
Statistical Organizations of Centre and Uttarakhand.

Contemporary Issues in Busineé_'s Economics and Statistics.

Unit vI
Marketing Management and Business Enviranment
Marketing Management: Nature, scope and impartance of marketing, Marketing concepts,
Marketing Mix, Marketing Environment, Consumer Behaviour, Marketing Segmentatl_on,
Product Classification, Concept of product miy, Branding, Packaging; Labeﬂing, Pr_aduct life

o
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cycle, Pricing, Factors affecting price ,-::_f"-a'pm_durt, Pricing policies, Distribution channels, ..

Promation and its types, Contemporary issues in Marketing Management,

Business Environment-Concept andnmg{artan?:e Dimensions of Business Environment
Ecanomic, Social, Technolc-'lgical, Political and- Legal. Demonetization- concept and features,
appraisal of LPG Policies, Contemporary |'55Lr_és in Business Environment.

: ~Unit vl
‘Auditing, Taxation and Business Laws

Auditing: Meaning, Dbjecti*.i;es, Basic Principles and Techniques of Auditing, Classification of

Audit, Audit Planning, Inte'rz_'lal Caontral, 1n*~_fema| Check and Internal Audit, Audit Procedure:
Vouching and Verification of Assets and Liabilities; Qualification, Appointment, Disqualification,
Removal, Remuneration, ng}tts and Duties. of a Company Auditar, Types of Auditors Report,
Special features of Cast Audif:, Tax Audit and Management Audit, Recent trends in auditing.
Income Tax: Basic Concepts and Important Definitions, Residential Status and Tax Liability,
Agriculture Income, Exempté_ﬂ Incomes, Different heads of Income, Set-off and Carry Forward
of Losses, Clubbing of Incomes, Deductions from Gross Total Income and Rebates, Computation
of Total Taxable Income and Tax Liability of an Individual, TDS and TCS, Online filing of return,
Contemporary issues in Income Tax. '

Goods and Services Tax: Me aning and Structure of GST including CGST, SGST, UTGST and IGST,
Procedure of Registration, Taigahle Event, Time and Place of Supply, Computation of GST, Input
Tax Credit and E-way Bill, TDS/TCS and Returns, Contemporary Issues in GST,

Business Laws: Indian Contract Act 1872, Sale of Goods Act 1930,The Partnership Act 1932,

Negotiable Instrument Act: 1881, Information Technology Act 2000, Companies Act
2013, Consumer Protection Act:. 2019 [All Acts with respect ta latest amendments)

*Current general knowledge and latest amendments in commerce and trade related to all the

above units is deemed to be included.
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Certificate regarding physical limitation in an examinee to write

This is to certify that; | have examined Mr./MSs./MF. ..o
(name of the candidate with disability), a person with ...,
(nature and percentage of disability as mentioned in the certificate of disability),
E T Ty e e e N BT L i s e e
(Village/District/State) and to state that he/she has physical limitation which
hampers his/her writing capabilities owing to his/her disability.

Signature

Chief Medical Officer/Civil Surgeon/Medical Superintendent of a Government
Health care institution.

(Name & Designation)
Name of Government Hospital/Health Care Centre with Seal:
Place:

Date:

Note: Certificate should be given by a specialist of the relevant stream/disability
(e.g. Visual impairment- Ophthalmologist, Locomotor disability Orthopedic
specialist/PMR)



TRi¥e—3(a@)

Letter of Undertaking for using own Scribe

I eeremressnennsesesssassassssnsennssy, @ CANAIAALE WIth .oovvvieieesrrie e csciesnnas (name of
the disability) appearing for the .....cccwmmmmemmmmoomsmes (@M OF
the examination) bearing Roll No. .. at
........................................................... (name of the Centre) in the District
........................................ (hame of the State). My qualification s

| do hereby state that ..ouesmismmemmsmans s semsnesse (AME OF the

scribe) will provide the service of scribe/reader/lab assistant for the undersigned
for taking the aforesaid examination.

| do hereby undertake that his qualification s ...
In case, subsequently it is found that his qualification is not as declared by the
undersigned and is beyond my qualification, | shall forfeit my right to the post and
claims relating thereto.

(Signature of the candidate with disability)
Place:

Date:



