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L. Official Secret Act
classified Materials.

2. (a) Government uct Rules, 1979

tbl The Government Act-2018

3. The Government servants' t Discipline and Appeall Rules 20tB

4. (a) BTCL Service Rules '20LL

(b) General SenioritY Rules

5. Delegation of Financial powers of BTCL

6. G. P. F Rules 1979 and C. P. F Rules L979

7. VAT and TAX related general rules and directives.
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1.

2.
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4.

5
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R-qT: RBfr.{E

What is accounting r
Functions of accounting
Accounting Cycle, steps in
Account debit and credit,
Ledger accounts-Nominal
Types of error in accoun

Management Accounting:

s tn&,{<( <kqB e frfu' I

book-keeping and Accountancy
of Accounting
Journal, ledger and posting

debitlcredit rules.
able and Payable ledgers.

f. Capital and Revenue

g. Profits,

h. Capital and Revenue
Losses.

i. Practical Questions

Time value of Money
IRR
NPV
Current ratio
Quick Ratio
Debt-Equity Ratio

Capital and Revenue

a. Capital expenditures

b. Revenueexpenditures,

c. Replacement of Fixed
Assets,

d. Deferred revenue
expenditure,

e. Capital and Revenue
Receipts,

9. Single Entry System

a)

b)

c)

d)

e)

fl
g)

o()
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a. Introduction- Pure,
Simple and Quasi
entry system,

b. Characteristics of
entry sYstem,

c. Limitation of
system,

10. Explain the accrual basis

a. Accrualversus
Accounting,

b. Recognizing
and Expenses

c. The need fo
entries

11. Prepare adjusting

a. Accrued revenues

b. Accrued expenses

c. Prepaid expense

1.3. Source documents for

a. Books of original

b. Cash book

d. Ascertainment of Profit or
Ioss,

e. Conversion to double
entry sYstem.

f. Practical Questions

and the reasons for adjusting entries

d. TYPes of adjusting entries

e. Practical Questions

d. Unearned Revenue

e. Practical Questions

transactions

e. Cash at Bank account,

12. Describe the nature and purpose of an adjusted trial balance

a. Preparing the adjusted c. Practical Questions
trial balance
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The Bank statement,

The Bank Reconciliation.

Practical Questions
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d. Discussion on the following Budget:

i. Sales Budget v. CaPital Budget

ii. Production Budget

iii. Purchase Budget

iv. Cash Budget

L5. Inventories

a. Accounting for
and closing in

b. Counting inventories,

d. Writing off inventories.

e. Practical Questions

16. Non-current assets and

a. Cost of a non current asset, paying for a non current asset, Useful life,

Residual Value, Revaluation of non current assets, Disposing of non

current assets.

b. The asset register- Data kept in an asset register, Intangible non current
assets.

c. Depreciation-Objective of depreciation, Calculating depreciation,
Methods of depreciation, accounting for depreciation

d. Practical Questions

l-7. Classification of Bank'

a. Central Bank,

b. Commercial Banks, c. Specialized bank.

1.8. E-Banking
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a. Electronic

b. ATNIS.

C, BEFT.

banking

internet

f. PC banking,

g Home

h. Anybranch

i SMS

j Mobile

K SEIFT,.
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