
Special Courses on Accounts and Entitlement

Course No 2 – Special Course on Central Plan Scheme Monitoring System (CPSMS) for  Sr. Accountants  to SAOs from  23-04-2012 to 25-04-2012

Course Duration: 3 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and Course briefing 
	Importance of Central Plan Scheme Monitoring System(CPSMS)
	Appraisal of present status and problems faced in compilation of information

	Day-2
	Registering CPSMS link of CAG’s website for downloading/viewing sanction details
	Preparation of expenditure details available in VLC (expenditure through State Budget
	Actual viewing/downloading of sanction details and various reports available on 
CPSMS portal



	Day-3
	Actual viewing/downloading of sanction details and various reports available on 
CPSMS portal


	Compilation of reports for Finance Accounts
	Valediction 


Course No. 6 - Special Course on Accrual Accounting for Sr.Accountants to SAOs 

from 21-08-2012 to 23-08-2012

Course Duration: 3 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and Course briefing 
	Review of present system of accounting-limitations 
	Role of GASAB on development of accrual accounting standards

	Day-2
	Accrual basis accounting system 

Shift in approach and methodology of accounting 
	Nature of reporting in accrual accounting. Positive factors in accrual accounting 

Public Sector Financial Reporting Frame Work.

Possible alignment of national standards with accrual IPSAS with local requirements

	Day-3
	Recommendations of the 12th and 13th Finance Commissions. Efforts made by Govt. to migrate to Accrual Accounting 
	Course End Test 
	Valediction


Course No. 8- Special Course on preparation and certification of Finance Accounts and Appropriation Accounts including   Financial Attest Audit Manual (FAAM) for Sr.Accountants/Sr.Auditors to SAOs from 

08-10-2012 to 12-10-2012

Course Duration: 5 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Introduction to 

Finance and Appropriation Accounts


	Preparation of Finance Accounts – Detailed Statements-Revised Format
	Preparation of Finance Accounts – Detailed Statements- Revised Format
	Preparation of Finance Accounts – Summarised Statements- Revised Format



	Day - 2
	Preparation of Appropriation Accounts
	Introduction Concepts and Overview of Financial Attest Audit Manual(FAAM). Planning, Field Audit, Audit Completion

	Day - 3
	Documentation and Reporting 
	Supervision and Review, Quality Assurance, Some issue of Audit interest

	Day-4
	Financial Attest Audit in different auditee entities, Planning for financial Attest Audit in the context of Finance and Appropriation Accounts
	Certification of Finance and Appropriation Accounts using FAAM

	Day-5
	Link of Finance Accounts to State Finance Report
	Course End Test
	Valediction


Course No. 10 - Special Course on Maintenance of GPF Accounts, Disposal of Fund, GAD, Pension and Complaint cases for Accountants/ 

Sr. Accountants to Sr.AOs 10-12-2012to 15-12-2012

Course Duration: 6 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and course briefing 
	Organizational Structure/set up of the Fund Branches. Duties and responsibilities of Clerks to Sectional head of Fund Sections. Checks to be exercised before starting of posting works and the sources from which fund accounts are posted 
	Allotment of GPF Account No. 

Alphabetical index register, Census of ledger cards, PF documents, schedules from CA, AC sections, vouchers, challis, drafts, cheques 
	Posting of Fund schedule (credits & debits) in ledger and there from to the Broadsheets – method of posting 

	Day - 2
	Register of unposted items (Suspense Register)

-Preparation of Abstract regarding schedules received/schedules wanting & schedule received with insufficient details 

-Register of Missing credits/debits. Adjustment of missing credits/debits from the register of unposted items and on collateral evidence, adjustment of suspense subsequently
	-Transfer Register (transfer of schedules relating to other major heads).

-Unit Broadsheet and Consolidated Broadsheets – its purpose and method of maintenance 

-Analysis of Progressive difference between Broadsheet and Ledger (Detail Book) 

-Closing of annual accounts of the subscriber and preparation and dispatch of annual statements.

-Calculation of interest on GPF.

-Account adjustment of interest allowed during the year.

-Practical exercises

	Day - 3
	 -Nomination. Filing of nomination.

-Transfer of GPF balance/accounts from one audit circle to another audit circle.

-Transfer of GPF balance/accounts in respect of a subscriber transferred from one Government to another Government.

-Adjustment in accounts and allowing interest in the midst of a year in such cases
	-Processing and authorizing of Final Payment of GPF balance in respect of retired Govt. employees. 

-Processing and authorizing final payment of GPF balance to the family of deceased Govt. employee in cases where—

(a) Nomination subsists 

(b) No nomination subsists

-Final payment of GPF balance in respect of missing Govt. servant whose whereabouts are not known –procedure. 

-Deposit Linked Insurance Scheme – entitlement and procedure for payment


	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 4
	Working in GAD Section:

-issue of Pay Slip
-maintenance of service records
-pay fixation and rules etc.
	-problems of GE and their solutions with practical examples

-All India Service Pay Rules- Broad issues

-Group Discussions

	Day - 5
	Processing and disposal of Pension/ Gratuity cases on superannuation, on voluntary and invalidation
	Introduction to new Pension Scheme 


	Processing and disposal of Family Pension/ Death gratuity cases. Case Study.

	Day - 6
	-Processing and disposal of Commutation cases with illustrative examples 
	-Processing and disposal of benefit under Group Insurance Scheme in case of retirement/death
	-Complaint Cases. 

-Disposal of complaint cases with reference to Pension/ Family Pension/GPF, etc. with a few examples. 

-Complaint cases received through C& AG of India
	Course End Test
Valediction


Course No. 11 - Special course on Inspection of Treasuries and IT Audit on Inspection of Treasuries for Sr. Accountants to SAOs from 07-01-2013 to 12-01-2013

Course Duration: 6 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day – 1
	Inauguration and course briefing 


	Objective and Importance of Treasury Inspection. Why Treasury Inspection is done by AG(A&E)? Integration of Treasury Inspection findings in Audit Reports prepared by AG(Audit)
	How Treasuries function and their records are maintained

Procedure for  maintenance  of Accounts of Treasuries
	Duties and responsibilities of Treasury Officer and DDOs. Control by TO with reference of Budget of DDOs

	Day – 2
	Monthly accounts to AG(A&E) office. What details to accompany, report on incomplete accounts – to whom? Accounts not received and left out of compilation. How cash balance is reconciled in A&E office
	Subsidiary Cash Book and payment Registers in Treasury, Currency Chests.

	Day – 3
	Reconciliation with Banks, Heads involved and reflection in accounts of the differences
	Treasury Inspection – A general overview – Interesting cases noticed during inspection
	Drafting of Treasury Inspection Report, case studies of Treasury Inspection Report and suggestions for improvement 

	Day – 4
	Receipts and

remittances and reconciliation with revenue earning departments
	Subsidiary Accounts in treasury office on personal deposits and many other debt, deposit fund etc. head of Accounts and their checks. Refund of deposits by TO
	Definition of IT Audit

Objectives of IT Audit

Mandate for IT Audit 
	Steps in IT Audit,

IT Audit Process- Planning

	Day-5
	Definition of IT Controls,

Controls in IT Environment


	General IT Controls- Organizational and Management Controls
	IT Operational Controls, IT Physical and Logical Access Controls
	IT Acquisition Controls, Programme Change Controls, Business Continuity and Disaster Recovery Controls

	Day-6
	Audit of Application Controls-Input Controls, Processing Controls 
	Output Controls, Master/Standing Data File Controls
	Course End Test 
	Valediction


Course No. 13 - Special Course on Government Accounts – the Process Flow, VLC, PW/Forests Accounts and Management Issues for Acctts to AAOs 

18-02-2013 to 23-02-2013

Course Duration: 6 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Course Briefing and Inauguration 
	An Introduction to Government Accounts 

Government Accounts – Rationale and Philosophy
	Accounts and cash flow in States 
	Preparation of Budget- Provision of Funds through Budget, Exchequer control, Issue of sanctions, Monitoring of expenditure and related matters

	Day - 2
	Government Accounts – Accrual System of Accounting and transition of Govt. Accounts towards Accrual System of Accounting
	An Overview of VLC 

– Group Discussion
	Accounting of Debt, Deposits and clearance of Suspense Balances in the VLC environment



	Day - 3
	Accounts of PW/Forests
	Accounting of Grants in Aid/Loan from the Central Govt, Managing Public Account and DDR heads

	Day - 4
	Function of Account Current under VLC 
	Interpretation of Annual Accounts

Accounting an Aid to Management
	Practical training in Master Module, Compilation Module, Treasury Module

	Day - 5
	Practical training in Book Module (I,II&III), Works Module, Forest Module 
	Account Current Module, Pension Module 
	Loan Module

Security Module 

	Day - 6
	Source of VLC data, Categorization of Vouchers, Different DDOs, Various Classification of Vouchers. 
	Course End Test

	Valediction


Special Courses on Audit

Course No. 3 - Special Course on Audit of Value Added Tax and other State Receipts for Sr. Auditorts to SAOs  from 21-05-2012 to 25-05-2012

Course Duration: 5 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inaugural address and course briefing
	The Meghalaya VAT Act 2003, (Act 2 of 2005)

Introduction to VAT (Chapter-I)
	The Meghalaya VAT Act 2003, (Act 2 of 2005)

Incidence and Levy of Tax (Chapter-II)
	The Meghalaya VAT Act 2003,

 (Act 2 of 2005)

Liability in Special Cases (Chapter-III)

	Day - 2
	(i) Taxing, Appellate and Revision Authority and Enforcement Branch

 (Chapter-IV),

(ii) Registration of Dealer and Demand of Security etc. (Chapter-V)
	(iii)Return and Payment of Tax, Assessment etc. (Chapter-VI)


	(i)Appeal, Revision and Review 

(Chapter-VII),

(ii)Measure to regulate Transport of Goods

 (Chapter-VIII)
	(iii)Accounts, Inspection, Search and Seizure and power to collect information 

(Chapter-IX)

	Day - 3
	(i)Offences and Penalties 

(Chapter-X),

(ii)Miscellaneous (Chapter-XI),


	(iii)Transition, Repeal and Savings 

(Chapter-XII)


	Overview of Meghalaya Value Added Tax Rules, 2005
	Audit of Motor Vehicle Tax

	Day - 4
	Auditing Standards
	Audit of Receipts – Mines and Minerals Department


	Audit of Stamp and Registration
	Forest Policy and Laws

	Day - 5
	Levy and collection of Excise Duty under State Excise Act and Rules.
	Audit of Forest Receipts
	Course End Test 


	Valediction


Course No 4 – Special Course on Preparation of State Finance Report for

 Sr. Auditors to SAOs from 04-06-2012 to 06-06-2012

Course Duration: 3 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	State Level Economic Reforms 
	Discussion on statements of Finance Accounts and Appropriation Accounts 

	Day - 2
	Collection of information for State Finance Report


	Preparation  of State Finance Report-

Major Recommendations of 12th and 13th Finance Commissions

Discussion on the common problems of State Finance Report  

	Day-3
	Practical Exercise and presentation of State Finance  Report by participants


	Course End Test and Valediction


Course No. 7 -  Special course on Noting and Drafting of Audit Memos/Inspection Reports for AAOs to SAOs from 03.09.2012 to 06.09.2012

Course Duration: 4 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inaugural Address and Course briefing
	Noting and Drafting of D.O. letters and other forms of correspondences 
	Purpose of Audit Memos, Facts confirmation, Information seeking. Writing of POS



	Day - 2
	Drafting of Inspection Report. Documents to accompany Draft Inspection Reports

. 
	Incorporation of replies to audit memos in Inspection Reports. Memos not replied to. Facts in doubt-records not supplied.

	Day - 3
	Techniques of development of Draft Paragraphs. Processing of materials for Audit Report. Forwarding of paras to Government and C&AG. Practical exercise
	Preparation/ Tone of Draft Paragraphs, Review Paragraphs . Practical exercise on good and bad models.

	Day-4
	Drafting of Review Notes and 

Review paras – practical exercise
	Valediction


Course No 15 – Special Course on Audit of Public Private Partnership in Infrastructure Projects 
 Sr. Auditors to SAOs from  04-03-2013 to 06-03-2013

Course Duration: 3 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and Course briefing 
	An overview of Public Private Partnership(PPP)
	Types of PPP, PPP Audit in different (Infrastructure) Sectors
	Appraisal and Approval of PPP Projects, Financial Support to projects in Infrastructure, MCA

	Day-2
	Overview of Auditing Standards
	Scope and objectives of PPP Audit

Contracts/Concession agreements, Documents available with Public Sector Partner 
	Accessing the documents and records of the Pvt.sector partner
	Identifying and sharing risks. Audit Planning and selection of PPP projects for Audit

	Day-3
	Auditing process and Criteria. Process Flow, Audit of Projects: A sequential Approach

Audit concessions, Risk allocation, viability Gap Funding 
	Reporting Audit Findings and Recommendations 
	Valediction 


Course No. 16 - Special Course on Works Audit for Sr. Auditors to SAOs from  11-03-2013 to 16-03-2013

Course Duration: 6 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day – 1


	Inaugural address and Course briefing 
	Introduction to Department Centric Audit and Performance Audit
	Overview of Auditing Standards 
	Accounting Mechanism of Public Works Departments

	Day – 2


	Points to be seen while preparing the Estimate for executing civil construction work like Building, Roads & Bridges
	Methods of verifying different designs, drawings and Contour Maps

	Day – 3


	Preparation of schedule of rates and scrutiny of analysis of rates 
	Measurement Book-Mathematical aspects 

	Day – 4


	Points to be seen in audit of tender and contract. Analysis of work with reference to contract and agreements 
	Interpretation of contract clauses, Essentials of a valid contract. General principles to be observed while entering into Contract and Agreements

	Day – 5


	Audit of Stores and Stock and T&P accounts of Public Work Divisions including case study 
	Integrated Review of overall working of Public Works Department. Points to be examined during the course of review 

	Day – 6


	Review of Road Sector Project – points to be examined during the course of review – case studies 
	Preparation of Draft Paragraphs on Public Works Audit
	Course End Test
Valediction


Special Courses- General

Course No.1 - Special Course on Right to Information Act 2005 for

 Sr. Acctts/Sr. Auditors to SAOs from 19-04-2012 to 20-04-2012

Course Duration: 2 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and course briefing


	Historical background of Right to Information in different countries

Evolution of Right to Information Act in India
	Overview of Right to Information Act 2005

	Day - 2
	Different Sections of Right to Information Act, 2005.

Structure and arrangement for administration of RTI provisions, Power and functions of Information Commission
	Summarization of various aspects of RTI Act 2005.


	Course End Test and Valediction


Course No. 5 - Special Course on Common Administrative Issues and Disciplinary Proceedings  for Sr.Acctts/Sr.Auditors  to SAOs  from 16.07.2012 to 21.07.2012 

Course Duration: 6 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day - 1
	Inauguration and course briefing 


	Office Budgeting

Departmental Accounting System. General Financial Rules 1963

Delegation of Financial  Powers Rules 1978
	Office Budgeting –

Central Govt. Accounts (Receipt and Payment) Rules 1963-Preparation of Revised Estimates and Budget Estimates
	GENDER SENSITIZATION- Related concepts and jargon; Gender Equality, Gender differentiation, Gender roles, Gender discrimination; Legislative measures in India; Development of women –Indian experience Concessional provisions for women in the Central Services; Rule 3 of CCS (Conduct) Rules; 1964, Prevention of harassment of women in the workplace – GOI orders/guidelines

	Day - 2
	Writing of APRR –

Purpose, Importance; Reporting/Reviewing Officer; Periodicity; Part Reports/gap sheet; Guidelines for reporting/reviewing; time schedule for preparation of APRRs etc.
	 APRRs – Adverse Entry –

Remediable and irremediable adverse remarks in APRRs affecting promotions, etc
	PROMOTIONS-

Departmental Promotion Committee(DPC) size, composition, frequency of meetings, general instructions/guidelines. Papers to be put up to DPC. Preparation of year-wise panels. Methods of promotion (Selection-cum-seniority, selection by merit, seniority-cum-fitness) 

Sealed Cover Procedure – declining of promotion; review DPC (when to  hold, scope, procedure); handling of cases where adverse remarks have been expunged or toned down

	Day - 3
	RECRUITMENT RULES of various cadres in IA & AD. Reservation and concessions in appointments and promotions in the various cadres of the IA& AD

Reservation for SC/ST/OBC  
	Post Based Rosters -  Preparation of rosters for various categories in recruitment and promotion, calculation of carry forward vacancies,

Maintenance and implementation of Rosters

 
	Practical Exercises on Post based Rosters and Group Discussion 


	Day - 4
	PREVENTION OF CORRUPTION ACT, 1988 – Salient features; various orders/instructions issued by GOI/CVC/CAG on vigilance matters


	CODE OF CONDUCT for Central Govt. servants – Analytical exposition of the CCS (Conduct) Rules 1964 and various GOI decisions there under
	SUSPENSION – Meaning, purpose, circumstances, types, duration, review; Suspension – legal position. 

Payments/recoveries during the period of suspension. 

Resignation, Promotion, appearing in departmental examination, Retirement

	Day - 5
	How to frame a charge sheet, Authority to frame a charge sheet, submission of inquiry report, Procedure for imposition of major/minor penalties, procedure after retirement
	CODE OF DISCIPLINE for Central Govt. servants- Article 311 of the Constitution; analytical exposition of various provisions of CCS (CCA) Rules, 1965
	Right to Information Act

	Day - 6
	Selected Case Laws on CCS (CCA) Rules 1965
	Appeals, Revision, Review under CCS (CCA) Rules 1965. 

Selected Case Laws on CCS (CCA) Rules 1965 
	Course End Test
Valediction




Course No. 9 – Induction Course for newly promoted AAOs/SAS Passed Officials from 19-11-2012 to 27-11-2012

Course Duration: 8 working days

	Day
	Session I
	Session II
	Session III
	Session IV

	Day – 1
	Inauguration and course briefing 


	C&AG’s DPC Act, 1971. Various Sections relating to Accounts and Audit matters  


	Works done in different branches of A&E and Audit Offices
	Exhibition of Government Accounts right from Treasury  till these appear in Finance Accounts

	Day -2
	Accounting mechanism of Public Works and Forest Departments  
	Structure of Government Accounts. List of Major and Minor Heads of Accounts.

Difference between Consolidated Fund and Public Account  
	Inter-Government adjustments. Role of Account Current Section. Role of RBI in conduct of business between Central and State Govts.
	Accounting under VLC environment

	Day – 3
	Preparation of Finance and Appropriation Accounts- an overview.

Certification standard of Finance and Appropriation Accounts
	Audit Comments on Government Accounts as appearing in State Finance  Report 

	Day – 4
	Effective Communication, Leadership and Motivation
	Recruitment Rules,

Reservation  Quotas for various categories in recruitment and promotion
	Preparation of Rosters for various categories and carry forward vacancies

	Day-5
	Writing of APRR-Reporting, Reviewing , communicating of adverse entries
	CCS (Conduct)

 Rules, 1964
	CCS(CCA) Rules 1965



	Day-6
	Office Procedure.

Maintenance of records, files and registers, disposal of old records. Preparation of Notes and Drafts to higher authorities.

Practical exercise
	Gender Sensitization-

a general overview 


	Functions of Administration Section, maintenance of Service Records, Service Book/Leave Accounts-Income Tax calculation, Pay Fixation, Rules regarding LTC, HBA, MCA, GP Fund Advances

	Day – 7
	Introduction to Value Added Tax in the Sales Tax Department-appraisal thereof. Audit points in respect of Assessment, Levy and Collection of Taxes
	Concept of Performance Audit. Audit. Planning, Execution and Reporting. 

	Day - 8
	Right to Information and Communication Policy in IA&AD
	Functions of CASS and CAP Sections. various checks to be exercised during Central Audit
	Course End Test

Valediction




Course No. 1 & 2

Basic Computer Skill- Windows, Microsoft Office  (Word, Excel, Power Point) for Group ‘B’ & ‘C’

16-04-2012 to 26-04-2012 and 14-05-2012 to 24-05-2012

Course Duration : 10 working days

	Day
	Session
	Topic

	Day 1
	I

II

III

IV
	Entry Behaviour Assessment

Inauguration

MS-Word  About Windows XP OS, About Windows Explorer, File and Folder

Start MS-Word, About MS-Word Work place, Typing, Editing, Saving file

Practice Session – Ex-1 (MS-Word)

	Day 2
	I

II

III

IV
	MS-Word Character & paragraph formatting Bordering and shading paragraph

Page formatting Setting the paper size and page orientation. Working with Margin.

.Practice Session – Ex-2(MS-Word)

	Day 3
	I

II & III

IV
	MS-Word Dividing document into sections. Creating footnotes & endnotes Creating Header & Footer. Numbering pages.

Practice Session Ex-3

	Day 4
	I

II & III

IV
	MS-Word Working and Modifying a table. Formatting a table. Using formula 

Practice Session Ex-4 & 5 (MS-Word)

	Day 5
	I & II

III & IV
	MS-Word Mail-Merge, data sources, mail-merge fields, Format merged data

Ex-6 & 7 (MS-Word)

	Day 6
	I & II 

 III & IV


	MS-Excel Starting MS Excel (Different parts of workbook, moving around the worksheet and between the worksheets)

Command menu.

About cells & Entering data

Basic Edit, undo & saving & retrieving file.  

Practice Session 
Ex -1 (MS –Excel)

	Day 7
	I to II



III & IV


	MS-Excel Changing column width, inserting & deleting rows & columns and cells

Working with series, working with range

Find and replace..
Copying cell contents, Simple formula & sum function. Formatting cells.

Practice Session – Ex-2& 3 (MS-Excel)

	Day 8
	I to II
III & IV
	MS-Excel  Working with formula & Functions, Linking different Sheets

Practice Session- Ex-4& 5 (MS-Excel)

	Day 9
	I & II

III & IV


	MS-Excel Create & Save Graph.

MS-Powerpoint

Overview of MS Powerpoint, Starting power point, Creating a presentation from scratch, Slide layout,Color scheme, Applying design, Saving a opening a power point file. Working with text box, Chart and picture, Working with slide sorter, Slide show and slide view.

Practice Session Ex-  6 (MS-Excel) 

	Day 10
	I 

II 

III & IV


	MS-Powerpoint- Practice Session Ex-1 (MS-Powerpoint)
Course end test

Valediction.




Course No 3
 Application development through MS- Access  
for Group ‘B’ & ‘C’

18-06-2012 to 28-06-2012

Course Duration : 10 working days

	Day
	Session
	Topic

	Day 1
	I 

II & III

IV
	Entry Behaviour Assessment 

Inauguration

Data Types available in MS-Access

Create database & tables and save it.

Add/Edit/View the data from the table

Setting relation between tables and saving the relational layout

Exercise-1

	Day 2
	I  & II

III 

IV
	Setting field properties.  Insert column/Rename column, hide/unhide column, Freeze/Unfreeze columns, Move between the records, Delete record, Format- data/cell, Column width, row height etc., Sort and Filter data. Types of queries. 

Working with simple select query.

Exercise 2

	Day 3
	I to III

IV
	Use of Aggregate functions and other options in query design.

Create update query, Append query, Delete query. Querying from multiple tables 

Exercise- 3 & 4

	Day 4
	I to III

IV
	Working with Form

· Creating form(without wizard). 

· Selecting controls, Section, Forms. Change the field position i.e. alignment, re-size of a control

· changing the format of label and text box. Controlling the tab Order

Adding un bound control i.e. option Groups, Option buttons, Check boxes, Combo Boxes ,Command buttons

Exercice 5 & 6

	Day 5
	I to III

IV
	Discussion about library management system. Designing tables

Create tables as designed

Create forms for data entry for these tables

Exercise – 7 & 8

	Day 6
	I 

II & III

IV
	What are events

Finding Event properties, Sample Form Events, Sample control events

Using macro to create custom Actions

· How to create macro

· When to play macro

· Some important Macro Actions

· Executing a conditional Macro Action

· Creating a macro group

Exercise 9 & Project work with Exercise 10

	Day 7
	I & II

III & IV
	About report design

Creating Custom dialog Boxes

Create the dialog box

Add the checkbox Controls

Add the Command Buttons

Assign macros to dialog Box Buttons

Default and cancel button

Exercise 11 and work with project

	Day 8
	I 

II & III

III & IV
	Creating custom Menus

Creating a custom menu

Adding built-in Menu to a Menu Bar

Adding a Custom Menu to a Menu Bar

Saving a Custom Menu Bar

Displaying A Global menu bar

Attaching a custom menu to a form or Report

Editing a custom menu bar

Exercise -12

	Day 9
	I to 

 IV 
	Working with Project (Consolidation and finishing touch to the project)



	Day 10
	I to II
III

IV 
	Consolidation and finishing touch to the project

Course end test

Valediction


Course No: 4
 IT Audit (Basic)- Introducing the concepts of IT Auditing for

Group ‘B’ & ‘C’


10-07-2012 to 14-07-2012

Duration: 5 working days

	Day
	Sesion
	Topic

	Day 1


	I 


II


III

IV
	Entry Behaviour Assessment

Inauguration

IT Awareness. Definition of Information, difference between data and information, Physical concepts-storage, retrieval and processing of data, comparison of manual and computer storage

What is a computer, its components, layout and it’s functions. Characteristics of computers 

What is hardware, Different types of units including peripherals

What is software, why it is needed, categories of software system and applications software

Data communication and Networks.

	Day 2


	I  &  II 

III &  IV
	Definition of IT Audit, Objectives of IT Audit, Mandate for IT Audit, Steps in IT Audit, IT Audit Process-Planning.

Preliminary assessment and information gathering – understanding the organization, its environment, structure and Criticality of systems, nature of hardware and software. 

	Day 3


	I 

II

III 

IV
	Definition of IT Controls, Controls in IT Environment 

General IT Controls.:- (i) Organisational and Management controls,

(ii) IT Operational Controls.

(iii) IT Physical and Logical Access Controls

(iv) IT Acquisition Controls, Programme Change Controls, Business Continuity and Disaster Recovery Controls



	Day 4


	I,II,III & IV
	Audit of Application Controls :-  Input Controls Processing Controls, Output Controls, Master/Standing Data File Controls

Network and Internet Controls, End User Computing Controls. 

	Day 5


	I & II

III 

IV
	· Course end Test

· Review of Grey Area

· Evaluation and Valediction


Course No: 5
 Computer Networking for Group ‘B’ & ‘C’


23-07-2012 to 27-07-2012

Duration: 5 working days

	Day
	Session
	Topic

	Day 1


	I

II 

III to IV


	Entry Behaviour Assessment 

Inauguration

Basic Networking Concepts

Introduction to Network, Data Transmission in a network, Transmission Modes & Speeds, Transmission Medium, Communication processors Network Topologies Protocols and Standards OSI Reference Model

	Day 2


	I 

II 

III

IV
	Concepts of LAN

· Advantages and Disadvantages of LAN

· Types of LAN

· Different Topologies used in LAN

WAN Internetworking technologies

· WAN Utilization

· WAN connections

Data Communication

Switching, Hubs, Routers, Bridges

	Day 3


	I to II

III & IV
	Planning a TCP/IP Network

· Using Public and Private Addresses

· IP Addresses and Subnet Mask

· Understanding IP Address Classes

Planning a Name Resolution Strategy

· DNS and NetBIOS

· Understanding Domains

· Understanding FQDN Notation

Sharing files, printers and other resources using Windows XP

	Day 4


	I to II

III & IV
	Different OS in Network, Networking connection Types, Configure a DIAL-UP & Local Area connection in Windows XP File Systems 

Sharing files, printers and other resources, Passwords and Security  

	Day 5


	I 

II & III

IV
	Review of Grey area

Course End Test.

Valediction


Course No: 6
 Oracle SQL and Pl/SQL for Group ‘B’ & ‘C’
21-08-2012 to 31-08-2012

Duration: 10 working days

	Day
	Session
	Topic

	Day 1


	I

II

III

IV
	Entry Behaviour Assessment 

Inauguration

Introduction to Oracle.

Overview of Oracle server and its various object types.

What is SQL, Role of Sql, Type of Sql commands, Logging in & logging out into Oracle Server

Writing SQL statement, Executing SQL statement, Comparison of SQL & SQL* plus, some important editing and file SQL plus commands

	Day 2


	I & II 

III & IV
	Data Type in Oracle Basic select statement. Different parts of the select statement. Using column aliases, Arithmetic operators, Concatenation operator, order by clause distinct, comparison operators<= ,!=, in, like, between, is null) and logical operator (and, or, not), Character & Date string.

 Updating and deleting records

Practice – Ex-1

	Day 3


	I &II

III 

IV
	Single row functions: character, Numeric, date functions, Conversion function including date format and date arithmetic.

NVL and DECODE functions. Using aggregate functions, Group by and having clause.

Practice – Ex-2

	Day 4


	I & II

III 

IV
	What is join? Different types; Equi join Non-Equi Join and outer join. Using group by and having clause with Join

Sub-queries returned single value & multiple values; Using group by and having clause with the sub-queries

Practice – Ex-3

	Day 5


	1 & II

III & IV
	Create table, Create table with

constraints, Adding Records. Viewing tables from data dictionary

Practice Ex-4

	Day 6


	I & II

III

IV
	Altering table structure, Altering constraints & viewing constraints from data dictionary.

Indexing, views, sequence and synonyms. Viewing from data dictionary

Practice - Ex-5

	Day 7


	I & II

III

IV
	Introduction to PL/SQL Structure of PL/SQL.Identifiers — Variables, Constants, Reserved words, Literals, Declaration using %TYPE & %ROWTYPE attributes. Data Types, Expressions & Comparison, Comments, Labels

If condition and dbms output. Writing simple program 

Practice – Ex-6

	Day 8


	I & II

III & IV
	Working with various Loops; while 1oop, for loop etc.

Practice – Ex-7

	Day 9


	I & :II

III 

IV
	Working with cursor and exception handling

Writing simple Trigger

Practice – Ex-8

	Day 10


	I

II & III

IV
	Review of Grey Area

Course End Test

Valediction


Course No: 7
Database & System concepts and Introduction to MS-Access for Group ‘B’ & ‘C’


09-09-2012 to 13-09-2012

Duration: 5 working days

	Day
	Session
	Topic

	Day 1


	I 

II 

III

IV
	Entry Behaviour Assessment 

Inauguration

Concept of DBMS, RDBMS, Purpose of Database Systems, Data Structure, Database query language, Relational Model, Application in databases,.

About MS-Access, Various components of MS-Access, Data Type Creating Database and tables. 

	Day 2


	I  

II

III 

IV
	Setting relationships between tables, Setting fields properties. Add/Edit/View the data from tables, Insert columns, hide/unhide column, Freeze/unfreeze columns. 

Types of query, use of Aggregate functions and other   options in query design Advance query – update query, Delete query. Querying from multiple tables.

Practice Session Exercise - 1

	Day 3


	I 

II

III & IV
	Working with Form

· Creating form(without wizard). 

· Selecting controls, Section, Forms. Change the field position i.e. alignment, re-size of a control

· changing the format of label and text box. Controlling the tab Order

Adding un bound control i.e. option Groups, Option buttons, Check boxes, Combo Boxes ,Command buttons

Practice Session Exercice 2 & 3

	Day 4


	I to II

III & IV
	About report design

Creating different report with or without wizard. Linking different objects using Macro

Practice Session Exercise 4 & 5 

	Day 5


	I & II

III

IV
	Review of grey area

Course end test

Valediction


Course No: 8 
 IDEA -2007 for Group ‘B’ & ‘C’


08-10-2012 to 12-10-2012

Duration: 5 working days

	Day
	Session
	Topic

	Day 1


	I

II

III

IV
	Entry Behaviour Assessment 

Inauguration

Basics of Data Structures

IDEA : An Overview

	Day 2


	I

II

III

IV
	Getting started: Record Extraction, Field Summarization, Field Stratification

Essentials of Data Downloading.

Exercise-1

	Day 3


	I

II

III

IV
	Use of  IDEA features followed by Exercise to practice analysis function for checking duplicates, indexing, summarizing and checking field statistics.

Exercise-2 

Exercise related with downloading of MS Access database file, creating of virtual fields, duplicate records detection and record extraction.

Exercise-3 

	Day 4


	I & II

III & IV
	Using @ functions in IDEA

Use of IDEA features followed by Exercise to practice IDEA features useful in conduct of Financial audit.

Exercise-4 

	Day 5


	I & II

III

IV
	Review of Grey Area.

Course End Test

Valediction


Course No: 9
Use of VLC Software for Audit for Group  ‘B’ & ‘C’


19-11-2012 to 23-11-2012

Duration: 5 working days

	Day
	Session I & II
	Session III & IV

	Day 1


	Entry Behaviour Assessment

Inauguration 

Overview of VLC Package

· Master Module

· Compilation Module

· Treasury Module

· Book1,Book2,Book3 Module

· Works Module


	· Accounts current Module

· Pension Compilation Module

· Loan Compilation Module

· Security Module

· Miscellaneous Module

· Audit Module



	Day 2


	Overview of VLC Package Continue...

· Source of VLC data

· Categorisation of vouchers in VLC package

Different DDO’s

Various Classification of vouchers



	Day 3


	Audit Module

· Use of Voucher Query Screen (Demonstration and Practical use)
· Navigate to voucher for details query

· Navigate to Forest for details query

· Navigate to Works for details


	Various Audit Module Reports

· Criterion Based Account Consolidation Report (Receipt) & (Payment)

· Voucher listing based on Exception Condition

· Stratified voucher sampling

· Profile on Schemes and Project Expenditure (Scheme-wise)

· Profile of Schemes and Project Expenditure (Grant –wise)

· Categorisation of Expenditure under Estt/Non-Estt.

· Scheme wise work reports



	Day 4


	Querying VLC data using Oracle SQL command


	Extracting and Analyzing VLC data using IDEA 2001 



	Day 5


	Review of Grey Area                                


	Valediction   


Course No: 10 
IT Audit (Advanced) IT Audit issues: data downloading, training on CAATs and data analysis and Audit of Business models, contracts, SLAs, e-governance for Group  ‘B’ & ‘C’
10-12-2012 to 20-12-2012

Duration: 10 working days
	Day
	Session
	Topic

	Day 1


	I 
II

III

IV
	Entry Behaviour  Assessment 

Inauguration

Definition of IT Audit, Objectives of IT Audit, Mandate for IT Audit, Steps in IT Audit, IT Audit Process-Planning.

Preliminary assessment and information gathering – understanding the organization, its environment, structure and Criticality of systems, nature of hardware and software. 

	Day 2


	I

II 

III

IV
	Definition of IT Controls, Controls in IT Environment 

General IT Controls.:- (i) Organisational and Management controls,

(ii) IT Operational Controls.

(iii) IT Physical and Logical Access Controls

(iv) IT Acquisition Controls, Programme Change Controls, Business Continuity and Disaster Recovery Controls

Case Studies

	Day 3


	I  & II

III 

IV
	Audit of Application Controls :-  Input Controls Processing Controls, Output Controls, Master/Standing Data File Controls

Network and Internet Controls, End User Computing Controls

Case Studies

	Day 4


	I,II,III & IV
	IT Security – Risk Assessment, Network Security, Access Controls, Confidentiality, Business Continuity .

IT Act 2000

	Day 5


	I & II


III & IV
	E-Governance-Definition, Objective of e-government, Factor impacting e-governance projects, Challenges in Auditing  e-government.

System Development Methodology- IT Project failures, feasibility study and project initiation, specification and procurement, design and development, testing and accepting, system implementation and post implementation review,

Audit of Developing systems – project management, risk management funding, deliverables

	Day 6


	I & II


III & IV
	Data Downloading, Data storage, File formats, Flat files Relational Database Management systems, other forms Pre-requisite for Data Downloading 

Import/Export file in MS-Excel and MS-Access.

CAATS:-WIN-IDEA

Starting Win Idea

· Identifying the various components of Idea screen with NO files imported/open and with database open
Familiarizing with database window toolbar

Importing a MS-Excel file (Client master file), an ASCII fixed length file and dbf.

	Day 7


	I & II

III & IV
	CAATTS :- WIN – IDEA

· Importing report file and Client master file using ODBC.

Practice and Exercise - I

	Day 8


	I & II


III & IV
	CAATTS :- WIN – IDEA

· Analyzing imported master file

· File Stratification

· Field summarization

· Aging

· What is data extraction

· Simple Record extraction

· Practice session and Exercise-II

	Day 9


	I & II 


III & IV
	· More extraction

· Duplicate Keys

· Gap detection

· Sort

· Index

· Field manipulation

· Extraction using @ function

· Practice session and Exercise-III

	Day 10


	I & II

III 

IV
	· Course end Test

· Review of Grey Area

· Evaluation and Valediction


Course No: 11
Developer-2000 (Forms AND Reports Builder) for Group  ‘B’ & ‘C’


14-01-2013 to 24-01-2013

Duration: 10 working days
	Day
	Session
	Topic

	Day 1


	I 

II


III

IV
	Entry Behaviour Assessment

Inauguration

Basic Select Statement, 

Working with functions

About Join, Use of Group by and Having Clause with join

Sub-queries returned single value and Multiple values. Use of Group by and Having clause with the Sub-queries.

Review of PL/SQL Block structure, About variable, use of %type attributies

Exercise-1 & 2   on SQL/PL/SQL

	Day 2


	I 

II

III

IV
	What is Developer 2000?  Introducing different components of Developer-2000. Types of Blocks (data and control blocks) Master versus details blocks and single-record versus Multirecord blocks, Form Module Hierarchy.

Steps to create New Form Modules, Changing the form module Name, Canvas name, windows name, setting the form module properties. Use of Form Builder Data Block wizard to create data block and Layout wizard to layout the data block contents for visual presentation

Create Data Block with relationships (Master-Detail Relationship), 

Exercise- 1 on Developer/2000

	Day 3


	I 

II & III

 IV
	Displaying the property Palette and re-setting the visual attributes

Discussion on Data Block properties. Setting the navigation properties of Data Block ( i.e. Previous and Next Block) Creating a text item, Modifying the appearance of text item by changing its properties, 

What is LOVs and Editor? Defining an LOV (Record Groups, LOV, Text items), Setting properties of LOV, Creating a customized Editor, 

Exercise-2  & 3 on Developer/2000

	Day 4


	I

II

III

IV
	Create Check box, list item ,setting properties of these input items

Creating Radio Group, Push button and setting the properties

About windows, type of window (modal and Modeless), setting its properties

About different types of CANVAS, creating of Stacked, toolbar and Tab canvas, Setting its properties

Exercise-4 on Developer/2000

	Day 5


	I &II

III &  IV
	What is Form Builder Trigger? Its characteristic components (Trigger type, Trigger Code, Trigger Scope), Execution Hierrchy 

Defining Trigger using Smart Trigger, Writing the trigger code( When_button_pressed, When_Validate item, Post_Insert_trigger to Handle EXCEPTION, Adding functionality to item using built_in function use in Triigger (Enter_query, Execute_query, Exit_Form, Go_Block, Go_item, Show_Lov).

Exercise- 5 

	Day 6


	I

II

III

IV
	Item Interaction Trigger (When_checkbox_change, When_Radio_changed)Coding item Interaction Trigger 

 Creating Alert, Writing a Trigger that display alert, Use of Show_Alert function

Exercise- 6 on developer/2000



	Day 7


	I

II & III

IV
	Validation Process at Different level (Form Level, Block Level, Record Level, Item Level) Writing Pre-Query and Post_Query Trigger

Validating Unit,Use of LOV for validation controlling, Validation by using Trigger (Item level, Record Level and Form Level)

Multiple Form Application, Linking the Form together with Global variable, Useful triggers when using Multiple forms

Exercise- 7 on Developer/2000

	Day 8


	I

II & III

IV
	Creating a Menu Module, Creating a Sub-Menu, setting menu Module properties

Different type of Menu Item, Setting Menu Item Properties, Magic items, Menu Item command types attaching the menu modules.

Exercise-8 on Developer/2000

	Day 9


	I

II & III

IV
	About different types of Report styles(Tabular, Master_details, master and Multiple Details),

Object categories of Report Module(Report Level, Data Model Layout Model and parameter Form),

Object interrelationship.

Creating a Tabular Report Using the Wizard, Using the Query Builder , Choosing Displayed Fields, Summaries and Labels, saving the report definition..

Creating a simple Break Report , creating break on any column, calculating Break Total, Group Summary & report total, creating form letter report , creating formula column  & Format triggers.

Exercise-9 on Developer/2000

	Day 10


	I

II & III

IV
	Review of Gray Area

Course End Test

Evaluation and Valediction


Course No: 12
Trouble Shooting (Hardware & Software Maintenance) for Group  ‘B’ & ‘C’


11-02-2013 to 15-02-2013

Duration: 5 working days

	Day
	Session
	Topic

	Day 1


	I

II to IV
	Entry Behaviour Assessment 

Inauguration

Start off troubleshooting tips
Hardware troubleshooting tips

Software troubleshooting tips

Repartitioning, reformatting and reinstallation of OS (windows)

Installation of dual OS (windows and Linux in on single PC) Installatio                                            n of Application software.

	Day 2


	I to IV
	Practice on reformatting, repartitioning and Installation of OS and Application Software

	Day 3


	I 

II to IV
	Error Checking

Defragmentation 

Backup/Restore

Add remove Program

Disk clean up

Restoring windows

Installation of Modem and Printer.

	Day 4


	I to IV
	Network related issue:

Setting up of LAN

Configuring of LAN

Sharing of printer and other resources on a LAN

Sharing of Internet connection.

	Day 5


	I & II

III

IV
	Review of grey area

Course End Test

Valediction


Course No: 13
MS Excel for Group  ‘B’ & ‘C’


11-03-2013 to 15-03-2013

Duration: 5 working days

	Day
	Session
	Topic

	Day 1


	I 

II & III


IV
	Entry Behaviour Assessment 

Inauguration

Starting MS Excel

Different parts of workbook, moving around the worksheet and between the worksheets

Command menu.

About cells & Entering data. Basic Edit, undo & saving & retrieving file.

Changing column width, inserting & deleting rows & columns and cells

Working with series, working with range

Find and replace. Copying cell contents, Simple formula & sum function. Copying formulas, Formatting cells

Ex-1,2 & 3 (Practical)

	Day 2


	I & II

III & IV
	Working with formula & Functions 

Linking different Sheets

Ex-4 ,5 & 6 (Practical)

	Day 3


	I & II



III &IV
	Goal seek

Some advance features including auditing, Protect & Unprotect, Validating data with message, Working with drawing objects etc.
Page set-up & Printing worksheet(Demo)

Ex-7 &Ex-8 (Practical)

	Day 4


	I &II

III &IV
	Create & Save Graph.
Exercise 9 (Practical)

	Day 5


	I & II

III

IV
	Review of Grey area
Course end test

Feed back and valediction


