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i ¢ _ ACCOUNTS DEPARTMENT

;3 5 SYLLABUS FOR

"TNTER | i '

g NAL AUDI} LOWER ACCOUNTS MANAGEMENT EXAMINATION

0V, VII ang vi :

: }  PAPER No.I: GENERAL RULES & PROCEDURE INCLUDING DRAFTING

?ﬁE-VII & VIIT §

7?71 XIV ¢ ONE compulsory gquestion in drafting (this draft

b 2% 2 XVI,; is confined to Office work only) and qdestions on
: Acts & Regulations.

1« The RTC Act and Rules

~ 2. The APSRTC Employees' %Conduct Regulations 1963

P 3, The APSRTC BEmployees'. (Classification, Control and
Appeals) Regulations 1967

L, $327APSRTC Employees! (Depreciation_Fund) Regulations

5, The APSRTC Employees' (Medical Attendance) Regula-
& | tions 1963
! ' 6. The APSRTC Imployeces' (Bus Pass) Regulations 1964
‘gganal- v 7. The APSRTC Employees' (Recruitment) Regulations 1966
;i%%gT”RS i NB: Keference Books such as Regulations/Circular e
s - instructions are allowed., Candidates are requested

to bring in their own Regulations/Executive
instructions.

 PAPER NO.IT: BRAICH PAPER®

One subject as selected'by the candidatee.

a) PROVIDENT FUND TNCLUDING FPS & EDLIF:
5

i) The "APSRIC Employees' (Provident Fund) Regulations “
1i) Circuler instructions on I'PS and EDLIF .
iii; Payment of Gratuity Act 1972 :

iv) Chapters - IX, X, XV of Accounts & Audit Manual
b) FINANCE & STORES: =B e _ i1

i1i) A.P, Budget Manual Cheapters-I, III, V, VII & VIII«a=e

iii) Chapeters~-III, IV, V, VI, VII, XIv/ ¥VIII, VIII :

of Accounts & Audit Manual, /XVI
OR :

iilndian Railway General Coce Chapters-VII & VIII

¢c) PAY & ALLOWANCES:

11) The APSRTC Employees' (Service) Regulations 1964

i§ The APSRTC Zmployees' (Leave) Regulations 1963 ;
iii) The APSRTC Employees' (Fay & Allowances) Regulations

1964
iv; The Paymon® of Gratuity Act 1972 =
v) Chapters from Ex-NS Railway Establishment Coce 5
(Chapters-V, Division-i, Section-IlI, V, VI & LX)
vlg Ex-NSR Service and Leave Rules e
vii) Chapters-I, IX, X, XI, XII, XIII, XV4 XVIII nf
Accounts and Audit Manual. /XVI

d4) AUDIT & INSPECTION: OR

2 ig All chapters of Accounts & Audit Manual o
‘ 1i) Civil Engineering Manual. 8
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MECHANIC/LL ENGINEERING DEPARTMENT
SYLLABUS FOR
LOWER MAINTEN,NCE MANAGEMENT EXAMINATION

DURATION : 3 HOURS MARKS
SECTION 3 A MARKS

1. Knowledge of Daily, Weekly, Monthly, Quarterly and
other periodical maintenance schedules,

2. Common failuresand their rectification.
3. Knowledge of methods of contrel

HSD 0il consumption
LUB 0il consumption
Expenditure on Tyres
Expenditure on Spares.

Forms, Registers and Periodicals commonly used on
maintenance side.

Depot Incentive scheme
Float Units

Permissible repair schedules

3
5

Key indicators of maintenance and their importance

Maintenance of Plant & Machinery
SECTION : B MARKS

1. CC & A Regulations

2.+ Leave Regulations

MECHANICAL ENGINEERING/DEPARTIENT

_ { _ SYLLABUS FOR ;
LOWER NTENANCE MANAGEMENT (BODY /BUILDING UNIT)
DURATI

SECTI

Knowledge of New Bus Body Building Unit, Prdduction
Schedule, Planning for/production and materfizals,




pll 74 NS L

. 2iCe parameteps-KMpL, Break-down rate
s of failures ;
of cancellations of KMs

NT Marks
g ABC Analysis,
_ Loecal Furchase je)

;ag Principles of financig
b
c

Marks

Budgeting
PPofit & Loss

PERSONNEL DEPARTMENT
aj Man Powep Flanning

Marks

Marks :

raining & Induc
Industrial Rel
Public & Hun

ions & Labour Welfare
Relationsg

Lse analysis

Marks :
agemeht
eadershi;
vand dits barriers
b8
OPERATIONAL MANAGEMENT
SYLLABUS FOR :
LQWER.QPERAZIONAL MANAGEMENT EXAMINATION' :
ION . Hours Marks
2A Marks :
IINATION :
. al Myv, Act 1939
: b Taration Act
o MeTo W, Aot 1961
Marks @ I g :
PEGULATTIONS Marks
ag CoeCole Regulationg
Leave Regulations

MM‘M@_: o, : ,

T Principlés oI”Séheduling & Sector-wise Analysis
» Bus Links

J« Crew Links

» Accidents

» Surveysg

v Grisvarnce brocedure

v Maintenance ¢f records & registers at depots

« Bus Station Nanagement

« Jathras management

=10, Checking
11.IncentiVG Schemeg

ses 1n

-

]
2

- Lomestic enquiries
VLT & Cargo Serviees

14, City Cperations,

3000023

Marks




Compensation Act, 1923
wages Act, 1936 :
Act, 1926 N R e
9 (Chapter~Iv_sthng Section 109 #1100 s
52 & Rules théreunder R el h
uity Act,

IATION

I 1) M.V, fet, 1
-t “7_ ,j E.P.F. ACt,
¢ k) Payment of Gra

Marks : 100

ER DEPARTMENTS)
Marks

] :‘-‘ "
1t ' é‘ OPERAI;QNAL MANAGEMENT
1 a; Principles of Sched
§ - b) Bus links
fare S) Crew links

: g Advertisements
1 * ©) Payment or Taxes

A=
o
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=
:
CE
&
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Fime L eXEeN U3

Marks
Marks .

U MAINTENANQ@ﬁM&&gG
a Schedules of

N | b Analysig of
Marks : 30 - E ¢! Maintenanc
Analysig

Marks iy -

» Parameters - xyp

K Cancellation KMs
ncluding

= Breakdown rater BT aE

Marks
2 Scheme

15'#

Marks

115.1. 

Marks

W
o

- PERSONNEL DEEARTMENT
SYLLABUS FoR ?
LOWER PERSONNEL MANAGEMENT EXiMINATTON
S ZIRATTON: @ 3_5g3§§

:tipns

Marks : 100
s LOFFICE mManysr, & REGULATIONS ) g o ’
8 Szcrron Marks : 40
W ' ff;i 5) 0ffice Manual
: i = b) Regulations of the Corporation With emphasis on
Service, Conduct, i t, Leave, Pay & Al-
e lOWances, Bus P

485, C.C.A, Regulations, P,F.,
Marks : 100 § Gratuity Regulatioqs including Acts. S
Mad: - {LABOVR_1EC1STATTONS & OTHER ACTs) .
Marks : 40 @ SscTION B Marks : 40
: ‘ aj Family Pension Scheme
5 b) EDLT Scheme
5 ¢) Workmen's Compensation Act, 1923
& . d) Employment Exch&nges(Compulsory Notification of
iR Vacancies) 4ot 1959,
e 00 24 ;‘

.I..es




.{Lct, 19!"‘7.

Industrial Disputes S
or the recognition/

e
£) Code of Discipline and criteria f
g) :Staff Benefit-cun=-Thrift Scheme /of Trade Unions % HIGH
n) Grievance Procedure : 3
1) Factories Act, 1948 (salient features, regulating 3
Licences, Health, Welfare, Working hours & Returns : -
j; Payment of Wages Act 19%6 '  DURATION : 3
P R 0. Aty 1958 and Rules made there-under s
(Salient features) M.T.W, ACT 1961 § ' SECTION : A
1) M.y, » hot, 1939 (Chapter 1v({a) and” Accidents, ) oy
Sections 109 & 110, and definitions, Permits, i T Pr%nclples
Registration and their applicability)e. ) Frinciples
: Defensive ¢
(GENERZL MANAGEMENT - OTHER DEPARTMENTS ) - . bad) and I
: o =7 E 5l B 2% BErocedurs
SECTION : € Marks 3 20 ‘ materials :
j 1 3. Frocedure
- cles into

a) Preparation of notes to the Corporation, :
ing of wun:

General Manager/Head Of tne Department
bg Correspondence with other Orgznisations
c) Preparation of Circulars, tdministrative In=

- structicns, etc. o
. SECTION : B

- 1. _EERSONN
| &) PSR
_ ) b) ‘APSR
2 ! c) APSR
HIGHERNSECURITY MANAGEMENT EXAMINATION % d) AESK
= e) AFPSR
i £) APSK
g @ g) APSR
DURATION. : 3 Hours Marks ¢ %00 =
& 2. SECURIT
SECTION : A Marks ¢ 40 ST
: o a) Indi
S 1. Duties of Security nnel as per norms
ST 5, Administration ci s3cArity Department i
3, Knowledge of incCepenl nt management of i - !

i Security pcsts in rops/Depots and other unitss " b) Crin
Bt 3 IR EL
. SECTION : B Marks ¢ 30 e
2 2| C) BEvic

1. Inspection - Fubmlssion of spection reports 3 ; i §
2, Submission periodicszlddart a/reports by 3 5. MATERI/
arvisors/Staff/Investigation reports i a) Loct
of information on vi ilance and sub=- 1 (Rec
v 0. # b) Disg

g c) HSD

Marks : 30
ke  OPERAT

1 nowledge of domestic engquiry procedwre : e
. Enquiries = All types of complaints = ethod : a) Ticl
of conducting preliminary snquiry - Reporting of. D Chi
c) FEady
-IQ!
mab

Q.I.26 !
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~" STORES & PURCHASE DEPARTMENT - i
SYLLABUS FOR '

SO X -@ SYLLAB
LOWER MATERIAL MANAGEMENT EXAMINATION Al
g ' | PAPER = I
DURATION : 3 Hours Marks : 100 [ Bermws
S 71 a) Fact
SECTION : A : Marks ¢ 70 st b) Work
Abiec! 1 c T.De
- I. PURCHASE - Marks : 35 5 d gode
a) Forms Registers Periodicals commonly used in Stores 1 .e Lig;
& Purchase Department. al
b) Key indicators of Materials Management and their i DAPER = II
- __ importance. 2 ke
¢) Local Purchase Procedures. i a) Payr
d) Legal aspects of purchasing. d b) BSI
e) Procurement procedures for capital equipment items. 1 ¢) Trac
£) Rate contract and proprietary items. _ ! d) Gra
g) Follow up action for supplies against order and e) M. T

their procedures for effective delivery
' PAPER- IIT

1o A s Sl .

STORES Marks : 25 s
a) Internal Audit procedure Azc
~ b) Delegation of Povers : Gen
c) Claims section procedure and precautions to be
followede. i PAPER - IV
d;‘StOCk verification and reconciliation. e
e) Accountal and rejection procedure of R & I and ] © RTC
Stock materials of the Corporation b Reg
e 5 t £ \’ Mot
TII. DISPOSALS ° Marks ¢ 10 1 AE
a) Procedure of Tender-cum =huction of Scrap vehi~" " i i
cles and Scrap Materisls -2 i PAPER - V
b) Auction Committee and their function and responsi=" i e
bilities. 1 £
 SECTION : B Marks : 30 3
e o RT *ra i1
a; Preparation of Note to HOD/CCS/FO/ S0 3 B - =
b) Correspondence with suppliers/Bankers/Accounts/ ‘ To
Mechanical/Engineering Department. ' i
PART - IT
- - - - i Of
SYLLABU
PAPER
Offic
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