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GENERAL INFORMATION FOR THE CANDIDATES 
 

RECRUITMENT TO 08 POSTS OF ACCOUNTS OFFICER (GROUP-B) IN THE 

DEPARTMENT OF LOCAL GOVERNMENT (MUNICIPAL CORPORATION), 

GOVERNMENT OF PUNJAB. 
 

1. INTRODUCTION 

 The Punjab Public Service Commission (PPSC) has been established under Article 315 of the 

Constitution of India, with the basic purpose of recruiting officials in various departments of the 

Government as per the requisitions sent by the Government in this regard from time to time. 

 

The Punjab Public Service Commission invites Online Application Forms from 

eligible candidates for recruitment to 08 Posts of Accounts Officer (Group-B) 

in the Department of Local Government (Municipal Corporation), 

Government of Punjab. 

 
Note: This advertisement is being published as per requisition received from the 

Department of Local Government (Municipal Corporation), Government of Punjab 

vide letter no. Gosh ;?b^v;;^2021$244 dated 12-07-2021, letter no. Gosh 

;?b^v;;^2021$382 dated 13-09-2021, letter no. Gosh ;?b^v;;^2021$525 dated       

02-12-2021 and letter no. Gosh ;?b^v;;^2022$152 dated 25-04-2022. 

2. RESERVATION OF THE POSTS 

Category 

Code 

Category Total No. 

of Posts 

 Posts reserved for 

Women Out of 

Total No. of Posts 

71 General 4 1 

72/73 Ex-Serviceman/LDESM, Punjab 1 1 

77 Scheduled Castes (Others), Punjab  1 0 

81 Balmiki/Mazbhi Sikhs, Punjab 1 1 

85 Backward Classes Punjab 1 1 

Total 8 4 

 

 
 

 

Note 1 The number of posts may be increased or decreased by the Government at any 

time before the selection process is complete without giving any prior notice to 

the candidates. 

Note 2 The Punjab Civil Services (Reservation of posts for women) Rules 2020 issued by 

the Department of Social Security and Women & Child Development that 

provides for 33% reservation for women is attached as Annexure-I with General 

Information for candidates. 
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3. INITIAL PAY: Rs. 44,900/-  

The minimum pay admissible for the ibid posts shall be as per nzLftLgLBzL 

7$14$2021^3n?cHghH1$367 dated 15.03.2021 Government of Punjab, Department of 

Finance (Finance Personnel Branch-I); Notification No. 7/204/2012-4F.P.1/66 dated 

15/01/2015 and 07/204/2012-4F.P.1/853793/1 dated 04/10/2016, Government of Punjab, 

Department of Finance (Finance Personnel-I Branch); and Notification No. 1/6/2016- 

4P.P.1/834680/1 dated 07/09/2016 Government of Punjab, Department of Personnel PP-I 

Branch Chandigarh. Fixed emolument equal to minimum pay without any allowance, will 

be paid during the probation period of 3 years. 

4. ESSENTIAL QUALIFICATIONS 

4.1 Should be a Chartered Accountant or MBA (Finance) or should possess Master's degree in 

Financial Administration from a recognized University/Institution or should have passed 

final examination of Institute of Costs and Works Accountants of India. 

4.2 Should have passed Punjabi of Matric or its equivalent Standard. 

Provided further that where a ward of Defence Service Personnel, who is a bonafide 

resident of Punjab State, is appointed by direct appointment, he shall have to pass an 

examination of Punjabi Language equivalent to Matriculation Standard or he shall have to 

qualify a test conducted by the Language Wing of the Department of Education of Punjab 

Government within a period of two years from the date of his appointment. Provided 

further that where a War Hero, who has been discharged from defence services or 

paramilitary forces on account of disability suffered by him or his widow or dependent 

member of his family, is appointed under the instructions issued in this behalf by the 

Government, the person so appointed will not be required to possess afore said knowledge 

of Punjabi language: 

IMPORTANT NOTE: The candidates MUST possess the requisite qualification before or 

by 29/06/2022. 

5. AGE 

5.1 Candidates should not be below 18 years and above 37 years of age as on 01/01/2022. 

5.2 The upper age limit may be relaxed up to 45 years for Punjab Government employees, the 

employees of its Boards/Corporations/Commissions and Authorities, and all States/Central 

Government employees. 

5.3 The upper age limit is relaxed up to 42 years for Scheduled Castes and Backward Classes 

of Punjab. 

5.4 Ex-servicemen of Punjab Domicile shall be allowed to deduct the period of his service in 

the Armed Forces of Union from his actual age and if the resultant age does not exceed the 

maximum age limit prescribed for direct appointment to such a vacancy in the Service 

Rules concerned by more than three years, he shall be deemed to satisfy the condition 

regarding age limit. 

5.5 The upper age limit is also relaxed up to 42 years for widows, divorcees and certain other 

categories of women. 

5.6 The upper age limit is also relaxed up to 47 years for "Persons with Disability" of Punjab. 
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Note: Provisions mentioned in Punjab Civil Services (General and Common Conditions of 

Service) Rules, 1994 amended from time to time may be considered. 

6. PATTERN AND SCHEME OF COMPETITIVE EXAMINATION FOR 

SELECTION 

6.1 PROCEDURE FOR SELECTION 
 

The procedure for selection of candidates for the post of Accounts Officer (Group-B) in the 

Department of Local Government (Municipal Corporation), Government of Punjab will be 

as per the following details:- 

Subject Matter                           No. of Questions Total Marks 

Written Competitive Examination 120 480 
 

As per instructions of Government of Punjab, Department of Personnel issued vide its 

letter no. 12/152/2015-5P.P.2/720133/1 dated 28/03/2016 and Letter no. PERS-PP-

3020/1/2022-3PP3/I/351769/2022 dated 28/04/2022, no Interview shall be conducted for 

selection to these posts. 

The written competitive examination for the post will be scheduled soon.  

6.2 PATTERN OF THE WRITTEN COMPETITIVE EXAMINATION 

The pattern for written competitive examination comprising of 120 questions (@ 4 marks 

for each question) is as follows: 

S. No. Topic No. of 

Questions 

Marks (Each 

Question carries 

4 marks) 

Type of 

Questions 

1. Questions from the Subject 

(Part A of  Syllabus) 
100 400 

MCQs 

(Multiple 

Choice 

Questions) 
2. Questions from General Knowledge, 

Logical Reasoning and Mental 

ability, Logical Reasoning & 

Quantitative Aptitude 

(Part B of Syllabus) 

20 80 

Total 120 480 

The important points to note: 

I. The question paper will be in English language only. 

II. Each question carries 4 marks and for each correct answer, the candidate will get 4 

(four) marks. 

III. There will be negative marking (one mark for each question) in the written 

examination for questions wrongly answered i.e. for each incorrect answer, 1 (one) 

mark will be deducted from the total score. 

IV. To answer a question, the candidate has to find, for each question, the correct answer/ 

best option. 

V. Answer key will be uploaded on the PPSC website (after written examination), and 

the candidates will be permitted to raise objections (if any). Candidates will be given 

four days to deliberate before putting up the objections. 

VI. Unanswered/unattempted questions will be given no marks. In case, a question is 

withdrawn, all candidates will be given four (04) marks irrespective of the fact 

whether the question has been attempted or not attempted by the candidate. 
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6.3 DURATION OF EXAMINATION  

The exam will be of two (02) hours duration. 

6.4 SYLLABUS OF THE WRITTEN EXAMINATION  

The question paper will be based on the given syllabus from the Subject and from General 

Knowledge, Current Affairs, General Mental Ability, Logical Reasoning & Quantitative 

Aptitude (Annexure-VIII) 

6.5 MODE OF EXAMINATION  

The examination is a pen and paper-based, to be answered on the specially designed    

machine gradable OMR sheet using ball point pen. 

6.6 INFORMATION ABOUT EXAM CENTRE 

Information about the examination centre(s) will be mentioned on Admit Cards of all 

candidates. The Public Notice to download the Admit cards will be given on the website of 

the Commission.                                                                                                                              

6.7 ELIGIBILITY AND SCRUTINY OF APPLICATION FORMS AND 

TESTIMONIALS  
6.7.1 All candidates who apply for the ibid posts will be treated "provisionally eligible" for 

appearing in the competitive exam. Acceptance of applications at this stage and 

allotment of Roll Numbers by PPSC does not indicate acceptance of candidature by 

the PPSC, since there is no scrutiny of documents before the written exam. 

6.7.2 The scrutiny of application forms shall be done after the conduct of the examination. 

During the process of scrutiny, the application forms and other relevant documents, 

certificates, etc. of the candidates shall be examined to determine their eligibility as 

on 29/06/2022. Candidates not meeting the eligibility criteria will be rejected after 

the scrutiny process or any time thereafter if found ineligible. 

6.7.3 The candidates applying for the Competitive Examination should ensure that they 

fulfill all the eligibility conditions for admission to the examination. Their admission 

at all the stages of examination for which they are admitted by the Commission viz. 

Competitive Examination will be purely provisional, subject to their satisfying the 

prescribed eligibility conditions. If on checking at any time before or after the 

Competitive Examination, it is found that they do not fulfill any of the eligibility 

conditions their candidature for the examination will be cancelled by the 

Commission. If any of their claims is found to be incorrect, they may render 

themselves liable to disciplinary action by the Commission or the civil court. Any 

attempt on the part of a candidate to obtain support for his candidature by any unfair 

means will render him/ her liable for disqualification and disciplinary action. 

6.8 FINAL RESULT 

6.8.1 As per the instructions of Govt. of Punjab, Department of Personnel issued vide 

its letter no. 12/152/2015-5P.P.2/720133/1 dated 28/03/2016 and Letter no. 

PERS-PP-3020/1/2022-3PP3/I/351769/2022 dated 28/04/2022. The selection for 

these posts will be finalized on the basis of written examination only. 

6.8.2 No interview shall be conducted for selection to these posts.  
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6.8.3 No candidate shall be eligible to be appointed unless he/she obtains 40% marks in the 

competitive examination (read 35% for the candidates belonging to Schedules Caste 

of Punjab and Backward Classes of Punjab). 

6.8.4 Final result shall be prepared on the basis of the net marks obtained by the candidates 

in the Written Competitive Examination. 

6.8.5 Category wise merit list will be drawn on the basis of the net marks scored, by the 

candidate in the written competitive examination. 

6.8.6 Government of Punjab, Department of Personnel (Personal Policies-I Branch) 

Notification No. GSR 40/Const./Art.309/Amd.(2)/2020 dated 20/07/2020 prescribes 

the criteria required to be met by candidates for being considered under the 

"Sportsperson" category. All candidates qualifying as "Sportsperson" under this 

notification will be treated equally in the compilation of final merit list under this 

category.  

7. NATIONALITY: 
          A candidate shall be a: 

(i) Citizen of India; or 

(ii) Citizen of Nepal; or 

(iii) Subject of Bhutan; or 

(iv) Tibetan refugee who came over to India before the I
st
 January 1962, with the intention 

of permanently settling in India; or. 

(v) A person of Indian origin who has migrated from Pakistan, Burma, Sri Lanka and 

East African countries of Kenya, Uganda and United Republic of Tanzania (formerly 

Tanganyika and Zanzibar) Zambia, Malawi, Zaire, Ethiopia and Vietnam with the 

intention of permanently settling in India; 

Provided that a candidate belonging to categories (ii), (iii), (iv) and (v) shall be a person in 

whose favour a certificate of eligibility has been issued by the Government of Punjab in the 

Department of Home Affairs and Justice. 

8. SUBMISSION OF APPLICATION FORM 

8.1 The candidates can ONLY apply by filling Online Application Form, a link of which is 

available on the website of the Commission http://ppsc.gov.in.  No other mode of 

application will be accepted.  

Process Step Last Date 

To make new registration for applying for the 

post.  

(Step-1)    29/06/2022 

By 11:59:00 PM 

To deposit the Application and Examination 

Fees by system generated Bank Challan Form. 

(Step-2)  07/07/2022 

[During Banking Hours] 

 

8.2 Candidates are advised to fill their details in the online application form carefully 

e.g., Name, Father's Name, Date of Birth, Category for post, Qualification, 

Experience, Photo and Signature, Category for fee, etc. After the final submission of 

online application form by the candidate, no change will be allowed, and the 

candidate will be responsible for any mistake in the data filled in the online 

application form. 
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8.3 Submission of printed copy of the application form:-  The candidates are NOT 

REQUIRED to send the hard copy of the Online Application Form to the Office of Punjab 

Public Service Commission. However, the candidates must take copy in soft form or the 

print out of the Application Form at the time of applying, as he/she will not be able to take 

out the copy at a later stage. He/she must retain the hard/soft copy of online application 

form along with all eligibility documents ready to be sent at a short notice to PPSC, 

whenever required by PPSC. 

8.4 However, candidates applying under the Sports Category will send a hard copy of Online 

Application Form' along with Sports Gradation Certificate issued by the Department 

of Sports, Punjab, latest Punjab Residence Certificate, Reserve Category Certificate 

issued by the competent authority (if applicable) by post or by email at  

ppscrecruitment2022@gmail.com or by hand at the reception counter of PPSC by        

29/07/2022 to establish his/her eligibility under the sports category  

8.5 Also, "Persons with Disabilities" must submit the hardcopies of Disability Certificate and 

request for scribe, if any and other eligibility documents by post or by email at 

supdt.exam@ppsc.gov.in or by hand at the reception counter of PPSC by  29/07/2022 for 

any assistance, Persons with disabilities may contact Superintendent Examination: 0175-

5014832, 0175-5014833. The candidate who applies as PwD must carry the ORIGINAL 

DISABILITY CERTIFICATE on the day of examination. 

8.6 The following SELF ATTESTED CERTIFICATES shall be submitted by candidates 

along with printout of online application form when asked for at short notice: 

i) Proof of Date of Birth: Certificate of Matriculation/Higher Secondary 

ii) Proof of having passed Punjabi language 

iii) Relevant Degree and DMC Certificate 

iv) Reserve Category Certificate issued by the competent authority (if applicable) 

v) Latest Punjab Residence certificate (all reserve categories) issued by competent 

authority. 

vi) Experience certificate issued by competent authority (if applicable) 

vii) For ESM, certificates/documents mentioning the following:-  

a) Date of Enrolment 

b) Date of Release/Discharge  

c) Reason of Release/ Discharge 

viii) Certificate as proof of age relaxation claim (if applicable) 

ix) Certificate as proof of fee concession (if applicable) 

x) Proof of being a government employee (if applicable) 

xi) Copy of Bank Challan (PPSC Copy only) 

 The Candidates SHALL sign the declaration on the last page of the printout of Online 

Application Form before submitting the same.  

9. APPLICATION AND EXAMINATION FEE 

9.1 The candidates are required to pay the application fee as per Government Letter No. 

PERS-PP-3020/2/2021-3PP3/I171979/2021 dated 22-04-2021 as mentioned below: - 
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Name of Category  Online 

Application 

charges 

Examination     

Fee 
Total  

Scheduled Castes/Scheduled Tribes of all 

States and Backward Classes of Punjab State 

only.  

Rs. 500/- Rs. 250/- 750/- 

Ex-Serviceman of Punjab state only  Rs. 500/- No Fee to be paid 500/- 

Economically Weaker Sections (EWS), 

Persons with Disabilities (PWD) and Lineal 

Descendants of Ex-Serviceman (LDESM) 

Punjab 

Rs. 500/- No Fee to be paid 500/- 

All Other Categories i.e., General, Sports 

Persons of Punjab and Wards of Freedom 

Fighters, Punjab. 
Rs 500/- Rs. 1000/- 1500/- 

 

9.2 The candidates entitled to fee concession/exemption MUST submit with their Application 

Form, a self-attested copy of the certificate certifying their claim for fee 

concession/exemption. Candidates who do not submit such a certificate shall not be 

entitled to fee concession/exemption under any circumstances. 

9.3 Application fee MUST be submitted through any branch of State Bank of India only. 

Candidate should carefully fill the details in the Online Application Form and click on the 

"SUBMIT" button at the end of the Online Application Format. Before pressing the 

"SUBMIT" button, candidates are advised to verify every detail filled in the application. 

After submitting the online application form, the candidate should take a printout of the 

system generated Bank challan. No Change/Edit will be allowed after submitting the 

Application Form. The application fee is non-refundable. 

10. CONDITIONS WHICH MAY RENDER A CANDIDATE INELIGIBLE 

10.1 The following conditions, among others, may render the candidates ineligible: 

a) Insufficient fee. 

b) Application fee deposited by means other than a Bank Challan through any branch of 

State Bank of India. 

c) Late receipt of print out of Online Application Form. 

d) Wrong/incomplete information given in the application form. 

e) Candidates debarred by the PPSC/other Public Service Commissions. 

f) Non-fulfillment of any of the eligibility conditions, including those of age and 

educational qualifications. 

10.2 Only Scheduled Castes, Backward Classes, Ex-Servicemen/ LDESM, Persons with 

Disability, Freedom Fighter, Sports Persons & EWS of Punjab domicile are eligible for the 

benefit of reservation. 

10.3 A candidate should indicate the specific category for which he/she wants to be 

considered and category once opted cannot be changed under any circumstances. A 

candidate will be eligible to get the benefits of community reservation in case the 

particular caste to which the candidates belong is included in the list of reservation 

communities issued by the Punjab Government. If a candidate indicates in his/her 

application form that he/she belongs to a particular category but subsequently writes 
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to the commission to change his/her category, such request shall not be entertained by 

the Commission and shall be filed without any intimation. 

10.4 SC/ST Candidates belonging to other States are required to fill their Post Category as 

General Category (Code 71). They are entitled only to fee concession but not entitled 

to avail reservation/age relaxation. 

10.5 Ex-servicemen/Lineal Descendent of Ex-servicemen (LDESM)/ Grandchildren of 

Gallantry Award Winners who have domicile of Punjab are eligible for reservation 

under the Ex-Servicemen category. LDESM/Grandchildren of Gallantry Award 

Winners shall be considered against the vacancies for Ex-servicemen ONLY if no Ex-

servicemen are available. In case sufficient numbers of Ex-servicemen are available, 

then LDESM shall be treated in his/her basic category.  

11. SELECTION OF CATEGORIES 

Candidates should select their categories carefully, because candidates belonging to 

categories other than category 71 (General), are entitled to fee concession/exemption, age 

relaxation and job reservation. The category once selected by a candidate will not be 

changed under any circumstances. Candidates shall submit certificates issued by the 

Competent Authority in support of their claim to a particular category (as mentioned in the 

application form) at the time of scrutiny of documents. 

11.1 CATEGORIES AND CATEGORY CODE 

  Code No. Category Name 

71  General Category 

72  ESM, Punjab 

73  LDESM, Punjab 

74  Freedom Fighter, Punjab 

75  Sports Person, Punjab 

76  Persons with Disability, Punjab: 

    A: Blind and Low Vision                    

    B : Deaf and Hard of Hearing          

  C: Locomotive Disability               

  D: Intellectual Disability                 

77  SC Others, Punjab 

78  SC Others ESM, Punjab 

79  SC Others LDESM, Punjab 

80  SC Others Sports Person, Punjab 

81  Balmiki/ Mazhbi Sikh, Punjab 

82  Balmiki/ Mazhbi Sikh ESM, Punjab 

83  Balmiki/ Mazhbi Sikh LDESM, Punjab 

84  Bairiki/ Mazhbi Sikh Sports Person, Punjab 

85  BC, Punjab 

86  BC ESM, Punjab  

87  BC LDESM, Punjab 

92  General Economically Weaker Sections, Punjab. 

11.2 CODE FOR AGE RELAXATION (IF CLAIMED) 
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Code No Category Name 

91 

 

State Government/Central Government Employees. 

92 
SC Punjab only 

93 
Balmiki/Mazhbi Sikh Punjab Only 

94 
Widows & certain other categories of women of Punjab. 

95 
B.C., Punjab Only 

96 
ESM, Punjab Only 

97 
Persons with Disability, Punjab Only 

98 SC Punjab only+ State Government/Central Government Employees. 

99 SC Punjab only + ESM, Punjab. 

100 SC Punjab only + Persons with Disability, Punjab. 

101 Balmiki/Mazhbi Sikh Punjab only+ State Government/Central Government  

Employees. 

102 Balmiki/Mazhbi Sikh Punjab only + ESM, Punjab. 

103 Balmiki/Mazhbi Sikh Punjab only + Persons with Disability, Punjab. 

104 B.C., Punjab. + State Government/Central Government Employees. 

105  B.C., Punjab. + ESM, Punjab 

106 B.C., Punjab. + Persons with Disability, Punjab. 

 

Note 1:- SC/ST Candidates belonging to other States are required to fill their Post 

Category as General Category (Code 71). They are entitled only to fee concession 

but not entitled to avail reservation/age relaxation.  

   Note 2:- Only Resident of Punjab Ex-servicemen/Lineal Descendent of Ex-Servicemen 

(LDESM) are eligible for reservation under the Ex-servicemen category. 

LDESM shall be considered against the vacancies for Ex-servicemen only if no 

Ex-servicemen are available.  In case sufficient numbers of Ex-servicemen are 

available, then LDESM shall be treated as General Category candidates. 

Note 3:- Only those persons with "Benchmark disabilities" would be eligible for 

reservation. "Benchmark disability" means a person with not less than 40% of a 

specified disability where specified disability has not been defined in measurable 

terms and includes the persons with disability, where disability has been defined 

in a measurable term, as certified by the certifying authority.   

Note 4:- A candidate should indicate the specific category for which he/she wants to be 

considered and category once opted cannot be changed under any circumstances. 

A candidate will be eligible to get the benefits of community reservation in case 

the particular caste to which the candidates belong is included in the list of 

reservation communities issued by the Punjab Government. If a candidate 

indicates in his/her application form that he/she belongs to a particular category 

but subsequently writes to the commission to change his/her category, such 

request shall not be entertained by the Commission and shall be filed without any 

intimation. 
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12. DEFINITIONS OF CATEGORIES 

12.1 EX-SERVICEMEN (PUNJAB) 

12.1.1 As per the Punjab Recruitment of Ex-Servicemen Rules, 1982, "Ex-serviceman" 

means a person who has served in any rank, whether as a combatant or a non 

combatant, in the Naval, Military and Air Forces of the Union of India (here-in-after 

referred to as the Armed forces of the Union of India), and who has: 

a. retired or released from such service at his or her own request after earning his or her 

pension; or 

b. has been released from such service on medical grounds attributable to military 

service or circumstances beyond his control and awarded medical or other disability 

pension; or 

c. been released otherwise than on his own request from such service as a result of 

reduction in establishment; or 

d. been released from such service after completing the specific period of engagement 

otherwise than at his own request or by way of dismissal or discharge on account of 

misconduct or inefficiency, and has been given a gratuity;   

But does not include a person who has served in the Defence Security Corps, the 

General Reserve Engineering Force, the Lok Sahayak Sena and the Para Military 

Forces, but includes personnel of the Lok Sahayak Sena of the following categories, 

namely: - 

i. pension holders for continuous embodied service. 

ii. persons with disability attributable to military service; and 

iii. gallantry award winners. 

Explanation: The persons serving in the Armed Forces of the Union, who on retirement from 

service would come under the category of 'Ex-servicemen' may be permitted to apply for 

re-employment one year before the completion of specified terms of engagement and 

avail themselves of all concessions available to Ex-servicemen but shall not be permitted 

to leave the uniform until they complete the specified terms of engagement in the Armed 

Forces of the Union. 

12.1.2 As per Punjab Government letter No.15/25/2001-4DW/1591 dated 21/5/2002, an 

Ex-serviceman is allowed the benefit of reservation for the second time and even 

thereafter in subsequent recruitment in accordance with the provisions of these 

Rules. 

12.1.3 Provided that where an Ex-serviceman is not available for recruitment against a 

reserved category, such a vacancy shall be reserved to be filled in by recruitment of 

either the wife or one descendent child of an Ex-serviceman. 

12.1.4 Provided further that the wife or the Lineal Descendent child of the Ex-serviceman 

shall be recruited against the reserved vacancy subject to the conditions that: 

a) he or she possesses the prescribed qualifications and is within the prescribed age 

limit, 

b) he or she is not already in service; 

c) he or she will be eligible to avail the benefit only once in life. 
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Provided further that one grandchild of the Gallantry Award Winner shall be 

recruited against the reserved vacancy, in case the benefit or reservation has not been 

availed of by any of the children or dependents of such winner or by the winner 

himself subject to the conditions specified in the second proviso. 

Explanation: For the purpose of this proviso Gallantry Award Winner includes the winner of the 

Paramvir Chakra, the Mahavir Chakra, the Vir Chakra, the Sena or Nao Sena or 

Vayu Sena Medal and Mention-in-Despatches. 

12.1.5 As per Punjab Government notification No. GSR9/Const./Art. 309, 234 and 

318/Amd(5)/2003 dated 06/11/2002 and letter No. 1/28/92-3ET/2841 dated 

14/41/2003;  

a) ―Lineal Descendent‖ means sons/daughters (married/un-married/ widowed/legally 

divorced) of the re-employed/ unemployed Ex-Serviceman. 

b) ―Wife‖ shall include the widow of an Ex-serviceman, provided she has not re-

married up to the date of the issue of the appointment letter.‖ 

c) In any case, including the case where the Ex-Serviceman has died, his sons/daughters 

shall be treated as ―Lineal descendent‖ only if a certificate to this effect has been 

issued by the authority appointed by the Government. 

12.1.6 Ex-servicemen should be of Punjab domicile and they should submit a Punjab 

Resident Certificate from the competent authority, failing which would result in of 

their candidature would be cancelled. 

Definition of War Hero 
(i) ―War hero‖ means a defence services personnel or a para-military forces personnel, 

who is a bona fide resident of Punjab State and has been killed or discharged from 

service on account of disability suffered by him on or after 1st January, 1999, while 

fighting in a war declared so by Government of India, in operations in Kargil or any 

other sector in J & K in the ongoing conflict with Pakistan or in any other operations 

which may be notified by the State Government to have been undertaken for 

preserving the unity  and integrity of the Country ; or  

(ii) A defence services personnel or a para-military forces personnel who was a bona fide 

resident of Punjab State and was posthumously decorated with Parmvir Chakra, 

Mahavir Chakra or Vir Chakra: provided that,-   

(a) In exceptional instances, the cases of such War Heroes may also be covered, with 

the prior approval of the Department of Personnel who though not bona fide 

residents of Punjab State are yet closely connected to the State of Punjab; 

(b) In the case of War Heroes, falling in the category (ii) above, the benefits to be 

given by the State Government will be restricted only to first generation dependent 

member/next of the kin.  

Note.-   The Government reserves the right to include any other category of Awardees for 

the purpose of providing employment to the category of War Heroes, as may be 

notified. 
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12.2 SON/DAUGHTER/GRAND SON/GRAND DAUGHTER OF FREEDOM 

FIGHTERS (PUNJAB) 

i) Candidates claiming to be son/daughter/grandson/granddaughter of Freedom Fighters 

are required to submit a certificate issued by the competent authority (i.e., Deputy 

Commissioner of the district concerned) as per Punjab Government Instructions No. 

9(13)-3PII-84/5822 dated 4/4/1985, No. 7(135)-8P-II-83/10120 dated 19/6/1991 and 

No. 4-13-8PII-97/10112 dated 22/8/1997. 

ii) Only those Freedom Fighters and their son/daughter/grand-son/grand-daughter are 

eligible for consideration for reservation under this category who: 

a) belong to the State of Punjab; and 

b) have either been granted a Freedom Fighter pension by the Punjab Government or 

have been awarded Tamra Patra by the Government of India; or 

c) are otherwise eligible for the grant of Freedom Fighter pension and Tamra Patra 

but for any reason whatsoever did not apply for Freedom Fighter pension and Tamra 

Patra but can obtain Freedom Fighter certificate or son/daughter/grand-son/grand-

daughter of Freedom Fighter certificate from the General Administration (Political 

wing) of the Punjab Government. 

12.3 SPORTS PERSON (PUNJAB) 

13.3.1 A candidate can claim reservation under the Sports Person category only if: 

a) He/ She belongs to the State of Punjab; and 

b) that he/ She has won Gold, Silver or Bronze Medal in Senior National Championship 

or National Games in team or individual events while representing the State of 

Punjab in such sports events as have been conducted by such respective National 

Sports federations as are affiliated or recognized to the Indian Olympic Association; 

                                   OR 

c) He/ She has won first, second or third position in team or individual events and/or 

he/she has won Gold or Silver or Bronze Medal, at International Sports meets, 

conducted by Sports Federation affiliated or recognized by the International Olympic 

Committee or by the International Olympic Committee itself. 

13.3.2 If candidate belongs to Sports Person, Punjab Category, an attested copy of 

Gradation Certificate strictly in accordance with the Punjab Sportsman Rules, 1988 

amended as per Government of Punjab, Department of Personnel (Personnel 

Policies-I Branch) Notification No. GSR 40/Const./Art.309/Amd.(2)/2020 dated 

20/07/2020 (Annexure VII) issued by the competent authority should be attached 

with the application form. 

13.3.3 Director Sports, Punjab is the competent authority to issue Sports Gradation 

Certificate and any other Sports Certificate issued by any other authority will not be 

accepted a valid Certificate for claim of reservation under the Sports Person, Punjab 

Category. 
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13.3.4 Applicants claiming reservation under Sports Person, Punjab Category must submit 

Punjab Resident Certificate from the competent authority, failing which would result 

in cancellation of their candidature.  

13.4 WIDOWS AND CERTAIN OTHER CATEGORIES OF WOMEN 

The definitions as per Government Instructions issued vide letter No. 1/50/83-5PP 

(1368)/3454 dated 23-4-1984 as amended from time to time the widows and certain other 

categories of women for reservation in employment is as under: 

(a) Widows; 

(b) Women who are legally separated from their husbands or have been divorced; 

(c) Women whose husbands have been ordered by Civil or Criminal Courts to pay 

maintenance to them; 

(d) Women whose husbands have remarried; and 

(e) Wives of serving military personnel or those who are disabled while in military 

service. 

13.5 PERSONS WITH DISABILITIES, (PUNJAB) 
 

Only those persons with "Benchmark disabilities" would be eligible for reservation. 

According to Section 2 (r) of The Rights of Person with Disabilities Act, 2016, 

"Person with Benchmark disability" means a person with not less than 40% of a 

specified disability where specified disability has not been defined in measurable terms 

and includes the persons with disability, where disability has been defined in a 

measurable term, as certified by the certifying authority.    

As per the Instructions of Government of Punjab, Department of Social Security and 

Women and Child Development issued vide letter No. 1/1/2017-3DC/1588894/1 dated 03-

10-2019, the reservation for disabled persons under Section 34 of the Right of Persons with 

Disabilities Act, 2016 is as under:- 

Sr. No Type of Disability 

 

Percentage 

1 Blindness and Low – Vision;               1% 

2 Deaf and Hard of hearing;         1% 

  3 Locomotor Disability (including Cerebral palsy, Leprosy   

cured, Dwarfism, Acid attack victims and Muscular dystrophy); 

1% 

4 Intellectual disability (including Autism and Specific learning 

disability),  and Mental illness;  

                                  OR 

Multiple disabilities specified in Serial No. 1 to 4 above,           

including deaf blindness. 

1% 

 

For definition of the above-mentioned categories, please refer the Schedule appended 

to the Right of Persons with Disabilities Act, 2016 attached as Annexure-II. 

A person who wants to avail benefit of reservation will have to submit a "Disability 

Certificate" issued by a Competent Authority as per Government of India guidelines. The 

certificate should be dated on or before last date of registration of application.     
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a) For persons with disability (with 40% or more disability), compensatory time of 20 

minutes per hours is allowed. The candidate who applies as PWD must carry the 

ORIGINAL DISABILITY CERTIFICATE on the day of examination. 

b) Persons with disabilities (with 40% or more disability) who apply for scribe in a 

prescribed format attached as Annexure-III, compensatory time of 20 minutes per 

hours is allowed. The candidate who applies as PwD must carry the ORIGINAL 

DISABILITY CERTIFICATE on the day of examination. 

c) The facility of Scribe would be allowed to any person with benchmark disability as 

defined under section 2(r) of the RPwD Act, 2016 and has limitation in writing 

including that of speed, if so desired by him/her. 

In case of person with benchmark disabilities in the category of blindness, locomotor 

disability (both arm affected BA) and cerebral palsy, the facility of scribe shall be 

given, if so desired by the person. 

In case of other category of persons with benchmark disabilities, the provision 

of scribe can be allowed on production of a certificate to the effect that the 

person concerned has physical limitation to write and a scribe is essential to 

write examination on his behalf, from the Chief Medical Officer/Civil 

Surgeon/Medical Superintendent of a Government health care institution as per 

proforma at Annexure- IV. 

d) Punjab Public Service Commission has framed a panel of scribes having 

qualification matriculation & above. The eligible candidates may request the PPSC 

for scribe, if needed alongwith submission of hardcopies of Disability Certificate and 

request for scribe by hand or via email: supdt.exam@ppsc.gov.in by 29/07/2022 in 

the office of PPSC. On receipt of request from the candidates, the candidate will be 

allotted scribe by PPSC, and he/she will be allowed to meet the scribe 02 days before 

the examination. However, if the candidate wants to bring his/her own scribe, the 

qualification of scribe should be one step below the minimum prescribed 

qualification for the post. The candidate opting for his/her own scribe should submit 

an affidavit annexed as Annexure-V.  

Persons with disabilities must submit the hardcopies of Disability Certificate and 

request for scribe, if any and other eligibility documents at the reception counter of 

PPSC by hand or via email: supdt.exam@ppsc.gov.in by 29/07/2022. 

Note : Only those persons with "benchmark disabilities" would be eligible for reservation. 

13.6 SCHEDULED CASTES, (PUNJAB)/ SCHEDULED TRIBES 
 

The competent authorities for issuing Scheduled Castes/Scheduled Tribes certificates are: 

(a) District Magistrate/Additional District Magistrate/ Collector/Deputy Commissioner/ 

Additional Deputy Commissioner/ Deputy Collector/ Ist Class Stipen Dairy 

Magistrate/ City Magistrate/ Sub Divisional Magistrate/ Taluka Magistrate/ 

Executive Magistrate/Extra Assistant Commissioner (Not below the rank of Ist Class 

Stipen Dairy Magistrate); 

(b) Chief Presidency Magistrate/Additional Chief Presidency Magistrate/ Presidency 

Magistrate; 
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(c) Revenue Officer not below the rank of Tehsildar; 

(d) Sub Divisional Officer (C) of the area where the candidate and or his family formally 

resides; 

(e) Administrator/Secretary to Administrator/Development Officer Lakshadweep 

Islands; 

(f) As per para-3 of Punjab Government Instructions No. 1/8/2007-RC-1/815, dated 

10
th

July, 2008, Head of Department or Head of Offices are competent to issue 

Scheduled Castes Certificates to those applicants whose parents are serving or 

residing in Chandigarh/Mohali on the basis of their parents service record. 

 

13.7 BACKWARD CLASSES (PUNJAB) 
 

13.7.1 The candidates desiring to be considered for the Backward Classes category are 

required to submit a certificate as per Punjab Government letter No.1/41/93-RC-

I/459 dated 17/1/1994, No. 1/41/93-RC-1/1597, dated 17-8-2041, No.1/41/93 – RC-

I/209, dated 24/2/2009 and No.1/41/93-RC-I/609 dated 24/10/2013 in the Section of 

prescribed proforma. 

13.7.2 The BC Certificate in proforma other than the prescribed proforma will not be 

accepted. The candidates belonging to Backward Classes are required to attach a 

declaration (as per Annexure-VI) along with Backward Class certificate that no 

change occurred in their status and they do not fall in the section of creamy-layer as 

per Government letter No. 10/9/2009-RCI/62 Dated 08/1/2010.  

13.7.3 The Competent Authorities to issue the necessary certificate are: 

a) Deputy Commissioner 

b) Additional Deputy Commissioner 

c) Sub-Divisional Magistrate 

d) Executive Magistrate (PCS Officers only) 

e) Tehsildar 

13.8 ECONOMICALLY WEAKER SECTIONS (EWS)  
 

13.8.1 Residents of Punjab belonging to Economically Weaker Sections (whose family 

income is less than Rs. 8.00 lacs per annum) who are not covered under the existing 

scheme of reservation for Scheduled Castes and Backward Classes. 

13.8.2 The reservation will be provided in respect of all Direct Recruitment vacancies in all 

the Departments/ Boards/Corporations/ Local Bodies of the State of Punjab.  

13.8.3 "Family" for this purpose will include the person who seeks benefit of reservation, 

his/her parents, siblings below the age of 18 years, as also his/her spouse and 

children below the age of 18 years. 

13.8.4 "Income" will include all sources for the financial year prior to the year of 

application. Further, a person will be excluded whose family owns/possesses any of 

the following assets: - 

a) 5 acres of Agricultural Land and above; 

b) Residential flat of 1000 sq.ft. and above; 
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c) Residential plot of 100 sq. yards and above in notified municipalities/nagar 

panchayats; 

d) Residential plot of 200 sq. yards and above in other than the notified 

municipalities/nagar panchayats. 

NOTE- Recruitment of EWS category will be governed as per the notification of 

Government of Punjab issued vide letter No 1/3/2019-RCI/196 dated 18/03/2021. 

 

Note: (1)  For any General query, candidates may contact the Commission's Office on 

telephone number 0175-5014825, 501482, 5014831 & 5014843 or by sending 

email at ppscrecruitment2022@gmail.com with subject as “GENERAL QUERY 

REGARDING THE POST OF ACCOUNTS OFFICER (GROUP-B)”  

Note: (2)  For any Technical query, regarding form submission, fee issue etc. candidates 

may contact the Commission's Office on telephone number 0175-5014811, 

5014822 or by sending email with subject as “TECHNICAL QUERY 

REGARDING THE POST OF ACCOUNTS OFFICER (GROUP-B)” to 

enquiry@ppsc.gov.in and technicalhelp.ppsc@gmail.com 

Note: (3) Candidates are advised in their own interest to apply using Online Application 

Form much before the closing date and not to wait till the last date to avoid 

congestion on the web server on account of heavy load on Internet/Website. 

Note: (4)  Candidates are advised to go through the 'General Information for the 

candidates' and 'Instructions for filling Online Application Form' carefully 

before filling up Online Application Form. The Commission will not be 

responsible for any consequence arising out of incorrect filling up of 

Application. 

 

              

 

 

Dated : 07/06/2022 

Sd/- 

Secretary (Examinations) 

Punjab Public Service Commission 

Patiala 



 

General Information regarding the 08 posts of Accounts Officer in the year of 2022 

 

19 

ANNEXURE (I) – Reservation of Posts for Women 
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ANNEXURE (II)- The Schedule for Specified Disability 

 

THE SCHEDULE  

[See clause (zc) of section 2]  

SPECIFIED DISABILITY 

 
1. Physical disability. —  

A.  Locomotor disability (a person's inability to execute distinctive activities 

associated with movement of self and objects resulting from affliction of musculoskeletal 

or nervous system or both), including—  

(a)  "leprosy cured person" means a person who has been cured of leprosy but is 

suffering from—  

(i) loss of sensation in hands or feet as well as loss of sensation and paresis in the 

eye and eye-lid but with no manifest deformity;  

(ii) manifest deformity and paresis but having sufficient mobility in their hands 

and feet to enable them to engage in normal economic activity;  

(iii) extreme physical deformity as well as advanced age which prevents him/her 

from undertaking any gainful occupation, and the expression "leprosy cured" shall 

construed accordingly; 

 (b) "cerebral palsy" means a test of non-progressive neurological condition 

affecting body movements and muscle coordination, caused by damage to one or more 

specific areas of the brain, usually occurring before, during or shortly after birth;  

(c) "dwarfism" means a medical or genetic condition resulting in an adult height of 

4 feet 10 inches (147 centimeters) or less;  

(d) "muscular dystrophy" means a group of hereditary genetic muscle disease that 

weakens the muscles that move the human body and persons with multiple dystrophy 

have incorrect and missing information in their genes, which prevents them from making 

the proteins they need for healthy muscles. It is characterised by progressive skeletal 

muscle weakness, defects in muscle proteins, and the death of muscle cells and tissue;  

(e)  "acid attack victims" means a person disfigured due to violent assaults by 

throwing of acid or similar corrosive substance.  

B. Visual impairment—  

(a)   "blindness" means a condition where a person has any of the following 

conditions, after best correction—  

(i) total absence of sight; or  

(ii) visual acuity less than 3/60 or less than 10/200 (Snellen) in the better eye with 

best possible correction; or  

(iii) limitation of the field of vision subtending an angle of less than 10 degree.  

(b) "low-vision" means a condition where a person has any of the following 

conditions, namely:—  

(i) visual acuity not exceeding 6/18 or less than 20/60 upto 3/60 or upto 10/200 

(Snellen) in the better eye with best possible corrections; or 

 (ii)  limitation of the field of vision subtending an angle of less than 40 degree 

up to 10 degree.  

C. Hearing impairment —  

(a)  "deaf" means persons having 70 DB hearing loss in speech frequencies in 

both ears;  

(b)  "hard of hearing" means person having 60 DB to 70 DB hearing loss in 

speech frequencies in both ears;  

D.  "speech and language disability" means a permanent disability arising out 

of conditions such as laryngectomy or aphasia affecting one or more 

components of speech and language due to organic or neurological causes.  

2.       Intellectual disability, a condition characterised by significant limitation both in 

intellectual functioning (reasoning, learning, problem solving) and in adaptive 

behaviour which covers a range of every day, social and practical skills, 

including—  

(a)  "specific learning disabilities" means a heterogeneous group of conditions 

wherein there is a deficit in processing language, spoken or written, that may 
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manifest itself as a difficulty to comprehend, speak, read, write, spell, or to do 

mathematical calculations and includes such conditions as perceptual disabilities, 

dyslexia, dysgraphia, dyscalculia, dyspraxia and developmental aphasia;  

(b) "autism spectrum disorder" means a neuro-developmental condition typically 

appearing in the first three years of life that significantly affects a person's ability 

to communicate, understand relationships and relate to others, and is frequently 

associated with unusual or stereotypical rituals or behaviours.  

3.  Mental behaviour,—  

"mental illness" means a substantial disorder of thinking, mood, perception, 

orientation or memory that grossly impairs judgment, behaviour, capacity to 

recognise reality or ability to meet the ordinary demands of life, but does not 

include retardation which is a condition of arrested or incomplete development of 

mind of a person, specially characterised by subnormality of intelligence.  

4.  Disability caused due to—  

(a)  chronic neurological conditions, such as—  

(i) "multiple sclerosis" means an inflammatory, nervous system disease in 

which the myelin sheaths around the axons of nerve cells of the brain and spinal 

cord are damaged, leading to demyelination and affecting the ability of nerve cells 

in the brain and spinal cord to communicate with each other;  

(ii) "parkinson's disease" means a progressive disease of the nervous system 

marked by tremor, muscular rigidity, and slow, imprecise movement, chiefly 

affecting middle-aged and elderly people associated with degeneration of the basal 

ganglia of the brain and a deficiency of the neurotransmitter dopamine.  

(b) Blood disorder—  

(i)  "haemophilia" means an inheritable disease, usually affecting only 

male but transmitted by women to their male children, characterised by loss or 

impairment of the normal clotting ability of blood so that a minor would may 

result in fatal bleeding; 

 (ii) "thalassemia" means a group of inherited disorders characterised by 

reduced or absent amounts of haemoglobin.  

(iii) "sickle cell disease" means a hemolytic disorder characterised by 

chronic anemia, painful events, and various complications due to associated tissue 

and organ damage; "hemolytic" refers to the destruction of the cell membrane of 

red blood cells resulting in the release of hemoglobin.  

5.  Multiple Disabilities (more than one of the above specified disabilities) 

including deaf blindness which means a condition in which a person may have 

combination of hearing and visual impairments causing severe communication, 

developmental, and educational problems.  

6. Any other category as may be notified by the Central Government. 

 

DR. G. NARAYANA RAJU,  

Secretary to the Government of India. 
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ANNEXURE (III)- Performa For Scribe 

 

PUNJAB PUBLIC SERVICE COMMISSION, PATIALA 

 

Recruitment of ................ Post/Posts of ...................................................................... in the 

department of ..............................., Government of Punjab. 

 

SCRIBE 

 

Valid for  

 

Examination Centre Name:  

 

 

 

Name:                                                                                 Photo 

 

 

Scribe for Roll No: ............. 

 

                     The above-mentioned scribe has been allowed by Punjab Public 

Service Commission Patiala for the Candidate ................................& bearing Roll 

No....... 

 

 

 

                                                                          Superintendent                    

                                                                          (Examinations)    
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ANNEXURE (IV) - Certificate regarding Physical limitation in an 

examinee to write 

 

 

This   is   to   certify   that, I   have   examined Mr/Ms/Mrs 

____________________________ (name of the candidates with 

disability), a person with ____________________ (nature and 

percentage of disability as mentioned in the certificate of 

disability), S/o/D/o __________________ a resident of 

________________________________ (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 and 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). 
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ANNEXURE (V)- Affidavit by Candidate for Scribe 

 

AFFIDAVIT 

I _____________________________a candidate with ___________ 

(name of the disability) appearing for the ____________________________ 

(name of the examination) bearing Roll. No. __________ 

at_________________________ (name of the centre) in the district 

_______________________________ (name of the State). My qualification 

is____________________________________. 

I do hereby state that _______________________ (name of the 

scribe) will provide the service of scribe for the undersigned for taking the 

aforesaid examination. 

I do hereby undertake that his qualification is_______________ In   

case, subsequently it is found that his/her qualification is not as declared by 

the undersigned and is beyond my qualification. I shall forfeit my right to 

the post and claims relating thereto. 

 

 

 

 

 

 

 

 (Signature of Scribe)      (Signature of the candidate with Disability) 

 

Place: 

Date: 

 
 
 
  

 

 

Photograph of the     

Candidate 

 

 

Photograph of the     

Scribe 
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ANNEXURE (VI)- Self Declaration From BC Candidates 

 

Gosh$dkyb/ ;w/A bJ/ ikDtkb/ gZSVh ;q/Dh Bkb ;pzXs ftnesh s'A bJ/ ikD tkb/ ;t? 
x';aDk gZso dk gockowk 

 
1H w?A…………………............…g[Zso$g[Zsoh ;qh.............……………tk;h…………....……… 

fgzv $e;pk$;afjo…........…………fiabQk…….......………x';aDk eodk$eodh jK fe 

w?A…………………… iksh Bkb ;pzX oZydk$oZydh jK s/ fJj iksh gzikp ;oeko tZb'A gZso 

BzL……......………fwsh………………okjhA gZSVh ;qa/Dh eoko fdZsh rJh j?.  

2H w?A fJj th x';aDk eodk jK fe w?A gzikp ;oeko tZb'A ikoh jdkfJsK BzL1$41$ 

93^o;1$459,fwsh 17^01^1994,fi; B{z pknd ftZu gZso fwsh 1$41$93^o;1$1597fwsh 

17^08^2041 Bzpo 4$41$93^o;1$209,fwsh 4^02^2009 ns/ gZso BzL1$41$93^o;1$609 fwsh 

24^10^2013 Bkb ;'fXnk frnk j?, dh nB[;{fus ftZu doi ekbw 3 d/ nXhB BjhA nkT[Adk. 

 
       
                   x';aBkeosk 
 
;EkBL 
fwsh L 
 
t?ohfce/;aB L^ 
 
  w?A fJE/ fJj x';aDk eodk jK fe T[go'es fdZsh rJh ikDekoh w/oh ;wM nB[;ko 

;jhtk do[;s j? ns/ fJ; ftZu e[ZM th S[gkfJnk BjhA frnk j?. w?A fJBQK sZEK s'A ikD{ jK fe i/eo 

w/oh e'Jh th fdZsh ;{uBK rbs fBebdh j? sK w?A ekB{zB ftZu doi ;iak dk$dh jZedko j'tKrk$j'tKrh 

ns/ gqkoEh B{z fJ; ;{uBK d/ nkXko s/ fdZs/ rJ/ bkG tkfg; b? bJ/ ikDr/.  

 

 
                  x';aBkeosk 
;EkBL 

fwsh L 
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ANNEXURE (VII)- Sportsperson Rules 
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ANNEXURE (VIII)- Syllabus 

 

PART A 

 

1. Economics 

 
Macroeconomics, Understanding of the macroeconomic data, National income accounts. 

Monetary Policy: Objectives and Techniques of Monetary Management. Monetary system, 

Money: Functions and measurement, Demand and Supply of Money supply. 

Fiscal Policy: Objectives and techniques of fiscal policy of India, i.e., (1) Taxation Policy, (2) 

Public Expenditure Policy, (3) Public Debt Policy, and (4) Deficit Financing Policy. 

Inflation: Types, causes, effects and related social costs, Wage and price determination, 

Equilibrium in labour market. 

 

2. Fundamentals of Accounting 

 
Accounting Basics, Generally Accepted Accounting Principles, Accounting Concepts and 

Conventions, Capital & Revenue Transactions, Accounting Process through double entry 

system of book keeping, Accrual versus cash accounting systems. The Journal and source 

documents, Ledger, Journalizing Transactions, Posting Information to Ledger Accounts, Trade 

Debtors and Creditors, Accounting for Expenses and Revenues, Trial Balance, Trial balance 

adjustment entries, Bank Reconciliation Statement, Rectification of Errors, Inventories, 

Methods of Inventory Valuation, Concept and Accounting for Depreciation, Preparation of 

Final Accounts of different business entities, Self-Balancing Ledgers, Hire Purchase & 

Instalment System, Branch & Departmental Accounts, Bills of exchange, Insurance Claim 

(Loss of Stock and Loss of Profit). 

Preparation of Final Accounts of Profit Oriented organizations, Non-Profit Organizations and 

from Incomplete Records. 

Budgeting and Budgetary Controls. 

 

Computerised Accounting: Relevant Software, Operating System and Processes. 

 

Accounting Standards 1 to Accounting Standard 32. 

 
3. Cost and Management Accounting 

 
Definition, Scope, objectives and significance of cost accounting, its relationship with financial 

accounting and management accounting. Cost Objects, Cost centres and Cost Units, Elements 

of cost, Classification of costs, Applications of Cost and Management Accounting. Ratio 

Analysis: Types of Ratios, Applications in Managerial Decisions, Cash and Funds Flow 

Statement. 

ELEMENTS OF COST: Material Costs, Direct Expenses & Overheads. 
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METHODS OF COSTING: (a) Job Costing (b) Batch Costing (c) Contract Costing (d) 

Process Costing – Normal and abnormal losses, equivalent production, Joint and by Products. 

(e) Operating Costing or Service Costing – Transport, Hotel and Hospitals. 

 

COST MANAGEMENT TOOLS AND TECHNIQUES: Marginal Costing- Differential 

costing-CVP Analysis – Profit Volume Graphs – Contribution Approach Decisions involving 

alternative choices – Optimum utilization of resources – Make or Buy – Evaluation of Orders– 

Multiple scarce resource problems- Product sales pricing etc. Pricing Decisions and Strategies – 

New Product Pricing, Use of Costs in Pricing, Sensitivity Analysis in Pricing Decisions; 

Monopoly Pricing vs. Competitive Pricing; Costing of Service Sector. Relevant Cost Analysis: 

Relevant Cost, Irrelevant Costs - Sunk or Historical Cost, Committed Cost, Absorbed Cost, 

Situations where Fixed Costs become relevant for decision – making and its related 

implications. 

 

Standard Costing & Variance Analysis (i) Concept of standard cost and standard costing (ii) 

Advantages and limitations (iii) Computation of variances. 

 

4. Laws & Compliances 

 
The Indian Contract Act 1872 

Contract of indemnity and 

Guarantee Bailment and pledge 

Agency 

The Negotiable Instrument Act 1882 

Sale of Goods Act 1930 

The Employees’ Provident Funds and Miscellaneous Provisions Act, 1952 

Employees' State Insurance Act 1948 

The Competition Act, 2002 and its role in Corporate 

Governance Foreign Exchange Management Act, 1999 

The Arbitration and Conciliation Act 1996 

The Prevention of Money Laundering Act 

2002 Foreign Contribution Regulation Act 

2010 

The Insolvency and Bankruptcy Code 2016 

The Prohibition of Benami Property Transactions Act 1988 

The Information Technology Act, 2000 and amendments in 2008 

 

 

 

5. Business Statistics and its Applications 

 
Introduction to Business Statistics, meaning, nature, scope and significance. Mean, Median and 

Mode: Significance and Its Applications. Descriptive statistics, measures of central tendency, 

measures of variations, measures of skewness and kurtosis. Moments and their applications in 

financial statistics, Probability Theory, Probability Distributions Discrete and Continuous. 

Binomial, Poisson, and Normal probability distributions. 

Null and Alternate Hypotheses; One-tailed and two-tailed Tests; Parametric and Non-

Parametric Tests for one sample, two samples and more than two samples and for measures and 
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their differences of central tendency, variation and association, Run Test for testing 

randomness. 

One-Way Analysis of Variance, Two-Way Analysis of Variance – Randomized Block Design 

and Factorial Design; Correlation and Regression Analysis; Index Numbers for understanding 

Price behaviour and market behaviour. Time Series Analysis 

 

6. Financial Management: 

Nature,Scope and Objectives of Financial Management; Time Value of Money; Return, Risk & 

Cost of Capital. Wealth Maximisation VS. Profit Maximisation. Functions of a Finance 

Manager in a Profit and non-Profit Organisations etc. 

Assessment of working capital and its effective management. Working Capital needs and 

Estimation; Cash Management; Inventory Management; Receivables Management; Current 

Assets Financing. 

Investment decisions, Financial planning and Control of a project organisation, estimation of 

project cash flows, cost analysis of a project, evaluation of a project using DCF and Non DCF 

Techniques, Rationing of the capital, Social Cost-benefit analysis. Long term investment 

decision; Capital Budgeting; principles and process and techniques: Accounting Rate of Return, 

Pay Back Period, NPV, IRR & profitability index methods; Project Evaluation: independent, 

replacement and mutually exclusive projects, Capital Budgeting under constraints. 

 

Assessment of risky proposals for making investments: 

 
Risk analysis in capital budgeting, Types of risk and project appraisal, Certainty equivalent and 

risk adjusted discount rate approaches. Investment decisions under uncertainties, effect of rise of 

inflation on capital budgeting decisions. Sensitivity Analysis,decision tree analysis, standard 

deviation in capital budgeting. 

Sources of Long-term Finance: Debt vs Equity capital; Concept of Operating, financial and 

combined leverage; Capital Structure theories, NI approach, NOI approach and MM approach. 

 

Instruments of financial markets 

 
Money market instruments like, Call money, Treasury Bills, Commercial bills, Commercial 

papers, Certificate of deposits, Government securities and bonds and its investment procedures, 

Valuation of bonds, Price yield relationship, Promissory notes, Repo and reverse repo rate and 

its effect on fixed income product. 

Basics of Fixed Income Securities or bonds, bond market, instruments in bond market, 

participants in bond market, regulators of bond market and their role in controlling bond 

market, mechanism of issuing government securities by RBI and Monetary Policy and 

its impact on the bond market 

 

Understanding valuation and pricing of a bond, yield-to-maturity, dynamics of bonds in terms 

of relations between bond price, maturity, coupon and YTM. The Yield Curve and Term 
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Structure of interest rates – their theories; different shapes of the yield curve and economics 

conditions and their impact on bond prices. 

Bond Portfolio construction, setting portfolio objectives, interpreting portfolio parameters, Passive 

Portfolio management strategies, ladder, Bond Indexing, Semi-Active and Immunization strategies 

– dedicated or cash flow matching strategy, Active Portfolio strategies including shifts in yield or 

change in yield spread based strategies, evaluation of performance of a bond portfolio. 

Hedge Funds and knowledge of Mutual funds its products, evaluation of its performance and 

computation of NAV. Derivatives, Hedging, Option and Future. 

 

Financial Risk Management: 

 
Liquidity Risk, credit risk, operational risk and assets based risks. 

 

Financial Institutions 

 
Reserve bank of India, Money market: Organization, Types of Instruments, Participants, 

Trading mechanism, Role and functions of Reserve Bank of India (RBI).Types of Banking and 

Non- banking Institutions: Role, Objectives, Significance and Challenges. 

Commercial banks, Knowledge of banking operations and project financing. Prudential norms 

for classification, valuation and operation of investment portfolios by banks, Management of 

Non-Performing assets, prudential norms relating to capital adequacy, Risk Management in 

Banks 

NBFCs and Pension Funds. Types of NBFCs, RBI Guidelines, Asset Liability Management. 

 

International Financial Management: Framework, Nature, Scope, Rationale and 

Significance. International Financial System, International Financial Institutions, Risks in 

International Financial Markets, Types of Risk: Economic Risk, Commercial risk, Taxation 

Risk, Interest Rate Risk, Sovereign Risk, Foreign Exchange Risk, Risk and Political Risk. Risk 

Management tools and Techniques. Measurement and Management of Foreign Exchange 

Fluctuations. 

 

7. Awareness of digital Records and allied activities 

 
Electronic Governance, Secure Electronic records and secure Digital signatures, Cyber 

security, Overview & Recent developments, Legal compliance, Privacy, Access control, Network 

security, Forensics. 

 

8. Awareness of provisions of Income Tax Act 1961 (Law as amended by the 

latest Finance Act) 

Basic Concepts, Residential status and scope of total income, Incomes which do not form part 

of total income, Heads of income and the provisions governing computation of income under 

different heads 

(i) Salaries (ii) Income from house property (iii) Profits and gains of business or 

profession (iv) Capital gains (v) Income from other sources. 
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Income of other persons to be included in assessee's total income. Aggregation of income; Set-

off, or carry forward and set-off of losses. Deductions under chapter VI-A. Procedure for 

computation of total income and tax liability of all persons except companies. Charitable or 

religious trust and institutions, Political parties and electoral trusts. 

Provisions in relation to Advance tax, Tax deduction at source and Tax collection at source. 

Penal provisions and offences under the Act. Income Tax Administration and authorities. 

 

9. Awareness of GST Laws and related provisions. (Law as amended by the 

latest Finance Act) 

 
Evolution of GST in India: Need and Significance, Charge of GST, Goods exempt from tax, 

Services exempt from tax, Time and Value of Supply, Input Tax Credit, Registration under 

GST, Tax invoice, Debit and Credit Notes, Payment of Taxes, Interest and other amounts, GST 

returns under the Act, Accounts and records & E-way Bill, Refunds, Job Work, Assessment and 

Audit, offences and penalties, Appeals and Revisions. GST Administration and Authorities. 

 

10. Financial Administration 

 
Financial Administration: Meaning, Scope and Importance. 

Budget: Concept, Types, Essential Principles. Budget as an Instrument of Management and 

Economic Development. Budgeting Procedure including Formulation, Enactment and 

Execution. Performance Budgeting. Auditing and related compliances. Comptroller and 

Auditor General. 

Legislative Control over Finance. 

Public Accounts Committee, Estimates Committee, Committee on Public Undertakings. Tax 

Administration: Characteristics of good taxation system, Problems of Tax Administration. 

Public Debt, Public Borrowings and Deficit Financing. 

Fiscal Federalism: Centre-State Financial Relations. Finance Commission: Composition, 

Functions and Role. Ministry of Finance: Organization, Functions and Role. 

 
PART B 

 

(a) General Knowledge & Current Affairs  
General Knowledge and Current affairs of National and International importance 

including: 

 

(i) Economic issues. 

(ii) Polity issues. 

(iii) Environment issues. 

(iv) Science and Technology. 

(v) Any other current issues. 

(vi) (a)  History of India with special reference to Indian freedom struggle 

 movement. 

(b)  History of Punjab- 14th century onwards. 

(b) General Mental Ability, Logical Reasoning & Quantitative 

Aptitude 
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(i) Analytical Reasoning, Logical Reasoning and Mental Ability. 

(ii) Basic numerical skills, numbers, magnitudes, percentage, numerical relation 

appreciation. 

(iii) Data analysis, Graphic presentation charts, tables, spreadsheets. 


