Indira Gandhi National Forest Academy, Dehradun

Forest Administration and Accounts Procedure
(2017-19 Course)

Time: 2 Hrs Max Marks: 100

Attempt all questions; answers should be precise and to the point.

1. Write the important provisions of All India Service (AIS) Conduct Rules 1968 regarding
transaction of movable and immovable property. (10x1=10)

2. Write five types of leave available to a government servant with three salient features
of each type of leave. (10x1=10)

3. Enlist all the Major and Minor penalties as provided in CCS(CCA) Rules, 1965.
(10x1=10)

4. Enlist at least five types of office communication indicating two significant features of
each of them. (10x1=10)

5. Discuss in brief about the six-tier accounting system followed in our country.
(10x1=10)

6. Discuss on any five topics given below: (5x4=20)
a. Duties of a.Dealing Hand

Personal staff members of officers

Office file

Docketing & Referencing

File noting

PUC and FR

Guard file & Standard process sheets
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7. Describe the role of the following officers with reference to disciplinary proceedings.
(5x2=10)

Appointing authority

Disciplinary authority

Inquiry officer

Defence Assistant
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Presenting officer

8. Differentiate the following: - (5x4=20)
a. BE&RE
b. Appropriation & Re-appropriation
c. LOC&LOA
d. Capital expenditure & Revenue expenditure
e. Suspension, Removal & Dismissal
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