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Syllabus for Qualifying Test for Promotion to the Post of Clerk in DCCBs for
PACS Employees (Salesman/Prabhandak/Clerk)

A) Mode of Examination
Medium Hindi & English
Type Objective (MCQs)
Total Marks 100
Duration 2 Hours
Qualifying Marks 50%

B) Question Pattern

e The question paper shall be of 100 marks

e All questions shall be Multiple Choice Questions (MCQs)
e There are total 100 questions

e Fach question carries 1 mark

e Each question shall have four options

¢ Questions to be framed with practical orientation

* No negative marking

C) Subject-wise Distribution
Sr. No. | Subject Weightage Marks
1, Accountancy 50% S50
o Banking Law & Practices 20% 20
3. CBS & Digital Literacy 20% 20
4. English 10% 10
Total 100% 100

D) Detailed Syllabus (Objective Mode)

1 7 Accountancy - 50 Marks

a. Basic Accounting

e Concepts and Principles of Accounting- Common guidelines and rules
related to accounting transactions that are followed to prepare financial
statements successfully, Dual aspect concept (Debit & Credit entry),
Consistency concept (Profit & Loss Accounts & Balance Sheets), Capital and
Revenue Expenditure Receipts, Contingent Assets, Contingent Liabilities,

Accounting Standards and bills of exchange and promissory notes.
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Journal entries - Recording of business transactions in the journal;
identification of accounts involved; application of debit and credit rules;
recording of transactions in chronological order; simple and compound entries;
cash and bank transactions; transfer, adjustment and rectification entries; and
narration of transactions.

Ledger posting - Transfer of journal entries to respective ledger accounts;
posting of debit and credit entries; balancing of ledger accounts; and
determination of account balances.

Trial Balance - Preparation of a statement of all ledger account balances to
check the arithmetical accuracy of accounts; agreement of debit and credit
totals; and identification of errors.

Rectification of errors - Identification and correction of errors in accounting
records; rectification of errors of omission, commission, principle and

compensating errors; and passing of necessary rectification journal entries.
Bank & Cooperative Accounting

Deposit accounts accounting - Accounting of various deposit accounts such
as savings, current, fixed and recurring deposits; recording of deposit receipts
and withdrawals; interest calculation and application; and maintenance of
deposit account balances.

Loan accounts accounting - Accounting of various loan and advance
accounts; recording of loan disbursements and repayments; calculation and
application of interest; maintenance of loan balances; and classification of loan
accounts including overdue and NPA accounts.

Interest calculation (Simple & Compound) - Calculation of interest on
deposits and loans using simple and compound interest methods;
understanding of rate, period and principal; application of interest on savings,
term deposits and loan accounts; and accounting treatment of interest,

Cash Book - Recording of cash and bank transactions; maintenance of single,
double and triple column cash book; posting of cash book entries to ledger; and

determination of cash and bank balances.

Page 2 of 10



Bank Reconciliation Statement - Preparation of a statement to reconcile the
balance as per Cash Book and Bank Statement; identification of timing
differences such as cheques issued or deposited but not cleared, bank charges,
and direct credits/debits; and correction of discrepancies.

NPA classification and provisioning (Standard, Sub-standard, Doubtful &
Loss) - Classification of loan assets into Standard, Sub-standard, Doubtful and
Loss assets as per regulatory guidelines; understanding norms for asset
classification; and application of required provisioning for each category.
Suspense, sundry, and overdue accounts - Accounting and monitoring of
suspense accounts for temporary or unidentified entries; maintenance of
sundry accounts for miscellaneous balances; identification and tracking of

overdue accounts; and regular adjustment and reconciliation of such accounts.

Final Accounts (Basic Awareness)

Trading Account - Preparation of a statement to ascertain gross profit or loss;
recording of opening stock, purchases, direct expenses, and sales; and
determination of closing stock for a financial period.

Profit & Loss Account - Preparation of a statement to ascertain net profit or
loss for a financial period; recording of incomes and expenses; and transfer of
gross profit from Trading Account to calculate net results.

Balance Sheet - Preparation of a statement showing the financial position of a
business at a particular date; recording of assets, liabilities, and capital; and
ensuring that Assets = Liabilities + Capital.

Cooperative bank financial statements - Preparation and understanding of
financial statements of cooperative banks, including Balance Sheet, Profit &

Loss Account, income and expenditure statements; compliance with regulatory

and statutory requirements; and analysis of financial performance and position.

A%,
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Banking Law & Banking Practices - 20 Marks
Banking Law

Banking Regulation Act, 1949 (provisions related to Cooperative Banks,
Scheduled Bank, Banking history)

Cooperative Societies Act (State level-basic)

RBI and NABARD role & functions (Functions and organization, Repo Rate,
Reverse Repo Rate, CRR)

KYC/AML norms (Guidelines, Objectives, Elements, e-KYC, FATF
recommendations, FIU and its functions, CTR & STR)

Customer service and Grievance Redressal Ombudsman

Banking Practices

Types of deposit accounts

Loan types and lending principles

Priority Sector Lending

NPA-concept and classification (basic)

Recovery procedures

Structure of Cooperative Credit Institutions (PACS, DCCB, SCB)

Duties and responsibilities of a Clerk

CBS & Digital Literacy — 20 Marks
Core Banking Solution (CBS)
Concept and advantages of CBS
Account opening in CBS

Customer Master & Account Master
Cash and transfer transactions
Maker-Checker system

Daily operations and reports

Digital Literacy

NEFT, RTGS, IMPS, UPI
ATM. Debit Cards
Internet & Mobile Banking
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e Cyber security basics
e Digital frauds and preventive measures
e Basic computer knowledge (keyboard, printer, scanner)

e MS Word & Excel (basic functions)

4, English - 10 Marks

¢ Grammar (Articles, Tenses, Prepositions, Voice)
e Common banking vocabulary

e Fill in the blanks

* Error detection

¢ Synonyms & Antonyms

* Reading comprehension (short passages)

o Office-use English (simple sentences)
General Instructions

e The syllabus is designed, keeping in view the working knowledge of PACS Staff.

e Emphasis on day-to-day banking and accounting operations.
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