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Office of the Principal Secretary to Government
Department of Personnel and Administrative Reforms (Administrative Reforms)
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Syllabus for the induction training course for the directly recruited
Scction Officers:

Duration : 1 month.

_Obiectives: :
a) to familiarisc them with knowledge of rules dnd procedurcs which they arc roquired
to operate in their day to day work. :

b) to develop skills in e-goverance, noting, drafting and records management.

Time Break—up of Subjects to be covered in the training progvamme for

Direct Recmit &tﬁ\m Officers

1_Secretariat Manual — 5 Days 20 Periods

1) Chapters I & II 1 Perlod -

2) Chaptet — TIT 2 Perigids

3) ChaplersIV,V and X 1 Period =
4) Thapters VI, VI, VIT %

3 including Practicals B Periods : =

5) Chapter IX 1 Period b
6) ChapeterX1, XII, XII 1 Dcriod -
7) Chapter XIV " 1 Period
8) Chapter XV to IX 2 Pediods
9) Record Management 1 Period

10) E — Governance 2 Periods

(including AMS)

11 KCS Kuies — 4 Days 15 Pertods
1)y Part&m.! &I A Periods
2) Pars I’v V inchuding
prachcals 7 Periods
3) Part V1, VII, Appcnchccs 1 Period
4) Part VIII 3 Periods

TIT Mannal of Contingent Fxpenditure 2. perinds

1) Kamataka Treasury Code
& Visit to NMC 2 Periods

2) Lokayuktha Act, Indian Penal Code,
& Prevention of Corruption Aét Z Peniods
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3) Constitution of India 2 Periods
- [ CCA Rules including I ___13 Periods
- a)l’aﬂsl.u.lll periods
b) Part IV mcludmg Practtcals 4 peniods
- o) Parts V, VI . 2 periods
> V Kamataka Financial Code 4 periods
VI Transparency in Public Procurement 2 periods
V11 Right to Information Act 2 periods
Y111 Allmahon & Transaciion of
Ruriness Rules 2 periads
X General Recruitment Rules :
including Reservation Pdﬁcy - 2 periods
X Seniority Rules 1 period
XI I‘rﬁfaaﬂon Rulcs 1 period
X1 B\idgct Mattors, Delcgation of
powers, Performance Budget 2 periods
Xill IFA Rules 1 period
.
X1V ¢ & AG Keports 2 periods
XV Auitude Behaviour, Public
F.elauom, leadership 2 periods
XVI Personal Income Tax 1 periad
XVII KPSC Consultation Rules 1 period
XVIII Writ Petition, Writ Appeal, Special
Leave Potitiun,Civil Suil, Crirmmal
cases, KAT Application 2 periods
XiX Legislative Assembly & Legislative
Council Matfcrs 4 periods
XX Conduct Rulcs 2 periods
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XXI Cabinct Nule & Subrussion Nulu

with Practicals ’ 2 periods
XXII Medical Reimbursement 2 periods

XXMl Planning & Human Developtont - 2 periods
va : G’bﬁd’cr, Sensitisation 2 periods

xxvt mna Panchayat, ‘L aluk Panchayat &
Mandal Pmchayatn Act; including

K‘m Haits Education Lperiod E
‘ 1 ‘ Total Lﬂ)m riods z')
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Director
Karnaiaka Government Secretariat
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1 Constitution of India
. 2) Scerctatiat Manual

3) Allocation & Transaction of Business Rules
1) Public Sevants & Law *
+ Indian Penal Code =21, 161 to 165-A, 405, 409
Prevention of Cornuption Act
$) Karnataka Civil Service Rules, 3983
6) CCA Rules
7) Right to'Intormation A .t -
8) Lbkayuktha Act ’
9) General Recnnlment Rules, Rmvanon Policy, Seniority Rules
10) Budge! & Financial Matlers moludmg Perfonnmw Budget
1t} ‘Probation Rules a2k
12) Aftitude Dehaviour £ Public Refations; Loadorship
12) Knrnntaka Financlal Code ..
1y Manual of Conﬁngent Expendxttn‘e
15} Transparancy in'Public: Procuremient Act
16) Incottie Tax ( peatemil)
17) Recm‘dn Management :
18) KPSC Comsuttaion Rules/ © ¢ -
19) Wit Petition, Writ Appcal. Special Loave Pstition, Civil Suit; KAT Application
20) Legislative Assembly & Législative ¢
21) Conduct Rules
22) Cabinet Wole
23y Medical Reintbursenicirt Rules, 196%
24) AMS & DPunctuality
25) E-Governance
26) Planniing & Human Development
27) Finaricial & Project Management
) Gender Sensitisation
29) Zilla Pancahayats, Taluk Panchayats, Mandal Panchayats mcludmg dgct Fmam.c
& Accounts. 5
30 Health Education, = N
(M. UMESH)
28 Director
Karnataka Government Secretariat
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