Government of Jammu and Kashmir
Civil Secretariat, Finance Department

Srinagar
k%%

Notification
Srinagar, the / 37‘# October, 2020

5.0. ]2 ln-exercise of the powers conferred by proviso to Article 309 of Constitution, the Lieutenant
Governor, hereby directs that following amendments snail oe made in the Jammu & Kashmiir Statistice
Training Rules, 1975 namely :-

(1) For Rule 6, the following rule shall be substituted, namely:

“ 6. The training period for the courses mentioned in Rule 3 shall be as under:-

(i) Junior Statistical Assistant a) Theoretical Training 4 % Maonths
Course (JSAC) b) Practical Training 1 Month
¢) Preparation and submission of 15 days
Field report and viva voce
(ii) Statistical Assistant Course a) Theoretical Training 5 Months
(SAC) b) Practical Training 20 days
c) Preparation and submission of 10 days

report on the topic related to
Economics and Statistics and
viva voce
(iii) Statistical Officer Course a) Theoretical and Practical Training 3 Months
(SOC)

Refresher Course: It will be for a period of 15 days in the case of Junior Statistical Assistants .

and one month for the Statistical Assistants and Statistical Officers .

The period of Training for a particular course may be extended by the Administrative
Department on the recommendations of the Principal of the Statistical Training School.”

(2) For Annexures “A”, “B” & “D” appended to the rules, the annexures “A”, “B” & “D” respectively
appended to this notification shall be substituted.

By order of the Lieutenant Governor of Jammu & Kashmir.

Sd/-
(Dr. Arun Kumar Mehta) IAS
Financial Commissioner
Finance Department
No:FD/Adm/94/2020 Dated: 13  -10 - 2020
Copy tothe:
1. All Financial Commissioners.
2. Principal Secretary to the Hon'ble Lieutenant Governor.
3. All Principal Secretaries to the Government.
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25.
26.

Principal Resident Commissioner, J&K Government, New Delhi.

All Commissioners /Secretaries to the Government.

Joint Secretary (J&K), Ministry of Home Affair, Government of India.
Divisional Commissioner, Kashmir/Jammu.

Secretary to the Government, Department of Law, Justice & Parliamentary Affairs.

Chairman, J&K Special Tribunal.

. Director General, Economics & Statistics, J&K.
. Director General, Project Monitoring & Concurrent Evaluation Division PD&MD.
. Director General, Coordination /CSS/ BADP Division, PD&MD.
. Director General, DED-!!, Finance Department .

All Deputy Commissioriers.

Secretary, J&K Public Service Commission.

Director, Archives, Archeology and Museums J&K.
Secretary, J&K Services Selection Board.

General Manager, Government Press, Jammu/Srinagar.
Regional Director (Evaluation & Statistics) Jammu /Srinagar.

Joint Director Statistical Training School Jammu /Srinagar.

Joint Director (Central), Directorate of Economics and Statistics, J&K.
Private Secretary to the Chief Secretary, J&K

Private Secretary to the Financial Commissioner, Finance.

All District Statistics & Evaluation Officers.
Incharge Website , GAD/ Finance Department.
Government Order File/Stock File.

4w

(Mohammad Amin)
Under Secretary to the Government

Finance Department
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ANNEXURE-A

Revised Syliabus of Junior Statistical Assistants Training Course

The course will have six papers, each of 100 marks. The details are as under

Paperl | Monitoring and Evaluation

Paperli | Economics and Official statistics

Paperill | Statistics & Mathematics

Paper 1V | General Administration

Paper V | Fundamentals of Computers(Prcchcal Paper) T

Paper Vi | Internal Assessment : e

~Paper I: Monitoring and Evaluation

| Important features of Indian Economy
_ NI Ayog-Aims, Ob;echves and’ Composmorr

S.No. Toples _

1 I Meaning of Mondonng

i _Momfonng mechonlsm in J&K

= " ;E‘:Momfonng forma‘rs : : : :

~ | Moniforing of Capex—Budge’rte MPRS{Physmol/Flnonctol) QF’RS and Annuol :

o ‘f--,:Reporfs : : b
4 ..“VV.Deflni’non concep’rs Ghd :mpor’rance of Evoluohon Types ofEvaluation -
e e "Evofuohon mochmery in J&K

L :‘;Cornposmon of SLEp on'd TAC :

: i ‘ K Me’rhodo&ogy of Conducﬂng an Evofuohcn S’rudy

- 5 Design,

~ | Seurces of data,
e hiFrammg of Queshonncnre /Schedules for fhe Developmenfc[ Scheme
g .-:szference be?ween Evoiuafron and Moniforing
-P—APER;_’H:‘ ;Eco'no_n;igs & Offical Stafistics

= : ;Concepf of Ecor}_omfc F’lunnmg in India cnd its objechves

-J&K Economy:
Nature & structure,
Social & Econormic features, :
Contribution of all taree sectors of Economy Viz. Primary, Secondary &
Tertiary sectors of J&K towards growih of Indian Economy.
3

Government Budget and Financial Mandgement:-
* Budget- Meaning, Objectives and componenis

+  Classification of receipfs-revenue receipfs and cop;fal regelpis

o (“!qu:lflf"'ﬂhf'\h of C.N'\Aqr*ll% re- Revenue Ex l-‘w‘:‘-l‘\r‘*}T and Ca Jf‘:‘;{

Expendlfure }
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* Infroduction to GFR
+ Utilization certificates/Excess & surender statements
4 * Plan Formulation: Formu!o’rron of CAPEX Budget, Various formats
used
+ Centrally sponsored/central schemes
* State Sector Schemes/District Sector schemes(District Plan)
* Infroduction 1o Deceniralized Planning: its meaning and
. imporiance :
* Panchayati RgjInstitutions
* Block Level Plan
5 Concept of Official Statistics, need for collection of data
% FUR &;‘c—or the e jote, of _eu.ru ics & Statistics wiil, oresent |
' s’rruc’rure at various levels.
7 - | Vital  Siatistics: Concept, importance, orgonrzohonol setup in J&K,
procedure of collection of Vital Statistical data, colculation of various
L |hedlthindicators like MR, 'MMR, Birth Rate, Death Rate & Ferfiity Rate
8 Pnce Siorrs’ncs Impor’ronce collection of wholesale and retail pnces CPI}
; for industrial workers uses of rndex numbers
- Paper-|il: statistics & Mathematics
_‘s_‘;N_o.' ,
P | ‘.&g_Doro with exompres
‘ 2 Data
4 k '-Objechves, Types of classification & its proc:edure
* Statistical Series and Frequency Distibution :
: e Components of Frequency Disfribution, . Construction of Grouped
- Frequency Distribution and Cumulative Frequency Distribution. :
e m Ob;eo’rwes of - tcrbu!ohon Components of a Toble Requasrtes of o ,
s .Good Table and Types of Tobles '
SR Meosures of Centfral tendency i
|« Arithmetic Mean, Geometnc Mec:n Hormonrc Mean, Median and |
: Mode
+ Selectionofan Averoge
a5 . We_gh’rs Imporfonce of Wei ighis ond Weighted Averoges : ,
4. . Renge Quor’rre Devrof;en Meorr Devroﬁon Standard Deviation and |
el : Vorrronce Advonteges of SD over other measures. '
L Groph;col Represenfohon of Do’ro
* Significance of Diagrams and graphs.
Difference beiween Diagrams and graphs
* Rules of Construction of Diagrams.
* Selection of Suitable Diagrams.
*  Construction of His’rogroms Frequency Polygon and Ogives
b Algebraic Expressions, their muh‘ plication and simplification.
s Rohos Rates and Percentoges
| 8 l Decimal represenro’rron of Numbers and vice-versa.
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PAPER-IV: General Administration

Pari-i Drafling/Laws
s Official Communication: meaning & different Kinds of Offi ClCl|
Communication.
. Drafting office note, formal official letters, D.O. letters, UO
letters, office memorandums, circulars etc.
Par-ll | CSR/Laws
-+ leave:
5 (e el T e \_;"Cﬂ'"}' Ci ."_,5"-;‘;-‘: Prsinees -il..-_.,i i

1

Leave, Quarantiri= Leqve, Eamed Leave; ‘and Maiernily leave,
Child Care Leave.
»  Generdl Provident Fund:

-.Condmons govemlng the sanction of ordi inary GPF Advance,
o+ Travel I;ng Expenses: g

*Rarlwoy

- Stattshcs Ru es 20}1

|

Rules for colcu!q’r fons of T: E T.E on Trovelllng by Road cnd by :

i The Collechdn of Sfohs’ﬂcs Act, 2008 and The Collection of |

1 { 4
uters, ly used ferms Hc:rdwore cmd Sof’rwcre Types of'—- :

Soffwore Sysfem cxnd App 1cohon Soﬁwore Opercﬁmg Sys’fem |

el f'_W;ndows Stcxrhng Wmdows Movmg ’rhrough Wmdows usmg Mouse and - |

'_:*;Ke' o_ard m‘ i e__[ Mmrmlze Wrndows Help feaTures Exit Apolrca?ton

4 | sefs, Savmg worksheets and pnn’rmg :

2l in creating various statement used for |

B € : ge?und other ’robular mformcmon con’to;nmg '

by otals percen’tagas Gnd Gvereges ik

T MS PowerFom’t PFepara’r ion of 'sim'ple power Posn’r Presenfo‘r;on



PAPER-VI: Internal Assessment

This paper will consist of three parts and marks will be shared as under.

i) -Field Report 80 marks.
ii)-Class Performance/Attendance 10 marks.
li}-Viva-voce 10 marks.

The Junior Statistical Assistant trainees will be deputed by the Principal of Statistical
Training School Fnr a period of 30 days to the various deparfments and lmh’mfes or
e JJ‘\!E!’""‘"' Gt SUCH s E ..qr.\,ar}n e nmmtss:u. er's Offic cé, Directorate of ecor ’)rmc*q
& Statisfics, Dls’mct Statistical Evaluation Officer’s office and- ony other Government
offices or lnsmuhons as may . be consndered suifable for imparting trolnmg to the
: ?rainees as per. Thelr syl!abus conten’r Affer the completion of 30 doys field ’frcunmg
the Ternees sholl be reqwred fo subml‘r a comprehensrve field report about his
lecrnmg expenences and stohs’ncol sysfems/ procedures prevalent in the depan‘menf
he or she ws#fed oiong W‘l’fh sugges’nons fo improve the same. This shall be foliowed-
by wva-voce whzch shcll be conducfed by the Prtnmpol of Stohshccﬂ Tromlng Schooi =

Fteld report shou be c:tilc’rted 8@ mcrks and clcss perfermcnce/ottendance cmd wvcx-' o
;-_--‘vace ]O marks ec.tch : S ol el "

Under Secretary 1o the Government
¥ Finance Department
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ANNEXURE-B
Revised Syllabus for Statistical Assistants Training Course

The course will have six papers, each of 100 marks. The details are as under

Paper | Monitoring and Evaluation

Paper i Economics and Official Statistics

Paper il Statistics& Mathematics

PaperilV General Administration

Paper V Fundamentals of Computers(Practical Paper)
Paper Vi Internal Assessment

et Honfaring and Evaluction

S No. 'Toplcs

Je .Montformg Necessﬁy in: Plc:tnmng ond Project xmplememohon
2. |Monitoring Mechanismin J&k

3. | Monitoring formats:

Monitoring of CAPEX Budge’r

s i . MPR‘S(Physrcot/Fmoncuct}r @PRS and Annual Reports

’Montformg of Cem‘rcﬂiy sponsored schemes / F!Ggshlp Schemes /Progrommes

~+ Determination of co erage[scope
“» Assessment of manpower needed :
—« Administrative organization, Field: Hserorchy Superwsxon and investi
| * Framing of QUesﬂonncar_e , i -
-« Fele nd collection of dcﬁa i
fo. Scruhny of dafo coliected
|+ Data comp:!ahorr and ’rcsbuie’ﬁon
e Anclysrs of data inrelation to objechves of an evaluation study

4 verification of different. prmects/schemes :
RS ent Godls: Infroduction and study of ifs mqjor rnC;ilcefors, s
hB e r"leference between evaluation Gnd mom’ronng :
SERreta _;Composmo;_qnd Functions of State Level Evaluation Committee (SLEC) ond
=t Te. _hmccﬁ Adwsory Comm!?’ree £TAC) .
110 f-Desrgnmg_of an. evciucztron sfudy

lgoﬂon

1. Dr@ﬁlng of Report 1n‘rreduc?ion to dn‘ferenmorfs constituling the report

} JLU\ M’my
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Paper-ll: Economics and Official Statistics

S.No,

Topics

Concepts of Economic Planning in India and its objeciives
Important features of Indian Economy
NITl Ayog-Aims, Objectives and Composition

2 Economy of J&K: Nature & struciure, Social & Economic Seciors,
Contribution of all three sectors of Economy viz. Primary, Secondary & Tertiary
sectors of J&K towards growth of Indian Economy.

3, Government Budget and Financial Management -

+ Budget- Meaning, Objectives and components.
» Classification of receipts-revenue receipts and ccpl’rol recelp?s
- 2 ClasTiCGUBn:  of - Bnandiiuies - Revenue _ur— witigne oGnd - Caoital
‘ E(pendifure '
* An overview of The presentation of Union and J&K Budge’r espec1olly with
reference to Economac Survey
* Introduction fo GFR. ‘
o 'U’nhzc’rfon Cerhﬁc:cz’re/Excess aSumender statements.
“*» Finance Commrssmn Awards
« Infroduction‘to funchomng of. freosunes
|« Imporfance of Audit :
Ee Accord of Admlnls’trohve Approvc:l Technlcoi Sonchon requ:remem‘ for
4 :
e
° 'Panchayoﬂ Ra; [nst;’rufions & preporo‘non of BZock i_evel plan
. :Specxoi(:omponen? P[cm Tribal Sub-plan
o _’,Infroducﬂqn Gbeuf Ou’rput c:md Oufcome pcsromefers of deveropmen’r _
- Schemes _ -‘
‘o Public Private Padnershlp (PPP}-Concep’r ond :mpoﬁcnce
. :
i £ '_..Concepf of oEﬁc;oi S%qﬂshc:s need for c:oliecfron of data: Primary cmd
b Secondc:ry d@%o
6.
R :
-ilfmporfc:nce orgcmazcmonol sefuo in J&K procedure
8. of collechon of Vn‘cﬂ Stohshcc:! data and calculation of various heaith
: indicators like IMR, MMR. Birth Ratfe, Death Rate & Fertility Rate.
' Price Statistics: Imporiance, collection of wholesale and retail prices, TP for
9.  industrial workers, uses of index numbers.
Index of Industrial Production
| Human Development Index:
10. - Meaning andifs indicators/ combonents

'« HDland India

a’f'\ \\\,
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Paper-lll: Statistics & Mathemalics

S.No. Topics
1 Measures of Central tendency:
* Arthmetic Mean, Geometric Mean, Harmonic Mean, Median
and Mode.
* Selection of an Average ‘
i | ° Welgh’rs Impor‘ronce of Weights and Weighted Averages.
12 | Rancas Quartila Dew quon Mear Deviaticn. S ardard Devistien aingl
:j\/unum,e GGVOH?OQG& of SD ovcromer measures . - ' :
3 Graphicatl Representation of Data. .
: e Slgmﬂccmce of D!Ggrczms cmd Grophs
it : i
.'.
 , : :
o : : C:onsfruchon of_: H{siogrczms Frequency Polygon ond Ogm es,
|4 ‘lndex Numbers : :
e
b Advcsn’fog of scxmplmg overcensus.
16 Corre‘cmon anolys:sv '
7
3 Algebraic Expressions, their multiplication and simplification
E Ratio, Rates ond Percentages ,
10

V¥ =) o
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Paper-1V: General Administration

Part-| Drafting
+ Official Communication: meaning and different Kinds of Official
Communication.
* Drafting office note, formal official letters, D.O. letters, UO letiers,
office memorandums, circulars etc.
* Types of Assembly Questions, Starred / Un-starred, cut motions etc.
Pari-ll CSR/Laws

..* Leave: Calculations and condmons of .grant of IGCNC on medical |

h,.-'-.: - gréends. .coms nufed f-f (5 lited - ,mw",csf sve \Nifh\.u‘ii
- difowances, Child carc Leave,

* General Provident Fund Rules: Condmons regarding the grcm’; of
special G.P. Fund odvance/Non-refundoble G.P. Fund Advance

. Trave!hng Expenses Rules for cqlculcﬁ;ons of T.E, T.E on ‘erVellmg by
Road and by Rcztwciy :

+ Duties. and Responsi blhﬂ'es ofa Govemment servant as regords to
cosh ond occoum‘s

: :Res’mc’nons on the: govemmen’r sekvc:nts on
"uxs&fton__ of mo cbte cmd tmmoveob!e proper‘ry
olfech 5 n_zof Sfeti_ tics

"'Keybocxrd mcmmtze / M:mmrze Wrndows Help features, Exit Apphccﬂon
_fStor‘ﬂﬂg an Apphcqﬂon

_ Wmdows .Movmg;_.',’rhrough Windows usmg Mouse ond =

= f_:Apphcahon of MS word in Draffing.

ng Q document: ﬂte Saving cmd Quitting Document files,
rinfing documer s,
g, Copylng Deleimg Using dtchonory for Speﬂ checks,
s, Use of Headers/ Footers, Column formatting, -OLE(Object |
beeldlng} Mergmg of Documen?s Mail Merge fecrfures I

'.'T_MS-EXCEL DQ#CJ-"‘EH’(FY; Tex’r"formaﬁmg cnnd formuloe Movmg dafo inand |
= - aroy "d"rhe i ‘t,*Den‘

| and using of ¢ '
Adding Legends, Titles, Gridlines, Displaying valuss and printing of charts.

- CAPEX Buc}gewL works statement, Excess Surender Statement and other

, Use of ’rooiborsfmenus Edl‘ﬂng workmg :
; orksheets and prmhng ccicuﬁc:ﬂons Use of |

at ay with data formcﬁﬁng Preparation of Graphs
art wrzard Updcﬂ‘lng of charis, Different Types of charts,

‘Application of MS Excat in crecrtmg varnous stafement used for formulation of

tabular information. confcrmmg use of Sub-total, totals, percen’rc:ges and
averages.

MS-PowerPoint Preparation of Slides, Animation. Slide Show, power Point
Presentfation

Crr

Internet Praetical” Use ™ of

~ Al

Intemet and email niioduction o JKCPIS, f

;

BEAMS,PEMS and JKPaySYs

Page 8 of 12
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PAPER-VI: Internal Assessment
This paper will consist of four parts and the marks will be shared as under.

i} -Field Report 40 marks.
i) -Assignment | 20 marks
ii}-Class Performance /Attendance 10 marks.

IV)-Viva-voce 10 marks.

The Stafistical Assistant trainees will be deputed by the Principal of Statistical T [raining
School for a period of 20 days to the various departments and institutes of The
Govemment, such as Financial Corr‘m:cmners Office. Directorate of 'CI‘HOT‘ ics R
atistics, Distict Stafistical Evaluclion Gificar's office und ary other Government
offices or institutions as may be considered suitable for imparting training to the
‘1‘ralnees as per-their syl[obus conteni. After the completion of 20 days field raining,
_fhe frainees shcn!} be reanred to Sme!T a comprehenswe field report about his
.leommg expenences ond statistical sys’rems/procedures prevotenf in the depcr’rmenf
he or she visited olong with suggeshons to improve the sqme

' Furthermore, ‘rrc:mees shol[ be Glto?ted a ’roplc elfher relcfed tfo economtcs

",ond Sfchsﬁcs for Whlch fhey sho[! be osked fo prepore a small- repor’r based on 1‘he i

: ,se ondc:ry dafo cvcul 'ble th}e domg SO, ’they shcl[ bn encouroged to use books ‘
fowata ,fe"m ’rhe Ilbrcsry _nd make use
: on ’rhe iop|c: under'

Of w¢ IOUS websn‘es» relofed to ‘rhe to‘ c_To wrn‘e_‘.f '
__.e--su-p'ervmon of ’she ms'rrucfars in The STS. Thts c:ss:gnment shall -
' be complefed by 'rhe tromees wdhtn a penod of 10 days. This shall be foliowed by

,wvcl-voc:e which shalt be conduc’red by the Prmc;pcﬂ of STo’rfsncof Training School.

; ‘-Fteld reporf shall be. Gltoﬁed 60 marks, r:tssrgnmem/‘foplc on a pariicular subject 205

marks Slmllc:zr]y closs performcncemﬁendance ‘and vwg—voce shall be aliotted 10
, mcrks each. i :

] =, \o\ 1019
UndefSecreToryt the Govemment
A chmce Depcr?menf




ANNEXURE-D
Revised Svllabus for Statistical Officers

The course will have four papers, each of 100 Marks. The details are as under

Paper-] Planning and Menitoring

Paper-li Evaluation

Paper-lil Statistics = e -
i Pandady - Fundlamental or LG Uters fPryetio it Bosy
— S B < -

e il )

Paper- I: —_P’iqﬁ:_jinq and .Monifo'r_inu

j.-S.NO.:r. .' Toplc =
SR _ Economic Developmen’r Plannmg inIndia Gnd J&K.
o NITI Aayog: Aims, Ob;echves Composmon ond Funcflons
3 Decemronzed Planning: |
= - i73rd Gnd 74th C nsfr’rutronczl Amendmen’r e Sap
P De '-e.EOpmemol Counc:ll ond . District |
i Concep’r of BLoc Level Pians, SCPs cnd TSPs. 5 v
4o .Susfosncrble Devetopmenf Gocls [SDG's): mfroduchon and sfudy of :’rs
mgajor indicators
5 - | Mechanism of Qvolhng Mu!hfofercﬂ Eundmg like World Bank, Asncm
i Developmenf‘Bonk; efc : :
B : n Plani ng& Prqecf Implemeniq’non
e 'M@mforlng Mechomsm in J&K Stafe
Sige ihed Party Monitoriing
10. | Project Momtorrng with the help of PERT and CPM Techniques.
= :

Ano}y:;is of Mom’ronng Repor’rs



Paper- [I: Evaluation

S.No. | Topics

1. | Concept of Evaluation and different forms of evaluation.
2. | Procedure to evaluate the impact of various developmental schemes/
programmes.
! l'\ng ﬂg,mq of an eveil —ﬂnnn study. : :
RSt = CDetermietion of colegiivar Ycope saTiphE size] efe:, neriod |
' and Sample frame. o
¢ - Designing of quluoﬂon sfudy ‘and phasing of various stages of
operation. :
¢ Framing of questionnaire [ scheduies
~* Field work and callection of data. ,
. Frammg of ’robulqhon planand ’rabuiahon of data.
L2 Anclysrs of the data collected.
e Standard Forma’r.’ro be followed in: drafimg an-evaluation repon‘

- 'Follow up of findi sofc eva!ucrhon repon‘ Action tcken reper’r

Paper-lil; Statistics

s Bl rghted ave .;ges cmd rmpon‘ance of wezghts ,
el 2 | Définition and types of Index Numbsrs, methods of cons’fruc:’nng index
R : Numbers wrth I reference to F’nce and Ccs’r of hvmg [ndex. numbﬂrs

i3 mtroduc‘ft n, significance Gnd its: Gssumpf;ons.
e Mefhods of mferpoloﬂon Gnd exzre:tpoicﬂion

ques: : :
 « Bessic Ideas in Sczmphng

_ » Basic Size and Standard Error.

+ Simple random sampling

i * Sysiematic Somplmg

7 » Strafified Sampling

*  Mulii-stage sampling.

* Procedures of Selecting Random Samples,
»  Saompling and Non—Samplmg Errors.

° Advon?oges of Sampling over Census.
- 5. | How to Plan and e\<éf" ite a ‘?ume\;

St
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Paper IV: Fundamentals of Compulers.

The emphasis should be on the practical applicability of the Subject

- MS-WORD

Creating a document file, Sovmg and Quitting Document files, Cursor
Conirol, Prinfing documents, Editing, Use of menu and tool bars, Page

Fomnczﬁmc: Copymg Deleting, Using d|chor1<:1ry for Spell checks, Adding

waaders/ Fantars. Coliimn form ‘_:“!U'ln(‘j D FIORart Linkina |

= 'f; i ';"L'.’-.!‘\:_}-(;:‘; ; STl IE rp‘c, \’!\Fi’ hiy "qu f';""‘ i g el i e o St

of S word uh Draffing. o

 MS-EXCEL

_’Werkshee’r Data Range, use of ’roo!bors/menus Edifing, working with
| workbooks/ sheets; Saving workshﬂe’rs and prinfing, calculations, Use of
‘Autoe fill, Efficient Data display with data formatting, Preparation of Graphs |
| and using of chart wizard, Updating of charts, Different Types of charts,

'.'Addmg Legends Tifles, Gridlines, Dispic:ylng values and printing of chor’rs
| Repo ,,Wrﬁmg tn_MS Werd Apphco’uon of MS Exce[ in crecmna vonous :

Data: en’rry Text formaﬁmg and formulae. Moving data in and around the

' Finance De czr‘rmem‘
\% -
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