
~ g n  or NATIONAL CAPITAL mmrmay OF D E ~  
ADr+smIsTBATrn mEY)RM;P DEPARTMENT 

,m LEVEL, DWING, D E ~  ~QBETARIAT, IRBTATE, I(EW DELHI \ 

1. All R.. Secretaries/Seoretaries/Nead of Departments, 
Govt. of NCT of Delhi, 
DelhiNew Delhi. 

2. District & Session Judges, 
Ti ~ ~ m a / R o h i ~ i h r W t & e t l P & a l a  House Courts, 
DeLhiMew Delhi. 

3. All M.DWChainnan of L o c a ) / A u ~ ~  Bo&iw, 
Undertakings/Corporations, 
Govt. ofNCT of Delhi, De1hUNewDel:h. 

4. The Commissioners of Mwnicipal Corporations of Delhi, 
EgstiNoWSouth Districts, 
Delhimew Delhi. 

5. The Commissioner of Police, 
Delhi Police, 
Delhimew Delhi. 

C 

Ci 
Sah MlouaI of Offlee Prowdm Teat - 2014, to be Md in Amgwt, 2014. 

With a vim to encourage the officers and EM to gat aaquaintd with the provisions of 7 "Manua1 of Of%& Procedure" and use tbe knowledge so gained in their day-to-day official 

\/ arorbng, a & e m  ~ f ~ ~ ~ t f ~ i n g ~ *  was I ~ W  ip 1(*pr YDI. 

- Under this scheme, all the desirous officers ortll p@ieip&v h this test apart from LM=, 
I' ----d, Assistants, Superintendents w d  their equivalent, rmting h the Oovanmoaf of NCT of 

Delhi, Difict Judiciary, Delhi Polioe, Muniat@d & p d M o m c i !  & Subordinate 
I 
I 

OfficeslUndertakings & Local Bodiee functioning under Odvt. &Nm ofDeIhi. 

The tat would be confined to the provisions of "Manual of Omce Pmced~re'~ (MOP) 
and the Right to Information (RTI) Act, 2005. The paper would contain objwtive type q u & ~ ~ .  
The dunttion of the test would be 1 % hour and sepimte papers would be set out for each 
-gory. * 

Path incumbent who seoures 40% and above mark5 would be given a certifrw&e and cash 
awad on the basis of h i h e r  performance in the test at the following mtw:- 

- In ,ition to the above cash prizes, h e  undidrtrs who secure the fifirst three positions by 
4 muring 80% and above nfiwks in the respective ategoria via LDG, UDC, histaats and 
d Suprintmdents & above, would also be given an additional ash award of Rs.10OW- for +iu~diing 

first, Rs.700/- for standing second and Rs.5001- for standing third, in their respeotive &pries. 

Slab of Marks 
- 80% and above 
70% to 7 9 ~ 0  
60% to 69% 

Esisting amount of P r h  
Rs1.1,500 
RS. I a00 
Rs.800 



The employees who securi: 80% and above marks and win a cash prize of Rs.1,500/- in 
he Manual of Ofice Procedure Test. would not be allowed to participate in the next year's test. 

Applications from desiring candidates may please be sent to Administrative Reforms 
Iepartment on the enclosed proforlna by 2Yh June. 2014. The test is likely to be held in the 
nonth of August, 2014. The date, time and venue of the test will be intimatad in due course. In 
:a% the roll numbers for the test are not received by mid-August, concerned candidate may 
)Main the same From A.R.Department, in person. 

In addition to desirous candidates. HODS are requested to forward application of at least 
me superintendent & one subordinate staff i.e. LWUDCRlead Clerk from their respective 
iepahlent to participate in the test in order to gain know-Cedgc on the prcwlins of Manual of 
3ffice Procedure by way of self-learning. , 

It is requested that wide publicity m y  Ixe g i m  to this test so ihai more and more 
mployees could be able to in the t e i  

- 

Yours faithfully. 

(ARUN BAROKA) 
SECRETARY (AR) 

TeL: 233W065 

Copy forwarded for necessary action to:- 

1 . All Addl. SecretariesIAddl. CommissionersNoint SecretariesfDy. SmtarieslUnder 
Secretaries, Govt. of NCT of Delhi. District Judiciaries, Delhi Police, Municipal 
Corporation/Council and Autonomous Bodies1 Undertakings of Govt. of NCT of Delhi. 

2. P.S. to Lt Governors. Raj Niwas. Delhi. 
3. P.S. to Chief Minister/Ministers, Delhi Govt.. DelBi:Eksx&du%, 
4. PS to SpeakerILeader of Opposition. Delhi Vidhan gabha, Old Secretariat, Delhi. 
5. OSD to-chief ~ecretary. Govt. of NCT of Delhi. Delhi Secretariat. 1 

GGY'J- 
(AMJTABH JOSHI) 

DEPUTY DIRECTOR (AR) 
m-1 . W Z ~ M A ~ ?  



> 

- .  . Roll Number 

(To be allotted by A.R.Department) 

APPLICATION FORM 

MANUAL OF OFFICE PROCRDZWE TEST -2014 
(Note: Incomplete forms would be rcjeded) 

1. Name in Capital letter both in (English) 

(Hindi) 

2. Father'sMusband's Name 

3. Date of Birth 

4. Sex (Tick Mark) 

5. (a) Designation 

(b) Date since when holding the post 

6. Pay Band BE Grade Pay 
(Don't mention basic pay) 

7. Category for which eligible 
( P l e a s e t i c k m ~ t y &  

8. Department 

9. Section/BrancMlnit 

18. Cdrnflete Office Address 
(with Pin Code) 

11. Complete Residential Address 
(with Pin Code) 

Photograph rl 

LDC / UDC / asS'IT. I SWDT. BE above. 
---- ------ 

-------- - 

12. Contact Numbers 

C Certified that the above information is correct to the best of my knowledge and 
bellef. I understand that the information furnished above, if found suppressed I incorrect at  
any stage, wiU attract disciplinary proceedings against me. I also undertake that the " 
knowledge gained would be properly utilized for office use. 


