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. lth-i'. OF NATIONAL CAPITAL TERRITORY OF DELHl 

I3IKEC-TORATE OF TRAINING & TECHNICAL EDUCATION ' 

MUNI MAYA RAM MARG, PITAMPURA, DELHI-1100314 I 
( C O U R D ~ N ~ I O N  BRANCH) 

, -  1 I :  ;:-;(>-I \ / ~ i J ] f L ~ ~ ' ~ ~ L ~ ~ ~ j ] ' * ~ /  2 *3~-,1-L!3. Dated - -  0 1 8  ] o + l 1 . I S  

i ;\I! :.,P:;I:I,:~-I \ I - I - , : : P ~ I ~ ~ S  zt  TTE(H0) 
2 ; i l l  head.; of Institutions uric-er DTTE(HQ). 
3 Canlroller-. Bear-c.l r:f T ~ ~ h n i c a l  Education. 

:;i.rh:- iUaniral of Office Procedure Tcst-2015, to be held in August-2015.' 

I a!iAl f~l-~\ /=i ! !J Ilerewith a copy of letter no. ~ .15 /02 /2015 /~~14870 -4892  dated 

$5 GI? 2215, :eceived frorn the Spl. Secretary(AR1, Administrative Reforms Llepartment, 

i l : ~ , v t  of VCT of Dzlhi  3elh1 Seaetarial, New Delhi on the subject cited above, 

Ys8.1r :>;I? #.-lip  best^.:; ti) sel7d the details in prescribed for'n7at(enclosed) to the 

::,.,,b, : I ,~~. . ,x ;  I,:~t=s! \ j ~  ZbO'2UlS. SO that the the deta~ls may be sent to t'7B SF;!. 

L >.,,-;21~1:;! - .  I , (/?;I-< I li,d - ' - ~ ; ~ - ! I C ~ I ! - ; ~ ~ I V ~  Rcfor TI'S Depa~tr '~ier i t .  Delh~ Sec re t~ r~a t ,  New Delh~ 

Yours fa i thf~ l ly  

2 7; ti. Add\. Wirector(7TE). ! 

'? 'Ti-~i: Asslt Prsgcanlmer(TTE) w ~ t h  the request to ~lpload on th& website of the 
D~par t rnen t  a t  t h e  sarliest arid r etcrrn the original to :his branch afbr uploading. 

' j ,  , 

UI *a 
(VIJAP C ~ A N D N / ~ ~  (Y 
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- i ' ;OWRMMETT OF NATIONAL CAPITAL 'ITJWTORY OF DELHl 
ADMINISTRATYVP: REFORMS DXPARTMENT 

Y-'' !.CVEL, @-WING, DELEU SECRETARIAT, LP.ESTATE, NEW DELEI 

: -:,<:'i.: ~J~I '</~UIIY.~R; 1-1 8 y 0 .. 9 8 2 Dated: \ 4 0 6  1 J 

1. Pr: Sccr~atieslSecr~iesMead of Departments, 
af NCT of Delhi, 

DelliiiNew Delhi. 

. District A Session Judges, 
- r i ~  H~~~ri/Kmk~~dooma/RohinWka/Saktr/Patiala House Cowis, 
DelhilNew Delhr. 

3. A!] M.D'slChainnan o f  LocaVAutonomous Bodies, 
UndertakingslCorpor~ions, 
God. of NC7 of Delhi, DelhilPlew Delhi. 

4 .  The Commissioners of Municipal Corporations of Delhi, 
East/NorthlSouth Districts, 
DelhirNew h l h i .  

5 .  f i e  Commissioner of Police, 
Delhi Police, 
Dslhimew Delhi. 

5 The Chairperson KEG' 
NDMCl DIB, 
DelhLWew Dehi. 

Sob: Mmnual a i  Ofice Procedure Test - 2415, to be held In A"&, 2015. , 
Y 

Sir/~Madam. 

With a view to encourage the officers and staffto get acquainted with the provisions of ( 
"Manual of Office Procedure" and use the knowledge so gained in thsk day-to-day official 
rvorlcing, a scheme of "Self Learning" w a  launched in the year 1991. 

Under this scheme, all the desirous oficers can parbcipate in this tea apart f?om LDC, 
'JDC, Assistants, Superin~ndents and their equivalent, working in the Gwornmant of NCT of 
Delhi, District Judiciary, Delhi Police, Municipal CorpwationlCouncil & Subordinate 
OficedUnderiakinp C Local Bodies functioning under Govt, of NCT of Dclhi. 

The test would be confined to the provisions of "Manual of OWce Procedure" (MOP) . 
'$t.paper would contain objective type questions. The duration of the- test would be 1 % hour 

separate papers would be set out for ea~h category. 

Each incumbent who secures 40% and above marks would be given a certificate and cash 
award on the basis of hidker performance in the test at the following rates:- PE 

I 
Slab of Mark Eristin amount of.Priee 

80?6 and above Rs.1 500. 
70% to 79% Ks. 1000 
60% to 69% Rs.800 
50% to 59% 
40% to 49% Rs.400 

In addition to the above cash prizes, the candidates who m c m  the fnst three positions by 
securing 80% and above marks in the re~pective categories viz. LDC. UDC, Aaristants and 
Supmint~ndents & above, would also bt given an additional cash award of Rs.10001- for standing 
first, Ks.700/- for standing second and h.5001- for standing third, in their respective cstopries. 



!':ir -n~plo>c~>i.s whc. secure 80% and above marks and win a cash prize o f  Rs. 1,500/- in 
,sc I',!;:!i~~ial o x f f i c a  Frwedure Tcst, would not be nllowed to participate in the next year's test; 

.!yp!ica.tions fronl des~rpus candidates tnay please be sent to Administrative ~ e f o & s  
- -!jiilTr2cnt 7n the enclosed proforma by 30Lh Julv. 2011 The test i s  likely to be held in the 
lrlcnlh c! August, 2015. The date, rime and venue of the test will be intimated in due course. !In ----- 

. m e  roll numbers for die test are not rtceived by mid-August, concerned candidate 4ay 
obtain flw same from A.R. DepartmenL in person. 

It is requested that wide publicity may be given to this tgst w that more and mire 
?~upio:;~es cou!d be able to participate in the test. 

~ o . F . i 5 / 0 2 / 2 0 1 ~ ~ ~  870 - h@9 

Yr,py forwarded for necessary action to:- 

Yours faithfu!ly, 

(V.C. PANDEY, L&) 
SPL. SECRETARY (+R) 

TtL: 23392143 

Dated: (406 1 !s- 
I 

I .  A I! Addl. Secretaries!Addl. CommissionedJoint Secr&esiDy. ~ecretaries/Unber 
Secretaries, Govt, of NCF of Delhi, Diyaict Judiciaries, Delhi Police, ~ u n i c i '  al 
Corpomtio~dCouncii and Autonomous Bodied Undertakings of Govt of NCT o f  Delh[ 

2 ,  3S?J to Lt. Governor, Raj Niwas, Deihi. 
3 .  OSD to Chief MinisterlMininers, DelCi Govt., Delhi SBcretariat. 
4. PS to SpeakarlLeader of  Opposition, Dtlhi Vidhan Sabha, Old Secretariat, Delhi. , 

5 .  OSD to Chief Secretary, Govt. of NC'T of Delhi, DeQi Secretariat. 

DEPUTY DIRECTOR (qiR) 
Td: 23392f26 



.qA OF OFF - ICE PROCEDURE  ST - 201'5 
(Note. incomplete foms wmdd he rsjected) 

, ~ ~ s x ! ~ ~ ; . ' : ~ u s ~ u Q I ~ ' s  Name 

$1 Date since when BaoIding the post 

6. Pay Band & Grade Pay -- 
@na't mention basic pay) 

7. Categov fop. which eligible W C  I UnCIASSlT. / SUPDT. & a b w ~  
$'kh.aue Llclc mark category) 

PO. Camplea Ofhce Addresr 
(with Pin Code) 

i l. Completr Reeidential Add r e s ~  
(with Fin Cud*) 

12. Comkact Numbers om- -- 

Residence 

CertifIed that tht abwe Intormation Lo correct to the bwt of my knowledge and 
belief. I undemtand that the ioformatlon fnraished above, if found a u p p r e d  / incorrect at 
any stage, will atiract dteupl5nrry pfUcBBdh) against me. I alao uadtrtake that the 
knowledge gained would be properly utilized for ofice use, 

Signature oftbe Applicant _ 


