DELHI JAL BOARD: GOVT. OF N.C.T. OF DELHI
OFFICE OF THE ASSISTANT COMMISSIONER (D)
VARUNALAYA PHASE -li, KAROL BAGH,NEW DELHI.

No: DJB/AC(D)/MOP/2015 1 649 Dated:
CIRCULAR :
DUl 205
‘Subject: Manual of Office Procedure Test-2015, to be held in August
2015.

All the DDOs/controlling officers are requested to circulate
among their staff the circular received from Administrative Reforms
Department, Govt. of NCT of Delhi (copy enclosed) and also forward the
applications in the prescribed proforma of their willing staff to the
undersigned on or before 24.07.2015. Applications received after

above date will not be entertained.

Encl: as above . g,,

— o B\'Xr\(
(S.K.Sharma)

Assistant Commissioner (D)
All DDOs

Copy for information to:-

1. CEO/Member(A)/AddI.CEO
2. All Directors/All Jt. Directors

. EE(EDP) with the request to upload this circular along with proforma

on DJB website. _
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4. Consultant (PR)
p Assistant Commissioner/(D)
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4 &»,\’ER\ MENT O¥ NATIONAL CAPITAL TERRITORY OF DELHI
ADMINISTRATIVE REFORMS DEPARTMENT

77 CVEL. C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELHI

Rl MEUIEAR, H ST MESL Pated: | 5"’30” s
:
401 Pe, Secrstaries/Secretaries/Head of Depurtroents, '
Zovt. of NCT of Delhi, \ G%

CeelhiMew Deili [ ¢ fé f/s"

Dismer & Session Judges, |
Pis Hazeriarkardooms/Robini/Dvenrks/Saket/Petisla House Courts, I
DelbiNew Delhi

3. All o0’ s/Cheinnan of Local/Autonomous Bodies,
Undermkings/Corporatians,

Govt. of NCT of Delisl, DelhiNew Delhd. - For wide clrevtution
In all Sections/Utitu
«. The Coaynissicners of Municipal Corporations of Dethi,
East/Narth/South Disrriets,
Diethi/New Delli.

The Commissioner of Police,
Delhi Police,
DelhifMNew Delhi

3. The Chairperson /CEC ) ﬂif\' W
NDMC/ DIE, / : ‘}» 7L

wy

DeihifNew Delhi.

Sub:  Wlanual of Office Proceduce Test - 2015, ta be hield In August, 2015,

e B

With a view 10 encourage the officers and saff to get ucqunumed with the provisions of !
“Manust of Office Procedurs™ and use the hmwtmdge 50 geined in their day-to-day official
warking, a scheme of “Self Learning” was launched in the year 1991,

Sir/Madam,

Under this scheme, all the desirous officets can purticipats in this test apart fom LDC,
UDC, Assistants, Superintendents and their oguivaleat, working in the Government of NCT of !
Dethe, District Judiary, Dethi Police, Municipal Corporstion/Council & Subordinate i
Offices/Lindertakings & Local Bodies functioning under Govt, of NCT of Delhi.

. The test would be confined to the provisions of “Manusl of Office Procedure” (MDP) . ML\\?’ ’
Ib'e paper would contain objective type questions. The duration of the test would be 1 % houwr
\d separate papers would be set owt for each category.

J \ )
\ Each incumbent who secures 40% and above marks would be given 1 certificate, and cash )
it ‘, ’ A}« m\‘urd on the basis of hisfher performance in the test at the tollowlng rates: Qg‘
E)
: é Sixh of Marks Esisting ssmount of Prize \3
" {‘_,,\\‘ . 80% und above : Rs.1,500. g ;
e - [70% 10 19% - Rs 1000 Y
(\c%\‘:‘ 60% 1o 65% Rs.800 % ‘x\
it [ 50% to 59% x Rs.600 ‘ pht -

[ 40% t0 29% i Rsdfl Kt
tn addinon to the above cash prizes, the candidates who secure tho fizst three positions by %
securing 80% and above marks in the respective catsgories viz, LDC, UDC, Assistants and

Superintendents & above, would also be given an additional cash award of Rs. 1000/ for standing
firsy, Rs. 7004 for standing second and Rs.500/- for standing third, in their respective categories,
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Tae smoloyess whe secure 80% and above marks and win a cash prize of Rs.},500/- in
ar femial of Office Procedure Test, would et be sllowed to participate in the next year's test.

spplications from desirous candidates may please be sent to Administrativa Reforins
“ sparzaent on the enclosed proforma by 30° July, 2018 The test is likely to be held in the
wenth of August, 2015, The date, Lime snd venue of the test will be intimated in due course. In

“FHEE, the roll numbers for the iest are not received by mid-August, concerned candidate misy
shtain e same from AR, Depariment, in person. :

i
It is requested that wide publicity may be given to thiy test so that more and more
amployees could be abls w participate in the test.

Yours faithfully,

(V.C. PANDEY, IAS)
SPL. SECRETARY (AR)
Tel: 23392743

NoF.IS022018 AR M G100 - UEG 2 Datea: | 51061 15"
] i
Zopy forwarded for necessary action toi- !

1. all Addl Secrstarics!Addl. CommissioneryInint Secretaries/Dy. Secretaries/Unber
Secretaries, Govt. of NCT of Dslhi, District Judiciaries, Delhi Police, Munic?al

Cosporation/Council and Autenomaus Bodies/ Undertakings of Govi. of NCT of Delh

25D to Lt Governor, Re) Niwas, Delhi. )

08D to Chief Minister/Ministers, Delti Govt., Delhi Secretariat.

PS 10 Speaker/Leader of Opposition, Delhi Vidhan Sabhs, Old Secretariat, Delhi.

OSD to Chief Secretary, Govt. of NUT of Deiki, Delhi Secretariat.
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Bt
(AMITABH JOSHI)

DEPUTY DIRECTOK (4R)
Tel.: 23391726




8. Department

9. Section/Branch/tnit

Roll Number

(Yo be allotted by A.R.Department) ‘
' Photograph T
1
APPLICATION FORM |
MANUAL OF OFFICE PROCEDURE TEST - 2015 : .
(Note: Incomplete forms would be rejected) !
1. Name in Capital letter both in (English) :
(Hindi) : {
2. Father’s/Husbaud’s Name ;
|
3. Date of Birth i
i
4. Sex (Tick Mark) Male / Female !
|
5. (a) Designation f
i

(b) Date since when holding the post b
6. Pay Band & Grade Pay !
(Don’t mention basic pay) :
7. Category for which eligible LDC/ UDC/ASSTT. / SUPDT. & above. 1
(Please tick marlk category) '
1
i
!
l
|

10. Complete Office Address
(with Pin Code)

11, Complete Residential Address |

(with Pin Code) .
12. Contact Numbers Office
Residence
Moabile

Certified that the above information is correct to the best of my knowledge and
belief. Y understand that the information furnished above, if found suppressed / incorrect at
any stage, will atiract disciplinary proceedings against me. I also undertake that the
knowledge gained would be properly utilized for office use.

Signature of the Applicant




