GOVERNMENT OF NCT OF DELHI

DIRECTORATE OF AUDIT
(Administration Branch)
4'h Level, C-Wing
Delhi Sectt.
New Delhi

Sub: - Comprehension Test on (i) Right to Information Act 2005 & (ii) Manual of
Office Procedure for the year 2019.

Please find enclosed herewith copy of AR Department’s letter No. F.13/
06/RTI/2019/AR.10895-11132 dated 09/09/2019 & letter No. F.15/02/2019/AR/11133-
11370 dated 09/09/2019 on the above cited subjects with request to bring the
contents to the notice of all the concerned officers/officials for information and
taking necessary action accordingly. |

Encl : as above %@Q/
(V. NAYYAR)

D.C.A. (AUDIT)/H.0.0.

;Mf the Branch Incharges
” Dte. of Audit. -y C/
U.O. No. F. 9(1)/DOA/ Estt./Misc/2017/ 6'6 / 6—60/ / Dated: 3 & *‘0‘7

Copy to:

1. Accounts Officer (Audit), Internal Audit Branch, Directorate of Audit, with
request to bring the contents of aforesaid circular to the notice of all the
officers deputed for field duty.

2. Nodal Officer (Website), Directorate of Audit, GNCT of Delhi.
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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI 1 :

- S ADMINISTRATIVE REFORMS DEPARTMENT
77" LEVEL, C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELH]
No.F.13/06/RTI/2019/AR [ & 9GS = [ 115 2 Dated: ¢2< /0 [14
i J U

To,

All Pr. Secretaries/Secretaries/Head of Departments, )

Govt. of NCT of Delhi, \

Delhi/New Delhi. *
2 District & Session Judges,

Tis Hazari/Karkardooma/Rohini/Dwarka/Saket/Patiala Fouse Courts,
Delhi/New Delhi.

All M.D’s/Chairman of Local/Autonomous Bodies,
Undertakings/Corporations,

[ o
=< 3

g

1

Govt. of NCT of Delhi, Delhi/New Delhi. ' >_ [ For wide

4 The Commissioners of Municipal Corporations of Delhi, | cireulution in all
East/North/South Districts, _Sections/Upits
Dethi/New Delhi.

5 The Commissioner of Policc,
Delhi Police,
Delhi/New Delhi,

6

Sub:  Comprehension Test on Right to Information Act. 2008 for 2019.

Sir /Madam.

With a view to encourage the ofticers and staft to get acquainted with the provisions of
Right to Information Act, 2005 and use the knowledge;so gained in their day-to-day working, a
scheme of “*Self Learning of RT1 Act, 2005" was introduced in the year 2010.

2. Under this scheme, all otficers and staff members, working in the Departments of
Government of Delhi, its subordinate Offices/ Undertakings & Local Bodies can participate in the
test.

3. The test would be confined to the provisions of “Right to Information Act, 2005™ and

contain 100 objective/subjective type questions. The duration of the test would be %4 hour and
separate papers would be set out for each category, i.e. C for LDC/r. Asstt/Group-D, B for
Assistant/Gr.ll{DASS)YASO/UNDC/Sr. Asst/ or equivalent and A tor Gr.[/S.0. and their
equivalents and above.

4, Each incumbent who secures 56% and above marks would be given & Certilicate and cash
award on the basis of his/her performance in the test at the following rates: -

Slab of Marks Amount of Prize

80% and above 1,500/-

70% 10 79% 1,000/-
60% to 69% 800/-
50% to 59% 600/-

Conlinue on -2-

\

A
. i

-

The Chairperson /CEQ C, |
NDMC/ DJB, / D g\ , ,
Delhi/New Delhi. - A C) ‘g U )g

‘ !

|

\

e,
i N\,




AN Rl TINIEY T ASI TS

COMPREHENSIVE TEST ON RTI ACT, 2005 for — YEAR 2019

[Note: incomplete application torms would be rejected)

Photograph ‘

Roll Number l 1
(To be allotted by A.R. Departrment) ‘ I|
|| .
1. Namein capital letters [ ! | [ ‘ ' R | i ' '
. s | | : | | | | | l | |
{in English) i 1 [ i 1 | T T 1 1 T 1 G |
| { 1 { | \ ! | ! ' _I
2 Father's/Husband’s Name | I ! | | ! ] 1
I | | | | | | { | | |
1 | '| 1
| ] \ l | | \ | | i ] | ]
3 Sex l:] Male |__ Female
4 Designation | ' ] | l l L l
L1 | ol | i
5 Date since when holding the [ I_—T_-__!‘l - !_j N r_' ‘l__--z_.":‘ ] Titdbimreipyi
post z
6 Pay Level in pay matrix | ]———1——_1‘
(Don‘t mention basic pav) | | |

7 Category for which eligible (Please tick mark the category)

[ Gr./SO/Supdt. or equivalent Ass|stantfSr,iltDASS}MSO;’UDCESr,Asstt/ | LDC/Jr. Asstt/Group-D or |

i_amd above (A) J or equivalent (B) 1 equivalent (C) |
| 1 \ _
g Department | | | 1 | ] ] l

'|
|
|
g Section/Branch/Unit E il |, | |1 - |
9 O A

10 Complete Office address L ) L
with Pin code [

]

I

11 Complete Residential : T 1 E . L
Address with Pin code i T T | 11 ] I ]
L_E_ - - -|_-l.._1| R I T

- | T 1 | [ |

| 1 1

_.|

= T T 'l— T | ] T T 1

12 Contact Numbers [ Office 1 | ,
Mobile — 1 1 | ]
|

| e-mail Id:

13 Bank Details (Please enclose copy of cancelled cheque):

Name of Bank

Branch Address

=TT T 71 171 1 1 | | T T 1 |
i B B B S
TTFSC Code fl ! | |I_,l!‘—r | | Ll E| |
e — g ]
| LR . T T L

'1 ! I .

H | - : i ! i I '-
(Without bank details, application may not be considered)

Certified that the above information is correct to the best of rmy knowledge and belicf. l understand

thot the information furnished obove, if found suppressed / incorrect at any stage, will attract disciplinary
proceedings ogainst me. | also undertake that the knowledge gained would be properly utilized for office

use.

Signature of the APPHCANT e s




GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
ADMINISTRATIVE REFORMS DEPARTMENT
T LEVEL, C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELHI
EMAIL: arupdate@nic.in

- . o Dot Ay -t P / - .
No.F.1SI022019/AR: [ 33— [ 15+ Dated: (€] /0 f-//’.u.‘;
To,
! All Pr. Secretaries/Secretaries/Head of Departments,

Govt. of NCT of Delhi, \

Delhi/New Dethi

2 District & Session Judges,
Tis Hazari/ K arkardooma/Rohini/Dwarka/Suker/Patiala Fouse Courts,
Dethi/New Delhi,

3 Al M.D's/Chairman of Local/Autonomous Bodies, I
Undertakings/Corporations, . . ‘
Govt of NCT of Dellii, Delhi/New Dethi. For wide |
circulation in all
4 The Commissioners ol Municipal Corporations ol Delin, i Sections/Units ‘
Fast/North/South Districts, :

Delhi/New Delhi.

5 The Commissioner ol Police,
Delhi Police,
Delhi/New Delhi.

6 The Chatrperson /CEO

NDMC/ DIB. /

Dethi/New Dethi.

Sub:  Comprehensive test on Manual of Office Procedure (MOP) fur 2019,

Sir /Madam,

With & view to encourage the officials /oiticers including Group D statt to get acquainted
with the provisions of “Manual of Ollice Procedure”™ and use the knowiedge so gained in their
aay-to-day working, a scheme of “Self Learning™ of MOP - Test was introduced in the year 1991,

2. Under this scheme. all the desirous olticials/ officers including Group-1) can participate in
the said test working in the Departments of Government of NCT ol Delli, District Jadiciary, Delhi
Police. Municipal Corporation/council and subordinate Oftices/ Undertakings & Local Bodies

functioning under Govt. o' NC'T ot Delhi.

3. The Test would be confined Lo the provisions of *Manual ot Otfice Procedure Test” (MOP)
and contain 100 objectivessubjective type questions. The duration of the test would be 1% hour
and separate papers would be setout for each category, i.e. C for LDC/r. Asst/Group-D, B for
AssistanU/Gr.HI(DASSYASO/UDC/Sr. Assit/ or equivalent and - A for Gr.1/S.0. and their

equivalents and above.

4. Each incumbent who secures 30% and above marks would be given a Certificate und cash

award on the basis of histher performance in the test at the lollowing rates: -

Stab of Marks Amount of Prize
80% and above 1,.500/-
70% to 79% | 000/-
50% 1o 9% 800/~
50% 10 SY% 600/-

Contd...2/




5. [n addition to the above cash prizes, the candidates who secure the first three positions by
securing 80% and above marks in the respective categories viz. C for LDC/r. Asst/Group-D, B
for Assistant/Gr.ll(DASSYASO/UDC/Sr. Asst/ or equivalent and A for Gr.l/S.0. and their
equivalents and above, would also be given an additioral cash award of Rs.1,000/- for standing
first, Rs.700/- for standing second and Rs.500/- tor standing third, in their respective categories.

0. The employees who secure 80% und above marks and win a cash prize of Rs.1,500/-1n
this test, would not be allowed 1o participate in the next year's 1est

7. It is requested that wide publicity may be given to this test, so that maximum number of
cmployees could be able to participate in the test

8 Applications from desirous candidates (except officers/officials of AR Deptt)) may pleuse
be sent 1o Administrative Reforms Department in the enclosed proforma (also available en the
website of this Deparument) latest by 31st, October, 2019. The cxact date, time and venue ol the
lest will be intimated in due course.

Yours fa ‘ihfﬁlly.

TN
Encl: As above. T
(L.RSINGHD

DEPUTY DIRECTOR (AR)

PH.23392726

G o
No F1S/0220M9AR, F (V7375 NRERERS Dated: | cr |
Copy forwarded for necessary action 1o:-

1. All Addl, Secretaries/Addl. Commissionersioint Secreraries/Dy. Secretaries/Under Secretaries,
Gavt. of NCT of Delhi, District Judiciaries, Delhi Police, Municipal Corporation/Council and
Autonamaus Bodies! Undertakings of Govt, of NCT of Delhi,

7 DSD o Lt Governar, Raj Niwas, Delh

3. Q8D to Chief Minisrer/Ministers, Delli Govt,, Delln Secretanat.

4. PS 1o Speaker/l.eader of QOpposition, Delhi Vidhan Sabha, Old Secretariat, Delhi. ;

5. OSD to Chief Sceretary. Govt, al NCT of Dethi, Delhi Secretarial.

ey
! ; i i
(L.R. SINGHH)
DEPUTY DIRECTOR (AR}
PI1.23392726




APPLICATION FORM

MANUAL OF OFFICE PROCEDURE TEST- 2019

(Note: by

Roll Number

be dllotted by AI.R. Depatrtme

T

{To

yplete upplicativn furms wtild e rejected)

et e

l Photograph !
|

|
S M e

nt) | i

| Name in capital letters L I [I | | \ [ ] | |
(in English) ks | i 1 ——
= [ 1 L I A
2 Father's/Husband's Name T - r| 1 1 | U | _%
+ T 1 1
] T VOO O,
3 Sex L | Male rm__-] Female
4 Designauon A N | 7 !
5 o I
5 Date since when holding the r—'lm—": T 1. ["‘——__)m—"]:_"j—“_} (aled-rmni=yyyy)
post
¢ Pay Level in pay matrix [ i -I |
(Don't menticn basic pay) '.“ _"__H_i____!"___J
7 Category for which eligible (Please tick mark the category)
[ Grl/SO/Supdt. o TGO ASSYASOIUDC ST Ass | 1.DCAT, AssGroup- |
| equivalent and ubove (A) | W 7 or equivalent (13) D or eyuivalent (C) |
o | 1
L .
£ Lepartment [__L__L_ _____ ; _—_L U | 'i___‘__;i___]
R L I O U
. o . R EES SR T T 1 T f =11 T =
Seetion/Branch/Unit ! I {1
1 iEags e .
L _=ale ! | I o
|0 Complete Oftice ijﬁ v _:4 j]l:—':i _'_j _l | :::d —__I__:_ji
address with Pin code | | t l i R _'— |} : [
B S B IR S 1_....,.1 _...-.-I......_1——..l...._‘. I._,__... ey —t
(i . _.T__h W P ___l,_._.'___[__..;__'__l__!
11 Complete Residential "7 | |— " |"__L ] li :| : l ] 1 [
Address with Pin code | 1 1 | '] \ l \ '| 1 |I i
e  — R G S i SR N T
Ll __i_.._L__.]. I .
12 Contact Numbers L Othee __,-.'[ ___4___—_1 ___ﬁi i | _.__ i I
Mobite. | [ | [ O O
| e-muail 1d: i o B
13. Bank Details (Please enclose copy of cancelled cheque):
Name of Bank
3ranch Address
Account No. 7 "'_'|"__'|"—""i"“']_-"T‘-_'"___!——T' —__['_"-I | | \ f |
| P i | ] | i . | ! 1
[MFSC Codeo | '! | i v . , |_ | ! ! ! | ; ! :
/ i ! [ ) (SIS IS DS SR B i \ I
MIGR Code 4, :_ i - | | ||~ | i I [ | 1 T i I i
- | | | | '| | 1 ____I |

Certified that the above information is corre

understand that the information fu

aieract disciplinary proceedings against me.

properly wilized for office use.

I {Wilhcui bank detalls, applicatio

n may not be considered)

¢l 10 the best of my knowledge and belief. |
rrished above, if found suppressed /incorrect ut uny stage, will

] also undertake that the knowledge gained would be

Signature ol the Applicam




