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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
*REVENUE DEPARTMENT; DELHI
(GENERAL ADMINISTRATION BRANCH) _
'5; SHAM NATH MARG DELHI 54"

No F23(302]/M15€/Estt/DCO/GrDJQB Lf[/é o Déltcd: ({ﬁr)’m’( o
To- . ™. Do e ) ' '
“The Deputy Commlssmncrs I ST B

Al Districts
Reveénue Departmcnf. i ; .

Govt. of NCT of Delhi - .

Dclhi * . B A .

. Sub: Manua.l of Office Procedurc Tcst—20 16 to bc_ hcld tn Ocl.obcr 2016_

Slr/ Madam

. _.P_Ieégs_-e find enclosed herewith a copy_of letter no. Letter no. Letter no. ARD-
l\11012/20.12/2/2016/1\-![isc 0/ 0Secy.AR/3792:3951 dated 13/07/2016 received from
Deputy Director (AR), Administrative Reforms Department, Govl.’ o["NCT of Dclhi,
.regarding Manual of Ofﬁcer Procedurc Test-2016, to be held in Octobcr 2016 :

¢ e

’[‘hqs is [or further nec'essai—y-action in this regard_-;.

) oo o . o R Yours fa.li.hfully
A oLt . 5&\}’
- _'\Encl:- As above. " . f v ) .

M i o T g - - (Dmcsh Jha]
Sub Dmsmna] Magistrate- VT (HQ)

e

No. F.23(302)/ Misc/Estt/DEQ /GrD/23%A Datcd: q j‘/%ue

Copy lor irformaltion Lo: :
All Lhe Branch-m Charges: ‘of Revcnuc Départmenl [HQ] Delhi.
2 PAto Sccrcta.ry [Revcnucj/ Divisional Comrhissioner, Delhi.
L3 :PA to-Dy. Com.rmssmner {HQ)-I, T1, 11, Rcvcnuc Dcpa.rlmcnt Delhi.

4. Guard file. . : . gy
e /m\ |

(Dln(,sh Jha)
* .+ Sub-Diyisional Magls'r_ratc VI (HQ)
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= . DelbifNew Delhi- -

GOVERNM:ENT OF NATIONAL CAP[TAL TERRITORY OF DELHI
‘ ADMINISTRATIVE REFORMS DEPARTMENT - !
THLEVEL, C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELHI
” : ., EMAIL: arupdate@nic.in .

Ne. 'Ap\j‘.'n'-\'onl'1-]-1.o16“_.“""5""1‘-=\°SE"TF—'?"/B_!GIQ 75?}{) - bnr.ed: WeaZ-elb
: R oy . T3ToF e s

. Ta, S S .
1 - AllPn Secretaries/Secretaries/Head of Departments, ) R .
" Govt, of NCT of Delhi, - - . ) . R

«  DethifNew Delhi.
2. .District& S_essibﬂjuéiges, . S wo
! " Tis Ha.m:_iﬂ(arkg}dunma_ﬂlqhini}Dwa:ka!SnkeUPnﬁ_ala House Ceurts,{” . .-
. DelhiNewDelbi, - S SRR -

3+ . Al M.Dfs.f(fhaimg‘mbf’Lo:zi!Mbt_anomnus Bodies, )
“Undertalings/Corgézations,, .~ ] . =
) > For '+ wide

" Govt, 6ENCT of Delhi, Deliii/New Delli. ok
' ) ) circutation in all
Sections/Units -

4 The 5oini:|issiugers of Municipal Curporu-rions of Delti,
East/Nerth/Squiit Districts, i .

s *The Commissioner of Police, *
Delhi Police, L . ) e )
Delhi/New Dethi. .. = ) - S L

.6  The Chairpérion /CEQ ~ o X
NDMC/ DIB, ' _/
* Delhi/New Defhi. - - : . '

Sub: Blanual of Officer Procedure Test-2016, ta be held In Oefobér, 2[‘.'16:
SifMadam, - o .
“ Wity a view to encourage the:officials Jofficers including Group D staif tg‘Qet acquainted |
*with the provisions of "Manual of Office Pracedure® and use the knowledge so galned In their i
" day-tg-day woiking, 2 scheme .of "Self Leaming” of MOP — Test was introduced in the year .~
1981, L. U o : L
all thé desiraus oificlals! officers Including Group-D can participate in

2.+ Uridér thi$ scheme; !
.the said test working In the Departments of Gavernment ¢f NCT of Delhi, District Judiziary, Defhi

—Palice; Municigal Corpuraﬁo_n!coﬁncil and subordinate Offices/ Undertakings & Local Bodies
unctioring under, Govt. of NCT of Delhl. : e ' T
kA The tesi would be_ confined to’ the provisins of "Manual of Offiice Procedure Test”

{MCP) and cantalr 100 chjective/subjective type.guestions, The duration of the test would ke

" 1% haur and sepdrate papérs. would-be set out for each category, 8. one for LDC and Group D

and their equivalent; second for UDCs, Assistants and. thelr equivalent and -the third for

4.

b

| o - ..9-’?(\."'
4,

_querinténdénts and their eql.iiva[eflt and above.

4, Each incumbent:-who secures 50% & j
cash award on the besis of hisfher performancg in the test at the following rates: -

nd above mark:a would be given a Gertificate and

Slab'of Marks . - ¢ . Amount of Prize ~
80% and zbove 1,500~ . :
70% to T9%, Lo L- o L008k

60% to 69%" 800/-

50%to55% -, 600/-

In_addifion to the above cash p

hr

by securing 80% and'shove marks In

rizes, the. canc[ldal_es': who securs the first three po}siﬁnns'
the respective categories viz. LDC & Group D and their

equivalent, UDClAssistants and thelr equivatent and Superintendent and thefr equivalent, &

above, would also be given an additiona! cash award of R3.1,000/- fer Standing first, Rs.700/-

fcn_' standing second and R5.500[-"for_standing third, In thelr regpective categories. ”

B, The employess who seciire 80% and above marks and win a cash prize of Rs.1,500/- i

this test, would not be allowed to.paricipate In e next year's test.
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: - test. _ \

~ 'Departmen_t In the enclased proforma (alsq available on the websits of thig De’pqrtmerit)_l 3

R L Yous ey, -
- . B R I - ) . T Ty . ". _::- .
';Em_:l:.As above, N , : o ey iR
- Cn B (AMTABH}JOSPH)__
" b DEPUIYDRECTOR_(AR)
-+ PH23352423

érﬁployees could be able i Participats i the
8 Abpligatibné,frbm desirous candidates may pleass bes sent to Admin_J'strqtive Reforms

by 30.Septemebr, 2016,

Bﬂaz'gﬁﬁﬂm¢thdnozﬁé

No. ?—)-""@"’Lf 2] ”°[67‘”'-5°' ol ofey. AR,
- . : . L. . A T T . I . =
Copy fomarded-forneges_saxy action to;- - _ 13 } 9-1.' 22 4

1 farie's_/Addf.. Commissioners/Joigt Secreta-rjea’Dy. Sccretaﬁcs/Undqi Secratarjes,
f

All Addl. Becre
Govt. of NCT o Delhi, District Tudiciaries, Deth Polics,” Municipal Corporatior/Copricil: and
Autonomous Badiey/ Undertakings of Govt. of NCT of Delh; SR T
OSD to Lt. Governor: Raj Niwas, Deln, N .

GSD to'Chief Minister/Minjsters, Delh; Govt, Delhi Sécretariat,

L W

_ (AMTAgHIOSHl)
DERUTY DIRECTOR (AR)
s ' - © 7. PH23392427

T S,
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Last Data for submission: 30.09.2015

& . APPUICATION EORM
- I=] niGHT 70 . . - .- i
7 E \FURMATION _ MANUAL OF OFFICE PROCEDURE TEST-2016 . .
v A v {Notei incomplete application forms would ba rejected) 4
{‘! * S s - - N _
_Roll Nimber | T 1T T ] _Phulograph
(Ve be alletted by A.R. Department) )
1. Namslncepitalletters [ | [ T T T T T- 1 [ T T T-1
[in English) [ -1 1T T 1T 7§ -7 T 7 7T [
‘ N NN A Y N N T S Y N Y
LT T 1 7 T 1 -1 |
f . .- B - . | ;
' 2 Father'siHusband's. 1A fF T T 7 F-1T- =T 77 1
. Name - I T Y N I I N N N N I |
-3 sex T o [Cmale |, [] Female )
4 Designation L LT T T T T 1T 7 7 7 T 1
5 Date sinca when hbidlné ’ , - l ‘ J . ’ , L l , {cldt-irmt
the post L B ¥y}
§ PayBandgGradePsy [ [ | 1 T -] T 11
(Don't mention  basic - .
pay) - Rs,
T Category for which [ LDCiGroup-D and equivalent -
aliglble : - -
- ‘(Please tick mark the [ | UDC/Assistant and equivalent
° category} ’ . .
[ Superintendent and equivalent and above
&  Department N N N N N O Y Y oy I | T
’ - P Y IS N O AN S I N S I -
8 SectonSrancht [ T T T T T T [ T T 1T 1 R
.- YT Y N Ny A N S I Y Y e
PO, - B L - |
10 Complete Office address [ 1 - |
with PIn code . . .
1 Completz ~ Residentlal
Address with Pin cods
! , 12 Contact Numbers office " [T L L [ T T T°T 1
_ b Residence [ ][ 1 [ T -] T J
! : - Mobie LT T T T T T 1T T 17
Certiffed that the above Infarmation js correct 1 the best of my knowledge and belief. {
understand that the information furnished above, if found suppressed / incorrect at any stage, will
attract disciplinary proceedings against me. [ also undertake that the knowledge gained would be
groperly utilizad for office use, o )
. Signature of the Applicant wemmrrsra .
,.' Lt . - e - -




