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/ " Syllabus for Suitability test for promotion to the post of Sr. Clerk — Cum — typist, Level — 5
" . against 66.66% DPQ in all Department over East Central Railway.

' S No. | Subject
:[ i Organizational Structure of Ministry of Railways at Railway Board. Zonal Railways,
: b ! Divisional/Unit levels.
l : Office Procedure:
il a. Management of DAK and Receipts.
! 3 b. Fiie Management
'l . ¢. Records Management including records retention Schedule.
* ‘ d. Classification of documents and handing of classified documents.
| | & OealingofVip, Mip: MiA and CA - i references.
' Forms of Communications:
' a. Letter/DO writing
; > b. Notifications
| ¢.  Writing Noting on files.
} 4. Award of Works in Works Programme.
ir— 5. : rocedure for Stores Proéurement (including through GeM).
1 6. [ Statutory Audit/Accounts Inspection Notes, Draft Paras.
7 [ Standards of financial propriety.
8. ‘I Railway Housing (Railway Quarters allotment) Policy.
;- g . Discipline & Appeal Rules and Conduct Rules,
i_ 10. | Medical examination and Medical facilities available to Railway employee. {
T - Man Power Planning - Vacancy Bank. Creation of Posts, Benchmarking, Supernumerary Posts,
Redeployment of surplus staff. Redistribution of posts & Training.
12. I Recruitment. Selection & Suitability. Seniority. Grant of MACPs benefit and APAR. o

"33 "] Pay and Allowances,
|

i 14. I Pass Rules.

15. | Leave Rules. = =

16. Railway Pension Rules (OPS. NPS & UPS)

|

17. | Railway Servants (Hours of Work & Period of Rest) Rules — 3005, 1

B T T T —

15, *'E_MMEELEBF Powers. ' i ' "”ﬂ:

20. Right to Information Act - 2005, T

21. _T_O_f_fmué_ge Policy, Act and Rules. TRt £ __J
T, fh‘eEEg?Md‘é}Tnnes to Trade Union/Associations.

23. | CPGRAM. HRMS. ¢~ office & UMID,
S S

Note - 1 : Questions set in the paper will be no_r'a;ily to as;é'm;?}i_é'rstanding of the candidates w. ET.J
various topics as above which varisus ministerial staff are required to know.

10 % of the total marks will be from Official Language Policy,
optional.

Note -2 :
c. Act and Rules which will be
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