
· :.,)(.sV~RNMENT. OF NATIONAL CAPITAL TERRITORY OP: DE.LHI 
D !RECTORATE OF TRAINING & TECHNICAL EDUCATJON · 

MUNI MAYA RAM MARG, PITAMPURA, DELHl-110034 '. 
(COORDINATION BRANCH) : 

··· : ' , 1r:c~ -1 iiMOF/CLiN/ l ,T/ 2 . 3:r <""""')- lt >-· Dated ·- 01· l&f-} ~~ 1 ~ 

,':.. IJ b: ;:1n 1:h i1·1-cnarqes at TTt:(HQ). 
2 ;.., ,\ H.z:.:.ads of institutions uncier DTTE(HQ). 
3. Controller. Board of TP.:.hnica! Education. 

:>ub: - iV:a nual of Offic:<=: Procedure Tcst-2015, to be held in August~20 1 s.· 

1 am ·c> fo rw C1 1Ll nerewith a copy of letter no. F.15/02/2015/AR/4870-4892 dated 

•.S 06 2c ·1 s. ~eceivE=id frorn the Spl. Secretary(AR) . Administrative Reforms D:epartment. 

(:;,:ivt. of NCT of Delh i. J elhi Secretariat, New Delhi on the subject cited above . 

Y.;y.ir -:-1 ;-? ~ ~q u-:-sh?d ~o ser'ld the details in presc~ibed forrnat(enclosed) to the 

'.. :1·.J"":=, 1:J 1': ·':·:: \ t-ilt.;~:.l by 2 & O? 201 !:>. so that the the details may be sent to t1·e Spl. 

!:::,,.:;c1e ! ~ll' , u-\l·~.1 .A.tj-.·u n 1 G t 1·8t/\'~ Rcforrr·s Depa1imenL Deihl Secretariat, New Delhi 

Yours faithfLHy 

~,__. ----:. 
(V!JAyc;fA-.~cf~A? . I) 

ADM iNISTRA7 1VE OFt-'ICER(CDN} 
E 1K l. ·AS abovE.'·. . 
F 5(1 7; '2011 /MOfJ1CDN/TTE/ 'J.....~ '1- ~ J...-V\'> o'ated - o 1 '&'7H 'J.»t f 

• I . · ' 

::. . F1 / ., tv Addi. Oirector(TTE). 

'.~ The f•.sstt. p r::>grammer(TTE) With the request to upload on the 'websfte of the 
0 €p8 rtment at ~!1e earliest a11d r1::tum the original to this branch after u:plopding.

'· ' ; . : 

~ 

Ot •l>7- l.Y 

(VIJAY. CH,AINONA) 
ADMINISTRA T.VE 0FF·l CtR~CDl\ J

' . ,. 
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':;..')VERNMENf OF NATION AL CAPITAL TERRITORY OF DELlll 
ADMINJSTRATIVE REFORMS DEPARTMENT 

.,-:-i LEVEL. C-WING, DELHI SECRETAIUAT. LP.ESTATE, mW DELm 

; ......; ~Wf./'201!·/AF/ ~ 9 1 o- ~ ~°I '2.. 	 Dated: \ s'loo'} $ 

•. 	 .e..:; Pr. So:cretaries/SecrowicslHce<l ->fDcpartroents, 
'Jovt. ofNCT ofDelbi, 

[Jclhi/New Delhi 


Oistnc1 &. Session Judges, 
·r;s Hu.asiJKArkardooma/Rohini/Dwarb/Sabt!Patiala House CourtJ. 
DelbilNew Delhi. 

3. 	 /di M.D's/Chl.innan ofLocaVAutonomou" Bodies. 
Undertakings/Corporation$, 
Govt. of NCT of Delhi, Delhi/New Delhi. For wtde cln:ub.don 


In alJ Secdo.u/Unhs 

ti. 	 The Commissioners of Municipal Corporations of Dclh.i, 


Ea.st/North/South Districts, 

Delhi/New Oelhi. 


S. 	 The Commissioner of Police. 

Delhi Police, 

Delhi/New Delhi. 


~ 	 The Chairperson /CEO 

NDMC/DJB, 

Delhi/New DeU1i. 
 ~4 

Sob: Maa.al of Otnce Procedure Test - 201!, to be llekl la Aui111t, 2015 . ....J ~ 

SirfMadam.. 

With a view to encourage the officers and staff to get acquainted with the provi.siolU of 
"Manu.11 of Office Procedure" and we the knowledge so pinod in their day-to-day officw 
l\ofi<ing, a scheme of"SelfLearning" wa.s launched in the yc.v 1991 . 

Under this scheme, all the desirous offi~ can participate in this tclt apart from LDC, 
UDC, Assistants, Superintendents and their equivalent, working in the Govornmcint of NCT of 
Delhi, District Judicio.ty, Delhi Police, Munidpa.l Corporation/Council & Subordinate 
Officcs/Unde11akinp &: Local Bodies functioning under Govt. ofNCT ofDelhi. 

TI1e test would be confined to the provisions of "Manual of Office ProoedlUO" (MOP) . 
:ni'ie.paper would contain obje~tive type questions. The duration of the test would be 1 ~ hDUI' 


\_ft'id separate papers would be set out for each ciategory. 


~~-:...'" 
E~h incumbent who s"uiu 40% and above marb would be givai a certificate and cub 

Y/:.\"award on the basis of his/her performance in the test at the following rates:- ~~ } 

Cn addit ion to the above cash ptlU&, the candidates who .ecwe the first three position• by

securin~ 8Wa and above marks in the rcspedive ca.tegories viz. LDC. UDC, Auistants and ~ 

SuperintC1ldents & above, would also be given an additional cash a1Vllfd ofRs.1000/· for standing 


fin< IU.700/· '°'.....1., "'""" ond a..SOO/- '°"''"•'"• thm!, in ""'"-·,.,.gon... It. ( 

1

3
\~\~ 
~\\ 
' 

Slab ofMarks 
80o/o and above 
70% to 79"/a 
60% to 69"AI 
50%toS!Wo 
400h to 49"Ai 

. 
/

Emtia1 UDOHt or.Priu 
R.s.l soo. b\i ' 
Rs.1000 

Rs.800 
 0 \ ~ 
Ra.600 

Rs.400 
 ~s~ · ~ 

I 



foe· .~mplo)-e.~s whc. se1.:ure 80% and above marks and win a cash prize of Rs.1,500/· in 

· ;;c l.,h,;1•ml of Office PrC'Cedure Test, would not be allowed to participate in the next year's test: 


Appl.ications fam1 d~su·cius candidates may please be sent to Administrative Refortns 
- :!pari:r.1ent ".ln the enclosed profonna by 30'11 Jyly. 2015: The test is Jikely to be held in t'be 
il!Cnth of August, 2015. The date, time and venue of the test will be intimated in due course. iJn 
:~<tse, tne roililUntbers for the test are not received by mid-August, concerned candidate rtja.y 
::>utain the same from AR. Department, in person. • 	 · 

' It !s requested that wide publicity may be given to this test :io that more and m~re 


~mploye.es <:ou!d be able to participate in the test. 


Yours faithfu~ly, 

~ 
(V.C. PANDEY, J..iS) 

SPL. SECRETARY (AjR) 
TeL: 23392~43 

No.F.15/02/lOt~ARI\..\ ~I0 -119'"12..-	 Dated: Is10 6 IlS'" 
':>,py forwarded for necessary action to:

l. 	 All Addl. Secretaries!Addi. Commissionef'$/'Joint Secretaries/Dy. Secretaries/Un~er 
Secretaries, Govt. of NCT of Delhi, Oi3tti<:t Judiciaries, Delhi Police, Munic?>at 
Corporation/Council and Autonomous Bodies/ Undertakings of Govt. ofNCT ofDelh1. 

2. 	 OSD to Lt. Governor, Raj Niwas. Delhi. 
3. 	 OSD to Chief Minister/Minister~. Derti Govt., Delhi Secretariat. 
4. 	 PS to Speaker/Leader ofOpposition, Delhi Vidhan Sabha, Old Secretariat, Delhi. 
5. 	 OSD to Chief Secretary, Govt. of NCT ofDelhi, Delhi Secretariat. 

1W-,.J'~ 
(AMITA'ea .1osiin 

DEPUTY DIR.ECTOR(~) 
Tel.: 23391126 

' . 

I 



:~o ' :'lt1t 11>c, --·· 

{:f;; ~ 1~lllll ;(:J 11y ; ••n.Oep11rtmeat) 


a,PPLICADOli fOBM 

&NCJ.AL OF <>mCi PROCEDURE IEST- 2oi5 
(Note: locomp~ form~ ~Jld ~rwj~<i) 

. ,•!m;w .n Capic.I iettrr both In (EngtiaJl) 

(lliodi) 

Male f Female 

(l>1Ditte sin« when holdi11e tbe post 

(~. ~•y 01od & Gr1ade Pay 
(Don't 11tt'nrio11 buic pay) 

7. C•tegol'! for whklt elicible LDC I UDCl_..9.STT. I S\JPDT, • abv•c. 
1Ylo:iue tlck mark category) 

~. i)~partm<tnt 

<!'. ~dlon/Branclt/UttlC 

JO. C11mpk1t Offiee.Addrtn 
(~itli Pin Code) 

i:t. Complet\' Reald1101la) Adore"" 
(witb r i11 Codt) 

; l. Con11ct Nurub• rs 

Certll\ed tbt t•c at.we lalorm•do• ta cornet to the Mst of my lc.mowlqe •IHI 
belief. ( 1U1dcrstaad that tlae htfo....Uoo fllJ'JlilUd 1bov~ iffo1111d llAJ>p..-..d I bltorrect •t 
any au~. wm anntt dlec.iptb~n,. procndlllp apiut mt.. ( 9.lto "ademk« tlaat cbe 
kDowltqe &alaed would be propa1111tilbed for oftb ue. 

SiJut1re oh he Appficaat__________ 

l 


