
GOVERNMENT OF NCT OF DELHI 
DIRECTORATE OF AUDIT 

(Administration Branch) 
4•h Level, C-Wing 

Delhi Sectt. 
New Delhi 

Sub: - Comprehension TE!st 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/RTl/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 ~~ 
D.C.A. (AUDIT)/H.0.0. 

~1 
/ 

the Branch Incharges 
Dte. of Audit. 
U.0. No. F. 9(1)/DOA/ Estt./Misc/2017/ 66 /6 -60/j Dated: 3 !J ..-o<rJ ~/ CJ 

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 . 

.
- . 

• :1· •-.­

•I 



-ebt'r ~ 3 q 19GOVERNMENT OF NATIONAL. CAPITAL TERR!TURY OF DELHI 
ADMINISTRATIVE REFORMS DEPARTMENT 


Tll ~ 
7 LEVEL, C-WJNG, DELHI SECRETARIAT, l.1'.ESTATE, NEW DELHI 

No.F.!3/06/RTl/2019/AR l 0 y<7s- ·---- l 1 I 3 ~),, Da ed: G~ 
To. 

All Pr. Secretaries/Secretaries/Head of Depanments. 

Govt. of NCT of Delhi, 

Delhi!New Delhi. • 


2 	 District & Session .Judges, 

Tis Hazari/Karkardooma/Roli i ni/Dwarka/Saket/Patiala House Courts, 

Delhi/New Delhi. 


3 	 All M.D's/Chairman of Local/Autonomous Bodies, 

Undertak in gs/Corporations. 

Govt. of NCT of Delhi. Delhi/New Delhi. 
 fur wiJc 
The C:orrnnissioners of Municipal Corporntiuns ol' Delhi, ...:in:ul11rion1 i11 1111 
East/North/South Districts, ci:tio11 IL'11ib __, 

Delhi/New Delhi. 

5 	 The Commissioner of Police. 

Delhi Police, 

Delhi!New Delhi. 


6 	 The Chairperson /CEO 

NDMC/ D.JB, 

Delhi/New Delhi. 


'Sub: Comprehension Test u11 Right tu lnfurmation Ai:t. 2005 for 2019. 

Sir /Mad<1m. 

With a view to encourage the ofticers and staff to get acquainted with the provisions of 


Right to Information Act, 2005 and use the knowlcdg~jSO guined in their day-to-clay working, a 


scheme of"Self Learning of RT! Act, 2005" w<is intrnduced in the year 20 I 0. 


2. Under this scheme, all oi"Jiccrs and staff members, working in the Depan1rn:nts of 

Government of Delhi, its suboruinate Oftices/ Undertakings & Local Bodies can participate in the 


test. 


3. The test would be confined to the provisions of "Right to lnfonm.tion Act, 2005" and 


contain 100 objective/subjective type questions. Tht: duration uf the test wouid be I 1/2 hour and 


separate papers would be set out for each category, i.e. C fur LDC/Jr. Asstt/Group-D, B for 

Assistant/Gr.ll(DASS)/ASO/UDC/Sr Asstt/ or equivalent anJ A for Gr.l/S.O. and their 


equivalents and above. 

4. Each incumbent who secures 50% and above marks would be giveri '' Cenilic<1te and cush 


award on the basis of his/her performance in the test at the following rates: ­

Slab of Marks Amo Lint of Prize 
80'!/u and above 1,500/­

70% to 79% 1,000/­

60% to 69°/i, 800/­

50'% to 59°1., 600/-

Conlinue on -2­
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COMPREHENSIVE TEST ON RTI ACT, 2005 for - YEAR 2019 
(Note; Incomplete appllc;;tlon forms would be rejected) 

Photograph 
Roll Number Ll 
(To be allo t ed by A.R. Oepa r merll ) 

1. Name in cap ital letters 

(in English) 

2 Father's/Husband's Name 

3 Sex 

4 Designation 

5 D.ite since wl1en holding the 

DOS! 

Pay Level in pay m;:itr ix 
(Don't mention basic pay) 

ffiS=FI I I l=i I i1 

EJ-EJ 1111111n-1 

'~_ _,/Male LJ Female 

.__I __._I _ _.!'----'--! ___[ 
CD· o--:J­ L-·1 fl--1 111d·"'"'·Y'IYYI 

-I -!-!--! 

l I I I 
Category for which eligible (Please tick mark the category) 

Gr.l/SO/Supd . or equ ivalent Assistant/Gr.11( DASSI/ASO/UOC/Sr.Ass t t/ LDC/Jr . Asst /Group·D or 
and above (A) I or equ ivalent (6) equ iva lent (C) 

8 Department 

9 Section/Branch/Unit 

10 Complete Office address 
w ith Pin code 

11 Complete Residential 

Address w ith Pin code 

12 Contact Numbers 

B=1=+B llll I I I I 
EllJj I ! f I I I Fl I 

ITTilllllll-H!IJ 

ffi 11gl+fil111-.~ 


11 1111 Ill] 
13. Bank Details (Please enclose copy of cancelled cheque): 

Name of Bank ________________________~-~---

Branch Address___~~~~-----~~~--~-----------

Certified that the above inforrnarion is correcr ro the besr of my knowledge and belief. I undersrond 
that the information furnished above, if found suppressed I incorrect at any stage, will attract disciplinary 
proceedings against me. I also undertake that the knowledge gained would be properly utilized for office 
use. 

I Account No 
I 

: l~SC Code I 
~1~--~-·-+--_.___._ _.__--i--+---4----'"---'-~-+---+--+--r----t~-+~--.--+----I 
11 

MICR Code j I 
'-------'-----_.._---'----'--;.__--'-___l_ __.____l_ _.______~ ___L___J_ 

{Without bank details, application may not be considered) 

Signature of the Applicant ............................................ 




COVERNtvlENT OF NATIONAL CAPITAL. Tl?.Rl{ITORY Of.' DELHI 

ADMINISTRATIVE REFORMS DEPARTMENT 


7Til LEVEL, C-WING, DELHI SECRETARIAT. 1.P.ESTATE, NEW DELHI 

EMAIL.:arupdnlc@1ic.in 

Nu.17.1510212019/AR/ l I I :·.:~J · -.. f /. 3 7 (I 	 Dated: () {!/ I0 (.· ; / / ') 

To. 

All l'r. Sccre1;1ries/Sccrcraries/Hcad uf Dcpart1nc111s, 

Govt. ol'NCT ul ' Dcllii. 

i)i::llii/Ncw Dclhi 


2 	 District & Scssil>11 Judges, 
·1·is l·lazari/Kark;ircloo111a/Rol1 i11 il!Jwark:i/S<ikcr/l';it i;i la I-louse Courts. 
Dclhi/N1:w D.:lhi . 

All M.D's/Chairnn111 of Local/Alllo110111ous 13mlies, 

Umlt:rwk iogs/Corpornt ions, 

(lov1 ul°NCT of Delhi. Dclhi/N..:w [klhi. 
 l

<I 	 The Cu111111issiu11crs ul' Mu11icip;il Curporari,>11s ol' lkll11. 
1:;1sr/Nonh/South Districts. ( 

For wide 

circulation in all 

Sections/Units 

Dcll1i/Ncw D.:ll1i. 

5 	 Th~ Commi~sium:r of f'ulice, 
Delhi Police, 

Dclhi/Ni:w Delhi . 


6 	 The Cllairpcrson /CEO 
NDMC/ DJB. 

Delhi/New Dt!lhi. 


Sub: 	 Cu mpri:llcr1si vc re ·t 011 Mar111al of'Olfo:c J>r uccdurc !MUl'l rur 20 19. 

Sir /Madam. 

With <1 view tu encuunigc the urtici<ils /oi'ticcrs including Group D stnt'f to get acqLwir1ted 

with the provisions of "Ma11ual of Onice Procedure" and use tht: knowlcclgi: so gainc<l in their 

oay-to-day working, ~1 scheme of"Selt' L.e<1rni11g" of MO!' - Tesl was introduced i11 the yeur 1991. 

2. Under this sch<.!mc. all the dcsirnus ulfo.:iuls/ ufliccrs i11L:ludi11g (iruup-U can participate i11 

the said test working in the Dcp;irtr11c11t::; uf()uvcrnr11e11t of'NCT oi'Uell1i. District .lmlicimy. Ddhi 

Police. Municipal Coqx1rnlion/co1111cil w1d suburdi11;1tc Olf1ccs/ lJmlt:nakings & l.ui.:cil Uudics 

:·unctiuning L1ndcr (iovt. 01· NCT uf Delhi. 

3. The Tes: would be con tined lo the provisions ul"'Manwd l1t'Olf1ci: Procedure Test" (MOI') 

and contain \ 00 ubjective/subjcctivc type qut:stio11s . Thc duration or the test would be 1'il hour 

and separate papers would bl..'. set uul J'or cttch cutcgury, i.e. C for LDC/Jr. Assn/Group-D, B fur 

A~sistant/Gr.ll(DASS)/ASO/UDC/Sr. Ass1t/ ur equivalt:111 and A for Gr. l/S.O. ttnd tht:ir 

eL1uivalents a11d above . 

4. Each incL1rnbent who secun.:s 50'Yu and ttbovc marks would be given a Certil'icute <ind cash 

aw<1rd 011 :he ba:;is of his/her pcrfornwncc i11 tlic tt!Sl al th't.: i'ollowi11g nitcs: ­

Slab ui' Marks A1110u1ll ol' Prizt.: 

80% ;111d <ihove 1.500/­
70"/i, lo 79"/.i 1,000/­
Ml% to 69% 800/-


SO'Yu to 59°1., 600/-


Contcl ... 21 



8 

-2/N­

5. In addition to the above cash prizes, the candidates who secure the first three positions by 

securing 80°1.1 and above marks in the respective c:utegories viz. C: for LDC/Jr. /\sstt/Clroup-D, B 

!'or Assistant/Gr.ll(DASS)IASO/UOC/Sr. !\sstl/ or equivalent and A for Gr.l/S.O. and their 

equivalents and above, would also be given an ndditio11al cash award of Rs .1,000/- for standing 

first , Rs. 700/- for standing secnnd and Rs.500/- for standing third, in their respective categories. 

6. The employees who secun.:: XO'Yu and above mark~ and win a cash prize of Rs. 1,:50()!- in 

this test, would not be allowed to participate i11 tile next year's test. 

7. It is requested th.it wide publicity may be given to this test. so that 111axi!ll11111 number of' 
employees could be able to panicipnte in the test 

Applications Crom desirous c:a11clidntes (except oflicc:rs/officials of AR Dept!.) 1my ple:1se 
be sent to Administrative Reforms Department in the ·;:nclosed proforllla (also availabk 011 the 
website of this Department) latest hy 3 lst, October, 2019. file;: exact date, time and vem1e oi" the 

test will be intimated in due course. 

Yours fnil\1fdlly.
(' ' l"·i .' 

r1n•t\ ·, ,' \ . r-
1.1io .. · \"" · ·;

F.11cl : ,\s nbovc. '~ • ~·1 \ I ; 

CL.I~ SINCiH) 
DF.f'lJTY DIRJ~CTOR (AR) 

PH .23 392 726 

I. 

Nn.F . l S/0212019/ARi .\ / \ T:; ··· · 11 -~ .../ o D:ired: ('"/ { O' f / ! ' ! 

Copy forwnrded for ncccs~;11y nction 10:· 

All Acid!. Sccrctnrics/Addl. Comm1ss1oners/.loi 11t Sc-:rernrics/Dy. Secreiaries/U11ckr Secreraric:s, 

Govt. of NCT of Delhi , f)1s1rict J11dic111ries. Delhi Police, Municip;il Corporntion/Council nnd 


Autonomous l3od1 e~/ U11ctertnk111gs of Govt of NCT of Delhi . 

OSD \n U (jnvcrnn1', Rat 'J w; 1~. Delhi 

() ." ()to CJmfMi11isrcr/M 111istc rs, Delhi Govt .. Delhi Secrcumm. 

PS to Spe;iker/l..eacler or Oppos11 ion . Delhi Vid \11111 SHhhn, Old Secretariat, Delhi . 

OSD 10 Chief Sccret:ll)', Govt cif CT of Delh i, Dt:lhi Secretari:i1. !(..:~.:·)! ::·:J 

r. 1; j ' 
(LK SINGH) 

Df=.PlJTY DIRECTOR (AR) 
PH .2J)lJ2726 



APPLICATION FORM 

MANUAL 01~ Off ICE J' l\OCED_UIU: ITTI_- 201 'J 


(Noll.:: h1L'u111pll.'tc 11pplil·a 1iu11 f11r 1 11~ \VtJtiltl Ill.' n.•jn'll·d) 

Photugrnph 

l\0! I Number 

Der;1nmc11t):To be: allutt i.:d bv A.R 


N<1me in capital kttt.:rs 

(in English) ~+t1 F1HH±i.--t~ 

2 Fathe1" s/l-lusband's Nrnne E~- 1.J_~~H_lj_-±~E~-~ 
···---,

S(!X ;[___~ I Male 

.--·---.,- ....·--..·-.-- --· 1-·· ..·--,-----1--·····-·-"---1 
d f)(!SJgllal !Oil L____ .L___J_____ J.._..~__.J__,_______l_.._J 

r,..--1--T-·-Jr-----J 1i1c1.... ,,..yyyyjs L);11e since whc:11 holtli11~ the: [_].·=-=~ - [~[~-- L ..___ __ --·_L_.._ 

post 


Pay Level in pay nwtnx 

I Dv11 '1 111.: 11111.:11 bH~11.: p:1y) 

7 

Iiepnrt1m:n1 

Scc1ion/l3rnnch/U nit 

11 

lo1'ii<.:c -- ---:-r···--,-- 1- ---1 -; 1 , •l 2 Co1rn1c1 Numb.:rs IM~bilc --·-·-·r----- ·-· ·- ·1 : r--- -~.. ~---- -- - _u____ J_·__..-i 
I i.:-nrni!_li.J_ _. ----- ----------­

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

Name of Bank---------------------------- ­
3ranch Add ress_____________________________ 

-1-··-1·-r-1-rI·11-·-i--- ,-i--Fl-·--·1-1J ++.:-.-..-i--'---j- --r-r-t-~- -~-+-·· 
I l l I l I I I i ! ! 

, M1C:R-C-.,t1-.---11 I 1 -- - - :-- ·--1 -- -,- -1 -·r- ·----+i-__-
1
- -t--._-_--,.-1- ....,1 

(W ithout bank deta il s , app licat io n m ay not be cons idered) 

Certi)ied that the abuve inj(Jrrtwliun is L'<J1'l'ec:t tu !hf.! bf.!st uf my knowledge ciml belief I 
iincierstand 1hm the in/ormotiunjirrnished above. !ffvund suppressed I incurreL'I "'£IYIY swge, will 
011rm·t disciplinary proceedings a,goinst me. I also undertoke tf~at the knowledge gained would be 
properly utilized.for ul}ice use . 


