GOVERNMENT OF N.C.T. OF DELHI

DIRECTORATE OF AUDIT
{Administration Branch)
04™ Level, ‘C-Wing,
Delhi Sachivalaya,
New Delhi.
No. F.9(12)/DOA/Estt./2011/dcaaudit/ ¢ 1 I+ Dated; /(- "%

Please find enclosed herewith the copy of following Circulars alongwith
enclosures with the request to bring the contents to the notice of all the
officers/officials working in respective branches for information and it must be ensured
that the applications of desirous candidates in prescribed proforma must reach to the
undersigned by the dates mentioned against each positively, for taking further
necessary action accordingly: -

S.No. | Letter No. & date | Received Subject Last date for receipt
from of application In this
office
1 | 48704892 dated | Dy. Director glml Tr;it 2Olfgfﬁce
{ ure - , to
15.06.2015 (AR) be held n August, 2015. 20.07.2015
2 | 5234-5393/c dated -do- glomhprehelnsffve ;est :n
.06. ght to Information Act 07.
17.06.2015 2005 to be held In 20.07.2015
September-2015.

Encl: As above,

(H.R.NAUGAIN)
ACCOUNTS OFFICER (ADMN.)
TEL. NO. 23392280

Copy to: -

Al the Branch Incharges, Directorate of Audit
Sh. Sanjeev Mendiratta, AO (Audit)/PIC with the reguest to submit his
application form for Comprehensive test on RTI, 2005 in enclosed format
at the earliest please.

O/Nodal Officer(Website), Dte. of Audit.
4. Notice Board.
5. Guard file.

Il o



GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELEIN
ADMINISTRATIVE REFORMS DEPARTMENT
7™ LEVEL, C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELHI
NoF.15/022015/AR/ HS70- M4 292 Dated: A $106 115"
To, '

1. All Pr. Secretaries/Secretaries/Head of Departments, \
Govt. of NCT of Delhi,

Dethi/New Delhi. . V%"

2. District & Session Judges,
Tis Hazari/Karkardoome/Rohini/Dwarke/Saket/Patiala House Courts, | \\\
Delhi/New Delhi. Py

3. All M.D’s/Chairman of Local/Autoromous Bodies,
Undertakings/Corporations,
Govt. of NCT of Delhi, Delhi/New Delhi. wide drenlntlon
Sections/Units

4. The Commissioners of Municipal Corporations of Delhi,
East/North/South Districts,
Delhi’New Delhi.

5. The Commissioner of Police,
Delhi Police,

6. The Chairperson /CEO ' _/

NDMC/ DJB,
DelhifNew Delhi.

Sub: Mannal of Office Procedare Tést - 2015, to be held in August, 2015.
With a view to encourage the officers and staff to get acquainted with the provisions of

“Matual of Office Procedure™ and use the knowledge so gained in their day-to-day official
working, a scheme of “Self Learning” was lannched in the year 1991.

: Under this scheme, all the desirous officers can participate in this test apart from LDC,
UDC, Assistants, Superintendents and their equivalent, working in the Government of NCT of
Delhi, District Judiciary, Delhi Police, Municipal Corporation/Councii & Subordinate
Offices/Undertakings & Local Bodies functioning under Govt. of NCT of Delhi.

The test would be confined to the provisions of “Manual of Office Procedure™ (MOP) .
The paper would contain objective type questions. The duration of the test would be 1 Y% hour
and separate papers would be set out for each category. .

Each incumbent who secures 40% and above marks would be given a certificate and cash
award on the basis of his/her performance in the test at the following rates:-

Siab of Marks | Existing amount of Prize
80% and above : Rs.1,500
70% 1o 79% : o Rs.1000
60% to 69% Rs.800
50% to 59% Rs.600
40% to 49% Rs.400

- In 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. LDC, UDC, Assistants and
Superintendents & above, would also be given an additional cash award of Rs.1000/- for standing
first, Rs.700/- for standing second and Rs.500/- for standing third, in their respective categories.




The employees who secure 80% and above marks and win a cash prize of Rs.1 ,300/- in
the Manual of Office Procedure Test, would not be allowed to participate in the next year’s test.

Applications from desirous mn&datas may please be sent to Administrative Reforins
Department on the enclosed proforma by 30% Jaly, 2016 The test is likely to be held in the
month of August, 2015. The date, time and venue of the test will be intimated in due course. !In
case, the roll mumbers for the test are not received by mid-August, concernted candidate niay
obtain the same from A.R. Department, in person. i

Itlsrequeﬁedtbatmdepubhcitymaybegwentothlstestsothatmore andm@re
employees could be able to participate in the test, -

Yours ﬁithfu*ly,

W

i
(V.C. PANDEY,
SPL. SECRETARY( )
Tel.: 23392143

NoF.15/022015/AR/ 3, 10 - UE G 2- Dated: |S5106 | 15’
Copy forwarded for necessary action to:- |

I. All Addl. Secretaries/Addl. Commissioners/Joint Secretaries/Dy. Secretaries/Under
Secretaries, Govt. of NCT of Delhi, District Judiciaries, Delhi Police, Muni
Corporation/Council and Autonomous Bodies/ Undertakings of Govt, of NCT of Dethi,
OSD to Lt. Governor, Raj Niwas, Delhi, i
OSD to Chief Minister/Ministess, Delhi Govt., Delhi Secretariat. :
PS to Speaker/Leader of Opposition, Delhi Vidhan Sabha, Old Secretariat, Delhi. i
OSD to Chief Secretary, Govt. of NCT of Delhi, Delhi Secretariat. :
z“lm
(AMITABH JO

DEPUTY DIRECTOR (
Tel.: 23392

koW N




Roll Number
(To be allotted by A.R.Department)

Photograph

APPLICATION FORM

F OFFICK - 2015
{Note: Incomplete forms would be rejected)

1. Name in Capital letter both in (English)
(Hindf)

2. Father's/Husband’s Name

3. Date of Birth

4. Sex (Tick Mark) Male / Female
5. (a) Designation
M) Date since when holding the post

6. Pay Band & Grade Pay
(Don’t mention basic pay)

7. Category for which eligible LDC/ UDC/ASSTT. / SUPDT. & above.
(Plense tick mark category) ‘

8. Department
9. Section/Branch/Unit

10. Complete Office Address
(with Pin Code)

11. Compiete Residential Address

(with Pin Code)
12. Contact Numbers Offtice
Residence
Mobile

Certified that the above information is correct to the best of my knowledge and
belief. 1 understand that the information furnished ahove, if found suppressed / incorréct at

any stage, will attract disciplinary proceedings against me. ] also undertake that the
lmowledge gained would he properly utilized for office use.

Signature of the Applicant




FYRPYS | 1
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI R |6 I%O\ '

ADMINISTRATIVE REFORMS DEPARTMENT
7™ LEVEL, C-WING, DELHI SECRETARIAT, |.P.ESTATE, NEW DELHI

No.F.13082015/AR/ 523U ~S 393 patec: )71)26]15”
To, "
1 All Pr. Secretarles/Secrei!aries/Hsad of Departments, \

Govt. of NCT of Delhi, |

Delhi/New Dalhi.

2 District & Session Judges, /Lg\é

Tis Hanrlll(arkardooma}RohlnilDwarkalSakethatlala House Courts,
Delhi/New Delhi. '

3 All M.D’s/Chairman of Ldmllnutonomous Bodles,
L r wide drallaﬁon
1

. Undertakings/Corporatians,
Gowvt. of NCT of Delhi, DeflhllNew Delhl,
; nall SeetlomIUnits

4 The Commissioners of Municipal Corparations of Dethi,
East/North/South D}
Delhi/New Delhi.

l
5 The Commissioner of Pol!ce,

Delhi Police, !
Delhi/New Delhi.

[
!
6 The Chairperson /CEQ ; _/
NDMC/ DIB, |
Delhi/New Delhi.

Sub: Comprehension Test on F;klght to Information Act, 2005, to be held in September, 2015.

Sir Madam,

With a view to encourpge the officers and staff including Group D staff to get
acquainted with the provisions of Right to Information Act, 2005 and use the knowledge
8o gained In their day-to-day working, a scheme of *Seif Leamning of RTl Act, 2005° was
introduced in the year 2010.

2. Under this scheme, all|officers and staff members including Group D, warking in
the Departments of Govenment of Dethi, its subordinate Offices/ Undertakings & Local
Bodies can participate In the test.

3. The test would be corrth'\ed to the provisions of “Right to information Act, 2005°
and contain 100 objective/sub {swve type questions. The duration of the test would be
1% hour and separate papersgwnutd be set out for each category, i.e. one for LDC and
Group D and their equivalent; pecond for UDCs, Assistants and thelr equivafent and the
third for Superintendents and tpalr equivalent and above.

4, Each incumbant who ﬁwres 40% and above marks would be given a Certificate
and cash award on the basls ofhtalharperfonnance in the test at the following rates: -

slab of Marks ? Amount of Prize
£0% and above 1,500/~

60% to 69% 3 800/-

50% to 59% . 600/-

40% to 49% ' 400/-




3 In addition to the above tesh prizes, the candidates who secure the first three
positions by securing 80% and above marks in the respective categories viz. LDC &
Group D and thelr equivalent, UDC, Assistants and their equivalent and Superintendent
and thelr equivalent & above, would also be given an additional cash award of
Rs.1,500/ for standing first, Rs.1,000/- for standing secord and Rs.500/- for standing
third, in their respective categories.

6. The employees who secure 80% and above marks and win a cash prize of
Rs.1,500/- In this test, would not be allowed to participate In the next year's test.

7. 1t is requested that wide publicity may be given fo this test, so that maximum
number of officers / smpioyees could be able fo participate in the test.

8. it is further, observed that complaints are being received regularly from the users
of RTI Act, 2005 that PIOs in various departments/organizations etc of GNCT of Delhi
are not following the provisions of RTI Act, 2005 while dealing with the applications
seeking information under the Act as well as the other provisions and instructions issued
under RTI Act, 2005 regarding updating websites end posting Information online.
Therefore, a neaed has been felt to enhance awareness regarding various provisions of
the RT1 Act, 2005 amongst PlOs working in the offices under the GNCT of Delhi. it is
accordingly, requested fo encourage and nominate PiOs working in the
departments/offices under your control to participate in this test which is essentiality to
enable participants for updating their knowledge about the existing provisions of RTI Act,
2005.

9 Applications from desirous candidates may please be sent to Administrative
Reforms Department in the enclosed proforma (also avallable on the website of this
Department) latest by 31stJuly, 2018. The test is likely to be heid in the last week of
Septembor, 2015. The exact date, time and venue of the test will be intimated in due
course. [n case, the roll numbers for the test are not received by mid-September,
concernes candidate may obtain the sams from A.R. Department, in parson.

Encl: As above.
SPL. SECRETARY (AR)
Tel.: 23392143
No.F.15/02/2015/a%/ §' 234 =S 39 3 pated: | 7 ] pél 1l

Copy forwarded for necessary action to:-

1. Al Addl. Secretaries/Addl. Commissioners/loint Secretaries/Dy. Secretaries/Under
Secretarles, Govt. of NCT of Delhi, Disirict Judiclaries, Delhi Police, Municipal
Corporsation/Council and Autonomous Bodles/ Undertakings of Govt. of NCT of Belhl.
0SD to Lt. Governor, Raj Niwas, Delhi, ‘

050 to Chief Minister/Ministers, Delhl Govt., Delhl Secretariat.

PS to Speaker/Leader of Oppostition, Delhi Vidhan Sabha, Old Secretariat, Dethl.

05D to Chief Secretary, Govt. of NCT of Defhi, Delhi Secretariat.

newN

WL

AR
(AMITAH J0SHi)

DEPUTY DIRECTOR (AR}
Tel.: 23392726




COMPREHENSION TEST - YEAR 2015

ON RIGHT TO INFORMATION ACT, 2005
(Nots: Incomplete application fonms would be rejectsd) ,

Roll Number L , I J l r ] Photograph
{To be allotted by A.R. Departmant)

9. Nama In ceplie! laitere
(in English)

2 Father'siHushand’s
Name

3 Sex [ mate [ ]Femaio
Designation N 2 D N AN A A O I AN N
Date since when - - {do-mm-

holding the post v
8 WM&M;,W[ Y

(Don't mantion basle -
Re.i | | 1 [
- 7 Category for which| | LDC/Group-D and equivalent

T wh g [ ] UDC/Assiatant and equivalent
oo (] superintendent and equivalent and above
8 Departmoent

9 Section/Branchilinit

10 Complste Office
address with Pin code

11 Complste Residential

Addresa with Pin code
12 Contact Numbers oice | | [ | | J T [ | T ]
Residence [ | [ [ [ [ [ | { [ |
Moblle | | | | | [ | J T [

Certifiod that the above information Is correct to the best of my knowledge and bellef. |
undarstand that the information furnished ebove, if found suppressed / incorrect at any stage, will
atiract discipiinary proceedings againat me. [ also undertaka that the knowledge gained would be
properly utilized for office use.

Signeture of the Applicant ......c.ccnussmisnsiersiscnssnsiescres -




