
GOVERNMENT OF N.C.T. OF DELHI 

DIRECTORATE OF AUDIT 


(Administration Branch) 
04~ Level, 'C-Wlng, 

Deihl Sachlvalaya, 
New Delhi. 

No. F.9(12)/DOA/Estt./2011/dcaaudit/-,'t. / < 1-1 Dated; J \ --' C· · 
1
" 1-S 

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 4870-4892 dated Dy. Director Manual of Office 

15.06.2015 (AR) Procedure Test-2015, to 20.07.2015 
be held In Auaust. 2015. 

2 5234-5393/c dated -do- Comprehensive Test on 

17.06.2015 Right to Information Act 20.07.2015 
2005 to be held In 
Senh>mber-2015. 

Encl: As above. 

(H.~)
ACCOUNTS OFFICER (ADMN.) 

TEL. NO. 23392280 

Copy to: ­

1. 	 All the Branch Incharges, Directorate of Audit 
2. 	 Sh. Sanjeev Mendiratta, AO (Audlt)/PIO with the request to submit his 

application form for Comprehensive test on RTI, 2005 in enclosed format 
at the earliest please. 

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



; 

00~ OlF NATIONAL CAPITAL 'll'EJRBl!T(()Jl.U( OlF llliElWI! 

ADMINIS'mATIVE REFORMS DEP ARTMEl'IT 


7111 LEVEL, C-WING, DELHI SECRETARIAT, LP.ESTATE, NEW DELm 


No.F.15/0212015/AR/ y ~Io- '1 WOj 'l.. 	 Dated: \ S°1o61 'S 
To, 

1. All Pr. Secretaries/Secretaries/Head ofDepartments, 	 • 
Govt. ofNCT ofDelhi, ,,_J?Yi_
Delhi/New Delhi 

2. 	 District & &ission Judges, . ~_p-~7/o
Tis Hazari/Karkardooma/Rohini/Dwarka/Saket/Patiala House Courts, 

Delhi/New Delhi. 
 ~\. 

3. 	 ·All M.D's/Chainnan ofLocal/Autonomous Bodies, 

Undertakings/Corpmations, . 

Govt. ofNCT ofDelhi, Delhi/New Delhi. 
 For wide clrcnlatlon 

In all Seetlons/UnitB 
4. 	 The Commissioners ofMunicipal Cotporations ofDelhi, 


&st/North/South Districts, 

Delhi/New Delhi. · 


S. 	 The Commissioner ofPolice, 

Delhi Police, 

DelbiJNew Delhi. 


6. 	 The Chairperson /CEO 

NDMC/DJB, 

Delhi/New Delhi. 


Sub: Mannal ofOffice Procedure Test - 2015, to be held In August, 2015. 

. SirJMadam, 

Wrth a view to encourage the ofiicm and staff to get acquainted with the provisions of 

"Maliual of Office Procedure" and use the knowledge so gained in their day-tl)-day official 

working, a scheme of"SelfLearning" was launched in the year 1991. 


Under this scheme, all the lklslrous officetS can participate in this test apart from LDC, 

UDC, Assis1Bl1ts, Superintendents and their equlwlent, wor.klng in the Government of NCT of 

Deihl, District Judiciary, Delhi Police, Municipal Cotporation/Council & Subordinate 

Offices/Undertakings & Local Bodies fbnc'tioning under Govt. ofNCT ofDelhi. 


The test would be eonfined ·to the provisions of "Manual of Office Procedme" (MOP) . 

The papet wonld contain objective type questions. The duration of the test wolild be I Y.a hour 

and Separate papeni would be set out for each categ<ny. 


Each incumbent who Secures 40% and above marks would be given a certificate and cash 

award on the basis ofbislher performance in the test at the following rates:- · 


Slab ofMarks amount ofPrize 
80o/o and above Rs.l.500 
70% to 79"/0 

. 

Rs.1000 
60%to69% Rs.800 
SO%toS9% Rs.600 
40% to 49"/0 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 1espective categories viz. LDC, UDC, Assistants and 
Superintendents & above, would also be given an additional cash awm1t ofRs.1000/- for s!anding 
first, Rs.700/- for standing second and Rs.SOD/- for standing third, in their respective categories. 

I

! 
I 

·. 




·-.v The employees who secure 80% and above marks and win a cash prize ofRs.l,500/-.in 
the Manual ofOffice Procedure Test, would not be allowed to participate in the next year's test 

Applications from desirous Qll!ldidates may please be sent to Administrative Reforins 
Department on the enclosed proforma by 30"' July. 20!.i: The test is likely to be held in f!he 
month of August, 2015. The date, time and venue ofthe test will be intimated in due course. :In 
case, the roll numbers for the test are not received by mid-August, concerned candidate nlay 
obtain the same from A.R Department, in person. ; 

' 
It is requested that wide publi~lty may be given to this test so that more and ~ 

employees could be able to participate in the test. · 

Yours faithfu¥y, 
r-. ...... .,.,w.. 

·~Vµ 
(V.C. PANJ)EY, ~ 

SPL SECRETARY ( ) 
TeL:23392 43 

Dated: Is1 0 6 I )s" 
' ' 

Copy forwarded for necessary action to:­

I. All Addi. Secretaries/Addi CommissionersfJoint Secre1aries/Dy. Secretaries/Ut~
Secretaries, Govt. of NCT of Delhi, District Judiciaries, Delhi Police, Muni 
Coiporation/Council and Autonomous Bodies/ Undertakings ofGovt. ofNCT ofDelb . 

2. OSD to Lt. Governor, Raj Nlwas, Delhi. I , 3. OSD to ChiefMinis!'er/Ministers, Delhi .Govt., Delhi Secretariat. . 
4. PS to Speake!'/Leader ofOpposition, Delhi Vidlum Sabha, Old Secretariat, Delhi. 
S. OSD to ChiefSecretmy, Govt. ofNCT ofDelhi, Delhi Secretariat. 

. ~l'J'h 
(AMlTABHJos$) 

DEPUTY DJRECTOR (4.R) 
TeL: 23392726 



RollNnmber_~-~~---­
(To be allotted by A.R.Department) 

APPUCATIQNFORM 

MANUAL OF OFFICE PROCEPURE TESI-2015 
(Note: Incomplete forms would be rejected) 

1. 	N&D1e in Capital letter.both In (English) 

(Hindi) 

2. Father's/Husband's N&D1e 

3. Date ofBirth 

4. Sex (Tick Mark) 

5. (a) Designation 

(b) Date stnee when holdl:ng the post 

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

7. Category for which eligible 
(Please tiek mark eategory) 

' 
8. Department 

9. Sectlon/Bnmcb/Unit 

10. Complete Office Ad.U­
(with Pin Code) 

11. Complete Residential Addl'eBll 
(with Pin Code) 

12. Contaet Nnmben 

Photograph 

IMale/Female ! 
I 
I 
I 
I 
I 
I 
I 
I 

LDC I UDCIASS'IT. I SUPDT. & above. 	 I 

Rosldenee 

Mobile 

Certifted that the above lnfprmation is cornet to the. best of my knowledge and 
belief. I undentand that the Information fnrnlshed above, Iffonnd snppnssed / lneorriet at 
any stage, wlD attract dlselpllnary prneeedlngs against me. I also nnderlake that the 
knowledge gained wonld be properly ntilbed for oftiee use. 

Signature of the Applleant _________ 



''°' rtl'll\)\GOVERNMENf OF NATIONAL CAPITAL TERRITORY OF DELHI \fl b jOI f-
ADMINISTRATIVE REFORMS DEPARTMENT ­

i™ LEVEL, C-Wll\IG, DELHI SECRETARIAT, l.P.ESTATE, NEW DELHI 

No.F.13foa/2.015/AR/ 5'25\.\;.._PCf3 	 Dated: 11 l D6) ir 
To, 

I 
1 All Pr. Secretarles/~rles/Head of l;lepartments, 

Govt. of NCT of Oelhl, i 
Oelhl/New Oelhl. 

' 
2 	 District & Session Judgesi, 

:i~v~!~::'ooma.1Rohlnl/Dwarka/Saket/Pat1a1a House eourts, 

I 

3 	 All M.D's/Chalrman of LJ,,,,l/Autonomous Bodies, 
Undertaklngs/corporatk!; 
Govt.. of NCT of Deihl, DEl!hl/New Deihl 

' 
4 	 The commissioners :.~~nlclpal corporatlo s of Delh~ 


East/North/South DI , 

Oelhl/New Deihl. ' 


For wide circulation 
In all Sections/Units 

I 
l 

5 	 The commissioner of Pol)ce, 
Deihl Police, 
Deihl/New Deihl. 

6 The Chairperson /CEO 
NDMC/DJB, 
Delhi/New Deihl. 

Sub: Comprehension Test on ~ht to Information Act, 2005, to be held In September, 2015. 
i 
'Sir/Madam, 
I 

With a view to enco~e the ofllcet& and staff including Group D staff to get 
acquainted With the provision of Right to Information Act. 2005 and use the knowledge 
so gained In their day-to-day rklng, a scheme of •Self Leaming of RT! Ad. 2005' was 
Introduced In the year 201 O. i 
2. Under this scheme, an lofflcers and staff mambers Including Group D, working In 
the Departments of Govemm~nt of Delhi, Its subordinate OfflceS/ Undertakings & Local 
Bodies can participate In the~ 

3. The test would be co~ to the provisions of ~Right to Information Pd, 2005' 
and contain 100 oblectiVe/sub~ type questions. The duration of the test would be 
1% hour and separate papers1would be set out for each categoiy, I.e. one for LDC and 
Group D and their equivalent; "8concl fOr UDCs, Assistants and their equivalent and the 
third for Superintendents and ~ equlvalent and above. 

I 
4. Each Incumbent who ~res 40% and above marl!& would be given a Certificate 
and c:ash award on the basis of hlslher performanca In the test at the fOllowlng rates: ­

Slab of Marks Amount of Prize 
80% and above 1,500/­
70%to79% 1,000/­
60%to 6996 800/­
50%to59% 600/­
40%to49% 400/­



5. In addition to the above cash prizes, the candidates Who secure the first thre8 
positions by securing 80% and above marks in the respective categories viz. LDC & 
Group 0 and their equivalent, UOC, Assistants and their equivalent and Superintendent • 
and their equivalent & above, would also be given · an addltlonal cash award of 
Rs.1,500/- for standing first, Rs.1,0001· for standing second and Rs.5001- 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. It is requested that wide publicity may be given to this test, so that maximum 
number of officers I employees could be able to 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 departmentsforganlzatlons etc of GNCT of Delhi 
are not following the provisions of RTI Act, 2005 while dealing with the applications 
seel<fng Information under the Act as well as the other provisions and Instructions Issued 
under RTI Act, 2005 regarding updating websites and posting Information onllne. 
Therefore, a need has been felt to enhance awareness regarding various provisions of 
the RTI Acl,2005 amongst PIOs worl<fng In the offices under the GNCT of Deihl. It Is 
accordingly, requested to encourage and nominate PIOs working in the 
departments/offices under your control to participate In this test which Is essentlallly 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 available on tha website of this 
Department) latest by 31st July, 2015. The test Is likely to be held In the last week of 
September, 2015. The exact date, time and venue of the test will be Intimated In due 
course. In case, the roll numbers for the test are net received by mid-September, 
concerned cand'idate may obtain the aame from AR. Department, !n person. 

Encl: As above. 
(V ' ) 

SPL. SECRETARY (AR) 
Tel: 23392143 

No.F.15/02/2015/AR/ S°''-'.>'i-S°'3~ .3 	 oated: I ., ) ot. hr 
Copy forwarded for net:eSSary action to:­

1. 	 AU Addi. Sei:retarles/Addl. CommfssloneB/Jolnt -Secretaries/Dy. Secretaries/Under 
Secretaries, Govt. pf NCT of Deihl, Dfstl1ct Judiciaries, Deihl Police, Municipal 
Corporation/Council and Autonomous Bodies/ Undertakings of Govt. of NCT of Deihl. 

2. 	 OSD to Lt. Governor, RaJNlwas, Deihl. 
3. 	 050 to Chief MfnfSter/MlnfSteB, Deihl Govt., Delhi Secretariat. 
4. 	 PS tD Speaker/Leader of Opposition, Deihl Vldhan Sabha, Old Secretariat, Deihl. 
5. 	 OSD to ChiefSecretary, Govt. of NCT of Deihl, Deihl Secretariat. 

'h:."J~ 
(AMITA'BH JOSHI) 

DEPU'TY DIRECTOR (AR) 
Tel.: 23392726 

y, falthfull 

;:>-0\ S"' 



l!\Jl'IW!CATJlON J!IORM 

COMPREHENSION TEST- YEAR 201.5 

ON RIGHT TO INFORMATION ACT, 2005 

(Nots: lncomplalll application forme would be ra.........n 


PhotographRoUNwnber I I I I I I 
(To be aUotllld by A.R. Depm1mant) 

1 

• =~c:~·· 18 I I I I I I I ! I I I I r I 
I I I I I I I I I I I I I I 

Z~a/Husbancr• 11111111111111 
3 s.x D 11a111 D Femala 

4Dw1gnat1on 1111111 Ill 

a 	:'8c11na=.m:.i wban OJ .OJ . I I=-:-­
a 	 Pay Band & Grade Pay I I I I I I • ._I_._........_....___~ 

(Don'tmenllon_,..,, .---- ­
Ra. I I I I I I 

1 Catagory tor which D l.DCIGroup-D and aqidvll•nt=--- a. D UDCfA.......ntand equlftlent 
aalilgDIJ) D 8uparln1amlantn eqvlvalant mu1 above 

8 	 Dlipaulment I I I I I I I I I I I I I I 

' 	 SacUonlBranchlUntt I I I I I I I I ·l I I L I I 


" =--""=-11111111111111 


"=---~11111111111111 

12 	 Contact Nwnbanl Ofllca 

Rnldance ::I=~~:::!:::::!:::=!::::!:=::!:::=:: 
Mobile ._I_.__.....__.L-.J<--J..--'---'--'--...J....-J 

Cettilled thd file llflovll lnfonnatlon la canact fD tint f1est of my mowtadp tmd bel/9I. I 
w........ 	 ',,_,,.,at.,,,..,,,, wB1..,., ,,.,,,.,d that fhe 6""nmtlotl fumlalr6d aflove, fl found SUJIPI 
llftnlCt tllat:lpttnary plllC88dlnp iifl1il/llst-. I e/llo undeitake that the /rnowl9tlga gained would be 
JUOP61f1 utl1lzedroronroe-. 

Slgnatall8 oftile Appllcant ............................................ 



