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S.No. Subject Quota
1 JUNIOR CLERK IN LEVEL-2 16 2/3% LDCE QUOTA

2 JUNIOR CLERK IN LEVEL-2 33 1/3 % DPQ QUOTA

4 SENIOR CLERK IN LEVEL-5 13 1/3% LDCE QUOTA

5 SENIOR CLERK IN LEVEL-5 66 2/3% DPQ QUOTA

6 IOFFICE SUPERINTENDENT IN LEVEL -6 [20% LDCE QUOTA

25% by promotion by selection of shorthand knowing|
7 STENOGRAPHER Gr.11l clerks/Typist & against 25% by General Selection from
Serving Group C employees knowing shorthand

CHIEF STAFF & WELFARE INSPECTOR
e LEVEL-7 (4600 GP) 20% QUOTA
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1505985/2025/0/0 SPO/HQ/HQ/NER

SYLLABUS FOR SELECTION TO THE POST OF SENIOR CLERK IN

LEVEL-5 AGAINST 13 1/3% LDCE QUOTA

Organizational Structure of Ministry of Railways at Railway Board, Zonal Railway,

Divisional/Unit levels.

o

Oflice Procedure

(a) Management of DAK and Receipts.

(b) File Management

(¢) Records Management including records retention Schedule.

(d) Classification of documents and handling of classified documents.
(¢) Dealing of VIP, MP, MLA and CA-III references.

Forms of communications

a) Letter/DO writing
b) Notifications
¢) Writing Noting on files.

Award of Works in Works Programme.

Procedure for Stores Procurement (including through GeM),

Statutory Audit/Accounts Inspection Notes, Draft Paras.

Standards of financial propriety.

Railway Housing(Railway Quarters allotment)Policy.

Discipline & Appeal Rules and conduct rules.

Medical examination and Medical facilities available to Railway employees.

—_— e D QT | ]| Oy | | &

0
1

Man Power Planning — Vacancy Bank. Creation of Posts, Benchmarking, Supernumerary
Posts, redeployment of surplus staff, redistribution of posts& Training.

12

Recruitment, Selection & Suitability, Seniority, grant of MACPs benefit and APAR

13

Pay and Allowances.

14

Pass rules.

15

Leave rules.

16

Railway Pension Rules (OPS, NPS& UPS).

Ii7

Railway Servants (Hours of Work&Period of rest) Rules, 2005,

18

Staff Benefit Fund

19

Model Schedule of Powers.

20

Right to Information Act 2005

21

Official Language Policy, Act and rules.

22

Recognition and facilities to Trade Union/Associations

23

CPGRAM, HRMS, E-office, UMID

Note-1: Questions set in the paper will be normally to assess the understanding of the
candidates w.r.t. various topics as above which various ministerial staff are required

Note-2 :10% of the total marks will be from Official Language Policy, Act and rules which

to know.

will be optional.
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