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SYLLABUS FOR SELECTION TO THE POST OF SENIOR CLERK IN

LEVEL-5 AGAINST 66 2/3% DPQ QUOTA
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Divisional/Unit levels.

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

Office Procedure

(a) Management of DAK and Receipts.

(b) File Management

(c) Records Management including records retention Schedule.

(d) Classification of documents and handling of classified documents.
(e) 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.

—|—=|Oo|c||N|n|~

Ll (=4

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

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

Pay and Allowances.

Pass rules.

Leave rules.

Railway Pension Rules (OPS, NPS& UPS).

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

Staff Benefit Fund

Model Schedule of Powers.

N === ]—=]—=]—=]—]—
SO |n|BH W

Right to Information Act 2005

(38
—

Official Language Policy, Act and rules.

N
8}

Recognition and facilities to Trade Union/Associations

S
(]

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

to know.

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

will be optional.
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* SECTION 3R QUESTION T Etc.

1. 98 R S A B @ ) Rwlee U A 2% $7 9Tl ‘SECTION SELECTED’ &1
2. X O A Tife? 9EE &1 499 Question Button 2T 21 ,

3. W19 § 319 G JIA BT 9 M 8 1 Question Button 3 H de=1 @ 91 B
4. {& 0 Question 7 Srae 9 & AT Question Button gaTd |
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« GENERAL INSTRUCTIONS FOR EXAMINEE / STUDENT :-

Note- All candidate to check that their names and photos are being displayed on screen
after LOGIN . They must report if any discrepancy is found.

1. Examinee need to answer only 100 questions out of total 110, If answered more than 100,
first 100 will be considered for final result calculation.

10 Questions are from ‘RAJBHASHA' these questions will be optional.

If at any point of time your exam window gets closed, then you can resume exam from that

place next time, remaining time and answers will be saved.

4. Start only ONE EXAM WINDOW at a time.
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Calculation, : ke

If a question is '

marked f iow wi S
caleulation. Or review without answer, this will not be calculated in marks
6. When

et SUBMIT' butto.n is pressed it will show the attempted, marked and not answered
q 1on count, and gives option of cancel and submit the test.

Section and Question Buttons etc.
By default first section will appear selected. :

Right button of list panel will show the buttons of selected section.

a
1
2
3. As another section is selected, questions button list will be changed for that section.
4. Click on a question button from list to jump to that question number directly.

5. To change language select language from drop down box.

6

7

At any time you can exit the test by pressing Exit Test button.
. Click on Rough Work button to open rough work area.

Question Button Colour tells the state of an Question as tfelow.
Unattempted - You have left this question and will not be given negative mark.

Mark for review- You can mark a question to review it. If you select an answer, It will get
saved and will be considered in mark calculation.

3. Attempted- You have answered the questions and your answer is saved.
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