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CLERK IN

% DPQ QUOTA
- rganizationg] Structure” of Ministry oF Railways ot Railway Board.; '
DWlSlonul IUnit levels. . ot Raitway Board, Zonal leway,
Office Procedure —
(a) Managcmcnt of DAK and Receipts,
() File Management ,
(c) Recm:ds Management including records retention Scheduyle,
(@) Class'lﬁcation of documents ang handling of classified documents.
(¢) Dealing of v IP, MP, MLA and CA-1] references.
Forms of Communications
D LeterDO writng
b)  Notifications
c) Writing Noting on files,
E-
E Procedure for Stores Procurement(including through GeM). -
6 Statutory Audit/Accounts Inspection Notes, Draft Paras.
7 Standards of financial propriety.
8 7 | Railway Housing(Railway Quarters allotment)Policy.
95 Discipline & Appeal Rules and conduct rules. ;
Medical examination and Medical facilities available to Railway employees.
11 | Man Powey Planning — Vacancy Bank, Creation of Posts, Benchmarking, Supernumerary
Posts, redeployment of surplus staff, redistribution of posts& Training,
12 Recmitment, Selection & Suitability, Seniority, grant of MACPs benefit and APAR
L 13 Pay and Allowances. i tEhy MY g ' :
{ 14 1 Pass rules. ol :
| 15 | Lcave rules. N sixis
| 16 | Railway Pension Rulcs (OPS, NPS& UPS). e ]
| 17 Railway Scrvants (Hours of Work&Period of rest) Rules, 2005,
|18 | Staff Benefit Fund s LR
1 19| Model Schedule of Powers.
20 | Right to Information Act 2005
1 21 | Official Language Policy, Act and rules. =
QZ 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
Note-1:

didates w.r.t. various topics as above which various ministerial staff are required
candidas x.t.
to know.

will be optional.

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

A sk R o ok ok ok sk ok o K o ok

246/2

C} Scanned with OKEN Scanner



1505985/2025/0/0 SPO/HQ/HQ/NER

66 2/3% feurei=d (

Si) wrel @ aEd ane fiE (eEe-5) @ Us WR AT

@ forg ureaEd

1 WW,WW&,W/WWWWW'G P TS AT |
2 Brater @1 g
(@) s SN it () B g
(@) wIgd WaEa .
() i e, Fomm arfiterey RamT oAl W ¥
(&) =Sl @7 @ffeor i Mo sl B AT |
() Homid, v, wgey &N Wig— || | ST 1 I |
3 TR & W9
(@) T oG / DRI oh e
(@) arfergary |
() wrgell v Rwfrit foremr
4 | BR ASTET A BRI BT e |
5 HUgR @iie o ufdar (GeM & angq | 9)
6 | dufFre <rer ol /<rar frlieor A giee U
7 ot s @ ArTD
8 | ol oAy (YoTd 3MANT JmdeH) A
9 SRR Uq 3Tel (- eI 3TeRYT 1 :
10| Yord pHaiRaT @ for faree o Ak Rifbedr Jaurg Suae & |
1| Aa viea PrtoT— Ri @, T8 1 o, SOEIihT, aitiRad us, eRerd hHeiRal
@Y g, TR @1 GARRe T g |
12|+, =R AR Suged), aRwdl, TR @1 e 3R YUY T SFET
13 | a9 Td ued
14 | o ram
15 | gedl M
16| vord O e (@died, TTdieE qerm i)
17 | Xord maan] (@Rl @ bue U 94 3mf) FrRm-2005
18 | ooar oM [
19 | dreer qqqandl (Rl @ Hisel 3TNE)
20 | <[ @ SIUPR SARfE—2005
21 | <yomreT e, o vd
2 |33 e /TRIRIGErT @l A 3R ey
23 | AGTTE, TTeIRUATY, $—3Nfth 3R JUHSIR S
e o~ 1) U T ¥ 9B N T W O Rt & w6 enaRRil @ wee @

2) gt st BT 10% fen T Af, aftfem ok Frml @, o defeas

GRARAEA

CE Scanned with OKEN Scanner



