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egkizcU/kd@dkfeZd 
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la- NER-HQ0PERS(SELB)/11/2020-SPO GAZETTED(7484)                    fnukad 29-11-2021 
1- ofj"B mi egkizcU/kd@vij egkizcU/kd@iwmjs@xksj[kiqjA 
2- lHkh izeq[k foHkkxk/;{kA 
3- lHkh eajsiz@oeadkf/k@eadkf/k@oeaiiz@oeaokiz@oeafoiz@oe;kWbZ@oeaflnwbZ@oeafobZ@ 
   oeabZ@bTtruxj] y[kuÅ] okjk.klhA  
4- lHkh eaMysrj bdkbZ;k ,oa eqdkiz@dkdkf/k@dkj[kkuk@xksj[kiqj ,oa bTtruxjA 
5- fp0fu0@yukfejsfp@xksj[kiqj ,oa oea;kWabZ@Mhty 'ksM@oeafobZ@xks.Mk] bTtruxjA 
6- mieqdkf/k@eq[;k@odkf/k@vkjih@lfpo@izeqdkf/k] lfpo@izfol@xksj[kiqjA  
7- izfol@mieqlkiz@fuekZ.k] lfpo@eqizkf/k@fuekZ.k] izeqokiz@izeqifjiz@xksj[kiqj A 
8- mieqbZ@xksj[kiqj {ks=] xksj[kiqj ,oa odkf/k@fuekZ.k ,oa phQ dSf'k;j@xksj[kiqjA 
9- ldkf/k@iqy dkj@flx dkj@xksj[kiqj Nkouh] ldkf/k@izsl ,oa fMiksA  
10- lHkh dkfeZd vf/kdkjh@iwoksZRrj jsyos@xksj[kiqj ,oa ldkf/k@eq[;k&A ,oa AA@xksj[kiqjA 
11- fof/k vf/kdkjh] lkaf[;dh; vf/kdkjh]dk;Z dq'kyrk vf/kdkjh@tkWap vf/kdkjh@xksj[kiqjA 
12- eqlqvk@vij fucU/kd@jsy nkok vf/kdj.k ,oa iz/kkukpk;Z@,e,lVhlh@iwmjs@xksj[kiqjA 
13- egkizcU/kd@vkj bZ@bykgkckn ,oa Mh ,y MCyw@okjk.klhA 
14 v/;{k@jsyos HkrhZ cksMZ@xksj[kiqj ,oa v/;{k@vkjvkjlh@xksj[kiqjA 
15 -lfpo@LFkkiuk@jsyos cksMZ@ubZ fnYyh ,oa eq[; lrdZrk vk;qDr@jsyos cksMZ] ubZ fnYyh A  
16- eq[; laj{kk vf/kdkjh] xksj[kiqjA  
17- egkfuns’kd@jsy LokLF; lsok;s@jsyos cksMZ@ubZ fnYyhA 
18- jsyos osclkbZV izfrA 
 

----------- 

dkfeZd foHkkx esa 100 izfr'kr fjfDr;ksa ds fo:) futh lfpo&1 ¼xzqi&ch½] ysoy&08 ds 
11 inksa ¼vukjf{kr&11½ gsrq fyf[kr ,oa ekSf[kd ijh{kk ds vk/kkj ij p;u djkus dk fu.kZ; 
fy;k x;k gSA 

 

dkfeZd foHkkx dh ojh;rk lwph esaa 'kkfey ¼lewg&x½] futh lfpo&1 ¼xzqi&ch½] ysoy&08 
in ds p;u ds fy, lfEefyr gksus gsrq ik= gksaxsaA ik= deZpkfj;ksa dh b.VhxzsVsM ojh;rk lwph 
ls 26 ¼NCchl½ ofj"Bre vH;fFkZ;kss dh ik=rk lwph&*d* ds :i esa layXu gSA ojh;rk lwph esa 
fjfDr;ksa ds rhu xq.kk deZpkjh miyC/k u gksus ds dkj.k ek= 26 ¼NCchl½ vH;fFkZ;kss dh lwph 
tkjh dh x;h gSA ik=rk fu/kkZj.k gsrq dV vkQ MsV 01-12-2021 gSA 

2-   

fu;a=d vf/kdkfj;ksa ls vuqjks/k gS fd vuqyXud&*d* esa mfYyf[kr mEehnokjksa dks 
mi;qZDr p;u dh lwpuk ls voxr djk nsa ,oa ;g Hkh funsZ'k ns nsa fd bl lEcU/k esa vH;FkhZ 
vuqyXud&*[k* esa fn;s x;s izi= ij ijh{kk esa lfEefyr gksus gsrq viuh bPNk@vfuPNk 
fyf[kr :i ls gLrk{kfjr djds fu;a=d vf/kdkjh ls vxzlkfjr djkdj lEcfU/kr dkfeZd 
vf/kdkjh dks  rd vo'; ns nsaosA viw.kZ ,oa xyr lwpuk okys vkosnu i= 
dks Lohdkj ugha fd;k tk;sxkA lEcfU/kr dkfeZd vf/kdkjh vkosnu esa Hkjs x;s lsok fooj.k dks 
lR;kfir dj v/kksgLrk{kjh dks  rd vo'; izkIr djk nsosaaA  

lwph&*d* esa mfYyf[kr vH;FkhZ ;fn  
fu;=d vf/kdkjh] d`i;k ;g lwpuk mUgsa ikorh lfgr jftLVMZ Mkd ls muds orZeku irs ij 
Hkstok nsa rFkk bl dk;kZy; dks Hkh lwfpr djsaA mi;qZDr ijh{kk ds lanHkZ esa lHkh vH;fFkZ;ksa lss 
fu/kkZfjr frfFk rd viuh bPNk@vfuPNk Hkstokus ds fy, funsZ'k Hkh nksgjk nssaA 

 

dze’k%&&&&2@& 



 

mijksDr p;u jsyos cksMZ ds i= la[;k bZ ¼thih½ 2018@2@31 fnukad 19-03-2019 es 
fufgr funsZ'kkuqlkj lEiUu djk;k tk;sxkA rnuqlkj fyf[kr ijh{kk esa 100 vadks dk ,d iz'u 
i= gksxk A mDr iz'u i= esa 100 izfr'kr oLrqfu"B fdLe ds cgqfodYih; iz'u gkasxsA xyr 
tckcksa ds udkjkRed vad gksxsa A  izR;sd xyr tckc ds fy, ,d frgkbZ vad dkVk tk;sxkA 
iz'uks dh dqy la[;k 110 gksxh ftlesa ls vH;fFkZ;ks dks dsoy 100 iz'uks ds gh mRrj nsus 
gksxsA mi;qZDr p;u gsrq fyf[kr ijh{kk dh frfFk dh lwpuk vYi vof/k esa fdlh Hkh le; nh 
tk ldrh gSA 

fyf[kr ijh{kk esa mRrh.kZ vH;fFkZ;ksa dks esfMdy ijh{kk esa fQV ik;s tkus  ds mijkar 
ekSf[kd ijh{kk gsrq cqyk;k tk;sxk ,oa ojh;rk dze ds vuqlkj iSuy cukus dk izko/kku gSA 
iSuy esa LFkku ikus gsrq Mh,vkj@fotysal ekeyksa ls eqDr gksuk vfuok;Z gSA 

 

jsyos cksMZ ds i= la[;k fgUnh@1@vks,y@14@12 fnukad 14-01-2002 ,oa i= la[;k 
fgUnh&94@jk-Hkk&1@10@8 fnukad 25-01-1996 ,oa 14-06-1996 ds vuqlkj O;kolkf;d ;ksX;rk 
ds fy, fu/kkZfjr vadks dk 10 izfr'kr vad ds cjkcj iz'u jktHkk"kk uhfr ,oa jktHkk"kk fu;eksa 
ls lacaf/kr fo"k;ksa ij vk/kkfjr gksxsaA ijUrq ;s iz'u vfuok;Z ugha gksxsaA 

5-   

p;u iwoZ izf'k{k.k ugha fn;k tkuk gSA 

6-  

lkekU; :Ik ls vuqifLFkfr fyf[kr ijh{kk djkus dk dksbZ izkfo/kku ugha gSA ysfdu i;kZIr 
,oa larks"ktud dkj.k gksus ij ,oa fu;W=d vf/kdkjh }kjk fof/kor~ vuqeksnu ij vH;FkhZ dks 
vuqifLFkfr fyf[kr ijh{kk esa cqyk;k tk ldrk gSA Ik;kZIr ,oa larks"ktud dkj.k gksus dk 
rkRi;Z ;g gS fd vuqiwjd ijh{kk esa 'kkfey gksus ds fy, dsoy jsyos fpfdRlk vf/kdkjh dk 
fof'k"V izek.k i= ,oa fu;W=d vf/kdkjh }kjk tkjh izek.k i= fd mUgsa iz'kklfud dkj.kksa ls 
ijh{kk dh frfFk ij dk;ZeqDr ugha fd;k tk ldk gS] ekU; gksxk A vuqifLFkr fyf[kr ijh{kk esa 
cSBus dh lwpuk fyf[kr ijh{kk ds 07 fnu ds vUnj fu;a=d vf/kdkjh ds ek/;e ls 
mieqdkf/k@jkt0 ds dk;kZy; esa Hkstus dh ftEesnkjh Lo;a vH;FkhZ dh gksxhA 

mi;qZDr p;u gsrq fyf[kr@ekSf[kd ijh{kk dh frfFk dh lwpuk vYi vof/k esa fdlh Hkh 
le; nh tk ldrh gSSA vr% bl vf/klwpuk dks ijh{kk gsrq rS;kj jgus dh iwoZ lwpuk le>h 
tk;sA bl lwpuk dh ,d izfr lwpuk iÍ ij pLik dj nh tk;sA bl vf/klwpuk ds lkFk 
ojh;rk lwph&*d* vuqyXud&*[k* ¼izksQkekZ½ ,oa vuqyXud *x*¼ikB~;dze½ layXu gSA 

d`i;k bls lHkh vH;fFkZ;ksa ds uksfVl esa vo'; yk fn;k tk;A  

;FkksifjA 
 
 

¼jkts'k dqekj ik.Ms;½ 
ldkf/k@jkt 

d`rs egkizcU/kd@dkfeZd 
izfrfyfi fuEu dks lwpukFkZ ,oa vko';d dk;Zokgh gsrq izsf"kr%& 
1- lfpo@izeq[k eq[; dkfeZd vf/kdkjh@xksj[kiqj A d̀i;k dUVªksy Qksu }kjk lHkh eaMyksa] 
;wfuVksa ,oa jsyos cksMZ dks rn~uqlkj lwfpr djus dk d"V djsa A 
 

                                                        
d`rs egkizcU/kd@dkfeZd 

 



dzekad deZpkjh dk uke 
¼loZJh@Jhefr½ 

inuke  dk;ZLFky 

1 fou; , VksIiks   ¼vttk½ ih,l&AA okjk.klh eaMy 
2 lquhy dqekj JhokLro ih,l&AA ys[kk@fuekZ.k laxBu 

3 lqHkk"k pUnz   ¼vtk½ ih,l&AA foleqysf/k@xksj[kiqjA 

4 vkse izdk’k JhokLro ih,l&AA eq[; ifjpkyu izcU/kd 

5 jktho flUgk ih,l&AA ofj"B mi egkizcU/kd 

6 fouksn dqekj oekZ ih,l&AA eq[; ;kaf=d bath0 

7 n;kuUn mjkWao  ¼vttk½ ih,l&AA izeq[k eq[; bath0 

8 NksVs yky   ¼vtk½ ih,l&AA eqokiz 

9 ykypUn   ¼vtk½ ih,l&AA y[kuÅ eaMy 

10 lqjsUnz iky ih,l&AA y[kuÅ eaMy 

11 lqjs'k ch uk;j ih,l&AA y[kuÅ eaMy 

12 f=;ksxh ukjk;.k  ¼vtk½ ih,l&AA foleqysf/k 

13 lquhy dqekj   ¼vtk½ ih,l&AA eqdkiz@;kaf=d dkj0 

14 nsosUnz dqekj cD’kh ih,l&AA bTtruxj eaMy 

15 yky flag  ¼vtk½ ih,l&AA bTtruxj eaMy 

16 egsUnz flag ih,l&AA okjk.klh eaMy 

17 lq'khy dkUr flag ih,l&AA okjk.klh eaMy 

18 eSustj ;kno ih,l&AA okjk.klh eaMy 

19 ,u0,u0ik.Ms; ih,l&AA egkizcU/kd dk;kZy; 

20 jke izrki flag ih,l&AA egkizcU/kd dk;kZy; 

21 e/kqlwnu ¼vtk½ ih,l&AA eqizkf/k@fuekZ.k 

22 ';ke  fcgkjh ¼vtk½ ih,l&AA izeq;kWabZ 

23 Mh0ds0dUukSft;k  ¼vtk½ ih,l&AA izeq[k eq[; bath0 

24 bfUnjk dqekjh izlkn 
¼vttk½ 

ih,l&AA izeqdkf/k 

25 lkfcj vyh ih,l&AA bTtruxj eaMy

26 fuokl ckcw lDlsuk ih,l&AA bTtruxj eaMy 

****************** 



 
 
lsok esa] 
egkizcU/kd@dkfeZd 
iwoksZRrj jsyos] xksj[kiqjA 
 
    fo"k;%& futh lfpo&1] xzqi&ch] 100 izfr’kr p;u ds lEcU/k esaA   
    lanHkZ%&la[;k& NER-HQ0PERS(SELB)/11/2020-SPO GAZETTED(7484) fnukad 29-11-2021 
 

----------- 
egksn; 
 
 eS-------------------------------------------------------------iq=------------------------------------------------inuke-----------------------------------------  

ih ,Q ua0----------------------------------------------------LVs’ku-------------------------------------------fu;qfDr LFkku ------------------------ 

tUefrfFk------------------------------------------lsokfuòfRr frfFk----------------------------------- eksckbZy ua0--------------------------------

 vkids mijksDr vf/klwpuk dh ikorh Lohdkj djrk gwW& 

1- eS mijksDr p;u esa Hkkx ysus gsrq bPNqd gwW@bPNqd ugha gwwW---------------------------¼Li"V fyf[kr 

:i ls nsa½A 

2- d& eS fookfgr gwW vkSj esjh ,d thfor ifr@iRuh gSA 

       [k& eS vfookfgr@fo/kqj gwWA 

x& eSus vius ifr@iRuh ds jgrs gq, vU; fookg fd;k gSA NwV ds fy, vkosnu i= 

layXu gSA 

?k& esjh 'kSf{kd@rduhfd ;ksX;rk --------------------------------------------------------------------------------------------gSA   

3- orZeku in@xzsM is esa fu;fer fu;qfDr frfFk ----------------------------------------------------------------------------- 

   4- eSa -------------------------------------------vtk@vttk leqnk; dk vH;FkhZ gwW fyf[kr ijh{kk iwoZ izf'k{k.k   

   ysuk pkgrk gwW@ugha ysuk pkgrk gWw dk Li"V mYys[k djsa-----------------------------------------------------A 

 

 eS 'kiFk ysdj dgrk gwwW fd mijksDr ?kks"k.kk iw.kZr% lR; gSA eS ;g tkurk gwwW fd mijksDr 

?kks"k.kk vlR; fl) gksus ij esjh inksUufr ds i'pkr xzqi&ch lsok ls inkour dj fn;k 

tkÅWxkA  

 
fnukad%&  
 
----------------------------------------------------------------------------------- 
fu;a=d vf/kdkjh ds gLrk{kj ,oa inuke 
 
 
----------------------------------------------------------------------------------- 
dSMj fu;a=d dkfeZd vf/kdkjh ds gLrk{kj ,oa inuke 

 
Hkonh;] 

 
-------------------------------- 

¼vH;FkhZ dk gLrk{kj½ 
lwph --------- esa dze la[;k--------- 
eksckbZy ua0 ----------------------------- 

 
  



vuqyXud *x*¼ikB~;dze½ 

SYLLABUS FOR THE WRITTEN TEST FOR SELECTION FOR PROMOTION TO THE POST OF  

PRIVATE SECRETARY-1 (LEVEL-08) 

 Total Marks– 100                                        Time-02 Hrs                                  Qualifying Marks–60 

1. Maintenance of records, Service Book, Personal Files etc. 

2. Office Procedure– Receipt and Despatch, Docketting, Noting and drafting. 

3. Writing and Maintenance of Confidential Reports. 

4.  Monitoring and Disposal of VIP reference from Ministers, MPs, MLAs etc. 

5.  Grievance handling Machinery and Redressal of Grievances. 

6.  Official Language Policy and Rules. 

7.   Leave Rules. 

8.  Classification of Services. 

9.  Pay scales and principles of pay fixation. 

10.  Recruitment Policy 

11.  Rules of Reservation for SC/ST/OBC 

12.  Compassionate Appointment 

13.  Policy of Promotion. 

14.  Types of Pay, types of allowances, TA Rules. 

15.  Pass Rules. 

16.  Various types of Advances and their eligibility conditions. 

17.   Training of Officers and Staff, Training Institutes, Zonal Training Schools. 

18.  Railway Servants (Discipline & Appeal) Rules, Railway Service Conduct Rules, Schedule of 
Disciplinary Powers. 

19. Schedule of Powers in Establishment matters. 

20. Staff Welfare – Staff Benefit Fund, Consumer Cooperative Societies, Medical Assistance, 
Educational Assistance, Housing etc. 

21. Retirement benefits under SRPF and Pension Rules. 

***************************** 
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