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.M. 1160(r).—TgUTd, ST & g=es 309 & TqH FIT T& ARAT 7 TIN FId gU 3T
AT STentehr garer, sg oot forfies, fFanfe sfeeter ofer fam, 2000 #7371 gt & fEe
srfarskia F2a g, e U stfeshwor & @& B w3 8 a7 & &7 S B T 8, saseifAd s g
TR §5Ta T § SIS qi=arad 9gid® & 98 9% T&id & oe @ieg Gt sfoaRar ofear &
faffafaa w5 % forg el fem s €, sl -

1. Tfera a8 iy, - (1) =9 et i Sfen v et s g SRRy g,
U Fi=ETeT agrE, Hiad FaniE e ohar =, 2018 2

(2) & TISTIS § TRTA ol ATE T TG i |
2. TIRATHT. - 39 A= ® S T 6 §e9 o ST Fuierd 7 gf, -

(F) “THF TSR & Sorareii=enl ST AT SRR HATAT § AT HLR1 T Haeh
(FTTFR) =T ST (FfEE) sfea 2 ;

(@) “SITed qaT" T Teraaiieehl 3T TAAT ST Rt TrerT & Ja+ e
(19900-63200 %.) ¥ TIT-2 ¥ UHT FHS A=aTAT Agrdeh, e FoT T a9 il FaT T g
S Aot arde i 39 Jaw ffee § w@e-2 § 9 9 #9917 a9 i [afEg siv A
Tt gieatera g, oo g ;
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(M “Iaeterr FifvF" & zoraetfaefy siiw gear senfift d=me § Sy afEe ages % 1w
e Tt Fefen srferra & S ofear 3 afvorme 3 e o2 98 St e

(=) “fAurtaes aira” T RfTF a9 it ST 719 gt g (o|H UE T sravterd
ST g, AT 2 ;

(F) @ & =9 =T | Aty Gt § sag gf=amea g9ges % 18 9% I & o
Hrfea At gfaenfar wder sfna g ;

() “wdT qU" & TR ST F AT T ATAT AR FHT AU 6 feEeeT 7 T 31 A
THTH g ATt s7arer sfsa g ;

() “o =" § =4 [ & TG =T Ata 2

(37) “srg=a ST T ST = SeTd” & gl T g SIf 39 ATd * S&6dH &
AT=3 366 F FU: T (24) AT T2 (25) F F |

3. TTAT T &7, - TAFSIA T ST GAAT ATSATERT 71T | Ja+ A (19900-63200 %0) H w<-2 H
Y FwAy FiEre qgrEd, S o= g S 9 sEied qar @9 w2 AT 21 e Aot i @i sw
a9 afeam # @e-1 § 9 T 79 A% 99 i [ i Fafag der aftafea g Sifva franfa st
TEAT § T & o o7 977 21T |
4, AT FT AT, — (1) TR Srfesrr adrar St =T Fed 99 7097 i aEe ST S 9T
Ratfa & 1 Iuasy i yarfoa Rfxet & der st wam ofer, g | RRE O §
srfereET i ardre & 30 o i aarfa % wearq st i STy, S At a9 At 31 74 F 9F s i
STT FHAT |

(2) g STfaat, g SeTat Ua s 3wt o o @ gam7i & =Afwat & oo smfera
Tf=rart T " srfegEaT § Tred: IRfea H SusT |
5. TR, — (1) TEET & 90T 1 3 07 2 § T9A 10 F1e7 9T 70 0 et 3T o AT 9¢ T &
F H S TAT F AT Y UF FEar g, ol a9 7 g et forat s oo ffket afy w gn,
TEAT il &9 § T@d gU, SATe=d sl SITUI | STEf=d SITaar i Te=ra SEsiadl % TeAai & forg
AT HIAE THT-THT T T TR AT 6 TTET i |

(2) Suerey it F fAawg Mt & oo awtiat = s w70 7 = B smoar e S5
AT T8 T (1) % 1efe 37 &1 7 Frar = § o 8 |

(3) TrFAT THT sAfeg=d RRAAT & 9 ST T A7 Fg<h TSR ZIRT 39 TIHIEd 6l g &
18 HTH &1 AT T AT 3T THA qF Tgd L1 9 qF i SRl FRIAAr =1 w0 I afeawd geT
AT Tl &< T SITar 8, 399 & S off gaa¥ 2v |

6. Agf=r. — et sregeff 7 918 Frar g=1 § aEafea B S & g 39 e AR # st
Tl g ofiT srveff, MgiRe sTfeaT T a8 9Heme #% 9 & TA7q & v efl % fAeg e Jasar ar
AT TEAET ATE ATHAT AT TET 8 T TIaT AT H I ATH, TSI o S0 AT T 3T+ STAeATH Rl

o= & F T MEh BT SITOAT ST 39 S § AR 93 g0 89T T2 AT sreen a1 e
FTT AT 6t S |
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7. T 1 ggfa. - (i)=fa grer 76 gfaad (i) Do Frawfer stonRar o g 26 gfaad siw (i)
ST (i) F 7T 3T T I IIATR/AHAT IT T T FIHAT o6 (1T QAR IISAT AT FHATLN AT AN 5
AT | € AT Z1eT|
8. TR TLAT I XA 7 T, — T sreeft, Rregia o whar & sra 9w sag afzareT ages
Joft § s B Srar 8, sy gl & ardre & o a & srafer F fiae soges 9% (7eE s F o 5
Fofl ZETel, F FFE 9¢ 10500 F FEHTT=/9000 FESHIUH & TEATHT * oIy 35 9re7 Ui e i 30 e
g [oee) sRStt # wia fee 35 &t =gaaw afq a7 Gt & wia fae 30 o=z it =7aw Tha | Hhr airar
IAOT e T ST T STt Afe T AEi g bt §, O 7 1 "o U T a9 a Fis AT aadg iy
el &l STUI, STE T o Ih AT IO qgl H ofd AT T&AH AT o STHIGT o A1 GEvra a9l 6
Fef T § e T2 TGl gl St gl
9. T AN, AT 9T TRAAT AT § ATH AT geTdT ST, - (1) TRt UF sreeff st 39 &, ST 9Lrer § 527
= THT ATAT HAT § I8 AN FLAT g AT (STHehl FAT FHIT F &7 At ¢ A7 5 Bt e arg) 98 a2 a1
et st Trar | s o Strar g 7 et s 3 7 afvia uai # & el 9% enmeonTtersnTe 981 § ST a1
TRIAT AT § AT qg] AT ST A7 AT 36 ARAdT G § FEATIT § a1 ST IHAT ATH File 3T
STTUATT |

(2) et e sreefT, Srmewt A 3% adar =1 | ateateq g, e st & sqafa & w=0T
AL o Tl o7 faramT & saiaiea BT stmar g & Faw 3 # afra BT 92 92 S|t areonfaeme aa T
AT 8, AT IH SIS AT 1T HgIAF o & § I aF FIh Agl [hIT SATUIAT ST qF 1o ag TRAAT AT 6
T Y@ Al SAATE % I O JA UG T SodgiTehl ST GadT SRl 71T § a7 FlH 1 T8
TET FATE
g a2 o TrRET T o 3Ee @ 9w = My T g a6E-a9y 97 39 e 9
T e T TERT F ATl 37T =T 3 ST 3T S e |
10.  JTA&T9T AT T AFAT 6 [0 oTiEd. — Fie VAT o7¥fT, ST Fefered w1 a4l g a1 396 o =y
STTERTLT TT QI ST ot T & —

(i) AT STEATIAT o forw Fohegl STa=T 1T FH ST AT J3T

iy  wieorar

(iii)y  ToReT =f=R g wia=ar FET; Ar

(iv) T2 g IEATEST AT UH IEaTEst Toqd FT, forad TgaEt TS g A

(V) O AT FIAT, ST HST Aol & T FHAT 2 AT qTlcarsh STl Hl gard & ;AT

(vi)  Orer & T sTaeT St feIar o gy § FT o7 AAHA AT ST=Id ATeai & gl o T ;
T

(viiy  OAT IAT § AT AT RN FAT

(viii)  OLTAT FAT § gHAGE FEAT AT

(ix) @< (i) < (vii) T § At Tt a7 s w0, FofRata, wT &1 99d A1 97 F T/
oI AT,
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FTeF FEATRAT & Afdtew, Fefoie FEarRal F arE@rd g q6 -
(%) i arfasrd g ofter & MefEa By St ; =
(@) = et = etefie srematas Friars | 75 78 & 3e e el
freferfaa & A g anfEa stfafaa a2 it Sosft -
(i) swredT 7 forfaa # vaT wfades o % 0 s@ee yeW B smoa e & 9 29 s
T AT AT 2 ; 31Y
(i)  TRET srenefT g afdaes & 38 g0 S0 & TS At & siae o= B smom
1. i w2 &t afxe. - g Fgie nfewsT &1 98 g6rens g sar g &6 =9 ==t % g=e |

REAT AT 9&T 6 FRelt a1, TanihT &l SIqad a9 ofdl g S9 (9% T Toarelt ® v a1 396 foAr

forfarerar wam it ST TRt & Srear o e siw B % aefim, Sar B sraesd aw=r s, gew R
ST E |

LECll
(= 4 =fem)

irer fsrferfaa a1 wwnt # "=nferd i STos, i -

AT -1
ferfera adtear & stfermraw 300 s i, forfea adtar &1 faww, soF T & forg swefeq srferman i «iv
AT T TS FHI-EAT FETa g, ST -
YT ERpS Afershay s qT
1 I THTY) 200 2 5e

(

() FTHTT STTEFRAT

(100 =1)-100 37
(F)SASTT ATHT T ST 3T G AT
(100 =1)-100 37

2 (FATEATHF THTY) 100 2 5
feoqur, g ST FrETeT ghEar
2. 75T F o ureTeE

STgt F=rm, e, fAger srfe &1 1 sTuferd 8, 3T ATl | 58 TLreT o0l STTag=dT il arid & [oT ST 0
T FLTEAT o FTT TG ZIT 30T STTEAT hT SITUIAT |
7 -1

(F) ATHTT SARTERAT; — ALATAT F TOAT F 70 7 ITqF AT M F TG0 & T

STTERAT 3T THTS 9T AR T IT LT G | T =T TeATH o FATT TLEA o AT TT
NN &Y s G & UH "mal F §9aw o R fafam ste A o F osaEw 59
I TgA3 o TIAT oI FHAT 6 LT TL gRM | THAT H A AT 396 39 TeT §
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AT T I U= <9 & @Fow =7 ¥ sfogm, e, g, g, &Eme, ame
TSI 3 AT STEeaT & gafag wo afeafera gl
(@) SIS 9THT T v 3T o@d TR - T A3 & oy aeqw § grafead dUsit 99T % A1,
TRTAAT, AAAT, SATHRL, ATHFT HLAAT, T orex, o™, qoT a1, ATFIiem 3T qEravar gaeaf e %
SART 31T 3T 0 | FEAeed g | o7 TEST o AT I AT SAeTed g | T AIEHeaerd €L &l g |
Y -2

fooqor SrEe, ITRI ST R TRAT. — St AT Bear (Faam i) § saw fRu s w forg feer
G, ITETT T FIATAT THAT F FEIfeed T8 T 95 AeqefT i Fi=Eme i a0 w3 § wraieas
TERAT o 9 T ST e o TorT AfSepfeda FgRm | Tea &l & qrread: HiHaE Y9 ST e foewmaq
(FTTHF S wfereqor faamT) g ST o 70 St TR avafead Jerd & et af=mEme st =i
T HEATH GTLT ST FTATAT TORAT, ATRAAT ¥ 15T TAT § TIFAT 3fi¥ FeaTe &7 §=7a 799 997 99 %

TR YAl & o fRedt & TART o avaey § e, G99 o o forsraa #emer grer Sy R o
AT T TEAYEART ol eI-T&T qTAT | TI=d B ol STAeqT il SITUIT | FTETOT AT, AT AT
ST T ST AP HeATU, S AT STRATRIET HATAT ST I8 TAG/TITTET FIATAAT 3l SR
I T AT 3 ATLTLO A T AR il T FLAT 2T |

3. ¥t &7 SRS AT Bar # fevqur, syreqor sfiw wriers IioRaT 9% 99T -2 FT 4T & &7 AT T
STTAT g1 T T T /T AT [Raaht [Bal i< SUsit a1 § ST sl SIrua|

fooqur 1. - fomew U QUi o & forg g, 7 o Ua §F O | STewT-37eT 757 % o)

fooqor 2, - sttt iy BS (FaAmET) # fooqur, ITRa ST wrETer TiHAT o S AT & sHagrd i
FTET TG T H UAT X F F ST I FAT FIAT AT, A-TAT Tg AT SITUAT 8 o TATh T 3USHT

H & | TF F ITAN 0 S ATl fEeeT il Sfad J9T SITUAT oY 918 § J@d1d & o0 $ls Sqare dgl
ToRaT SO srereft g 99 U T ste AT § 00T forg i wiee Al AT S

fooqor 3, - 23T (FFARE) § 97 &7 3T & & [ashed &1 STANT Fd arel AT Bat Sehaor & srerar af
TS T ARAThT STAT o (SaX0T % FIGF o HIAL SIS TR § T 2|

4. g I o forw R (FRfeuss TehTe o 7T H)

IeRTeTd T T § AT T o 0 T I o (70 omiea (WTaedhe siehe) ST

(i) Sk w1 % I o forg = Ao €1 s o o forw, o srerefT g ue e 39 oA w8, 39
T T T AT ST AT U AT97% (0.25) 91T F €T § FHleT S0

(i) =2 g srereft U q srfers 32 34T €, 97 S/ TAd S9¢ F ® H T A0, 97 G Ruau s # y
FTE U FET 21 % 39 07 F Forw Faw S A R 2

(iii) =T #2751 @R Fre fmw T g i srereff g #E S A9t fREr A g v 39 wer % forg
Tfea Aal gt

5. AT 1 ® 37 BUAT § & YIS H IAqH 2al s 35 TAerd g A1y ST T 3k 45 Tiaera gar
EH R

6. Fad T ST = o0 e srafeq Ag! oy STus|




6 THE GAZETTE OF INDIA : EXTRAORDINARY [PART ITI—SEC. 3(i)]

7. AUATHS T H ATAHAH 3 T 5 TIAT T o0l e (dl FETL gEqeT@d (1T i IO
8. Trfad ST<i & 7 & F7 «=ai § AATEAT SATHATh & (o107 3ieh 3T S0

9. STgT T forelt 7wrefT o e Y TRTIaT i SEehT Il o g §a1ad & [, aa47 & fou
AT FALT FXA o (oI SATad g

10. T § STEqT SITH H%d o [orT Tt & T | ST Tt i Sqreafa saedsh g1 §arad F qLrer & G’
a7 foheg! oot § ~qAaw sgar o & Faa #:2  foru [afaa G g

11. STSATIAT T TIL-2 FT 3L & T Hae ATLAT ST o T=aLBid T&T (747q 1, 2, 3, 4, 5, 6 3(=) &
BT TN AT ATRT |

AT - 2
AT 3T HAT o ATHE T AT MHATIEd AN ST qrTd & Hase gR-

1. Azere (F1R7)/3T A= (FTTHF) AT T FerF (FIHF) AT - 7276
T e, Zeret T siiv g=aT srenfiedr g

2. S e, et S gt SRR derer T

3. T AehT ST AT SRR #orer o farT e avw - 9397 |

= HATAT AT [T I7 T F 9 g I7 qa9qed ATawrd

Tg AN ATeHRTH 100 T FT GO | AATAAT F AT FoqTa" qediaha O &7 T+ & o
TAUET T T AT AT g GAreAT 6l STt o7 agga 9t Trafa afafa geT &% sratea &har
STTUSTT | T STEfe & 0 T a9 il ariia [Fearas gedred RuTe § =[aA 2al 3% SIS gi=arad
eI o U8 il T & o @Afga B 10 919 & F8 981 R | 7 T4040 93 93T 3iT SATagI

AT, FTHTT FSAT o AT AT gL [ STAATRA 3T AqAT, T o d1¢ H AT AR 6 ATHAT §
ERIBSIT

[®T. €. 1(10)/2016-4Y.111)
T[S FHI, HIE di=d

MINISTRY OF ELECTRONICS AND INFORMATION TECHNOLOGY
NOTIFICATION
New Delhi, the 19th November , 2018

G.S.R. 1160 (E).— In exercise of the powers conferred by the proviso to article 309 of the Constitution and in
supersession of the Ministry of Information Technology, Upper Division Clerk, Departmental Competitive Examination
Rules, 2000, except as respects things done or omitted to be done before such supersession, the President hereby makes
the following rules regulating the Limited Departmental Competitive Examination for promotion to the post of Senior
Secretariat Assistant in the Ministry of Electronics and Information Technology, namely:-

1. Short title and commencement. - (1) These rules may be called the Ministry of Electronics and Information
Technology, Senior Secretariat Assistant, Limited Departmental Competitive Examination Rules, 2018.

(2) They shall come into force on the date of their publication in the Official Gazette.
2. Definition. — In these rules unless the context otherwise requires, -

(a) “appointing authority” means the Director (Personnel) or Deputy Secretary (Personnel) to the Government of
India, Ministry of Electronics and Information Technology;

(b) “approved service” means Junior Secretariat Assistant in level-2 in the pay matrix (Rs. 19,900-63,200) in the
Ministry of Electronics and Information Technology who have rendered a total of five years of service which
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should include at least four years of regular and continuous service in that level-2 in the pay matrix on the
crucial date;

(c) “available vacancy” means a vacancy in the post of Senior Secretariat Assistant’s grade in the Ministry of
Electronics and Information Technology which is required to be filled up on the basis of the results of the
examination;

(d) “crucial date” means the first day of January of the year of the vacancies for which such examination is held;

() “examination” means the limited Departmental Competitive Examination for promotion to the post of Senior
Secretariat Assistant held in the manner specified in the Schedule;

(f)  “recruitment year” means the period commencing from the 1st day of January and ending on the 31st day of
December of the same year;

(g) “Schedule” means the Schedule annexed to these rules;

(h)  “Scheduled Castes” and “Scheduled Tribes” shall have the meanings respectively assigned to them in clauses
(24) and (25) of article 366 of the Constitution of India.

Conditions of eligibility. — Junior Secretariat Assistant in level-2 in the pay matrix (Rs. 19,900-63,200) in the
Ministry of Electronics and Information Technology who have rendered a total of five years of approved service
which should include at least four years of regular and continuous service in that level-2 in the pay matrix on the
crucial date shall be eligible to appear in the Limited Departmental Competitive Examination.

Holding of the examination. — (1) The appointing authority shall notify the dates and place of the examination and

number of available and anticipated vacancies assessed at the time of announcing the examination. The examination
shall be conducted after the expiry of at least thirty days from the date of notifying the vacancies in the manner specified
in the Schedule which may be held before the 31st March of the recruitment year.

(2) The number of vacancies reserved for the Scheduled Castes, the Scheduled Tribes and other special categories

of person, if any, shall be clearly indicated in the notification.

S.

Results. — (1) On the basis of the aggregate marks secured by the candidate in Part I and II of the examination, a
merit list containing the names of the successful candidates in order of merit shall be notified, keeping in view the
number of vacancies and anticipated vacancies, if any, falling in the recruitment year. The standards of evaluation for
candidates belonging to the Scheduled Castes and the Scheduled Tribes shall be as per the Government instructions
from time to time.

(2) The candidates for appointment against the available vacancies shall be considered in the order in which their
names appear in the merit list prepared under sub-rule (1).

(3) The merit list shall remain in operation till the notified vacancies are filled up or upto a period of 18 months
from the date of its approval by the appointing authority or till next merit list is approved by the appointing
authority, whichever is earlier.

. Appointment. — The inclusion of the name of any candidate in the merit list shall not confer a right to appointment and

he shall be appointed by the Appointing Authority only after satisfying itself that no vigilance or disciplinary case is
either pending or contemplated against the candidate and after taking into account his placement in the merit list, the
reservation of posts or such other requirements as may be laid down by statutory orders or rules issued by the Central
Government, from time to time, in this regard.

. Method of recruitment. — (i) Seventy five per cent. by promotion; (ii) twenty five per cent. by Limited Departmental

Competitive Examination; and Failing (i) and (ii) by deputation/ absorption or re-employment for Armed Forces
Personnel or by direct recruitment through Staff Selection Commission.

. Liability to pass typewriting test. — The candidates, who are appointed to the Senior Secretariat Assistant’ Grade on

the basis of this examination, shall be required to pass a test in typewriting, if not already done, at a minimum speed of
35 words per minute in English or 30 words per minute in Hindi only on computer (35 w.p.m and 30 w.p.m.
correspond to 10500 KDPH/9000 KDPH on an average of 5 key depressions for each word) within a period of one
year from the date of their appointment, failing which no annual increments shall be allowed to them until they have
passed the said test or exempted under the relevant rules with the approval of Competent Authority.

. Removal of name from merit list on resignation, etc. — (1) In case a candidate after appearing at the examination

resigns from the service or whose services are terminated or who is appointed to an ex-cadre post or to any other
service and does not have a lien on any of the posts mentioned in rule 3, his name shall not be included in the merit
list, or if included in the said merit list shall be struck off therefrom.

(2) Where a candidate, whose name is included in the said merit list, is appointed to an ex-cadre post or is transferred
to another department of the Central Government with the permission of the appointing authority and continue to have
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a lien on any of the posts mentioned in rule 3, shall not be appointed as Senior Secretariat Assistant till he resumes the
duties in the Ministry of Electronics and Information Technology on his initial post during the period the merit list

remains in

force:

Provided that his claim for proforma promotion may be considered by the appointing authority in accordance with the
orders and rules of the Central Government, issued in his behalf from time to time.

10. Penalty

for impersonation or other misconduct. — A candidate, who is or has been declared by the appointing

authority to be guilty of —

®
(i)
(iii)
@iv)
v)
(vi)

(vii)
(viii)

(ix)

obtaining support for his candidature by any means; or

impersonation; or

procuring impersonation by any person; or

submitting fabricated documents or documents which have been tampered with; or
making statements which are incorrect or false or suppressing material information; or

resorting to any other irregular or improper means in connection with his candidature for the examination;
or

using unfair means in the examinations hall; or
misbehaving in the examination hall; or

attempting to commit or, as the case may be, abetting the department of all or any of the acts specified in
clauses (i) to (viii);

may in addition to the criminal proceedings, liable —

(a)
(b)

®

(i)

to be disqualified by the appointing authority from the examination; or

to disciplinary action, under the appropriate rules. Provided that no penalty under this rule shall be
imposed except after-

giving the candidate an opportunity of making such representation in writing as he may wish to make in
that behalf; and

taking the representation, if any submitted by the candidate within the period allowed to him, into
consideration.

11. Power to relax. — Where the Appointing Authority is satisfied that the operation of any of these rules causes undue
hardship in any class category of persons or posts, it may dispense with or relax the requirement of the rule to such extent
and subject conditions, as it may consider necessary.

Schedule
(See rule 4)

The examination shall be conducted in the following two parts, namely:-

Part I

Written examination shall carry a maximum of 300 marks. The subject of the written examination, the maximum marks
allotted to each paper and the time limit allowed shall be as follows, namely:-

Paper | Subject Maximum Marks | Time

(Objective Type) 200 2 hours

(a)General Awareness
(100 Questions) - 100 Marks

(b)Comprehension and writing ability of English Language.

(100 Questions)- 100 Marks

II

(Descriptive Type) 100 2 hours

Noting, Drafting and Office Procedure
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2. Syllabus for examination:

WHERE KNOWLEDGE OF THE RULES, ORDERS, INSTRUCTIONS ETC. IS REQUIRED, CANDIDATES WILL
BE EXPECTED TO BE CONVERSANT WITH AMENDMENTS ISSUED UP TO THE DATE OF NOTIFICATION
OF THIS EXAMINATION.

PAPER-I

(a) General Awareness: - Question will be aimed at testing the candidates General Awareness of the environment
around him and its application to society. Question will also be designed to test knowledge of current events
and of such matters of every day observations and experience in their scientific aspect as may be expected of
any educated person. The test will also include questions relating to India and its neighboring countries
especially pertaining to History, Culture, Geography, Economics, Science, General Politic and Scientific
research.

(b) Comprehension and Writing ability of english language: - Question will be designed to test the candidates
understanding and knowledge of english language, vocabulary, spelling, grammar, sentence structure,
synonyms, antonyms, sentence completion, phrases and idiomatic use words etc. There will be question on
comprehension of a passage also. The question will be of matriculation level.

PAPER-II

Noting, Drafting and Office Procedure. - The paper on noting, drafting and office procedure shall be designed to test the
candidate’s knowledge of office procedure in the Secretariat and Attached Offices and generally their ability to write and
understand notes and drafts. Candidates are required to be generally familiar with the broad features of the Manual of
Office Procedure issued by the Ministry of Personnel, Pension and Public Grievances (Department of Personnel and
Training). Notes on office procedure issued by the Institute of Secretariat Training and Management, the rules of
Procedure and Conduct of Business in the Lok Sabha and the Rajya Sabha and the handbook of Orders issued by the
Ministry of Personnel, Pension and Public Grievance regarding use of Hindi for official purposes of the Union.

3. Candidates are allowed the option to answer the Paper-II on Noting, Drafting and Office Procedure either in
English or Hindi. All the two question papers/test booklets will be set both in Hindi and English.

Note 1. - The option will be for a complete paper and not for different question in the same paper.

Note 2. - Candidates desirous of exercising the option to answer the Noting, Drafting and Office Procedure paper in
Hindi (Devnagari) should indicate their intention to do so in the application form otherwise it would be assumed that they
would answer the aforesaid paper in English. The option once exercised shall be treated as final and no request for
change shall be entertained later on. No credit shall be given for examination taken in a language other than the one
opted for by the candidate.

Note 3. - Candidates exercising the option to answer the paper in Hindi (Devanagari) may, if they so desire, give English
version within brackets of the description of the technical terms, if any, in addition to the Hindi version.

4. Penalty for wrong answers (in Objective Type Paper)

THERE WILL BE PENALTY (NEGATIVE MARKING) FOR WRONG ANSWERS MARKED BY A CANDIDATE
IN THE OBJECTIVE QUESTION PAPERS:

(6))] There are four alternatives for the answer to every question. For each question for which a wrong answer has
been given by the candidate, one fourth (0.25) of the marks assigned to that question will be deducted as
penalty.

(i1) If a candidate gives more than one answer, it will be treated as a wrong answer even if one of the given answers
happens to be correct and there will be same penalty as above for that question.

(ii1) If a question is left blank, i.e. no answer is given by the candidate, there will be no penalty for that question.

5. The minimum qualifying marks in each of the two subjects in Part I should be 35 per cent and aggregate marks
should be 45 per cent.

6. Marks will not be allotted for mere superficial knowledge.

7. Deduction upto 5% of the maximum marks in the descriptive paper will be made for illegible handwriting.

8. Credit will be given for neat and methodical expression of ideas with due economy of words, in the  subjective
paper.

9. The decision of the Ministry with regard to the acceptance of the application of a candidate and his eligibility or

otherwise for admission to the examination shall be final.



10 THE GAZETTE OF INDIA : EXTRAORDINARY [PART II—SEC. 3(i)]

10. Appearance of candidates in all the two papers is a must for qualifying in the examination. The Ministry has the
discretion to fix minimum qualifying marks in any or all the subjects of the examination.
11. Candidates should use only international form of Indian numerals (e.g. 1,2,3,4,5,6 etc.) while answering paper-
II.
Part IT

Evaluation of the records of service of the candidate by a Departmental Promotion Committee consisting of:-
1. Director (Personnel)/Deputy Secretary (Personnel) or - Chairman;
Joint Director (Personnel) or Joint Director, Ministry of

Electronics and Information Technology

2. Deputy Director, Ministry of Electronics and Information - Member;
Technology
3. One Under Secretary or equivalent to the Government of India from - Member.

Ministry or Department or Organisation other than the Ministry of
Electronics and Information Technology

This part shall carry a maximum of 100 marks. The Annual Performance Appraisal Reports of the candidates shall be
scrutinised for the service period reckoned for promotion and marks will be accordingly allotted by the Department
Promotion Committee. The minimum qualifying marks in the Annual Performance Appraisal Reports of each year during
the residency period will not be lower than the benchmark prescribed for promotion to the post of Senior Secretariat
Assistant.

[F. No. 1(10)/2016-P.III]
RAJTV KUMAR, Jt. Secy.
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