DMW/Patiala

NO: DMW/P/S-11/204 Pt.IV Dated 21.05.2021

Sub : Syllabus for the Written Test for Adjudging the suitability for the post
of Sr. Clerk Level-5, Ranker Quota (General Seniority Group)
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1. GENERAL
1. Factory Act
2. Workman Compensation Act.
3. Hours of employment regulations.

RAJ BHASHA POLICY

o

ESTABLISHMENT

(i) Discipline and appeal rules.
(i1) Type of Leaves.

(ii1) Passes.

(iv) Retirement benefits.

(US)

4. STORES
(i) Stock and Non Stock items.
(ii) In active surplus and dead stock, T&P and consumable items.
(iii) Stock verification.
(iv) Issue Notes

) Maintenance of Cash Imprest.

6. Preparation of Pay orders, Clearance of bill.

7. General up keep of office files/opening of new files, closing of old files.
8 Putting Papers on there reference in files.

9 Writing noting in files, Drafting letters, notes.

10. Working knowledge of computers — What is Hard disc, RAM, ROM,
Monitor etc., Software.

11 Working knowledge of Microsoft Word and Microsoft Excel.

12 Stores procurement procedure.

13 Budget & Budget terms.

14 Cannons of financial propriety

15 DRF, DE, Cash imprest.

16 Works Programme, M&P Programme & RSP Programme.

L7 Railway Service Conduct Rules.

18 Pension, New Pension scheme.

19 Settlement.

20 Dues after death.

21 Allowance and advances in different circumstances available to Railway

employee.



22. -3fth & SR H SIS
23. IMMIS UR &H XA SRR
24. IREPS UX &1 XA &l ST

25. HRMS &1 Siderr{l STreprd)
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