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SYLLAE I-IS FOR DEPAR. MENT [- EXAIVN

(v) SYI-LABUS FOR DEPARTMENTAL EXAM TO THE P OST OF
SECTION OFFICER

Total Marks : 300 Qualifying marks- 120

No.
Subject Full Mark

1 English, Drafting and Noting 100

2 100

Administrative Rules & Financial Rules 100

Details of Syllabus

Detailed syllabus for the ab,ove-mentioned paper shall be as follows :

'1. Enqlish and Draftinq/Notinq skills
a Grammar
b Comprehension
C Composition
d Essay Writing

P16cis

i

l

I

I

e
f) Letter Writlng '

g) Drafting of letters, notings etc

2. NU Statutory Rules
Acts & Statutes
Ordinances
Rules and regulations

3. Administrative Rules & Financiai Rules
a) CCS Cond uct Rrles
b) CCS(CCA) Rules Chapter 10
c) LTC Ru les
d) General Financial Rules,2005, Chapter6,7, B

e) Receipts and Payment Rules Pa( lll Section I
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NU Statutory Rules.
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tON FCR P ROMOT iot'l TC T H

SYLLA BUS FOB DEPARTM EI'ITAL EXAM INAT

POST OF PRIVATE SECRET ARY / SENI OR PERSO NAL AS5 ]5TAN-[

English Stenog raPhY i) . 120 words per minute for 3 minutes dictation

given by an expert in Eng'ish Stenography

i) 1O minules ror teconcilial'on'

iit 30 mirutes for tYP'ng '

i,i) \,lax;mu'n permissiole ertor : 107o

NoTE:ThereWillbeaprovisionfolrelaxationinqualifyingmarksinthedepartmental
oromotion examination or lowering the standard of evaluation where there are clear

reserved posts againsl the categories of SC/STs'

However, the percentage of relaxation will be the sole discre'tio

,rl''n"",V, 
'" "*""ting 

th-e selection/appointment of th" T.?:l"d
ilP;. 'oM 

No. 36oi 2/23ls6-Estt (Res) \/ol ll dt 3 10 2000'

n of the aPPointlng

post i.e. SC/ST vide GOI
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English StenograPhy : i) I00 words per minute for 5 minutes dictation

given by the expert in English Stenography.

.10 minutes for reconciliation

30 n-inutes for typing.

Il4aximum permissible error : 10%

ii)

iii)

iv)

-[2-6 -

NOTE: There will be a pr:ovision for relaxation in qualifying marks in the departmental

promotion examinauon or lowering the standard of evaluation where there are clear

reserved posts against thd categories of SC/STs'

However, the percentage of relaxation will be the sole discretion of the appointing

authority, in effecting the selection/appointment of the reserved post l e' SC/ST vide

coL ocjpr. oM No. 3OQ 12l23l96-Estt (Res) Vol' 1l dt 3 10'2000
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I post on PrRsoNlL P.sslsrnNt'
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D E P AR.TIViE TqTAL EXAN1

Total marks:300, Quaiitying marks: 120

,ilarks

Subjectst.
No 100

RulesStatuto1 100
SleUa Rna cF n&e uR e StiaStrm nAd2 100

sklllsotinraft nD&hSnE
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Details of SYllabus :

'! - Statutory Rules" ,i t taoatind UniversiLy Acl & Stalutes

bi Nagaland U niversity Ordinances

2" i) Administrative Rules
a) CCS Conduct Rules
ni Medical AHendance Rules

ci ccslueavel Rules, 1972

. iil Financial Rules
ul CPf(c"ntt't Service\ Rules 1960
"oi Eb's'tp""ti""1 nuteJ' t ozz a New Pension scl'eme

c) TA Rules
d\ LTC Rules

"i 
O.nut't Rules on Pay and Allowance

e Enolish and Drafting/Noting skills
- 

a) Simple Grammar- Obiective type

b\ Pr6cis writing
. 

"i Or"ttinq ot letters, nolings etc'
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Marks
Su bject

100 -
RulesStatutoI 100eI Sa uRnI na CSe F&R IUSI ratlvmd nI2 100

s kills/Notinlish & DraftinEn3

Delails of SYllabus :

1. Statutory Rules

. Nagaland University Act and Statutes

2. i) Administrative Rules
ar CCS Cond uct Rules
oi CCS(Leave) Pu ls5' 1972

ii) Financial Rules
a) Pay Rules
b) TA Rules
c) LTC Rules

En o lish and Drafting/Noting skills
a) Simpte Grarnrrar- Objective type

b) P recis w-iting
cj Drafting or leders, ''lotings etc

English Stenography : ,. -. i) . 120 words per mlnute for 3 minutes dictation ' 
-.

'' given by an expert in EnSllsh Stenography

i) 1 O minutesfor reconciliation

iii) lr''laximum permisslble error : '107o

ks in the dePartmentalNoTE : There will be a provision for relaxation in qualifying mar

promotion examination or loweiing the standard of evaluation where there are clear

reserved posts against the categories of SC/STs'

However, the percentage of relaxation will be the sole discretion of the appointing

auihority, in effecting the setection/appointrnent of the re;grved post i e SC/ST vide GOI

DoPT.oN1No'360'12/23/96-ESt1(ReS)\/ol.Ildt.3.10.2000.-
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DEFARTI\I8[$T,AL EXAM

(VII) UPPER DIVISIONAL CLERK {UDC)

Total marks:300' Qualifying marks: 120
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(VlII) 5YLLABUS FOR DEPARTMENTAL EXAI\NI.'IATION.FOR PROMOTION TO THE '
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