
ih,l&3@2025&baxkjkekla-¼ikVZ&1½ 
bfUnjk xk¡/kh jk’Vªh; ekuo laxzgky;] 

“kkeyk fgYl] Hkksiky&462 003 
fnuk¡d% 13-05-2026 

uksfVl 

bfUnjk xk¡/kh jk’Vªh; ekuo laxzgky; }kjk fofHkUu inksa dh fjfDr;ksa dks Hkjus ds fy, ik= 
mEehnokjksa ls vkosnu vkeaf=r fd, x, FksA 

rRlaca/k esa iz”kklfud vf/kdkjh ¼vukjf{kr&1½ ,oa ofj’B fyfid ¼vuqlwfpr tkfr&01½ ds in 
gsrq ijh{kk fuEufyf[kr ikB~;Øe ,oa i)fr ij vk;ksftr dh tk,xh% 

A. Pattern of Examination & Syllabus for the post of Administrative Officer 

Written Test: 50 marks (MCQ) & General Interaction (50 marks) 
 

Syllabus of Written Examination: 

S.N. Area Marks 
1 Procedure and Practice in the Central 

Autonomous Bodies; General Knowledge of 
Constitution of India and Machinery of 
Government; General Financial and Service 
Rules; RTI Act 2005; Litigation Management; 
Manual of Office Procedure; Fundamental 
Rules Supplementary Rules (FRSR); CCS 
(Leave) rules; TA rules; LTC rules; CCS (CCA) 
Rules; CCS (Conduct) Rules; CCS Pension 
Rules; New Pension Scheme (NPS); Manual 
for Procurement of Goods 2017; Arbitration Act; 
Prevention of Sexual Harassment; IPR Act and 
Patent; Foreign Service; Reservation and 
Concession SC, ST, OBC, PH etc. Official 
Language Policy and implementation; Other 
relevant rules for Government funded 
autonomous bodies; Record management and 
weeding policies. 

40 Marks 

2 Basics of Computer Applications word, excel, 
Power Point, Internet Browsing, email use etc. 

10 Marks 

Note: The General Interaction will be taken separately by duly constituted     
Committee and will be based on assessment of candidates for the said    
post. 

 

B. Pattern of Examination & Syllabus for the post of Senior Clerk  

Written Test: 50 marks (MCQ) followed by Typing Test (Skill Test) (50 Marks) 

Syllabus of Written Examination: 

S.N. Area Marks 
1 Procedure and Practice in the Central 

Autonomous Bodies; General Knowledge of 
40 Marks 



Constitution of India and Machinery of 
Government; General Financial and Service 
Rules; RTI Act 2005; Litigation Management; 
Manual of Office Procedure; Fundamental 
Rules Supplementary Rules (FRSR); CCS 
(Leave) rules; TA rules; LTC rules; CCS (CCA) 
Rules; CCS (Conduct) Rules; CCS Pension 
Rules; New Pension Scheme (NPS); Manual 
for Procurement of Goods 2017; Arbitration Act; 
Prevention of Sexual Harassment; IPR Act and 
Patent; Foreign Service; Reservation and 
Concession SC, ST, OBC, PH etc. Official 
Language Policy and implementation; Other 
relevant rules for Government funded 
autonomous bodies; Record management and 
weeding policies. 

2 Basics of Computer Applications word, excel, 
Power Point, Internet Browsing, email use etc. 

10 Marks 

 

Typing Test (Hindi or English) will be conducted in following manner: 
 
 

Component  Requirement 
Minimum required Net Typing Speed 
(on computer) 

Hindi: Minimum 30 WPM or 
English: Minimum 35 WPM 
 

Maximum Marks Typing Test will carry a total of 50 Marks 
 

Time  10 minutes 
 

Deduction: For Each error/wrong word 1 marks will be 
deducted.  
Maximum errors/wrong words allowed: 10% 
of total words 

Illustration of marking system 
Details Value 
Number of errors/wrong words (Either 
in English or Hindi Typing) 

20 

Deduction 20x1= 20 marks 
Marks Awarded (Out of 50) 50-20 = 30 marks 

 

Note: Evaluation of copies of Typing Test of candidates will only be done if they fulfil 
criteria of minimum typing speed (35 wpm in English or 30 wpm in Hindi) and not made 
error’s more than 10 percent of total words.  
 

    The Typing Test (Skill Test) will be conducted in Hindi or English (Candidates may 
choose medium of Typing English or Hindi as per their feasibility). The English Typing 
Test will be conducted in Typing Master Software and Hindi Typing Test will be conducted 
in India Typing.com (kruti dev font).  

 
      iz”kklfud vf/kdkjh ds in gsrq ijh{kk dh laHkkfor frfFk fnukad 21-05-2026 ,oa ofj’B 

fyfid ds in gsrq fnukad 29-05-2026 gksxhA 



 

ijh{kk laca/kh fn”kk&funsZ”k fuEuor~ gS% 

1- leLr vH;FkhZ ijh{kk gsrq laHkkfor frfFk dks ¼fnuk¡d 21 ebZ] 2026] izkr% 09-00 cts&iz”kklfud 
vf/kdkjh gsrq ,oa fnuk¡d 29 ebZ] 2026] izkr% 09 cts&ofj’B fyfid gsrq½ funs”kd lfpoky;] bfUnjk 
xka/kh jk’Vªh; ekuo laxzgky;] “kkeyk fgYl] Hkksiky] fiu dksM&462003 eas fjiksVZ djasxsaA  

2- leLr vH;FkhZ ijh{kk frfFk ij leLr okafNr nLrkostksa ¼”kS{kf.kd ;ksX;rk] vuqHko] tkfr izek.k] 
bR;kfn½ dh ewy izfr ds lkFk ljdkj }kjk ekU; ewy igpku i= ¼vk/kkj dkMZ] oksVj vkbZMh] bR;kfn½ 
ds lkFk vfuok;Z :i ls mifLFkr gks,aA ewy nLrkost ,oa ewy igpku i= ds vHkko esa vH;FkhZ dks 
izos”k ugha fn;k tk,xkA 

3- vifjgk;Z dkj.kksa ls ijh{kk vxys fnol dks vk;ksftr gksus dh fLFkfr esa ckg~; vH;FkhZ vius 
Bgjus dh O;oLFkk ds lkFk vkuk lqfuf”pr djsaA 

4- leLr vH;fFkZ;ksa dks lykg nh tkrh gS fd og le;&le; ij laxzgky; dh osclkbV 

www.igrms.gov.in and www.igrms.org.in dk voyksdu djrs jgsaA 

5- fdlh Hkh ifjfLFkfr esa funs”kd] bfUnjk xk¡/kh jk’Vªh; ekuo laxzgky;] Hkksiky dk fu.kZ; vafre ,oa 
ck/;dkjh gksxkA 

6- ç'kklfud vf/kdkjh vkSj ofj"B DydZ] nksuksa inksa ds fy, vafre ;ksX;rk lwph mEehnokj }kjk 
çkIr mPpre vadksa ds vk/kkj ij rS;kj dh tk,xh ¼ç'kklfud vf/kdkjh ds fy, fyf[kr vkSj lkekU; 
okrkZyki ijh{kk rFkk ofj"B DydZ ds fy, fyf[kr ,oa dkS'ky ijh{kk ¼Vkbfiax VsLV½ nksuksa esa½A 

 

;g uksfVl funs”kd egksn; dh Lohdf̀r ls tkjh fd;k tk jgk gSA 
 

&gLrk& 
¼iz- iz”kklfud vf/kdkjh½ 

baxkjkekla] Hkksiky 
 

 


