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(a) Dak handling.

(b) Maintenance of ﬁles
".(c) Record keeping

(d) Maintenance of statlstlcs

n wntmg sklll

.(a) LetterIDO wntrng
. (b) Notrf catrons |
(c) Note wrltrng

(d) Spealsrng orders

_,,Award of works in works programme
Procedure for stores procurement :
i Rallway Organrzatronal structure

0 'Unrform polrcy
.~ Booking of Runnrng staff and non-runnrng travelling staff.
Drscrpllne & Appeal rules and Conduct Rules
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6. Raiway Housing (Rly Qtrs Allotment) Policy.
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i [ Recognltron of Trade Unlons Facllltres to office bearers of recognized
siafhen ey _.?_,._unlons/Assocratlons Dealrng with Unrecognized unlons/Assoclatrons .
vor et ot Medical examination and facllrtres available to Railway employees
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21.

Man-Power Plénning

» Vacancy Bank registe»r.(
o Creation of Posts.
¢ Bench Marking.

e Supernumerary posts. -

o Redeployment of surplus staff. -

Pay and allowances.

Pas§ Rules.

Ledve Rules.

Railway Pension Rules.
General Conditions of service.

Hours of Employment Regulations.

Note: Questions set in the paper will be normally to éssess the writing and
‘analytical power of the Candidates w.r.t. various topics as above which

" circumscribe various ministerial staff. Efforts should be ot to it the
balance in favour of one particular discipline.
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