NORTHERN RAILWAY

Headquarters Office,
Baroda House,

New Delhi.
P.S.No.16034/2025

No. 752-E/Policy matter/Syllabus/E1I A

Dated:- 21.07.2025
DRM/NR-DL], FZR, LKO, MB, UMB & JAT

CAQ/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT
CWM/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.
Dy. CMM/SSB, AMV-LKO & JUDW

DY.CE/TMC/Line, State Entry Road, New Delhi.

Chief Manager (Ptg. &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKJ.

Sub: Syllabus for Selection for the 'p,gaj,,gf‘itaff & Welfare Inspector Level-6
,’f‘? “’\ )w,:\‘ ‘1} ,
Ref: (i) PCPO’s letter No PCPO/Sel /2025 dated 15.05.2025
(i) Dy.CPO/HRD’s /ggthggp /Sel. 202501 ) Dt.17.07.2025
T\
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In reference to above subject, the-syllabus for-

b _wsélegélg\ for the post of Staff & Welfare
Inspector Level-6, is enclosed he{?)&igh\.‘fOI'—-y\Q\,\_[janr
\,fr"._"\\ 4
The above PS.No. }g‘f”

,m@tign;f“g:)ud necessary action please.
A X

D W\ Y
ey e 5 "
& t}‘lax\fibﬂ’/o/nf«'ﬁ e website  given as
https://nr.indianrailwayvs.oov.in QTR S

under:-
Hindi Version will follow.

Please acknowledge the receipt,

DA/as above

: F
Copy to:-

or General

All PHODs and All Officers of Personnel Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhi.

Genl. Secy./ URMU, 16672, P.K.Road, New Delhi.
Genl. Secy./AIOBC Rly Em

p. Asso. 171/A3, Basant Lane, New Delhi.
Zonal. Secy. All India SC/ST R|

¥ Emp. Asso. North Zone Office, Baroda House, New Delhi.
Genl. Secy. NRPOA Room No.301, HQ Office, Baroda House, New Delhi.
Dy.CPO/IT, HQs Office, Baro

da House, NDLS for uploading on the website.

N



SYLLABUS FOR SELECTION TO THE POST OF )
STAFF & WELFARE INSPECTOR

' i Tentative
Sl Topics S
o, guestion
1. | Organizational set up & processes of Railways
I.  Role of Railways in development of country )
II. Organization of Railways — Railway Board, HQ & other units o3
.  Role of Personnel Department vis-a-vis other departments
IV.  Schedule of Powers with respect to establishment matters
V. General Office Procedure - a) Imporitant registers & forms at
HQ/stations/depots, b) Files & their maintenance, ¢} DAK system
VI.  Policy gnidelines like Manuals, Codes & circulars
2. | General Conditions of Service & Establishment Rules
I.  Modes of Recruitment, Functions of RRB & RRC
Il. Recruitment Rules & placing of indent
M.  Reservation Policy for SC, 8T, OBC, PwBD, EWS, ESM & CCAA
V. Maintaining Reservation Roster - practical aspects i
V.  Special Quota Recruitment — Sports, Cultural, Scout & Guide Quota
VI.  Casual Labour, Substitutes & Act Apprentice trainees
VII.  Seniority, Lien & AVCs
VIII.  Promotion rules — GDCE, LDCE, Selection, Suitability & Trade Test, Refusal .
= of promotion 10
IX.  Rules regarding APAR
X.  MACP & Up-gradation, Service review
XI.  Transfer & Deputation, Ex-cadre posts
XII.  Rules for Service record, DOB, Dependent family members, E-SR
XIII.  Pass Rules & Leave Rules N )
3. | Financial Aspects of Establishment matter ;
L. Pay structure & Pay fixation - practical aspects .\
il.  Increments & Notiona} Increment — oy \
Il SteppingupofPay [v/= =
IV.  Pay Bills & related rles — -4 05
V.  Recoveries, Deduction GEIncome Tax & Arrears .
VL. Loans, PF, Advances & Allowances ete. -
4. | Settlement \
L

Retirement rules - Old Pension schemie, New Pensxpn scheme & Unified Pension
scheme NG

Post-retirement benefits - Commutation, Gratuity, GIS, Leave Encashment,
Family Pension, Provident Fund Rules etc.

III.

Other than normal retirement cases like VR, Resignations, Ex-gratia payment 10
IV.  Handling of Pension Adalat, Pensioner’s Associations
S. Financial Expenditure etc.

I, Canons of financial propriety
1L

Audit and Accounts narrative report
RI. Budget, Classification of Demands of Grants
J

. 05
Award of works in Works Programme
V. _ Procedure for Stores procurement, GeM, IRPSM & outsourcing
6. | Use of IT platforms in Personnel Working
lII. E-Office, HRMS, IPAS, RESS

CPGRAMS, UMID, GEM, IRPSM

I

e

05
111, Working k.nowledge of Computers
T Medical De-categorization of Employees
1. Medi'cal €xamination of Railways employees 0
II.  Medical de-categorization & aM’ of medically dwgonid“ staff °
8. | Compassionate Grouna Appointments (CGA) - Rules & Procedure | o
L Rules and priorities for CGA: II. Documents required for CGA-
0.  Verification of documents & enquiry of CGA B ' C o
N
&Q i/ <
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{
i 9. | Welfare Activities §izestion
l I.  SBF Rules & Constitution of SBF c i Allocation
g;‘g;‘f‘m:‘e of Funds under various heads of SBF ’ e
ies to Railway employees an S . 5
itis, Handi Centgrsye[c_ d families — School. Holiday Home, Mahila
II.  Cultural Activities, Recreation Center, Railway Institutes and Clubs
IV.  Sports Act.ivitics, Scout & Guides Activities
V.  Co-operative Societies, Industrial Training Centers, Housing Societies
VL Capteens—statutozy & non-statutory, amenities policy
Vil. Reimbursement of Fees, Scholarships 10
VIII. Uniform Policy
IX. Medical benefits to employees, pensioners & families — UMID & RELHS
X. Homeopathic/Avurvedic Dispensaries, Hospital Visiting Committees
10. | Role of Welfare Inspectors %
I inspections — Related to HOER, Overtime, Sanctioned Sirength & MOR
Il. Verifications — Initial Appointment, Dependent family, Medical unfit/disability,
Residential, Education, Caste certificate and Family composition etc. ' 05
I, Registers Maintained at various units for Grievances, Attendance etc.
IV. Displaying of Statutory Notices
V. Grievance Redressal Mechanism of Railways
11. | Industrial Relations
I Elections & Recognition of Trade Unions
1I. Permanent Negotiation Machinery, PREM & FNM )
I1I. ZRUCC, Policy regarding Unrecognized Unions, Facilities to Office bearers of 05
Recognized Unions/Associations

I

12. | D&AR & Conduct rules

i. Railway Services (Cond <ty -
Railway Servants {Discipli
13.
. Laws on Contract Lab@ :;f; ;
[1i. Employees Compensat;im;’ et
v. Payment of Wages Act \ / =
V. Minimum Wages Act 000y
VI.  Factories Act SN o
VII. Railway Servants (Hours o ork-and Perio Rest) m,
VIII. Job Analysis Meeting with LEO..8 Labour Commissioner, Labour Court, B
Industrial Tribunal Cases
IX. CAT Act
b Tradc Union Act
XI. ~ Right to Information Act ) L
- XII. Sexual Harassment of Women at Workplace (Prevention, Prohibition &
Redressal Act 2013) o )
XII1. Court Case & CAT, HC, SC and other Statutory Commissions/Bodies
14. | Rajbhasha: {Optional) o _‘ -
I. Rajbhasha Rules 1976 and its applicability on Railways iy
Note: The syllabus is only indicative in nature & not exhaustive.
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NORTHERN RAILWAY

Headquarters Office,
Baroda House,
New Delhi.

P.S.No0.16035/2025

No. 752-E/Policy matter/Syllabus/EXII A Dated:- 21.07.2025

DRM/NR-DLI, FZR, LKO, MB, UMB & JAT
CAO/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT.

CWM/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.
Dy. CMM/SSB, AMV-LKO & JUDW

DY.CE/TMC/Line, State Entry Road, New Delhi.

Chief Manager (Ptg, &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKJ.

Sub: Syllabus for Selection for the post of Ste\n(‘)g‘rapher Level-4

Ref: (i) PCPO’s letter NoPCPO/Sel./2025 dated 15.05 2025
(if) Dy.CPO/HRD’s Note No. P.CPO/S?147[;29,25_@-)3’1)& 17.07.2025
* g -y i

ek

/

y

tion for the post of Stenographer
sary action please.

In reference to above subject, the syllabus'fbr seléic’
Level-4, is enclosed herewith for your information and neces

The above PS.No. is available

on the website given
https://nr.indianrailwavs.gov.in

as  under:-

Hindi Version will follow.
Please acknowledge the receipt.

DA/as above

Copy to:-

. AllPHODs and Al] Officers of Personne] Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhj.

Genl. Secy./ URMU, 166/2, P.K.Road, New Delhj.
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i 301, ffice, Baroda House, New Delhj.
Dy.CPO/IT, HQs Office, Baroda House, NDLS for uploading on the website,



SYLLABUS FOR SELECTION TO THE POST OF

STENOGRAPHER

Sl. | Topics

No.

Tentative %
of questions

1. | General Knowledge

1.  General Intelligence & Reasoning

II. General Mathematics upto the level of 12t Class
2.

10

Organizational set up & processes of Railways
1. Organization of Railways — Railway Board, HQ & other units
1.

Role of Personnel & other Departments in Railways
I. General Office Procedure — a) Important registers & forms at
HQ/ stations/depots, b) Files & their maintenance, c¢) DAK
system !

IV. Policy guidelines like Manuals, Codes & Circulars

10

3. English/Hindi Language Proficiency:

1. Vocabulary, Grammar, Sentence Structure, Comprehension.
II. Synonyms, Antonyms, One word substitution:
Understanding vocabulary and grammar.
II. Sentence Shuffling, Sentences Improvement, Active/Passive
Voice: Testing sentence structure and gramimar.
v Translation from English to Hindi and Hindi to English

40

4. Use of IT platforms in Personnel Working
I. Working knowledge of Computers
1. E-Office, HRMS, IPAS, RESS
NI. CPGRAMS, UMID, GEM

10

5. Conduct Rules & D/&AR Rules :
1. Reilway Services {Conduct) Rules . .
II. Railway Servants (Discipline & Appeal) Rules

10

16. Establishment Rules |

1. Modesof Récrmtment, Functions of RRB & RRC
1I. Employmention Compassionate ‘Grounds

M. Reservation Policy for SC, ST, OBC, PwBD & EWS
IV. Seniority N '

V. Promotion & MACP._

Transfer & Deputation, EX-cadre posts
VII. Pass Rules

VIII. Leave Rules

Pay Level, Increment & Fixation of Pay
Medical examination of Railways employees
Retirement rules & OPS, NPS & UPS

Xil. Benefits to Pensioners & family

Legal Matters & Grievance Redressal

10

1

Sexual Harassment of Women at Workplace (Prevention,
Prohibition & Redressal Act 2013)

II. Right to Information Act
lIl. Courts like CAT, HC, SC & National Commissions
IV. Grievance Redressal Mechanism of Railways

10

§. | Rajbhasha
I

Rajbhasha Rules 1976 and its applicability on Railways

10%

(optional)

Note: The syllabus is only indicative in nature & not exhaustive.
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NORTHERN RAILWAY

Headquarters Office,
Baroda House,
New Delhi.
P.S.N0.16032/2025
No. 752-E/Policy matter/Syllabus/EIITl A Dated:- 21.07.2025

DRM/NR-DLI, FZR, LKO, MB, UMB & JAT
CAO/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT.

CWMY/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.
Dy. CMM/SSB, AMV-LKO & JUDW

DY.CE/TMC/Line, State Entry Road, New Delhi.

Chief Manager (Ptg. &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKIJ.

Sub: Syllabus for Selection for the post of Office Suprintendent Level-6

Ref: (i) PCPO’s letter No PCPO/Sel./2025 dated. 15.05.2025
(ii) Dy.CPO/HRD’s Note No. PCPO/Sel./2025(1) Dt.17.07.2025
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In reference to above /subject, the syllapi{s,'fori'j{s?lection for the post of Office
Suprintendent Level-6, is enclosed herewith for your information and necessary action please.

7 il
,’/4 -

The above PS.No. is.- available —on 'the,,f website  given as  under:-
https://nr.indianrailways.gov.in > 2y

Hindi Version will follow.
Please acknowledge the receipt.

DA/as above

Copy to:-

All PHODs and All Officers of Personnel Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhi.

Genl. Secy./ URMU, 166/2, P.K.Road, New Delhi.
Genl. Secy./AIOBC Rly Emp. Asso. 171/A3, Basant Lane, New Delhi.

Zonal. Secy. All India SC/ST Rly Emp. Asso. North Zone Office, Baroda House, N i

; : A , New Delhi.
Genl. Secy. NRPOA Room No.301, HQ Office, Baroda House, New Delhi. :
Dy.CPO/IT, HQs Office, Baroda House, NDLS for uploading on the website.
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SYLLABUS FOR SELECTION TO THE POST OF

OFFICE SUPERINTENDENT

€2

| SLNo.

Topics

Tentative %
of guestion

I
1L,

III.

v.
V.

VI.

Organizational set up & processes of Railways

Role of Railways in development of country

Organization of Railways — Railway Board, HQ & other
units etc.

Role of Personnel Department vis-a-vis other departments
Schedule of Powers with respect to establishment matters
General Office Procedure — aj Important registers & forms
at HQ/stations/depots, b) Files & their maintenance, c)
DAK system

Policy guidelines like Manuals, codes & circulars -

05

X BES <Z2HE-

XII.

KII1.

General Conditions of Service & Establishment Rules

Modes of Recruitment, Functions of RRB & RRC

Recruitment Rules & placing of indent

Reservation Pclicy for SC, ST, OBC, PwBD, EWS, ESM & CCAA
Maintaining Reservation Roster — practical aspects

Special Quota Recruitment — Sports, Cultural, Scout &
Guide Quota

Casual Labour, Substitutes & Act Apprentice trainees
Seniority, Lien & AVCs

Promotion ruiles — GDCE LDCE Selection, Suitability &
Trade Test, Refusalof promotlon P

Rules regarding APAR A Y

MACP & Up-gradation; Service Teview

Transfer & Deputation, Ex-cadre posts |

Rules for Semce récord DOB D;:pendent family
members, E-SR! ~

Pass Rules & Leave Rules

25

L
1.
II1.
v.
Vs
VI.

Financial Aspects of Establishment matter

Pay structure & Pay fixation — practical aspects
Increments & Notional Increment

Stepping up of Pay

Pay Bills & related rules

Recoveries, Deduction of Income Tax & Arrears
Loans, PF, Advances & Aliowances €ic.

10

L
1L
111.

V.

Settlement

Retirement rules - Old Pension scheme, New Pension scheme &
Unified Pension scheme
Post-retirement benefits - Commutation, Gratuity, GIS, Leave
Encashment, Family Pension, Provident Fund Rules etc.
Other than normal retircment cases like VR, Resignations, Ex-
gratia payment

Handling of Pension Adalat, Pensioner’s Associations

10

Man-power planning
I1.

Book of Sanction, Vacancy Bank Register
Bench-Marking & Yardsticks, Workstudy
Surrender, Redistribution, Creation, Extension & Transfer
of posts

()
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Dy. Chief Personnel Officer/HRD
N Ry, Baroda House, New Delhi

Rly.
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IV.  Supernumerary posts, Work-charged posts
V. Redeployment of surplus staff

VI. Training Modules for different posts .
VII. Traming under Apprentices Act
VIII.  Training Centres in Zones, Divisions & Workshops
IX. Plan Head 65
6. CGA & Medical De-categorization rules
I. Medical examination of Railways employees
II. Medical de-categorization and absorption of medically de-
categorized staff 05
III. Employment on Compassionate Grounds Rules and
procedures
7. Weliare Activities & Industrial Relations
1. = Staff benefit Fund, Medical Facilities to employees
II. Elections & Recognition of Trade Unions
. Permanent Negotiation Machinery, PREM & FNM 05
IV. ZRUCC, Policy regarding Unrecognized Unions, Facilities
to Office bearers of Recognized Unions/Associations
8. D&AR & Conduct rules
1. Railway Services {Conduct} Rules & related instructions
.  Railway Servants {Discipline & Appeal) Rules & related 10
instructions
S. Legal Matters & Grievance Redressal
I. Railway related .ndusmak%&abour Laws including
applicable laws on Coﬁfta soursh,
II. HOER
1. Sexual Harassment o£ :
. Prohibition & Redr¢ssal/ 20%3]_—_" 16
IV. Rightto mformatim Act~ 4 oh—
V. Court Case & ‘CAT /HC S
Commissions/Bodies A
VI. Grievance Redressal Mechamsm' of yays
10 Use of IT platiorms in Personnel WMJ
I E-Office, HRMS, IPAS, RESS.__ e
II. CPGRAMS, UMID, GEM, IRPSM 05
II. Working knowledge of Computers
11. Financial Expenditure etc.
1. Canons of financial propriety
[I. Audit and Accounts narrative report
[II. Budget, Classification of Demands of Grants 05
IV. Award of works in Works Programme
V. Procedure for Stores procurement, GeM, IRPSM &
ocutsourcing
15 Rajbhasha: {Optional) s

I. Rajbhasha Rules 1976 and its applicability on Railways

Noie: The syllabus is only indicative in nature & not exhaustive.

SYLLABUS FOR SELECTION TO THE POST OF OFFICE SUPERINTENDENT {CONTD. FROM PAGE 1
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Dy. Chisf Personnel Om&;f HRD
N. Rly. Baroda House, New Delhi
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NORTHERN RAILWAY
Headquarters Office,
Baroda House,
New Delhi.
P.S.No0.16033/2025
No. 752-E/Policy matter/Syllabus/EIII A Dated:- 21.07.2025

DRM/NR-DLI, FZR, LKO, MB, UMB & JAT
CAO/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT.

CWM/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.
Dy. CMM/SSB, AMV-LKO & JUDW

DY.CE/TMC/Line, State Entry Road, New Delhi.

Chief Manager (Ptg. &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKJ.

Sub: Syllabus for Selection for the post of Chief Staff & Welfare Inspector Level-7

Ref: (i) PCPO’s letter No PCP07$el /2025 dated 15.05.2025
(ii) Dy.CPO/HRD’s Note No PCPO/Sel /2025(1) Dt.17.07.2025

: \

b

=4 G
In reference to above stJect “the yllab 1S forll s galon for the post of Chief Staff &
Welfare Inspector Level-7, lsgenclowd herethh Ior ¥ ‘t_ygmformatlon and necessary action

please.

The above PS.No.
https://nr.indianrailways.gov.in

Hindi Version will follow.
Please acknowledge the receipt.

DA/as above

Copy to:-

All PHOD:s and All Officers of Personnel Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhi.

Genl. Secy./ URMU, 166/2, P.K.Road, New Delhi.

Genl. Secy./AIOBC Rly Emp. Asso. 171/A3, Basant Lane, New Delhi.

Zonal. Secy. All India SC/ST Rly Emp. Asso. North Zone Office, Baroda House, New Delhi.
Genl. Secy. NRPOA Room No.301, HQ Office, Baroda House, New Delhi.

Dy.CPO/IT, HQs Office, Baroda House, NDLS for uploading on the website.
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. SYLLABUS FOR SELECTION TO THE POST OF @
' CHIEF STAFF & WELFARE INSPECTOR

‘ SL. l Topics
| No.

Tentative
i

) %of question
Organizational set up & processes of Railways A
1. Role of Railways in development of country
II.  Organization of Railways — Rai!way Board, HQ & other units
HL  Role of Personnel Department vis-a-vis other departments 05
IV.  Schedule of Powers with respect io establishment maiters
V. General Office Procedure - g Important registers & forms at
HQ/stations/depots, b) Files & their maintenance, ¢) DAK system
V1.  Policy guidelines like Manuals, Codes & circulars

General Conditions of Service & Estoblishment Rales

L. Modes of Recruitment, Functions of RRB & RRC

1I.  Recruitment Rules & placing of indent
M. Reservation Policy for SC, ST, OBC, PwBD, EWS, ESM & CCAA
v

- Maintaining Reservation Roster ~ practical aspects
V.  Special Quota Recruitment — Sports, Cultural, Scout & Guide Quota
VL

Casual Labour, Substitutes & Act Apprentice trainees
VIL Seniority, Lien & AVCs

2.

VIII.  Promotion rules — GDCE, LDCE, Seclection, Suitability & Trade Test,
Refusal of promotion 10
IX.  Rules regarding APAR ’

X.  MACP & Up-gradation, Service review
XI.  Transfer & Deputation, Ex-cadre posts

XII.  Rules for Service record, DOB, Dependent family members, E-SR
XiIl.  Pass Rules & Leave Rules

3. FmanmlﬁspectsofEstabhshmentma&et

I.  Pay structure & Pay ﬁxatmg pract:calaspecw
1I. Increments & Notional mctemmt :

IlI. Stepping up of Pay VA /;/:ﬂ \;_- ‘
IV.  Pay Bills & related rules *- - ; AR 05
V. Recoveries, Deduction cgf Inoomc Tax & Arrears [P |

!
VL Loans, PF, Advances & Aﬂ’owanm etc. - > |
4. Settlement \

=)
; [ ¢ s O |
/

I.  Retirement rules - Old Péusmn scheme, Néw Pensmn scheme & Unified
Pension scheme X v
II. Post-retirement benefits - Commntanml, Gratuxty GIS, Leave Encashment,
Family Pension, Provident Fund Rules etc.
1.

Other than normal retirement cases like VR, Resignations, Ex-gratia payment ] 10
V. Handling of Pension Adalat, Pensioner’s Associations

D Financial Expenditure etc.

I.  Canons of financial propriety

II.  Audit and Accounts narrative report 05
Iil.  Budget, Classification of Demands of Grants

IV.  Award of works in Works Programme

V.  Procedure for Stores procurement, GeM, IRPSM & outsourcing
6. Use of IT platiorms in Personnel Working
{8 E-Office, HRMS, IPAS, RESS 05
II. CPGRAMS, UMID, GEM, IRPSM
III. Working knowledge of Computers
T Medical De-categorization of Employees
I.  Medical examination of Railways employees 05
1I.  Medical de-categorization & absorption of medically de-categorized staff
8. | Compassionate Ground Appointments {CGA) - Rules & Procedure
1. Rules and priorities for CGA 05
II. Documents required for CGA .
III.  Verification of documents & enguiry of CGA n
fye Y -
. g |
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SYiLASUS FOR SELECTION TC THE POST OF Ciier STAST & wWELraAms TESPECICR [COETD.) Tentative
Topics %of guestion
Weifare Activities
1. SBF Rules & Constitution of SBF committee, Allocation of Budget &
Expenditure of Funds under various heads of SBF
Scheel, Holiday Home, Mahila

JI. Facilitics to Railway employees and families —

Samitis, Handicraft Centers eic.

[il. Cultural Activities, Recreation Center,
V. Sports Activities, Scout & Guides Activities .

V. Co-operative Societics, Industrial Training Centers, Housing Societies

Vi. Canteens-statutory & non-statutory, amenities policy

Vil. Reimbursement of Fees, Scholarships 10

VIII. Uniform Policy
IX. Medical benefits to employees, pensioners & families — UMID & RELHS

Railway Institutes and Clubs

! X. Homeopaihic/ Ayurvedic Dispensarics, Hospital Visiting Comumitiees
10. | Role of Welfare Inspectors
1. Inspections— Related to HOER, Qvertime, Sanctioned Strength & MOR
: family, Medical

jI.  Verifications ~ Initial Appointment,
unfit/disabibty, Residential, Education,
composition ¢tc.

L Registers Maintained at various units for Grievances, Attendance etc.

Iv. Dispiaying of Statutory Notices

V. Grievance Redressal Mechanism of Railways

Caste certificate and Family
05

11. | Industrial Relations
1. Elections & Recognition of Trade Unions
- II. Permanent Negotiation Machinery, PREM & FNM
[II. ZRUCC, Policy regarding Unrecognized Umnions, Facilities to Office bearers of 05
Recognized Unions/ Associations : 4
12. | D&AR & Conduct rules i
‘ ) I.  Railway Services {Conduct) ¥e 10
; . Railway Servants {Discipligeds. Appeal) R
13. | Legal Matters J L2
I Industrisl & Labour Laws [Z -/
L. Laws on Contract Labou o7 [if
1l. Employees Compensation A {7, =
IV. Payment of Wages Act O% ?t "'ﬁvé
V. Minimum Weges Act \‘. y 4: 4R404
V1.  Factories Act o oy . 2
VI.  Railway Servanis (Hours of Weork and Period.
VIIL Job Analysis Meeting with LEOWS abour
Industrial Tribunal Cases - -
X. CAT Act
X. Trade Union Act
Xi. Right to information Act
XiI. Sexual Harassment of Women at Workplace (Prevention, Prohibition &
Redressal Act 2013) '
XII. Court Case & CAT, HC, SC and other Statutory Commissions/Bodies
14. | Rajbhasha: {Optional) :
I. Rajbhasha Rules 1976 and its applicability on Railways 10
Note: The syllabus is only indicative in nature & not exhaustive.
e
N
Gt
Paniai Kumar
9 e ST SRS/ W SR f=
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Te ALLWAY
SRR RN Headquarters Oftive,
Harada House,
New Deolhi,
P.S.No. 160312025

Now 78:E/Baliey matten/ Sy llabuy/ B A Datedi= 3L072038
DRMANR-DLL BZR, LRO, MB, UMB & JAT

CAOC, KGate/DLL, CAO/C USBRL ANayam Compley, TrikutaNgid AT,

CWMCBR-LRO, JUDW, AMV-LKO & ASR, CWM/ANignal ShopiGzn,

Dy CMM/SSE, AMVALKO & UDW

DY.CE/TMCLine, State By Road, New Delht

Chief Manager (Mg, & Sty) Punjabi Bagh, Delhi,

Dy CE/Bridga, CRLKO, JUC & TR

Sub: Syllabus tor Selection for the post of S Clerk-CumeTy pist Lovel-&

) kbl L
Reft () PCPO's letter No m*%@‘&mas?im 15,08,2028
(1) Dy CPOIRD's Nate No. PCPO/Sel 2085(1) D, 17.07.2025

Ar

AP ¢

Y

i b 5 « g i\\ ~
BS B € ke -syllt\ls‘ls\ (W \M"ﬁ‘ e the post of St Clerk=Cume

Typist Level-$, is enclosed here ht\{_\\\* your information and ceessary action please,

X -

; g | i W A )
the above PS.\No. S available on “M website  given gy
B, AN N .‘vi;

under«
\\;Z./ ,\‘ i i "\\:\‘\‘\\ 5 3 N
hupsy/neindianailways, gov.in CHOSR R

AL | Gt

Hindi Version will follow,
Please acknowledge the receipt,

DA/as above
C ‘( ~(Udo) dha
© For General ager (1)
Copy tor- /
Lo AIPHODS and All Offieers of Personnel Deptt,, HQ Offiee,Baroda House, New Delhi,
2. Genl, Sw‘\a{Nl{MlL 12 Chelmstord Road, New Delhi,
30 Genl. Seey./ URMU, 10672, K. Road, New Delhi,
4 Genl, Seoy /AIORC RIy Bp, Asso. 171/A3, Basant Lane, Now Delli,
S0 Zonal, Seey. All India SCAT Ry Bmp, Asso, North Zone Oftiee, Bavoda 1
- Zonal, Seey ) \ Asso, ‘ \ ouse, New Delh,
6. (wnl_\ \\w,y. NRPOA Room No.301, HQ Oftiee, Baroda House, New Delhi, Ul
7o Dy.CPOAT, HQs Oftice, Baroda House,

NDLN for uploading on the Website,

wl

gt

\
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SYLLABUS

FOR SELECTION TO THE POST OF SR.CLERK CUM TYPIST @

[SL.No. Topics Tentative
Percentage
of question

1. Organizational set up & processes of Railways
I.  Role of Railways in development of country
I.  Organization of Railways — Railway Board, HQ & other
units
OI.  Role of Personnel Department vis-a-vis other departments 05
IV.  Schedule of Powers with respect to establishment matters
V.  General Office Procedure - a) Important registers & forms
at HQ/stations/depots, b} Files & their maintenance, c)
DAK system
VI.  Policy guidelines like Manuals, codes & circulars
2. General Conditions of Service & Establishment Rules
L. Modes of Recmitment, Functions of RRB & RRC & placing of
indent
II.  Reservation Policy for SC, ST, OBC, PwBD & EWS mcludmg
rosters
IIl. Book of Sanction, Reservation Roster
IV.  Casual Labour, Substitutes & Act Apprentice trainees
V. Seniority, Lien & AVCs . i
VI. Special Quota Recrmtment - Sports Cultural, Scout &
Guide Quota ,'
VII. Promotion rules = GDCE LDCE Selecqon Suitability &
Trade Test. Refusal of promotion \ 25
VIII.  Rules regarding APAR —/ s !
IX. MACP & Up-gradation; Service review |
X. Transfer & Deputation, Ex-cadre posts \
XI. Rules for Service record; : DOB, Dependent famﬂy
members, E-SR
XII. Pass Rules & Leave Rules
3. Financial Aspects of Establishment matter
I. Pay structure & Pay fixation — practical aspects
II. Increments & Notional Increment
III. Pay Bills & related rules, unpaid wagcs
IV. Recoveries &Arrears 10
V. Loans, PF, Advances & Allowances etc.
4. Settlement
I. Retirement rules - Old Pension scheme, New Pension scheme &
Unified Pension scheme
11 Post-retirement benefits - Commutation, Gratuity, GIS, Leave
Encashment, Family Pension, Provident Fund Rules etc.
.  Other than normal retirement cases like VR, Resignations, Ex-
gratia payment 10
[V. Handling of Pension Adalat, Pensioner’s Associations O
Cye /2 :‘—5"
s A TR
Panke Eumar
T e wifE el / o et R

TR W i oew, 9% R
Dy. Chiel Personnel Officer /HRD
N. Riy. Barods House, New Deihi

Rly.

N



SELECTION TO THE POST OF SR.CLERK CUM TYPIST (CONT

Tentative
/ Topics Percentage of
/ 5. Man- rp 'question
J Book ot Sacton VecancyBerk g
L  Sumend arking & Yardsticks, Workstudy
. ender, Redistribution, Creation, Extension & Transfer
of posts
. Supernumerary posts, Work charged posts
V. Redeployment of surplus staff
V1. Training Modules for different posts
VII. Training under Apprentices Act 10
1. Training Centers in Zones, Divisions & Workshops
IX. Plan Head 65
6. CGA & Medical De-categorization rules
I. Medical examination of Railways employees
II. Medical de-categorization & absorption of medically de-
categerized staff 05
M. Employment on Compassionate Grounds Rules and
procedures - i
7. Welfare Activities & Industrial Relations
- I. Staff benefit Fund
II. Medical & other facilities to employees
. Elections & Recognition of Trade Unions ;
IV. Permamnent Negotiation® PREM & ZRUCC 05
V. Famhues to of Recognized
8. D&AR & Conduct
I. Railway Servi s { ct related instructions
II. Railway Servants. (Discipline :& Appeal) Rules & related 10
instructions \;"' v P B et
9. Legal Matters & Gfrieva.l? ed : T {)
I. Sexual Harassmen of Womcn at‘ Workplace (Prevention,
Prohibition & Redressal Act2013) 10
II. Right to Information Act s
M. Courts like CAT, HC, SC & National Commissions
IV. Grievance Redressal Mechanism of Railways
10 Use of IT platforms in Personnel Working
e 1. E-Office, HRMS, IPAS, RESS
II. CPGRAMS, UMID, GEM, IRPSM 0S5
. Working knowledge of Computers
11 Financial Expenditure etc.
I. Canons of financial propriety
II. Audit and Accounts narrative report
IlI. Budget, Classification of Demands of Grants 05
IV. Award of works in Works Programme
V. Procedure for Stores procurement, GeM, IRPSM &
outsourcing
12. Rajbhasha: {Optional) 10

1. Rajbhasha Rules 1976 and its applicability on Railways

Note: The syllabus is only indicative in nature & not exhaysti

FhEFE

Buse %

€.

N

Penks) Eomer
By T Tt SRl /v o B
TR (IE TR TG, 7S (Xeed
Dy. Chief Personnel Officer/HRD
N. Rly. Baroda House. New Drihi

N.Rly.
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NORTHERN RAILWAY
Headquarters Office,
Baroda House,
New Delhi.
P.S.No0.16029/2025
No. 752-E/Policy matter/Syllabus/EIII A Dated:- 21.07.2025

DRM/NR-DLI, FZR, LKO, MB, UMB & JAT

CAO/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT.
CWM/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.
Dy. CMM/SSB, AMV-LKO & JUDW

DY.CE/TMC/Line, State Entry Road, New Delhi.

Chief Manager (Ptg. &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKJ.

Sub: Syllabus for Selection for the post of Clerk-Cum-Typist Agamst (16 2/3%
LDCE Quota) Level-2

«x

Ref: (i) PCPO’s letter No PC;O/Sel /2025 dated 15h5 2025
(i) Dy.CPO/HRD’s Nate No. PCPOISeL/2025(1)Dt.17.07.2025
‘/.\zv‘ ,",

In reference to above subje r he _yllabus for selectlol} i}vr the post of Clerk-Cum-Typist

Against (16 2/3% LDCE Quota) Levelﬂ—ls enclpsed her ith for your information and
necessary action please.

The above PS.No. is available on the websntgglven as l:mder -https://nr.indianrailways.gov.in

Hindi Version will follow.
Please acknowledge the receipt.

DA/as above

Copy to:-

All PHOD:s and All Officers of Personnel Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhi.

Genl. Secy./ URMU, 166/2, P.K.Road, New Delhi.

Genl. Secy./AIOBC Rly Emp. Asso. 171/A3, Basant Lane, New Delhi.

Zonal. Secy. All India SC/ST Rly Emp. Asso North Zone Office, Baroda House, New Delhi.
Genl. Secy. NRPOA Room No.301, HQ Office, Baroda House, New Delhi.

Dy.CPO/IT, HQs Office, Baroda House, NDLS for uploading on the website.

N Lok LI
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SYLLABUS FOR SELECTION TO THE POST OF CLERK CUM TYPIST @
AGAINST 16 2/3% LDCE QUOTA

SL.No. | Topics Tentative %

of questions

1. General Knowledge
' L General Intelligence & Reasomng
II.  General Mathematics upto the level of 10% Class
II. English/Hindi Language Proficiency upto the level
of 10" Class like Vocabulary, Grammar, Sentence
Structure, Comprehension

10

2, Organizational set up & processes of Railways
1. Organization of Railways — Railway Board, HQ &
other units etc.

II.  Role of Personnel Department 10
. General Office Procedure — a} Important registers & )
forms at HQ/stations/depots, b} Files & their
maintenance, ¢} DAK system
Policy guidelines like Manuals, Codes & Circulars
% Estabﬁshment Rules B
Modes of Recruitment, Functions of RRB & RRC
Employment on Compassionate Grounds
Reservation Policy for SC, ST, OBC, PwBD & EWS
Book of sanction, Rwervanon Roster
Seniority y
Promotion & MACP '
Training  — \ 50
Transfer & erutatzon(Ex-cadn; posts
PaSSRuleS ; ",‘ '/ — “.
Leave Rules -
Pay Level, mcrement&leaimnofPay
Medical examination of Railways employees
Retirement rules & OPS; NPS & UPS.
Benefits to Pensioners & family
4. Canduct Rules & D&AR Rules

<

EEPCEEPPET N

10
I.  Railway Services (Conduct] Rules
_II. Railway Servants (Discipline & Appeal) Rules
5. Legal Matters & Grievance Redressal
- I. Sexual Harassment of Women at Workplace
(Prevention, Prohibition & Redressal Act 2013) 10
II. Right to Information Act
M. Courts like CAT, HC, SC & National Commissions
IV. Grievance Redressal Mechanism of Railways
6. Use of IT platforms in Personnel Working
I. E-Office, HRMS, IPAS, RESS 10
II. CPGRAMS, UMID, GEM
. Working knowledge of Computers
% o 10%
I. Rajbhasha Rules 1976 and its applicability on (optional)
Railways
Note: The syllabus is only indicative in nature & not exhaustiy
sedrdedek
-
Pt B
w1 o wiite SRvm /WP wen R

R
Personne!
g_’m Bareda House, New Delbil

N.Rly.



NORTHERN RAILWAY
Headquarters Office,
Baroda House,
New Delhi.

P.S.N0.16030/2025

No. 752-E/Policy matter/Syllabus/EIIT A

Dated:- 21.07.2025

DRM/NR-DLI, FZR, LKO, MB, UMB & JAT
CAO/C, K.Gate/DLI, CAO/C USBRL/Satyam Complex, TrikutaNgr/JAT.

CWM/CB-LKO, JUDW, AMV-LKO & ASR, CWM/Signal Shop/GZB.

Dy. CMM/SSB, AMV-LKO & JUDW
DY.CE/TMC/Line, State Entry Road, New Delhi.
Chief Manager (Ptg. &Sty) Punjabi Bagh, Delhi.

Dy.CE/Bridge, CB-LKO, JUC & TKI.

Sub: Syllabus for Selection for the post of Clerk-Cum-Typist Against (33 13%

Promotion Quota) Level-2

Ref: (i) PCPO’s letter No PCPO/Sel./2025 dated 15,05.2025
(ii) Dy.CPO/HRD's Note No. PCPO/Sel./2025(1) Dt.17.07.2025

ek d ek o | 4 A \
labus fbf_;elecfiqd for the post of Clerk-Cum-Typist
-2, isvencl,0s¢§i','il}erewitll for your information and

y

In reference to above subject, th§ syl
Against (33 1/3% Promotion Quota) Level
necessary action please. < e

The above PS.No. is available oj_.' “the website given as under:-

https:/nr.indianrailways. ooV.in

Hindi Version will follow.
Please acknowledge the receipt.

DA/as above

Copy to:-

All PHODs and All Officers of Personnel Deptt., HQ Office,Baroda House, New Delhi.
Genl. Secy./NRMU, 12 Chelmsford Road, New Delhi.
Genl. Secy./ URMU, 166/2, P.K.Road, New Delhi.
Genl. Secy./AIOBC Rly Emp. Asso. 171/A3, Basant Lane, New Delhi.

Zonal. Secy. All India SC/ST Rly Emp. Asso. North Zone Office, Baroda House, New Delhi.
Genl. Secy. NRPOA Room No.301, HQ Office, Baroda House, New Delhi.

Dy.CPO/IT, HQs Office, Baroda House, NDLS for uploading on the website.

&l



V

SYLLABU

S FOR SELECTION TO THE POST OF CLERK CUM TYPIST

AGAINST 33-1/3% PROMOTION QUOTA

SLNo. | Topics Tentative %
of questions
1. General Knowledge
I. General Intelligence & Reasoning
II. General Mathematics upto the level of 10 Class 10
Ill. English/Hindi Language Proficiency upto the level
of 10% Class like Vocabulary, Grammar, Sentence
Structure, Comprehension
7 Organizational set up & processes of Railways
I. Organization of Railways — Railway Board, HQ &
other units etc.
. Role of Personnel Department 10
Ii. General Office Procedure — a} Important reglsters &
forms at HQ/stations/depots, b} Files & their
maintenance, c) DAK system
IV. Policy guidelines like Manuals, Codes & Circuiars
3! Estzblisbment Rules
I. Modes of Recruitment, Functions of RRB & RRC
1. Employment on Compassionate Grounds
OI. Reservation Policy for SC, ST, OBC, PwBD & EWS
Al BV Book of Sanction, Reservation Roster
{74
VL
VIL S0
VL
X
X.
X1
Xil. oyees
XTI
XIV.
4 10
& Appeal) Rules
5.
1. Sexual Harassment of Women at Workplace
: (Prevention, Prohibition & Redressal Act 2013). 10
II. Right to Information Act
V. Courts like CAT, HC, SC & Nauonal Commissions
fif. Grievance Redressal Mechanism of Railways
6. Use of IT phtﬁormhmlwm
Z 1. E-Office, HRMS, IPAS, RESS 10
II. CPGRAMS, UMID, GEM &
[ll. Working knowledge of Computers
7 Rajbhasha 5 ’ 10%
1. Rajbhasha Rules 1976 and its applicability on feptiona
Railways
Note: The syllabus is only indicative in nature & not exhau
Tk2dd ’
< :
Y T
Panlesd Eumar
oy wites afrerd /wrm o B
e Yo Wi wee, o Rt
Dy. Chisf JHRD
. Rly. Basoda Nouss, New Delhi

@

klor'e



