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pass Multi Tasking Staff ( MTS) for promotion as Clerks
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As per Headquarters Examination Wing Circular No. 03 of 2024 circulated vide no-
270/03-Exam/Syllabus Revision/ 2024 of 8" August 2024, the syllabus of the Departmental
Examination for 12" pass MTS have been revised and a paper on Information Technology

(Practical ) has been introduced which will be held on Computer with two hours duration.
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A copy of the above circular is hosted in office website. All concerned are advised to

visit the website for details.
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All controlling Section Branch Officers are requested to circulate the above circular for
information of all.
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Memo No.Trg. & Exam. /02/18/24-25/212 Date. 27.08.2024
EIGIGIES H\ﬂ?ﬂﬁ UIHTGIF HRATS %Fof 3/ Copy for kind information and
necessary action forwarded to:
1. Secy. to PAG(Audit-1)/AG(Au-II)
2. Steno to DAG/Admin ( Au-1)/Sr.DAG (Admin)Au-II/Director/CRA.
3. Steno to DAGs /AMG-I/AMG-11/ AMG-II/AMG-IV/AMG-V
4. The Welfare Officer
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Branch Officers Admin/ OE/ OM/ ITA/ Estate/Legal Ceil/Welfare/ Rajbhasa Section
( Au-I) for wide circulation

Branch Officers AMG-I/AMG-IVAMG-IIVAM-IV/AMG-V/ Report Main/ Report
PAC/Rep-LG (Au-I) for wide circulation.

. AAO/DA& R. Cell (Au-I) with a request to host the circular in the office website

. Notice Board

. Circular Guard file
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OFFICE OF THE COMPTROLLER AND AUDITOR GENERAL OF INDIA
NEW DELHI

EXAMINATION WING

Circular No. 03 of 2024 :
(Only for IA&AD)

No. 270/03-Exam/Syllabus Revision/2024
Dated: 08.08.2024
To
All Heads of Department of IA&AD offices
(As per standard e-mail list)

Sub: Revised Syllabus of Departmental Examination for 12t pass Multi
Tasking Staff (MTS) for promotion as Clerks

Madam/Sir,

The syllabus of departmental examinations is revised from time to time
according to departmental requirements on changed circumstances. In this regard, it
is informed that the Competent Authority has revised the syllabus of Departmental
Examination for 12% pass MTS for promotion as Clerks. A paper on ‘Information
Technology (Practical)’ has been introduced in the revised syllabus. The revised
syllabus is enclosed herewith, which will be applicable from the date of issue.

2 The question papers on revised syllabus will now be in MCQ pattern (except
Information Technology Practical) with two hours duration. The Information
Technology (Practical) paper will be held on Computer with two hours duration.

3. The pass percentage and all other terms and conditions will be applicable as

outlined in Circular No. 01 of 2024.

Yours faithfully

otk .

(Swati Pandey)
Principal Director (Exam)



Revised Syllabus of Departmental Examination for 12t pass Multi Tasking
Staff (MTS) for promotion as Clerks
Paper [: ENGLISH

[Essay and Letter writing (Descriptive), Comprehension and Grammar (MCQ)]
Duration: 2 Hours Maximum Marks: 100

(i) Essay writing: 25 marks
A short essay of about 200 words to be written on one of several simple subjects.
(ii)  Letter writing: 25 marks
A letter to be drafted on one of the given topics.
(iii) Grammar: 5 marks each (25 marks)
(a) Correction of sentences.
(b) Filling in the blanks with prepositions.
(c) Simple idioms and phrases.
(d) Usage of tenses.
(e) Usage of nouns.

(iv) Comprehension: 25 marks

Question based on the given passage will have to be answered.
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Revised Syllabus of Deparimental Examination for 12t

Staff {(MT3) for premotion as Clerks

pass Multi Tasking

Paper II: ARITHMETIC AND TABULATION (MCQ)

Duration: 2 Hours Maximum Marks: 100

(i) Arithmetic: 70 Marks
Problems in Arithmetic of Matriculation standard including mensuration.

(ii) Tabulation: 30 Marks

A problem to test the candidates ability to compile, arrange and present a given set of
data in a tabular form.
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Revised Syilabus of Departmental Examination for 12" pass Multi Tasking
Staff (MTS) for promotion as Clerks

Paper I1I: GENERAL KNOWLEDGE AND OFFICE PROCEDURE (MCQ)

Duration: 2 Hours Maximum Marks: 100

(i) Part A: General Kn.owledge: 50 Marks

Questions on General Knowledge including Current Affairs will be of objective type.
The questions will be designed to test the candidate’s knowledge of current events and of such
matters of day to day observation and experience as any educated person may be expected to
know.

(i) Part B: Office Procedure: 50 Marks

Questions for at least 15 marks from this part will be compulsory. The questions will
be simple and designed to test whether the candidate knows the procedure for Receipt,
Diarising, Issue/Dispatch of Dak, file opening and weeding of records, usage of E-HRMS,
OIOS and E-Office etc.
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Revised Syllabus of Departmental Examination for 12" pass Multi Tasking
Staif (MTS) for promotion as Clerks

Paper IV: Information Technology Practical (on Computer)
Duration: 2 Hours Maximum Marks: 100

Word 2013 60 Marks

Creating and managing documents, Formatting a docurnent, Customizing Options and Views
for Documents, Configuring Documents to Print or Save, Formatting Text, Paragraphs and
Sections, Creating Tables and Lists Creating and Modifying a List, ‘Applying References,
Inserting and Formatting Objects.

Excel 2013 : 40 Marks

Creating and Managing Worksheets and Workbooks: Creating Worksheets and Workbooks,
Navigating Through Worksheets and Workbooks, Foqnatting Worksheets and Workbooks,
Customizing Options and Views For Worksheets and Workbooks and Configuring Worksheets
and Workbooks to Print or Save. Cells and Ranges: Inserting Data in Cells and Ranges,
Formatting Cells and Ranges and Ordering and Grouping Cells and Ranges. Tables: Creating
and Modifying Table. |

Note: Candidates will also have to take a typing test which will be held once in a quarter by
the Principal Accountants General/Director Generals/Principal Directors of Audit/Accountants
General. A typing speed of 35 words per minutes in English or 30 words per minute in Hindi
on computer will be required for qualifying the type tesf. (35 words per minute and 30 words
per minutes correspond to 10500 key Depression per Hour / 9000 Key Depression per Hour
respectively on an average of 5 key depressions for each word). The Multi Tasking Staff may
take the typing test at any time either before the Writiten examination or after the written
examination. They will become eligible for promotion as Clerks after passing written papers
of the examination.
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Paper-wise Exemption Matrix of Departmental Examination for 12" pass

MTS for promotion as Clerks

Candidate need not appear in the
following paper of the revised

syllabus

If she/he has secured exemption in

these the
Departmental Examination for 12%"

pass MTS

papers in earlier

Paper 1: English

Paper 1: English

Paper 2: Arithmetic and Tabulation

Paper 2: Arithmetic and Tabulation

Paper 3: General Knowledge and
Office Procedure

Paper 3: General Knowledge and
Office Procedure '

Paper 4: Information Technology

Practical

Newly added




