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The above. utﬂcets/off'cmls 'm.. imtructcd to report Lo the Prcs;dmg, Officers one hour
before commencement of the examination. on the respective date

S i

Eﬁﬁﬁm‘ﬁ&ﬂmﬁmﬁﬁﬁﬂﬂmqﬁm



Memo No.Trg & Exam. /92/04/:»1%1% 66/286 BT 0 Daie11,09.2025

(B0

13
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Revised Syllabus of Departmental Examination for 12" pass Multi Tasking
Staff (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 document, 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, Formatting 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 test. (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 written 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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