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GENERAL AOI\liNISTH.ATION DE'''AR'IMENT 

Mantralaya. Bornhay 400032, dated ihc 11th June 1977. 
('ONSTITUTlON OF INDIA, 

No. EXlVl-21-76/XVH. -In exercise of the powers conferred by the 
proviso to article 30Y of the Constitution of India. and ii, supersession of 
all existing rules and orders issued in this behalf and in force in the State 
or any	 part thereof. the 
make the following rules 
the Lower Division Clerks
the Stale of Maharashtra. ". I If 

Governor of Maharashtra is hereby pleased to 
for the post recruitment training examination for 
appointed to Subordinate Secretariat Service of
namely:	 __ 

RULES 
1. Sh.» f ,;ah and Conunencemc.n, ---(I) These rules may be called {he

Maharashtri Government Subordinate Secretarial Service (Lower DivisionJ Clerks) Pnsl Recruitment Training Examination R'ules. 1977. 
(2) They shall be deemed to have come into force 011 the 1st June 1977. 

2. Detinitions. --In these rules. unless the context otherwise requiresL. 
(a) " Appendix .. means an Appendix to Ihe~e rules : 
(b) "Commission" means the Mahan,shlra Public Service Commis.. sion : 

(c) ., Examination means the Post Recruitment Training Examina­n 

tion (or the Lower Division Clerks held Hccordin!t to the f'~'liahU8
prescribed in Appendix "A":
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H(d) ,. Existing rules means the rules and orders ~Il Iorce' foe. Post 
Recruitment Training Examination for tile Lower Di vision Clerks in 
force Immediately before the date of publication of these Hlles in the 
Gazette. 

(e) ••Gazette date" means the date of the lialCW: 11\ which these rules 
are published ; • 
(j) "Lower Division Clerk" means a person appointed dn ecrly to the 

post. of a clerk in the Subordinate Secretariat Service after his. sele~l~o~l 
by the Commission. and includes a person' promoted as a Lower DIVl· 
sion Clerk from Class IV employees in the Mantrulaya Departments of 
the Maharashtra State. and a person whose appointment to the post of 
a Lower Division Clerk has been regularised under Government Resolu-, 
tion, G4J¬ ral Administration Department. No. EXM -J 3'14/0, dated the 
1st MarCh 1974. ~ 
3. Period and Inu1llber 0/ chaJices.---$ubject to the provisions or chese 

tiJ~S·Y(i;hiri'J~~~1.,,~vf:~O:~~I~al~h~~ ~fs~~~;~tl\~~~P;~;;tt~9~~:1~~~:
slon Ql"i·~i.,~ud. withiu three cluin~s i~hltlifi~'{\ny chnt\c~"'which he may 
have been. already availed of under the existing rules. 
4. Period and number of chances ior persons appointed be/ore Gazette

date.-Subject to the provisions of these rules. ~. Lower Division Clerk 
appointed before the .G~zette date. who\llas not passed -.lb.e fix~mination 
under the existing rules .shall b~ requi~ed~tv J1ass Jll~ ~"'~lnination within 
three Y'e~T,~.fro,m the Gazette date and Within two chances, unless he is 
.exempted (r(,).m passing the Examisation under rule 6. 
~~5.. Co~se(;lJencesoi lailure to pass examinatton ..-.·-(L) A Lower Division 
Clerk who fails to pass the Examination within the time Unlit and chances 
specified in rules 3 and 4.- . 

(a) S:.halt not, until ne passes the Examination, be confirmed in; the 
post pi ,the Lower Div~sj:()n.t;~etk. or be allowed to draw hi$mext .incre­
men! in tbe scale of LoWer Division Clerk. Increment so withheld shall 
become. p~ya~!e .to hitil wit~ 'elf~ct from. the. date on WIlielt -he passes
tb.~i:axamID:attt0n. and ..all future ulcre.tncnts shall .accrue· ;·as",j,fi4fO incre­
tt1~nt ii& ,~ithheld. Tire' arl'ears for pa$t pedoa shan. not be· atttnissible : 
and "... .': 

(n) 'Shall 'bse seniority in the cadre of Lower Divjsion Clerks. that is 
to say that he. \yill rank below aU suell clerks who have passed. the 
Examination be'fore him and also below aU these who rli"C scniOl'to such 
Lower Division Clerks below whom be is placed., ilnd who may pass the 
examinatioh after him but wjthin the period and chances specified in rules 
3 and 4. 

6. ExeTill'ti<m front passing EXl1mination.---·A Lower Division Clerk 
appointed before the Gazette date shall he exempted from passing the 
Examination if ..-­

(I) he is already confirmed as a Lower Division Clerk; 01' 

' ..(ir1·he hal alre~dy passed the Examinat.ion und~r'the existing rulet ; or 
(iiI) he has been absorbed as a.' Low~r' PivisiOll Clerk OJ~ die: ht 

November 1956 under the Allocated Government Servants Ru:es: or 
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~."'d').) , 
(iv) he is exempted from passing the Examination under the existing 

rules. 

7.. Examination when to be he/d.-Ordinarily the Examination shall be 
held either in. Marathi .or in English 01' in both the languages once in a year 
m the month of Mayor June. 

8. Consequences when Examination not hdd.-lf. for any reasons, the 
Examination is not held in any year. that year shall stand excluded in 
computing the period specified in rules 3 and 4 in these rules. _ .. 

, 9. Chances for appearing for Exami1U;ztion.-Subject to the .provisions of
Rules 5. a Lower Division Clerk may avail of any number of Chances for
appearing for the Examination. 

, , ­

10. Syllabusi~The syllabus for the Examination and the number,of 
'. ~r~$.it} ~a,¢li;p:~per _sh.all be as shown ill Appendix •A' or ~tJC~jtother
subjetts as' the State Government may by order' from time to tim~._-di~~;ct. 

11. Standard for p(lssing.-The Standard fot passing the Ei~inination 
shall be 50 per cent of the total marks in each paper. 

12. Exemption from, appearing in, ally paper.-, An unsuccessful., candi­
date in any ~xamina!ion who has secured 55 per cent marks or moreit'r any
p~per sb~ll'l1e<exe11l1?tec1from appeat"jm~ al}d,passing again in that p~per in 'his sUbseque.nt attempts. '. ' . .. .' 

13. Qr,edfr.==ln CIlSe of a Lower Division Glerk who pass¢s the 
~xamitfal1cih at the, fi,·~tattempt and secures 70 pet' cent nt InO~efn111Tks 
in any paper, an "entry regarding his performance in lh'}l papetWYf1;)I be 
recorded in. pis confid~,ntial record: 

~'i. 

-14. ,.trairi~l1g Classi,-(l\ A training class for inrpiuting t:tMiH.gg to' 
., ,calldidates wbo·d~sire ~()appear forthe Exarninf:\ti~n:$~an'~e<co~'\ft0l!~R by 
90yetnllleqt .~ll~f;\stqft~.month befgfe the dat¬ ~ :-P ~ ", .fJ;~1ion.qf. JJ;Ql~in,g~fl~;
There $hall be delivered in the training class sixteen "lectures on tFte.sll,pjects'
indicated in Appendix B. 

(2) Attendance in the training class is optional. and not compul~();ty. 
(3) A' Lower Division Clerk 'may .avail of the facility of the training .class

only once, and wr that purpose shall apply for the same and also for the 
s~ admission to! the ExafPiiiatibli in writing in the Form in Appendix 'C' 
I bef?~e the 1st Februajy of the year .d~ri~w which he desires to avail,of ~heI facility or for appearmg for the E{{a¥lmatton ,or for both. The applIcation 
~ shall be addressed to the Secretary' to Government. ,General Administration 
Ie Department; and he shall arrange to inform the candidate whetb~r ,he has ! been admitted to (a) the training class. ,and (b) the Examination specified in i the application. ' 

(4) Where a person is admitted to the training class the Deartment 
concerned shall give him the necessary facility for attending the class. 

1:[111 :qr~.3f -- 'ls'\.9 
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APPENDIX A 
(See rule 10) 
I 

Syllabus for the Post Recruitment Training Examination for Lower 
Division Clerks in the Mantralaya Departn7enfs 

Paper Subjects Duration of paper Marks 
PAPER I-· \ 

(i) Organisation of the Secretariat. 2 hours. 100 
(il) Rules of Business. 
(iii) Secretariat Instructions. 
(iv) Duties of the receipt Clerk. Confidential "
 

Clerk, Comparer and despatcher.
 
(v) The Maharashtra Legislature. 

PAPER n-
O,) Dt.Hh:~sof General Duty Clerks. 2 hours. J 00 
(it) Manual of Office procedure, 

(Chapters 1 to 5. 7 to 11 And 14). .. 

APPENDIX B 
(See rule 14) 

Details of training 
Subject No. of lectures 1 - Organisattcn of Secretarial 

2. Rules' of·Business. ... 
3. Duties of Receipt Clerk, Confidential 16Clerk,

qomp~f,t?1.\,I.I(jtI,l,<\;Despatcher.

•• ',e,::::'::l~t;t=;:~" 
,.: , ~ ~,:).::..,,>-, ".;;;ecc:~J,_, -". " _': , 

6. Duties Of ~OeneralDuty Clerks 
7. Manual qt· Office l>rocedu~e !(Chapters 16to 11' arid 14). ' _ . 

----_.
Total 32 

APPBNDIX ie' 
. :..;>~-{t f ~''-; 

(See rule 14)
 
Form of application for admission to (a) the Post Recruitment Examination
 

and (b) the training class for Lower Division Clerks.
 
PART 1­
(1) Name of. applicant 
(2) Department 

mailto:r@~~r�.,'(f;tif~lat�T,~t1~,~\~~/\fit65
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(3) Date 'of appointment as Lower Division
 

Clerk.
 

(4) Year in which	 applicant intends to lake
 
the examination.
 

(5) Has	 the applicant secured exemption

under. rule 12, in any of the rapers?

If the answer is in affirmative furnish
 
the following particulars :-­

(a) Year in which appeared for examina­
tion.
 

(b) Roll Number 
(c) Paper in which exempted
 
(ll) Percentage of marks obtained
 

PART II-· ., 

[To be fille~ in only by those who desire to avail of the pre­
examination training facility], 

(1) I desire to avail of the pre-examination training facility. 
(2) 1 declare that -1 have 011, no previous. occasion availed of such 

training facility. 

Date Signature of applicant. 

(For USein the Cand.idate's Department). 

No. 

Date: 

Desk Officer Desk No. . , 
,., ., ..; ' , ' " Department 

By order and in the name of the Governor of Maharashtra, 

V. T. CHARI, 
Secretary to Governmen t. 
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