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Departmental. Fxaminations:.
Rules for the Departmental
. Examirations for non-gazetted staff
, : ~ (Ministerial) in the Socidl ‘Helfa re
Department, NI

B COVERNMENT OF MAHARASHTRA = L =R
-~ Lducation Sports and Social Welfare Denartment
: . Hesolution No.BCE 3069/29553T V/r X
Sachivalaya Annexe,.Bombay~32. . . .
'Dated the 11th Janvary, 1972.. .0 .. o/
“Government Resolution, Ediication and Social Welfare
Department No.BCE 2060-J, dated 25/7/1960. ' |

dovernment Hesolution, lLabour & Social Welfare Depart- -
tmmqgﬂﬂ3nt“NOchb 2057+Da. dated 26/5/1959. . .. | . -

o

& Ietter No.TRG/1069/56-E dated-17/3/1969 from the - o
o Direotor of Social Welfare, Poona. <

piabien: ~ In supersession of the orders: 1ssued in Governpent
itton, labour & Social Welfare Department No JBCE' 2057-D"
L265/1959 and Government Resolution, Education and Sacial
iiagpe-Department No  BCE 2060-J dated 25/7/1960, -Government is
2ased to prescribed the accompanying Rules for'the post
rruitment Examinationes and the Qualifying Examination for the
gnpRtted staff(Mindsterial) in the Pocial Welfare ; 3
cle2nb. These rulss saould come into force with effect

vhoeh® date of the issue of this Resolution and  should anply Y{
el @iniaterial establlshment in all sections .of the s
il Welrare Department . , . ' vl
7 i l'.
The Syllabus for these Departmental Examinations shou 4. o

& shovn in the Anpehdix A.& B.

! E : ; <

=p v order and in the same of the Governor of Maharashtra.,
; : :

4

-

¢

NMirmala Deshpande d & .
Under Secretary to Government

i

cctmr of Social Welfare, Maharashtra State P BBy . pe g /



AL G0 LU LR ~Xamination+Rules ‘ fér Mihistéfiﬁl=f
Cadres under t}> Social Welfare Department. -

" _— e T i

1. These rules shill pe called the post
Rules for ministerial cadres.,

2. The previous rules under Government Resolution

labour and Social Wa2lfare Department,_NO;BCE.AQOS7~D, dt. 26th

, May, 1959 and Govt, Resolution, Education and Social Welfare D

No .BCE.2060~T, dated 25/7/65 wit '

in this respect shall ceage to b

Rules come into-force ; '

» 3« LEvery person recruited as Jr.Clerk;.T

Superintendent of Minor ertified School

Beggars Institution fgr which posts a De

is prescribed in the ecruitment Ru

/ [ Department shall, after the

| | force, be r equired to pass

| (Ministerial prescribed in these tules, before

L

Every person falling under any
mentioned in rule 3 shall be

prescriked .

e:opgqat;ygapn the date these

pis by Deputiy i~

y "Jr.Supermisor 4n
partmental Ixamination
les of the Social Welfare .
date on which' these rules some into
the post - ecruitment Examination

ofthe categories of .posts .
€ required to” pass”the examinatidy -
withinlryears “from the date of.his-éppbintment-and'withinf”5
chanches 3

J+ A candidate who fails-ihﬁallfthe*3”cb&nq§§;§ﬁal;_
+discharged from the service, : AU AR R T € A et

-Rec ruitment Examinatioy

h subsequént amendments thereto

be can be' confirmes" |

eptt 4'

1

i

'

I

i .

3 : 3
simtee, B0 | iRl e

)
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V 54 @) The following perSQnslshalllbg.exemthd:rrom appearing. . - ; i
Tor the examination:- - ' - Coate e e s enrt gmeieii o | g
i) Person who have completed 3 years:'ofiservice in‘one" of ‘the :
categories of posts mentioned “in:rule’ 3y on ‘the ddte on.which i

these rules come 1in to force; or..iiv. T LT b

i1) Persons who are already confirmed in.one.of the:. .. g
categories of posts mentioned .in Rile 3 eop S f i

- Ledn :

1i14) Pe rsons who 1ave already passed S.5.11, Bxamin%tipn: ]

! under the rulss.previously in forcel, 1. if. Lo . :

b) Fersons recruited

before the date on which these rules
come into force bat vith I2sE HiEw g year'ts service that da
“ho are not entitled for exemntions under o3 .
above shall be requied

n
u¢auses(ii? and (411 r
to pass the post Recruitment Examinatioj
before they complete 5 years,

G, If, Tor any reéasonithe examination

- itvend; b i
D o

1s not held 4in a pavg- e §
year, that year shall be excluded in complting the years of - o '
Service umder these rules. o Ty x¢
ks A "-| - . g 4
. ! L

« Fh exceptional ¢ircumstances, the Heag of the Department may at
G discretion, allow one extra chance to a candidate to appear
for the examination and " e sy correspondingly extend the
period of L4 years to 5 years, Candidate'failing to pass in this
®xtra chance, shall be discharged from se vice,
Tr——— R T
Provided that Government may in €xceplional ecircumstances
Cllbber BTatt further extension o tige to a candidate on
Gerit or condine this failure,

3+ The examination ah
subjeats<and (2 ).D
subjects shall he

all be in two parts namely, (1) General
epartmental subjects, 2 scope of thess

as shown in Appendix ‘A,

o Normally the °Xanination shall Ye held once a year 1in the
onth of July. I £y, Hoead of Denartmont considers 1t necessary
Oy special Teasons, wo examinations may be heid in tre same yeur,
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Each paper shall be of 100 marks and of three hoursduration:
Paper numbers I1, ITII and V shall be without . books. Paper
umbe rs I, IV znd V1 shail'be wih boolks [ar which the books
mentione against them in Appendix 'A' shuall be supplied.

12, The standard for passing the examination. shall he 35 perhent

in each paper and L0 percent in the agprggate.. T o
13. in case o [ a warginal failure, gLaLe marks. upuo one percenb

of the total marks tc ve distributed ws may be modt peneflclal to-

the. candidate, will ¥ given 1f he is thereby able_to pess,the

examination. iy o D A

& 1k, A candidate who fails in the examinatlon but secureslﬁof B
marks 1n any paper, shall be nyempted from appearing for ‘that’ ’:l
paper in his'subsequent attempts. ; , Sl s wk

If a candidate secures S0% marks in the aggregate but falls
in any paper, he wWill not be required to appear,for entire T
examination again. M2 shall required to appear again only for! i
dau’ that paper in which.he has failed. For the.purpese:o f rule k4 a-bove
he shall no t be confiremed or p romoted unless he passes. in thei‘q

L . 1 : P
. f ok

paper in which he had failed, oty

=8

15. Failure in the first and second 1LLGmpt shall not' result in
,stomppage of irdrement or loss -of senlority. A’‘person who'has’ not
passed the examination shall not be promoted to any higher, post
t111 he passes the examination. 1 a person fails in all the three
chances and is allowved a fourtl or subseqoent chance, “thén re shall

not beé @11sweéd to drav thé merement” aftor his Tailur in the third
attenpt until” he passéi the eramination o r is exempted from passin%B

G e _ . a - - i
il o - b=
Provided that on passing the examination in the fourth or sub-
gequent attempt or on being exempted, he will draw the increments

which were withheld and all SUbJCQUent incurements will. accrue fto
him as if no increments were withheld., e will not however be-

éntitled to arrears o’ pay..

2 Quali rﬂqf exar ination Rule for propoti Qr to ﬂupelvisory ' f
gﬁ» noSfts mitilsterial. :?“T S o
FAT These rule: ¢ 11 be asglled the OHalLfY‘HS anm nqtion ® e
‘.1u195(h1n1 teri 1] JJ c) : _ :
. * |

2. The previocus ri:les prescr*bod undger Government Reqolution

L & S .W.D,No ,BC 2057-1) dt.26/5/1959 and “ovt, Resolution'
dUCation and-Social Welfare Denartment No.BCE 2060-J

dated 25/7/1960, with subscguent ammendments thereto, shall

caase to pperative on the date these rules come into force. .

_3m Every member of the Ministerial staff in the Social

Welfare Department appointmed after the date on which these

rules come 1into forc” 5hall pass the guallfying exami nat¢on

belfore ho is promoted te the pest of He.,d/Clerk/Index Supe-

rvisor/Claim superviser/Satistical Officer/Statistical Agstt./

i Audit Orricer Socinl Yelfare Inspector. For being eligible

e to appear for the cxaiination for Jr Llervs, Typiest ete. _

"} and must have completed five years continucus service in the ,
Department. : 3K

. A cahdld i BEEEIGE jjasE e SR nﬁinatlon,<§thiv

c "(HCCS and w llll'l_S—O_Yl— YUars--or His [T o whionsas Senior
b paperoot WD lias $ completed, four yuars ofiservice or
ore thHo post oTlIerk on thd date ol theschrules

_Cfme 1qu}£orce Sh ld pass the examipation withir\ threc
gﬁgrs fromthe said qte. No.pcrsons shall be proﬁvted to

th 'er: fs)

. - g \
\

bl

qj e

/
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cee{ 3 Jer-

chances and with’
Clerlkt. A person
mare in the nest

n seven years of his
whoe has completed foum

‘years from the said date. MNo. personas
,the posts mentiersd in rule 3 unless be
1ifying Bxamination, provided that this

apply to short term 1scal vacancies riot
erson who does not pass within three

A

. o i 1'|: PR o':".'_”-'_- -"._:""
A candidafe should pass the examination within:three
romotion as Senigr

of 5r. Clerk on the dat® of these rules.,.
come into force should pass the examination within three < .,

rule shall nob s - 0

=

years of sorvice or

shall be promoted to
has ,passcd the Qua- .

exceeding three maonths, J
chances and withini .,

e

a period of sever
scniroty to all Thcse qualifie

LS N §

ycars as mcentioned above will 10656 his
B! candldates: Who are i vpees 4 5
T e e T —— -— e
P Tomoted o the pasls mentioned in rule, 3 ar.vaeanr- -
n

vacancies of more than 3.m

in Tegu B e ;
S durdtion); before; ..« S

he qualification SUbSEqUENTIV:
-~ . | e Vo 3T e s T
Rulet~ Persons who are confirmed in' the'posts mentiondd . ... —

in-rule-3-or who @re officiating as such continuously for.d4 period
of two yearm on the date these riles’'come into force 'and;apso “those
who have passed aSimilar departmerital exam;nation“pndgr:the;ru@es.

previously inforce, shall be exémpted”from:pag;ingfthe,examination

under the rules, L B '

Provided -that those who have: passed the:Accounts !Glerks Examina -
tion conducted by Financd Department before the date on -which these
rules come into {ovce, shall be examptedfrom-appearing for paper III
and IV for this Examination in Appendix 'B! ‘attached to’this' rules.

. , S

. [ ] ol R !
Provided further that the persons who are of{ficiating in the :
posts mentioned 'ir rule 3 above for a neriod of less than,two years

on the date these rules come inta force are not entitled to exemption ]
from passing the ¢xamination but shall be reguired to pass it within ]
three years of the said date. If they fall do so they will, 5

be reverted, they «111 then take their place with othcer ungqualified
POITEIO R Ses -l P P | _ :

Fi 4 & i
-

Ryle & In the interim peried i.e., the period from the date’ on
which these rules -ome into force to the, date on 'which' the ‘first: Y
examination will L hold under these rﬁles, romotion.to. the posts ! :
menticoned in rule 3 zhall be pade according_Eo the-rules. hither to. _ o
in force. However person so promoted shall pass the qualifying o LJE
examination within three years of the-date on.which these?fﬁles '
come in to force. If they fail to do so, theyiwill be 'reverted,’

They will then take their places with other unqualified persons.

84

Rule 7:- Ir for ars reaszon, the examination:is not held on'any perti~
cular year that fycar shall be excluded in computing for 7 'year g
Rule L. | : ) TR TR S

LR T T R A e ' 3 ¥
T 4 i

Rule:8: - Subject tu the cordition of 1oss' of seniority laid down in |
rule b above, a candidate will be allowed to take the oxeminaticn -
in any mumber ol chances, LT R S B X N R

R T e e Wl A g
Rules 9:- The examination 'shall be ih”twd-PartS.?iZ-(i)}Ceﬁelél i
subjects and (11) Lepartmental subjects. . The scope. of these sudject
shall be as shown in the Appendix 'Bt, - g g B oty :
Rule 10:~ Normaily the examinniion shall be held once in a year in |
the month of Moveaher. Ir the Head of Department con siders it so |
necessary for some special reasons, two examinations may be held in |
the same years no examinabion at all may be held, A I - -

!




I
iy that paper in his subsequent ﬂthmqu. 1f & candidate secureds
4n percent marks in the agprbgutc but fa i1s; In ‘any.one: par'"'hc will
ncf he_red qFT?%d ﬁ_anpnﬂ7_Agr tﬁc_gg;;;g wyamination, agalné He
should a EO«r T only for that papel in whlch has fa: GL. or
thP pulﬁgao ol ]hLC;n i%ove _in shall bé treated “£5 Rave, passed
the examination and may be promotﬂd to a supervisory ‘pos t,
put he shall not be continued in the SUWPTVJGLF post ynless
he passes 1n the raper iD which he naﬂ {ﬁ* led, within one.
, year of his pr Omo1;nr to the supervisory poubn
T
¥

ST

Rule 13:=T
percant in

Rule 1L: -1
Lf the tot

'4.) Paper No, 1 and 6 qhujl be Jlt“ou booklr

s [ L )=

i) Paper No., 2 the use of Books smll be allawed for

Each paper Shall be Ol\ CO marks and of three hours duratiol

answur the questions on B’:qo-ﬁ D.& A Rdlos 1ﬁd thé

1 pamual of f Departmental’e nquiries

e "o

1) Papers 24 and § shall be with Beoks for; which the; book

)
mentiolfé against them in A“TLPGiX‘B' sbglL be
SUpp-L ¢EO. w L

The standard for passing the exzmlna ion ., ShalTth 40
each paper and 50° percent-1n the aggregate..

"

n casc of 19“g1n11 failure gract md:\; upto ong - r_e
al marks, to be dist r;b;tnﬁ as . may.he’ anflcial to a

candidate will be givern, if he'is’ tHOHGHy-n.lt- .0 paS&'thC ‘exam

Rule 15: -4
60 pﬁrcent

R

candidate who fails in 1hk eh&TlhntLOu butsec ures

marks 1in any paper, shall be cxemﬁtﬂd from 1npeqr1ng for

S

AT T TR ST i



AP P E N D I x Al
et L Mo ol X AEE ..

Syllabus for I'raining of Ministerfisl Staff Cleridal)
for the Social Welfsre Department,

i

__________________ ',_.._,__._______,,__,___,____..____,,._,_.__._?-.,......;..........___.____.._.._._

Paper Subjﬂct'inclhdedlin the Books’prpsaribod.
No paper.
b e i o O S S .. . | :3: _________________
"‘"'""'"'"""_“'"'"_*"_f """"""""""""""" 7]
Part I Gepe al _Subjects g HEREE .
Paper Qffice Organisation. (Nith only one bool viz"qupay‘
i " * Civiliservices conduct Discipline
Appeal HUlCS - L, B on dh e

(1):0rganisation of the Portion to b2 t~lken from the' Boolk

Departnent inclusive of set 'Org-nisation of Govt, O wi- e

up .andfunctions, Maharashtra! by Indian Institute
ol Public Administration Maharash-
tra Region Branch, : i

(2) Impgetant 0rganisationa1 co, DCepls .’ v i
i) Level or au hority Hand Eookffof Training . )
ii)'Delcgation uf Powers, of Minister{ial stafr e TR

141)Channels of ¢omnuni - (Clerical) Part-I o e
cations and vhy they £ o] B by Tr b Al
ATE necessar: ., : . X oo LS

ivI)Control MechfniSms, - T MR
Muster Roll; Work-
sheet, Variois Hegisters,
Returns.

v)Inspections .

vi)Office disciyline i.e,
2ttendance, Functuality,
discipliinel rromptness, .
casuval, Earned and other
types of level, holidays.

(2)Application or concepts in Wnrked out by the Diroctoq%be

: '2' above to be vorking of rate of Social Welfare

4 the Departmeat,

rvices B.C.3.C.D & Appeal Rules,
Conduct,Disci
and Appeal RBuj

i?%per Offjce Pronedure{wjthqggjégﬂi;z

(8)Bombay Civil s

5 )

: (I) Chapter I on General Manual of office
Registry Opening of Tapal, Procedure 1963 of the
Marking, cgistration and Directorate of Social

Distribution of Tapal ete. Welfare,

RN B A s
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Chapter-II: On receipt in
sectiocn Registration and
_work Sheets.

Chapter-IIIF Action on
receipt of Tapal-entry - .
into work=shects,weekly . e
abtstracts or work sheets, L
Method of Disposal.

Chapter-IV: General Instru-
ctions for Juldance of
Noting hand-Arrangement
of Daftir in Six Bundle

>

Svstem,

Chapter. Manner of putting
up of ceses Case of files,
NOle" Lnd?&FrHCSﬁondpmco
Scctions, “eferencing, Use

of urgent, Immediate Flage,

Marking of Copies and

comparing.

) Chapter VI Putting up Motes,
Drafting. o

) Chanter-VII Forms of Commu- ; | J
niecations . ' |

Chapter VIIT Dispatch of
Communications.

LhapLﬁIHlK Collection of
Tahulates,
Crapter-X Chapter-X 2Zwit Cajes.

Chanter:&l Classification .
Prescrvaticn of Files in g 2 e i
roccords section. :

Chapteyr XII TFunctions. of
Heecord Seetion.

Chapter XIXT Typing Scation.

) Chanter XIV Functions of He ads
of %c ctions.

Chapter-XI General office
proceduie, discipline, Training,
Coordin:tion Sedurify Visitors,
Muster Holl, C.L.Etc. etc..

. Other metters relating to Of*lﬂe /  viscae
Praocedure. |

Hard files " Part-II-A of.the
Library Hard Book for

Economy TraVning of !
Filing systenm. Ministerlal Staf

(Ciericall o~



e ; 1 N - o, ‘ e -;
- 3 Ty

=N e K o

Paper . Noting and Drafting e .M”[_”m__fit

II (without books)

1) How to draft Communlca— ;avt L of tnL Iand uooh
tions. fer tl“lnlng of Ministerizl
'

erLdeulerlcal )

g I ofs the Hand Book
for training of Ministerial
Stdff (Clerical)

2) Noting Drefting and
related mrllers.,

r,tfﬁt:?’fii:*'ﬁ'f?"'::‘ﬁ'_‘?#j

1) Notes on cifferent types o | ff’”"" . i

of cases, et ety ) :

1i) Draffereni forms of Part: 1182 "h-dn- i

communicaiions and how to i ?

use them, i Tk i i E

il il Pap“ws fon MCLtlﬂga . Mt e :

LR B wehipsps el ey ‘I 5 \

iv) Sﬁ%&%ﬁa irsturctions regar- 2, ii-g:.'p( ¢ .
i ding applications %o Govern= . .. % ... i e. -~
B : "a TR Gy i i ﬁ

v) How to @zll fo- informatibniﬂf L iy L ;

vi) Handiding of periodical returhs . ‘fwf: ' o 5

Paper Rules and Manuals of Ge nohq] mnljcnfjgn S M e |

Iv {with ‘Dooix o i

1) CenOra] Provident' Fund Nules '
i1) Manual of Contingent Expenditure
111} Bombay Budget Manual,

) iv) Departmental and 1anguage Parts -IV “of the Hand
Examination Rules

book far lIathﬂg o
v) Bombay Civil Services ¢ "'Wlnisterial staff
] Classifjcation and (Clerical)
' Recruitment Rules. Tom B RO IR A
vi) Bombay Civil Services L Lo
Rules Vel.I & II v el e
vii) Printing and Statiaonery’ ' i et
Manual.
Manual of Financial Rules.

viii)

Fart-II Depariment al Subiject - '

. ..-:JIII‘ _!_'_|__' ‘1~E R
-~ Paper Previleages and concessions to
L

i Y BRI et
Baciwaid Clas:es weaker ] . | I. e
Sgction under Social Welfare )
: epartqent~Gererzl knovlege
' about .he

\ 1. Schemes imylemented for the " . i'al"-:i'l‘ “\

\ welfore of Backward Clagses, '~ """ '~

4 = Fin gl R ok
2. Qther iweasires adOpuOd by Phaof teinba -

Covernment for ameltorating

the condit- ons of Bacloard P 4
Classes, . '

Schemes implemented feor the w@lfaro
of Phusically L?Wdlﬁappcd.




SRR P
;. S

General information abaut Aok:
gz the Yalihre of Henlker Scessn:
Sccaal Wellare Bena vhmaig 4z .

1. Untouchahaldity (O7Ticcrz) fel, ¥
: ; 2, Bombay cnildren Aot 1
il Probation of Orfgmdors Acl t04A
L. Prevention of Begping &ct 1959
5. Habitunl of fncders Act TOL7
6. Superassion of immoral TrafTic Actl 7
‘ : 7. Devdasis Protection act 1934,

<
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A_P P-E ‘w

i .D.. X rB'
-______—'————_..__.________________—___“

Syllabus for Training of Mipg
for the Bocial Welfare Depart

sterial
ment,

sfaff Eéﬁéér&isoryi:

o i - R ikl R i
Paper No. Subject included 1in the paper Rooks prescribed. ! é
2ART-T-General Subjects | g
c T /2 ECLs Pl wofign oy :
(_Papa:ryithoup Bools ) &
Daper Organisation of fovernment . : ' '
I *'-—-—‘-—-__._______.__-‘—-——--—.-_._______-__ ‘. RS Fr --,-"J; . 4
il Crganisation of ﬂoverqmenp Part-I-of the Hand Roolk ;
Of Maharashtra, ' pifes Training Df'Supervisory p
. “.ostarf (Ministgrial) &
2) Oreganisation ol Covernmentﬁ!i'fDaft;II of the MWand Rook

of India ( a brier cutline) for Training or Supervisory
stafr . ' |
(Ministerial) 3
Paper Organisation Control and Diééiﬁlfﬁe (with only twc books ; :
II viz.&.B.C.S.C.D. Appeal b

1) Importans aspects o
Satlion Countro]l and
in respeet of
ig Principles

114 Delepatddn

iii{ Inspetions,

iv) Meanures for avaig
delays.
v ! Technigues of Supervision

vi) Publie r¢lations,

vii Drafting of Minutes,

vidi 'Drafting of Renortsg,

f Organi-
discipline

ol Povers

arce of

2} Detaileqd study of the follow
Rules  and Manual ofi

1) Bombar civi] Services

Conduzt Discipline and &opeal

Nules
11) Manual ofr Jeparimental Enquirie
Paper o
Service egilations, with Rooks
111 ==—LfE Regrations. ( with Rooks )

1) Bombay clvi] Service Pules (Cha
il and XV only

to V, VIIT to XIT

2) Practical tralning in
cash Books, Preparation

of pay
Preparation of

of Organtsations.

in
discipline,

c-Maintemnee of

ravelling allowance/

Rules & 2, Manual of DB

Part-TIT of the Yund Roolk
for tr 1mng of cn erivisory
gtaff MInisterd “?.

Lk |

g/ Fules and Manual
in original.

5,

gters Rules in original

1398 g o
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Paper
VI

aqnoilzpcnanno

5D

' < - . . a . - . » . " .

Daily allowance biils,
Preparation cf absentee statements,

Treparation «f average Pav Certl-
ficate memo,

Preparation of Fund Scheduled: Pre-
paration of Detained cortdngent

., Bllls, preparation of Income Tax Feturns,

Fivancial Control ( with Bools )

Detailed s
manuals of
respectht of

tudy of the RBules and

ud
fianeial, centzel 1@

i) RBombazy Budgel Manual,

Excepting Chapters IV,
V, VI & XII1}

i1) Manual of Contdngent Exnenditure
11i) Financial Rules, 1959

{Chapters T to V,V1 excent
part i1 o Section I7.%,
and %I on.y)

iv) Printing ad Stationery

iiig
iv

v)

vi)
vii)

vEk")

Manual,
PART-IT Deartmental subject
(With Ronoks)

The Rombay Nevdasls Protection
Act 1934,

The Untouchizbiility (Offences) Act.
1995k

The Rombay Children Ac¢t, 1948

The Rombay Prevention ol Regeging
Aok, 1959,

The Pombay Hablitual 0Offenderts
Restrictioas act, 19L7,

The Bombay Borstal sSchoels sel, 1929.
The Bombay Probation of Offenders

Act, 1332,

Supwession of Immoral Traffilc Act, 1356,

{ without Books )

Previleges and concessions to tha Bacuward

Classes, Juveniles, Physically and ¥entally
Handicapped, RBeggars etec, and Sccial Welfare
and measures; Administrative Set up of
Social wWelfare Department,

The Mules and Manuals
in original,

The Rules and Acts
in orlginal.

P
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