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Office Procedures, Distribution of Works in the Office
Manner & Etiquettes; |

Rules of Business;

Noting, Summary writing and Preparation of Drafts;
Different forms of Written Communication:
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s ducting Meeting, Preparation of Working Paper &
g %W (::m‘ N ﬁg‘ PRI o) Writing Minutes of Meeting; _
[] ssfass ;w - ) Office Inspection, Office Layout and Office Securities;

Job Analysis: Job Description and Job Specification;
Store Management '

Public Procurement Rules-2008
‘The Govt. Servants (Conduct) Rules, 1979

The Govt. Servants (Discipline and Appeal) Rules, 1985
Leave Rules

Pension, Gratuity, GPF & CPF Rules etc
Travelling Allowances Rules;

- Public Servant and Anti-Corruption Commlssmn Act;
Computer Basics; s |
-Management Information System (MIS);
Audit objection & Broad Sheet Reply;

Delegation of Financial Powers and fynd -release
Procedures; '

Role and Responsibilities of DDO;

o Anmual Confidential Report * (ACR) Writing and
' Evaluatlon

e Right to Information Act—2009
¢ Public Service Innovation
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