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FINANfE DR PARTME WT
Sgchévalaya, Bombay~32, Sth Apeil 1972,

Constitution of India.

No.® SDE.1169/4103/69/A-5-— In exercise of the powers conferrsd
by the proviso to Article 309 of the Constitution of ihq;a énd
in supersetsion of all existing rulss and Orders‘issued in thﬁ?
behalf and in force in the State or any part thnrnof, the :
Governpr of Maharashtra is heraby pleassd to make the follow1ng
Dapartmantal Wx%minatlcn wulas for Clorks in the Sales Tax
Departmnt in the State of Maharashtra, namely: -

1. fThege rules shall be called the Unifi=d Post
Decruitment Minlstnrial Sales Tax Ibpartmnnt Txamination

R SO SAPTY

Rules, 1972.
b
2. Thega rulas shall come into force on,Efd May 1972.

3. (n) The allpdatad CGovernment Servants who w2res absorbad
in the po8ts/of Clerks on 18t Wovember 1956 and p=rsSons
gppointed af Clarks from 18t Novemb=r 1956 to 30th April
1960 (both inclusive) are not requirad to pass this
examination for continuance or confirmation as Clerks.
(b) Class IV Government Servants promoted to the posts
df,nof Cleyks sha2ll not ba regquired to pass the Wxamination

under thass rules for continuance and confirmation.

B Subject to the provisions of rule (3) all persons holding

- &

a ministeriel.508t except those who are appointed as Typists
and clerks witb Short Yand allbwanca shall b2 requirad to pass
;he examinaﬁion prescribed under thesa rulss,
 Wo.STD-1475/114/76 /ADM~T dt.28th March 1977 (11) In axercion
of the powarsS Confdrrad by the proviso to Article 309 of the

ConstitﬁtiOn of India, the Governer of Maharashtra is heraby
.—..-1—-!—--

plpa8~i tc make tha 'following rules further to amend the
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- ‘mifisd Post Recruitment Ministerial Sales Tax
hnpavtmnnt wxanination wules, 1972, as follows anmalj

RUL=S
1. Thesa rulas may be callad the Unifiad Post Recruitme=t
MiiStarial Salas Tax Department Wxamination (Amandment.
Rules, 1977.
2, They shall ba d==med to hav= come into force on “=¢
Javuary 1977.

3, In ths Unifiad Post QPCrUIthnT Ministerial Salss Tax
Darartment wxamination Rulss, 1972, --

(1) in rules 4, the words " and clerk3 with shorthand sllowance"
sha'l be delatad,

(/o 5. Subject to the provisions of rulsu 6.and .7 avery Such
A B per2on appointad aithar as clevk or cl«rk~typist shall be
i} ' required to undenggacourss of training end to pass ths
;jﬁ axam nation prescribed . according to -these rules, within a
- periid of fiva years from the datn of bis appo;ntmpnt, and
Y withia three chances.

R A candidate who fgils to pass tha eramination within tae
('\: prascribad pariod or chances shall ba 1llable to be discharged

from Garvica
b -7No SP1-1475/114/76 /ADM-7 dt.28th March 1377- apendment

e s, 7 (2) 4 rula 5, after the words, "clark ar clerk-typist" the
AT L words 'or clerk wlth shorthand allowanpn shall be inSartads
e Please 5(2) & 5(3) sea after rule No, 6  *x* :

6. Pays0ns who attain the age of 48 yea+s and mome on the
date these pulss coms into force. should be exampted from the
operatio: of thesa ritlas,

Pryviso =- Clarks taken: up in- the Salas'Dax Ibpartmpnt
othorwisa than in aceordance with the normal recruitment rul-s,
for inStarca by transfer firom other Departients shall be
axanpted from the oparation. of the Departmental Examination
Quler for clepks if they happan to be 48 years of age or more.

No.§ DR~1079/155/79 /ADM=6 dt -1.8.79 amenduwert -

3. For yule 6 of the principal rules and the proviso
.+  the—sunder, the fpllowing shall be Sabsiitxéeﬁﬁwrumply e

L " 3, Pavrsops who have attained the gge of forty-five years
s on ‘ind after the 18t day of November 1977 shall be exemptad
5 \\ frou passing the exanination under theSe rules:

VR .
T;////// ) Provided that, the senlority dlready lost by them in
accordance with the provisions of rule 5 shell be rFBtOrﬂd oy
thn grant of such exemption.’

© 5.No MIS-1C72 /2564 /72 /A-5 dt.2.5.74~ amendment ¢ -

In exercise of the powsnS; confenrad.by the proviso to
ariicle 309. of the Constitution ©of India, the Governor of-
Maharashira i8 hirady. plaassd to make thn f0110wing riles to
amend the Unifiac¢ St Recpuitment ”1 isterial Sales Tax
Department Examination Rules, 1972; as follows, pamsly. -

3'-0
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2. In =ule 5 .0f the Unified Post Recruitment Ministerial Sales Er
4y Department Wxamination Wulns 1972 {( hereinafter referrad f,
tn as the said rules), for ths wgrds “ shall be liable to be f /

dlachargad from service" the words " shall lose his Saniority
ant 2r will not be confirmnd till 2 paBSeﬁ~%he-eiamiﬂatibﬁ"
3haIl be subatituted. - )

No, SD%-1079/155/79/A0M~6 dt. 18% August, 1979. amsndment

In exercise of éha .powers. confp red by tha proviso to
ar<icle 309 of the Constitutipen of Endia, the: Governor of
Msharashire is hereby, }pleaspd to make the folliowing rules
fuv‘thnr to amend the nifiﬂé Post-mecruitment Ministerial
Salas Tix Depariment ?xamination Ruales, 1972, namely:--

1., These rules may be called the ﬁhifipd Post-rRecrultiment
Ministerial Salss Tax Department ?xamination (Sncond
Amnndmnnt) mzlas, 1979. . : _

- Iq ruln 5 of tha Uhiflnd OSt—QDCwuitmnnt Ministerial
Sales Tax Departmant Txamination Rulns, 1972 (hereinafter

i

.referred to 88 "the principal rules" the following words

shall be added at the end, namely:--
" or i8 exompted from paSSIng the -examination under
thega rules ",

. Persons appointed .to the Post of Clerks and clerk-typists

bafora the date on which theSe rulas gome into force are

axempied from appaarlng for tha nxaminatlon : -

1) if they have complated three years' Sewvice as clerks
and clerk-typists on .the day on wthh theSae rulos core into
forca; or

ii) if thpy ape alrnady confirmed as clerks and clerk-typists;
or;
iii) if they have alrnady passed the prescribed Departimental
Examinaflop under: tha ru¥ps previously in force.

Payrsons racruited before the date on which these rules
come into force but with less than three years' service on
that date who are not entitled to exemption under clauses
(1i) and (1ii) above shall be required to pass the
axamination undsr thesSe.rules before they complate five years
gawyice op within three chancaes whicthnr is later.

8. If, for any rnason, the axamination 18 not held 1in a
particular yeay or a parson -is not allowed to appear for the

" examination by the Comm1581onnr or the Additional Commissioner,

that y=aar shall be excluded in computing the yesars of ssrvice
undar thase ruln,sr'.' o '

e If the persor remains absant at the examination for

raasons JPeyond his control, the abSence of the person Shall
not be treated as & 1085 of chance, In all other casas the
abSence of the person shall be treated as a loss of chancn.

10. In exceptional ciwcumstances, the Cnmm1581onnr of Sazles
Tax or the Additional Commissionar of Salsas Tax, in his
discretion, may allow ons exXiwd chance to a candidate to
appedr fo= the examinafion and, I necasSsary, correSpondingly

4..‘00
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may extend- the period of 5 ynarato 6 years If a candldate
fails sven in this extra qhanca, he shall be ligble to be

diachargOG from SDercn

¥o. MS—1072/2564/?2/A-5 4t.,2.5.1974 - amendmant ;

3, In vule 10 of the"said ruled, $or the Words ' he shall be
liable to be dischargad from Service® the words " his cas, will
be dealt with in accordanpn with the provisions of rule5 "

shall be substitutnd. .

11.  The examination 5hall ba conductnd in tre subjects as

shown in Appendix attached.

snw—1o77/17o/77/aum—6 dt.4.1. 79 - ampndmnnt i=

1. Thase rules may be called the Unifiad Font Recruitment
Ministerial Salps Tax Dppartmpnt Wxaminatlon (First Amandment)

Rules, 1979. - ouih

» =->£.

2. In the Uﬁliin ?OSt'Hocruitmnnt ﬁiniat-rial Salas Tax

Department Examination wulesy:

be  substituted, namely :--.

71972 {heveinafter weferred to

- a8."the principal rulaB"), £om- rals 11, the following shalil

11. " #he axamination BHall be conduocted in tha subjects
as shown in: Appendixiherato. or. suchi othar- subjact
or 8Subjecks-as the”State Government: may, by order
fron time to, time, -direct in this bahe f"

3. After vula 11 of the princlpal rnlag, tha followinu
shall bﬂ inSDT"tbd’ namnly P

" 11.A,. The candidaies ghall heve an option to unifa
the anSwers aithey in-Marathi or in 17‘1’1g11!31'1"

2

12. Normally, tha examinétion Bhall bn held onve a year in

the month of DecemBaer.

£ If the Commissioner of Salss lax

or’ the Additlonal Commissionar of Sales Tax. considers it so
two pxaminatlons may be held in

nscegsary for valid reESOnS
the Bama yeav. .o

.-

1

i

13. The Standard for,paaaing the examination shall. be be 35
par Cen in sach papar and«ﬂO-Qpr cant in the: aggregatp.

14. Ma) grace makks .upto. 1 par cent of the- total mekks, {o
be diStributnd 48 may be most:baneficibl to a candidate, will
be given if a candidatn is. thcraby ablp to- pass the ..

\examination.

- «g- "

at

r

(v) A Candidato who obtains at lnast 75 par cant.of
ths agrregate marks pbtainable, will be consideysd to have

. passed the examination with crndit, provided ‘that a candidate

who has secured an exemption or exemptions under zlause(:z)

; below, and passes at the Becpnd attempt in the reraining

Subject or sSubjects, shall not be deaclared to have passad

with credit.

(e) an unsuCCassful candidate who has obtained fifty

par cant or move of thev tatal

nambar of marks obtainabla

5.;:..4..
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under a subject, will be éxempted fron appearing again in that
3ubject. TheSe marks can be ‘taken into account for calculating
aggregati,mafﬁg for purposas. of rule 13.

&Ej 4 candidate who has appearead in all Subjects at one
exanination but fails to obtain the required minimum for passing
in"the agzvegate total, shall be entitled to have his deficiancy
in the total condoned, if the deficiency doas not =xceed two ‘-
per cant of the total marks, obtainable under the aggregdie of /
*he total, provided the candidate in question has sacured the
winimam of marks required for passing i»n all tha subjects
individoally. :

(s) 2f a candidate secures 50 Per cent markd in the
aggragate, but falls in any one paper he shall not be required
to appear for the entire examination again, but he shall appear
again only for that paper in which ha has failed at the sarliar
axaminaiion. ;

No.MIS-1075/42(1)/T75/ADN-6 dt. 17th August 1976-

In exercisa of the pownrs conferred by the proviso to articla
309 of the Constitution of "mdia, the Governor of Maharashtra is
heraby pleasad to make the following ritles further to amend the
Unified Post ®acruitment Ministerial Salas. Tax Department
nxarination mules, 1972, as follows, namedy *--

. - u
1. These rwuleas may he called the Tnified Post Recrultment
Ministerial Sales Tax Depariment Bxamination (First Amendment)
BYules, 1976. T )
2. Ia rule 14 of the Unified Post Recruitment Ministerial
Salss Tax Department Examinetion Rules, 1972, to clause (c),
the following proviso shall be added, namely :--— ‘

" Provided that, the candidate shall not be entitled to
Such erxemption unless he specifically claims it in writing at
the time of appearing for subsequent examination”.

15. Failure in the first and second attempt shall not

rasult in stoppage of increment but a persom who has not

passed the aramination shall not be promoted to any higher post
$+ill he passes the examination. Ir a parson fails 4n all the
three changes and is allowwrd a fourth chance or Subseguent
chance or chances then he shall not be allowed to draw the
increment after his failuve ‘in the third attempt until he
passes the sxamination or i8 exempted from pasSsing it by
Government by condoning his failure.

On paseing the examination in the fourth or Subsaguent
attempt or on being exempted, he shall draw the incregients
which wers with-held and-all subsequent incraments shall
accure to him as if no increments wera with-held. He shall
not, howavar, be entitled to arrears,

NO.suq-1079/155/ADM-6/79' dt. 1.8.79~ amendment--

4, In vule 15 of the principal wrules, for the words " is
axempted from passing it by Government by condoning his failura'
the following 8hall be substituted, namely :--

Brrrnnns

g/




- & -

" is exaﬁiteﬁ from pasuing it ¢ither by Government by
condoning his failure or Gnder the provisions of rule 6 ".-
16, The increments of.clarks:iwith-~hald for failure to puss
the Departmental ¥xanmination for clerks praviously in force
within the prescribesd pariod should be released with sffect
from 1st April 1971 without payment of arvedra for the past
pariod if they hava put-in 3 yearS or move Sarviess on F18%
March 1971, o Lol
17. (a) Tvery perSon to whom these rulas apply and who will be
complating_ oma Year's contintdus Sevvice om 18t of June every
year shall be eligible and -shall have to appear for the
Departmental Wxamination to be held theveaftar in December and
shall apply to tle Comnissioner of Additional Commissionesv iu
writing in June of his »2ligibility and Intention of appearirg
at the ensuring examindation to.© be held #n Decamber
lmmediately theveafiar. ' ' . :

(b) ®yery parSon who has already availad of one chanla
under theBe yulas, and wishes toavail of a 8econd or thiyd
chance as the caSe may be, 8shall submit his application to the
Coomissioner or Additional Copwissioner in writing before 30th
June of the year informing hiw of his intention of appearing at
the amnSuing =xamnindtion fo ba he4ld in December immediately
thereafier, B8iating clearly the number of chances availed
previously and the year in which thay ware availed of;

(¢) Failure on the pagt.of any persons to comply with the
provisions of sub-rulalal) and (b).above, will result. in redaction

of the chances permiSsidle to him, o
) - o - ;T\ , .- ..:Z;-’ftlf"':" :‘ . el Ce
18. The Commissichéy or Additional Commissionsr .of. Sales Tax

29 the case may be, shalllmake Biréngementsifor wthe training and
axamination of the Clerks ip. the Sales Tax Department every year.

He shall decide whith”pakticular’ Paysons’ should' undergo the
course of thalning on appead‘at: the examination in each year.

19, Yo pewson who&e nama.has: bsan. 80 included by the
Cormissioner. gy Addltional.CommisBioner of Sales Tax as per
provisions of ®ule 17.above,, shall be psrmitted wito withdraw
his name either before the Commencement of the examination or

. .

thereaftsr except for valid reasons.

20. o perSon vho has, already Availed: of the traind
£acilities a9 proyided o tndst 3ule 18 above shall be
2ligible for the Same chmd ﬁpg_ T s ‘
npd /28768 | R
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Ba 10w copy of Govt.wesolution Finance Deptt. No SDE-1079/
1/19, dt.27.3:79 regarding Departmental “xamination -
verification of marks.

No"XM-1078/119 /~ST~4 Bombay, dt.16.4.1979.

) Forwarded to --
1. All ILy.Commissioners of Salss Tax ) 0Tn Maharashtra

2. All Asstt.Cormissioners of Sales Tax) State.
3. Al) Sales Tax §ffiders {In-charge) )

The following procedurs should be followed in

raSpact of applications received for verification of marks.

Ta “ha candidates making applicatfon for verifisation of
marks shouvld Send -their applications through their immediaye
suparior officer to this office alongwith the receipt in

token of kaving paid the fees at the rate of B. 5/- per papar
Yor verification of marks.

2. The officer should collect the fe=s and pass tha ~eceipt
to the candidate and credit the amount in Govt.TreaSury under
the head mention=d in the Govt. Wesolution.

3. While forwa~ding the application to this office, he
should mention the chalan No. and date under which the awmount
has beaemn credited in the Govt. Treasury..

4. As regards the application recelved for the verification
of marks cof the Wxamination held in December, 1978 the candidates
w1o have mades the applicatlions for verification of marks should
pay the fe~3 to the reepective offices and send the receipt to
<.is offilce through their pespactive offices, The Officer

while forwarding the recaipt along with application to this
office. OState the chalan Wo. and date under which the amount
Les been cradited in Govi.” Treasury.

84/~ 11ligible

Dy.Lommissioner of Sales Tax (Head Qrs
& Director of Training, Maharashtra
State, Bombay.

npa /28388
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Vbrxficatlon of marks.
Govarnmont of aharashtra, ‘ . '
Finance Department.
Resolution Wo.SDH- 1079/1/79.
[Mantralaya, Bombay. 400 032 271;h “apch 1979.

RS 0 LUTION
Thp~Commissioner of Sélps Tax conducts the following
D=partmental'anmination evpry'yﬂar Lt

1) Depaﬁtmental #xaminatlon for Sales Tax Inspectors
and ighor Clerical staff.

Ha
51) Post wacruitmant Ministarial SalaB Tax Department
' ﬂxamination foch&anE.:"~,q |

. The numbnr of candidatps appearing for the above two
Wxaminations are 1novea8inglnvery year. ~dt is the expevience of
the Salnu Tax Department that som of thn candidates who fail
ir, the exanination request for yerification of marks. Tt has
bean brought to the notice df‘Gbﬁerﬁmbnt that the number of
8uch requasts r=Ceivnd hy thn Cammisaionnr of Salea Tax 1s on
the increase with ‘the incrnaSn in numbpr of candidates appeering
for tha anminations - It ia, thpreﬁqre, necassary to charge
a Tee for such Varification of marks. GOVPrnmPnt 'is therefore
pleasad to authorise thn Commissionpr of Sales Tax to charge a
fas of 5, 5/- par anSwer papasr..for. verification of marks, if
such request is raniVad withln 30 day9°from the dats of
declaration of rnaults The fpos should be forfeited to Govt.,
if no error is detected on §uchhverificatlon and the amount
cradited to the Budget Head‘"g940-8éles Ta;.(g)‘other Teécelipts~
other items. ". *

BV order and in thé name of the Govermor of
Maharashtra,

s4/-
( v.L.Patarpekar )

Assistant Secretary to Government.

Copy to --
1. The Ccmmissioner of Sales Tax, Bombay, etc. etc.atc.

npd/?8388




ATTE N’DIX

Syllabus for- 'the Departmental wxamination for Clerical staff

of ths Sales Tax Department.

Paper I v ThP Bombay - Salps Tax Act and 7uls=a
' ( with bocks)
“he Bombay Sales Tax Act, 1959
The Bombay SalesTax wulss, 1959
Paper II .. Offics Oi"ganiSation.

(1) Hand Hook ‘for ?raining of mim.-
sterial’ staff olvrtcal)Part
chapters 1 to 8( w1thout book&}

(2) manu&l of. pEocndurn Salns Paz
I)npartmnnt wi‘!;h bonks

, . L e

Papayr III .e Offi
Ewithout booka )

bl N st Nt

Warks,

)
)
v 100
3

100

@gacgd.ure,' and: Noting and dvaft— :

Hand -Bodk- Far Training of ministerial +00
- ataffr (clnrical )Pav-tII II-4, Pm-f-III

IILsA ¢

Rules and Manuals-.of General appli~

Papes IV _ .
. - cations (with books)

. Tha ortion com
- 8 of

rised in chapteir 1 to

art IV of Hand Book for ’.lfralnlng
 of ministerial etaff(clerical) as
" deteiled ’below -

(1) General Providpnt Fund
(i1 )Contlngent ﬁ“xpenditurp :

(311) Budget;

(1iv) Departmental and langnage
Wxanination, _

{v) mecrultment to Government Service;

(vi) Introduction to tha Bombay Civil
- Bervices wulas, ,

Seetion I~ .. 'Posta arid Appointmants
Section III ., Joining Time

Section IV¢ ., - ‘Allowances
Saction ¥ e Inave

Ssction VI ,, Pensiom
Saction VII ,. Miscellaneous,

(vii-} Printing and stationarys:
(viii) HandIing of Government monay.

-,

npd /28388 .
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. and 1n force in the State or ahy part thereof, the Governor ef
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<HE UNIFIRD SULES FOR THE DEPARTMENTAL EXAMINATION FOR SAIES TAX )
INSPRCTOS AND HIGHER CIRRICAL STAFF OF THE SAIES TAX IEPTI. 1972.
EFFECTIVE FROM 2,.5.1972. -

5th April 1972. -
COWSTITUTION OF INDIA,

No. bm—'1169/4103/69/ﬁ—5 ~ In mxevwcisa of the powenrs corfarred
the proviso-te Amticle 300 of the Comstitution of India and in
superse8sion of all existing rules and orders issued in this bzhalf

Maharashtra 18 hereby pleased teo make the followlng Departmertal
Examination rules for Sales Tax Inspectors and Highey Clerical
Staff in the bales Tax Dapartment in the otate <f Mabarashira,
narely :- .

1. These rules shall be called the Unified wules for the
Departmental Bxamination for Sales Pax InSpectors and Higher Clewical
Staff of the Salas Tax Department, 1972. -

2. These rules shall come into force on 2nd May 1972,

3., The allocated Govi. servants who were.abSarbad in the posts
of Sales Tax Inspactor8 on 18t November 1956 and parsons appointad
as Sales Tax Inspector3 from 18t Wovember 1356 to 20th April 1¢60
(both inclusiva ) are not requirad to pass this examiratiom for
centinuance, or confirmation as Sales Tax Inspeciocrs.

4(a) Tvery person appointed directly to the post §f Salas Tax
InSpector in the Sales Tax Department who Has not passed an aquivalemt
Dapartmental Examination under the earlier rulzs shall be réquirad’ ,¢4” _
to undergo a course of training and to pass the Departmental 3xami- |
nation, according to th=SP rules within a periecd of threa y=avs ‘

from ths date of his appa}ntnpnx or within'thres chances, whichayver

-

(b) <very parson @ho has not passed an equiva]nnt examnination géxﬂy

under the sarlier rules and who is promoted to the post of Sales Tax
Inspector prior to coming inte Fforce of these rules shall be ' praquired
to pass the examination undey these rules within a pewiod 6f three
ye2ars from the date theSe rules come into force failing whic¢h ha
shall be ravaert=d to Ris orlglnal pQSt. . .

(¢) Wo psrson hereafter Shall.bn omoted to & post of Sa_  qﬁigw/
Tax Inspactor unl=ss he haS passa 4 Part-1 of the Wxaminat ion - :
Gnday fhes 2S5, Such persSon has“?* pass the Bart IT of “tha

‘xamination under these rules within three years from the date of
promotion,

(d) In ths interim period i.,e. the periocd from the dats of
which thasa rules come inte force to the date on which the result of
the first departimantal examinafion undar thess rules gre daciayed
promotions to the post of Sales Tax InSpectors shall be made according
to Saniocrity and.suitability. Howsver, parsonsS to promoted shall
pass the nxamination under these rulss within the periocd of zhrae
years from the date thesa rules come into fores failing which they
shall bs revar4gad,
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Wo.ST% 1172/2967/72/A-5-In exerciss ofthe powers conferyed by
tha provisb té Article 309 of the Constitution of indta, the
Governce of Meharashtra is pleased to rake tha following
rules further fo amend the Unified ®wules for the Departmental
wxanination for Sales Tax Inspectors and Higher Clarical
Staff in the Sales Pax Deparirent, 1972, as follows, namely i-

1. These Aul=® shall be called "the Unified ®ulas for ths

D°pavfm"n¢a1 ?xémination for Sales Tgx InSPQQtng and Hirherp

- Clericul 'Staff of thes *Sales 7Tax Dapartapnt {Amendnant )

Twules, 1972“- .~

2. In the Unifisd 9ules’fon the Departuental Bxanination for

Sales Tax Insphctors and Highsr Clarcial Staff of the Sales |

Tax Depertmnt, 1972,-~- : S

For the axisting rula’ 4(¢), tha following rule 4(c) shall {s

be subatitund t-

"Wo psrson hareaftar shall be promoted to th- post of Sales
Tax Inbs‘pector unlsss he has _ﬂaﬂs}d the Papt I of the Wxan-
ination unéer the g~ wﬁléa or undeyr tha Rules praviougsly in
fopce. Such parson has to pass the Part II of the Bxan-
inatiom 28 per %Wulas, if has not alyeady passed Part-II of

# the Wxanination as par %ulas, previously in fomca, within
thrqe yaars from the date of promotion. ﬁﬂkk

No. sm-1o79/155/79/anm-9 dt.3.8.79. -

Provided thai, the seniovity ‘already lost by theo in
accordanca with the provisions of clause{e) of »ule 4 shall
not be rastorad on account of the grant of such examption.q“

NO.SD%~1O?9/155/79/ADM96;A3 Iﬁ'#XErcisq"of the powers confarn: -

by the proviso to’article 309 of tha Conatitution of Indisa,
the Governor of Maharashtra is hareby pleacsed to make the
£0llowing rulas furiher to amemd the Unified Rul=s for the
Deparimantal Txamination for Sales Tax Inspectors and

Highar Clercical étaff of the Salas Tax Dapartment, 1972,
namaly :-

1. Thase vrules may be callad the Ur\ifind qules for the
Drpartmental Vxanindtion for Salas»Tax nSpnctcﬁs and

HBigher Clerical Staff of the Sales Tax Do partnent(Amendment)
mulae, 1979,

2. T4 ruls 4 of the Unified mules for the Deparinental
nxamination for the Sales Tax Inspactors and Higher Clerical
ataff of the Sales Tax Department, 1972 (herzinafter refarred
to a3 " the principal rules"), aftar clause(ad’) the following
clausa shall be added, hamely 3----

.
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"(e) par3ons who arg révprthd to the clnr&ﬁal cadre in
_l_acc0rdanc= w1th the provi $ng of clauSas(b) (e) ani(d) and
who pass Part it Of tha ‘F‘x T
passing the ﬂxanination undnr clausa(b) of ruls 6 may, after
their reversion to ‘thﬂ clarical cadr=, ba Consuin-r-ad for vre-
promotion to the posts of Salns Pax Inspectors on passing
“Part IT of the ?xarination or on being exampted from passing
it subject $o the condltlon that theiv Saniorify in the cadre
nf Salss Tax InSPactor shail be count=d froo tha date of such
repromotion and that ‘thoy Shall not b@ Pntltlﬁd to ¢claim any
anPflt of their pn@vioua Smrvica in that- post bafope their
rovarsiOn to “the clarlcal cadrn nanpt for tho Pusposes of
inOrﬂmﬂnt end pnnﬂion" KA '

natlon Or ara nxanptad from

Je Not’withstaﬂdirg angming ccmtainnd in ruls 4(a) and by

- the Commiasaonﬂr*qf' hﬁaAde{_gnaILComm1831on°r of Sales Tax nay
in his diecpotionLgrant.panmiss‘ Tyso appedr. at oné more extra

e xamination %0 a canﬁidatp If a. canﬁidate fails to pass ths

. even in this extra_opportunity,‘he.Bhall\be 1iable to be dischanged
fyon. Bervices -or révnvfnd,\as'thé casd may be.

6.: - (a) Persons who are confirmpd in -the post of Sales Tax
Inspactor or who are offlclatinp as- such, continuously for a

- -pariod.of 3, ypars Oy the T 1ns cona into force and
alao thosSe who, haveapgg 2 11 y

undev the rulsg pwaviousw in fwrc@hall bo ‘nxamptnd from passlng
the examination undpr thegs rulss, s

(b) ¥, .gons who attain the age. of(;)yaams end nora on the

datae these rulas cone 1nto_forQe should b~ axeanpted from the
J ) . S

onevation thess’. rulps‘_‘
Proyiso 1~ Salps Tax InsPnctors tako up otharwiSD than in

accordance with thn prpscribﬁd raeruitmnn't rulos for instance
by . transfer from othpr Departmpnta Shall ba axenpted from the
oparation of the Dppartmental Rules £or Inspactors if thny
huppen to ba 4§ jaars bf age or nore, -

3, Tn vule 6 of the principal rulps, for calusa(b) and the
_proviso thare undnr, the following shall be subStituted, namely :--
"(b) Parsons who have attained thp age of forty-five years om
ayd after the 18% day of Nbvnmbnr, 1977 uhall be exquted fron
pe88ing the exanination under these rules.'

Te If for ehy reasons; the nxamination ig not held in a
papticular year, or if a canﬁ:date, is not allowed %o appear for
the examination by the Commissioner / Additional Commissioner in

partiuular year, that year or chance shall be axcluded in

somputing the period or chances laid down in =ule4(2) and(b).

ll'. 4).’.09..
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B. The absance at the examinatéft for rengsons beyond the
control of the candidate Shall not be treated as a failur~ in
the examination, and shall not ba ligble for waduction from the
length of the period admissible to a candidate as provided fow
in rule 4(a) and (v). ' ,
SD%-1079/257/79/ADM-6 dt.14 th Japuary 1981 :—- In exercise of
the powars conferred hy the proviso to article 309 of the
Constitution of India, .the Governor of Maharashtra 18 haweby
pleased to make the following rulas to amend the Unifi=d males
for the Departmental Bxamination for Salesa Tax inspectars and
Higher Clemical staff of the Sales Tax Deptt., 1972, nemely :-
These rules may ba called the Unified mMulss for the
Departmental ®xamination for Sales iax Inspactcrs and ﬁigher
clerical Btaff of the Sales TafDepartment (Amendment),1981.

" In the rules 5,7, and 8 of the Unified mules for the _ D
Departrental Wxamination for Sales. Tax InspactOrs and Higher @
clerical staff of the Sales Tax-Bepar‘tment, 1972 (hereinafter
veferred to as “the principal rules™) for the words, figure,
brackets and letiers "rules 4'a) and 4(b)", wherever they
occur, the words, bratkets, Lnttnrs and figurns ("clauses
4(b)aand (e) of rules" shall bn substitutpd.

"9, Normally tho exanination’ Shall be held once in a year in
‘the month of December, *f the Comni&siéner / Additional
Commissioner of Sales Tax comSiders it' S0 necessary for Sonme
valid reasons, two examinations may be held in the same year.

10, The examination 8hall be in two . parts as shown in the
apperdix attached. _
4, For the wule 10 of the principal rules, the following &

shall ba Substituted, namely ; -

110, The pxamlnation shall bn conductnd eithey in Marathi on
in English or in both tha 1angugagps in two parts in General
Subjects and in Departmantal Subjacts shown in the Appendix
hereto or in such other Sub3=ct8 as the State chernment nay
by order from time to time, dlr#ct-

11, the Stapdard_of—passing the examination shall be 40 per
cent in each paper and 45 per cent in the aggregate.

12. ‘a) A candidate who obtéins at least 75 per cevt of the
aggregate marks obtainable, will be conSidered #0 have pasced
the exanination with credit provided that a candidate who has
Securad an. exemption om exemp%iOns unded clause (¢) below awi

G
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paESQSVat the Second or Subsequent attempt in the remaining
subject or' subjects, shall not be dgclaréd‘to have passed with
credit. ’

(b) Grace mxkx marks upto one rer-cent of the totel narks, to
be distributed ad may be beneficial to a candidate, will be
.given if he 1S thereby able to pass the examination.

{(¢) An unSuCCqséful candidate who has obtained 55 per cant or

f‘

.more of tha total marks obtaifififle under a subject will, on his

naeking ‘an application in the pfeSCribed form annexed, be exerpted
fron appearing in that subject proﬁided the concesSion in
clausa(b) above shall not be extended to him.
~ ThesSe marks shell be taken into account for caloulating

aggregate marks for the purpoSe of rule 11.

13, If a parSon fails to pass the'exanination within the
linits laid down in clause(a) and (W) of rule(4) and is grauted
permission to appear at one additional examination under rula(5)
he shall not be allowsd to draw the increment until he passes
the exanination. On passing the examlnation beyond the limit
laid down in caluse (a) and (b) of rule (4) he shall draw the
increrents which werae withheld and all subsequert increments
shall < graiueto him 25 if no increrents were withheld. He

shall not, howeve», be entitled wno arrears,

3. * In rulé 13 §§ thn'prindipal'rulnS, for the words, bracke%ﬂ,
letters and figure "clauSB (a) and (b) of rulef4)", at both the
places- where they otcur th@ words, brackets , letters and
figure" clausala ), (b) and (c) of rule 4" shall be subtitutad,
14. The inCFAmPnfs'of Sales Tax InSpnctOwS'withhald for fallure
to,pass ‘the. Dppartmental anminatlon for Sales Tax InSpactOrq
previously in force within the preBcribed period should be
raleased with effect from 18t April 1971 withmmt payoent of
arrear8 for the past period if they heve put-in 3 years or
more Service on 31St Harch 1971,

15. (a) Bvary candidate on bncoming aligibln to appear. for thn
axarlnation under these rules shall, haVn to appzar fov the
axamination to be held thereafter in December, and shall apply

'in the prescribed forn annexed herewith to the Commissioner/

Additional CommisSioner in writing of his eligibility and

intention of aprearing at the ensuing examinatior. tc ke held
in.December immediately thereafier.

ﬁoo-.i
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{b) PFailure on the part of any psrson to comply with the
provigions of sub~rules (a) above will result iﬁ reduction of
limit of time or the numﬁér of exaninations pesrnissible to hir.
16+ . The Comnissioner or -Additional Commissiomar of Sales Tax
shall make arrangerents fov the trainine and the examination avery
y=ar, H, shall decid= which particular pasrson Should undergo the
course of tralning and / or appear at the exanination in sach year.
17. Yo férSon who has alraady availed of the training facility as
providsd for in rule 16 sbove Shall ba nl¥kihla fom th~ ases 539:‘”,

o’
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Part II

l’ape-::- Iv Commarcial Accounts and law 100
‘(tyith books Bfr Comrercial law)
a) Theory and Practice of singls and
double entry book-keoping including
the preparation of Trading and Profit
and Loss Account and balance sSheet.

(b)Indian Sale of Hoods Act.

(ﬁ? Indian Contract Act, Chapters I
Sections 3,5 and 8 J),II (Sections 10,
11,13 to 18, 22,to 25 and 27), IV
(sectiomns 37 to 40, 46 and 47 ) and X
(saction 182 to 188, 211, 213 and 214),

Tha papers will be set to test the
candidate's knowledge of general
commercial practice and law.

Pirst steps in Double =ntry book -ke ~ping
by Mr.Batliboi basad on indian views of
Accountancy.

5. Paper V : AsSSesSment 100
Law and Procedure of assesstent
including case law (without bocks)

6.Papar VI  : Judicial Matters (with books) Indian
. Tvidence Act ~--

chapters I, II excluding section 24, 30,
ITI, V and VII,

npd /12483







RERCL R
R . i,

e,

. G
wﬁmmﬁ* anaﬁm—zxoa/cx/wﬁ qx/oalza, ’
-t HEgee 03 o

Reate: 20 7, w0y

- ) e o, mmﬁm FIARIAR-L0C W/ AT 9V Cb/13,
AR S |
- R) v Fofy, Wmﬁmmmzoxkax/w/m .
N A A ” o
3) et ok mmﬁwm.w ‘ﬂ\@ﬂ?ﬁ‘!db/mﬁﬂ/%\s/&'ﬂ, o
ﬁ' e-20-tRQe | . T

|

O mpe———

mmmmmmm«mwwmmwm“
w2 " weier el debhare varet vt e et 1t = el fafey et
st et G ar arel. anmd ), et A Profara Rl dheten ardie qeten gt areear
o v Py At var an e ot Ry wrdey Pafem-Saeitaes waTSaT R4 29k TR
wetere e aefy, mmiﬁwmmwMtﬂﬁﬁﬂmﬁw
JamEd v Biften FET € v @ gantier wew (Permanent) anfor dwh
+ (Temporary) sren W= Taeqiea Tgor Hoft quiear qeaeden wavamme SR 3@ aw.
aretr R 2/%/2%%8 = andeelier R gt faer welen Foritre-damtas waTe 24 TRk
wEiat wdieht dogret o Sie wein R A e o W, (k6w wRee Profara
aftwwl gt .

mmmaﬁﬁwmmu IR, ]R = W ok
Fraoiasas Wl R "3 e e ne e Wi fefe-daetas e e
AT SR FTEETSAT . ) St e arete wrieErie e s e s e e
wmmmmmmwwmmwmﬁmm
mmmwmmmmm

aﬂaaéwﬁﬁwmﬁmna"s"ﬁamaﬁmﬂmnz "m"mﬁahﬁwm
mmmmmz«/ﬂmwmmmmmm
mmﬁmmmﬁﬂm
z)m'@’mmmmmm"#'mmmmmmmw&mﬁw
mmwmmmmmmmmwm«m
TR Tatw 2oanT qra.

mmmmmmv&vmm aﬁnmmfmm‘mgﬁa
mwm




R S ' T e
R g
3 'y 2

mWﬁaﬁmﬁqn&xﬁmwﬁm ?t«szﬂ”fmf«rmmmm
e e woogr 9.

?)m"s"mﬁaﬂmﬂnz"m"mﬁwhaﬁm@mmﬁmmm

it e TR e "o e qrarter Praeeiiar X et e M So wETs) s
mmmﬁ’raﬁa FY: W I 5" A URTE IR W8 S .

a)mmsaﬁwmmwwm w1y Frofamedisr

ST TRt fef-Sreta daniteier SRRy AR QoIS Ry 2 qEE
] P o) AR R firemer W e v A,

. %) Tewhdr waie ¢ e W‘d&%{zﬁwﬂmﬂnmmm
| mm mmmmmma@a@iﬁamm

i

Wmmm&wmnmﬁ, C

q@mmaﬁza‘ |
* gfys, mmm qqi(uaﬁ)
¥ EE, B I, 35 T, qai(wﬁ) -
* welu, ardier i, WW W(ﬂ'ﬂﬁ),‘ N
»®

| mz(ﬁmaaaﬁam),mﬂﬂ
m‘e(ﬁmarM),mm N
e & o e, S, S

s =it
* “ﬁ.

wmﬁmmmwmam



i R Tt SISl aai
A TS e T e ATy
TRaaS SEf e RIAUETE.

AR AT
T =T 9 R wer faurT
ST GRS HHIH: ~IATH -098/7.35.9/37.9 .
7o FRETR SHIRE, AT ST XIS, ATl XTI dld
Y, Has-800 03
IRIG: ¢ T*TE?, 209%

) ST Rl (T e, BT e a e e SR 99k

3 T T ST T SN/ H-9/ T/ At/ 008-06/3349,
f& 30 fEaR, 2008 TRTFD

3) SN BTl YIS AT aratl/ -/ vt/ gfae feeasfeaay/
2099-93/336, f& .22 [,2099 T YERITAD

w) Ta g o R e o aTT-2099/91.35.9/099/3MRA1-, f&.33 20997 T

Y) ﬁtmﬁnﬁlaﬁ.n%/?oqoasﬂ?aﬁamﬁaﬂmmeﬁw
for 2% Ufiie,2099 T 3T

£) ﬁEHT%?ﬂEBQQ%/QO%HgﬂYW%HﬂTﬁ\WWHT.WW
for 4 3R, 2099 T AT

G B IRUAD HHID . STATY -2099/9.5 .39 / GIR -3, 90 3R, 099

) WWWHWW,WW@W
ameaT .38 HgdRT, 2093

ey, 7. So ~ATaTerd, o efies GHTCT ATRADT . 2093/683¢ el fassean AR
WWW&WWWWmem
AT, TR g AT < 2§.02.3093 T HRITSAIT SEIMAY FEMD TG DOT
éwwﬁﬁawmm.mmmwﬁﬂﬁm?ww f& qu.aiiRe,
20993 IRYFE AfHHIA WW@WWWWWW

R Bl

f.‘@



31T ot hHie: =TTy -09%/9.56.9/31.5 .2

3T IRIFD - TRIE, JUe], RS, WS et i feasfaaa arfera
oo Rrenedt / Siear  faEvarad) werd Tqeary aRerm wrisiel e Aoyl

S@fre 9 oy grdRiewld 1 qu 3iRe, 2099 ° YRT=® IfhHD Ho- G ISHHTO
T AT SUAT A AT AT AT Weiiead gRed 9 Frafia sz giker e
Wwﬁm:-

9)

?)

mmwﬁmmﬁmaqﬁwﬁwmwaw
SHGIRT Tl EREISRISARRE Sa@frenTdt E‘Jﬂ@ﬂﬂﬂ]‘cﬁ

Wﬁméqur@mﬁﬁmﬁﬁw a@?ﬁqwﬁwﬁwm CREEADICICR

IUtc \:’JEQ'!EI Dxldl.

SHEAR URe ITARTa BRI | dFvIdhgT S@Td "UR e b

SHTIR Wd: SWTHTH IR HRUMR T2 1T ST T IZW HRIAT.

aRen BT IF0 gRereT STasIdhdyHY SWHTd! FarHdl qURHE s
HTT G AT Rrest / favriia faar 5y araeiar @i UHe TUR BRI,

SEFPE Te B SMOIGAuHN -1 IMETAR - Sa1.Hal,d1ors,
e, mifvre, Iifrif3re), dereia s ATyl BR1d T Had 9T 3101 WerH
SEfHTaT T TGHE] FHTIRT BRIAI. 319l GRENe 9 3@ 8 U 2
SR, WTH SUCER Wa: SWRS SUSE $9T R AT A 9,
a1 ardar , TREN S o7 T o1 ardiaTad HIORE Fider SRR AN, EFIT:ﬁ
AT Wﬁf@lﬁﬁwﬁmﬁﬁmﬂﬁﬁﬁﬁ SEd ISATI AT QU
JfABR G FHAED AT &S,

gfRer It gdderds MO AHAeTd T AN O GAdETT o BAGUDI fhal
IodH IRTBR IR ATeId AT S =74,

e HSBThg ITGE Ho QU JUIT SWHrE! T faad ey 4e
YU R GEfid SHSIR SvgTd AT, 9T AIURTRR  SATaITR
gREFTS! Jex I g T Ao ke s gy 3rex duryvam)

HHUT SHQART 3.

AT [T YIRS o AN TREITe! adie Sdfie

[

SHSIRTY IRl 1.

TR&D AT (IST. FAAERY/ 9 fo5dt / AvrTeaRr / ea=iqen) RaarorEn
T SHGARIY SUGE JTdl. o3 foyda a1oR BRugTd TedT™l Tl AT
SN AT WIS WINT HRUATHT I IYS H64 QUATd IJ1dl. IUSIRM™
FoiieaR e AR R s uRell HSa™ USad! @ 1= 9161 dg4id
FTAYeEe [T e 99 SHSIR™ HdIE WIMUR $heddaier (Talking

Ute § Uapl Q



sTRT Foyof speies: =TTy -2098/9.36.9/31.® R

A T A T R e

q0)

q9)

R)

%)
9%)

%)

Calculator) (98T URe&TUeTd EIEER EARCIERARIE] RATN U S
TS 3T e SSEw, JudarE AU SYHR Y oAl D  SUB
FRIFIR TATC AT AN SHEART SATFTDATHR qRfqoTe reTd

mﬁéﬁﬁwmmaﬁwﬁﬁmﬁﬁmﬂgﬁwm
AT gereT YIdeTdinl BTl Wwwmww
ﬂwmﬂwz@%ﬁeﬁwmmm@gwm.

) gRer=T 0! SHEARTE! ieres I A CTevaTaTS] TReET o BroaTgd] 41 3l
s ISP AR YT IHGARTATS] BV 7). 3T SHEdR 9 SAEMD
(emqwmdgquﬂ?maﬂwriﬁwaﬂmﬁm HoToaTay  HNudTd drdl. @
ETEad) i) 3 IHSARTH 3T SUATd ITdl.

a@ﬁzﬁmﬂwm@mnﬂ%ﬁ/a@ﬁﬁﬂammﬂ

q. GRERITE SHEART LTI SATET I

2 SeafrepTedT AT/ A TAVITATS] HRUATC ATATH! AT

3.Wqﬁf@?ﬁﬂﬁaﬁiﬁmwm,mﬁﬂm
TR i U=l @ GREd! hHID

Wmmmwﬁﬁﬁmmwwﬁ.

Waé@ﬁﬂ%aﬁqﬁmmﬂqﬂ?mﬁ?ﬁéﬂmﬁaﬁ.

aifaRed de:-

q. @@wﬁmwmwmﬁmﬁaoﬁﬁ%aﬁﬁaﬂ CE AL
LI

2 Wﬁﬁwmwmﬁwmwaﬁﬁaﬂa&m
mmaoﬁrﬁéaﬁﬁaﬂaﬁumﬁwm.

3. W@WWWW@WWWW Q0
Afe a8 Qugrd M.

¥, IUSARNT TSTAADT qdmaaemu&wmmmawm-maﬁﬂﬁe
SoTq AT, e qRavh ufeT debe qRIUAT AT,

H%WWWEWW@@WW&WWWW
mﬁmaﬁmﬁﬁmmmﬁﬂmﬁwmmﬁmmmgmw
mﬁuﬂmaﬁﬂ.mmwm@wﬁmﬁm@w
fyqeuard! 41 XES.

gs g Ul 3

Y,



sTRT 7ol shHTeh: =ITaTy -098/4.56.9/31.6 .2

qg) TREHITT TsTaS P BRI MGl T AMSW AR AR ST
gamgoh qail) ue iy g efive) SHEaRiare! usued SUGel o QU
Irdd.

Qo) TR SATARIAT SR GF3hT fSENTHT dvan araR HRUGTH! fhar Ao fera
SHoEd A7 auRuaTE qHT ES. 9 faidie SR ufed Jedied € 9
fordt feRtes SRe (Digital text) Fed GRAvaTT AT, ST UReEN Hishdd ABTA®
TGS G IUHYI ARG A LU ATS S| 3 A SHGIRTH TR W,
I e, ST fbe, AR 2u STl Aerdd dae a4 SUHRUl araRvaTH]
LCINEIS

q¢) UReET FedHEd qReTeh aT dTIR BRUT TS 3w Y d fosfedl Hefera geaip
IIIRTITH AT g SHTARTA 3es. TH™ GIU[HTE] AR S AT AT
gquTaies Hifgd! aradr A FAHOMAT SUGIOM! A IHGIRTH IUGE] Ho-
CADIGEIGH

Q) 3MeUES] ISR RSS! azId MUKl IyHRU GRIAuar aeifds
RiAew B, JTE e did SHeaR Wead gRel Hearhs Sl fawdl
B! AGIYD TS . AT SR 32t SYHRUT URITH R AT TIR VTS Tl
SUGE $eard o JrURvATH! TH JHT 1. T, FEX STHRU! aTaRvaT HHT

Qoagdl Ten HedThgT R AV SUBRUIREY Fedrd] Tl

2. SIS (online) TIET Ttae JeHld WAART HRIATE! HRUATT A% A3 H
T AT T Aies.

3. v fenealy Sdfa dafda mite) I fee srdifcr™ JHIo= TSaTies
afer uRemiess, TXien Ty g Rieorir Fi ued exrd.

.  SWRIG] Gl 81 SWHEGNISHE FIifad THT ATaITHIIIR qreleh, TATTRITST
g, o freelt / SHearTen fAfdne MRS SArd 9% g gfaar qrifduarErdd
<fRE wemiess / dhg dRie gadil HGgsTaviid adltddl SRaq FTdhdie.

. g} I URUSF GO HAradiE T smyedr MEEavardte |d AT
T, Uef3Te Q9T W 9 Braicsd TR aXd JeTHS 0, TIRUIfosdhl, HelIRUIfc3bT,
Rreer aRyer, deo, ArdSI~d SUHA g Fd THRTT &I0TH AT Il a9 IS
1eror 9 wier AT, =g 9 dF Riewr f{ur, oW, uziadq, gufde™N 9 aQaedadr
faum, degarg Riemr g oiivell g Aum, JrdwiE IRFY [GUNT G969 MY (1]
B, FeTAD ([AST/991, 5971 g fGqY Sedror ), Y (39 Hedrol) Tl il

e § Ut g



©

319 Aot ST =aTaTy -309%8/9.55.9/31.% .2

FRIzATe s S1eifTs 7 id ThRegT TRy i1 dIae gredrd 3ol adtes e

ddIcd U HRuATdT a1 i1 TN, B! 33T U A 3.

ey 2 folg 48RS IIRET=AT www.maharashtra.gov.in a1 ATy

SUGE] BRUATE o] A ATl HhaTh 2098039964393]33 3T 3178, BT 33
f¥sfice wmers Aerfed Fo7 Brevdrd Ad 31Te.

& o mEORT R omT, BT BT &Y

S O I < o R - T o R o SRR o R o ST o R - [« g
A o O O N G M L o W o O

HERTSET X[SUUTe A2 MSIMAR g A1dm.

R a m h a ri Eri\?ri‘t:? signed by Ramhari Dagdu

DN: c=IN, o=Government of
D d Maharashtra, ou=5ocial Justice &5pl
a g u Assistance, postalCode=400032,
st=Maharashtra, cn=Ramhari Dagdu

S hi n d e g:il:_?:md.olﬂ 16:54:52 +05°30°
(.5RB)
I, ARTS 3.

H1. IS UTes ATd GiRIa, 999, AS59R 8, 49,

1. A I3 HeT Ao, A, 98,

1. SUEIHA! I19 |HE, H310d, 493,

7. foRIeN veriar, HeRTSe fqerm aw, fagm wae, Hds,

7. foR1ef verdn, Rt e uRve, f{um wa, 49,
7. {7 Afeg g afed, #3ed, 498,

4 HATHA fI9rT /9 /9.9./4fa,

e Afrd, RIS furHss dfuarey, g wad, 493

. g4 faurfra smyge, #edge faymT,

AT, ARYIfosh] JRTTE, aXa!, s,

. 3IYa, qd HETRUTS P,

YT, 7Y HEAToT, HERTS X1, oI
A Te5 e, AHTST HedTul, HERTS 159, 0T,

. T4 Ries1farary,

e 7T HAERT e, es akyg,

. qd U fRTe Y Sy, AR AT,

. gd AErd TG, FHTST hed]H,

T fegT IaTs S ffeer), esr uRkye,
ys § Jpl Yy



WWWW 2098/‘5[35 VAT

RER
Y.
4.
RE.
0.
R¢.
8.

-:\}_:_0_ p

39.

HETSETITS, HERTE - fi/? (mesu SRen), §Es /AR

TEISTE, TERTE ~9/3 (mtﬂ!ﬂ&jﬂﬂdi) HaS/ATTR
SfE g B BN, gy,

Frramelt S uRerm sfer, Hae

e TRy BINFTR - ARHRY,

qeRiETe®, el 9 SIS, H=rer, Heg (4 el el

e sl G R Fam wer fgum,w=rery, qag/fae T i, %l
HF.R

gferd, Farer g Bk § nsoais-gs 49/93 W A THREF US, TS|
qﬂﬁm ﬁ;ﬂé—w |

s & YT §



LG LLALAT TLT I ATy et e falafonnid = 200 0T

IS3e P L0yf 1ebed

LIRS AL T e L AL L 2R

e e = e

g AT famretes (gt ey
RereqrT) o WRTAE () et fenir
ReE WEY 7 AETHE FEOEEd.

TERTS, YR
faw fawm
TER favtr o faEf QWAL REE /M IR
BEeHT TS i, FIETR T AT,
HATSA, {elg - Yoo 037,
fimttes o~ % H, ove.

aTan:-Y) foret sy, T it 6. 0HENE 2062/ %03/84/U-U, [ ot/ k] 01,
R) Teret ferssrer, o Fovotn v Sty €@ e/ 6 ¢ /fA0.-, G.03/0UR0%0,

WG o

] 9 AR Ry (qeten i ) Taftes wemtagt f ot
forar fermmrem Ro /oy /R%0R @ SimpeRRE fabra wRvaw anEtem Afve i
Foreyrriter e Firam, 2803 AR SO 4R, 3 ferueiter wiien 1 Fermedtet e 2 e
TR ot ST STETRE AR HoaTe 4. GRea e farmm et ahae, 1Ru S, Wil
HERTS, Jeaie Y R, oy TN HIUAN HEArN UpedHiar W fadmren
fr.03/0l/30%0 ST ITEA FAVIATER fetiten woar) e favnia afgen aaramar
AT FRUGRT ATAl e,

oo oty o, Ferematl- 2 XY L RE LT, o¢/0¢/R0t3 T B @ B
Fersarrrette fitityes wemt Tyet et iifirer ST @i o |EPRIC (7<) § T8 AEATA i
FIUA 37T ST, ATRUHIN TS 15,04 T[F, RoRy TRIF TR & ST ST T $0e7
ST, 9 9 QAT HIaeil Fin ST SRV R GE Tl ao
Fro=ar R T gmire evuard 9w el We e (dieen wiw a9
7 fazan(/a TetEE fouiia Sle/mRerie TRRiE/ s 1L /@- 0%k, R Bsfed/ey
AR AR famrdH 2
A oty -

aw @ HareR [GUTHer fete SenfHEie wee-amed fofen s e
e Frm, 29w et faw 2y mdier g @ &Ko djelstote T WHA Rufarmnrra

iifree. 31 U T Seredl ANITRERHR JUA Ao feamil wier A S W

04565 Tag Aliviart Departmental Dnam healifuce



(TZ) W TS owwA R siesen apfers o ma FgR e
H R FarTd) Soma don-ay feranita witeredien syt 5.2 | % AARES
TR TR A YU .2 | 3 agad! (A,B,C,D § TeET) TRTUIAER] ST,
AT TR (e TAGTIeRT 3. @ ¢ ST et 3 el He3 Y YA .3 R A
3 argre e et sl &, 3 e fran o Yoot foamendien SeeRT 2 AT 20
L T et T TR WerTAIA - AeAT B WEEE (1) HHTE
TATERIA IR FeRTHAY ST SReA TRYer 777 TR,
R o T, TR ey WETaeh (T2-36) 91 Waie et S famia o frae

(Frzat)
araT |ia, o

1. TEIERY AT, REWIE T, 9% § Tt o, AT, §as5-gooalo.

3. Tavm Tore STE. WIS, T4, 9%, T YR e, HIHTE, HE3-§ voo%e,
‘-j-ﬂ"’ﬂ“hiw ST (Afreon). q= & YT WA, T, q?-f?;'-'?foao‘(n.

L, ﬁ'ﬂ%:ﬂﬁ}

JUAMAG Tae Rysrtlant Coepastmuatal La g fing! 4o7%



|

B g
2 |

tedavin vivws et o St oogung v ogn fam e, 2,97 9.302¢ 7 T,

Afra oy

TR (v o) ey e ol aqr feon o o Awery spearian,

\|‘Iﬁl'[ NN

I
RN BT 1
.\ P

IR

e =|H“ Y| '-,m e ,qnﬂ ’T'T"}HT{ UYIIU TJ | {00
‘ |
o anlog Gy, et erg) '

W) ARG ST A e R 207, Wil 9o
RIREL U EIERT L

VD OHROTE T T RS ETAT, voos T %o
R »’rfmu :

%) i | C T QUL T ol
mltr;’".i?‘,ﬂrq_

o) W S, AT, 3
ANG=T 7T AA B FHTTT, 1
m’r‘mr icRe il ,

.3 | 30

v Cgp A grt Uwpanend Vv faam ol i va

00
ar) "L ‘.‘Tm T wR Y ue
el Rniccad }
7) T g faem é
AT '
3) FETROY o5 e
¥ AFA
vy it
&) o & HareT e ST . o
sTaTEe 7 Fraama), I, !
st ==y g af =& 7. !
2) O
) e E !
3) v T I
%) E'Tf‘mﬂ'&STﬁ"FT]
W) TIAT i
T E AT g T ey m‘qu; T hae
TEA (T heoey and Practical) !

faat (ae ) oo
) T TS (R )
‘) Cocdtiee, el o ey \
work sheet
<) g basie Tormadas o poconi

{ale ulmu. {

1o



| ,
|
|
l
!
|
‘t
!
{
i |
LI
J0
g | faf

- s

N"\‘YJA-‘!"’t;\m\‘(.\.ii.:ﬁ\. Syt Gnalieiig ]|
txeel shieet
%) Wonddng with Rewse, Culvin &L
W) Filling dita & sevies & taake Glling
W) Exeel e shoview |
W) Proteciitg stiests, (eg dat serangg
A Tookugy plot ables conditional l
R Tating, Wiag et paae ol
cellAOn ey atig, vonvert o ey,
coluinn, tebve dupdicates ete
&) WS (ke n
) Duatting letier
V) Poaiting drafly
A Creathgy, ediling awd managiig wout )
shewt
YY) Taventing ble
L) O, copyy piate, et deleie
) Aligument, Header, foten, papingg
PARE RAVORE, onentation & mariig
pane, Bokdy mdettive, pomt tont
chanaing, Bnd, wplave, spell cheek.
nrammer altesk et

3) WU, wlavaie (W)
¥) Eaanail and mafl meege (W
‘l\‘\!ﬂ \
ty) HEREE- REIRET ot (g |
%) W it wont (o et
%) Registration
R) Rettnn
%) Retund
W) Assesyment
4) Reeovery
§) Appeal
W) Puyinent
¢) Nhovt-Filer
Q) Now-TFiler
Qo) Othar fhportint module

fadtay (Wo 1)

TLARE £y ARBEC et me il fvem fanal ety

) TR (o

Ty

I




32T

Q. crewiing, editing-& managing :
{ workshee! '
2. Using basiv formulae &
performing Caleulation
3. Presgntation, Formating, :
Finalizing Excel sheet
Waorking with rows, column-& |
List
W, Fiing Dats & series & basic
| {iling
. excel basic shorteut
9. Protecting sheet, ilter, dala
sorting, V-lookup, piot table,
canditional formatting, wrap text
page tayout, cell/row merging, | i
convert Lo text, column, remove
duplicates.etc.
) T T (R0 )
R) Drafting letier
R) Formatting diafls
3) Creating, editing and

&

managing word sheei
¥) Inserting table
4) Cut, copy, paste, insert, delete |
&) Alignment, Header, footer, |
paging, page layout, |
! orientation & merging page, |
i bold, underling. point, font
changing, hind, replace, spell E
check, grammer clieck ete.

3) T, TR, WERHET (4 T07) ,, |
¥} E-mail and mail merge (W 707}

L) TR Z- TR WO (4 70T

£y §9 AR TOTET (0 V1)
?) Registration
%) Return
) Refund
%) Assessment

1
i
1
(SN

A5 Lax Saowas L Tag et seantl T2l



R JR e

e e et e

W) Rucnvi:ri\:
%) Appeal

@) Paynent
¢) Short-Filer
]) Non-Filer

k) Other important wodule }

WOTHEET | 3 A | Mg ARG (qEercaTaRT)

®) WERTE, AR} W () B, R3C)

R) v =t e @) FrEm, R8¢t

3) merrss R e (Fepet e B,

R

) HERTS T et (TR I, ...}

et

Wy HERTe wemame sy fraf e

faem

R) TR T e () 7 (e
aftery Frm, /808
o) Aot

' i \
Au s

9 "'(" :J
e :

ALY TavAsS Lioganroenal Eram finaldaca

L

7y
.

B AT
LT e

s
RN

A

R4

R4

R4,

e g i )

e

Roo




sy 3T fafdy e
=T “fauriy Neikdeuihs

 IGIECAGICIEIER R IR M

HERTSS A
GIEIE R IR TR
AT {07 shHieh: [que :630/9.55.98/1.90
HIGTH BT A, FATH] ST AT,
HATH, H{TS - 800 033
TRRI: 39 AT, 0349

qIdI:-
9. ATHI YR f99TT, 31 97 o6 Gahi0i-339¢/9.%6.96/1.90,1¢.9.3.209¢
2. AT U2 fAUTT, 39T URY=d . fauel 2620/9.56.9R/1.90,
f&.33/0%/3030.

EESICK R
FTRAATAT [Te TR 1 fRAUITHTh d AR ETeies TSR d “favriyg

q) ST INDIY YGTaR fgeril ST 3ATe AT YSTaR BRIH DU
Q) IR TR Y= SUITATST YTl Uil .

SURIERT TS TATSTTATS! 2T fafde Yames g fumriehd < faveies
USTST IRARTER fauriir udlerd s afquard A, e T JRIEh Y
famTr=aT “fawriy e Frme fafdedr srea Ad. 31T, aieT S<Avl SIvgrEre!
AT UGU Well, el e, uRie S<iivf BIvard e quardre ) agmedia,
aleTT II0T BIVIIRATST fhHT 3iTeaeaes or, UXiel fagia Hefid Sl 7 sieard
BIUTR RO SIS, 9d, DY bHa=gredT (R q_lemeles e wara
B TG 3 Haldyddh ST IGdd 3ed. RS, ST ST IMHDII GRS
ATy et e Sfauane 3Te} g ATTAR URIET ST BRuATd AT, T |
AR 9_eT PR UhgaTaoT SIT0T0] T3 3iTe. 81 919 fIaRId o, <1 <41
RS fAurT= S geiarst friy wien et i smed, 1 |4 favmi
WG AMTE® SETS! T T GRUT TIR HRUATE 919 2ma-ran frarme=
I,

I iy -

Hex 24 FOER, wREa [GUrTETha S geiardl favri adlen
AT HROITT JdTd, M3 Fd Uy weiieuidic aMse Ieia gRor i3
HRUYTT U 3M2. FER GRYI § B I DI GHATIATE B MBI, T IR
fSTegT aRYe/TRUTf S S/ TR AT G BT/ AT ARTTITEIS I HSos, HEH S,
UTEhRUY/ 31 ARSI ARATIAIRTS HHAR] AT S BIVIR T8,




1ra ol haie: faueN 2630/9.56.9¢/1.90

@) fauria wWerdguiis aMse 9E &RoT -
() FfEd UGTaR HRIH HRUIRIST 8o o) fauriia ofiern (Sa1. SamdzikR
URIET) -
q) RIS THUGME! IEdT- Hafdd TR 98 AR ARG PRI ool
YR T AT USTaR USIFAIgR USRATIAT TS Faril, faumi uiesy
0T U BT,

;- 98 AR TS Al Ja3T FRIAEe T8 bosedl dRga R 8RS Slh3dl
ST 37T s Al ATthe WRe@™Id f+as Seholl 37T 2Tl gRUNgR A<
REENEISIIRICRIN

) fourig vierar S837 - ey HHIRINT T IS BB S
YT 3TTeb 31T fehdl B AT I TS T 0t RISt faumiiar u=ietr ST
HRUGTT Aol Fad, fIumia gier <ot 2101 ifard o1s.

3) TR THUITH T Heft-
(3.9) Geft- Heft Tors Hferd TRmad i fAurTe SrfoTd hded! fawmi uten
&1 T W1 THUYTATS] SHEARIT SUAT M3l et 3.

e, YRR 1Y TR ST BIVTRY gl € il & 0f 707
VIR JFAToS, URIETeST THUATH TS IRIT] SR SHGIRT R 3751 e
ST ATE! fhdT URIErT 3751 AIER Bo-e! TIard YRR eI ATel, a¥ie! <l
T AT ST URIeT &1 Hafad SHSARTE QUATd 3fcses! Yeb Hell =
OTOAT VS S.

(3.3) WEiE T - AN Addle HdfErd gerar gt e
(ARUAT 31aT YIAdIgR gt ) Tpor 3 FHiHed uxter S<itol 8191 Araedd
NEI)

ey, ST ggie YRdIE Bl BTy T8, A3 UTaves AfIBRT /
HHART T G G IRGIET Brosrgd e S0l 8101 3Ta3g P 81,

(3.3) Gl TUMT- 2B Add ST fEATHRT Heferd gaTaR SHaR] w9 8lves
(ARSHT AT TSIl g R et MQBATTAR ) T ] [STTebT-cR T2H ST dabl
AT TSI 375l AIGR HRUATH! HRIAE! G sy, T (Ui alierd
3ITATST &1 HeafAd 3D oA Ufeedl Fel U 0vard Iged. q9d
CATIR STehH TSI BIOT=IT YTes &I URIel AT Yales gast d forast el
FEU[A U0 S SS.

BIse, W1 [ATIPIYdl SR T hoye) quiHdies Uiy wieardian a7si |rex
HRUYTET faich FHIET T3] 3 TR el MBI HHART Ha¥ INed 99
3Tehel TGS AGR YT BIUTRT URIer B Hell 3 u[ T0rvgTe J0TR ATeT.

TS ¢ @t R



31T ot shieh: faue R§30/9.55.98/1.90

3.9) fofea defia uien Sl 1 e sioR gRomH- HERT ueTer e
SIS fau Ty udler 3135, 3.2 Wed & hedgaR A8l |ei I<iof =
URleT S0 Blges 3feral qRiEn Il BT 9T UK 8IS QTR TS|
JATdTS = MBI, ATH YoIes qd da-aral AT, Sv) Hlal da-are JGudTd
3MS! gl 3T FHGA I BIKIch. AU, ABdTbId! b T THS.

U, Te-31 g S-g Al STAMd gaierk I g gIom=an =i
aRdlen gRUTTAR R FTaEdida wex Quriy wer <ol o
HHITE T2 AT FHT HAHLYT PHI@UATT g3, THd Te-P FdIe3 AT UG
Haaat FragR AR SToaTae ST BT TR 3121 Wd ISR @ HHARY
i1 aRENeTEe FroTaeiad ex fauri uierr Sl 8101 ShHyTS 37T, 3Tl
T HIHET FHISUATT VS,

(3.4) TIEGI THGMEI JATLAT- MBI HHAAN Hfd UgTaR H1aH
BIVIAIS] ol ARy adler S<iivl 8101 ifFarl srqedre, uier Sl
ST AT NI fheig! dool 9T I 3.

U, Te-31 g TMe-g AT ITSTANd gei=T1 ARG BresTatil o5 Srfedro
T e [q9riT ater uRTemeie SroTaeiveda S<ivl 8101 hAvT 318, A1
RIS AU 3G Al FBuR Amel. a9 Te-& =1 ST U1 AdTidz]
FRETER aRAlee= STaad f[Aafrdun aRde HRUAa Mool AR M3
gee! faunfa when aRdens= eroadvea Sl 80 wau e, =i
TIEesT ST 3T et e uR ATal.

%) TS STl BIVATARIT YT - FaH 1.9 I 3.9 A9 209¢ =7 316 FORITIER,

HEx URIET SN BIVATARE IMAD Y BRI/ BHAR] T agrdl o ¥ guof
ST fEie™ e 3= eis.
- NG AU Aiahels difyd R BHGST ST
ST (SR a¥ler S0l BV adqaiadl g 1 QuaEEd Soffayed
ol e TR =T fa i a_ter fRa|med e e Quararaed! Bioril
RS [Aafarauol T9e bol T IR ATATATS! e URIeT S0l 8104l g
ST ITEUTR el

4) TRIAT RS RS f[AURT=ar SRIEwT RO - MR GurT=
Uiy adleria i da¥ () 2T fadid 23 LR, 030 T URYFBITAR
UBTRAD 1 fIWTIT=IT SRTd% BTd.

&) TEr ST SISl Tigkie AN uriaeae AMe- [J9ria adie=
JIRIRTHATEY TH& bosed] Hd [T S0l EIoaTATS], SHE IR T furd
AT Yo T T[0T AT DRI HT2Th T8 1.

IS ¢ Uapt 3



1ra ol haie: faueN 2630/9.56.9¢/1.90

(9) geaT ot grvamen fEie - fawrig gderea sae=ar TuR Saveat St S

feaaran festie g1 et Sl gIvaraT fesid aHsTudrd I,
¢) T gt Gea Sl st Al =UE S daare 31eT HRudrEl faie-

dddTe Vol SHSIR AMdR ST edT SaT gsierd I<vl gIdl, <7 gsie=al

Al YuR=] U1 feadrdn faie 81 udier Sl sirere fadid sraeans,

qeR fAATBHOR YUIRAT STHaR)/ e AT ATl G o! da-ale el HRUGTd

gl

. IR YSTaR YS! SUITATS =T YT URIeTl-

q) TS SHUATE! UIAl- Hafdd ggTeaR 99 ARTH AMHEIET FRa soat

I 9T FEfd USTaR USISdigN ISATUAT ST ed) Fadl, faumig gl

EREINEIEECE
;- JG AFT FUTS] AT Ha2] AT T8 B ed] dRa TR A8RTSE SIbddT AT
ferar g A Atha WR@AA Mae STesel ferar ATl gRUTgR I g

BRI ESI]

) fawrfa wieg=r Sear - aRs UeaR qaEkll SUAgdl, aRw ygreR HM
SHRUYIATSIH & TUTRTUITATS T HaR YR ST hRUYT Al TS TG Iicl]
SUIATST WeR GHRT uier S0l 8107 3T +1aR] 81,

3) TRIGTS! YA gl ISt AR HRIa] IS T 6y

9

HHAR] F9] BES (W@l AT USIAAIGR

i e el SMRIMIAR ) T oy f&Th iR, Jo¥ g1

THY - feTier geEdNSTAT faurRTa wRieassaT 3
ATGR HRUATH] HRIAE] G Blge ATdod! Aeerd
SHEAR HeX RIS 3751 A1ER % Idha.

2 | PRRT USTaR MDY Al A UGTaR HIIH SIVITATS !
S BINISHET | fIuriy alen S<hvt sitear=an fedieray, 9o
forarirg aten <1 fesier ueradaS=aT fauri aieRadan
AT - 35T HIER BV BRIdE] & Blse s

G SHGIR e U1 315] TSN 6% 3[hd.

¥) TS THUITGRAT Wefl - ¥ YR Sl SeIIREar |efdd 2mie
ABRY/ BHAR! & RS YGTIR UGS TS ] T3 SRUMR THSAR0S, Hax f[a9rg
TGSt oxIfad Gl W fHf3d sruamEr Uy Sgad A8l 99d, ey
faarii whigrardt Hefieh erorier Fater g sxvara Ad ==

TS ¢ Ut g



31T ot shieh: faue R§30/9.55.98/1.90

Y) & SNV BIIURGT e - e 3.9 I 3.9 A 09¢ =T AN
FORITTAR, eI FEIr=AT YaTaR fhH1 9y ay AdT1 qof deardT (e fhd

i g Yo g YUl ST f&idh AT of TR TS Rl Sl
ST TS AR TRIET IV BUATIRIA YT 3T JTR1eh.

&) IS SMAS RIS fHIT=ar WREwd SO - 94 WRINId g [q9rT=
I fauria aieri™ Mo e %.(3) Yo faAid Q3 IaR,020 =T
TRYFBTTAR TR FTHNT=IT WIRTER BT,

©) TEr S FgRTdt wgkdle fhue IurieeTe AMe- A9ria g
JIRITAHAMR TS ho3ed] T fATIHed I<IT0] BIVATHATS], SHE AR Ul
fSTe fRAT Yo T 0T YT BRI I B 1.

¢) TNE Sl B fiie - Rvriy whie=ar 3deaar TR Fav=n S
g1 fegaran fadie g1 uier <ol grogran fawis FHsvard Irar.

(@) TR IR WRTER HRIGATH SRIATE! -

SURIRT TS AHTS D ITdT IR Ycdeh TR 1 AU el WRTIR Heiferd
ueiEl Baed g SEEaral R U9 e [A9rTa gxien fFresmean s
W ST AT e wRTaR o1 &7ar.

o TRIET ABIIAD SRIAV- GRIerd AT quIg bl BT BRI T BIvIT

Al BRI AT doI= D AT BT
o TSR URTET QUI- TRIGATS JMazdd UfRieTomar dresraet A s
o TRIEET AWATHHH SRV~ TIGATS] YUl [Tz g TS U ol
q BISE! & TRRID Y [GHRTHIG SRIAUaTd Irdd. T899 URIel JIdhiae
3FrdT YRTehITRTaTY SAUIR 37T Bl FGe! TRIAD 1Y fawrei= e rrd
FoITfar, RTS Al STANTTAT A 2093 =T BT e RIBRRITIAR
f&. 30 T, 2090 =T JLIABII TAGR fSiedl GaIgaR Yeics fauzi
RS UGTAR YS! & UITRATS 2T Ul URIeTeT STRITIh HI FHTdR] HR1dT.
3 Hifga frd R 3rfarfaH, o004y
) BRI ATl A FfSf ™, 200y
P) HERTE MBI BB [ BRI Uiaes Srogram
JfAfH, 004 T YHIUT HHIS 3.

() FATAIST FIgaRT S0 JATABRY/ HHar=ai<an faari wderderd -
AT YETG] ST QUi SIede, Yaieal SATelleil 3far 3y

HRUTHS SATAe] BRI SRR IMHDB I HHART TR ST, 37317 TR e
SRS T ATD I BHATI! STa] = [AHRIT FHRISTM Fgedt Brogra

TS ¢ Ul Yy




1ra ol haie: faueN 2630/9.56.9¢/1.90

Id g FEIISHM Fgeil dosedn Terdre! f[auriy wiern o & sedn,
372N ARG STSed] HHATIAT AU e HATIDBR BT BRId! fral
IEe] T rdl. Al ok A& TRmd R [T A g2
[ERINIEIR IR CERICHE

(@) YR IHSISTUaTgal drRIYg! ;-
fHTTg aler=gT ArTg e ddid 9IR0 & e A Horgred] feieangT
I EIS.
MY, WX R GRS 3.5 3 () (8) T 37 () (4) IS RIS &,
HeHier . 9 s f.9 71 09¢ A=Al 24T FUR—IGEAR AT bo
AT, WX ARG &1 <1 3 (Uiredn f&AieraRgs =gorerd 3.9 @1

R09¢ UL BT 8IS,

(3) WRMHI vt Si=ar yafera faurha wien =T sremEr g
RO ST fawmiia olen fFrwi= =1die s fFeifia &=t -
RIS faur=T e favrfia alen Fewige a1 sreedis
GIITAR IRV BRU AG3Dh I, i I a9 aler a4
GURIT HRUGIATST TSI U R YR i gray, A1 2ma- Horgren
(ST TITR A8 Afg=aiea 3T, I [GHIIIT AT=IcRd |Iax HRId.
qHE, WG [ErTe guria ezl FHiHa siswdd, JRmaay
fG9rTATh e STAIT BIom=an fauriy a¥ler=r, |ex 2+ Mondie f[quarmy
RlereT AHTg D d1d1ed] TRl 1Y RTEle.
TIYHTO, YIS fqHmTiean gafosd udler Fawidis aRgeiqar, dav
e o= feATegdl, St Brddrel BRugd ASS! ATe, FTaR AT 2T
fFrofarcie f[uria aien FrRImm=r gRIe dRYaqe BIormel JRumT 8IvR
BIE

TITRTD 1 fA9ITi=T uter frosie 9rey Arey Sx = Wieies 914! faarTa
HUITT AT
q) GlaTaT 9 URY - Hex} 91 TS PR [GUET g_iEn Bior
TRITSTRd M HRUIT I AT, BT USHITS! (UG TCIE) &
I GECYU] THE BRI
) IRII- MM T8RS BIhAdT JTANTH IRAT disvATd I1dt 9
SR 3MMI3YD YA TH& HRUYT T Tel.
(3) 1 3T Rl 31.%6.(@) TR TRITGIY [T WRTGR BRI
HRIATEIe |d adida¥id el A1y <t aRge 1S HRIE!.
(¥) 12 oTaTgR 94 fquria aterard = amrs & aeid eRor i
HRUATT 3N TS Uy FRIAHER] GEISHATY Udh e FH1fase
HIUGT 1T,

TS ¢ Ul §



31T ot shieh: faue R§30/9.55.98/1.90

AT TR fOHITT=T o A d 1ol 2033/9.96.96/P1.90, f=Tid 39 14,
2029 =T I AoigR favrf wierfar s e adivewia Mg
Posedl GRS ARSI AT TG TRITA fA9HHTh dolded!
PHRUYT YR I8 & I IRIET FRATIe! Sy I8dies.
HET 3. (3) 9@l SIY - JRII: 3R] TS BRUIN A B, T AHTgD GRS
IRIGIR fvrig wien fadia weid St 9 Srearar R $ae da-dréa] g
e, fonrfar et fammed, e g ddia S<hvt 9 e o=
URUTHME] IddTe Gl JIAE 3T AToll 3R BTl TRV TS $Hod AT,
IR IR 1Gos SR R § BId AGIT AT DIel TG JSa0] Igdd
TS TR, T GERUN HRUGTH! A < BRIV TG Do AT A T3
EGINIEIG IR IR SR

(3) 3T TASITS! fAuTRT qiera SIS HRugd I ST -
RISy faurTear faurfa odler, ¥ex e Mol 98 doedl

TS AR 30 TATSTHTATST T BT A T, G g fauriy
URIAHE T GIROTIT ST LRI RO IRAT S ies AHT T3

ECIRIEIRIR RESE! SIESCAICIF

e 2 Aol HERTSG JMMAITIT www.maharashtra.gov.in dT HhAABIAR

IUGE HRUYTT T3] G AT Hehallh 20390339999300019 37T TR, B 32
feolics WeRiE gefifehd Bod hIevdrd Ad 8.

He XTSI XTI YT e g SICEISSINCISICIEE

Geeta Rahul

Kulkarni
(T HFHTT)
Y Afd (), HERT AT

Ei

1. ST i, 939K 8o, 4,

1. AT A g afea,

AT, 75T I @rerht |fd,

1. R eria, faemaRye/ fagrrayr, g 99+ , gas
a4 A1, [durvies daw,

1. 43 G, I IR WY A8,

G HATSA fAURTT 370R ey |ferd/gem diera/ |ied,

Ay, AERTE, SIHHdT 3N, Ja3 (T37),

U e, RS (GG Hees Airaresy ([Aera9), 44s,
qo Afera, AERTS; e des afyarsy, ([@am 1Rye), 4¢3,

PO N G oM L N o

TS ¢ Ul g


http://www.maharashtra.gov.in/

1ra ol haie: faueN 2630/9.56.9¢/1.90

qq |fra, I IR A1 YA AT BIATG T, T RO 9o, 443,
92 HETSHITS (ST g ATLI)-9, HERTS, 4,

93 HETSWUTE (3T UNIET)-9/3, HERTSE, Yas/ MR,
Ay ARG T T ABRY, 7,

qy FaRet St er e, Hes,

g, q&I AT TRIeTd (AR &), HIbor e, Td1 s,

U HETHATS D, Afed! g SIS FATHS, Hds,

¢ |d TR U= ffucaTs e f[AUNT IHqa / Srisd TqE, (Haied
fa9rTG ),

9 =T YR fa9TT, a1 STIRIHEN S d a8 ferd/S9 gfd

20 g = (@rT-90).

T3 ¢ Uapl ¢



STANDARD OPERATING

PROCEDURE (S.0.P.)

FOR DEPARTMANTAL
EXAM

TRAINING SECTION




S.0.P FOR DEPARTMENTAL EXAM
Department of Goods & Services Tax, Maharashtra

Standard Operating Procedure (SOP) is the blue print of the set of all actions
and processes that go into the functioning ol the entire machinery of
personnel involved in any particular task which is undertaken on periodic
basis. It is the most basic reference document to be referred Lo while
undertaking any particular task so that the small details of the task do not
get skipped and then create impediment in the completion of the task at a
later date.

Conducting departmental examinations for various cadres in the of Goods &
Services Tax Department Maharashtra, is one such task and is such a
sensitive subject that many a career may get affected on account of the
smallest mistake in undertaking this work of conducting examinations. It is
therefore, highly necessary that there must be an SOP of the work of
conducting examinations.

A blue print of the steps to be undertaken has been developed painstakingly
on the basis of the long experience of the people involved in doing so. The
basic purpose of the SOP is to create a reference point for the people involved
in undertaking such a task and to bring uniformity in the implementation of
the instructions applicable thercto. Another objective of the said SOP is (o
bring as much objectivity in the process of conducting these examinations as
possible.

Following is the SOP to be referred to when conducting the departmental
examinations for various cadres in the Goods & Secrvices Tax Department,
Maharashtra State.

PRE-EXAM ADMINISTRATIVE WORK:

e Submission of a Proposal to conduct exam to Hon. Special CST.

e Publishing a Circular on departmental website declaring exam &
calling for applications.

» Applications are verified by respective £.0.s for number of attem pts and
any issuc and verifying claims by applicants.

* Establishment officer certifies that the information provided by the
applicant is correct and complete and confirmed from office record.

e As soon as deadline for submitting application to Training Section
through respective JC Office gets over, tentative list (Centre wise) 1s
prepared and gets published on departmental web site.

» Alter considering objections, if any, such as Spelling mistake or Name
not appearing in the list, final list is prepared and published

e Circular declaring Dates and Exam Centre address is published.

* Orders of Invigilators, Supervisors Centre coordinators are issued with
the approval of Hon. Special CST.




BACK END PREPARATORY WORK:

o List of paper setters is prepared and approval is taken from Hon.
Special CST for the same and orders are issued to these paper setters.

o Paper sectters are provided with Syllabus, previous year Question
papers, books if required and asked to submit question papers to D.C.
(Training) in scaled envelopes marked as conflidential.

o For each paper 3 sets are collected from 3 separate paper setters.

o Once all Question papers are received within time determined for their
work, as per the subject all sealed envelopes will be kept in safe custody
in sealed cupboard.

o All sealed envelopes containing draft of question papers are  taken to
Government Printing Press by A.C.(Training) to be handed over
for printing. Two independent officers are nominated to accompany the
AC (Training) while taking the question papers to the government press
for printing. The scaled envelopes are also accompanied by
a receipt with a certificate, signed by the person in-charge of the
government printing press who takes the dclivery of such question
papers from AC (Training), declaring that Sealed
envelopes are received.

o A photo of all the sealed envelopes is taken in the presence of the
nominated independent officers before they are handed over for
printing. A letter is also handed over to Printing Press informing them
about number of Copies to be printed for cach paper, based on number
of applications reccived. Some additional copies arc also printed to
account for the loss in transit or damage to the papers till they reach
the examination center.

o The photos of the sealed envelopes taken before they are handed over
for printing is sent to the paper setters to check the seals and certily
that the seals were intact when handing it over to the printing press.

o All the three paper scts [or each subject are given for printing which are
then given for proof reading to the officers nominated {rom outside the
training section.

e Proof reading is done at Printing Press by designated independent
officers. One proof reader can proof read up to three question papers
but no proof reader is given all three paper sets for single subject for
proof reading.

o All the printed question papers are put in the blank envelopes and are
distributed to the proof readers for proof reading. Once proof reading is
over, all the question papers are put in the blank envelopes out of which
one question paper each for each subject is selected randomly by the
proof readers themselves. Since the envelopes are blank, the proof
readers also do not know which question paper has been put in which
envelope. In this way confidenuality of the entire process as well as the
anonymity of paper setter is ensured.

o One person from the Training Section will oversee this selection of final
question papers enclosed in the blank envelopes.
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o Printing Press is given center wise quantity requirement of question
papers to be printed based on the final list of applicants.

« Question papers printed and packed as per the center requirement are
collected from Government Printing Press in Scaled packets.

« These scaled packets are sent to the centers by an officer designated by
the JC training for the purpose. Two independent officers from outside
the Training Section will certify that the envelopes were in sealed
condition while handing over to the person appointed to take them to
the respective exam location. The same officer is also designated to
bring back the answer sheets from the centers also.

« School or Colleges arc visited in order to finalize the Centre for
examination.

. Answer sheets and supplementary answer sheets are packed as per the
number of candidates at a Center and properly labelled
indicating Centre, Subject and number of copies in the packet.

o Location wise teams are deputed to send the Question papers and
answer sheets to various centers outside Mumbai and also to bring
back the written answer sheets.

ON THE DAY OF EXAMINATION:

o A day before exam, school or college is visited to mark roll numbers on
benches.

o Once the roll number marking is completed, a class wise chart is
prepared for display at the entrance.

e On exam date, Sealed cupboard is opened before the independent
witnesses from outside training section and scaled packet for the
particular day is taken out and dispatched to the respective Centre.
This exercise is carried out at each ol the exam locations.

« At the center, signatures of two candidates appcaring for the said
examination are obtained confirming that packets containing question
papers are in sealed condition and the seal is intact.

« After obtaining signature, packets are opened and question papers are
handed over to class invigilator for distribution of question papers in
the classroom.

« Invigilators are also supplied with answer sheets, supplementary
sheets which bear the seal of Training section, for distribution in the
class room.

o After every examination, attendance report is  collected from
Class invigilator, answer sheets are tallied with the
attendance statement.

« Invigilator’s attendance statement is tallied with supervisor’s report
on attendance. A supervisor is in Charge ol a group of classes where
examination is being conducted.

« Each day answer sheets are collected from invigilators and are scaled
in front of the supervisors and invigilators who sign the certilicate to
confirm the such scaling ol the answer sheets
and dispatched to Mumbai Training office to be kept in a sealed
cupboard which is again sealed in front of independent witnesses.



POST EXAM:

e Preparing proceeding for appointment of paper checkers and
submitting the same for approval of Hon.Special CST. This step does
not necessarily under taken after the examination is over. It may be
undertaken even before or during the examination.

e Issuing order of Paper checkers.

e Once answer sheets from all the centers are received in sealed packets,
the sealed packets are opened under the supervision of of D.C. Training
and in front of independent witnesses from outside the training section
one of which is the officer who was designated for carrying the question
papers to the center and bringing back the written answer sheets from
that center. This is done in order to confirm the number of answer
sheets received in every packet is the same as at the time of sealing of
the envelope and also to confirm that seal has not been tampered with
before opening the envelopes for coding work.

e The officer designated 1o carry the question papers to the center and
bring back the written answer sheets from the center is made to certifly
that the seal is unbroken and that the number of answer sheets that
were enclosed in each packet (this number is written on every packet)
are correctly retrieved after opening the said packets.

* As all scaled packets of answer sheets are opened, answer sheets are
mixed in such a way that answer sheets from various centers will get
mixed randomly and then bundles are prepared for sending them to the
paper checkers. These Bundles of answer sheets consist of 50 answer
sheets each. This work of mixing answer sheets is done under the
supervision of DC, Training and AC Training in-charge of the
examination work.

e Randomly mixed answer sheets will be handed over to staff of the
training section for coding. An acknowledgment will be obtained from
stafl to whom answer sheets are handed over for coding which will bear
number of answer sheets handed over to them. There are two scections
in the answer-sheets — one bears the Roll No of the examinee and the
other one bears the subject name and center details only. The second
part where the roll number is written and the first part where the center
and subject details are mentioned are coded with the same numerical
value and then the second part bearing the roll no is torn off and kept
in custody of the training section.

e The coding work will be done with the help of a numerical combination
in such a fashion that whatever number is written on one part of the
answer sheet, same number will be written on the second part too
which is torn off before handing the answer sheets over to the paper
checkers for valuation. All this activity is preferably done with the help
of some numerical stamps in order to avoid any human error.
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After coding, answer sheets are received from staff to whom they were
handed over for coding work. Acknowledgment is issued by training
section which will contain coding Numbecers stamped by the staff on
answer sheets provided to him or her for coding. Detached coded sheets
and answer sheets are received by training section and will be kept in
safe custody. Coded answer sheets are sent to the paper checkers for
valuation.

Such detached counterfoils with code numbers are kept in scaled
envelopes and are opened only when all the answer sheets are received
after valuation.

Paper checkers are provided with books on the subject of the subjective
paper and in case of objective paper, with model answers along with the
Answer sheets with serial numbers (code Number).

A written oath about maintaining confidentiality in paper checking
process is obtained from the paper checker. The checked answer sheets
are received which have marks written by paper checker on cach page in
red ink.

Marks are also written in tabular form on the [ront page of the answer
sheet which is duly signed by paper checker.

An excel sheet with signature is also received from the paper checker in
which marks obtained are written before cach code number and he
certifies that the excel sheet is error free. Soft copy of the said excel
sheet is also obtained from the paper checkers for compilation of all the
excel sheets into one common excel sheet.

Answer sheets are verilied by the (raining section staff for
any totaling mistake or any discrepancy in marks table. If any
discrepancy is found, the answer sheets are sent back to the concerned
paper checker who is requested to look into the discrepancy and if
found appropriate to change the marks obtained on the answer sheet
as well as in the excel sheet which is again certified by the paper
checker for being error [ree.

Decoding of the answer sheets will be done i.e. reattaching right hand
side part of the answer sheet which bears the roll number and name of
candidate to the answer sheet.

Answer sheets are bunched together ‘roll number and center’ wise.

An excel sheet is prepared on the basis of the excel sheets submitted by
the paper checkers wherein one more column of the Roll Number is
added to it and thus a tabulated data ol roll number wise marks is
prepared before declaration of the results.

Two independent officers, from outside the training secction, arc
appointed to cross verily the correctness of the excel sheet of result
prepared by matching the excel sheet prepared by Training Section with
the original excel sheets submitted by the paper checkers. If any crrors
are found in the excel sheets submitted by Paper checker and the one
the final excel sheet prepared by training scction, same are contacted




to finalize the consolidated excel sheet on the basis of which results are

declared.
» Answer sheets are rearranged according to roll number and center.

¢ Obtaining approval of Hon. Special CST for granting grace marks, il
any, to candidate as per the prescribed exam rules.

o Final Result is prepared and approval is obtained from Hon.
Special CST for declaration of result.

 Result is declared on website.

e Marks sheets of failed candidates preparcd and dispatched.

 Rechecking procedure undertaken in case of application received.

» Thosc who clear as well as those who fail the examination get their mark
sheets within a period of 15 to 25 days.

o After clearing an examination, if somconc is eligible for exemption {rom
appearing for the same subject and if he applies for such exemption, an
exemption certificate is issued to him.

» A report regarding exemption is sent to MPSC is the examination
pertains to the Officers Departmental Exam.

« All the EOs are asked to take cognizance of the attempt for clearing the
examination irrespective of the result of the said examination. This is
done by way of an entry in the service book of the concerned person.

o All EOs are also asked to take cognizance of the exemption certificate
issued to a particular person.

o Data base of all the persons appearing and eligible for such
examinations is prepared by every EO which is then forwarded to the
Training Section as well as concerned Establishment.

RECHECKING:

e One month’s period from the declaration of the result is the deadline for
applying for rechecking ol marks.

o Applications for rechecking are received by the concerned EOs who then
forward the same to the Training Section.

o Once all applications for rechecking are received, approval is obtained
from Hon. Special Commissioner on the name of the officer to be
appointed for the job of rechecking. If applications for rechecking are
more than 25, two olficers will be appointed for rechecking. In this way
for every 25 applications for rechecking, one officer will be appointed
for rechecking work.

« Answer sheets of candidates who have applied for rechecking are taken
out from the sealed cupboards in front of two independent witnesses.

e Codingis done as described earlier and coded answer sheets are packed
in sealed envelope.

o Coding counterfoils are packed in scaled envelope before the
Independent witnesses.

o Answer sheets are handed over to officer/officers appointed
for rechecking.

o« Written oath is taken from the officer about
maintaining confidentiality in entire process of re checking.



« An excel sheet is provided to officer along with answer sheets
for rechecking. This sheet has a column for original marks obtained.
Blank column is provided for writing marks alter rechecking.

« After completion of work of rechecking, answer sheets are collected in
sealed envelope along with excel sheet duly signed and sealed by the
checker.

o Decoding of answer sheets is done.

« Result of rechecking is prepared and put up for approval of Hon.
Special CST.

« Once the approval of Hon. Special CST is received, final result of
rechecking is published on departmental website.

« All answer sheets are again deposited in sealed cupboard in front of two
independent witnesses.

« If any candidate wants to personally scrutinize his own answer sheet
and applies for the same, it is allowed under the supervision ol the
training section but no copy is given to the candidate till expiry of three
months from the date of the declaration of results of the original
examination.

Any work related to the examination will be undertaken with reference to this
SOP and any deviation from the SOP shall be dealt with appropriate action.
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