SYLLABUS OFD.Y.JE. FOR MML S€3A LE UPGRABATION Qe
NON-GRADUAT LT STENO GR-I (BPS-15) FOR PLACEMENT IN BPs-16

Staff Duties and Office Manayemeni

Tetal Marks 160 Fassipg Marks 50 Time Allowed 2 Honrs

1. Official Correspondence
% Handling of ordinary, confidentizl and seoret letters / & secuyity
cinssification, o :
3 Proper maintenance and préservation of record.
4o Filiug systemn o
. Destruction of un-wanted / old re ecord,
6. Anmial Confidential Reports. Guidelines for writing of ACKs.
7. General Knowledge about Ellcski(ﬂﬂ“{" of imquiry reports,
&, Repeort fm'mqstm;s and paragraphing of minutes / Iotters,
f’mﬁ‘r L: _ . .
Fart-} GI (L CA/ Bak & Tslamic Stedies (Obiective TVie)
Total Marks 56 Passing Marke 25 Time Allowed One Hour
1. Pak Studies (Mafric Level).
2. Istamie Sﬁud’ies '(T‘ﬂatri:‘ Level)
3. Curreint Afairs s (Previvns twe months) / General wowlodge
Favefl WAPDA Rules & Reoulations (Subidetive Tyvie)
Fotal Marks 50 Fassing Marks 25 Time Allowed Omne Hour

Boolks will be aliowed.

L&D Rules (Procedare only)

1.

p Conduct Rules

3. TA Rules (Basic Only)
4. Leave Rules




