
!rz8 l
3, Organlsation of the Bihar Secretarisl including subject dealt uith in each department,

4. The Coastitution of Indis, calient points of th! CoDstitution Act particularly thoso rclating
to the Public Scrvices and Parts V aod XIV of the Constitutlon including matters oD shioh consultation
sith the I'oblic Servic€ Commission war neccssary and the prooedurc to be folloE'ed in making reforences

to the CoEmission.

5. The Eihar Public Service Commission (Limitation of Functioos) Regulations. end the

Government Servants' Cooduct Rules.

6. Civil Servicer (Classification, Control and Appeal) Rules.

?. (d) Central Civil Services and Conduct Rules as applicable to the ofrcers of the I. A, S.

and L P. S.

(D) Rules for the recognirion of Associations of Gove;nmont Servants,

8. (a) Forms and Rules of Correrpondence,

(b) Practical exercises in the drafting of official letters, D. O. letters, expr6ss letters, telegrams,

office memoranda, notificatio , regulation, press communicalion and press Dot€s, rummaries on 3elected

proc(ediDgs bolh printed and unptinted obtaincd from the departments for thc purpose.

9, Noting, referencing aad intcr-d.par(mental referenccs, precis vriting'

10. Financigl Rules, tho Bibar Servicc'Code, Chaptere Ito IX and delegations thercunder and
other Financial Rulcs.

ll. T. A" Rules including the Ranchi Rules.

12. General Provident Futrd, tho Conlribution Pfovident Fuod Rules, Cobpensatory ard other
allowanc-es.

13. The Peoslcn Rules.

l{, Bud8,ct Proccdure (theoretlcal and practical), Chapter VIII of the Secretariar [nslructioDs,

15. Medical Attendaoce Rules and Orders,

16. Tho Second Five.Year Pian, Community Projects and N, E. S. Blocks,

17, Thorough grounding in solected chaptcrs ofthe Secrotariat Inslructions,

X-2. ATTENDANCB OF NEW RECRUIIS TO THE SECRETARIAT MINISTERIAL

SERVICE AT THB SECRETARIAT TRAINING CLASS.

30 (d)

Letter no. OMiR-2026/5?-9513, dated the 20th November, 195? from Shri M, S. Rao, r. c. s. to
Chicf Sccretary to Governnent, to ell Secretaries to Govcrnmentiall Additional Secretaries to Govfrnment/
Deputy Secretary, Appointment Department/Deputy Secretary, Political Department.
SuBJEcr.-Atteodancc ofnew recruits to the Secretariat Ministerial Se lco at tho Secretariat Trainiog

Class.

I am to inYiie Ettention to paragraph 3 oftte Proceedingr ofthe Secretaries' neeting hcld on the
l4th May, 1956 (a copy of cihich was foruarded with Organisation and Methods Section's E€mo. no.
OM/RI-1010-56 A-5641. datod the 26th May 1956) approving of a programmc of training for nor



I ter1

rcclults to the secrctarist Minisierial Service. A Training olficer, as ervisaged io the proposal' was

appointedanda[rainingclassgasopenedonthe25thNovember.lg56.TheFirstandThirdPbasesof
troining were taken up and the piobationers obtaine'l 

-from 
the Competitivc Examination held in

1955 s ere call€at in batch€s but in none of the batches called for the training the p€rcentage of attendrnce

wos eve! more than 50 per cent of the total number of candidates forming e batch' This has Prolonged

fhc haining programme which could have been shortened if the departments had co'operated sith tho

Org*l."tio'o *i M€thods Section' Tho proposal' as approved by the Secretaries' Meeting' included an

Examination at the enal of the tr;ining o judge how far the training had succeeded in makiog the traineos

cfficient. Tho probationers, uoder the icheme as approved' are to be given four chances for passing this

cramination within the period of probation. If thi attendance at the Training class hail beon os it should

hrvebeen,ltshouldhavebcenpossibletoaflordthetburchancestothoprobationerstoPassthe
txamination within their probationary period'

2.TheresultoftheCompetitiveExaminstionforrecruitmenttothelowerdivisionisexpectedto
beshortlyannouncedanilthoatl.otmentofcandi<latesfromthisexaminationaswc]lasfromtheSpecial
io"i, piririoo Examination hcld earlier is likely to be made soon. I am to request that the names of

caDdidatcs allotted to the departments should be communicrted to th€ organisation and Methods section

;;;,,y;;";didates selected fo! trainiog shoultl be released for training as soon as tbe call is made.

Thc trainces tluring the rast one year had, however., repcatedly, complained that their absence from tbo

;;;i;;a;r;";due to thoir.;iDg allotted full-timc work by the dcpartmonts. This should not be tho

case and sioce trainecs sre ,.quri.Jio attend rhe Traloing class either in the forenoon or in tbo afternoon

ii.t ri""fa U. 
"tottcd 

only so much work by the departments as would eogage them for only halfg

;;;. ;;1;" same time I am to request that it should bs made clear to tbe probatiotrors that thev can

;::;il;;;; ir"ioiog ct"r, only on very exccptional grounds such es illoess or unEvoidable

;;r;;";;; off". oo 
""'u"i 

leave' t am to express tho hoPe that the secretarier' Additional secrelarles

;;;-t;;,t il.taries in charge oi the department: t1119:I-toi' matter of trainlng of the n6e recruits

to th€ secfetariat Ministerial seivlce tneir personal attention- snal see that the probatiooers are tcleased

i."t"rftt "tfn. 
Jl is made from the O' ind M' Section aud are givcn full facilities for obtai1iog the

training,

3, The serrctarics, Additional secretaries and Deputy secretaries ln charge of the dcpartments

"r" 
forti., i.q*.tcd to eee that ths Sccond Phase of troining is carried on by thc departoents sacording

;;il;;;il;; ur'*av r'io down bv tbe organisation aud Methods Section'

30 (ii)

No. OM/T't0l ll58-45{7, datect Patna' the 15th May' 1959' from Shri M' S' Rao' I' C' S ' Chisf

SecretarytoGov€rnm€ntofBihar,csbinetsecret4rist(olg4nisstionsrldMethodsSoction)'t0
oll Secretaries to Governmeot'

-.- susrncT,-Attetrdsnce at tho o. &. M. Sectlon trainiog class of trew racruits to the Io er dlvision of tho

Bihar Seoretariat services'

Ia6dircctedtosaythatonmorethanoneoccasion,thounsatisfactoryattendanceatthotraiDing
classhasbeonbroughttothenoticoofthesecretariestoGovernmentandthedepartmentsoftho
socretariat,buttheattendangeortneprouationersatthetrainingclasshasnotimProvcd.Aoattempt
basboeDma.tetocomprcsswithinacompatativelyShortperiotl,trainingoovariou8subjectsandun|ess
the probotioners go through thc Yholo programme of training' they are not likely to be bere6ted by th:

rraining, The probationers may, howcvir h-ave to be absent from rhe class on rare occasions for reasons

of health o! for urgont private reasons. It is acoordingly considered that cach probationer must attcnd

!t least Zi prrcent of tho lectures dclivered durinia session to qualify for a ccrtificato to bo granted by



Itlo]
lhe O. &' M. Section of ihcir baviog comploteit the programue of traioing before they ars ad.nitted tJ
the oonfirmatory examination. It is aocordingly laid down that-

(o) a probationer, who has falled to att€od at least 60 per cent of the lcctures in the fir8t phase
of training rhall not bc sllowcd to tako the third phase training and shal have to undergo
the 6rst phase tralnlog over again,

(b) a probationer, sho has failed to attend 75 per ceDt of the leciures in the third phase, as
well as in the aggr€8ate of the two phases, shall not be granted the certificate of his havilg
cdmplet€d the trainiog, mating him eligible for the confirmatory examinatioD.

I am to request thst these orders may be brought to thr notiee of all lower division probationers
in your department.

X_3. TRAINING OF SECRETARIAT STAFF.

Meno. no.28l3-A, dated, Patoa, the 25th Mrrch, 1950, from Shri p. p. Agarwal, Adlitional Chief
S!cretary, Government ofBihar, Appcintm:nt D.rp4rto!0t, to all D:partoents of Secretariat.

SUBJECT,-Training of Secretariat Staff.

Thc undersigned is directcd to forward for information of all D:partments the following scheme
approved by Gov€rnment for training of the S€oretariat statr It is requestcd that tho schem, may be
given efrect to by Gach Dopart@eDt to lho extent to which it is applicable io that Departmcnt,

1. UnderSccrelarias lo Gan2rnment.-Before an officor takes over cbrrgo as Under Secretary to
Government io any Department of thc Secrctariat he should rork as Special officer in thc Dcpartment
fora period oftwo to threo weeko, to get himself acqueinted with the working of thc Departmcnt and
tho Secretatiat 88 a whole. Xt may bo useful for him to attend the training coursc for thg Secretariat
assistants if one is being held. tluring the pcriod he acts as Special Officcr, The post of Specisl Omcer
should bs qeat€d in oonsultation with the Finance Departmoot. The socretary ofthe Depfteent
should provido rogular juidance to ths Special Omcer.

2. S2ar.tariat Aasialdnla.-(al AII persons who are appointod 8r secretariat astistants should
undergo a Central trsining on tho subjccts meationed in 2(d) before they sre slloted to the Deptrtmcuts
concerncd. Training in particulal subjects peculiar to 6 Departoent should be ar.aogei by tho
Department8 themselves. ln such cascs the Registrar and where thcre is no RegistrEr, tho ffsa'd Assistaot
should be Eade responsible to s€e that such training is ioparted.

(b) central training clssccs will be arranged by organlsation and Methods Sectioo of tho
Appointmert Department for lhote mcmbers ofthe existing staff who are deputed fos the purposc by the
Departments. Tho training classes will be held for two hours cvery day from 10_30 A. M, to l?.10 F. u,
and last for a period of about ono month.

(r) Eoch training chsr wilr ordiuarity consist of qot Eore tbco 25 assistaqts 4t a tio,o io
onc batch,

(4 fhc dct4lle of tho training are :-
DiIo of dayr.

t General Introduction (* day)-Constitution of India ({ day)
Service Codo Chaptcre l, XI, III, antl VIII.

4 Service Codc Cbapters IV & V.
Scrvioe Codc Chapter VII.
Sorvioe Code Chapte! IX and delegations.

l
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