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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.
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I fravelliog Aliowance Rules including Ranchi Rules.

I General Provident an6 Contributory provident Fuud Rules. AdvanCds.
I Bibar Pention Rules.

I Civil Services (Classification, Control & Appeal) Rules, etc :-
Gov€rnment Servants Conduct Rules.

I The Bihar Public Service Conmission : r.Limitation of functions )
Regulations. Procedure for consultiog tbe public Service Commission,

I Rules of Ex€cutiv€ Business including Cabinet procedure.
. I Legislative Business-Atsembly questions, bills et;.

Budget Proceduro
Organisation of the Secretariat and the Depsrtment_Attach€d and
Subordinate office-Division of work.
Raordiog including the workiog of th€ Record Room.

r Registers and their maintenance.
6 Receipt Distribution and Drafting.

Noting, Referencing and Drafting,
\ Inter. departmental Rcfcrences.

Forms, Stationely and relationship with Government press.

. No. of days,
3 Praclical sith tbe stress on common mistakes, failings and misconceptiotrs.
I General Discussion on the course, (Half an hour should be kept every day for tho purpose

of dlrcussion and clarification of any point arising during the course of loctures).

Total-25 da1s.

Diati s and' Deaptatachert on frst appointment should bc given trainlng on the following eubjrcts
by each Department before they start doing actual work in the Departmeqt.

(l) organisation ofthe Departncnt and distribution of rork between the rtaf ofthe Depart-
ment-l doy.

(2) Registers and how they should be Eaintsined (Def€cts in the maintetrance of rcgist€rs at
preseDt should be poiDted out by aclual illustration)-2 dayr.

( ]) Classification and numberiog of 6les_l day,

RECORDERS :_
Rccorders are assistants. Il adilition to the lcctures that they sill receive as Secretariat Assfutantg

they should be given training for 2 days on the detail procedure ofrecording, indexing and pr€s€rvation
of records and on the working of the rccord room. A visit to tho Record Room to explain its working
should also be arranged on one of lhe lcoiure days,

t RECORD SUPPLIER i:-
ilhey should also be given training on the question of recordlng etc. They should have the two

days exlra training as suggerled for the recordcrs.
\1* TYPISTS :_

In order to enablc tho typists to acquire suffcicnt &novledgo for tho mainiensnce of typenriters
and duplicators they should undergo a Central training of the. days (i.e, 2 hours each day) to cover tho
following subjec'tr :-

(i) Generalprlnciples.

(ii) Duties of the tYPists'

(iii) Cleaning and oiliDg of ttP€Etlters ond duplicators.

(ir) IDportant parts of th€ (ypesriiers ard duplicators cxplaining particularly th€ patts shicb a
tJlist 6lould be able to rtpair tithout lhe h€lp of th€ EechaDio'
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3. Central training fbr eiisiing staff sorlirg di biarists, Dcspatchers, Recordcrs and Reoori

Suppliers will bc arranged by thc Appointoent Depaftmcnt Training (o tbis Class of staff s'hich will be

rectuited subsequent to the Central training should be arranged by each Department on the lines

suggestcd above under the supervision of thg Rcgistlar, and whcre thPre fu no Registrar, under the

Hcad Assistant.

4. The Depsrtments 4fo teriuested to forward ihe names of typists, diarists, despatchef!,

recorders and record suppliers whom they wish to be trained centrally'

J. Aclion taken by each dePartment to put tho scheme into efrect will be reviewed at the end

of April, 1950.

X-4. 32. T. A. TO Ir. D' TRAINEBS.

No. OMit-l0Sl58-7526, dated Patna, the l2th September' l95E' from the Undet-Secretafy

t. tn" c]r..".."t of Bihar. Cabinet Sccretariat (organisation and Methods scctlon), to the Pcrsolal

Arsi.taot to Conmi6sioner, Bbagalpur Division' Bhagalpur'

suBJDcT.-TfainingofL'D.SecretariatExaminalionpassedcandidates,th€irpayandT.A'
during training at Patna.

with reference to your ietter no. 40-2t-5g-4gog-Misc., dated the 25th July' 1958. X am directed

tosaythatL.D.AssistaDtsonprobation'ifandwhen'requireittoattetrdthetrainiogclassatPatnsEill
beeolitle.t,6uriogtbepellodolth€lr.lePutationtothetrainiogclass'todtawthepayadmissibleto
them from thcir own ofices' th;; "ili 

also dtav T' A' and haltlng allowance from their own ofrccs'

For their iourney to Pattra anc iu"t' tlty sill draw T' A' as on tour and draw halting allowance at full

ratrs for the first 30 dals 
"oo 

o"li tn" orOloafy rates for the remaioiog period of their stay at Patna'

2, Thr Accountant'General' Bihar has been informed'
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