BUREAU OF INDIAN STANDARDS
(Establishment Department)

Manak Bhavan
9 B.S. Zafar Marg
New Delhi-110002

CIRCULAR
Subject: OFFICE MANUAL TEST-2021

In accordance with BIS (Recruitment to Administration, Finance and Other
Posts) Regulations 2020, it is obligatory for all the Assistant Section
Officers/Personal Assistants to pass the BIS Office Manual Test (OMT) before they
become eligible for consideration for promotion to the next higher post(s).

2. As decided by the Competent Authority, the Office Manual Test-2021 will be
conducted at 1000h on Friday, 17 September 2021. The examination will be
conducted by following the Orders and Guidelines issued by Govt. on COVID-19
from time to time.

3. The Assistant Section Officers/Personal Assistants/Stenographers/Sr. Sectt.
Assistants/Jr. Sectt. Assistants who have not yet passed the Office Manual Test and
who may be desirous for appearing in the test, may send their names in the
enclosed proforma, through their Departmental Heads so as to reach to the
Establishment Department latest by 07 June 2021 by e-mail at estt@bis.gov.in.

4. The syllabus for the test will be as given below:
a) BIS Act, Rules & Regulations;
b) BIS Standards Formulation Manual;
c) BIS Certification Marks Manual;
d) BIS Laboratory Manual,
e) CCS (Conduct) Rules and CCS (CCA) Rules; and
f) CCS (Leave) Rules.

5. The maximum/pass marks will be as under:
Out of 100 - 50 (Gen)
40 (SC/ST)
6. The applications received after the last date shall not be entertained.

Therefore, the candidates are required to send their applications through concerned
HOD by e-mail at estt@bis.gov.in.

7. The venue for the test shall be intimated in due course.

8. As per SR 130, the TA will be admissible to the candidates appearing in the
Office Manual Test at the place other than their place of posting for two occasions
only.

Sd/- (WFH)
(N. Vittoba)
Director (Establishment)
Our Ref.: Estt I-51(3)/(2021)
Dated: 13 May 2021

Circulated to all Departments at BISHQ/Central (Lab) NITS/ROs/BOs/
Sub-Branch Offices/Labs through BIS Intranet.
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Bureau of Indian Standards

Proforma for sending name for appearing in the
Office Manual Test to be held on
Friday, 17 September 2021

Ref:  Circular No.: Estt-1/51(3)/2021 dated 13 May 2021

Subject: Office Manual Test 2021

Name of Department/Region/Branch/Sub-Branch/Labs

SL NO. EMP. NO. NAME & MOBILE NO. | SIGNATURE
DESIGNATION OF OF THE
THE EMPLOYEE EMPLOYEE

Name &Signature of Departmental Head

Director (Establishment)
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