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3qaY -1 /ANNEXURE - I
qdiam & faw fA&er/INSTRUCTION FOR EXAMINATION

a¥ 2026-27 % AT ST W, FAT 3791 Yoo AR WA Yok F Imyfafis
I g & v Remir wha

Departmental Examination for Confirmation of Stenographer Grade-II of Central
Tax, Central Excise and Customs for the year 2026-27

INSTRUCTIONS FOR THE CCA’s /| CHIEF COMMISSIONEARTE/ DIRECTORATES

1. 59 T CCA (st seiforer 3rUiReY) & qieT glell &, 98 T TWIeT THadsh (St
AT FATR & 9 § AT F 7 g) A FgFd Fen| g AfFT qAg T &
ﬁrwanwﬁ%%cmwquﬁ?ﬁmwmvwﬁwﬁtqﬂw
FaET alF & ThET HRAS Y & AT SRR gl

The concerned CCA (Cadre Controlling Authority) at which the examination is

scheduled shall nominate an Examination Coordinator (not below the rank of

Assistant Commissioner). This individual shall be authorized to function as the

overall in-charge and shall be responsible for conducting the examination in a

free and fair manner while maintaining total secrecy.

3FAEaRT T AIA CCATAT aF A Swh 3R gdeT & ST & 3rerar Ry
3 TASEFIOT 9T NACIN f3arT «gr aham| qdaw & gfshar Iar e &
T HIS off arahiad o F.ua. varg, 3T ITMFeX (AaIsel: 9845485193)
T &Y THAG TH. gIT3, UfsersTer 31fATee sreex (Tdiem) (AlETsel: 9449720834)
¥ & ST Fhell &1 FTH I §: A8, Fa 40, HMTHFE AT U5, HMT TRl &
Wﬂ,dﬂlsecﬂ,édlﬁb - 560 013;3r A nacin.blrexam@gov.in 9T HIF fohar ST

Hehell &

The eligibility of the candidates shall be ascertained by the CCA and any
clarification other than conduct of examination shall not be entertained by NACIN.
Any correspondence with respect to the process/conduct of examination may be
made to Shri K.N.Prasad, Assistant Director (Mob. 9845485193) or Shri
Ramachandra M Hegde, Addl.Asst. Director (Examination) (Mob.9449720834),
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NACIN, ZTI Bengaluru, No.40, HMT Factory Main Road, Next to HMT School,
Jalahalli, Bengaluru - 560 013 or at Email- nacin.blrexam@gov.in

2. AT & 9ge gv6 W U AT wHAw) Aol Aé-Timeline Chart) F Fest foram srw
3R qET & FArE FErer FARTT A & AU sHA FEh @ wrore R Sl

The Timeline Chart given in the first page of the Notification shall be referred and
strictly adhered to ensure smooth conduct of examination.

3. 9T @ g€ ¥ ¥ IAGT W & v v safaforaer (fder) @ fogea
mm%ﬁmawﬁmmﬁmﬁwmﬁm
9§ S AT Tee-TF & ATAET 3R AT F OT G A F &
7 Holdat 2l

It is further required to nominate an Invigilator to conduct the exam smoothly

and the required no(s) of Photocopies of question papers shall be done secretly

under his/her personal supervision. The Proforma for Nomination & Requisition
of Question Papers is attached as Annexure-A.

4. oeT FF & AU Ig aTd & 5 w=ider) AdeTe/Supervisor/Invigilator) 3FHTearst
gaw for@ v W% )Roll Number) I G ﬁﬁf?\ﬂﬁ' Y, 3FHCaRt & doat fir
SHGEYT Y, AU HTEATRAAAR 3cck I3l 3R g ot Sy #Areteh Tl &
YEU Y| G A BT ITARTH BIIhUl Sofehl STl @@ # qoid: NTA T &
q & Fref|

The examination work requires the Invigilator to ensure correctness of the Roll
Numbers written by the candidates, to make the seating arrangement for the
candidates, to arrange standard stationery like answer sheets and the question
papers as many as required. The photocopies of question papers shall be done
confidentially under his/her personal supervision.

5. FAe W TeT GHagH S qUET B GAIE T F HAfdd A & [T e /
wRidetes AT FET 3T ¢ AR Al 39w g, o v gA i aifdd sl

3oTah qAdeTeh/AH-ads) TAaeTor & fr Sreed|)
The Head of the office / Examination Coordinator is required to nominate an
Invigilator to conduct the exam smoothly and if needed the required number of
photocopies of question papers shall be made under his/her supervision.

6. 3R Fg AT Sar g & odam Fm (NACIN, ZTL S97ef%) & oem & alue 3wffad
waﬁasﬁmaﬁmwmwﬁ%wwﬁﬁﬂéﬁ%ﬁmﬂqmﬂ
FA-aTh (TRR-A & 36ER) & 0 Regd w Rad fes 3k NACIN
TeraHgH & el =, NACINé-TtlTHtlfrCIfréHT frer 3rsigarT & gdtar ar forer
W@rﬁwwwﬁwaﬁwrﬂm%l

In the event of any instances of unfair means comes to the notice of used or

allowed to be used in the examination Centre, NACIN, ZTI, Bengaluru on the

receipt of report of such instances from the nominated Examination Co-Ordinator

(as per Annexure-A) of NACIN, ZTI Bangalore examination Centre and on the

directions of NACIN Palasamudram, reserves the right to cancel the examination

of a candidate or that of a Centre or the whole examination.
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7.

it 3FHICAR HECHT A 5[5 HIHG T Hold dTel shecey Taeal A1 sTaerede & oeld &,
3¢ P AW ¥ @IT 3ifeaifded a39 Wead-UF [ &l 3ca¥ o ghem| 3 g,
St 3FAeay GST & 3 ATHc ol Teelel arel GST fasmail ar srerele # dard &,
3¢ GSTRYT ¥ I 3ifsafded a3y UA-UF [ & 3cal &l 8| g@relifeh, St
3Fiicart sEerg 3R GST ar ATHT & el arel sraee/faerat & dara &,
3oTch IIH 3iTeoiiored asq RA-IF [ & fov ey vy ar GST fawy & & frelt v
H ek YA # fIhed geml 3@ Y #H, IFAlcar wEeFa/GSTE Heftd
TARR-B # U 7T Relsw & <@ Fhd g1 F9fad CCA Ig FfaRad Hom &

3Ffieart 1 3H & AR TRA-IT Sl R S
Candidates posted to Customs formations or Directorates dealing with the
Customs matters have to answer the Objective Type Question Paper - I
pertaining to Customs subject. Similarly, Candidates posted to GST formations or
Directorates dealing with GST matter have to answer the Objective Type
Question Paper - I pertaining to GST subject. However, the candidates posted to
the Directorates/formations dealing with both Customs and GST matters, will
have the option to answer either Customs subject or GST subject, in so far as
Objective Type Question Paper -I is concerned. In this regard, the candidates may
refer to the Syllabus prescribed in the Annexure- B pertaining to Customs/GST.
The concerned CCA shall ensure the candidates are issued with Question Paper

accordingly.

8.

VI

TR - IV (FX Toeliaed AR $etole & 399n) & &9 7, §afta CCA/AET
IgFreri/fAdererat # Wik el IS A & AU aegd cawArd Hi
ST @Y g, WfFewar adel & TR # Hedided off FEfd JgFarerd qaw 56 Fd
& for affa fRedReERal qar 36 CCA/HEY JgFdrerdl/facemerat & forar
ST, AR 3@ 9w # QU 7w 3Rl HT FI Ielodedw E'S TR SH AT H

&r Ul Necessary arrangements may be made for conducting Practical examination

at the respective CCA/Chief Commissionerates / Directorates in respect of Paper — IV
“Computer Applications and Use of Internet” and for carrying out evaluation of the
Practical Examination paper at the CCA/Chief Commissionerates / Directorates itself
by the officer/s designated for carrying out the evaluation by the respective
Commissionerate and the marks awarded shall be intimated to this office as per
Annexure E.

JAF ook GREAH & Ggl I8 W Helae] Hefereaidh-C & IHeTa feafaf@a fagor
yfoard w7 @ g =few, S ar aF Afea &9 7 8 ar WX w®&eq aena sifed fae
T - :

. G308 F ST
IL
1.
V.

3eTshAI (Roll No.)

$e F ATH

gdtem Fr fafy 3R g5y

el U 3R fawg & A

3ugher &1 718 faRed 3cark qReae il & g (wdders/Aders sfaRea gfadt w
BEER Y31 R Yss F&ar 3ifehd )|

174435327 /2026
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VIL. qaers/fAdleTeh & gEaeR (I8 Tearfd aet W & 37eigar garr gefr faavor agr
T ¥ W AT §)
VIIL. 9ed 3eh/ATRIA 3

IX. WieTs & gEare’

The first page of each answer sheets shall compulsorily contain the
following particulars, either in printed form or by affixing rubber stamp as
per attached Annexure-C: -

I. Name of the Examination
II. Roll No.
1. Name of the Center
IV. Date & Time of Examination
V. Name of the Paper & Subject
VI. No. of loose answer sheets used (The Invigilator shall sign the loose sheets and
assign page numbers).
VIL. Signature of the Invigilator (on verification that all the details are correctly
filled in by the candidates)
VIII. Marks obtained/Maximum Marks
IX. Signature of the of Examiner

10. {8 ¥A=aI+ & T/ FOR THE EXAMINATION COORDINATOR

()3FHicaRt 1 TS ) BIERE) TR W ITHAG)Roll No.) Hrdfed fhu Srdar| arfad
3Fficart 1 faaor S HHY IHefeldetsh-A 7 ol 3 3eTohAlh & Ieol@ fhar STTam| gHhT
el AT 3Feart &t & & el

(i))The candidates shall be assigned Roll Nos. at the formation level. The same shall be
mentioned in Annexure-A while furnishing the details about the nominated candidates. The
same may also be informed to the nominated candidates.

(ili)3cc’ qRETRI3T 1 hifAh T & FEaeg fhal STwn 3R 307 &7 @ 57 8 10)) e
FABREA) gl @), St Faa dide Al dsEhd Az F A7) A Porehd oleTel W)
IR W M| 3eak JRdaa T6el I56 @ 9T )Proforma) Heleleatar-C 3 fGar amm &1

(i11))The answer booklets shall be serially numbered and shall contain not less than ten (10)
sheets (ruled / unruled) in the (foolscap) legal size paper in Portrait mode only (not in
landscape mode). The proforma for the first page of the Answer Booklet are given in
Annexure C.

(iv)31eTelaateh-C SI&T &I \ive AT 37 S & @Y NEUE qeardst & & 7 Foloel
A IV IHeeldeTeh-C &I & 3 & Bie frar sren =rfRw 3R 3eerk qfeaar & @y dowa
forar Srem =fRT| 3refereeieh-C & RRel 35 IR & 3UANT AET R Srwem| ek qRede
& Jde Y56 W IMEfed IelhAE AR g wew foma & v wre g =nfevl

(iv)The soft copy of the Annexure C format is attached as pdf document with these
Instructions. The Annexure C format attached herewith shall be printed out as it is and be
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attached with the answer booklet. No other format of Annexure C shall be used. Each page
of the answer booklet should contain space to mention Roll No. assigned and Page Number.

(V)9eeT g7 AT Aol #F Sfeai@d fafat w siftpd arfad el & el )gov) A
IS W AT 7r Sweam| ARG sl g g=t Ay wita v aracd i@ darere w SA
3MTEST: nacin.blrexam@gov.in 9T FST|

(v)The question paper would be sent to the gov mail ID of the officer nominated as the
Examination Co-Ordinator on the said dates as mentioned in the TIMELINE CHART. The
said Officer shall acknowledge the receipt of question papers to NACIN, ZTI, Bengaluru by
Email: nacin.blrexam@gov.in

(Vi)ITed IR 99, 8T HHead® gd\l S3Adis fohar Sreem 3R qddare @ dfar Sruem|
et A ATA HOO/IAET FHAIUH Al ATHd [ohdl ST |

(vi)The question paper received shall be downloaded by the examination Co-Ordinator and
handed over to the invigilator, who shall be nominated by the HOO/Examination Co-
Ordinator.

(vii)yoieT & & foaw e gary sEAeaRt garr o AT 3ehAiE A wéedr gakad
FLAl, SFHIGART & dod T AT FA JA 3ca)k IR HR ge gF S AT
TRIEAN &I IMARTRAAAR MY FA 3TaTH &1 FAeT YA el FHeadsh Hl /
qleT FAE I FEfd F & v v Aders AfAT wer gen 3R afe smaeaean
gl dl 9o UAl T aRTE BRI 3 AfFded dEe # qf MehIdr & @y
ST |

(vii)The examination work requires the Invigilator to ensure the correctness of the Roll
Numbers written by the candidates, to make the seating arrangements for the candidates,
supply of standard stationery like the question papers and answer sheets as may be required.
The Invigilator is responsible to conduct the exam smoothly and make photocopies of
question papers confidentially under his/her personal supervision as per requirement.

(vii)feTdeTd & ThE TR A AT AH ST F FUR W TH / & / deT) FN)IeeR JRdAT
WIed gl W, 3ee O @ el fRar S =rfge iR @l dw ¥ @ J% Uk &g ey #
@ AT AT FH TR R & G, 3T Frolag [mh H Th I3 FI5 & fowrd 7
W 8k & et & s aiRe) 3ear qRasst & e e deee fawre arer 59 a3
Hroreig w1 Jgras Woers & A dafad B e aiiRe 3k gid e, Saree &
AT S WET| FoTohl Hedichel ATTEeT, SIS GaIT fohar STeam|

(viii)On receipt of the answer booklets of each paper (One / Two / Three depending on the
nominations sent) from the Invigilator, the Exam Co-Ordinator shall seal the same properly
and keep them in a locked cupboard till the completion of all the papers. After completion
of all the papers, the sealed envelopes are to be placed in a big-sized single cloth envelope
and sealed properly. This sealed envelope containing the smaller sealed envelopes of each
subject answer papers, may be sent to the Assistant Director (Exam), NACIN, ZTI,
Bengaluru immediately, for evaluation by NACIN, ZTI Bengaluru.
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(ix)3ea? qRAFHT & fAHrdr i A N G, TET g T @il A gfmar & Fega
f3aR0T )proceedings) A fFar Srwem 3R qqeT FH-aTS T A8 qaw 38 W W
T ¥ FEAEN U ST 3car qReaasit @ e &ter & der 3 difcler @ gfser &
I 50 JUHTA & Y HeJeleeieh-D & & 7 Hefdel ¢

(ix)While sealing the envelopes containing the answer booklet covers, detailed proceedings
of sealing of answer booklets shall be recorded at the examination Centre. which shall be
jointly signed by the Examination Coordinator and the Invigilator. The instructions for the
sealing of Answer Booklets and the Proforma for the proceedings while sealing the answer
booklets are enclosed as Annexure-D with this notification.

11. fters / e I9<g6 & f3U <3 / INSTRUCTIONS FOR THE
INVIGILATOR / EXAMINATION COORDINATOR

i. fAdets oleT FHeaEE ' 3FHIGAR AT / IHAAIAH-C F Ugd Y55 W fa@ v
faaeott &1 St el @) fee & g5 gRRad s g fF sElicar smafea
IThHIE T HAATAH-C & Tgel 56 W IR 3cak YR & @ gol w fod| qaf
faerot & Fearae & are, et 3R qleT FHeads H HeAeTAH-C & G IS W
EEIER el TNfeU| fAlarehodlel Foeadsh 1 3ok Y & fow gu fondr oft /
IS¢ W ATH A HIFAT S AT ool T 3MaARTRA Al 8, 3o¢ el 3k
qREH & Yeddh JsS W gEER Hat gl

The Invigilator / Examination Coordinator shall check the details declared by the
candidate on the First page of the Annexure C. The invigilator shall ensure the
candidates write the Roll Nos assigned in the first page of the Annexure C and on
all the pages of the answer booklet. On verification of all the details, the
invigilator and the Examination Coordinator shall sign on the first page of
Annexure C. The Invigilator / Examination Coordinator need not affix name /
Commissionerate stamp in any of the written pages of the answer booklet and
shall affix their signature on each page of the answer booklet.

ii. STATSTeley &l GleT & MU=, fAsaerar 3R rEe dv Wl WY 3R T
¢aar IR &5 3FAicart gdiem &g & 37eT a1 Tg] Ry off Areras adet &
SEAATT o Y| gdieT fAvger adid & gl

The Invigilator shall maintain confidentiality, impartiality and discipline in
conducting the examination and ensure that the candidates do not resort to any
unfair means or cheating in and around the examination Centre. The examination
shall be conducted in a fair manner.

iii. T dereR 3Fleart & fder & o 3 seax qReawat & e A 7 ol Ak T @
frdY O Reavds 3nfe & 399 Fi/, S FA N R @ 3Fdicarr Hr ggarA
3R & TH| o6 I8 o gd R Swen R R o seRa wee &
TSR IAfUFHT il § Ao HEN, THET glel & e A aeY el @ 3ea &

174435327 /2026
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Tohdl TR o1 T, T 3FAEAR 1 Hig off 0 caer o et ) a1fder ) garr
HIErersy AT SUSThT TA&T Hl AT (Yed) BT HY ol |—

The Invigilator shall instruct the candidates not to write his / her name or use any
sign / symbol etc. on the answer sheets which may lead to identification of the
candidates in any way. The candidates shall also be instructed that any
indulgence of unfair means like copying from unauthorized sources or discussing
with anybody on the answer clues inside or outside the examination hall or any
behaviour of the candidates that may be construed as cheating, their candidature
to be cancelled by the Invigilator / NACIN, shall render and their examination will
be treated as null and void.

iv. I0ET & HAre & R 3FAGART T 9OeT gl 7 A 3T NI A Blel
I 0O Rt oft saigcliae A F 3TN FEM AT o ST FEA dfoid g

Using/carrying of mobile phone or any such electronic gadgets in or around the
examination hall by the candidates should be strictly prohibited during the
conduct of the examination.

v. e forel off Rufa 31 seeficarst &t ggar e fAse & e, 9 qu g ar ot
A & TG, Blel § AEY S AT A wg7 &) odien rafy & SN gge 30
s & arg 3RT MUR W UF AT 7 Fad U & afad & dg St Sl 3IAfd
&r ST Fahal! 2

The Invigilator shall not allow the candidates under any circumstances to go out
of the hall in the first thirty minutes even on completion/ submission of the paper
and only one person at a time may be allowed to go out under reasonable plea
after the first 30 minutes during the examination period.

vi. Giderhferliers 3Ffleat qar e A Ee Aol & Hewruw & g Seak e/
& AT T )AAeead-C 7 U 70 R{Ror & FqeRR geaan i (
) gdaeTR/fAdeT gde 3faRed eMeloose sheet) T 8T gFareR aiar 3R 3FHIEAR
gar 39T T 75 GAd AHfaRed e W g wE&awr sifed wer

The Supervisor/Invigilator shall sign on the front page of the Answer sheet ( As

detailed in Annexure-C) after verification of all the details filled by the

candidates. The Supervisor/Invigilator shall also sign each loose sheet and
assign page numbers to each loose sheets used by a candidate.

vii. Iedeh oot @1 qlem g gl W, Ales # gg gARTd e aiffv fF 3R
QeI # g5& HEAN )Page No.) 3R 3HeTshalish )Roll No.) 3ifehet g1, 3R Heqeraaish-C
faffraad o1 amr gl sEe W@ 3o} QAW FOIWTHAE & AR FHATEAR

gaftud far o arfgr 3R olem @F-ags & dfT I amar arfgul 3R
Wﬁ IR 3ufeufd 9a® )Attendance sheet) T 3afed HW & 3TaR
SHATTAN Ay fohar S =TT 3R vk Hrorde fAtrts & Ao Sirar @iy

On completion of each day’s examination, the invigilator should ensure that the
answer booklets shall contain Page No. and Roll No., and that Annexure C is duly

174435327 /2026
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filled. The answer booklets shall then be arranged serially according to the Roll
No(s) and handed over to the Examination Coordinator. Answer sheets and the
Attendance sheet should be arranged serially according to allotted Roll No(s) and
kept in a sealed cover.

viii. $6d oG ek IR T Wer T foar sien wrfgw 3R glier FHeags garw @l
R Q gl deh Toh dc A 7 FRi&T 3@ Sl aIfee, e 3o¢ s 3 A1t

daTE T AT ST FH
The answer booklets are then sealed and kept safely in a locked cupboard by the
Examination Coordinator till the completion of all the papers for further despatch
to NACIN, ZTI Bengaluru.

ix. 3FAGART & Jg ff TS ¥ A Far fear Srwewr &k Ifg 3 H9=w SrA A ggdre
3SR & I HITRAA T ¢, A TIET & aRieT ohalr 8 Ad & dAdvel ol A 3
T SeY Rl & a1 A SN IeIfd Areel # SEAATST AR §, A AR AN HIg
UAT SgagR gl & o ﬁHI‘%ﬁET/sFr%ﬁIWINACIN ZTI g@ T Ahel Al ST &,
ol 3eTehl qeT I Y &1 STual|

[t shall also be notified to the candidates clearly that any attempt to disclose their

names/identity and any indulgence of unfair means like copying from any source

or talking to anybody inside or outside during the examination hour or any
behaviour of the candidates that may be considered to be cheating by the Co-

Ordinator/Invigilator/NACIN, ZTI, shall render their examination as null and

void.

12. 8 e 3R AT foAeereh, AfAT)NACIN) STef% & 3efieal & S fhar srar @1
These issues with the approval of Pr. Additional Director General, NACIN
Bengaluru.

Digitally signed by

Sujithkumar P Sompur

Date: 28-07-2026
09:57:47

EEAR  gelidpar @ )
(Dr. SUJITKUMAR P SOMPUR)
319Y fA&ere/ ADDITIONAL DIRECTOR

Heldol-3eJolaeTeh (A, 3TefeldeTeh-B, Tefeldeieh-C 3N 3TeJeideich-D
Encl: Annexure -A, Annexure -B, Annexure -C Annexure - D & Annexure -E
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Departmental Examination for Confirmation of Stenographer Grade-Il of Central Tax,
Central Excise and Customs for the year 2026-27

ANNEXURE-A

Proforma for Nomination & Requisition of Question Papers
(Last date for sending nominations by the formations is indicated in the Examination
Notice)

1. Name of the Commissionerate/Directorate:

2. Name of the Cadre Controlling Zone

3. Name of the Centre of Examination

4. Official email ID of the formation (CCA)
(Any correspondence w. r t.
departmental examinations i.e. marks
of the candidates shall be
communicated to/from this email ID)

5. Details of the Examination Coordinator who would be responsible for the conduct of
exam and to whom the question papers in PDF format would be sent by e-mail.
(please provide following details)
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i. Name:
ii. Official address:
iii. Gov.in mail ID:
iv. Tel. No.:
v. WhatsApp mobile no.:
6. Details of the candidates appearing for the examination at the centre:

Departmental Examination for Confirmation of Stenographer Grade-Il of Central Tax, C
entral
Excise and Customs for the year 2026-27
Whether posted to Customs o [Papers in which ap
sI| Name of Desig|Roll No. r GST formation/Directorates pearing
. | the Candid |natio |assigne (please mdcl';ate Yes/N
N| ate n d
° Pa|Pa | P | Pap | Pa
pe per{ g | er- I pe
-l [~ p |V r
er -V
Il
I
Page 7 of 12

Departmental Examination for Confirmation of Stenographer Grade-Il of Central Tax,
Central Excise and Customs for the year 2026-27

ANNEXURE-B

Syllabus for Confirmation of Stenographer Grade-Il of Central Tax,
Central Excise and Customs
[Ref.: The Degartmental Examination (Central

Tax, Central Excise, Customs and Narcotics)
Rules, 2024]

CONFIRMATION EXAMINATION OF DIRECT RECRUIT STENPGRAPHER
GRADE-1I
PAPER-1 1. Organization setup - Ministry - Department -
ORGANIZATIONAL SETUP I(.%)oardg uqder the Department - CBIC,
AND BASICS OF TAXATION rganlzatlons under CBIC, Zones - Customs
(Objective type) (Time Commissionerates, Custom House, CGST
allowed: 1 hour) & Central Excise Commissionerates
(Max marks: 50) - Divisions Ranges, Audit Commissionerates,
Appeal Commissionerates,
Tribunals, Directorates.
2. Taxation in India - Indirect Taxes.
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3.

Customs (for Stenographers posted to
Customs Formations)
a. Basics of Customs Act/Manual
b. Basics of Import Procedure
c. Basics of Export Procedure
d. Adjudication / Appeal - Procedures of
Personal Hearing - PH Intimations -
Despatch of Intimation

- Recording of submissions during PH -
Draft Order preparation

4. GST (For Stenographers posted to
GST formations) GST Law -

CGST, SGST & IGST

a. SGST Authorities

b. Adjudication / Appeal - Procedures of
Personal Hearing - PH intimations -
Despatch of intimation

- Recording of submissions during PH -
Draft Order preparation

3.

Sevottam / CPGRAMS / RTI / Parliamentary
Question / Welfare measures.
Inter Departmental Co-ordination and protocol.

PAPER-II

ADMINISTRATION &
ESTABLISHMENT - (WITH
BOOKS) (Time allowed: 3 hours)
(Max marks: 100)

. Government, Ministry, Departments,

Constitutional bodies, Statutory bodies,
autonomous bodies, Public Sector
Undertakings.

Office Procedure - Filing system Storage
of Records, retention of records and
schedule of retention- Handling of Confidential
Communications and Records Noting and
Drafting.

Parliament Questions, Parliament Committees,
Protocol, Type of questions, Type of
Committees, Importance, Need for utmost care.
Inter-departmental Communications,
Observation of Protocol — Communication with
Higher/ Lower offices, best practices in
Coordination and Communication with other
departments / Officers Etiquettes.

. E-Office - Salient feature — Work flow - User

names passwords.

PAPER-III

gDMINISTRATION

ESTABLISHMENT
(WITH BOOKS)
(Time allowed: 3 hours) (Max

marks: 100)

. Conduct & Discipline in Govt. Service, Central

Civil Services (Conduct) Rules, 1964,
Obligations of an employee under the Rules,
Central Civil Services (Classification, Control
and Appeal) Rules, 1965.

Citizen charter, Sevottam, RTI, CPGRAM,
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Service functions - Commitments

3. Gender Justice, Ethics for Government Servants
Allowances and Welfare measures to
Central Government Employees, Travelling

Allowances - Medical Attendance - Leave
Rules - LLeave Travel Caoncession

PAPER-IV

COMPUTER APPLICATION
AND USE OF INTERNET
THEORY AND
RACTICAL)
(Time allowed: 3 hours) (Max

marks: 100)

1. Video Conferencing Basics

2. Office Equipment - Operation of Fax,
Scanner, Printer etc - Basics of the
working of the equipment Trouble
shooting

3. MS OFFICE - MS WORD, MS EXCEL

AND MS POWERPOINT
A. MS WORD INCLUDING:

1. Creating a new document

2. Basic formatting including bullets and

numbering, Header & Footer

Find and Replace

4. Auto correct, Spell check and corrections
in track changes mode

5. Saving documents

6. Sending documents through mail and

external drives
Printing documents including print preview
and layout

(98]

8. Help Menu
9. Table insertion

10. Mail merger
B. MS EXCEL INCLUDING:

1. Introduction to Excel

2. Creating simple worksheet

3. Relation between cells, use of $ sign 4) Basic
functioning

4. Simple functions and calculations

5. Saving/printing of documents

6. Print preview
C. MS POWERPOINT:

Introduction to PowerPoint
The power point screen

The auto content wizard

The slide views-an overview
Using the slide views
Customizing slide structure
Adding text to slides

Moving through presentations
Inserting and deleting slides
Inserting pictures

SO XNk L=

[
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11.

12.
D. INTERNET INCLUDING:

1.

Printing
Running a presentation

Use of webmail including attachment and
download of files

HINDI (Time allowed: 1 hour)

(Max marks: 50) 9
3.
4.

PAPER-V BV & RN NB FEASF Language Act, 1963

(19 of 1963).

. Official Language Policy.

Knowledge of Hindi Rules and Regulations.
Working Knowledge in Hindi - Reading

and understanding documents written in
Hindi - Translation of a passage from Hindi to
English - Hindi version of Terms and Phrases
used in official noting and drafts.

(Note: The Syllabus as mentioned in the Notification No.G.S.R.773EE% dated 18

December, 2024 issued for Departmental Examination (Centra

ax, Central

Excise, Customs and Narcotics) Rules, 2024 as amended would be applicable).

Departmental Examination for Confirmation of Stenographer Grade-II of
Central Tax, Central Excise and Customs for the year 2026-27

ANNEXURE-C

(Proforma for first page of Each Answer Sheet)

Full Address of the Exam Center:

1| Name of the Examination

2| Roll No. of the Candidate

3| Name of the Exam Centre

4| Date & Time of the Examination

5| Name of the Paper & Subject

6| No ofloose answer sheets used

numbers)

(The Supervisor/Invigilator will sign each loose sheet and also assign page

174435327 /2026
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7| Signature of the
Supervisor/Invigilator (on verification of all the details filled by the
candidates)

8| Marks Obtained/Maximum Marks

9| Signature of Examiner

Note: The examination shall be cancelled if the candidates write their
names or use any signs/symbols signatures etc. in the answer sheets that
may hint at the identification of the candidates in any way.

Departmental Examination for Confirmation of Stenographer Grade-II
of Central Tax, Central Excise and Customs for the year 2026-27

ANNEXURE - D
PROFORMA FOR THE PROCEEDINGS WHILE SEALING ANSWER BOOKLETS

Details of the Examination:

. Name of the Examination:

. Name of the Commissionerate:

Name of the Cadre Controlling Authority:

Name of the Exam Centre:

Name of the Paper/Subject:

Date & Time of Exam:

Number of candidates: a) Present:

N

b) Absent :

8. Number of answer booklets collected and sealed:
9. Date and Time of sealing:

Details of Answer Booklet Sealed:

‘ SL.No.

Name of Roll
the No

No of [ No of
written Pages Blank Pages

No of |
additional
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Candidate (Along with the (Along with the sheets
range range used
of written of  blank
pages) pages)

Declaration: No of Blank Pages (Along with the range of blank pages) No of
additional sheets used We hereby declare that we have thoroughly verified all the
above details and confirm that all the details are correct and complete.

Signature of the Co-ordinator Signature of the Invigilator
(Along with the name & designation) (Along with the name & designation)

INSTRUCTIONS FOR SEALING OF ANSWER BOOKLETS(part of ANNEXURE - D)

o At the end of the exam, the Invigilator verifies that all the details are correctly filled
in by the candidates in the first page of the Annexure III and fills the third page of the
Annexure C.

 Invigilator and Examination Coordinator sign in the space provided in the first and
third page of the Annexure C.

o The invigilator collects all the answer booklets from the candidates and counts the
number of answer booklets against the attendance register.

o The collected answer booklets are then serially arranged and handed over to the
Examination Coordinator.

¢ The answer booklets are then placed in pre-labelled and numbered envelopes and the
envelopes are sealed in the presence of the Examination Coordinator and the
invigilator.

e The sealing process is documented, with signatures from the Examination
Coordinator and the Invigilator to confirm the count and integrity of the sealing
process.

o The signed proceedings report should be kept in the envelope along with the Answer
Booklets and the Attendance Sheet.
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¢ The sealed envelopes containing the answer booklets, Attendance Sheet and the
Proceedings report are then kept safely in a locked cupboard till the completion of all

the papers.

NGALURU

o After completing all the papers, the sealed envelopes should be kept in a big

envelope along with the covering letter and sealed in the presence of the Examination

Coordinator and the invigilator

Departmental Examination for Confirmation of Stenographer Grade-II of

Annexure -E

Central Tax, Central Excise and Customs for the year 2026-27

Proforma for awarding marks for Paper-IV — Computer Application and use of

Formation:

Date:

Roll Number:
Candidate Name:

Internet (Practical)

Question Number

Maximum marks for each
question

Marks awarded

Total Marks

Signature:

Name of the Officer Designated for evaluation:

Official Seal:
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