DE-07/2023/027

Maximum : 100 marks

Time : 1% hours

1.  Any references issued from the office which originate the file is called :
(A) Thapal (B) Current
(C) Arising reference (D) Cross reference
@@  osallesm  @dadlmle Ml aoea]salleanm  aRoo®slee  OaNOMMy®HE8
aglee)maey :
(A) ©®ald@ B) &o@
(C)  900Moty 0aDOMDIV)HUD D) @XM Oanommy
2. A communication received in an office before numbering is called :
(A) Thapal (B) Current
(C) Case (D) Enclosure
nmuolowy 1) mI 81y @d-dml@ aiglaesnm crueallmaweon allgleanyme :
(A) ©@ald@ B) &0d
©) eom D)  af)MDCEIHD

3.  The preparation of any communication which is proposed to issue is :
(A) Drafting (B) Putup
(C) Communication (D) Proceedings

) 0P  MlRegwlaflses ~feo@laye  Gru@Alnla®ot le@®e @O0 ]

8D (a6 :
A)  (WIalQlouy (B)  aps @oa]
C)  &onjemlcsm (D) msals)»HneBRMd
4. A paper which is not connected with a pending case in the office is :
(A) 0Old Case (B) New Case
(C) Pending Proposal (D) None of the above
2allM1@ 085106 IS8 ctM@OW T IV IRPOm B30 Galad :
A) Y@ eHM B) anol® esHms
(C)  @Ndoe0da{lend0m Mldeguao D) meglo ~loaomIe®IMRg]
A 3
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5. In a thapal, when it is given a ‘current number’ and entered in the Personnel Register is

called :
(A) Registry (B) Invading
(C) New Case (D) 0Old Case
80 aelled 8y '&0F MMA' M@d] GalFmen@  EFIQOT®  M@HEMIW GO lom
agleo)mao :
A)  eZlmE) B) enmdeaiwlow
C) myg eam D) oW esHM
6. The term used to denote the process of copying and despatching communications intended for

any person or authority is :
(A) Distribution (B) Communication

(C) Issue (D) Settlement

afoo@lepe Qlje0lesnd GrwWlmdioomlemd calaE]l  ©egurlaflygs  @rrallnlawssnd
aldRO0YBDYo  CRWW BN H®o ©21QRM  (al(@1Wo® MY afla l0OIM Oale@IN M alGo

@6 :
A)  aflooemo B) crrallnlaw.
(C) (Mo D) aomod]
7. The authority competent to open the envelope addressed by name and those marked ‘Secret’
are :
(A) Concerned clerk (B) Section Superintendent
(C) Office Superintendent (D) The addressee

Gal®  ©@REIMOGMNDWM  02IWMOR '®aDMfo’ )M  GRSWIBHA SOV IWOAIW B
OROSOIMD CWINJOLBS @RW 18ID 10D

Q)  eumwenls IS B) omenHM My (atene
(C)  eafln) qug(alene D) Aflenavend00
8.  The current received by a section clerk noted and entered in a register at once is :
(A) Invade Register (B) Personnel Register
(C) Register of transmission of files (D) Register of files

B0 OMSHUMD ;I OSMW @AM  GOEUNAIS;OMB®o  EZIOT®R  MGd)HMo 021D
HOB OO :

Q)  enmeni o=lqud B)  GaaFmemad ©=]qud
(C) D@aR®&:Ees eaHndq O=1qud D) nwepsHges o=lMmd
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10.

11.

If any paper relates to an unclosed case, the clerk add the paper to —— file.

(A) Current file (B) New file

(C) Closed files (D) All the above

GRSWHOIOM  CHMRAIW] NS ~POOB1aRe  Galald ©e6NS® 1M, &IDHE
ad@eflealds) Gala]d GoldH6aM,.

(A) mleinileel @@ B) pol® ~0od

(C) ©@rsa ~dWeR&HW D) oeglo ~lneomnieweldo

In important and difficult cases the clerks take the oral orders of whom?
(A) Head of Office
(B) Nearest section clerk
(C) One of the senior most clerk of the concerned section

(D) Superintendent

(eWIMOa]5Mo  NRAVIEYIBBMAIW  CHMBG T  HIALNHUD  BROOSOWINBE  QUIEHNILYSS
OO M@ 1e6)my?

(A)  &2a0lm ecawdll
B) @ROMEE OMSHD &HIDHE
(C) eumwen]s aflednomleal Q0o @AM &IBENHEI®W S0

D)  qy(adtens

Fair copies intended to issue for higher authorities are signed by :
(A) Administrative Assistant
(B) Administrative Officer

(C) Head of Office
(D) Senior Superintendent

oMo  GRWISIT1Bes  Aflmoemo  001@PM  96EWIL88  0.0®AB  GdhIa(leg ]
8020012/l 166,M@ :

Q)  eewalnlmesglal eemlagud
B) epwalmlmesglal adadlmd
(C) &@2adlm cawdi]

D) mnl@d myelene
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12. The disposed files are kept in ——— Room.
(A) Establishment Section
(B) Stationary Room
(C) The shelf kept in the room of head of office
(D) Record Room

@B 286 ]1® adWERE® ——— O qug o loenym.
Q) afqoailfondd omesimd
B)  eqamol 0go
(C) 0a0W @20l aflmlo OlWI@ a8l aflalen)m enu@ad

D)  006HOIBW 0o

13. All references to which replies are due are kept in :
(A) Current file
(B) Closed file
(C) Insert the reference in the Personnel register

(D) Safely kept in the drawer of the table

00)alS] MMEHE af)8)d 0aDOMMBBIo ED(alBIOAIEN :
A)  mleinilesl an@@d
B) egoOWW ~n@ad
(C)  cauFmen@d EZIMMOIGM 0adOMI G.oldsed

D) caneyes GUWIWATT MEes ORI MY & 1666

14. A telegram is treated as :

(A) Thapal (B) D.O. letter

(C) Reminder (D) U.O. Note
a0) esallmoalom eneBROM &HEMENHIBEM, :

A) ©ald® B) wlea. eeid

(C) 230|500 D) 8. @0la]
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15.

16.

17.

Thapals brought by messengers before 10 a.m and after the thapal clerk has left the office,
further action is :

(A) Ask the messenger to come with thapal later when the thapal clerk be presented
at office

(B) Ask the messenger to put the thapal in the table of thapal clerk
(C) Ask the messenger to hand over the thapal to office attendant / Night Watcher

(D) Dropped the thapal into a box kept for this purpose

MEBWADOGBM @20 fleal 10 aemles Mo @ald@ &IAHE dablm) aflgolmyeuessayo
OBHINBYUOYM  MaldL)BHRDHE) O)SAMSalS BN HODMIOBOWIEM?

A) ©an® BODDHE) &0adlm o Aa0IROIHE)CMIIUD ®aldepadw] QII0d
MUEMBUNIAOHEMIS CROUM|On|S)d:

B) @@ KIS OD 2RI @ald@  AUDEOIM  AVEABUUIAOBEMIS
@ROU® {6 |S)d>

(C) ©@ad@ &aflm eGeMdW@n/eeng IYOlN eadHAd0IM  MEMBUIAOEB:EMIS
@ROUW {6 |S)d>

D) eoImo] myexdlafldlenm 6o 0alglm @aid@ ens)d

The Form of distribution register is :
(A) FormlI (B) Form II
(C) Form III (D) Form IV
afleeen eZlquolend Gando:
(A) Gando I (B) Gando II
(C) @ando III (D) Gando IV

In smaller offices how many distribution registers can use for distribution of the thapal in
time?

(A) Minimum Two (B) One
(C) Maximum Two (D) Asinstructed by the Superintendent

02101® daflmysgl®d f)@ allooem eZloyend maanin]mad@] @adc allmoemo
0.21QPM aleWIUI18eI0?

A) &)06000 ©6nE B) em

(C)  alo@uW] oene D)  myetenlo M1Bdegue(aldd00
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18. The paper handed over to Record Keeper under his acknowledgement in column
of the distribution register.

(A) Column 3 (B) Column 4
(C) Column 5 (D) Column 6

aflooem eZlqdlam e8I ol 006HOIBW dla]d10) eodHadn].
(A) e®080 3 (B) e®og04
(C) eamo805 (D) ex0806

19. Money, Cheques and other valuables received as enclosures will be entered in
Register.

(A) Invade Register

(B) Personnel Register

(C) Handed over to the Head of Office
(D) Security Register

a)DEHIHO)HEIW] 2IE1HM  aleMo, 0.2l80H®, aQ Aflelailslapgg AIMoReewd afarlal
QO M@ dsgo.

A)  epmeaiw ©=laud
B)  GaaFmemad ©=]qud
(C) &2a0lmy ecawdfles) easH2201

D) omaRoIQ =Zlqud

20. Stamps affixed on petitions should be :
(A) Detached from it and brought into account
(B) Defaced it
(C) Allow it in petition in the same position until the petition is disposed

(D) No separate instruction in this

a0AZHg 1M a5lafl@lenym qOMPed enOIWIWI@esemo :
A) eeole MM eUReaIS)OD] BeMEs 10R1S)H6))H
(B) ©rO1eMm GRAIGBIBOD 100 ]S)00 8
(C) a0l OB od0mMOUO0 ~OBZIWIC GRE® MuNdMo GRMOIETHEE:

D) 0o®d (eo s MmIdeguonle
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21.

22.

23.

The form of Personnel Register is :

(A) FormlI (B) Form II

(C) Form III (D) Form IV
GalFmem@ EZEIMO1OM ©galto eD@IEN :

(A) Gando I (B) GandoII

(C) Gando III (D) Gando IV

In the flying leaf of each volume of Personnel register whose name is be written over and
above the name of section clerk is :

4)
B)
©)
D)

Name of the Head of Office
Name of the Superintendent
Name of the Administrative Assistant

Name of the Administrative Officer

GalFem@ EHIMOIOM @261 QDaljOmIaRe MEHMD &HIALS DM GaldlM HEIM Gald
o920 111 86YM 00q0@ ot afladl@ :

(A)
B)
©
D)

@bl cawd/lwes Gald
Ml lO@ Gald
eeualmlmesglal eemlquadlo ¢ald

eealmimiesqlal @da0lrmes eald

Who will see that all currents received in the section are duly registered in the Personnel
registers on the very day of the receipt?

4)
B)
©
D)

Head of Office
Superintendent
Administrative Assistant

Administrative Officer

oo aflednonlm e lenym afeld &OMege Mo ai€lay 6laime @M  GalFauema
OZIMO)BEIM & )0 20 ] EZ1TAR 021 @150nsM) GRIMM  CGMIHEd:?

(A)
B)
©
D)

R0al0lm) cawd]

M (ateng

aeewalmlmesglal eemilqyed
eealmimiesglal edadlaud
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24. All demi-official letters received by a clerk should be registered in :
(A) Separate register for D.O. letter
(B) Personnel Register
(C) Registers maintained for the receipt of Govt. letters

(D) None of the above

80 401N aIglenMm af)e)d GRARL-8VCEOUD: BOM®:Elo MIOPA|OWYM  MUNAIEEEE 1@
1A ©.2IQeMo :

A) W.eodenss (eojs o=Iqd
B)  cauFmenad o=lqud
©)  vaumend@en emolmo] qgssilenym o=lmoyed

D) m&glod ~losmalowIMng)

25. The number of entries on each pages of the register shall ordinarily :
(A) Five (B) Four
(C) Two (D) Three
e=Z1MO1eM 3360 Galglonimo f)ME]H:E20S af)gRo TIWIOEMWIW]:
A) el (B) moef

©) o D) oy

26. Which colour of ink is used to draw a line across the page after each entry in Personnel

Register?
(A)  Blue (B) Black
(C) Red (D) Green

GalFmem@ EZIquoleal @260 Af)ME1ECWA0  GalEIM  @)OH B AU AUEW® HHIM
O mloomepss o lwien ©aleduilen)mMor?

A e B) &0

(©) 2] (D) algy
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217.

28.

29.

30.

Whenever a paper is submitted by a clerk to superior officer, the fact of date of submission

should be entered in column number ————— of the Personnel register.
(A) Column 5 (B) Column 4
(C) Column 6 (D) Column 8

B0 HOAHE) CRRREBONMNN BQ) Galald WA [l866MId0EI0, GalFmem@d o=1auclofd

GHIGo OO Wada lo] Clwol@es AUM)® GE6IN|S;ODmEMo.

(A) e®d805 (B) ceamog04

(C) e®0806 (D) e®0808
The nature of the reference issued will be noted in ——————— column of the Personnel
register.

(A) Column No. 8 (B) Column No. 7

(C) Column No. 6 (D) Column No. 5
a0 0] OanoMMIO@  MIEIQU0  GalFmN@  EZIPO IO ————  GHOBZONI 1@
G060 |S)0M)0.

(A) e®d80 mmud 8 (B) e®d80 mmud 7

(C) e®d80 mmud 6 D) cemo80 mmuad 5
The reminders issued on a subject should be entered in ——————— colour of ink in Personnel
Register.

(A) Blue or Black ink (B) Redink

(C) Violet colour (D) Green colour ink

80 QMO « O8] ME6MM BIBEMOAOMERHD GalFmuem@d ©=1auc 1@
afloyes Mlooml@ Mm@ semo.

A) 0l ereg)dlm &0 A (B) apoum o]

(C) uwalg mloo (D) alg Momes o]
The current number in a paper received will be entered in —————— column of the
Personnel Register.

(A) Column 1 (B) Column 2

(C) Column 3 (D) Column 4
ai€la) GalalOloal mlaiafloar MmA GaliFmemad EZIQOlHMR ———— eHIEOD 1@ M@)o

(A) esog01 (B) eso80 2

(C) eao80 3 D) cexo804
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31. The nature of disposal of a file noted in the Personnel Register is in ——————— colour of ink.
(A) Blue or Black (B) Green
(C) Red (D) Violet

GalFmem@  EZIQOI®  6oaI0n ;00101588 680 NG Mo 1M OM MISINo
alees mloom lanen.

Q) da creg)@ 1@ @0a] B) a1y

(©)  apag] D) weid

32. From the following which type of paper is not to be entered in a Personnel Register :
(A) D.O. letter
B) Govt. letter
(C) Papers of ephemeral character

(D) Proceedings

@0¥o jo@)MAIIE @M ~OO00 eR8s Gala]OO6M  GalFmem@d  =Iquo1@
GELO|S)OMIM 12812 2OM@)?

Q) wle. eeid
B)  wnauemead eeiQd
(C) oM BRI® GCRSHOOD OB Gala|d

D) msals»HneBrmd

33. The current and the enclosures arranged below it, are punched in the left hand corner at the

top about ————— inch inside.
(A) 171 inch (B) 2inch
(C) omeinch (D) 1.51inch

SO0 @RO 1N 0¥  (®AI6O1o{lBlen)M  2PQe BB OSO MRIW @ &gl
el BRBOM ale@l 62100 1@ 166mM).

(A) 15 eneal (B) 2 eneml
(C) &) eneal (D) 1.5 eneraf
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34.

35.

36.

A paper relating to a pending case will be added to the current file by adding
colour fly-leaf to it at the beginning.

(A)  Yellow (B) Blue
(C) Pink (D) White
@B )@ [l66000 B0} CHMAMIW] MIMWE]S B©) Galn|d OSEOOVIMB —— &HRD

00q0-2Mlafl Ga1d0® mlainileal anwailealss) G.oldee)o.
(A)  aeom B) ol

©) oflw D) onuss

Which file will help sometimes in getting relevant papers/references?
(A) Pending file (B) Note file
(C) Communication file (D) Stock file

(IMVEODIW  Gala]W/0aDOMMBGD 2IETENM@ N ofJO 0@ aflaiGa|20d MandW1ee0?
Q) @B P8O0 D@D (B) ©&md§ ~n@@

C) & emlesnHm 0 D) eqoss) @@

When two or more papers are pinned together, the sharp end of the pin should be :
(A) Left free at the top
(B) Should be pierced again to rest between sheets
(C) Both (A) and (B) above
(D) Pin cannot be used and stapler pin shall be used

©CaED RO RIW]HERD Gala |NBd 8 la] lld 021QeMD®, allmlof nydowyss GeQo

(2020 W 1@ 1866Mo :
A) megled o] afls)s
(B) &Qientseslswlm aflalsndm aflngie 08-2)e®06mo
C) m&gl®d alosom (A), (B)

D) ol aic@I1e020 &1y &:sI0m qUIId alld ©ale@I0)1e)o

13 DE-07/2023/027
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37. The pages in the note files and current files should be numbered :

A)
B)
©
D)

Jointly
Separately
Either (A) or (B) above

None of the above

MO ad@EeRSHEloni®e Malnflep8s ~wepsE1eei®Wio CalR)BWEE MMUA MGd:eMo

(A)
B)
©
D)

Mo®) &AW1
(GO § HOW]
M) 10 )& 1@ al0em (A) Grogmslad (B)

&G0 A IOODAIOIM)DE)

38. The aim of a note is :

(A)
B)
©)
D)

Present the matter in most intelligible way

Present the matter condensed and convenient form with the facts
Present the matter with past history and the point for discussion
All the above

80 @0 la{lom alesifo:

4)
B)

©
D)

afli®@o af}QOo aMQY 1R8O0 RM Bl CRAIO®T o {1666

QUM O)O&HE)AIW ] MoeWd% o {l2j@y0 MDA J (IBORAIW a1y 10d
@ROUOG loloe) 8
Q&8 2@l @R 2Id 2|V E88 Gald®pad] Aflaiwo GEAIOG (1666

MG~ 10ODOIO®EI0

39. When an officer writes a question in the margin of a note, the clerk may furnished the reply in :

(A)
B)
©
D)

in the margin
reply may be furnished in a separate sheet
in continuation of the note

none of the above

80 93 ONMNM 8Q &Cla(lol GEM1EHICM B8 6aldBfo wf)P)MEMIND, FIAES M HOMDO

M@0 :
A
(B)
©)
D)

@0 1ma
0Qals] B8 (aleO s &G M@0
&0l {lof @50 9j@ow]

MG« I0OMAIO®IMo EneJ
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40.

41.

42.

43.

At the top of the note file will be placed ——————— colour fly-leaf.

(A) Blue colour (B) Yellow
(C) Pink (D) White
emd§ anellom egltd ———— 83 00q]-eflad qunda lee)o.
A) ola oo (B) oe0m
(C) alle D) eonugs
In what cases drafts may be put up with notes for orders?
(A) Important cases (B) Simple cases
(C) D.O. letters (D) Govt. letters
alOMIOBO MIa02lR (68861 BIBWNBWDHNIW] (WIalQHd EMIFYBUWDOHNIalo (UW G6I0?
(A)  (WOMea]s CHMBUD (B) 2gload® esHmH0d
©C) ad.e. om0 D) vaueoad &HOmYEud
Draft shall be written or type written in —————— margin on sheet of paper.

(A) Half margin

(B) L ofthe margin
(C) % of the margin
(D) keep one inch as margin

((WallQ Gala]d Qo ————— 2IRZIN@ ()06 00Sa] ©21QRSHEWD GleMo.
A) e addElm
B) 1 =gl
©) Lozl
D) 2= a0y el CRWI Mo 166)b
The 'Title' must be written at the —————— of every draft letter.
(A) Head of every letter

(B) Bottom of every letter

(C) Middle of every letter
(D) At the margin side of every letter
'BIdHbo' B3I6 (WIalg HOMIOR ——————@ af)P36eMo.

(A) &0erd eaIQ0le@@e ®RIOENS
(B) e eciQoleodmo @SI8IMNo
(C) &260d 0aIQOlo@®e AW BINo

(D) &2ed eaiQhlo@@e @ddElMd eamal

15 DE-07/2023/027
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44.

45.

46.

In a draft proceedings or memorandum, the list of addresses is entered at the
side.

(A) At the bottom of the draft on the right hand side
(B) At the bottom of the draft on the left hand side
(C) At the left side of the top of the draft

(D) At the right side of the top of the draft

B80) HOS msalSleglend oacemdndMmOmleen, Aflenmesges ol§les ——— QoD
M@ ).

A)  (WI-AQ1eM mIeY QLMY
B) (W0Qle@ ®I6Y NSO
©) (WIAQleM &SI NSO
D) (WIAQleM &SI ULI;)UODY

‘N’ disposal or ‘N’ reference means :
(A) The original retained in office and copy of letter forwarded for followup action
(B) Papers are sent out in original
(C) Open a new file and proceeded further
(D) Papers which are brought into Personnel register and disposed
) WM @a M@ @regiEs 1@ 'af)M' 0alOMM @RACNAILEHMA :

A)  eadllod myesilaflclenym aolElmage ©sAMSalsIenanI®] Grwal & o)
aldh®alo

B)  Calo QD 01E]Man®] GrW® G6M)
C) 81 aROI® 0@ OROM @EANIF Calddyam

D) earFauemd elqualeaiss asdengMy W IMIEaldM@ §2IQIM Gala [Od0D

For the approval of a draft the officer must approve it and initial :
(A) put his initial without date
(B) put his initial with date
(C) put his full signature with date
(D) all the above
80) SO GroU1eIEMB MM HEBONMNMD GRO GRoUIE:® 1Ee®:™o GRAB o -

Q) ool enepem @O GRE(SHMO0 NS
B) oloolwes M6 CREEHO. eNS)s
©) olooles 6 MPAIM Ballo eNS)d

D) &gl aloeomaioweldo
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47.

48.

49.

50.

The nature of disposals that are to be detained permanently (cannot be destroyed) is :

(A) L.Dis (B) K.Dis
(C) R.Dis (D) D.Dis
ndleaow] osseld Adesnas (M@l leodmd &lale) wlnie.nmeysges misdlo
mOeM :
(A) L.Dis (B) K.Dis
(C) R.Dis (D) D.Dis
L. Disposals means the disposal be destroyed after year.
(A) Three year (B) Two year
(C) One year (D) Ten year
af)@. Wlmeadm@  of)moad QRO IMGRHo  M1BMIARMo MU la {1660 S)d
a)Mmoem  @RAMOAIEEMO).
A) oM QIdso (B) o6 udsto
(C) &r) Audo D) aIo® QURHo
K. Disposal means the disposal be kept for years.
(A) Three years (B) One year
(C) Ten Years (D) Five years
odb.  Wleanmm  of)moc  Wleanme  dmEsegdge  Muaslend  af)mmdeny
BRAOOAISN)M .
A) oM QIdao (B) &) Udo
(©)  alO® QUBHo D) @redl QIRHO
The disposal that are to be kept for ten years is disposal.
(A) L. Disposal (B) K. Disposal
(C) R. Disposal (D) D. Disposal
a0 QAURMCOMBE M 1csnmns MIdaddRMo mldaddsmadeny.
A)  af@d. wlmealdmod B) od. Wlnieanmm
(C) @r®d. Wlmealdma D) awl. awlmeadma

17
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51. From the following which disposals must be indexed :
(A) R. and D. disposals
(B) L. and K. disposals

(C) N. and XN disposals
(D) N Disposals

@209 oM@ MM a@ wlneanmepswd qg.allawlansesemo?
Q)  @r® ermW Wl Wlmigadmeysnd
B) )@ GRMW od WlMealdmaysud
(C) D ERMW af)dmafm W lmiealdmaysud

D)  af)md Wlneaidmeysud

52. In which side of the disposal jacket the name of the department and office are recorded :
(A) Out side of the disposal jacket
(B) In side of the disposal jacket
(C) Bottom of the out side of the disposal jacket
(D) None of the above

Wwlmiead@  BosoGloR Q@ o  WlapPdsead@eof@ie  edaflmlo@®o  Gald
GO |S;OTYMA)

Q) alneadm@ 2280G1OM@ 0o INo
B) Wlneanmm =isoglo@ ©udedIno
(€C) Wlmeatdmm 2380710 aR0o@INOBTOM @os18do

D) meglo ~loaomIeIMRY]

53. The entry in the index relating to an individual paper is called :

(A) Flagging (B) Head
(C) Title (D) Indexing
80 QAUSONO Gala M@0 ciMWea]s Myallealeal afmdslo® allgleeym;:
(A)  qgouilouy B) eanl
(C) eosQlmd (D) enmewesmlowy
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54.

55.

56.

57.

Papers relating to suits will be indexed under the head :

(A) Case (B) Writ petition

(C) Suits (D) Writ appeal
QUJUaDI688820W] NIMDOA]S GG @aIeeesIN &)F1m@ qg.allawlane)o :

A eoHm B) 01§ a0l

©C) eaMB (D) 01§ @rqflc

The abbreviation “A.S” related with court means :

(A) Administrative Sanction (B) Appeal Suit

(C) Assistant Secretary (D) None of the above
¢80 @20 nIMWea|s " A.S." o) 2RBPHOPOD GRAMNAIHEM :

(A) EOMAIEDI® @RMAD B) o fl@ cam

C) oemlagydg em@go] D) m&glo ~loeomaIeIMag]

The responsible officer to make sure that the index titles are properly prepared is :
(A) Head of office (B) Superintendent

(C) Administrative officer (D) Administrative Assistant

M afld  WIRAHMIBYD WBIWIW] OIS W Igeamm QO PesOMms  HOMONIEINNYRES
9eB2NMOM :

(A)  &2a0lm ecawdll B)  aylelens

(C) epwalmlmesglal adadlmd D) erwalnlmiesglal eemlquad

For addressing public service commission the communication is in the form of :
(A) D.O. letter (B) Letter form

(C) Proceedings (D) Endorsement

alepfles  madalm eedllaem  @eElmosndwm oM@ Ml  @rr@allmlawo
@20 |ODYM  ©alOrD) 121D

A) e oo (B) e21Qd €ando

(C) msalsleud (D) @R-V&,Io
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58.

59.

60.

61.

When an officer of one department wants any information from another office the type of
communication used is :

(A) Letter form (B) D.O. letter
(C) U.O. Note (D) Circular

80) Qldyafleal &) ©esdnmam 00QI) ddlMl@ alm femmélaye allaloesw
@R (00 ]S)EMIID alc@IN8M GRLWAMa® ®©o en®IeN :

(A) 02193 €ando (B) wle&. &00

C) @& &0 (D) mReeRId

Where the head of office records his decision in exercise of a statutory power or where he
records important executive decisions, the type letter/order used is :

(A) Official letter (B) D.O. letter
(C) Proceedings form (D) Circular

80 M®AIEAI® GRWIHIMo  (IC@IN]2f)odlMe  &dadlny  cawdnll @en oloyadmoe
GOEUOA[S)OOREMICYD  (alWIMOals )M s 5laT  @QRIMEBUD  GOELIOAIS;ODMCMIIEPI
D lCWIW 1B HOM/BSOBWD @REM :

(A) @968 00 1e &0 B) wle. ecigd
(C) msalsl@aersud (D) mReeRId
Charge memos and show cause notices will be in —— form.
(A) Memorandum form (B) Circular
(C) D.O. letter (D) Endorsement
2DAK OACENIBHBo GaHD GHIM EMIZIMB:Blo ————— ©JalOD) 1210 1@ 166)0.
(A) oe@emI0I6M8o GaNdo (B) mudseeeld
€) wle. eaigad D) ®rU &0

When the copy of a paper is sent to a subordinate officer for remarks is a type of
communication termed as :

(A) Official letter (B) N Disposal
(C) XN Disposal (D) Endorsement

80  Galo]OlOM  ald@a]  alEINBWEBOOIW] @  menDAWIEME  Bdadlmuddesy
GRW BEMIDWD @R oM 8@ Mo GRUAIMIaW. f)m) alflglesym; :

Q) @ves(dule oo B) afm Wlmieaidmm

C) )M afod Wlmieaiare D) fHodewdFmoad
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62.

63.

64.

65.

Where an officer or a member of the public has to be addressed without the formality of
official procedure is in the form of :

(A) Proceedings (B) D.O. letter

(C) Memo (D) Circular
ZRHEY IO MSals&a6BBE0Ss 8aloNE a0 80em B0) 966§ 2NMNOMEWI
0aDMRMOOMEWD GRE [MoGENIIWM 62I6YMSO MIOLA]O@YM @ IO} 1R1d6 :

A)  msals&neasnd (B) wla. so0

(C) omeemd D)  audseneld

Memoranda may be signed by :

(A) Superintendent of sections (B) Head of office

(C) Administrative Assistant (D) Administrative officer
0QEENI0INSOM 1@ 63 [IS;m @ :

A omeHm MY (atens (B) &0a0lmy ecawdll

©)  erwaldlmesglal aemlaguad D) eewalmlmesglal adadlmud

Who is directly responsible for seeing to the prompt despatch of papers if there is a Fair Copy
Section?

(A) Despatch Clerk (B) Section Clerks Concerned

(C) Section Superintendent (D) Fair Copy Superintendent

0a0®B GdIafl OMEHMD POMEBIM  Gala |NQ&Gd CUNOD @ EMES CRW® GOMO IMN8E
DOMEMIE10Mo  BRALOIEN?

@A) alnaina) HOAHE (B)  nIMOn]s OTUHHMD  HIBD6H 0D

(C) omemm My(atens (D)  0a0A G|l My(altens

Before a typist begins to copy a paper for U81, he shall verify that :

(A) The letter bears the initials of the Gazetted officer or an officer authorized to
approved the draft

(B) The letter is neatly written and can be readable

(C) The letters are properly page numbered

(D) The letters are filed in the original file
30) 00soflqy  USl-mg88 &0 Galald® al&HAOOIM  ORSEERMOIMEYMI,  GREGaO0
1@ Wlesnensm :

A) &S00 1@ QW B2a0lM0YesE®d (Wl GRoNI&BE180IM GRW I8 6B©)

9GBONMNOHMEWD M (BRHWD O6ne
B) &0 AOOIWIW] )P0 TWO AUIWTEOIM & IWIM@RI6N

(C) ©ROMOBBYD WRIWIW] Cal MMUD 6.21Q U
(D) EPoMEEBd ®WIAMA w0®alene) W@ 6210 1@ 1860)MaY
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66.

67.

68.

69.

In copying the first word of every paragraph in a communication a space of
letter should be left between the word and margin.

(A) Three letter space (B) Four letter space

(C) Five or Six letter space (D) As decided by the typist
6©) erreallnlamonleal 636 EUMUIGB®OS®Wo GBBJ (UIHE) aldbdODEMUIWD :

(A) M GREHMOEEREAS eNSo (B) moal @oetinedsg)es enso
(C) ©reoad GREOD GP&MUOERE0S so (D) e0sa(lqy @@ eeMoye~ 168l

The daily work load register of fair copy section is in form No. :

(A) VII (B) VIII
© IX (D) XVI
0a0@@ edda(l Aflednelom 008MmoEIn MUBSE 6aIdW EZHIMUD Galdo MMUA :
A) VI (B) VIII
© IX (D) XVI

Copies of the proceedings on disciplinary cases should be signed by :

(A) Section Superintendent
(B) Senior Superintendent

(C) Head of the office himself
(D) Any one of the subordinate officer not below the rank of a Gazetted Officer

@R_SHOCHOM G108 MSalS1h@0S aldbBalidbid BallONUCHOMSO) :

A omeHM MY (atens
B mnled myelemne
(C) @&@2allmy eawdil mem

D) omga  @dadlunes @I} @eY®EPOm  afloodslage  muemDAWlemy
a0l

In the case of D.O. letters and other letters addressed to the officer any name from a MP or
MLA the reply will be signed by whom?

(A) Signed by the officer to whom the communication was received

(B) Signed by the Head of office only

(C) Signed by an officer not below the rank of a second level Gazetted Officer
(D) Signed by an officer not below a Gazetted Officer

Wwla-om) &0 00, 60 afonll®esewd  afoa)@afl@RESCWI  Gal@l@®  adadlmen
@RETMOGNDWM 021 ® HOMBHE O HOM)H:Go GBI 6 {ls)d?
Q) oepuallnlawoe ai€ley 968J2NMAM &a{lgo
B) bl cawdnll @d@o &qflgo
(C) omsomw 21U OMQW &adld 0XBIN MILWLPOD B OEBJINMAd
a?:ﬂgm‘)'
D) QW @dloln @eYWePOm B0) ©E3(INMAN a5
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70.

71.

72.

73.

The ‘Economy label’ means :
(A) Use all the stationery items economically
(B) The flap pasted over an envelope to be used over and over again

(C) Keep in mind all the Government employees to utilize Government money for
what the occasion demands

(D) None of the above
'a)8OEMOA| GRINIM' af)MO@? :

Q) g equmol Mg MIMIOD 1BAIW] Oalc@IUT1ees
B) 81 &aI0l®d a3leaym ofda] aflegie aflenglo Oale@OW 166

€) afgp MAEOID HAUMBOIQ) MAHOID aléMo  GROUMOC  GRNUL|OSHM
#0608V ©alc@IUTEOMEAM 630B0X 186

D) MHEI®W lOOMAUOWIMo OaleWIUIENDO

The form number of Local Delivery register is :

(A) Form IV B) FormV

(C) Form VI (D) Form VII
canse®m owallaio] eZlqoled Gando MU® :

(A) Gando IV (B) @and0V

(C) Gando VI (D) @ando VII

Letters intended for officers and others in head quarters will be delivered through :
(A) By special messenger
(B) Registered post only
(C) Ordinary post only
(D) Local delivery
0a0W BI10BE3FM08l 9ERIONMABEN0 AQIBBNIAHNMIW] 96308121588 BOTYBU :
A) Monlstj@ eameId
B) oZId 0210® Galdq) @I(®o
(C) mowooem cdag}‘;’ Ad(@o

D) canso@ ewallaid] afmlaiwlages afllmoemo 6.21Qo

The despatch cum stamp account register is maintained in Form No. :

(A) Form No. VIII (B) Form No. VII
(C) Form No. XI (D) Form No. X
Wlmialde] &o qIMI GRESOVME EFIQNAD Galdo MMUGTM al@laidaflenymy
(A)  Gando maud VIII (B) Gando mauad VII
(C) @ando mauad XI (D) Gando maud X
23 DE-07/2023/027
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74. The charge of a ‘Record Section’ is vested with :

(A) Record-Keeper (B) Despatch clerk
(C) Establishment Superintendent (D) Head of Office
B0} '00680IAW MeHeOR' 2pamal MleHlaTomadem :
Q) 0068023 @l |d B)  almiaia] o366
©)  afauoalfond myliens D) a0l cawdnil
75. In a record room the seat of record clerk will be at portion of the record

room.
(A) In the middle portion of the record room
(B) A separate room 1is to be provided, over record for seating
(C) At the entrance of the room
(D) No separate room is provided, and seat arranged at the establishment section

80 006HOdW 0alm 006eeIAW IBES 0@ @ la{lso 00EHOIBW OYaled
@2NOMOIW 1 186),0.

(A)  e0esn3W 0 lem aw &N

B) ol lso MO 80 (IeO s MO M@dsHEMo

(C) Oles (ICIBM BAIISOD G

D)  (aI6O )01 n@dslwlsle),  &sdem MNdalm aflednom @ mlg

(H2d@ 1 2fl@186mM)

76. After the disposal of a case, the related file will be sent to the Record-Keeper by whom?
(A) Establish Superintendent
(B) Concerned section clerk who deal with the file
(C) Despatch clerk

(D) Fair Copy superintendent
80 GHM @D D86 |WEUdH0, NIMWAA]S ANDT BOCHHIAW &la 01N GBI CRW Bed:?

A myetalom mlellee)d
(B) @@ 00&H&HI0 0 02IQRIN NNVl OTVHHMD EIBHE
(C) almiaida] &odeEY

D) 00D Gl MVYaiens
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All Government orders on which no specific action has to be taken need be :
(A) Forwarded to subordinate officers
(B) Distribute the copies of Government orders to all sections within the office only
(C) Keep the Personnel custody of superintendent
(D) Government order need be filed only
(aIGO b MSalSldtd M@ 160N QPO af)e)d MABLHIB HOMOORHE)o :

(A) &1 2NMNABSE OOBAIOYE

B) MAOID HOMOORBHEOS aldBalidd edabdllmaslonl (e aflednemsudan)o
@(@o Qflm@emo 6.21Q))d

©) myetelon eaiFmenad aqua] mlaimldome

D) MREOIB HOMEONT W@ 621CYMBD Ao

The form of requisition for the supply of records from record section is in Form No. :
(A) Form No. IX (B) Form No. VII

(C) Form No. X (D) Form No. VI

0068623 Aflednol@ mIm) coaiswd Allmoeme 021QM@IMEE GREJAMAM®ES ©galo
Galdo MMIA. :

(A)  Gando mmud IX (B) @ando maup VII
(C) Gando mmud X (D) Gando maud VI

The Form of Record Issue Register is :

(A) Form No. X (B) Form No. IV

(C) Form No. III (D) Form No. IX
00CEOIAW Ny EZIAOOM Gando :

(A) Ga0do mmud X (B) Gaddo maud IV

(C) @ando mmua@ I1I (D) @addo mmud IX

The number of records to be asked for in one requisition slip 1s :

(A) Five (B) Maximum three
(C) One (D) Four
6@ Olallnlatmd qilaflod @RI (0a]ess GEEIGEOS af)epo :
(A) creal B)  aseaduw] aymy
©) em (D) moel
25 DE-07/2023/027
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81.

82.

83.

84.

The record-keeper prepare an arrear list of each section for all records which have taken out

from the record room for more than months.
(A) Two months (B) One months
(C) Four months (D) Three months
0060000  Ogaled MM —————  2Mesgled #5000  of)R001588  ~0))2
GOEUSBWDEN0 006HNIBW Bla]d 32600 llednomlo@m@o @yslygle aigle @DOIHeM.
(A) ©eg @dmo (B) &wm) @dao
(C) moel @davo D) am @dao

The manager or Head Ministerial officer inspect the record room atleast
duration.

(A) Atleast once in a quarter (B) Atleast once in every six month

(C) Atleast once in every year (D) Atleast once in every two months

@26MREOD  0.0W  AIMIMBIWE@  B2-0lE0d  00EEHIBW 0o BIOEDDMD
soeiwgaileamlape l@lewdwlen)m,.

A) aymamonlc e ealmewaleye (B) @0 admomleaddleneaisslaye
©) OO ® 80y ®lMmeEsle)o (D) ome admovleandlenenissleyo

When did the head of office will make a detailed inspection of the Record Section every year
and submit a report to the immediate superior authority?

(A) Every December (B) Every March
(C) Every April (D) Every January

af)Gapwoem  @dadlm)  cawdll afgp  AdHARe 006seW  Aaflednow i@  aflendiw
al@leUdWm  MSOMBH®)o  ©S  @M  MO  CRWIGIBIHes  8)  O1ea]ods
Mada{leeH®o 0.01Q)d:?

Q) afep almoenicdleyoe (B) afg)> @ddaflayo
©€) afep af-ilefleyo D) afepn smaiclwlaye

The register of periodicals is in Form No. :

(A) Form No. X (B) Form No. XI

(C) Form No. IX (D) Form No. VII
GRM®I 16608805 OZF1IND Galdo MMUA :

(A) Gando maud X (B) Gando maud XI

(C) Gando mmuad IX (D) Gando mauad VII
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85.

86.

87.

88.

The pages of stock file be numbered in ink.

(A) Blue or black ink (B) Redink

(C) Sketch pen only (D) Green colour
eqIes) an@Allom GalR)dd —— aflwl@ GrseaIsemo.

A) 0l ereg)d @ &M0m A (B) apoum o]

(C) moda] Galm @d(®o (D) 19l ™Moo

Papers received in the office will normally submitted by the office within
days of the receipt

(A) Seven days

(B) Three days

(C) Five days

(D) After five working days

aflM1@  aI€loom  Gala]dd  MOWIEM@OI®T omle  ai€la]  lalmemudengs 1
&2afly mada(le6)o :

A) Q¥ [loumo
B) am &laime
(C) @real &laumo

D) @rerf (aiyom] lOIMEBYGS GUdao

The register of S.R.O. 1s in Form No. :

(A) Form No. IX (B) Form No. X

(C) Form No. VII (D) Form No. XVII
S.R.O 6@ @Zlqud Gando MmMA :

(A)  Gando mmuad IX (B) Gando maud X

(C) Gando mauad VII (D) Gando maud XVII
All papers marked for issue be issued within hours of its receipt in the Fair
Copy Section.

(A) 12 hours (B) 24 hours

(C) 6 hours (D) 10 hours
D)  021gRMOIMI®]  GRSWIBIS;OTI®  af)8)d  Gala B8l  0al®AB  GdIa]l
Alenoo 1@ @ ella] ——————— QM BOOBUDHNRSS | MM d:6Mo.

A) 12 aemleeyd B) 24 aemleeyd

(C) 6 aamleeyd D) 10 aemleeyd
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89.

90.

91.

92.

DE-07/2023/027

All the members of the establishment should attend the office at time daily.

(A) 10A.M.
(B) 10.10 AM.
(C) 10.15AM.

(D) A maximum late of one hour without permission
MNdINOD 08l w()e)d GroNEBEe af)e)d ElAIMARe 2N ~OIRI&Mo.

(A) 10 AM.
(B) 10.10 A.M.
(C) 10.15 A.M.

D) ermaolwlgpem ~lead0lw] 8 aamlenyd eanlde WO ao.

The interval allowed for Tiffin is :
(A) One hour
(C) 1P.M.to1.45P.M.
Sladldy @EMAUIBMI®WAI® eNSENIS :
A) &r) nemlenyd
() 1P.M. )o@ 1.45P.M.

The office attendants should at the office at :

A 9AM.
(C) 10A.M.

Ral0lM BRMWNYBU BdadlmlecIcomms® :

A 9AM.
(©) 10AM

The custodian of the Attendance Register is :

(A) Head of office

(B) Establish clerk who deals it

(C) Superintendents of each section

(D) Administrative Assistant
@RQMWMM EHIMONOR (V&M a0 :

(A)  &2a0lm eawdll

(B) @O 00&HEHI0j0 ©.21QMN EIDHEY

B)
D)

B)
D)

B)
D)

B)
D)

(C) &6 allednodle@m@io Mg(elensndd

D) erwalnlmiesglal ermilauay

28

30 minutes
1.15 P.M. to 2 P.M.

30 almlg
1.15 PM. eyo@d 2 P.M.

9.30 A.M.
9.15 A M.

9.30 A.M.
9.15 A M.



93.

94.

95.

96.

97.

How many late for one hour each day without permission leads to forfeit a days casual leave?

A4) (B)
© D)

GrMao 1lgpem @360 Glaumale 8@ nemleanyd
eNlal Mayen]SOM  &IEMAIE:)IM)EENSI?

4)
©

Three late attendance

Four late attendance

00U 1088 M ~0IRA

B)

00UB 188 Mmoel a0d8Ad (D)

Two late attendance

Five late attendance
00USHMO 60 ElUIOOD  &DHITd

0B 188 EME 018D

00Ud 188 @R ~0dRA

The office attendants will be under the immediate control of

(A) Head of office B)

(C) Senior establishment clerk D)
0adlmy’ @eQAdWMMY

(A) &2a0lm ecawdll (B)

©€) mnload fayoen|lsiondd &odes (D)
Form of Call Book is :

(A) Form No. X B)

(C) Form No. XII (D)
GHIUD NRBS 1M Galdo :

(A) Gaddo mmud X B)

(C) @ando mmuid XII D)

Muslim officers who wish to offer juma prayers will granted an interval of

hours on Fridays.

Section head

No separate rule in this regard

o) osms1 mlEmemoo lanwl1len;o.

OMVEHM O

BOI0 O @ (o IGO | MIanlg).

Form No. XI
Form No. XIV

GaNdo Moud XI

GaNdo Mmud XIV

1.30 hours

1.45 hours

6B ONMNALE)  0NISE 1WIY aldhg @D

1.30 aem 16y
1.45 oem o6

Head of office

(A) 1.15 hours B)
(C) Two hours (D)
ROD  (aDAOOM  MSOOOMD @R 1EM  M@lo
@M 1HO B NSEOUE M@)o
(A)  1.15 aemleeyd (B)
(C) e aemlenyd (D)
Who will prescribe schedule for the inspection of Personnel Registers?
(A) Section Superintendent (B)
(C) Administrative Assistant D)

Administrative Officer

GalFMEM@ EEIMMHE0S o lF1EIWMW HNBE MAW(E®A GROIEM M 1DEZUD 1Bed:?

(A)
©

OMBHD (VY (atons

(B)

aeewalmlmesglal eemilqyed (D)

29
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98.

99.

100.

In regard to the destruction of record files, whose order should be taken annually?
(A) Record-Keeper (B) Fair Copy Superintendent
(C) Head of the Department (D) Head of office

00CEOIAW  ad@ARHD MWl [lee)MOoR@d®]  MIMWea]S, GBS  BIAWR  (wIO IR0
a()S)896Mo?

A) 006802 W &la]d B)  0a0@D GIafl MVYaiens
€) dya] eawdall (D) &@2aflmy cawdnd
Without any special instruction, all fair copies should be typed in space.
(A) Double space (B) Single space
(C) Both single or double space (D) None of the above

(clGO i MRE3UEEROZIMA PO, f)e)d MPOWAIW  aldBal)d8)0
MOAIOD 60Sa] 6.1QeMo.

A)  awenfld aieaimy B alotdld MGaImy

©€) wwld cregi@lcd wenlld Mieaimy (D) omaglod ~loeomae®IMAg]

All thapals either by post or by messenger or otherwise are received by whom?
(A) Section clerk
(B) Thapal clerk
(C) Office attendant posted at Thapal Section

(D) Fair Copy Superintendent

af)gp  @Iabapd@lo  @ald@  (UFIE®I  MUEMBWADAOBM  (UFIE®I  A6QD GBI
i@ 186mM@?

(A)  omemm GOdDHE)
B) ©@a1d@ gOdHE
(€C) @an@ omaesmlm Mlwalenens @d0ln GrQMWE

D) 0a0A GIa|l My(al6ns
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SPACE FOR ROUGH WORK
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