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DE-07/2023/027 

Maximum : 100 marks  

Time : 1 2
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 

 ĂĆŔ utČĒkĔn ëĂēďĒŔ ĀĒnĝ āĔĈėp÷ĔČĒkĔn èėüŠĒĉĔÝ ĈĂĈŒďĔíėĊ 
ČĒĊĒkĔnfV : 

(A) üāđŔ (B) íĈ£V 

(C) ęĈďĒÝį ĈĂĈŒďĔíŕ (D) Ęŗíđŏ ĈĂĈŒŏ 

2. A communication received in an office before numbering is called : 

(A) Thapal (B) Current 

(C) Case (D) Enclosure  

 ĀmĈĒÝïĒŀ ąĔmĝ oćĔ ëĂēďĒŔ ĉĄĒkĔn àčĆČĒĀĒąĆėt ČĒĊĒkĔnfV : 

(A) üāđŔ (B) íĈ£V 

(C) Ęíŏ (D) eŒĘkđĎœ 

3. The preparation of any communication which is proposed to issue is : 

(A) Drafting  (B) Put up  

(C) Communication  (D) Proceedings 

 iĎŖĔ ėòyđŒ ĀĒœĘdčĒcĒŨƧll èėüŠĒĉĔÝ àčĆČĒĀĒąĆtĒR£ĆĔÝ üyđėĈ÷Ĕpĝ 
iŗāíđćąđĻ :  

(A) ŗùđłƃĒÝį (B) āĔŨĝ apĝ 

(C) ímŖĕûĒĘkĎŒ (D) Ā÷ā÷Ēŗíąšŕ 

4. A paper which is not connected with a pending case in the office is : 

(A) Old Case (B) New Case 

(C) Pending Proposal  (D) None of the above 

 ëĂēďĒŔ ėíŨĒkĒ÷kĔn ĘíďĔąđĆĒ ănąĒĉīđt oćĔ Ęāpœ : 

(A) āċĆ Ęíŏ (B) āĔüĒĆ Ęíŏ 

(C) üēœpƧíŔpĒkđt ĀĒœĘdčÝ (D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 
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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) Old Case 

 oćĔ üđāđĉĒŔ oćĔ 'íĈ£V Āmœ' ĀŔíĒ ĘāŋďûŔ ćôĒsĈĒŔ ĀŔíĔĘmđŕ aüĒėĀ 
ČĒĊĒkĔnüV :  

(A) ćôĒŏŗ÷Ē (B) iŒĘČùĒÝį 

(C) ĀŖĕ Ęíŏ (D) ëŕĹ Ęíŏ 

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  

 èėüŠĒĉĔÝ ČŖkĒĘkđ aÿĒíđćtĒĘĀđ ĘČŪĒ uĘdčĒcĒŨƧll àčĆČĒĀĒąĆšŕ 
āíœtĔíĆĔÝ aĆņkĔíĆĔÝ ėòyƧn ŗāŗíĒĆėĆ ďĕòĒpĒkđŒ uāĘĆđïĒkĔn āþÝ 
iüđĻ :  

(A) ČĒüćûÝ (B) àčĆČĒĀĒąĆÝ 

(C) ŗāōĀÝ (D) otĔüēœpĝ 

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  

 ĘāŇ aĄĒďÝĘăđÿĀ ėòņüüĔÝ 'ćĐďŖÝ' enĝ a÷ĆđĊėp÷ĔtĒĆüĔąđĆ íČœ 
üĔĈkđŒ ĘĆđïŖüĆĔll aÿĒíđćĒíŕ :  

(A) ănėpŨ kđœkĝ (B) ėďkŒ ďĕŗāŪĝ 

(C) ëĂēŏ ďĕŗāŪĝ (D) ČĒĉđďkđćŒ 

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  

 oćĔ ėďkŒ kđœkĝ u÷Œ üėn Ęćîėp÷ĔtĔíĆĔÝ ćôĒsĈĒŔ ĀŔíĔíĆĔÝ ėòņü  

íĈ£V iüđĻ :  

(A) iŒĘČĹ ćôĒsœ (B) ĘāŋďûŔ ćôĒsœ 

(C) ĂĆĉĔíĊƧė÷ ęíąđƃ ćôĒsœ (D) ĂĆĉĔíĊƧė÷ ćôĒsœ 
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9. 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  

 a÷ņkđt ĘíďĔąđĆĒ ănėpŨ èėüŠĒĉĔÝ Ęāpœ uėŪŠĒŔ, kđœkĝ ————— 
ĂĆĉĒĘĉkĝ Ęāpœ ĘòœkĔnĔ.  

(A) ĀĒĉČĒėĉ ĂĆŔ (B) āĔüĒĆ ĂĆŔ 

(C) a÷c ĂĆĉĔíŕ (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

10. 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  

 ŗāÿđĀėpŨüĔÝ ăĔdĒąĔŨƧllüĔąđĆ ĘíďĔíĊĒŔ kđœkĔíŕ àćĔė÷ėĆđėk ČđkđĉĔll 
utćČĔíŕ ďřēíćĒkĔnĔ?  

(A) ëĂēŏ ĘąÿđČĒ 

(B) a÷ĔtĔll ėďkŒ kđœkĝ 

(C) ănėpŨ ČĒĄđïtĒėĉ èƃČĔÝ ąĔüĒœn kđœkĔíĊĒŔ oćđŕ 

(D) ďĕŗāŪĝ 

11. Fair copies intended to issue for higher authorities are signed by : 

(A) Administrative Assistant   

(B) Administrative Officer 

(C) Head of Office  

(D) Senior Superintendent  

 unü aÿĒíđćĒíŕkĝ ČĒüćûÝ ėòyđŒ uĘdčĒcƧll ėĂĆœ ĘíđpĒíĊĒŔ 
opƧėČcĒćĒkĔnļ :  

(A) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V    

(B) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 

(C) ëĂēŏ ĘąÿđČĒ  

(D) ďēĀĒĆœ ďĕŗāŪĝ 
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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  

 üēœpđkĒĆ ĂĆĉĔíŕ ————— ąĔĈĒĆĒŔ ďĕkĒkĔnĔ.  

(A) esđbĒŎėą£V  ėďkŒ 

(B) ĘsĎĀĈĒ ĈĕÝ 

(C) ėĐĹ ëł ëĂēďĒR£ ąĔĈĒĆĒŔ ďĕkĒcĒćĒkĔn ėĎŔł 

(D) ėĈĘkđœĹ ĈĕÝ 

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  

 ąĈĔā÷Ē ĀŔĘíŪ eĉīđ ĈĂĈŒďĔíĊƧÝ iŗāíđćąđĻ : 

(A) ĀĒĉČĒėĉ ĂĆŔ 

(B) ĘkđŏĹ ĂĆŔ 

(C) ĘāŋďûŔ ćôĒsĈĒŔ ĈĂĈŒŏ ĘòœkĔí 

(D) ĘąčĆĔė÷ ĘŗùđĆĈĒŔ ďĔćkĒüąđĆĒ ďĕkĒkĔí 

14. A telegram is treated as : 

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

(C) Reminder (D) U.O. Note  

 oćĔ ė÷ĉĒŗïđąĒėĀ išėĀ íûkđkĔnĔ : 

(A) üāđŔ (B) ùĒ.o. ėĉƃœ  

(C) ëœmėp÷ĔtŔ (D)  pO.o. íĔĈĒpĝ 
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15. 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  

 ďĘnčČđĐíŒ ćđČĒėĉ 10 ąûĒkĝ ąĔmĔÝ üāđŔ kđœkĝ ëĂēŏ ČĒŨüĒĀĔĘčĎČĔÝ 
ėíđŪĔČćĔn üāđĉĔíŕkĝ üĔ÷œĀ÷ā÷Ēíŕ èėüđėkĆđĻ?  

(A) üāđŔ kđœkĝ ëĂēďĒŔ ĐđôćđkĔĘmđŕ üāđĉĔąđĆĒ ČćđŒ 
ďĘnčČđĐíĘĀđķ àČčŖėp÷Ĕí 

(B) üāđŔ kđœkĒR£ ĘąčĆĒŔ üāđŔ ČņkđŒ ďĘnčČđĐíĘĀđķ 
àČčŖėp÷Ĕí 

(C) üāđŔ ëĂēŏ aƃŒù£Wŀ/ęĀƃĝ ČđcĈĒŀ ęíąđĈđŒ ďĘnčČđĐíĘĀđķ 
àČčŖėp÷Ĕí 

(D) iüĒĀđĆĒ ďĕkĒcĒćĒkĔn oćĔ ėāŨĒĆĒŔ üāđŔ i÷Ĕí 

16. The Form of distribution register is : 

(A) Form I (B) Form II 

(C) Form III (D) Form IV 

 ČĒüćû ćôĒsĈĒR£ ĘĂđÝ :  

(A) ĘĂđÝ I (B) ĘĂđÝ II 

(C) ĘĂđÝ III (D) ĘĂđÝ IV   

17. 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) As instructed by the Superintendent  

 ėòĈĒĆ ëĂēďĔíĊĒŔ eŗü ČĒüćû ćôĒsĈĔíŕ ďąĆănĒüąđĆĒ üāđŔ ČĒüćûÝ 
ėòyđŒ uāĘĆđïĒkđÝ?  

(A) íĔĈŧļ ćŪĝ (B) onĝ 

(C) āćąđČÿĒ ćŪĝ (D) ďĕŗāŪĒR£ ĀĒœĘdčŗāíđćÝ 
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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 

 ČĒüćû ćôĒsĈĒR£ ĘíđĊtĒŔ Ęćî ėĈĘkđœĹ íēpĈĒŀ ęíąđĈĒ.  

(A) ĘíđĊÝ 3 (B) ĘíđĊÝ 4 

(C) ĘíđĊÝ 5 (D) ĘíđĊÝ 6 

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 

 eŒĘkđĎĈĔíĊđĆĒ ĉĄĒkĔn āûÝ, ėòkĔíŕ, ąƃĝ ČĒĉāĒ÷ĒpƧll ČŏüĔkŕ enĒČ  
————————— ćôĒsĈĒŔ ĀŔíĔÝ.  

(A) iŒĘČĹ ćôĒsœ 

(B) ĘāŋďûŔ ćôĒsœ 

(C) ëĂēŏ ĘąÿđČĒkĝ ęíąđĈĒ 

(D) ėďíŖĕćĒƃĒ ćôĒsœ 

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  

 ĐœôĒíĊĒŔ oŨĒcĒćĒkĔn sđmĔíŕ iČĆđĆĒćĒkûÝ :   

(A) aüĒŔ ĀĒnĝ ĘČœėā÷ĔtĒ íûkĒėĉ÷ĔkĔí 

(B) aüĒėĀ aāíēœtĒėp÷ĔtĔí 

(C) ĐœôĒ üēœpđkĔnüĔČėć ĐœôĒĆĒŔ aĘü sđĀÝ aĀĔČþĒkĔí 

(D) iüĒŔ ŗāĘüŖí ĀĒœĘdčąĒĉī 
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21. The form of Personnel  Register is : 

(A) Form I (B) Form II 

(C) Form III (D) Form IV 

 ĘāŋďûŔ ćôĒsĈĒR£ ćĕāÝ iüđĻ :  

(A) ĘĂđÝ  I (B) ĘĂđÝ II 

(C) ĘĂđÝ III (D) ĘĂđÝ IV   

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

(A) Name of the Head of Office  

(B) Name of the Superintendent  

(C) Name of the Administrative Assistant  

(D) Name of the Administrative Officer  

 ĘāŋďûŔ ćôĒsĈĒR£ ëĘćđ ČđĉŖtĒĉĔÝ ėďkŒ kđœkĒR£ ĘāćĒŀ ąĔíĊĒŔ ĘāŇ 
eċĔüĒĆĒćĒkĔn ęƘĆĒÝį ĉēĂĒŔ : 

(A) ëĂēŏ ĘąÿđČĒĆĔė÷ ĘāŇ 

(B) ďĕŗāŪĒR£ ĘāŇ 

(C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£]R£ ĘāŇ 

(D) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďĈĔė÷ ĘāŇ 

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

(A) Head of Office  

(B) Superintendent 

(C) Administrative Assistant  

(D) Administrative Officer 

 â ČĒĄđïtĒŔ ĉĄĒkĔn eĉīđ íĈ£OíĊƧÝ ćďēļ ĉĄĒc þĒČďÝ üėn ĘāŋďûŔ 
ćôĒsĈĔíĊĒŔ íĖüŖąđĆĒ ćôĒsœ ėòņüĒŨƧėŪnĝ àćđĻ ĘĀđkĔí?  

(A) ëĂēŏ ĘąÿđČĒ 

(B) ďĕŗāŪĝ 

(C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V 

(D) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 
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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 

 oćĔ kđœkĒŀ ĉĄĒkĔn eĉīđ aœd-ìĘþŖđïĒí ítĔíĊƧÝ üđėċpĈĆĔn sĉšĊĒŔ 

ćôĒsœ ėòyûÝ : 

(A) ùĒ.o.ņkĔll ŗāĘüŖí ćôĒsœ 

(B) ĘāŋďûŔ ćôĒsœ 

(C) ïČőėą£]R£ ćďēüĒĀđĆĒ ďĕkĒkĔn ćôĒsĈĔíŕ  

(D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 

25. The number of entries on each pages of the register shall ordinarily : 

(A) Five (B) Four 

(C) Two (D) Three 

 ćôĒsĈĒR£ ëĘćđ ĘāôĒėĉĆĔÝ eŒŗ÷ĒíĊƧė÷ eŬÝ ďđÿđćûĆđĆĒ : 

(A) aŦĝ (B) Āđŉ 

(C) ćŪĝ (D) ąĕnĝ 

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  

 ĘāŋďûŔ ćôĒsĈĒėĉ ëĘćđ eŒŗ÷ĒkĔĘčĎÝ ĘāôĒŀ íĔĈĔėí oćĔ Čć ČćņkđŒ 

èļ ĀĒĈtĒĉĔll ąĎĒĆđĻ uāĘĆđïĒkĔnļ?   

(A) Āēĉ (B) íĈĔpĝ 

(C) òĔČpĝ (D) āc 
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27. 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 

 oćĔ kđœkĝ ĘąĉĔĘþŖđïsŀ oćĔ Ęāpœ ďąœpĒkĔĘmđėċĉīđÝ, ĘāŋďûŔ ćôĒsĈĒR£ 
ĘíđĊÝ ——————— ĀmĈĒŔ ďąœpĒc üēĆüĒĆĔė÷ ČŏüĔü Ęćîėp÷ĔtûÝ.  

(A) ĘíđĊÝ 5 (B) ĘíđĊÝ 4 

(C) ĘíđĊÝ 6 (D) ĘíđĊÝ 8 

28. 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 

 āĔĈėp÷ĔČĒc ĈĂĈŒďĒR£ ďřĄđČÝ ĘāŋďûŔ ćôĒsĈĒR£ ————— ĘíđĊtĒŔ 
Ęćîėp÷ĔtĔÝ.  

(A) ĘíđĊÝ Āmœ 8 (B) ĘíđĊÝ Āmœ 7 

(C) ĘíđĊÝ Āmœ 6 (D) ĘíđĊÝ Āmœ 5 

29. The reminders issued on a subject should be entered in ————— colour of ink in Personnel  
Register. 

(A) Blue or Black ink (B) Red ink 

(C) Violet colour  (D) Green colour ink 

 oćĔ ČĒĎĆtĒŔ āĔĈėp÷ĔČĒkĔn ëœmėp÷ĔtĉĔíŕ ĘāŋďûŔ ćôĒsĈĒŔ ————————
ąĎĒĆĔė÷ ĀĒĈtĒŔ ĀŔíûÝ.  

(A) Āēĉ aėĉīŠĒŔ íĈĔt ąĎĒ (B) òĔČn ąĎĒ 

(C) ČĆĉƃĝ ĀĒĈÝ (D) āc ĀĒĈąĔll ąĎĒ 

30. 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 

 ĉĄĒc ĘāpĈĒėĉ ĀĒĉČĒėĉ Āmœ ĘāŋďûŔ ćôĒsĈĒR£ ————— ĘíđĊtĒŔ ĀŔíĔÝ.  

(A) ĘíđĊÝ 1 (B) ĘíđĊÝ 2 

(C) ĘíđĊÝ 3 (D) ĘíđĊÝ 4 
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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 

 ĘāŋďûŔ ćôĒsĈĒŔ Ęćîėp÷ĔtĒĆĒŨƧll oćĔ ĂĆŔ ĀēkÝ ėòyƧnüĒR£ ďřĄđČÝ  

———————————— ąĎĒĆĔė÷ ĀĒĈtĒĉđĻ.  

(A) Āēĉ aėĉīŠĒŔ íĈĔpĝ (B) āc 

(C) òĔČpĝ (D) ČĆĉƃĝ 

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  

 üđėċpĈĆĔnČĆĒŔ ĀĒnĝ èüĔüćtĒĉĔll  ĘāpĈđĻ ĘāŋďûŔ ćôĒsĈĒŔ 

Ęćîėp÷ĔtđŒ āđ÷Ēĉīđtļ? 

(A) ùĒ.o. ėĉƃœ 

(B) ïČőėą£V ėĉƃœ 

(C) kûĒíąđĆ akćtĒR£ Ęāpœ 

(D) Ā÷ā÷Ēŗíąšŕ 

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

top about ————— inch inside. 

(A) 1 2
1  inch (B) 2 inch 

(C) one inch (D) 1.5 inch 

 íĈ£OU aüĒŀ üđėċ ŗíąēíćĒcĒćĒkĔn òĔƃƧāđ÷ĔíĊƧÝ i÷ļ ąĕĉĆĒŔ ąĔíĊĒŔ 

—————————— iŦĝ aítĝ āŦĝ ėòņüĒćĒkĔnĔ.  

(A) 1 2
1  iŦĝ (B) 2 iŦĝ 

(C) oćĔ iŦĝ (D) 1.5 iŦĝ 
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34. 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 

 üēœpƧíŔpĒkđt oćĔ ĘíďĔąđĆĒ ănėpŨ oćĔ Ęāpœ üĔ÷ktĒŔ ————— íĊœ 

ęƘ-ĉēł Ęòœtĝ ĀĒĉČĒėĉ ĂĆĉĒĘĉkĝ ĘòœkĔÝ.  

(A) ąŧ (B) Āēĉ 

(C) āĒŠĝ (D) ėČll 

35. Which file will help sometimes in getting relevant papers/references? 

(A) Pending file (B) Note file 

(C) Communication file (D) Stock file 

 ŗāďkąđĆ ĘāpĈĔíŕ/ĈĂĈŒďĔíŕ ĉĄĒkĔnüĒŀ èļ ĂĆŔ òĒĉĘpđŕ ďĐđĆĒkĔÝ?  

(A) üēœpđkđt ĂĆŔ (B) ĘĀđŨĝ ĂĆŔ 

(C) ímŖĕûĒĘkĎŒ ĂĆŔ (D) Ęsđkĝ ĂĆŔ 

36. 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  

 ćĘŪđ aüĒĉÿĒíĘąđ ĘāpĈĔíŕ oćĔąĒcĝ āĒŒ ėòyƧĘmđŕ, āĒnĒR£ ąĕœcĆĔll aƃÝ 

iŗāíđćąđĆĒćĒkûÝ : 

(A) ąĔíĊĒŔ ďřüŗnąđĆĒ ČĒ÷Ĕí 

(B) ĎēƃƧíŕkĒ÷ĆĒŔ ČĒŗčąĒkđŒ ČēŪĔÝ üĔĊcƧíĆĈûÝ 

(C) ąĔíĊĒŔ āĈŧ (A), (B) 

(D) āĒŒ uāĘĆđïĒkđŒ íċĒĆĒĉī íĕ÷đėü sđpœ āĒŒ uāĘĆđïĒkĔÝ 
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37. The pages in the note files and current files should be numbered : 

(A) Jointly 

(B) Separately  

(C) Either (A) or (B) above 

(D) None of the above 

 ĘĀđŨĝ ĂĆĉĔíĊĒėĉĆĔÝ ĀĒĉČĒĉĔll ĂĆĉĔíĊĒėĉĆĔÝ ĘāôĔíŕkĝ Āmœ ĀŔíûÝ  

(A) ďÝĆĔkąđĆĒ 

(B) ŗāĘüŖíąđĆĒ 

(C) onĔíĒŔ ąĔíĊĒŔ āĈŧ (A) aėĉīŠĒŔ (B)  

(D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 

38. The aim of a note is : 

(A) Present the matter in most intelligible way 

(B) Present the matter condensed and convenient form with the facts  

(C) Present the matter with past history and the point for discussion  

(D) All the above  

 oćĔ íĔĈĒpĒM£ ĉkŖÝ :   

(A) ČĒĎĆÝ èƃČĔÝ ąĀsĒĉđkđČĔn ćēüĒĆĒŔ aČüćĒpĒkĔí 

(B) ČŏüĔüíĊƧąđĆĒ ďÝĘĆđôĒpĒcüĔÝ ėďĞíćŖŗāþČĔąđĆ ćĕātĒŔ 
aČüćĒpĒkĔí 

(C) ąĔŒíđĉ òćĒŗüČĔÝ òœcņkĔll ĘāđĆĒ£OąđĆĒ ČĒĎĆÝ aČüćĒpĒkĔí 

(D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

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

(A) in the margin 

(B) reply may be furnished in a separate sheet 

(C) in continuation of the note  

(D) none of the above  

 oćĔ uĘþŖđïsŒ oćĔ íĔĈĒpĒM£ aćĒíĒŔ oćĔ ĘòđþŖÝ eċĔüĔĘmđŕ, kđœkĒŀ utćÝ 
ĀŔíđÝ :  

(A) ąđœôĒĀĒŔ 

(B) ąĈĔā÷Ē oćĔ ŗāĘüŖí ĎēƃĒŔ ĀŔíđÝ 

(C) íĔĈĒpĒR£ üĔ÷œcĆđĆĒ 

(D) ąĔíĊĒŔ āĈŧČėĆđnĔÝ iĉī 
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40. At the top of the note file will be placed ————— colour fly-leaf. 

(A) Blue colour (B) Yellow 

(C) Pink (D) White 

 ĘĀđŨĝ ĂĆĉĒR£ ąĔíĊĒŔ ————— íĊœ ęƘ-ĉēł sđāĒkĔÝ.  

(A) Āēĉ ĀĒĈÝ (B) ąŧ 

(C) āĒŠĝ (D) ėČll 

41. 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 

 èėüđėk ďđĐòćŖšĊĒŔ ëœùĈĔíŕkđĆĒ ŗùđłƃƧíŕ ĘĀđŨƧíŕėkđpÝ ČņkđÝ?  

(A) ŗāÿđĀėpŨ ĘíďĔíŕ (B) ĉĊĒüąđĆ ĘíďĔíŕ 

(C) c].K. ítĔíŕ (D) ïČőėą£V ítĔíŕ 

42. Draft shall be written or type written in ————— margin on sheet of paper. 

(A) Half margin  

(B) 4
1  of the margin 

(C) 3
1  of the margin  

(D) keep one inch as margin  

 ŗùđłƃĝ Ęāpœ ĎēƃĒŔ ————— ąđœôĒĀĒŔ eċĔüĔíĘĆđ ę÷pĝ ėòyƧíĘĆđ ĘČûÝ.  

(A) āíĔüĒ ąđœôĒŒ 

(B) 4
1  ąđœôĒŒ 

(C) 3
1 ąđœôĒŒ 

(D) ąđœôĒŒ oćĔ iŦĝ àĆĒ ďĕkĒkĔí 

43. 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 

 'čēœĎíÝ'  ëĘćđ ŗùđłƃĝ ítĒR£   —————Ŕ eċĔüûÝ.  

(A) ëĘćđ ėĉƃĈĒR£ĆĔÝ üĉėkŨĝ 

(B) ëĘćđ ėĉƃĈĒR£ĆĔÝ a÷ĒĄđïÝ 

(C) ëĘćđ ėĉƃĈĒR£ĆĔÝ ąÿŖĄđïÝ 

(D) ëĘćđ ėĉƃĈĒR£ĆĔÝ ąđœôĒŒ ęďĹ 
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44. 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  
 oćĔ íćķ Ā÷ā÷ĒíĊĒĘĉđ ėąĘmđĈđŪtĒĘĉđ, ČĒĉđďšĊƧė÷ āŨĒí ————— Ččtĝ 

ĀŔíĔnĔ.  

(A) ŗùđłƃĒR£ üđėċ ČĉüĔČčtĝ 

(B) ŗùđłƃĒR£ üđėċ i÷üĔČčtĝ 

(C) ŗùđłƃĒR£ ąĔíĊĒŔ i÷üĔČčtĝ 

(D) ŗùđłƃĒR£ ąĔíĊĒŔ ČĉüĔČčtĝ 

45. ‘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 

 'eŒ' ùĒŏĘāđďŔ aėĉīŠĒŔ 'eŒ'  ĈĂĈŒŏ aœtąđkĔnļ :   
(A) ëĂēďĒŔ ďĕkĒcĒćĒkĔn oĈĒôĒĀĉĔÝ üĔ÷œĀ÷ā÷ĒíŕkđĆĒ aĆc ítĒR£ 

āíœpƧÝ 

(B) ĘāpĈĔíŕ oĈĒôĒĀĉđĆĒ aĆņkĔnĔ 

(C) oćĔ āĔüĒĆ ĂĆŔ üĔĈnĝ ąĔĘnđŨĝ ĘāđíĔnĔ 

(D) ĘāŋďûŔ ćôĒsĈĒĘĉkĝ ėíđŪĔČnĝ ùĒŏĘāđďŔ ėòyƧn ĘāpĈĔíŕ 

46. 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  

 oćĔ íć÷ĒR£ aÝïēíđćtĒĀđĆĒ uĘþŖđïsŒ aļ aÝïēíćĒkĔíĆĔÝ àþŖÝ : 
(A) üēĆüĒ iĉīđėü üR£ àþŖkćÝ i÷Ĕí 

(B) üēĆüĒĆĔll üR£ àþŖkćÝ i÷Ĕí 

(C) üēĆüĒĆĔll üR£ ąĔċĔČŒ opƧÝ i÷Ĕí 

(D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 
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47. 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 

 sĒćąđĆĒ ü÷ŠĉĒŔ ČņĘkŪ (ĀčĒpĒkđŒ íċĒĆĒĉī) ùĒŏĘāđďĉĔíĊƧė÷ ďřĄđČÝ 

iüđĻ :   

(A) L.Dis (B) K.Dis 

(C) R.Dis (D) D.Dis 

48. L. Disposals means the disposal be destroyed after ————— year. 

(A) Three year (B) Two year 

(C) One year (D) Ten year 

 eŔ. ùĒŏĘāđďŔ enđŔ ————— ČœĎtĒĀĔĘčĎÝ ĀĒœąđœôĀÝ ĀčĒpĒkėp÷Ĕí 

enđĻ aœtąđkĔnļ.  

(A) ąĕnĝ ČœĎÝ (B) ćŪĝ ČœĎÝ 

(C) oćĔ ČœĎÝ (D) ātĝ ČœĎÝ 

49. K. Disposal means the disposal be kept for ————— years. 

(A) Three years (B) One year 

(C) Ten Years (D) Five years 

 ėí. ùĒŏĘāđďŔ enđŔ ùĒŏĘāđďŔ ČœĎšĘĊđĊÝ ďĕkĒkĔí enđĻ 

aœtąđkĔnļ.  

(A) ąĕnĝ ČœĎÝ (B) oćĔ ČœĎÝ 

(C) ātĝ ČœĎÝ  (D) aŦĝ ČœĎÝ 

50. The disposal that are to be kept for ten years is ————— disposal. 

(A) L. Disposal  (B) K. Disposal 

(C) R. Disposal (D) D. Disposal 

 ātĝ ČœĎĘtkĝ ďĕkĒĘkŪ ĀĒœąđœôĀÝ ————— ĀĒœąđœôĀąđĻ.  

(A) eŔ. ùĒŏĘāđďŔ (B) ėí. ùĒŏĘāđďŔ 

(C) àœ. ùĒŏĘāđďŔ (D) ùĒ. ùĒŏĘāđďŔ 
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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  

 üđėċpĈĆĔnČĆĒŔ ĀĒnĝ èļ ùĒŏĘāđďĉĔíŕ ďĕòĒíĆĒĉđkûÝ? 

(A) àœ àŒĹ ùĒ. ùĒŏĘāđďĉĔíŕ  

(B) eŔ àŒĹ ėí ùĒŏĘāđďĉĔíŕ 

(C) eŒ àŒĹ eĭŏeŒ ùĒŏĘāđďĉĔíŕ  

(D) eŒ ùĒŏĘāđďĉĔíŕ 

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  

 ùĒŏĘāđďŔ ôđkƃĒM£ èļ ČčtđĻ ùĒpđœŨĝėą£]M£ĆĔÝ ëĂēďĒM£ĆĔÝ ĘāŇ 

Ęćîėp÷ĔtĔnļ : 

(A) ùĒŏĘāđďŔ ôđkƃĒM£ āĔĈÝĄđïÝ 

(B) ùĒŏĘāđďŔ ôđkƃĒM£ uŕĄđïÝ 

(C) ùĒŏĘāđďŔ ôđkƃĒM£ āĔĈÝĄđïtĒM£ a÷ĒĄđïÝ 

(D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 

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

(A) Flagging (B) Head 

(C) Title (D) Indexing  

 oćĔ ČŖkĒïü ĘāpĈĔąđĆĒ ănėpŨ ďĕòĒíĆĒėĉ eŒŗ÷ĒėĆ ČĒĊĒkĔnĔ : 

(A) ƘđïĒÝį (B) ėĐĹ 

(C) ę÷ƃĒŔ (D) iŒėùĭďĒÝį 
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54. Papers relating to suits will be indexed under the head : 

(A) Case (B) Writ petition 

(C) Suits (D) Writ appeal  

 ČŖČĐđćšĊƧąđĆĒ ănėpŨ Ęćîíŕ üĉėkŨĒŀ íēċĒŔ ďĕòĒíĆĒĉđkĔÝ : 

(A) Ęíŏ (B) ĈĒŨĝ ĐœôĒ 

(C) ĘíďĔíŕ (D) ĈĒŨĝ apēŔ 

55. The abbreviation ‘‘A.S’’ related with court means : 

(A) Administrative Sanction  (B) Appeal Suit 

(C) Assistant Secretary  (D) None of the above 

 Ęíđ÷üĒĆĔąđĆĒ ănėpŨ " A.S." en òĔćĔėkċĔtĝ aœtąđkĔnļ :  

(A) ĄćûāćąđĆ aĀĔąüĒ (B) apēŔ Ęíŏ 

(C) aďĒs£V   ėďŗíŨĈĒ (D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 

56. 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  

 ďĕòĒí čēœĎíšŕ čćĒĆđĆĒ üyđĈđkĒĆĒŨƧėŪnĝ uĈpđĘkŪ utćČđþĒtąĔll 
uĘþŖđïsŒ :  

(A) ëĂēŏ ĘąÿđČĒ (B) ďĕŗāŪĝ 

(C) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ (D) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V 

57. For addressing public service commission the communication is in the form of : 

(A) D.O. letter (B) Letter form 

(C) Proceedings (D) Endorsement  

 ābĒĭ ďœČēŏ ímēĎėĀ aĄĒďÝĘăđÿĀ ėòyƧnüĒĀđĆĒ àčĆČĒĀĒąĆÝ 

üđėċpĈĆĔn ćĕātĒĉđĻ :  

(A) ùĒ.o. ítĝ (B) ėĉƃœ ĘĂđÝ 

(C) Ā÷ā÷Ēíŕ (D) aÝïēíđćÝ 
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58. 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  

 oćĔ ČíĔpĒėĉ oćĔ uĘþŖđïsŒ ąėƃđćĔ ëĂēďĒŔ ĀĒnĝ eėnŠĒĉĔÝ ČĒČćšŕ 
àČčŖėp÷ĔĘmđŕ uāĘĆđïĒkĔn àčĆČĒĀĒąĆ üćÝ iüđĻ : 

(A) ėĉƃœ ĘĂđÝ (B) ùĒ.o. ítĝ 

(C) ĆĔ.o. íĔĈĒpĝ (D) ďœkĔĉœ 

59. 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 

 oćĔ ĀĒĆąāćąđĆ aÿĒíđćÝ ŗāĘĆđïĒcƧėíđŪĝ ëĂēŏ ĘąÿđČĒ üR£ üēćĔąđĀÝ 
Ęćîėp÷ĔtĔĘmđĘċđ ŗāÿđĀėpŨ eĭďĒíŖĕŨēŌ üēćĔąđĀšŕ Ęćîėp÷ĔtĔĘmđĘċđ 
uāĘĆđïĒkĔn ítĝ/ëœùœ àĻ :  

(A) ìĘþŖđïĒí ítĝ (B) ùĒ.o. ėĉƃœ 
(C) Ā÷ā÷Ēŗíąšŕ (D) ďœkĔĉœ 

60. Charge memos and show cause notices will be in ————— form. 

(A) Memorandum form (B) Circular 

(C) D.O. letter (D) Endorsement  

 òđœĴ ėąĘmđíĊƧÝ ĘĎđ Ęíđŏ ĘĀđŨēďĔíĊƧÝ ————— ćĕātĒĉđĆĒćĒkĔÝ.  

(A) ėąĘmđĈđŪÝ ĘĂđÝ (B) ďœkĔĉœ 
(C) ùĒ.o. ėĉƃœ (D) aÝïēíđćÝ 

61. 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  

 oćĔ ĘāpĈĒR£ āíœpĝ āćđąœčšŕkđĆĒ oćĔ ďĘăđœùĒĘĀƃĝ ëĂēďœkĝ 
aĆņkĔĘmđŕ aüĒėĀ oćĔ üćÝ àčĆČĒĀĒąĆÝ enĝ ČĒĊĒkĔnĔ : 

(A) ìĘþŖđïĒí ítĝ (B) eŒ ùĒŏĘāđďŔ 

(C) eĭŏeŒ ùĒŏĘāđďŔ (D) eŒĘùđŋŏėą£V  
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62. 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  

 ìĘþŖđïĒí Ā÷ā÷ĒŗíąšĊƧė÷ ìāòđćĒíüĆĒĉīđėü KqO uĘþŖđïsėĀĘĆđ 
ėāđüĔôĀėtĘĆđ aĄĒďÝĘăđÿĀ ėòĘyŪļ üđėċpĈĆĔn ćĕātĒĉđĻ : 

(A) Ā÷ā÷Ēŗíąšŕ (B) ùĒ.o. ítĝ 
(C) ėąĘmđ (D) ďœkĔĉœ 

63. Memoranda may be signed by : 

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

(C) Administrative Assistant (D) Administrative officer 

 ėąĘmđĈđŪtĒŔ opĒ÷Ĕnļ : 

(A) ėďkŒ ďĕŗāŪĝ (B) ëĂēŏ ĘąÿđČĒ 

(C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V (D) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 

64. 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 

 ėĂĆœ ĘíđpĒ ėďkŒ uėŪŠĒŔ ĘāpĈĔíŕ ĘČïtĒŔ ĘĀćĒŨĝ aĆņkĔnüĒĀĔll 
utćČđþĒtÝ àœkđĻ?  

(A) ùĒŏāđcĝ kđœkĝ (B) ănėpŨ ėďkŒ kđœkĔíŕ 

(C) ėďkŒ ďĕŗāŪĝ (D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

65. 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 

 KqO ę÷pĒsĝ U81-ĀĔll oćĔ Ęāpœ āíœtđŒ üĔ÷šĔnüĒĀĔąĔmĝ, aĘdĐÝ 
āćĒĘčđÿĒĘkŪļ : 

(A) ítĒŔ ïďƃĹ ëĂēďĈĔė÷ĘĆđ ŗùđłƃĝ aÝïēíćĒkđŒ aÿĒíđćąĔll oćĔ 
uĘþŖđïsR£ĘĆđ iĀēĎŖĉĔíŕ uŪĝ 

(B) ítĝ ČĖtĒĆđĆĒ eċĔüĒĆüĔÝ ČđĆĒkđŒ íċĒĆĔnüĔąđĻ 
(C) akćšŕ čćĒĆđĆĒ ĘāĴ Āmœ ėòņüČĆđĻ 
(D) akćšŕ Ćýđœt ĂĆĉĒĉđĻ ĂĆŔ ėòņüĒćĒkĔnļ 
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66. 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 

 oćĔ àčĆČĒĀĒąĆtĒėĉ ëĘćđ îūĒíĆĔė÷ĆĔÝ àþŖ Čđkĝ āíœtĔĘmđŕ :  

(A) ąĕnĝ akćšĊƧė÷ i÷Ý (B) Āđŉ akćšĊƧė÷ i÷Ý 
(C) aĘŦđ àĘĈđ akćšĊƧė÷ i÷Ý (D) ę÷pĒsĝ üēćĔąđĀĒkĔnüĔĘāđėĉ 

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

(A) VII (B) VIII 
(C) IX (D) XVI 

 ėĂĆœ ĘíđpĒ ČĒĄđïtĒR£ ęþĀÝþĒĀ Čœkĝ ĘĉđĹ ćôĒsœ ĘĂđÝ Āmœ :  

(A) VII (B) VIII 
(C) IX (D) XVI 

68. 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 

 ac÷kĘkďĔíĊĒėĉ Ā÷ā÷ĒíĊƧė÷ āíœpƧíŕ opƧėČĘkŪļ :  

(A) ėďkŒ ďĕŗāŪĝ 

(B) ďēĀĒĆœ ďĕŗāŪĝ 
(C) ëĂēŏ ĘąÿđČĒ üėn 
(D) ïďƃĹ ëĂēďĈĔė÷ ĈđŠĒŔ üđėċĆĉīđt èėüŠĒĉĔÝ ďĘăđœùĒĘĀƃĝ 

ëĂēďœ 

69. 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 

 ùĒ.o.-R£ íđćŖtĒŔ, oćĔ eÝāĒĆĔė÷ĘĆđ eÝeŔeĆĔė÷ĘĆđ ĘāćĒŔ ëĂēďėĈ 
aĄĒďÝĘăđÿĀ ėòņü ítĔíĊƧÝ ąƃĝ ítĔíĊƧÝ àćđĻ opĒ÷Ĕí?  

(A) àčĆČĒĀĒąĆÝ ĉĄĒc uĘþŖđïsŒ opĒŨļ 

(B) ëĂēŏ ĘąÿđČĒ ąđŗüÝ opĒŨļ 
(C) ėďkŒĹ ėĉČŔ ïďƃĹ ëĂēďœ ĈđŠĒŀ üđėċĆĉīđt oćĔ uĘþŖđïsŒ 

opĒŨļ 
(D) ïďƃĹ ëĂēďĈĒŀ üđėċĆĉīđt oćĔ uĘþŖđïsŒ opĒŨļ 
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70. 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 
 'ekĘûđąĒ ĘĉăŔ' enđŔ : 

(A) eĉīđ ĘsĎĀĈĒ iĀšĊƧÝ ďđmtĒíąđĆĒ uāĘĆđïĒkĔí 

(B) oćĔ íČĈĒŔ oŨĒkĔn Ƙđpĝ ČēŪĔÝ ČēŪĔÝ uāĘĆđïĒkĔí 

(C) eĉīđ ďœkđœ ôēČĀkđćĔÝ ďœkđœ āûÝ aČďćÝ àČčŖėp÷Ĕn 
íđćŖšŕkđĆĒ uāĘĆđïĒkûėąnĝ ëœmĒkĔí 

(D) ąĔíĊĒŔ āĈŧČėĆđnĔÝ uāĘĆđïĒkćĔļ 

71. The form number of Local Delivery register is : 

(A) Form IV (B) Form V 

(C) Form VI (D) Form VII 

 ĘĉđkŔ ėùĉĒČĈĒ ćôĒsĈĒR£ ĘĂđÝ Āmœ : 

(A) ĘĂđÝ IV (B) ĘĂđÝ V 

(C) ĘĂđÝ VI (D) ĘĂđÝ VII 

72. 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 

 ėĐĹ ířđœĘŨŋďĒėĉ uĘþŖđïsœkĔÝ ąƃƧllČœkĔąđĆĒ uĘdčĒcĒŨƧll ítĔíŕ : 

(A) ŏėāĎŖŔ ėąďŦœ 

(B) ćôĒsœ ėòņü Ęāđsĝ ąđŗüÝ 

(C) ďđÿđćû Ęāđsĝ ąđŗüÝ 

(D) ĘĉđkŔ ėùĉĒČĈĒ enĒČĆĒĉĕė÷ ČĒüćûÝ ėòyƧÝ 

73. 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 
 ùĒŏāđcĝ íÝ sđmĝ aėkĞŪĝ ćôĒsœ ĘĂđÝ ĀmĈĒŔ āćĒāđĉĒkĔnĔ :  

(A) ĘĂđÝ Āmœ  VIII (B) ĘĂđÝ Āmœ  VII 

(C) ĘĂđÝ Āmœ  XI (D) ĘĂđÝ Āmœ  X 
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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 

 oćĔ 'ėĈĘkđœĹ ėďkR£ ' òĔąüĉ ĀĒkĒŁüąđĻ :  

(A) ėĈĘkđœĹ íēpœ (B) ùĒŏāđcĝ kđœkĝ 

(C) esđbĒŎėą£V ďĕŗāŪĝ (D) ëĂēŏ ĘąÿđČĒ 

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 is 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 

 oćĔ ėĈĘkđœĹ ĈĕąĒŔ ėĈĘkđœĹ kđœkĒR£ ićĒpĒ÷Ý ėĈĘkđœĹ ĈĕąĒR£ ——————————
ĄđïtđĆĒćĒkĔÝ.  

(A) ėĈĘkđœĹ ĈĕąĒR£ ąÿŖĄđïtĝ 

(B) ićĒpĒ÷tĒĀđĆĒ oćĔ ŗāĘüŖí ąĔĈĒ ĀŔíûÝ 

(C) ąĔĈĒĆĔė÷ ŗāĘČčĀ íČđ÷tĒŔ 

(D) ŗāĘüŖí ąĔĈĒ ĀŔíĒĆĒŨĒĉī, íĕ÷đėü sđāĀ ČĒĄđïtĒŔ ďēƃĝ 
ŗíąēíćĒcĒćĒkĔnĔ 

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 

 oćĔ Ęíŏ üēœpđkĒĆĘčĎÝ, ănėpŨ ĂĆŔ ėĈĘkđœĹ íēpĈĒŀ àćđĻ aĆņkĔí?  

(A) ďĕŗāŪĒėĀ ĀĒĆąĒkĔí 

(B) ĂĆŔ ęííđćŖÝ ėòyƧn ănėpŨ ėďkŒ kđœkĝ 

(C) ùĒŏāđcĝ kđœkĝ 

(D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 
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77. 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 

 ŗāĘüŖí Ā÷ā÷Ēíŕ ďřēíćĒĘkŪüĒĉīđt eĉīđ ďœkđœ utćČĔíĊƧÝ :  

(A) íēċĔĘþŖđïsœkĝ ęíąđĈĔí 

(B) ďœkđœ utćČĔíĊƧė÷ āíœpƧíŕ ëĂēďĒĀĔllĒėĉ eĉīđ ČĒĄđïšŕkĔÝ 
ąđŗüÝ ČĒüćûÝ ėòyƧí 

(C) ďĕŗāŪĒR£ ĘāŋďûŔ ísùĒ ĀĒĉĀĒœtĔí 

(D) ďœkđœ utćŌ ĂĆŔ ėòĘyŪļ ąđŗüÝ 

78. 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 

 ėĈĘkđœĹ ČĒĄđïtĒŔ ĀĒnĝ Ęćîíŕ ČĒüćûÝ ėòyƧnüĒĀĔll aĄŖœtĀĆĔė÷ ćĕāÝ 
ĘĂđÝ Āmœ. :  

(A) ĘĂđÝ Āmœ IX (B) ĘĂđÝ Āmœ VII 

(C) ĘĂđÝ Āmœ X (D) ĘĂđÝ Āmœ VI 

79. The Form of Record Issue Register is : 

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

(C) Form No. III (D) Form No. IX 

 ėĈĘkđœĹ iĎŖĔ ćôĒsĈĒR£ ĘĂđÝ :  

(A) ĘĂđÝ Āmœ  X (B) ĘĂđÝ Āmœ  IV 

(C) ĘĂđÝ Āmœ III (D) ĘĂđÝ Āmœ  IX 

80. The number of records to be asked for in one requisition slip is : 

(A) Five (B) Maximum three 

(C) One (D) Four 

 oćĔ ĈĒířĒďĒĎŒ sĒpĒŔ àČčŖėpĘ÷Ū ĘćîíĊƧė÷ eŬÝ :  

(A) aŦĝ (B) āćąđČÿĒ ąĕnĝ 

(C) onĝ (D) Āđŉ 
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81. 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 

 ėĈĘkđœĹ ĈĕąĒŔ ĀĒnĝ ——————————— ąđďšĊĒŔ íĕ÷ĔüŔ e÷ĔtĒŨƧll eĉīđ 
ĘćîíŕkĔÝ ėĈĘkđœĹ íēpœ ëĘćđ ČĒĄđïtĒR£ĆĔÝ íĔ÷ĒƇĒí āŨĒí üyđĈđkĔnĔ. 

(A) ćŪĝ ąđďÝ (B) oćĔ ąđďÝ  

(C) Āđŉ ąđďÝ (D) ąĕnĝ ąđďÝ 

82. 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 

 ąđĘĀôĘĈđ ėĐĹ ąĒĀĒsēćĒĆŔ ëĂēďĘĈđ ėĈĘkđœĹ ĈĕÝ íĔĈŧļ —————
íđĉĆĊČĒėĉŠĒĉĔÝ āćĒĘčđÿĒkĔnĔ.  

(A) ąĕnĔąđďtĒŔ oćĔ üČûėĆŠĒĉĔÝ (B) àň ąđďtĒėĉđćĒkėĉŠĒĉĔÝ 

(C) ČœĎtĒŔ oćĔ üČûėĆŠĒĉĔÝ (D) ćŪĝ ąđďtĒėĉđćĒkėĉŠĒĉĔÝ 

83. 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 

 eĘpđċđĻ ëĂēŏ ĘąÿđČĒ eĉīđ ČœĎČĔÝ ėĈĘkđœĹ ČĒĄđïtĒŔ ČĒčþąđĆ 
āćĒĘčđÿĀ Ā÷tĔíĆĔÝ u÷Œ üėn unü aÿĒíđćĒíŕkĝ oćĔ ĈĒĘpđœŨĝ 
ďąœpĒkĔíĆĔÝ ėòyƧí?  

(A) eĉīđ ùĒďÝăĈĒĉĔÝ (B) eĉīđ ąđœcĒĉĔÝ 

(C) eĉīđ èŗāĒĉĒĉĔÝ (D) eĉīđ ôĀĔČćĒĆĒĉĔÝ 

84. The register of periodicals is in Form No. : 

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

(C) Form No. IX (D) Form No. VII 

 àĀĔíđĉĒíšĊƧė÷ ćôĒsœ ĘĂđÝ Āmœ :  

(A) ĘĂđÝ Āmœ X (B) ĘĂđÝ Āmœ XI 

(C) ĘĂđÝ Āmœ IX (D) ĘĂđÝ Āmœ VII 
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85. The pages of stock file be numbered in –––––––––––––– ink. 

(A) Blue or black ink (B) Red ink 

(C) Sketch pen only (D) Green colour 

 Ęsđkĝ ĂĆĉĒR£ ĘāôĔíŕ ————— ąĎĒĆĒŔ akąĒ÷ûÝ.  

(A) Āēĉ aėĉīŠĒŔ íĈĔt ąĎĒ (B) òĔČn ąĎĒ 

(C) ŏėícĝ ĘāĀ ąđŗüÝ (D) āc ĀĒĈÝ 

86. 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 
 ëĂēďĒŔ ĉĄĒkĔn ĘāpĈĔíŕ ďđÿđćûĆđĆĒ ćďēļ ĉĄĒcĝ þĒČďšŕkĔllĒŔ 

ëĂēŏ ďąœpĒkĔÝ : 

(A) èŋ þĒČďÝ 

(B) ąĕnĝ þĒČďÝ 

(C) aŦĝ þĒČďÝ 

(D) aŦĝ ŗāČĖtĒ þĒČďšŕkĝ ĘčĎÝ 

87. The register of S.R.O. is in Form No. : 

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

(C) Form No. VII (D) Form No. XVII 

 S.R.O R£ ćôĒsœ ĘĂđÝ Āmœ :  

(A) ĘĂđÝ Āmœ IX (B) ĘĂđÝ Āmœ X 

(C) ĘĂđÝ Āmœ VII (D) ĘĂđÝ Āmœ XVII 

88. 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 
 iĎŖĔ ėòyƧnüĒĀđĆĒ a÷ĆđĊėp÷ĔtĒĆ eĉīđ ĘāpĈĔíĊƧÝ ėĂĆœ ĘíđpĒ 

ČĒĄđïtĒŔ aļ ĉĄĒcĝ ———————————— ąûĒkĕĈĔíŕkĔllĒŔ ĀŔíûÝ.  

(A) 12 ąûĒkĕœ (B) 24 ąûĒkĕœ 

(C) 6 ąûĒkĕœ (D) 10 ąûĒkĕœ 
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89. All the members of the establishment should attend the office at –––––––––––––– time daily. 

(A) 10 A.M. 

(B) 10.10 A.M. 

(C) 10.15 A.M. 

(D) A maximum late of one hour without permission 
 sđāĀtĒėĉ eĉīđ aÝïšĊƧÝ eĉīđ þĒČďČĔÝ ëĂēďĒŔ ĐđôćđíûÝ.  

(A) 10 A.M. 

(B) 10.10 A.M. 

(C) 10.15 A.M. 

(D) aĀĔąüĒĆĒĉīđėü āćąđČÿĒ oćĔ ąûĒkĕœ ęČíĒĆđŔ ąüĒ. 

90. The interval allowed for Tiffin is : 

(A) One hour (B) 30 minutes 

(C) 1 P.M. to 1.45 P.M. (D) 1.15 P.M. to 2 P.M. 
 ÷ĒĂĒŀ aĀĔČþĀēĆąđĆ i÷ĘČĊ :  

(A) oćĔ ąûĒkĕœ (B) 30 ąĒĀĒƃĝ 

(C) 1 P.M. ąĔüŔ 1.45 P.M. (D) 1.15 P.M. ąĔüŔ 2 P.M. 

91. The office attendants should at the office at : 

(A) 9 A.M. (B) 9.30 A.M. 

(C) 10 A.M. (D) 9.15 A.M. 

 ëĂēŏ aƃŒùĈĔíŕ ëĂēďĒėĉĘtŪļ :   

(A) 9 A.M. (B) 9.30 A.M. 

(C) 10 A.M (D) 9.15 A.M. 

92. 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 

 aƃŒùŒŏ ćôĒsĈĒR£ ďĕkĒpƧíđćŒ :  

(A) ëĂēŏ ĘąÿđČĒ 

(B) aļ ęííđćŖÝ ėòyƧn kđœkĝ 

(C) ëĘćđ ČĒĄđïtĒR£ĆĔÝ ďĕŗāŪĔąđœ 

(D) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V 
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93. How many late for one hour each day without permission leads to forfeit a days casual leave? 

(A) Three late attendance (B) Two late attendance 

(C) Four late attendance (D) Five late attendance 
 aĀĔąüĒĆĒĉīđėü ëĘćđ þĒČďČĔÝ oćĔ ąûĒkĕœ ęČíĔnļ oćĔ þĒČďėt íđĎřŔ 

ĉēŌ Āƈėp÷đŒ íđćûąđíĔnĔĘŪđ?  

(A) ęČíĒĆĔll ąĕnĝ Đđôœ (B) ęČíĒĆĔll ćŪĝ Đđôœ 

(C) ęČíĒĆĔll Āđŉ Đđôœ (D) ęČíĒĆĔll aŦĝ Đđôœ 

94. The office attendants will be under the immediate control of 

(A) Head of office (B) Section head 

(C) Senior establishment clerk (D) No separate rule in this regard 

 ëĂēŏ aƃŒùŒŏ —————————— R£ u÷Ā÷Ē ĀĒĆŗnûtĒĉđĆĒćĒkĔÝ. 

(A) ëĂēŏ ĘąÿđČĒ (B) ėďkŒ ėĐĹ 

(C) ďēĀĒĆœ esđbĒŎėą£V kđœkĝ (D) ikđćŖtĒŔ ŗāĘüŖí ĀĒĆąąĒĉī. 

95. Form of Call Book is : 

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

(C) Form No. XII (D) Form No. XIV 

 Ęíđŕ ăĔkĒR£ ĘĂđÝ : 

(A) ĘĂđÝ Āmœ X (B) ĘĂđÝ Āmœ XI  
(C) ĘĂđÝ Āmœ XII (D) ĘĂđÝ Āmœ XIV 

96. Muslim officers who wish to offer juma prayers will granted an interval of –––––––––––––– 
hours on Fridays. 

(A) 1.15 hours (B) 1.30 hours 

(C) Two hours (D) 1.45 hours 
 ôĔąđ ŗāđœtĀ Ā÷tđŒ àŗïĐĒkĔn ąĔsēÝ uĘþŖđïsœkĝ ėČllĒĆđŋòíĊĒŔ  

————————————— ąûĒkĕĈĔíŕ i÷ĘČĊ ĀŔíĔÝ.  

(A) 1.15 ąûĒkĕœ (B) 1.30 ąûĒkĕœ 

(C) ćŪĝ ąûĒkĕœ (D) 1.45 ąûĒkĕœ 

97. Who will prescribe schedule for the inspection of Personnel  Registers? 

(A) Section Superintendent (B) Head of office 

(C) Administrative Assistant (D) Administrative Officer 
 ĘāŋďûŔ ćôĒsĈĔíĊƧė÷ āćĒĘčđÿĀņkĔll ďąĆŗíąÝ àćđĻ ĀĒœĘdčĒkĔí?  

(A) ėďkŒ ďĕŗāŪĝ (B) ëĂēŏ ĘąÿđČĒ 
(C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒs£V  (D) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 
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98. 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 

 ėĈĘkđœĹ ĂĆĉĔíŕ ĀčĒpĒkĔnüĔąđĆĒ ănėpŨĝ, àćĔė÷ ëœùœ ŗāüĒČœĎÝ 
e÷ĔkûÝ?  

(A) ėĈĘkđœĹ íēpœ (B) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

(C) ČíĔpĝ ĘąÿđČĒ (D) ëĂēŏ ĘąÿđČĒ 

99. 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 

 ŗāĘüŖí ĀĒœĘdčšėĊđnĔąĒĉīđėü, eĉīđ ĀŖđĆąđĆ āíœpƧíĊƧÝ –––––––––––––– 
sĉtĝ ę÷pĝ ėòyûÝ.  

(A) ùăĒŕ ŏĘāŏ (B) ďĒÝïĒŕ ŏĘāŏ 

(C) ďĒÝïĒŕ aėĉīŠĒŔ ùăĒŕ ŏĘāŏ (D) ąĔíĊĒŔ āĈŧČėĆđnĔąĉī 

100. 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  

 eĉīđ üđāđĉĔíĊƧÝ üāđŔ ČċĒĘĆđ ďĘnčČđĐíŒ ČċĒĘĆđ ąĘƃđ àćđĻ 
ďřēíćĒkĔnļ?  

(A) ėďkŒ kđœkĝ 

(B) üāđŔ kđœkĝ 

(C) üāđŔ ėďkĀĒŔ ĀĒĆąĒkėpŨ ëĂēŏ aƃŒù£V 

(D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

———————— 
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SPACE FOR ROUGH WORK 

 


