DE-07/2024/027

Maximum : 100 marks

Time : 1% hours

1. A reply to a reference issued from the office, to be filed with a current already pending in
the office is called :

(A) Old case (B) Pending case
(C) Precase (D) Old reference
aafllad  alm enattfy) 021® 60) 0a0MMIMEE A0Yals], edabdlmla @ lmdo
OaldWloti 1@ 988 HOMAIW] W@ 6.216QEEBO, —— )M Aflgleeg0.
A) v eamHmM B) 0B ]o8O0Dm GHMY
©) (o) camxm D)  alP® OanOMMY
2.  Tappal is opened and office seal is affixed on it in the presence of the :

(A) Head of the office or specified officer
(B) Superintendent

(C) Tappal Superintendent

(D) Head Clerk

@ P@ @OM ————————om MIM 1 O @dadln Ml GRE 1@ i len)m).
A) @bl cawdnll eregiel@ mldgly ©66 dnmamd
B)  avg(edeng
(C) ©@ap@ aug(alens

(D) 0.0 GIBHE

3.  Who is primarily responsible to cancel the court fee stamp on petitions received in office?
(A) Head of office (B) Petitioner
(C) Tappal clerk (D) Office Superintendent

bl aI€lee)M wOAZ]BE1m eSO oflmy @Ml 0gINM@ N (aidnalleadw]
DOMEMIE] @REIEM ?

A)  e2atlmy cawdnil B) andZsno0m

(C) @@ OdHE D)  ablny qg(eltene
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4.  Titles regarding current are entered in column ———— of the Personal Register.

A 3 B) 4
© 5 D) 2
&0} Mol BAHUHEBBYD QSO IO  EHoleal —— GHIZO @
Mm@ 1lg e’
A 3 B 4
©) 5 D) 2
5. From among the items given below, what items shall consist to form a case?
I Current file
II.  Not file

ITII. Any previous papers put up for reference
IV. Any books put up for reference
(A) (I and (IT) only B) (@) and (III) only
(©) (@, dI) and (IIT) only D) @, dI), (IIT) and (IV)

(%]

@0¥ MM WIlenym  eomemglad MM, &0 GHM el 1emM@ N wf)r
OMEBBd @RSEBE W@ 1eenemo?

I.  oaaileel @
II. a0 cogy
1. 0anomdmimo@] 0011588 Dooes1alo 20dd:dal Gala 08 0d

IV.  0anommImo@] onlefl588 «Roomes1elo a )M &:ee80d

A) () 9o (I) ©o @@0 B) (1) oo (III) 9o @d(@o
(C) (@), (D), (IIT) afomlcu @d(@o D) (@), dI), (III) agsdem (IV)
6. In which order tappals are registered in Personal Register?

(A) In the order of date of the Tappals
(B) In the order of the numbers stamped on Tappals
(C) Based on the subject of Tappals
(D) Fresh currents are registered first
AUjSO1NO EZIMMOI® (O (SOOI 18106M O jaRdd EZIQNAd 621 ®) 1@ 1eenmM@) 2
(A) ©ajep®820s OO (EaoN I
B) Oojepsgl@ oEenlaflalen)m Moal&ges (@ao o
(C) o odagies afllawenn @eslmadmades]

D) apol® HOMPHD GRBJo EHIQUAD 6.21QJM,
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10.

As much as possible, correspondence shall be :
(A) Supplemented by maximum enclosures
(B) Quoted with subject delt within the office
(C) Signed by the officer incharge of section
(D) Condensed

HE1WYM@ HOMIGaldemBmdMY :
(A)  a1e2W] of)DEHIMOSEIT GRMNIMVAIW B 66,0
(B) e&aflvlmssglenl afld@apad] oeruelafleleanm;
(C) omaonton oRAORIEEE Bda0lAd &al51m1e60
(D) comeniles)o

Which authorities are competent to address the Government directly?

(A) Under Secretaries (B) Deputy Secretaries

(C) Regional Directors (D) Head of Departments
nauemeanglom emMals GREIMOGENIIWM 0.21QPMD RO CRWIHIR|HWEE &Ylnpms?

(A) @red am&SOIDd? B)  owalsl emmsaladd

(©) 0OElwemm WWOE:SAAID D) dya] eawdall

Superintendents shall verify and see that all currents are registered in the Personal
Registers —————— of their receipts.

(A) On the day (B) Within 24 hours

(C) Within 2 days (D) Within 5 days
M (1N  a1@16IWa] af)e)d &HOMd8lo @@ Miedly —— Aljsoln®
ORIMOHE 1M EZ1qD 0210 @I50eM) ald1crdwlesnmsmOa.

A) @reom cladmo B) 24 aemlenyolmaso

©) 2 Glaumommes o D) 5 Eloumooimes o

When a new Personal Register is opened?
(A) For every six months
(B) For every calendar year
(C) For a period from January to March of the next year
(D) For a period from April to March of the next year

a)Ga Pem B0) aRO® AUJSOINO EHIMD OIOHS?
(A) 26> @RO @dXMOW lal)o
(B) afg)p #aered AIAHOD 180
(C) 2muel m)O@ BRSO (UAMo MdBa] UOEWWEE &IelWwanllm
D) aQdlm}d )O@ BRSO UM MIBa] UEEWE8 @&Ielwgn (o
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11. In which types of cases, clerks are expected to offer suggestions in notes?

(A) Clerk thinks it fit to offer suggestions
(B) When higher officials direct

(C) When cases are specifically founded on statute

(D) In all cases of urgent actions

)0 000188 EHMIBEIM, @0 laR6ESl®  GIBENB®:D  MIBEGUBLD  MTs)eam

(@B o) m)?

(A) @degUoeBd MM@EYMO GRMIGWIR (AN &IDLE) &O)DGMIWD

B) omom 9B ONMId MIBERUH)EMIIUD

(C) da(al®d0o EHMBUD (16O W] Munda 800als;EMId0d

(D) ©eslomlo Mmsaisleges ~f)a) M0l 6888 1e)o

12. A minor division of the office consisting of one or more clerks under a superintendent is

called a :
(A) Minor office €3))
(C) Single section office D)

80) mlemglom &Hl¥lapgs eemd GO 1ewleead
a80) 020l wlallaen allgleanmo :
(A) e0amd 6201 (B)

(C) Mo ld 0aVEHM dabdlmy (D)

13. When a paper is said to be registered?
I. When it is given a current number
II.  When it is entered in the Personal Register
III. When it is given a number in Tappal Register
IV. When it is entered in the Distributors Register
4) (@) and (IV) (B)
(C) (II) and (IV) D)

80) Galo]d EZIMD 02WOOIW] af)Ga |2 alO®o?

L @edld &00 mmid Mede)emdd

II. eeo aljelno eZlqOl 6N ]S0REMIdWD

Unit office
Section

@M OB  @RSERM  edadlmylond

@gemly &dadlmy

OMVHHUM

(I) and (1I)
@

I, @edln @ad@ eZlqolc &) Mmmid MM@demidwd

IV. eoo alnglanjgesdm o=lmolcd coeleq |s0memidw

@A) (@D oygsrem (IV) B)
(C) (III) &ysoe@ (IV) D)
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14.

15.

16.

17.

18.

Who shall sign the acknowledgment cards attached to the Registered letters received by
the Tappal clerk?

(A) Office Superintendent (B) Superintendent

(C) Section Clerk (D) Tappal Clerk
@ PO 306 Miecla EHIMAW &HOOY®EEIE GRMMNIMILEE G CMIGE NN
SIOUWHE M @RI a{lesens?

Q) eaflny qg(elens B)  ayleltene
(C)  omanmd &IOdHE) D) @@ GOdHE
The number of entries of currents in a page of Personal Register shall ordinarily be :
A) 5 B 3
€ 2 D) 4

ealFmem@ eZlolomM 8 calloal HOe] ~fdE1®:820S af)epe MIWIEMWOIW]
OO 1@ 1860 :

A) 5 B) 3

©) 2 D) 4
What type of notes could be written on currents itself?

(A) Very simple ones (B) Well known ones

(C) Frequent ones (D) Templated ones
SO @M O OOV ARS8 &) la Pdtd of)$®0?

A) ugen ciglmao®al B) oM @ROIWe sl

C) aolopssn (D) 6s0Goyq IO
For an arising current, the word ‘arising’ shall be entered in column no. ————— of the
Personal Register.

A4) 2 B) 4

<G 3 D) 8
oaseailenm &0, GaiFmen@ eZlqolom eddgo MMIG ——— @ ‘G0 las’
a)M QDS fODdSB ©.21QJeMo.

A4 2 B 4

<€ 3 D) 8

What is the procedure to be adopted when it is absolutely necessary to refer to one file in
disposing of the other file?

(A) Linking of files (B) Referencing of files
(C) Connecting of files (D) Cross referencing of files

2OQI0 AIW@ @B d86M@ T 630 AW A IEIABUEIGHONSO RO I AW 1B 1H6EMIdWD
mlerlesnms msalsl@ao ~f)omoem?

A)  ad@epsges efleslovy (B)  d@LR®H820S 0adO0dMY
(C)  anwepsd oumwlafleaym; (D) LRSS G(EHIM OadOMdMY
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19.

20.

21.

22.

Draft may be written on current itself if it is :

(A) Very simple draft (B) A letter with single line
(C) Frequently sent letter (D) A template
(WIall —————— @REME 1@ HOWFIC @M af)P)®Do.
A) agen egload® Wda0g B) eQIRlcWISEYSIW B©) @O0
(C) @] GREN)M B0 D) &®) 0soGolq

Which paragraph of Manual of Office Procedure provides that petitions from private
parties shall be acknowledged by issuing receipt for that?

@A) 70 B) 171
© 72 D) 73

22MAU@  60all @bl BeDMIRGTOMG O  QUEMUIB®IM  MUIBHIQ) &bl e 10
MM88  GRGaISHUHBD GO IMEE MO  M@ds]  GroUlleolenemenm)  aljalmun

0.21QM@ ?

(A) 70 B) 71

(C) 72 D) 73
If protracted correspondence is expected, if necessary, ————— should be allotted, for
a current in Personal Register.

(A) Half page (B) Full page

(C) Quarter page (D) 1/3 page
BeIDEIBSW  HOMBEINSMI (OB 60)MOUB 1@, GBI |AOE: 1M, (UjdO 1NO
eZlquolear &0mglmi@] —— @rMUG1E0Mo.

(A ald)O®] GalZ (B) @)t ealg

(C) ®DAD GalZ D) 1/3 Gaig

Regarding communications to be registered in the personal register, which among the
following statement shall be correct?

(A) Official communications alone to be registered

(B) Official and demi official communications shall be registered

(C) Demi official communications can be registered with permission only

(D) All statements are incorrect
e lno  eZlpolc  eRlqud  001eYMs IR |Iem IECEOAM)B:O8 Mol
Mo jO@YM (I @IUNSBEI of@dem 0 lwIW]B 16607

(A) @968 008 HEA |JeMIGEOHMBD D@0 EHIMD 6.21QIeMo

(B) 9680018, owal @06BJIUIld: e (JeMIEHOAMBUD OB ©21GQYNS®IEM

(C) owdl &@vea(d0ld &HE (AN IGENAMBD  GRMAD 1GWINS MG  E=IqUAd
0.21QPM &Y WY

D)  afgp (M @IUNHG0 OmQIeM
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23.

24.

25.

26.

27.

Cheque received as enclosure to letters will be entered by the Tappal clerk in :

(A) Cash Register (B) Cash book
(C) Cheque Register (D) Security Register
HOMYHE0S af)DEHIMOIW] 2I€la] 0.0186) Mald@ HA) —————@b [)DSA ©21Q 0.
Q) @ e=lqud B) & oxf enpos)
(C) 02146 =YD D) omaREIQ1 eZlquad

Which paragraph of Manual of Office Procedure says amount noted in drafts to be
written in words?

A 74 B) 75

€ 76 D) 77

(W2l QeGlE  Go6LN|S;00 1B lEOM @  AIERBEIT  af)P)@emeaa  AdMYCLIG
6dall @2allM B dMIRANOG PO elemWld: alO®)mMy?

A 74 B) 75
(C) 176 ®) 77
D disposals are to be destroyed after ————— years.
A 10 B) 3
(C) 20 D) 25
Wl almeadmeRed ————————— QBB GUddo MU la{leeemo.
A 10 B) 3
(©) 20 (D) 25

An entry in the Index, relating to an individual paper is called a :

(A) Head (B) Subhead
(C) Subtitle (D) Title
80 QAUSO NG Gala NI MNIMWAA] HDWHMI®M B80) fdESlow aflgleamao :
A)  eanl (B) aenfeanady
(C) avenfeasglmd (D) eesQl@d

shall satisfy himself that there is no further action to be taken before sending
a final disposal to the fair copy section.

(A) Typist (B) Head of office
(C) Head Clerk (D) Superintendent
0a0@3 @Il afledonooleaiss) eomila aflmlewdine G eOM@ MY eymi
©5AMSalS|o8d2M)o M N lesnensmlog)m ——————— MI®o @ YaTd10a]S0030.
A)  eesailqy B) &2a0m cawdndl
(C) 920 gOBdHEY D) aqvg(elens
9 DE-07/2024/027

[P.T.O.]



28. Personal papers relating to officials should be indexed under the —————— of the officer

concerned.
(A) Category (B) Designation
(C) Name (D) Grade

6B ONMAMEIW]  MIMWEA]S QUSOIN®  Gala|BHMd  MIMWEAS  OBGBJINMNANT
M) &Ll My .ofleelansaslwlolenamo.

A) afledno (B) a1sadl

C) GaId D) e

29. Economy labels on envelops should not be used for :
(A) Statutory paper
(B) Papers of important messages
(C) Confidential paper
(D) Urgent envelops

af)dOlaln Pargloal enancemdall calnieewd 1MW Palc@IW 8OO :

d) 0210 ® Gala]d

(B)  (~WOMaa]s MEMBWERE0S Eala]0)H0d
(CO) ©a0m Galn]d

D) oeslomilo afmalain e

30. In which register is Local delivery entered?
(A) Local Delivery Book (B) Dispatch book
(C) Distribution Register (D) Local Book

oo eZlmalenm canse@ ewalain] af)Msd ©.21QmMa)?

(A)  eensem ewellaid] enyssy (B)  almiatoa] enpssy

(C) allomoem o=laud (D) ceneeO@ nyos

31. Who shall be incharge of Record Section?
(A) Manager (B) Head Ministerial Officer
(C) Record Keeper (D) Section Clerk

0068023 Aflednolen] opamel CRAGHIEM?
(A) @emd B) eaow adlnqlcl@@ e2adlaud

(C)  0068OIAW dbla]d D)  omenm IAdDHE)
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32.

33.

34.

35.

When laws are to be referred to in a note they shall be quoted by their titles as given in
the list of :

(A) Statutes

(B) Rules

(C) Laws

(D) Acts, Proclamations or Ordinances
80 @0 lo{l@ M WaEBY 1I0RUEEOEMIID, ————— al5la® o M@ w1 lenmoy
GaldeRl BRAIO® GROIWYOS WBIAHHEBEFIT ORLE IGHOHMBMIEN.

(A)  eqyaljsm

B) 0y

(©) moasw

(D) @RESB:W, (a1eInIMEBBMD GREQJE: 1@ 2B IMMIV)B>0d

Normally, disposals are dated on the day on which they are :

(A) destroyed (B) passed by the officers
(C) closed in record section (D) dispatched

MOWIRM®IW], WM el dM@&H ————— Blumod e OO &0 1210 186,0.
Q)  owlafleneq]sym B)  ©6BONMNB AldIVIS @

(C) 006800 omeHMI cgIMISe I (D)  Gr@ #eM

Who shall sign Requisition for Records?
(A) Superintendent (B) Clerk
(C) Head Clerk (D) Tappal Clerk

00CHOIDUYBHDEOIWBS BRGAISHW @ CBIMM 63 {15)d?
A)  qualeng B)  godHEY
(C) 020 OB D) ©@ap@ odHEY

Fair copies of letters other than addressed to higher authorities shall be signed by :
(A) delegated officer (B) manager
(C) addl. director (D) director

oMo  GrWlSHIA1He8  GREIMOEMNDLM  §2IQYMOLPOOWBE  HOMGBEINS  HadWD
Gl [le0d @RIM &n{lesensm?

Q) oloysm 9es NN B) @em=zd

(C) @M ldem@ WWOE:SD D) wwOssd

11 DE-07/2024/027
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36.

317.

38.

39.

How many records can be entered for requisitioning in a single form?

(A) Two (B) Three
(C) One (D) Four
8003Q GandA1M GRE(AMIIENMA N af)@® O0CHHIAWHD ~f)MDSB 6.21QI0?
&) oo B  aym
(€) am (D)  moel

Which papers, arranged in records, are called “filed”?

(A) R Bundles

(B) D Bundles

(C) R, D and K Bundles

(D) Special bundles according to their subjects

cEeUMHE 1M (SAlH012[l0186)M af)® Gala|R®8 “ad@@” o)™ aflglenmy?
A R eueglepsod
(B) D enuenglepsud
(C) R, D & K enuenglepavd
D) @raIees ANHWEBBEOMM@ ] (wleO s enenslapsud

Which register is maintained to watch receipts and dispatch of Reports and Returns?

(A) Register of Periodicals

(B) Register of Reports

(C) Register of Returns

(D) Register of Reports and Returns

016afod588205@0  O1egeM)B8205®0 M Id@1e0aRd80 BR #OaRo (R 18 M@ 1aY
al@la1allee)m o=laud Qo6 ?

A)  ermaaleamsges o=lquad

(B) Oleapdgyemges ©=lmd

(C) Alegemm’ @=Llqud

(D) Oleapdgeg05®0 legem)dhg0s™o Hqud

The head of office will make a detailed inspection of the Record Section in
every year and submit a report to superior authority.

(A)  April (B) March

(C) January (D) December
aadlmy awdll af)gp AIBHOYe ——@ 0068023 Aaflednodlen afleeaow
al@16UdWMm MSOM] MO GRWIHIB 1SS B8 O16a|dd§ Madq(lee)o.

A) ol (B) @dda]

(C) =2mauel D) alavoenid
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40.

41.

42.

43.

What Register is kept for daily account of stamps spent?

(A) Stamp Register (B) Stamp Account Register
(C) Dispatch Register (D) Tappal Stamp Register

0.210101¥ 2] MUOIMPBE0S 008MoB1M BREOVETN )00 EEIquOdem muyasilofl@len)ma?
A) @I eHlaad B) @l crsovee EZlqud
(C) almiaida] o=laud D) ©@ap@ quomi o=laud

Call Book shall be submitted for inspection as specified by head of office once in every :

(A) Year (B) Two months

(C) Month (D) Six months
2600 ———@ BQ1HOM@ bl 0aOW AUJSONIHE]®  (aldd00 GHID  MNPHS)
a1@160IWM® 600w AR, (leanensmien.

(A  uUdHo (B) ®eg mdmo

(C) @davo D) @O @dmo

Regarding ‘Call Book’, pick correct statement/s from among the given below.

(A) Only one common Call Book for whole office

(B) Call Book shall be in the custody of Tappal Clerk
(C) Call Book shall be in form XIV Appendix 1 of MOP
(D) (A), (B) and (C) above are correct

'O NS’ MotnIMWa], 0¥ M@ 1 1@1eMOI@M MM PEIWIW (A lM®ICUM/&0d
©1R660MS)H6) &

A) )M @dadlmimie 8@ 0ald0) GHID MY Ao

(B) &I nRHS) afo@ IOBSE 100 @MW lenw]dee)o

(C) e®td &S aflosail@es XIV @om)snimwo 1-@ @@ 1®18e6emo

D) m&glepss (A), (B), (C) af)mlal e lwoeny

Questions asked in the running notebook after inspection of Personal Register shall be
replied to within :

(A) 48 hours (B) 24 hours
(C) 5 days D) 1 week
GalFmem@  eZIOlem al@ledwM e Guaso Oelow) EMIFNRAS 1M G126 leeM
G218 {6080BE) ——— 988G 1M ANalS] MGdHeMo.
(A) 48 aemlenyd B) 24 aemleeyd
(©) 5 &lauae D) 1 erY¥.al
13 DE-07/2024/027
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44. Each clerk should prepare an arrear list on the —————— of every month.
(A) first week (B) last day
(C) last working day (D) first day
§260) OB af)8)d MIMOON®}e —————M B0} &SIEld: algld OYI0I866Mo.
(A) ©rs| GoYal (B) @ecumim &laumoe
(C)  @RAUIMIM (aiuyem] Elalmo D) @y Elaime
45. What is meant by premature disposal?
(A) Disposals of unimportant files
(B) Closing a current since pending for a long time
(C) Disposal of overdue reports
(D) Closing of petty files
BRE&IIOM 1@ WM EaldM@ af)MOROBINE af)IMI6NT GRAMANISN) MO ?
(A)  (PWIMIAPOD ANWAREE0S WM GaldTV@
B) Alraied0100®] eaidWlonilapgs 8 HOM GHIM ©.al1Qam
(C)  @d81a0©Meals O16a]dd58820s WlMEaldm@
D) 02001 ~IWERSHED GHIM 6.21QJM)
46. Pick the most relevant statement regarding ‘Head’ from the following ones :
(A) Head must be important
(B) Head must be obvious and distinctive
(C) Head must be called for one
(D) Head must be desired one
Ml jo@ymaii@  mlm)  ‘9anad’ motniMla] QR  (IMEOAIW (Al @®IQUM
©10660MS)H) &
Q) 0.0 (alWdIMOW]B)Ee6Mo
B) 0.0 Qle®ORe AjO R SmORNOW B 8O6Mo
(C) eanWw amlem aflglenmomow1@lensmo
D) 0.0 @RUWO).mOW]BEO6Mo
47. Papers relating to suits will be indexed under the head “ 7,
(A)  Suits (B) Court cases
(C) Litigation (D) Cases
MRSV NIMWO]S  Gala | “—— o) OclosO5Im) &)1
g afle@lan s 1w 1@ 1ee0.
A) @y (B)  e®Is®1 emssid
(C) eNglenasum D) eHM&B
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48.

49.

50.

51.

Which form of correspondence is prescribed for internal use?

(A) Letter (B) Circular
(C) Office order (D) Memorandum

GRMA D OalCWINOD IMIW] PO OEOD2REE BOD 1SaldSYHEeMm M 1BE3wUd 166 M ?

A)  soo B) audenaId

(C) &@oallmy 623w (D) emcamdNI6M80

When copy of a paper is communicated to a subordinate officer for information, it takes
the form of :

(A) Endorsement (B) Govt. order

(C) Letter (D) U.O note

80 Gala]0loM ald@a] AllIEEBWENIW] &) &1¥)6EdNMIM @R 1W1eeEMIdw,
@RO 0P O@YM  ©ga O 1RIdB:0 :

A)  afdewdFmonny B) vl e23wad
©) oo D) U.0 epola]

Where a member of the public has to be addressed without formality of official procedure
with a view to interchange of information which is undesirable to place on official record,
the communication takes the form of :

(A) Official Letter (B) Unofficial Letter
(C) Demi Official Letter (D) Semi Official Letter
896800 ld  coel@l®  muodaileod®d  GeEledaimepom  AlAIEEB®  alEMaloo

00&M0Qo  021QRM@ MO BV6BIUld MSalSlHAERENs B3Dalald®lHOWPEO &)
0aDMRMOOD  GREIMoGNIIWM  6alegenslaiemdn, Gru®Aalldla®o  emlajo@ym

Qo0 laideny
A) @268/ dWs &HOO B) @rMVER(IUI e B0
(C) owal a268)duld &OD D) @rdE 8V6BJOWH &HOM

Who is responsible to maintain Movement Register?

(A) Clerk (B) HOD

(C) Superintendent (D) Tappal Section
0)Tean) EZIM®D ald@laidellendmd GrAEnIM HOMmOAIIEIOMmo?

(A)  godes) (B)  «f)a].e.l

(C)  mg(alene D) ©@ap@ aflledne

15 DE-07/2024/027
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52.

53.

54.

55.

Format of Personal Register is provided in ——————— in Appendix 1 of the MOP.

(A) FormlI (B) Form II

(C) Form III (D) Form IV
afogail@pes @MW 1-@ —@ alenlno  eZlolend  Gandd@dQ
M@ 1 1@ 1e6m,.

(A) Gandol (B) Gando II

(C) Gando III (D) Gando IV
In column No. ——————— of the Personal Register, the nature of disposal of currents are
entered.

A 10 B 9

€ 8 D) 7
GalFmem@ EZqOlom eHIgo MMId ——@, HOMlOM WIMGaIdM@  MIBIOo
01 2f10186)0.

(A) 10 B) 9

€ 8 D) 7

Communications to the High Court shall be addressed to the :

(A) Registrar (B) Secretary
(C) Law Secretary (D) Chief Justice

00006800 I lealsnes GREANMaWEERWY GRAGOINT GREIMOEMIDLM 6 .216YMBD ?

A) oZlnisod (B) emu&so)

(C) ooa om@so] D) oflad 8@Im

Where is Fair Copying and Comparing done?

(A) Section (B) Fair-copy Section
(C) Tappal Section (D) Copying Section

0a0@B Edhda{l@o ®IEOA AR af)Oflos@dam MmseeM@)?

A) alexno (B)  ean@A-6MIa(l Afledno

(C) ©@ap@ aflednoe D) asxdooo afledno
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56.

57.

58.

59.

Before typing a paper for issue, typist shall verify that the paper :

(A) 1is drafted in proper form

(B) 1s initiated by clerk

(C) 1s approved by an authorized officer

(D) 1is correctly addressed to the right person

0 MW 80 Galald 00Sa] 021QRME M mi, 00Sa{lQY Galald
)M al@lewdwlesnsnzmoe.

Q)  ElwI® ©lon e P06 1w 1o 1eamoy

(B)  £2066026m GBE1HOIMO)

(C)  @RoUIld\® ©6B{ONINM BYalo BROUEA 1800 ]S 1B 1e6mM)

D) wdlwi® Aljeolo® wBlWIW] GREIMOGNIWM 6.2IQYM

Fair copies should be typed with ——————— Spacing.
(A) Single (B) Double
(©) Sufficient D) %
0a0@B Cdda{ldd —————— MGalMot) QalewIUila] 00Sa] 6.21Qjemo.
A) mlowdld B) awenwd
©) oolwow (D) %

Which is the Register maintained by typist for entering the details of typing work?
(A) Fair Copy Register (B) Typist’s Register
(C) Register of typing (D) Daily workload Register

00sa{lot) emoailwyes aflweiewemnd fadsd oa1QM@ 0054 (I) i@ laidellesnym
OZIQAD of@dem?

(A)  0a®A G|l E=Haud (B) oeesaflay o=laud

(C) o0safloty @=qd D) (el emoelledoo o=IMd
The penalty for every —————— days of late attendance without permission shall be
forfeiture of a days’ casual leave.

(A) Two (B) Three

(C) Four (D) Six
@RMAIBARDOM  a0IROEIBIM  0OUSBIWE M  of)gp —— Glaumessgloaiw)o
Y a@) laumeom i@ allal #ens)eds)mmoem.

A  ome B) o

(C) moel D) @rd

17 DE-07/2024/027
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60. How many columns are there in a Personal Register?

(A) 8 (B) 12
(C) 14 D) 10

80) GalPMem@ EHIMOIM )@ GHIBERD Qns?

A) 8 B) 12
©C) 14 (D) 10

61. The papers marked for issue is expected to be dispatched within :

(A) Time (B) Six hours

(C) 24 hours (D) 48 hours
0 ONMOW]T  ERSWIRHA OV I®  Gala |RHD ———— 08610  CPW® “OaM
(@B oo m).

A) Mmoo B) @0 amlend

(C) 24 aemleeyd D) 48 aemlenyd

62. No file shall be transferred and entered to Call Book unless no action is due in it for a

period of ———————— months.
(A) Six (B) Three
(C) Four (D) Twelve

@OVEBBERIBo B0 MSalSl®Wo QEMBIHIOM aldHo GB0O) «0WARo GdHIUD
NRBS 16aISE) 00HAIQo 6.21QYenls]a).

GV -Te} B) oym

(C) moel D)  aloeng

63. When a clerk proceeds on leave, to whom he shall hand over any key which is in his

custody?
(A) Head Clerk (B) Superintendent
(C) Head of Office (D) Record Keeper

80 &6 AWM  Gane)M@IN  omi, @en) amuwlelepss ~foo®sleyo
OICEOIM BRHALE OOBHAINY0?

(A) 020 HIBHE B)  aqylelene

(C) e2aflmy cawdnil D) 0066023 W dlad
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64.

65.

66.

67.

An interval of ———————— minutes is provided for lunch in offices.

(A) 30 B) 45
(C) 60 D) 50

aflM)SHE 1M O oj8sHMODIN — A 1NQISHEOS ENSEUS M@ M.
(A) 30 B) 45
(C) 60 D) 50

Which form of correspondence shall be used to address a Member of Legislative
Assembly?

(A) U.O note (B) Official note
(C) Submission (D) Letter

Mamed GroNeOm GREIMOEMNIDWM 021QYIM O OOOD2REE HOD 1SaldS)SBEIem
9 lEIUYCHONBD®?

4) U.0 @pola] B) a6 le @)0la]
(C) madq{leoad D) oo
It is the primary duty of the ————————— to see that index titles are properly prepared.
(A) Clerk (B) Junior Superintendent
(C) Head Clerk (D) Superintendent

mofle  WBIRHBHBBYD  WE1WIW]T  OEROISS1WIFENSD o)  EMISERD  af)MOY
0 (iolnai e eHsa@dam.
(A)  godH6) B) 0B qylne
(C)  9a0A gOBHEY D)  my(adtenE

Case put up for reference, normally consists of :

(A) current file
(B) note file
(C) any previous paper

(D) current file, note file and previous paper
0a00MMTMIWT OO W GBI, MOIWIEM®IWT enmla oMl udeenI88mM); :
A) &0 0w
(B) cmd§ @@
(C) afoo@lago M Galald
D) &0 D@, EGMIS AIW@, MU Gala]d

19 DE-07/2024/027
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68.

69.

70.

71.

Preparation of any communication which is proposed to issue is called :

(A) Drafting (B) Noting

(C) Submitting (D) Referring
aR00al5)0 802  ©eguElaym  aoo®dlage  GeANMaOT IO}  ©®YIe0s){lom
agles)mao :

(A)  (woadgles (B) emogles

(C) auenfalgled (D)  0an0led

Which type of Tappals are not numbered in the Distribution Register by Tappal Clerk?

(A) Unimportant (B) Ephemeral Character
(C) Anonymous (D) Ambiguous

@ P@ 306 Qflooen =IOl GeeenlslSIePOm Mo @alaRdwd ~[HO6em?

(A)  @OlWwdMo B)  af)pana0O@ qUIBINUO

(C) ®r=amOmM D) @ROIjeORd6M

A sketch or other document attached to elucidate the point conveyed in a letter is called :

(A) Reference (B) Appendix
(C) Enclosure (D) Addition

80 HOVI®M 100 1S1eanmM oD  AujsoadsM@IM  casla{laflge8 8o
Moda] Goeg)d: @ ng coale® aflglenymao :

A)  0anomdmy B) @R |DWIL M
(C)  af)DCEIHD D) e lsm

Which term is used to denote the process of copying and dispatching communications?

(A) Transferring (B) Issue
(C) Forwarding (D) Transmission
GRAMaesud Al RO H®)0 BRW H6))BHW®)o 6-21QJmM (& o

Mg2ila{l8OdM afJ@ alBo ©alc@OUlHeMy?
(A)  (s0MMIean0 el B) ey

(C) eanddcIW6B D) (soMdmiA Hd
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72.

73.

74.

When one Govt. officer addresses another Govt. officer in writing, in accordance with
rules as to form and procedure with the intention that such correspondence may be the
public record, it is called :

(A) Inviting attention (B) Inviting official action

(C) Inviting motion (D) Official correspondence

B80)  MESOID  EROMMAM  AOQI)  MARSOIB  OEBJONMUNMm  CEaIIALIo
@REIMOEMNIDWM  6.21QEMIIWD, GROMOO GO ISaldS)GBW  ©aldD) COEIWIGEMo  af)m
GG GOMINS ©Jall)o MSalSl@ANRo MoeniMWlal MWAEBWHOHMM YOROW], GRG)16M

QM aflgleanym;.
(A) (e edem]en)m) (B) &ves 00 1e Mmsals] estemenmy

(C) @M HHem 186 D) &96BJ00 e O ISaIdIS)H:0d

What should be the important aim of a note?

(A) To present the matter of current file in condensed and convenient form
(B) To reproduce the matter in current file
(C) To not point out deficiencies or omissions of current

(D) To point out facts already exist in previous file
80 8010100 (IWIM aldHo )OIV D ee6Mo?

A) &0 anellom)  HI0fo  MI(BORo MV (AIBARAIW  ©JalO0) 1@
@R o {loe)d

B) 0} ~nwell® &d0j0 AW IBen]endm
(C) ®0}0} GaldEIWABEED BFINDHNLRBHEED 21YaNE 189 6M 1860)

D) omeon .nwellad mlanilepgg UM O)O®BW alenelend6m 1ondm

The pages in the current file and note file should be numbered in ink :

(A) promptly (B) separately
(C) jointly (D) alternatively
&0} anweiloai®)o 6mI§ an@aleai®yo GalR)d0d a1 ————— — GrsOa 151 1o amo.
A) &)0 201 (B) ecueyen
(C)  Mow)sm0W] (D) aemlsall
21 DE-07/2024/027
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75.

76.

71.

No note shall be written on the margin unless it is :
(A) 1important B
(C) very brief (D)

@RRPOM 60) &)0lallo @IAZIMI@ (P3O0 lidslg.

(&) (e IWOMee SO (B)

urgent

lengthy

@RS 1wty 0o

(C) ugem 2p®)e6 D) eocdealican @O

In which cases normally drafts may be put up with notes for orders?

(A) In simple cases
(B) In ambiguous cases
(C) Inimmediate cases

(D) In cases clerk thinks fit

N0l Ma0 210§ O la1d6m MOWIEEM@OIW]
)0 la PBHDOSOIa o LD H6MO)?

A) agload®w amdeesglo

B) @ROJSODIW EHAVY e 1@

(C) osmsiags eamMsa M

(W2l Q0D

(D) £o066) GEMEWIR(AIOEMM) HYYM  GdMHE |0

The draft shall be placed

(A) along with the note file
(B) along with the current file

when submitting files.

(C) Dbelow the note file and above the current file

(D) at the top of the file
aD@ARHD MAda|leOEmdw

(A) emd§ anweflomdaio

B) 00 ~nweflomdqo

(WIalQ mundailesemo.

(C) emdg an@all miev@yo SO anwellny oyeeglayo

D) ~nweaflond oysegla

DE-07/2024/027 22
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Who shall be directly responsible for ensuring the efficient working of fair copy section?

(A) Head of Department
(B) Record Superintendent
(C) Office Superintendent

(D) Superintendent of fair copy section

0a0@A GdIafl QllednODlon &I0 HHNNIW («IIBODMo  HOAIERMM M GRAHEI6M
eme1§ 9OMEMIEIOMmo?

(A)  udya] eawdall
B)  0068OIBW My (atenE
(C)  eadlm) qug(alene

D) 0a@d 6ol A2 My(alens

In which register details of records issued are entered?

(A) Record Book

(B) Record Register

(C) Register of Disposals
(D) Record issue Register

NS oS80S (BB (O oHIMalaINm co6Iaq SO0 1) 160mMo)?

(A)  006HOIBRW 6nBE)

B) 006ee3W ©=Zaqud

(C)  almicanmm o=Zlqd

(D) 00esO2dW enatfy ©HINDd

Who shall be the custodian of Attendance Register?

(A) Head of Office

(B) Superintendent of Section
(C) Senior clerk of the Section
(D) Head of Department

0083 EZIMO10M) &HEMRIWIWM CBEIWIG18e0?
A) a0l cawdnil
B) omeUM MY (aleng
(C) omaosd MIM@d A6

D) dya] eawdall
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81. Who shall be responsible for destruction of records in due time if there is a separate

Record Room in an office?

(A)
B)
(©
D)

Record Keeper
Section Clerk concerned
Head of Office

Section Superintendent

80) @u0NIM B0 (IO 00EHNIAW 0o QOMESB M  OEOMAWOD  GOESUD

M08 o {18000 ]SmM@ 1N GRIMM QOMEAIIE]?

(A)
(B)
©
D)

00CHNIDU ce;]r(\d(b
NIMWOA]S OTVBHMD IBHE
632a0ln  ecawdL]

OMHHM MUY (atoNS

82. What shall be the procedure to be adopted as per ‘Supply of Record Rules’ in case a

record required is not found?

(A)
B)
(©)

D)

It shall be reported to competent authority
It shall be reported to the Record Restoration Unit

The requisition slip should be returned to the concerned clerk with an entry

to that effect

Record keeper shall call record from Call Book

@ROUR(AIW B0) 006HIAW &M W oL@ ‘MeNq] el 006HNIBW  OQBM’

@RMME 2] Mileolesnems msalsl@®ao «f)mIW]C 186 0?

(A)
B)
(©)

D)

O BRWIHI0ME8 GRWI®IR15He8 @0 1w lesnemsmoiany
OO 00eH0IAW O1eIIcOHM @RemIGIM 016a S 6.21QP0

Olemlam  @la]  nmweals I3 1M  GREIMI®  af)MET Mo

oolod M@Hemo

00GHOIBW &la]d GHId RS @M 00CHHIBW EHIW ©2al1QeMo
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83.

84.

85.

Record keeper shall maintain a register showing the details of the volumes of Indexes
and closed Registers kept in the record room in —— of MOP.

(A) Form V of Appendix 1

(B) Form IV of Appendix 1

(C) Form IX of Appendix 1

(D) Format as per paragraph 143

af)oail®es ———————@ 00eeOIBW A1 MYeH].2fl@1eOM OADWE: MBS0
CHIMAW  OFRSBE05®Yo  EAIDE (6888205  10BI0w0EERMD @M 1M 6o =Iqud
00GHOIBW &la]d Mo lcannsmOa.

(A)  @emeniWo 1-00Q Gando V
(B)  @emenimwe 1-00 Gando IV
(O) @emenimwo 1-0M Gando IX

D) euamwle 143 (aldd®o GaNdBAOG

Records must be destroyed :

(A) punctually after the prescribed period of preservation
(B) as and when storage facility is exhausted

(C) Dbefore January 1st

(D) Dbefore March 315t

CoeUdD — mua’l?d’lcﬁs)crno.

Q)  Morssilo ®2a1w80lM st & )0 MO
(B) eqoeog MIBOJjo ®IO)EMIWD
(C) =zmaurl amlay ayml

D) @d2] 31m eymi

In whose presence, valuables intended for dispatch will be put in envelops and sealed?
(A) Office Head (B) Office Section Superintendent
(C) Tappal Clerk (D) Security Officer

@RS  MOIMIw onl@, Gcew®eedm oegulaflyygs aflelnISlapeg  AIMoeOW
HOUNBHE 1210861 2)(BOOUH)0?

(A)  &@2aflm eanl (B) &a0m omesmd qug(elene
(C) @@ gOdsE D) oM RAIQT edablaud
25 DE-07/2024/027
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86. In proceedings, the list of addressees is entered at the ———————— of the draft.

(A) top, on the lefthand side

(B) top, on the righthand side
(C) middle of the body

(D) bottom, on the lefthand side

MSalsldg1@, (WIalQlo ————a aflanmendyes aflqy made lwlgyes.

A) &8, SO O
(B) o&glod, aueio oo
(C) eonnWlwes aw |80

(D) 0¥, NSO WO

87. Filed papers will be indexed if they are :
(A) marked T by competent authority
(B) final Disposals
(C) intended for that
(D) intended for future reference

AD@@ 021Q® Gala |dd ——————— )@@ DDWSHM 6.21QI0n]S0.

A) @I jo®es GWl:IA] T )M CrSWOIBeNIS)O]
B) crmla wlmicaldmmd
(C) @eolme] oegwlafls)ggmoem
(D) edxafl oaomdmlmoe] oegwlafls)gsmoeny

88. What course shall be adopted if Govt. Orders on which no specific action has to be taken,
if received as Tappal?

(A) They will be disposed
(B) They will be filed

(C) They will be destroyed
(D) They will be notified

(GO MSalSl®egdmyo MIe@1ce0msmIgPOm MASHIB QOMONRHBD ol CBW]
i€l o@ f)rm eHIFmIem auilemlesnensm?

(A) @rAl Méeo 0.21Qa]So

(B) @oAl 0@ 6.21Q0a]S0

(C) @l MmWla{leeeq]sio

D) ©ecu eed 1w lEneq]s)o
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89.

90.

91.

92.

The defects pointed out in the running note shall be remedied within ————— of the
inspection, by the Record Keeper.

(A) five days (B) three days
(C) one week (D) two days

ogploty 6mogl@ apeElendemlaflyy8s fleapsHn, «1vlewdwm msoo ]
0861, 00e8OIAW Bla]d alBlaO® 186)}0.

(A)  @eedl &laumo B) om dlalme
(C) &Yl D) o laumo

Reminder diary shall be maintained by each :

(A) Section (B) Office
(C) Superintendent (D) Clerk
Oleeamwd WO &6 9o al@latdallenemo.
A  emeHm (B) &0a0lmy
(C)  mg(adene D)  godoEY

If several communications are to be dispatched to the same officer on the same day, they
shall be :

(A) enclosed in separate envelops

(B) enclosed in one envelop

(C) enclosed in registered envelop
(D) dispatched through local delivery

860 GlaiMo 86 9B INMAM  MEAIW] &N JMIEEOHUMBWD  CRR® SOEMONS: @3,
@

Q) (ICOjd HAUNY®E]® GrSafldlenemo

B) &) &uolod crsaflelenemo

C) ol 0210® HAUCT® Gos.2fld1e06mo
(D) eenseam ewellaid] Ayl Gowaflolenemo

When a paper which is not connected with a pending case is received in the office it is
called a :

(A) New case (B) Pending case
(C) Arising case (D) Reminder

@B 280200 GHMDIW] NMLAPOM B0 Gala]d dadlmilod aigleenemdowd Gr lom
agles)mao :

A) ol eam B) 0B ]o8O0Dm GHMY
(C) 9WAMURM CBM (D) @200 500
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93. What is the time prescribed for Tappal Clerk to open the box kept for dropping tappals
brought to office before or after office hours?
(A) 9:30 am (B) 10:30 am
(C) 10 am (D) Before 12 noon
Qadlmy ool emd  GERd  @da0lMIE  OHIMRAUQYM  @aleRd0d

M@ MO Mesilafl@lenym  oalgl ©OEOIMD ©@al@® &IBSE MIB63wWE ] afldlenm
MA®o af)(@@I6eM?

A)  odqfleal 9:30 B) odafleer 10:30
(C) wdoaflear 10 D) 9o@ss 12 memless ayml
94. In smaller offices there shall be ————————— Distribution Register.
(A) only one (B) no
(C) small (D) single sheet
0.2101® aflyegl® ——— aflmoen EZlqud eI 1d1eag0.
A) am ad®o B) e
(C) e21m)® D) & g

95. Pick the most suitable course from among the ones given here under which is expected to
adopt when a petition received from a public is rejected by office :

(A) Petition is returned in original
(B) Petition is disposed as ‘N’
(C) Reason for the rejection be informed

(D) Full text of the order should be informed

oaldozmesgl®d mlm ally &) mleudmo &dadlmy mlemlgpm mileolesn)oamy
(oo looym, enailes  mods lelcleoymai@l@ @l aQORe  GRMEWIRjAIW

CHIPM @ 10O6OMS)HO) b
(A) @RCISHM WIAOLOD M ©ldlod MTH)M)
B) a0ag]l N e ©dajoanym
(C) Momlendmes &d26mo @RO W 1enemo

D) eomeailem eywyaim Anal®:Oe GROIWIHneMo
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96. What are the details which are to be entered in the last column of Personal Register on

final disposal of a case?

(A)
B)
©
D)

Disposed finally
Nature, number and date of final disposal
Disposed

Number with date of disposal

8©) camlom el ©daPeealled caiFmen@ oZlqolom GRAIMIM  E&OBON 1@

m@desHene A1E0WEERWY [)OmI0SOHWIEM?

(A)
B)
(©)

D)

a0l wlmiealom) ealoy
@ la wlmieaidmalen rigdnlo, Mad, @@
wlmieandm ool oy

wlmiealdmm oo lo)ss mmid

97. What is the primary object of Indexing?

(A)
B)
(©)
D)

To see that no arrears are pending
To ensure that timely actions are taken
To enable one to trace orders passed on any subject

To ensure that files are put up on time

bW M leElom (adwald AUM®) ofamden?

(A)
B)
(©

D)

@51 ld0@dMo BaltdWloul@ gngy Ao I@OM
M@ IORI® MSalSldhid 00®BeH0I88MMEAM SO D8OIM

aeosee  ANHOD I  ADMOI®  BIBAWMNHWD  HOMBOVIM  B0I08

(ndda T @R8I

AD@ERBWD & )0 §TVAWOD M@EHIMOOUM OO |IEOIM
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98. What course shall be adopted when copies of official communications addressed to
Govt. officers are to be sent to non officials?

(A) Copy of official communication shall be sent directly
(B) Copy of attested official communication shall be sent
(C) Non officials should be addressed by letter

(D) Photocopy of official communication to be sent

MARHOID  HEBJONUNND  GREIMoGNIIWM ©.21QYM VB e GrAllnlaweansgos
aldbBa 0D GEMVEE O |HAHE) G HEMIUD ()00 GIFM) Mild@1eeg0?
A) avesPnle erEAINIa@O 100 aléda] cNGl§ GO #e)0
B) Misse]00 1@ @263 le GrrOllnla®onilen aldda] GrW® #6)o
(C) @PMVEBJIN1HOM HOM 2EM GREIMOENIIWM 6.alQjemo

D) @avesO0le GrANIAOMINNG GandE5IEEIq |l G cannsmI6

99. Subscriptions to the letters addressed to Statutory bodies, shall be :

(A) Approved for issue (B) Yours sincerely
(C)  Yours faithfully (D) By order
MAIMM YO MDA IMEBROE GRE MoGENIIWM ©21QYYM EHOMYH:EINS TVONT V(@ loTaHM)d0d
GRW 1@ 186,0.
Q)  enspailme] erowdled]aly (B) memB8 650 GRORIAOUMEDINS
(C) mlemrges® aflinoomewias D) SIAWD (aldI®o

100. If a draft put up is not approved but rejected by the officer, he shall place it :

(A) Dbetween the current file and note file
(B) above the note file

(C) at the bottom of the file

(D) at the top of the file with remarks on it

80) (WllQ GRoU®B:O1000 ©E3JInMAM Mmoo, GEWID GO
mundaflen)o.

Q) &0} an@allmpe 6mIg ~nweailmye gnswlc

(B) emd§ anwelldy eyeglod

(C)  ~nweflod apaies

D) ~nweflong yegled GoElnDwasegdas
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SPACE FOR ROUGH WORK
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