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PROVISIONAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 21-11-2024
Question1:-The officer responsible for the proper conduct of the office work, enforcement of office routine and for the prompt dispatch of business in
Chief Office:
&0adlmy’ ezoelQies wElwow msavilafles Boadmy’ Am e MBQClERmM@me allad Boadmilees mimimmy B®) MAOED ERWEBMTGIM. POMEADEIOW OERPNITVAM:
A:-Manager
206MRAQ
B:-Duty Officer
r\ug &0adlrud
C:-AIG |
AIG |
D:-DGP
DGP
Correct Answer:- Option-A
Question2:-An arising reference which has been stamped and assigned a serial number is known as:
RO ©.21Q 8@ M MMIB NSRBI 8@ @PESOMIIEE 0an0MMY ERAIWEOAFIM@:
A:-Communication
@rwalmlaw.
B:-Note
emog’
C:-Current
HHEMT
D:-Letter
HHOD
Correct Answer:- Option-C
Question3:-The officer expected to inspect all personal registers thoroughly once a quarter in Chief Office and once in a month in other offices:
e AeGln® EElqRd®E. allad Boadimiled gan’ aomuesicd aelenaye ag’ Boadlmyeelcd aomEBlc Baleae MM aidlevdusleamsne soadlrud:
A:-Supdt. of Police
catoallny’ g
B:-Manager
206MRAQ
C:-Jr. Supdt.
20load myae’
D:-Sr. Supdt.
adlrload myelerg’
Correct Answer:- Option-B
Question4:-The number of entries on each page of the personal register is:
AETln® EHITRAIMBEO 630600 enHloRIYe afBSIHSOS afsRo:
A:-Five
@neral
B:-Three
o’
C:-Two
©6TE
D:-Four
moel
Correct Answer:- Option-B
Question5:-When a paper is given a current number and entered with an abstract in the personal register, it is treated as:
B GalofdlaY &EMA MMUIG MEEBQ ABBING EEITROIM GG MVedHleeTIOS ahMSE 6.21QeEMUd, @D DMl OQYMIW GBEMEILD!
A:-Current
&M
B:-Tappal
@ focd
C:-Registered
eellqud 6aIg
D:-Correspondence
BOGTYIETRMMY
Correct Answer:- Option-C
Question6:-Gazetted Officers and Chief ministerial Officers should keep a book to note important matters calling for notice. The book is:
O’ Badlmudad@e aflad dlmlqlElod 6oadlmdace. emaglm’ @RAILIPAIFM @IWIMOS GIRYERUS CEAIOAISOMIM BB oMY G@BDEMo. oY MIEM:
A:-Small note book
6210l emog’ s’
B:-General diary
BNO@ W
C:-Reminder diary
£036 5O (WG
D:-Call note book
GHIUB BMIT YD
Correct Answer:- Option-D
Question7:-Head of office of KAP IV battalion:
KAP IV enigoelmen soadlny eanaw:
A:-Commandant
SRS
B:-Dy. Commandant
s)m)fu‘g SDOMBABS
C:-Superintendent of police
Gatallmy’ myeeng’
D:-Admn. Asst.
@M. @omilqyadd
Correct Answer:- Option-A
Question8:-The important word that is placed first in the title by which its alphabetical position in the index is determined and on which the
possibility of finding the title primarily depends is called:
MRalleafed GpeMEacRD @o WIBIREIEHIM MA0IRIEREQ. Wdado HEMMEIDMTIMES TLIWITO @INElB:EIWY ERUDVIERGY. HaIYM WIBUBOIG @B Mundalaldlenm
(@WOM alBED )’ alOQAT.
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A:-Sub head
moent e)aNOW
B:-Appendix
@RENIMWo
C:-Personal Index
et ayalle
D:-Head
[YelaVo)
Correct Answer:- Option-D
Question9:-The receipt of Govt. and Police Gazettes will be registered by the record keeper in:
BB, eatoellmy DIRBHSEOS Mo ©0eHIBW Hlojd eMlojomailcd eeflqyd £21Qo
A:-Rough register
Oafd @edlaqnd
B:-Periodical register
@Rmels esflqyd
C:-Distribution register
aloeem elqyd
D:-Inward register
eoadeudow) eelayad
Correct Answer:- Option-A
Question10:-To cut down to the minimum, Intends for stationary must be carefully scrutinized by:
dlrlae @R© $:0QIM, GrYeuIMClRes eauRLERLS MW aldlswowlemenzaid:
A:-Head of office
830adlmy’ ©anouy’
B:-Manager
a0em=aA
C:-Section Heads and Manager
BOMVEUM HAOWTY, 2OCMRIAD
D:-Section clerk
OTLBUMB GBS
Correct Answer:- Option-C
Question11:-Whenever possible, carbon copies of replies to be retained as office copies should be typed at the back of the letters replied to. This is
necessitated as the draft has been:
MOIWYAOBEMUOPEI00, AQalS] MTBEMEE HADBHES allBERINEDY Boadlmy’ ald@old0d ©6Sq] ©21Qemiowd 2QaISleg6s &od6mnem Al Boyd0d BllEeMo. (Woqgl@d oY
@RI,
A:-So large that additional papers can be saved
@RWIB GalejQHUB MIcESIEIM SFIQME arj@em
B:-So extensively altered
Q86EQUlEo 20Q0 AIBOTQGIMIT3
C:-So confidential
QUse (annrm;ormamosrﬁ
D:-So urgent
Qg6 @RS
Correct Answer:- Option-B
Question12:-Papers/notes directing examination of any point and other arising references sent to section direct by any officer should:
aBeO®:laje 6al@IMBA alBleLIWlEBM@IMES alojQs e a;(ﬂqdcs,go &S00 aBOOEIRj DEBPNMOM GMAEIT HTVEUMICRIE EPW 4| OF EREOEMIlE 0a00MMyEU3:
A:-Immediately open a file, and put up
OSM BB LT BB HaIQ HAIBEMo
B:-Give to inward section
MEAIBUY HAVBUMIERIES MDDE:E:
C:-Give to manager
20BMBAES MBBB>
D:-Give to section head
OHAVBHM OO M@BB:d>
Correct Answer:- Option-C
Question13:-Valuables intended for dispatch will be put in envelopes sealed in the presence of:
@ROYM@IM gcqua’l.ﬁ§gg m’lemﬂsﬂ(k!gg mn’gmu& DTl oRMABHS TIMIWIODIE MIE3 Ha1Q BAUQBEITS ggo!
A:-Dispatch clerk
W] gydes
B:-Record keeper
60eIBW &loyd
C:-Subject clerk
UYL, A
D:-Duty officer
nuég,’l 80adlrud
Correct Answer:- Option-B
Question14:-The entry in a paper made by clerk or junior superintendent to facilitate the disposal of a case is
8@ MY TAaosBmMAIM £Ben BMIA MYIEMTEI @QIOIHI® Ealoidloal agds] eo@moem’
A:-Note
emog’
B:-Draft
QWoog
C:-Record
©06ENIBUY
D:-Document
cwo@:@om«ﬂd
Correct Answer:- Option-A
Question15:-Form of correspondence used when a paper is returned in original:
6@ Galo)d adlelmena dldlos M@EEMUB PalERIUTERM GOWISAGHEOS Gando!
A:-D.O. Form
awl.8. @ando
B:-Endorsement Form
) MBEWIFTIOHAMT Gando
C:-Letter Form
6©219@ Gando
D:-Memo Form
DG GaNdo
Correct Answer:- Option-B
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Question16:-Office of the police training college occupies the position of:
Gatoellmy’ es@lailwy emoegel@eo aoadlmy’ eoalajomom munomomoe:
A:-State training center
MUMOIM al@lUBlRIMN EB@30
B:-Regional training center
@0eBUWElH aI@lUBlaIm eB@Bo
C:-District police office
&lgjo eanellmy’ aoadlmy’
D:-Training head quarters
al@lUSlein @RMLOdMe
Correct Answer:- Option-C
Question17:-When addressing the Members of Legislature and other non officials of standing, the form of correspondence used is:
TBRATLERVBREESY. g’ TRIMlUY PERPUNTINERITTAUGEYo @REITLEENIIWM HaIYENIUS, PaIBLIUILRIM BOVISAOFHESS Gando!
A:-D.O. Form
awl.8. @ando
B:-Endorsement Form
af)MBEWIFTIOHAMS Gando
C:-Memo Form
DG GaNdo
D:-Letter Form
©219@ Gando
Correct Answer:- Option-D
Question18:-Enclosures must be avoided as far as possible, and when these are necessary should wherever practicable:
af)BEHITVQBUB HFQMISEOmIS. BFlAEEM., @RI ERAURRSHEAIUB (JEWIVBHRILHIYITISOTMEI00!
A:-Be typed in continuation of main communication
@wom eruealrlaeosiBes @sd o] eesa ©2IQd
B:-Put it in another cover
26Q0@ HACITR OgH
C:-Put it with other enclosures
D) aF af)BEHITIQBUBOEIfo EDFH
D:-None of the above
ABHEI AlOFDAUOWIMRREY
Correct Answer:- Option-A
Question19:-Petitions which contain no new facts or grounds for reconsideration of a case which has already been disposed will be:
DTN GBI B@ BT ajMial@lewoduledm ool QUTROEBESO HOEMETREE @psarlliglepom andedle:ud:
A:-Lodged
aadall
B:-Linked in old file
ale®@ anwell@d el eagidlasmme
C:-No action
msalsioilgy
D:-Returned to the person concerned
IMWOS QUBOIES T1@lER0
Correct Answer:- Option-D
Question20:-If demi official paper is used, blank continuation sheets used must be:
oWl Badley@ Galojd ale@UTlERB@IPMEITE, WMLV ®SBa) nﬂ\g@aué Ml joQM@IWElEnEM.:
A:-Superior demi official paper
Malleled ewal Badleuy@ calajd
B:-Ordinary paper
TLIWOEET Galad
C:-Distinct colour paper
QUONTREOD QUGG Galad
D:-One sided paper
6@ QIRYSS Galnfd
Correct Answer:- Option-B
Question21:-When officers are on tour, the tappal received which is intended for them should be:
2eaRNMINA alesmEDIeNWldlamemio, eI 9equdlallges @aq)@:
A:-Kept in his office
@RAIMeS BoadlrUl@d mysadlaf eaIEnemos
B:-Sent to their camp
@RAIMES BHPMIGRIE @WEEM
C:-Given to another officer
26QO@ PEBPRUAVOM MTHEMo
D:-Opened by tappal clerk
@)@ HAL DOEMo
Correct Answer:- Option-B
Question22:-Section head will certify in the personal register that all pending papers of previous years have been brought forward after:
3™ Qdausngloal ClBajoEHITm afgd GalnjQ@ge @ GURAYe YEAMIF HBIENFAUMMIWS] HAVHHM a0 BTN EEITRCIT MLIGUIEISTD.:
A:-1st January
mmaEl 1
B:-31st December
awlrvosnid 31

C:-1st February

enEnaid 1
D:-1st March
m0@4 1

Correct Answer:- Option-C
Question23:-Register of periodicals shall be maintained by:
@m@soelemsges eslqpad adluoelamma:

A:-Section clerk
OTVBHMB LB

B:-Section head
OTVBHUM Ban’

C:-Manager
2O6MRAQ

D:-Record keeper
60eIBW &lajd

Correct Answer:- Option-A
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Question24:-Despatch section will be under the direct supervision of:
&Y koo @60 cmraﬂ%gg G2@dEMISOmIRI0W|E] a0
A:-Manager
2o6MRAQ
B:-Fair copy supdt.
6a0@A eH0afl Myl
C:-Junior supdt.
20load myaend’
D:-Record keeper
60eIBW &lajd
Correct Answer:- Option-D
Question25:-Notes written in one office shall not be communicated to another officer or office without the consent of:
8@ 80adlmiled aggoile \ﬁ,o’lqdce;uﬁ 26Q0@ DEBPVIVOOHMEDI BoadlMiemewd Moo M llajoe® @AM alslgy:
A:-Manager
ooemRaA
B:-Head of Office
830adlny’ ©anouy
C:-Section Head
OAVEHUM Han’
D:-DGP
wlegdladl
Correct Answer:- Option-B
Question26:-When a Current relates to more than one topic is received, action should be taken:
asarlaiwldoe m’l:ﬂa(msmgmomﬂ ITWONS BB HOMG aIElenemioud, MSalSlo@gEEMo.
A:-by the section concerned with the first point mentioned
@B 1By Galolm@Qacwll mimuveals aleov.
B:-by the section concerned with the main point mentioned
alE2d3W@la) @WIM Gal@lm@Qao®l cimMveas alleovs
C:-by the orders of Section head
aflrove eawolQes PEMEQYSUB (@Jd000
D:-by the orders of Manager
DIEMBQOS OOMOUMDTV@] 4]’
Correct Answer:- Option-A
Question27:-Compensation leave for turn duty on public holiday for which it is substituted will expire in:
6alo® @AW dmengloal esend moégﬁfsegg Magal@la0d© @AW, PSSR $HILI0EEMeFo!
A:-six months
@QO DOV
B:-three months
Qam’ @aMe
C:-two months
©6NE @OTVo
D:-one year
8@ Qoo
Correct Answer:- Option-C
Question28:-When a clerk goes on leave, he must invariably hand over any of the office key in his custody to
8@ YR ERAIWIVIG Ealdd:EMIW, @@ MO0 eryllees ageoelal Boadlmy ®IeITd mudleadwl M ©OBHAI06Mo.
A:-Manager
206MRAQ
B:-Duty officer
rwég’l 80adlrud
C:-Record keeper
60eIBW &lajd
D:-Section head
OAVBHM San’
Correct Answer:- Option-D
Question29:-If any person has any grievance, he may represent it individually to the:
@RROEBBR) af)OMDBIR) alEOTIWEMEEIT, ERWIWRES @M QlEDIaleaow] o @@ITrlWleEl@o.
A:-Head of Office
830adlmy’ ©anouy’
B:-Officer concerned
NN PEBPRWTVLOM
C:-Section Head
OMVBHUM Ban’
D:-Duty Officer
rwg &0adlrud
Correct Answer:- Option-B
Question30:-Money, Cheques and other valuables received will be entered in the Security Register by:
aléMo, 6aldR&U3, 0Q oﬂemﬂsﬁngg QTR agyamla am)ze,é(a'lgﬂ eelqdlad ceaIeqsEDM@:
A:-Chief Ministerial Officer
QeuElQes eoadlrud
B:-Inward Section
spadeaidowy’ allkomoe
C:-Section Head
OMVBHUM Ban
D:-Record Keeper
60eIBW &lajd
Correct Answer:- Option-A
Question31:-Officers should always add the date below their signature or initial irrespective of the nature of the following communication:
@6PoQM @REAlTlaEEBIBe0 MR alElVMIEE® BdTBRIAB afGalogs BRAIMRES Baflemd emluiwealemo Mmooy Gl caidesnsnzmosmy:
A:-Note
emog’
B:-Draft or letter
Wy @RELEITE &Y
C:-Order or any other
B3WA @RERIEI acge®Elel
D:-All the above
QBHEIW AlOFTDAUOWEIo
Correct Answer:- Option-D
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Question32:-Despatching clerk will hand over the copy of important Circulars and Govt. orders for the printed Circular book to the:
@4JSla) MUBERRIA JTRHOTIMINESS @JWIMES MBERLIYBEHSTP MBI POMEYBEOSV aldBaf HAUWMYIaflet) GBS DMlajoYMAIBEY OOBGEOQ0!
A:-Manager
2o6MRAQ
B:-Section Head
OTVBHUM N’
C:-Record Keeper
60eIBW &loyd
D:-Duty Officer
n.uég’l 80adlrud
Correct Answer:- Option-C
Question33:-The prescribed scale of accommodation for Gazetted officers is 160 sq.ft. For non Gazetted officers it is:
»auga evadirudacdesgs moamepitec dluailo emyaicd 160 ai@ews @oslwosm. emosnd g Boadlmudaodes ea:
A:-100
100
B:-40
40
C:-60
60
D:-120
120
Correct Answer:- Option-B
Question34:-Statement prepared on the last working day of every week in Form XVIII Appendix A is
a8 EREYIORIR. @AINIM aIdED] dmamicd ante XVIII @omenimw. A-@3
QIO @JTPIUM
A:-Weekly arrear list
@olae @:Sl@le aigle
B:-Statement on cases pending disposal
DB oI EHTYBEOS (JTRIAUD
C:-Statement on missing records
MayYDOQ cmm&@g&(ﬂ%@g (@TYoQIMm
D:-Statement on issue of records
CRAISEOS @&éoﬂammnlrggg @myoaim
Correct Answer:- Option-A
Question35:-While handling old records, whenever it is seen that a sheet is torn or not properly attached, it should be repaired by:
AlPQ BEEIBUB ©6B IV smu@crmaoﬁ, 6@ g Sloloemd wElIX] caisl]sfislapomemd @RV $:6MEMIINE, @R MIMIEEHENTED):
A:-Record keeper
60eIBW &lajd
B:-Clerk
B
C:-Attender
@pQMAWA
D:-Head clerk
a0 HABLH
Correct Answer:- Option-B
Question36:-Correspondence on matters which require a decision or an interpretation of rules addressed to chief office shall be signed by:
aflad’ Boadlnilom @rElmusesniowm £21Q(N TVAGBESOS 6@ GIGBROMNER0 QUDEIOMEND GRAIDAIW s ’ﬂr%@g lsalngsud Ballgomo:
A:-Manager
206MRAQ
B:-Dy Sp (Admn)
oways] myajend (@ooyflcd)
C:-Supdt. of Police
Gatallmy’ myeeng’
D:-Fair copy supdt.
6a0@A GBafl MyaerE
Correct Answer:- Option-C
Question37:-The communications from unit offices to Police Headquarters shall be in the name of:
Qemlg’ @oadryaglad aflon’ eatoalmy @rrunImeTDERss @R U@AlMlaweErud BMlajoQM caldlenerm:
A:-Manager
206MRAQ
B:-AIGs
af)eagelaod
C:-ADGPs
ag)wlgdlallnod
D:-DGP
awledladl
Correct Answer:- Option-D
Question38:-All Spl. branch and secret records, which are due for destruction will be:
mU’é]%Wﬁ)G):HGSGm ng)%d() @JCOYD URIUQOS @DV c(asmﬂ,go:
A:-Burnt
SO0 B0
B:-Torn to pieces
BaHMEERBIS &lQo
C:-Sold to approved contractors
@R.UIIDH® HEIQB:0BES Qlledeso
D:-Kept separately
@Dyt Tyssilanamo
Correct Answer:- Option-A
Question39:-The register of lodged papers will be maintained by:
oadaflal GalojQeges e=lqyd adlaoeleasma
A:-Section concerned
NITWeaJs alledwoe
B:-Despatch clerk
©WTYIaf GABLH
C:-Record keeper
606HIBW &loyd
D:-Manager
206MRAQ
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Question40:-Any doubt regarding the section in which a particular paper should be dealt with will be settled by:

8O @EOH Galof@ MM ©6B:I0LH 6216QmE AlRINET® VNIl aF@) MU
A:-Section head
OMVBHUM BN’
B:-Manager
296mMeAQ
C:-Head of Office
830adlny’ ©anouy
D:-Dysp (Admn)
oways] myajend (@ooyflcd)
Correct Answer:- Option-B

@Baodso.

Question41:-Before a typist begins to copy a paper for issue, he shall verify that it is:
8@ 6650y DaHQalMEs Galojd al®:AOmOM DSERIMIM M, @AM GEARIG g aldlewousleasnea?

A:-Neatly written
@oUTlon aggaiaigeszo
B:-As per rules
rrﬂ@msenuﬁcﬁsmam‘mmamﬂ%cmo
C:-Bears the initial of authorized person
@RIl QETIQes el oemneo
D:-Urgent or not
@rsllecn @RgIEo
Correct Answer:- Option-C
Question42:-The Confidential papers should be in the custody of:

@aDMVYEEIBUD aquulaianoidesmo:
A:-Confidential Clerk
@anTVY YAMPB

B:-Head of Office
830adlmy’ ®anuy
C:-Dysp. (Admn)
owalys] myalend (@oouflcd)
D:-Section Head
OTVBHUM Han’
Correct Answer:- Option-D
Question43:-Each subject clerk will prepare and submit monthly arrear list by:
60600 MUENYHR HBERe Olocleasgl® @@L &:SlEle: algle: @©0008s madaleso..
A:-The 10th of every month
ag)gjo BOMVIQJe alOme QD
B:-The 1st of every month
a)gfo BOMVQYo BMIe T
C:-The last of every month
ag)gjo @OMVQe @RAITLIM Tl @
D:-The 15th of every month
agjo @0V 15-@ne cloo
Correct Answer:- Option-A

Question44:-Records shall be supplied only on requisitions made in prescribed form. Maximum number of records asked for in one form:
MIAGley canocled MSOTI @REAIGUBEID® BI@ED GEEIGUE MTBE. BT GandAlG BRI alEAIAW HOEEIBAREU:

A:-Three
Qar’
B:-One
s’
C:-Four
moel
D:-Two
61s
Correct Answer:- Option-B
Question45:-The entry in the Index relating to an individual paper is called
8@ AUBTIND Galn]QI® NIMWEaIs Maleeienl amslow mearem alglesmme
A:-Head
a0y’
B:-Sub head
aoent eanauy’
C:Title
eosglad
D:-Recording
©06EIBWIouY
Correct Answer:- Option-C
Question46:-The manager shall inspect the Call book at least:
DOBMBA B0 BB YD lBIEUOUSEDEMo.
A:-Once in a month
2OTVEDORICE G
B:-Twice in a month
20MVOTIEB RENZQUEM
C:-Once in three months
QY a0mLETileRIdlenTd
D:-Once a year
QABHODIG BElE®D
Correct Answer:- Option-A
Question47:-Transfer register of Records sent to records shall be maintained by
]l Y @@ soBmyd esflqud _ aidlaelesmaoy
A:-Record keeper
6OGEIBS @
B:-Manager
ooemRA
C:-All section clerks
)R} OAVHUM ROBEBROTo
D:-All section heads
agg allkowe mRINImIG.

)
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Correct Answer:- Option-C
Question48:-There will be an office letter box in every office and the key of this box will be in the custody of:
)50 oadimileje 6@ 60adlY 6RIGA enidg; PaEIRIElER., 0D HalSIYROS IEEHIT @(rﬂgdoqtmmmgsus SRulaenal@les.:
A:-Duty officer
n.ugg’l 80adlrud
B:-Record keeper
606IBW &loyd
C:-Inward section
MEUBY HAVLU
D:-Manager
ooemRaA
Correct Answer:- Option-D
Question49:-Stamps to be affixed in covers intended for authorities in foreign countries is:
afleswe eomEBRglnn @RUIE:06e:u3eowl] @cgueh‘ﬂ%gg SAUQBEIT aSlerrs qRoMe:ud:
A:-Service stamps
audallony’ qomyeed
B:-Ordinary postage stamps
TLIWOPEM IS TRIMYHHUB
C:-Foreign postage stamps
alleBud @alo@d qRIMB3
D:-UN postage stamps
UN @ainmd quomyed
Correct Answer:- Option-B
Question50:-Monthly statement of cases pending disposals for over a month in form XIX is intended to bring notice of:
8ande XIX-@3 e aoarvonieaino@ow @ldqjosnoom CHTYHIOS @@IROTV @JTYOQIM weUlemom Q(:@u&gdgg(mosrﬁ:
A:-Head of office
830adlmy’ ©anauy’
B:-Government
auBe»od
C:-Supervisory officers
Majdeeimud] aoadlmudacd
D:-Manager
206MRAQ
Correct Answer:- Option-A
Question51:-When two or more papers are pinned together, the sharp end of the pin should:
©E6MTE0 @ROIRIWE:ER0 GalnjQeud B@alal ol 6.agemud, alatl@ec gdayyes @oge _ cowldleemo.
A:-be pierced again
aflenge o,
B:-not be pierced again
aflengo S:Em@O
C:-be left free at the top
&8l quIe@EoR allge
D:-not be left free
IOE20Q] Qlls@moy
Correct Answer:- Option-A
Question52:-The action to be taken by duty constable/peon who receive the tappal brought out of office hours is:
80l AT JOGD HEBITEAIM @aj@d Lle:@lEsm avys] e@oaﬁq};mﬂd&/u&rﬂ avlleclesnsnz msalsl omoer:
A:-Entry effected in personal register
Qeln® eaElqcled am@S] ealgemo
B:-Number entered in a register and deposit in the letter box
8@ e&lqudled MmIB aBsd 6.21Q curnYU HRIGA eeNIEITS Mlesualens
C:-Keep it and give to Manager when he arrives
@R MYBla] MOEMMA QAUBEMUIUD OBIFEBS>
D:-Not to accept
alle@ledm alsley
Correct Answer:- Option-C
Question53:-Tappal marked Confidential, Top Secret or Secret or addressed by name shall be sent unopened immediately to:
@ADIVPEAB0, AlED EADTVY BRERYBIT EAOMVL AfIT) ERSWISOFOTIR GG GRERYBIT Eal@ MIEENIIWM HalR @ DOHIO® LSOHM @ @p@o:
A:-Manager
206MRAQ
B:-Duty officer
n»ég,'l 80adlrud
C:-Confidential section
a0y alleowe
D:-Officer concerned
NITWES PEBLPRWTVOM
Correct Answer:- Option-D
Question54:-Tappals with priority markings of urgent and above should be sent as and when received after affixing office date stamp to:
@psleleq) @GN ge.sle)sseniw gmUmeMMO GRSWOBERSSS @0 efd08 a)Efoud aiélgioeje 9sOM BadlmY Gl MM 6gla@ilay euontic @ @ERQEMo.
A:-Manager
206MRAQ
B:-Section concerned
ITWeaJs allcdwe
C:-Section head
OMVBHUM OO’
D:-Head of office
830adlny’ ©anouy
Correct Answer:- Option-B
Question55:-Distribution register will be submitted to the Head of Office on the
mﬂ(rgkm&mn% eedlqyd Goadlny’ sawoalles’ aoadafleso.
A:-10th of every month
g 2000q) 10-@re ol
B:-30th of every month
a)glo 2000y 30-@Re oo
C:-last week of every month
0@%0 @OV @RAUTVIM @Y
D:-last week of every bi-month
agg cllaomomleaigle @RAIMOIM @BE
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Question56:-When a draft is submitted for approval, that fact should be stated in the

6@ (WIeg @RUIBIeEDIMIN] muadaflesemiowd, @ QUTR®
A:-Personal register
QeTln® esllqyd
B:-Transfer register
Somapd eEslayd
C:-Note sheet
6mag’ iy’
D:-Reminder diary
8036 gOm@ (W
Correct Answer:- Option-C

@ @Jrgoailesmerz@osm.

Question57:-When a book is put up for reference the portion of the book referred to should be marked and placed:

BB ofTydo 0a00MmIlmon] AIREMIEd, aieadUElaldlERam oTY&ETIBE0 BIWe ERSWIBEHIFOT
A:-separately
QB0
B:-below the flap of the file
a0ell@eo agoafld’ @oee
C:-below the file
anelm ®oee
D:-above the flap of the file
a0ell@eo ogoaflm’ geglad
Correct Answer:- Option-D
Question58:-Register of papers sent to Camp offices must be maintained by:
&M Boadlrydglenis @REBID Galnjgeges eHlqyad mlyjommad aidluoalememo:
A:-Camp clerk
BOMI A5
B:-Manager
206MRAQ
C:-Despatch clerk
OWTYIof GABLH
D:-Duty officer
n.uég’l 80adlrud
Correct Answer:- Option-B

aundall@meme.

Question59:-Superintendents and clerks shall be trained in every branch of office work and shall not be kept on the same work for more than:

&0adlmy’ e200lQes agg wonsElRje MY GOBREBWBER. al@lUElaim. M@, &SIO® BeE e ol

A:-two years
@6TE QB0
B:-three years
Q' QIGa%o
C:-four years
Moal Qidato
D:-five years
@6l QUBaHo
Correct Answer:- Option-A

@ @5l ®sE0M anslgy:

Question60:-To avoid accumulation of files with subject clerk and to avoid the risk of being overlooked a book in Form XVII-A is to be maintained viz;
MUEY GAGTBOO D@D a0WE)E:UB @:alotTY@BSMEY BFlAEIMe @RAINMTIENNAISIMESS MWD BF1AEIMo Gande XVII-A-oleal 683 ajTyd. aldlaeleneaqlge. @ooY

A:-Reminder diary
303206 J3OO® WA

B:-Personal register
Qeoln® esllqyd

C:-Call book
GB0UB Y’

D:-Periodical register
@Rmels eeflqyd

Correct Answer:- Option-C

Question61:-The Officer responsible to ensure scrutiny and circulation of Gazettes is completed, and that due action is taken on all matters therein,

with promptness
[Qlybis =00 MYBYaIBlEURIWMQe MUBERERIBe DOAPIEHIM EHEADGECTYSS DEBPNTVLOM,

200 3l

flejo ©alm@0@ MSals] qulle:@lasmo.

A:-Manager
206MRAQ
B:-Head of office
830adlny’ &anouy
C:-Section head
OMVBHM OO’
D:-Section clerk
OTVBHB £BLH
Correct Answer:- Option-A

aggp &

Question62:-Register of unopened tappals sent to officers should be maintained by:

60a]TUBRBL @O 4] DO Dojejdges EHITRA DMlooQMAIB aldlaieleem:
A:-Manager
206MRAQ
B:-Tappal clerk
@03 Lamyad
C:-Duty officer
n.ugg’l 80adlrud
D:-Head constable
6a00 eemqyenicd
Correct Answer:- Option-B
Question63:-Recommendations for sanction for repairs of vehicles shall include
QRAOMETBEOS @RQB:QlEMI B3RS EPMATIERES Walddwaalad ouealgm
A:-Cost and date of purchase
avsdecldec alaig. cloolg.
B:-Expenditure incurred on different occasions
aflailw @paIMEEBREI® eariESIR ®6:
C:-Reason for any abnormal expenditure
)OMEBIR)e @RAVIWIREMAIW O2IRIQYBUIEBSH B06Mo
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D:-All the above
QBHEI®W AlOFODAOWEIe
Correct Answer:- Option-D
Question64:-The secret and top-secret papers should be in the custody of
@aDIVIQYo BRTIAIRADTVIYAIW GalajQBUD Moo &apulalenaldensme.
A:-Senior supdt.
adlload myeerE’
B:-Manager
206MRAQ
C:-Head of office
830adlny’ ©aoouy’
D:-Confdt. Asst.
e@oBadlowmdedlld @rmIqumc’
Correct Answer:- Option-C
Question65:-A Government servant can avail compensation leave along with:
8@ TVBHIB PEBPNMON EMIOSIaje Maynl@aNde GRAIWIR. aidles.
A:-Commuted leave
&m&g(\u‘ eflar
B:-Special casual leave
QBB BHIaIEd ellal
C:-Earned leave
aumiodls) @eaius
D:-Casual leave
&0aI@d aflal
Correct Answer:- Option-D
Question66:-The consolidation of current file, note file, previous papers and books put up for reference is known as:
B0 0@, EMIF W@, FMB GalafQU3, 0a0MMIMIT] 4] JTYBEERUE afTIURES aGleEMo DEROM ERCIWOGMD:
A:-Case
G
B:-Arising reference
@Ree0MJleS OanOmay’
C:-Current
HOMO
D:-Correspondence
BOGTYIETRMMY
Correct Answer:- Option-A
Question67:-When officers are on tour, the tappals intended for them should be sent to them:

2eaHNMNB aloysmoBienldlesemioud, EpadeIR] pegudlaliges @ajajeud @AIGE @O 4)OBOGEN6Mo.
A:-Weekly
[SwlleTeIcH
B:-Daily
olElme
C:-Bi weekly
66310
D:-Occasionally
osgiles

Correct Answer:- Option-B
Question68:-No flag must be attached to:
OO BB al®OBHQo @QR05J6 2l YO

A:-Current or note files
S0 @REGYBIT 6MIg aowed(3

B:-Linked files
el ©.21Q anWejB 3

C:-Back files
MU0 aNQBYBUB

D:-Disposal files
AWIEMYOTV@ a0@ABE 1B

Correct Answer:- Option-A
Question69:-The main merit in a title is:
BT OLRIOHSIOL! @JWOM WYMo DOEM:

A:-Choosing subject
Qllstie @leesTmFERMD

B:-Indexing
Bewglosy

C:-Noting
emMogloty

D:-Brevity
Mol

Correct Answer:- Option-D
Question70:-The acknowledged despatch slip will be initialed, dated and filed and retained by record keeper for:
@U@ STl Mlaflod DT DFBWQo, TV EEAIOFTDHQo DTS OGS HOEHIBW Blnjd MYEUEBHQe H2ICQETE TADAIGIU:

A:-One year
6@ Qoo

B:-Two years
©6NE QUBaHo

C:-Three years
Qo QI@ao

D:-Five years
@6l QAUBaHo

Correct Answer:- Option-C
Question71:-Enquiry into petitions contain allegations against police officers shall be ordered only by:
Gatoallny’ 30adruda0de&H @0 @REEIAIMEEBRUE ERSERIR wABEIBEIT @REMIUIM. BMlnOMIMAIEI 2@ PEMEANSIG:

A:-Supdt. of Police
Gasellmy’ myeeng’

B:-Director General of Police
WRORHA BNOM GBoad Gatoallny’

C:-An officer superior in rank
00 WAM B PEBPWIVLOM
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D:-Manager
206MRAQ
Correct Answer:- Option-C
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Question72:-If a paper is returned in original with an endorsement, that fact should be noted in personal register by the entry:

8@ @RUIBHIREOINS BT Galajd WINIBGNOTI FOS MWE:EWIMEBITS, @R QIR®
A:-Despatched
@Ry
B:-N Dis
) auslony
C:-L Dis
)@ cuslony’
D:-Filed
AN 6alQ
Correct Answer:- Option-B

g agBE] geaum ABTING EHEITYOIMR CEEIOFTmEM.:

Question73:-A Calendar of Periodicals to watch the prompt submission of periodicals shall be maintained by:

@Rm&elemBud 9oyl madafeamo ddedeamaings amomelemrges 6 »elmrd aldlnoeleama
A:-Section clerk
OTLBUMB LA
B:-Record keeper
6063 &layd
C:-Manager
o0em=A@
D:-Section head
OAVBHUM SNy’
Correct Answer:- Option-D

Question74:-All court fee stamps affixed to papers received in the office should be cancelled by:

69adlnl@d eIyl GalnjQeglcd agﬁ_qﬂ%gg ag)gf 35 adl TROMYS o 0GIEHEMo
A:-Section clerk
OTLBUMB AL
B:-Section head
OMVBHUM Banay’
C:-Manager
206MRAQ
D:-Inward section
eBeIBY HAVSUB
Correct Answer:- Option-A
Question75:-Every disposal file put up for reference must be flagged. Flag will be attached to:
0a00@MIMIR HAflElERM agg AWlETYIMIEB a0Wele QoY Balgl@lEnsme. oQouY ailealss’ @0G0.4J6).21Qo!
A:-Jacket of the disposal file
awlemyoau@d ao@eldeo @osg
B:-Note file
EMOS a0Q@D
C:-Current file
el a0
D:-All the above
QBEITB l0ATOAIO®EI00
Correct Answer:- Option-A
Question76:-0ld arrear lists should be retained for:
e @Slygler ellqyecd ayesllansmo.
A:-One year
BT QIB@ato
B:-Two years
©6TE QIBaHo
C:-Three years
QoM QIBaHo
D:-Five years
@6l QIdaHo
Correct Answer:- Option-C

Question77:-If the officer to whom the Inspection book and registers are to be submitted is not present on the day fixed, these should be:
Al@lEURIWMI ERYERo m»ﬁlrggq&%a avadaflesnen gespnmuomd dlumidlly daime anomeoieg@lad, eal enailajomama erwldElensmo.:

A:-Put up along with next inspection
@RFOD lBIELRILMOQIaj LGB
B:-Put up to another senior officer
26Q0@ BB OERPWMNOM oB@Bafless:
C:-Put up on his further order
@PAIMEO @RFOD OOMEANW e
D:-Put up on the next day he attends office
@RgEM®IV] 80adlrVl@d an0EoB:mM Alaitve 56
Correct Answer:- Option-D
Question78:-Register of addresses of the members of the office staff is maintained by:
&0allny’ quoadleer @r.weERges alenmumsges eElqRAd aldluvelamma:
A:-Record keeper
60eHIBW &loyd
B:-Head clerk
©000 AL
C:-Manager
206MRAQ
D:-Superintendent
TyelerE
Correct Answer:- Option-A
Question79:-All records will be filed on record racks:
af)pfd HOEEHIBUM:G HOEEHIB 0BEEIE3 D@3 6.2IQo.
A:-Side by side
Qeamglengl
B:-On top of one another
el geglcd aegomowi]
C:-Vertically
2lo6NIR0]
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D:-Both (1) and (3)
(1) 20 (3) 0
Correct Answer:- Option-C
Question80:-While despatching important papers such as pay bills etc. from one office to another in sealed covers by post, it must be sent by:
Gal 6NflgiB B QORI EWIMEAIS GalneHUd 8@ Boadmi@ @l aegomilsales MM 6.a1Q GHAUQBEIT @@ AIFl ERWEREEMIET. @RI Q¥ @GRQEMo.
A:-Registered post
@HIMYA ©21Q Ealdmy
B:-Not by Regd. Post but a certificated of posting obtained
eelqyd eanqy adlwg). UASadleng Boad anqyly eIy
C:-Ordinary post
TLIWOEEM BaldMY
D:-Speed post
i’ Gatoqy
Correct Answer:- Option-B
Question81:-If the petition received is illegible the course of action to be taken is:
2@l mleaieme QlemacgEI@d qulle:@leensn: Mmsais @oem:
A:-A legible copy be prepared by section clerk
8@ AUBMOQSS aldBa] ETVBUMB HAL OQYIOIEHEMo
B:-A legible copy be prepared by section head
6@ QUBORSS aldGa] HTVBHMB HaD @QOOIHEMo
C:-A typewritten copy be prepared
66Sa] ©alQ 6Hq] GQIOIEHEM.
D:-A photocopy be prepared
633 cnnomgarz\ﬁ,a:gl @QQIOILHEMo
Correct Answer:- Option-C
Question82:-Proposal to obtain on the notefile of a case the concurrence, opinion or remarks of another office/officer is called
8@ eamle0 Mg anweal®d 1ego@ aoadlmiladec/aoadlmad rvaamend allaneend @REEOIWEnd eMsomas alde3uos gy allglesam.
A:-Referencing
OanoMmiled
B:-Correspondence
BSOGTYIETRMMY
C:-Endorsement
@RoUTB:000
D:-Unofficial correspondence
@PMDEBPUIB BOTISAIIFEUD
Correct Answer:- Option-D
Question83:-Statement of the final decision by competent authority in the office on any matter for information or orders is:
allaiesruied BOBWQRHHUIEHI el ago@®slaje Qlluwasiad siadmileal cRINERSS EPWILIEIRYSS @RI GERIMETIMBOO (@JTRICUM @M
A:-Disposal
awleryoauad
B:-Order
803cWaA
C:-Proceedings
MSalSl@neERud
D:-Drafting
@Qagleuy
Correct Answer:- Option-A
Question84:-Reminders issued should be entered in red ink in personal register in columns:

ad06ajg0lla) BoBEDESOmEIE:U3 65086gl@ ABTIN® EHIMRAIR 4ol BRI afBSA 6alQemo.
A:-7,8,9
7,8, 9
B:-12, 13, 14
12,13,14
C:-10, 11, 12
10,11, 12
D:-9, 10, 11
9,10, 11

Correct Answer:- Option-D
Question85:-To avoid objections or delays in sanction, recommendations for sanction involving financial expenditure must be:
@pmaciolea n@)@?(ﬂe}d@,mgo S0IMIDTVEAD BFIANEBMDNY, MOMITE B2II)Ud DUBOAFM BRMAGIERES WalodWE:Ud BMlajoQMM®OIElEnemo.:
A:-Obtained prior approval
B&d @pma®] ems]
B:-Urgent
@nslosies
C:-Self contained
UIo guas)moggmrb
D:-Financially competent
amomIEDile:a00] e¥loes
Correct Answer:- Option-C
Question86:-Total number of compensation leave for holiday duty accumulated during an year
8@ UGHOTIMISWI@ canoglleow cu)‘\ggﬂmouﬂ GUEAIRLe] MaYal@laN0E ERAIWIBESS @O agERe

A:-10
10

B:-7
7

C:-15
15

D:-12
12

Correct Answer:- Option-B
Question87:-Petition or report addressed to a higher authority through a lower authority shall
8@ @3 @PWISE! geam POAM EPUW:IFIHN® EREIMEMIIWM HaIQM EREAIBHUEDI GlEnfddES0 a6 6216QERO?
A:-Be withheld
SRR
B:-Partly be withheld
U H200] @SEMAURS
C:-Not to be withheld
@SEORAUIRIM alosley

11 of 13 Thursday 21 November 2024 02:21 PM



Home Page http://192.168.1.6/dept/modules/marklist/answe...

D:-Be returned
OBle® M@B:0
Correct Answer:- Option-C
Question88:-Manager can permit his staff to leave office during office hours or attend office late subject to the condition that permission is not
granted for more than:
@ SO @RMATH M@WH@B ag)om aiITLAE Allewaoe] asemaAdes oadlmy Maasglcd Boadlny’ allsoemo 8adMIm eeAI] A0EEIBIEMI MO HlameEIe
@RMAIGIENIYM@®IE.
A:-One hour a day
8@ dlaave e aemlgad
B:-Two hours a day
8@ Al ENE aemlesd
C:-One hour in a week
@REOId B nemlEsd
D:-Two hours in a week
@Rl e aenlEsd
Correct Answer:- Option-A
Question89:-The officer responsible for the proper upkeep of police offices:
casoeflmy’ sso‘uﬁ\«\;ﬁ:gs)s PRIV al@lalorIMEBIN SOMEAUFII® DEBPUITLAM:
A:-Manager
206MRAQ
B:-Sub Inspector
LN OMETYHA@
C:-Section head
OMVBHM Han
D:-Duty officer
rwég,'l 80adlrud
Correct Answer:- Option-D
Question90:-The current file and note file should be maintained separately until:
SHOMO a0 BMIT aN®EJo QO OAUCQUSO MYBHlEEMo.
A:-It is put up to officer concerned
DT UMWOAI5 DEBPVIVOOM aB@afERanay
B:-It is put up to fair copy for typing
O 66SafletIIMI] MPWEIW ald:Baoel mundaleamaoy
C:-Its disposal
@OTOM Mo OGO
D:-Permanently
(ROWRIMAIW
Correct Answer:- Option-C
Question91:-Confidential disposals should be kept separate in locked almirahs in:
621085 6.21gclenmm @p@aloHETd e@omBadlawmaymd aslemyomua)eud OB (e TYBHUlEREMo.
A:-Managers room
20emzdR0mes ol
B:-Record room
©06EdW @Al
C:-Confidential room
@anuy gol
D:-Officers room
aoadlrudaomes gl
Correct Answer:- Option-B
Question92:-In District offices all covers addressed by name to the head of office, or those coming from Superior Officers will be opened by Head of
office. In his absence it will be opened by
g0 @oadlmyeel@d soadlmy cawoalmes caldlass aged HQBE. EPERIEI Mafelwad soadmudacdled mlm amma Bdadlmy’ cawoal OER.. EPEFDOTIMBHO EREIIGTITE @MY
DOERo.
A:-Dysp
©Walg] MYeJene
B:-Manager
206MRAQ
C:-Section head
OTVBHUM Bany
D:-Personal Assistant
GalReM@d @RMVIqRMBA
Correct Answer:- Option-D
Question93:-Retention period of D Dis disposals are:
il ey’ awsleyougyeges mlaimldem@ soeiwsal:
A:-10 years
10 oo
B:-3 years
3 Qdawo
C:-2 years
2 Q@ao
D:-1 year
8@ Qo
Correct Answer:- Option-A
Question94:-Form of correspondence used for issuing final orders in matters in which the officer is competent:
DEBPNIVATY EVINYOQSS BOOKIBEIT EITIA POMEYBUB aj0OFANEBMTIM PaleOIWIERM BODISAFHEOS Gando
A:-Letter form
6e19@ Gando
B:-Order form
60BWA @aNdo
C:-Memo form
)DECIND GaNdo
D:-D.O. form
awl.e. @ando
Correct Answer:- Option-B
Question95:-Who will be held responsible for any record found missing after it is issued to it and acknowledged in the issue register?
oy eslqydlad n@gmosml@mﬂrd GURAHo, MYOISMIW] HOTREDMM oFO@IT CEAIQYOSQo DOEIGTD @RRAE@lER.?
A:-Record keeper
60eIBW &lajd
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B:-Manager
206MRAQ
C:-Section concerned
NITWES HTVHUD
D:-Section head
OTVBHUM N’
Correct Answer:- Option-C
Question96:-The Officer to certify that the destruction of Office records has been completed:
600l GEAIBEHS MWDo oJ@ETIILW@ITVI MVISHUOIFEOENE PEBPUNTLAM!
A:-Manager
ooemRaA
B:-Duty Officer
nugg,’l 80adlrud
C:-Section head
OMVEHM SN’
D:-Record keeper
6OGEIB #layd
Correct Answer:- Option-D
Question97:-External arrears will be checked by means of a book called:
Qg BT afTYdho YEEUM 6100y HSIGld al@leULIUWER0.
A:-Call book
GB0UB EYss’
B:-Arrear book
BSI Gl oS0
C:-Despatch register
©WIYI5] eelqnd
D:-Inward register
eoadeudoy eelayad
Correct Answer:- Option-A
Question98:-He shall scrutinize the indents for stationary and pass after satisfying themselves that there is no misuse or over expenditure:
@REIENY GIRaUMAlEREs eMBALMQH:UE MYELR0W] alPlereIUlE® Qo FEBEWINER ERDIR §aIEAD BHRIMY MVIDe YofoqiFOTIW GBI AIVIERGWQo OaIQS:?
A:-Manager
206MRAQ
B:-Section head
OMVBHUM Bany
C:-Record keeper
6OGEIB #lajd
D:-Office head
830adlmy’ ©anauy’
Correct Answer:- Option-B
Question99:-The number of disposal Index Registers to be maintained by Record keeper in Form No. X is:
Gan% MaUA X-@3 ©0cEmIdUY Blaj@ al@lanelesmen: aulemyomued somong’ (as;ﬂq;};gaa:gas Qf)eTRe ED®IET:
A:-Five
@6l

B:-Three

Qo'
C:-Two
©6ng
D:-One
e’
Correct Answer:- Option-C
Question100:-Every month the Record keeper shall furnish to the Manager a list of all files issued to Sections and not returned for more than:
a)gJo @MUk HOGEHIBW Hlajd, HTVBUPBEICRIE MWHIQ afgjo AOWEYBSOS gﬂq:ge @ @5 Al MEBITBlEBMBEIMBE0 gﬂq}go DOCMBWAES MN@BBo.
A:-One year
8@ Qo
B:-One month
63@3 @OMo
C:-Three months
QoM @IMVe
D:-Six months
@3 MOV

Correct Answer:- Option-D
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