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Maximum : 100 marks

Time : 1% hours

1. The current file, Note file and any previous papers and books put up for reference is
(A) Current file (B) Note file
(C) Disposal (D) Case

OanOMMIMO@T Mada{lafl@lenym mlainfleal 0@, @dla] @@, eMdHIAl
Gala |QBW, o RMOGHEBRUD af)mlal

A) meinileal a0 B) #0la] W
(C)  almiGatdm@d D) eHM
2.  Government officers correspond with each other without the formality of official

procedure is called

(A) TU.O. Letter (B) Circular

(C) Memorandum (D) Demi official letter

8068001  MSalS|(HAEEERES BValald®HOWIEPO® MALOID BB INmUND

a1OMal@o &HOM 1SaldS)d0d MSODMO lom og)my aflglee)m;.
A @.8. erlQ® (B) auaoneld
(C) e@eEMINIM0 D) owal Sadltj@ 0a1Qd
3.  The preparation of any communication which is proposed to issue is called
(A) Drafting (B) Note
(C)  Office copy (D) Despatch
a00al5/ 166 20d OERUE 186 NOLIORIGY) @rw@Alnlaon locg®yo
OQOOOSa[lom gy allglesym;.
Q)  (WI0g oty B) &0 1a]
(C)  &allm) Gdrn]l D) WM alda]
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4. A paper is said to be ‘registered’ when it is given a ‘current number’ and entered with an
abstract in the personal register is called

(A) Invading (B) Registry
(C) Putup papers (D) None of the above

80) Galn Ol '&OY MR M@dH] AUJEO OO  EZIMOIM B8 Mo®aNo
M@EEMIDD GRM® 'EHEIINA' 021D O@IW] O], @G lem Aflglenym)

(A)  enmeniusless B) o=mS]

(€©) aR§CRA] GalnlO)dud D)  Eamda |OMMOIOWIMAL]
5. A paper which is not connected with a pending case in the office is

(A) Reminder (B) Back papers

(C) Arising references (D) New case

dadllad mlainilepgs 8y eoHM@I] miImalg)POm 60 Gala]d

(A)  B002eaS)00 T (B) DB Gala |O0)dr0d

(C) QWAMUM)M OadOMDIVYEUD D) RO eHM

6. After opening the thapals, the papers are sorted according to sections, numbered and
sent to as per MOP.
(A) Before the table of head of office
(B) Respective superintendents
(C) Sent to section clerks
(D) Sent to the Personal Assistant of Head of Office

OaldeHH0d ®OM® 1MYCUaHo, Gala |O)d0d aNednesud GRMYMV® 1o
®Eo®I®le], mmol§ MOP  @mmola] )Mo eelse)
GRW® &6

(A)  eadly cawdnfleyes caw® s @ lod
(B) @O MVY(IeNSAID
(C) OMBHM HIAHAIDHE) G .2))

D) eabl cawdnflwes GaiFaem@d @oMImualln Gow.aly
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If any paper relates to an unclosed case, the clerk adds the paper to

(A) Opened as a new file

(B) The current file of the case
(C) Backfile

(D) A separate note file will open

afoO@IeRo  Galn]d GRSWHOIOD 60) EHIRAIW]  MIMDOA|SMI0ME @3,

BIAHE CGala|d G.oldHMO

(A) a0l® ~o@enel oyom

B) eoHmilony mlainilaygs ~nwenw]

(C) IS lWRIDW]

D) &0 (IO d GMIF RN @O

In important and difficult cases, before taking action the clerk take the oral orders of

(A) Superintendent

(B) Head of office

(C) The senior most clerk of the near sections
(D) All the above

(JWOMOa]50R0  NRAVIZYSIBBORAIW  GHMYMBE @, MSalsloWsenmMa@ 1) @ymI
ODDHE) 0 2e2d¥1WIW] HOMOARBWD «[)SH60aM)

(A q(ateng

(B) &0a0lm cawdi]

©) eromes allednsngleal fQ0Re @AM &IBHEY
(D)  ca@a]OeTmOIO®L]d0

Fair copies intended for higher authorities are signed by

(A) Senior Superintendent
(B) Administrative Assistant
(C) Administrative Officer
(D) Head of Office

MO  GRWlBIG BRI ©63wWlaflsy ey MPOWAIW  aldda|)dg b
Qa(I51@leemoY
@A) MW@ qg(elens
B) eewalmlmesglal ermilqual
(€) epualmlniesglal edadlmd
D) &2a0lm ecawdlil
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10. All references to which replies are due are kept intact by subject clerk in
file.

(A) Current file (B) Personnel Register
(C) Stock file (D) General file

OIS M@EHEE )20 OalOMAVH:Eo  MUENTRES  HIADHE)
aDAIM GBHSYBSIOM VB 186

@A) mainileal - B)  GauFmem@ ©=laud
(C) GaYIBE) AT D) |OMOM ~0QO

11. A closed envelope received in an office is treated as

(A) Miscellaneous paper (B) Current

(C) Thapal (D) None of the above
80) adml@  aElenm 8 egIMW  &HaId GRW]
HH6MENIBE)M.

(A)  al8lQld Gala|d B) &0

(C) ®ald® (D)  eama]oeomOIe@IMRY

12. Who will sign the postal receipt attached to the registered and insured articles received

1n an office?

(A) The last grade employee posted in Thapal section
(B) The thapal clerk
(C) Thapal section superintendent

(D) Head of office

80) @da0m1@ alElenm oHId e 1RO DMHID 6.2IWOORAIW  TVIWMEBBEOS
@ald@ Moo GREIN 6als)e:?

A) oo alednomle Mlealomi® G@eAIMIM W) ZlaImandom
B) ©@a1d@ gOdHE
(C) ©@ai@ afledno myalens

D) &oablm ecawdlil
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13.

14.

15.

The Thapals brought by messenger before 10 a.m. are kept at

(A)
(B)
©
D)

> leal

A box kept for the purpose

Kept by the last grade employee who will present at 9.30 am.

Kept in the table of thapal clerk by the peon
Placed before the table of superintendent

10 aemles) oMl eaemId OdhIMSOIGYM MaldeRd Mo lanymoy

@en.

(A)
(B)

(©)
D)

@ 1M e 1enm B0 ealglw o

@aflear 930 @  20IREIGYM  apqQy  GUW
M & 166, .

alfgem @ald@ Ao oM cau@ 1 quyesflenymy
M tenglon] @ es apmilod QI &My

Who will acknowledge receipt in the messenger’s delivery book?

(A)
(B)
(©
D)

The last grade employee who is on duty in thapal section
The superintendent incharge of thapal section

The clerk incharge of thapal section

Anybody who will present the office

1M BOHIOM

eameaiclem ewellauc] epsslear emlo ai€lomdoa] @GR GRO1Wee)E:?

(A)
(B)
©
D)

@ald@ emaesimlod aslelepgg angy s Hainendom

@ald@ OMHHONY MY (alNE MDD
@ald@ OMBHO &HODHE eNMalddL
B32a0lM a0IRIEN)M GROO®s 120

Who will note the instruction necessary in a thapal to dispose it as XN Dis?

(A)
(B)
©)
D)

Thapal clerk
Superintendent
Administrative officer

The officer seeing the thapal

80) ®ald@ XN wln cp®l aflmle@iulenmaln erainimd® ®ldeguo
@RDI6M M@EMO ?

(A)
(B)
(©)
D)

@ald@ HIDHEY

MV (atong

epaalmimesglal adadlmd
@ald@ HeMM SR [INMAND
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16. From the following which type of papers are exempted from numbering?

(A) D.O. Letters

(B) Memorandum

(C) Papers of ephemeral character

(D) Memo of charges
@I0La|O@MAUD@B  o(JOMIOHO @O0  Gala|BHEI6M  MMUG ol lwd
8¢ 10096 1 1@ 186 mm ?

Q) wle. eaIQOdud

(B) e@cEMINI6MBo

(€) @@e02alld MIBININRSS Galn|0)d0d

D) Q@ oncend

17. The form of distribution register is

(A)
©)

Form I (B) Form II
Form III (D) Form IV

aflomoem eglquolem Gando

(A)
(©

GalDo I B) GandoII

GaNdo III (D) Gando IV

18. In small offices how many distribution registers are maintainings.

(A)
(B)
(©)
D)

Minimum two
One
One register for each sections

No such limitations

02101 allHgl® of@ aflooen EZIqQUO)E i@ laidellenymyens?

(A)
(B)
(©
D)

H)O0M® NS
am
62602 e Impe 80 e=lquad

@ROMO0 o IQ 1210 |egdmyallg).
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19.

20.

21.

22.

While the paper handed over to the record keeper, the record keeper acknowledged in

column of the distribution register.
(A) Column (3) (B) Column (4)
(C) Column (5) (D) Column (6)
GOEUMBW GEAIMYEH | P8:d0M 0adhadMemd®, allmoem oZlqualem -@ Co6U

M8 la 92000 @RM MER@ lHem;.
A) e®»o80 (3) (B) &80 (4)
€) e@d80 (5) (D) eI (6)

A reference issued from an office and originating a file will be assigned a number is
called

(A) Arising reference (B) Current number

(C) Cross reference (D) Referencing

80) aflMl@ @M a0 ISANENB®0e B AWM CBE BN BHW)o
021QYM 8 0a00MMIN 8 MR M@ 0, @M oM Allgles)mar

(A)  QWAMUYM OadOMMI (B) mlaiafleal maud

(C) GOXM 0adOMMY D) OanOMmMlovy

The form of security register used in Thapal section is

(A) Form II (B) Form III
(C) Form IV (D) FormV

@aid@ ANEdNOM ©alec@duilenm MoEeUd EZIQO1O0 Gando

(A) @Gando Il (B) Gando III
(C) @aldo IV (D) GaDd0V

Stamps affixed on petitions or other documents should be first defaced by

(A) Office superintendent (B) Head of office
(C) Thapal clerk (D) Head clerk

a0Zdglean aQ coeIsEIead aldla qUIMRSHBW GRABJo Olfld \OndesHMSO

&) &ablm) mYleng (B) &a0lmy cawdall
(C) ©@ald@® HOAdHE) D) 0aOW IADHE)
9 DE-01/2025/027
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23. The form of personnel register is

(A) FormlI (B) Form II
(C) Form III (D) FormIV

O_IJcB«Sﬂ(D@ rog']gg(ﬂong Galdo

(A) Gado I (B) €ando II
(C)  @ando ITI D) €ando IV

24. The validity of the usage of Personnel register in entering currents and related entries is
within a period of

(A) Financial year beginning and upto ending
(B) A calendar year
(C) No limitation of the period

(D) One each Personnel register be used for every three months

&HOM e 180 @RM)6NIMU Q) ogleyo Gl mUeM@d egImalem
D IEWINOM 100} VWO SHoelwgnilmesslm epwlolenemo.

(A)  MOMIOD B (UAHo @REoEle] @GRAUMIMo (IOM®

B) 1) &elnsd UdaHo
€) @a1@gnln aiclaloleslg)

(D) &26Ed @YaM) AIXMNRo I GalFTM@ EZITND ale@OIW 1M,

25. While carrying over the previous year undisposed files in the new Personnel register for

the next year, the columns to will be carried over boldly.
(A) Two to four (B) One to three
(C) Three to four (D) One to four

aRO® GalFmem@ HIMOleal &F1a0m AUBRKHOOD @B DHNIOD  NWERE:MD
BRSO  UAMCODMEE)  OBINS)EaldBCMIIND, @O @D
UORWYBE GHIBEBBUWD AWM [alJBQo OBIENS)GaIddhio.

A) o myo@ moel e B) am oo a)m Qoo

©) @m o mdal Aleo D) am o miel eo
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26.

217.

28.

In each volume of Personnel Register the name of and
should be written on the fly leaf.

(A) Head of office and section clerk

(B) Head of office and superintendent

(C) Superintendent and section clerk

(D) Name of section clerk only
GalFmem@  ZIMualen) 60> AdaljomIalo : ag)am)
Gal@dd 00q] Allafl@d af)P)memo.

Q) @adlm cawdll, emeHm &IdHE)

(B) &ably ecawdnl, myaimns

(C) aUYatens, OMUBHMD IDHEY

(D) OMBHMD HIBHS O] Gald Do

The number of entries on each page of the Personnel Register shall ordinarily be

(A)
©

Two (B) Three
Four (D) No limitation

GalPmem@ EHIMOloal 3360d GalZlepmes Af)ME1BHE0s af)eo MIWIEMWOIW]

(A)
(©

Q6ng B) am
moef D) ~iolwllgy

The time prescribed to enter a current in the Personnel register by subject clerk is

(A)
(B)
(©)
D)

meniKLse s

Within two days of its receipt by subject clerk

Within three days of its receipts by subject clerk

Within five days of its receipt by clerk as per five days rules

When the paper received by the subject clerk the entry shall be made at once
in the Personnel Register

2366  GalFmem@  EZIQOle  HOMG  GEELOS)OmOMD

M1Re3Uwee) M MAWo

(A)
(B)
©)

D)

menTRHS 06 GO Mileola] e &laumonIm)gs1o
menIRsS Godes GO Miedla] ey &laumonlngeslo

@oerl  Glameom MAEBW (&I  GIAdHE @@ MIlec]a]
@el dlaumon Imas 1o

MENIRHS  GIASSN  Gala]d I€1oP@ OSMW @O  GalF VM
eZlqolad «f)adE1 mseomensmien

11 DE-01/2025/027
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29.

30.

31.

32.

Which colour of ink used when a line should be drawn across the page after each entry?

(A) Blue (B) Black
(C) Blue or Black (D) Red

@060 M) NN GaIZM 8E) U U EEMIWD  afO)
Mmoo lepgs adlwim 9alewIwy1eanme®m?

A) mel B)  &Qa]
(C€) e Greg@ o &0ga] D) 2]

The word briefly noted “C Nos” related with

(A) Method of registry of papers

(B) Method of providing index numbers

(C) Method of putting reference number to closed files
(D) Arrear list

“‘C Nos” o)t a8  2@QEO00Im  al@dadw]ofld]eanyam. HOY@ROW]
NIMDOA S 1@ 1oM@Y

(A)  Gala|MQd0d O ©21QM @l

B) OMWHM MMUOHW M@E)M™ GO

(C) @S2 Ad@ERBEIM 0ad0MM MM M@H)M Ao

D) @slgle algle

In which column of the Personnel Register used for entering the title?

(A) Column (2) (B) Column (3)
(C) Column (4) (D) Column (5)

Gl Mem@ EZIMMOIOMR (O CHISOD 12I06M ORIOEOT MBEEHENSO)?

A) 680 (2) (B) edg0 (3)
©) e®d80 (4) (D) e®d8o (5)

Whenever a paper is submitted by the clerk to a Gazetted officer column
1s used for noting the fact and submission of it.

(A) Column No (3) (B) Column No (4)
(C) Column No (5) (D) Column No (6)

80) GIOdH &0) NMQW  aflAes S0 Galald MR {laeEMdaYeld0
GRO 100} QUMD GO SHOMYMG M) MADdA[l86)M@ 1Mo ag)m
CHIGo ©alCWIU1BOM,.

A) GH»HI8o MmmUA (3) (B) G®Ho80 maud (4)

(C) Gd»I8o Mmmud (5) D) e:Ho80 MmaUM (6)
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33.

34.

35.

The date of receipt of a file/paper after the decision/instruction from the responsible

Gazetted-officer is noted in column number

(A) Column No (3) (B) Column No (4)
(C) Column No (5) (D) Column No (6)

0OmEANEI0Men]s QAW  @dafluol@  mlmes  ©ley@dme/mIdeguao

af) MU &6) GUcHo ANWM/Galo]d 2I€la] @@ EdHI8o MMID @
NP WIS

A)  EHI8o MMUA (3) (B) @®280 mmIA (4)

(C)  eHHI8o MmMIA (5) (D) @280 MmMIA (6)
The nature of reference issued will be noted in column of the Personnel
Register.

(A) Column No (7) (B) Column No (6)

(C) Column No (4) (D) Column No (5)

M@ 1 On.DO(T?)mﬂG)(‘@ MIEIo  CalPmuemmd ma’]g}goﬁaq‘q
GOS0 @ GO |S)OD0.

(A)  CHI8o MMUA (7) (B) @®H280 mmIA (6)

(C) E&HI8o MMIA (4) D) eHI80 MmMUIA (5)

Which column of the Personnel Register used for entering reminders?

(A) Column No (6) (B) Column No (7)
(C) Column No (5) (D) Column No (8)
0leeamWw 8 0d M@ I GalPmem@d elquoleal N0l CHO8AIM
9 lEIUY 1B MM?
A)  CHI8o MMUA (6) (B) @®280 mmuad (7)
(C)  eHHI8o MmMUA (5) (D) @280 MmMIA (8)
13 DE-01/2025/027
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36.

37.

38.

39.

Which colour of ink used for entering reminders in appropriate column of Personnel
register?

(A) Violet (B) Red
(C) Blue (D) Blue or black

ecabmem@  eFlcdlem  @olomo®  esdgowlm 0100 m@e0d
O leIW18eM aHl®es Moo af)amoem?

Q) uwelg B) apaia]
(C) mlel D) el eeeg)d @ 0]

A paper of a ephemeral character which are not even numbered in the distribution

register will be closed as disposal.
(A) R.Dis (B) D.Dis
(C) K.Dis (D) X.N.Dis
aflooem  EZIMOIt Galdago MM M@ 1WISIAPOM  ))90000@ MIBINIMBE S©Q
Galad Wlmiealdm@ Gp@] EHIM 6.21Q0.
A) @rd. wlmy B) ). Wl
C) od&. almy D)  af)SM.af)m. wlm
The current and enclosures arranged below it, are punched in the corner.
(A) Right-hand corner (B) Left hand corner
(C) At the top of the papers (D) None of the above

09OV (®Al601o{lBlen)m  HOMo  Af)MEHIHO) B0
20110 alerl 6210 @ 1@ 1o6m,.

A) eo 0yeiwl B) eso nyeiwlo
(C)  Gala|MQ®820S e @D D) GAG|OMMOIOWIMDE]

A paper relating a pending case will be added to the current file will after
fly-leaf is added to it at the beginning be putup.

(A) Green fly-leaf (B) Blue fly-leaf
(C) Yellow fly-leaf (D) White fly-leaf

mlanengs ~wellm &r) eHr@dIW] NIMWOa]3 B Galnfd Galddno, ©SEOOD 1@
00q0-eflall aIROM@ MG GRO MABA {1800 ]S)0.

(A)  ala] 08qg-eflad (B) @l e0qg-efad
(C) @60m e0q0-aflal D) oaIg8 66qg-allad
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40. The number and date of disposal of every papers quoted in the current will be noted at
past of the current or note.

(A) Margin (B) Below the current

(C) At the end of the note file (D) At the top of the current
SO ©rLA12{lBlEOM @26 Gala |BHEOSWo AR @Ba 28O G I®)o
S0 loewd emdglamewd &S 1600 BINOD  EO6LOAS)OM 0.

A) @aglm B) &0l @moey

(C) emd§ ~nellem @rAIMIM. D) &oaglen) eysgla

41. When two or more papers are pinned together, the sharp end of the pin should be

(A) The sharp end of the pin should left free at the top
(B) The sharp end of the pin should not be left free at the top

(C) The sharp end of the pin pierced again to rest between sheets
(D) (B) and (C) above

©GNEd  GRO IAIWIBHERD  Galn B a8 lal afld  e.oigemd®, oflmlead
2R 2|88 GrQo eNEBBAM®OI B Ienemo.

Q)  odlmlo) nydajeye8 GoRo MGG MIMOMAIW] QI &eMo

B) odlmlo) 2doj@88 GrRo MBS MIMENAIW] QI BOO

(C) ©Gensd @ROAIWI®HERd  Galn B 8@ le] oflM  6.0igEMdW,
QD66 151 @10  allmlam oydajess @rgo aflens)o
082 SH®NO6Mo

D) MHEIW alOeom (B) @o (C) @Yo

42. The pages in the current end note files should be numbered in manner.

(A) Numbered separately
(B) Numbered consecutively
(C) No need of numbering in note file

(D) No need of numbering in current/current file

mleinflepsg QMW emI§ 0®eRSHE10al  GalR)HudoE oo 1o
MMUB M@EH6eMo

A) eqeQoO MMIB MmTH6eMo

(B) ©sA®WOW] MMIB M@HEMo

(C) emd§ anwelled mmid maesamsoly

(D) alaiaflepgg/mlainileal anwell@d mmd mGesaso g

A 15 DE-01/2025/027
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43. The margin to be provided in a full scape size paper is of both side paper.

(A) One-third (B) Oneinch

(C) Two inches (D) No prescribed limit for margin
80) oD Meda] ©0TVM cn43:|o’1r0‘3 moeHne  2AZIM g eamual
Gala |HE80S®)0 @R6eM.

&) aymleanmy B) &) enedl

(C) g gnemi D) @3gln Mo ~clwlwlg

44. Which colour fly-leaf is used at the top of the note file?

(A)  Blue (B) Green

(C) Pink (D) Yellow
emo§ nﬂ(mp_ﬂec@ HEI®B O Moo apss 00qg-ela GRM ©alc@dw]afla]
HO)M@?

@A) e (B) ol

©) ofley (D) @600

45. Below each note completed, the clerk who prepared it should put his initials with date at
corner.

(A) Right hand corner
(B) Left hand corner

(C) Margin

(D) Both (A) or (B) above

€260 @0 1a(lMo @I0Y, GO OQIOIHST®  GIBHE ogel b
00 1c@IS)BYS 1w @M Ml aRdud af)P)memo.

A) el oyel

(B) ens®m oyel

(C) @dZm

D) &Gl 1o (A) Grog s 1@ (B)

46. The title must be written at of every draft letter.

(A) At the head of every letter

(B) At the left margin of every letter
(C) At the middle of every letter

(D) None of the above

@260 (WG eaIQclamwyo af)mM  mAdMEOMIW G 1806Mme MRIOENS
o).

A)  af)8)> GREUOEBBROSW0 HaOW @D

(B) 6260 GRAHUOOD M@0 eNS® DA i lod

(C) 6060 GRAMOOD M@)o AW JOT0) @3

(D) A |OMMOIOIMIAL
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47.

48.

49.

In a draft proceedings the list of addressee is entered at where?

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

(D) At the top right side of the draft

80)  (Wialg  msalSl@maomla  aflepmendoee  oigle  afaflosoen
GO IS)CODENSO)?

A)  (WI0G1eMm SOOI @I0Y

B)  (WilGlem QIBIERAIBOD @Y

©)  (WIabglem &gl ensmOICeOTDY

D)  ((WoalGlom maglod QIRImICO

In a disposal if the papers are sent out in original which disposal is used?
(A) D. Disposal (B) N. Disposal
(C) K. Disposal (D) None of the above

B0 awlm eatoauello Galo 00D a01g1manw] GRW 2Jd@ N0l
WM Gatdmens 9ale@duy1eema?

A awl. awlmiealdaumd B) afad. wlmieatdmad
(C) od. aWlmieatdmmd D)  Camda |OMMOIOWIMAL]
When a draft approved by an officer he should put his it at the end in

token of his approval.

(A) Initial

(B) Full signature

(C) Full signature with date

(D) Affix designation seal with full signature

80 ©e3dNMNM &0) (WIalg GRUIHAOIEEMIID, BGREGaO0  GRoUI&I0
M@ DO 100} CRSWIENIW] @RAIMIMe @M GO |S;OD6Mo.

A)  enma (@

(B) ) &q]

€) OOTleWIRHISIW oY@ Sa]

(D) alg@EPDIW G ]0S 1 aledl M@ B516H
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50.

51.

52.

53.

A disposal that are to be retained permanently is
(A) L.Dis (B) K. Dis
(C) XN Dis (D) R.Dis
muileao®] mlamldecomenz a8y allmlewdino

A)  af)@d. wlmy (B) od. awlmy
C)  af)SM.af)d. almy D) ©r®n. wlm

A disposal that are to retained for three years only is
(A) L.Dis (B) K.Dis
(C) R.Dis (D) D.Dis

@M QARHCODHS 2o Mlaimldcomens a8 allmlewino

A)  af)@d. wlmy (B) od. awlmy
(C) ®@d. wlmy D) awl. awlmy

From the following which disposals must be indexed?
(A) R.Dis
(B) D.Dis
(C) K. Dis
(D) (A) and (B) above
@209 J0O@MAU @ MM @ WM GaIdMERSHWD enmad Milaldw 1@ lenemo?

A) @, wlnd
B) . almy
C) od&. almy
D) &G loeom (A) o (B) @0

The form of index slip 1s

(A) Form II of Appendix I (B) Form III of Appendix I
(C) Form IV of Appendix I (D) Form V of Appendix I

WM @la{lom eando

(4) eomenimwo [-00) @ando II B)  @emenimwo [-00) 6ando III
(C) ®@omeniwo I-00) @aldo IV D) @emenimo [-00) 6a0do V
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54. The entry in the index relating to an individual paper is called
(A) Flag (B) Linking
(C) Title (D) Indexing

80 UGN Gala M@0 MIMWea]s edWaMleal afdSlo® aflglenymao

(A) o2 B) elleled
(C) oosqled D) enmwamleds

55. Papers relating to suits will be indexed under the head

(A) Original petition (B) Writ petition

(C) Special leave petition (D) Suits
M §3598800W | eNIMLOAS Gala |00 N0l QanWlem
WS M e 1860?

A) &0lZlm@ eaiQlatd B) 01§ eaiQlatad

(C) Monlttj@ allal eniQlamd D) M e580d

56. As per MOP para 93 the abbreviation “A.S” indicate
(A) Administrative sanction (B) Accounts section
(C) Appeal suit (D) Additional secretary

MOP el 93 (addbd@0 "A.S" o) 2ROHOLYOD MY 2 fla [leemo

(A) Administrative Sanction (B) Accounts Section
(C) Appeal Suit (D) Additional Secretary

57. When a departmental officer addressing a member of legislative assembly, which form of
letter issued from the following?

(A) D.O. Letter (B) Letter form
(C) Proceedings (D) Circular

80) WlaPAFenR@ adadld dloamewleal 60 GRonOOM @BEITEMIIWM
0.21Q))6MID0D, MIOLIO@YM@ @ MM O OOOO1ERE8 SHOMI6N M@E)M)?

A wl & eeQd (B) 021Q® Gaddo

(C) MSalSHR6BRUD D) MRSeRID

A 19 DE-01/2025/027
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58.

59.

60.

61.

Where the head of the office records his decision in exercise of a statutory power
form of correspondence shall be used

(A) A letter form (B) Proceedings form

(C) D. O. Letter form (D) Memorandum
aably  cawdll M®aIe2d®  GRWIHIe ©ale@IWla] @M ®)AdMo
G6LOAIS)OMIGMUIUD HOD 1SalIS)BWD OaleIUI186)o.

A) &) 0210} Galdo (B) MSalSle80S Galdo

©) awl & eelQd Gaddo D) e@ezAdNI6M80

While issuing charge memos, which form of communication is used?

(A) Letter form (B) Memorandum form
(C) Proceedings (D) TU.O. Note

2038  0CEMIHW  MMBHYEMIWD, O OOV epss ®GrrAllmlawadeny
) lEWIU 186 M@ ?

(A) 02IQR Galdo (B) o0ac@dNIMB0 Galdo
(C) MSalS]HH6330d D) @).8. emd§

When the copy of a paper is sent to a subordinate officer for remarks which type of
correspondence shall be used?

(A) XN Dis (B) N Dis
(C) Endorsement form (D) X. L. Disposal

80)  Gala]0l0M)  ald@a] 80  &HIEEHOHOMAN  GRE(IDWEBRDENIW]
GRW® H)EMDUD @ OOV IS8 BOD 1SalIS)HEIM O le®IU) 16EHNBM®?

A)  af)SM. aod. . B) af)od. Wl
©) af)dewdrFmienny Gando D) af)SM. oo Wlmiealtdma

Memoranda may be signed by

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

(C) Administrative Assistant (D) Administrative officer

0QEMNI0INBO0 1@ B3 {Isym@r

A) a0l cawdnd] B)  oMHHM MUY (alene
(€) eewalmlmissglal eemilqyal D) eowalnlmiesglal adadlmud
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62.

63.

64.

65.

Communications addressed to the Commissioner/Secretary of corporation shall be
through

(A) Concerned commissioner/Secretary of the corporation
(B) Mayor of the corporation

(C) (A) or (B) above

(D) None of the above

EHID]BOMM  HEANHMA/OM(&FO]  af)M U0  GRETMCEMIILM  6.21Q M
GRUOMaweasud 2)eeM®OW 1@ 186);0.

(A)  NIMO]S BHEAHEMD/GEIBa]EOHMD STV (SO
(B) 6820 |0M CaW®

C) &Gl aloeom (A) Grog s 1@ (B)

(D)  ca@a]OomOUOOIMAY

Communications addressed to Public Service Commission should be to

(A) Chairman of P.S.C

(B) Secretary P.S.C.

(C) Respective Joint Secretaries
D) (A) or (B) above

alfles  maallmy  sedlstom  @eElmocandwm  001@RM  GRAM oW
oM ©e3U oW 1B ]ee)o.

Q)  aflafmi.mi] o.o1@ARdM

B) om0 all.agmy.avl.

(C) @I@ao eROIWIY (@50 1D

D) &Gl 10D (A) Greg s 10 (B)

The subscription to all letter should be

(A)  Your sincerely (B) Your obediently
(C) Yours faithfully (D) All the above
af)8> HOYHEIOS®WY0  TVENTMY (& laTaH(D GRW 1@ lesemo.
(A) GRORIBCLMEWINS (B) @RMIVOEMEWINS
(€) aflwinooewies (D)  Eamda |OMMOIOWE|d0

Who is directly responsible for seeing to the prompt despatch of paper?

(A) Section superintendent

(B) Section clerk

(C) Despatch clerk

(D) Superintendent, Fair copy section

Galo]d GOUNOOIM G MMM MRS QOMEMIE] GBEIEN?
A)  OMUHHMD MY (alenS
(B)  OMUHHMD HAHE)
(C) owmialda] gHdHE)
(D) aVYalenS, 9a0@B G&Ia(l fledto
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66.

67.

68.

In copying first word of a separate item in the preamble to a proceedings
letter space should be left between the word and the prescribed margin.

(A) Seven (B) Nine
(C) Five or Six (D) No such a restriction
msals1dglealss)  Graelomlenl &) (18D OMOD 100  @RBJ  QUIHEY

alBROD)EMID 0D 0eIQd MM aReslmo MIdglay ma@a’]mgo
sl alflsemo.

Q) QY B) SO
(C) cneal Greg® | GO D) @rOmEeadR Mlwmenaly
All fair copies should be typed with spacing.

(A) Double spacing

(B) Single spacing

(C) Both (A) and (B) above
(D) None of the above

af)g)d  0aDWA  Eddn{ldg)o MOal@Mlot)  Qale@dila] 068q]
0.21QJ6Mo.

A)  awendld Mot oty

(B) Mo d MOl Moty

(C) &HGIW aloeom (A) @Yo (B) o

D) ea@a]OTmOUO@IM)DY

The typist should invariably type his initials with date at part of the fair
copy.

(A) Left hand corner at the end of the fair copy
(B) Right hand corner at the end of the fair copy
(C) In any part of the margin of the fair copy
(D) Left hand top corner of the fair copy

00So{lq)  ©anWA ca;al,\j’]]m)gas BIXNOM OO 1EWIHYSIW @]
Ml aRaud quilead®] 00sa] 6.2iQemo

(A)  0a0AB EdHIn{l®WOS BRAIMIMe SO BINOW

(B) 0a0@B Gdn{l®OS @RAIMIMe QUAID BINOD

(C) 0a0AB Eddn{l@es @ddH0M Poo®dslale EINOO)
(D) 0a0WAB CHIn{lWOS DNSMNUROOD YHEIORI BINMT)
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69. The form of Daily work load register is

(A) Form XVI (B) Form X
(C) Form IX (D) Form VIII

(1o E1m udesy canw HIMMO10 Gando

(A)  GaDdo XVI (B) Gando X
(C) Gando IX (D) Gando VIII

70. Form of Requisition Slip is

(A) Form IX (B) Form XI
(C) Form XII (D) Form XIII

el letd qla{locd Gando

(A) Gando IX (B) @ando XI
(C) @Gando XII (D) Gando XIII

71. Copies of proceedings on disciplinary cases should be signed by

(A) Head of office (B) Superintendent
(C) Head of office/Superintendent (D) Administrative officer

@RS CdMYdhE 108l MSalSldhges ald@da|)d0d &q(lesenso

A) &2a0lm a0 B)  Mteng
(©) &adly eawdflauyalens D) eowalnlmiesglal adadlmud

72. The word “Economy Label” related with

(A) The usage of stamp may be used economically

(B) Usage of a flap in envelope to reuse the cover again
(C) A printed slip pasted on every new covers used

(D) None of the above

"a)86EeMI] GRINI@" )M QU MIMDOA]S]D 180 mMDY

A) @Mlen} ©ale@dNo MIMIOM &AW Hale@IW 180

B) oHud aflngo Qalcwdrflenm@ln  &UCT®  8©)  ofda]
O le@IUY 1O @

(€) RO IWOIW] Pale@INENM B HAUOIRRe B®) (IO o2 ®
MWla] eslafl@lenamo

(D) Al |OMmOIe@IMRL]
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73. Letters intended for officers living in head quarters will be delivered by

(A) Despatch clerk (B) Last grade employees
(C) By post (D) All the above

0a0WBHDAGIFMIM  @IAM1H0M  9EBONMNBSES  CUMSIBE DO
AUYl 00H@I0)M.

(&) oWmMalda] A6 B) angy e Hlainandd
(C) ©®ald@ @gelo (D) cm«s%?doemmme(ogdoo

74. The form of local delivery register is

(A) Form VII (B) Form X
(C) Form IX (D) Form XI

e ameilauo] (oa']g};cﬂmg GalDo

(A) Gando VII B) Gando X
(C) @Gando IX (D) @ando XI

75. The despatch cum stamp account register should be maintained in form
(A) Form X (B) Form XI
(C) Form IX (D) Form VIII
oWMalda] do qUIMI GREOVE EFIQUA MY & 1GEOMS Gando

(A) GaNdo X (B) @ando XI
(C) @Gando IX (D) Gando VIII

76. The record section is incharge of

(A) Record keeper
(B) Fair copy superintendent
(C) Establishment superintendent

(D) Direct control of senior superintendent
0CENIW MM 00} oaoallanen.

A)  006HIBW &la]d
(B)  0a0@A GdhInfl MYatens
©)  af)qyoep/lafoncy my(alens

D) mlnlwd qylnelon emrly8s Mlw@meano
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71.

78.

79.

80.

The seat of the record keeper shall be arranged at part of the record room.

(A) At the entrance of the record room
(B) At the establishment wing

(C) At the account wing

(D) At despatch wing

0068 &la]00s @ la{lso  006HNIBAW O lem B2 O
(BAN&H© 1210180 6mo.

&) 00esOIBW A0 (IEGNUIM BIISO 10
(B) muadaim aflednom

(C) ®@rsnvne Allow) 1@

D) ewmialde] Qflovildd

After a disposal other then ‘N’ disposal has been despatched the file will be sent to the
record keeper by

(A) Despatch clerk (B) Section clerk concerned
(C) Section superintendent (D) Fair copy superintendent

80) Odapse@ HF1a00OT, 20QI0) N OBalddOT  CRW oYY a0,
A@@ 00GHNIBW &l |BBE) GRWD H6))0.

(A) WM alda] A6 (B)  NIMWOA]S OTUHHMD HADHE)
©) omeHM MY(alens D) 0a0@AB EdIafl My(alne

All Government orders on which no specific action has to be taken will generally be

(A) Filed
(B) Communicated to subordinate officers for information

(C) Communicated to all section superintendents within the office
(D) All the above

(a G § B> msus’]ocmsgcceoer@mﬂ%pm g MASOID DODOOYHE o
MUOWIEM®IW |

A) 0@ 6.21Qo

B) &l9esjonmuen Aflaiasend®] o lwlenio

(C) @adlmleal af)g)d orEHM MY IMN8A200®0 @RO W 10
D)  eama]OeomOIOWE 0

The form of record issue register is

(A) Form VII (B) Form VIII
(C) Form IX (D) Form X

006HNIAW enatt(y EZIMO1OM EGando

(A) Form VII (B) Form VIII
(C) Form IX (D) Form X
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81.

82.

83.

84.

The arrear list prepared by Record keeper include all records which have been taken out

from the record room for more than months.
(A) Two months (B) Four months
(C) Six months (D) Three months

006HOIAW  Hlafd® OISO 1® &Sl alglee)lod
DOMO016I00WIW ]| 006HOIBW YA MM 4 ROSOHOM o[22 GBS0

DUDOA]S M.
(A) ©6E @dMo (B) moel @dmo
(C) ®p0O) @dXMo D) @M @dmo

The head ministerial officer will inspect the record room atleast
(A) Atleast once in every year
(B) Atleast once in every six month
(C) Once in every two months
(D) Atleast once in a quarter
0a0W MG IW@ 32a8lMd 006HHIAW Ogo al@ 160U IEeMOY
Q) 0)g)p QAUBHMOR D166
B) @O AIVOM 10 lesnelss 2o
(C) ©eng @MVOW lean®lenenlsslalo
D) @M @dMOD 101G 166

The head of office will make a detailed inspection of the record section every

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

a0l eawd af)g  QUBsHORo 006803  aflledonoanlen aflweadw
aJ®@1EOWM MSODMM

A) a0 emleyo B) afgp 2mIGIwlayo
©) afe)> @dafleyo D) 0P afeileNayo

The purpose to maintain periodical register is

(A) To watch the punctual receipt of periodical report
(B) To watch the punctual of periodical returns
(C) To watch the total number of currents which are pending action

(D) (A) and (B) above
GM)&e(ld EZIMA i@ laidallenymalond ©egu o

Q) eoM&Ialle dleapdslom &)yo maon aiEleam@ M1d)es 1o

(B) @rmMdalls 0legem)ages &)\ jmlaio mIdleslendm

(C) msaislo@speedm  GRHlENM  GROs  HOMIHEOS  of)eRo
m1@)e 18600

D) &G loeom (A) ®)o (B) @0
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85.

86.

87.

88.

The pages of each stock file shall be numbered in colour ink.

(A) Red

(B) Green

(C) Blue or black

(D) All the above except (B)
2600  GAIBE  an@AlloM®@o  GalR)d(d H80 oMo
GREOA 1S 166)0.

A)  2p0la]

(B)  alg]

(C) alae@d &G |d

D) (B) &¥la] eaCia]Oa0mIO®Ed0

As per Five Days rules, the papers will normally be submitted by the office within

(A) Within five days of the receipt of the paper by section clerk
(B) Within five days from the date of initial by the head of office
(C) Within five days from the date of initial by section superintendent
(D) Within five days from the date of receipt of the paper in the office
00a00] WM  OM  EEMME 2], Gala|Md0d MIWIEEMWIW]  @dadlmy
MR [166Mo)
A)  OMEHHMD HIBSE Galn]d MI&@ 1] @rerl Eloumonimyes]o
(B) &oadly  cawdall  @RBje Mesl®  Olwol  oO@  coeml
Sloumom 1m)ae
C) omesm MYl  GRBJje MMHIw Oleo] O  Goel
Sloumom 1m)se 1
D) a0l Galn]d ai€la] @eeml Elalmon lmnygs o

The question asked by checking officer in running be replied within the time limit of

hour/days.
(A) 24 hours (B) 36 hours
(C) 48 hours (D) 60 hours
al@1eoWmd  @dafld  MSOoYM  GaIdB(ED 1Y o6m 163/
SR EN)EE 1 HOMDo M@ EEMo.
A) 24 aemloegd (B) 36 aemlongd
(C) 48 memlongd D) 60 @emloeyd

All papers received fair copy section for despatch shall be issued with
periods.

(A) 12 hours (B) 24 hours
(C) 6 hours (D) 48 hours
owmMaldoflm@]  aiEleem  af)gd  Gala]dElo 00D @Il  emVHMMD
S221wgnlmesIm maeo.
A) 12 aemlengd B) 24 aemloegd
(€) 6 aamleeyd (D) 48 aemloegd
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89.

90.

91.

92.

93.

The call book shall be submitted for inspection in the time limit of

(A) Once in every two months (B) Once in every three months

(C) Once in every month (D) Once in every six month
CHOUD NRAE) alB16UIWMW E6IW] MARa{lesnamE MAWaICIW]

(A)  af)gp @me admoOnlealdd o6 o B) af)gp aym’ admEvlecndlenad

(©) ag')%p 220VOD 10.10@ 166 @ D) af)g) @rd @dmEnleandlsena
All members of the establishment should attend the office at a.m.

(A) 10 am (B) 10.10 am

(C) 10.15 am (D) 10.20 am
MDD INOm 08l of)e)d  @Rovearge  ©d0leal 0 @dadlavlm
aNILOIHh6eMo.

A) oddlear 10 (B) od2leeal 10.10

(C) dflerl 10.15 (D) oddleal 10.20

Who is an example for others to attending office punctually?

(A) Head of office (B) Last grade employees
(C) Administrative officer (D) Superintendents
&30 MADOD 32abl ~OIREIGYM@IN AQISBOUDLE QDO b GRI6N?
A) &allmy ecawdll B) ang) ¢ Hlainendd
(€) epualmlniesglal edadlmd D) M (atensydsud
The time allowed for tiffin/lunch break is minutes/hour.
(A) 45 minutes (B) Sixty minutes
(C) 30 minutes (D) None of the above
Sladlod/ele@l  gEIgs  @EMAUEIEM  MUA®o oM g /@em o6
Grem.
&) 45 almlg B) 60almlgQ
(C) 30 almlg (D) AT OamAIOWIMAR

Forfeiture of a days casual leave will ordinarily be the penality for every
days late attendance.

(A) Three days late attendance with permission
(B) Three days late attendance without permission
(C) Four days late attendance without permission
(D) Both (A) and (B) above
80) Elaumemm  &dII@  eflal  Mayea|S;eoM@  MOWIIM@IW]T 626D
Slaumedsgleo 00Ud | a0IBOIB)M® MBS ~llPIw 1@ 1e)o.

A)  eeMEA®Ic@Ies M GlAMo 0Ud: ] aNIRMOIE:)b:
(B) eemaolwlgpe®m aym ElauMo €00Ud:] ~OIROIdd
(€) eemaowlgpem maal Glaumo 000Id;] a0IROIE:)b
D) MHEW aloeom (A) ©o (B) o
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94.

95.

96.

97.

Last grade employees will be under the immediate control of

(A) Section heads (B) Head of office

(C) Sergeant (D) Senior superintendent
@RAUMIM G ZlUMenI?d eme 1588 mMlwEmemo 12111860

(A) omeHmd eannl (B) &2a0lm eawdl

(C) mddga D) @lnl@d qg(elene

The custodian of attendance register is

(A) Head of office

(B) Senior superintendent

(C) Section superintendent of each section
(D) Senior most member of the office

00280 EZ1QO10 (e la|)dd0m

A) a0l cawdn]

B) Mm@ qg(elene

(€) 6> afllednonlo®io oMEHUMD VY lns
D) &dabdlnleal aQORe @ IRM @Rowo

The closing time of attendance register by superintendent is at

(A) 15 minutes after the office open
(B) 30 minutes after the office open
(C) One hour after the office open

(D) 10 minutes after the office open

MBS 1MW Ml a0IRAD EFIQUD GRSW “66eMo.

Q) &Dadlmy ogom 15 almly &Y leoo
(B) &adlm ogom 30 almly &Y leoo
(©) &ably opom &) aemlenyd &vleom
D) &2adlmy ogom 10 almly &Y leoo

If any member of the office establishment does not attend office punctually which word
will be entered against his name in the attendance register?

(A) Absent (B) Late
(C) Mark the symbol X’ (D) All the above

adlmy  mdaimomileal  afoo®slage  @Roo & MADOM  dadlrylod
0022000 log)B 1M, ~0I8Ad EHIMOI®M  GREG.OODOM  GaIRlM MO RO
QUIBE)  GRELOAS)OM)0?

(A)  @renTmag B) eaQ
(C) X aflaMo GRSWOIGHA]S)OMH: (D) GAG|OMMOIOWE 0
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98.

99.

The first duty on each working day to a clerk is

(A) Mark the attendance

(B) Verify the Personnel register

(C) Examine the entries in his reminder diary
(D) Consult the section head for further advice

§260d (alldom] lmonlage 80) MAM e GBBJ W]

(A)  a0O8AB GOEUIOA|S)OD)S

B)  GalFMem@ EHIMAD «1@1600dUW 1065

©) eraue dlesamwd weolwleal «fdEleud «1016u0dw e
D) B3O ©ale3OD MW amesd cawdnlo® Malailo6)d

If a call book number is shown in the reminder diary against the date the clerk should
ask to for an extract from the call book.

(A) Fair copy superintendent
(B) Thapal clerk

(C) Record keeper

(D) (A) or (B) above

Oleeamdwd WO IWI® ©leolss) Mo ) GHID eSS MM
&6m 1215068 103, OdSE) CId NS MWMBE 6®) alf)ds M (S5 MmO
GMIS @R |OnlSeMo.

&) 0a0@A GhInfl MY atens

(B) ©@ald@® gD

(€) 006HIBW &la]d

D) &Gl 1060 (A) Greg)®s 1@ (B)

100. A file consists of the notes with unofficial references and replies thereto including

demi-official and telephonic messages are called

(A) Correspondence file (B) Note file
(C) Backfile (D) Stock file

80) ~0@afld GeMVEB(IW]D: 0alOMINGBBe GROIMEBE AN)ISI®:g8le awa -
06320 le0Ro  asalleandamls EMBWEBEe HUDONIS)M). GROIOW
gy afgleeym;.

A)  HOMICalINBMM DT B) 6MmI§ WM
(C) 6D D@D D) GO N
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SPACE FOR ROUGH WORK
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10.

11.

12.

13.

14.

15.

Immediately after the commencement of the examination, the candidate should check that the question
booklet supplied contains all the 100 questions in serial order. The question booklet does not have
unprinted or torn or missing pages and if so the fact should be brought to the notice of the Invigilator
and get it replaced by a complete booklet with same alpha code. This is most important.

al@le @ysensloesm® ©eaWIdMAl ®Mes rIElollenym 62106) aliye:@ded 100 colocymaio
(0000 HEENBD ag)MM al@lEUOUSBLHHENSMIET). B2I0BY a RME-GHIE @10.2SIEHIBME®O, &slCIWE®,
Q15160 I0WEDO EOW  GalRIHWD  HMBIMHIR]; @OLOAID  HOEMBELIT @O0 MO NElerigOes
ALWNE  OB06NBAUTHW0  @OCH  @OHUO  EHOUILYS] alBEPAOW  62106) aliNdHo 1od
QUOEIRHHWY0 ©21EYENS@IEM. @ aRRAU0 (IWOMOQIS®OEM).

A blank sheet of paper is attached to the question booklet. This may be used for rough work.

62106 aJRHOWIOM @OOITVIMo BMo  agPIMOT 60} &SLIOM G2Id@IZINE. @ @D
H6N28Ja 15166 BIMIEE £, 1o BH0IQ HaleOUIBHIM®IEM.

Please read carefully all the instructions on the reverse of the Answer Sheet before marking your
answers.

OOMOMBHD GOEUOHQ|S)OMOIMD EREoElHOMGIN MM sEmESnHSLIOMIING M0 ROGTEE MIREFUBMD
UORLIANBA] 0 AUOWSEE .
Each question is provided with four choices (A), (B), (C) and (D) having one correct answer. Choose the

correct answer and darken the bubble corresponding to the question number using Blue or Black Ball-
Point Pen in the OMR Answer Sheet.

AWEmOo OROR|ES 0600 Gala)ETmw (A), (B), (C), (D) agim moel SEmEEBWD @TIClesgo.
NAWOBD00 HGOOETMSIOT  6.04)0.0DD. OEBOLHSLIOMIE MINWeR]S 2106y MMUGIN MEEWIES
nd@yemoo M2 flafleeim eyals (eimilid) ao@o afleied &:0Kea 0 MIotd Gald@llnd Galm Oalewouile]
B0l

Each correct answer carries 1 mark and for each wrong answer 1/3 mark will be deducted.
No negative marks for unattended questions.

80600 AlEmeeTimie 680y mdes AIEleaBEle 806 OHOREMEETMP 1/3  modes
MAYDOEWIo H21Q)o. HBMAO CRENA|SIBOB &2 0GRS MODHE) MNaUDOE-QIE).

No candidate will be allowed to leave the examination hall till the end of the session and without
handing over the Answer Sheet to the Invigilator. Candidates should ensure that the Invigilator has
verified all the entries in the Register Number Coding Sheet and that the Invigilator has affixed his/her
signature in the space provided.

al@Buomao &M@y myemIo, SEMELHsLION MaleElergao ag@allendemewo 6wy
£660nd@Al0 al@le:0and®d Allg e ROM®YBAINBOM aldslg). ElaRd MMUd e@ollow) adldlen
ag)glo ag)MSleglo snmallzleaqd aldlevoouwlaflginensmmio ma@eladleanom mneiom spadafsfleaiqd
@OALIOMEWI/ @OAUIRIESEI Ba] al@laflafginemsamio 966 0WId®AIE:W §Oq 0s6emMo.

Strict compliance of instructions is essential. Any malpractice or attempt to commit any kind of
malpractice in the Examination will result in the disqualification of the candidate.

mRdCEUEMBHD BOUMMOWS aldelleeesMs®moa). al@ler@I@ (E:ABHHNHS MSMDYBEWI BRGIMIBS Yydo
MSOBE-ERO H2IQYIMM HBBIOWIAM£:68 @EIMNIVOQ (al6rydallenimmosm.

If any candidates make a marking of answer in the question paper and exchange with other
candidate during the course of the examination, the answer script will be invalidated and
the candidates will be debarred for a minimum period of 2 years from appearing the

Departmental Tests.
alBlHHOMOED  o@e®®leo  ©EBPMNId@AIS:R  €2l10GjEala|Cl@  EMEe coaIe SO ag

©63J0nId®]RBH6) 6660003 @I6) 6N 831 B3 @D 966 1NId@MlBa)60S OODMOBHSLINAY
@OIVIWISNM@0  BOQAUOE  o@RAARC  HIOME e  Udaeo Ueap®al  aldeue]cd
alO®:SME@ allamgo aflaiss agdeq]s3EmmM@adldengo.

The questions in English version alone will be taken as authentic though questions are given in
Malayalam language for the convenience of the candidates.

601086mB  mogdladlage nAIISETEe  OBISIEWIQENE.  (106RUWlE @U@  @aTidlenymaey
oeapmodmdle@des)  am@ilanssymalmealendl ao@aoen.  snogflal  EHWIG  OB:05)E B @lHeM
3210646338261 @RUE:0@]d:0.

DE-01/2025/027 32 A



DEPARTMENT TEST JANUARY 2025

Provisional Answer Key
PAPER CODE : 003027/011027/020027 DATE OF TEST : 22.04.2025
Manual of Office Procedure Test

QUESTION BOOKLET ALPHA CODE - A
Q.No. Q No.
1 D 51 B
2 D 52 D
3 A 53 D
4 B 54 C
5 D 55 D
6 B 56 C
7 B 57 B
8 A 58 B
9 D 59 B
10 A 60 C
11 C 61 B
12 B 62 B
13 A 63 B
14 C 64 C
15 D 65 D
16 C 66 C
17 A 67 B
18 B 68 A
19 C 69 A
20 A 70 A
21 A 71 A
22 C 72 B
23 C 73 B
24 B 74 A
25 A 75 D
26 C 76 A
27 B 77 A
28 D 78 D
29 D 79 A
30 A 80 D
31 C 81 D
32 C 82 D
33 D 83 D
34 A 84 D
35 B 85 A
36 B 86 D
37 D 87 C
38 B 88 B
39 B 89 C
40 A 90 A
41 D 91 D
42 A 92 A
43 A 93 B
44 D 94 A
45 B 95 C
46 A 96 D
47 A 97 B
48 B 98 C
49 A 99 B
50 D 100 B

Note : Complaints regarding this provisional answer key should be submitted through the candidate's profile only.
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