DE-01/2024/027

Maximum : 100 marks

Time : 1% hours

1.  What is the period of destruction of a “Call Book”?
(A) After 3 Years (B) After 5 Years
(C) After 7 Years (D) After One Year

60} ‘e N6 MUBlaflonOalSIM® ag)ealowoem?

A) 3 QUAHEBTIM GUdato (B) 5 QU@ GUdato
(C) 7 AURHEBIM GUoato D) 1 URHEDIM GUoato
2. Which among the following is an effective mechanism for checking the delay in taking action

on a ‘Current File’?
(A) Distribution Register (B) Personal Register
(C) Remainder Diary (D) Pending List
‘@O0  anell’@  MsalSloWsEnM@eal  H0RImnMo  al@leuowlenmalmes

anel(aIBad® o flwdmo ISP |OWIMAIWIED ag®o6em?

@A) aflmosm ofayd B) alsmln® olaud

(C) Jdleenmad A D) ealduSloty alles

3. Who will be custodian of ‘Call Book’?
(A) Section Clerk (B) Office Supt.
(C) Fair Copy Supt. (D) Tappal clerk
‘00D 63’ O VAl 00T @IEM?
A)  OAVBHUTD OB B)  &2adlav auy(aleng

©) DD el qVyalens (D) @O OdDE)

[P.T.O.]



Name the register which is meant for noting the time of departure of a staff member who
desires to leave the section before the close of office hours.

(A) Casual Leave Register (B) Attendance Register

(C) Record Register (D) Movement Register
&0adlny oo @eAIMOMleaMEIM oymi OTVEHUM Aflsom @BWASlHeLM 60} EROal
@M a R0OQSE VAW EOEUOQ|SHETMIMM ORI Gal® M@DHbs.

Q)  Hoaujad eflaf eedlaud B)  @ogMWMM elaud

(C) ©0GCHNID dayd D) maieonad ezflayd

To whom a communication marked ‘Express’ shall be sent by the clerk on holiday duty?

(A) Office Supt. (B) Security Staff

(C) Head of Office (D) Head of the Dept.
@lWlenoal ySlolenas  @&oddes)  ‘ag)dMiala)’ ag)m @RSWIROA|SIOHIR 60}
EA3U00 EYAHHIN BV WEHHNBD®?

4)  &oadlny auyatens B)  evedlgl @yoad

(©)  &oadlmy eawoall D) Qldia] cawoall

What is the term used for ‘copying and dispatching’ a communication intended for a person or
an authority?

(A) Disposal (B) Local Delivery

(C) Issue (D) Dispatch
80y QBtloWwewd  @PUl&H0Ml:e8cwo  ©e3Wloes &0y @prAllrinwo
‘a1 O@mMEI M0 R HEMEIM0’ HAICWIUIIHEM alBo ag)mO6?

A  adloialon®d (B) @ens6@ eabellald
(©)  ayy (D) almintoof

Who is the person responsible for prompt dispatch of papers marked to ‘issue’?
(A) Tappal clerk (B) Fair Copy Supt.
(C) Dispatch clerk (D) Office Supt.

‘Dot )M @ESWIREQ|SIOTI®  Gala |0} CAUNMT@  @ORQHHMEIM
OOMOUIEIWOW QY] @6 ?

(A)  ®alo@d GOdDHE) (B)  ©a0®d 0]l qlalens

(€)  aUllato.o] L0046 D)  &2adlav avyalend
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8.  What is the term used for the ‘preparation of a communication for issue’?
(A) Putup (B) Drafting
(C) Disposing (D) Noting

ll@@BIM88 @DUANMla®o MYOOIHHE’ ag)(MEINY HalE@OUIlee M alBo :

(&) alg @] (B)  (WoanGlowy
(C)  adloniBatomilowy (D) emoglouy
9. Who shall be addressed for an official communication intended to send to the

Hon. High Court?
(A) Chief Justice (B) Advocate General
(C) Registrar (D) P.A. to Chief Justice

MNIaOIDOMOQ]S  ©6a0EHNISTHE BORWHNHIM  OCFUIlHNM B0}  BVCBPUSH
@I EBIMIY] @YOHOWIEN @OEIMVOEENIdWM 6).216QYENET)?

@A) oflad ggfloy (B)  @OAWIEHHA BNO@

(C) oZlmsod D) afl.ag). oflad ggilmilay

10. What is the colour of flyleaf of a ‘Note File’?
(A)  Yellow (B) Red
(C) Blue (D) Green
80} ‘emog anel’'ed adeegeflladlo alloo ag)amosm?
A) aemm (B) apalaf
(©) el D) ala)

11. What is the periodicity of inspection of ‘Call Book™?
(A) Once in 3 Months (B) Every Month
(C) Once in 6 Months (D) Once in 2 Months

‘B00UD 6B~ alBIGUOOUWIB6M H0RISN af)(@@Ooem?

A) 3 @OMVEHIORINGE] L)@ (B) g)gJo VAo
(C) 6 @OMVESIORIVG] L@ (D) 2 @OMNVEHORIG] L)@

A 5 DE-01/2024/027
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12. A file closed in ‘D-Dis’ should be kept for ————— years.

(A) One year (B) 3years
(C) 10 years (D) 12 years
‘afl-allndl’ @ @S2 B0} aNQ@d QUBHCODDE) MVIBHUHHEMO.
A) 1 udado (B) 3 uda¥o
(C) 10 cu®atto (D) 12 AUdaHo

13. What is it called when a paper is given a current number and entered in the personal

register?

(A) Disposed (B) Dispatched

(C) Filed (D) Registered
80 Galo]dlm adflaiafleal maUd M@ AIBBIN® EElERAIEd M@EEEMIOD @oEIOM
ag)omoem fl&loeymMma)?

A)  asloniGatomiawy B)  allaalogjoly

(C) N D) o=fgydauy

14. A précis of previous papers, statement of facts reported and proposals made in the current
files is called :

(A) Draft (B) Disposal

(C) Current (D) Note
M@ Cala|Oyees AlltwEooweB@, Glea|ods 62Ii®m AUMEMOBHES (IMMIOUM,
mleiafleal an@eps:eled MNadelw Mlde3remsud ag)amilaiaw aflgleammy; :

A)  (Woangy (B) auSloiGaIoq@d

(C) O D) emog

15. Names of which of the following officers should be written in the fly leaf of the personal
register.

(A) Section Clerk and Section Supt.
(B) Section Clerk and Head of Office
(C) Section Clerk and Tappal Clerk
(D) Section Supt. and Head of Office

®IOPQOWIM  HEBIONMAGIE BOOOSOWIOHBEH Cal@idh®@® QlBHIN®  oelaudlean
an66gellad-@ ag)Li®emo.

(A)  OMVBHUMD HIDHEL0 OAVLHUMD qV}(lenz)o

B)  MVHAM OABO0 63oadlm) cawdnflwio

©)  ©aVHHM OB BB HOdH0

D) eaVBHM Valensio 839adlmy eawdilwyo
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16.

17.

18.

Which of the following papers need not be entered in the Distribution Register?

(A)
(B)
©
D)

Unstamped and in-sufficiently stamped petitions
Wrongly addressed
Applications that are not in the prescribed form

All the above

afleoem eZERaIed ®69a|OWIM Gala]OydElEd af®o6m MaEdemenswlg)?

A)  @ROMI 6.21QYIEBH@0 CAUNS(® BY(BLYOMOQISIBMERAOW @G IBHHRD
B) 6®RIW] @OEIMVOEMNIOWM 62 IV@Y
(€) aIldGlaY Ganoal@d EDLJOETD @RGAlE:HBUD
D) MBEIGD alOMMUOHWELJO0
When a file is finally disposed of, the file with a copy of ——————— is sent to record room.
(A) Disposal Jacket (B) Index Slip
(C) Economy Slip (D) Fair Copy
60 @ &salld  @loa|0eneMnIoD, ——— )M  alddales AN

BOCHHIDU OAIBEISE) BORQIHEM].

(A)

©

ASlIBa IO £0HHA (B)  OBWBHM Qfla]

ag)@6eemaall fla] (D) ©a0Wd eH0all

Which of the disposal is to be sent out in original?

(A)
©

N-Dis. (B) X-Dis.

L-Dis. (D) D-Dis.

a0lglmelnall @rwe®ens AlMiEaldm®d a@@oem?

(A)

©

ag)-auslan. B)  ag)@aU-asla.

ag)@B-uslary, D) adl-asla,

7 DE-01/2024/027
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19.

20.

21.

22.

Which kinds of disposals must be indexed?

(A) L-Dis. (B) R and D-Dis.
(C) XL-Dis. (D) XN-Dis.
o@® ®OOTENSE WSlMICaIdMENE(D (V)2 flewflangeemo?
Q)  ag)@-cusla. B) @ @DVW l-ausla.
(C)  ag)BMiag)@d-auslay. D)  ag)Bmiag)md-auslay.
Which disposals are to be put into brown paper jackets and stitched?
(A) L-Dis. (B) R and D-Dis.
(C) XL-Dis. (D) XN-Dis.
(6rd0ed Gala]d BOBOHFIBEIE 05 MNTIIC.2|OEHHENB® @@ AWIMICAIOMVR)ES06)?
Q)  ag@-cullav. (B) ®od @l audl-ausla.
(C)  ag)BMiag)@-auslay. D)  ag)@Miag)Md-cuslm.
Papers of ephemeral character received in an office are not numbered and disposed of :
(A) K-Dis.
(B) XN-Dis. Or XL-Dis.
(C) D-Dis.
(D) L-Dis.

60 B0admild aldlonmm ®oaondalle: MIEINIMER Gala|0dtdos
OAUD N@BBYBEWI B DJOBNMHEW 6).2IQRTIIE) :

A)  OB-udla.

(B)  ag)dTag)M-Slm. @o6L]E:IM ag)d:aag)®d-ullay.

©) adl-adlav.

D) L-aullony
The office copy of the draft and enclosures are to be added to the ——— file.

(A) Note File (B) Stock File

(C) Current File (D) Disposal File
(WoaAGlOM®I0  Ag)MEKIHUOBHAOSWI0 630l aldde] —————— anellealsns
G ldHeeMo.

(4) @mMOZ anW®d (B)  GEYROHE) aNQ@D

(C)  ®OM anW®d D) aAlNICaIM@ AN @D
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23. Cross reference of disposals in the inside jockets of all the back number files is known as :

(A) Indexing (B) Referencing

(C) Chaining (D) Linking
QRO OUIBE) MMUD  aDNWERH:ROSWI0 BOHOMD  LOHOHFIeR  Ullmicatomvellend
(@0 0 DM @OGIWHISIMN®

A)  soadawgslowy (B) OanomMmilowy

(©) e 1lailowy (D) efloslowy

24. What is the benefit of keeping combined index?
(A) New slips can be avoided
(B) Old slips can be destroyed
(C) New slips can be inserted

(D) All slips can be removed

Moewol® ) fle: dilalIdld@mmMaien (IEWIERMo ag)moem?

A) @l Qilapoid 8¥lalosnd0
(B)  alvw Qflaetd mudlaflendo
©) ool Qllapetd @ ldHnI0
(D) aggjo Wlapealo Mleno a1gdo

25. What is the entry made in the index relating to an individual paper is called?
(A) Reference (B) Salutation
(C) Subject (D) Title

B0 AUHBIN® Gala]0@oQ] miaweals M2 le:ld melwlgas agMESlow ag)mosny

flglesma?
A)  Oanom (B) @oElalosio
(©) aflaywo D) ©L6OB6HS
A 9 DE-01/2024/027
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26.

217.

28.

In which way the index slips are filed in the record room in one combined index?
(A) Region wise (B) Section wise

(C) Division wise (D) For the entire office

DMAWE; Qlapdtd B0} Mo@is® V32 lla@flad HOEHHIBA AT aNW@ .21 @Y

o@® aflwaersilenem?
A) caosuel @Idla] B) alleowo @ldlaf
(€) adlaflaum @l@la] D) oM soadlmiimyo

Which among the following will enable one to trace the papers containing the orders passed
on any particular subject?

(A) Titles (B) Heads

(C) Subject (D) Indexes
aReO®IIe)o (Ie® B QAllat@@T@ loMISEIR HEMOAYED @SEHEIQ Cala |0}t
HOENBOTMEI M ®IOYQ|OWIM AT aR@IET) BOIOE (IO I®MIBEM®?

Q) ORIOBHZBWD (B)  &anaumy

(C) aflavo D)  auiofledtd

What is process of filing the slips in the record room in one combined index for the
whole office is called for?

(A) Filing of Index slips

(B) Index filing

(C) Filing of slips

(D) Indexing of Records
93U Bdadlmflnio 6@ oo™ ()2 le@lEd HOEHHIBA MA@ Pflapbdd 0@
£-21QM (@@ af)TmI6M?

Q) avyaile @llaldd® a0Q®d 6.21Q)D

B)  auiafle an®d 6).21QPHs
©) Qlapdi anEd 6 21QH

D) OOCHNHIDAWIB-ROS (V) 21l
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29. While classifying papers for indexing personal papers relating to officials, it should be

indexed under the ———————— concerned.
(A) Name of Officer (B) Name of Office
(C) Name of Section (D) Name of posts held

93PN  MINWeA]S QAUBBIN®  Cala]Oystd M2 lle:eilanenymMaimowi

Gala |0 ®OoEIElHMNEMIOMD, @M MIMWe]|S )@y s11@d
oy o fle@flelnsnemo.

4)  &0adlaqvOes Gald (B) &oadlmilong Gal®

(C) O©AVHUONMG Gald® D)  UaGIHHM AV BGOS Gal®

30. In which way the papers relating to ‘suits’ will be indexed?
(A) Papers relating to suits
(B) Common Head
(C) General Head

(D) Papers relating to miscellaneous head

" USIE@” VoenIMUSl o) Gala 0y a@® Alali@ quyolle-wflensno?
(A)  YSIGHRINOQ] MINOA|S Cala]O)d>0d
(B) GH000M oo

(C) 218MO@ OO

D) allallw ®elalmowl eninwea]s Gala |0y

31. The system of indexing on the basis of index slip is named as :
(A) Slip Head System (B) Ship Index System
(C) Special index system (D) Sub-head slip system
EDMDAWHBM Qlafled @osImaom@BilEd 0BT ©.21QM MVolWOMETBIONR Gald :
@) o] a0 milgyo B)  fla] enadanseay milgyo
(C) MIeala )@ E0MBAUWEM Milayo (D)  avend a0 Qdla] milayo

A 11 DE-01/2024/027
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32. Which form of communication is used to address Govt.?
(A) Memorandum (B) Letter
(C) Endorsement (D) Proceedings

waleea@leom  @oElToEeIIWM 621QIM of® mOELLes @RUAlTIamosy

6aIBQIUTHEM®)?
(A  ©OEEMINIMNB0 (B)  H&@0)
(C) ®@RoUIBH000 (D) MSalSletd

33. Who among the following officials is responsible for examining the stock file at frequent

intervals?
(A) Section Supt. (B) Manager
(C) Fair Copy Supt. (D) Head of Office

®IOPQ]OWIM  HEBPNMACIT @O  HSWHEOS  EERIHE  aNW@ED
a1@160WlenM@IMEs HEMOAIGIEMmO?
Q)  OAVHHMD TV)atens (B) moemMmxd

(©) DD el qVyalens D) &bl cawol

34. When a ‘Running Note’ will be destroyed?
(A) After 3 Years (B) After 5 Years
(C) After 7 Years (D) After One Year

(o 3 o X) u,?
g)8a{0Po6m 8@} ‘Oerfloty Mg’ MuBlaflenea|Symm?

A) 3 QURHEBTIM GUdaHo (B) 5 QIQHEDTIM GUdaHo
(C) 7 QURHEBTIM GUdaHO D) 1 UBHOBIM GUoaHo
35. Security register will be destroyed after —————— years.
4) 10 B) 20
© 7 D) 5
VD YA EEaND ———— QAUBAUETBRDE Ldatto MUTlaflenio.

4) 10 B) 20

¢ 7 D) 5

DE-01/2024/027 12 A



36.

37.

38.

All records issued out of the record section shall be entered in the ———————— Register.

(A) Distribution Register (B) Record Register

(C) Record Issue Register (D) Stock Register
£0CHHIdW AflconEEI@ Mlom alioealsialle] aggjo coalda10 ——— — EZIFRAIE
M@ CH-6NMBB®I6M).

&) aslmiglent Yau oland (B)  ©0CHHIDW dayd

(C) ©0BHHIDA gDaH Y ELITRD D)  eEROHs Oand

Valuables intended for dispatch will be put in envelops or packed and sealed in the

presence of :

(A) Section Supt. (B) Office Supt.

(C) Fair Copy Supt. (D) Head of Office
@OWQHOM HEGUT PSS ML JAIGHIW QUMIBRHHUD HOIOLEEBD EDSIHEWI @06)L)851@d
®269a|OWMAIRIES LITIIWIETHIE 6o oo ) my(BRls)E:ewd 6alg)o :

Q)  OTVBHMD TV)(atens (B)  &0adlau auyalengd

(©)  ©and eoall qv)alens D) &oadlny eanay

What is to be noted on the cover handed over to peon sent to Officer’s residence?
(A) Date and month (B) Month and year
(C) Time (D) Day

8GC3PWMNNM AINGIQIcalHs) @oWo] alyerm 66:n0Glw BHAIGIG ag)amoem Co6

0o |SIEOENE®?
Q) oloalee mocaloe (B) @oqVQo QU
©)  mawo D) Elalao

13 DE-01/2024/027
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39.

40.

41.

42.

What will be issued, in the place of records?

(A) Flag (B) Label

(C) Red Mark (D) Shp
BOEUMEIOS AOM@IT) aGHADIET) ME@IBH?

(A)  aI®I8 (B) @PSWIRO

(C) 2QIM @PSWIsO D) @l

What is the number of records to be asked for in one requisition slip?
(A) One B) Two
(C) Three (D) No limit

830} Sle]ilastad Qlafl@d @O0 ]S HOCHHIDUIBHANS ag)eho ag)®?
A em (B) oens

(C) oy D) aldluililgy

How many years, the ‘dispatch-cum-stamp account register’ is to be retained?
(A) One year (B) 3 years
(C) 5 years (D) 10 years
‘alliao.o]-0-@RomMT @oHe VNS AZIARD’ ag)(@® QABaUEEmHS Milalmld@memo?
A) 1 QIdavo (B) 3 QUBa¥o

(C) 5 QU0 (D) 10 QU®ado

How long ‘Fair Copy Register’ shall be preserved?
(A) One (B) Two
(C) Three (D) No limit
‘0000 el 0HIERd’ ag)®EamO80 ModL:HlEnH6OHa|S)0?
A em (B) oens

€ oy D) aldluflgy

DE-01/2024/027 14



43.

44.

45.

46.

When the ‘record issue register’ can be destroyed?

(A) One year
(C) 5 years

(B) 3 years
(D) 10 years

Qg)Ca 0PI ‘HOEHHIDW gDt |} EAad’ MUBlaflonond @ $lwyd,?

A) 1 udado (B) 3 uda¥o

(C) 5 uUdaYo (D) 10 AUdaHo
Personal register will be destroyed after ————— years.

(A)  One (B) Two

(C) Three (D) No limit
QUIBDIIN® OLlaud QUBdauETBRHO UKo MUBlafleeo.

A em (B) 6

(C) oy D) aldluililgy
Security Register will be destroyed after ————— years.

(A) One Year (B) 3 Years

(C) 5 Years (D) 10 Years
VB YAl e2fland QIdaHETBEDHNEUAH MUTlafleaio.
A) 1 udado (B) 3 uda¥o
(C) 5 UdaYo (D) 10 AudaHo

Annual Index will be destroyed after ———— years.
(A) 1 Year (B) 3 Years
(C) 20 Years (D) 5 Years

U ) fles

A) 1 udavo

(C) 20 cudatto

QUBauETBRHE) BUoato MUdlafleeyo.

(B) 3 QuUda¥o

(D) 5 QIBaYo

15 DE-01/2024/027
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47.

48.

49.

The orders of ——————— should be required annually for the destruction of record files.

(A) Head of Office (B) Head Clerk

(C) Office Supt. (D) Head of Dept.
HOCHNIBW an@eRWRD MUllaflenymMaia (aIellaldatio ————— @S BOBAWOIBHWD
@D JMO6M).

Q)  &oadlmy cawol (B) a0 OodHE

(C)  &oadlav aujaleng (D) Qldya] eawoad

To watch the punctual receipt or dispatch of periodical reports and returns, each Clerk shall
maintain a register in Form X1-appendix-1. Name the register.

(A) Register of periodicals

(B) Monthly statement

(C) Distribution Register

(D) Movement Register
@RMB0elld  (leajodydanswio  GlegeMdaIes®io  MAWMINUI®R0Q  EaVle
@06)LJEl@ BOQHHE TI@ldlenMEINT, 63060 BBHE0 Bando X1-@omyenimuo-1 @

&30} land queHlesnemmoem. ElEAIM Gal@ M@,
&)  EOMB0ell6m8816S Elaud

(B) (@@ (II@ICUM
©) aflmoem oglayd
D)  (alroom elaud

What is the form of salutation of official letters?
(A) Dear Friend (B) Dear Madam
(C) Sir (D) Dear Sir

BVGBJ0USl B OIS @OEILIOB BB M)alo ag)amoem?

Q) (o qao)eoE® (B) (ol mdawo
(C) @d D) (N qud

DE-01/2024/027 16 A



50.

51.

52.

53.

Who is to be seated in front of the record room?
(A) Record Assistant (B) Record Clerk
(C) Record Keeper (D) Security Officer

£0BHHOBdW Al MA@ @D en@lHHEM?

A)  ©0BGHHIDA @oMSITRd (B)  OOCHHID OdHE)

©)  ©08HNIBAW Bla|d D) &MV YAIF! Boadlqvd

Cases which are ordered to be kept in abeyance is called :
(A) Pending File (B) Lie Over
(C) Lostfile (D) Kept File

WRETBUQHHIMD HEMOONSINM EHAVEH08 AElHeM®) :

Q) @R PHHIED AN @D (B)  BISHOH>

(C)  Mayeals a0W@ D) aedlofldleamMm an®d

When two or more papers are to be pinned together, the sharp end of the pin should not be
left free at which side?

(A) At the top (B) At the left

(C) At the right end (D) Below
@G6MS0 @OSAIUWlHHEmI Gala|0ym@ aoydle] alld eoligpemiod, allimilen mbolwes
@00 RO AUW@BHIEN (VB AMAROWQS] QUUQEHHENS®)?

Q) o)eelldd (B) EOS@ED)

(C) QBIERICED (D) ®96Y

How much margin on both sides of paper is left blank when ‘note’ is prepared, as a general
rule?

A 1/3 B 1/2

©) 1/4 (D) 2 inches
£ald®) 21306al008l, #Cla] OYIOIHHEMIID  HSLIMIOM  HEIREDe  ag)(@®
modegld voym Jmo®fl @PAIGUaHlB6M?

A 13 B) 1/2

© 14 D) 2 el

17 DE-01/2024/027
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54.

55.

56.

57.

Which form of communication is used by an Officer to draw personal attention of another?

(A) Special letter (B) Demi-official

(C) Confidential (D) Express
B0} HBGBIOMAVNNM NOROOIYNS (BT lOMOW YBREL @RH:BUEHHIM aR® ®OETILYSs
@RAlrawo ©alewoulleanyomy?

A)  (aIGm) > BOD) B)  eadl-aadlay \Gd
(C)  edoeMadlanMay j@d D)  ag)dmilala)y

What is the form of communication used for seeking the remarks from his subordinate
officer?

(A) Demi-official (B) Special Letter
(C) Endorsement (D) Note

80} 80adld @EGaOOTOM Hlfleles oesiommaiiad mlmm aleondwenBgd emSIM
8aleIUlleeymM @erallrla@@slon Aol agamoem?

Q)  ewdl-aadlay @ (B)  (IG®) > HOD
(C) ®@RoUIB:000 D) o]

How many topics can be dealt with in one letter normally?
(A) As many as possible (B) Maximum 2
(C) One (D) Five

B0} DT MVOWIVEMWIW] ag)(@® QNaUWENBR 6161000 6)21QYOM B¥lw)o?

Q) SFM® (B) alomocuwll 2
© em (D) @oeral

All communications are to sent from the office in the name of :
(A) Section Supt. (B) Any Gazetted Officer
(C) Head of Office (D) No such restriction

ag)glo @RUAlalawemalo ®IOYa|OWIMAINeS Galdl@d aoadlmilad mlam erwegens

o

®oem :

Q)  OAVHHMD TV)(atens B) ago®ssleyo wmgaw Boadlmd

(©)  &oadlmy eawoall D) @oEmOo MIWOHEMETEOHSINMAIL)
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58.

59.

60.

61.

Which of the following officers can address the Govt. directly?
(A) Regional Officers (B) District Officers
(C) Head of Office (D) Head of Dept.

®269a|0IMAIAIE  @OAB66M  AVBHHIEOM  eMAlg  @OEIMoEMNIOWM  6)21QIMD
DSl Q)7

A) Olglwem@ 8oadlaudmod (B) g0 s0adlavdmod

(C)  &0adlmy cawoall (D) Qldya] eawoad
After disposal of a file, the same has to be sent to Fair Copy section to obtain ———— in
the Personal register.

(A) Receipt (B) Acknowledgement

(C) Noting (D) Report
60} a0 @B 0HElW GUoato, ALIBBIN® EXIFRAIT ———— aIdlonMaim @)
£a0Qd eHoall afleonmmiicalss) Gv@EHeMo.

A  omiloy (B) ®0oWUlex000

(C)  @mMoglouy (D) Cleqjodg
What is to be written on the top of a ‘letter’?

(A) Date (B) Name of Office

(C) File number (D) Title

B0} HOTEM DYBEIB ag)TMOET) ag)PIE®ENB®)?

Q) ol B)  eoadlmilon cald

(C) oD@ NONID (D) WIBdHBH0
The note file will be ————— from the current file and pages will be numbered.

(A) Together (B) Separated

(C) One by one (D) Chronologically
emog an@@ olaafles aneld@d dlm ————————  GalR DB MaUd g
M @B BHQI0 -2 IQPATY.

Q) enyilaf B) eAGIdle o)s)®rD)

(C)  &060mMOW (D)  HOLIBN OB @D
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62. —————1s written to facilitate the disposal of a file, which one?
(A) Note (B) Essay
(C) Opinion (D) Query

Qg)(M® 630} A0@@ BB 08I MAOIWBMEIM ag)RTl®mOeM?

Q) &Flaf (B) (aJ6nmwo

(C) @oElalowo (D) Galalo

63. Which kind papers are not entered in the Distribution Register?
(A) Of ephemeral Character
(B) Registered Letter
(C) Letter received in Certificate of Posting
(D) Memo

Qfleoem oZlgudlad af®®o Gala |03 OWealSyEHIIS)e)?

(A)  HHMIHHMOW VB
(B)  oZlaud 601 B0
(©)  ealogdlovd Mdgladlendlcd aldlo) oo

D) 6!mEMMO

64. Which of the following messages is treated as ‘demi-official’ communication?
(A) Fax message (B) Telephone Message
(C) E-mail (D) Teleprinter

®I0Pa|OWIM  MVEBREMLE T o@®oem  ‘@AAL-8VEBPUH’  @RUWANMIaW?Ow

BEMBOIHELMN®)?
(A)  aNOHBMY MVEIB3UV0 (B) e&sellegandend quea3woo
C) e-enxi@d D) eseallll@d
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65.

66.

67.

68.

How many columns are there in a Dispatch-cum-stamp account Register?
A4) 8 B) 5
€ 10 D 9

&0} UWlMialdof-d@o-aRomi @RHe VNS EEIQIAIGY ag)(@® CHI86mE81I6NS?
4) 8 B) 5
€ 10 D 9

How many period the stock file to be kept by the section for ready reference?
(A) 7 Years (B) 10 Years
(C) 15 Years (D) Permanently

O 0anoMaSINIE] Afleomo ag)(® 0180 NEd GEYRIHE aNW® MVH:HlHeEM?

A) 7 Qudado (B) 10 cudado

(C) 15 cudatdo D) qudlonow

Number of fly leaves that can be placed with each file put up, for reference :
(A) Two (B) Three
(C) No restriction (D) One

0a00Mmilmow 6060 aowellaijo AWEHIORM 6eg ellalyeaies ag)emo :

&) o6ng (B) oy

(C) loEmemenslg) D) &M

Who is responsible for inspection of the record room, once in a quarter?
(A) Finance Officer (B) Head Clerk
(C) Head Ministerial Officer (D) Security Officer

QM DITVETIORIOAHN@  HOCHHIAU Olo  al@lerdullenoMmes OEMOAIIGIEMo

@OABHI6M?
A)  adlmomday soadlovd (B) 620 OodHE
(©)  eaow dlrlgyldl@d soadlard D)  ©MVBYAIF! Boadlrvd
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69.

70.

71.

72.

Which of the under mentioned register is to be inspected by the Head of Office every month?
(A) Local Delivery Book (B) Call book
(C) Cash Book (D) Bank Pass Book

®0OP]OWM  AZIGUOIGEI®  oR@IeM agglo  @Omale  &dadly  eawol
al@BlBUoOUSBHH6NMB®)?

A) ceeEnHEd OIS n)Hs) (B)  @dOUD 6B
(C)  dy0ad 6NDE) (D) 6108 oM 6nIYes)
‘Important’, ‘Urgent’, ‘Personal’ etc. should be marked in ————————— on the economy slip.
(A) Red (B) Blue
(C) Marker Pen (D) Violet
ag)#neemodl  qlafl@d  ‘(aIwomenls®’, ‘@esleationo@e’,  ‘alidtilalonow®’
ORI —————— @ ERSWIBOQ|SIEMEMo.
A)  2hala] B) el
(C) 0oAHOHD I D) aweag

Where the dispatch stamp is affixed by the dispatch Clerk?
(A) On Fair Copy (B) On Office Copy
(C) In the current file (D) In Note file

allvaloof gdes) ag)afleaswosm aslmiato.of qguomi agl.ofldlenynma?
&) 62NV el (B)  &0adlm 60 flwfl@d
(C) O anwefl@d D) 6mMIg anWell@d

Each subject clerk shall prepare an abstract of pendency in form X11 App-1, on the
of every month.

(A) Fifth (B) Tenth
(C) First (D) Third
60600 Qfla¥@alo AdHE) aggjo moaqvao ———— X11 App-1 )M Gandoll@d

&alMAWMMIWIOS Mo(abo MQIOIBHEMO.

A @RERUOO®) (B) al@®OO®
(C) @RECODD D) @MIDECEHD
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73.

74.

75.

76.

How many columns are there in the register of periodicals?
@A) 8 B 5
© 10 O 7
@MYLl OZITRCITD ag)(@ C086TB&I6NS?
A) 8 B) 5
©) 10 D)y 7

Who shall maintain the remainder diary in form XV having 12 pages?
(A) Section Supt. (B) Section Clerk
(C) Fair Copy Supt. (D) Typist

12 Galg)dheyas Gando XV-@ Gleend Al @6 uyelesnensa?

Q)  OAVHHMD TV)(atens (B)  OAVHHUTD HOAHE

(©)  ©and eoall qv)alens D) eeosallay

Which is the slip pasted on the envelop?

(A) Index Slip (B) Label

(C) Urgent Slip (D) Economy Slip
B 3512 fldleeRm qUla] agy@osm?

A)  OMOWBN @la] (B) celeni@d

©)  eosleasio qila] D) ag)@ncemod] gfla]

What is affixed on both ends of economy slip of the cover containing confidential papers?
(A) Index Number (B) Urgent Slip
(C) Office Seal (D) Label

O GO @OSEMEIR H:aIGOM esnoemal @llaflon eoaliveEmio ag)amoey

&3l 2]ldlenm?
(A)  EDMVEWBTY MAURD (B) ®@nsloasio milad
(C)  &oadloy milad (D) celenIm
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77. When economy slip can’t be used?
(A) Certificate of Posting (B) Registered Post

(C) By Local delivery (D) By Special messenger

ag)Gajowoem enes606emal qla] ©alewoullenm & ¥lod®?

Q&)  ddlabdledq 6ad Galtogylowy (B) o=lequda) calogy

(C)  crHn@d eowellaud] D) Mealati@Ed HOMVERID

78. All letters to the office within the Head Quarters shall be sent by :
(A) Local Delivery (B) e-mail
(C) Special messenger (D) Speed Post

620 & pdegYMIIMaslnal 630adlMIIGRIHEIRE ag)RJO HODRBEL0 BOQWEHONENS® :

A)  eeRHn @ eaellad B) -G

(C) Mealadi@d HAMVERID D) maflaw eatogy

79. Which register shall be checked daily by the Fair Copy Supt.?
(A) Fair copy register
(B) Dispatch cum stamp account Register
(C) Index Register
(D) Distribution Register

a0 o]l et agy® eedlauooem dlalemm aldlewoufleansns?
A)  ©and o]l esflaud
B)  allmialon] #o oM @oeev6nE eeflayd
(€)  auyofle ezflayd
D) aflmosm oefayd
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80.

81.

82.

83.

What is the subscription of the letter addressed to the Governor?
(A)  Yours Obediently (B) Yours Sincerely
(C) Yours Affectionately (D) Yours faithfully

NAIBEMHO @OEIMVOEENIOWM 6)2IW® B-@TBIENG MVENIM(@slaiat® ag)mosm?

(A)  @MMNOEMEWINS (B) ®@O@ROAMNMERINS

(C)  QIOBELBEMIOS D) AflwME®EWINS

Which form of correspondence is undesirable to place on official records?
(A) Personal Letter (B) Proceedings
(C) Endorsement (D) Demi-official

Q@  ®OOTARSS  HOISAIOSIHD BB COEUMGEIT  ©WBeQ|SHEHMEY

@0ElS00 0L ?
A)  QBOIlaIOMOW dx@TT) (B) MSalSl(&m6tR0d
(C)  ®ooUle000 D)  eal-aadla @

What is the salutation form of letter addressed to a lady?
(A) Madam (B) Sir
(C) Mrs. (D) Smt.

&0} (@O @OEIMOEMNIOWM 621N B TIOM @EIQIIB 10 ag)amIEM?

(A) moaWo B) ad
(C) ooy, D) woo

Which form of communication is used to send a copy of a paper to a subordinate officer?
(A) Endorsement (B) Special note
(C) Memorandum (D) Demi-official

80y ameeodlemy  60adlvdes 80y Gala]dlon aldda] @VWQHNIMD  oR)
®OEDI2R8s @UQANNIaM6M HAIEWOIUIlHEM®'?

(A)  ®0oUE000 B)  (ole® B HTla]
(C) 6MEEMININ30 D) ewdl sadlay @
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84. Fair copies of official communications addressed to higher authorities are to be signed by :
(A) Head of Office (B) Fair Copy Supt.
(C) Gazette Officer (D) Section Supt.

OM® BOUWIH0ME 68 @OEITVOEMNIOWM 6.2IQRM BIEBIUIG: ERUWANTlaWEBYOS
MOWAOW aldsdaidtd Ballesens® :
A)  &oadlny eawoaldl (B) a0 0]l qValens

(©)  warvgaw eoadlavd D)  OAVHHMD TV)(atens

85. Official communication to KPSC should be addressed to :
(A) Chairman (B) Secretary
(C) Deputy Secretary (D) Controller of Exams

oH.afl.ag)mv.mil. @m0wies 6163 PUIIE: @RAllTilawe ®IeYalowym allalpmemsc

@OQHEEMO :
Q) 6 21dMIMm B)  eaVwsal
(C)  ealygl OavE@-gdl D)  aldleH0 eMEESO8d

86. Who is responsible for proper maintenance of Distribution Register?
(A) Tappal clerk (B) Office Supt.
(C) Fair Copy Supt. (D) Security Officer
aflmoem eZlaydlen (dlwow aldlaldaImM@TIM @6 HEMONIIE?
(A)  ®alowd OdDE) (B)  &0adlau aujaleng

©) 62D el qvyalens D) &MV YAIF! Boadlqvd

87. Memorandum form of correspondence can be signed by :
(A) Fair Copy Supt. (B) Section Clerk
(C) Head of Office (D) Section Supt.

BOTISAIOSIHRIOS HAGANIOENB0 Gando BaflsiM® :

A)  ©an@d 0]l qatens (B)  OAVHHUTD OAHE

(C)  &0adlmy cawoall D)  OMVHHMD V(a6
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88. In which form of communication, an important instruction of a standing nature to be followed

by various authorities will be communicated?
(A) Personal Letter (B) Proceedings

(C) Endorsement (D) Circular

@ @oolepes @or@aldla@@dlanem, allallw @owWle:0dle:.w allmmserens 6oy

(a1om MGG @RCIREHM®?

A)  QBOIlaIOMOW dx@TT) (B) MSalSl(m6tR0d

(C) ®PoUIE000 D)  mdHeeId

89. Who should sign the proceedings criticizing a subordinate Officer?
(A) Section Supt.
(B) Any Gazetted Officer
(C) Head of Office

(D) No such restriction

630} H19363J0nmOem lladudlenym msalSlegld @ooen eaflesens®?
(A) OB qV)(ateng

B) a@o®sslayo wmgaw Badlmd
(C)  &0adlmy cawoall

D)  @oEmOo MIWOHEMETEOHSINAIL]

90. The corrections and interlineations should be avoided in :
(A) Comparing (B) Fair Copying

(C) Drafting (D) Registering

SN OUOMENBEI0 AlOTVAIOENIMVETBEI0 BFIOIIHHEMO :
(A)  ®OO®mDIHQ|SHOTED (B) MIOWMOW aldd@M@

(C)  #OS BYOIOIBHED D) oZlaudlowy
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91. Fair copies of disciplinary proceedings should be signed by :
(A) Head of Office (B) Section Clerk
(C) Fair Copy Supt. (D) Section Supt.

@10.2JSHE MSlSIHNS MIPWAOW aldda jd-0d Balflesens) :

Q)  &oadlm cawodl (B)  OAVHHTD OB

©) 62D el qVyalens D)  OTVBHMD TV(atens

92. Who is directly responsible for prompt dispatch of papers sent for issue?
(A) Fair Copy Supt. (B) Office Supt.
(C) Dispatch Clerk (D) Tappal clerk

DarPoflmofl  @OWa  Galo]Od@  Haleg3MM  GEWHRMEIM  @REdEM  EMAlg

PIGOITeIMEN
&) ©and el qalens (B) &adlny quyatens
(€)  aWllmialoof &odHs) (D) @O OdDE)

93. Name the register in form No : XV1 to be maintained by the Typists.
(A) Daily turn-out register
(B) Work Allotment register
(C) Daily work load register
(D) Work diary

06SaflguH®d aldlaloellesnsens cando MMID XV1-@3 elaualmy’ Gald M@ :
A)  eesmodlm esemdens neland

B) URHS @OCRISEONM EIARd
(€) e6BModlm AUdHE crIoU) oelaud

D) UdHE WA
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94.

95.

96.

97.

Who will examine local delivery book daily?
(A) Section Clerk (B) Dispatching Clerk
(C) Section Supt. (D) Tappal clerk

321066 Al enHs) @DOI6M Bl alBlEuooUSloe)d:?

(A)  OTVBHUTD OAHE (B)  lmialon] £odH6)

(C)  OAVBHM TV)(ateNS (D) ®alo@d OdDE)

After signing of a paper, to whom it is handed over?
(A) Section Clerk (B) Dispatching Clerk
(C) Section Supt. (D) Tappal Clerk

80} Gala|dl@ Baflg cUoatio @O® ERBLEIEM HEOEMIOIMN®?

A)  OTVHHUTD OB (B)  alaato.oflowy godss)

(C)  OAVBHM TV)(atens (D) ®alo@d OdDE)

Who is the custodian of work load register?
(A) Fair Copy Supt. (B) Office Supt.
(C) Dispatch Clerk (D) Typist

QURHe ealoal) egflaudlen muydHla je000 GREIEM?

A) 620D el avyalens (B)  &0adlav auyaleng

(€)  allaato.oflowy godds) (D) eesallay

Who will fix dispatch stamp on office copy?
(A) Dispatch Clerk (B) Fair Copy Supt.
(C) Office Supt. (D) Section Clerk
6300l 00 lll@d @ooemy allmialo o] quomi aidllaflenama?
A)  Alatoo] godss) (B)  ©a0®d 0]l qalens

(C)  &vadlay auyalteng D)  OAVHHUTD OB
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98.

99.

100.

When the officer writes his query in the margin of the note file, where the section clerk
furnish his reply?

(A) In the margin just below the query

(B) In Continuation of the Note file

(C) Bottom of the note

(D) Top of the note
£EBPMMAM ®OM 6olodjo EMIS anWelem modEIMI@M ag)ImEMIORD, eTVE:HMD
#00H6) ag)fleswoem mOalS] N@ILRM@)?

(A)  G210BJETIM H®IS®IOYWISE MmOl

(B) emog anwellem @sd.olwflcd

(©)  ®&Flaflony moery

D)  @yaflond o sllad

What colour fly leaf is placed at the top of the note file?
(A) Black (B) Blue
(C) Yellow (D) Brown
8MI3g an@elled M&6l@d aR® Mloaslleyss afeeg ellad @@em aundafl.ofldleanyma) ?
Q) &Qaf (B) el
(C) e D) oallg

In which way a telephonic message dealt with?
(A) Demi-Official communication
(B) Endorsement
(C) Letter received in Local Delivery

(D) Letter

80} ©Sellgandenle: MEIBUI0 EIEE00 0 6)21Q® af® AllWEleem?
Q&) eal-sadlay @3 &0menlesnaud

(B) ®0oUldx000
(C) eensHn@ owealalclole aldla) &oro)
D) O
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