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PROVISIONAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 21-05-2024
Question1:-What is section?
agamoemy alleowe?
A:-A minor division of the office under the head of a Junior Supdt.
8@ 2rld Mo ®ay s¥lees aladmilBeo 8@ eadlw allallamd
B:-A minor division of the office under the head of two supervisory officers
@6’ Myajdeeaimd] Boadimdecmes @eaig #llaes aoadmilmdec am e.adle adlafleumd
C:-Tapal section of the office
s30admileal ®ald@d allkows
D:-Faircopy wing of the office
30admilmBe0 ©a0@deBqf aflouy
Correct Answer:- Option-A
Question2:-How many police districts are now in Kerala?
CHEBOVI@ 06 0Ud 0@ Galallmy’ gﬂ%@;gm@?
A:-20 Districts
20 elgyed
B:-14 Districts
14 =gewd
C:-17 Districts
17 edlgied
D:-21 Districts
21 =lgied
Correct Answer:- Option-A
Question3:-Tapal means
®alo@ @RAMOAOEBMMO®
A:-Tapals received through post office
©a108)08 Gald(Y Boadlny Qe eiely
B:-Tapals received from higher authorities only
2M® @RUWlB:0ESEd Tla 20@o 1€l ®alo®md
C:-Any communications received in an office whether it is official, unofficial or demi-official
80630UTB600 @OHMDERPUIG:ER HAWA-BDEBPUIB:ER BRYB:eS, Bdmiled eidlesmm @rualmlawesarud
D:-Tapals received through police messenger
catoallmy’ eamuemid iyl i€y ®aln@d
Correct Answer:- Option-C
Question4:-Designation of the head of zonal offices
€M@ Boadlrydges @ealmeo acal
A:-Superintendent of police
Gasellmy’ myeeng’
B:-Additional DGP
@pWlousmad DGP
C:-Inspector General of police
oM RO 60 eatoallmy
D:-Deputy inspector general of police
s)cw(uég’l OBOMRA 6900 Gatoallmy
Correct Answer:- Option-C
Question5:-The following is the GO in which MOP (Police) was published
MOP (eanelay) miadleely GO @y esogomldasme
A:-G.O. (ms) No. 82/66/PD dt. 08/3/1966
G.0. (ms) maud 82/66/PD dt. 08/3/1966
B:-G.0. (ms) No. 224/66/PD dt. 03/6/1966
G.0. (ms) mmuad 224/66/PD dt. 03/6/1966
C:-G.O. (ms) No. 15/66/PD dt. 19/01/1966
G.0O. (ms) mmua 15/66/PD dt. 19/01/1966
D:-G.O. (ms) No. 632/Home A dt. 21/5/1958
G.0. (ms) mmud 632/eanos A dt. 21/5/1958
Correct Answer:- Option-D
Question6:-Who is Authorised to receive Tapal?
®a0@d Mledlendnd @rRBEnIET @PWIE:000
A:-Section Head
OMVBHUM BN’
B:-Manager
2o6MRAQ
C:-Section Clerk
OTLBUMB AL
D:-Fair copy superintendent
6003 60 MY
Correct Answer:- Option-B
Question7:-To identify the Trissur city district
@@ Mo gl Gldlyclwond
A:-Letter 'S’
'S' agam @Re8E.
B:-Letter 'TR'
'TR' agem @oowU@.
C:-Letter 'R’
'R' agem @pom@o
D:-Letter 'K'
'K' agom @rs8i00
Correct Answer:- Option-C
Question8:-Find out the Rank of Principal, PTC
@@Blojad PTC @es 0o@s @emegme
A:-Deputy Superintendent of Police
®Wals] catoallay’ ayeerE
B:-Deputy Inspector General of Police
sxuxu‘g DBOTYHAB BNO@ 600l Gatoallmy’
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C:-Superintendent of Police
TRJ6NE 8300’ Galoaflny’
D:-Inspector General of Police
BeMHA MO 60 eatoallmy
Correct Answer:- Option-C
Question9:-Which of the following is chief office?
®269a]0QMAIRIE BT aflad’ B0adlny?
A:-Office of the Police Commissioner
catoellmy’ eedllausmes s0adlny’
B:-Office of the DGP
DGP g@es &oadlay
C:-Office of the IGP
IGP @es eoadioy’
D:-Office of the ADGP, AP Battalions
ADGP @es &oadlay, AP enigoallomeud
Correct Answer:- Option-B
Question10:-Who is the authority to open the Tapal?
@O DOSHIWES @OW|HIGe @REIET?
A:-Office Head
830adlmy’ ©anouy’
B:-Office Manager
80adlmy’ @oemed
C:-Tapal Section Clerk
@O OTVSHM BOLE
D:-CA to Office Head
CA go@b 80adlmy’ eanaly e
Correct Answer:- Option-A
Question11:-Chief Ministerial Officer of MSP Battalion
MSP enigoell@men allad ddmlqdldlocd eoadaud
A:-Manager
2o6MRAQ
B:-Deputy Commandant
aannjég’l SH20BWM
C:-Administrative Assistant
@pflmlempdlal @eamilqyma’
D:-Commandant
SRS
Correct Answer:- Option-C
Question12:-Who is maintaining personal register?
@REEM QeEln® eslqyd aldloalesmo?
A:-Record Keeper
60eHIBW &loyd
B:-Section Clerk
OTLBUMB LA
C:-Section Superintendent
OTLSUM MY(J6TE’
D:-Office Attendant
&0adlmny’ @RQA3aLM’
Correct Answer:- Option-B
Question13:-Who is authorised to make entries of valuable articles in the security register?
oma@ldl eeflapda alleieals ATPEUD 6EaIOFOmIND @R AE0ETY @RWlB0gs8®?
A:-Administrative Assistant
anlailemydlar @eadlqymd
B:-Manager
206MRAQ
C:-Cashier
@0aHyB
D:-Store Accountant
GIROD @REEHVERAB
Correct Answer:- Option-A
Questionl4:-Entries in each page of personal register is limited to
Qeoln® eEIqRClBeo 66D caldloriR amdcleurd oailcaiss aldldlmnsovialdesmo
A:-Five
@6l
B:-Three
o’
C:-Two
©6ng
D:-No limit
alclwloiley
Correct Answer:- Option-B
Question15:-In which entries of personal register is allowed to underline by Red Ink?
ABOIN® EHIMYCIBEO @@ aBEleglad ajoim aell @rslaewlsom @pmalds]dlesmo?
A:-Communications Received from Government
AEIEIES Ml 21dla) @RUeAalTlaweRUd
B:-Communications Received from DGP
DGP ol alan’ eidla) @rre@aldlawessed
C:-Communications Received from Representatives of people
BOOIrlWlegad mlay aidy erralrlaweasud
D:-Communications Received from the Registrar of Hon. Court
6NI20RIMB]5 ¢80S@H eeElmpacicd mim’ aidla) eryrealriawearud
Correct Answer:- Option-A
Question16:-Which column of Personal Register is ringed off by red ink when a file is closed?
B DR @S lAERemud, ABTIN® EEIMYGIBOO oG 6o QUM Batll OB6TE Slouy smmyma?
A:-Column-2
C080-2
B:-Column-3
CHO80-3
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C:-Column-4
o804

D:-Column - 01
emogo - 01

Correct Answer:- Option-A
Question17:-Note file facing sheet colour is
6MIS @@ Hanmilsard’ alldlomdo aloamoemy

A:-Green
alg)

B:-Yellow
Q6101

C:-Red
Qo]

D:-Blue
el

Correct Answer:- Option-B
Question18:-Personal Register is maintained for
QeDln® eElqRad aldlanealesmm

A:-A Calendar Year
BT HRIMRA QUBaHo

B:-A Half Yearly
8@ @PARL AUBBo

C:-A period of Nine Months
SBMIC 2OTVOOD EHOLIVSAT

D:-None of the above
HEI@D AlOOMAIOWITRAL)

Correct Answer:- Option-A
Question19:-Flagging is to be made on the
afoutleu¥ MseomEnEGY

A:-Particular page of current file
alenfleal anelmeo @emie: Gald

B:-Docket sheet of closed file
GHHITVW a0@ellB60 GUIEDY Galed

C:-Facing sheet of Note file
6MIg a0@ellBe0 eaomilowy aally

D:-Facing sheet of current file
dleialeal a0@el@eo canmileuy aallg’

Correct Answer:- Option-B

Question20:-Which colour facing sheet is used to current file?
dlaiaieal aweld ogo’ dloovilass eanwmily aligosm’ Paltwoullesma?

A:-Black
&Qal

B:-Blue
el

C:-Yellow
Q6101

D:-Green
alg)

Correct Answer:- Option-B
Question21:-Note file is required for
Ml &:Cla] A0@@3 @RUBIRIET

A:-Each volume of a file
8@ a0al@e0 B0CEO CAISK

B:-Each current file
mlelalle)es 8060 anweje

C:-The whole files of a section
6@ alronaslleo geaim anwedgo

D:-None of the above
QBHEI AlOFDAIOWIMRREY

Correct Answer:- Option-B
Question22:-Correspondence is classified into
SOVNSaISHOB B0 MG 4fldlesmo

A:-Seven forms
B¢ GanogHHUd

B:-Three forms
QoM GandQHHUd

C:-Five forms
@6l 6GadgH U3

D:-Four forms
Maal 6andYHud

Correct Answer:- Option-C

Question23:-Rank of the Kochi city police commissioner is

6804fl Mg eatoallmy sadflauemes ooss @rem’
A:-DIG of Police
sanelmy DIG
B:-ADDL. DGP
@pclasemed DGP
C:-IG of Police
ganelay IG
D:-Superintendent of Police
catoallny’ g’
Correct Answer:- Option-C
Question24:-'R-Dis' means
'R-Dis' @rdmoaoasmoy
A:-Dispose after Ten years
IO QUBHEDITY 6UBae AWIEMYIMY 6.21Q)d:
B:-Dispose after 25 years
25 QBaEmlaY ctoate (USIETYOMY B algQ)d:
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C:-Dispose after 3 years
3 QUBaH@DIM EUate cuslemyomy ©2Q®
D:-Retain permanently
udleaoe mleimldgmde
Correct Answer:- Option-D
Question25:-In which chapter about drafting is describes
@WIagdlUTlomeRslal gy @RWIQEIG3 alai@lesme?
A:-Chapter - V
@pWHP@. - V
B:-Chapter - VII
@pwp@o - VII
C:-Chapter - IX
@pWP@o - IX
D:-Chapter VI
@pWHO@o - VI
Correct Answer:- Option-B
Question26:-Rank of AIG, PHQ is
AIG, PHQ wes 0o® somosmy’
A:-DIG of Police
canefry DIG
B:-Superintendent of Police
Gatoallny’ myalend’
C:-Deputy Superintendent of Police
®Wals] catoallay’ ayelerE
D:-Inspector General of Police
DBOMYHA BMOTB §ad’ Galoallmy
Correct Answer:- Option-B
Question27:-D-Dis file is to be kept for a period of
D-Dis anwad #oni@galealss myssiesnsnzmosy
A:-Seven years
aB$ QIBaHo
B:-Nine years
SBMIOY QAUBGHo
C:-Ten years
@ QIBaHo
D:-Three years
QM QIao
Correct Answer:- Option-C
Question28:-In which chapter the duties of Record keeper is mentioned?
606£HBW HnjQOS AAMEIBUB RO GRWPRWODIRINT ale0adUd]sidlesmmay?
A:-Chapter - IV
@RWHPWo - IV
B:-Chapter X
@RWHPDo - X
C:-Chapter XII
@pwp@o - Xl
D:-Chapter VI
@pWwpP@. - VI
Correct Answer:- Option-C
Question29:-N-Disposal means
N-awlemyomu@d @edmonoesamay
A:-To be retained for one year
8@ QAdaieomas Tlairldomemo
B:-Returned Disposal
dlegendon’ awlearyoaru@d
C:-To be Retained for Three Years
am’ aIdateomEs Mlairldomeme
D:-To be Retained for Five Years
@6l AIdateomes Mlairldomeme
Correct Answer:- Option-B
Question30:-Close files are to be kept in
CRHOIMY aD@EYBU MyseflEsma
A:-A Dark Room
8@ @ ol
B:-Record Room
O0CEHIBW Qo
C:-The shelf of clerk
DATYMEO BaUGad
D:-The Stationery Room
GIYUMA] Qo
Correct Answer:- Option-B
Question31:-Who is responsible for the missing of records?
GEAIBUY MY @RI ROMEIE?
A:-Section Clerk
OTLBUMB LA
B:-Section Head
OTVBHUM Banay’
C:-Record Keeper
60eIBW &lajd
D:-Despatch clerk
OWTYIof HABLH
Correct Answer:- Option-C
Question32:-Whose prior verification on records is necessary before its destroy?
IS0 MWBlafleaand@ay gmi eo@es gmgd aldlewowm @RAIwBKAeM?
A:-Manager
206MRAQ
B:-Administrative Assistant
anlailemydlal @padlqymao’
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C:-Section Head
OMVBHUM Han’
D:-Section clerk
OTVBHMB LB
Correct Answer:- Option-C

Question33:-Mention the paragraph under which the duties of Manager describes

DOCMB@OS J2®RIHU allaiBlesm auemuile: alendudlesds

A:-Paragraph - 127 chapter XIlI
susmwle 127 @pwpwe Xl

B:-Paragraph - 126 chapter Xl
suemuwle 126 @pwypw. XIII

C:-Paragraph - 124 chapter XIlI
susmwile 124 @pwpwe. Xl

D:-Paragraph - 125 chapter XIII
suemuwle 125 @rwypw. XIII

Correct Answer:- Option-C
Question34:-Periodical Register is maintained for
@Rmeele eellqud cauenel al@latoellesao

A:-Calendar Year
HHLIMRA QIBato

B:-Financial year
OIS QUG

C:-Academic year
@OWIRM QIBaHo

D:-Half year
@PE QAUBH

Correct Answer:- Option-A
Question35:-Form number of periodical register is
@Rmele emlqud Gande Mm@

A:-Form No. 14
Gan0e mud 14

B:-Form No. 15
Ganoo maud 15

C:-Form No. 16
Gande Mm@ 16

D:-Form No. 17
Ganoo maud 17

Correct Answer:- Option-C
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Question36:-"Note File should not sent out of office" this statement is mentioned in paragraph

"@&0la] @@ B0adlndlay’ ajJosOmE @RWE®®" D JTYIQIM
A:-51 of Chapter VI
@O @RWHPOTIMe0 51
B:-53 of Chapter VI
@R0% @RWPRODIMBE0 53
C:-49 of Chapter VI
@O @RWHPOTIMe0 49
D:-47 of Chapter VI
@09 @RWPWODIMe0 47
Correct Answer:- Option-A
Question37:-Duties of section head describes in chapter
OHMVEHM HanUMBe0 B aR© @RWY flasosm’ alaidlesama?
A:-Chapter - XII
@pwp@o - Xl
B:-Chapter X
@WP@o - X
C:-Chapter XilI
@pwp@o - Xl
D:-Chapter XI
@pwp@o - X|
Correct Answer:- Option-C

Question38:-Which of the following form number is prescribed for "Call Book"?
e008 ey ay aildequdlaliges®?

©96POQRMAIDIB aB@ Eande MMUIOIET
A:-Form No. 10
Gande maud 10
B:-Form No. 05
@anoe mud 05
C:-Form No. 17
Ganoo maud 17
D:-Form No. 13
@ande mud 13
Correct Answer:- Option-C

auemMUleiled myallaflafclesme

Question39:-It is mentioned that paper need not to be entered in personal register.

aeoln® eslqydlcd Galoj@ M@BEHBGIORYM 12RO,

A:-Application for surrender of EL
EL quoemad @oeaies
B:-Application for pension
OalBaHUMPSS @CAIGH
C:-Periodical report
@Rmele dleajods
D:-None of the above
AHE alOFDAUOWITBREY
Correct Answer:- Option-C
Question40:-Whose responsibility is to verify the call book?
GBIV YD alBlEURIWICEHERD @R@ES DOMEDGIEm2EM?
A:-Section Head
OMVBHUM BN’
B:-Office Head

80adlmy’ eanauy
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C:-Ministerial Head
@O Han

D:-Manager
2o6MRAQ

Correct Answer:- Option-D
Question41:-Who is the Custodian of Call Book?
GOV EYEFIMBOO TVEEHBB @067

A:-Manager
206MRAQ

B:-Record Keeper
606HIBW &loyd

C:-Section Clerk
OTLBUMB LA

D:-Fair Copy Supdt.

6203 eH0af MY

Correct Answer:- Option-B
Question42:-Personal Register is to be verified by the section head
©ueHm cawonlwos aediln® EHIYAd aldlewowlesnsnzay

A:-Every week
PRI EDLYo

B:-Once in two weeks
©6M720LWeR10dE M3

C:-Every month
n@%ga [2s[egvelty

D:-Once in three months
QM aoMLETIleRIClE@

Correct Answer:- Option-B
Question43:-Who is the custodian of reminder diary?
80306 gOm@ WwClges n\;m’]ﬁmo@n& @REEM?

A:-Section head
OMVBHUM Banay’

B:-Manager
206MRAQ

C:-Section clerk
OTVBHMB LA

D:-Record Keeper
60eIBW &lajd

Correct Answer:- Option-C
Question44:-Orders of is necessary for the transfer of files to call book.
C0Ud EYESIGRIEs aNWEBIBUD HOBRIQYIMTIM MeO BIBWQRBUB @RYILLIROET.

A:-Office Head
830adlny’ &anouy

B:-Manager
206MRAQ

C:-Administrative Assistant
@rcflmlempdlal @emilayma’

D:-Section Head
OMVBHUM Han’

Correct Answer:- Option-B
Question45:-Armed Police Battalion Hqrs is at
MOQW ealoallmy snigoallem @rmuaome

A:-Eranakulam
Q)OEMIB:Bo

B:-Malappuram
me@d()o

C:-Thiruvananthapuram
GBAUMMDJOo

D:-Kannur
HHEMNA

Correct Answer:- Option-C
Question46:-Minimum time prescribed for the verification of personal register by the manager is
226mBA AEdlN® eElqydldec muddleeemariay mldequdlafldlesm aggaj @omm Muawe

A:-Once in Six months
@RQRRIMOBIERIOG|EH @D

B:-Once in Five months
@RI AIMOBIRIBIEHTD

C:-Once in Three months
Qam’ a0mETileRIdlE@d

D:-Once in Two months
Q6T OTLEDIHRIAIETD

Correct Answer:- Option-C
Question47:-"Memo" is a form of
"eacmd" @O0 B@ Eando @RS

A:-Correspondence
BOGTYIEMEMMY

B:-Tapal
®aldmd

C:-Disposal
Mo 6aIQ@D

D:-None of the above
AHE alOFDAUOWITBREY

Correct Answer:- Option-A
Question48:-Currents received by the section clerk should submit to the higher officials within
OMVHUMB OBESIM ISR HOMBQBUB 2@ 2eaPVMINAE MLadafemenzoy gglenem.

A:-Five days
@6l Al

B:-Two days
@6 dlaume
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C:-Three days
qan’ dlaimoe
D:-Seven days
a9 dlaire
Correct Answer:- Option-C
Question49:-Who is responsible for the delay in submitting papers?
GalojQdu3 MuadaflEaama@ioal &aImRMEDIM @REIN pEmEE?
A:-Section clerk
OTLBUMB LA
B:-Manager
ooemRaA
C:-Section Head
OMVBHUM BN’
D:-Office Attendant
&9adlmny’ @egadawma’
Correct Answer:- Option-C
Question50:-Form Number of monthly arrear List is
@@200v &SIl efllqfldeo gande mmid @aeny
A:-No. 17
moud 17
B:-No. 19
mnud 19
C:-No. 18
moud 18
D:-No. 20
monud 20
Correct Answer:- Option-B
Question51:-"All communications are confidential" In which paragraph the statement is mentioned?
"agg) @RAlTIaEERg. EAOMLPERGAEM” ABoY aismUle:lenem @MYPOAIM aleoadudsdesma?
A:-Paragraph 127
suemwile 127
B:-Paragraph 128
suemwise 128
C:-Paragraph 129
suemwile 129
D:-Paragraph 126
suemwie 126
Correct Answer:- Option-B
Question52:-Confidential nature papers are to be sent through
@aDTV}, (MVIRNIYSS Gala|QBUB CRWERERM@IET
A:-Double cover system
DES SR M.alluwome
B:-Single cover system
aloil@d eaid ailaye
C:-Triple cover system
Elafld Bad milay.
D:-None of the above
ABHEIW AlOFOMAIOWIMRRGY
Correct Answer:- Option-A
Question53:-The following one is confidential paper. Find out
@HPOQRMAIDIB BT EADTVPTDS Galaj0dEIT. @R aB@ISEMT Begallslens
A:-Letter to A Higher Authority
8 @AM ERE®ICIHERES SO
B:-Appointment order
@repRlBGeamd sodand
C:-Correspondence with Public
£0l0DBMEBZROQYSS HODISalOGHUD
D:-Pay fixation order
adleggrumd BoBWA @RS
Correct Answer:- Option-B
Question54:-Office Attenders of PHQ will be under the control of
PHQ @es aaday @rgmdandaomes dloemopienoides.
A:-Assistant Inspector General of Police
@RMlqYM’ ey VMO Boad Galallmy’
B:-Duty Officer
n»ég,'l 80adlrud
C:-Manager
206MERAQ
D:-Section Head
OMVBHUM Ban
Correct Answer:- Option-C
Question55:-Who is Authorised to sanction casual leave of clerks of PHQ?
PHQ oleal godasaomes @oauid allal @omaidlenm @rdenisn @pule-eass?
A:-Section Head
OMVBHUM OO’
B:-Manager
2O6MRAQ
C:-Senior Superintendent
adlrload myelerg’
D:-Duty Officer
rwésl 80adlrud
Correct Answer:- Option-B
Question56:-Who is authorised to discharge the duties of section head while he is on leave?
@pawlolenolEleemomd emesm cawinlyes aa@eleud MIBAClEHIMD @rRARERET ERWIB:0ERSS?
A:-Seniormost clerk in the section
alleonanieal aggqle Mimlodeamy’ gdes”
B:-Juniormost clerk in the section
alleonamienl aggaje @mleAeaoMy gdes
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C:-Manager
206MRAQ
D:-Senior Superintendent
adlload myeerE’
Correct Answer:- Option-A
Question57:-Who is authorised for the maintenance of furniture of PHQ?
PHQ @es andemlajQeud ai@laneleom @rdeism aowle:0ass?
A:-Duty Officer
n.ugg’l 80adlrud
B:-Record Keeper
606HIBW &loyd
C:-Manager
206MRAQ
D:-'H' Section head
'H' alleome &anow’
Correct Answer:- Option-C
Question58:-Late Attendance register of PHQ, in respect of Ministerial Staff in maintaining by
drlfldead qoadem mussniruils PHQ ges eeaelqss @pgmdanmdmy eslayd aidaoealasmoy

A:-Duty Officer
n»ég,’l 80adlrud
B:-AlIG of Police
canelmy AlG
C:-Section Superintendent
OTVHUMB MYJ6TE’
D:-Manager
moem=aA@
Correct Answer:- Option-D
Question59:-It is ordered that office attenders should attend office at
&0adlmny’ @egadandaod -@ 630adlnlod a008EIBEMERM EmEAISIElesM
A:-One hour before the working time
emoell maomilay 8@ aemlgsd gmi
B:-Half an hour before the working time
ez30efl MuaomIlaY @oe asmlEgsd gmi
C:-10 minutes before the working time
ez0ell crva@oolay 10 dalg go!
D:-15 minutes before the working time
emoafl mun@aeiay 15 dailg gl
Correct Answer:- Option-B
Question60:-Custodian of the Attendance Register is
anom@ e=Elqydlden e:eqyoaslom
A:-Manager
ooemRaA
B:-Record Keeper
6063 &lajd
C:-Office Head
830adlny’ ©anouy’
D:-Section Head
OMVBHUM OO
Correct Answer:- Option-A
Question61:-Penalty for every three days unauthorised late arrival is
@PMUlG®RW 6B QIRM 60609 M SlAIMEEmQ. alle agamo
A:-Will be initiated disciplinary action
@P4JSE MSalS] @RYEElEH0
B:-Forfeiture of a Day's casual leave
8@ ClITVeOm G0auIcd allal G&amgesnsod
C:-Will be issued recorded warning
6063 419 gNAIIla] M@dsio
D:-Forfeiture of half day's casual leave
@R GlIMOODm B0 flal @:eMeddsTd
Correct Answer:- Option-B
Question62:-Three Day Rules means
a1 dlairuecm Ml @RACNAIEBINDY
A:-Exclusive of Holidays
@paWldmenud aYled
B:-Exclusive of Sunday
IVWOIY DI
C:-Inclusive of Holidays
@rAWldmaBw oueqes
D:-Three working days
Qa1 @il dlairvesBud
Correct Answer:- Option-C
Question63:-Register of house address of the members of staff is to be kept by
elameomes @UNETBSOS ollgm’lelom:o eeHlqRAd 6.26QeEEY
A:-Manager
206MRAQ
B:-Record Keeper
606HIBW &loyd
C:-Store Accountant
GROR @REEHVERABA
D:-Accounts Officer
@REEVENEMY B30adlrud
Correct Answer:- Option-B
Question64:-Turn duty register custodian is
esem ays] eslayd @eqgoculom @rsny
A:-Record Keeper
6063 &layd
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B:-Fair copy Supdt.
6a0@A eHoafl Myl
C:-Manager
2o6MRAQ
D:-Section Head
OTVBHUM N’
Correct Answer:- Option-C
Question65:-The following one is a part of Police Department which is it?
@06PJOQIND Gaelmy Alajod5eamdlBe0 @oWAHT, @Y ag@osm?
A:-Chemical Examination Laboratory
6&AlE@ ag@oclemauad aiesnioosgd
B:-Drugs control wing
QUMY B6emesoud aflouy
C:-Forensic science laboratory
€an0Mmle; MMM 2I6sNI00SA!
D:-Pathological laboratory
aloeOmOSH @S RGNS
Correct Answer:- Option-C

Question66:-According to paragraph 140(2); A Day's casual leave will be forfeited as a penalty for

ausmuwile 140(2) @)eo00; ®069aj0Qna@lmgs aleodl am Glaimeom @ aflal mayeqsa.
A:-Every seven days late arrival with permission
80600 o@g GO OS] afTDEMIOUS BRMAGIEWOOS
B:-Every five days late arrival with permission
60600 @6 BlAIMVe BFEMIIFe BRMADTICRIOS af)OTIC.4/BS
C:-Every Three days late arrival with permission
@RMATIEWIS af)glo MRAEIAINIQ) HOB af@TIEITBM
D:-Every Six days late arrival with permission
60600 @RO GlamoDileje ERMATIEWINS HENIB OG4BT
Correct Answer:- Option-B

Question67:-When a section clerk takes leave, he should hand over all the keys under his custody to
B® OTVSHM AL @RAUleFEREMIOB, GPAIM MO0 SHIRUILIAESS afgld @IEEIR):S BTiaflemaroy @Rdenem?

A:-Manager
206MRAQ

B:-Administrative Assistant
@pflmlempdlal @eamilqyma’

C:-Section Head
OTVBHUM Oan’

D:-Record Keeper
60eIBW &loyd

Correct Answer:- Option-C
Question68:-Malappuram is the Head Quarters of
02IaJ0o OO0 @RHAVAIMAIET

A:-Kerala Armed Police
CHE8 MVOQW Galoaflmy

B:-Malabar Special Police
22167108 HTY@ Eatoallmy

C:-Special Armed Police
(@emd TLOQW Gatdeflmny

D:-State industrial security force
MeLOIM QAUKQITVIW MYEBHI VM

Correct Answer:- Option-B
Question69:- is authorised to hold the charge of a Police Station.

8@ Galallmy’ 6Y-UBe0 gamel Qladlenom @rWle:-0egeme.

A:-Sub inspector of Police
Gatoallmy’ cuen! eoademued

B:-Inspector of Police
Galoellmy’ encBemyed

C:-Assistant sub inspector of Police
@RMlqYmA’ muent memy@A 69ad eaoallmy

D:-Reserve sub inspector of Police
dlarudal uen! enm@BemyEAd §0ad Galoalimy’

Correct Answer:- Option-B
Question70:-Find out the working area of a clerk prescribed in paragraph 169 of chapter XVII
XVIl-2:00 @oavpoosiee 169 @oe asmuleea aildequdlsldasm &m 9amymeo @idomm acial @:eBame

A:-50 square feet
50 apew @S

B:-70 square feet
70 apewe @os!

C:-40 square feet
40 2pews @os

D:-140 square feet
140 apew @os

Correct Answer:- Option-C
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Question71:-Mention the paragraph and chapter in which the following statement is seen "Representations of staff should be routed through proper

channel"

@OOSJOQID (@JTYOQUM BIEMOMN MU Qe @RWRNY Myalla]ese "dlaimenimes wodlmlwy tdlmow alalges mwlensm.'

A:-Paragraph 160 Chapter XVII
suemuwle 160 @owypwo XVII
B:-Paragraph 153 Chapter XVII
susmwle 153 @pwpw. XVII
C:-Paragraph 135 Chapter XV
suemuwle 135 @pwpw. XV
D:-Paragraph 137 Chapter XV
susmwile 137 @owpw. XV
Correct Answer:- Option-B
Question72:-The period prescribed to hold the charge of a section is
8@ allronovlm@en samel Alablenmd mldegudlaldlesm eoiaal mosm
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A:-Two years
©6NE QUBaHo

B:-Three years
Qo QI@aoe

C:-Five years
@6l QAUBaHo

D:-Four years
moel AIBatte

Correct Answer:- Option-A
Question73:-Sub divisional officer is known as
avent aflaflaem@d 60adlmud @pClea|gma

A:-Deputy Superintendent of Police
6Wals] eatoallny’ ayeerE

B:-Inspector of Police
catoellmy’ epadeayed

C:-Inspector General of Police
BOMHA BMO@ 6l Gatoallmy

D:-Superintendent of Police
Gasallmy’ myeeng’

Correct Answer:- Option-A
Question74:-Kepa-Kerala Police Academy is situated in the district of
O allag)-eHE8 caloalm) @renocdl mudol £2IQMOY D =dleyoflaoem’

A:-Eranakulam
Qf)OMIB:Bo

B:-Trissur
olfld

C:-Palakkad
alolEnIs’

D:-Kottayam
CHISWo

Correct Answer:- Option-B
Question75:-A closed file which kept in the record is destroyed after one year is known as
60eoBWIm Mol 4fldlesam 8 eHITIU a0 BB AIBUOTIM GUdate MUBla]lEdalge. T @RAIWEegIMD

A:-K-Dis.

K-Dis.

B:-N-Dis.
N-Dis.

C:-L-Dis.
L-Dis.

D:-R-Dis.
R-Dis.

Correct Answer:- Option-C
Question76:-Who is the custodian of Tapal distribution registered?
o=lqyd ©a1Q ®a®d almesmovlBec @eqolwmd @reosm?

A:-Section clerk
OTVBUMD AL

B:-Manager
206MRAQ

C:-Store Accountant
GIYIR @REEHDEEABY

D:-Record Keeper
60eIBW &lajd

Correct Answer:- Option-D
Question77:-How many parts are in the instruction file issued by PHQ vide circular No. 101/687?
audesaid maud 101/68 @eoe. PHQ m@@mm aldegue an@eldd of@ @owemnud omeowldlensme?

A:-Three
Qo

B:-Two
©6ng

C:-Four
moel

D:-Five
@6l

Correct Answer:- Option-C
Question78:-How many chapters are in MOP (Police)?
MOP (ganelms) @ a@ Grwpoengsn:?

A:-XVI
XVI

B:-XVII
XV

C:-Xil
XMl

D:-XV
XV

Correct Answer:- Option-B
Question79:-In which column of personal register will make the nature of disposal of the file when it is closed?
MUIB00Y EHIRAIMBEO ABGY EHIBODILIE NW@B ELHITY £21QYEMIIUS GO BBajoBMGIMEO VIRl QUSORERMD?
A:-Column No. 07
6080 maud 07
B:-Column No. 10
680 maud 10
C:-Column No. 08
6080 maud 08
D:-Column No. 9
6080 Mm@ 9
Correct Answer:- Option-B
Question80:-Flagging is not allowed in
agouilesy @RMAIBMIwgY
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A:-Note file
[Hollsgtalole)
B:-Current File
alelleal a0
C:-Closed File
@S] A0
D:-None of the above
AHEI alOFDAIOWITRREY
Correct Answer:- Option-B
Question81:-Paragraph in which while submitting notes; the section clerk not to give opinions or suggestions therein is mentioned
ceso’lqda,ué auadafenemioud auemulle,; @RI @rEIIWEREE M3E3UEEREEI MMB@O@M HITVEHM GOA Myalafaldleamme
A:-Paragraph - 45
suemwis - 45
B:-Paragraph - 47
suemwils - 47
C:-Paragraph - 49
suemwis - 49
D:-Paragraph - 51
suemwile - 51
Correct Answer:- Option-C
Question82:-While preparing draft; the amounts should be clearly expressed in words as well as in figure. Find out the paragraph:
QWIag @QOOIEREMINS; D& AlEBGERj al@ovlaje A2 Jd:Slaflersme. alemMUle: GeMmIDE.
A:-Paragraph 67
suemuwle 67
B:-Paragraph 54
suemwils 54
C:-Paragraph 62
suemuwile 62
D:-Paragraph 58
suemwle 58
Correct Answer:- Option-A
Question83:-What is the primary duty of the section clerk when he is received Tapals?
©@a108)d08 QIFEREMINN HIVEHMD HAEIBEO odle: &SA agmET?
A:-Should be entered in the Personal Register
BOIN® EEHIqYCITE cEaIOFOmEM.
B:-Open a Current File
alenfeal c0Q@d DOERE:
C:-Handed over to section head
ONVBHM OO ©6B@IA]
D:-None of the above
G AlOFOMAIOWIMRRGY
Correct Answer:- Option-A
Question84:-When the copy of a paper is sent to a subordinate officer for remarks or is communicated to him in original is called
B GalofOlBE0 aldBa] GG BlgerPOMNM EPEIPWEBRIBEIV] ERLRHEWI WINIXBMAGTITE ERABM ERCIVIEBEHEI 6.21QEMIOU3 agom’ ailglasmo.
A:-Letter Form
SHO GaNdo
B:-Memo Form
)ACIND GaNdo
C:-Endorsement Form
Af)MBEWIFTIOHAMT Gando
D:-Proceedings Forms
©@omlawletINS EandgEud
Correct Answer:- Option-C
Question85:-Store Accountant post is an interchangeable and equivalent to the post of
6TYIB EREEBVIEMG OMYlE: alEMYE. MIGIYIMDe 0D MYle:Q) @alET
A:-Junior Superintendent
2rlod myeng
B:-Senior Clerk
lead gdes
C:-Head Clerk
000 A
D:-Manager
2O6MRAQ
Correct Answer:- Option-C
Question86:-Who is competent to issue orders of work distribution to the clerks?
£08e300845) ezoell aloeem pomEQE:8 MBS0 @RAENIEM CINOQRSS®?
A:-Manager
206MERAQ
B:-Section Head
OMVBHUM Ban
C:-Office Head
830adlmy’ ©anuy
D:-Administrative Assistant
@rflmlempdlal @eamilqyma’
Correct Answer:- Option-C
Question87:-What is Arising References?
SWAMOAUBIM alOMAYBUD af)mI6m?
A:-Any reference issued from out of office is called arising reference
&0adlndly aJoam’ Mlam’ ajoeqgalesm age@I@ 0an0mmye @RESOMIlUY 0anommy aga afldlesame
B:-Any reference issued from the office which originates the file
@3 porAleRM &dadmilmd Ml ojoeqgallal age®eEslaje Oanomm’
C:-Any communication issued from PHQ is called arising reference
PHQ-@? aflany ajoenjgalesan agomom @rw@alriawecme @eeomilu’ 0an0mmy agan algesm
D:-Any reference issued from the administrative secretariat is called arising reference
a@rcflmlempdlal amu@esalglad @l oooagallesmm ag@ 0anommye @eeS0MIluY 0anommy’ agam allglesme
Correct Answer:- Option-B
Question88:-Who is the chief Ministerial officer of Kerala Armed Police Second Battalion Office?
EHE8 MIQW calellmy eruemday sigoelwmd aoadimieal allad ddlqidlocd soadaud @roIen?
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A:-Manager
206MRAQ

B:-Assistant Commandant
@RI’ &a0mawadd’

C:-Administrative Assistant
@rflalempdlal @railaymd

D:-Deputy Commandant
en»m‘gsg,'l S0OMBwmo

Correct Answer:- Option-C
Question89:- is a statement of the final decision of the head of office.

M@ Boadimy cawoles @ra GlmadMETIMEO 6@ JTRYIUMDIET.

A:-Current
HHOMA

B:-Disposal
o

C:-Note
emog’

D:-Issue
@

Correct Answer:- Option-B
Question90:-Form No. 22 vide appendix A of the Mop (Police) is a model form of
Gande MMIB 22 @rmenimwe A MOP (eanellmy) odllen 8@ a0@®:d Gande @6’

A:-Proceedings
MSalSl@neaRud

B:-DO Letter
DO &oo

C:-Memo
DG

D:-Endorsement
@RoUIlB:000

Correct Answer:- Option-C
Question91:-Who is the controlling officer of fair copy section?
£00@d E8afl AlRINODIBEO dmMBESIglu’ Boadlmud @rEe?

A:-Administrative Assistant
@pflmlempdlal @eamilqyma’

B:-Manager
206MRAQ

C:-Fair copy superintendent
60003 60 MY

D:-Dy. Superintendent of Police (Admn.)
oways] cawelmy myeJers (@oayflad)

Correct Answer:- Option-B
Question92:-Despatch section will be under the direct control of
©WIYI5] AllRINe BIOLa|OQMAIYSS cm(o’lgg@ rlo@@emonienwldles.

A:-Fair copy superintendent
6203 eH0af MY

B:-Record Keeper
60eIBW &lajd

C:-Manager
o0emRA

D:-None of the above
QBHEIW AlOFTMAUOWIMRRGY

Correct Answer:- Option-B
Question93:-Form No. 7 of Appendix 'A' is relates to
@RmenITwe 'A' @eS Gande MMIB 7 @M0® IMLE]g@OET

A:-Tapal Section
®ald@d alleownoe

B:-Despatch Section
ORI allgdne

C:-Fair copy section
6203 eoafl allkowe

D:-Establishment section
ag)TRoaileayma’ alleone

Correct Answer:- Option-C
Question94:-1t is mentioned that Stamp Account Book has to be verified once in a week. Who is Authorised to verify the stamp account book?

9@ BElEE qTYIMT @r DEME MY HAIROSAD 6aIemeam) Myaflaflafl@lesae. quoml @eewDENTE e aldleweoulledm @RI @U@0 !
A:-Manager
206MERAQ

B:-Fair Copy Superintendent
6003 eH0af MY
C:-Record Keeper
60eIBW &lajd
D:-Store Accountant
GIRID @O DERABY
Correct Answer:- Option-C
Question95:-Who is to be verified the Local delivery Book?
ce® @ eawelad] ey @REEM aldleuoowlemer?
A:-Administrative Assistant
@rflalempdlal @pailaymd
B:-Despatch Clerk
OWTYIof HABLH
C:-Record Keeper
60eIBW &lajd
D:-Section Clerk
OTVBHM LB
Correct Answer:- Option-B
Question96:-Whose Responsibility is to keep the stock file?
GRS aN@B TYSllesIBD AR@es pomeandlomaem?
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A:-Record Keeper
60eIBW &lajd
B:-Despatch Clerk
OWTYI.of GHABLH
C:-Section Clerk
OTVBUMB AL
D:-Tapal Section Clerk
@O OTVSHM GBS
Correct Answer:- Option-C
Question97:-Find out the chapter in which the object of indexing and titles are mentioned.
odwglowldeo B6n)dzo UBlBa6EBE0 a1002dUla]lEleBam @WHPW. @6,
A:-Chapter - X
@WP@o - X
B:-Chapter - XI
@pWHP@o - X|
C:-Chapter - IX
@pWP@o - 1X
D:-Chapter XII
@pwp@o - Xl
Correct Answer:- Option-B
Question98:-"If there are several papers for issue to the same officer on the same day they shall be enclosed in one envelope." Write the paragraph
number in which the comment is quoted.
"@re® daime 6ee espMmUaT a3y ©2QI@INMI] MlEAIUS] Ealajgdud DEMEEIM @M 6@ BACKD ©aloleooldlE." @REIOWe DELAE]JElERM cueMUile: MMIB af DS
A:-Paragraph-79
suemuile-79
B:-Paragraph-81
cuemule-81
C:-Paragraphy-80
suemule-80
D:-Paragraph-82
cuemule-82
Correct Answer:- Option-D
Question99:-By whom is authorised to submit the weekly arrear list?
@@l @sl@le: aigle: Madaenn EreewoeT @rWlE:00eqsomIwlElesma?
A:-Section clerk
OTVBHMB LA
B:-Section Head
OMVBHUM BN’
C:-Record keeper
60eIBW &loyd
D:-Despatch clerk
©WTYIaf GBS
Correct Answer:- Option-A
Question100:-Specified working area is provided to Gazetted officers, Non-Gazatted Officers and Records vide paragraph 169 of MOP [Police]. How
much space is prescribed for records?
gy’ goadlrudadese emosmd-nmuga’ soadlrudacdese mMlddley wadomm easeimie MOP [eanallmy] aismuile: 169 @@ore ceaimge m@alaldlenm. coanisudaal a@ Mo
afldequdlafigens?
A:-20% of Total area allotted to GOs & NGOs
GO ouam. NGO &:Bses. @omeaidly 6n00m. cgeloges 20%
B:-10% of Total area allotted to GOs & NGOs
GO oudes. NGO @xidese @pmaidla) &200m0 ag@lowes 10%
C:-30% of Total area allotted to GOs & NGOs
GO o0 NGO &m0 @pmeaidly 6n00m. cgdloges 30%
D:-05% of Total area allotted to GOs & NGOs
GO oudas. NGO exides. @pmaidla) &200m0 agelowes 05%
Correct Answer:- Option-B
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