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FINAL ANSWER KEY

Paper: 025 - The District Office Manual
Date of Test 09-05-2024
Questionl:-Every periodical due to or by the office is assigned a number in the list of periodicals. Periodical number
mnb@,oeﬂa:mges al1gle@l@ Boadlny’ geaim MmaBes6m afg @RME:ale:@RudER. 8@ MmaId mm‘&aﬂmﬂ@sna“. @rs0ele mmid
A:-Vary from year to year
QIBnHo EDIQo AUDTVIOAIGo
B:-Is permanent
UBOULRIMAIETY
C:-Number is not mandatory
mmud al@sninwagy
D:-None above
QB al0sTO®IMORL
Correct Answer:- Option-B
Question2:-An interval of half an hour between will be allowed for tiffin or lunch.
o soilges @pEaeMIEAd wseas Sladlemo 9 alesHeMOBIEMmo
@PMAIGEs0.
A:-2 PM and 3 PM
2 PM, 3 PM
B:-1 PM and 2 PM
1PM, 2 PM
C:-1.30 PM and 2.30 PM
1.30 PM, 2.30 PM
D:-None above
S AlOFOMAIOWIMRRGY
Correct Answer:- Option-C
Question3:-In Collectorate who is responsible to see that the papers are typed, sent to the Collector for signature and on receipt after signature
despatched without delay
B2IEOFIM GalajQBHUd 66Sq] 621, BV H8HAL EPVYBHQ. Ba] GHILIMIAMIo &SIO® EPWEI G U AT M@WE:EBQ £.2IQWENRO af)TN EMOLHIM @RI
oomEE?
A:-Typist
66saflqy’
B:-Senior Superintendent
adlrload ryeeng’
C:-Superintendent-fair copy section
MYIeE-6an@ad ¢&oafl allkowe
D:-Junior Superintendent (C) section
srlod aywee (o) alleovs
Correct Answer:- Option-C
Question4:-All urgent communication to Government and Commissioner of land revenue must be marked in ink
NAOMOlOHMOQe eloma oaImy B0 HUIMQRIQYESS f)gf0 @SB «z@m@nﬂnﬂm@mgo 2edlol@d g ERSWIBOIGOTIIRlEEMo.
A:-Urgent in red ink
ajaim aciloled, @rsloamileo
B:-Official in black ink
SQOD 2nHI@3, BoesPUle:
C:-Kindly see in green ink
alg 2cHQI@, QW] B06MmdE
D:-Urgent in blue ink
el 2@, @oslsiee
Correct Answer:- Option-A
Question5:-Which Disposal papers have no numbers
aB@ AWleTYOTV@ GalnjQ@udey MMIQElg)?
A:-L. Disposals
ag)@. alemryomua)eudes’
B:-K. Disposals
&, allemyomue)sudes’
C:-XL Disposals
af)&an@. cwlemryomua)eudes’
D:-R. Disposals
@RAd. aulemyoauee:udes
Correct Answer:- Option-C
Question6:-Distribution register maintained in a Taluk office can be destroyed after
8@ ©8)88 Boadlmilad mysslesa allmesm eellqyd @ 6uoaste MUBlaflEnoqymmosny
A:-5 years
5 Qidauo
B:-3 years
3 Q@ao
C:-2 years
D:-to be retained permanently
audleac mlaimldomems
Correct Answer:- Option-A
Question7:-Distribution register maintained in a Collectorate contain pages
S8R0l aldlaoalesm allmesm esdlqydlcd Gal@B B floldlesme.
A:-100 pages
100 caimaud
B:-320 pages
320 ca@sud
C:-220 pages
220 g
D:-None above
BEI@D Al0OMAIOWIMEAL)
Correct Answer:- Option-C
Question8:-In the office of Dy tahsildar who is responsible for the control and supervision of the office when Dy tahsildar is on tour
aannjég’l @anMIlEBROA aleysSMe MSEmEMINU3 Boadmilmen MloEsmasim. eamemosomim. 2EMEANEIIT MadMImEImes Boadlmiled
A:-Tahsildar
®an@3RE03
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B:-Section clerk
OTLBUMB AL
C:-Head clerk
a0 HABLH
D:-C.A
V. ag).
Correct Answer:- Option-C
Question9:-The duty time of night watchman will be from
@@ BOUTEHIEOMBO cu)g MUO@o QO RGeS0,
A:-6 p.mto 6 a.m
£6QIBEME. 6 O Eoalen: 6 aee
B:-10 amto 5 p.m
eoaleel 10 gocd eeaals 5 ane
C:-9a.mto6 p.m
eoaleal 9 go@d eeaels 6 e
D:-None above
QBHEIW AlOFTDAOWIMRRGY
Correct Answer:- Option-A
Question10:-Which are the first aid appliances to be used for attacking a fire until the arrival of fire brigade.
@RUTIAMETVMYSS AIEAS 11O GlalgEmEOD ERE@AHEIM PaEWIUTEHETE @A WERHD Pald:EEMEEBU3 aR©@26m?
A:-0il
cheR
B:-Chemical fire extinguisher and water or sand in bucket
6HAEB® 0B af&TleUTlaQe niEdled HBsERd aeMeald
C:-Pebbles
&aleniludmy
D:-None above
ABHEI alOFDAUOWIMOREY
Correct Answer:- Option-B
Question11:-What is column No:4 of the Distribution Register maintained in the office of Dy. Tahsildar?
ewm‘gg,’l ®a0MImBEo@mes eoadmilad mysllaf@lesan alomesm elqydlemo esoge mmud 4 agomoem?
A:-Serial number
adloed mmud
B:-Title
WBlBUBo
C:-Disposal nature and date
AWlemoau@d M alQe Tl
D:-Date of receipt by clerk
A TVlle@la) Gl
Correct Answer:- Option-C
Question12:-The jamabendi reports for a series of years will be made up into a file and bound and they will be
QIBaHEBRESI8. MleMEmladasm saoesnias] (ﬂcndorﬁgre,ué B aORNE OB AR, @RI @RElER0.
A:-Kept permanently like books of records
006803 ejEsdud caloeal mudlencwl] ayssilesmmo
B:-Destroyed after a period of 5 years
5 aBaueom oeisalm ¢uentio M@laflesme
C:-Kept upto 10 years
10 cidato oo ayselenam
D:-None above
QBT Al0ATHAIOQOMoRS)
Correct Answer:- Option-A
Question13:-Which of the following Register is maintained in Form X in a Taluk office?
®269a]0QMARIE oB® eedlqRoeY 8@ ®a)E Boadl@d Gande X-@ aidlaloalesma?
A:-New case register
Ol eem eslqyd
B:-Personal register
eln® eslayd
C:-Detailed arrear list
Alleeeo® &SlEls: algle
D:-None above
HEI@ Al0OMAIOWITBAL)
Correct Answer:- Option-C
Question14:-What is column No: 4 of Fair Copy register?
600Qd E80afl ETRAOMBO EB08e MMUB 4 agamos?
A:-Date of receipt by typist
66saflqy’ mulledly clool
B:-Number
mmid
C:-Date and initial of Superintendent
MnElonto Blodlge odluale
D:-Signature of District Collector
oo H8HQeS Baf
Correct Answer:- Option-A
Question15:-Who is responsible for the accuracy of the Arrear list as well as their prompt submission as per D.O.M.
@@l alqfleno §ommEoe l.&.ago. JH0EYSS GRAIGES OalsMREs Mada]aelm. @REN pomed?
A:-Head clerk
a0 HABLH
B:-Superintendent C Section
g adl alleowe
C:-Superintendent-fair copy section
MYIE-6a0@AB es0afl alleowe
D:-Record keeper
60eIBW &lajd
Correct Answer:- Option-C
Question16:-In collectorate who among the following is responsible for checking of Personal register and to take steps to ensure that no avoidable
delays occur and no paper is shelved
BS8COFITB ©IOLaJoQMAUEIE @AM ABTln® EEIMA aldlerdwleBmM@ilme BFlAIEHIYIM BGILIMIATIEBRU PIMEIBITIREBIMMIM. Gala|QBHOSIMoo
@RAIEE0LIOFOMITIRlEBM@leEes Msalsleud mulledlesmain. pomeaode:vd
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30f13

A:-Daffedar
QWOGaNBOA
B:-Sheristadar
60ealTREd3
C:-Record keeper
606w Blojd
D:-Revenue Inspector
oQimy OMOTHAO
Correct Answer:- Option-B
Question17:-Paper relating to 'Suits' will be indexed under the head 'Suits'. So how will you index an Original suit bearing number 415 of the year
1998.
'rmé%aa,uﬁ' aOP@2OW] ENUTWOAIS Galnfd 'm:égce,ua' g @ele@SIM Sl Maleoiends.. @oasemewsles, 1998-ea1 415-:00 mmd aicm adlelmad s’ dlaned agemmem
myalleafends.?
A:-0.5 1998-415
&.agav. 1998-415
B:-0.S. 415-1998
&.agy. 415-1998
C:-415-0.5.-1998
415-6.qgav.-1998
D:-None above
HE@D Al0OMAIOWIMBAL)
Correct Answer:- Option-A
Question18:-In the Revenue Divisional office who will personally scrutinise the R-Disposal which are 30 years old
» oaimy alaflaxem@d eoadimiled 30 Qidat alemges @RE-leTyOTIE QBOlaEa0w] aldleuooulas.
A:-District Collector
alojo Ha8ad
B:-Sheristadar
PTGV
C:-Revenue Divisional Officer
oQimy wlaflauem@d soadlrud
D:-Junior Superintendent
adlod myeeng
Correct Answer:- Option-C
Question19:-Which disposal from among the following to be retained for 10 years?
®069ajoQmmaled mlan’ 10 adaueomes ago alldmlewonasem dlairdeomenzo?
A:-R-Disposal
@Rd-culemyomued
B:-D-Disposal
awl-auleryoruad
C:-L-Disposal
ag)@-cwlemyomoed
D:-K-Disposal
&-uWlempomuad
Correct Answer:- Option-B
Question20:-District Collector after personal scrutiny of R-disposals which are 30 years old, record review in which Form.
30 Qdao alomREs m@(ﬂ-wﬁcn}]}amed@gas QBTII0IERIR MYBYIBIEURIWMEY GdAH H8j GHBRE, aB®) EaNIOTIAIE GEEI BRAIGRIIEMe ©.21Q)d
A:-XVI - Appendix B
XVI - @rsnicrwo enil
B:-XIV - Appendix A
XIV - @omsnirwe af)
C:-IX - Appendix C
IX - @emeniarw. mil
D:-VIl - Appendix A
VII - @emesniacws af)
Correct Answer:- Option-A
Question21:-In regard to the general destruction of record files in Collectorate, whose orders should be taken annually
BelRpe0dlonl 60eIBU anwey B6S oD AlltedleEeMAY2IW NIMWeNS, ERTWOS POMEYHUY ABaHe EBIQo Qf)gE6Ma?
A:-Husur Sheristadar
20y@ ©auclTREod
B:-Dy. Collector(D M)
OWals] Hed (cWlagpo)
C:-District Collector
=lajo H88Ad
D:-Sr. Superintendent
adlrload myeeng’
Correct Answer:- Option-C
Question22:-Section clerk 'B' section of a Taluk Office required a record file. How can he get it.
8@ @) Boadmileal omueU® gdes 'mil' alleon Bl 8@ EOEEIBL NV @RYAILLYAET. BRAIME AfEEBEM LiEleRs?
A:-Enter the record room and take out the files
006803 QA (@JeQIUSlal ANWARIBUB ajOOTGERS:
B:-Sending prescribed requisition slips to record keeper
60698 @lojdes’ MdGlay lalmilaud mflojed Gr@ g
C:-Direct the office assistant to take it out directly
@R EMAIS JOOOmFENIM Boadlmy @rMIlqyaddlemos’ mldegudlene
D:-None above
AHEB alOFDAUOWITBREY
Correct Answer:- Option-B
Question23:-Confidential records which the Collector does not think it necessary to keep in his custody will be kept by whom among the following
@m0 equulaicd ryssiemen @RAILRIESIT G:E@RpAd G:M@RIN EaOMVY CRAIBUS IOPAOQYMAIWITD @RA ysles.?
A:-Sheristadar
6a0lryEod
B:-Daffedar
QWIERNBOAR
C:-C.A. to District Collector
@Jl.ag). &g &AL
D:-C.A.to A.D.M
al.ag). OB ag). AW, ago.
Correct Answer:- Option-A
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Question24:-What is the filing system used for confidential papers that Collector keeps in his own custody and other papers that he wishes to refer
frequently.
B8R VI BIRYWIQIEE NSRBI BaDMVEEEIB:BER. @RI AIXlAW] 0and 6.21QOM ERWACIERM aF GalajQBW3ER. alC@IUTEBIN anwellul MVeallwome agamos?
A:-Ahamednagar System
@pa0oad MA@ milage
B:-Vertical filing system
0QIdgler@d aneafl.ty milaye
C:-Roneo-number Alpha system of filing
€02emle@o-mMIB @R@a0 MUlqye ao@eflewy’
D:-None above
BHEI®W AlOFTMAIOWIMRRGY
Correct Answer:- Option-C
Question25:-Disposal files will be sent to record keeper. He will ensure that the files are properly arranged with their pages numbered. Current file
will be numbered with
WleTyoaued n0@ejE:UB HOEEIBA BlnjBL EPLQ.. ARV EPAIRES CalBdW EREGAIS &®20W] Gale:El4lgEamEm @REGa0: POqER.. Tlalaloal an@ed OIETE
@R AISIElEs0.
A:-Black ink
BQO Al
B:-Green ink
alg] Qo
C:-Red ink
2JQUM @]
D:-Blue ink
el aedl
Correct Answer:- Option-C
Question26:-All urgent communication to Government and Commissionerate of Land Revenue will be marked with red ink
qudenoclealas. ey oaimy B2l EOdlealsnaes afaf @rslmlo m@w@rﬁlmﬂm@mgo a0 2JIM At OB ERSVISOIFEDo
A:-Official
8DePUIEo
B:-Personal
QEOTlaloo
C:-Reference
0anommy’
D:-Urgent
@Sl
Correct Answer:- Option-D
Question27:-In a Collectorate how many call books are maintained?
8® GBHCOFITD 0@ 6803 MIERBUD aldlalelesmo?
A:-20
20
B:-10
10
C:-One call book for whole office
gaIm eoadlmilm. B EB0Ud 6njes
D:-One each for section
aflron@Bm 60eEIMo.
Correct Answer:- Option-C
Question28:-In drafting and in writing notes there are some standing instructions. Government will be treated as
QWaagleulaje @;cﬂqddw% agg@mMailaje afler qpomaslewy mldeguosmgens. mudarod @R al@lneTleso.
A:-Singular
ARHQlalMo
B:-Plural noun
6NU20U.2IM MIDo
C:-Neutral
m&smis
D:-None above
QHE@W AlOFOMAIOWITRALY
Correct Answer:- Option-B
Question29:-In drafting and in writing notes "the same" must not be used instead of
QWoaglulaje (e,o’lqdze,cr& ag)g@M@ilaj M@ aldeo ' @re®'" PaleIuTler@.
A:-It
sl
B:-Similar
URIMAIQ®
C:-Matching
6l0GBODE SO
D:-Agree
umoilEsme
Correct Answer:- Option-A
Question30:-In writing notes widespread error is the use of "for being" instead of
@dloyend agg@maicd agM@ale:e0 ' @o@lElEBmM@IM®’' alc@IUlERM@IET AlYAIGAID allvodss.
A:-Present
aleiafod
B:-Seen
6T
C:-To be
@RYBIM
D:-None above
QBHEIW AlOFTDAOWIMRREY
Correct Answer:- Option-C
Question31:-The vague and ugly phrase "do the needful" should never be used, instead say
"' BUMRDY IS af)IM RGO YODBIOHSDAIW IBEJEWIN. BEEE PaERIEGD, alde al0QS:
A:-"Do what is necessary"
" aRRes® Oage'
B:-Give orders
BoBWQHUD Mgld
C:-Keep in abeyance
cm%mim‘aaess@;
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D:-Reject
Mlemiles s
Correct Answer:- Option-A
Question32:-As per D.O.M who is responsible for the style and accuracy of the notes and drafts of a section clerk.
AWl &.af)o. (@800 BB OTVSUMD GHASIOMBO ‘ﬁ;(ﬂqd\ﬁ,gs)scyo WOHZOSQo 66walEt. HOIORe DOMENE!
A:-Revenue Inspector
oaimy OMBeOMYRA
B:-Heads of section
alleonomlemo eawoalleud
C:-Village field assistant
aflegyed’ adl@dowy’ @@lquadc’
D:-Spl. Village Officer
o3 aflegjed’ Goadirud
Correct Answer:- Option-B
Question33:-When a draft is put up the words with date and initial should be entered at the foot of the note.
8@ (Wag M@B6MI03 TlodQe @l Madloges _ anddud &dlaflomo qagled m@deeme
A:-Name of the section clerk
OMUBUM HASIOBO Gald
B:-Approved
@oulen@loy
C:-Intimate
@PFalo
D:-Draft submitted
QWoag m)m«’snj%
Correct Answer:- Option-D
Question34:-Note file will be separate from current file and its pages will be numbered in
eMIs a0@® Mlelafleal aoel@d amlm’ caols®Idles. @Soe®m @R@IOMO GalgE:ud )M @REASGlEs0.
A:-Red ink
2JQUM Q]
B:-Black ink
SQOD Al
C:-Green ink
alg) aadl
D:-None above
ABHEI alOFDAIOWITRREY
Correct Answer:- Option-B
Question35:-A reference to every paper quoted in the current will be noted on the margin of the current in pencil. This is called
B0 2ERLE|EERM §6ED Ealyidlemme @:(ﬂ_qd@g 8@ 0a00MMY’ B0MEOMO 203HMI@ aidmilelcd coaeqgam.. alom __ agan allglesme.
A:-Flagging
agoutlouy
B:-Jacket
R0HG
C:-Linking
eflelouy
D:-Fly leaf
66ag eflad’
Correct Answer:- Option-A
Question36:-From among the following which papers need not be registered?
DTlaloQARIEE WM age@IOE GalnjQeud Elayd ealcene®ies?
A:-X-N Dis
ag)gg-ag)od aulany’
B:-K-Dis
Od-wlny
C:-R-Dis
@R@-aullny
D:-D-Dis
el
Correct Answer:- Option-A
Question37:-From among the following which ledger is maintained in Form No.VIII B?
©96¢ aloQMAUDI@ @lam ag® eeluE0em tante mmud VI i@l ayeslaldlesana?
A:-Abkari Register
@RENIB0a! eelqud
B:-Security Register
mma,é(a’lgﬂ eellqud
C:-Ledger of pauper suit
aldald méﬁlo«ao ealuwRad
D:-Ledger of sale tax arrear
Al@ajm Mo eslgleqes eaiuwnd
Correct Answer:- Option-C
Question38:-All members of the establishment are expected to attend office from on all week days
MUNdIMETIOLI af)gld @RWEBESE. CRLTIeI agep dairvesslaj O® 80admilmd andmEIEEAM (Joilesilasmo.
A:-9 AM to 5 PM
eoaleal 9 go@d eeals 5 aee
B:-10 AM to 5 PM
eoaleel 10 god eeasls 5 ave
C:-8.30 AM to 4.30 PM
eoalee 8.30 gom eeawls 4.30 awe
D:-9.30 AM to 4 PM
eoaleel 9.30 gom eeaiels 4 aee
Correct Answer:- Option-B
Question39:-who is the custodian of Attendance register in a Taluk Office?
©g)e’ Soadimiloal @rgm@avamy’ eelqydlemto myesllyeoemd @rRy©6m?
A:-Dy. Tahsildar (cash)
oways] @anmiledeod (@yoaal)
B:-Dy. Tahsildar (R.R)
oaways] @aomiledzod (@R d. @ryd)
C:-Dy. Tahsildar (H.Q)
oways] @admiladeod (agal. @y
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D:-Jr. Superintendent
adlod myeeng
Correct Answer:- Option-C
Question40:-Time schedule for submission of Attendence register to District Collector as per D.O.M
AWl 8. af)o. (@800 g0 HBEHAE a0mAd eElqRd muadafesmailngs Mo
A:-First of each month
60600 MOTVOfo @RBY
B:-15th of every month
g 2000q)e 15-0:00 @l
C:-Once in two months
@6TE OTLEDIORICIETD
D:-Once in six months
@RQ BOTVONORIOG|ETD
Correct Answer:- Option-A
Question41:-The Office and Collector's room must properly swept and dusted daily. Who is responsible to ensure it?
0adlye &84q0S §olQe QNN BEDANMBE:Q OS] BBQYBQoe GAIEMo. @R POAEHIM @B PEmEEIDD.?
A:-A.D.M.
ag). Wl ag.
B:-Superintendent C section
aeng adl alleowe
C:-Daffedar
QWIERNBOAR
D:-Revenue Inspector
oaimy OMOTVHO
Correct Answer:- Option-C
Question42:-In Collectorate who will exercise general supervision over the whole office in regard to the despatch of business and in regard to
discipline
H8peodlad, emiminay easm@lomesdlyoe @wo. OMO & fejo ggaIm B0adlmileje ©al0® EAMIEMIFe AUaClEBMOUB
A:-C.A. to District Collector
ml.ag). &g Bapdes
B:-Dy. Collector (D.M.)
oways] Heed (oW, ago.)
C:-Sheristadar
RGN
D:-Election Dy. Collector
@leesmmgal owals] &eed
Correct Answer:- Option-C
Question43:-Which is the simplified and improved form of Dr.Maclean's "Disposal number system"
cwo. agiledo " adleryomuad mmid miqyosleo’ aiIglmal 624l @AD @al oG@osH?
A:-Thottenham system
G@I5MBan%0 MVlaye
B:-Ahamednagar System
@PaeadmnA@ milage
C:-File to field system
@@ g adl@do’ milay.
D:-None above
QHEI@D AlOOMAIOWITBAL)
Correct Answer:- Option-A
Question44:-Which among the following is a register that can be destroyed after 10 years?
©069ajoQmmaRled 10 aidauonimewats MuBla]enoqm awm oelqyd ag®osm?
A:-Distribution Register
aloesm elamyd
B:-Personal Register
Qeoln® eelqud
C:-Security Register
am@é«flgﬁ esdlaqud
D:-New case Register
0y EBMY eellqud
Correct Answer:- Option-C
Question45:-Running note files to the Personal and Periodical Register will be destroyed after
QBDilaleqle @RME:Rle:qeow eelmydlealss osfl.u) 6Mog anwa)e:ud ) eate MWBlaflErealge.
A:-One year
8@ Qoo
B:-Three years
QM QIako
C:-Five years
@6l QAUIBaHe
D:-Two years
©6NE QUBaHo
Correct Answer:- Option-B
Question46:-Which Register from among the following need not be maintained in a Dy. Tahsildar's office.
@96 alOQMAIRIG WSS oo EEITYQ. 6@ @num‘kgﬂ @a0mledEod soadlmiad myeslemerraiey
A:-Personal Register
sOIn® eEIqud
B:-Periodical Register
@Rmeele eeflqud
C:-Call Book
CBOUB EYEs’
D:-Fair Copy Register
6a0@A eH0af eslqud
Correct Answer:- Option-D
Question47:-What is the colour of R-Disposal jacket?
@R)@-Wleromued @o@dlemdo aloe agamosm?
A:-Blue

el
B:-Brown
eEem
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C:-Black
Qo]
D:-Red
Qo]
Correct Answer:- Option-B
Question48:-XL Disposal paper which have no number, can only be arranged chronologically. Their order will be determined by
DMUCIRPOED af)af@ Wlemom@d Galafd, & @ 20@e2 @@l H¥lg. Erames 6odwad midapelaamaoy @6,
A:-Date on which they were disposed off
@Al e ©a1Q Gl
B:-Date of receipt
omiloy @l
C:-Date of enquiry
@PEMIaHU6N TD
D:-1st day of January
LBAIG! BN G|
Correct Answer:- Option-A
Question49:-What do you mean by D.O. letter?
e, 02198 agM@e®:06ME MilEBud agmosm pegudleran@?
A:-Denova Office letter
awlemoqt Boadlny &
B:-Date of Order letter
803WA HOMNOMO G
C:-Demi-Official letter
oWal-8DERPUIE &0
D:-None above
HEI@D AlOOMAIOWITRAL)
Correct Answer:- Option-C
Question50:-All records will be arranged in the racks of record room side by side on edge. What is it called?
i HOEHMIBUWB:S HOEIBW Qaloal 0oE®Ees EPRGElxIeN Gale:dlez. ERGIOM agamosm alglesma?
A:-Vertical filing of records
£0EEHIBRHEOS LIoNIRIW an@eflesy
B:-Piling of records
6)0(2&)0(3(\13:9:%6)5 &I0@o
C:-Bundles
snU6TElIR) @03
D:-Ahamed Nagar system
@raozd MA@ alqge
Correct Answer:- Option-A
Question51:-What is column No.3 of Register of New Cases
ool eeMeges eellpdlemno esog. mmd 3 agmosm?
A:-Nature and date of disposal
Do 21QTOMO TVIRBIAINY GRGIQ0
B:-Title
DB
C:-Current Number
aleiallear maud
D:-Date of receipt
oMoy @l
Correct Answer:- Option-A
Question52:-Tahsildar after inspection of the Personal Register of C section clerk raised some queries. What is the time limit for furnishing the reply.
©@anMI@B08 Ml OTLEUMB RALSHMO EalgeM@ EHITYA al@lewvowly Ewats allel 6aDBKERUE DMTy). AQaIS] MELM@IMPEs TUAWAGIU] A @@oem?
A:-24 hours
24 pemlesd
B:-48 hours
48 aemlgd
C:-12 hours
12 aemiigsad
D:-3 days
3 dlamve
Correct Answer:- Option-B
Question53:-Distribution Register maintained in the office of Revenue Divisional Officer contain how many pages
oaImy alafleem@? Boadlmuges soadlmilad myeslafdlesm aloesm eElqmdled c@ ealBeud @nssElolclenme?
A:-220 pages
220 ca@sud
B:-200 pages
200 cauimenwd
C:-320 pages
320 caimond
D:-500 pages
500 caigenud
Correct Answer:- Option-A
Question54:-In Collectorate, the District Collector will inspect the Personal Register
B&89e0dlad, o Heed ayetlno eslamyd al@leuoouslaso.
A:-Every month
ng]%;o @OMOQYo
B:-Once in 3 months
3 momuomilerndleed
C:-Once in every 2 months
60600 2 20O &6l
D:-Once in 6 months
6 oomuETilerndle®d
Correct Answer:- Option-C
Question55:-Who is responsible to draw up a programme of check of Personal and Periodical Register?
QUEDTnIEQ) @RMRERIEB:Y0Q EEIMRGINMO BB 6216 GjoWIe MPINIENIMB @RI DEMEAIE?
A:-Head of office
830adlmy’ ©anouy’
B:-Section clerk
OTLHUMB LA
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C:-Junior Superintendent
adlod myeeng
D:-Head Clerk
a0 HABLH
Correct Answer:- Option-A
Question56:-Local delivery Register maintained in a Taluk Office will be destroyed after
8@ ©5)8 60adlMI@ aldlanelemm ean®d@d ewelad] eelamyd @ GWoatte MWBlaflEnOaigo.
A:-5 years
5 Qidauo
B:-10 years
10 oo
C:-3 years
3 QIBawo
D:-1 year
1 oo
Correct Answer:- Option-C
Question57:-Which Register is maintained in Taluk Office in Form XV?
€ande XV @3 08)ds 630adlailod @@y @eflayooeny aldlaloelesana’?
A:-Periodical Register
@Rmels eeflqyd
B:-Suit Register
s eeflayd
C:-Distribution Register
r\m«gﬂeruénsm& eslqud
D:-Security Register
omaaldl eslapd
Correct Answer:- Option-D
Question58:-Register showing hour, etc. of handing over and taking back sealed bag containing key of record room is maintained in Form
6063 QAlOMO @IEHITD @SN MVITS 6.4 MIOYY HOBAIQGINTIOMOR. TBOE: afFEBRMTIOMBOR. MW DRIV B:MIERaN eElqRd 6anodilad rysdlenmo.
A:-Form XIII
canoe XII1
B:-Form XI
canoo XI
C:-Form IX
Ganos IX
D:-Form X
Ganoo X
Correct Answer:- Option-A
Question59:-Each stock file will have a table contents prefixed. The pages of these files must be neatly numbered in
60600 IR a0WelM®e BG algle: PessH®. @ladlg EaQEleR. DD WWEGEHS cuBBUD MO BN @REAISIElEeMo.
A:-Black ink
SHQOD Al
B:-Blue ink
el aed
C:-Pencil
OalmBrilod
D:-Red ink
24U Q]
Correct Answer:- Option-D
Question60:-Revenue inspector of a Spl. Tahsildar office required 40 copies of an order. Can he take 40 copies using duplicating paper and

duplicator.
8@ TR @aOMI@EIR Boadlmilen: oaimy DBeTYHA 8@ 2omEAlemo 40 esiafle:ud @RI, (ww’lccs&gﬂocn“ GalaJQo c\»_m’lmmg(go 90160 5] @d@Idey 40 c@oa]
a)§06207

A:-He can use duplicator and duplicating paper
@oIUdE AbjfleEngqe Agfleandly Galajqe Dalc@oullEnde
B:-He can use ordinary printing paper
@R@IUBE MOWIREM @JMBClUY Galajd Dale@ouilendo
C:-Duplicator can be used for the use of Head of the Office only
80adlmy’ cawolQes Dalcon@IM 20@o t\um@lmﬁmmﬁ 0aleIUilEnlo
D:-None of the above
AHEI alOFDAUOWITRREY
Correct Answer:- Option-B
Question61:-In collectorate who will fix the place and date of hearing
S8e0dlad Q0G0 HUBERMM munaigj Glclw. @REEN dluniwase?
A:-District Collector
=lojo Haead
B:-Sheristadar
60ealTYEod
C:-Jr. Superintendent
adlod myeeng
D:-Dy. Collector (DM)
oways] &8 (Wlago)
Correct Answer:- Option-A
Question62:-On the first of every month the subject clerk should prepare an abstract of pendency. Abstract arrear is prepared in which Form.
af)gJo @IMVQYe BAMIe TV Ve ALY OaIBAMBMIOS BT Moo BQVOIENEMo. ERENITYIE BSlyFle: aB® candalaem @@ocossoldlesamna?
A:-Form No. X
Gande M@ X
B:-Form No. IV
Gande mud 1V
C:-Form No. VII
6anoe maud VII
D:-Form No. IX
Gande MA@ IX
Correct Answer:- Option-C
Question63:-From among the following which disposal is to be retained for 10 years
©96¢ oM@ ag@osm 10 aidaueome allmlewon. mlaimldecomenz?
A:-D-Disposal

aul-auleryoruad
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B:-L-Disposal
ag)@-cwlemyomad
C:-K-Disposal
&-ulemyomued
D:-R-Disposal
@rd-culemyomad
Correct Answer:- Option-A
Question64:- Register can be destroyed after 5 years
oflayd 5 QIdauEBileeuBate MUdllenoqmmosn.
A:-Fair Copy Register
60003 eH0af elqud
B:-Stamp account Register
RO @REEDETE ElmYA
C:-Distribution Register
mﬂrr}gﬂsménm% eslqud
D:-Security Register
om@é@’lgﬂ eslqud
Correct Answer:- Option-C
Question65:-What is column No.4 of Fair Copy Register
©a0Qd e8dafl EETAIOMBO eS80 MMIAB 4 agamos?
A:-Title
WBlBatiBro
B:-Date of receipt
omiloy @l
C:-Date of despatch
@OW .4 BRG]
D:-Current number
alenlear maud
Correct Answer:- Option-C
Question66:-New case Register is maintained in Form
Ol esm’ eeElqyd €a00al@ al@laloelasmo.
A:-Form No. llI
Ganoo maud I
B:-Form No. X
Gande M@ X
C:-Form No. V
Gan0%o maud V
D:-Form No. IX
Gande maud IX
Correct Answer:- Option-A
Question67:-Government suit Register is maintained in Form
aqUAEID g’ eeflqud 60023 al@laloalesmo.
A:-Form No. V-Appendix A
Gan%o MA@ V-@omenicwe af)
B:-Form No. X-Appendix B
Gande MMIA X-@oaesniaws enll
C:-Form No. VIIIA-Appendix B
canoo maud VIIA-@rmenimw. enil
D:-Form No. II-Appendix A
6an20 maud |I-@raeenicrwe of)
Correct Answer:- Option-C
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Question68:-Clerks commonly use 'till' in a way that is positively misleading. What is the meaning of 'no reply was received till January 1st'?
@oo08000] 6O Flrvdlalesim alwool YamYM@Id MOWIEIMIT] 'aBe" RaltIUllesm. emad 1 aee aQals] aidalle) apmmaleno erdmeammosm?

A:-No reply was received even on January 1st
23l 1 af ¢alogje aqais] aidafgy
B:-Reply was received on January 1st
2maid 1 a¥ aQais] eidly
C:-Reply received after January 1st
2000idl 1 aY 6weato aQais] aidlyl
D:-None of the above
HEI@ Al0OMAIOWITBAL)
Correct Answer:- Option-B

Question69:-As per D.O.M. establishment of a Dy. Tahsildar's office consists of how many clerks

Wl 6. af)o. (B0 B3T3 awm@g’l @a0MIBR0meSs 60adlnila)es H03R00@eS afeRe

A:-5
5

B:-10
10

C:-20
20

D:-3
3

Correct Answer:- Option-D

Question70:-What is column No.5 of the Distribution Register maintained in Dy. Tahsildar's office?

s)cwnjég’l ®adMIIEA Boadimileal olﬂng’lemgm(ra eZlaydleal edog. mMmIB 5 ag)mmosr?
A:-Title
WBlBUBo
B:-Date of receipt by section clerk
oTLeM AL geaim iy cloo
C:-Current number
mleiaflear moud
D:-Record keeper's acknowledgement with date
o] madloges ©0eEId lajQes @ReUl®:00.
Correct Answer:- Option-D

Question71:-It is mandatory to retain 'Pauper suit' Register for years

QiBaicEmE 'al0aid auis' eeflmyd ryeslesarzay midsnimwaos.
A:-5 years
5 aidoso
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B:-3 years
3 QiBawo
C:-10 years
10 oo
D:-1 year
1 Qidasto
Correct Answer:- Option-C
Question72:-In Collectorate who is the custodian of attendance register
H8960glod a0omd eellqydlento ﬂgm%ﬁ@oroqﬁ @ry©06m7?
A:-C. A to District Collector
eloo &agdas mil.ag).
B:-Dy. Collector (D M)
s)(w(uég’l @8 (UWlago)
C:-Sheristadar
6©0aITYE3
D:-Daffedar
[elNatenld)
Correct Answer:- Option-C
Question73:-What is the penalty for 3 days late attendance without permission in Taluk office?
®08je’ 80adlmilad @emacialigpem 3 daime ©eAIE] a00REIGBMEIM agamosy alle?
A:-Forfeiture of 1 day C.L
1 damecm ml.ag@ Mayeqiscd
B:-Forfeiture of 3 days C.L
3 darveom aUl.ag@d Mayen|sod
C:-Forfeiture of 2 days C.L
2 Alameom il ag@d Mayenlscd
D:-Forfeiture of half day C.L
alel AaImeom MUl.ag@ Mayeascd
Correct Answer:- Option-A

Question74:-The first step to be taken in order to introduce system into any office is to divide office into convenient sections and to
draw up a clear distribution list, which is that system
aRO®I@ oadlmilealese ailqge @RAIMElEBmMIM @Gk 6.2QEMEE Boadmilem erVEEYE2ID alleoniredd alesdless®. BRI 8@ AleEeM algle:

OQIOIERHQo H2IQd> oM@
A:-Ahmednagar system
@Ra02EMNA milaye
B:-Tottenham's system
6595Man0lomo milaye
C:-Maclean's system
agladay il
D:-Numerical filing system
osuy0 an@ealloty milaye
Correct Answer:- Option-B
Question75:-What is column No. 3 of Distribution Register maintained in Collectorate?
@aipeodlad myssisldesmm almesm eelqydlemo ee:og. mmd 3 agamosn?
A:-Number and initials of the clerk
HAOMBO MmIQe Tlanale
B:-Source No. and date
6O MMIQo @il
C:-Nature of disposal with date
COTEWIOSIafo Mo HaIGAD TVIBIAI
D:-Date, due and to whom
Olol, ERSERMR, @AL'
Correct Answer:- Option-A
Question76:-In Collectorate, C Section clerk got a tapal on 02.01.22. The time limit for taking action is
eggeodla, mil emveum gdssim 01.01.22 @ am @an eidy). Msaslbwgammoinag mawadlul @6,
A:-Within 7 days inclusive of holidays
@paull Almenud eueqjes 7 damoslmgsied
B:-Within 3 days inclusive of holidays
@] Amesud 9wenes 3 damonlmngsiod
C:-Within 5 days inclusive of holidays
@paull Amenud eueqjes 5 dlamoslmgsiad
D:-within 10 days inclusive holidays
@] Amesud 9wenjes 10 damosingsicd
Correct Answer:- Option-C
Question77:-Gun license renewal application is to be registered in which register?
COOES HORITVMBMY ADEBMOIBES @EaldYU o@Dy PSS EElaRAd 6.algemo?
A:-Personal Register
eoln® eeElqyd
B:-Register for gun license
COOE OHRIMMTOW] EHITYRA age
C:-Periodical Register
@Rmels esflqyd
D:-Suit Register
mjég“ eslqud
Correct Answer:- Option-B
Question78:-Which of the following disposal is having a brown paper jacket?
®069aJ0QIMAIRIEE ag@ awlemyomuallensny eEned Galnjd B0 OEE®Y?
A:-L-Disposal
L-cufleongocroad
B:-K-Disposal
K-aufleryoruad
C:-XN-Disposal
XN-auflergocroad
D:-R-Disposal
R-aullecryocroad
Correct Answer:- Option-D
Question79:-In Collectorate, whenever possible, the tapal should be opened in Collector's presence. To whom Collector delegates this duty.
BSSRHCOFIT TLIWIRIBEMIIORI0e HLIHROS MIMIWITTI@ @@ DOEMo. BHEIHB @A 0D qamel M@HM?
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A:-Husur Sheristadar
20y@ ©auclTREod
B:-C.A. to Dy. Collector (L R)
@l.ag. oWals] BeRdL (ap@d @ra)
C:-Junior Superintendent (D M)
sBrlod e (al ago)
D:-Dy. Collector (N H)
owaysl B8 (agm agal)
Correct Answer:- Option-A
Question80:-Who is the custodian of call book in the office of Dy. Tahsildar?
ch)nJég'l @a0m@3R0@ soadlnilear 6003 cieslomo @eqolom @ryeosm?
A:-Distribution clerk
(\lﬂﬁg‘]&ﬂ.l&n%ﬂ'a cr=og
B:-Office assistant
&0adlmy’ @oailaqyadc’
C:-Head clerk
000 HALH
D:-Tahsildar
®anMVl@3B0d
Correct Answer:- Option-C
Question81:-In Collectorate who will personally scrutinise and record orders for the destruction of R-Disposals
H8#e0glmd @ra-awlemyomua®ud mwlaleamaines 2EmEABU QlETlalER0W] aIBlERIWIERE:R EEAIFTDWYo O.aIGMGY
A:-District Collector
elejo HaAd
B:-Head clerk
000 A
C:-Sheristadar
RG]
D:-Dy. Collector
OWals] &8dpad
Correct Answer:- Option-A
Question82:-For destruction of record files in Taluk office the record keeper should take orders from whom among the following
©06je8 80adlnile) ©0EEHIBW a0 MWBlaflEBmM@IM ©0EEH B &lajd emlajoqmmadicd @rElm Mlan Bodawd aggameme?
A:-H.Q.(D.T)
agal &y (audl.<€1.)
B:-Jr. Superintendent
adlod myeeng
C:-Revenue Inspector
oQimy OMOTYHO
D:-Tahsildar
®a0M@ER
Correct Answer:- Option-D
Question83:-In a Taluk office Tahsildar direct the H.Q.(D.T.) to circulate a U.O. note. What does it mean?
8@ ®9gJes Boadlmiled manmiladcod agal. &y (audl.€l) o @.6 emog’ AleEeMo Ha1M MIREFUBe M@ETR. af)MIET DGIMA®N.?
A:-Un-Official note
@REMDERPUIS &la]
B:-Semi-Official note
@RARL-8VERPUIE E:Cla]
C:-Un-ethical note
£60MTIBG§0O B:Claf
D:-Urgent note
@prSlwle &dlaf
Correct Answer:- Option-A
Question84:-Periodical Register maintained in a Taluk Office will be destroyed after years.
8@ ©5)8 60adlml@ mysulleam erme:ele eeflqd QUBHODIM 6LoaHo MUBlaflEwenige
A:-5 years
5 Qi@aso
B:-3 years
3 Qidawo
C:-10 years
10 oo
D:-2 years
2 QI@awo
Correct Answer:- Option-C
Question85:-'N' reference slip is maintained in which Form
"N 0an0@ay qfla] og@ canodlensny mysd sldlesomnay
A:-Form No. IX
Ganoo maud IX
B:-Form No.X
Gande M@ X
C:-Form No. VI
Gan0o maud VI
D:-Form No. Il
6ande mauad I
Correct Answer:- Option-C
Question86:-While in office all members of establishment must address the other member
aoadmileneiclenemoud modamamieal aggioo @oUIEERGe AF @OUNIODD @REITMEEENIOWM 6).2ICQYENED®
A:-Address courteously
20MyR0©] @REITLEENIWM BaIQS>
B:-As they like
@RAIR DYOFMNDEALIOR!
C:-Disregard of rule
N2OBleMO @oAIEMM
D:-None of the above
AHE alOFDAUOWITBREY
Correct Answer:- Option-A
Question87:-What is to be entered in column No.3 of the Security Register maintained in the office of District Collector?
g @88Qes eoadimiad myeslsildlam emuedld eslaydlemo emog. mmd 3-@B a6 M@REHER®?
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A:Title
BB
B:-Current number
alelear maud
C:-From whom received
@@lod mlary’ m@ﬂ%
D:-Nature of disposal
@o H21GAN VIR
Correct Answer:- Option-C
Question88:-Daily stamp account of a Taluk office is maintained in which Form as per D.O.M
D.0.M. @eo0gss 8@ @oass sadlnilendo @a@ldlm quom! @eesrvsm mysallesamna
A:-Form No. IV
Gande maud 1V
B:-Form No. VI
6ande maud VI
C:-Form No. V
Gande mmud V
D:-Form |
Gando |
Correct Answer:- Option-C
Question89:-Which register is maintained in Form No. III?
@@ E=laooeny éande maud Ill-ad ryeslsidlesana?
A:-Personal Register
Qeoln® eslqyd
B:-Register of new cases
Tl eamysges eslqyd
C:-Security Register
meed eElqyd
D:-Pauper suit register
alog)® aug’ eeflayd
Correct Answer:- Option-B
Question90:-D.C.B. statement is prepared in Taluk office. What does D.C.B. means?
aufl. ardl.enil. @ogyes’ 80adlilad (@aRoaIN @O0 agoem’ cusl.adl.6nil. agmMO@d @RAMOROEBME?
A:-Details of calamity breakdown
BEMOBIOMO ®E:A.5/QeS QlluoBudERUB
B:-Demand collection balance
W20y SSHUM srIoeImdmy
C:-Direct collection balance
cmd§§g HSBUM enIoeIdmy’
D:-Demarcation collection balance
@RTIROD HSBHB enI0eImBmy
Correct Answer:- Option-B
Question91:-What is the mode of submission of file to Collector's camp?
H8PQOS @PMIELIE an@B TVaBa]Esin Aol agamosm?
A:-Files should be sent in locked boxes
ANWBIBHUB CRIOED OalQ csmo&re,g%% @RWREMo
B:-Files should be sent in bags
An@E)BU3 NIYEEIM EPWEEMo
C:-Camp clerk will collect directly from Collectorate
BN AL BEeodlad mla’ em@ls’ cueeidleso
D:-sent by registered tapal
RHIMRA E2IQ @alo@d Yl CRLYRS:
Correct Answer:- Option-A
Question92:-What is the time duration for pasting of the correction slips?
OBODTD (Qg'lqdd-hu& 5lE0Mees MaAIEIW] af)@wosm?
A:-10 days
10 dlaaoe
B:-Within 3 days of their receipt in office
oo svadldleaion 3 damrvuosiresslcd
C:-5 days excluding holidays
@] daruarud adles 5 dlaime
D:-30 days including holidays
@naiw] daivessed eweaes 30 daave
Correct Answer:- Option-B
Question93:-As per D.0.M Kerala Gazette will be circulated to whom as soon as it is received in a Collectorate
AWl 8. af)o. (@JB0B0 EHOS NAVQA HIeRHF® aIElaoasMd @RAe®IOE® allmeeme 6)_'11(%0?
A:-Head of section
alleowre eawoall
B:-Distribution clerk
n.tﬂ«gﬂsmymnb fckeog
C:-Revenue Inspector
oaimy OMBOTYRA
D:-Daffedar
[elNalenld)
Correct Answer:- Option-A
Question94:-C.R. is a common abbreviation in office usage on the work and conduct of Govt. servant, what is it?
VAR CTVAUBEOMO (JAUBCOMOTOQo HTBRIGEOTORo @srﬂ_qd@g 630001V DalEC@INTTIHR! HDDAN YGBEHRET MUl @RYAR. ERO@ANIET?
A:-Crime Record
06(Eo HOCENIB
B:-Case Reference
GBI OanOMmY’
C:-Confidential Report
a0V} Sleaods’
D:-Copy Register
edq] e=lamyd
Correct Answer:- Option-C
Question95:-What is the rule regarding punching of stamps to be observed in Taluk office?
®9ejes 3oadimiled qRomye:ud aleml ealgmaimes Mlwae agamosm?
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A:-Punched with a small punch
6@ 620l aleml 9ale@ulal aleml Ol
B:-Punched with a circular punch so as to remove the whole of the figure head
adlnd ©a00 GEAMIYs Mo 62QYMTIMIT] &G YOIRTIVIRYSS el Pale@IUla] alal E21gs:
C:-Punched without removing the figure head
adlnd ©a00 Wvo HaYPIS® aleral O.aiQyd:
D:-Punched with tag
S00Y Dalc@OUTlaf al6ral O.21Qd:
Correct Answer:- Option-B
Question96:-Collector should submit the Revenue Business Return (Half yearly statement) to the Commissioner of Land Revenue by
HSHAQ oaimy enflrdlmay’ dlegem (@pAdEL ABw]E: @(‘ngmm) eloma’ oaimy &oflaueNBes’ avadaflenemo.
A:-20th of the month
aoquesiear 20-::00 Gl
B:-10th of the month
aoquemieer 10-::00 @@l
C:-1st January
mmaiEl 1
D:-15th of every month
a)glo @00 15-0:00 @il
Correct Answer:- Option-A
Question97:-Each personal register and Periodical register should be accompanied by which will last for the calendar year.
60600 QBTN elqydel. eRm®E:Rls: eelqydlmee. SI6MRA QId fld adleirlcdase
A:-Attendance register
andmA@ eulqyad
B:-Call book
GB0UB EYss’
C:-Running note file
06flety 6MIZ’ aO@@
D:-Record issue register
a3y EElqRA eosamody
Correct Answer:- Option-C
Question98:-Personal papers relating to officials will be indexed under the name of the officer concerned. How will you index - S. Clement and
Clement .B.
2EBLPNMNMBAIDS IMWOAIS AUBTIND GalajBHUB MW 2EBPVMNOMO Galdlmd Myalawianaammosy. alErud afeEreEMm Myaleniandss - afm. amd @R egAMA i
A:-Clement. B Clement. S
6gamd il gamdd agmy
B:-S. Clement  B. Clement
AV, Hadd enll. gandc’
C:-B. Clement  S. Clement
onll. gamdA eV, oS
D:-None above
@mammmamgg
Correct Answer:- Option-A
Question99:-Whenever there is a cholera, smallpox or any other infectious disease at the dwelling of a clerk, to whom he has to report.
BT PATROMBO QTVAVOLITTY EBHIVO, AUTYE! @REQYEBI MEE®EIAj ald:ds APUWIBUE PEMRIGEMIONE, @I EREO @RGIWEnsm.?
A:-Nearest Medical College
@RSIDSS HAWIEH®D EH068s
B:-District Medical Officer
elejo ealen@ Boadimud
C:-Taluk Head Quarters Hospital
©98)65) DWW BIBESE BRWIT
D:-To the Sheristadar
eadlryaaslealss
Correct Answer:- Option-D
Question100:-District Collector has marked 'X-N Dis' in a tapal. What does it mean?
510 B8RA ey o) WM 8@ @analmd @ERSIBeIFODI. af)moem @IMmAma.?
A:-Do not register but return in original
QA8 E21QYWD aMI@ sl Tldlod: OBIgERE:
B:-Do not register
MR8 6 1Y@
C:-Hand over to record keeper
60603 Blajd6s OOBAIQE
D:-Register in P.R
ofl. @aodle. eelqpad e.alge
Correct Answer:- Option-A
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