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FINAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test
Date of Test 28-05-2024
Questionl:-There is a to aid and advice the Governor in the exercise of his functions.
DBIMQSS (JAUBEDMEERUY MAAUGIERM@IG MANIW]EIMe PaleBUslEIM. B3 O6NE.
A:-Chief Minister
geuyaa
B:-Council of Ministers
220@meS 6B DMmIlwd
C:-Chief Secretary
aflad ©VE@SA
D:-Secretary to Governor
»IBMQeS HTVEGSO
Correct Answer:- Option-B
Question2:-Which of the following Rules is made by the Governor of Kerala in exercise of powers conferred by Article 166 of the Constitution of India?
amyd ceEMISNQes 166-@re @omeaEe M@BEM @RW®:I06mBLY almlewuill te:o8 VWAIBIMA PRI aIgaEREITS ag@Im?
A:-Kerala Service Rules
g audallmy’ Qumy
B:-Kerala State and Subordinate Service Rules
6HE8 6qRg, muesnodaslemy mudallmy Qudmy
C:-Kerala Government Servants Conduct Rules
CHEG TVAHID PERPUNMIAB Hal®BAIQ ISEERU3
D:-The Rules of Business of the Government of Kerala
eHeg MBIElBeo silmimmy’ mloasnud
Correct Answer:- Option-D
Question3:-Any information to the Press shall be issued through
@mleaies ag@ allaieqye Q¥ M@IBso.
A:-Secretary
OIVGSO!
B:-Chief Secretary
aflad ©VE@SA
C:-Director of Public Relations
alepfles’ dlealamBmy cw@ogd
D:-Minister concerned

MITWEeS AT

Correct Answer:- Option-C
Question4:-It is the duty of the to check the accuracy of the titles, when he examines the personal register.
ASTIN® EHITYA IrlewowlEeBemoud, WBlBaUmEBENS GO aldleUIUWSlERMEY OMO HSAWIE.

A:-Office Superintendent
80adlmy’ my@Jeng’
B:-Secretary
OGS0
C:-Section Officer
OMLBHM B0adlrvd
D:-Under Secretary
@PEMTRA OGSO
Correct Answer:- Option-C
Question5:-Which of the following is false with regard to the method of noting?
€MIS’ ©.21IQYM AOIQRV] NITWES @IOLOQRMAIIE aB@6NT omg?
A:-The Assistant and Section Officer should authenticate the note with a dated initial close to the margin
@RMIYMBQe OTVEUMD Boadlruge aodelmlemos’ caldmes am GO ceaIea OB &:Cla] @RUWIE:0ClE:aEm6M.
B:-A note should not be concluded at the end of a page
8@ &0laf 8@ caledlB60 @RAIMIMe @RAIMVIMl e
C:-No note shall be written in the margin unless it is very brief
QAIBOE BEHALPO® BT ﬁa('ﬂqde 203D f OB
D:-When an officer writes a question in the margin of a note, the reply to it has to be written in the margin itself
8@ 2e3HPNMNM 8@ &Gla]e0 2BHMI 8@ ¢aldB)k ag@emwd, Er@Iees aQalsl 2T @HM afg@emoe
Correct Answer:- Option-D
Question6:-The controls the subordinate legislative activity of Government.
MAEIRIBe0 Sldlaiss Mlamldmosm @aBommaEses wlo@lesmo.
A:-Legislature
dloamue
B:-Governor
waRemad
C:-Minister concerned
MITWeS AT
D:-Chief Minister
geua@s
Correct Answer:- Option-A
Question7:-The Director of Public Relations reports directly to the
alepfles’ dlealamBmy Wwwogd emEls’ &8 Gleafods’ ealgamo.
A:-Chief Secretary
aflad ©VE@3A
B:-GAD Secretary
GAD emugsdl
C:-P & ARD Secretary
P & ARD emu@sdl
D:-Minister concerned
MIMWOS QB
Correct Answer:- Option-B
Question8:-Which of the following statement is not true in the case of the custody of Index?
Myallees SRS &N @IOLAOQM @MRIAMGE® @M Elwe?
A:-Annual index is prepared by the Records Branch in respect of all the orders issued from secretariat departments
[RIMYtel ey mce;qdcs;g'lr@ @ o§0qy3allEam aggio PODEYSBSROYs ITWEIS HOEEIBUMY Ejo6rl AdBadld: Myaller @QIOIERM
B:-Annual index is printed department wise and circulated to all the officers and sections of the secretariat
ndasle: Malles Wlnjodseamdd’ @ldlal @raslal emu@esdledleel aggjp eoadimdaodes. HmLexMMBEWBER. Al®@eM. 6.agMo
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C:-Copies of Annual index are submitted to all the Ministers, Chief Minister and Governor also
Qdelle myalees Aol afglo 2@@203£R0 PeuyRTlER. VAIBEMAER. MVRB M

D:-Spare copies of Annual index are kept by the records branch
QBal® MRale@es OTYRA edafle:ud HOeEIBWMY Eosrl Mysalenamo

Correct Answer:- Option-A

Question9:-The a division of Government Secretariat wherein specified subjects are dealt with.

BB eTVGEestleditec am alallam, @r@le MIddy alluweaBwd Ee®:®IoK ©.21QM0.
A:-Section
alleovo
B:-Department
Qidsaf
C:-Branch
(Ejoeral
D:-Wing
afles’
Correct Answer:- Option-B
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Question10:-At the end of each year a consolidated list of files disposed of by the Council of Ministers must be prepared by each department for

submission to the Chief Secretary by the

60600 AIdausaimomamieje aaslrueo qudl dlen. eal® a0QEJHSOS GO @&l allqy alad em@s0lEs’ @ qadaflesma@ln’ @Qo0oseMe

A:-1st January
mmaEl 1
B:-15th January
mmael 15
C:-31st March
0@ 31
D:-1st April
ogajlcd 1
Correct Answer:- Option-B
Question11:-Which of the following is not a function of House Keeping branch?
©@069aJ0QINARIGB aB®IET 0D laflet? EoeIMBe0 @aIBOmMag?
A:-Providing telephone to Ministers and their staff
2QOI203E8. ERAIMGES HAUMEIBER. 6-SLNEaN06Mm M@DHTD
B:-Secretariat Garden
6MVGESOlF B
C:-Providing of Name boards
omlo GNIOBUIBHUB MBBHTD
D:-Storing of records
CEAIBU3 MYslen®d
Correct Answer:- Option-D
Question12:-When the letter is signed by officers below the rank of secretaries, they have to sign it
OTVGSOIR0®OS OB ®IOYQYSS OGRPNOMNAB HOTIT Baflgemiod, @eAIB ERGI® Baflseme.
A:-Approved for issue
@nyéoﬂmsmﬂ modloe,aﬂgd
B:-Forwarded by Order
8080WA (B0 HOBRICIVD
C:-Issued under authority
@PWBHEEDIN B1Fled MBI
D:-'For Secretary to Government'
' B3 BTV@sOles’
Correct Answer:- Option-D
Question13:-Control over the staff attached to the Ministers is the special function of
2@I0®EES 42CRIQRSS HAUMEOMOS AT MIQEDENAoETY OMO (COYS: amEal
A:-Chief Secretary
aflaf ©MVEGSA
B:-Secretary
OV
C:-Chief Minister
Qeua@s]
D:-Minister
2@
Correct Answer:- Option-A

Question14:-A member of the establishment touring on public (authorised) holidays in connection with the performance of his duties is not eligible

for in lieu of holidays on which he was on tour.

OWBOO YADLIBSOS [@BHSMAYROW NITWES Hal0D (@ReUf®) @rAW AaITVEREI aleySMo MSEM MUNdAIMEBIOL! BT @R, @AM FalerIRl@man @RAIW! AaIMVERUVE alt:@o

- GOWMEY.
A:-Compensatory Holidays
Magnl@lande MBS @RAIWIEIMEERUS
B:-Travelling Allowance
QIO @RRIQIMBMY
C:-Compensatory Allowance
Magnl@lande @RAIAIBMY
D:-Casual Leave
aLOWIREM @RAIUS
Correct Answer:- Option-A
Question15:-Interpellation Register in Form X of Appendix | should be under the custody of the
@OMENIMWo |-621 Gando X-681 alemye nimw esflayd Moo aquulaianaldensm.
A:-Office Superintendent
&0adlny’ e’
B:-Parliamentary Section Officer
al0@216am00] HTVEHM Boadaud
C:-Section Officer
OILSHUM Boadlrud
D:-Section Assistant
©ILEUM @MY
Correct Answer:- Option-C

Question16:-The pending current files, not disposed of by should be carried over to the new personal Register.

¥l @ldajosnoom mleinla)ss anaje:ud ool ATl eeElqRCleRIEs OEEMgGAI0E:EMo.
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A:-31st January
mmaiel 31
B:-1st March
0@ 1
C:-31st December
awlruosnid 31
D:-1st January
mmaEl 1
Correct Answer:- Option-A
Question17:-The important word that is placed first in the title, by which its alphabetical position in the index is determined and on which primarily
depends the possibility of finding the title, is called the
BIBuHODIB @B MNdalaflAEBm @WIMes alseED, Malewien EREEARH GO ERGIMBEO MuNIM. MBERVIEBGHQ WBaYUM GHOMIDM@IPEE TLIWITOV
@10216:200] ERWDEREB HaIYIMTOM g allglesam.
A:-head
a0y’
B:-subject
Qflatio
C:-sub-head
aoent eanauy’
D:-title proper
(PEWIV ORIOHS
Correct Answer:- Option-A
Question18:-When drafting a disposal of an important or general nature, the will decide whether a copy of it after issue should be added
to the Stock File.
@WIMOSEDI HAIDAWEMI BRHD B@ WIEMYOMIE WIag ©.21QeMI0U3, Doy 621Q@M G @RTIMOO BM ald:@a] GIRIE AW EaIBEHMERO aga™
o@)@0mleso.
A:-Assistant
@pmlqyma’
B:-Section Officer
OMVBHM 630adlrud
C:-Under Secretary
@A OTVEGSO!
D:-Secretary

MV
Correct Answer:- Option-B
Question19:-The is the first line supervisory officer and has to ensure that the staff working under him observe the decorum of office and

discharge their duties as per the rules and procedures laid down in the matter.
0@y’ 6618 Myajdeeimnud] aoadlmuoosm, @regaoawil@eo &l¥Im adomleam espnmuad soadmilden @oaimde. MElealeae:qe Ala@Om alosmoildlesm
TR2EEE. MSalSI@REEBEE. @RTIE]] GRAIBES YRAORIMD m’locmga@o 621QIPEEMENT DO ICEETRDEE.
A:-Section Officer
OMVBHUM 6B30adlrVd
B:-Under Secretary
@PEMRA HMVGSA!
C:-Secretary
OV
D:-Office Superintendent
80adlny’ e’
Correct Answer:- Option-A
Question20:-All proposals for legislation and amendments to enactment and rules shall be dealt with in accordance with the provisions contained in
the
dloamidmomosioss aggp mldeguosng. Mloamidamomaniaye aigmsslaj ceeVGIeg. Mloamsgle GosaRaldlesmm ARSIV HOBE00%0 6.21Q0
A:-Kerala Secretariat Office Manual
6HES HMGE50IQY 60adlmy @omITd
B:-Kerala Government Secretariat Instructions
eHE8 MAMIB 6MLGEsClwg mldeguosmmud
C:-Kerala Public Service Act
6508 aleyfles qudallmy’ erey
D:-Rules of Business of Government of Kerala
eH0e8 MA®IEIMBEO milmimmy mloasmrud
Correct Answer:- Option-D
Question21:-Money, Cheques and other valuables received as enclosures to the communications shall be entered in the Security Register by the

-ﬁ:m@srrﬂmﬂs)nyqa‘e,gs)s QRIEBE0W) 2ils) alsmaj SaldBd G0 OF Qﬂelnjsl?dgg QOREBSo MYEeM EHEITYOITS CeAIOAISEDo.
A:-Section Officer
OMLEHM B30adlrvd
B:-Office Superintendent
&0adlny’ cyalend’
C:-Tapal Assistant
@al@3 @RMIIqRMS
D:-Assistant
@pmilaymd’
Correct Answer:- Option-B
Question22:-The Secretariat Department shall keep call book, Tapal Register and Attendance Register for a period of and thereafter they
shall transfer to the records branch.
6M@E50lRF Wlaodgeamd eoud e, @an@d eellqyd, @rgmanmmy’ eallqud agmilal Soaigalcalss TeuleRe:Qe @ROIMEUBNH @RAI HOCEHIBUWMY Ejosmilealss
mog\ﬁ,u{ga 6)5]%!0.
A:-Two years
©6TE QIBaHo
B:-One Year
BT Qo
C:-3 years
3 Q@ao
D:-5 years
5 Qidauo
Correct Answer:- Option-C
Question23:-The disposals containing decisions already taken put up for reference to processing of fresh cases are called
oJOI@ EBHTYHUB EOTLMY H2QMGIMO] D@IMB0 afFO® GIBROMERUY @RSEEIL AUlETYITaEES agam aliglesmmo
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A:-Back files
6O aNQEYBUD
B:-Correspondence File
BSOCTYIEEMTY 0@ @B
C:-U.O. File
Q.8. 0GB
D:-Routine File
Aol a3
Correct Answer:- Option-A
Question24:-All official articles whether the postage is prepaid or not shall bear the superscription on the envelope.
©0@ @& floaiol eremEle @oeaIBIal afeld BVERYUIE: GRIEIMETREo SHUCIDd )M CROLILOD DENOWIE]ER0.
A:-'On Kerala Government Service'
e Md®IAR mudallailad’
B:-'On India Government Service'
'snamy wamBeamo’ cudallmilcd’
C:-'Sent by Post'
' @anelcd eow 4o’
D:-'On Secretariat Service'
'emu@esdleg sruaimonia’
Correct Answer:- Option-B

Question25:-The disposals have to be certified by the before transmission to the record branch.
Slegmodous’ Enjosrmileelss) ©6@®a0Q0 OagMEIaY gmi cullemyomuej@eud VOB ISOTI Gl EDEmo.

A:-Assistant
@pmilqyma’

B:-Under Secretary
@PEMRA HMVGSA
C:-Office Superintendent
&0adlny’ my@eng’
D:-Section Officer
OILEUM Boadlrud
Correct Answer:- Option-D
Question26:-The is authorized to grant casual leave to the staff in the section.
equasmleal Haimenodas B:0nimd eflal @pmaidlesmailay -) @RWIE:00R6ME.
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMVBHUM B30adlrVd
C:-Deputy Secretary
ewm‘gg,’l Rl Vel
D:-Secretary

MV
Correct Answer:- Option-B
Question27:- form is used to issue certain statutory rules and orders or for notifying certain decision, statutory rules etc., in the Gazette.
Gando aflel MORAIERIW alSEBE. POMEYSBEe af0dgllaBmM@IEMI @RERIEIE VG allel GlmmomeaRu, MlaIERI® aISERUY e ErAlTlEsmM@iemo
Daleouilanmo.
A:-Memorandum
ACADIOI6MEe

B:-Office Order
830adlrud sodawad
C:-Circular
qudesald
D:-Notification
@rdllla]
Correct Answer:- Option-D
Question28:-The should certify in the Tappal book that all the papers received in the section have been entered in the Personal Registers.
alleon @il eiEla) afgfo Galojg@ge AEDIN® EElTRQBEIM coannqygomiaigesmmy @@ BT MVIBUOIGODEMo.
A:-Office Superintendent
&oadlny’ cyalend’
B:-Section Assistant
OTLBUM @RMIITYMT
C:-Section Officer
OTLEHM Boadlrud
D:-Under Secretary
@PEMRA OGSO
Correct Answer:- Option-C
Question29:-The has to ensure that all the disposals taken by him from the Records branch and the use of which has been over till the
date of Assistant's relief are returned to the Records branch.
60T Enyoefled Ao’ @M aggT® ag)gyd (UJ'IG(TBO(TUEJ@J%O @pmilqy@dlieo defld cloo] aee @amamla) fale@onqje HOEEIBUM Eomieals GlElos
M@HMPOAUM DOJICTRDETE.
A:-Section Officer
OMVBHM 630adlrud
B:-Outgoing Assistant
8956!WlouY @RMUlmadd
C:-Incoming new Assistant
DMBBAoUY my @pmJlqymd’
D:-Attender
@rQMWA
Correct Answer:- Option-B
Question30:-As per the Rules of Correspondence, all addresses shall be entered in fair copies of the communications except in the case of
S06TRMRMMY Mlwamrud @rMMIE] Y, 89losQss aggd oﬂelom)sengo m@wm)oﬂrrﬂm@sengas MPV2OW m@)@rﬁ@gaﬁ M@EHENEOIE.
A:-Replies to the Petitioners
andlenodenss agas
B:-Proceedings
MSalSl@nenRud
C:-Circulars
MURERRIQEH U
D:-Government Orders
MUREHIB DOTMEYSUB
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Correct Answer:- Option-A
Question31:-When communications without proper authentication happens to be received what measures will be adopted by the Assistant?
ROl ERUIBIEleOWgEm ERe@almlaweasud ciEleRemIMd @RMUIMRMA A MSaSke:goem’ Tulle:dlesd.
A:-It shall be returned under the signature Assistant concerned
MIMWEa5 @RMVIMRMCIT &¢I @ dldlos m@Bso
B:-It shall be returned under the signature and orders of Under Secretary
@REMTEAG HMGSCINeS Baflve DEEABWBER. ST OO GElOS: M@0
C:-It shall be returned under the signature and orders of Section Officer
6MUeM 8oadlnQes Bafav. EmEE:WER. S D Glelod Mm@Bse
D:-It shall be returned under the signature and orders of Secretary
OMGS0IQeS Bafee QEBENM:WBER. HFIT8 O @lElOE: M@0
Correct Answer:- Option-C

Question32:-The may allow the Head of Department to note on Secretariat files for speedy disposal of it.
OMGESCIRG a0ejBges canawiees Gldq@mealmal alnpdseamd sawoalow @RMAUIGIEIEN00.

A:-Minister concerned
MIMWEJS QT

B:-Secretary concerned
MNITWEA OTVEGSO
C:-Chief Secretary
aflad ©VE@SA
D:-Chief Minister
geua@l
Correct Answer:- Option-B
Question33:-The printing of proceedings and the connected notes are restricted to
msmslﬁ,%as @R 4ISIQ snInWlafla) EMIg&HGo @R aldldomeasovialdesm
A:-Important cases
@UWIMBS CHTYBUB
B:-Orders and circulars establishing important precedents
@JWomeny5 gBallwle:ud mundallenmm pEmEAM:Ee TUAEBRIQHS
C:-Papers likely to be required frequently for reference
0a00@MIMIQ] ealqjQdud s@les @RAILBYRIVI QI
D:-All the above
QBHEW AlOODAIOWEIe
Correct Answer:- Option-D
Question34:-In cases where a Department may have pertinent submission to make on any particular decision of the Council, the

Secretary/Additional Secretary of the Department must take the file personally to the for clarification.
6@0emalallB60 ogem®EIaj (e GlBAMOVITE B Qg0 TSRO TIABAIMAENROCLEIYM MBAEREREI®S, Ald:]B60 HIVGSHY@RASlaHM® HMVEGST! QBT
AN QAUBETIaIEA0] GRIES 6)BHIETBEAIIBEMo.
A:-Minister
2@l

B:-Private Secretary of the Minister
2@@IQOS HeAG OTVGSO
C:-Chief Secretary
aflaf’ ©MVEGSA
D:-Chief Minister
LRI
Correct Answer:- Option-C
Question35:-The Administrative departments handling service matters have to report any significant development based on a Council decision or
judgement of the High Court or Supreme Court to the for initiating further actions.
EIVQIN BHIRYTRUY HOBEB0k0 B2 @ofimlerydlal Alndseamye:ud 6 eeMMIIM ClBROMETMEDI HENEHISTIYHSEDI MYefl emIsTlgesews allulow
@RSIMOIMAIEIEWI aBO@Blaje MYJWIM MeAIANE:IMIERUS Clenjods ealeQenzmosy.
A:-P & AR Department
all & ap@R® Qldn]
B:-Law Department
Tl Ada]
C:-Head of Department concerned
MW Adsa] cawoal
D:-Finance Department
WM Qs
Correct Answer:- Option-A
Question36:-The notes written in the context of inter departmental references are known as
08 Wlojod5eamBOM 0a0MIYBESS alMICHRICTHITS aggaiw cesrﬂqd@,ua af)MAl@Oalgam.
A:-Circulation Notes
UAERERIHUMD \e,m%ja,ua
B:-Routine Notes
al@lal ces(ﬂqdae,u%
C:-U O Note
Q & &0la]
D:-Sectional Notes
afleon oeso'lqdaaauﬁ
Correct Answer:- Option-B
Question37:-In the Courts subordinate to the High Court the suits and other proceedings are co-ordinated by the
£6a0CHISTNS HFlaies eoosOleaElod OGS0 ag msms%e,ge agedallafleroma @6,
A:-District Collector concerned
MITW6aJs &g HeHa
B:-Advocate General
@RADICEHY LMNOTI
C:-Government Pleader
Oaemeamdd qllwad
D:-Registrar of High Court
©6a068050 Eslmyod
Correct Answer:- Option-A

Question38:-In all matters relating to constructions, fixing of rent for buildings at a rate higher than that allowed shall be invariably

consulted.

@IBep0sMQRO® NINWEA]S af)gfd S0REREIR), ERMAIGNLAID Af)M@IEME I OB eI HB:SISEBRUES AoSE Mlunilesm® mudleacw] @reaioalesnsrrmosm.
A:-Revenue Department

oQimy Qldsaf
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B:-Public Works Department
£00®AEIAOD Qldhal
C:-Industries Department
QIAIMO® Qldsaf
D:-Law Department
Ml da]
Correct Answer:- Option-B
Question39:-In Secretariat sections doing specialised work like reprography, transmission of messages such as telex, teleprinter, fax etc. are under
the charge of
em@estlog alleonsmsgla dleaowoad, eseig, eselliB0a, anog @SR MIEMBUBENS TMVsGJSHEMo. EaIRISS JEOK emoele:ud 6agmoy o0 gameiiens.
A:-Under Secretary
@RENRA OGSO
B:-Section Officer
OMLBHM 630adlrud
C:-Secretary
oIV SA!
D:-Office Superintendent
&0adlny’ myaJeng’
Correct Answer:- Option-D
Question40:-A communication received in one Department from outside the office or from another Department of the Secretariat which is stamped
and numbered in the Department is until disposal, known as
8@ Wlnodgeamole soadmilay ajocm mlemo erugesdlodioal 26Q0@ ulajodseamdlad mleamd alajodseamdled qpoml 6.1g” mmudlges 6 eruealdia. M. 6alMm@an
)0 @RCIegMe.
A:-Information
allaieerud
B:-Letter
O
C:-Current
dleialees
D:-Case
BHMY
Correct Answer:- Option-C
Question41:-The reception offices are under the control of
aulleeem aoadlrysud Qdafldeo dloaemamienen.
A:-GA (House Keeping Cell)
GA (00000 &laflet¥ V@)
B:-CMPGR Cell
CMPGR eaued
C:-Home
@R
D:-GA (Co-ordination)
GA (e@9o-aodaslemauad)
Correct Answer:- Option-C
Question42:-Incoming papers in the secretariat departments are received in the
RIS Ye ol ey (Mrﬁzqd&@’l&&l D@B&alotY GalajQeud @ eiElaso
A:-Reception office
Slorvaletind Boadlany’
B:-General Section
6ald® alleoie
C:-Parliamentary Section
alodeeamdod] alcowms.
D:-Office Section
80adlmy’ alleowe
Correct Answer:- Option-D
Question43:-Assembly questions received in minority languages (Tamil and Kannada) are got translated by the
DyMaldm @t (mald, sBamaw) aidly @RV aE)ERUY AlAIBEMM. 621D @6,
A:-Official Language
86BN @oaH

Department.

B:-P & ARD
P & ARD
C:-1 & PRD
| & PRD
D:-Law Department
Ml ada]
Correct Answer:- Option-D
Question44:-The title to be entered column of the Personal Register.
el eelaydlden MVeEROWMOIE M@IEH:6NE USlBaHdso.
A:-2
2
B:-3
3
C:-4
4
D:-5
5
Correct Answer:- Option-C
Question45:-While communicating , post copy of the communication should be dispatched for confirmation of the message already sent.
aRwalrla®. MSELEMIWE, DBIME. @PW .5 MEMBUROBIMEO MAdle:EMETIMI] ERRAIMAETIBHO EaldMY eBa]l EPWEREEIEN.
A:-D.O. Letter

al.s. Som
B:-Fax Messages
Q00 TLEM3UREERUE
C:-Routine Reminder
alolal 803eaSomad
D:-Endorsements
@RoUTB:06BRU3
Correct Answer:- Option-B
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Question46:-In Secretariat dispatch is done in a centralized manner by
emu@estlogiad o @m0 dolalanem @reesmMoY
A:-Section which do the consolidation function
ARBNH:EEM JAUBOMM. M@ Afleowle
B:-General Administration Department
MO @RALIMIETYUMD Qlda]
C:-Central Agency
EH@ a@Bml
D:-Office Section of each department
60600 AdafBe0Qe Boadmy alleowe
Correct Answer:- Option-D
Question47:-The should ensure that the register, special registers and stock files are maintained as per the office instructions.
80adlmy’ ml@equosIRUd @RMIELA] EHEITYQ (e TR CIRIES aNWEjBEe al@laoall \gmeeqIamy ©0aOEREMo.
A:-Under Secretary
@M@ BTV
B:-Section officer
OMVBHM 630adlrud
C:-Office Superintendent
80adly’ my@Jeng’
D:-Secretary
OV
Correct Answer:- Option-B
Question48:-Cases intended for the Governor are to be sent to the
DUBIMEO DeqUdlyss eBmyHUd g MaTlcalss @P@Qo.
A:-Governor's Secretary
LAIBEMQeS HTVEGSO
B:-PS to Chief Minister
QU@ all. agony
C:-PA to Chief Secretary
aflaf’ ©VEGSOIE all.ag)
D:-PRO of Rajbhavan
el ofl. ard. 6
Correct Answer:- Option-A

Question49:-Before filing suits, civil appeals or other civil proceedings on behalf of Government, shall be consulted by the Administrative
Department.

MAICIOM @I @) 4] mjgaua, adlafl@d @rallejed @eegEsled ag MA@ Msasleud agorlal co@@d s)mug«nrm’lrﬁ g, @pcyflalempdlal awlajodseantqaowl]
&5loeaIdallEso.

A:-Advocate General
@RADICEHY VMO
B:-Head of Department
Qusa] cawoal
C:-Law Department
Ml ada]
D:-District Collector
oo Haead
Correct Answer:- Option-C
Question50:-When the proposal requires clearance, concurrence, advice or opinion of other Department or sections as required by the Rules of
Business or the Secretariat Instructions, the file may be
QUMY &vad’ enllmilmay’ @regEl@d oM@ esdlg Mde3UeaERUd @RMMIE ] MIBEEUETINY HIWOMMY, MVE®., DaIEBUB. @ROIESIT ag’ RIESTES! 0 alleonssng ) @RElJOEnd
@RI QUBBEMID, ADQ®D @RQI@lED0.
A:-submitted to the Secretary for remarks
@PElOWERUIEBOI] HTIGSCIE Tuadafy
B:-returned to the Head of Department for remarks
@rElowaREn] (lajodseamd’ cawoalles dlegem alge
C:-circulated to the Minister concerned for orders
DODEYSHUWBEHOW NITWES AT GOW.4f
D:-subjected to interdepartmental reference
B0d aWlajodgeamomd oanommilay afllewwaosm’
Correct Answer:- Option-D
Question51:-Correspondence is called when Government Officers correspond with each other or with any member of the public, on
administrative or official matters, without the formality of official procedure and with a view to the interchange or communication of opinion or
information.
60e6UIe MSISIGAERENS BDaladBle:® BSIO®), EPEIOWER) AlIEBESE HOGRIQe H.aIYHEWI ERUAIMIAG. MSEOB:EWI HAYIO® TUALHIB PERPNMINA alETY@. EPERIE:IE]
ABOOBIRe HaDBMEBERIT], EEEMAIERIWY EREREITE BVE3RPUIE: @0oEBEIT EPUWAIMIAW. MSEDEMVUE GOTISaEES agom’ allglesmo.
A:-Official
8DeEPUIEo
B:-External
[T 1Yol
C:-Un-official
@ROMVEBPU o
D:-Demi-official
oWl Badlauyod
Correct Answer:- Option-D

Question52:-In respect of starred questions concerned should ensure that the file relating to it is sent to Minister's office under proper

acknowledgement sufficiently early.

DAY aflamnalg eal 3 HHOYOTI@D MIMWOS 0@, 2EIReS Boadlmileals EILIL @RUIIB:IEETMIOS ATIWIW EMEOTD (em@%[lgasngcrﬁ 20JQIGBOEMo.
A:-Secretary

OISO

B:-Under Secretary
@6MEA BTV
C:-Additional Secretary
@RUlaHEM@d HIVESO!
D:-Section officer
OMLBHUM B30adlrvd
Correct Answer:- Option-D
Question53:-The inspection team of P & ARD may conduct a periodical inspection of every department atleast once in
P & ARD @es al@lewoowmo muceelo -0l adlameniBlaj afgd AU ®SOST) ERIER]E: aIEleILM MSTBIEwE%..
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A:-Three years
QY QIako
B:-Two years
@6NE QUIBaHo
C:-Five years
@6l QAUBaHo
D:-6 months
6 moaue
Correct Answer:- Option-A
Question54:-Letters of Government should go in the name of
MUABHICIMBOO HADHUB )M Cal@lEd Caldd6emMo
A:-the Minister
2@
B:-the Secretary
OMVGSO!
C:-the officer who approved the draft
W @RUIBEla) £EBPRNMNM
D:-the Section Officer
OMLBHUM B0adlrvd
Correct Answer:- Option-B
Question55:-Additional Secretaries and Joint Secretaries occupy a position next to that of
@RAWlaHEM® HTVEGSOI20B. =ORIMO HIVEGSI20B MO0 BRSO MVOIMoe QUallEBMD
A:-Additional Chief Secretary
@RUlaHEM@ allad” OVE@SO
B:-Head of Department
Qida] cawoal
C:-Chief Secretary
aflad ©VE@SA
D:-Secretary
OTV@SA
Correct Answer:- Option-D
Question56:-Correspondence is called when one Government Officer, as such, addresses or is addressed to by another Government Officer
or by any public body or private individual, in writing, in accordance with certain fixed rules as to form, matter and procedure and with the intention
that such correspondence may be the public record regarding the question discussed.
8@ MBAB BadTud 26gm MBEIB BoadlNA EREYEIM ARE@EIJ HADD MNIAIM. BRESIBITE TVIGIEY UGBTI CEEIIYEI, @I BIRKYo MSAISIGAG MetNIMUly allar dluaio
TloaaruEeIY@20Q] allenme MEE:EMIEPD GREITVEMIIWM 6.2IQYEMIIELO ;:OGTYITTRMIVIOM agam Alglesme. EROMEe GOTISANGHUB @] HaIQ) GaBEOD
MUoNIMNUWl 9] Hal0D® EEAIIWIEEI af)M DERUBEODIOS.
A:-Official
8eapUTle:
B:-Demi-Official
OVl B0adlauy@d
C:-Unofficial
@ROMVEBPU o
D:-External
6100k
Correct Answer:- Option-A
Question57:-Letters seeking opinion of the Advocate General have to be got scrutinisied by
@pawiesnd BMoeldeo ErElpo®e COFI BEDH03 MYBYalElereowmyY Allew@maEneMo
A:-P & AR Department
P & AR ai@a]
B:-Law Department
Tl Ada]
C:-Head of Department concerned
smcru)e)ng (')J(ﬁ;r)du GlZl(DOOJ’ngo
D:-Finance Department
WM Qs
Correct Answer:- Option-B
Question58:-In a file requiring decision of the Council of Ministers the required consultations with other Departments are to be made
2@@I20@es OBPMMIlBe0 Tl@madme ERPAILERIY 6@ anweled ag’ ma;qdee;gmom)’l @YQUYRIW &SIWIERII MU MSCODEMRMIET
A:-while processing a case and not after Council decisions
B@ EHMY GOV aam%u:(moua, OBDEMMVIE8 @@A0MEERUBES GURAHAGY
B:-after the decision is taken by the Council of Ministers
2@INVEIEIN. TBRIMOAFOD CUdAH
C:-at any time before issuing the orders
80BALQBU8 M@HM@ITY NI aB@ MVAWED.
D:-soon after extracts of the decisions to the Secretary received
wﬂ@mammgas @@{sa%ﬁw OMVGSOlED alralqd
Correct Answer:- Option-A
Question59:-If a paper is wrongly addressed to one department of the Secretariat, it must be immediately transferred to the concerned department
under orders of
8® Galo)d QX sTVGesFldlon 8@ ABlom @rEMcaIOWM amgﬂ@amwﬂmﬁ, @O LODEQYHUB (8000 OSM ENIMLOAIS Qldiaflealss @OQERMIET.
A:-Section Officer
OMVEHM B30adlrvd
B:-Secretary
OTV@SA
C:-Office Superintendent
&0adlny’ my@eng’
D:-Under Secretary
@PEMRA HMVGSA
Correct Answer:- Option-D
Question60:-The system of indexing which obtains in the Secretariat is the system.
om@estldl@ aiclesan mmeavglu’’ meallwoms avlqyaosny.
A:-table index
algle myaile
B:-file index
D@ ayalle,
C:-orders index
80BowaA yalle
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D:-slip index
o] myalle>
Correct Answer:- Option-D
Question61:-While preparing Index, personal papers relating to officials should be indexed under
Myallé @QO0OEREMIUS, £ERPUMNMAID] NIMLOAS BTN GalaQ U3 (@000 MYall&@lRieneme.
A:-name of office
80admilade0 eald
B:-name of department concerned
MITWOA5 AU flBOO Eald
C:-the name of the officer concerned
IMWOS OEBPOITLAMOO Gald
D:-name of the district concerned
MITWeNJS HojQes Gald
Correct Answer:- Option-C
Question62:-What should be the action required when the file for which the back files were requisitioned are disposed of and added to the relevant
back file?
611085 a0WEYA3 @RERKBMIHY] 20 (MHlEvoe ©.21QYBYs IVBRIW MIos; an@eflealss eaBLRd:Qo HaIEMION EHAIDRIW MSals] ag)@o@lememo?
A:-Such disposal may be got re-stitched and transferred to the records branch directly
@oE. Mleve allnge DMTlEWFEBEQ HOEEHOBWTY Enosmicald GnElS 2006 ©.21Q0
B:-A copy of the new file may be prepared and added to the back file
0l 0el@e0 8@ ald@a] ©®QINIEH e anwellealss’ Galdedo
C:-Such disposals are handed over to the Office Section for necessary action
@ROME. 202lMERU @RYAUUBRIW MSalSlB:uBER0®] Boadlmy alleowEmiay ee®:n0QM™
D:-Both files are kept separately and cross referenced
©6NE aDWEJBSo HQIEYEO MY il Qo EGIMY 0aNOMNY 6).21Q &R 6.21QAD
Correct Answer:- Option-A
Question63:-Which of the following is not true in the case of dispatch of outward communication?
ReMIgEs ERWAITIROTIMBEO GIRKITIB ©IOLOQYMATIT oGO wedlwgy?
A:-It shall be communicated in covers with or without economy label
20GEHIEMA GRINITE DBBEMI GREIOMEWI OB HAIQBE® @RAIIER.
B:-The number and contents of communication may be written in the economy label or flap of the cover
@RWATlOBIBEO agpale OEESEN afereemaadl calniallealn HaIGIBe0 agiafeald aggale e
C:-The covers may be numbered for local delivery
€@ Hwalacleno] &IQEUdEY MMUB M@IE00
D:-The number of communications may be noted in separate sheet when there is more than one letter in a cover for local delivery
6l dwelladleniwl 8@ $acdled aamlaiwle. EreUEERUS O88equd a;@ua@nﬂm’lm@mgas Ao @e®id Il ceaIOqgO™mI
Correct Answer:- Option-B
Question64:-It is the duty of the to bring to the notice of the Secretary any serious delay or other irregularity, and any indication that any
member of the establishment is obviously unsuited for his work.
AROOEIj YBEAIW HIRICOIATVCR g S 0, MVOJAIMOET
WAV EBOgEODENRTY QOS BHSOWIETT.
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OIVEUM Boadlrud
C:-Secretary
OV
D:-Office Superintendent
&0adlaud ayejeng
Correct Answer:- Option-A
Question65:-The shall forward copies of all original petitions, tax references, tax revisions and other proceedings of an original character
filed in the High Court regarding which he received notices.
g SOIEINS OaldlamesasQe m@(ﬂ%@oﬁ, 50y’ 0anomaysud, somy’ dlallumeud @soe® emle emoglmy aIflal@a0el MIMLe]S ©OAEENISTIVIT OV 6.21Q
SO HaIFlUPBHEESYo MBI 0an0MIYH:EHSQe MlE:®i alblayoem 2g MsalSlegesy aldBald(d ©OBBIQ
A:-Registrar of High Court
£6a0eHIS| eHIMYod
B:-Liaison Officer
£RIQTVEM 630adlrud
C:-Advocate General
@RAIEEHF BNOCS
D:-Public Relations Officer
alepfles’ dlealaumdmy 8oadlmud
Correct Answer:- Option-C
Question66:-Fair copies of proceedings criticising the Head of Department should be signed by
Q] cawoallo® aladuleran MsalSleges MmPaw ma,ragdcs;uis &aflsemo
A:-Secretary
OTV@SAl
B:-Chief Secretary
aflad’ ©VE@SA
C:-Additional Secretary
@RWlaHEM®3 HAVEGSO
D:-Minister concerned
MIMWEeS 2QT
Correct Answer:- Option-A
Question67:-Cases involving relaxation of Service Rules or orders relating to qualifications for appointments, test to be passed, promotion etc. may
be consulted with for advice.
avdaflmy Qg:&gﬂ@ D80 UBEDMDURBOYOSQES EHMYBHUB @REYHIT MRaMERWBERES CWINIOB:UB, AlITVICEEMN @8, MOIMBVYe @SHEFVAIMQRIW NIMWO]S PODEQYSHUB
©alEBUOIMOX] 200 ENINWOISIQYIMIET.
A:-Law Department
Ml ada]
B:-General Administration Department
MO @RAIMIETYaU Qldsal
C:-Finance Department
WO Qldha]
D:-P & ARD
P & ARD
Correct Answer:- Option-D

Jje @oUe MO0 c0elles I alE[IMT AGMAILRM aBO®EBIAl MYaIMEWI HTVGSGIQeS

o
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Question68:-The submission of files to Ministers or to be Governor for information or orders is termed as
allaeamrudeEnd QOmEQIE:UEO el BTlacdea0 AIBEMA ERYG:AIEMI aWARIB:U Madalesmmaiom agom’ allglasme.
A:-Put up
adS’ @oal
B:-Transfer
SoadaRd
C:-Forwarding
GandBeaIwlety
D:-Circulation
MUBEBERIHUM
Correct Answer:- Option-D
Question69:-In the case of non-official bills, the Law Department sends a copy of the bill with the statement of objects and reasons to the
and to the department to which the subject matter of the bill belongs.
@ROMDEBYPOUIE mﬂgd‘ﬂ;gas BRI, Mloaciea], miglldec 8@ aledal, Qg
2UB86IgM Aidnflealss. @POEMD.
A:-Chief Minister
geua@l
B:-Governor
naidemad
C:-Secretary to the concerned department
MITWBa5 Adafldeo eauEsdl
D:-P & ARD
P & ARD
Correct Answer:- Option-B
Question70:-When there are, in a case, several points for orders may be resorted.
8T MVa0.2IEYOBIM3, BIBWQBUBEI] mleaiw] CalwlmdQsud @RAIRIENER 0.
A:-Circulation Note
@alEem &Cla]
B:-Summarising Note
Mo@a0 &Gla]
C:-Routine Note
al@lal &:Gla]
D:-Sectional Notes
afleon :eso'lqdds:uis
Correct Answer:- Option-D
Question71:-What should be the action required when a modification or a subsequent order is issued?
6@ alElegEEMEad DSAMEE DEMECA oj0eFNlEREMINU3 @RNIBRID MSals] )@ ElEneme?
A:-Such new cases are to be closed as a fresh disposals and shown as further papers on the facing sheet of the back files
@ROEe TV EBTYHU 6T oJOI@ WIBTYOTIE @R ELHIMY OaQYHQ. allamloal anweeEeS EanWMly) alidlod @FO® GalyjQBEIW] GMIEB®®e EtM.
B:-A copy of the new file may be prepared and added to the back file
O 0el@e0 6@ ald@a] ©®QI0IEH s aowellealss) ¢aldeo
C:-Such disposals are handed over to the Office Section for necessary action
@ROME. M0LlMERU @RYAUUBINIW MSalSle:udEno@] Boadlmy alleonemia) eee:n0Qa™
D:-Such disposal may be got re-stitched and transferred to the records branch directly
@ROM®Ee MEvo QlleNge ®MIE4IALBHWY EMEIT HOEEIBWMY EIoeicalss’ 20Q&BQo ©21Q00
Correct Answer:- Option-A
Question72:-When it is proposed to address the , the letter from should invariably be used.
Af)M@IOM GREIMVLENIOWM 6.21QIM Mde3udlenecmidud, @M Mlmes &om Mudleac®l palcwouilemenzmomy.
A:-Judges of the High Court of Judicature
£6a0eEHISOI Mauelnod
B:-Speaker of the Legislative Assembly
dloarueo mileed
C:-Public Service Commission
alepfles rudallny’ eenlauad
D:-All the above
QHE@D AlOODAIOWEIe
Correct Answer:- Option-D
Question73:-Confidential Assistants attached to the officers shall maintain a register of files in Appendix | showing details of all Files.
630adlrud20m20] cirUlaflallges Eanmy MANIRIMUB aggld ADDEE:EeSTYe AllUdEIHWEIRY E:EMIEEmM @m@EITWo |-@ anweeges 6 oHlqyad myeslesmenzmon.
A:-Form No. XIV
@ande mud XIV
B:-Form No. XIll
Ganoo maud X1
C:-Form No. XV
@anoe maud XV
D:-Form No. XVI
Ganoo maud XVI
Correct Answer:- Option-C

SOSQo HOOEMEBBEOSYo (@JTYOUT 0] olaplol! enflaflcdeo allauwo

Question74:-The Under Secretary may permit any member of the staff to leave office minutes earlier, if there is a justifiable reason.
MPWAIW HIPEMRPSEREITI, dlailg gt s0adlny’ allsomd @rerAd emMEGsOles TRoadieal ageEiIaj @RWETD GRMRAIEIEIE0.
A:-30
30
B:-15
15
C:-45
45
D:-10
10
Correct Answer:- Option-A
Question75:-Secretary, Department is the chief controlling officer in respect of all account matters in the Secretariat.
OV, Q] 6TVGESClRFIORI aggfo @OV $:0eEREIRj allad Bemesogluy Boadlmuoosny.

A:-Parliamentary Affairs
al0@216amO0] H:0EEERU3
B:-General Administration
BNO3 @RALIMlEmYaud
C:-Revenue
Q@AM
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D:-P & AR
P & AR
Correct Answer:- Option-B
Question76:-Not more than days in all shall be taken as compensation leave in a calendar year.
BT HLINA QUBHODI®D AMOTIEE &S Manl@lande ERAIWIIW aggssiey.
A:-30
30
B:-10
10
C:-15
15
D:-12
12

Correct Answer:- Option-C
Question77:-A paper which is not connected with a pending case in the office or one which originates in the office or is started by a Minister or
Officer of the Secretariat is termed as a .
aoadmilen) esgleslseRa eamyaoe snimwdlgpememd aoadmilad mlm’ posaleamemd emugesdlodea 8@ arled 6adlME0d EREElLE®I CHV BT Galojdlom ag)om
allglasme.
A:-Old case
al®Q CHMU
B:-New Case
Ol emmY
C:-Dealing Case
M aleflouy
D:-Existing Case
alenflaiss eommy
Correct Answer:- Option-B
Question78:- are used to convey the opinion to another department or to seek the advice of another department.
26Q0@ Qldaflom @PElIW. @rAWIEmM@IEMmd 260 AB:Be0 Dalerues cOFMEIEM DaleoUilesmo.
A:-Unofficial Note
@REMDEBPUIE &Gla]
B:-Memorandum
ACADINI6MNe
C:-Routine Note
aldlal &Gla]
D:-Letter
O
Correct Answer:- Option-A
Question79:-All cases of promotions, transfers, appointments and posting of Gazetted officers should be promptly intimated to the
0TMQA BoadlMBR0mes @)eadnm®U, MNeadQRW, Mlwamesud, MlameBud amMIlARes aggo eamMYdE. 9sMS| @rCIRlemaEoaM’
A:-Accountant General
@ROHDEMIRMBA LBMOM
B:-Finance Department
WM Qldha]
C:-1 & PRD
| & PRD
D:-Head of the Department concerned
NIMWEOAS Qldia] cawoal
Correct Answer:- Option-A
Question80:-As per classification of records, which among the following is not a disposal groups?
CEAIBSEOS Qdyle:eme @RMRMVElS], ®IOPaoQMARIE 8@ alemyommd Qajal
A:-Government Order
MRHIB pOBEAN
B:-Office Order
830adlmy’ B803WA
C:-Lodged Papers
6RO GalnjQd U8
D:-Endorsement Papers
ag)BEWIFTIDAMO EalalQeud
Correct Answer:- Option-D

Question81:-When the tabling slips relating to papers recorded as GO (MS) are indexed the words should be clearly indicated in the index
title.
GO (MS) @p©l 6o 5olRIdem ealgQegaowl cmbeqys esenlgly layed myalecienaenod ) QEBE:UB MYalld: MRIO®SID AR MYalaf@emo.

A:-Papers recorded
GalojQB U3 CEAIOGOTI
B:-Lodged
Gl 6.al
C:-Government Order
MAHIB DOmEAT
D:-Disposal
Mo 6aIQ@D
Correct Answer:- Option-A
Question82:-A Register of assurance in Form No. XVIIl Appendix | should be maintained by the
8ande maud XVIII @emeniacws -3 @ @oauiomdmy eeflayd ayesicensnzo
A:-General Section
6alo@alleowe
B:-Office Section
830adlny’ aflkows
C:-Parliamentary Section
andeeamod alleows.
D:-Consolidation Section
apBleeem aflkowe
Correct Answer:- Option-C
Question83:-For the pending cases a consolidated reminder will be issued to the Head of the Department with the approval of
@'Iraqda,rva%ﬂmam GBS @RUIB0REOIOS Wlaod5eamd cawialles B® a@HG® BOBEEFOD@ MBS0,
A:-Minister concerned
MITWeS AT
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B:-Additional Secretary
@RUlaHEM@d HIVESO!
C:-Secretary
OGSO
D:-Deputy Secretary
a)(wmg’l OIVGS0!
Correct Answer:- Option-C
Question84:-Notification issued under the Public Service Act have to be got eliminated by the
alepfles muBallny’ @R @@ oj0algallsl allmemoaime BF1Q10E6Mo.
A:-Finance Department
WMy Qldsa]
B:-P & AR Department
P & AR ai@a]
C:-Law Department
Tl ada]
D:-Vigilance Department
alledleidmy aidsa]
Correct Answer:- Option-B
Question85:-In the Government orders, the name and designation of the should be indicated.
MBI OB, MO0 Galmo alB0lQe Myallaflensmo.
A:-highest officer approving the draft either on the draft itself or in the notes
@WId® memewo &;cﬂqda@cem (WIag @RUIBEIERM 20M® 6RIPUINM
B:-highest officer who took the decision
CBRIMo fFOD DN OEBPUNIMVOM
C:-highest officer of the Department
Qdafloal gAdm 9esOINM®
D:-any one of the above said officers
QBEB al0OD age®Bslaj 6adlaud
Correct Answer:- Option-A
Question86:-Wherever statutory time limits are fixed, it must be ensured that they are observed and should set an example.
Maaldlwl il sfdlesmmisecmeyo., @oa Midlesleeaigmesnzary’ 20oJAIGBIDEQ0 BT DIQYE HIMIERHQo GQIMo.
A:-Under Secretary
@PEMRA OGSO
B:-Office Superintendent
830adlmy’ myaJeng’
C:-Secretary
OV
D:-Section Officer
OMLEHM B30adlrvd
Correct Answer:- Option-D
Question87:-Officer of and above the level of Section Officer should keep a to keep track of files.
20E)BE6S SO TYelErom eIV Badiruges malsiaj @odin gedaes aoadlud ao ayedlEnsmo.
A:-Reminder Diary
8036 5O (W
B:-Government Diary
MUAEIB W
C:-Daily Remembrance
6©66MeEIM B3OSO

D:-File Register

an@@3 exlqmyd
Correct Answer:- Option-C
Question88:-The deals with matters connected with the salary and other personal claims of the staff cash and contingent expenditure of
the Secretariat.
emu@escloglion: Hlamedmes Mg ag ASTING 6RWIRSEo alMAYe EVBMIBHAIW ORI MW Alltwesud 0ODB0L0 6.aIQo.

A:-House Keeping Cell
6a0DM Blafloty HXV@S
B:-Office Section
80adlmy’ alleowe
C:-General Section
6alo® afleovio
D:-Accounts Branch
@OOEBDEIEMY (Ejoeral’
Correct Answer:- Option-D
Question89:-When special subjects like applications under a scheme etc. are processed in a set, such papers may be entered in the
prescribed for that purpose by the secretary of the department.
e qlalny’ l¥laes eoeaeu®Ud caaiEs e Qe B HITVGITS EPIVTY HaIYEMIOT, GROME. EalnjQHud QB0 BMIGSHlE @RI Mldequdlalclesm
@ N@HIYAN@OE.
A:-Personal Register
eoIn® eEIqud
B:-File Circulation Register
an@@d qudencalum eelayd
C:-Special Register
ey eElqyd
D:-None of the above
QBHEIW AlOFTDAUOWIMRREY
Correct Answer:- Option-C

Question90:-The attached to every department collects the disposals, stitches them in the proper way and then only transmits the records
to the Secretariat Records.
a0 Wlajod3enmQ@gnoqe caislaflafldlesm ooellmysasud e 31 Qo @RS AW AlTlalm ®Mleadaege @AM ETVGESCIRY HOEEIBRHEGRIL CEEIBU

06HDIQBHWQYo amugma.
A:-Office Section
830adlmy’ &aVEHUM
B:-Consolidation Section
agBleeem aflcowe
C:-Parliament Section
aloBa1eamc’ OTVBHM
D:-General Section
6alo® afleovro
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Correct Answer:- Option-A
Question91:-The opinion tendered by the advice section of the P & ARD has to be overruled only under the orders of
P & ARD @es 2a16600 alleows smawd 621Q @oElelows MO0 POMEAYBUBE HIFIBE 2o GRITVIWAUICEEEDIET.
A:-Chief Secretary
aflad ©VE@GSA
B:-Secretary
OMVGSO!
C:-Chief Minister
geuya@
D:-Minister
2@l
Correct Answer:- Option-C
Question92:- has to be consulted in the matter of stay of Revenue Recovery Proceedings.
oaimy Slenaid] MSalSle:d 6Ty ©.aIQM BT 20 @sloee.aflenemo.
A:-Law Department
Ml ada]
B:-Finance Department
WO Qldha]
C:-Revenue Department
oaimy Qidsa
D:-P & ARD
P & ARD
Correct Answer:- Option-C
Question93:-The note for the Council of Ministers is finally approved by the
2@reRes &dlaf agallcd @RoSldlg).
A:-Chief Minister
Qeuaqo
B:-Minister concerned
MITWEeS AT
C:-Governor
waRemad
D:-Chief Secretary
aflad’ ®VE@SA
Correct Answer:- Option-B
Question94:-The papers received in the Office Section are stamped and numbered and distributed as "Tappal" to the concerned sections, after
perusal by
80adly OIVEUTIEE AIFESM GalajQ@ud qROMT Ea1Q @oEAlS aldleeoWwMEY e " @al@" @RO eIMWes alltonsarudas allmesms eaigwe.
A:-Under Secretary
@P6MA OGSO
B:-Section Officer
OMVBHM 630adlrud
C:-Any Assistant of the Section
alleonanienl agemeslejo @pmUlqymd
D:-Office Superintendent
&0adlny’ myeJeng’
Correct Answer:- Option-A
Question95:-The Department is further divided into sections: each of which is under the charge of a
Wlapdseanddlem allenge alleonemgow] @ldlsldlesme: @pa@ eoceomlme. oMo jameilenen.
A:-Minister
2@
B:-Section Officer
OMLEHM B30adlrvd
C:-Secretary
MV
D:-Under Secretary
@PEMRA OGSO
Correct Answer:- Option-B

Question96:-Before begins to copy a paper for issue, shall verify and ensure that it has been approved for issue and bears the initials of the
officer who approved it.
@nsu‘\srﬂlmomﬂ 8@ Galoj@ aleAOmIM @ssaaN@ilcgml, al@lewooulyf @om oty achmmﬂmomﬂ (eroom'lce,dulgemmo @O @RoUIlB:@l4] OERPNMLAMEO DM laUYRIBUD

QaGlERMOOENEMee OOAIo0.
A:-Assistant concerned
MW @RMVIMRMBS
B:-Office Superintendent
80adlmy’ my@eng’
C:-Typist of the Section
alleonawi@eo eesaflgy’
D:-Section Officer of the Section
OHTVBHMOO BTVHHM Boadlarvd
Correct Answer:- Option-C
Question97:-In respect of matters of policy, or deviation from existing procedure or practice Additional Secretaries and Joint Secretaries shall
circulate the files to in charge of Department.
MalE2O® YIS, @oegEIcd mlelnlajps Mmsasigrargla mlmes aiolwom. @regBITd ORI @RAluUIME HILGSCIT. GBOVIMA EMGSHIRIB. AB]Be0 yYamaies
GeIB a0WEjBUB QllMEEMo 6.a1Q)o.
A:-Additional Chief Secretary
@RUlaHEM@ allad OVEGSO!
B:-Head of Department
Qidha] cawoall
C:-Ministers
2@@l203
D:-Chief Secretary
aflad ©VE@SA
Correct Answer:- Option-C
Question98:-The Preparation of any communication which is proposed to be issued by, on behalf of or under the direction of the Government is
termed as
MBdlem @aImluwledls] eregi@lad Mmldcguael®d®. ajosqgallemom midequlem ogomalal @r@AlTlaETBE0 ®QIROgalem agom’ ailglasmo.
A:-Noting

emagloty
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B:-Drafting
@QWIagleu’y
C:-Fair-Copying
6a0Q3-6H0a] oty
D:-Despatching
ORI gfloty
Correct Answer:- Option-B
Question99:-The allocation of the business of the Government among the Ministers is made by the Governor on the advice of the
2@@20d£sIs@ld Mmoo milmimmildeo allatlme MO0 DalBUdEJB:IB NAIBEMOIET MSTDIN®).
A:-Speaker
aflend
B:-Chief Minister
Reuya@
C:-Chief Secretary
allad ®VE@SA
D:-Secretary
OV
Correct Answer:- Option-B
Question100:-In the case of other official letters received in the Secretariat, from members of Parliament and Legislative Assembly, replies will be
issued over the signature of an officer not below the rank of
em@estlogia aidesm ag aoespUlle: HIDHEHS BB, aldaieamd, mlwamed.nssgle mlar, 0BT HOWITD B PEBPNMAMHO Bafe@@ aQaISleud
M@Bro.
A:-Secretary
OISO
B:-Under Secretary
@PENRA OMVGSO!
C:-Joint Secretary
€030 &TVE@SO!
D:-Additional Secretary
@RUlaHEM@ HIVEGSO!
Correct Answer:- Option-C
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