Home Page http://192.168.1.6/dept/modules/marklist/answe...

FINAL ANSWER KEY

Paper: 025 - The District Office Manual
Date of Test 09-12-2024
Question1:-Who will exercise general supervision over the whole office, both in regard to the dispatch of business and discipline in Taluk office on
behalf of Tahsildar?
®@a0m@3r066 ITWled sl @oajes aoadmieear slmimgy GR@Eaj @ aSEq MeNIMUla), LI BoadmIMBEOY. OaN@ANW camBEMISe @A Mldalaclese?
A:-D.T (Election)
awl. €l (eaieuad)
B:-).S (Cash)
6.0V (@y0ae])
C:-Revenue inspector
oaimy OMOTVHO
D:-Dy. Tahsildar (Head Quarters)
oways] @anmiledzod (@rmunomo)
Correct Answer:- Option-D
Question2:-As per paragraph 88 of D.O.M application for passports, visa and corrections should be registered in the office of District Magistrate,
where to register it?
AI0ETYOBGH B0 allrvge lasomeyeudasges D.0.M aoeawesqes asmule 88 @@ir. slgo asflemydde aadmilad eslqud e.aigeme, @@ agalles eelayd 6.aigemo?
A:-In the Personal Register of the clerk
HAwlde0 ayetiln® eelaydlad
B:-In the periodical register of J.S
. afQlde0 @rME:0ele, eellqydicd
C:-Local delivery book
c2108®3 eawelaid eryes’
D:-In the security Register
MYessd elqydlad
Correct Answer:- Option-A
Question3:-How X.L. disposal papers which have no numbers, are arranged by the record keeper?
mnigeglgpom X.L ailemyomiad alajgeud 006030 @lajd ageamem@osn @aledlldlesmao?
A:-Horizontally
oleualmaow
B:-Piled one above other
el gagled aegom’
C:-Chronologically based on the date of disposal
Mo 621Q GO @RSIMOIMPIES &OLIGAOIC3
D:-Subject wise in bundles
sniendley@glad Qllstio @i@la]
Correct Answer:- Option-C
Question4:-Which Register is maintained in Form Number II-Appendix B?
8ande MM |1-@omesnicrwe B-wlod agoy eeflayoosny aidlaalesma?
A:-Register of new cases
Tl eamyeges eslqyd
B:-Suit Register
nru‘gg,“ eslqyd
C:-L.A. Register
ag)@ag) eelqud
D:-Personal Register
Qsoln® eslqyd
Correct Answer:- Option-D
Question5:-In Collectorate, who is the custodian of Attendance Register?
@21peodlad a0omd eedlaydldec ayssiej@ood @REIEM?
A:-Huzur Sheristadar
20y@ ©auclTREod
B:-Dy. Collector
G)(UJnJéﬁl SH8HAd
C:-C.A. to D.C
aVl.ag) eeles aul. ol
D:-C.A to Dy. Collector
. ag) colss sxw‘uég'l HSHA
Correct Answer:- Option-A
Question6:-If a clerk in Taluk office attend office at 10.30 am, who will mark 'late' against his name in the Register, being custodian of Attendance
Register?
@256’ e0adlmiloal 8@ a4 eoalleal 10.30 af soadlniled a00200@o@3, a0omd eedlqydldeo (T\g&&ﬂqdnﬁao(bﬂﬁ agm el esflqudlad @esganawildec sadlemaie @reosmy
‘068 ag)M eoaIeSaDI?
A:-Dy. Tahsildar (Head Quarters)
ann(uéﬁl @a0ml@dzod (@rmunomo)
B:-J.S. (Cash)
6.0V (@y0ae])
C:-Deputy Tahsildar (Election)
ann(uéﬁl ®a0lmdeod (eaiou)
D:-Revenue Inspector
oaimy OMBeOTYRA
Correct Answer:- Option-A
Question7:-What is the penalty for 3 days 'late attendance' without permission?
@RmAcIYIg0em 3 e '©6IS; a00BEIG:M@IN' agamos alle?
A:-Forfeiture of 2 days Casual Leave
2 e o @0au@ ellal &:engedSed
B:-Loss of pay for 3 days
3 dlamecomenss Mg MaYenalgo
C:-Forfeiture of 1 day Casual Leave
1 Almueo® @oaui@d eflaf &emescd
D:-None of the above
G AlOFOMAIOWIMRAGY
Correct Answer:- Option-C
Question8:-What is column number 4 of Register of New cases?
ool eHMeges eEldl@eo eeog. Maud 4 agamosny?
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A:-Current number
SHOMA Mrud
B:-Title
BB
C:-Record keepers initial
60e£0BW B5lajda0d eaflaywd
D:-Date of receipt
omiloy @l
Correct Answer:- Option-C
Question9:-Purpose of availing casual leave is shown in the application as for "Urgent private affairs". Can it be granted?
@00u@3 allal (EWIBMeqSERMMTIMBE0 2egURY @RSl MVIE:IOY @:00KERW" anmM Ml @reasUT @:omlaldlenmmn. @ro @pmadlerocas?
A:-Will not be granted
@prmadssley
B:-Will be granted
@pmAIGIER0
C:-Treated as a genuine reason
SO WLOOBMO GIREMAIW HEMEIEBA
D:-None of the above
Q&S0 lOATHAIOQOMoRS)
Correct Answer:- Option-A
Question10:-What is paragraph 9 of D.O.M. deals with:
D.0.M-ae0 ausmuile 9 agomoery 200 ENITWERISO?
A:-Sections
OMVBHUWDBUB
B:-Records
O0BEHIBUIBUB
C:-General Discipline
6ald® @R4ISEHo
D:-Revenue recovery
oaimy Alemaic]
Correct Answer:- Option-C
Question11:-Who is responsible to see that all typed papers were received back and dispatched?
0080 ®EOTIRSS alaege TIPles: LIAERGQo FRVWERGHQo HaIYMN®) BRAHN omEAETm.?
A:-Dy. Collector
ewm‘gg,’l SH8HAd
B:-Revenue Inspector
oaimy OMBOTYRA
C:-Head Draftsman
000 (WIngTypod
D:-Fair Copy Superintendent
6a0@A eHoafl Myl
Correct Answer:- Option-D
Question12:-In drafting and writing notes how 'Government' is treated?
\ﬁz(ﬂqdﬁ;uﬂ @QIOOEBMDIEJe afEDMIaj ‘TVAE@®OIB apEBOM@IET aldlneTleeagmm?
A:-Singular
aB&QlalMo
B:-Plural
6NIadQLaIMo
C:-Past
Sl
D:-None above
ogled amoaley
Correct Answer:- Option-B
Question13:-What is the color of R.Disposal jacket?
@R)d. clfleryoauad 208¢gl8e0 Mo agmosm?
A:-Orange
&3006mf
B:-Green
alg)
C:-Brown
@06
D:-Red
Qo]
Correct Answer:- Option-C
Question14:-X filed a petition before the District Magistrate. Who will fix time and date for hearing?
X ellgp asdlerydlal’ gmnived e mleaidme M@ QGe eaWERMTIMEs A ClRGIQ. @REIN Mlumiailens?
A:-Head clerk
000 A
B:-Dy. Collector (Election)
OWals] Hed (eneeiouad)
C:-District Collector
oo H88Ad
D:-District Judge
ellgjo o]
Correct Answer:- Option-C
Question15:-For destruction of disposals the record keeper should take orders from whom in Revenue Divisional Office?
awlemuoau@d muBlaflesmailay eand 60emIW’ Blajd oaimy alaflauem@d Boadlmiled @r@es DOmEBGUS Mulle:@lenem.?
A:-R.D.O
@RA.wl.e
B:-District collector
oo Haed
C:-Superintendent
Tylere
D:-Govt.
UBEHIB
Correct Answer:- Option-A
Question16:-Who will exercise general supervision over the whole office both in regard to the dispatch of business and discipline in Collectorate?
@gegdloal miminmy Grenale @PalSENj MoenIWlal ggaimd soadlniBe0R. HaN@A® Ea@EMog. @A Mldaladlen.?
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A:-Fair copy superintendent
6a0@A eHoafl Myl
B:-Junior superintendent
20lod myaend’
C:-Husur Sheristadar
20y@ eKeEITYEIA
D:-Dy. Collector (DM)
oWy &a4d (DM)
Correct Answer:- Option-C
Question17:-Which system of filing is used for confidential papers that the collector keeps in his own custody which he wishes to refer?
S8Hd ®WBOO TVIMo AOMOV@ MYSUEBM CADTVPODE: GalalQB U3 aB® an@eallul Mueallwomasem’ Palswoullesm@?
A:-Bundles according to the current numbers
SOMG MINUQB-UBEMAVE.5 SrusTEladud
B:-Special bundles according to the subject
Qllead@o @RMAVE]4] (JEE ERUENEIREUB
C:-Roneo number - Alpha system
6ooele@o Mm@ - @R@A0 Milqye
D:-None of the above
Q&S0 lOATHAIOQOMoRS)
Correct Answer:- Option-C
Question18:-Who among the following is an Executive magistrate?
969 0QMAICIES @REIETY n@)@ﬂ@;‘\’g'\or mgﬂcrrgg‘?
A:-Taluk Tahsildar
©968JE8 ManMIl@dR0d
B:-Junior superintendent
2rlod myeeng
C:-Dy. Tahsildar (RR)
ann(uéﬁl @analdcod (RR)
D:-Additional Village Officer
@rlausm@d allegied’ Boadiarud
Correct Answer:- Option-A
Question19:-Which Register is maintained in Form IV as per D.0.M?
D.0.M @rmaudlsf ¢ande [V-ad ago esflqyoosm aidlanelesmao?
A:-Suit register
g’ eslqyd
B:-Security register
MYeeud e=lqyd
C:-Fair Copy Register
60003 eHaf eElqud
D:-Periodical Register
eRmeele eellqud
Correct Answer:- Option-C
Question20:-In a taluk office, how many Distribution Registers are maintained?
6@ ©05)d 0adlIe ag@ lmdleniynud eeflqyqevd ayaslenamn?
A:-Two
@6
B:-Three
gan’
C:-One for whole of Office
830adlny’ ggaImoQle s’
D:-One for each section
80600 alleon@mlne 6o’
Correct Answer:- Option-C
Question21:-What is the column number 4 of distribution register maintained in Collectorate?
B8960glad aldlaoalem almesm eelqudl@eo eaog. mmid 4 ogamosm?
A:-Current number
HOMS MR
B:-Reference number
0anommy’” mamud
C:-Nature of final disposal with date
oleolewigaslo @raia alrlewonosidec muieoal
D:-Date of receipt by section clerk
oM A eIy ol
Correct Answer:- Option-C
Question22:-Distribution Register maintained in Taluk office will contain how many pages?
©@95J85 830adlml@d myeeleam allmesm eEICI® )@ caiBsud OEMROG 0?7
A:-110
110
B:-220
220
C:-320
320
D:-150
150
Correct Answer:- Option-B
Question23:-Who among the following is a District magistrate?
®269a|0QMAICIE @R edlgjo asderyg?
A:-District Labour Officer
elajo ealenid soadlrud
B:-District Survey Superintendent
glgjo mudear myjeng’
C:-District Collector
elojo Ha8ead
D:-Dy. Collector (LR)
oways] Heed (LR)
Correct Answer:- Option-C
Question24:-The duty time of night watchman is
@U@ @AUMEIOMEO AWS] TUa.
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A:-6 PM to 6 AM
eoasls 6 good eoaleeal 6 e
B:-1 PM to 6 PM
249 1 god eesls 6 aeo
C:-9 AM to 9 PM
eoaleel 9 g eo@) 9 ave
D:-8 Am to 3 PM
eoaleal 8 go@d eeawls 3 aee
Correct Answer:- Option-A

Question25:-Distribution Registers can be destroyed after years.

aloesm e=lqmyQeud QoI EUeate MWBlaflEronjm@osy.
A:-Ten years
Ao QIGaHo
B:-One year
B0 Ql@aHo
C:-Six months
@R0 MOMVo
D:-Five years
@6l Qoo
Correct Answer:- Option-D

Question26:-District Collector noted 'X' in a disposal, what does it mean?

aflemyoaueled ‘X' agar eflgo &8@pd@ c0aIenISODIl. afmosT @RAMORE:IMT?
A:-Dispose and hand over
MUoY@la] ©OB2QE>
B:-Take urgent action
@RSl MSalsl qulle:clese
C:-Not to be registered
Q@ ©21Qod aloslgy
D:-Obtain report
Jleajods emge
Correct Answer:- Option-C
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Question27:-In collectorate Personal Registers and Periodical Registers should be checked by District Collector

H8eodlon ABTIN® EHITRQ®S. @oM®:els: eHlmyees. Hligjo ®:aad

A:-1st Janaury
mmaEl 1
B:-31st March
20d5f 31
C:-Every two months
630600 E6ME BOTVOIR)
D:-Once in a month
2OTVEDOLIE LG
Correct Answer:- Option-C

al@lewowlesnerrmoey.

Question28:-Register showing the progress in the disposal of Suits and Appeals is maintained in which Form?

OEBEOSQo @aJlaj®gesQe allmleonaDinal ojeeondl @aamlesm oelqyd agoy eanodlalosny al@laoelesma?

A:-Form VIII-A
canoo VIII-A
B:-Form Il
Ganoo Il
C:-Form XI
Ganoo X
D:-Form XX D
canoo XX D
Correct Answer:- Option-A
Question29:-What is Local Delivery Book?
)6y ERE®® eawalaio] fyes?
A:-Distribution Register
alloesm eslqyd
B:-Register using for communications to be delivered by hand
£OBODIME HOH2IQIM ERHUAIMlawERWBEI] Palcow EElMYA
C:-Stamp Account Register
Tomf @rEnD6E eelqyd
D:-None of the above
QABHEIW AlOFDAUOWIMOREY
Correct Answer:- Option-B

Question30:-In a Taluk office valuables such as cash, notes etc. having actual monetary value will be entered in a register in Form XV-Appendix B.

Which Register is it?

8@ ®8JEs 630a0lMUlE3, WOB®N alsm PRIRSS aleMo, CMOgHUY FORIW oﬂem:]ls'lngg mcrgmuﬂ Gan2o XV-@pmenimw. B-a? e @EHIqRCIE3 CEEIOIFEDo. @RM aRD @sélrg};oosrn?

A:-Call Book
GBOUB EYs’
B:-Suit Register
g’ eslaqyd
C:-Security Register
MYeeud e=lqyd
D:-Periodical Register
@Rmels esflqyd
Correct Answer:- Option-C

Question31:-Stamp Account Register can be destroyed after a period of

B0i@a0llte euoat qROMI @REVENE EEITYA Mudlafldndo.
A:-Three years
Q@ QIGa%o
B:-One Year
B0 QI@aHo
C:-Six months
@RQC MOV
D:-Five years
@6l QIdaHo
Correct Answer:- Option-A
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Question32:-Records issue Register can be destroyed after the prescribed period, when?
CEEIGUD Doy e=flayd dlualo @:oasals’ eatte MWBlaflerom @I, agEaud?
A:-Ten years
@ QIBaHo
B:-Five years
@6l QAUBaHo
C:-One year
8@ Qoo
D:-Three years
QM QIGao
Correct Answer:- Option-D
Question33:-Whether the application for renewal of gun license need to be registered in the Personal Register?
COOES HORITVMBMY ADEBMOPES @oCalsYU QBTN EelTudlad Eelqyd 6aeQerREs0?
A:-To be registered in the Personal Register
eoln® eElquclcd eelqyd 6.algem.
B:-To be registered Periodical Register
eelquad ealcQETE ERm@ale: emElmyd
C:-Need not be registered
eIquAd ealQemnEoiey
D:-To be registered in the Security Register
om@é@’lgﬂ ealqudlad eelqyd ealgem.
Correct Answer:- Option-C
Question34:-As per paragraph 38 of D.O.M how a reference to authorities is quoted?
D.0.M-a3e0 ausmuile: 38 @Jeoro @ouwle:ndleesaatlyss 8@ 0a00mIY agEBeM@IST eLElafldlesma?
A:-Noted on the margin of the current in pencil
saiBdmilalled 0iEl@eo adelricd coaieqgomoidlesmm
B:-Noted with red ink
)M Aedll OBIEE GEIOGOTIRClem
C:-Mark with green ink
alg] 0adl ©B6MTE ERSWIBOSTD S
D:-None of the above
ABHEI AlOFDAUOWIMRREY
Correct Answer:- Option-A
Question35:-As per paragraph 38 every disposed file put up for reference, to which reference is actually made in the current, must be
ausmwle: 38 (@000 0anomdmilmol ealsldlesam 606 eIt an@aje @06MEmd WINIBMOODIE OanOMMY ParrEslidlesmay @R@lE6Mo.
A:-Underlined
msﬂm@@’l%
B:-Flagged
eOLE
C:-Folded
sl
D:-Linked
ofley R
Correct Answer:- Option-B
Question36:-Flags must be attached by
Al calSlaflafl@lenems
A:-Pins
aflosud
B:-Jackets
maﬁ)gﬁu&
C:-Paper fasteners
Galaj@ aDORMQHBUY
D:-Twine
silad
Correct Answer:- Option-C
Question37:-Pauper suit Register is to be retained for a specific period. So when it can be destroyed?
aloQIes MU eelayd e mlunlo eoeisaleais MyasiesEemos. @oenWd @OY agEajooemy mmilafenod SIQs?
A:-10 years
10 oo
B:-5 years
5 Qi@aso
C:-3 years
3 QB
D:-1 year
1 oo
Correct Answer:- Option-A
Question38:-Every periodical due to or by the office is assigned a number in the list of periodicals. This number
&0adlny’ geaIm Ma@BEHETE ERELIEIT MMEHM: af)glo ERMG:INHERUBLR. m@ﬂaﬁ;oeﬂ:ﬁ,mgas alsleolod 8@ mamud mmﬁ.ﬁ;’lmﬂ@aﬁ’. 0D MR
A:-Vary for year to year
QIBaEIQo AUPMVOSI
B:-New number will be assigned after 2 years
2 QBHODIM Ut @@ MMIB M@0
C:-A permanent one
audlenow ey
D:-None of the above
BHE@W AlOFOMAIOWITRAG)
Correct Answer:- Option-C
Question39:-The District Collector should personally scrutinize R Dis files which are 30 years old and record review. Which Form
30 aidao aivemges R Dis anweye:ud g &:8@@ alenilaioad] ryeyni@lenowm mseme Qi H0EEIBLY GRAICRINE Mo MSEDE Qo EUMo. AR Gald
A:-Form No.XIV
6ande maud XIV
B:-Form No.X
Gan0o MauA X
C:-Form No.lll
6ande maud |11
D:-Form No.XVI
Ganoo maud XVI
Correct Answer:- Option-D
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Question40:-What is column number 5 of ledger of Pauper suits maintained in Form VIII.B?
6ando VIII.B-ilad myssisfdlesm anaieaqs Tgeees eelIwBGlBaoesog. Mmmid 5 agmoem?
A:-Current number
HHOMA MR
B:-Received by whom
@RAEDE 2IEl)o
C:-Amount due
BFED O
D:-Title
©RIO®S
Correct Answer:- Option-C
Question41:-Papers relating to "Suits" will be indexed under the head 'Suits'. How will you index Original Suit number 55 of the Year 20237
"m:g‘ﬁ,gmomﬂ" BNIMWEA]S GalajQdud 'm)é%ce;u%' ag)M OeeEsIn Gllod myaleaiends. 2023 adaueon adlsElnad auys’ maud 55 aflemnud agemmem ayaleoiengs.?
A:-0.S. 2023/55
0.S. 2023/55
B:-0.S. 55/2023
0.S. 55/2023
C:-0.S. 10/2023
0.S. 10/2023
D:-0.S. 23/2023
0.S. 23/2023
Correct Answer:- Option-A
Question42:-What is A.S as per paragraph 111 of D.O.M?
D.0.M-ae0 susmuile 111 @oee A.S agamosm?
A:-Assistant Secretary
@pmlqymd’ eauesdl
B:-Additional Secretary
@RUlaHEM@ HIVEGSO!
C:-Appeal Suit
@0ofled oy’
D:-None of the above
ABHEI AlOFDAUOWIMRREY
Correct Answer:- Option-C
Question43:-Govt. Suit Register is retained for
BB mJég“ eeflaqud agam@ilmoil aryedl sficlesao
A:-10 years
10 cBaso
B:-2 years
NGNS
C:-1 year
1 aidasto
D:-5 years
5 Qi@axo
Correct Answer:- Option-A
Question44:-Who is responsible for the correctness of the entry of the stamp account regarding total value of stamps daily expenditure and balance?
IRIMYSSOS HROTo Gl JDIEIME alaIfe FNIORIBAYe MVENIMUSL] TROMT GREVEEIBHO HOIR® ahMBESIYeS LOmEDEIDD. @R@o6m?
A:-Typist
saflqy’
B:-Tapal Superintendent
®ald@d MYeenE’
C:-Fair Copy Superintendent
6a0@@ eH0af My
D:-Dy. Collector
eweuég,’l S8
Correct Answer:- Option-C
Question45:-As per paragraph 27 of D.O.M it is desirable that whenever possible tapal should be opened in Collector's presence. Some times
Collector may delegate this duty to
D.0.M-a360 ausmule: 27 (@j@00e MUOWIR0HEMIOPEEIle dhRIQROS TUOMIWIOTIM ®alo@ @OEBM®Y @oEl@:0aKmI6. alal MLaWEBEC &agd D saomel eolas
mleouilenoqyamaoey
A:-Junior Superintendent
20lod myeemns
B:-Huzur Sheristadar
20y@ ©auclTREod
C:-Tahsildar
®an@3BE3
D:-Dy. Collector
mannjég’l H8HA
Correct Answer:- Option-B
Question46:-Personal Register is Maintained in which form?
AEOlN® EHTYAB o@D @alovlaem aidlaoalesma?
A:-Form No.X Appendix A
6ande Mm@ X @omeniarwe A
B:-Form No.ll Appendix B
canoo maud | @emenicrw. B
C:-Form No.XXX Appendix F
6ande Mm@ XXX @rmeniarwe F
D:-Form No.XIV Appendix D
can0o maud XIV @rmenmw. D
Correct Answer:- Option-B
Question47:-A Fly Leaf marked "Current file" must be placed at the top of the current file. What is the color of the Fly Leaf?
" $000 a0@@" 0 @EESWIBEFETIIFERM 8@ 660g ellad &OMG anwalBeo geglod mundalensme. eeag elladlm@en mlos agamosn?
A:-Green
alg)
B:-Brown
Eyoend
C:-Blue
aSles
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D:-Black
&Qaf
Correct Answer:- Option-C
Question48:-Important orders or papers required for future reference are filed in
@00il 0anoMMIMIE] @RI EWIMEAS BIBARBUD EREQYEIM GalalQBUB -@ a0 omqgﬂgmg“.
A:-Record room
GOGENIBAU Qo
B:-Suit Register
mjég" eslqud
C:-Periodical Register
@Rmels esflqyd
D:-Stock file
GRS aDWTB
Correct Answer:- Option-D
Question49:-The Jamabandi, the Excise and the General State Administrative reports for a series of years will be made up into a file and
200600, apeeORRTY, BMOms eqyg’ @nlmlemydlal dlegjodgeud Al 8G ANRIW] @BaloqFEDSR0
A:-Destroyed after 2 years
2 QBeuODIM eUoaHo mBlafly
B:-Destroyed after 5 years
5 adaooilay cwato Mmulafly
C:-Kept permanently
audleacw myeslesmmo
D:-Destroyed after 3 years
3 adaooilay cwato MUlafly
Correct Answer:- Option-C
Question50:-How many Call Books will be maintained in the office of Revenue Division Officer?
oaimy alaflam 80adlaruges aoadlniled a@ eoud yaReud ayelleso?
A:-Ten
oy
B:-One each to section
alleonowilealss) B306IMo
C:-One
(=0
D:-Five
@6l
Correct Answer:- Option-C
Question51:-How the records are arranged int the record rack?
£08EH B 0l HOEEHIBWBUB afEBOEMWIET G2E:@] fldlesma?
A:-Vertically
Blo6nIn0
B:-Horizontally
oleualmacel
C:-Piled up
aslolgldlesan
D:-None above
&glod amoailey
Correct Answer:- Option-A
Question52:-District Collector should submit Revenue Business Returns to Commissioner of Land Revenue
g @egd oaimy silmilmmy’ dlegemos:wd enmay oaimy eadlauemdss ruadafaems
A:-10th of every month following each half year statements
60600 @PARLAIGN TYIUMBUBER. GUBAHo af)Qld BIMVC 10-@ro o
B:-5th of every month following half year statements
@PARLAIBAY (JTYIUMBUBE GUBAHe gD PIMVQYo @O G
C:-20th of the month following each half year statements
60600 @RARLAIBY (TRIAMEBUBER. GYEs noTvoieal 20-@r. Clwo
D:-None of the above
HEI@D AlOOMAIOWITBAL)
Correct Answer:- Option-C
Question53:-As per para 110 personal papers relating to officials will be indexed under the name of the officer concerned. Under 'M' how will you
index Moncy.C and Moncy.A
ausmuile 110 @000 9EsRNMNGRD] fITWeS ABDING Ealaje@ud NIMWES DEBPNMINMEO Ealdlmd MYale@lanesmM®oe. 'age’ agan@im @l¥led mlanud eaomdmilow
ageaRem Myailaeilandgs.. eaommil.adl, eaoadayl.ag)
A:-C.Moncy A.Moncy
. e2omBmdl ag). e@oamdayl
B:-Moncy.A Moncy.C
€20, ag) @@omadl. .
C:-B.Moncy D.Moncy
snil. eaoadandl cwl. emoadanl
D:-As per priority of date of application
@nealedlesmm cloolges gadmemm @pMAVEls]
Correct Answer:- Option-B
Question54:-The amount to be remitted in each case, is noted in which column of the ledger of Pauper suit
60600 GHMIIRj GRSCREME D, aldAIOaS m:ég?(ras)o £2IUWRAIMBO0 afe) OISO GEEIe FOTIRIRlERMDY

A:-5
5

B:-7
7

C:-2
2

D:-8
8

Correct Answer:- Option-A
Question55:-The scrutiny of R Dis files after regular period are to be carried out personally by whom in Collectorate
DOV H0RIVSOIM0 CUoHYSS @O WM AIVEBEeS TYSYaIBIEUIWLM BdRIGEOFITS QYEDIalERWS MSEOmEEMIEM.
A:-Sr. Superintendent
alrload myelere’
B:-District Collector
oo Haad
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C:-Revenue Inspector
oaimy OMBOTYRA
D:-Dy. Collector
G)(UJnJéﬁl SH8HA
Correct Answer:- Option-B

Question56:-What is the D.C.B statement prepared in Taluk Office?
@286’ Badlnilad @goooesie D.C.B equgeamdd agamosn?

A:-Demand Collection Balance
w20y SBSHUM srIoaImdamy

B:-Draft Current Balance
QWag &0 enioaIdmy’

C:-Development Correction Balance
QIR IOAMO HEBHUM enIoaIdmy’

D:-Duty Current Balance
muég’l S0 enuoalmdmy’

Correct Answer:- Option-A

http://192.168.1.6/dept/modules/marklist/answe...

Question57:-What is the meaning of the abbreviation of O.S as per paragraph 111 of D.O.M?

D.0.M-ae0 ausmuile; 111 @oee 0.5 agmalden y@meegomien ardmaeanmosm?

A:-October-September
BEHOENIB-6TaTosTUd

B:-Original Suit
adlelmad s’

C:-Ordinary Supply
&M@ Meeq

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

Correct Answer:- Option-B

Question58:-For destruction of record files the record keeper should take orders from whom in the office of the RDO?
£06£HBW aNEBW MWBlaflEBmM@IM ©0EEIBW &lajd @RBWIBYeS Boadmilcd @RS PEmEQE:UB Mulle:dleems?

A:-District collector
alojo Haad
B:-).S
O, a)my’
C:-R.D.O.
@RA.wl.e
D:-S.S
Q)Y ag)mny’
Correct Answer:- Option-C

Question59:-Which register is maintained in Form XV?

@@ EelqRo0eny 6ande XV-@3 aidlaloailesanay?
A:-Suit Register
oy’ eslqud
B:-Security Register
MYeeud elqyad
C:-Personal Register
eOln® eEIqud
D:-Call Book
GHOUB EYs’
Correct Answer:- Option-B

Question60:-Personal Register will be destroyed after a period of
#0180l cuoate BTN EEITYA MUBlalEeaige

A:-10 years
10 oo
B:-1 year
1 oo
C:-5 years
5 Qi@aso
D:-3 months
3 moaue
Correct Answer:- Option-C
Question61:-Para 135 of D.0.M deals with what
D.0.M-me0 susmuile 135 agaslomesd g alogmaoy
A:-Suit
o
B:-Title and Head
@El@ﬁ)%o @RI
C:-Issue of records
COAIBSOS alleesme
D:-Economy in the use of stationery
GIYAUMA] PalERINBIOR! TOMIGIAITIO
Correct Answer:- Option-D

Question62:-Kerala Gazette will be circulated as soon as it is received in office to whom?

EHEE VY ERHAREEIO® oadlmiled eiElgejsm @y @.u(zﬂq.]lasso?

A:-Head of section
OMVBHUM OO’
B:-Section clerk
HTVBHB £IBLH
C:-C.A.
aVl.ag)
D:-Revenue Inspector
oQimy OMOTYRHAO
Correct Answer:- Option-A
Question63:-What is paragraph 129 of D.0.M?
D.0.M-ae0 eusmules 129 agomosmy’
A:-Hours of attendance
QN0BEIG:AMN AMIEBQBU
B:-Fair Copy Register
©a0@A 680q] eeElqyd
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C:-Suits
m)gae,uﬂ
D:-Punching of stamps
IRIMYSEOS alerflowy
Correct Answer:- Option-D
Question64:-Who is the custodian of Attendance Register in collectorate as per D.O.M?
D.0O.M @@oe. @rigeogloel anomd eelqyoldec myesleoed apooem?
A:-Dy. Collector (D.M)
s)(w(uég’l @ged (D.M)
B:-Dy. Collector (RR)
owalg] &eead (RR)
C:-Dy. Collector (LR)
s)(w(uég’l s (LR)
D:-Husur Sheristadar
20my@ 6REITYEIB
Correct Answer:- Option-D
Question65:-What is the simplified and improved form of Dr.Macleans's Disposal Number System?
e, agladay’ auflearyoarued mmid Milqueolden aIFlmae ER4ESOTIWDA® @alo agamET?
A:-Ahmed Nagar System
@panoad MA@ adlaye
B:-Tottenham System
6505(MBan%e Mlqye
C:-Digital System
awledlg@d milaye
D:-None of the above
HEI@D AlOOMAIOWITRAL)
Correct Answer:- Option-B
Question66:-Copy of stamp papers received with copy applications and Cash for the purchase of copy stamp papers should be entered in which
register?
EH0a]l @REIGHBUBOMIa)o IEla) TRIMI GalaQBE6S aldbBajo @00]l RO GalajQ@ud AVERMIMESS aleMQje @@ EEIGYRAITE M@dE:EM.?
A:-Security Register
MReed eElqyd
B:-Suit Register
m)ég“ eslqud
C:-Dispatch Register
awlrnoof eedlapd
D:-Copy Application Register
6B @Rqflednaum eeflqud
Correct Answer:- Option-D
Question67:-Which Register in Taluk office is maintained in Form XIV-Appendix.B?
®oaje’ Boadlmileal gy eeflqyoosny 6ande XIV-@omenicrwe B-@3 aidlalesmo?
A:-Suit Register
o’ esdlqyd
B:-Recovery Register
Aewad] eeflqnd
C:-Check Use Register
©.al8 QI eElqYd
D:-Record Issue Register
©0CEHIBW Doy exflqpd
Correct Answer:- Option-D
Question68:-In a tapal, Sheristadar has marked 'F'. What does it mean?
8@ ®anal, ewdaysod 'F' agmm @eswogeagepil. agmosm ammAmn.?
A:-Return
Aleged
B:-Close as L Dis
ag)@ Wy @R GRSQE:
C:-Should be filed
ANQ®3 ©.21Q6Mo
D:-Keep it
ayesiend
Correct Answer:- Option-C
Question69:-If a paper is a new case, the clerk dealing with it will enter in which column of the Personal Register
6@ Galoj@ B O EHMIOEINEITE, GO HOB:EIRL E2IQYID GIBL ABTIN® EHIMRCIOR aBGY EHIBODITE M@
A:-Column-4
o804
B:-Column-10
6080-10
C:-Column-8
ed08-8
D:-Column-2
CHO8o-2
Correct Answer:- Option-A
Question70:-The papers in the current file must be arranged in chronological order and pages must be numbered in _____ink
dleialeeal cowelloal alnQeud & N (©&6@4]Clensme @SoO® Gl dud 2B @REnAISElEemo.
A:-Blue

el

B:-Black
&Qal

C:-Red
Qo]

D:-Green
alg)

Correct Answer:- Option-C
Question71:-What is meant by D.O letter?
D.0 62193 agmosn @odmnoamm?

A:-Draft Order
QWoog BoBWA
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B:-Duty Order
n.uég’l 803wWA

C:-Demi-Official Letter
oOWal-8DERPUIE B0

D:-None of the above
QG AlOFOMAIOWIMRAG)

Correct Answer:- Option-C

http://192.168.1.6/dept/modules/marklist/answe...

Question72:-Every disposal file put up for reference, to which reference is actually made in the current or note must be:
0anom@mimoe] mundallesmm 6360 anwe, mlaleal @regEI® @:Clafcd WIIAMOOTIM aleadulafldleama smowidleemo:

A:-Pinned
aflad R
B:-Tagged
S0UY B)al
C:-Flagged
agouy R
D:-Noted
emog’ 6alQ
Correct Answer:- Option-C
Question73:-What is para 41 of D.O.M ?
D.0.M-ae0 susmuile 41 agamosm?
A:-Objects and contents of a note
8@ &:dlafloa QUIREDSo DSBS
B:-Periodicals
@R)B0elle:emsud
C:-Correction Slip
oo alal
D:-Index Slip
galles o]
Correct Answer:- Option-A

Question74:-When a draft is put up the words with date and initials should be entered at the foot of the note

B® Woaf M@&EMINT, ClOCIQe lauejss. oo QBB HGla]B60 ayaglod MaBemo.

A:-Approval
@RoUTB:000
B:-Rejection
alemilen@d
C:-Draft submitted
QWoag (Tumrﬁ%ﬂ%
D:-Sanctioned
@iy
Correct Answer:- Option-C

Question75:-Some Administrative reports can be destroyed after a period of:
allar @eaulasleaydlal (ﬂcfﬂod%@;uﬁ 8@ Be@a0lmewdate MWBl]lenealsie:

A:-10 years
10 oo
B:-5 years
5 Qidatto
C:-1 year
1 Qidasto
D:-6 months
6 moave
Correct Answer:- Option-A

Question76:-What is Column No.3 of Security register?

omeEldl eslaydm@ec eooge. mmud 3 agamosm?
A:-Subject
Qllad@o
B:-From whom received
@RElcd amlan’ eidly
C:-Date of receipt
omiloy Gl
D:-Remarks
@pEloweasud
Correct Answer:- Option-B

Question77:-K.Disposals (K Dis) are to be maintained for a period of

years and after that it can be destroyed

od. clleryoaueyeed (K Dis) QBHUCODES al@laloeleenr@mos. @oEMmEuRate @M MUl fenoqmmosmy.

A:-One year
8@ Qoo
B:-6 months
6 moave
C:-2 years
NGNS
D:-3 years
3 Qidawo
Correct Answer:- Option-D

Question78:-Which disposal among the following is to be retained permanently?

DTlaj0QMAIRIEE ag@moen Wi Mleirldeomened?
A:-L Dis
ag)@d cwlny’
B:-X Ndis
Ay By’
C:-D-Dis
aw-auflony
D:-R-Dis (R-Disposal)
@R@-wlry (@rd-cuwleryoruad)
Correct Answer:- Option-D
Question79:-Income tax files will be kept for

@RYBORMIGTI aDWR)EB aM@ilmoeil ayssieso.

A:-One year
B QIBaHo
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B:-Six months
@QO DOV
C:-2 years
2 Qidatto
D:-10 years
10 cBaso
Correct Answer:- Option-D
Question80:-What is color of Fly Leaf placed on the top of 'Note File' to distinguish it?
BBl 5o 'emog an@eili@es’ geglad mundalsidlesan eeag ellad e agamosm?

A:-Black
®Qaf
B:-Red
Qo]
C:-Brown
eyoend
D:-Yellow
D610
Correct Answer:- Option-D
Question81:-Register showing hour etc. of handing over and taking back the sealed bag containing the key of the record room is maintained in Taluk
office, in which Form?
6063 QAlBOEOmICEHOTB @SBRI MUI@B 6.21Q) NIOWY aB@afleam@Be0Q. Gldes agseMalBeoQ. namlged gomanwal @lesa eeflemyam @moa)es aoadmilcd mysssesaoe?
A:-Form No.ll
Ganoo maud I
B:-Form No.lll
6anoe mauad |1
C:-Form No.XIlI
Ganoo maud X1
D:-Form No.XX
Gande M@ XX
Correct Answer:- Option-C
Question82:-In the register showing progress in the disposal of pending Suits and Appeals, number and date of the order according sanction to
prefer Appeal is entered in which Column
@B oHOOD TUIGHSOSQP GRa]lejd8e5Qe dldajdmalnal ajednd] eommlasm eslaydla, @veflelay gmusmm mmedmes EpMACILRIVElYss BodCIBEOMMIQe TlGIR. ag®Y
CHOBOII06M MG @lEBM©

A:-5
5

B:-12
12

C:-20
20

D:-9
9

Correct Answer:- Option-B
Question83:-How many Call Books are maintained in collectorate?
H8REOFIMD af)@ CBHIDW NYERBUB aldlaloalenan?

A:-30
30

B:-10
10

C:-1
1

D:-2
2

Correct Answer:- Option-C
Question84:-Running note file is submitted for inspection (checking) along with which register from among the following:
0epflot¥ 6MOS AN aidlewwowMY (aidlewouwlendmd) Madalasmm @PEmIOSIaje DMlajoQmaRicd mimes emlayge
A:-Personal Register
sOln® eeElqyd
B:-Movement Register
Qalenmd’ eedlqyd
C:-L.A. Register
af)@ag) elqd
D:-R.R. Register
aRAd.erd. eelqyd
Correct Answer:- Option-A
Question85:-The erection of thatched building within yards is prohibited in the compound of Govt. Office as a protective measure
MUoEBHEM MSalSlwIw] MAEIB B0adlmny GEIMIVENETD @odawlmeslmd 80S CRET OBSISe alemlQmMm@ Mmleeowlsldlesmo.
A:-100 yards
100 wodawy
B:-50 yards
50 wodawy
C:-15 yards
15 wodawy
D:-200 yards
200 wodawy
Correct Answer:- Option-C
Question86:-Running note is to be retained for a period of
osflowy 6mMog’ aoaigalealss myeullesnemnzmosy
A:-3 years
3 aidasto
B:-5 years
5 Qidasto
C:-10 years
10 aidawo
D:-6 months
6 moaue
Correct Answer:- Option-A
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Question87:-In Taluk office who will issue order for the destruction of records?
®06je8 80adlnlamd Eo6IBW8 MUBlaJesM@IM @REIENY PEMEAT aj0eajgales®:?
A:-Dy. Tahsildar (Head Quarters)
oways] @aomiledzod (@rRyTL0omMo)
B:-Dy. Tahsildar
a)(wmg’l ®a0MI@EA
C:-Tahsildar
®anV@3R0A
D:-Village Officer
aflegyed’ 830adlrvd
Correct Answer:- Option-C
Question88:-Abstract Arrear list is prepared in Taluk office in which form
@PRYAOMRI &:Sl@ld: aigle @ogjes Boadmilad __ canodled @ooossme.
A:-Form No.l
Gande MU |
B:-Form No.VII
6ande maud VII
C:-Form X
Gande X
D:-Form No. XX
Gande maud XX
Correct Answer:- Option-B
Question89:-What is Column No 7 of Abstract Arrear list (Abstract of pendency)?
@neningogy @rdlad allqfldeo esoge mmId 7 agamosm (eaiBawmmilQes MsWats)?
A:-Percentage pending
WBORIMo BB 2l jgEDMlgy
B:-Number previously pending
Q' @13 gjeq goleiglejoom Mmaud
C:-Total
@YOB>
D:-Remarks
@nElJoweasud
Correct Answer:- Option-A
Question90:-Which Register is maintained in form no. X as per paragraph 119 of D.O.M?
D.0.M-a360 auemule 119 @)ed@o Gande mmid X-@3 ap@) eedlquoosn aidlaloalesomna?
A:-Suit Register
m)ég“ eelqud
B:-Recovery Register
Alevad] eslayd
C:-Register of movables
20002 AUTRESOS eslqud
D:-Detailed Arrear List
Alleceo® &Slgls: algle
Correct Answer:- Option-D
Question91:-Who is responsible to check the Personal Register and take steps to ensure that no avoidable delays occur and no paper shelved?
ABOIN® EHITYA al@lewIUwlER®: Q0 BAlAEIGIM HIRIGIATVEBUY DENILITIEIEIMo Galajd@ HUGW 6.21QITIElE®IMw. @RAEETY OOEEAEIT.?
A:-Section clerk
OTLBUMB £OBL
B:-Revenue inspector
oaimy OMBoOMYRA
C:-Record keeper
60eIBW &lajd
D:-Head of section
alleovre cawoall
Correct Answer:- Option-D
Question92:-Importance of prefixing title to all communications deals in which paragraph of D.O.M.
D.0.M.-a3e0 susmuleaiionl aggl @pw@alrla® saogeudase Wl efladlg agmaimec @owim
A:-Para 45
suemwlse 45
B:-105
105
C:-102
102
D:-135
135
Correct Answer:- Option-C
Question93:-Lodged papers will be retained for
62100 @2l Gala|QBWd Mo dleirldgm.
A:-One year
8@ QIBaHo
B:-Two years
©6NE QUBaHo
C:-Five years
@6l QAUBaHe
D:-Ten years
O QIBaHo
Correct Answer:- Option-A
Question94:-How a section clerk can obtain a record from record room?
BB OTVAUMB AL afEBOM H0EEIBW Qalod WM 8@ HOEEIBY aIdlese?
A:-Take out themselves
VIO aJOODDGERS
B:-By sending requisition slips
Al andlasad (mﬂqdajcra @O 4)BO6TE
C:-Through Post Office
Galoqy e0adlmy gl
D:-Section clerk is not entitled to get records
OTLBUM AL eI aIElENIM @RAmDIEY
Correct Answer:- Option-B
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Question95:-As per D.O.M who is responsible to ensure discipline in Collectorate
D.O.M @#o@. SLIREOJIR @R4ISEe DOPEIM a®el @RABENIET
A:-Dy. Collector (RR)
oways] Heed (RR)
B:-Dy. Collector (DM)
oways] Bepd (DM)
C:-Dy. Collector
en»m‘gsg,'l S8
D:-Husur Sheristadar
20y@ 6 KEITYEIA
Correct Answer:- Option-D
Question96:-What is C R as per para 127 of D.O.M?
D.0.M-6eai eusmuile 127 @do@e C R agamosm?
A:-Collection Report
HSHUMD Olefods’
B:-Confidential Report
a0V} Gleaods’
C:-Community Register
@,m%snﬂgﬂ e=laqud
D:-Calamity Register
e eelqud
Correct Answer:- Option-B
Question97:-The term "Office System" is used to mean the arrangement with regard to
"&oadlay algye” afaM aiBe PalE@OUTEBM®Y MVeNINWls) @2lE:@6Mo agamoENy
A:-Revenue Recovery
oaimy Alemaic]
B:-Attendance
anomA
C:-Land Assignment
210MW’ @ReOITVMORMO
D:-Routine Work
aloilal eoel
Correct Answer:- Option-D
Question98:-What is paragraph 87 of D.0.M?
D.0.M-ae0 ausmuwle 87 agomosm?
A:-Periodicals
@R0B0e/e:6m3u3
B:-Valuables
allelcoloo’
C:-Envelopes
ag)BaLla | ud
D:-General Record Files
VMO HOCEHIRW aNQEIBUD
Correct Answer:- Option-D
Question99:-Correction slips must be pasted into the Books to which they belong within of their receipt in the office
OlBODH@D «;(ﬂqdaa:uﬁ s0adlmilea @aimes emiloldeo aldlwleflees ojryeaEralcd aglafldleemo.
A:-Six days
@O dlaime
B:-Three days
a1y’ dlaimoe
C:-Ten days
o Glairve
D:-One day
8@ Alaime
Correct Answer:- Option-B
Question100:-As per paragraph 128 of D.O.M precautions against fire to be observed in Govt. Offices. In Collectorate, who is the authority to issue
order?
D.0.M-eei ausmuiler 128 @@, ®aigpeogonl mdaod soadmyaglcd dlajslomonioncleowss gme:amasud aalsemsme @oule:oo. @rdaosm?
A:-District Collector
oo Haad
B:-Husur Sheristadar
20my@ ©auclmyaod
C:-Dy. Collector (L R)
Owals] Head (LR)
D:-Dy. Collector (Election)
oways] Bepd (enoeioud)
Correct Answer:- Option-A
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