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FINAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test

Date of Test 28-11-2024
Questionl:-In Secretariat is primarily responsible for maintenance of office discipline in Sections.
emu@ssclodlad alconsnglonl 8oadmy @p.gise. aldlalelesmaings @ndls pomoadlom. &5 @6,

A:-Section Officer
OMLEHM 630adlrud
B:-Additional Secretary
@RWlaHEM®3 HAVESO
C:-Secretary
OV
D:-Under Secretary
@P6MA OGSO
Correct Answer:- Option-D
Question2:-The is mainly concerned in assisting the cabinet in framing of policies approval of plans, programmes and activities for the
overall development of the state etc.
MVMOOMETMBO0 HRATHOEMIYSE QlleTVMOTIMIYSS alRL@IBU3, aldlaloSle:ud, JAIBODMEERUY afaTlaYes MWERWY @alealeasmaicd agrlmre® Vandlesmailad
(@WOMAIRYe WBRLERM.
A:-Legislature
aloamue
B:-Departments
m‘ﬁ;{}i‘ﬂ,({ﬁ
C:-Secretariat
eT@estlog
D:-Raj Bhavan
©o=3R_AIM
Correct Answer:- Option-C
Question3:-Who is authorized to sign the fair copies of Legislative Assembly Interpellations?
TRATLED HSWERIIMEBEENS MPWROW mﬁ;{éﬁ@@?«sﬁ Safls00d @A@Y @RWlE:00g88®?
A:-Secretary to Government
MABEHIB HAVE@SA!
B:-Section Officer
OMVBHM 630adlrud
C:-Joint Secretary to Government
MREHIR EROVIMA HAVEGST
D:-Under Secretary to Government
MUAEHIB @REMNEA BAVESO!
Correct Answer:- Option-B
Question4:-Which among the following statement is true regarding the avoidance of cumulative noting?
@é@cmg'lm' 8m0glu’ B¥lANERMDOW] MIMWEAIS BMlajOQID JIRIAUMBEITD agmos wdl?
A:-By submitting consolidated note
a@HR® &Claf Muadafesmaiges
B:-By oral discussions between the officers concerned
IS £ERPMMLAAR ®adle)ss AE®IRes aidatglges
C:-By submitting routine notes
aslal emogeud muadaflermalgyes
D:-None of the above
QABHE AlOFDAUOWIMRREY
Correct Answer:- Option-B
Question5:-The Reception Officers are under the control of
Alrvalasmd s0adlrudaod Moo mlEemaviene.
A:-GAD
GAD
B:-Home Department
GREKOO Qldsa]
C:-l and PRD
I, PRD
D:-Housekeeping (Cell) Department
00T @laflesy (6TV@B) Qidra]
Correct Answer:- Option-B

Question6:- is the part of a case consisting of papers received, drafts of interim replies and draft of final orders issued.
2idla] GalojQd03, DSEILI AQaISIBSHS @oq%@,uﬂ, 2J0Bnjgalla) @RI PEBONYHEES (WO eI EESERIM 6@ eMIIMe0 ALY
A:-Back file
6TUOES) aNQM
B:-Note file
EMOS aDQ@D
C:-Enclosure
ag)Beggoaud

D:-Current file
alealleal a0
Correct Answer:- Option-D
Question7:-All proposals for legislation and amendments to enactments and rules shall be dealt with in accordance with the provisions contained in
the
dloamidmoemamsie. Mlooasglonl cerN@eulmss ofejo m’IdSc@uascngo -@3 @PSEEIQICIERM QUIMVABUWBEMAYDROW] 66 G0N ©.a1Qo.
A:-Rules of Business
enflondlmqy’ mloasered
B:-KSOM
KSOM
C:-Legislature rules
aleamed rloasrud
D:-None of these

emomoaley
Correct Answer:- Option-A
Question8:-After approval of the draft bill by the Council of Ministers the Department take steps for the introduction of the bill in the
Legislative Assembly.
@Waag enfleflay alruemes @reuIle:0e. IElydilm Guonuo Q] Toamewlcd micd eram@la]easmaings msasleud mulleclesmmo.
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A:-Finance
WM IR
B:-P & AR
P & AR
C:-Law
oo
D:-General Administration
MO @RALIMlemauad
Correct Answer:- Option-C

Question9:-Draft Answers to the Assembly Questions should be put up to the Minister concerned at least days before the due date of
answer. E—
FaMUER) 62106KERBERSS (Wi DOMEERUE DO MMEHENE TIQME Alairusanudses gomusleje MO 2TIE TLadafeeme.
A:-5
5
B:-4
4
C:-2
2
D:-3
3

Correct Answer:- Option-C
Question10:-Notifications issued under the Kerala Public Services Act, 1968 have to be got scrutinised by the
6808 alepfley rudallumy @, 1968 @@oee ajoeaigals) allmsmoaimesud BOO MYBYaldlEwIWMER AleWAICHEMRDENTE,
A:-1 & PRD
| & PRD
B:-Finance Department
WMBIEY Qldha]
C:-Home Department
@REKO Qldsa]
D:-P & ARD
P & ARD
Correct Answer:- Option-D
Question11:-Affidavit for extension of time should be filed as far as possible at least before the time already granted expires.
VAo m'lgnn(m’kmgg LUOLAIEEGAIe DI @BMAIGLY MUA. @BAINVITlERM@IM gomElaje SHYIQMTISEOmOBe AN 6.21Q6Mo.
A:-two weeks
@6TROY
B:-one month
63@3 MI(Mo
C:-a week
8O ARG
D:-5 days
5 dlaime
Correct Answer:- Option-C
Question12:-The shall on behalf of the Central Government on any suit by or against them in the High Court.
€BH(@3 VAUMERMAM N £60EEHISGIVIBG @PAIBEEHI 10060 988 aBO®IT EMHMJlRje QUEIES..
A:-Attorney General
@P6QIA6M LMo
B:-Advocate General
@RADICEHY VMO
C:-District Government Pleader
glejo waMeamd gflwad
D:-Additional Advocate General
@RUlaUEM@3 @RALIEEY BMOT3
Correct Answer:- Option-B
Questionl13:-The Secretariat Department shall keep the Tappal Register for a period of and thereafter shall transfer them to the Records
Branch.
OMGESCIRG Qldhal Soegafleals’ @aqod eelqd myeulead . ERTImER. @A HOEHIBUIMY Eoemicales 20QEHQo OalGo.
A:-3 years
3 QB
B:-1 year
1 oo
C:-5 years
5 aidauo
D:-2 years
PRGNS
Correct Answer:- Option-A
Question14:-No paper shall ordinarily be printed except under the orders of an officer of the rank of
00Ble)es 6@ EeEaPNMNMH0 EEAIM GlFlaRPe® GG GalajQe MLIWIEIMWIVS @B 4ISIEHIMD alosle).
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMLEHM B0adlrvd
C:-Deputy Secretary
s)c\.unjég’l OTV@S0!
D:-Joint Secretary
ez0ldd OTVEGSO!
Correct Answer:- Option-C
Question15:-The self-registering current number stamp will be kept in the custody of
aUI@o EHITRA M BOMT mmud qroml’ Moo eayuloicd mysaleso.
A:-Section Officer
OMLEHM 6B30adlrvd
B:-Office Superintendent
&oadlony’ cyalend’
C:-Clerical Assistant
H0le@ @omilqymdd
D:-Assistant
@omilqymd
Correct Answer:- Option-B
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Question16:-Payment of advertisement charges shall be subject to the norms fixed by
AlRMV} 20BBBHUY BRSYMD® mﬂummﬂaﬂ%gg 20MAEEMWEERUEE Qllewaw@las0.
A:-Finance Department
WM Qs
B:-Public Relations Department
alepfles’ SlealaumBmy Qidsa]
C:-P & ARD
P & ARD
D:-GA (Housekeeping cell) Department
GA (a000ylaflety ©T@) Qidsa]
Correct Answer:- Option-B
Question17:-As a general guideline, it may be ensured that no file passes through more than levels of officers beyond the level of Section
officer before it reaches the Minister concerned.
8@ 6@ 203RMIBEEUe M MR, MIMWEe.S 2ATIQReS ERFOD AHEDMGIM Y GG aoWEej HTVEUM eallay’ @oojoaDss ecielmd aso@ espLmNClaes
BSMOENB:MORYAT QOO0
A:-Three
Qo
B:-Four
moel
C:-Two
©6TE
D:-Five
@6l
Correct Answer:- Option-A
Question18:-When a file or disposal is found missing on any account, the fact should be immediately brought to the notice of the
AROOEIGj @REVENEI BB AO@ERI AWIETRITVEAI MaYOS@IW] HOMROTIWITI, QUIR® osms] MO0 WALV IGODEMo.
A:-Additional Secretary
@RUlaHEM@d HTVESO!
B:-Chief Secretary
aflad ©VE@SA
C:-Secretary in charge of the Department
QBa]BO0 sa@aIRss 6TU@SS!
D:-Minister concerned
MIMWeS QT
Correct Answer:- Option-C
Question19:-When a pre-number currents is registered, the details relating to them should be entered in columns against the pre-number.
8@ @-mmid &0meud eelayd 6.21QEMI0U3, @RAIQEIW NIMWea)S AllerawrsERUS @J-MmISIN ag@ileow] €H086ERSIT M@IB6Mo.
A:-9 and 10
9 9,10 o0
B:-8 and 9
8 9 9 o
C:-13 and 14
13 90 14 oo
D:-4 and 5
4 905 oo
Correct Answer:- Option-C
Question20:-When communications without proper authentication happens to be received, they shall be returned under the signature and orders of

AL @RHUWIE:ICEODgPOD Eralrlawenud aidlesemioud, 9265 Ba]ve OMEQE:BLR. S @A ClEleE: MTBE:0.
A:-Section Officer
OMLEHM B30adlrvd
B:-Assistant
@pmilaymd’
C:-Under Secretary
@PEMRA OGSO
D:-Deputy Secretary
awm@ OGSO
Correct Answer:- Option-A
Question21:- must watch incoming reminders and look into the cause of the delays that have evoked them.
@B&alwY loeamaQe U8 &oeMmE:Qe @RAIY HOREMLDIW GOLIMIAMVOTIMBHO E:IBEMoe @REMIHEBG:Q GAIGMo.
A:-Deputy Secretary
en»m‘gsg,'l OIVGSO!
B:-Secretary
MV
C:-Under Secretary
@ENRA OMVGSO!
D:-Section Officer
OMVBHUM 630adlrud
Correct Answer:- Option-C
Question22:-The is responsible for the accuracy of the draft proceedings from the Section.
alleonesied Mlmes Woeg Msalsleges &oog OODEUGIET.
A:-Section Officer
OMLBHUM B0adlrvd
B:-Assistant
@pmlqyma’
C:-Under Secretary
@6MEA BTV
D:-Deputy Secretary
s)(w(uég’l OIVGS0!
Correct Answer:- Option-A

Question23:-The is responsible for passing on papers received by officers to the office Section immediately under the due
acknowledgement.
2e6NMNAE 2IEly| GalajQeud awy @reHIsEEnMAN Sl 9sm 6oadlmy’ aleonaBim ees:a0mmaiay ©OmEUGEIWIEN.
A:-Assistant
@rmilqymd’

B:-Section Officer
OMLEHM B0adlrvd
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C:-Confidential Assistant
GB0MBadlowBauy@d @RMIMRMBC
D:-Office Attendant
&9adlmny’ @egadawma’
Correct Answer:- Option-C
Question24:-Which of the following statement is not true connected with Personal Register?
ABOIN® EHITRQRIW NIMWOIS Ml ORM ETRIAUMBEIG aB@IET wdlwey?
A:-Application for Casual Leave need not be registered in the Personal Register
B0aui@d allal @RS QBTIN® EHlqYJIT eelqud 6.acQerGley
B:-Application for appointment to posts need not be registered in the PR
onjesgeawsss doanomines @osaley PR-od esllqyd eacgenraoiey
C:-Any other class of paper which the Under Secretary or Superior Officer consider it unnecessary to bring on to the Personal Register
@RMAB &G0 MalAld 60adlmnEnd EalLem@d EEIMYGIM HBIENFAIBIMNE GRMINURBANT HBDIN BELE@BIA)e FIMY Galajd
D:-All currents numbered and distributed to the section shall not be registered in the Personal Register
alleonomnieaiss’ @oendls’ Almosmoe a1 afglo &:0MQ@ge Aeln® oelqpdlad EHTYd e.21Qeqysls)
Correct Answer:- Option-D

Question25:-The nature of reference issued will be noted in column of the Personal Register.
MRS 0a00MMIMBOO VIR alRM@S Eelqydl@en CBOBOTITB GOAIOISTDo.
A:-9
9
B:-7
7
C:-4
4
D:-13
13
Correct Answer:- Option-A
Question26:- should keep all Secret Cabinet files in a separate Safe Container.

a)gfo EADMVY HIMIMY NWEYBSe BT EDLH ETVAL BHEERCITE MyBelEemo.
A:-Under Secretary/Deputy Secretary of Home (SS) Dept.
ea0% (SS) s @rd em@sdl/ewals] eru@sd
B:-Chief Secretary
aflad’ ®VE@SA
C:-Under Secretary/Deputy Secretary of GA (SC) Dept.
GA (SC) aidafmdeo @rend omu@sdl/ewaysl om@sd
D:-Under Secretary/Deputy Secretary of GA (Sp/B) Dept.
GA (Sp/B) aigqfdden @oened oM@SAl/ewals] HTU@SA
Correct Answer:- Option-C
Question27:-The scrutinises the whole file and makes such changes as are considered necessary in the note prepared by the Assistant and
submits it to the next level officer in charge of the Sections.
QEAUD aNWEj TRLYPOV aIFlEUIUERER @RMIITRMA GQINIHIV &:Claftd ERAILIEANT G:EBDIM BIQEBU AUGBIDHQR @D HIVAUDHEOS YROLIQSS COFOD HRIAIG3
63000V MVRAB BB 6.alQyMo.
A:-Under Secretary
@PENRA OGSO
B:-Deputy Secretary
s)cw(uég,’l IVl
C:-Section Officer
OIVEHM Boadlrud
D:-Additional Secretary
@RAUlaHEM@ HAVEGSO!
Correct Answer:- Option-C
Question28:-When more than one draft is submitted for approval, the drafts so submitted should be
salaiuwlee @oq%@:ua @RUIBOEOBIMIR Muadaflesemioud, @oaReMm muadaflal @aq%aua @RI@lE6Mo.
A:-Numbered
mmuﬂ§
B:-Tagged together
sy souy ©21Q
C:-Flagged
AQOLOaIY
D:-None of these
emoMoaley
Correct Answer:- Option-A
Question29:-Which of the following statement is true regarding the officers rewriting or modifying the Assistant's note?
2eanMad @RMIMMElBe0 &l ClaorleE@ME®I alElgy@EBmME®d MuenIMUle] MlaoRM @MYIAUMSBEITS ag@6m’ wd?
A:-The earlier notes should be, destroyed
RUGOD EMIFHU MUBlaflenemo
B:-The earlier notes should be taken out of the file
QIO cegrﬂqda,uﬂ anell@d Al ajoeomgEnEMo
C:-It shall be written up as continuation to the notes already added to the note file
M3 a0R@ O@IMEe Gal@ODm ‘s;(ﬂqd‘s,gas @53 5] D afE®OalFo
D:-The Assistant may be asked to change the modified portion and submit
al@loy@ly) oo @0gl Muadaflenond @emilqmymdlems’ @raIteIPaEsEnde
Correct Answer:- Option-C

Question30:-When communications in illegible handwriting are submitted in files officers of and above the grade of should instruct the
Assistants to put up typed copies of such communication.
QBDARIOTD HOGQBUCOTIASS @RUe@lmlaWeERMd anwaleglm muadalessmiowd ewlej @R@IMaBERl 988 pesPLmNd @ryue@alldl IBOO0 ©6sa] ©.a1Q

ol Mundalleroad @MIqRdQaceeds’ ildegudleeme.
A:-Section Officer
OMVEHM B30adlrvd
B:-Under Secretary
@6MA OGSO
C:-Deputy Secretary
aanmgﬁl IVl
D:-None of these
emomoaley
Correct Answer:- Option-C
Question31:-Which among the following statement is false regarding Routine note?
al@ilal ‘e,o’lwsjmomﬂ ENITMWEN]S DMaJOQYM IRIAUMBEI @™ 6®F?
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A:-Routine note should be kept as a different part of the file with distinct fly leaves
QOIMY20 ©6ag ellainy 988 anwelden aegom VAW aldilal @:dla] ryeslensme
B:-It should not be tagged on to the note file of the department in which the file originated
0@ 9oy Bl emog anwell@d SouY 6.a1QdM alsley
C:-Routine note should be placed on top of all the other parts of the file
anelldeo 20gg RIMERUWBER. ABEIT aldilal @dlaf munoalememe
D:-It should be placed under the note file of the department in which the file originated
0@ 9oy Ad:]den emog anwelm H1¢led o) mundalensme
Correct Answer:- Option-D
Question32:-Notes for the Council of Ministers the instructions contained in shall be followed.
2@l mudclesss @s(ﬂqdﬁ(fa -@3 l@lenmm milde3uosasud alellesnenzmosnsy.
A:-Council Guidelines
&Ml aodpmldeguesaRLd
B:-Chief Secretary's instruction
aflad V@ S0IQes mldeguoo
C:-Rules of Business
enflordlmn ey’ Qud
D:-Kerala Secretariat Instruction
EHEE HMGEsCIRY Mmldegue
Correct Answer:- Option-C
Question33:-The proposal for overruling the advice tendered by the advice Section of P and ARD should be routed through the to Chief
Minister.
P, ARD agarlaiges 9aieawe allgowe esmand 621 9altawee adlesasmailngs mldegue. QERUM QPEURQTES HOBAI0EMo.
A:-Secretary
OGSO
B:-Minister concerned
MITWEes AT
C:-Chief Secretary
aflad ©VE@SA
D:-Special Secretary
OIMYH@ OTVEGSO
Correct Answer:- Option-C
Question34:-The Assistants and Section Officers may offer opinions and suggestlons
@pmilqpm@aaodas. ameH® soadlrudacdss. eoElgowstng. mldequosBg. MM
A:-in cases which are not founded on statutes, rules precedents
2IgeERu3, Mlwamsud, BWAle:Wd ol mMunallenrom esmyeald
B:-in cases found on statutes, rules or declared policies
1568303, il /) B ® @eualo mwearglean HeMOTIw comyseElcd
C:-when interdepartmental references are undertaken and the opinion given by the latter department is added which varies the suggestion of
former department further notings on the new suggestion shall be undertaken
D@BOB Wlnod5HAMBOTE 0anOMTYSU RORFEBEMIOWD, B Qlde[l860 WIBE3WOBITE ANGPTIPSS EEERIASDD Qldse] MBI @PElRJIW. alBEEEMINN, odiw TldequecmEndlyss
S5O cesdlgdaaau% AROQSERo
D:-None of these

emomoaley
Correct Answer:- Option-B
Question35:-When the tabling slips relating to papers recorded as G.O. (MS) are indexed the words should be clearly indicated in the index
title.
G.0. (MS) el EEEUOSOTDIEIEBIN Ealo QB8R0 MITWe5 esenigluy «gwa,ua ayalleoianasemnod g AIHBHUWB MRl @eIeE:ZIE QBRI Myallaflensmo.

A:-Ordinary series
MUOWIMEEM al@MIG
B:-Papers recorded
GalojQB U3 CEAIONGOT
C:-Manuscript series
£60BOQWEIDQJD alEMIO
D:-Important orders
@UWIMBS BIBAWQHUY
Correct Answer:- Option-B
Question36:-The function of can be broadly classified into Legislative as well as advisory.
MBe0 udommeom Mlean@anoemaje OaleBURG:@E. agaT allwoeIndw ME@IE]E0.
A:-Law Department
Ml Ada]
B:-Finance Department
WM Qs

C:-1 & PRD
| & PRD

D:-P & ARD
P & ARD

Correct Answer:- Option-A
Question37:-The basic requirement of a good draft is
8M MY (WIGIMBOO @RSINNIM @RQIWRLED @6,
A:-In simple language
21g®200 @U@
B:-It should be typed in single line spacing
oo 89 A6l 6TV ©eSq] 6.21Q6Ms
C:-Clarity of contents and brevity
2885HOTIMOO AUBOQo Moo
D:-None of these
emomoalgy
Correct Answer:- Option-C
Question38:-Files closed in the lodged series should be retained in the Sections for a period of from the end of the month in which those
files were opened.
an@@3 ©a1Q MIRINICE @S 4] ANEHUB @R AD@AE:U3 DOM ABITVLIAUTVIM. YD B0a180lcales OTVBHUMRGSIT rysHlEnsmo.
A:-3 months
3 moaue
B:-6 months
6 moave
C:-10 months
10 @oave
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D:-1 year
1 Qidasto
Correct Answer:- Option-B
Question39:-Files or papers which are to be classified as 'Most important' should alone be closed in the ordinary series as
'aBQQYe @WIMBISD aaTY MEEIGIELNENE ANWEJEB:ESE) GalajQMES0 MUIWOEM GYREMIied @R @RS afl@lEnemo.
A:-GO (Ms)
GO (Ms)
B:-GO (Rt)
GO (Rt)
C:-GO (P)
GO (P)
D:-Lodged
oadaflyl
Correct Answer:- Option-C
Question40:-Which is the period of retention of SB of an officer entitled to retirement/terminal benefit?
Alledlenad/esddlmed @re. Y @pRB0oQEs 6 peapnmameo SB dlomidgem ereweal agomosm?
A:-5 years after retirement
Alledlo)@lmy uoato 5 QiBako
B:-10 years after the pensionary claims are finally settled and sanctioned
02BN OHOIRB0d Bldajods] @RMAIGERSQ0 2@ 6Wate 10 aidato
C:-7 years after the pensionary claims are finally settled
61BN ©GIge0d @ldajosslw 6wt 7 QIBae
D:-15 years after retirement
Allealaiolay 6uoate 15 aiBaue
Correct Answer:- Option-B

Question41:-The Under Secretary may permit any member of the staff to leave office minutes earlier, if there is a justifiable reason.
MPVL2IQ BIEEMPSREHIT TYIadleal age®E:aj @RUWETD dlolg g 80adlny’ allsomd @rEE@ emMUEGSOles @RMAIGIE 3jEH 0.
A:-45
45
B:-15
15
C:-30
30
D:-60
60

Correct Answer:- Option-C
Question42:-How many approved forms of correspondence are used in Secretariat?
6MGESTIVFIMR )@ @RUIRH® HOBISaIIGHUD OaleoUllERamR?

A:-12
12
B:-3
3
C:-10
10
D:-7
7
Correct Answer:- Option-A
Question43:- form is used to communicate important instructions of a standing nature.
qyondauiled’ muIRIAIRSS @wom mlde3uosrud Er@Aalmlame Msomod Ga0do aleWIUTlERMo.

A:-Office order
830adlmy’ 803WA
B:-Letter
SO0
C:-Government Order
MBEHIB pEmEAT
D:-Circular
qudsesald
Correct Answer:- Option-D
Question44:-All communications received before on a working day shall be despatched the same day.
8@ Qoo dlamomlcd a¥ gl eIyl aggfo m@uac:»oﬂm’]mm»m%o @RE® GlaIMe O BRRRo.
A:-4 pm
£6BEM©s 4 a6
B:-3 pm
£6QIBEMEe 3 6
C:-5 pm
OOUBEMEo 5 a6l
D:-4.30 pm
06ae:eme. 4.30 aeml
Correct Answer:- Option-A
Question45:-When it is proposed to address the , the letter form should be used.
&M @REIMLEENIOWM 6.a1QIM MlBe3uEleRcMUd, HRIQA Gade DalGIUIENEM..
A:-Vice chancellor or Registrar of a University
8@ TVAAUBLNWIRINYSS HOAIMY almaald EregIE:I Eelmod
B:-Vigilance Commission
aflefleindmy’ @eflauad
C:-Members of the Revenue Board
oQimy @6NIOBOWS @RoUEBRUD
D:-All the above
BHEI®W A0SV
Correct Answer:- Option-D
Question46:-When final decision of Government are communicated, they have to be embodied in the form of
namMeamoliden @pmila clamacm. @rdlwlesemioud, @ MO0 BalOWITB DUBOEHOBBEMo.
A:-Government Order
MAHIB pOmEAT
B:-Proceedings
MSalsl@neERud
C:-Memorandum
ACADIOI6MEo
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D:-Letter
HHOD
Correct Answer:- Option-A
Question47:-Communications to the Panchayats will be addressed to the of the concerned Panchayat.
AlOOIDGElealERss ERUAlMIa. MINWE]S eI &M @REIMVEENIOWM HaiQo.
A:-President
Jrdlowado’
B:-Secretary
MV
C:-Member
@Roo
D:-None of these
emoMaley
Correct Answer:- Option-A
Question48:-Which of the following statement is false regarding the answer to Assembly Questions?
@RIV6R] alBYBRBERES DOM@o MeENIMUla] EMlaOQM MYIAMBEIM og@moaT emg?
A:-The names of MLAs who raised the question have to be entered on the left hand side of the answer
821085 9l MLA2I®SS Gal®@:03 ©OmEODIMBEO0 HSDAIOMITS EaIeSOMmEMe
B:-The name and designation of Minister concerned have to be given in the right hand side of the answer
2ODEOTIMBHO AULIDAIBET FTWES AATIROS Gal@o alBAlQe GEEIOAIFOMEM.
C:-Fair copies of answers should be signed by the Section Officer
DOVOEIBFOS DPWAW al@:Baj@ud HTVHUMD §0adlTVd 6afsemo
D:-The date of posting of question for answer in the house should be noted in the bottom left of the answer
DODEOIMSS 6203k MERWIGd GaldPeIR o] 2QEOEGTIMOO GIOY LOSDAIBOT CRELOIFODEMo
Correct Answer:- Option-D
Question49:-Personal Register shall be maintained by Assistants in as provided in Appendix | to the Kerala Secretariat Office Manual.
6808 OMGEsFlRg Biadmy asmarled @emeniarws |- madeloldlesmma caneal -@8 @MIqYMQ2cd ABdN® EEITYA al@laloaleso.
A:-Form IV
Ganoo IV
B:-Form Ill
Gando Il
C:-Form X
Ganoo X
D:-Form V
Ganoe V
Correct Answer:- Option-D
Question50:-The levels of circulation of a case will depend on the nature of the issue involved and the instructions contained in the
8@ eBMIMe0 TVAERERIHM HRINBBUd UBOSICIERM EIROBIMEO TUIRINBCT0. -@ fllclesom mldes 8Qle @YU fl@les0.
A:-Manual of Office Procedure
60adlMY’ MSaISlGREERESS BOMAITE
B:-Secretariat Office Manual
M@0 Badlmy’ @omaid
C:-Guidelines issued by P and ARD
P, ARD agarlar ajoeqgalls) aod@mldeauosenud
D:-Rules of Business
enflondlmaqy’ mloasered
Correct Answer:- Option-D
Question51:-Copies of Government orders communicating cabinet decisions should be sent in envelop, superscribed "Cabinet Decisions -
Government Orders" to the
06niling’ Glmaomesed @AleRan MEE®IB QEDEYBEES aldBald:1d cales " &06nllng’ @@aoMmeRUd - MAEIB DEMEQYBU" ag)M CIOLILIY GAIGIaNES] GRWEREMo..
A:-Chief Secretary's Office
aflad” @G 50IQeSs Boadlmny
B:-Secretary
OISl
C:-GA(SC) Department
GA(SC) asaf
D:-None of these
emomoalgy
Correct Answer:- Option-C
Question52:-Which of the following statement is false regarding annual index?
QS TYalld MosnUTU 4] EDTlajOQAD JIRIANBED og@osmy omg?
A:-Annual index is prepared by the Office Section attached to each Department
60600 (Wlajodseamalemage caldmogs Boadmy emueuUm @R aodale: Myalle @ISR
B:-Annual index is printed department wise and circulated to all the officers and sections of secretariat
QBale Myalld Wlnjodsenmdd ol6lal @aislal emu@esdledlent aggl soadimdnodan. HTLEMR®:WBER. all®oEM. O.aigMo
C:-Copies of Annual index are submitted to all the Ministers, Chief Minister and Governor also
Qdadlle myalleqes m@:d!nrda,uﬁ g 2@I2dER. PEREDTIER. DAIBEMAER. MUaBaflesme
D:-Copies of Annual index are forwarded to all Heads of Departments
Qndelle myaleges Bl af)glo Qi €2WIAHBUWB3ER. HOBAIQYMD
Correct Answer:- Option-D
Question53:-The disposed files are broadly classified into groups.
AWlEMROMY ©aIQ) A0S @%‘ﬂ,go@’l [N CIPYIGIF2le
A:-three
Qo'
B:-four
moel
C:-five
@6l
D:-two
(el

Correct Answer:- Option-B
Question54:-The should check the stock files at frequent intervals and should ensure that it is properly maintained.
0SQIOS IR c0WARIBUS alCleIWlEREQ @G AW al@laElEegIMOEMNEM QOAIERS:Qo GIEMo.
A:-Under Secretary
@EMRA OGSO
B:-Section Officer
OMLEHM B30adlrvd
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C:-Deputy Secretary
a)(wmg’l OTVGS0!
D:-None of these
emIMaley
Correct Answer:- Option-B
Question55:-The Personal Register should be kept up to date and subjected to inspection every month by the Section Officer except the month of

QEln® Emlqyd $:oelemowl mysslese . 29NV 81O af)glo BIMVQJe OTVEHM BdlNAB AlBlEULILMWES AlEWAIEREQY GQIMo.
A:-February
©anEnudl
B:-March
20@4]
C:-December
awleruesnid
D:-January
Yectellcl]
Correct Answer:- Option-D
Question56:-Every Assistant should keep a in Form No. VII, Appendix | in manuscript.
80600 @RMIIYBQe 8ande Mmud VI, @emesnirw. | @ eodeweIwEIcIQIm ry@silensmo.
A:-Call book
GHOUB ETYs’
B:-Suit Register
g eeflayd
C:-Reminder Diary
8036 gOm@ (W
D:-Workload Register of Attenders
@RQMWARImeS AIdES G’ eelqud
Correct Answer:- Option-C
Question57:-Which of the following statement is not true regarding the monthly business statement?
(@@fl20au enilamimay @RoIm@EO©] cIMWeas BMlao@M @aRIAMEGEI® ag®oe ualwe?
A:-Prepare Monthly Business Statement before 5th of every month
ag)gfd @MUY 5-a gl @@ilaoqu enflardimay’ CIRGORMS ®QIOIEBSH
B:-The purpose of Monthly Business Statement is to ensure prompt action on currents and speedy disposal of cases
@olaoau enllmilmay’ eqpgdeamdlldec 96gues, H0MAIME0 Ga@ OSMS] MSaISIQ CBMYBUE CUNOTI® TIBalodrale LOAERE: a6
C:-Reflection of the transaction of business in the department
Wlopdseantdleal enfimilmmy’ esalosladen @@laoaime
D:-Monthly Business Statement contains the details of petitions received in department
@@ilmomu enlmimmy eqpgenmoled amqfod eidly mlearmenges alueovesmnud @rsElwElenam
Correct Answer:- Option-D
Question58:-Which of the following statement is not true regarding the review of items in the staff meeting?
@Road diglovloer MEREeS @RAIBRIIM:Me MMl Ml omM @MRIAUMBEIES ag@eNy wdlwgy?
A:-Review of number of currents received and action taken
21Ela) HOMAMBEO agepafe TB:Ela) MSalSkege @RAIBRIDGMo B2l
B:-Review of number of PR inspections due and conducted
PR ai@lesoowymeud mseomem@o. Msomilome ag)EfRe @OAIGRIOE:Mo 6.aIQ)d:
C:-Review of decisions and directions of the court to be complied with
anellememn e:solnes Clmaomangesl M33umBENSTl @PAIBRIGMo
D:-Pending issue with the subordinate offices shall not be reviewed
auesnudaullemng soadlmyeglad mﬂ(&ﬁﬁmﬁrgmam @(ge @RAIERIGMo 6.aIQYMMDE
Correct Answer:- Option-D

Question59:-While indexing papers relating to writ petitions and suits, it should bear an indication to the of the case.
A5’ Galflau0BE20Q MVISBSAOQ FNUMWES GalaQdud Myalanianasemiowd, @il eamimeo ayaflaflafl@leneme.

A:-Name of the petitioner
anRHEOEME0 Cald
B:-Number and year
MMIQe QAUBHOYo
C:-Important word
QUWIMBa5 QIO
D:-None of these
emoMoaley
Correct Answer:- Option-B
Question60:-A Suit Register in Form No. XIX, Appendix | should be maintained in every Section in the custody of .
Gande mmud XIX, @rmsniacwe |-@d awm s’ o=flayad, @e0 @quulaicd aggp allconamiae myeslensme.
A:-Assistant
@rmilayma’
B:-Section Officer
OMLEHM B30adlrvd
C:-Under Secretary
@PEMRA OGSO
D:-None of these
emIMaley
Correct Answer:- Option-B
Question61:-Which of the following is not a function of parliamentary Section?
lojomaeiled agmae andeaieamod] alconomlden udommag?
A:-They shall obtain the questions from Legislature and distribute them to the concerned sections in the department
@PAId MATLERWIEE MM’ EI06HERU EMFB:Qo Alsqflorl cITWES AllcoNERUIE Al®EEM. OAQYBQ0 Qe
B:-They shall monitor the movement of interpellation files at each and every stage
@PAIB 30600 *RISOTIRj HMOBEIERIUM OWE)BSES aleiMo Mildledles
C:-They should collect the answers from all sections
@A aggyo allconsergla mlamo B @ 3lE6Mo
D:-They shall not maintain an interpellation Register
@rAIQ 8@ MBOBOIERIxM eelmd mysllemay
Correct Answer:- Option-D

Question62:-The note for the subject committee should be got approved by the in charge of the department concerned.
sy GeoldleRgs &dlaf NMWE)s AGa]MBe0 ypomeIes @RoUIlB>@ 2]l Ememo.

A:-Secretary
OGSO
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B:-Minister
2@
C:-Joint Secretary
¢m0Qfldd eSOl
D:-Under Secretary
@PEMRA OGSO
Correct Answer:- Option-B
Question63:-Confidential Records shall be supplied within the department on requisition signed by the requesting the record.
o6 @PEYBMl4ed06ME’ 6afls @REASHUDI Wlajod5eamAMEE® DTV} CGEAIBWE MMWE:ealge-
A:-Assistant concerned
EIMWOS @RMVIMBA
B:-Section Officer
OMVBHM 630adlrud
C:-Under Secretary
@M@ BTV
D:-Deputy Secretary
s)(w(uég’l OIV@S0!
Correct Answer:- Option-B
Question64:-Purchase of books, periodicals and service stamps is done through the
AP &EERU8, @RMBNBERUS, CIVAIM TYIMYBUD agMIAUIRES Q@RS sloen’ msesmo.
A:-Accounts Branch
@OEDEEMY Eo6ral
B:-House Keeping Branch
a0 @laflov’’ Eosral
C:-Library
TGl
D:-1 & PRD
| & PRD
Correct Answer:- Option-A
Question65:-The time limit for preparing draft notes for the Council is of the receipt of the file with the orders of Chief Minister.
SemMmIlalmoell @uag’ ee,rﬂqdaua MQOOIEBMTIMSE TLAWAIBIW] POUROTIQYES DOMEQYMHEBISESIQ DM RIEl4] @6,
A:-Three days
qan’ dlairoe
B:-Five days
@6l dlame
C:-Two days
@6 dlaime
D:-Four days
moel dlaime
Correct Answer:- Option-A
Question66:- is the Chief Controlling Officer in respect of all accounts matters in the Secretariat.
OMUGESCIRFIOR! af)gfd @REDENTE B:0RYEREIR allad’ ®besogluy Boadlmunoem’
A:-Secretary, GAD
emugsdl, GAD
B:-Under Secretary GA (Accounts) Dept.
@peed 6m@sdl, GA (@oeDeEms) aaf
C:-Addl. Secretary GA (Accounts)
@pWlousm@ emu@sdl, GA (@raoeEmy)
D:-Section Officer GA (Accounts) Dept.
©rLEHM Boadlrud GA (@) Qdaf
Correct Answer:- Option-A
Question67:-Every department is to prepare a monthly business statement in Form No. IX, Appendix | and forward the consolidated statement to
for review.
630600 Qldrafo Gande MMUB IX; @pmenicrwe I-ad @alaomy enflnilmqy cqRgeamc’ @@oooEsd:Qe @RAIERIGMATIMI] a@BG® @MRIQIM GRIES OOBAIQBQo GAUENo.
A:-1 & PRD
| & PRD
B:-Home
[sTelel)
C:-GAD
GAD
D:-P & ARD
P & ARD
Correct Answer:- Option-D
Question68:-Which among the following statement is not true regarding the Section Officer?
©MBHMB B0adlrue0 MVesnITUlal HIlaJOQM @MRIAMGEI® ag®oem oalwe?
A:-He is the first level supervisory officer
@PEGa00 BIMIe @I MRaj@eeaITua] Baadlmuodem
B:-He is to impart training to Assistants under him
@60 #ldlaes @rmilqymqacdes aicludlaime m@deeme
C:-He should ensure that tappal is received in time and attempted to promptly
@@ HOTIEQO en@'l.g’l@s}mrmc @O OSMS| 6.21QOM @ﬂaﬂ§9mmo @EGaN0 POIEEMo
D:-Bring to the notice of the Secretary any serious delay or other irregularity
LBOERIW HILIMIBTVED) AF (GHACLHTHERO OTVGSCIQOS WWRLDIMBOISED S
Correct Answer:- Option-D
Question69:-The concerned shall bring the fact of non-receipt of the files under circulation to the officers who ordered circulation.
MAERERIHMIYSS 0WEBUd LIElENITMTIMBE0O QUTR® ENUTWES MAERERIHM POMEAIS DEBHRMTVLAOE @RCIVIEENERMON.
A:-Under Secretary
@PEMRA OTVESA
B:-Section Officer
OMVBHM 6B30adlrud
C:-Secretary
OMVGSO!
D:-Assistant
@pmlqyma’
Correct Answer:- Option-B
Question70:-All members of the staff upto level should mark attendance in the Forenoon and Afternoon sessions.
ORINIT AUOOYESS g0 TRoal ERLEBE DaiQ Yo Dol CUOUNYPES HTVSUMBEIEE aNIWA@ EEEUOIFBTEMo.
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A:-Section Officer
OHMVBHUM 630adlrVd
B:-Deputy Secretary
G)(UJnJéﬁl OIVGSO!
C:-Under Secretary
@PEMRA OGSO
D:-Additional Secretary
@RUlaHEM@ HTVEGSO!
Correct Answer:- Option-A
Question71:-An outgoing Assistant has to ensure that all the new disposals accrued in the seat till the date of his relief should be entrusted to the
for transmission to Records branch.
8@ 6956100y @RMIMRMI @Me0 deflad’ Gl aee migled aumidElal agep «ole uleryomgieg. eoEEIBWM Enoamiceis) OadaQIM@ITY -OM a@@Baflenemo.
A:-Section Officer
OMLBHM 630adlrud
B:-Office Superintendent
&oadlony’ cyalend’
C:-Another Assistant in the Section
alleonarieal 26go@ @emilqmd

D:-Attender
@rQMWA

Correct Answer:- Option-D
Question72:-The will be held personally responsible for the proper observance of the procedure in the Manual by all in his section.
20miefleal msaislgamrud @paden alconomiags afgioait. &R alelesmaiay QB2 EmEAEIQIQIG|Es..

A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OILEHM Boadlrud
C:-Deputy Secretary
aanmgﬁl OIVGSO!
D:-Secretary
OTV@SA!
Correct Answer:- Option-B
Question73:-Bulk communications (papers which on account of their bulk) shall be sent by
niuden’ daElesmaummy (GalajQ®uB @RAIQES IKBE GemEsloalgon) ¥l GRRo.
A:-large envelops
aello Qs ud
B:-clean envelops
QOTlQSs BIQHUd
C:-wax cloth packing
O0gBy D6 alodsloty
D:-lengthy envelop
sges &aIQeud
Correct Answer:- Option-C
Question74:-When a case is transferred from the Personal Register to the Call Book the file is closed in the form of
8@ 6TV QBTG eI @l 62003 enyaslealss’ mogmwouﬂ A0Q®3 )M BaloWI@d @RS ofldleso.
A:-Lodged paper
GRS aloyd
B:-Office order
830adlmy’ 803WA
C:-Memorandum
ACADIOI6MEo
D:-Proceedings
MSalsl@neERud
Correct Answer:- Option-A
Question75:-Who will decide whether a copy of the order issued shall be added to the stock file?
aJ08ajgallsl EmEAIMBEO aldBa] G1RIE an@AlDd G2IBEEMER0 g @RS dl;aonleae?
A:-Assistant
@pmilaymd’
B:-Section Officer
OMLEHM B30adlrvd
C:-Under Secretary
@PENRA OGSO
D:-Deputy Secretary
amm&s{l IV el
Correct Answer:- Option-B
Question76:-Which of the following statements is false with regard to the notes for the subject committee?
ey’ sodidlenes aso'lodce,gmomﬂ IMWOYS Moo JTYIUNBEIB oG@ET atmg"?
A:-The note for the subject committee should contain full particulars of the case
e Galglenes @olafod eamilmeo ggam allaesang. pameoiclemem.
B:-Copies of all rules and regulations referred to in the notes have to be appended
aso'lqd:e,g%'a 123l afldlesm aggp mle B6OSQ, wlo@em 86SQ) maraodre,ué &51eajBeE6rRmOeT
C:-Every copy of the note should be signed by an officer not below the rank of a Joint Secretary
6MIgIMBeO0 66D aldBallale ERIVIMAY HMGFAIWOS CIBIT H0WIT B LEBPNMAM &aflgldlersme
D:-75 copies of the note should be forwarded to the legislature secretariat with a forwarding letter
emoglmdeo 75 madqd@,ua Ganddeiuwsloul HRIQAIOMIate MlAMIEI BMGESAIRM HeBRI0Me
Correct Answer:- Option-D

Question77:-Money, cheques and other valuables received as enclosures to communications will be entered in the by the Office
Superintendent.
SODYTTIIEHUDHSOS aMBELH0I LI albMOYo H.2lEBBSo AF oﬂglnjls'lngg QUIREnge BT MYJErE @3 GEEIOFTDo.
A:-Tappal book
@0 afTyo
B:-Despatch Register
©WYI5] eedlqnd
C:-Security Register
mYeed eElqyad

D:-Distribution Register
alloesm eslqyd
Correct Answer:- Option-C
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Question78:-In the case of official letters (other than DO letters and other letters addressed to any officer by name) 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
andawacddeni., dwamedleaqs @r.nargdanim smwesdwdc adam aoespdle eaeges (DO origeeg. «geo®ilaj 2EEPOIVOOM GREIMENIIWM HalQM ag
HIDHGo a89108) $HEYOTICE 0BT HOWOTD BB PEBPNMOMEHO Bafle@ BQAISIBWB Mo
A:-Joint Secretary
¢m0flda eVl
B:-Secretary
OV
C:-Under Secretary
@6MEA BTV
D:-Deputy Secretary
s)(w(uég’l OIVGS0!
Correct Answer:- Option-A
Question79:-The object of the indices is

Myallondnges aismo @6
A:-to enable one to trace the papers containing the orders passed on any particular subject
G Jleje @emys Al lod alomuodsle BoBLQHUB @RSEFID GalajQHU3 HEMMBOMIMB BEIOS (@IRIEHIM

B:-to indicate the files to be decided by the Council of Ministers
2@IMEIEWIN. BIHBBOMIEENE 0WaIBUS Myallaflenomd
C:-to find out the details of pending cases
OGS EFISARD ETYHEOS QlUdEREIRUY BHEEMTEOEmI
D:-none of these
emoMaley
Correct Answer:- Option-A
Question80:-Press conferences by Ministers shall be arranged by the
2QIOBOS Al@TVERSMEBRUD (B G@EBM DY @6,
A:-Protocol Officer
€(@J0E50CEIUD B30adlTrud
B:-GA (political) Department
GA (eocl®) alda]
C:-PS to Minister concerned
enIrWen s afles’ PS
D:-Public Relations Department
alepfles’ dlealaumBmy’ Qldsa]
Correct Answer:- Option-D
Question81:-When a copy of the proceedings of Government is communicated to another State Govt. or Administration, the Govt. of India, it should
be sent with a covering letter signed by for and on behalf of Secretary to Govt.
MREHIRIMDBOO ms«us’l@:ges 8B aldBq] OGO MMM MABEHIBIOM @REIEIM ML MLAEIEIMBO0 ERVMlsmem @rdloleaemiond, @R MABE®IR EMGSHIE caleNElQ.
&afs 8@ &G HRIGAIOMIa GRLEREM..
A:-Deputy Secretary
ammgﬂ OMVGSO!
B:-Joint Secretary
€2300l30" &IV STl
C:-Under Secretary
@PEMRA OGSO
D:-Section Officer
OIVEHM Boadlrud
Correct Answer:- Option-C
Question82:-The basic outline of the various forms of communication is given as to the Secretariat office manual.
allallw eyrealmlaw @olemBges @RSINNOM Baleel OME@EesClewy Boadlmy aomaefed @R m@slElasmo.
A:-Appendix |
@ReITWo |
B:-Appendix Il
@rmenimw. ||
C:-Appendix IlI
@nmsnirwo |11
D:-Appendix IV
@rmenimw. 1V
Correct Answer:- Option-B
Question83:-Which of the following Registers are not submitted by the Assistant for inspection?
D@lajoQan eSSl agmoen @MIIRM aldlewowm@Il Madajerooma?
A:-Call Book
GBHIUD eNYs)’
B:-Movement Register
Qaleamd’ eedlqyd
C:-Personal Register
sOln® eEIqyad
D:-Reminder Diary
deenmuwad wdol
Correct Answer:- Option-B
Question84:-Copy of the circular should be communicated with the signature of Section Officer with the indication:
MBEBaICIBOO0 aldBa], HETVEUM 6IaATIQRES BeafoFES! ag)0Mm MY2IMEWISS @RAIIENEM.:
A:-Forwarded/by order
60031/ 80BWA (@)&0®0
B:-By Order of the Governor
NAIBMQOS OODEAT ()00
C:-For Secretary
OIS0
D:-Approved for issue
@(ﬂéﬂ.ﬂmomﬂ @ouTle@lyy
Correct Answer:- Option-A
Question85:-The disposals containing decisions already taken put up for reference to processing fresh cases are called
oJOI@ EBHTYHUB EOTVAY H2IGPMGIMO] 0an0M@MIMIW] £y DTIMEre 23O GIGBRMEBEUE @SR alleryoruedes agamy aiiglesam.
A:-Linked file
efleio aowed
B:-Current file
HHOMO aNQ @D
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C:-Case
G
D:-Back files
6NIOES) aNQ@TY
Correct Answer:- Option-D
Question86:-Final decision on the petitions received from the committee on petitions should be taken by an authority not below the rank of
to Govt.
mleaizm deadlaicd alan eicesm aleasmemnglBeacd aravla alamacme mudenodiay’ 0B HOWIC QG BREMIGIGIWIET af)FELHEBY.
A:-Joint Secretary
€033 eTVE@SO!
B:-Secretary
oIV SAl
C:-Chief Secretary
aflad ©VE@SA
D:-Additional Secretary
@RWlaHEM®3 HAVEGSO
Correct Answer:- Option-B
Question87:-The inspection team of P and ARD may conduct a periodical inspection of every department at least once in years.
P, ARD agarlages ai@leweowmo ausoals Qdosicd acleeaislal aggo Qi BBOSQo @RMRB:02lld: alGlEUIWMm MSOICQE0.
A:-Three
o’
B:-Four
moel
C:-Two
@6ng
D:-None of these
emomoaley
Correct Answer:- Option-A
Question88:-On no account should a be flagged and put up for reference in a case.
BT BHIEMAIMDIJ AU 2R 8@ BT 0anoMMIMI] QY.
A:-Closed file
@S5 0B
B:-Pending file
OalBuloty) a0@@3
C:-Government order
TMUABEHIB DOmEAT
D:-Acts or books
TR @RELYEI oJTy®ERUd
Correct Answer:- Option-B
Question89:-The Secretariat Department shall keep the Stamps Accounts Register for a period of years and thereafter shall transfer them to
Records branch.
6MGEs0lRg Wlajdseamdd QBaueOmE qROMI EREDEEMY EEITYA MYEUERSQe @REIMEUNH. BRI HOCENIBAMY Enoslealdes’ 29Q&GQo OaQo.
A:-5 years
5 Qi@axo
B:-10 years
10 oo
C:-2 years
2 Q@ao
D:-3 years
3 Qdawo
Correct Answer:- Option-D
Question90:-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
60600 QIBAHOITLIMETIaj AMFROGOS HVEMBMITE GBajodBM wIWe)nEeS GG ! eflqy
A:-Secretary
OISO
B:-Chief Minister
geua@s
C:-Governor
naBemad
D:-Chief Secretary
aflad ©VE@SA
Correct Answer:- Option-D
Question91:-If there are several papers for issue to the same Officer on the same day, they shall be enclosed in
860 AlIme 86 Bdadlrudas’ oy smu,y«mm’lmamﬂ @leAI] EalojQH U8 EMEIE, @ @3 DUBOFODEMo.
A:-different envelops
QoY n@(ﬁmmr}d&:aa
B:-one envelop
8@ agadaela]
C:-sealed cover
M@ 6.21Q &
D:-none of these
DO®ITRAlL)
Correct Answer:- Option-B
Question92:-When a member of a Staff goes on leave, he must invariably hand over office key if any in his custody to
6@ qRoadleel 6@ @ ERAIWIRIEE ealodemwd, Er@Iges daRWlalaes aemeslaj BoadmY @IeEEd mudleacw & OOBAIOEMo.
A:-his Section Officer
@RAIMEO HIVEHM B0adlrvd
B:-Assistant
@pmilqymd’
C:-his Under Secretary
@RAIMBEO @RENA HIVEGSO!
D:-GA (House Keeping Cell)
GA (a0 &lafloty &)
Correct Answer:- Option-A
Question93:- is a statement of the final decision of Government on any matter submitted for information or orders.
A QflaieeEBU3EE) DTMENBUBEENO CaIeNEl MadA]ERIM ageIT BBl MAENICIRE0 @RI TWAIMOTIMBEO BT (JTRIAUM@OET.

& MaBa]lEBmM@INY 826EI QAUdaje MQIOIENEM..
d £
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A:-Back file
6NIOES) aNQM
B:-Old case
Al®Q BHMY
C:-Reference
0an0mmy’
D:-Disposal
auleayoauad
Correct Answer:- Option-D
Question94:-In respect of matters affecting the finances of the State, Finance Department shall be consulted except where specific delegations are
given to the Administrative Department under of Rules of Business.
MIMNIMEMBE0 Wbl oUWl @oeERgled, QUBMY Boad’ enilmilmmy’ @000 @oilailemydlal awlapdseandlay mlddey eweallenaimesud mmalwemosiads
WM erﬂaqdmﬂ(w" @slwoeanallaso.
A:-Rule 8
Qud 8
B:-Rule 5
QW3 5
C:-Rule 15
Qud 15
D:-Rule 10
Qud 10
Correct Answer:- Option-D
Question95:-All departmental Officers shall see that necessary instructions along with certified copies of judgements for filing appeal against
adverse judgements in writ petition reach the Advocate General within days before the date of expiry of the period of limitation for filing
such appeal.
ds’ eadlumionl @olge! Aluwle:uBe®dioo @oall @ eagmaimngs alwleges MosueygoTIQ M@@%@ua Vadl®e @RAILRID MldeguERUd EROME. @RI an®3
62QMOIMes acllol soewsal @pardlesmailay Aameanudeagsed @oanieeng Bmoallealss ah@mlenomd aggf Wlapdseamod siadlmudadd. weUlEnsmo.
A:-five
@neaf
B:-seven
ags
C:-fifteen
al@lmerl
D:-ten
Al
Correct Answer:- Option-D
Question96:-The Un-official correspondence is that communications issued to obtain
eidlesm@lm m@deam @rualrlawearseT @RMVERPUIE: GODISAIGSU3.
A:-the report from the HOD
HOD-@3 mlaess dleajods
B:-the details of matter from a Subordinate Officer
8@ queedailemg 8oadlmudlad mlmes oeiomilmden alluerd.wessrud
C:-the concurrence, opinion or remarks of another department
260Q0@ QlBaBe0 Ma®., @RElIW. @ReLBIT Claodens:ud
D:-the opinion from a public office
8@ 6al0® 6adlmilmd Mlmees @RElI.
Correct Answer:- Option-C
Question97:-A list of titles and heads are drawn and shown as to the manual.
W@ Qo 6@ allqy aeaf @omaelcd @R B6milesmo.

A:—A?Spendix v
@rmenimw. 1V
B:-Appendix Il
@snITwo ||
C:-Appendix |
@rmenImwe |
D:-Appendix Il
@nmsnirwo |11
Correct Answer:- Option-A
Question98:-Every member of the staff other than shall be supplied with a copy of the Secretariat Office Manual.
890HQEBS af)gld MYl @RMEBUIER HMUGESCIVY Boadlmy’ amarlBen 8@ ald:da] M@ememr@eT.
A:-Last Grade Employees
alqy e elameoad
B:-Typist
6saflqy’
C:-Assistant
@pmlayma’
D:-Section Officer
OMLEHM B0adlrvd
Correct Answer:- Option-A
Question99:-UO Note should be communicated with the signature of Section Officer with the indication
UO @dlaf af)aM MYaINEIOS HIVGUM BadlTVQOS BEeS @RAIWIEnemMo.
A:-Forwarded/by order
€a00AEAIW/BOBOWAR (@000
B:-Approved for issue
@nyéoﬂmomﬂ mouﬂ@)d%
C:-Yours faithfully
dlegeso aliymewoes
D:-By Order of the Governor
NAIRMQOS OODEAQ! ()00
Correct Answer:- Option-A
Question100:-The most important aspect to be borne in mind when selecting a heading is its
8 CLIODS TEOMMFEBEMIIUB (WRUIEEIT a0l @WIMeAS &Rk GRGIME0 @6,
A:-Obviousness
QSO
B:-Consistency
amudle®
C:-Confidentiality
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D:-Distinctiveness
oldlemm
Correct Answer:- Option-B
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