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FINAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 28-10-2025
Question1:-The four series of disposals of cases are :
CHMYHSOS @lBajosmellmdo moal alemied:ud eai@osm:
A:-PNDR
aflagdauil@rd
B:-RDLN
@RRWlag)@ag)ad
C:-NPLN
af)Ballag@agad
D:-None
eamnalgy
Correct Answer:- Option-B
Question2:-All court fee stamps affixed to papers received in the office should be cancelled by
60adlnled eiElErm GalojQeElod B5lalldlanan g 605Gl adlmy quomyego 0GOEHEMo.
A:-Section clerk
OTLBHB £0BLH
B:-Section head
OTVBHM Han’
C:-Manager
206MRAQ
D:-Inward section
OMEUBU HAVHUMD
Correct Answer:- Option-B
Question3:-Records shall be supplied only on requistions made in prescribed form. Maximum number of records asked for in one form is :
@BGley canorl@d ErEBEAMSW Tadq]eRemIud 20@En EEAIBU MBI, BT Candaldd EHAIBIAFM alERIAIW] CEAIBGERS af)sRo!
A:-Two
@6
B:-Three
Qan’
C:-One
s’
D:-Four

Correct Answer:- Option-C
Question4:-If a slip cancels or modifies a part of an existing text the part cancelled or superseded must be scored out, and the number of the
correction slip will be noted in the margin against it. It should be done with in :
dlanlle)gs 8 AVABOTIBO0 8@ B 8@ Myjla] 0GIEEGEWI alFlYCERHEWI E2IQPIT, OFIHIVWEDI GOAVIRAIEHOSEMI G EIWe HAISIBSWEM., &SIO® TGO Milafden
ag)eRe @RGIOMTEI® 2oRHIMI EEEIOAFTmEM.. E@ EMlajoIM MRVEBIMPSSIT3 ©.a1QEmo:
A:-a week
/G @Y
B:-10 days
10 dlaaoe
C:-5 days
5 dlame
D:-three days
a1y’ dlaimoe
Correct Answer:- Option-D
Question5:-The prescribed scale of accommodation for Gazetted Officers in office is :
avadmileal wmga’ eoadimudacmes @oaa auvoeeiowideo mlvale eayaie :
A:-140 sq.ft.
140 apew @os
B:-30 sq.ft
30 apew @oS!
C:-160 sq.ft
160 apew @os
D:-100 sq.ft
100 aimew @osl
Correct Answer:- Option-C
Question6:-When a paper is given a current number and entered with an abstract in the personal register is called
8@ GalofOl 8@ SO MMIB M@H ABTIN® EHITYOITE B MVoWate MBEEMIUB @R DEREM AlglErealge
A:-Current
SHOMA
B:-Tappal
@3
C:-Correspondence
BOGTYIEMRMMY
D:-Registry
elayl
Correct Answer:- Option-D
Question7:-If the officer to whom the Inspection book and registers are to be submitted is not present on the day fixed, these should be :
AIElBUIWM fTRBje EEITRQBGe Madaflesmem perpOMAM MUy Alaive a0oBEEREIE3, eI
A:-Put up along with next inspection
@RFOD alBlEURIWMEWINSIafo MVABAEHEMo
B:-Put up on the next day he attends office
@PEGans BadlnI@d agEoa @RgEm Elaimve MUadaflersme
C:-Put up on his further order
@REGAOOTIMO0 @@ LOMEAS @000 Madaflersme
D:-Put up to another senior officer
26Q0@ @AM 2eaRVLINT Muadaflersme
Correct Answer:- Option-B
Question8:-The orders on the particular case should be communicated only to :
QBB BBHMIDRI DOMONYBUB ISP AlOQYMAIOE AI@E @RCIWlenacy:
A:-All subordinate officers
ag)afd SlgesnmOdas.
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B:-All officers
ag)gjd RERPNTLARERe
C:-The officer concerned
NITWES PEBLPRWTVOM
D:-All the above
QHEI®W A0SV
Correct Answer:- Option-C
Question9:-Confidential disposals should be kept separate in locked Almira's in :
oD aysslesnsnz QIR @ oJsl @RS eyt MyBllansmMo.
A:-Record room
©0&9IBU Qo
B:-Managers room
20em=AR0mes ol
C:-Confidential room
@200 myssileensne ol
D:-Head of office room
(@wom &vadlmy gal
Correct Answer:- Option-A
Question10:-The proper arrangement and distribution of all the furniture in Chief office is done by :
aflad’ B0admiloRl ag)glo a0B6mlaiQBEesQe AWV GAlB:EEMAe AlCEEMAYe MSEBM®) :
A:-Manager
o0em=A@
B:-Duty officer
ru:ég,’l 80adlrud
C:-Liaison officer
orImuem Boadlrud
D:-Superintendent
Yo’
Correct Answer:- Option-B
Question11:-The drafts in current file should be placed :
HOMO aoweleeal @m}%a,uﬁ undallensmo.
A:-Along with note file
6Mog’ an@ellemoale
B:-To come below the current file
SH0MA a0elm @6 QUGBMEaldnl
C:-Separately
OAUCYSO
D:-To come below the note file and above the current file
€emMIS a0ellM M0ePQe H0MO anwelay g@:glaje AmMEaea!
Correct Answer:- Option-D
Question12:-The permanent register on the consolidated list of periodicals shall be maintained by :
@T@«o@,oaﬂ@:mgas @HlH® alglealeal mudle. eelamyd al@laloalleanenzmosmy.
A:-Section clerk
OTUBUMB £IBL
B:-Superintendent
MYJeng’
C:-Record keeper
0B &loyd
D:-Manager
o0emRA
Correct Answer:- Option-C
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Question13:-The stock file containing copies of important orders and copies of important letters should be maintained by :

@WIMERS DODEYSHSOS maa,:an,da,go @WIMERYS HIDHSOS m@,tﬁqda,%o @PSEFIL YO 10 aldlaleleensneo !
A:-Subject clerk
TUETYLL 0B
B:-Superintendent
aeTeE
C:-Record keeper
0B Bloyd
D:-Manager
206mMAQ
Correct Answer:- Option-A

Question14:-Monthly statement of cases pending disposals for over a month in form XIX is intended to bring notice of :
8ande XIX-@3 e aoarvonileaino@onl dldajosmon® slsanom CHTYDHSOS @@l eqRgeamd’ emlajoQmMames WeLVITeAFOmI Qc@uabégg«nosm“:

A:-Head of office
830adlny’ eawoall
B:-Government
uABEIB
C:-Supervisory officers
Majdeeimudl aoadlmudacd
D:-Manager
206MRAQ
Correct Answer:- Option-A
Question15:-No flag must be attached to :
8@ afowo @I Sl fleomdy !
A:-Linked files
allss’ ©21Q a0@eajdud
B:-Current or note files
S0 @REGYBIT MIg aowe)d (3
C:-Back files
[Tel: SRYalu=TE=NY)
D:-Disposal files
AWlEMOTL@ a0@BB WD
Correct Answer:- Option-B
Question16:-Daily stamp account for letters sent by post will be entered in :
®al0@ U] @O .4 HIADHSOS 666MoEIM qROMI BREVETE DTIT EEaIOFED. ©
A:-Record register
08B eelqyd

Monday 22 December 2025 12:09 PM



Home Page http://172.50.50.11/dept/modules/marklist/answ...

B:-Tappal Register
®ajed elayd
C:-Despatch register
W] eelqud
D:-Personal register
Galgem@d Emlqud
Correct Answer:- Option-C
Question17:-The stamp account and stock of stamps will be scrutinised at least once a week by :
TROMI EREHDEMGo TROMYBEOS EIRILe EREWITB Gl y| al@leup0UslEs0.
A:-Manager
ooemRaA
B:-Superintendent
ylere’
C:-Head of office
0adlny’ eawoall
D:-Record keeper
60eIBW &lajd
Correct Answer:- Option-D
Question18:-After issue the drafts should be tagged in its proper place chronologically in the :
Dty 621 loREUR AU @0(}%@,{}8 B @ @R@IMBe0 WAII® MmuoaIEDY @3 SOUY ©.a1Q6Mo.
A:-Note file
[Hoklsgtalol)
B:-Current file
HHOMO D@D
C:-Records
©0ENIBREUB
D:-Stock file
GRS D TB
Correct Answer:- Option-B
Question19:-Enquiry into petitions containing allegations against police officers shall be made only by :
caloallmy’ 9ERPUNMNABOE*TIEIW @RYEBIAIIMERUY @RSERIW a0A B3 20@GCA @OEMIaH6Me MSTNICY.
A:-An officer superior in rank
QAN 0IBIRYSS BT PEBPUIMLNM
B:-District chief
gllgjo eawoal
C:-Police chief
catoaflny’ cawoal
D:-Any officer
AROOBIIR)e OEBPUMUOM
Correct Answer:- Option-A
Question20:-Nature of disposal of files or papers returned or sent in original is
a0l @alovld @l QME®? @lal MBEHMMEDO EOW NWEYSHS 0 GalojQBE 0 MR2BRVMOTIMBEO VIR
A:-R Dis
@A cwlmy
B:-D dis
awl awdlony’
C:-Lodged
caled 6alQ
D:-N Dis
A cwlony’
Correct Answer:- Option-D
Question21:-All records will be filed on record racks :
Qg0 RIS HOHHIBW 0IBHE @ 0D 621
A:-Horizontally
olevailmacwl
B:-Vertically
2lo6nIn0
C:-Upside down
(ORI
D:-Face to face
QeuIPEe
Correct Answer:- Option-B
Question22:-To cut down to the minimum, Indents for stationery must be carefully scrutinised by :
aBQQle $:060 @RSANERIE H0RMMIN, EIYUMTlEREs MBAWMRBUY WBERLINYABQ. alBlewIwleEnsMRDY :
A:-Superintendent
Yo’
B:-Manager
206MERAQ
C:-Both by manager and supdt
DICMW@o (MY(J6TTge
D:-Head of office
830adlny’ eawoall
Correct Answer:- Option-C
Question23:-The officer responsible to ensure scrutiny and circulation of Gazettes is completed and that due action is taken on all matters therein,
with promptness :
DIEBEOS MYBYalElereowmQe Al q(ﬂ(uroﬂ(x»oa)’lmﬂ@ammac @RTIOI 0f)gf0 HOEYEREIR) DalMao® MSsals] Mle:ElEBMeITEMM. S0APENIM EMEANGCMYSS Boadlmud:
A:-Manager
ooemRA
B:-Head of office
830adlny’ eawoall
C:-Section head
OMLEHUM cawoall
D:-Section clerk
OTLBUMB LA
Correct Answer:- Option-A
Question24:-Money, cheques and other valuables received as enclosures to communications will be entered in the security register by :
alfMe, ©aleBd:ud, ag’ allalalslyss aryeud agarlal mulledls) epwealdawasgicassas aBegoug@ud MEem EEITRAIM eI SETDERD:
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A:-Cashier
@0y
B:-Head of office
&30adlny’ eawoall
C:-Chief Ministerial Officer
allad’ dlqldl@ goadiarud
D:-Inward Section
snMeIBW OAVBHUMD
Correct Answer:- Option-C
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Question25:-When addressing the members of Legislature and other non officials of standing, the form of correspondence used is :
TRATIERD @RWERESQ 2 TRIMBUSUY DEBPDIMINEOITDANOR GREITVEENIWM B2IQYEMIOWD, PalCIUILBID HOBISOSHSNS @alo :

A:-D.O. form
wl.6. @ando
B:-Endorsement form
) MBEWIFTIOHAMA Gando
C:-Memo form
)DCIND GaNdo
D:-Letter form
62198 ¢ando
Correct Answer:- Option-D
Question26:-The number of entries on each page of the personal register is :
Qeclno eeElqRdlBec 6eed enislages apMEIeEns ageRgo :
A:-Five
@6l
B:-Three
Qo
C:-Two
@6ng
D:-Four
moel
Correct Answer:- Option-B
Question27:-Register of periodicals shall be maintained by :
@msoelemsges eslqyad adloelemero :
A:-Section clerk
OTVBHB £BLH
B:-Section head
OTVBHUM Oan’
C:-Manager
2o6MRAQ
D:-Record keeper
0B &layd
Correct Answer:- Option-A

Question28:-Forfeiture of one days CL will ordinarily be the penalty for late attendance without permission for every

@RMANGAIZIO® ANIWIIN HOIBIOT GG damoie 8@ damecs e CL epoldes..
A:-5 days
5 dlame
B:-3 days
3 dlame
C:-4 days
4 dlcuarve
D:-2 days
2 dlamoe
Correct Answer:- Option-B
Question29:-The personal register should be maintained in
Qeoln® esllqyd @ aryesilensmo.
A:-Loose sheets
@RQET n&llgﬁ,uﬁ
B:-Note books
GMOZ NYERBUB
C:-Form no. IV
Gande mmud 1V
D:-Form no. VIIA
6ande maud VIIA
Correct Answer:- Option-C

Question30:-The receipt of Govt and police Gazettes will be registered by the record keeper in :

waeMeamd, caloellmy [2yblelat=00 Mo ©0IB i@ ailed eeflqyd ©.21Qo!
A:-Inward register
epadeaidl eedlqyad
B:-Periodical register
alldleonulen®d eeflqnd
C:-Distribution register
aloesm elqyd
D:-Rough register
Oafd’ @edlaqnd
Correct Answer:- Option-D
Question31:-Arrear lists should be retained for a minimum period of :
@slgler alluevd eosomo Soaiosalealss myesllenemo.
A:-Three years
QY QIGato
B:-Two years
@6 QUIBaHo
C:-One year
B Ql@aHo
D:-Five years
@6l QB
Correct Answer:- Option-A
Question32:-The key of the letter box kept in every office should be in the custody of :
a)g)o Bvadimilge rysllaldlesan ©eIgd ssIElBe0 ®IEEIT wames dayslaienwldeemo:

Monday 22 December 2025 12:09 PM



Home Page

50f13

A:-Record keeper
0B &lajd
B:-Section clerk
HTVBHB LB
C:-Manager
206MRAQ
D:-Duty officer
rwésl 80adlrud
Correct Answer:- Option-C
Question33:-The action to be taken by duty constable/peon who receive the tappal
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brought out of office hours is :

69adln’ MEQETIM OB OBIMFAIMD @aj@d mulle:dlesm ru:égW c@:osn%qgsnﬂuﬂ/m&snﬁ lledleEnsi: MSsalsl oo

A:-Entry effected in personal register
QBTln® eelquclcd coaInqgomE3
B:-Number entered in a register and deposit in the letter box
6@ eElqRcled mmid M@ eaIgd el mlessalams
C:-Keep it and give to Manager when he arrives
@R MYBla] 20EMBA A EDEMINUB @REGANEBIM M@BE:d:
D:-Not to accept
aule@lenmoy
Correct Answer:- Option-B

Question34:-Whenever possible, carbon copies of replies to be retained as office copies should be typed at the back of the letters replied to. This is

necessitated as the draft has been :

TUOWYRIBEMUIOSEII0, GOy’ m@;:ﬂﬁ@,gomﬂ ayesiesnsne mqmsﬁ-ﬁ,gos S0B6nuend m.ﬂ;rﬁqd&,uﬁ 2QalS] M@IB:M HIDBHSOS @ ©6sa] ©a1QeMe. WG EDEBOMOWTIMITB @

@RMI0Eo6T:
A:-So large that additional papers can be saved
@RWlB GalojQeud MYsllemdm HFIQRME Aoy
B:-So extensively altered
QIBOE QUYPAIBHR0D] 2o QIR
C:-So confidential
QSO @aNTVPODB0
D:-So urgent
Qg6 @RSV
Correct Answer:- Option-B
Question35:-D Dis series of records should be retained for a minimum period of :
D Dis CRAIBEDS alEMIE GOFIIO) OMloomymM doeiealealss myalensmo:
A:-Five years
@6l QAIdako
B:-Three years
Q' QIGao
C:-One year
B0 QIBaHo
D:-Ten Years
A0 QIGaHo
Correct Answer:- Option-D

Question36:-Important decisions and orders involving discussion of policy or other matters importance will be distinguished by the heading :

MWaIE2IW 2l@o)HEEd AF (OWIMIRSS HIGYBERESD PUIOAIFI JWIMeIS rb)'lm;momemgo 2OMEQYSGo
A:-Order
803awad
B:-Proceedings
MSalsl@neERud
C:-Consent
MO
D:-Opinion
@nElJOWo
Correct Answer:- Option-B

065 RIOET @RMMVE]4] CUBDIElyClenig0.

Question37:-The entry in a paper made by clerk or junior superintendent to facilitate the disposal of a case is

8@ BTV TBaoEBmMEIMIN] £IBeEn BMIWA MYJENEI @RIOILRAN Galafdlorl agBE] @y
A:-Note
emog’
B:-Draft
QW9eg’
C:-Record
OO
D:-Document
c(woaaaéom«ao“
Correct Answer:- Option-A
Question38:-Govt. Gazettes and other printed pamphlets, on its receipt must be :
[GleTlaylot el DOMODGo 2g’ @S]yl 219gj6alnIGSo 2IEIEBEMIOUD 6.21CQENRDY:
A:-Entered in the distribution register
aloeem eHlqmdla ceaieasooilalcensms
B:-Recorded in records section
CRaIS86S alleonoBied coainqgovIidlensme
C:-Entered in the rough register
Oaf @EIQRAIEE coaIOqgOTIRIGleem.
D:-Entered in the personal register
BOIN® EEHITYCIE eI gETIRIdledam.
Correct Answer:- Option-C
Question39:-Each subject clerk will prepare and submit monthly arrear list by :
60600 QflsU® HIBERo @OIR0TL BSIFlH: algle QI MUaBafeErerEay:
A:-The 10th of every month
ag 2000q) 10-@r. ol
B:-The 1st of every month
a)glo @000 1-@mye @il
C:-The last of every month
ag)g§o BOMVQYe ERAITVOM TSI
D:-The 15th of every month
a)gJo @0V 15-@me alwo
Correct Answer:- Option-A
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Question40:-The manager shall inspect the Call book at least :
2OEMEIAB CHIUD Y al@lEUROUWIRENENRD B0 |
A:-Once in three months
Qa1 20MLEDleRIGlEn@d
B:-Twice in a month
BT DOTVODITD NG QUM
C:-Once in a month
B0 2ITVOTIO BAlEHTD
D:-Once a year
B0 QURHOTI@ BOlEHTD
Correct Answer:- Option-C
Question41:-Register of reports about missing records will be maintained by
MOV CEAIBEOS ()’Ic:(ﬂorﬁ%\ﬁ,gas eelquad adlanalesmmaoy
A:-Section clerk
OTVHUMB GBS
B:-Record keeper
0B &loyd
C:-Section head
OAVEHUM Han’
D:-Manager
206MRAQ
Correct Answer:- Option-D
Question42:-Preparation of any communication proposed to be sent from the office :
&oadmil@d oo’ @e@gom mldequelesan agemeslae @ralrlaeowlBen @m@Ieogal :
A:-Note
emog’
B:-Drafting
@Waglouy
C:-Letter
SO0
D:-Order
680BWA
Correct Answer:- Option-B
Question43:-A member of the staff making any representation should submit it through :
AROOBIRje MEODNEYSS OITIMIW M@EM HlamENIEM @R Qeaum muadallensmo.
A:-Immediate superior
osms] earjesRUMMNm
B:-Manager
2o6MRAQ
C:-Head of office
830adlny’ eawoall
D:-Head of department
Qidha] cawoall
Correct Answer:- Option-A
Question44:-Petitions which contain no new facts or grounds for reconsideration of a case which has already been disposed will be :
DTN @lBaIHI@ 6@ BT ajMial@lewedUwleBmMm@IN @i QTROB:ES0 BHOGEMEIBESO DRIODTD ANl
A:-Lodged
madaflese
B:-Linked in old file
P elld; ©a1Qealge
C:-No action
msaisiolgy
D:-Returned to the person concerned
IMWOS QUBTIES TEoD G-
Correct Answer:- Option-D
Question45:-Register of lodged papers will be maintained by :
adafla) GalojQdges EEIRA adlaoelenmay :
A:-Section clerk
OTVBHB L@
B:-Section head
OAVBHM SN’
C:-Record keeper
603 Bloyd
D:-Subject clerk
TR’ £308E
Correct Answer:- Option-C
Question46:-Security register is maintained by
mm&é@’lgﬂ eelquad aldlanelesama
A:-Tappal clerk
@03 HIBLH
B:-Chief Ministerial officer
allad’ dlqfldl@ soadiarud
C:-Security
s)mm:ga’lg’l
D:-Section clerk
OTLBUMB LB
Correct Answer:- Option-B
Question47:-Whenever a record is found missing, a report shall at once be made to :
BT GEE MaYOlSIW] HEMRIEDEMIIUS, £ @OM 6@ Gleadds emlajoQmades’ madafensme:
A:-The head of office through Manager
20emMmA@ ¥l Boadlmy cawoal
B:-The Manager
206MRAQ
C:-The record keeper
0B Bloyd
D:-Superintendent
TylerE
Correct Answer:- Option-A
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Question48:-The destruction of records shall be carried out under the direction of :
CEAIBEHS MUla]led@ DMlajogymames MldEgUoEJSHOERIET MSEOMENTED:
A:-Manager
2o6MRAQ
B:-Head of office
830adlny’ eawoall
C:-Superintendent
aRJene’
D:-Record keeper
0B &lajd
Correct Answer:- Option-D
Question49:-Despatch section will be under the direct supervision of :
©WY0.4] alleows aAlgas cacdem: flenwlclese?
A:-Fair copy superintendent
6203 eH0af MY
B:-Record keeper
0B &loyd
C:-Manager
ooemRA
D:-Junior superintendent
adlod myeeng
Correct Answer:- Option-B
Question50:-The number of entries on each page of the personal register is :
Galgem@d EHITRAIBEO0 630600 CalHlB)REs apBSIOSOS afsRo !
A:-four
moel
B:-five
@6l
C:-three
Qan’
D:-two
@6ng
Correct Answer:- Option-C
Question51:-Reminders issued should be entered in red ink in personal register in columns :
MDA 63BOFODRIBUB GalRemM@d Eelqyucicd [2= @3 o 2eflofled ceaI6qgOmEMo.
A9, 10, 11
9,10, 11
B:-8, 9, 10
8,9,10
C:-12,13, 14
12,13, 14
D:-7,8,9
7,89
Correct Answer:- Option-A
Question52:-Point out from the following tappals which need not be numbered and distributed through distribution register :
aloeem e=lqmyd aigl mmid m@e:] Allmesme 6.216QETE @RAIUBKAIRIITID IOPAORM @ajeldeled MM’ yerEleoemlene:
A:-Reminders from Govt.
MA@ Wlmgs BBmeqgoma)HU3
B:-Reminders from subordinate offices
B¢ Boadryeelcd mlmes 6odaeqgoma)e:ud
C:-DO letters
DO eaigqeud
D:-Appointment orders
Alam SOMEYSUB
Correct Answer:- Option-B
Question53:-Petition or report addressed to a higher authority through a lower authority shall :
©@9g @RUWIBOAE! geaIm P@AIM ARUWIBOGBWBES M@ a0BeIeWd Cleajdego:
A:-Be withheld
®SEOTRUREMo
B:-Partly be withheld
@ouTle000] @semAIQEM.
C:-Not be withheld
@SERUQEBO
D:-Be returned
O@lod MBHEMo
Correct Answer:- Option-C
Question54:-In case of reappropriation orders the amount must be in multiples of :
allege HOBAIROFOME PTMEAYHEES HIRNITIT D> MAIRSS YEIMERSITIBEaMo !
A:-10000
10000
B:-1000
1000
C:-10
10
D:-100
100
Correct Answer:- Option-D
Question55:-Important decisions and orders involving discussion of policy or other matters importance will be distinguished by the heading :
MWaIEAID 2l@oMhEBd Y (OWIMISS HIBYBERES) DUIOAIFAD WIMeNIS @'Irmmomsmgo DOOOYHGo 065 MRIOET BRMMVE] 4] CUBTIElyClen]g0.
A:-Order
6808WwaA
B:-Proceedings
MSalSl@neERud
C:-Consent
LD
D:-Opinion
@PElJOo
Correct Answer:- Option-B
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Question56:-Minutes and endorsements made in officers lower than the district level will ordinarily form part of
=lgjo @aIevlay ®erQes Boadrysglad msgmm aﬂrrﬂg@,ga A BELIFIIDAMBRM:E MUIWOEEMWOWS MO0 RINDIBso.
A:-Correspondence file
BSOCTYIEEMTY 0@ @B
B:-Note file
EMOg AN @3
C:-Confidential register
ed0Madlowmdauyed eelamyd
D:-Record register
603 eelqud
Correct Answer:- Option-B
Question57:-The officer responsible to the preparation and submission of Personal Files of Superintendents, Clerks and members of staff :
MYQMEROTBOSQo HIBLBBEOHSQY HAUNHIBOSQRe AUBTIND OB GQIOIEBM@IMRe VaBJEBMEIM0. pEmEAGETmRSs DeEERPMITLAM !
A:-Manager
ooemRaA
B:-Supdt. Confidential Section
RN @aDV alleowe
C:-Asst. Inspector General of Police
@MY@’ eMeTYHE MO 6l eanellmy’
D:-Dy. Inspector general of Police
s)(w(uég’l DOBOMRA BMOG G9ad’ Galoallmy
Correct Answer:- Option-A
Question58:-All communications received in the office which are official or demi official are until numbering is known as :
a0admilod eIdlesm aggjo BoesRUlle: @RegEc el aIesRUlle: @RUeAlmlawEEg. MMIClWY DFME e MA@ gamR.
A:-Inward
spmdeudauy’
B:-Current
HHOMA
C:-Case
D:-Tappal
[QEV]
Correct Answer:- Option-D
Question59:-A communication received in one office from outside will be known as a current until :
8@ 89adlmnilm ojogomlan’ aidlesmm a8 @yualmiaw., QB HOMG aMl@eqgI0.
A:-lIt is filed
@O 0GB schgcm(m“
B:-It is disposed
@R @BaosBaN@Y
C:-Drafting on it
@R WIagley’
D:-It is put up
@@ Mundailesomoy
Correct Answer:- Option-B
Question60:-Before a typist begins to copy a paper for issue, he shall verify that it is :
8@ 60saflny’ @w&nﬂmamﬂ 8@ Galoj@ al&AEmIM @sERMG@ImRAMY, @REGa0-. @RM®Y ) al@leueoullenemo.
A:-Neatly written
Qoo aggaiwidesmeno
B:-As per rules
M26ERUD @G0 DEEN2D
C:-Bears the initial of authorized person
@RURH® UBDIQOS OTlauycd Qindlafigesmeo
D:-Urgent or not
@rslwlecad @reE@O
Correct Answer:- Option-C
Question61:-When a paper is given a current number and entered with an abstract in the personal register, it is treated as :
6@ Galo0l B@ HOMF MMIB N@R&BHYe AWSTNG EHITROIGS BT MoWaNe MWEEWYo OIYPEMU, GO MEIROM EBEMEIEBOFo!
A:-Current
SHOMA
B:-Tappal
@)@
C:-Registered
eelquad el
D:-Correspondence
BOGTYIEMBABMY
Correct Answer:-Question Cancelled
Question62:-Indents for stationery must be carefully scrutinized by :
GREMAlEREE MWMQRBU WBELIYBYe alBlEIUlEENENRD:
A:-Section heads and Manager
STLBHUMD anﬂ‘lgxﬂ;go DOCMERB@3o
B:-Section clerks and Manger
OTVSHUMB RODLEBBTo DOECMNRGIo
C:-Record keeper
0B &loyd
D:-None of the above
Bl alOsTM! BMRALY
Correct Answer:- Option-A
Question63:-The confidential papers should be in the custody of :
a0V} GalajQd W3 aImes Gy ulaianwildlensmo:
A:-Confidential Clerk
GB0MBadlowBauy@d godes
B:-Head of Office
80adlmy’ eawoall
C:-Dysp. (Admn)
afloeaiagmyl. (@oaflad)
D:-Section Head
OAVBHM SN’
Correct Answer:- Option-D
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Question64:-The current file and note file should be maintained separately until :
&0MO aDWEJo BMIF aN®EJo QOO OAIBQYSO TRBslEneMo.
A:-It is out up to officer concerned
IMWOS OEBPRWTVATY HOBRIQGIMND
B:-It is put up to fair copy for typing
665q] £2QYMTIMIT] Hao@A eBoqfalcd agm®
C:-Its disposal
@p@IBe0 aullemyomcd
D:-Permanently
audleacwi
Correct Answer:- Option-C
Question65:-Head of office of KAP Vth battalion :
edagall @REmIEED cniIgIalwmeo soadlmy’ cawoal :
A:-Commandant
SBOMWBT
B:-Dy. Commandant
s)(w(uég’l S0V
C:-Superintendent of police
Gasallmy’ myeeng’
D:-Admn. Asst.
@pyflm @oMlqRadc
Correct Answer:- Option-A
Question66:-The entry in the Index relating to an individual paper is called
8@ AUBTIND Galn]QRO® NIMWEa]s Malewienl agmslow mearem algleme
A:-Head
Oanawy’
B:-Title
©RIO:DS
C:-Sub head
auenl eanouy
D:-Recording
©06EIBWIoUY
Correct Answer:- Option-B
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Question67:-In district offices all covers addressed by name to the head of office, or those coming from superior officers will be opened by Head of

office. In his absence it will be opened by

&lejo 830adlmdEled 0adimy eawonlQesew @REQIEIE CRREEINMAGHSEDI Gald DaltIUl] @BEIMIEEIWM £21QD afgfd HAUYSSo 830adlmy’ cawoall @OER.. @REGANTIMBO0

@REROQICTHIT @RI DOLRD: !

A:-Dysp
awlesalagmyl

B:-Manager
296mMe3AQ

C:-Section head
OMVBHUM Han’

D:-Personal Assistant
GalRem@3 @oaVlqadc’

Correct Answer:- Option-D
Question68:-Marking "F1" on tappal indicates
@ajel@d "F1" agoy @rs@ogeaqsammoy om myallaflenmmn.

A:-First information report
a0y’ eBan@enaumd dleajods

B:-Forward immediately
OSM GandBEAIW 621Q@

C:-First priority
@02 al@lnemm

D:-File / index
aD@® / e

Correct Answer:- Option-D
Question69:-Form of correspondence used when a paper is returned in original :
6@ Galo)d adlelmel oldlos M@EEMOU PalE@IUIERIM GOISIFHEOS Gando |

A:-DO form
e Gando

B:-Endorsement form
af)MBEWIFTIOHAMS Gando

C:-Letter form
6©219@ Gaddo

D:-Memo form
)DECIND GaNdo

Correct Answer:- Option-B

Question70:-Notes written in one office shall not be communicated to another officer or office without the consent of :

8@ 80adlmiled aggoie @o’lnrdce,uﬁ
A:-Manager
2O6MRAQ
B:-Head of office
830adlny’ eawoall
C:-Section head
OTVBHUM Bany
D:-DGP
wWlgdladl
Correct Answer:- Option-B

o0 ERMAGIRIRPO® AOQIT DEBPVMNOMEI BoadMilemewd @RAIWIENIM alosley.

Question71:-Every disposal file put up for reference must be flagged. Flag will be attached to :

0a00@MIMmOQ] ruadaflesam aggo AleTRITLES aaWejE:Eo oQOUY HalQEeMo. oY Eileales caiSlafleso!

A:-Jacket of the disposal file
awlemyoau@ an@eladen @oeng
B:-Note file
[Hollsgtalol]
C:-Current file
S0M3 0T
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D:-All the above
QBHEI®W AlOFODAOWEIe
Correct Answer:- Option-A
Question72:-Gazetted officers and Chief ministerial Officers should keep a book to note important matters calling for further notice. The book is :
@500 eI ERHNILIYSS EWIMEO]S GIRYBRUY BEEIOAFTMIM MY’ PEBPNMINM. allad AlMNIClLGE EEBPNMIAT. BT afTYBo MYBUEDEMo. oJTPEe EDGIET:
A:-Small note book
6210l Mg afTydo
B:-General Diary
LBNO@ WO
C:-Reminder diary
deenmuwad wwdl
D:-Call note book
CHHOUB BMOS Y’
Correct Answer:- Option-D
Question73:-Papers / notes directing examination of any point and other arising references sent to section direct by any officer should :
aBOOBIEe EBPNITLAM EMES OTVAUT @OV aRO@BIRj EaIMBQ 27 PWAMEAIGAN CanOMMYB:S. aldledWleBmMaimnss GalojQdud / @;nwa,ua $DQ ©a1Q6Mo:
A:-Immediately open a file and put up
OSM BB 0B @O MV NBE
B:-Give to inward section
EDMBEAILY HAVBUTY MTIBB>
C:-Give to manager
20BMBAES MTBBB>
D:-Give to section head
OHAVBHUM OO M@BB:d>
Correct Answer:- Option-C
Question74:-The officer responsible for the proper upkeep of police offices :
casoeflmy’ ssom'\«\gﬁ:gs}s PRIV al@lalorIMEBIN ©OMEAUFII® HEBPUMLAM :
A:-Manager
206MRAQ
B:-Scavancher
aROQUD.9i@
C:-Sub inspector
auen! @eTRHA
D:-Duty officer
(wég,'l 80adlrud
Correct Answer:-Question Cancelled
Question75:-Each subject clerk will prepare and submit monthly arrear list by :
60600 Ve, HIABRo (IO BSIGS algle: ©®QI0IEH] MBafleard:
A:-The 10th of every month
a5 200r0qge 10-@m0 ol
B:-The 1st of every month
g0 2000k 1-ame clwol
C:-The last of every month
a)g§o @OMVQJe @RAITVOM I
D:-The 15th of every month
g0 2000k 15-@re ol
Correct Answer:-Question Cancelled
Question76:-If demi official paper is used, blank continuation sheets used must be :
oWl Badlay@ Galajd aleIUIlERG@IOMBIT, PaleIUTlERM WMRIW @sAa) dy’\g@uﬁ DIldlenem. :
A:-Superior demi official paper
Mallcled el gadleuy@ Galajd
B:-Ordinary paper
TLOWOEET Galad
C:-Distinct color paper
QoY dlosanglelss Galayd
D:-One sided paper
6@ QUYSS Galold
Correct Answer:- Option-B
Question77:-When a clerk goes on leave he should hand over the office key in his custody to :
8@ §oAdH @PAWIRIM Galosemdd PRI ®MeO GIyWlaiaes Boadlny’ @IEEIB MlajoQMAUBES HO:RI06Mo:
A:-Manager
206MRAQ
B:-Section supdt.
OALBUMB TY(J6rE
C:-Near by section clerk
CRITOSH HTVBHB LOBLS
D:-Duty officer
(wég,'l 80adlrud
Correct Answer:- Option-B
Question78:-When a book is put for reference, it should be placed :
B oo 0a00MMIMIN] QIEMIB, @R® EBOM Muadalleemo:
A:-Along the file
an@eflomoaje
B:-Below the flap of the file
a0@efl@eo agiaflm’ @moee
C:-By hand in person
CMAlY OBHIFENEMo
D:-Above the flap of the file
a0@efl@eo agiaflm’ geeld
Correct Answer:- Option-D
Question79:-Daily stamp account for letters sent by post will be entered in :
@alo@d ¥l GP@EM HEOHEOS ©63MoEIM MYIMI BREHDVENE DTN IS
A:-Record register
603 eedlqyd
B:-Personal Register
eln® eslayd
C:-Despatch Register

OWIYRIf eedlqnd
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D:-Cash Register
Bof eedlqnd
Correct Answer:- Option-C
Question80:-The typist should initial with date in ink on the draft he typed on the
66saflqy @B e6Sa] 6.a1Q WIG® aciloimd Gl wales aggmeme
A:-Left hand top corner of the draft
@Wadladen ms@aieecm gagleal gal
B:-Left hand bottom corner of the draft
Wl BOO DSDAROOD @O Gal
C:-Right hand top corner of the draft
@WIdlBe0 QLI@AIEOD PSS el
D:-Right hand bottom corner of the draft
WdBOO QRIDAILEOD @IeY Gal
Correct Answer:- Option-A
Question81:-In order to facilitate subsequent references, paragraphs and sub paragraphs of all communications drafted should be :
DSAMOSS 0anOMIYSUY TYNAROLBMGIM, (W 21Q afad ERAMNIREEBEOSQP IEMUlE:d:Ee Dalouemuldd:go ©
A:-Separated
cdIElenemo
B:-Numbered
@EAlsemo
C:-Clearly stated
QD20 al0eODElEemo
D:-Clearly spelled
QR0 ag)g@Iidlensme
Correct Answer:- Option-B
Question82:-Applications for casual leave will be filed in the leave files maintained in the Section. It will be destroyed after :

allconowilmd myeslsiclesm eflal anwejealad o alalnes @ReEaIBHGU @ 6.21Qo. OO Y euoctlo MWBlafleweaige.
A:-One year
B QlB@aHo
B:-2 years
2 Qidatto
C:-3 years
3 aidasto
D:-Six months
@R MMV

Correct Answer:- Option-A
Question83:-All spl. branch and secret records, which are due for destruction will be :
MUloIEER6NE 2)gjo HTRAUD EDIOEIRL, EaNTVY COAIBSo!
A:-Kept separately
@eDidho Tyssilaso
B:-Torn to pieces
Slolgcleso
C:-Burnt
B 9 BHBQo
D:-Sold to approved contractors
@RUIRH® EHMSIHARABLH alledeso
Correct Answer:- Option-C
Question84:-Two or more drafts put up in a file :
8@ a0al®d ogm EeMEo @POIeIwle:ea0 QWoRQeb |
A:-Shall be avoided
a¢61QI0E6Mo
B:-Will be numbered
mmnidige
C:-Shall not be practiced
@I ©.21Q08 aldslgy
D:-May not be correct
walwoidleslg
Correct Answer:- Option-B
Question85:-Personal papers relating to officials should be indexed under :
2EBLPNMNMBAIDS NIMWOAI5 AUBTIND GalajBWd MlajoM@IMBe0 H¥led ayalsawianenemo:
A:-the name of officer concerned
NS PEBPWTVOMOO Gal@
B:-general head punishments
LNO@ OO (BlBHBHUD
C:-general head appeals
MO OO @Rallje0d
D:-general head
MO Hanw)
Correct Answer:- Option-A
Question86:-Total number of absences from duty while availing CL and compensation leave shall not exceed :
CL, moygaidlanoe @oaius] agamiar eidlasemioud cu)égﬂmﬂas& adlem’ oﬂ@aﬂmﬁmrm @ROB afefRo DT Ball®D:
A:-7 days
7 Ao
B:-5 days
5 dlaime
C:-15 days
15 dlaaoe
D:-10 days
10 dlaioe
Correct Answer:- Option-D
Question87:-When a current relates to more than one topic is received, action should be taken :
aarlaiwldoe Mwm}mgmomﬂ IMWONS BG HOMS aIdleremioud, MSalSlOWgEEMo:
A:-by the section concerned with the first point mentioned
ale00@la) @G Gad@IMQAIW MIMWEas alledwe
B:-by the section concerned with the main point mentioned
alE2BWEla) @WIM Galo@lm@Qeo®] cImMeas alleov
C:-by the orders of Section head
HAVSUM HANUIMBOO DODEYHUB (@JHI@0
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D:-by the orders of Manager
20EMBBOS DOMOYBUB (J&H@0
Correct Answer:- Option-A
Question88:-Correction slips must be pasted in the books on its receipt in the office, to which they belong within :
OlBODTD a}ﬂr}d(ﬂ,uﬁ Mll&Elao, @A MO BoadlMI aIEleRM myene.glcd esl® 63]a]ldleemo.
A:-a week
8 ARG
B:-a month
63@3 MI(Mo
C:-three days
a1y’ dlaimoe
D:-five days
@6l Al
Correct Answer:- Option-C
Question89:-The peons, attenders and orderlies shall attend the office in working days from :
nJAﬁTTch:Ua, @RQMWARAd, BBWAREl®:U amlad ol daimeasglcd aoadlmilcd QOT aNIWEIBEMo.
A:-10 AM
eoaleear 10 aeml
B:-9.30 AM
eoalear 9.30 aeml
C:-9 AM
eoallear 9 aeml
D:-8 AM
eoalear 8 asm
Correct Answer:- Option-B
Question90:-The destruction of records is done by :
6BV MUBlaflarmma@ msgLmM:
A:-Duty officer
(\.L)ég’l 80adlrud
B:-Peon in charge
nJ§6TTa 0 alo@ed’
C:-Store keeper
6B Bla)d
D:-Record keeper
603 Bloyd
Correct Answer:- Option-D
Question91:-Recommendations for sanction for repairs of vehicles shall include :
QRADMEBBSOS @RQH:QEMIEUBE @A M@EHMTIMPES WalddwHEITd B DUBOg.:
A:-Cost and date of purchase
aedle afleige cloolg.
B:-Expenditure incurred on different occasions
QLMY @RAITVEEBEIRIGS LMW B.aleial
C:-Reason for any abnormal expenditure
@PMVIWIEEMAIQ G)AJQIQJxﬂ:(Iﬁﬂ}QQ &H06Mo
D:-All the above
QBEITB l0ATOAIO®EI00
Correct Answer:- Option-D
Question92:-The consolidation of current file, note file, previous papers and books put up for reference is known as :
0apommilmoell muadaflalldlesm &omd ao@@d, 6MIg @@, JM GalaQBUB, aJTYBERW afMIIAUIRES aFHIEEEMo DEREMWIE ERGIWOIFIMNTY:
A:-Case
MY
B:-Arising reference
OWAMOAUGM 0anOMMS’
C:-Current
HHOMA
D:-Correspondence
BOGTYIEMBAMY
Correct Answer:- Option-A
Question93:-If the petition received is illegible the course of action to be taken is :
21dl) Mlearm. @RAIBMReMEIT TLlle:AleamemR Msals] moen:
A:-A legible copy be prepared by section clerk
6@ QBN aldBaf OTVSHUM HAL CQOIOIHEMo
B:-A legible copy be prepared by section head
6@ QBNIV aldBa] OTVHUMD HaO OYIOIEHEMo
C:-A typewritten copy be prepared
665a]ee0QMW ald@a] ®QIOIEHEM.
D:-A photocopy be prepared
T GaNIE5EBIa]l QIOIEHEMo
Correct Answer:- Option-C
Question94:-The accuracy of statements made and inferences drawn in the petitions forwarded to higher authorities must be ensured by :
2M® ERWIBICIBWE HOBRIQIM WIEAUBMEREI MSOTI® JMRIAUNGEHSQR MNAMEEEHSVI DY DOAIEEED):
A:-Section head
OTVBHUM Ban’
B:-Manager
206MRAQ
C:-Dy. sp
wl.©eQl ag)V. all.
D:-Superintendent of police
Gatallmy’ myeeng’
Correct Answer:- Option-D
Question95:-Manager can permit his staff to leave office during office hours or attend office late subject to the condition that permission is not
granted for more than :
0] alomMa]cd @@ ERMAGTH MTBHIT QMY Allew®adwl], Boadlny’ MEEED Boadimy allsoemo 6B Boadmiled ahEmIEMI @oEMBABES @RMAIRIENIYM@IET:
A:-One hour a day
8@ dlaav. e aemlgad
B:-Two hours a day
8@ Al ENE aemlesd
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C:-One hour in a week
8@ YW 8w aemlgad
D:-Two hours in a week
8@ LWl e nemlgad
Correct Answer:- Option-A
Question96:-Stamps to be affixed in covers intended for authorities in foreign countries is :
alleswo eomyERElORI @OUWB:06]B:03EI] @c@uahjggg BHAUBEITS alTleHETE TRIMYBUB I
A:-Service stamps
audallony’ qomyesed
B:-Ordinary postage stamps
TVIWIEEM IS TYIMYHUD
C:-Foreign postage stamps
alleBu @alo@d qRIMeud
D:-UN postage stamps
Qg @ald@d TRIMYBUB
Correct Answer:- Option-B
Question97:-Enquiry into petitions contain allegations against police officers shall be ordered only by :
Galoellny’ £eYROMINAEEHTIEIR @REEIAIMEIRUY @PRSEHIY ANABlBEIM @REMINHUIM. MSCOmENRM MMlnOQM ABTIE:U3 20@aoElEs.:
A:-Supdt. of police
Gatallmy’ myaeng’
B:-Director General of police
Galoellny’ (oA BMOTd
C:-An officer superior in rank
QAN 0IBIYSS B EBPUVIMLNM
D:-Manager
a0em=aA
Correct Answer:- Option-C
Question98:-The officer responsible for the proper conduct of the office work, enforcement of office routine and for the prompt dispatch of business
in Chief office :
&0adlmy’ ezoalle:ud el msgemM@lms, Boadlmy Amaleud Msaflalesmalms, aflad’ Boadlmilad @o0eERWY caINEDIM MsgLM@IR. SEBEANETMYSE SEBPVMINM:
A:-Manager
2O6MRAQ
B:-Duty officer
n.u‘gg’l 80adlrud
C:-AIG |
ageaged |
D:-DGP
wWlegdladl
Correct Answer:- Option-A
Question99:-A Government servant can avail compensation leave along with :
8@ B3 HamEIeM Mayal@lande allal emIesIaje aIEleR.:!
A:-Commuted leave
@y eflaf
B:-Special casual leave
OTYU® Bau@d allal
C:-Earned leave
@rdo=lo ellal
D:-Casual leave
S0aI@d eflal
Correct Answer:- Option-D
Question100:-The record room should be locked and sealed every day and entrusted to the guard commander on duty, recording the fact in :
600G Go a)gf0 Al ays] AVIEd 21N ASIOa)ES VOB HAOWALEO aB@ba]lememe, ATY® WD EOEIOAISOEM.:
A:-Record register
603 eelqnd
B:-Record entry book
©0EIBU ag)BS] eryes)’
C:-Sentry relief book
omums] dleflad’ enjes’
D:-Record book
O0BHIBWY 6TYes)’
Correct Answer:- Option-C
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