PROVISIONAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test
Date of Test 18-05-2026
Question1:-The in charge of the department has periodically re-issue the distribution of work among officers
and sections comprised in his Department.
QU flom anaoeiss DSBS 03 ABa{leel 963RLMNAL QlRINERUILN HSTiless
coellaes allmoemo alyms@:olla:alenonens.
A:-Minister
a@m
B:-Secretary
OAVE@SO

C:-Special Secretary
NIDalaH|@3 HNVEESO!
D:-Additional Secretary
@OWlaHeM @ 6AVE@SO
Correct Answer:- Option-B
Question2:-Which of the following statement is false regarding the functions of Chief Secretary?
aflaff 6VE@5G1OS (@IAIBOMMEBROBHNO LRSS DM |OIIM EINI@IAUMBENTD GO HOQ?
A:-Control over the staff attached to the Ministers
220030 NIMWE, ]S 2AUMEHIMHS ERLRSS MIOmeMo
B:-A superintending control over the whole Secretariat
29U V@650l gleRe 830} Mije]denagadules) Ml @memo
C:-The official Head of each Department of the Secretariat
M@ ES0lGIeEL! 630600 AlB:a{lod@ie 8meaPUIle: meinad
D:-Responsibility for all matters not falling within the allotment of subjects assigned to other Secretaries
29 ©MVE3012038H6) M@ B1I5188 Qllat@eRses AllaSlOOMI@ 9U36)0|SOTD ag)L)d SI0EBRSBIOSWI0 DOMOUIEIOmo
Correct Answer:- Option-C
Question3:-Incoming papers in the Department are received by the
Qda floel AIOIM Galg|0)Bud aufleclesam.
A:-Assistant
@nadlgyag’
B:-Office Section
830a0lmy all@owvio
C:-Under Secretary
@06N33 HAVEESOI
D:-Secretary
OAVE@SO
Correct Answer:- Option-B
Question4:-The typist should invariably type his initials with date at the at the end of fair copy.
065{lq) ®608 DWaHLRBUD HaN@B BIq lOS @OAIMOMo a@)am MMUOIS DIV CO6US]S}OmEMo.
A:-right hand corner
QIeIo myel
B:-middle
OWYBINO
C:-left hand corner
DS MYel
D:-right bottom
QIEIO) @IS
Correct Answer:- Option-C
Question5:-Who is the custodian of periodical Register?
@ryMB:0elle, dedlgyole g @:equoaslwad GrRyIeM?
A:-Section Officer
HAVSHUMB B0adlavd



B:-Under Secretary
@06MA V@S0!
C:-Assistant
@nmilguag’
D:-Typist
0Saflay
Correct Answer:- Option-A
Question6:-Who is responsible for the contents and accuracy of the Council Notes?
SVEMMIIGE EMNISISBIOS OBBSHOOBTIML0 SO B0 @YD) QOMOUIE]?
A:-Chief Secretary
afladf ®@VE@501
B:-Minister concerned
ENINWEI|S A(OT
C:-Deputy Secretary
OWalsl &aVESOI
D:-Secretary concerned
ENINWA]3 OAVE-SA
Correct Answer:- Option-D
Question7:-Which of the following is not a function of House Keeping Branch of Secretariat?
00l J0@MAUDI@ @6 HAVE:ESADGIOHG a0DM Bila flot) EIoe@ileg EIUIBDMRLOH@)?
A:-Maintenance and repair of Electrical Fittings
0e1ElOO@ ablgloNid:816S BDQB)Qa|emI@o @OQBIQa]emI@io
B:-Secretariat Garden
OMVE@B630lG 1NIBWD
C:-Secretariat Central Agency (Night Duty)
OMEB630lWQ HAVAB(S@ @2l (9emgQ awysl)
D:-Destruction of unwanted records
@RQUUDIAILIIOD BO6UEU MUTlq flea@d
Correct Answer:- Option-D

Question8:-It is the duty of the to maintain the Service Book of all Non Gazetted Officers of the Secretariat.
OMEBE30lGIBE! ag)Jo 8BMIN3 NG 830ablmB@BIOSsIe MABATIMY en1Yes) aldlaloeilesssnsoy g
SHSO@IEM.

A:-GA (Services) Dept.
&dlag) (udafloromd) alega].
B:-Accounts Branch
@OAOMENEM (ENIoGT
C:-Accountant General
@NHENHDENZAY 2MOTD
D:-GA (House-Keeping) Cell Dept.
&dlag) (a0DDM-Blo{lou)) BIV@S QUd:a].
Correct Answer:- Option-B
Question9:-Peons of the Secretariat should reach the office at
OMVEB630lGIBE alfIemidud Y 839a08ll@ agy@memo.
A:-9.30 am
ooalleel 9.30
B:-9.45 am
ooalleer 9.45
C:-10.00 am
ooalleer 10.00
D:-10.15 am
ooalleel 10.15
Correct Answer:- Option-B
Question10:-The is the authority to give clarification on provision under Financial Code.
a0lNOMBaH|@ GBI (@1BH00MBS QININNBOB8E0l2] QUEBM® MD@HIMBS @OUIE:000 @ryem.



A:-P & ARD
adl & ag)@BW
B:-Law Dept.
Do Qlda].
C:-Finance Department
WMEIOS Qo]
D:-Planning and Economic Affairs Department
@RAVY@EM, AVINUCDTB 300§ QUdhla]
Correct Answer:- Option-C
Question11:-Which is the period of retention of disposals leading to appointment of dependents of deceased employees?
00la) HAIME9HIOOS @YUM MIAERM@IAY BHO0MAIBIM AWIMIEa V@ MVGHENRMTIMSS B0eIW8OT
a)amO6M?
A:-5 years
5 QI@aHo
B:-10 years
10 QI@aHo
C:-Permanent
audloo
D:-8 years
8 BaHo
Correct Answer:- Option-C
Question12:-Which of the following statement is false regarding copying?
al&AOmMIME@ODI] eNINWEL]S M 0@ (EIMNMOAUMBSI@D aB®IEM OMY?
A:-All copies must be made neatly and legibly
ag)BJ0 aldBa]id8l AUOBIOI AUGMRIWI MIBerlensemo
B:-All fair copies should be typed with double spacing
ag)BJ0 ©aN@A ald:Ge I8l D0F BVBLIOTITB 66Sq] B.a1QYeMo
C:-Before a typist begins to copy a paper for issue, he shall verify and ensure that it has been approved
80} 995l MauONMIVI] 630} GaleB aldGOMIMS ERSEBRM@IMAIMI, BT BoUSlB0]fl53eMNMM BPEGaNo
al@leu0oUl 2] 90q|0806Mo
D:-Any fair copy extending over more than one page shall be typewritten on both sides of the paper unless otherwise
instructed
s8mleiwWldo Gal2aldslenall Mg a@e®I0} 6an@A ald:dq |l agiilwolad Mldeguolajlsleg)el@d cale]dleag
EDO}UUDOONo 9OSa] H2IQ6mo
Correct Answer:- Option-B

Question13:-While disposing cases, has to ensure that the paper has been circulated to the appropriate
level.

BBMVBUB BB ]0LNEMIOUD, Gale|d 22l ®eICWIGeIHs) Qllmoemo 6.21QBIgIeMM

90 |IGHENBONENS.

A:-Under Secretary
@06MA AV SOI
B:-Assistant
@nmilguag’
C:-Deputy Secretary
OWalysl &IVl
D:-Section Officer
OAVHHUB 630a0lTVd
Correct Answer:- Option-D
Question14:-The entry in the index relating to an individual paper is called .
B0} U NG Gale] Q@O NINWEG|S MYaile:Dilee! agymBESlo @) ailgslesymmy.
A:-Title
U0lBaHBro
B:-Head
OEIOE0S
C:-Sub Head
9al MLIOEOT




D:-None of these
EDQUO@IMMo L)

Correct Answer:- Option-A
Question15:-Personal Register in should be maintained in the Sections.
8el AUIBmIN® 02313 HAVEHMIBSIGB MVe:HlB66Mo.

A:-Form V Appendix I
BaNdo V @omMzenianwo I
B:-Form VIII Appendix I
@aNJo VIII @omieniawo I
C:-Form IIT Appendix I
GaNJo IIT @0myeniawo I
D:-Form IX Appendix I
GaNdo IX @omMieniabo I
Correct Answer:- Option-A
Question16:-Every communication made by the Legislative Committee shall be examined and decision taken by the
concerned Department by taking orders of
eeiedleqyglal e:0lgl msemm 80600 GRUdAIMIa@ARe NINWEY|S QAld:)a] aldleuoowlea @i QoS
90MONRGUB Ml 2] BOROMOASIENBH@L0 6210
A:-Secretary
OIVESO
B:-Minister concerned
eNINWE]s A(OD)
C:-Chief Secretary
aflad ®@VE@501
D:-Special Secretary
NISalaHy@ SISO
Correct Answer:- Option-B
Question17:-The files relating to submissions and short notice questions should be circulated to the .
aeNIAlaHMBSB0 @NV|E0el @OIDa] 821031683810 MoenNIMWla) a0EIBUB - 86 All®o6mo &.algemo.

A:-Minister incharge
2loOeISs OO
B:-Speaker
Mafloed
C:-Chief Secretary
afladf ®@VE@501
D:-None of these
SDOUE@IMMo L)
Correct Answer:- Option-A
Question18:-The Secretariat department shall keep stamp Account Register for a period of years and
thereafter shall transfer them to the Records Branch.
OMNEB630l@Q QUdsla| QUBHBOMBE) QRIMT BPBODeNS 02LlQRd MUIH BB @OBIMBUdaHO @D
S0BHHIBWMY ENISDIGEIBE) MIQLB@)o 6).21Qo.

A:-5 years
5 QU@aHo

B:-2 years
2 QI@aHo

C:-3 years
3 QIBato

D:-10 years
10 Qi@aHo

Correct Answer:- Option-C
Question19:-Which among of the following is not a function of Public Relations Department?
6% alO@MAUDIGB a@@06M aleRilds GleelaHMBM AUd: e {1608 @IAUIBCMMOMIG DUdO]SOCMD®?
A:-To compile all Govt. Notifications and Rules
ag)BJ0 MABEHIB @Ol 33810 MRS TVAINBILE:



B:-To perform duties in connection with press Act and welfare of journalist
al(@ UM VAP al(@EIUBODGOINS BAHHUAARAOD] NINWEL|S 2RAGEIGUE MIBAIaOl86)E
C:-To organize the cultural activities and represent the State Govt. in All India Exhibition
M0 MIB0ABS (1IBOMMEBBUB MoeISle {leeB:@i0 @VaIlELITMD (IBAUDMOMIGE MoMNIM MVBLIBIeHM
@I W B0l 863BH@L0 6.21QD>
D:-To scrutinize Newspapers and other publications
al(@63n8)0 2Q EIMlelle:06meansio MB:Hna0@ aldleuoduwlee)d:
Correct Answer:- Option-A
Question20:-The date of next reminder should be indicated in pencil against each item in column of Personal
Register.
el oedlgudleng GBIBOMI@D BIGOI HLMEMIMI EMEO Galmdmileilad @os}om
800064 |S3Mmeiled Bl MVgaile fleesmo.
A:-14
14
B:-13
13
C:-12
12
D:-15
15
Correct Answer:- Option-D
Question21:-When pre-number currents registered the details in columns need not be entered.
l-nmiId ©:00836:08 0=dlaud ©.21QREMIoUd 600868381 @ QllUdEICUDEBRUB MTDBBENIE.
A:-5and 6
5 90 6 90
B:-12 and 13
12 90 13 90
C:-13 and 14
13 90 14 90
D:-9 and 10
9 90 10 90
Correct Answer:- Option-A

Question22:-Any reference issued from the office which originates the file is called .
2D 9ORAIENMM &Ba0lavlad MM M@BE:IM oGEOMIB] OaNOMBIlaM@Ie o) Qilgglesymmy.
A:-Case
GHM
B:-Arising reference
O@ABMMUDIIM 0anOBIY
C:-Note File
@30la] an@ @D
D:-Current File
mlelailee! an@@3
Correct Answer:- Option-B
Question23:-The Current number in column of the Personal Register should be ringed off in red ink as soon
as it is finally disposed of.
aemln® oedlguoleng e8080mlsel Mlelniloer mmid @P® 83530iled @B 08eeMI0ud 2IM naHl@il@d
@OSWIVE)Q|SIOBEMo.
A1

B:-3
C:-2
D:-15

15
Correct Answer:- Option-C



Question24:-
The is authorised to grant Casual Leave to the staff in the section.
®MVSHMIeL! 2laIMO0386) H:0aH|@d eflal @omyalElesoad @UB:006 SO0l
A:-Under Secretary
@06N308 HAVEBSOI
B:-Deputy Secretary
OWallsl &IVESO0I
C:-Section Officer
OHAVHHHUB 630a0lTVd
D:-Secretary
OaVEBSOI
Correct Answer:- Option-C
Question25:-The registers kept by the staff have to be inspected as per the schedule of inspections prescribed by the
in charge of the Department.
QU flom) anaoeiss MIBEEUTIENMM alBIEUDIWMESIHS BaHUIUB @PMIMNA]e] &laineedad
el ee M E2QROIEUD aldleuoowlesnenzmaem.
A:-Special Secretary
NIDalaH|@B HNVEESO!
B:-Secretary
OAVE@SO
C:-Under Secretary
@06N308 HAVEBSOI
D:-Additional Secretary
@oWlaHeM @ HAVE@SO
Correct Answer:- Option-B

Question26:-The in charge of a Department exercise full control over the Department.

80} AUl [l003 2omeISs @RUWIB00] QB @ al3deR VI EOmEMo 621813,
A:-Minister

@)

B:-Additional Secretary
@OWlaremM @ HINVESO

C:-Secretary
OAVE@SO

D:-Special Secretary
NIDalaH|@B OS0!

Correct Answer:- Option-C

Question27:-After approval of the draft bill by the , the Law Department take steps for the introduction of the
bill in the Legislative Assembly.
&S enil@d @oUIld0l o BIMEUDaHo, MIA QB ] ManEIE milad GPAImGl, [lesmalmss

MSalSléxud mujleolesam.
A:-Minister concerned
ENIMWEIL|S A(OD
B:-Chief Secretary
aflad @aVE@50I
C:-Chief Minister
@O
D:-Council of Ministers
0(®200eS BDeMdalad
Correct Answer:- Option-D
Question28:-Legislation during the recess of Legislature is achieved by issue of Ordinance under Article of
the Constitution of India.
MaERWIHS SEAISVIT MI@AMIBanemoe MSAMIMT MAMINY BOEMCLISH@RES @RYASIOSIUB
(18000 630BUIMABMY alj0e]s)0llesmMd@leas@os.
A:-213
213



B:-163
163
C:-166
166
D:-None of these
svaIe@omMailg)
Correct Answer:- Option-A
Question29:- is used to lay down the distribution of subjects, procedural matters and such other aspects
requiring compliance by the office and reference over a long period of time.
allat@earges All®moemo, MSalSlE@naloa0® $0056ER03, AlBLlGIRIBOMES) Badlmy aloelleseenz®io 0an0mBao
G@RQUUDIMSIORAO® AF AUUDEBRUS o)l Mluniwiles00d 9alCIUIBIM.
A:-Circular
aVAHLIA
B:-Office Order
830a 0l 6308WA
C:-Memorandum
OREANI0I6ENZ0
D:-Endorsement
)M mieang’
Correct Answer:- Option-B
Question30:-If the time limit is not indicated for dispatch, it must be ensured that no paper for dispatch is retained in the
office section for more than hours.
BP@ENRM@IMB8 MA@ IGIU] mujailaflajlslogislad, @@ ENMGIMB8 B} Gala]0lo Bdadlny allronoldd
26m1e601@d Bx3S)M@B MUREHIBNMIBLRIM 90q|0Be6Mo.
A:-24 hours
24 memlond
B:-8 hours
8 memloeand
C:-12 hours
12 aemloand
D:-48 hours
48 memloed
Correct Answer:- Option-A
Question31:-Communications addrressed to the various functionaries of the secretariat are given directly to the officers
through .

amE@esolgleel allallw 2R MNBHE MTBM @RUI@AlTlaweaRud ¥l elS 963HRNMNABHS)
M @DBHIOM}.

A:-Office Section
&30a0lny alleowo

B:-Special Messenger
MIBalaH{(@d HATVETUA
C:-Transit Register
©ommilg oedlayd
D:-Postal Dispatch Register
BaloQR@d AWlmial0.a] oedlgyd
Correct Answer:- Option-C
Question32:-The shall arrange despatch through Special Messenger.
NIalaH§@ HRNEDUB AU HUWMTalda] (@:310:0lH630.
A:-Assistant
@nmilguag’
B:-Section Officer
OAVSHMY B30adlavd
C:-Tappal Assistant
®alo@d @omilauag’
D:-Office Superintendent
&30adlony aVyalens



Correct Answer:- Option-D
Question33:-In the draft answer, the name of Minister should be indicated
HOS OMOOMI@, AODIWIHS Cald a@)am aaflajlessmo.
A:-Just above the answers
DOMOEBRUBHE) HMISINBHSI@D
B:-Just above the questions
€al0B{EBRUISE) OIS @D
C:-Top on the right hand side of the draft
(W2aAgleR QILIORIVOODY 23slEd
D:-None of these
svale@omaley
Correct Answer:- Option-A
Question34:-The Rules of Business of the Government of Kerala made by the Governor of Kerala in exercise of powers

conferred by Article of the Constitution of India.
SDAMYB ROEMALISMIOS @YAS|H61UD (@18000 N IS88 @OWlB0068303 allmleworila] eo08
naIdema mldonila) 608 MAdeeddleng snilalmay Mlnserud.
A:-163
163
B:-165
165
C:-166
166
D:-136
136

Correct Answer:- Option-C
Question35:- is the preparation of any communication which is proposed to be issued by on behalf of or
under the direction of the Government.

ad)M O MBLIOIHMF GaldlEeId MIBBRUD(EIBIVBEMI alj06)q|S3ile9008 MIBERUTILNRM oaBO®ID]

@uo@ailmla@ovled@ie mQYIO0SIa|o6em.

A:-Noting
@30l

B:-Drafting
(W2aAGlouy

C:-Fair Copying
8a0@A GIqlou)

D:-None of these
svaIe@omMalg)

Correct Answer:- Option-B
Question36:-Files requiring concurrence advice or clearance have to be marked to other Departments, such as Finance,
Law, P & ARD etc. only by the officers of and above the rank of .
MEN® 9alGRUDEAD HIWOBEIVO BRHQUUDIMBS aN@ERGUS WMEI0P, M@0, oll & ag)BRBWS mysesl ag
QUdq )Slee1ae 0083leNSSs 9ERHRNING MI(@EA BOSWIBEQ|S}OMIN.

A:-Under Secretary
@06MA AV SOI

B:-Additional Secretary
@OWlaemM @ HIVESO

C:-Deputy Secretary
OWalysl &IVl

D:-Secretary
V@S0!

Correct Answer:- Option-C
Question37:-Which among the following statement is false regarding drafts?
((WaAQRBOS MoenIMWla] Mg jO@MM EINI@IAUMEEIT @6 HOQ?

A:-When there are more than one draft, it should be serially numbered
SMI@0 SyS}OT (WIaQiUB 98864008, @O Mldlelnall mmudlsemo



B:-Draft should be prepared on a separate sheet of paper
(W9l B0} (@IBDB Bala|OlGd GQINILHEMo
C:-Draft may be written on the current file or note file itself
(Woadg mlelailoel an@eileeld 6MIS an@EIlGRID MBI ag)$3®0
D:-It should be typed in double line spacing
OO O3 QUG BVBLIOTIB 66Sa] HalQemo
Correct Answer:- Option-C
Question38:-All approved drafts bearing the signature of the officer approving it shall be kept in the .
@10USlB:000 M@B30M DEBPNAVNBY Bq 38S of)EJ0 BUTBI® (WIS - @ aVBHlesnENRmIE.
A:-Note file
GMIS oD@
B:-Current file
mlelaileel c0@d
C:-Stock file
GIROHE) aNW @B
D:-None of these
SDOUO@IMMo L)
Correct Answer:- Option-B

Question39:-Ordinance issued will have to be replaced by a Bill within from the re-assembly of the
Legislature.
al306q]S3la) 8o3dAUIMABMY Ml@AMER@ISS al}MMEIASMo MDD -neslod B0y eniled 9ale@ouilaf

@0glaunda lleessnzmosm.
A:-Two weeks
©6NR0¥al
B:-One month
6303 MIMVo
C:-Six weeks
@0 BRYYal
D:-Two months
©6NE MIMo
Correct Answer:- Option-C
Question40:-Notifications issued under the Public Services Act 1968 have to be got scrutinized by also in
addition to the scrutiny by the Law Department.
1968 ae1 alefley mudallmum GR&; (16000 alj0eq]Siaila) QlleamoaImsesrud Mla Aldq |60 MUEHNIBIEUIWM @GS
all0e: a10lEUDIWMEIHS QIlELMIBHHENZMIENS.
A:-1 & PRD
I & PRD
B:-P & ARD
P & ARD
C:-Home Department
@RERIMO QUdhla]
D:-GA (SS) Department
GA (SS) audda]
Correct Answer:- Option-B

Question41:-Every department in the Secretariat should prepare a Monthly Business Statement before of
every month.
M@ ES0IFINL! af)LI0 AUBYA IS0 ag)RJO MMV 0 i 8@} (@I@lmoav endlmilmany egygenag’
@QO0IHHEMo.

A:-15th
15th

B:-10t
10th

c:-5th
5th



D:-7th
7th
Correct Answer:- Option-C
Question42:-Which among the following statement is false regarding the duties of Under Secretary?
@ENZA HMVEBSOIOS 2RADMEIBOBH90] ] DMl 0@IM EINIDIAUMNBEIG aBmoe) HMJ?
A:-He must periodically inspect the personal Register
@06GaNo MSVEENOS QUIBMIN® 023 1dleuowlensmo
B:-He must examine the fair copy and Despatch Register at frequent intervals
@NBGaN0 MSVBENOS HNWA GB:0q {30 HAWMIaI0a] 0edlgyOle aldleudoullessemo
C:-He must watch incoming reminders and look into the cause of delay
@0GGaNo QUM BN S}OMEREUB MIBlEH BB BHILIGIANVDTHINNG 5H006Mo alBlEUDIUIBeB®Ye BRIEMo
D:-He is responsible for accuracy of notes and draft proceedings from the section
QllRoNOBTIE3 MIMSS Bx3Gla 38105l (WIaAY MSalSlENEBBRBIHSWYo SIOIMDES) BEGaN0 QOMOAUIGII6TY
Correct Answer:- Option-D
Question43:-The submission of files to for information or orders is termed as circulation.
all01063RU3EH5I DOMONIBUWBEH6I GOleNE GEIBE) aNENBUD MABq leM@IHM AVBLNGEIHD
a)am allglesam.
A:-Secretary
OAVE@SO

B:-Chief Secretary
afladf ®@VE@501
C:-Minister
ool
D:-Additional Chief Secretary
@OWladem@d aflad @avE@:50l
Correct Answer:- Option-C
Question44:-When the paper relates to another section of the same department, such transfer may be effected by the

Balg|@ @GO Qldxla{loel 1600} AlRIVNRMIDI] NIMVEL|S®INMEXITB, @VOMOO MUNLIOMIQo m
MSqlensendo.

A:-Under Secretary
@06N3A8 HAVEESOI
B:-Section Officer
OAIVEHMY B30adlavd
C:-Assistant
@nmilguag’
D:-Office Superintendent
&30adlony ayalens
Correct Answer:- Option-B
Question45:-Which among the following statement is false regarding currents?
&00IBHOS MoenIMWla] Mla jO@IM (@INIDOAUMESITD oGO H®Q?
A:-The currents received are chronologically arranged from the top to bottom
eIl B:0033008 MBS MY BICLHE) B:0eI@AOMITD (B0ld:Dafldlanyamy
B:-They should be serially numbered in ink on both sides of the page
cal=zdleg o100 DaHl@d Ml mmuGleu) Balgemo
C:-Blank pages should not be numbered
UMD Bal2RYd>0d MMUOlU) §21QOM3 aloSlg)
D:-None of these

DAIO@IMMI0
Correct Answer:- Option-C

Question46:-The attached to the office section shall stitch the registers, disposals etc.

&0l lleon@BI@3 oISl jlajlolesm o2dlquoydud,  AWlMIBaIIAVEIRGUB M@EIOAI @I BL6)0.

A:-Clerical Assistants
0100 @3 @oaUlaRRIM0d



B:-Attenders
@oQABAWARIA

C:-Peons
ali2emMieUd

D:-Binders
986ENIMABRIA

Correct Answer:- Option-D

Question47:-Proposals for relaxation of rules, the advice tendered by should be scrupulously followed.
rleassglod susal aloyommalngs Tldeguossryd, M@ 9al1B3Udo MVIGHRMOW] aloeilsssmo.

A:-Finance department
WMIQF AUdla]
B:-I1 & PRD
I & PRD
C:-Law department
Dloa Alsa]
D:-P & ARD
P & ARD
Correct Answer:- Option-D
Question48:-The copies of annual index are not supplied to
QOBaH] B NYail@LOS aldBq3dud - 06) M@BBYIE.
A:-Minister
ool
B:-Chief Minister
o)

C:-Governor
"WIdemad
D:-Heads of Department
Qlda] GaWIile:ud
Correct Answer:- Option-D
Question49:-In the Secretariat a consolidated fortnightly index is prepared by
all the other Departments of the Secretariat.
OM@630l@QGI@, eMVE@esOldlor! MOQEJ AUd:Ia 381 Mlamye allnieeBud EuDaIG]a]
863|QUI0 MV3alld ®QI0ILIM].
A:-GA (SC) Dept.
&dlag) (agymdml) Qudgal.
B:-I1 & PRD
0ag) & all@rydal
C:-P & ARD
adl & ag)@BW
D:-Law Department
Tloa Alsa]
Correct Answer:- Option-C
Question50:-Which among the following statement is false regarding Personal Register?
UemIN® eelgyolam aueenimWla) emle jO@IMM @IMNIAUMNBSITD aB@IeM O™MQ?
A:-The receipt of currents entered chronologically
D0LI(HAOMIT M@ BH0FIS810S OMSI0Y
B:-The nature of disposals have to be entered
AWlNIEaIOMEIEGBIOS MVJEIAI0 MTBB6Mo

collecting information from

B0} aB3D B

C:-It should be kept up-to-date and subjected to inspection every month by the Section Officer
OO HAVBHB 630a41MVB ag)LJ0 MOV B0eile00@i MUl BB IBIEUDIWMDIGS AlEULMOLNE@0 GOI6Mo

D:-All currents numbered and distributed to the section shall not be registered in the Personal Register
allronovileelss mmid M@ allmosmo 621D ag)gld S00Gie:83 AUGDIN® 022layolad edlqyd 621Q0a3 aloslg)

Correct Answer:- Option-D



Question51:-A Suit Register in Form No. should be maintained in every section to facilitate prompt action on
files relating to Suits and Writs.
QIIaN0068R8I0 01518l MoeNITWla) c0@ERBEI@ 9SMS] MSaISIoWSIeN08 ag)g)o AlledNaBIEe Gando MMIAB
- @ 8303 MRS 0=dlayd quyeHlessmo.
A:-XIX Appendix I
XIX @omeniawo I
B:-VII Appendix I
VII @omyerniawo I
C:-VIII Appendix I
VIII @omeniawo I
D:-IV Appendix I
IV @omeniawo I

Correct Answer:- Option-A
Question52:-Which among the following statements is false regarding review items in the staff meetings?
@Roan) AlglonidEler! BDAIGLINGM SDMEBROS MoeNIMWla] 0Mla |O@IM (@ IMNIIAUMNBSITD oa@B@oeN) O™MQ?
A:-No. of files pending decision
@ OIROMONS)BHINB BUOAHIBENAN aNWERB:BIOS ag)eRo
B:-No. of currents received and action taken
eIGla) S0MR1S8105@Io MV]le0la] MSalSle:8165Ye ag)eRo
C:-Pending issues with the subordinate offices
BlIBBRNOMNOIOS (IUOMEBRUD IBq |3B@Bq leeymmlg)
D:-The action taken in the minutes of the previous meeting not to be reviewed
2 dlglouleng almlgye8Sl@d ag)SIom MSalsl @DAIGEIIG:Mo §21QYID ISl
Correct Answer:- Option-D
Question53:-The shall furnish to each department a list signed by the Section Officer, of all original papers
furnished by the Record Section during the previous six months but not returned to the record section.
OMVBHB 630a0lVA Bq{ls @) £llg 630600 QUG {lMl M@B:6Mo,  B:$lav® @RS MOMOTIMIeS HNEL60BW ailcowo
MA@} 2g)MIT HOGLHIBW QlRINOMIGEIBE) GIBIOE MTBLITM@RAIW af)fJo SOl2IMTD Gale|0BSIOSWYo alglds.
A:-Record Assistant
80689IBW @oavlayag’
B:-Under Secretary
@06N308 HAVEBSOI
C:-Secretary
OAVE@SO
D:-None of the above
&SI @ al0emmA SIMAE)
Correct Answer:- Option-A
Question54:-In the case of articles of stationery supplied for use in the office of Ministers supplied for use in the office of
Ministers, the concerned should keep proper accounts and they will be responsible for the return of these
articles.
2((0200}9S 639a08lMl@3 Dale@IUIleaM@IMII AlldosMo 621V BEYHMO! AUMTTROOSIOS SOOI, ENINWeRS
(OO BVEHVENUGHUB NISHIEHMo,  HISIHD DD AUNVMBOBISS GGl aj0i0allay @oaId
2O O0IElH80D]©lB6)0.
A:-Personal Assistant
Bal¥uem@d @milgyad’

B:-Private Secretaries concerned
ENINWAEQ]S (NV]BI0Y HAVE@SOIMOA
C:-Confidential Assistants
8:06MBablaBaH(©@3 @omilgyagacd
D:-Secretary
VSO
Correct Answer:- Option-B
Question55:-Which of the following statement is not true regarding Subject Committee?
uenizady Solglo mueenimWla) e0Mla jO@IM @IMN@OAUMSSI@ a@@®oen) vdalwe)?



A:-Copies of the all rules or regulations referred to in the notes have to be appended to the Subject Committee Notes
30la &SI a10003UBl2flAleem ag)glo MREERBIHSYo 2ISEBRBIOSWo aldBalid:ud quenizre:q &onlgl @30l 3e-alad
GalBGS9NRMIEM

B:-Every copy of the note should be signed by an officer not below the rank of Deputy Secretary
30l flog 80609 aldBq i OWaIRS] HAVESO] 00T BIOWOOM B30} PERPUVMND &q flsemo

C:-70 copies of the notes should be forwarded to Legislative Secretariat
@301a 18195 70 aldBq 308 MWAVEI HTVEBE30IWGIGEIHE) @O LMo

D:-The note should be got approved by the Minister in charge of the Department
30la] Bl |l60d ajameI8s ol @oouile:dlessmo

Correct Answer:- Option-B
Question56:-Which among the following statement is false regarding the Records Branch?
80BHNIBWMY ENIeaIleM B0l 88 DMle oM (EINI®IUMBEIDB a@®o6m 6®Q?

A:-It is the repository of all records generated in the transaction of official business
8963500lle enilmilmm) 5105163 M§HSIENM g)fJo BOEUBBIHSWYo BUDEIOAIEMIDY

B:-Receipt and arrangements of records
COAISHB10S OO0 (HAB06MAI0

C:-Destruction of unwanted records
@RQUUDIAIEIIOID BOEUSSINS MOUDo

D:-The Record Section will be kept open till 6 pm
06L9IBW QiledNo HBNUBIBIMDo 6 mem] AIe® @OMIdlHse

Correct Answer:- Option-D
Question57:-In the matter of conducting Writs and other proceedings before the Supreme Court as well as High Court, the
State is represented through the .
miaflo e@0s@I@ER0 56)aNEHNISBIDIER0 Ol5id8)0 AY MSalSl@:8l0 MSTMIM BHOQIOMIT,  MoMNOMo
aIslaoeny Imlmlule.cleayma.

A:-District Collector
2dlpj0 &80

B:-Advocate General
@DA[BLHQ LMOTD
C:-Government Pleaders
naedenag’ oflawdmod
D:-Public Prosecutors
alenilss @@ Iomilesdmoad
Correct Answer:- Option-B
Question58:- is the Chief Controlling Officer in respect of all account matters in the Secretariat.
OMEBES0lGIOEL! af)pIo @OBODENE B:00EBRSIOSWo aflall B:6MBEESISlou) Boablavd @Ryer.

A:-Under Secretary (Accounts)
@06N308 HAVEBSO! (@DHHDENEM)
B:-Secretary, GAD
oVE@S0l, =lagyal]
C:-Additional Secretary, GAD
@ Wlatem@ &MVES0l,  edlagyal]
D:-None of these
SDOIOH@IMo 0L
Correct Answer:- Option-B
Question59:-When communication received contain adhesive stamps they shall be punched by the

eIcleem @RUo@AlMla@OBTIG3 alvd EYOMIE:ud EssErRlalgeeN=esl@ @Ol aleml 6)21Q)o.
A:-Assistant
@nmilguag’

B:-Section Officer
HAVGHM 630a0lVQ

C:-Office Section
630a0lY alleowo

D:-None of these
EDQIO@IMMo DL



Correct Answer:- Option-C
Question60:-There is a Council of Ministers to aid and advise the in the exercise of his functions.
O MR (IAUAOMMEBRUE MIBNIOlBMDIGB MVNIDIBHIMo DalBRUBIENIM0 30} ANIMOVOS

SHDEMAVI@ D6ns.
A:-Chief Minister
ey Qo)
B:-Governor
WM
C:-Chief Secretary
aflad ®VE@501
D:-Secretary
OAVE@SO
Correct Answer:- Option-B
Question61:-In Secretariat, the Dept. is further divided into Sections each of which is under the charge of a

OM@e30l@GI@d, A flom 003 2O@EIVITD QIOYM HAVSHMBB0W] G0l ajlolesymmy.
A:-Under Secretary
@06N308 HAVEBSOI
B:-Section Officer
OAVSHHUD 30a0lnVd
C:-Secretary
OAVE@SO
D:-Minister
2@
Correct Answer:- Option-B
Question62:-When a seat of Assistant in a section is vacant, what measures has to be taken to register the Tappal and
attend urgent papers?
80} dMB:HUMI@ @oMlgyad” Ml 8¢1018860 |00, ®q @3 0=ElERA 21PN BOSIVADO Gale|03E08 @OQBAY
8.21QRMGIMY ag)OIMEJI0 MSalSle:ud Mufle:dlesnsmo?
A:-Section Officer shall register Tappal
OIVBHU 630a0laVA @00 EdlEYA 61.21Q6Mo
B:-Papers shall be got registered with the help of other available Assistants
RIRMO® g @DMIIQRIRIAIMOS MaNIWEDDINS Gale |00 OEIYA 621Q6emMo
C:-Papers shall be got registered with the help of Typist of the Section
OMBHUM 6654 lPIHAF MVNIWEODIOS Gale 0308 O=EEYA 621Q6emMo
D:-Section Officer may seek the help of another Section
ONVBHB 630a0lMVBHE) MOQOV HAVEHSIY MaNIWo BBSIo
Correct Answer:- Option-B
Question63:-Who is responsible for the procuring and distribution of stationery and maintenance of stamp account?
8QRaUMOA] AEBRM@IMYe llmoemo H.a1gM@IMIe PROMI BPLOVNEIHA alBlaldINOmIMe BRYOIENT) DOMONIIE]?
A:-Section officer
HAVSHS Boadlavd
B:-Under Secretary
@06NMA V@S0!
C:-Office Superintendent
&30adlny ayalens
D:-Assistant
@nmilguagd’
Correct Answer:- Option-C
Question64:-Who is primarily responsible for any delay in submission of papers?
Balo]03e>U8 MAB{lENMDIBE! oGO0 BLIGIANVOHIY (I0LN01B:200] BRI QOMONIIE?
A:-Section officer
HAVASHUMB Boadlavd
B:-Tappal Assistant
®q @ @omlgyag’



C:-Officer Superintendent
630a0lnad auy@lens

D:-Assistant
@nmilguag’

Correct Answer:- Option-D
Question65:-Communications to Members of Legislative Assembly, Members of Parliament shall be signed by an officer
not below the rank of .

Dl@AMEI @OUIEBRUBBN0 aldBLIHANE @DoEBRUBE M@ GRUOAIMa@ss3eld 00 l@d
SOOI 630} DERPUNMNMD &aflsemo.

A:-Under Secretary
@06N308 HAVEBSOI

B:-Deputy Secretary
OWalysl &aVE:SOl

C:-Section Officer
OHAVGHHUB 630a0lVd

D:-Secretary
OIVESO

Correct Answer:- Option-A
Question66:-Every Department publishes the
60600 Qldlajlo @ldlelleolesymy.

A:-annual index
Q0B aHld> MYailds

B:-details of closed files
@054 a0@ELRGSIOS QlUDEIUDEBRUY

C:-details of cabinet cases
@06enilng 8N B80S QllUdREI0UDEBRUD

D:-details of pending files
DSl HBPISONMM a0@LRB:810S QllUdEIUDEBRUB

Correct Answer:- Option-A

Question67:-The tappal is received by the or the staff nominated for the purpose.

@q]@d qufle:dleanmo) @6EJE T @YUMV MIAMIBEZUe ©21Q)6)a|S FYoal @RS
A:-Assistant

@nadlgyag’

B:-Section Officer
HAVASHMS B0adlavd
C:-Office Superintendent
&30adlony ayalens
D:-Under Secretary
@06MA V@S0!
Correct Answer:- Option-C
Question68:-The functions of Law Department can be broadly classified into as well as advisory.
rloa Adle{lend elaudommsskes alluooeiao] a)(MJo DalBRUdBAIWIo Vo IBlHe0.
A:-Legal
N0
B:-Legislative
wleamldemosm
C:-Administrative
@naalmlmiesglal
D:-None of these
svalie@oMaley
Correct Answer:- Option-B
Question69:-In order to achieve speedy disposal of case in matters of importance may allow heads of
Departments to note in the Secretariat files.
@IOWIMIMBS B00§63BEITD BT BAUNOMI@E @IBq joLNM@ITY QB ] 6awonile:es V@630l g
aN@ENBEITB B0 |SIOMIND @OMINIGIGA)E60.



A:-Chief Minister
PRI )]

B:-Minister concerned
6NINWE]3 (OB

C:-Chief Secretary
aflaf @aVE@50I

D:-Secretary concerned
ENINWE]S OAVESA

Correct Answer:- Option-D

Question70:-The may not offer opinions and suggestions in cases which are not specifically founded on
statutes, rules etc.
215681303, MAEBRUE AGEIDVAUDIDD (@IE®B00] @DSIMOIMAILOOD BHMIE:S! @D @El (I0WEBRSo
Ml3E3UDEBRSL M@ aldslg).

A:-Assistant
@nmilguag’

B:-Deputy Secretary
OWallsl &IVESO0
C:-Under Secretary
@06MA HAVEESOI
D:-Additional Secretary
@OWlatemM @ HINVEHSO
Correct Answer:- Option-A
Question71:- should be resorted to so as to minimise noting on the main note file.
oM 6Mos an@ellerl aMogled) &0@EM@ITY 9aleIUIBeEMo.
A:-Routine notes
al®lal @)0lajeud
B:-Consolidated note
B B® &0la]
C:-Running notes
081RlouY @30lq 303
D:-Parallel notes
AN B)0la]3d0d
Correct Answer:- Option-A
Question72:-A Secretary in charge of a department may ask to see papers belonging to any department, other than the
if such papers are required for the disposal of a case in his Department.
80} AUda [lo] A@EIWI8S 80} HAVESOlBS MG AUdla{loe! 80} 8HM @BqjoesmMa@lay 2910688
aBOEBIER0 QB {le0d Gala]03BUB @:06MI3 @YNIUDIER|SIo.
A:-Home Department
@DEMO QUdhla]
B:-General Education Department
8al0o}ilaPEPIL Qe ]
C:-I & PRD
I & PRD
D:-Vigilance Department
afledleindmy aldga]
Correct Answer:- Option-D
Question73:-
In respect of matters connected with the preparation and implementation of plan schemes, the opinion of
has to be obtained.

oJOmB MBS MBUB MQINILOIMDYo MSaIEINBNM@RRID] NN |S B00EBRSI @I, 63 @0ElEI10o
GMNBSENZORENS.

A:-Revenue Department
0QIM§E AUl

B:-Planning and Economics affairs Department
odo0louY @B EDB6EEMIAlE MY @BDanEYM Ald:a]



C:-Finance Department
WMEIQS Adla]

D:-Law Department
Dloa Alsa]

Correct Answer:- Option-B

Question74:-When valuable books or other documents are put up in a case sent in circulation the should,
note the fact briefly in the Circulation Register.
(12100012188 B0} 8BMVIE3 QileIfg]s e }NME:EBRES0 N BO6UGE80 MAB. {leemIdud, VB HNBELIHND

31quOI@d AUMIG® 21}QEOOBTITB 6L |SITmEMo.
A:-Confidential Assistant
806Mabladauy@d @omilaquagd’
B:-Assistant
@nadlgyag’
C:-Section Officer
HAVASHS B0adlavd
D:-Minister Office
2lmlgyd s30adlmy
Correct Answer:- Option-A
Question75:-The nature of reference issued will be noted in column of the Personal Register.
M@ 0anoMBMleng qujEdIAIe Gal¥auema@d oedlqydlend GHIBOMI@D GOEUEQ|SIOOo.
A:-9

B:-7
C:-6

D:-15
15
Correct Answer:- Option-A
Question76:-The form of is used to convey decisions taken by authorities specified by Government to
discharge the duties vested in them in exercise of any provision of a specific statute.
&80} (ICMID MVAOMISE! aBO@EIEN0 AUUAUN MSalE18RM@I@ @PAIGIT Mletla im0 &sad:ud Mldaladlesymalay
MBHHIB QUGBS @OUWIBOTIBUB ag)S}EmM GIOIRIMEBRUB @OOIIH9H03 ag)M GaNdo
DaleIUTlOeM.
A:-Office Order
830a 0l 6308WA
B:-Notification
@Ol
C:-Memorandum
®OEINO0I6NZ0
D:-Proceedings
MSalSl(@n63303
Correct Answer:- Option-D
Question77:-All Government Orders, Memorandum, letters should be typed in forms printed with the
ag)LJo MBHHIG OMON}BSl0, HAGIMINIENZNU0, SO0 @.9JSla) 8aN0MBSIBB 66S] B.a1QYemo.
A:-Name of Chief Secretary
aflad ©VE@50lOBS Bald
B:-Name of Secretary
OB SOIWIDS Gald
C:-Name of Governor
"AIBEMOBS Cald
D:-Kerala State Emblem
GHHO8 MoMNIM allaMo
Correct Answer:- Option-D
Question78:-The decisions of Council of Ministers are communicated as they reach Secretary concerned.
2@®20036s Svedailelle g @lo3RoMedBRUd eNIMWEeeS HIVESAIVITD ag)OMEMIIUD @oolalesamy.



A:-On the same day
@oe® Alalmoe

B:-Within two days
oan? clalnvomlmess@d

C:-Within three days
o dlalcvomlnsslod
D:-Within a week
B0} BRYY IV LSS @D
Correct Answer:- Option-A
Question79:-A Government order will be ab initio void if the indication is not provided in the order.
20moilod ag)aMm aV32lm M@l DISleg)el@d B0} MBLI3 QOMOAT @DIVIWINIIB:0.
A:-Orders issued
al}06qSi0ila) 9OMONBUB
B:-Forwarded/by order
&03WA QIS HEEBMI0}0M]
C:-Sanction is accorded
@OMIA] M@V}
D:-By order of the Governor
NAIBEMOIBS OMONT (@100
Correct Answer:- Option-D

Question80:-Communications to the High Court should be addressed to the in the usual form.
08aNBEHNISHV]ERISNSS @RYUANMIAEBRUB MIWIVEM B IOMIGD oy allelnmOmI@d M@dB:6emo.
A:-Advocate General
@DA[BHHQ SLMOWMD
B:-Registrar
oe2lmi(S0ad
C:-Government Pleader
natendenag’ oflwd
D:-Law Officer
mlea s2adlavd
Correct Answer:- Option-B

Question81:-As per the Rules of Correspondence, all addresses shall be entered in fair copies of the communications
except in the case of

SHOMIEaIINZMBM M2633U3 (emmgmxzﬂ_y, ag)aM BMI@ B¥1ed: ag)g)o alleoavesng)o
@RUOAIlMNI2WEEREIHS MP@AID aldBq |38 M@ B6mMo.

A:-Letter
SO0

B:-Proceedings
MSalSl (063303
C:-Government Orders
MVBEHIB DOMOQUIUB
D:-Replies to the petitioner
20323 H6000Y @03 ISIS0d
Correct Answer:- Option-D
Question82:-The decisions of the Council are secret documents and copies of the decisions of the Council shall on no
account, be extracted without the permission of the
&vemdmileilend @lo@omesRud anmy GOEIE86M), ce,fnmﬁmﬂeﬂemg OIOIROMEBBBINS ald:rBq iU B0} SI0EMAUUDILIL0
@}9S BPMPMIDL0® BAUABIB1.2)S386003 aldslg).
A:-Minister concerned
eNINWe]s AOD)
B:-Chief Secretary
aflad @050l
C:-Secretary
OAVE@SO
D:-Chief Minister
@O



Correct Answer:- Option-B
Question83:-Fair copies of proceedings criticizing the head of Department should be signed by unless
otherwise directed.
Q@] cawonilo® ailladudlesmm Mmsalsl@amrses MPMI® ald:dq|id:-8l@ agiaillwomlad Mldegudlaflslegslcd
8ajlsemo.
A:-Chief Secretary
aflad ®VE@50]
B:-Secretary of the Department concerned
ENINWA]S AU {leond &avE>sal
C:-Minister Concerned
6NINWA]3 (OB
D:-Special Secretary of the Department concerned
NIMBIG|S AUDs3a{lH] NS alaH|@ HAVESO!
Correct Answer:- Option-B
Question84:-All cases of promotions, transfers, appointments and postings of Gazetted Officers should be promptly
intimated to the .
"OIVQW 630a8lMBMOOHS MNIMBOQo, MUNLIoAIQo, MAMo, ag)MIQ MoeNIMUWla) af)fI0 BHNVIB:S)0 -oMm
9sm @olwlanemo.
A:-Minister
ool
B:-Chief Secretary
aflad ®@VE@501
C:-P & AR Department
oll & 0g)@DA QUBq]
D:-Accountant General
@NEHDENZAY 2MOTD
Correct Answer:- Option-D
Question85:-Which of the following is not true regarding contents of note for council of Ministers?
2@®@0039s Sealelmss &0l o 9885806 omee)tla) ilejo@MAUDIE ag@mosmy voolg)?
A:-Council notes should not be precise
@06MMJI@0 @30l 308 B RODV]IBlLO )
B:-It should be self-contained and must include all the relevant facts of the case
@O MV|@o UBEEHIBSMMODVIBIB6Mo B:}SIOD® EHAVIOR ag)LI (EIMVSDHRID AUNIDRO S0 DUBEQ|S}OMEMo
C:-Appendices are to be avoided as far as possible
@OMIENIMLEBRUY SHSFIWIM(@ B¥1NI0HHEMo
D:-Every note for council should end with a paragraph containing points for decision
SvemaVlellmss 630600 ©)0lajie GlOMMOTIMSS Gald@F)e:0d @SRl 6303 M@l @oaIMOMIessmo
Correct Answer:- Option-A

Question86:- appears on behalf of Central Government for the conduct of cases in any Court subordinate to
High Court.
96aNBHNISMIBE) HSENBB aROMOD} BBHISTIDIEN0 BHMBUB MSOMIMDIAY B3 MABHHITIMIBAINE]
a0NIEROIBIOM}.
A:-Advocate General
@OA[BHOQ LLMOTD
B:-Senior Government Pleader
nlrl@d walsmenng flawd
C:-District Government Pleader
2dlpjo walendenag oflawd

D:-Public Prosecutor
aleilds Galomileysd

Correct Answer:- Option-C
Question87:-Which among the following statement is false regarding the granting of copies of Government Orders,
Circulars etc.?
MBEHIB QOMONUBUB, MVBENLINIEUB MIMEIDWAUDLOS aldBa|3dUB M@ BIMOEAOD] NINWEL]S M lajO@IM
EIMN®OAUMBSITB aBmosm) &mG?



A:-The fee collected shall not be mentioned in the Register
800aUA] o) bl edlgyol@d c1000dUTlea VoY
B:-Office stamp affixed on it
@O®I@ 8335l Boadlmy guomi
C:-A register shall be maintained indicating the number and date of issue
D[} §21V® MMINY GG Maila fleeymm ey oedlgyad muewlensmo
D:-Copies shall be signed by the Officer issuing them
aldBa]3e0d @A M@ EBPNMNM B3q{lsemo
Correct Answer:- Option-A
Question88:-The Records Branch shall accept only those disposals which are passed for transfer to the Records Branch by
the .
MEAUM HOBHHIBWMY (rIosmileelss) a0M@IMI®I a10aVIESI AWIMIGIOTVERE:UE AI(MER HOCHHIAUM
enoemf mufle>0leee-eIss).
A:-Assistant
@nmilguag’
B:-Clerical Assistant
0loedd @oavlgyag’
C:-Office Superintendent
&30adlny ayalens
D:-Section Officer
OAVAHM B30adlavd
Correct Answer:- Option-D
Question89:-Which among the following statement is false regarding the Department wise subject distribution order?
Ade] @ldloiss allat@ allmosm eomoailomeedla] ®Ie¢ al0@IM IMIAUMBSIGD aB®Iem omg?
A:-Specifically mentioned in the order the consolidation of replies to other department
20 QAU |}SSICRIBMNB M0} ISIBBIOS aBB5lB06MEOMEN0l 2] @HAOMITD (IGM B0 l0IAAUBlalolesmm]
B:-Handling of secret papers in the department in respect of departments having no separate section from this work
80 ¢220ell@3 M (@Ie®ie: AlRONAIEJPOD QIBa 308 MoeNINUWle QB B8] PNV Galg 0308 B6E@000 §.2IQ)@D
C:-Attending of miscellaneous papers received by the department shall not be mentioned in the order
QB {l0Y e1dleem allailw Galg 018 66000 §2IYMD) (BHAOBTIB al0INABUTlLO Y
D:-The distribution of subject is issued as part II of Rules of Business
allat@owilend allmosmoe 0yudm 830ad enilSlinqyjlend @enz00 @IV aljneq]siilafldlesamy
Correct Answer:- Option-C

Question90:-It is the duty of the to obtain the questions from Legislature and distribute them to the
concerned Sections in the Department.

Dl@ameallod mlay ¢a106i68r03 1106313l Qlda loel ninweq|s allRonsERUBHs) llmeMo .a1QYRB> ag)NEY I}
SHSO@IEM.

A:-Question Section
€a103§ 0lleowo
B:-Under Secretary
@06NMA V@S0!
C:-Parliamentary Section
al0de16aa30] alleouo
D:-Office Section
&304l alleowo
Correct Answer:- Option-C
Question91:-A Permanent advance is maintained by the and contingent expenses are met from this fund.
&30} nuiloo @OAIIAdMY al@laloeilesamy, 0 anendl@d alamoeny @endleead’ ©.21e10136:08 QlaGloemM@.
A:-Cash branch
&0a @EnIoemT
B:-Accounts Branch
@OHHVENEM) (GnIoerd]
C:-Housekeeping (cell) department
a00M &laflou’ (9AVEB) QU]
D:-None of these
svale@oaley



Correct Answer:- Option-B
Question92:-The Note for the Council of Ministers is finally approved by the
2@®20030s Svedalellmas @0l ssyaild @00U3lal ).
A:-Governor
naIdemad
B:-Minister Concerned
6NINWE]3 (OB
C:-Chief Secretary
aflaf @aVE@50I
D:-Secretary
V@S0!
Correct Answer:- Option-B
Question93:-With a view to tracing out files in circulation, each Confidential Assistant shall maintain a register of files in
Form No. showing details of all the files received by the Secretaries.
(@121000MER8S aNWEGUB HEEMROTM@IMOXI], 63060 B06MBallawBat|©@d @OAVIEYIFIe Gando MAUOI -
@ OIVE@S0IRBHE LIEla) a)EJ0 cDNWERB:BIOSDI0 AlUDEIUDEBRUY B06MIBNRIM NWERB:BI6S B30} 0=3lqQRd
MU BHHNMRMI6NT.
A:-XV Appendix I
XV @omyenianwo I
B:-XVII Appendix I
XVII @omyeniawo I
C:-XIV Appendix I
XIV @omyentawo I
D:-XII Appendix I
XII @omyeniawo I
Correct Answer:- Option-A
Question94:-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) @@ c0616e]S}OMIDBlENM Gale 03830 nIMWeq|s SoeRflou’ Mla]ieud mujaile@ilenesemioud, muyails
®eInEeSI @D ag)aM AUIBMNE:UD AUIBMAOD] M}aile {lenemo.
A:-Ordinary series
TVOWIEM al@MUD
B:-Manuscript series
6 HOWLLOMY I alOMIo
C:-Papers recorded
G066 |SIOTI® Galg|03BUB
D:-Important orders
@IWIMBQS DOHONUYBUD
Correct Answer:- Option-C
Question95:-All proposals for legislation and amendments to enactments and rules shall be dealt with in accordance with
the provisions contained in the .
rlamldmoemoamlmie Ml@amidemoemsrudeni MnsBRUdE BRANMIGUBLNSS ag)p)d MIBE3UDEERS)
-@ @0s68Rl@IIAleMM QAIMOBUBEH MDAV HOEBI00 §alQo,
A:-Rules of Business
enilmilmaqy) Ml@aserud
B:-Legislative Rules
mloamldmaem Mlwassrud
C:-Secretariat Instructions
OME@B630lg MIde3U06aRUd
D:-KSOM
KSOM
Correct Answer:- Option-A
Question96:-'Secret' or 'Strictly Confidential' covers are opened by the .
'0aNVf @06EIEHIDD '@AUdMAODI] ANV BAUNIEUD @RY6N OB,
A:-Under Secretary
@06N308 HAVEBSOI



B:-Section Officer
OAVHHUB 630a0lVd
C:-Officers Concerned
6NITMWE S DEBPUINAG
D:-Office Superintendent
63020l aVylens
Correct Answer:- Option-C
Question97:-When final answers are given to Assembly Questions during the recess of the Legislature, copies of such
answers have to be forwarded to .
MAMERWIHS SEASVIT MIWANVEI BaldBEERUBHS @OITIR DOMOEBRUD MTBBEMIIUD, VOO0 DOMOEERBIOS
ald@q3ud af)IM@IUBHE) GO B6Mo.
A:-The Chief Minister
e Ol
B:-The Governor
"AIBeMA
C:-The Speaker
MWalloed
D:-All the MLAs who raised the questions.
62103163300 9M@4] ag)LJO ag)oag)@ag)ROD0.
Correct Answer:- Option-D
Question98:-Which among the following statement is false regarding Compensation Leave?
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A:-Such leave shall not be availed of without the previous permission of competent authority
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B:-Not more than fifteen days in all shall be taken as compensation leave in a calendar year
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C:-No such leave shall be taken after the expiry of three months from the public holiday
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D:-Compensation leave may not be combined with casual leave or other authorized holidays
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Correct Answer:- Option-D

Question99:-Official Communications intended for the Revenue Board should be addressed to the of the
Board.
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A:-Member
@0oWo

B:-Secretary
VSO
C:-Registrar
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D:-Convener
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Correct Answer:- Option-B
Question100:-The Appendix I to the Kerala Secretariat office Manual contains a list of .
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A:-All forms of communication
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B:-Titles and heads
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C:-All forms of Registers
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D:-None of these
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Correct Answer:- Option-C



