FINAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 11-05-2026
Question1:-Manual of office procedure (Police) was published during the year 1958. The correct date of G.0. (MS) No. 632/
Home (A) Dept. is
630a 0l MSalsl@n633816S 0MAITS (Gatoeflm) 1958-a3 @imil@lle:ola)y. G.0. (MS) mmud 632/6and0 (A) bl flong vl Gl
A:-30-5-1958
30-5-1958
B:-21-5-1958
21-5-1958
C:-14-5-1958
14-5-1958
D:-07-5-1958
07-5-1958
Correct Answer:- Option-B
Question2:-Section means
AVAHND a)(MITD
A:-A minor division of the office consisting of a senior clerk and two more clerks under him
830} W@ G866 @OEGNOMIONG B1SIEd deNE GOBLNMIN) @OSEBRM sdadlmileel 80 60aMA (llailauad
B:-A minor division of the office consisting five clerks
@em] oBH@IA3 @DSEERIM adadlmilenl 80y ©#9amMad allallauad
C:-A minor division of the office consisting of a superintendent and one or more clerks under him
630} MVY(el6N3lo @VERaNOMIENR S51l8 BEIMO EOGILIWIEB:ER GOBLNMIV} @DSEBRIM s3dadlmilenl 80 ©#9amad allaflauad
D:-A minor division of the office consisting three senior clerks and three clerks
230 Sl @@ OBB6@IO MY GIBENMOV @SEBRM &dadlmileel 80} §#9amMA allaflaumd
Correct Answer:- Option-C
Question3:-Number of police district is
caloeflmy edlgjaes agyepgo
A:-Nineteen (19)
aleOmI0Bal®) (19)
B:-Twenty one (21)
OO} lOBlo@OM) (21)
C:-Fourteen (14)
al@Imoer (14)
D:-Twenty (20)
0O}l (20)
Correct Answer:- Option-D
Question4:-How many zonal police offices now in Kerala?
GBOSOBIBD DB JOUB ag)(@ GIVIEM@D Galoellm) e30adlavye8iens?
A:-Four
moel
B:-Two
o6ng
C:-Five
@neml
D:-Three
oM
Correct Answer:- Option-B
Question5:-Who is authorised to receive Tapal?
®alo@d Mfle-0lee0m @RYABENIEM @PWIG:00M88)?
A:-Section Head
IVSHM B
B:-Section Clerk
BMVAHD IS



C:-Manager
206MeRA
D:-Fair copy Superintendent
6a0®A GBq |l MYlenE
Correct Answer:- Option-C
Question6:-Tapal means
@®ald@ af)MIGD
A:-Any Communication which are received in an office whether it is official, unofficial or demi official until registry
830} 830ablI@d £IElB6IM @OV} SHOMYo @VO) BDERPUINGERI, BVMDERPUNBHERI, HAWAI BablaH|GLI0 @YH:eS, 0elnd(E] oo
B:-Tapals received through post office
Galoqy 300l ¢l e1dleeam @aeldele:ud
C:-Tapals received from higher authorities
@AM @OWlB00le:gled MY IEleeim @alorie:ud
D:-Tapals received through police messenger
caloeflnd e@aauemid algl eIclesam @aloelsud
Correct Answer:- Option-A
Question7:-Any reference issued from the office which originates the file is called
20@Eileong 2ErRAIMNIMAID 63adladl@d MM MEBEM o@omI} Oanomailomaye ailglesmy
A-A
B:-A
C:-A
D:-A
Correct Answer:- Option-C
Question8:-Which among the following letter is to identify Trissur City District?
6% al0@WMAUDIT oBOY o) SFOmIEM @§u03d MIg] edlgjo@ @@l claymor?

A:-'S
g

B:-'TR'
TR’

C:-R’
R

D:-'K
K

Correct Answer:- Option-C
Question9:-Chief Ministerial Officer of PHQ is known as
PHQalloe! afled allmlghldl@@ eoadlavd agyimolweqsimoy
A:-Senior Administrative Assistant
milorlwd @easlmlmiesglol @oamilayad’
B:-Accounts Officer
@OOANDENEM 30a0loVd
C:-Manager
MOEMRAd
D:-Administrative Assistant
enalmlmiesglal @omilgyag’
Correct Answer:- Option-C
Question10:-A paper is said to be registered when it is given a current number and entered with an abstract in the
personal register
80} GaloOl0Y B0} H00F MMNIG N@BB@)o AUGDIN® E2RAIE3 B0} MoaNo MTBB3BH@o H2IYBMUIUB @O EL1AYA 6.2IVD@IS]
alO@B ]S}
A:-Registry
ol
B:-Referencing
0an0mavlouy
C:-Official Correspondence
BYERPUIE &HOMIBaIIeNABMY



D:-Tapal
®alo@d
Correct Answer:- Option-A
Question11:-The rank of principal, police training college is
Gatoeflny ardlusleim esosgedlonl @ilmdmilgjelload oosss
A:-DIG of Police
catoeflny alleagyed
B:-Deputy Superintendent of Police
©Walsl Myaleng B9al caloellmy
C:-Superintendent of Police
Gatorflny myelens
D:-Inspector General of Police
DBMIelRE LMOTD 630al Galoeflmy
Correct Answer:- Option-C
Question12:-By whom is authorised to open the Tapal
®alo@ MOV BRYABBHIEM BOWI 000 M@ BIWIBIHNMEY
A:-Manager
@06M=RA
B:-Tapal Section Clerk
©al0@3 HAVBHD OB
C:-Office Head
63028108 ©anWy
D:-Confidential Assistant
68:06MadlBaui@d @oailayad’
Correct Answer:- Option-C
Question13:-Designation of the Chief Ministerial Officer of MSP Office is
MSP sadlmileer afled sllilgflal@@d s0adlruoges aicall
A:-Deputy Commandant
OWalysl Sa0mBwag’
B:-Manager
206MeRA
C:-Administrative Assistant
enalmlmiesglal @milgyag’
D:-Duty Officer
awgs] evadlovd
Correct Answer:- Option-B
Question14:-The Register, which are made residential address of Office Staff, is under the Custody of
830a0lmY quoadlend e@omilawmaui@d aflenmaoll mldesls) oeflqud, @roes @:quauslallenaldlesie?
A:-Section Head
OTVSHHB BaNW
B:-Manager
206MeRA
C:-Record Keeper
©0BHHNIBW Bl |d
D:-CA to SP
CA 03®®@3 SP QIe0
Correct Answer:- Option-C
Question15:-Which of the following Officer is entrusted the overall control of the Police Office?
cal0ellmnd sdadlmileng eaoomomlenss Mlw@memoe ISP «10@IMAUABIB oaB® EBPWAVAMIET a@B@aq |l aflCleema?
A:-Additional SP (Admn.)
@oUlatem@d o)l (@oauiailnd.)
B:-Chief Ministerial Officer
aflad dlmlglolo@d eoadlaud
C:-CAto SP
CA 23 @D SP QIO



D:-None of the above
MNBEIT l0TMAUOOIMNAE]
Correct Answer:- Option-B
Question16:-Entries of Valuable Articles are being made in the Security Register by
oMl 0edlgyolad ailelegs GRIIMEBRSIOS af)aB(SI@u8 MSTTRMDY
A:-Record Keeper
06H6BU S5l |d
B:-Section Head
ONVGHHUD BanW
C:-Chief Ministerial Officer
aflad aloilgyldlo@d soadlavd
D:-Section Clerk
OMVAHD HIBBE)
Correct Answer:- Option-C
Question17:-Personal Register is maintained by
AUGOIN® 0=RlQRAd aldlaloeileymod
A:-Section Clerk
OAVBHHD IDBBE)
B:-Section Head
OTVSHHB BanW
C:-Record Keeper
©0BHHNIBW S5l |d
D:-Cashier
&2aH|d
Correct Answer:- Option-A
Question18:-Communications Related to Special Branch are being submitted to the Superintendent of police
NS alaH{@ ENIOERIAOD] NINWE, ]S @YUOAIMIAWEERUE MVYEINEloY Boadlavdes) Madq flesyamy
A:-By Direct
emalgiss sl
B:-Through Manager
206M=2Q Iyl
C:-Through Section Head
BAVHHD DWW QUS]
D:-Through Tapal Clerk
®alo@ GOAHs) U]
Correct Answer:- Option-A
Question19:-1t is the duty of the section head to verify the Personal Register and Distribution Register of Clerks
08N MOS AUBDIN® o2dlgyole allmoem ey a10leUIWIEHENED HAVBU HaNWIHNG BHSAWIEN.
A:-Once in Every Week
a)pJo ERYalvlele SOloadd
B:-Once in Every Month
ag)BJo 2MVEmIEI} S30lEeT3
C:-Once in a Half Year
@DBEL AUBGHOMIOLIA LT
D:-Once in two weeks
06N20¥a1016L100l9 @D
Correct Answer:- Option-A
Question20:-Which of the entries in the Personal Register are underlined with red ink?
UG NO® 0HQRAIHLI aBOINGS ag)B(SIB:E06NM 23U Dol ©H:06NE @SlIEISIClea;M@)?
A:-Communications of Government
naleeangleng eyuo@ailmlawsssud
B:-Communications of DGP
wledlailayes eru@ailmlo@essud
C:-Communications of MLAs
2g)0ad)@ag)@00eS @RYUOAIMla®earud



D:-Communications received from Court
@HOSOIVI@ WMy eIéla) @ruoallmlawesssud
Correct Answer:- Option-A
Question21:-Tapals are being distributed to the Clerks through distribution register every day before
allmosm oedlgyd sl GOBLMRRIBHE MaldeR@U3 ag)eld Glairuaile ©6 T allmoemo ©al@pam.
A:-12 Noon
946 12 a6l
B:-03 pm
94 &Sleo 03 a6l
C:-04 pm
96QIBIEMO0 04 @6l
D:-02 pm
9406 02 a6l
Correct Answer:- Option-B
Question22:-Form No. IV of Appendix - A is
@DMENIMWO-ASAG Bando MMUA IV @gemn.
A:-Distribution Register
allmoem o=dlgyd
B:-Tapal Register
®ald@d oedlayd
C:-Personal Register
UBIN® 0=laud
D:-Despatch Register
OWMalos] 0edlgyd
Correct Answer:- Option-C
Question23:-Serial Number in which column of Personal Register is ringed off when a current file is closed
80} SH00F aNWEB GRSWENEMIIUB ABHIN® 025laRolHng RO 62080l MIGIWE3 MMINEM Glot) B30al 6.41Q)e|SIMG?
A:-Column No. 1
8080 MMIA 1
B:-Column No. 10
83080 MMIA 10
C:-Column No. 02
B3I80 MMIA 02
D:-Column No. 04
G080 MMIA 04
Correct Answer:- Option-C
Question24:-Which of the statement is correct?
VOOl (EINIBIAUM aG@IGM?
A:-Pages in the current and note files should be Numbered separately
003 a0EeiloeI@io BMIS aN@EINOLIL Gale)B0388) HAIGQYHO NMIB MT@DBH6Mo
B:-Pages in the Current and Note files should be Numbered serially
008 a0@ellorI@lo BMIF aNENGEHLID)0 Bal2d:uBH6 MGl MG MEdB:6emo
C:-Pages in the Current file alone should be Numbered
008 20@EIl6L! Bal2dUBHE) MI(@o MMIG MT@BBH6Mo
D:-Page Number is not necessary in the Note File
@MIS anEN@B Galed MMIA @RIUDAlE)
Correct Answer:- Option-A
Question25:-Which of the following is correct?
Mo j0@MAUDI@B o@®I6en) VooI?
A:-A typed copy of Draft may be kept in the file, if more corrections are seen made therein
BISIOT DOFODERBUB UQIOHID@IV] B6N30@3, (WINFIONG 66Sq] O21DD® aldBq] an@ellad aueHlandammosmy
B:-No typed copy of Draft be kept in the file
W2alglend 665e] 921D alddq] an@eildd a6y
C:-Permission of the Office Head is necessary to keep a typed copy in the file
e 80} ©65q] 8:0q | ME:HB6003 8308l eawonllwes @PMAGI @RIUDRIENY



D:-None of the above
MBS al0OMA BAMAEY
Correct Answer:- Option-A
Question26:-Memo is form of
606N @IS OYalBoeNy
A:-Warning
omol@ilg]
B:-Correspondance
SHOMIECaI6N3MaY
C:-Disciplinary Action
@0.2JSHS MSals]
D:-Reward
olanday
Correct Answer:- Option-B
Question27:-Note File is maintained for
a0@elmoeny MIS a0 @ al@latoellesmoy.
A:-Important File
(@IWIMEYS N @D
B:-Each File
630600 aOElYo
C:-Secret File
0N aD@D
D:-Stock File
GEYIDBE) aND@B
Correct Answer:- Option-B
Question28:-Correspondance is classified into
S0MIEaI6MMBOY 6BROM M@ Idlafldlasiamy
A:-Four Forms
MLl Gnnd0B:UB
B:-Two Forms
Q6NE GNIMYBHUB
C:-Five Forms
@™ GaNIDLHHUB
D:-Eight Forms
ag)S Ga0OMBHU0
Correct Answer:- Option-C
Question29:-Flagging is to be made
0QoUiloyy MSOmEMo.
A:-On the top of particular draft in a file
80} cNWENOE! (IBDmE: (WIAGlON] Myes]@d
B:-On the top of the facing sheet of a file
80} an@ellond @oclaa oHlgleong mye.slad
C:-On the docket of closed file
@S| a0@elleng cauwdeeglad
D:-On the top of note sheet
6m3 adlgleng myesl@d
Correct Answer:- Option-C
Question30:-Chapter IX is describes about
@0RELPDO IX O@IOMENOlaf allaidlesiamy
A:-Duties of Office Superintendent
830a 0l aVYEI6nElend aA@elsud
B:-Duties of Record Keeper
06HIBWU B5la|NOS 2RAGEISUD
C:-Fair Copy Section
6a0@A 6H:q ]l aileovo



D:-Duties of Ministerial Head
olrlglAlw@d eanleng aiamelsud
Correct Answer:- Option-C
Question31:-Despatch Section Clerk will be under the Direct Control of
OWMIalda] HAVBHID LIS & 6Mal5s8 Ml @E@memamenacleso.
A:-Manager
M06MERA
B:-Duty Officer
awysl soadlavd
C:-Fair Copy Superintendent
6a0@A GBIl MV IeNE
D:-Record Keeper
©0BHHIAW Bl |d
Correct Answer:- Option-D
Question32:-Specimen of Hand Delivery Tapal Book is mentioned under
200 eWeilaIo] Mq @3 nieslang a0mye: IGB alE0AdUTlafldlesm)
A:-Form - 5 of Appendix - A
@OMENITWo-ASOG Gando - 5
B:-Form - 6 of Appendix - A
@OMENIMWo-A6OG Gando - 6
C:-Form - 4 of Appendix - A
@DMENITWo-A60G Gando - 4
D:-Form - 5A of Appendix - A
@oMINIMWo-A6ag Gando - SA
Correct Answer:- Option-D
Question33:-Responsibility to Keep the Stock File is
GURIBS aND@ MVYSHIBHOMBS OGO
A:-Manager
@06M=3A3
B:-Record Keeper
©0BHHNIBW B5lg|d
C:-Section Head
OAVSHUMB DD
D:-Section Clerk
BAVHHHD IBBE)
Correct Answer:- Option-D
Question34:-Form No. 10 of Appendix - A is maintaining in Record Section. Record Keeper is the custodian of the Register.
Which kind of disposals are entering in the above register?
@DMENINWo-ASR Gando MMIAB 10 ©06H0IBUY AlRINEMITS aldlaloellesymm). cedlagydleng aetle|ie:0008 H0EHIBWY Bl j0d6m.
&S| 010600 ELPROIT oBOOOES GOOTIERSS WIMIEIIVERE:B06M 9U36I |S;ODIDICleamM@?
A:-R-DIS and D-DIS
@Q3-Uleag)ag), Wl-Uileag)ag)y
B:-D-DIS and K-DIS
AWl-lleag)ag)ml, d-Wileag)ag)ny
C:-R-DIS and K-DIS
@RYB-WIBag)ag)MV, BB-Wleag)ag)my
D:-D-DIS and L-DIS
AW-Ul®ag)ag)aV, ag)@B-Wlerag)ag)d
Correct Answer:- Option-A
Question35:-One of the following files can be transferred to call book with the permission of
@I alOWIMM aN@ELRESId S 6} GRMAGIEWINS BB0UB 6NIBSIGEIBS MOQIo.
A:-Office Head
83028108 ©anWy
B:-Manager
™06MeRA



C:-Section Head
AU B

D:-Fair Copy Superintendent
6a0®A GBq |l MYlenE

Correct Answer:- Option-B
Question36:-Reminder Diary is maintaining for
80306 |S}OM@ WA aldlaldelleanmay

A:-Financial Year
ALOMIODH QlBaHo

B:-Monthly
@I@@00V0

C:-Calendar year
SLI6N3A@ QUGaHo

D:-Quarterly
A6(@20MVH0

Correct Answer:- Option-C
Question37:-All communications addressed to DGP from various sections of a subordinate office should be enclosed
830} mueenIddlemg sdadlmilesr aflaflw alleoneerglad mla alledlaflo® @ElavoesnIdWM 621G ag)ejd Bruoallilassie
936 |S)OMEMo.

A:-In one cover
&30} S0l

B:-In separate cover
@ICDIH: HAUOI@D

C:-In four cover
MLl &010)osl@d

D:-In six cover
@R &I0-S0d

Correct Answer:- Option-A
Question38:-Rank of the Assistant Inspector General of Police of Police Headquarters is
catoeflmy @yaunomeom @omilgyad’ emaisale;d £2m0@3 8%l caloellmileag ooy

A:-DIG of Police
caloeflny alleagyed

B:-Superintendent of Police
Gatoeflony cyaiens

C:-Dy. Superintendent of Police
OWalsl Myaleng Bdad caloellmy

D:-Inspector General of Police
Galoeflny adMIen @ 22mMO@d

Correct Answer:- Option-B
Question39:-R - Disposal means
@R - WIMNIEIINV@D of)NO@D

A:-Retain for 20 years
20 QIBeHEOm S MeIT3ormie:

B:-Retain for 30 years
30 QIBaHEOmHs) MeIml3omys,

C:-Retain Permanently
audlomo@ mleinldoos,

D:-Retain for 10 years
10 QIBaHEOMHE MleINIBomSE:

Correct Answer:- Option-C
Question40:-Chapter VII of MOP describes about
MOPoes @oeup@o VII eomlomesydla] allaiclesyamy

A:-Duties of Record Keeper
0CHHIBU Bila |NOS 2RAGEISUD



B:-Drafting
(@Woadgloyy
C:-Fair Copy Section Duties
6203 EBq |l HAVSHB Sl
D:-Duties of Havildars
200iE3EIBROMIOS BHSABUD
Correct Answer:- Option-B
Question41:-Closed files are keeping in
@0Sa) a0ERGUD @ BN
A:-The bottom of the Almarah of the Section Clerk
BIVB:HUM HALSHY GOLIAIOWIHS @SR
B:-The shelve provided for each Section
630602 QllcoNOBIMI M@V BlEM HaH@aly
C:-Record Section
906893 alleowo
D:-The room of Duty Officer
awys! Boadlavoes mol
Correct Answer:- Option-C
Question42:-Responsibility of the Missing Records is
MaHS6a S BOEUBBIOS QOMOUIEI OO
A:-Record Keeper
©0BHHNIBW S5l |d
B:-Section Clerk
HAVBHD QAL
C:-Section Head
ONVGHHUD BanW
D:-Manager
206MERA
Correct Answer:- Option-A
Question43:-Find out the Form Number of Periodical Register
afldleonilead o=dlgydleng Gando MMIA BeENTORE:
A:-Form No. 18
®aNdo MMIA 18
B:-Form No. 16
@aNdo MMIA 16
C:-Form No. 21
@aNdo MMUA 21
D:-Form No. 15
@aNdo MMIA 15
Correct Answer:- Option-B
Question44:-The Rule which follows for submitting papers by the Section Clerk
HMVBHUM GABE) Balg |08 MVAA, lem@lmiss mlwmo
A:-Five Day Rule
@nef dlaln Mloao
B:-Three Day Rule
ooy Alalay ml@mo
C:-Seven Day Rule
a@¥ dlalav Mlao
D:-None of the above
MBSIT 1060 BAMAL
Correct Answer:- Option-B
Question45:-Custodian of the Turn Duty Register is
esend awgsl edlaucleng @-eguoasi@d
A:-Record Keeper
©0BHHNIBW S5l |d



B:-Section Superintendent
AU MY alens
C:-Manager
M06MERA
D:-Fair Copy Superintendent
6a0@A 6]l MV IeNE
Correct Answer:- Option-C
Question46:-Prior permission is required for availing compensation leave from the following
©968¢ a10@MAAIE MM MatSalGlanoo @oaIW] e1dleamM@IY :8E:y3d @MAMI] @RIV
A:-The Authority who is competent to sanction casual leave
@0aH|@3 eflof @mMIEle908 INI@B8 BRE®ISIG
B:-Concerned Section Head
NI IS OAVAHB o)
C:-Chief Ministerial Officer
aflad aloilgyldlo@d soadlavd
D:-Head Clerk
62N GOABE)
Correct Answer:- Option-A
Question47:-The following Area of Square Feet is allotted to a Gazetted Officer in Paragraph 169 of MOP (Police) furnish
the area
a@)osall (Gatoellmd) @yes auemule: 169 @3 8303 VaVQAU BoablaVdes) MIlqo@IM 2lmREED @S] AllnildaRe @PMAIG]fldleaiam)
A:-140 Square Feet
140 a1oROUo @S|
B:-160 Square Feet
160 21@OUO @Sl
C:-40 Square Feet
40 210%0UD @S]
D:-60 Square Feet
60 21D @DS
Correct Answer:- Option-B
Question48:-Form No. 2 under Appendix - A is
@oMIENIMWOo-A (@100 GaNdo MMUAB 2 ag)aNO®Y
A:-Personal Register
Gal$VeM@3 Odlayd
B:-Tapal Distribution Register
®q @3 awllaSlentggauad oedland
C:-Inward Register
snadeidu oedlgyd
D:-Despatch Register
OWMalda] oedlgyd
Correct Answer:- Option-B
Question49:-D-DIS means
AWl-alleag)ag)my ag)omo@d
A:-Dispose after 10 years
10 QIGHOmIMIGUDaHo MUTla{lee)d:
B:-Dispose after 3 years
3 QUBHOBIMEUDaHo MUBla{lee)d
C:-Dispose after 15 years
15 UIBaH©O®IMYEUdaHo MUBlq fleeye:
D:-Dispose after 1 year
1 QIGHOBIMEUDaHo MUTla{lee)ss
Correct Answer:- Option-A
Question50:-Who is to be verified the Local Delivery Book?
RI86@3 HALEIlNIo] NG «10l6UUSIEEHENGY BRYIEM?



A:-Duty Officer
awgs] eaadlovud
B:-Manager
M06MERA
C:-Despatch Clerk
HAWMalda] dH6)
D:-Section Head
OTVGHHUV BN
Correct Answer:- Option-C
Question51:-Whom is authorised to submit weekly arrear list?
BRYF2ICMINMBS BSIyPlds algle MnBqleedrm GABHeeM @DUle:000?
A:-Record Keeper
©0BHHIAW Bl |d
B:-Section Clerk
BAVBHHD IBBE)
C:-Section Head
OTVSHHB BanW
D:-Fair Copy Superintendent
6a0@A 6]l MV IeNE
Correct Answer:- Option-B
Question52:-In which chapter the object of indexing and titles is mentioned?
B3O @OELPDODILINEM MVl B MEIOGNFIB:B0 )M Qllat o o 1002BUTlafldloaM@?
A:-Chapter XI
@0ELPo XI
B:-Chapter V
@0ELPDo V
C:-Chapter VIII
@neLP@o VIII
D:-Chapter VI
@0ELP@o VI
Correct Answer:- Option-B
Question53:-Store Accountant post is an interchangeable and equivalent to the post of

GYRIB @OLODENRAF BMBB> lOMial®o MIQIAIN@)o OO BB ORI
A:-Senior Clerk
mn@3 3L

B:-Head Clerk
620U GOBE)
C:-Senior Superintendent
anl@d myeiend
D:-Junior Superintendent
=B aV)@lens
Correct Answer:- Option-B
Question54:-Work Distribution Orders in an Office is issuing by
830} Bdadlmileel AIdes) almiSleniaHad 0BW0}E:Ud alj0eq]siaileanmmoy
A:-Manager
@06M=3A3
B:-Office Head
63028108 ©any
C:-Section Head
OTVSHHB BanW
D:-Fair Copy Wing
6a0@A 6H:q ]l ilouy
Correct Answer:- Option-B
Question55:-N-DIS means
N-DIS ag)(mo@d



A:-Return Disposal
olesend alniealtomu@d
B:-Stock File Disposal
GURIBS 2aND@D UIMIGIINV@D
C:-Valuable Register Disposal
aileleg s e=dlagpd allmnieatoaved
D:-Attendance Register Disposal
an022d 0=dlgud AllcnieeloaLEd
Correct Answer:- Option-A
Question56:-Which colour of facing sheet is used for Current File?
@008 20@eila) oBoY Mloomless canmilos) «dflgoeny 9ale@ouileenama)?
A:-Yellow
)
B:-Green
alg]
C:-Blue
alel
D:-Red
210lq]
Correct Answer:- Option-C
Question57:-The procedure for sending two or more Do Letters from the same office is
8360 630adll@d Ml eesN20 @V IEIuSe:620 Do HLIQOIE:U8 O LRMIMIBE MSalSl@:no
A:-Single Cover for sending all the Do Letters
a@)g)o Do ©eI1Q0)e:8lo 89 &AICI @@ B0
B:-Separate Cover for each Do Letters
630600 D0 6LIQO}BU3EN)0 (@IBDNB> S
C:-Minimum Four Do Letters in a Single Cover
830} SUOITD Bx306m@ Moel Do erIQOIE:ud
D:-Maximum Ten Do Letters can send in a Single Cover
80} SIS a10m0UU a1O) DO §RIQ0IEUT GO EHIo
Correct Answer:- Option-B
Question58:-How much space is prescribed for the Record Section in Paragraph 169 of MOP (Police)?
MOP (@atoeflmd) @yes auemuile: 169@3 6068603 Al ag)(@ munelo MIBegudlaldlasymmy?
A:-30% of total area allotted to the GOs and NGOs
23.8.8:08060 0g)18.24.83.8:0BB60 @MINE]L) HROGTe MuOLICBIHNd 30%
B:-20% of total area allotted to the GOs and NGOs
24].8.8:0886)0 2()13.241.8.8:0386%0 @OMNIRl) H@OTmo MunLICIed 20%
C:-50% of total area allotted to the GOs and NGOs
241.83.0:0BB6)0 ag)(.24].83.8:UBHe0 @OMNIGlL] HROTmo MuoeICmIng 50%
D:-10% of total area allotted to the GOs and NGOs
24.83.8:03860 ag)(.24].83.8:UB86)0 BPMAIGElL] HROTmo MuoeICmIaNg 10%
Correct Answer:- Option-D

Question59:-When a Current File is closed; the nature of disposal will be made in Column No. of Personal
Register.
80} $00F aN@TD BOSDBNEMUIUD, MBg|o80elleng avjedle AlBIN® 0=dlgydlend 68080 Maud -@3 MSOOo.

A:-Column No. 07
83080 MMIA 07
B:-Column No. 08
@080 MMIA 08
C:-Column No. 10
B3I80 MMIA 10
D:-Column No. 02
@080 MMUA 02
Correct Answer:- Option-C



Question60:-Opinions and Suggestions need not be made in the note file by the Section Clerk or Section Head. In which
paragraph is seen the above statement?
HIMVBHUM GIBBHS HAVSHB HNEWO BMOS aN@E(@D @DEl(EIIWEBRS} MIBERUDEERBI MTBEHENMIL]. MBSILRBS (INIOUM aBO)
alemWle:@1LI06Mm $:06mMmMo)?
A:-Para - 31 of Chapter V
@0DELPo Vo suemule: - 31
B:-Para - 16 of Chapter IV
@ELPo IVe ] eusmuiles - 16
C:-Para - 49 of Chapter VI
@0ELPEo VIend euemules - 49
D:-Para - 126 of Chapter XIII
@neELPo XITIoag eusmuiles - 126
Correct Answer:- Option-C
Question61:-When a Draft is submitted by the Section Clerk for approval, sufficient margin has to be provided in the
Draft. Find out the Paragraph?
HIVBHUM GIBAE BoUlB:00BIMODI B0} (WIAF MABe{leeEMIdUT, (WIAGITE AT @O @BZIIB MNTBEHENTRGNE. eUeMUle,
DHOENBOND?
A:-Paragraph - 54
auemule; - 54
B:-Paragraph - 70
auemuiles; - 70
C:-Paragraph - 91
auemules - 91
D:-Paragraph - 51
auemuils; - 51
Correct Answer:- Option-A
Question62:-In the following, Flagging is not allowed in the file. Which File is?
@969 al0@MAUDIGB, an@EN@D 0gouTlotT @MAUBMIAE. aB® a0T3?
A:-Note File
BMIS a0V @D
B:-Current File
&00G aN@3
C:-Closed File
GLHIMVU aN@B
D:-Stock File
GEYIDBE) aND@B
Correct Answer:- Option-B
Question63:-Which of the District have two District Police Offices?
oRB© 2dlpj@ileoeny eeng £dlpjo caloellny Boadlauye:ud 988@?
A:-Pathanamthitta
Al Mg
B:-Kottayam
@BISWo
C:-Malappuram
2elg 300
D:-Kannur
SHeMId
Correct Answer:- Option-D
Question64:-How much chapters are in MOP (Police)?
MOP (gatoeflnd) @@ ag)(@ @oRLOEERSIME?
A:-XV Chapter
XV @0aELO@o
B:-XIII Chapter
XIIT @oeuR@o
C:-XVII Chapter
XVII ®@0ELHO®o



D:-XII Chapter
XII @oeELP@o
Correct Answer:- Option-C
Question65:-Which of the District Kerala Police Academy is situated?
6208 caloeflny @esdaal ag3@ edlgj@ilensny mudlele.lgrmo?
A:-Palakkad
aloRIBeIS
B:-Kannur
SHeMId
C:-Trissur
QI
D:-Thiruvananthapuram
@IOIUNADal300
Correct Answer:- Option-C
Question66:-Lodge and Dispose a Closed File after one year means
630} QUGHOTIMEUDaHO 630} BLHITVIU a0D@B GRIOWE §21@D) WIMIEaIIM ©.21QRS> af)M@IMAG00
A:-L-DIS

L -DIS

B:-K - DIS
K-DIS

C:-N - DIS
N -DIS

D:-XN - DIS
XN - DIS

Correct Answer:- Option-A
Question67:-The Headquarters of Women Police Battalion is at
Ml® Gatoelln snigoell@end @yaunome
A:-Kollam
s)cebog]o
B:-Kochi
0304l
C:-Thiruvananthapuram
@IO}IMADa )00
D:-Malappuram
@elg|300
Correct Answer:- Option-C
Question68:-Who is authorised to Discharge the Duties of Section Head while he is on leave?
@oWl@Ie106leeeMI0u3 HIVEGHU HanUIHNG 2AMEIG:UE MIBAUOlE008 BRHBLSIET) BVUlE:000880)?
A:-Manager
M06MERA
B:-Senior most Clerk of the Section
HIMVBHMISE! af3QQUo MIBIBMN IBHE
C:-Cashier
&2aHd
D:-Chief Ministerial Officer
aflad dlmlglolocd eoadlaud
Correct Answer:- Option-B
Question69:-Late Attendance Register of the Ministerial Staff of PHQ is maintained by
PHQallee! almilgfldlocd guoadleng eeaiale «noed oedlgyd aldlaloeileaimoy
A:-Asst. Inspector General
@omlgyad’ mMIeeled 22M0Td
B:-Manager
MO6MERA
C:-Section Head
ONVGSHHUD BanW



D:-Store Accountant
GEYID BOLOVENRG
Correct Answer:- Option-B
Question70:-Office Attenders should present in Office at
830a 0l @OQIBUWAB2IB Bdadlnil@d a0NI22IB:6Mo
A:-10.15/10.00 A.M.
ooaileer 10.15/10.00
B:-09.00 A.M.
©daaileer 09.00
C:-Half an hour before the working time
e=220ell naomIlay @oo aemleand aymt
D:-08.50 A.M.
@daaileer 08.50
Correct Answer:- Option-C
Question71:-What kind of penalty is insisted for every consecutive 3 days unauthorised late arrival in Office?
630a0ll@d @SBl 3 Glamo @MUIB MmO HONIBIIT o)) GOOTIERSS alle@oen enmsoLanM©)?
A:-Forfeiture of a Half Pay Leave
aN%ad @al eflaf &:6en2e35@
B:-Forfeiture of a Earned Leave
830} GA® @AW HNOGHSTD
C:-Forfeiture of a Casual Leave
6303 S0aH|@D eflal @6n2ee5©d
D:-Forfeiture of a Commuted Leave
830} &omSW eflaf ©&:6n2ees@d
Correct Answer:- Option-C
Question72:-Sub Divisional Police Officers are known as
avent awlaflatsm@d caloellmy 830adludmod «g)sarem @ocl@eq|symy?
A:-Dy. Superintendent of Police
®Walys] aloeflmy avyalens
B:-District Superintendent of Police
24g)o satoeflmy avyeiens
C:-Inspector of Police
Gatoeflmy snadmisaleyd
D:-Sub Inspector of Police
seni AB8MIBale@ 639al Gatoeflmy
Correct Answer:- Option-A
Question73:-Station House Officer means
GERAHB 2OV B2adld ag)MO@D
A:-Assistant Sub Inspector of Police
@navlgyag’ mueni enmdmisaled@ eoad Gatoeflmy
B:-Sub Inspector of Police
Gatoeflny queni admisaled
C:-Head Constable holding G D Charge
24l AWl 210022 AaOlBNMM Ban GBeNdqyeNnilud
D:-Inspector of Police
Gatoeflmny admiealead
Correct Answer:- Option-D
Question74:-Endorsement Form means
a)BEAIYNIDAG BaNo ag)(MITD
A:-Original Communication is forwarded to Subordinate Officers
@LNOBMAN BHAREMIBHNHID MEENIIBWIEMY 630aflVERIB L6 BRI}
B:-Copy of a Communication is forwarded to the Equivalent Grade Officers
80} SHEMICH0HUONG aldGq] DOMIEL LW B30a8lMVERIBHE GO LM
C:-Original Communication is sent to the Higher Officials
@LOOBMO HAREMICHNHID DIND DBBPRNAMUOBHE) GO BNIM]



D:-Copy of the Communication is circulated among the Office Staff
SEMIBHNHUOY ald:Bq] 630adlny edlaimesnddaesls@lad allmoemoe ealgymm)
Correct Answer:- Option-A
Question75:-Behaviour of Ministerial Staff towards Police Executive and Public be politely. In which chapter the above is
mentioned?
Galoeflny ag)dmilaslallemosi aldmermearegosi a@mlmel 2HlaImendnies §aldyRIQo MIMIRIWIGILe)E:. oD @VELOVOBIEI6ENY
MBS T al0DD 010023UDlojldleniMm@?
A:-Chapter - X
®@OELPDo - X
B:-Chapter - XIV
@OELPDoO - XIV
C:-Chapter - XII
@0ELPDo - XII
D:-Chapter - XVII
@0ELO@o - XVII
Correct Answer:- Option-D
Question76:-Disposal means
AUlNIBaIIN@3 g)(MO@D
A:-Any reference issued from the office which originates the file
0@ 9ORAINEHM B2adlil@d Ml M@ a@e@EsIel0 0anoMBMy
B:-A communication received in the Office which is stamped with the number of the Office
s30ablmileng mamid guomi e1.21Y® edadlndl@d eidlesnm sy @yu@allalawe
C:-Is a statement of the final decision of the Head of Office on any matter submitted for information
afla10seR1 00 MABq{la) cBemEslEl @:0OOMENCla8s soadlm) cawdailwles @PTIa GlO@IMOBTIHG B0} EINIICINILNTY
D:-A paper which is not connected with pending case
@B 08000 BHHMAID] ENITMWAIRJOOD 630} Gale|d
Correct Answer:- Option-C
Question77:-Form Number in which the request for Records is to be submitted?
GOEUBUBBHIWBS @ORIBMAM MVAB{|EH6NME Bando MIUA?
A:-Form No. 12 of Appendix-A
@OMIENIMWo-A6AG Gando MMUA 12
B:-Form No. 11 of Appendix - A
@DMENIMWo-A6)0G Bando MA@ 11
C:-Form No. 8 of Appendix - A
@OMENITWo-A60G Bando MA@ 8
D:-Form No. 15 of Appendix - A
@0MENIMWo-A6)08 Bando MA@ 15
Correct Answer:- Option-B
Question78:-Among the following one need not be entered in Personal Register. Find it
@969 al0@WMAUDIB BT UG N® ORIQRAITD NTBEBENDIL]. VD) BTG,
A:-DO Letter
DO eei1gd
B:-Periodical Report
@RMB0eild: Oleajods
C:-Representations of Public
6aldMRMEBBBOS (@ IODIMIWo
D:-Subordinate Officers Letter
meenIodallemg 830adlnd@does Bo0)
Correct Answer:- Option-B
Question79:-According to Paragraph 127 (2) (6) of Chapter XIII, Who is responsible for the delay in submitting papers of a
Section more than three days after its receipt?
@0eLEo XIII eel auemWle: 127 (2) (6) (@l18000, 830} HAVBHUONG Galg 030D IElo @MY GudaHo MM FlAITVOBIGE BySIO@D
M3 {leNnmMGIG B0LIMIRIVo UMDY @RI 2OHOIE?
A:-Ministerial Head
alolgylel@@d eanuy



B:-Section Head
OMVSHHUD BanW
C:-Section Clerk
OAVBHHD O0BE)
D:-Tapal Section Clerk
©0]@0 BTVAHD HIBBE)
Correct Answer:- Option-B
Question80:-The following one is very important to keep in Record Section. What is it?
@98 alOIMAI HOCBHIBU HNVBHMIT MYGHICHHENZD) QAUSHO (@ IWIMAIET). BODANIET)?
A:-Iron Shelves
OO BaH@BaNHUB
B:-Wooden Stools
00 QRSISHUD
C:-Sufficient Fire Extinguishers
@O @OUTIVOAM Dald06Me6BRUY
D:-Sentry Relief Book
o3l dleflad eniyssy
Correct Answer:- Option-C
Question81:-Total Number of Kerala Armed Police Battalions are
GB08 MVIW Galoelln enigorll@MEBOS @YOS: ag)eio
A:-Eleven
al@lemony
B:-Six
@R
C:-Nine
80UO)
D:-Five
@nermf
Correct Answer:- Option-B
Question82:-What is 'Case'?
'8V af)OMIEM?
A:-Consists of the Current File and Note File
008 a0@Eo BMIZ aN@ENe BOSEBIZN]
B:-Current File only
&H00G aN@B M@0
C:-Consists of the Current File, Note File and any previous papers and books put up for reference
00 aD@, BN aND@3, 0NOMIIMODI] MVAB.{loflBleeM aBe@esslee M8 Galg 0B UB, A RNIMB:633U3 ag)MIQI @DSERM}
D:-Note File and Books put up for reference
0a00Balmoel Madq{laldleiam emog an@elo al}Mim@:683830
Correct Answer:- Option-C
Question83:-One of the following Tapal is not numbered and entered in the Tapal Register
@I9F alOWIMM MaloeRBEIGd &M MMIOIS ®ald@d e=Rlquolad cosley s}l
A:-Tapals received from Sub-Offices
aven’ s30adlmegl@d MMy eléla) @aldeRd:ud
B:-Post Copy of Telegram Message
oseildo MEMUOMIONG Bald Bdq]l
C:-Tapals received from Panchayat and Municipal Corporation
aleIo@@OBIE3 mlame MMISlg|@d 68080 J0aHMI@3 Mo IEla) @alorye:ud
D:-Tapals Received From MLA
ag)oag)@ag)@N@d Ml eIEla] @aloe)sud
Correct Answer:- Option-B
Question84:-The Receipt of Kerala Gazette and Police Gazette is to be recorded in the following Register. Name of the
Register is
6608 NMglamg@ye ealoellmy wavgleadmie omilo emlgjo@ymm oedlgyolad cosueq|S}ememo. edlgudleng Gald



A:-Personal Register
Gal$ruem@d o=dlaud
B:-Miscellaneous Register
alelald, oglauad
C:-Disposal Register
aslnieatom@d oelapd
D:-Tapal Register
®alo@d odlgnd
Correct Answer:- Option-B
Question85:-Serial Number of Tapal Register is being made
®alto@d edlgydleng miloled maud mldasilesmm;
A:-Chronologically for the year
QUBHEODANSBS BHOLI(EAOMI @D
B:-For one month only
630} MIMVBDODHE) B (@0
C:-For quarterly
S6)(@ROTVBOEE)
D:-Serial Number is assigned for a day only
803 GlaIneomHs 2@en MA@ Mm@ N@lelclanmMmss)
Correct Answer:- Option-A
Question86:-"Certified that the above numbers have been entered in the Personal Register". In which Register the
Certificate is being made?
"Bal$usM@d e=Rlaual@d Me:Sl@3 al06m MMUINLE:08 M@ BIV]SIHENEATY MVIBHIOSIOTIVIBlEMY". RO d=2lapdleneny avdsladlesd
mldezleemor?
A:-Personal Register
Gal$ruem@d o=dlaud
B:-Tapal Distribution Register
®al0@d allonSSlentggauad oedlayad
C:-Valuable Register
aileleg s o=dlgpd
D:-Periodical Register
afldleoniled o=dlgyd
Correct Answer:- Option-B
Question87:-Name of the Section Head and Section Clerk shall be mentioned on the Outer Cover of
HIVBHUM HaNUlHFDIo HAVSHD HOBLSHIF@o Gl oBBIONAG alj0o BHAUOCITD al00NABUTIELNENIMIETI?
A:-Tapal Distribution Register
®ato@ allanSlentggauad oelapd
B:-Despatch Register
OWMalda] edlgyd
C:-Personal Register
Gal$VeM@3 Odlyd
D:-Periodical Register
afldleonilee@ o=dlgyd
Correct Answer:- Option-C
Question88:-Which Office is known as Chief Office?
aflad &bl ag)mol@erqs3am s30adlay aggmosmy?
A:-Police Headquarters
gatoeflany @ryaundmo
B:-Police Commissioner's Office
@aloellny &,00latem0}es 630adlmy
C:-North Zone Inspector General of Police's Office
GMIBMDY GV EDABMIBAIHE 22MOMB 630al Galoeflmy oadlmy
D:-Armed Police Headquarters
mo@3w eatoellmy @rymunomo
Correct Answer:- Option-A



Question89:-Which of the following is authorised to Deface the Court Fee Stamp Affixed on Petitions?
andedle:8l@d 35lafloleeim 680503 odl quomi alleym@060m Mlej0@MACIT @RYABL66M @DUlB:000?
A:-Manager
M06MERA
B:-Section Head
ONVGHHUD BanW
C:-Section Clerk
OAVBHM QAL
D:-Inward Section Clerk
EDBBAUBNUY HAVAHD KA
Correct Answer:- Option-B
Question90:-Which of the following month is intended to carry over the files pending at the end of previous year?
2308 QUBaHIQUMVIMo @ Ba]ie:>@Ba |EHIT aN@EIRBUB OMIa JOIM MOAVEBBSITB aBDIMNT HB:06MEEIIB0B DERUTILNMO)?
A:-15t of April
o@eilod 1
B:-15t of February
®anEnUOl 1
C:-18t of June
=360 1
D:-15t of January
Mol 1
Correct Answer:- Option-B
Question91:-Use of Pins is describe under which paragraph of Chapter V?
allMy®819S 9ale@IN @DEMId0 BVERLPVOBTISE! «G®) ueMUle:aleleny allaidlafldlesymno?
A:-Paragraph - 38
auemules - 38
B:-Paragraph - 40
auemuiles; - 40
C:-Paragraph - 36
auemuls; - 36
D:-Paragraph - 33
auemuiles - 33
Correct Answer:- Option-A
Question92:-Who will be the Enquiry Officer on the Allegations raised in a petition against a Station House Officer?
630} BARAUB aNVMY 3aLlNVBOLOBIVIW 630} aNB W@ EMIBHN;M @Y EOIIEMEBRSITD @OEMIaHEM DERPUNMNNS ERYOIVIBIBe?
A:-Inspector of Police
catoeflmy snaBdmisaleyd
B:-Deputy Superintendent of Police
©Walysl M@ leng &oad catoeflmy
C:-Sub Inspector of Police
Gatoefloy ueni admisaled
D:-Chief Ministerial Officer of the District Police Office
edlpjo catoeflmy soadlmilesl aflad dladlgyldl@@d soadlavd
Correct Answer:- Option-B
Question93:-"The Typist should invariably type his initials with date at the left hand corner at the end of a Fair copy"
chapter in which the statement is mentioned?
"96Se |l @03 DAWlaHENSUE B0} HANDA GBq @SS @OAUMOMo ST MEIVITD TBIVGIEWONS HHSq] H21Y6Mo" EDD (@INIINIM
B3O @OELPDOMILINENT al0003UTlalSI88©)?
A:-Chapter -V
@ELPo - V
B:-Chapter - IX
®@0ELPDo - IX
C:-Chapter - VIII
@RV - VIII



D:-Chapter - IV
@0ELPDo - IV
Correct Answer:- Option-B
Question94:-Manager of the District Police Office is responsible to verify all the Personal Registers of Clerks once in
=4lgj0 catoeflny &dedlny m06me2d ag)B)0 LOBLNRIVOSWYo QBTN 022EYOIUd @ B301BO@ l@lEUDIWIEHNB ENIdWIMAMIEN).
A:-Three months
230M) @OMVo
B:-Monthly
(@I@@0MV0
C:-Every week
a)LJ0 @YY alWlo
D:-Two weeks
©6N30¥al
Correct Answer:- Option-B
Question95:-Every Clerk should submit weekly arrear list on the
630600 GIABN BYF2IEMINMBE Hx3SIyRld: alsle Madeflessmo
A:-First working day of the week
@RYaldleoel @A @loD] Glaiave
B:-Last working day of the week
@R¥aldlor! @AUMVIM @l dlaiave
C:-Last day of the week
@RYYalDler! @OAINVOM Alalave
D:-First day of the week
@RY¥alaleel @yal Flalave
Correct Answer:- Option-B
Question96:-Top secret papers are being sent to the addressee through post office by
aBQQUe PaNVRNIW Balg|NBUB GaloqY B30adlny Is] a1l allenmEeo0) GBI},
A:-Ordinary Post
LOUOMEM GaloQY
B:-Registered Post
02413 921V GaloqYy
C:-Registered with Acknowledgement
@oUTlB:0060mI0S 0dlgRd 21D
D:-Under Certificate of Posting
Galoqylovy mudgladleaglay el
Correct Answer:- Option-C
Question97:-The Book which keep by the Clerk for stationery and printed forms for the use of his section
0088 ®eR AlleoNOONG 2ale@INABIMII PRIHEMOIBe0 @D.2)S]a) GaNINEBUBLMBOD] MU B ol B0
A:-Indent Book
EDBAG 6N1306)
B:-200 pages ordinary book
200 Gal2R88 TVOWIOEM oI 0
C:-80 pages ordinary book
80 Gal29)88 MVOWIVEM A}V 0
D:-A bound book
6303 NUIDENE o NI B0
Correct Answer:- Option-A
Question98:-Every five late arrival with permission of the Office Staff will forfeiture of a
830a8l qRoadlend @omMa@Ic@IeS 616G ag)TTIIM BIEOO @OETT MAIM@Yo B0} BHENBYOBSO|Sko.
A:-Half pay leave
aN%afi Gal eflaf
B:-Earned leave
@Rdedl® @oaIwl
C:-Casual leave
&0a4]@3 eflaf



D:-Commuted leave
@omsal eflal
Correct Answer:- Option-C
Question99:-The date on which monthly arrear list is to be submitted by the Clerk
0086 @IBIROAV B:SlPld: algld: Made{lesssn: Gl
A:-10th of every month
ag)BJo @33 10-:00 @@ @)
B:-15th of every month
a@)BJo @30 15-:00 @@ @)
C:-25t of every month
a@)BJo @MV 25-:00 GO
D:-Last day of the month
20VOBISE! @PAINVOM Elalavoe
Correct Answer:- Option-A
Question100:-A register for the destruction of records is to be maintained by the Record Keeper. The following one is the
Form Number. Find it
60608 MWl lenyMm@lmss 80} 02dlgRd H0EHHIBW Bilq|d MGHIBEOMBMIET). DMl ]O@IM@) GanNdo MMIB BRYSITY. BVG) HEENROIT}E:
A:-Form No. 9
@a0d0 MMIA 9
B:-Form No. 15
@aNdo MMIA 15
C:-Form No. 5
Ba0d0o MMIA 5
D:-Form No. 11
@aNdo MIA 11

Correct Answer:- Option-B



