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1. What is the period of destruction of a “Call Book’’? 

(A)  After 3 Years (B) After 5 Years  

(C)  After 7 Years (D) After One Year 

KqO "SWL¥ mO¨V ' jw]Õ]¨RÕaOÐfV ISÕL-uL-eV? 

(A) 3 v¡x¾]jV SwxU (B) 5 v¡x¾]jV SwxU 

(C)  7 v¡x¾]jV SwxU (D) 1 v¡x¾]jV SwxU  

2. Which among the following is an effective mechanism for checking the delay in taking action 

on a ‘Current File’? 

(A)  Distribution Register (B) Personal Register  

(C)  Remainder Diary (D) Pending List 

"Wr£VV lps]'¤ jaka]RpaO¨OÐf]Rs WLsfLoyU kq]SwLi]¨OÐf]jOç 

lsNkhoLp yUv]iLjU fLRuÕrpOÐvp]¤ JfLeV? 

(A) v]fqe q^]ð¡ (B) v|©]Yf q^]ð¡ 

(C) r]RRo¢c¡ cpr] (D) Rk¢c]U-YV kŸ]W 

3. Who will be custodian of ‘Call Book’? 

(A)  Section Clerk (B) Office Supt.  

(C)  Fair Copy Supt. (D) Tappal clerk 

"SWL¥ mO¨]'R£ yPƒ]ÕOWLq¢ BqLeV? 

(A) Ryƒ¢ WæL¡¨V (B) KLl}yV yPNkºV 

(C)  Rlp¡ SWLÕ] yPNkºV (D) fkL¤ WæL¡¨V 
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4. Name the register which is meant for noting the time of departure of a staff member who 
desires to leave the section before the close of office hours. 

(A)  Casual Leave Register    (B) Attendance Register  

(C)  Record Register (D) Movement Register 

KLl}yV yopU AvyLj]¨OÐf]jV oOÒV Ryƒ¢ v]aL¢ BNYz]¨OÐ KqO ðLlV 

AUY¾]R£ kOrRÕa¤ yopU SqXRÕaO¾OÐ q^]ðr]jV SkqV j¤WOW. 

(A) WLx~¤ s}vV q^]ð¡ (B) Aã¢c¢yV q^]ð¡ 

(C) RrS¨L¡cV q^]ð¡ (D) oPvVRo£V q^]ð¡ 

5. To whom a communication marked ‘Express’ shall be sent by the clerk on holiday duty? 

(A)  Office Supt.   (B) Security Staff  

(C)  Head of Office (D) Head of the Dept. 

Avi]¨Ls c|PŸ]p]sOç WæL¡¨V "IWVyVNkyV ' IÐV AapLtRÕaO¾]p KqO 

ySÎwU B¡¨LeV AppVS¨ºfV? 

(A) KLl}yV yPNkºV (B) RyW|Pq]ã] ðLlV 

(C)  KLl}yV SoiLv] (D) vWOÕV SoiLv] 

6. What  is the term used for ‘copying and dispatching’ a communication intended for a person or 
an authority? 

(A)  Disposal (B) Local Delivery  

(C)  Issue (D) Dispatch 

KqO v|©]RpSpL Ai]WLq]WRtSpL DSÇw]\ÿOç KqO Bwpv]j]opU 

"kW¡¾OÐf]jOU AppV¨OÐf]jOU' DkSpLY]¨OÐ khU IÍLeV? 

(A) c]yVSkLy¤ (B) SsL¨¤ Rcs]vr] 

(C)  Cx|O (D) c]yVkL\ÿV 

7. Who is the person responsible for prompt dispatch of papers marked to ‘issue’? 

(A)  Tappal clerk (B) Fair Copy Supt.  

(C)  Dispatch clerk (D) Office Supt. 

"Cx|O' IÐV AapLtRÕaO¾]p SkÕrOW¥ SvY¾]¤ AppV¨OÐf]jV 

D¾qvLh]pLp v|©] BqLeV ? 

(A) fkL¤ WæL¡¨V (B) Rlp¡ SWLÕ] yPNkºV 

(C)  c]yVkL\ÿV WæL¡¨V (D) KLl}yV yPNkºV 
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8. What is the term used for the ‘preparation of a communication for issue’? 

(A)  Put up (B) Drafting  

(C)  Disposing (D) Noting 

"NkwÔ-¾]-jOç Bw-p-v]-j]-opU fáL-rL¨¤' I-Ð-f]jV DkSpLY]¨OÐ khU :  

(A) kOŸV AÕV (B) NcLlVã]UYV 

(C)  c]yVSkLy]UYV (D) SjLŸ]UYV 

9. Who shall be addressed for an official communication intended to send to the  
Hon. High Court? 

(A)  Chief Justice (B) Advocate General  

(C)  Registrar (D) P.A. to Chief Justice 

mzOoLjRÕŸ RRzS¨Laf]¨V AppV¨L¢ DSÇw]¨OÐ KqO KTSh|LY]W 

Bwpv]j]op¾]jLp] BRqpLeV An]yUSmLij R\SáºfV?  

(A) \}lV ^ð]yV (B) Ac~S¨ãV ^jr¤ 

(C)  q^]yVNaL¡ (D) k].I. \}lV ^ð]y]jV  

10. What is the colour of flyleaf of a ‘Note File’? 

(A)  Yellow (B) Red  

(C)  Blue (D) Green 

KqO "SjLŸV lps]'R£ lVRRts}l]R£ j]rU IÍLeV? 

(A) o´ (B) \OvÕV 

(C) j}s (D) k\ÿ 

11. What is the periodicity of inspection of ‘Call Book’? 

(A)  Once in 3 Months (B) Every Month  

(C)  Once in 6 Months (D) Once in 2 Months 

"SWL¥ mO¨V ' kq]SwLi]¨OÐ WLsptvV INfpLeV?  

(A) 3 oLy¾]RsLq]¨¤ (B) IsæL oLyvOU  

(C)  6 oLy¾]RsLq]¨¤ (D) 2 oLy¾]RsLq]¨¤ 
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12. A file closed in ‘D-Dis’ should be kept for —————— years. 

(A)  One year (B) 3 years  
(C)  10 years (D) 12 years 

"c]&c]y]'¤   Aa\ÿ KqO lp¤ ————— v¡xS¾¨V yPƒ]¨eU. 

(A)  1 v¡xU (B) 3 v¡xU  

(C)  10 v¡xU (D) 12 v¡xU 

13. What is it called when a paper is given a current number and entered in the personal 
register? 

(A)  Disposed (B) Dispatched  
(C)  Filed (D) Registered 

KqO SkÕr]jV j]sv]Rs jÒ¡ j¤W] v|©]Yf q^]ðr]¤ j¤WOSÒL¥ Af]Rj 
IÍLeV v]t]¨OÐfV? 

(A) c]yVSkLyVcV (B) c]yVkL\ÿVcV 

(C)  lp¤cV (D) q^]ð¡cV 

14. A précis of previous papers, statement of facts reported and proposals made in the current 
files is called : 

(A)  Draft (B) Disposal  
(C)  Current (D) Note 

oO¢ SkÕrOWtORa v]whLUw°¥, r]SÕL¡ŸV R\pVf vyVfOfWtORa NkyVfLvj, 
j]sv]Rs lpsOWt]¤ j¤W]p j]¡SÇw°¥ IÐ]vRp v]t]¨OÐO : 

(A) NcLlVãV (B) c]yVSkLy¤ 

(C)  Wr£V (D) SjLŸV 

15. Names of which of the following officers should be written in the fly leaf of the personal 
register. 

(A)  Section Clerk and Section Supt. 
(B) Section Clerk and Head of Office  
(C)  Section Clerk and Tappal Clerk 
(D) Section Supt. and Head of Office 

fLRuÕrpOÐ DSh|LYòq]¤ BqORaRpLR¨ SkqOW¥ v|©]Yf q^]ðr]R£ 
lVRRts}lV&¤ IuOfeU. 

(A) Ryƒ¢ WæL¡¨OU Ryƒ¢ yPNkºOU 

(B) Ryƒ¢ WæL¡¨OU KLl}yV SoiLv]pOU 

(C)  Ryƒ¢ WæL¡¨OU fÕ¤ WæL¡¨OU 

(D) Ryƒ¢ yPNkºOU KLl}yV SoiLv]pOU 
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16. Which of the following papers need not be entered in the Distribution Register? 

(A)  Unstamped and in-sufficiently stamped petitions 

(B)  Wrongly addressed 

(C)  Applications that are not in the prescribed form 

(D) All the above 

v]fqe q^]ðr]¤ fLRuÕrpOÐ SkÕrOWt]¤ JfLeV j¤SW-º-f]-sæ? 

(A) ðLÒV R\á-L¾fOU SvºNf oONhWO¾RÕaL¾fOoLp ASkƒW¥ 

(B) RfãLp] An]yUSmLij R\pVfO 

(C)  j]¡Ç]ì SlLo]¤ CsæL-¾ ASkƒW¥ 

(D) oOWt]¤ kr´vRpsæLU 

17. When a file is finally disposed of, the file with a copy of —————— is sent to record room. 

(A)  Disposal Jacket (B) Index Slip  

(C)  Economy Slip (D) Fair Copy 

KqO lp¤ KaOv]¤ f}¡ÕL¨OSÒL¥, —————— IÐ kW¡ÕOç lp¤ 

RrS¨L¡cV rPo]Ss¨V AppV¨OÐO. 

(A) c]yVSkLy¤ ^L¨ãV (B) C¢cWVyV yæ]ÕV 

(C)  I¨SeLo] yæ]ÕV (D) Rlp¡ SWLÕ] 

18. Which of the disposal is to be sent out in original? 

(A) N-Dis. (B) X-Dis.  

(C)  L-Dis. (D) D-Dis. 

Kr]-^]-j-sLp] Ap-Sàº c]yVSkLy¤  JfLeV? 

(A) I¢-c]yV. (B) IWVyV-c]yV. 

(C)  I¤-c]yV. (D) c]-c]yV. 
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19. Which kinds of disposals must be indexed? 

(A)  L-Dis. (B) R and D-Dis.  

(C)  XL-Dis. (D) XN-Dis. 

JfV fq¾]sOç c]yVSkLysOW¥ yP\]Wp]sL¨eU?  

(A) I¤-c]yV. (B) B¡ B¢cV c]-c]yV. 

(C) IWVyVI¤-c]yV. (D) IWVyVI¢-c]yV. 

20. Which disposals are to be put into brown paper jackets and stitched? 

(A) L-Dis. (B) R and D-Dis.  

(C)  XL-Dis. (D) XN-Dis. 

NmT¦ SkÕ¡ ^L¨ãOWt]¤ CŸV fOÐ]S\ÿ¡-S¨-º-fV JfV c]yVSkLysOWtLeV? 

(A) I¤-c]yV. (B) B¡ B¢cV c]-c]yV. 

(C) IWVyVI¤-c]yV. (D) IWVyVI¢-c]yV.  

21. Papers of ephemeral character received in an office are not numbered and disposed of : 

(A)  K-Dis.  

(B) XN-Dis. Or XL-Dis. 

(C)  D-Dis.  

(D) L-Dis. 

KqO KLl}y]¤ sn]¨OÐ fL¤¨Ls]W y~nLvoOç SkÕrOW¥¨V ————— 
jÒ¡ j¤WOWSpL f}¡ÕL¨OWSpL R\áOÐ]sæ : 

(A)  RW-c]yV.  

(B) IWVyVI¢-c]yV. ARsæË]¤ IWVyVI¤-c]yV. 

(C)  c]-c]yV.  

(D) L-c]yV 

22. The office copy of the draft and enclosures are to be added to the —————— file.  

(A)  Note File (B) Stock File  

(C)  Current File (D) Disposal File 

NcLlVã]R£pOU I¢SWæLxrOWtORapOU KLl}yV kW¡ÕV —————— lps]Ss¨V 
S\¡¨eU. 

(A) SjLŸV lp¤ (B) SðL¨V lp¤ 

(C)  Wr£V lp¤ (D) c]yVSkLy¤ lp¤ 
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23. Cross reference of disposals in the inside jockets of all the back number files is known as :  

(A)  Indexing (B) Referencing  

(C)  Chaining (D) Linking 

IsæL mL¨V jÒ¡ lpsOWtORapOU AWR¾ ^L¨ã]Rs c]yVSkLys]R£ 

SNWLyV rlr¢yV Ar]pRÕaOÐfV : 

(A) C¢c-Wõ]U-YV (B) rlr¢y]UYV 

(C) R\p]j]UYV (D) s]Ë]UYV 

24. What is the benefit of keeping combined index? 

(A)  New slips can be avoided  

(B) Old slips can be destroyed  

(C)  New slips can be inserted  

(D) All slips can be removed 

yUSpL^]f yP\]W j]sj]¡¾OÐf]R£ NkSpL^jU IÍLeV? 

(A) kOf]p yæ]ÕOW¥ Ku]vL¨LU  

(B) kup yæ]ÕOW¥ jw]Õ]¨LU 

(C)  kOf]p yæ]ÕOW¥ S\¡¨LU  

(D) IsæL yæ]ÕOWtOU j}¨U R\áLU 

25. What is the entry made in the index relating to an individual paper is called? 

(A)  Reference (B) Salutation  

(C)  Subject (D) Title 

KqO v|©]Yf SkÕrOoLp] mÌRÕŸ yP\]Wp]¤ jä]-p]-ŸO-ç I¢Na]Rp IÍLeV 

v]t]¨OÐfV? 

(A) rlr¢yV (B) An]vLh|U 

(C)  v]xpU (D) fsR¨ŸV 
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26. In which way the index slips are filed in the record room in one combined index? 

(A)  Region wise (B) Section wise  

(C)  Division wise (D) For the entire office 

C¢cWõV yæ]ÕOW¥ KqO yUpO© yP\]-Wp]¤ RrS¨L¡cV rPo]¤ lp¤ R\áOÐfV 

JfV v]i-¾]sLeV? 

(A) SoXs f]q]\ÿV (B) v]nLYU f]q]\ÿV 

(C)  c]v]x¢ f]q]\ÿV (D) oOuOv¢ KLl}y]jOU 

27. Which among the following will enable one to trace the papers containing the orders passed 
on any particular subject? 

(A)  Titles (B) Heads  

(C)  Subject (D) Indexes 

JRfË]sOU NkSf|W v]xp¾]¤ kLyL¨]p D¾qvOW¥ Aa°]p SkÕrOW¥ 

WRº¾OÐ-f]-jV fLRuÕrpOÐvp]¤ JfLeV KqLRt NkLkVfjL¨OÐfV? 

(A) fsR¨ŸOW¥ (B) RzcVyV 

(C)  v]xpU (D) yP\]WW¥ 

28. What is process of filing the slips in the record room in one combined index for the  
whole office is called for? 

(A) Filing of Index slips  

(B) Index filing  

(C)  Filing of slips  

(D) Indexing of Records 

oOuOv¢ KLl}y]jOU KqO yUSpL^]f yP\]Wp]¤ RrS¨L¡cV rPo]¤ yæ]ÕOW¥ lp¤ 

R\áOÐ NkNW]p IÍLeV? 

(A) yP\]W yæ]ÕOW¥ lp¤ R\áOW  

(B) yP\]W lp¤ R\áOW 

(C)  yæ]ÕOW¥ lp¤ R\áOW  

(D) RrS¨L¡-cO-W-tO-Ra yP\]W 
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29. While classifying papers for indexing personal papers relating to officials, it should be 
indexed under the —————— concerned. 

(A)  Name of Officer (B) Name of Office  

(C)  Name of Section (D) Name of posts held 

DSh|LYòqOoLp] mÌRÕŸ v|©]Yf SkÕrOW¥ yP\]Wp]sL¨OÐf]jLp] 

SkÕrOW¥ fqUf]q]¨OSÒL¥, AfV mÌRÕŸ —————— IÐ-f]-jV W}u]¤ 

yP\]Wp]sL¨eU. 

(A) KLl}yrORa SkqV (B) KLl}y]R£ SkqV 

(C)  RyƒR£ SkqV (D) vz]-¨O-Ð fyVf]WWtORa SkqV 

30. In which way the papers relating to ‘suits’ will be indexed? 

(A) Papers relating to suits  

(B) Common Head  

(C)  General Head  

(D) Papers relating to miscellaneous head 

"y|PŸOW¥' yUmÌ]\ÿ SkÕrOW¥ JfV q}f]p]¤ yP\]Wp]sL¨OU? 

(A) y|PŸOWtOoLp] mÌRÕŸ SkÕ-rOW¥ 

(B) SWLo¢ RzcV 

(C)  ̂ jr¤ RzcV 

(D) v]v]i fsvOoL-p] mÌRÕŸ SkÕrOW¥ 

31. The system of indexing on the basis of index slip is named as :  

(A)  Slip Head System (B) Slip Index System  

(C)  Special index system (D) Sub-head slip system 

C¢cWVyV yæ]Õ]R£ Aa]òLj¾]¤ C¢cWVyV R\áOÐ yUv]iLj¾]R£ SkqV : 

(A) yæ]ÕV RzcV y]ðU (B) yæ]ÕV C¢cWVyV y]ðU 

(C)  yVRkx|¤ C¢cWVyV y]ðU (D) ymV RzcV yæ]ÕV y]ðU 
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32. Which form of communication is used to address Govt.? 

(A)  Memorandum (B) Letter  

(C)  Endorsement (D) Proceedings 

Yv¦Ro£]Rj An]yUSmLij R\áL¢ JfV fq¾]sOç Bwpv]j]opoLeV 

DkSpLY]¨OÐfV? 

(A) -Ro-SÚL-rL-ºU (B) W¾V 

(C)  AUY}WLqU (D) jaka]W¥ 

33. Who among the following officials is responsible for examining the stock file at frequent 
intervals? 

(A)  Section Supt. (B) Manager  

(C)  Fair Copy Supt. (D) Head of Office 

fLRuÕrpOÐ DSh|LYòq]¤ B¡¨LeV CapV¨]Ra SðL¨V lp¤ 

kq]SwLi]¨OÐf]jOç D¾qvLh]¾U? 

(A) Ryƒ¢ yPNkºV (B) oLSj^¡ 

(C)  Rlp¡ SWLÕ] yPNkºV (D) KLl}yV SoiLv] 

34. When a ‘Running Note’ will be destroyed? 

(A)  After 3 Years (B) After 5 Years  

(C)  After 7 Years (D) After One Year 

ISÕLuLeV KqO "r¹]UYV SjLŸV ' jw]Õ]¨RÕaOÐfV? 

(A) 3 v¡x¾]jV SwxU (B) 5 v¡x¾]jV SwxU 

(C) 7 v¡x¾]jV SwxU (D) 1  v¡x¾]jV SwxU 

35. Security register will be destroyed after —————— years. 

(A)  10 (B) 20  

(C)  7 (D) 5 

RyW|Pq]ã] q^]ð¡ —————— v¡x°¥¨V SwxU jw]Õ]¨OU. 

(A)  10 (B) 20  

(C)  7 (D) 5 



A DE-01/2024/027  
[P.T.O.] 

13

36. All records issued out of the record section shall be entered in the —————— Register. 

(A)  Distribution Register (B) Record Register  

(C)  Record Issue Register (D) Stock Register 

RrS¨L¡cV v]nLY¾]¤ j]ÐV kOrRÕaOv]\ÿ IsæL SqXWtOU —————— q^]ðr]¤ 

j¤SWºfLeV. 

(A) c]yVNa]m|Px¢ q^]ð¡ (B) RrS¨L¡cV q^]ð¡ 

(C)  RrS¨L¡cV Cx|O q^]ð¡ (D) SðL¨V q^]ð¡ 

37. Valuables intended for dispatch will be put in envelops or packed and sealed in the  

presence of : 

(A)  Section Supt. (B) Office Supt.  

(C)  Fair Copy Supt. (D) Head of Office 

AppV¨L¢ DSÇw]\ÿOç oPs|v¾Lp vyVfO¨¥ WvrOWt]¤ CaOWSpL ARsæË]¤ 

fLRuÕrpOÐvqORa yLÐ]i|¾]¤ RkLf]´V oONhp]aOWSpL R\áOU : 

(A) Ryƒ¢ yPNkºV (B) KLl}yV yPNkºV 

(C)  Rlp¡ SWLÕ] yPNkºV (D) KLl}yV RzcV 

38. What is to be noted on the cover handed over to peon sent to Officer’s residence? 

(A)  Date and month (B) Month and year  

(C)  Time (D) Day 

DSh|LYòR£ vyf]p]Ss¨V Ap\ÿ k|Pe]jV RRWoLr]p Wvr]¤ IÍLeV SqX-

RÕ--aO-S¾-º-fV? 

(A) f}pf]pOU oLyvOU (B) oLyvOU v¡xvOU 

(C)  yopU (D) h]vyU 
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39. What will be issued, in the place of records? 

(A)  Flag (B) Label  

(C)  Red Mark (D) Slip 

SqXWtORa òLj¾V IÍLeV j¤WOW? 

(A) kfLW (B) AapLtU 

(C)  \OvÐ AapLtU (D) yæ]ÕV 

40. What is the number of records to be asked for in one requisition slip? 

(A) One (B) Two  

(C)  Three (D) No limit 

KqO r]W~]y]x¢ yæ]Õ]¤ Bvw|RÕSaº RrS¨L¡cOWtORa I¹U INf? 

(A) KÐV (B) qºV 

(C)  oPÐV (D) kq]i]p]sæ 

41. How many years, the ‘dispatch-cum-stamp account register’ is to be retained? 

(A)  One year (B) 3 years  

(C)  5 years (D) 10 years 

"c]yVkL\ÿV&WU&ðLÒV A¨TºV q^]ð¡' INf v¡xS¾¨V j]sj]¡¾eU? 

(A) 1 v¡xU (B) 3 v¡xU 

(C)  5 v¡xU (D) 10 v¡xU 

42. How long ‘Fair Copy Register’ shall be preserved? 

(A)  One (B) Two  

(C)  Three (D) No limit 

"Rlp¡ SWLÕ] q^]ð¡' INfS¾LtU yUq-ƒ]-¨-RÕ-aOU? 

(A) KÐV (B) qºV 

(C)  oPÐV (D) kq]i]p]sæ 
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43. When the ‘record issue register’ can be destroyed? 

(A)  One year (B) 3 years  

(C)  5 years (D) 10 years 

ISÕLuLeV "RrS¨L¡cV Cx|O q^]ð¡' jw]Õ]¨L¢ Wu]pOW? 

(A) 1 v¡xU (B) 3 v¡xU 

(C)  5 v¡xU (D) 10 v¡xU 

44. Personal register will be destroyed after —————— years. 

(A)  One (B) Two 

(C)  Three (D) No limit 

v|©]Yf q^]ð¡ ——————  v¡x°¥¨OSwxU jw]Õ]¨OU. 

(A) KÐV (B) qºO 

(C)  oPÐV (D) kq]i]p]sæ 

45. Security Register will be destroyed after —————— years. 

(A)  One Year (B) 3 Years 

(C) 5 Years (D) 10 Years 

RyW|Pq]ã] q^]ð¡ —————— v¡x°¥¨OSw-xU jw]Õ]¨OU. 

(A)  1 v¡xU (B) 3 v¡xU 

(C) 5 v¡xU (D) 10 v¡xU 

46. Annual Index will be destroyed after —————— years. 

(A)  1 Year (B) 3 Years 

(C)  20 Years (D) 5 Years 

vL¡x]W yP\]W —————— v¡x°¥¨V SwxU jw]Õ]¨OU. 

(A)  1 v¡xU (B) 3 v¡xU  

(C)  20 v¡xU (D) 5 v¡xU 
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47. The orders of —————— should be required annually for the destruction of record files. 

(A)  Head of Office (B) Head Clerk  

(C)  Office Supt. (D) Head of Dept. 

RrS¨L¡cV lpsOW¥ jw]Õ]¨OÐf]jV Nkf]v¡xU —————— pORa KL¡crOW¥ 

Bvw|oLeV.  

(A) KLl}yV SoiLv] (B) RzcV WæL¡¨V 

(C)  KLl}yV yPNkºV (D) vWOÕV SoiLv] 

48. To watch the punctual receipt or dispatch of periodical reports and returns, each Clerk shall 
maintain a register in Form X1-appendix-1. Name the register. 

(A)  Register of periodicals  

(B) Monthly statement 

(C)  Distribution Register  

(D) Movement Register 

BjOWLs]W r]SÕL¡ŸOWtORapOU r]SŸeOWtORapOU yopmÌ]foLp qy}fV 

ARsæË]¤ AppV¨¤ j]q}ƒ]¨OÐf]jV, KLSqL WLæ¡¨OU SlLU X1&AjOmÌU&1 ¤ 

KqO q^]ð¡ yPƒ]S¨º-fL-eV. q^]-ð-r]jV SkqV j¤WOW. 

(A) BjOWLs]W°tORa q^]ð¡  

(B) Nkf]oLy NkyVfLvj 

(C)  v]fqe q^]ð¡  

(D) NkòLj q^]ð¡ 

49. What is the form of salutation of official letters? 

(A)  Dear Friend (B) Dear Madam  

(C)  Sir (D) Dear Sir 

KTSh|LY]W W¾OWtORa An]vLh|¾]R£ qPkU IÍLeV? 

(A) Nk]p yOzQS¾ (B) Nk]p oLcU 

(C)  y¡ (D) Nk]p y¡ 
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50. Who is to be seated in front of the record room? 

(A)  Record Assistant (B) Record Clerk  

(C)  Record Keeper (D) Security Officer 

RrS¨L¡cV rPo]jV oOÐ]¤ BqV Cq]¨eV? 

(A) RrS¨L¡cV Ay]ð£V (B) RrS¨L¡cV WæL¡¨V 

(C)  RrS¨L¡cV W}Õ¡ (D) RyW|Pq]ã] KLl}y¡ 

51. Cases which are ordered to be kept in abeyance is called : 

(A)  Pending File (B) Lie Over  

(C)  Lost file (D) Kept File 

j]¡¾]vpV¨L¢ D¾qv]aOÐ SWyOWRt v]t]-¨O-Ð-fV : 

(A) f}¡ÕL¨L¾ lp¤ (B) W]a¨OW 

(C)  jìRÕŸ lp¤ (D) yPƒ]\ÿ]q]¨OÐ lp¤ 

52. When two or more papers are to be pinned together, the sharp end of the pin should not be 
left free at which side? 

(A)  At the top (B) At the left  

(C)  At the right end (D) Below 

qSºL Af]si]WSoL SkÕrOW¥ KqOo]\ÿV k]¢ R\áOSÒL¥, k]Ð]R£ oP¡\ÿpOç 

AãU JfV vw¾LeV y~fNÍoLp] vpVS¨ºfV? 

(A) oOWt]¤ (B) Ca¾V 

(C)  vsfOvw¾V (D) fLRu 

53. How much margin on both sides of paper is left blank when ‘note’ is prepared, as a general 
rule? 

(A)  1/3 (B) 1/2 

(C)  1/4 (D) 2 inches 

RkLfO \ŸU-SkL-Rs, WOr]ÕV fáLrL¨OSÒL¥ WasLy]R£ CqOvw¾OU INf 

oL¡^]¢ wPj|oLp] AvSwx]¨OÐO?  

(A)  1/3 (B) 1/2 

(C)  1/4 (D) 2 CμV 
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54. Which form of communication is used by an Officer to draw personal attention of another? 

(A)  Special letter (B) Demi-official  

(C)  Confidential (D) Express 

KqO DSh|LYò¢ oRãLqLtORa v|©]kqoLp èÈ BW¡x]¨L¢ JfV fq¾]sOç 

Bwpv]j]opU DkSpLY]¨OÐO? 

(A) NkSf|W W¾V (B) Rco]&Kl]x|¤ 

(C)  SWL¦l]c¢x|¤ (D) IWVyVNkyV 

55. What is the form of communication used for seeking the remarks from his subordinate 
officer?  

(A) Demi-official (B) Special Letter  

(C)  Endorsement (D) Note 

KqO KLl}y¡ ASÇz¾]R£ W}u]sOç DSh|LYòj]¤ j]ÐV kqLo¡w°¥ SfaL¢ 

DkSpLY]¨OÐ Bwpv]j]op¾]R£ q}f] IÍLeV?  

(A) Rco]&Kl]x|¤ (B) NkSf|W W¾V 

(C)  AUY}WLqU (D) WOr]ÕV 

56. How many topics can be dealt with in one letter normally? 

(A)  As many as possible (B) Maximum 2  

(C)  One (D) Five 

KqO W¾]¤ yLiLqepLp] INf v]xp°¥ RRWWLq|U R\áL¢ Wu]pOU? 

(A) Wu]pOÐNf (B) kqoLvi] 2 

(C)  KÐV (D) AμV 

57. All communications are to sent from the office in the name of : 

(A)  Section Supt. (B) Any Gazetted Officer  

(C)  Head of Office (D) No such restriction 

IsæL Bwpv]j]op°tOU fLRuÕrpOÐvqORa Skq]¤ KLl}y]¤ j]ÐV ApSàº-

fL-eV : 

(A) Ryƒ¢ yPNkºV (B) JRfË]sOU YyãcV KLl}y¡ 

(C)  KLl}yV SoiLv] (D) A¾qU j]pNÍe°RtLÐOo]sæ 
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58. Which of the following officers can address the Govt. directly? 

(A) Regional Officers (B) District Officers  

(C)  Head of Office (D) Head of Dept. 

fLRuÕrpOÐvq]¤ B¡¨LeV y¡¨Lq]Rj Sjq]ŸV An]yUSmLij R\áL¢ 

Wu]pOW? 

(A) r}^]pe¤ KLl}y¡oL¡ (B) ^]sæL KLl}y¡oL¡ 

(C)  KLl}yV SoiLv] (D) vWOÕV SoiLv] 

59. After disposal of a file, the same has to be sent to Fair Copy section to obtain ——————  in 
the Personal register. 

(A)  Receipt (B) Acknowledgement  

(C)  Noting (D) Report 

KqO lp¤ f}¡ÕL¨]p SwxU, v|©]Yf q^]ðr]¤ —————— sn]¨OÐf]jV  AfV 

Rlp¡ SWLÕ] v]nLY¾]Ss¨V AppV¨eU. 

(A) qy}fV (B) AUY}WLqU 

(C)  SjLŸ]UYV (D) r]SÕL¡ŸV 

60. What is to be written on the top of a ‘letter’? 

(A)  Date (B) Name of Office  

(C)  File number (D) Title 

KqO W¾]R£ oOWt]¤ IÍLeV IuOSfºfV? 

(A) f}pf] (B) KLl}y]R£ SkqV 

(C)  lp¤ jÒ¡ (D) w}¡xWU 

61. The note file will be —————— from the current file and pages will be numbered. 

(A)  Together (B) Separated  

(C)  One by one (D) Chronologically 

SjLŸV lp¤ j]s-v]Rs lps]¤ j]ÐV —————— Sk^OW¥¨V jÒ¡ CŸV 

j¤WOWpOU R\áO-ÐO. 

(A) KqOo]\ÿV (B) Sv¡f]q]R\ÿaO¾V 

(C)  KLSqLÐLp] (D) WLsNWo¾]¤ 
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62. —————— is written to facilitate the disposal of a file, which one? 

(A)  Note (B) Essay  

(C)  Opinion (D) Query 

—————— IÐfV KqO lp¤ f}¡ÕL¨L¢ yzLp]¨OÐf]jV IuOf]pfLeV? 

(A) WOr]ÕV (B) NkmÌU  

(C)  An]NkLpU (D) S\Lh|U 

63. Which kind papers are not entered in the Distribution Register? 

(A)  Of ephemeral Character  

(B) Registered Letter  

(C)  Letter received in Certificate of Posting  

(D) Memo 

v]fqe q^]ðr]¤ JfOfqU SkÕrOW¥ D¥RÕaO¾]p]Ÿ]sæ? 

(A) ƒe]WoLp y~nLvU 

(B) q^]ð¡ R\pÅ W¾V 

(C)  SkLð]UYV y¡Ÿ]l]¨ã]¤ sn]\ÿ W¾V 

(D) RoSÚL 

64. Which of the following messages is treated as ‘demi-official’ communication? 

(A)  Fax message (B) Telephone Message  

(C)  E-mail (D) Teleprinter 

fLRuÕrpOÐ ySÎw°t]¤ JfLeV "A¡È&KTSh|LY]W' Bwpv]j]opoLp] 

We¨L¨OÐfV? 

(A) lLWVyV ySÎwU (B) Ras]SlL¦ ySÎwU 

(C)  C&Rop]¤ (D) Ras]Nk]£¡ 
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65. How many columns are there in a Dispatch-cum-stamp account Register? 

(A)  8 (B) 5  

(C)  10 (D) 9 

KqO c]yVkL\ÿV&WU&ðLÒV A¨TºV q^]ðr]¤ INf SWLt-°-tO-ºV? 

(A)  8 (B) 5  

(C)  10 (D) 9 

66. How many period the stock file to be kept by the section for ready reference? 

(A)  7 Years (B) 10 Years  

(C)  15 Years (D) Permanently 

Rrc] rlr¢y]jLp] v]nL-YU INf WLsptv]¤ SðL¨V lp¤ yPƒ]¨eU? 

(A)  7 v¡xU (B) 10 v¡xU 

(C)  15 v¡xU (D) ò]qoLp] 

67. Number of fly leaves that can be placed with each file put up, for reference : 

(A)  Two (B) Three  

(C)  No restriction (D) One 

rlr¢y]-jLp] KLSqL lps]sOU vpV¨LvOÐ RRlæ s}vVyOWtORa I¹U : 

(A) qºV (B) oPÐV 

(C)  j]pNÍe°t]sæ (D) KÐV 

68. Who is responsible for inspection of the record room, once in a quarter? 

(A)  Finance Officer (B) Head Clerk  

(C)  Head Ministerial Officer (D) Security Officer 

oPÐV oLy¾]RsLq]¨¤ RrS¨L¡cV rPU kq]SwLi]¨LjOç D¾qvLh]¾U 

B¡¨LeV? 

(A) l]jL¢yV KLl}y¡ (B) RzcV WæL¡¨V 

(C)  RzcV o]j]ð}q]p¤ KLl}y¡ (D) RyW|Pq]ã] KLl}y¡ 
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69. Which of the under mentioned register is to be inspected by the Head of Office every month? 

(A)  Local Delivery Book (B) Call book  

(C)  Cash Book (D) Bank Pass Book 

fLRuÕrpOÐ q^]ðrOWt]¤ JfLeV IsæL oLyvOU KLl}yV SoiLv] 

kq]SwLi]S¨ºfV? 

(A) SsL¨¤ Rcs]vr] mO¨V (B) SWL¥ mO¨V 

(C)  W|LxV mO¨V (D) mLËV kLyV mO¨V 

70. ‘Important’, ‘Urgent’, ‘Personal’ etc. should be marked in —————— on the economy slip. 

(A)  Red (B) Blue  

(C)  Marker Pen (D) Violet 

I¨SeLo] yæ]Õ]¤ "NkiLjRÕŸfV ', "Aa]pÍ]qoLpfV ', "v|©]kqoLpfV ' 

oOfsLpv —————— ¤ AapLtRÕaO¾eU. 

(A) \OvÕV (B) j}s 

(C)  oL¡¨¡ Rk¢ (D) vpsãV 

71. Where the dispatch stamp is affixed by the dispatch Clerk? 

(A)  On Fair Copy (B) On Office Copy  

(C)  In the current file (D) In Note file 

c]yVkL\ÿV Wæ¡¨V Iv]RapLeV c]yVkL\ÿV ðLÒV KŸ]\ÿ]q]¨OÐfV? 

(A) Rlp¡ SWLÕ]p]¤ (B) KLl}yV SWLÕ]p]¤ 

(C)  Wr£V lps]¤ (D) SjLŸV lps]¤ 

72. Each subject clerk shall prepare an abstract of pendency in form X11 App-1, on the  
—————— of every month. 

(A)  Fifth (B) Tenth  

(C)  First (D) Third 

KLSqL v]xpvOU Wæ¡¨V IsæL oLyvOU —————— X11 App-1 IÐ SlLo]¤ 

Rk¢c¢y]pORa yUNYzU fáLrL¨eU. 

(A) AμLofV (B) k¾LofV 

(C)  Bh|S¾fV (D) oPÐLoS¾fV 
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73. How many columns are there in the register of periodicals? 

(A)  8 (B) 5  

(C)  10 (D) 7 

BjOWLs]W q^]ðr]¤ INf SWLt°tOºV? 

(A)  8 (B) 5  

(C)  10 (D) 7 

74. Who shall maintain the remainder diary in form XV having 12 pages? 

(A)  Section Supt. (B) Section Clerk  

(C)  Fair Copy Supt. (D) Typist 

12 Sk^OWtOç SlLU XV&¤ r]RRo£¡ cpr] BqLeV yPƒ]S¨ºfV? 

(A) Ryƒ¢ yPNkºV (B) Ryƒ¢ WæL¡¨V 

(C)  Rlp¡ SWLÕ] yPNkºV (D) RRaÕ]ðV 

75. Which is the slip pasted on the envelop? 

(A)  Index Slip (B) Label  

(C)  Urgent Slip (D) Economy Slip 

Wvr]¤ KŸ]\ÿ]q]¨OÐ yæ]ÕV JfLeV? 

(A) C¢RcWVyV yæ]ÕV (B) Ssm¤ 

(C)  Aa]pÍ]q yæ]ÕV  (D) I¨SeLo] yæ]ÕV 

76. What is affixed on both ends of economy slip of the cover containing confidential papers? 

(A)  Index Number (B) Urgent Slip  

(C)  Office Seal (D) Label 

qzy| SqXW¥ Aa°]p Wvr]R£ CS¨Leo] yæ]Õ]R£ CqOvw¾OU IÍLeV 

KŸ]\ÿ]q]¨OÐfVV? 

(A) C¢RcWVyV jÒ¡ (B) Aa]pÍ]q y}¤ 

(C)  KLl}yV y}¤ (D) Ssm¤ 
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77. When economy slip can’t be used? 

(A)  Certificate of Posting (B) Registered Post  

(C)  By Local delivery (D) By Special messenger 

ISÕLuLeV CS¨Leo] yæ]ÕV DkSpLY]¨L¢ Wu]pL¾fV? 

(A) y¡Ÿ]l]¨ãV KLlV SkLð]UYV (B) q^]Sð¡cV SkLðV 

(C)  SsL¨¤ Rcs]vr] (D) yVRkx|¤ Royμ¡ 

78. All letters to the office within the Head Quarters shall be sent by : 

(A)  Local Delivery (B) e-mail  

(C)  Special messenger (D) Speed Post 

RzcV W~L¡SŸuVy]jOç]Rs KLl}y]Ss¨Oç IsæL W¾OWtOU AppVS¨ºfV : 

(A) SsL¨¤ Rcs]vr] (B) C&Rop]¤ 

(C)  yVRkx|¤ Royμ¡ (D) yVk}cV SkLðV 

79. Which register shall be checked daily by the Fair Copy Supt.? 

(A) Fair copy register  

(B) Dispatch cum stamp account Register  

(C)  Index Register  

(D) Distribution Register 

Rlp¡ SWLÕ] yPNkºV JfV q^]ðrLeV h]vSyj kq]SwLi]S¨ºfV? 

(A) Rlp¡ SWLÕ] q^]ð¡  

(B) c]yVkL\ÿV WU ðLÒV A¨TºV q^]ð¡ 

(C)  yP\]W q^]ð¡  

(D) v]fqe q^]ð¡ 
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80. What is the subscription of the letter addressed to the Governor? 

(A) Yours Obediently (B) Yours Sincerely  

(C)  Yours Affectionately (D) Yours faithfully 

Yv¡eRr An]yUSmLij R\pVf W¾]R£ ymVyVNW]kVx¢ IÍLeV? 

(A) AjOyqeSpLRa (B) BÄL¡ÀfSpLRa 

(C) vLÃs|S¾LRa (D) v]w~yVffSpLRa 

81. Which form of correspondence is undesirable to place on official records? 

(A)  Personal Letter (B) Proceedings  

(C)  Endorsement (D) Demi-official 

JfV fq¾]sOç W¾]akLaOW¥ KTSh|LY]W SqXWt]¤ D¥RÕaO¾OÐfV 

An]WLo|osæ? 

(A) v|©]kqoLp W¾V (B) jaka]NWo°¥ 

(C) AUY}WLqU (D) Rco]&Kl}x|¤ 

82. What is the salutation form of letter addressed to a lady? 

(A) Madam (B) Sir  

(C)  Mrs. (D) Smt. 

KqO yVNf}Rp An]yUSmLij R\áOÐ W¾]R£ An]vLh|U IÍLeV? 

(A) oLcU (B) y¡ 

(C) o]yyV. (D) è}of] 

83. Which form of communication is used to send a copy of a paper to a subordinate officer? 

(A)  Endorsement (B) Special note  

(C)  Memorandum (D) Demi-official 

KqO ySmL¡c]SjãV KLl}y¡¨V KqO SkÕr]R£ kW¡ÕV AppV¨L¢ JfV 

fq¾]sOç Bwpv]j]opoLeV DkSpLY]¨OÐfV? 

(A) AUY}WLqU (B) NkSf|W WOr]ÕV 

(C)  RoSÚLrLºU (D) Rco] Kl}x|¤ 
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84. Fair copies of official communications addressed to higher authorities are to be signed by : 

(A)  Head of Office (B) Fair Copy Supt.  

(C)  Gazette Officer (D) Section Supt. 

DÐf Ai]WLq]WRt An]yUSmLij R\áOÐ KTSh|LY]W Bwpv]j]op°tORa 

j|LpoLp kW¡ÕOW¥ KÕ]SaºfV : 

(A) KLl}yV SoiLv] (B) Rlp¡ SWLÕ] yPNkºV 

(C)  YyãcV KLl}y¡ (D) Ryƒ¢ yPNkºV 

85. Official communication to KPSC should be addressed to : 

(A)  Chairman (B) Secretary  

(C)  Deputy Secretary (D) Controller of Exams 

RW.k].IyV.y]. pOoLpOç KTSh|LY]W Bwpv]j]opU fLRuÕrpOÐ v]sLy¾]¤ 

Ap¨eU : 

(A) R\p¡oL¢ (B) RyNWŸr] 

(C)  Rck|PŸ] RyNWŸr] (D) kq}ƒL W¦SNaLt¡ 

86. Who is responsible for proper maintenance of Distribution Register? 

(A)  Tappal clerk (B) Office Supt.  

(C)  Fair Copy Supt. (D) Security Officer 

v]fqe q^]ðr]R£ wq]pLp kq]kLsj¾]jV BqLeV D¾qvLh]? 

(A) fkL¤ WæL¡¨V (B) KLl}yV yPNkºV 

(C)  Rlp¡ SWLÕ] yPNkºV (D) RyW|Pq]ã] KLl}y¡ 

87. Memorandum form of correspondence can be signed by : 

(A)  Fair Copy Supt. (B) Section Clerk  

(C)  Head of Office (D) Section Supt. 

W¾]akLaOWtORa RoSÚLrLºU SlLU KÕ]aOÐfV : 

(A) Rlp¡ SWLÕ] yPNkºV (B) Ryƒ¢ WæL¡¨V 

(C)  KLl}yV SoiLv] (D) Ryƒ¢ yPNkºV 
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88. In which form of communication, an important instruction of a standing nature to be followed 

by various authorities will be communicated?  

(A)  Personal Letter (B) Proceedings  

(C)  Endorsement (D) Circular 

JfV fq¾]sOç Bwpv]j]op¾]sLeV, v]v]i Ai]WLq]W¥ k]ÍOaSqº KqO 

NkiLj j]¡SÇwU Ar]p]¨OÐfV? 

(A) v|©]kqoLp W¾V (B) jaka]NWo°¥ 

(C)  AUY}WLqU (D) y¡¨Os¡ 

89. Who should sign the proceedings criticizing a subordinate Officer? 

(A)  Section Supt.  

(B) Any Gazetted Officer  

(C)  Head of Office  

(D) No such restriction 

KqO W}uOSh|LYòRj v]o¡w]¨OÐ jaka]Wt]¤ BqLeV KÕ]SaºfV? 

(A) Ryƒ¢ yPNkºV  

(B) JRfË]sOU YyãcV KLl}y¡ 

(C)  KLl}yV SoiLv]  

(D) A¾qU j]pNÍe°RtLÐOo]sæ 

90. The corrections and interlineations should be avoided in : 

(A)  Comparing (B) Fair Copying  

(C)  Drafting (D) Registering 

—————  f]qO¾sOWtOU kqyVkqmÌ°tOU Ku]vL¨eU : 

(A) fLqfo|RÕaO¾¤ (B) j|LpoLp kW¡¾¤ 

(C)  WqaV fáLrL¨¤ (D) q^]ðr]UYV 
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91. Fair copies of disciplinary proceedings should be signed by : 

(A)  Head of Office (B) Section Clerk  

(C)  Fair Copy Supt. (D) Section Supt. 

A\ÿa¨ jaka]WtORa j|LpoLp kW¡ÕOW¥ KÕ]SaºfV : 

(A) KLl}yV SoiLv] (B) Ryƒ¢ WæL¡¨V 

(C)  Rlp¡ SWLÕ] yPNkºV (D) Ryƒ¢ yPNkºV 

92. Who is directly responsible for prompt dispatch of papers sent for issue? 

(A)  Fair Copy Supt. (B) Office Supt.  

(C)  Dispatch Clerk (D) Tappal clerk 

Cx|Ov]jLp] Ap\ÿ SkÕrOW¥ RkRŸÐV AppV¨OÐf]jV BqLeV Sjq]ŸV 

D¾qvLh]? 

(A)  Rlp¡ SWLÕ] yPNkºV (B) KLl}yV yPNkºV 

(C)  c]yVkL\ÿV WæL¡ V̈ (D) fkL¤ WæL¡¨V 

93. Name the register in form No : XV1 to be maintained by the Typists.  

(A)  Daily turn-out register  

(B) Work Allotment register  

(C)  Daily work load register  

(D) Work diary  

RRaÕ]ðOW¥ kq]kLs]S¨º SlLU jÒ¡ XV1-¤ q^]ðr]jV SkqV j¤WOW : 

(A) RRhjUh]j Sa¦KTŸVV q^]ð¡  

(B) v¡¨V ASsLŸVRo£V q^]ð¡ 

(C)  RRhjUh]j v¡¨V SsLcV q^]ð¡  

(D) v¡¨V cpr] 
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94. Who will examine local delivery book daily? 

(A)  Section Clerk (B) Dispatching Clerk  

(C)  Section Supt. (D) Tappal clerk 

SsL¨¤ Rcs]vr] mO¨V BqLeV h]vyvOU kq]SwLi]¨OW? 

(A) Ryƒ¢ WæL¡¨V (B) c]yVkL\ÿV WæL¡ V̈ 

(C)  Ryƒ¢ yPNkºV (D) fkL¤ WæL¡¨V 

95. After signing of a paper, to whom it is handed over? 

(A)  Section Clerk (B) Dispatching Clerk  

(C)  Section Supt. (D) Tappal Clerk 

KqO SkÕr]¤ KÕ]Ÿ SwxU AfV B¡¨LeV RRWoLrOÐfV? 

(A) Ryƒ¢ WæL¡¨V (B) c]yVkL\ÿ]UYV WæL¡¨V 

(C)  Ryƒ¢ yPNkºV (D) fkL¤ WæL¡¨V 

96. Who is the custodian of work load register? 

(A)  Fair Copy Supt. (B) Office Supt.  

(C)  Dispatch Clerk (D) Typist 

v¡¨V SsLcV q^]ðr]R£ yPƒ]ÕOWLq¢ BqLeV? 

(A) Rlp¡ SWLÕ] yPNkºV (B) KLl}yV yPNkºV 

(C)  c]yVkL\ÿ]UYV WæL¡¨V (D) RRaÕ]ðV 

97. Who will fix dispatch stamp on office copy? 

(A)  Dispatch Clerk (B) Fair Copy Supt.  

(C)  Office Supt. (D) Section Clerk 

KLl}yV SWLÕ]p]¤ BqLeV c]yVkL\ÿV ðLÒV kf]Õ]¨OÐfV? 

(A) c]yVkL\ÿV WæL¡¨V (B) Rlp¡ SWLÕ] yPNkºV 

(C)  KLl}yV yPNkºV (D) Ryƒ¢ WæL¡¨V 
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98. When the officer writes his query in the margin of the note file, where the section clerk 
furnish his reply? 

(A)  In the margin just below the query  

(B) In Continuation of the Note file  

(C)  Bottom of the note  

(D) Top of the note 

DSh|LYò¢ fR£ S\Lh|U SjLŸV lps]R£ oL¡^]j]¤ IuOfOSÒL¥, Ryƒ¢ 

WæL¡¨V Iv]RapLeV  orOka] j¤WOÐfV? 

(A) S\Lh|¾]jV RfLŸOfLRupOç oL¡^]j]¤ 

(B) SjLŸV lps]R£ fOa¡\ÿp]¤ 

(C)  WOr]Õ]R£ fLRu 

(D) WOrOÕ]R£ oOWt]¤ 

99. What colour fly leaf is placed at the top of the note file? 

(A)  Black (B) Blue  

(C)  Yellow (D) Brown 

SjLŸV lps]R£ oOWt]¤ JfV j]r¾]sOç lVRRt s}lV BeV òLk]\ÿ]q]¨OÐfV ? 

(A) WrOÕV (B) j}s 

(C)  o´ (D) fv]ŸV 

100. In which way a telephonic message dealt with? 

(A)  Demi-Official communication 

(B) Endorsement  

(C)  Letter received in Local Delivery 

(D) Letter 

KqO Ras]SlLe]WV ySÎwU RRWWLq|U R\pÅfV JfV v]i¾]sLeV? 

(A) Rco]&Kl}x|¤ WÚ|Pe]S¨x¢ 

(B) AUY}WLqU 

(C)  SsL¨¤ Rcs]vr]p]¤ sn]\ÿ W¾V 

(D) W¾V 

———————— 
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