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Maximum : 100 marks  

Time : 1 2
1  hours 

1. Any references issued from the office which originate the file is called : 

(A) Thapal (B) Current 

(C) Arising reference  (D) Cross reference 

  ut k n  n p k n   
k nfV : 

(A)  (B) £V 

(C)   (D)   

2. A communication received in an office before numbering is called : 

(A) Thapal (B) Current 

(C) Case (D) Enclosure  

 m  m o   k n t k nfV : 

(A)  (B) £V 

(C)  (D) e k  

3. The preparation of any communication which is proposed to issue is : 

(A) Drafting  (B) Put up  

(C) Communication  (D) Proceedings 

 i  y  d c ll  t R£  y p 
i  :  

(A)  (B)  ap  

(C) m k  (D)  

4. A paper which is not connected with a pending case in the office is : 

(A) Old Case (B) New Case 

(C) Pending Proposal  (D) None of the above 

  k k n  n t o  p  : 

(A)   (B)   

(C) p p k t d  (D)  n  
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5. In a thapal, when it is given a ‘current number’ and entered in the Personnel  Register is  
called : 

(A) Registry (B) Invading  

(C) New Case (D) Old Case 

 o   o  ' £V m '   s  m  a  
k n V :  

(A)  (B) i  

(C)   (D)   

6. The term used to denote the process of copying and despatching communications intended for 
any person or authority is : 

(A) Distribution  (B) Communication  

(C) Issue (D) Settlement  

  k k  a t   u d c ll  
t  a k  y n  p k  u k n  

i  :  

(A)  (B)  

(C)  (D) ot p 

7. The authority competent to open the envelope addressed by name and those marked ‘Secret’ 
are : 

(A) Concerned clerk  (B) Section Superintendent  

(C) Office Superintendent (D) The addressee  

  a   ' ' en a p t   
k  ll a  :  

(A) n p  k k  (B) k   

(C)   (D) k  

8. The current received by a section clerk noted and entered in a register at once is : 

(A) Invade Register (B) Personnel  Register 

(C) Register of transmission of files (D) Register of files  

 o  k  k k u  n p t  s     

£V i  :  

(A) i  s  (B)  s  

(C)   s  (D)  s  
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9. If any paper relates to an unclosed case, the clerk add the paper to ————— file. 

(A) Current file (B) New file 

(C) Closed files (D) All the above  

 a k t  n p   p  u , k k  ————— 
k p  k n .  

(A)   (B)   

(C) a c  (D)   

10. In important and difficult cases the clerks take the oral orders of whom? 

(A) Head of Office 

(B) Nearest section clerk  

(C) One of the senior most clerk of the concerned section  

(D) Superintendent  

 p  d ll   k k  k k ll 
ut  k n ?  

(A)   

(B) a t ll k  k k 

(C) n p  t   n k k  o  

(D)  

11. Fair copies intended to issue for higher authorities are signed by : 

(A) Administrative Assistant   

(B) Administrative Officer 

(C) Head of Office  

(D) Senior Superintendent  

 un  a k  y  u d c ll  p  
op c k n  :  

(A) a  a s£V    

(B) a   

(C)    

(D)   



DE-07/2023/027 A 
 

6

12. The disposed files are kept in ————— Room. 

(A) Establishment Section  

(B) Stationary Room 

(C) The shelf kept in the room of head of office 

(D) Record Room  

 p k   —————  k k n .  

(A) es b £V  k  

(B) s   

(C)   R£  k c k n  

(D) k   

13. All references to which replies are due are kept in : 

(A) Current file 

(B) Closed file  

(C) Insert the reference in the Personnel  register  

(D) Safely kept in the drawer of the table  

   e   i  : 

(A)   

(B) k   

(C)  s   k  

(D)   k  k k  

14. A telegram is treated as : 

(A) Thapal  (B) D.O. letter  

(C) Reminder (D) U.O. Note  

 o   i  k k n  : 

(A)  (B) .o.   

(C) m p t  (D)  pO.o. p 
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15. Thapals brought by messengers before 10 a.m and after the thapal clerk has left the office, 
further action is : 

(A) Ask the messenger to come with thapal later when the thapal clerk be presented 
at office  

(B) Ask the messenger to put the thapal in the table of thapal clerk  

(C) Ask the messenger to hand over the thapal to office attendant / Night Watcher   

(D) Dropped the thapal into a box kept for this purpose  

 n   10 k m   k k   
n k   k ?  

(A)  k k  k m    
n  p  

(B)  k k R£   k  n  
p  

(C)   a £W /  c   n  
p  

(D) i  k c k n o    i  

16. The Form of distribution register is : 

(A) Form I (B) Form II 

(C) Form III (D) Form IV 

  s R£  :  

(A)  I (B)  II 

(C)  III (D)  IV   

17. In smaller offices how many distribution registers can use for distribution of the thapal in 
time? 

(A) Minimum Two (B)  One 

(C) Maximum Two (D) As instructed by the Superintendent  

   e   s  n    
y  u k ?  

(A)   (B) on  

(C)   (D) R£ d  
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18. The paper handed over to Record Keeper under his acknowledgement in column —————  
of the distribution register. 

(A) Column 3 (B) Column 4 

(C) Column 5 (D) Column 6 

  s R£ t   k  p  .  

(A)  3 (B)  4 

(C)  5 (D)  6 

19. Money, Cheques and other valuables received as enclosures will be entered in ————— 
Register. 

(A) Invade Register   

(B) Personnel  Register 

(C) Handed over to the Head of Office  

(D) Security Register 

 e k  k n , k ,  p ll k  en   
————————— s  .  

(A) i  s  

(B)  s  

(C)  k  

(D)  s  

20. Stamps affixed on petitions should be : 

(A) Detached from it and brought into account  

(B) Defaced it 

(C) Allow it in petition in the same position until the petition is disposed  

(D) No separate instruction in this  

  o c k n s m  i k  :   

(A) a  n t  k k  

(B) a  a t p t  

(C)  p k n   a  s  a k  

(D) i   d  
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21. The form of Personnel  Register is : 

(A) Form I (B) Form II 

(C) Form III (D) Form IV 

  s R£  i  :  

(A)   I (B)  II 

(C)  III (D)  IV   

22. In the flying leaf of each volume of Personnel  register whose name is be written over and 
above the name of section clerk is : 

(A) Name of the Head of Office  

(B) Name of the Superintendent  

(C) Name of the Administrative Assistant  

(D) Name of the Administrative Officer  

  s R£  t  k  k k R£    
e k n   : 

(A)    

(B) R£  

(C) a  a s£]R£  

(D) a    

23. Who will see that all currents received in the section are duly registered in the Personnel  
registers on the very day of the receipt? 

(A) Head of Office  

(B) Superintendent 

(C) Administrative Assistant  

(D) Administrative Officer 

  t  k n e  £O   c  n  
s   s  n  k ?  

(A)   

(B)  

(C) a  a s£V 

(D) a   
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24. All demi-official letters received by a clerk should be registered in : 

(A) Separate register for D.O. letter   

(B) Personnel  Register  

(C) Registers maintained for the receipt of Govt. letters  

(D) None of the above 

 o  k k  k n e  a d-  t  p n s  

s  y  : 

(A) .o. k ll  s  

(B)  s  

(C) £]R£  k k n s   

(D)  n  

25. The number of entries on each pages of the register shall ordinarily : 

(A) Five (B) Four 

(C) Two (D) Three 

 s R£   e  e   : 

(A) a  (B)  

(C)  (D) n 

26. Which colour of ink is used to draw a line across the page after each entry in Personnel 

Register? 

(A) Blue (B) Black 

(C) Red (D) Green  

  s   e k    o   k  

 t ll  u k n ?   

(A)  (B) p 

(C) p  (D) c 
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27. Whenever a paper is submitted by a clerk to superior officer, the fact of date of submission 
should be entered in column number ————— of the Personnel  register. 

(A) Column 5 (B) Column 4 

(C) Column 6 (D) Column 8 

 o  k k s  o  p  p k m ,  s R£ 
 ——————— m  p c   p t .  

(A)  5 (B)  4 

(C)  6 (D)  8 

28. The nature of the reference issued will be noted in ————— column of the Personnel  
register. 

(A) Column No. 8 (B) Column No. 7 

(C) Column No. 6 (D) Column No. 5 

 p c R£   s R£ ————— t  
p t .  

(A)  m  8 (B)  m  7 

(C)  m  6 (D)  m  5 

29. The reminders issued on a subject should be entered in ————— colour of ink in Personnel  
Register. 

(A) Blue or Black ink (B) Red ink 

(C) Violet colour  (D) Green colour ink 

 o  t  p k n m p t   s  ————————
 t  .  

(A)  a  t  (B) n  

(C)   (D) c ll  

30. The current number in a paper received will be entered in ————— column of the 
Personnel  Register. 

(A) Column 1 (B) Column 2 

(C) Column 3 (D) Column 4 

 c p   m   s R£ ————— t  .  

(A)  1 (B)  2 

(C)  3 (D)  4 
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31. The nature of disposal of a file noted in the Personnel  Register is in ————— colour of ink. 

(A) Blue or Black (B) Green 

(C) Red (D) Violet 

  s  p t ll o   k  y n R£   

————————————  t .  

(A)  a  p  (B) c 

(C) p  (D)  

32. From the following which type of paper is not to be entered in a Personnel  Register : 

(A) D.O. letter   

(B) Govt. letter 

(C) Papers of ephemeral character   

(D) Proceedings  

 p n  n t ll  p   s  

p t  t ? 

(A) .o.  

(B) £V  

(C) k  ak t R£ p  

(D)  

33. The current and the enclosures arranged below it, are punched in the left hand corner at the 

top about ————— inch inside. 

(A) 1 2
1  inch (B) 2 inch 

(C) one inch (D) 1.5 inch 

 £OU a   c k n  i    

—————————— i  a t  k n .  

(A) 1 2
1  i  (B) 2 i  

(C) o  i  (D) 1.5 i  
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34. A paper relating to a pending case will be added to the current file by adding ————— 

colour fly-leaf to it at the beginning. 

(A) Yellow (B) Blue 

(C) Pink (D) White 

 p p k t o   n p  o  p  kt  —————  

-  t  k k .  

(A)  (B)  

(C)  (D) ll 

35. Which file will help sometimes in getting relevant papers/references? 

(A) Pending file (B) Note file 

(C) Communication file (D) Stock file 

 k  p /  k n    p  k ?  

(A) p k t  (B)   

(C) m k   (D) s k  

36. When two or more papers are pinned together, the sharp end of the pin should be : 

(A) Left free at the top 

(B) Should be pierced again to rest between sheets 

(C) Both (A) and (B) above 

(D) Pin cannot be used and stapler pin shall be used  

  a  p  o c  y m , n R£ c ll a  

i k  : 

(A)  n   

(B) k  k   c  

(C)   (A), (B) 

(D)  u k    s p   u k  
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37. The pages in the note files and current files should be numbered : 

(A) Jointly 

(B) Separately  

(C) Either (A) or (B) above 

(D) None of the above 

   ll  k m    

(A) k  

(B)  

(C) on    (A) a  (B)  

(D)  n  

38. The aim of a note is : 

(A) Present the matter in most intelligible way 

(B) Present the matter condensed and convenient form with the facts  

(C) Present the matter with past history and the point for discussion  

(D) All the above  

 o  p M£ k  :   

(A)   s k n  a p k  

(B)  p c   t  
a p k  

(C)   c k ll £O   a p k  

(D)   

39. When an officer writes a question in the margin of a note, the clerk may furnished the reply in : 

(A) in the margin 

(B) reply may be furnished in a separate sheet 

(C) in continuation of the note  

(D) none of the above  

 o  u s  o  p M£ a  o   e m , k k  ut  
 :  

(A)  

(B)  o     

(C) p R£ c  

(D)  n  i  
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40. At the top of the note file will be placed ————— colour fly-leaf. 

(A) Blue colour (B) Yellow 

(C) Pink (D) White 

  R£  —————  -  s k .  

(A)   (B)  

(C)  (D) ll 

41. In what cases drafts may be put up with notes for orders? 

(A) Important cases (B) Simple cases 

(C) D.O. letters (D) Govt. letters 

 k  k   k p  k ?  

(A) p   (B)   

(C) c].K. t  (D) £V t  

42. Draft shall be written or type written in ————— margin on sheet of paper. 

(A) Half margin  

(B) 4
1  of the margin 

(C) 3
1  of the margin  

(D) keep one inch as margin  

  p   —————  e  p y  .  

(A)   

(B) 4
1   

(C) 3
1  

(D)  o  i   k k  

43. The 'Title' must be written at the ————— of every draft letter. 

(A) Head of every letter  

(B) Bottom of every letter 

(C) Middle of every letter  

(D) At the margin side of every letter 

 ' '    t R£   —————  e .  

(A)  R£  k  

(B)  R£  a  

(C)  R£   

(D)  R£    
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44. In a draft proceedings or memorandum, the list of addresses is entered at the ————— 
side. 

(A) At the bottom of the draft on the right hand side 

(B) At the bottom of the draft on the left hand side 

(C) At the left side of the top of the draft 

(D) At the right side of the top of the draft  
 o    m t ,   ————— t 

n .  

(A) R£  t  

(B) R£  i t 

(C) R£  i t 

(D) R£  t 

45. ‘N’ disposal or ‘N’ reference means : 

(A) The original retained in office and copy of letter forwarded for followup action 

(B) Papers are sent out in original  

(C) Open a new file and proceeded further  

(D) Papers which are brought into Personnel  register and disposed 

 'e '  a  'e '   a t k n  :   
(A)  k c k n o  k  a c t R£ 

p  

(B) p  o  a k n  

(C) o    n n  n  

(D)  s k n  y n p  

46. For the approval of a draft the officer must approve it and initial : 

(A) put his initial without date  

(B) put his initial with date  

(C) put his full signature with date  

(D) all the above  

 o  R£ a t  u s  a  a k   : 
(A)  i  R£ k  i  

(B) ll R£ k  i  

(C) ll R£  op  i  

(D)   
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47. The nature of disposals that are to be detained permanently (cannot be destroyed) is : 

(A) L.Dis (B) K.Dis 

(C) R.Dis (D) D.Dis 

 s   k  ( p k  )   

i  :   

(A) L.Dis (B) K.Dis 

(C) R.Dis (D) D.Dis 

48. L. Disposals means the disposal be destroyed after ————— year. 

(A) Three year (B) Two year 

(C) One year (D) Ten year 

 e .  en  ————— t   p k p  

en  a t k n .  

(A) n  (B)   

(C) o   (D) t  

49. K. Disposal means the disposal be kept for ————— years. 

(A) Three years (B) One year 

(C) Ten Years (D) Five years 

 .  en    k k  en  

a t k n .  

(A) n  (B) o   

(C) t   (D) a   

50. The disposal that are to be kept for ten years is ————— disposal. 

(A) L. Disposal  (B) K. Disposal 

(C) R. Disposal (D) D. Disposal 

 t tk k k   ————— .  

(A) e .  (B) .  

(C) .  (D) .  



DE-07/2023/027 A 
 

18

51. From the following which disposals must be indexed : 

(A) R. and D. disposals  

(B) L. and K. disposals  

(C) N. and XN disposals  

(D) N Disposals  

 p n  n    k ? 

(A)   .   

(B) e     

(C) e   e e    

(D) e   

52. In which side of the disposal jacket the name of the department and office are recorded : 

(A) Out side of the disposal jacket 

(B) In side of the disposal jacket 

(C) Bottom of the out side of the disposal jacket 

(D) None of the above  

  k M£  t  p £]M£  M£   

p t n  : 

(A)  k M£  

(B)  k M£ u  

(C)  k M£ t M£ a  

(D)  n  

53. The entry in the index relating to an individual paper is called : 

(A) Flagging (B) Head 

(C) Title (D) Indexing  

 o  k  p  n p   e  k n  : 

(A)  (B)  

(C)  (D) i  
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54. Papers relating to suits will be indexed under the head : 

(A) Case (B) Writ petition 

(C) Suits (D) Writ appeal  

  n p   k   k  : 

(A)  (B)   

(C)  (D)  ap  

55. The abbreviation ‘‘A.S’’ related with court means : 

(A) Administrative Sanction  (B) Appeal Suit 

(C) Assistant Secretary  (D) None of the above 

  n p  " A.S." en k t a t k n  :  

(A)  a  (B) ap   

(C) a s£V    (D)  n  

56. The responsible officer to make sure that the index titles are properly prepared is : 

(A) Head of office (B) Superintendent  

(C) Administrative officer (D) Administrative Assistant  

    y k n u p k  ut t ll 
u s  :  

(A)   (B)  

(C) a   (D) a  a s£V 

57. For addressing public service commission the communication is in the form of : 

(A) D.O. letter (B) Letter form 

(C) Proceedings (D) Endorsement  

 b   m  a  y n   

p n t  :  

(A) .o. t  (B)   

(C)  (D) a  
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58. When an officer of one department wants any information from another office the type of 
communication used is : 

(A) Letter form (B) D.O. letter 

(C) U.O. Note (D) Circular  

 o  p  o  u s    n e n   
p m  u k n   i  : 

(A)   (B) .o. t 

(C) .o. p  (D) k  

59. Where the head of office records his decision in exercise of a statutory power or where he 
records important executive decisions, the type letter/order used is : 

(A) Official letter (B) D.O. letter 

(C) Proceedings form (D) Circular 

 o   a  c    R£  
p t m  p  e   p t m  

u k n t /   :  

(A)  t  (B) .o.  
(C)  (D) k  

60. Charge memos and show cause notices will be in ————— form. 

(A) Memorandum form (B) Circular 

(C) D.O. letter (D) Endorsement  

  m     ————— t k .  

(A) m   (B) k  
(C) .o.  (D) a  

61. When the copy of a paper is sent to a subordinate officer for remarks is a type of 
communication termed as : 

(A) Official letter (B) N Disposal  

(C) XN Disposal  (D) Endorsement  

 o  p R£ p k  o   k 
a k m  a  o    en k n  : 

(A)  t  (B) e   

(C) e e   (D) e £V  
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62. Where an officer or a member of the public has to be addressed without the formality of 
official procedure is in the form of : 

(A) Proceedings (B) D.O. letter 
(C) Memo (D) Circular  

    KqO u s  
t  a  y  p n t  : 

(A)  (B) .o. t 
(C) m  (D) k  

63. Memoranda may be signed by : 

(A) Superintendent of sections (B) Head of office 

(C) Administrative Assistant (D) Administrative officer 

 m t  op n  : 

(A) k   (B)   

(C) a  a s£V (D) a   

64. Who is directly responsible for seeing to the prompt despatch of papers if there is a Fair Copy 
Section? 

(A) Despatch Clerk (B) Section Clerks Concerned 

(C) Section Superintendent (D) Fair Copy Superintendent 

  p  k  u  p  t   a k n ll 
ut t  k ?  

(A) c k k  (B) n p  k  k k  

(C) k   (D)  p   

65. Before a typist begins to copy a paper for U81, he shall verify that : 

(A) The letter bears the initials of the Gazetted officer or an officer authorized to 
approved the draft 

(B) The letter is neatly written and can be readable 

(C) The letters are properly page numbered 

(D) The letters are filed in the original file 

 KqO p s U81- ll o  p  t  n m , a d  
k  : 

(A) t     a k  a ll o  
u sR£  i  u  

(B) t t  e  k  n  
(C) ak    m   
(D) ak  t   k n  
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66. In copying the first word of every paragraph in a communication a space of –––––––––––––– 
letter should be left between the word and margin. 

(A) Three letter space (B) Four letter space 
(C) Five or Six letter space (D) As decided by the typist 

 o  t     k t m  :  

(A) n ak  i  (B)  ak  i  
(C) a   ak  i  (D) p s k n  

67. The daily work load register of fair copy section is in form No. : 

(A) VII (B) VIII 
(C) IX (D) XVI 

  p  t R£  k  s   m  :  

(A) VII (B) VIII 
(C) IX (D) XVI 

68. Copies of the proceedings on disciplinary cases should be signed by : 

(A) Section Superintendent  
(B) Senior Superintendent 
(C) Head of the office himself 
(D) Any one of the subordinate officer not below the rank of a Gazetted Officer 

 ac k k   p  op k  :  

(A) k   

(B)   
(C)   n 
(D)    t   

 

69. In the case of D.O. letters and other letters addressed to the officer any name from a MP or 
MLA the reply will be signed by whom? 

(A) Signed by the officer to whom the communication was received 
(B) Signed by the Head of office only 
(C) Signed by an officer not below the rank of a second level Gazetted Officer 
(D) Signed by an officer not below a Gazetted Officer 

 .o.-R£ t , o  e  e e e    
a   t   t   op ?  

(A)  c u s  op  

(B)    op  
(C) k      t o  u s  

op  
(D)   t o  u s  op  
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70. The ‘Economy label’ means : 

(A) Use all the stationery items economically 

(B) The flap pasted over an envelope to be used over and over again 

(C) Keep in mind all the Government employees to utilize Government money for 
what the occasion demands 

(D) None of the above 
 'ek  ' en  : 

(A) e  s  i  mt  u k  

(B) o   o k n p   u k  

(C) e  k  k  k   a  p n 
k  u k n m k  

(D)  n  u k  

71. The form number of Local Delivery register is : 

(A) Form IV (B) Form V 

(C) Form VI (D) Form VII 

 k   s R£  m  : 

(A)  IV (B)  V 

(C)  VI (D)  VII 

72. Letters intended for officers and others in head quarters will be delivered through : 

(A) By special messenger  

(B) Registered post only 

(C) Ordinary post only  

(D) Local delivery 

   u s k  ll k  u d c ll t  : 

(A)   

(B) s   s  

(C)  s  

(D) k   en   y  

73. The despatch cum stamp account register is maintained in Form No. : 

(A) Form No. VIII (B) Form No. VII 

(C) Form No. XI (D) Form No. X 
 c  s m a k  s   m  k n  :  

(A)  m   VIII (B)  m   VII 

(C)  m   XI (D)  m   X 
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74. The charge of a ‘Record Section’ is vested with : 

(A) Record-Keeper (B) Despatch clerk 

(C) Establishment Superintendent (D) Head of Office 

 o  ' k  kR£ '  k  :  

(A) k  p  (B) c k k 

(C) es b £V  (D)   

75. In a record room the seat of record clerk will be at –––––––––––––– portion of the record 
room. 

(A) In the middle portion of the record room 

(B) A separate room is to be provided, over record for seating  

(C) At the entrance of the room 

(D) No separate room is provided, and seat arranged at the establishment section 

 o  k   k  k k R£ i p  k  R£ ——————————
t k .  

(A) k  R£ t  

(B) i p t  o     

(C)   t  

(D)   ,  s  t   
c k n  

76. After the disposal of a case, the related file will be sent to the Record-Keeper by whom? 

(A) Establish Superintendent 

(B) Concerned section clerk who deal with the file 

(C) Despatch clerk 

(D) Fair Copy superintendent 

 o   p k , n p   k  p   a k ?  

(A)  k  

(B)   y n n p  k  k k 

(C) c k k 

(D)  p   
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77. All Government orders on which no specific action has to be taken need be : 

(A) Forwarded to subordinate officers 

(B) Distribute the copies of Government orders to all sections within the office only 

(C) Keep the Personnel  custody of superintendent  

(D) Government order need be filed only 

   k t e  k  ut  :  

(A) s k  

(B) k  ut  p  ll  e  k  
  y  

(C) R£  s  t  

(D) k  ut   y   

78. The form of requisition for the supply of records from record section is in Form No. : 

(A) Form No. IX (B) Form No. VII 

(C) Form No. X (D) Form No. VI 

 k  t  n   y n ll a t   
 m . :  

(A)  m  IX (B)  m  VII 

(C)  m  X (D)  m  VI 

79. The Form of Record Issue Register is : 

(A) Form No. X (B) Form No. IV 

(C) Form No. III (D) Form No. IX 

 k  i  s R£  :  

(A)  m   X (B)  m   IV 

(C)  m  III (D)  m   IX 

80. The number of records to be asked for in one requisition slip is : 

(A) Five (B) Maximum three 

(C) One (D) Four 

 o   s p  p   e  :  

(A) a  (B)  n 

(C) on  (D)  
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81. The record-keeper prepare an arrear list of each section for all records which have taken out 
from the record room for more than –––––––––––––– months. 

(A) Two months (B) One months 

(C) Four months (D) Three months 

 k   n ———————————   e t ll e  
k  k  p   t R£    y k n . 

(A)   (B) o    

(C)   (D) n  

82. The manager or Head Ministerial officer inspect the record room atleast –––––––––––––– 
duration. 

(A) Atleast once in a quarter (B) Atleast once in every six month 

(C) Atleast once in every year (D) Atleast once in every two months 

   s   k    —————
 k n .  

(A) n t  o   (B)  t k  

(C) t  o   (D)  t k  

83. When did the head of office will make a detailed inspection of the Record Section every year 
and submit a report to the immediate superior authority? 

(A) Every December (B) Every March 

(C) Every April (D) Every January 

 e p    e   k  t   
 t  u  n un  a k o  p  

p k  y ?  

(A) e   (B) e  c  

(C) e   (D) e   

84. The register of periodicals is in Form No. : 

(A) Form No. X (B) Form No. XI 

(C) Form No. IX (D) Form No. VII 

  s   m  :  

(A)  m  X (B)  m  XI 

(C)  m  IX (D)  m  VII 
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85. The pages of stock file be numbered in –––––––––––––– ink. 

(A) Blue or black ink (B) Red ink 

(C) Sketch pen only (D) Green colour 

 s k R£  —————  ak .  

(A)  a  t  (B) n  

(C) c   (D) c  

86. Papers received in the office will normally submitted by the office within –––––––––––––– 
days of the receipt 

(A) Seven days  

(B) Three days  

(C) Five days  

(D) After five working days 
  k n p    c k ll  

 p k  : 

(A)   

(B) n  

(C) a   

(D) a  t  k  

87. The register of S.R.O. is in Form No. : 

(A) Form No. IX (B) Form No. X 

(C) Form No. VII (D) Form No. XVII 

 S.R.O R£ s   m  :  

(A)  m  IX (B)  m  X 

(C)  m  VII (D)  m  XVII 

88. All papers marked for issue be issued within –––––––––––––– hours of its receipt in the Fair 
Copy Section. 

(A) 12 hours (B) 24 hours 

(C) 6 hours (D) 10 hours 
 i  y n  a p t  e  p   p  

t  a  c ———————————— k k ll  .  

(A) 12 k  (B) 24 k  

(C) 6 k  (D) 10 k  
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89. All the members of the establishment should attend the office at –––––––––––––– time daily. 

(A) 10 A.M. 

(B) 10.10 A.M. 

(C) 10.15 A.M. 

(D) A maximum late of one hour without permission 
 s t  e  a  e    .  

(A) 10 A.M. 

(B) 10.10 A.M. 

(C) 10.15 A.M. 

(D) a   o  k   . 

90. The interval allowed for Tiffin is : 

(A) One hour (B) 30 minutes 

(C) 1 P.M. to 1.45 P.M. (D) 1.15 P.M. to 2 P.M. 
  a  i  :  

(A) o  k  (B) 30  

(C) 1 P.M.  1.45 P.M. (D) 1.15 P.M.  2 P.M. 

91. The office attendants should at the office at : 

(A) 9 A.M. (B) 9.30 A.M. 

(C) 10 A.M. (D) 9.15 A.M. 

  a  t  :   

(A) 9 A.M. (B) 9.30 A.M. 

(C) 10 A.M (D) 9.15 A.M. 

92. The custodian of the Attendance Register is : 

(A) Head of office  

(B) Establish clerk who deals it 

(C) Superintendents of each section  

(D) Administrative Assistant 

 a  s R£ k p  :  

(A)   

(B) a   y n k k  

(C)  t R£   

(D) a  a s£V 
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93. How many late for one hour each day without permission leads to forfeit a days casual leave? 

(A) Three late attendance (B) Two late attendance 

(C) Four late attendance (D) Five late attendance 
 a    o  k  n  o  t  

 p  n ?  

(A) ll n  (B) ll   

(C) ll   (D) ll a   

94. The office attendants will be under the immediate control of 

(A) Head of office (B) Section head 

(C) Senior establishment clerk (D) No separate rule in this regard 

  a  —————————— R£ u  n t k . 

(A)   (B) k   

(C)  es b £V k k  (D) ik t   . 

95. Form of Call Book is : 

(A) Form No. X (B) Form No. XI 

(C) Form No. XII (D) Form No. XIV 

  k R£  : 

(A)  m  X (B)  m  XI  
(C)  m  XII (D)  m  XIV 

96. Muslim officers who wish to offer juma prayers will granted an interval of –––––––––––––– 
hours on Fridays. 

(A) 1.15 hours (B) 1.30 hours 

(C) Two hours (D) 1.45 hours 
  t  t  k n s  u s k ll   

————————————— k  i  .  

(A) 1.15 k  (B) 1.30 k  

(C)  k  (D) 1.45 k  

97. Who will prescribe schedule for the inspection of Personnel  Registers? 

(A) Section Superintendent (B) Head of office 

(C) Administrative Assistant (D) Administrative Officer 
  s  k ll   d k ?  

(A) k   (B)   
(C) a  a s£V  (D) a   
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98. In regard to the destruction of record files, whose order should be taken annually? 

(A) Record-Keeper (B) Fair Copy Superintendent 

(C) Head of the Department (D) Head of office 

 k   p k n  n p ,    
e k ?  

(A) k  p  (B)  p   

(C) p  (D)   

99. Without any special instruction, all fair copies should be typed in –––––––––––––– space. 

(A) Double space (B) Single space 

(C) Both single or double space (D) None of the above 

  d n , e   p  –––––––––––––– 
s t p y .  

(A)   (B)   

(C)  a    (D)  n  

100. All thapals either by post or by messenger or otherwise are received by whom? 

(A) Section clerk 

(B) Thapal clerk 

(C) Office attendant posted at Thapal Section 

(D) Fair Copy Superintendent  

 e     n     
k n ?  

(A) k  k k  

(B)  k k 

(C)  k  k p   a £V 

(D)  p   

———————— 
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SPACE FOR ROUGH WORK 

 


