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PROVISIONAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 07-11-2023
Questionl:-If a paper is returned in original with an endorsement, that fact should be noted in personal register by the entry
6@ @UIEB:0EEIMIOS 6@ Galod adllmaled idles MW, @R AR @S] geaim AN EITROITS coaISTmEM.
A:-Despatched
@oW.
B:-N Dis
M awlony’
C:-L Dis
)@ cwslony’
D:-Filed
D@3 021Q
Correct Answer:- Option-B
Question2:-In District offices all covers addressed by name to the head of office, or those coming from Superior Officers will be opened by Head of
office. In his absence it will be opened by
g0 @0adlmyeel@d Boadlmy cawoalmes caldlss aggld SAIQBEe 60adlm HadW @O0, @PEGDOTIOMR GRS GG @AM ©OE0?
A:-Dysp
alesiagmyl
B:-Manager
caeme=q@
C:-Section head
OMVBHUM Bana’
D:-Personal Assistant
GalPemM@ @RMIlqAY
Correct Answer:- Option-D
Question3:-The period of retention of D Dis series of records shall be
awl awlony” dlBlnS’ ©oe@Badud ryemlenmm @:0aI@sal mowldles.
A:-1 year
1 oo
B:-3 years
3 QiBawo
C:-5 years
5 Qi@
D:-10 years
10 ciBasto
Correct Answer:- Option-D
Question4:-Important decisions and orders involving discussion of policy or other matters importance will be distinguished by the heading
Mo @ERIBIT AF BOOYIBEES IWIMBOD &Clayss B8 PUBEFIN MYYWIM GIBROMEEBE PODEYSHEGe GO GLIOESIMIT ©F1E] oG
A:-Order
803awad
B:-Proceedings
MSalsl@neERud
C:-Consent
MO
D:-Opinion
@nElJOo
Correct Answer:- Option-B
Question5:-Enquiry into petitions contain allegations against police officers shall be ordered only by
caloellny’ 9esROMNBEHTOEWESE @YEEIAIMEBRUY ERSEHIY adHlG:Elemeass @PEMIIMOBIM pEmEAISIM® @RE?
A:-Supdt. of Police
MBS G0ar Galoaflny’
B:-Director General of Police
WRORHA VMO GB9ad Gatoaflny’
C:-An officer superior in rank
00@l@d WAM DEBPMIMLAM
D:-Manager
2o6MRAQ
Correct Answer:- Option-C
Question6:-The personal register should be maintained in
BOIN® EHITYA Myeslemmm@ g Cloilwl 1067
A:-Form No. IV
Gan0o maud 1V
B:-Note books
MO 6TYSBHHUD
C:-Form No. V
Gan0o maud V
D:-Form No. VIl A
6ande Mm@ VII ag
Correct Answer:- Option-A
Question7:-Arising reference shall be stamped, numbered and distributed, but first sent to
2OAMAIGBIM 0a0OMMY TRIMT H.aIQ) @pedls aleosme 6219, )MITB @RYBY BOQEBAND®
A:-Inward Section
MEUBY HAVSUD
B:-Manager
ooemRA@
C:-Section head
OMVBHUM BN’
D:-Head of office
630adlmy ©anuy
Correct Answer:- Option-B
Question8:-A distinctive letter will be added to the reference number after the year for final disposal. For Thichur Dt. it is
@i allfle@onoolmoi] ABaUOBIT uoate 0anOMMY MMIGIERIE BT JEDiD: GO Ealdds.. QWA g @Y ng® dolwlaem?
A:-C

adl
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<l @od
Correct Answer:- Option-C
Question9:-The receipt of Govt. and police Gazettes will be registered by the record keeper in
1AL MO0 calollnim@enw)e DIVE&WB HOGEOBW loyd a@lcd eedlqyd eaige?
A:-Rough register
Oafd’ @elqnd
B:-Periodical register
@Rmeele eeflqud
C:-Distribution register
aloesm eelqmyd
D:-Inward register
eoadeaidy eedlayad
Correct Answer:- Option-A
Question10:-A member of staff making any representation should submit it through
aBOO®Iaj MIEQIBMe MBS qRoal @B @R @G YEEUM VAdAlEnemoe?
A:-Immediate superior
OSSO E22Iule:0a
B:-Manager
2O6MRAQ
C:-Head of office
630adlmy’ ©anuy
D:-Head of department
Qidha] cawoal
Correct Answer:- Option-A
Question11:-The drafts in the current file should be placed
mleiaileal aoelloel @oqﬁaua agalles eaiEemoe?
A:-to come below the note file and above the current file
emog’ an@elm moevge mlaaleal aawelm gogla aieom menalwomled
B:-separately
(@G Bro
C:-to come below the current file
dlelalees anweld mose o
D:-along with note file
6mag’ ao@ellomoaie
Correct Answer:- Option-A
Question12:-Valuables indented for dispatch will be put in envelops sealed in the presence of
@POYM@IMIQ @B 6a1Q Qﬂmm’ls’lﬁ@gm @R@eS MIIWEBI M@ ea1Q BaQHEcd o507
A:-Duty officer
n.ugg’l 80adlrud
B:-Record keeper
60eHIBW &loyd
C:-Despatch clerk
ORI GBS
D:-Supdt.
MYJeng’
Correct Answer:- Option-B
Question13:-The manager shall inspect the Call book atleast
206MBA EHIUB NJES aBQQle YBEHY D SISO aI@lewoIUwles.
A:-Once in a year
QBHODI RGBT
B:-Twice in a month
2OMVEIE EENZDQUETM
C:-Once in three months
Qa1 20MLEDBIERIG|E @
D:-Once a month
20O BElEDD
Correct Answer:- Option-D
Question14:-The accuracy of statements made and inferences drawn in the petitions forwarded to higher authorities must be ensured by
2M® @RWIB:0GlB3ES @R 5| MleaBMaERE®d Msoml @TROAUNBHSHSQYo GOMAIMETBEEOSQo SOY® GOE go%m@mmo?
A:-Section head
OMVBHUM Ban’
B:-Manager
206MERAQ
C:-Supdt. of Police
REI6NE 630ad’ Gasoaflony’
D:-Dy. Superintendent of police
mannjég’l Gasoallony’ e
Correct Answer:- Option-C
Question15:-Minutes and endorsements made in officers lower than the District level will ordinarily form part of
Hlojo@aIeT® @ePQes 2esPNMNAT Qangoaﬂ@’lggg aﬂaﬂg‘ﬁxgo @RoUTlB0EEEBE. MOWIEMWOIW a@@IMBe0 BOBOB0?
A:-Correspondence file
BSOCTYIETEMMY 0@ @B
B:-Note file
EMOg AN @3
C:-Confidential register
@anaUy EHITYA
D:-Record register
60eodW eeflqpd
Correct Answer:- Option-B
Question16:-Every disposal file put up for reference must be flagged. Flag will be attached to
0a00@mIMIe] A4lElEBM agg AleTIMIE@ aale agoUY E.aIQlElEEMe. 0gouY agalles aaislafleso
A:-Current file
dleiaflear an@d
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B:-Note file
[Hollsgtalole)
C:-Jacket of the disposal file
aulemyoau@ no@ello® @og
D:-All the above
QHEI®W A0SV
Correct Answer:- Option-C
Question17:-The officer responsible for the proper upkeep of police offices
caelmy’ 6oadlmyeges el aldleImEim pomEAEII® PerpPUITMAM @R©?
A:-Manager
ooemRaA
B:-Scavancher
aRoQIeIQ
C:-Sub Inspector
aoen! eBeTyAd
D:-Duty officer
nugg,’l 80adlrud
Correct Answer:- Option-D
Question18:-Each subject clerk will prepare and submit monthly arrear list by
60600 MUY HIBERo (IO BSIGS algle @QPI0IEH] MURBa 0.
A:-The 10th of every month
a)g§d @OMVQYo IO W
B:-The 1st of every month
a)gfd BOMVQYo BIMIo T
C:-The last of every month
f)gJ0 BOMVODTO Qo @OQIMVIMEODD®
D:-The 15th of every month
)80 @MY alTTIMEDIe T
Correct Answer:- Option-A
Question19:-Security register is maintained by
ome@ld] eslqyad aidlanelesmo erd?
A:-Tappal Clerk
©ajo@d GBS
B:-Chief Ministerial Officer
allad’ dflqildl@@ soadiamud
C:-Security Officer
MYESHO OEBIPNMLOM
D:-Section Clerk
OTLBHMB LB
Correct Answer:- Option-B
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Question20:-Papers / notes directing examination of any point and other arising references sent to section direct by any officer should
apeOEIgl Ale@OBle0 alElewIwmy’ mldegudlenam cm«HQoeauE/aaohdage 2g e@Adm owo«ﬂmg.ﬁ,go aBeO®Baj EMAEIS HIVSUTICRIE AUMIB HAVEUMD 60alTVAB fID 6).21QEmMo?

A:-Immediately open a file, and put up
2SM BB (O @O af) MaBaflersme
B:-Give to inward section
OMEUBU OHAVBUMI@ MTDHB>
C:-Give to manager
DOCMRALS MTDErd:
D:-Give to section head
OMVBHM OO MEBB:B>
Correct Answer:- Option-C

Question21:-When addressing the officers of equal status, the form of correspondence used is
el aalole/ss PEEPNMINEE GREIMIENIIWM OaIQYEMIIUS, PalEIUTIERM HOISAOFHENS @Gk aB@IE?

A:-D.O. form
awl.e. @ando
B:-Endorsement form
ag)BEWIFTIOAM Gande
C:-Memo form
GQGIDD GaNdo
D:-Letter form
SO0 GaNlo
Correct Answer:- Option-C

Question22:-If the officer to whom the Inspection book and registers are to be submitted is not present on the day fixed, these should be
al@lEURIWMI ENYdRo ramflrggq&%u madaflesnse DeapOmNmM Mluniilyl dlaiMe anBEROGIGBIMIT, DA hID 621QeMe?

A:-Put up along with next inspection
@RFOD lBlEURIWMEORIa GalBRS

B:-Put up to another senior officer
26Q0@ gTIBM 2EBPWVMNOM MUaBa]ERe:

C:-Put up on his further order
@REGAOOTIMOO SAMOSE HeIMRIElEREMIOUE Ml

D:-Put up on the next day he attends office
@RgO®m I @REGANe B0adITUIEd a0OBEIB:EMINUE Med:

Correct Answer:- Option-D
Question23:-Transfer register of Records sent to records shall be maintained by
£0eHIBWSEICRIH TP CEaIBE6S SoMmRA EeElmyd aldlaoelesmay

A:-All section clerks
Qf)gl0 OAVSHM ROBEBRITo

B:-Manager
206MRAQ

C:-Record keeper
60eHIBW &loyd

D:-All section heads
ag)g allcowe @RICIMIG.

Correct Answer:- Option-A
Question24:-Marking "FI" on tappal indicates
@ajellad "FI" agmy @rs@ogenjsemmey agalem ayalajesmo?

A:-First information report
a0qy e8Ga00BERUM Gleajods’
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B:-File/Index
D@3/ DBawE
C:-First priority
0@y’ @oe@odigl
D:-Forward immediately
Ganddeaiy’ edlalo@dlall
Correct Answer:- Option-B
Question25:-No office copy of the original reference need be retained. Entries in the register should suffice. This relates to the correspondence of
0@ 0ano@milem® 6oadlmy ale:dq] myeslemenedil). eelqydloa a@Sleud Als:. ag® &OBISAGH:Ea0W oY EnINWEnsldlenmo?
A:-Subdivisional officers
ausnicalafleusn@d soadlorudaod
B:-Inspectors and Sub Inspectors
OMOTYHAROT VNt eoMeTYLHBRG
C:-Other subordinate officers of SP
agmilges ag Sl¢ eI
D:-All the above
ABHEI®W A0SV
Correct Answer:- Option-D
Question26:-The important word that is placed first in the title by which its alphabetical position in the Index in determined and on which the
possibility of finding the title primarily depends is called
BlRAUBOT@ @R @TPIQNEBM @WIMSqS alBe MYallewlcd @r@le EPEUERIRID RO MadMe MIRGRWIEEG Q0 (Wldade GHEMEDMGIMESE MOIWTOW JWIMAIQ0
ERWUEBHQ0 621G,
A:-Head
Sy’
B:-Appendix
@RENIMWo
C:-Personal Index
aneslnm ayalle
D:-Sub head
Oal ORI QUdaldo
Correct Answer:- Option-A
Question27:-In order to facilitate subsequent references, paragraphs and sub paragraphs of all communications drafted should be
@SBMEES 0aN0MAYEHUY MYNRDIEBMTI, af)glo m@uomm_ﬂrrﬂm@mgsvs«po susm.tﬂa,re,go @msusm.tﬂrene,go Af)EBBEOM OQIOIEHEMo?
A:-Separated
cdoildly)
B:-Numbered
@oenaly
C:-Clearly stated
QBDR0Q @JTyoall
D:-Clearly spelled
QBSDDIQ) BRSUOEBRUD af) gD
Correct Answer:- Option-B
Question28:-The up-to-date stock file is to be maintained by
ARG @RAf-$-6WY BIRIE M al@laloalememnzay
A:-Record keeper
6063 &layd
B:-Section head
OAVBSHM SN’
C:-Subject clerk
TUETYLL BB
D:-Manager
ooemRaA
Correct Answer:- Option-C
Question29:-Applications for casual leave will be filed in the leave files maintained in the Section. It will be destroyed after
800U eflolloss @PeaIsHG:0d emuesmlad myeuesm allal anwaeElm anw®d £.21Qo. @OOY alals’ ag@ oeiowlnocuent?
A:-One year
8@ Qoo
B:-2 years
2 Qi@
C:-3 years
3 Q@
D:-Six months
@QO DOV
Correct Answer:- Option-A
Question30:-Register of reports about missing records will be maintained by
MayROQ Glgjes dleqy GEEh! o=lqyd aidlanelesmo @reosm?
A:-Section clerk
OTVBHM LB
B:-Record keeper
60eIBW &lajd
C:-Section head
OTVBHUM Bana
D:-Manager
206MRAQ
Correct Answer:- Option-D
Question31:-Confidential disposals should be kept separate in locked Almirah's in
@aNrVy MVIRINIREE E6IMUB BT EUdate nySleNlg) EPRRININWIEE [@E®idoe MYaHlensmo
A:-Confidential room
@anvy gal
B:-Records room
©0CHIBUWIY Qo
C:-Sections
OALBHMB Y’
D:-Managers room
20em=AR0mes ol
Correct Answer:- Option-B
Question32:-All special branch and secret records, which are due for destruction will be
DUElo]6njSOM YOI af)gfd HIYAUDB EIIEDe EANTVY EORIBG:E af)ID ©a1QeMo?
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A:-Kept separately
@eD@idro Tyssilanamo
B:-Torn to pieces
B3eans0Q] 10l
C:-Burnt
SO0
D:-Sold to approved contractors
@ooUflp® &0Q@de alg
Correct Answer:- Option-C
Question33:-When addressing to the Members of Legislature, correspondence should be in
MYAMVEIWNEBREOS @OEITVEEENIIWM emu@crmauﬁ SOTNSOGHUD @RlAlenem..
A:-Letter form
©219@ Gando
B:-DO form
Wl 8 Gando
C:-Endorsement form
ag)BEWIFTIDAM® Gande
D:-Order form
808WA Gando
Correct Answer:- Option-A
Question34:-The final decision of the authority on any matter is known as
ageoslaj aluwosie aeuledeges aemia lamaome ag)MAlealgmmo.
A:-Agreement
agfleams
B:-Disposal
oldajoeod
C:-Conclusion
alname
D:-Settlement
eavdladead’
Correct Answer:- Option-B
Question35:-A Calendar of Periodicals to watch the prompt submission of periodicals shall be maintained by
@RMS0elle:rud @ORoR madafesma Midllemaines EoM®:elemEREes BelmnEd @REIETY al@lanelesmermosm?
A:-Section clerk
OTVBHMB LA
B:-Record keeper
60eIBW &lajd
C:-Manager
2o6MRAQ
D:-Section head
OTVBHM N’
Correct Answer:- Option-D
Question36:-All court fee stamps affixed to papers received in the office should be cancelled by
0adlnil@d eIyl GalnjQeglcd s;gﬂ_@ﬂ@gg g 6083 adl ROMYBS ERHE OGO
A:-Section clerk
OTVBUMD AL
B:-Section head
OMVBHUM Han’
C:-Manager
o0emRA
D:-Inward section
MEUBUY HAVLUD
Correct Answer:- Option-A
Question37:-Top secret papers are to be sent by
aled EANMVY GalajQMU CRWERERD® R ®eowilenem?
A:-Ordinary post
TLIWOPEM Galdmy
B:-Speed post
adlow’ Gatoqy
C:-Registered post
eslmyd 2R Galomy
D:-Spl. Messenger
QJEDiB GO
Correct Answer:- Option-C
Question38:-The officer who draw up a detailed allocation list of subjects to each individuals clerk, within the limits of existing general orders is
Tleallg)ss 6a0® POMEG:ES aldlwlesgsles, 60600 BTN Gl alluwearges alwend® Allaol® alSle: EQICIERM PeEBRPUVITLAM @REEM?
A:-Head of office
830adlmny @elum
B:-Manager
206MRAQ
C:-Dysp. Admn.
awlesaiagmyl. @yl
D:-Superintendent
yelers’
Correct Answer:- Option-A
Question39:-Proposal to obtain on the note file of a case the concurrence, opinion or remarks of another office/officer is called
8@ eIl emog aowall@ 20GaQ saanﬁ\mﬂsur@/@cepmmmg L®E2d F3e3UEERES0, @RElJOWERI BMSIMES (Jearodlom allglesmmeman’
A:-Referencing
0anommy’
B:-Unofficial Correspondence
@ROMDEBPUSND: HOBISAOFHHUD
C:-Correspondence
BOGTYIEMEMMY
D:-Observation
aldlememe
Correct Answer:- Option-B
Question40:-The acknowledged despatch slip will be initialed, dated and filed and retained by record keeper for
@RAR® HWTYOa] Mla] EREEIEEHDQ TV CRAINFTDOBR AR HaIYBQ HOEHIBW Hlojd 0@ B0l MelmldgLER0 alge
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A:-One year
B QIBaHo
B:-Two years
@6NE QUIBaHo
C:-Three years
QY QIako
D:-Five years
@6l QAUIBaHe
Correct Answer:- Option-C
Question41:-Unnecessary noting should be studiously
@PMOIUBYROQ) @s(ﬂqdaa,u% alomalwaegeElad
A:-supported
aflamemegemo
B:-practiced
al@ludlellensmo
C:-gathered
CUAUEIEEMo
D:-avoided
B¢1Q10E6Mo
Correct Answer:- Option-D
Question42:-Two or more drafts put up in a file
©B6N0 GR@IRIWE:E20 (WIQH(3 3@ anwelled mgmay
A:-shall be avoided
a8
B:-will be numbered
MMIB MLz
C:-shall not be practiced
@I ©.21Q08 aldslgy
D:-may not be correct
wdlooidleslg
Correct Answer:- Option-B
Question43:-To save time further information may be
M. 210ElEIM @se@ AllieERud (gD Al @RE:00
A:-gathered in piece meal
$:04) B$0.4/00 ELREIEIEI
B:-gathered from subordinate offices
auesnudauilemng soadlrnyeglad alar’ euoaud gioy
C:-gathered from records
ceaIBElmd mlam’ cuosI@l 4@
D:-gathered from head office
a0’ 830adlmil@d mlan’ 6@ ajoy
Correct Answer:- Option-C
Question44:-Personal papers relating to officials should be indexed under
2EBHPNMNMBAID ITMWOAIS AUBTIN® Galajd W agalles myallaflevsmo
A:-the name of officer concerned
MIMWOS DEBPDTLAOM CalElOMIOSIale
B:-general head punishments
600D WlEUO Qldsaflcd
C:-general head appeals
600D @RaJlajegeS Qldsa]lcd
D:-general head
LMOT OO
Correct Answer:- Option-A
Question45:-After the dispatch of the periodicals, it shall be disposed as
@R B6ERUS @M 4JTilPER, @RM BT (B0 @Bajddso
A:-L Dis
ag)@d awslony’
B:-D Dis
awl awdlarve
C:-R Dis
603 auwlmy’
D:-Filed
Yl 6alQ
Correct Answer:- Option-D
Question46:-The entry in a paper made by clerk or junior superintendent to facilitate the disposal of a case is
8@ eMIloM @ldajo@d MYUNLEIBMGIM §odeHI BMWA MYEJENRI ORIV Galajdlorl aadE] oomasny
A:-Note
emog’
B:-Draft
QWoeg’
C:-Record
©0CEHIBUY
D:-Document
(@J@06Mo
Correct Answer:- Option-A
Question47:-Notes written in one office shall not be communicated to another officer or office without the consent of
8@ 80adlnilmd aggolw ae;(ﬂqdre,ué 26QI@ PEBPNTOHMEI BoadMilEMEWI ER@HS MER®ARIE® ERAITIEHIM aloSle).
A:-Manager
206MRAQ
B:-Head of office
830adlny’ &anouy
C:-Section head
OTVBHUM Ban’
D:-DGP
wWledlal
Correct Answer:- Option-B
Question48:-All records will be filed on record racks
ageyo eoc@s)orﬁn.qa,go HOCEHIBW 0IEBBBHEID a)EEEOM 0@ 6.21Q0
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A:-Side by side
Queeglengl
B:-On top of one another
aamlme geglcd aegoay
C:-Vertically
Llo6nIn0@
D:-Both (1) and (3)
(1) 20 (3) g0
Correct Answer:- Option-C
Question49:-Total number of absences from duty while availing CL and compensation leave shall not exceed
@] af)@B Qo Maal@la0d® @RAIWIR0 afFEREMIOUD auég’knﬂmﬂ oy’ (m%m’kz%aass«n rﬂmm)sa‘ragos @ROB af)efRo af)® Sl alosley
A:-7 days
7 Ao
B:-5 days
5 dlame
C:-15 days
15 dlaimoe
D:-10 days
10 dlaaroe
Correct Answer:- Option-D
Question50:-In case of reappropriation orders the amount must be in multiples of
J@neoeleaum 608WQHEeS SOOI DHQYOS aB® WEMIDEBEWIBlE6mMo
A:-1000
1000
B:-100
100
C:-10000
10000
D:-10
10
Correct Answer:- Option-B
Question51:-When a current relates to more than one topic is received, action should be taken
amilawlee allvoeargnonl mImweas $o@ eiEleemu, MsaSlowge®Mm gL Colwlcd
A:-by the section concerned with the first point mentioned
@Bk Mallafla cmamﬂc@momﬂ IMWeaJs Qlldal @00
B:-by the section concerned with the main point mentioned
lEI2BUD 4] (JWOM :zmomﬂc%momﬂ NITWens Qlldsa] @000
C:-by the orders of Section head
Allda] cawonlwes eOmEQYSHUB ()&
D:-by the orders of Manager
DOCMNB|BOS DODEQUMNV@] 4]
Correct Answer:- Option-A
Question52:-The Distribution Register, will be submitted to the head of office on the
nﬁln@m&m(ﬂ eelqyad, 8oadlny eawonlles ageajoud muadafles.
A:-Last week of every year
ag)gjo AIdauqe @RQITLIM @BE
B:-Last day of every month
n@]%() DOMUSDM QYo @RAITVLIM AElairoe
C:-10th day of every month
ag)gjo @OMVQJe al@mde GlQITVe
D:-First month of every year
ag)gjo QIBaHOYe @RBY BIMVo
Correct Answer:- Option-C
Question53:-Lodged papers will be retained for a period of
madallyl GalajgB U8 a©@ Boei@aalealss myssiese
A:-three years
Qam’ QI
B:-two years
©6NE QUBaHo
C:-six months
@3 MOV
D:-one year
8@ Qo
Correct Answer:- Option-D
Question54:-Papers which contain matters required for permanent reference will not be filed, but will be given the disposal of
Mdlead® 0an0M@MIMIC] @RI BOBKIBUS PUBEOEISEM CalajQHW8 AN 621Q]E), altdH @A AGEIBlYAIEBIMIT] agales M@ 0?

A:-D. Dis
audl. awlony
B:-R. Dis
@A, sl
C:-K. Dis
od. Ay’
D:-L. Dis
ag)@d. cwlmy

Correct Answer:- Option-B
Question55:-All communications from or to the Chief Office shall ordinarily be in the name of
allad’ @0adlml@d afleamd @ewllealcsd 988 aggd (e@ua«»nﬂnﬂmm)mge TLIWIEEMIV ER@ES Gal@leWI@ER?
A:-Asst. Inspector General of Police
@rMIlOmMMc LMBeMRA@ BMOT Goad’ Galoallmy
B:-Dy. Inspector General of Police
G)(UJnJég’] OMBOMYRHAB BMOB Goad’ Gatoallmy
C:-Director General of Police
WROHHA BNOM Boad Galtoellny’
D:-Manager, Police Head Quarters
206mMwA, Galoallmy eanay &10desg
Correct Answer:- Option-C
Question56:-The Officer responsible to the preparation and submission of Personal Files of Superintendents, Clerks and members of staff
MYJNERITBOSQo HIBLBBHSOHSQYo (R0 GLNEEBSOS ABTIO® a0EBUB @QI0oEBIMTI. Muadafeamaimn. someandlomass P6rPNMINM ERE
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A:-Manager
206MRAQ
B:-Supdt. Confidential Section
aRenE, EanLy Alleovie
C:-Asst. Inspector General of Police
@rmilomy@ mdemyed Bmod 6oad’ caloallmy
D:-Dy. Inspector general of Police
en»m‘gsg,'l OMBOMYRHAB BMOB G’ Gatoallmy
Correct Answer:- Option-A
Question57:-To note important matters, Gazetted Officers should keep a small book known as
@WIMBY5 HIEKIBUS BRLIENIM, DTG BadldRId ERAIWEWFIM 6@ HaIGY afTyde MYeleremoe
A:-Personal Diary
QETIn® WOl
B:-Personal Register
sOIn® eElqud
C:-Confdl. Note book
$0MBadlOMBaui@d Mg 6
D:-Call Note book
U3 GMOS 6N
Correct Answer:- Option-D
Question58:-The four series of disposal of cases are
CHTYHSOS BT oGO Moal alemieEg06m
A:-N, P, L, R
ag)@B, afl, ag@d, @A
B:-P, D, N, R
afl, aul, agM, @A
C:-R,D, L, N
@@, W, ag@, agm
D:-None
amag)
Correct Answer:- Option-C
Question59:-A distinctive letter will be added to the reference number after the year for final disposal. For Thrissur it is
@pmia allrleonamlmoe] AIdamBINY éUoatis 0NOMMY MMIGIERIE BT JEIB: GO EaldsBe @UREIM @ROY

A:-SP

B:-R

sl
Correct Answer:- Option-B
Question60:-Money, cheques and other valuables received as enclosures to communications will be entered in the security register by
@uwealrlaeorileminsog @6s aiclal altMaj OaldEd:ge 8Q oﬂennﬂs'khjgg QTR TYRBHO eelquolad ceaIeqsED.
A:-Chief Ministerial officer
allad’ dllqldl@ BoadiaTud
B:-Head of office
830adlny’ ®anouy
C:-Cashier
0oy
D:-Inward Section
MEUBUY HAVLUD
Correct Answer:- Option-A
Question61:-Correction slips must be pasted in the books on its receipt in the office, to which they belong within
OBODTD (Qg'lqdd-hu& 2@ 0@ ag)© Alaumoolrsslcd myesElod agldleemoe?
A:-a week
8 @Y
B:-a month
63@3 MI(Mo
C:-three days
Qo' dlaimve
D:-five days
@6l Flame
Correct Answer:- Option-C
Question62:-Section head will certify in the personal register that all pending papers of previous years have been brought forward after
g QidueEBElORl GlBal@@aflErI0m afglo GalajgdEe D AIBNUOTIGAIE HEBITBAINTISOMEIT SIS Sad AlETIN® EHITRI «3® dlodles gaanal MUOBHO|SODo?
A:-1st January
maoaiel 1
B:-31st December
awlrvosud 31
C:-1st May
oaw 1
D:-1st February
enEnaid 1
Correct Answer:- Option-D
Question63:-The peons, attenders and orderlies shall attend the office in working days from
ARG @RQMBAER0M. B0BWE ©.2IGMAIG. @YD Glarruesgled Boadlmild anomoeE:EMoY agGajoeoem?
A:-10 AM
10 AM
B:-9.30 AM
9.30 AM
C:-9 AM
9 AM
D:-8 AM
8 AM
Correct Answer:- Option-B
Question64:-Forfeiture of one days CL will ordinarily be the penalty for late attendance without permission for every
)@ dlainve @RMAIVIL0O® ©eIE: 1098BEIG:IM@IN 8@ damecm CL Mayeqiseman@ mowoesm@ow olvwowidles.?
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A:-3 days
3 dlaime
B:-5 days
5 dlame
C:-4 days
4 dlaroe
D:-2 days
2 dlamoe
Correct Answer:- Option-A
Question65:-The personal register should be maintained in
ABOIN® EHEHITYA MYeslenemn: of flesoeny’
A:-Loose sheets
@OWEI nﬂlgz}(ﬂ,uﬁ
B:-Note books
GMOS NYERBUD
C:-Form No. IV
Gande mud 1V
D:-Form No. VIl A
6ande Mm@ VII ag
Correct Answer:- Option-C
Question66:-The accuracy of statements made and inferences drawn in the petitions forwarded to higher authorities must be ensured by
2M® @EUE:ClBUBE @O MlEUBMEREIT MSOTIW @JTRIAUNSEHSQ EOMDRIMEBHOSTYo DO 20rJQIGBEODETEDY @RHOI6NTY
A:-Section head
OMVBHUM Ban’
B:-Manager
a0em=aA
C:-Dy. sp
OWals] AYerE
D:-Superintendent of police
Gatoallny’ cyalend’
Correct Answer:- Option-D
Question67:-Any doubt regarding the section in which a particular paper should be dealt with will be settled by
B @B Calo)B EOBG0KH 6.216QEMTE AlRINOOD MMl DY MWW @RI alBlad@lEBMM®?
A:-Section head
OMVBHUM Bany
B:-Manager
206MRAQ
C:-Head of office
830adlmy’ ©anauy’
D:-Dysp (Admn)
Dysp (Admn)
Correct Answer:- Option-B
Question68:-The typist should initial with date in ink on the draft he typed on the
665a]y ©6Sa] ©.21Q Wi Gl QYIS coaeqSOTIWIElEsmM.?
A:-Left hand top corner of the draft
@Wglod osd 6ed gagloal gal
B:-Left hand bottom corner of the draft
Wdlemd s 6ed ®Ie¢ gaioicd
C:-Right hand top corner of the draft
@Wandleod arioy ees: gaeglea gal
D:-Right hand bottom corner of the draft
Waadlemd aric ees @6¢ gaiaiad
Correct Answer:- Option-A
Question69:-All communications received in the office which are official or demi official are until numbering is known as
a0admilod eidlesm avespulle: @egiElcd eawal Badleym ER® g ERElMaEEEBEE. MMICLYY ERAIYINE QB AB®) GalElcd @A 5M?
A:-inward
ogsilealss’
B:-current
mlelaleeso
C:-case
GdMY
D:-tappal
[QEVIe]
Correct Answer:- Option-D
Question70:-Manager can permit his staff to leave office during office hours or attend office late subject to the condition that permission is not
granted for more than
€021Ul80018 B @50e100] @emaci m@smiley agm agamag) allewacel aoemedEs Boadm MBS 6Iadmy alsoemd BIadmiled EeB) n00REISHIEMI e
HAME e @RMAIGEIYMDIETY.
A:-One hour a day
8@ A 8@ nemlead
B:-Two hours a day
Alamvosiled e aemlegsd
C:-One hour in a week
@RVl 8w nemlesad
D:-Two hours in a week
@Rl e aemlgsd
Correct Answer:- Option-A
Question71:-The record room should be locked and sealed every day and entrusted to the guard commander on duty, recording the fact in
60820 Qo agld AT oyl NI ©21YEQ WiSIolajss 1B HAIBAWEO aB@o]Ed:0l AUTY® ABBIT CEAIONSTDEQe EEMo.
A:-Record register
60eod eeflqpd
B:-Record entry book
£0EHIBW agiBS] 61y’
C:-Sentry relief book
eauadsl dleflad’ enyes’
D:-Record book
O0CEHIBW 6Yces’
Correct Answer:- Option-C
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Question72:-Packets containing official correspondence, which is not of confidential nature, should be addressed by
a0y MLIRIAIAISPOD BDEBPUTE: HODISAIFEHUS @SR AIOEBYBUD ARYBOSCAIBIT MTBB6Mo?
A:-Officers name only
6830adlrBRI®mOS Cal@lEd D00
B:-Official designation only
81esPUIe alBall 20@o
C:-Office name only
830adlny’ ¢ald® 20@o
D:-Personal name only
QUBEDIER0Q Cald M@0
Correct Answer:- Option-B
Question73:-The number of name covers and current numbers of files sent to officers and to their camp office shall be written by
60adTUBRBE @OAIGES HPMI Boadimileaidz. @GP HEMWo BARHESS RO MRIalonl AWEBEOS agRY AP FLMEY @267
A:-Manager
ooemRaA
B:-Despatch clerk
©WTYIaf GABL
C:-Section clerk
OTLHUMB LA
D:-Duty officer
nugg,’l 80adlrud
Correct Answer:- Option-A
Question74:-The in-coming or out-going periodicals will merely be entered in
- &floty @OLBIM B05-6U0WuT ERM@:NBERW EdRl aalles alBenemo?
A:-Personal Register
Qeoln® eelqud
B:-Records Register
60eIBWNY eelqyd
C:-Despatch Register
©WIYI5] eelqnd
D:-Periodical Register
@Rmels exflqyd
Correct Answer:- Option-D
Question75:-The Register of Ladged papers will be maintained by
elWE alojQeges EEIqR® aldlaoelesmay
A:-Manager
206MRAQ
B:-Section clerk
OTLBHMB LB
C:-Record keeper
60eIBW &lajd
D:-Despatch clerk
OWTYIof GABLH
Correct Answer:- Option-C
Question76:-The orders on the particular case should be communicated only to the
@JCOYB CHMIlOR DOTMOYSUB 20@ea @RI
A:-the head of office
830adlny’ eawoall
B:-the officer concerned
NITWES PEBLPRWITVOM
C:-ministerial head
2@l®e ®elm
D:-office name
a0adlmilom® cald
Correct Answer:- Option-B
Question77:-There will be an office letter box in every office and the key of the box will be in the custody of
ag)o Bvadimilee 8@ Boadimy’ ©RIgd eniog; eeMnRIdlEss, HISIYeS MBI AV®eS dIYWlalaowldes.
A:-Manager
2O6MRAQ
B:-Duty officer
rwg &0adlrud
C:-Duty personnel
nuég,’l 9EBPUMNAR
D:-Record keeper
6063 &lajd
Correct Answer:- Option-A
Question78:-The Head of office of Police Training college is
Gatoellny’ sy emoegedlon aoadlmy’ cawoall @R @Y
A:-Chief Ministerial Officer
allad’ dlilqldl@ soadiaud
B:-Chief instructor
allad’ pBYRA
C:-Legal officer
ellv@ soadlrud
D:-Principal
@Jadrlajoud
Correct Answer:- Option-D
Question79:-When a paper is returned in original or its copy is sent to subordinate, the form of disposal takes the form of an
8@ GaloJd adlelmeal@d dldlee: Me:emMIeLd @RTIOM alt:@q] BlFaniseOmIM EROEEMNELI, allMleINETIOR @al aBO @ lcwilanem’
A:-Letter form
HHO GaNdo
B:-Order form
680BWA @aNdo
C:-Endorsement
@RoUTlB:000
D:-Demi official
eawadl 835U
Correct Answer:- Option-C
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Question80:-When officers are on tour, the tappals intended for them should be sent to them
©EBHPAMINAG BDEBPUIBWIE MSEDEMIUD, @RAIBEHIWI Qc@(mhj%gg 0j08)d:UB @OAIRES af)Enjoud @RWQEM.?

A:-Weekly
[QlleTeIcH

B:-Daily
Alairoqje

C:-Bi weekly
66)BIQUI0

D:-Occasionally
wosgiles

Correct Answer:- Option-B
Question81:-The current numbers and addresses of references sent out from the office shall be entered in
&0admiled @’ @4l tanomdmyeees mlealeal MMQEE. allenruasg. agalles adeems
A:-Despatch register
©WMYRI5f eelqud
B:-Fair copy register
6a0@A eH0af eslqud
C:-Personal register
eoIn® eElqud
D:-Note book
GMOg 6Ny
Correct Answer:- Option-A
Question82:-While despatching important papers such as pay bills etc from one office to another in sealed covers by post, it must be sent by
Gal snﬂgdee;uﬁ Gal0BIBS (JWOIMBa]S GalajQ@ud 8@ oadmiled mlm aegoaTieaies MM ©21Q GG (@M. @alo@d ISl ERWERETERMIEN?
A:-Registered post
eslmd ©a1Q Galomy
B:-Not by regd. Post but a certificate of posting obtained
QA ealqy adlwey. aMI@ MUASlndlEg 6300 ealdqylet’’ 1€l afl@lensmo
C:-Ordinary post
TLIWOEEM GaldMY
D:-Spl. Messenger
QJEDiB GO
Correct Answer:- Option-B
Question83:-The communications from unit offices to Police Headquarters shall be in the name of
Qemlg’ Boadmysgled alon’ eaoallmy’ munomesmesgs errealmlawsarud Gal@lalemy’ R
A:-Manager
206MRAQ
B:-AlGs
af)®ag)dleud
C:-ADGPs
agywlgdlallaod
D:-DGP
wledlal
Correct Answer:- Option-D
Question84:-If the petition received is illegible the course of action to be taken is
21€ly] MlEQIBM. @RAIEMmRIOEMEIE TLlB:Glesnene MSalsl ag@osmy
A:-A legible copy be prepared by section clerk
8@ QUBMOQRESS ald®Ba] ETVBUMB HAL OQYIOIEHEM.
B:-A legible copy be prepared by section head
6@ QUBMORSS ald@a] HTVBHMB HaDUY @QIOIHEMo
C:-A typewitten copy be prepared
8@ 66Sq] a1 eHafl @QI0IEEM.
D:-A photocopy be prepared
@ GaNdE3EHIq]l ®QIIHEMo
Correct Answer:- Option-C
Question85:-Register of reports about missing records will be maintained by
MeY20@ Flayss dleqjodgeees eslmyad adlaelemo eroosm?
A:-Section clerk
OTLBUMB LA
B:-Record keeper
60603 &lajd
C:-Section head
OMVBHUM Ban’
D:-Manager
ooemRaA
Correct Answer:- Option-D
Question86:-Indents for stationary must be carefully scrutinized by
CIYUMTlERes @rra(u)c%:ﬂ,uﬁ MY&%00© al@leuooullesnsRoY @REoem?
A:-Section heads and Manager
alleone eawoallego @0emeRTe
B:-Section clerks and Manager
HTVBUMB LIBLBNIG BIEMB@o
C:-Record keeper
60eIBW &loyd
D:-None of the above
BHE@W AlOFOMAIOWITRAG)
Correct Answer:- Option-A
Question87:-If demi official paper is used, blank continuation sheets used must be
oWl Badleay@ Galajd aleOUTERBWISMEITS, WMLOW ARB®E. DSAB nsﬂk(z@;cra DaleUTleHmEN®I6TY
A:-Superior demi official paper
Malleled eowal Gadleuy@ calojd
B:-Ordinary paper
TLIWOEEM Galad
C:-Distinct colour paper
QOYTEOD QIBETR Gala)d
D:-One sided paper
6@ QIUEYSS Galald
Correct Answer:- Option-B
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Question88:-Register of addresses of the members of the office staff is maintained by
&0adlmy’ quoadleer @rewEREes allenaumsges eHITRA aldluoelaamo @REEM?
A:-Record keeper
60eIBW &loyd
B:-Head Clerk
£000W A
C:-Manager
2o6MRAQ
D:-Superintendent
Tylere’
Correct Answer:- Option-A
Question89:-0Id arrear lists should be retained for
ale®@ &Slygle eﬂqx@,uﬁ )@ BRIEOOE Tlaimldomemoe
A:-one year
B0 Ql@aHo
B:-two years
©6NE QUBaHo
C:-three years
Qa1 QIBao
D:-five years
@6l QUBaHo
Correct Answer:- Option-C
Question90:-When a book is put for reference, it should be placed
@ ojY@he 0an0MBAIMI] 56Mius, @R agalles eaidenemoe?
A:-Along the file
an@eflomoae
B:-Below the flap of the file
aneflo@® agoaflay @moee
C:-By hand in person
QUE0010200] HOB:OB06ME
D:-Above the flap of the file
aneflo@® agoafly’ gegled
Correct Answer:- Option-D
Question91:-Stamps to be affixed in covers intended for authorities in foreign countries is
allesue eomyERglOR @RUWIBICElEWBEIW] DE3Wlalges GBSl asledene qRIME:ud aB@o6m?
A:-Service stamps
audallony’ qomyesud
B:-Ordinary postage stamps
TLIWIEET IS TROMYHUB
C:-Foreign postage stamps
alleBu @alo®d qRomieud
D:-UN postage stamps
Qag)B @ald@d TRIMYSHUD
Correct Answer:- Option-B
Question92:-Whenever a new index head is taken into use in a subordinate office the fact shall be reported to
8@ quemudaslemy 80adlMI@ 8@ @@ Myalle el palewouilenemiod, @ QAR® Oleafods ealeQemRey @Ry@o6m?
A:-Supdt. of Police
REI6NE 8300 Galoaflny’
B:-Admn. Assistant
@rflm. @il
C:-Manager
206MRAQ
D:-Chief Office
aflad’ 0adlny’
Correct Answer:- Option-D
Question93:-Daily stamp account for letters sent by post will be entered in
®alo@d Il @ERMN HIOHEOS @@IEIM qRoMI GREEVENE (G GEAIOFID
A:-Record register
60eod eeflqnd
B:-Personal Register
eln® eslayd
C:-Despatch Register
O] eedlapd
D:-Cash Register
B0 eeflqnad
Correct Answer:- Option-C
Question94:-Papers relating to appointments and postings are being treated as
AlamQfe GaldMloDo MENIMUWlg| Gala]QHUd oGO CEOHI BEMEILBMD
A:-Secret
@anMVYe
B:-Top secret
aled ®aNMVi
C:-Official
81e3yUTle:
D:-Confidential
@aNMVPODH0
Correct Answer:- Option-D
Question95:-When a clerk goes on leave he should hand over the office key in his custody to
6@ Yary® EPAWIDIE Galod:emud EPwIges dIYUWIKlges Boadlmy @IEmITS EPWIUd ErRABLs ©6&H@06Mo?
A:-Manager
2O6MRAQ
B:-Section Supdt.
alleowo ayaleng
C:-Near by Section Clerk
qudlaiooilees eTuem gdas
D:-Duty Officer
nuég’l 80adlrud
Correct Answer:- Option-B
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Question96:-Preparation of any communication proposed to be sent from the office
&oadmil@d aflom’ @e@gom midequwlesa agemarlal @rUe@Almae. MmQVOIERMTIOM )l alOQ.
A:-Drafting
@Wagleuy
B:-Note
emog’
C:-Order
680BWwA
D:-Letter
HHOD
Correct Answer:- Option-A
Question97:-The personal file of the staff should be kept in
HANEBIBOS MVIBHOBY AOQ@B @G TYHEEMo?
A:-Custody of the Manager
20EMB@BOS SR
B:-Custody of Section Supdt.
OIVHUMB MYJ6NE BAYAL]
C:-Confidential Section
@20y 0fleowe
D:-Custody of Head of Office
&0adlny’ cawoalles eqyau
Correct Answer:- Option-C
Question98:-Despatch section will be under the direct supervision of
ORI Allgdnoe emalgeg camdem fleloodles.
A:-Manager
a0em=aA
B:-Fair copy supdt.
6003 a0 M
C:-Junior Supdt.
2rlod myeeng
D:-Record keeper
6063 &layd
Correct Answer:- Option-D
Question99:-A communication received in one office from outside will be known as a current until
ajoom il 8@ svadlniled aidlesam @rue@aldlaws «g® AeE GO @R ERAlelg.?
A:-lIt is filed
DO ANQ@D 6al
B:-It is disposed
@ Tlo £21Q QIO
C:-Drafting on it
@R WIagley’
D:-It is put up
OO alBleMMEIW] ealsfldlesme
Correct Answer:- Option-B
Question100:-Petition or report addressed to a higher authority through a lower authority shall
8@ ©9g @U@ geaim d@AM EPUWIE:IElHY @REITVEENIWM £.21QN @OEIHHEDD Aleajodeso
A:-not be withheld
OSEORAUQEBO
B:-be withheld
@SEORQAUR.
C:-be returned
oldled eldleemoe
D:-be closed
@S 4]@l&6emoe
Correct Answer:- Option-A
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