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FINAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test
Date of Test 03-11-2023
Questionl:-The transaction of business is governed by the rules made by the Governor in exercise of the powers conferred by of the
Constitution of India.
AN BEEMOLISMWOS mmﬁ@ﬂmﬂgg@ a@pwWleoeanud allmlewouilal waidemad pimossio mloranud @emmE]yem enilmimay sans dlolesmay.
A:-Art. 309
@pdglesled 309
B:-Art. 310
@rdglesiud 310
C:-Art. 311
@pdglesled 311
D:-Art. 166
erdgleslud 166
Correct Answer:- Option-D

Question2:-Communications addressed to various functionaries of the Secretariat are given to the addressees.
emgesdlogea alalw @adomeee @rEITIEMIWM Halgm erwalriawemsed alenmenddes’ M@BBM0.

A:-through GAD
glagulaiges

B:-through Office Section
&oadly allronomiges
C:-through I&PRD
6ag) & ofl.@aryd.awll. aigl
D:-directly
emalg’
Correct Answer:- Option-D
Question3:-When a staff in the section goes on leave, he must invariably hand over office key if any in his custody, to the
oo allrononieal 6@ eflameoemd ERAILIYITE Ga@emu, e dIYlalaes aadlny @IEEITd agemElaj PeMEIT @@L MHlEacw @R ERARE HEGBA0EM.?
A:-Section Officer
OMLBHUM B0adlrvd
B:-Under Secretary
@PEMTEA OGSO
C:-Security Officer
eﬂu@;é(o’lgﬁ &30adlrud
D:-Any other Assistant
26Qe®mE3lej @RMIlqYA’
Correct Answer:- Option-A
Question4:-Who is the authority to approve the note for Council of Ministers before submission to the Minister concerned?
NINWENJS AEDlles Mada]esmalay gl aEflrueEes @dla] @U@l ERAEneM @Ule:000?
A:-Secretary concerned
ITWOS OTVGSO!
B:-Private Secretary to Minister
2RSS MVISHIOY HAVESC!
C:-Chief Secretary
aflad’ ©MVEGSA
D:-Secretary, GAD
oM@, lagowl
Correct Answer:- Option-C
Question5:-When proceedings are issued by the specified authorities notified by Government under various statutes, if not issued in the form of
Government Order, need not contain the words
allaflw cloasaswdes HlFlod MdEIAB allamoaime 6.21Q MGl @RUWIE:IElRWE MsaISleud ajosqgallesemud, Md®IB EmEAISMO @aIEDIM joeqigaleamiogelcd
ag)am QEHUB @rsarlalclemamdle).
A:-By order of Governor
vwademyes somealaes
B:-Forwarded by order
oomealges QETNOZFOUIEY
C:-Issued under authority
@RWIB0e0wIM HFTd ajosaigallaley
D:-the nature of authority vested
Mleefloj20® @RWIE:EEOMO MV
Correct Answer:- Option-A
Question6:-Statutory notices like those under section 80 of the C.P.C. received on behalf of Government shall be forwarded by the concerned
authorities to the Suit Section of Law Department within a period, of of the receipt of the same.
qudenodlmeeisnd eidlay mil.all. il @es emueum 80 eoegss Mlwaneaow mmcﬂmﬂqda,uﬂ ENITWEJS ERWEle0B mleaasaflemo mus’ aleonasieas ooy eiEydlomo @
Soeigalnsslod Gog.?
A:-twelve weeks
QDN @Ry
B:-six weeks
@RJ @Y
C:-eight weeks
oS @O
D:-four weeks
moel @Y
Correct Answer:- Option-B
Question7:-Every ordinance issued will have to be replaced by a bill within from the re-assembly of the legislative failing which the
ordinance shall cease to operate.
aJ08ayg0llal 896 BoBIMMMIlme alt:e. MloamldaaosmmeRes amdmruewiad i’ 288l 8@ mim aodlmundallemoent, @R aleIBWeFO@ Bodulmmmy
@UBOmMo @OAIMIIMlaflER0.
A:-one month
63@3 @OMo
B:-3 weeks
QMY @Rg
C:-six weeks
@R @y
D:-two months
©6NE @OTVo
Correct Answer:- Option-C
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Question8:-In the matter of processing important communications, and confidential papers Additional Secretaries and Joint Secretaries have to take
the same level of responsibility as that of the to Government.
@WIMEYS ERUANMIAVEEBEE. EANTVHRERS: EEEIBGE CITVITY YD BHOEKOBITE @RUlAHIM@S HTMIGSCIZ0G. eBTIF OTMIGSGIRM. VaEMBEARlEMIS H.alYM @ERE® GaITTe)Es
DODEAUEIOD. @RYE n@gaggme‘mo?
A:-Additional Chief Secretary
@RUlaHeM@ allad” OVEGSO!
B:-Head of Department
Qidha] cawoall
C:-Chief Secretary
allad’ ®aVEGSA
D:-Secretary
MV
Correct Answer:- Option-D
Question9:-In the Secretariat, a consolidated fortnightly index is prepared by the collecting information from all the other department of the
Secretariat.
em@estlodl®, emugestlodiea aogep mfesgdag’lrd mlawe allaieeRud 6 Slanam 8G ! @ERILOD™ Myalld @QYIOILBID.
A:-GA (House Keeping Cell)
lag) (600 BHlaflety OAVE)
B:-GA (Records) Department
edlag) (©0emOBWMS) Qldha]
C:-P & ARD
ol & @@
D:-Law Department
Tl Ada]
Correct Answer:- Option-C
Question10:-Copies of orders, conveying financial sanction (including amendments to Service Rules or orders having financial implication) intended
for communication to the through the Finance Department should be signed in ink.
WMEHIEY Aldaf gl cales’ @ryroalmla®e. MsEmm @c@ueﬂ_ngg avomiosile @emad (emaim moasrglenl CRENTIB:EE TLIMITIHE: @OPCNOBESSS DODOYSHESO
Qu&sundsus) @pdlollasam 2ODEQYBEOS rua,d}qdeaaoﬁ 2:fQI@B Baflsemo.
A:-Governor
naRemad
B:-Minister
2@
C:-Accountant General
@REEHDERA WNOGY
D:-Advocate General
@RAIEEHF BNOCS
Correct Answer:- Option-C
Question11:-When final answers are given during the recess of the Legislature, copies of such answers have to be forwarded to
rloamees @pAIWEILITD GRII2 POMEERUY MABBEMIIUS, RO DOMEEBBSOS mne,:aqd@,ua @RQE6Mo.
A:-Legislature Secretary
eaiglemyald eauGsol
B:-all the MLAs who raised the questions
621068308 ©M©Il4] 0o aflenf)@Bah@OTe
C:-all the MLAs
Ag)QJo 0f)ong)@ag)2@3e
D:-the Speaker
flend
Correct Answer:- Option-B
Question12:-When it is proposed to obtain on the note file of a case the concurrence, opinion or remarks of another department of the Secretariat so
that such concurrence, opinion or remarks may not form part of the official proceedings, the mode of referring a paper or a case and obtaining a
reply is called correspondence.
8@ MO0 6Mg ro@el@ emuessledieonl 26 Ad:]emo MI®ERd EREIWOIDERI alEXAABLRERESI IElENIM MIBERUIlEOIFEMIIUE, EROME. MEAER) EREOWERD
10023UREBESED BVERPUIS MSaSIBENS EUVRIBIGIFIEIM, 6@ Galnjd EPERIEBI EBMY 0and HaGMEIM@. 2QaIs] emgmMainges dclow SOMNSalogHUB agm allglesmo.
A:-Official
8DeEUIEo
B:-Demi-Official
oWl Badlauyod
C:-Un-official
@ROMDEBPU o
D:-Internal
OeMEM@3
Correct Answer:- Option-C
Question13:-A register of delays in circulation in Form No. XV, Appendix | shall be maintained by
Gande MMIGIBD (@JaleeMEDleal GoaImamEDleo e ealayd XV, @omsnicwe | al@lasoalene
A:-Section Officer
OHMVBHUM 6B30adlTVd
B:-Confidential Assistant
eB0MadlowBauy@d @M
C:-Section Assistant
OTLBUM @MY’
D:-Office Superintendent
&0adlny’ my@eng’
Correct Answer:- Option-B
Question14:-The notes prepared by the Assistant which contain a summary of the facts of the case, precedents, provisions of laws or rules etc. have
to be meticulously scrutinized and they should be supplemented wherever necessary by the
eamUlemo m«g@@;uﬁ, gmBwoaleud, m1<mmsmgsusr:m:a QIQIMINGUB OIS Msalo guﬂeaas)o@grm @M@ ©®QI0osI© @:(ﬂqdaa:uﬁ MR63000 l@lewRIWEBH:Q0
ARAURSFISTT BIQOIBEDB Qo 6)2I6QEMEEY @RE?
A:-Under Secretary
@PEMTRA OGSO
B:-Section Officer
OIVSUM Boadlrud
C:-Secretary
OGSO
D:-Office Superintendent
&oadlony’ yalend’
Correct Answer:- Option-B
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Question15:-The date stamps of officers are in the custody of
2e3LOMIN@eS Gl qRoMB:Ud r@es eqyslaiensm?
A:-Office Superintendent
80adlmy’ myJeng’
B:-Confidential Assistant
GB0BadlowBauy@d @MIqE
C:-Section Officer
OMLEHM B30adlrvd
D:-Officer himself
830adlrud @ea
Correct Answer:- Option-B
Question16:-If a paper is returned in original with an endorsement, the fact should be indicated and dated in the column of the personal
register.
8@ GaloJd 8@ @.UTB:0EEOMINS WINIBGNOTIT GO ME:E:@ISEMEIT3, QTR® Qeoln® esllquemo [
A:-12th
12-:00
B:-13th
13-200
C:-4th
4-::90
D:-15th
15-200
Correct Answer:- Option-D
Questionl7:-The shall maintain discipline in the section and sees to it that his orders or instructions are not disputed or disregarded by his
assistants and other staff under his control.
0 QllRONOTIB @B 4JSER. MRITIRTDHQe OHMO POMEYHHEBI MIBEZUEREBI MEMO crumomﬂago ©@emo Hl@emoniass ag Elamenid. e @O @AW QO
emqmﬂag@«ﬁ 00aIERHQo 6).2ICQEMETY @ry@?
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMVBHUM B0adlrvd
C:-Secretary
OISO
D:-Chief Secretary
allad ®aVEGSA
Correct Answer:- Option-B
Question18:-The personal files should be maintained by the of the General Administration department.
QBTIN® 00808 MO @rlalemyamd allajodseadiono al@lalellensme.
A:-Service Section
eruaim afleowie
B:-Accounts Section
@ROEVNZBHUD QllRowo
C:-Secret Section
@anVy QllRoMe
D:-CR Cell
alerd e
Correct Answer:- Option-D
Question19:-Any reference issued from the office which originates the file is called
@@ p@alesm aoadmiled alam’ M@3em ag@ oanomamilem®s agoo alglesmme?
A:-Arising Reference
)96 0Mlet) OanoMm
B:-Tappal
®alo®d
C:-Current
alealeear
D:-Correspondence File
BOGTYITMEMMY 0@ @B
Correct Answer:- Option-A
Question20:-Money, cheques and others valuables received as enclosures to communications will be entered by the office Superintendent in the
and delivered to the cash branch of the accounts section for safe custody.
@RWAllQOTIRES 1BEGIUBEID AIEERM alMo, OalB®:ud, ag’ o.ﬂmnﬂsﬁngg QIR agalal e0adlony’ aryajeng’ @ DTBHBHQo MYESUOROQ &QRUlEIQ]
@OE®VEEMY AlleoNEDIHMO d:0af EJoeriealds aOETlEBSQ 6.
A:-Inward Register
eoadaoday eellayd
B:-Valuables register
QRO EITYA
C:-Tappal Register
@ad eelqmyd
D:-Security Register
om@é@’lgﬂ eslqud
Correct Answer:- Option-D
Question21:-The Council of Ministers is constituted under of the Constitution of India.
AN BEEMORISMWQYOS (@JB00206M AQTIMVE @alle:@Elamoy.
A:-Article 163
@pMEgE. 163
B:-Article 166
@nmegs. 166
C:-Article 309
@pmegE. 309
D:-Article 310
@pmegs. 310
Correct Answer:- Option-A
Question22:-A member of the establishment touring on public (authorised) holidays in connection with the performance of his duties is not eligible

a3

myaflaf) Qo GO EEEIOFEDEQ GO,

for in lieu of holidays on which he was on tour.
@OMO a@eldud MIBAClERM@aW] MIMWeS Hald® (@RoAlp®) @RAWIFMEEBREI®E alesMe MSEDM MUNIAIMETIHL! BTGB @RWOTIM @M aleySMoe MsoBlw @RAIWIEMERU3ES
al®200 o) @pdaoolg).

A:-Compensatory Holidays
Magal@lande @RI
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B:-Travelling Allowance
QIO @RRIQIMBMY
C:-Compensatory Allowance
Magnl@laNdE @RIAIBMY
D:-Casual Leave
auowoaeem eflar
Correct Answer:- Option-A
Question23:-A may contain a precis of previous papers, a statement of the facts reported and proposals made in the current file, the
arguments for and against any measure proposed, and suggestions as to the action to be taken.
3M CalojQBESS GG MoWade, Cleafods’ HaQeqs QTROHSOS 6T (JTRIUM, dleialoal anwel@d m@slw dldegusmsed, MBeawlemeas ageesla Msaslow @omaelyo ojolgeljo
288 aemEBu, ruleclemmt Msasloweandlyss mldequsEBud agamlal ag®icd @nseaRlolcle.?
A:-Note
&laf
B:-Draft
HES
C:-Report
Aleajods
D:-Statement
@myoaim
Correct Answer:- Option-A
Question24:- is used to lay down the distribution of subjects, procedural matters and such other aspects requiring compliance by the office
and reference over a long period of time.
(ﬁlr&@mgas allm@eme, MSalSl@RalEnd® B00ERU, Boadlny aloelleemsm@e Sld ¥ 0a00MMY @RAIYSS®RID ag QLR agamlal Mildspoilendm
Oaleouilesmo.
A:-Memorandum
)ADCAINI6ETRo
B:-Office Order
80admy’ oomEQl
C:-Circular
qmudesaid
D:-Notification
allemoalme
Correct Answer:- Option-B
Question25:-The Electrical wing and Secretariat garden are under the control of Department.
aiglen®d alleonqle HIVGESAIRG 1IBaW. Qdafomdo dloasemoniane.
A:-GA (House Keeping Cell)
lag) (£a00M Hlaflet¥ ©V@)
B:-Parliamentary Affairs
a108210a0}d] G:006ERu3
C:-GA (Co-ordination)
gdlag) (aResoaimo)
D:-GA (Accounts)
elag) (@RO®DETEHUB)
Correct Answer:- Option-A
Question26:-The proposal for overruling the advice tendered by the P&ARD should be routed through the
all & o). @RR.AWl. M@ PalEaUB. @RMLIRANERIMPES MIBEGUBe ms\ﬂmﬂrﬂ;&oﬂssmo
A:-P&ARD Secretary
afl & @Rl earv@sdl
B:-Chief Secretary
aflad ©VE@SA
C:-Law Secretary
oo eau@sdl
D:-GAD Secretary
2dlagwdl eTVE@SA
Correct Answer:- Option-B
Question27:-The Periodical Register should be in the custody of
@Rmaele eslIud EOeS MeeuIMODIdlesme?
A:-Assistant
@Ry
B:-Section Officer
OMVBHM 630adlrud
C:-Computer Assistant
BUSA@ @pmilqya’
D:-Office Superintendent
&0adlny’ myeJeng’
Correct Answer:- Option-B
Question28:-The notes for the subject committee should be got approved by the
Alla@mdl@lQes @Clajdude @o@mes @ouileo. eidlenemo?
A:-Chief Minister
o@Dl
B:-Secretary in charge of the dept.
Qdrafodo yaoaiges 6mu@sa!
C:-Chief Secretary
aflad’ ©MVEGSO
D:-Minister in charge of the dept.
Qdafodo yaoaies aas
Correct Answer:- Option-D
Question29:-The papers will be submitted with a note within of their receipt in the seat except in time-limit papers.
M2aIAIW GalogB U8 B8F16®: Galagdud @raImes emUlaied alm’ 088l 8@ SQafleomoaj. M@ muadafeso.
A:-5 days
5 dlaime
B:-3 days
3 dlamve
C:-7 days
7 dlairoe
D:-10 days
10 dlaaroe
Correct Answer:- Option-A
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Question30:-In the case of articles of stationery supplied for use in the office of ministers should keep proper accounts and they will be held
responsible for the returns of the articles at the time of winding up of the offices.
2@@120@6s 60adlMiled Palc@owleaIM@EIMIR Alm@Me 6.2QYM ETRAHMA] AUTRESOS &Y AW HEMERHUB TS ERBQo Boadlryeed @AM esemioud

MOWMERUS GlEleH M@SBMOIM EPAIB PEMEAEGSIVIFIEEBQo 6.aiQo.
A:-Private Secretaries concerned
FIMWOS MVIHIEY OTVGSOI2OAR
B:-Secretary in charge of the Department
Qdafodo yamaiges emu@sa!
C:-Additional Secretary
@RUlaHeM@d OIVEGSO!
D:-Office Superintendent
&0adlny’ myeJeng’
Correct Answer:- Option-A
Question31:-Communications to corporation should be addressed to the
680B0E0UDNIQYSS @RWATIAM. E&0BaE0UTICRIES @G @REIMIEENIOWM 6 21Q6Moe?
A:-Chairman
©.21@A@20m
B:-Mayor
[l
C:-Secretary
OTV@SAl
D:-Counceller
ovemavlaid
Correct Answer:- Option-B
Question32:-On scrutiny of currents received, if it is revealed that the communication does not conform to the rules of correspondence as laid down
in Chapter X of Kerala Secretariat Office Manual, what measures will be adopted by the Assistant?
2@y aoc%ags;s MYBYalElEIWMDI®, EHes HMGESHIWG Badlm’ 20marlemO Al ERWIVETIG Al0sEIElEBM 1Salog 3 M2ERAE @RMIY®RIW]
arwalmlae. Msasamlegiam eAElq5@3, @RAVIMM A MSalSleud aolle@leso?
A:-It shall be returned under the signature Assistant concerned
@R UMWOS Ba ManolQes Sl ddles M@0
B:-It shall be returned under the signature and orders of Under Secretary
@REMTEAG &MGIReS Bafle. pEmEAIM. H1¥lTs @R @lElee: M@e0
C:-It shall be returned under the signature and orders of Section Officer
6mUesM 60adlnges Bafie. pomealm. &IFIM @R dldled Mm@
D:-It shall be returned under the signature and orders of Secretary
6M@S0IQes Bqfe. omEAlm. ST @R GlEles: M@se
Correct Answer:- Option-B
Question33:-A statement of the final decision of Government on any matter submitted for information or orders is called
allaieasiemnd pomea)e:udead sl Madafesm ageoelal aluwapic wameadlemo @emia ClaamaDlemo MIame® aga alglesm?
A:-Circulation
UBEBERIHUM
B:-Disposal
awleryoruad
C:-Submission
mada]len@d
D:-Put up
aundailens
Correct Answer:- Option-B
Question34:- include bulky references, back files, copies of standing instructions or any other material referenced.
@ el® 0an0MMYH:u3, 0SS an@AB:03, OMBUlewy’ n')’l:ﬂc@uasmgos m&drxdee,uﬁ @RegIBIm qRomal.ty MEYHUM acgemEial eagldlomd agarlal ueqgamw.
A:-Current file
alenlleal a0
B:-Note file
[Hollsgtalolc)
C:-Routine notes
aloilal ﬁ(ﬂr‘d&(/a
D:-Put up papers
GalajQ® U3 0GB
Correct Answer:- Option-D
Question35:-That part of a case consisting of papers received, drafts of interim references, replies thereto and draft of final orders issued is called

2iéla] GalojQMUB, SEHIRI 0NOMITYHEES @ogﬂﬁ,m, @ROIMES BQaISI®U3, oj0eaj5lla ERTIA PEMENHEES (Wag afaTIal DWBEEGISSIN BE EHMIHMO CXNODD ag)om’
allglesme.
A:-Current File
dlenleal an@ad
B:-Case
G
C:-Back File
6NIOES DT
D:-Routine File
alolal a0

Correct Answer:- Option-A

Question36:-When any file or disposal is found missing on any account, the fact should be immediately brought to the notice of in charge of
the department.
ol Jlejo @r NE@D g lejo an@ERI0 MIBROBWMERO EBIEMOIDILEMIOUB, QTR® S @HN Qdafomdo sypoaigses 610 BARLDBEGODEMo.

A:-Under Secretary
@PEMRA OGSO
B:-Additional Secretary
@RUlaHEM@ OIVEGSO!
C:-Minister
2@
D:-Secretary
OV
Correct Answer:- Option-D
Question37:- from is used when specified communications are issued to subordinate working within the Secretariat.
emu@esclodimeascd ezoal £.21Q)M #lgeapnmadss’ Mlddey erralmlaweasud m@deemioud Daleouilenmo.
A:-Letter

O
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B:-U O Note
© 60 6Mog’
C:-Memorandum
GACARINI6NZe
D:-Circular
mudesaid
Correct Answer:- Option-C
Question38:-Which of the following statements is not true, when files requiring concurrence, advice or clearance are sent to other departments such
as Finance, Law, P&ARD etc.,
MUED®0, DalBBUd. @RERIEIGE GIWOMMY ERHAIYSS ANWEJE:UB WMEIELK, M., all & ag@Erdul @smilw ag m@ﬁ@g’ltzmm“ @ROREMUIUB GIOPLAORQRM TYIAUNBEND ag@oeny
wdlwgoom®?
A:-Only by officers of and above the rank of Deputy Secretary
eWals] 6T@SAl co@slae @oaigadlel 988 DeaPMMNABE 20@e
B:-Orders from the minister concerned is necessary
MIMWeS 2ATIQYSS TMEAT @RAIUBKAIET
C:-The file may merely contain the statement of facts of the proposal received from the outside office
oJogoes aoadlmiled mlm eidly dldequoilomo AIMROGSEeS TROAIM 20@ea anwelcd @oswrelcleE
D:-It should contain a definite proposal tentatively arrived at by the department concerned
MIMWEOS Adhn] @ITBEHle:200] agEwiegdm e mlunlo mldegu. @@ @rsaRlRldleseam.
Correct Answer:- Option-C

Question39:-The nature of reference issued will be noted in column of the Personal Register.
M@HM 0a00MMIOMO MVIBIAL Galgem@d eslqydlendo CHIBOTITB CEEIOIGEDo.
A:-9
9
B:-5
5
C:-4
4
D:-7
7

Correct Answer:- Option-A
Question40:-When the answers to assembly interpellations, resolutions coming up in the Assembly etc., result in the issuance of any order or
instruction by the Secretariat Departments, they should be classified under a side heading
@RMo6R]l DBOIGEJaUMB B, HAMERITE QAUIBM (JEEWEERU YDRIVAIRYSS PODEERUS HTVEGESTIWY O.Icﬁaqdﬁ:(}ﬁ ABOOBIej DOMEE MBEEURERD njosqFaleRM @@
HLIBIEBEMIOUD, GRAIOX Qg)om o @3 fldlememo
A:-'Legislative Assembly'
' moame'
B:-Assembly Questions
Mloame eansyEBRud
C:-Interpellations
QIEUPMEBRUD
D:-Assembly Papers
MaMED oI@6ERUd
Correct Answer:- Option-A
Question41:-A communication or a statement or a plan, sketch or other document which is attached to or accompanies another communication to
supplement or elucidate the point, intention or orders conveyed by such communication is called its
8@ @RI, ERELIBIT B TYIAUM BREGBIT BTG AIRLD, cEaDal@. QB ag coeY, erwealdia. ai¥l erdlRlesm e, Deguey @RegEIG
2OMEQYSHWB el @SleaBEBMTIEMI ASBDRMM@IEMI 260G ERUEVAIMIAWAYRIW] EaIBLBRHEWI H.2IQYMIEIT
A:-Annexure
@REOMERD
B:-Appendix
@ReBlg
C:-Addendum
@AM Wo
D:-Enclosure
ag)Beggoaud
Correct Answer:- Option-D
Question42:-Whenever interpretation of a statute, statutory rule or judgement of a Court becomes necessary the opinion of the shall be
obtained.
8@ dloaovlemocwo Mloeaeecw Mloactlemocws 8@ eIsEIRes Alulgesewo APaIPM. @RI AIBEMIIHPEII. 030 @RElIOW. 2IElER0.
A:-General Administration Department
£00®EEEM Qldsaf
B:-Finance Department
WM Qs
C:-Law Department
Ao da]
D:-P&AR Department
afl & o @G Q@]
Correct Answer:- Option-C
Question43:-The must examine the Fair Copy and Despatch Register at frequent intervals and see that it is regularly and properly written up
and that there is no delay in this branch of work.
6a0@3 eHafl HUWIYI4] EHITYQo 05gIes alElewIWERHQ0 @M al@lnw] ElWIw n@tgmﬂmﬂgammao ex0eflges oD Wi &oRIGIATLEIRLIM. POAIEBG:W0 GAIEMo.
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMLBHUM B0adlrvd
C:-Secretary
OISO
D:-Office Superintendent
83000l myJeng’
Correct Answer:- Option-A
Question44:-A Suit Register in should be maintained in every section to facilitate prompt action on files relating to suits and writs.
TUSBSA0Qo GlgHSROYe MITWES DWE)EEIS canEDia)Es MSals myvarEmMEa) 8eed allconamiap 6@ vy eelayd Mleirldomem. ago?
A:-Form No. VIII Appendix 1
6ange maud VIII @oesnicrwe 1
B:-Form No. XIX Appendix |
6ande Mm@ XIX @rmsnurwo 1
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C:-Form No. VII Appendix |
canoo maud VIl @rmenicmws 1
D:-None of these

@OJG)@O(TTDID%
Correct Answer:- Option-B
Question45:- has to be consulted in all matters relating to land acquisition, except where authorised by general orders land assignment, cases
involving land reforms and excess land etc.
@2 aBOQFERIRIT] NITWeS RGO BIKIBEIRI, HND POMENMHUB (JB00 G BOQYIET, Galdlayeemo, @RS G2l ORIV DUBOAIFIM CHTYHUB BB, 6mo

OODEUEIODIDEM

A:-Revenue Department
oaimy Qidsaf

B:-Public Works Department
£010DAGIBOD Qldsal

C:-Industries Department
QIAITNO® Qldsaf

D:-Law Department

oo ada]
Correct Answer:- Option-A
Question46:-The who is primarily responsible for the custody of files, is equally responsible for the proper accounting of the disposals as well.

A0QEIBHEOS TVEBHEMOTIM @oL0dl»:a00] PEMEANEIIR MIEMYMIR®:EeS tEILIW GREEGVETELUIM. el POMEAECHRET.
A:-Section Officer
Qidha] BoadlaTud
B:-Secretary
OISO
C:-Assistant
womqped
D:-Under Secretary
@PEMTEA OGSO
Correct Answer:- Option-C
Question47:-Copies of G.Os. Circulars and other notifications shall be made available free of cost to by the Records Section.
gl.6. eges Ald@od0d MUAEBRIQEG 89 mrﬂmﬂﬁ@gn ©0eBOBWMY allromoe @ ©TLVBMNOV] LIBYAIER..
A:-Applicant belonging to BPL family
Nflaflag)@ S:GonIOTITBOS @OEAIBUSM
B:-MPs and MLAs during the period of office
af)oall2d@o ag)oah)@Bag)20@o
C:-Government Secretaries
MABEHIB OB SGI2B
D:-All the above
ABHET A0SO
Correct Answer:- Option-B

Question48:-In deciding delegation of powers to officers either administrative or financial, the opinion of has to be invariably obtained.
REEMAIEEAI MIMIOTIBED0 @R G@RWIB:006BU3 DERPMMVARES HOBBINIM ImBOMlEsemioud, 6m0 @REIOW. MudlEndw] EMESRDENE.

A:-Law Department
Ao Qda]

B:-Finance Department
WM Qs
C:-P & ARD
afl & ag).@RAd. .
D:-Home Department
@RERKO Qldsa]
Correct Answer:- Option-C
Question49:-In Secretariat dispatch is done in a centralized manner by
MBSt 68 o @le® ddlwlanay ¥l GRRQM.
A:-Section which do the consolidation function
ARBNHEEM @JAIBOMMo £.21QM afleowre
B:-General Administration Department
6nl0®EEEM Qldsaf
C:-Central Agency
CH@ @B
D:-Office Section of each department
69600 QGleoQe Boadlmy alleawe
Correct Answer:- Option-D
Question50:-Which of the following need not be entered in the Personal Register?
©69OQRMAIRIB Z@E Eal@en@d eelqmydlcd @u&s}:ﬁ@cmm@‘?
A:-Application for Earned Leave
aumMidlg) @RAIWIERSS @oeAIGH
B:-Application for Casual Leave
H0auiod eflallss @oealey
C:-Application for Community Certificate
@m@mﬂgﬁ mudgladlenglogs @oeaIeu
D:-Application for Financial Assistance
MLIMIOBIE TVANIVOBIPSS @REAISH
Correct Answer:- Option-B
Question51:-All Government orders, Memoranda, Letters, Endorsements etc., should be typed in forms printed with the
aggjo mdE»Id DODEQYSSo HACAOIETEETBGo IV &0 «xraetn'\aa,smsmgo QORI 2016 @Y ©aQ canIRHEI® ©6Sa] 6 .2QEMo.
A:-Name of Minister
2RSS Gald
B:-Name of Governor
NAIREMQOS Gald
C:-Kerala State Emblem
CHES MoLOIM aflaMo
D:-Name of Secretary
OM@BSTYeS eald
Correct Answer:- Option-C
Question52:-All notes written in a file which are not directly relevant to the subject matter of that file should be treated as
@R anwelemo alluwq@mol emdlg’ snimwalgpom am anwealdd oggaiaicesan agejp @:(ﬂqd(ﬁ)%o @R BEMEIEEMo.
A:-running notes
830SleE»06rEl@lesom ﬁs(ﬂ(‘d@:(/a
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B:-summarising notes
.9;()1%1(9,(/5 Mo@allERme
C:-routine notes
aloilal aso'lqdre,ué
D:-parallel notes
MUAOME B:0la 03
Correct Answer:- Option-C
Question53:-No paper shall ordinarily be printed except under the orders of an officer of the rank of
B QEBPNMVOOMO TMEAIRIVE|LSPOD® BT HSEIIMYo TVIWIREMWINS @R.4JSIENM aloslgy.
A:-Section Officer
Qiha] BoadlaTud
B:-Under Secretary
@PEMTRA OGSO
C:-Secretary
OMVGSO!
D:-Deputy Secretary
s)(w(uég’l OIV@S0!
Correct Answer:- Option-D
Question54:-When communication without proper authentication happens to be received they shall be returned under the signature and orders of
in charge of the section.
A Jadamleesmalee® @rraldlaw. cIElEREMIIB @RAI HTVEUODR YOOLIQESS 60 &afle 2EDEQYBWBER. SIS GO M@0,
A:-Under Secretary
@PENRA OGSO
B:-Deputy Secretary
ammgﬁl [l VETell
C:-Section Officer
OILEHM Boadlrud

D:-Assistant
womqpy

Correct Answer:- Option-C
Question55:- or its extracts should not be quoted in other formal communications of Government.
vaemeadleno ag avalalndle @ruealdl flod QBB @REIHMO PRLEEMIGU PRLAIBDTBE.

A:-Notifications
@ROIQfla|® 03
B:-Endorsements
@RoUTB:06BRUY
C:-D.O Letters
wl.e. SHEud
D:-Memos
Barﬂmmoﬂz}da@
Correct Answer:- Option-C
Question56:-Which among the following is correct with regard to the number of copies of council notes required for the council of Ministers?
2QMVEY @RIV OBVMBMI EMIgHEes Bl ges A)ERODI ©OLaOQMAIDT og@osy vodl?
A:-35 Copies of the note in Malayalam and 2 copies in English
emagloo 35 ale:@qeud aeiogomie 2 aldsBoyeud oflaslamoeny
B:-35 Copies of the note in English and 2 copies in Malayalam
6mgleado 35 esoafle:ud moyflealiafe 2 esoalle:ud aiogamiamoeny
C:-35 Copies of the note in English and 4 copies of the note in Malayalam
mofleflejps emogloado 35 esoqfeg. aaiwogoniayss cmoglondo 4 esiqlege
D:-34 Copies of the note in Malayalam and 1 copy of the note in English
emogleado 34 alBojeud aeiwogamiaye 1 aieda] moyflesfiajmoeny
Correct Answer:- Option-A
Question57:-The entry in the index relating to an individual paper is called
8T AUBTIND GalajQRo® NITWea]s MYaldwleal apmslow alglesmay
A:-Head
[Yelale)
B:-Sub Head
auenl eanouy
C:-Title
66sdlad
D:-Subtitle
et ©esgled
Correct Answer:- Option-C
Question58:-Communications like Government order, memorandum, office order, circulars, endorsements and U.O. notes should be communicated
with the signature of Section Officer with the indication
MBI QOMEAY, HAGZNINEMNR., BadlM B0BAWAB, MVBEBRIQBUB, @RUTlB:0EEBRUS, . 6. G(T)D%xﬂ;(fﬁ ©sEflo erEAlTlaERE EMBUM BadTVQeS BEaoes ag)om
MRaIMEOes @RAIDEn6Mo.
A:-Approved for issue
QROTIM @A
B:-Forwarded/by Order
GanodeIW e66n 603awd
C:-Issued under authority
@OUWlE:0000MB BHIFG3 ajoeqg0lly
D:-'For Secretary to Government'
' B3 BTL@SOles
Correct Answer:- Option-B
Question59:-Before the details regarding legislation are considered, the Department of the Secretariat shall be consulted.
mloamldmoemaeoel cmimveas alltedwssud alnemleamain gmi, emu@esdlwdea mcs;%mom’l @&slwoe.aflensmo.
A:-Law
oo
B:-Finance
WM
C:-P & AR
ol & o). @RA.
D:-Parliamentary Affairs
alodeieanddl @oeERud
Correct Answer:- Option-A

Wednesday 06 December 2023 12:36 PM



Home Page http://192.168.1.6/dept/modules/marklist/answe...

Question60:-In Secretariat, apart from the general sections dealing with the subjects allotted to them there will be with specified duties to
help in the discharge of the routine office business of that Department.
em@esclogies, @pads) @pmadlal alluERU HOB:E:000 HaIYID Ha® AllEINEBUE oj0en @R Ao amlal Boadimy smimilmay Mldaidlerom manowlerm@im’ mldglay
2AOLINSESs ©6mRoWI@lEs0.
A:-an accounts section
B GROVENEMY QllRowe
B:-an office section
8@ 80adlmy alleows
C:-a finance section
8@ adlmomdmy allkows
D:-a law section
8@ dloa alleowe
Correct Answer:- Option-B
Question61:-The process of putting up in a case previous correspondence, laws, rules, reports, etc., required for its disposal, flagging them and
indicating their presence by references in the margin at the portion of the current file or the note file in which they are mentioned or quoted is
termed as
6@ MM @O GlAnEBIMTIM @RI PMB GODISagHUS, MlamBud, Glénjodge:ud GOe@al MuNdalEasQ @Al nQIUY HaIYEQ. Mlelaleel anwelomoewo @oal
alE22BEl4je®0 OALElLIE®I @R® M atalemnewd BIVOE® 2IABHMITE OanoMmYH:Ud AIfl @RAIReS MVIMIWLe My aflaflesd. £.21QM oo agam’ aflglesmmo.
A:-Quoting
2aLEERM
B:-Pointing out
yerlenoemilesamo
C:-Referencing
lEI2AUIlERMD
D:-Attracting attention
WORL @RBAEBMM
Correct Answer:- Option-C
Question62:-The advertisements in respect of Government Departments shall be released only through the
aqUAEID meesgdaaagmomﬂ ENITWOS alETVIEERUS MUBEHIAQ mas«,da@'lggsus 20@6eR «gozmuﬂo@a@qgg. @69 OBHIFOMAUBIT @O 7
A:-Secretary
OV
B:-Chief Secretary
aflad’ ©MVEGSA
C:-Director of Public Relations
WORA B9 al6Rlles Gleaieudmy’
D:-Minister concerned
MITWOS QT
Correct Answer:- Option-C
Question63:-The extract of the decisions of Council of Ministers will arrange be sent to the section concerned, after duly signed by
2@@lreYes @'kuamomsngs)s 2aE6M GOYR0W Gafls CUoaH NITWENS AllEovaDIeels ERLRME ERG?
A:-Minister
2@
B:-Chief Secretary
aflad’ ©MVEGSA
C:-Secretary
OGS0
D:-Chief Minister
geua@Dl
Correct Answer:- Option-B
Question64:-The exercises general supervision of the officers and members of the staff who work under him and is responsible for seeing that
the members of the staff perform the duties allotted to them efficiently and expeditiously.
6O HIF63 UBOTERM PERPOMINBOSTP (RIaT EREBEHSVI HaDAOW CAGIEMIFe MSEDBQ MRIad @RERUS ERAIRES ERMAIGlL] YAMEIBUY GOCBUDAIY.
canomilgje Mldaiablesmeiom’ 20 JUGBADEGo ©aIQAT.
A:-Governor
naIdemad
B:-Chief Minister
geuya@
C:-Chief Secretary
allad’ ®aVEGSA
D:-Secretary
OV
Correct Answer:- Option-D
Question65:-One copy of the list of Council files disposed of during the year together with their notes and Council decisions as well as the relevant
Government Orders issued should be bounded and kept in the personal custody of the of the Department.
QBEDIE @Al HBDMIVIT NWEBEHS aISIBQeS BG nJ@:(ando @RAIYSS as(ﬂq.da,go 0&DMIE Gl@Ba0MEEBa)e 0j0ea)F0lal JTUESMRI TUAEHIB PODEYSS. Qoo
QEDTRIERIQ TVEEUMOTIE TYSUEHETE Jamal D88 QBO?
A:-Minister
2@
B:-Private Secretary of the Minister
2@IQeS MLIBIY OTVEGSO!
C:-Secretary
MO
D:-Chief Secretary
aflad ©VE@SA
Correct Answer:- Option-C

Question66:-When an orders passed by the Minister or the Secretary has to be communicated to a petitioner, the will be given to the
addressee.
2R HTVGSOIQo AN PEMEQYBUB B 0B EIeeM @rollesneElaImemIoud, afleinave aulle:domoala maddso.

A:-extract of the order
(G2ODIOMO Mo@aDo

B:-the purport of the order
SDOTOMO DEGUYe

C:-photocopy of the order
SOOTOMBO 6a096506HIn]l

D:-the exact words of the order
SDOTOMO HOYROW QUOLRHUD

Correct Answer:- Option-B
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Question67:-Fair copies of answers of Assembly Questions should be signed by when it is received back with the approval of the Minister.
TlRamewlonl 6aEKIREeS QUMEERENS MPWAIR Aol 2RSS @R.UIB:IREOmOeS Tldled 2iElenemioud &aflsemo.
A:-Secretary
OGSO
B:-Minister
2@l

C:-Additional Secretary
@RUlaHEM@ HTVEGSO!
D:-Section Officer
OHMVBHUM 630adlrud
Correct Answer:- Option-D
Question68:-The Assistants and Section Officers may not offer opinions and suggestions
Ma00@ldge OTISHM BoadlrudaoG. ERElOWEBEE. MIBEEUEEBEE. MTEHEMEGIRDOD EHTYU @M.
A:-in cases founded on statutes, rules, precedents
alg6EBud, Mloaased, gdnIdleud il eewlglmacw eomys gl
B:-in cases which are not founded on statutory provisions and require discretionary decision
MeaIee0® aIMGElc Erwlglomagpomm@. alenamouwle:0e Glmacme ERHAIIRYSSDAIW EHMYBEI
C:-in promotion cases of Gazetted Officers
OGS’ B3dlNBRIWOS MLOIMEBHQQ EHTYHENT3
D:-cases received from other departments
oQ m@ﬁ@@ﬁ«sﬁ o’ eldls) eoaysud
Correct Answer:- Option-B
Question69:-The draft note for the Council should be prepared within days of the receipt of the file with the orders of chief minister.
63 0mailallomo @S &:dla] a0@@d aidlyf’ darmosinssglod gaRalges OMEENIINS MQIOIEEMo.
A:-Two
©6TE

B:-Three

o’
C:-Five
@neral
D:-Seven
gy
Correct Answer:- Option-B
Question70:-When an order or noting by a superior officer is contrary to the statutory rules or declared policy in the matter or when there is factual
inaccuracy this has to be politely brought to the notice of the officer by in order to ascertain that it is not an unintended deviation.
6@ QMO DEBPNITVOHMO POMEEA HGlEad MVARIERIY MRRERUIEHI @aiPlm MEEremd AlarLEIE:EMIESD QITR@OaIEO0® HONOTIRIOQ OEEIBEMIICHI O
ARMYTI®2LOTD AGIIMESLY DOIHIM ofE) OERPROIVASHMO @@mﬂrﬁo«ggma’no?
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMLEHM B0adlrvd
C:-Secretary
MV
D:-Office Superintendent
80adlmy’ myJeng’
Correct Answer:- Option-B
Question71:-Confidential Records shall be supplied within the department on requisition signed by
8afls @REBENM (@000 QlB:a]PSSNT EaDMVY CEAIGUY M@BLM@
A:-Assistant
@My
B:-Section Officer
OIVEHM Boadlrud
C:-Under Secretary
@PEMTRA OGSO
D:-Office Superintendent
&0adlony’ nyalend’
Correct Answer:- Option-B
Question72:-Letters proposed to be issued to the Public Service Commission have to be got scrutinised by
aloplles’ Bl @aaflasmy M@0 OERUBlEBRIN BIDBWB aldlewduleamen® @rd?
A:-P&AR Department
afl & o @B Qi@a]
B:-Law Department
o ada]
C:-Head of Department Concerned
IMWEOS Qldsaf cawoal
D:-Finance Department
WMBIEY Qldha
Correct Answer:- Option-A
Question73:-When files are received with the decision of the Council of Ministers and if the Department feels that the matter should be seen by the
Finance Department or any other Department the file must be sent to such Departments
2@@IMERES CHBROMETMIFESIW aowejdud aldleaemidud, Al WMEIEY Ad:aflemd aegeE@Elgl QlB:alemd BMEMEAM Qldalay EIMMENBIT, AW BROm®E. m‘ﬁmd&:g’lc:mﬁi‘
BRWEQREER®Y a)8nfoud?
A:-after issue of orders
2ODEYBUB 0S5y sLoaHo
B:-along with the draft of the orders
DODEYSHESS BOS TVaslD0
C:-at any time before issuing the orders
2ODEYBUB 00OgAllERM@IM M ag® MaED.
D:-soon after extracts of the decisions to the secretary received
O@ROMEREeS PERLEEMIBW HIVEGSOIE aIEly 9SM @O
Correct Answer:- Option-A

Question74:- is responsible for the contents and accuracy of the Council note.
650Maled &dlafodo pesseamim. §OIOQ. SOMEAGEIINY

A:-Secretary
OMVGSA

B:-Chief Secretary
aflad ©VE@SA
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C:-Minister concerned
MITWeS AT
D:-Deputy Secretary
G)(UJnJéﬁl OIVGSO!
Correct Answer:- Option-A
Question75:-It is the duty of a to maintain stock file on all important subjects dealt with in the section for future reference.
eoalldfleal 0anomailmowl] allRONOTIE eeE:E:00% £.21QM afgfd JWOM Allcseamgleje TRIE 0@ aldlanelemmo) 6 MO HSAWIE.
A:-Section Officer
OMVBHM 630adlrud
B:-Office Superintendent
&0adlmy’ my@eng’
C:-Section Assistant
OTLBM @MY’
D:-Typist
60saflqy’
Correct Answer:- Option-C
Question76:-Valuables intended for despatch will be put in envelopes or packets and sealed in the presence of the
@OWROM gc@uc’bjggg QEIQIOMIQ mrr&das)oﬁ HIQBglealn msmg@@cms QAYSHQ @RAIBOS MOMTIWIOBITE YBOAIEBHQo ©.21Qo. eR®es?
A:-Office Superintendent
&0adlny’ e’
B:-Section Officer
OIVEUM Boadlrud
C:-Assistant concerned
IMWEa5 @MUY
D:-Under Secretary
@PEMRA HMVGSA
Correct Answer:- Option-A
Question77:-A final decision shall be taken by the Government on petitions received from the committee on petitions, within months.
andedlegd@ el mlan eidlyl aodedeud 20MEERWBERSEImd TVAEIR @RTIA @AM ag)FEso.

A:-Three

o’
B:-Two
©6ng
C:-One
[l
D:-Five
@6l
Correct Answer:- Option-A
Question78:-Action taken on assurances given by Ministers on the floor of the House shall be communicated to
MW aQTI203 MBI 20ojB8OS @oSIn0OMEDIE3 TLlle:@le] MSalSle:ud @rOlalesmM@
A:-Speaker
aflend
B:-Chief Minister
Qeua@
C:-Governor
»aIdemad
D:-Legislature Secretariat
e em@esslog
Correct Answer:- Option-D
Question79:- is the repository of all records generated in the transaction of official business.
81e31UTle: enilmilmmy’ epsalosied oy« S )P SHRIQI0WIETY
A:-Office Section
80adlmy’ alleow
B:-Confidential Section
@anMVPORS QflRo.
C:-Secretariat Records
M@ 650lRY coaBUB
D:-Secret Section
@anVy Qll_dM.
Correct Answer:- Option-C
Question80:-Which of the following statement is not appropriate in the case of wording and articulating a title?
8@ ORIO®S ©2iPlEMOIMIV] @I6PORM @MYIAIMESETS ag@men @ loagpom®?
A:-The title must consist mainly of substantives and adjectives (where indispensable)
©eIeSIM @uwomaog queniqplaiege moaniewentmenge. Pawldlememe (@RlaoymoeemE:©3)
B:-Participles and minor parts of speech should be included as far as possible
a@GIMlo]lgdge MmMEEBIeMBO 620l IUVEEEG. HSIQYME PUBOIFOmEMe
C:-It is essential that the title should be articulated or broken up into members
CRIOET QUBMDIEBHEWI @BBRBIW QllREEREEWI 6.2IGRYRM BRMIAIUDYAET
D:-Each member will begin letters with a capital letter

LZRe

630600 @Yo B@3 Qeflw @ 6> 3 @l
Correct Answer:- Option-B
Question81:-In Secretariat shall be responsible for the prompt receipt and distribution of tappal, indexing, procuring and distribution of

stationery, transmission of records to Records Branch.
6M@EsClRFIM soqjellemo eaesmes emi. allmeemaye, emewlu’, eTREMAl eueaIEaM., Al®@EM., POCENIBAMY ENIIERIs IS HOBRIOM MRS DEMEEIT
_ cooldes..
A:-Under Secretary
@PEMTRA OGSO
B:-Section Officer
OIVSUM Boadlrud
C:-Secretary
OGSO
D:-Office Superintendent
&oadlony’ cyalend’
Correct Answer:- Option-D
Question82:-Which of the following is not a special function of Chief Secretary?
©@069aJ0QIMARIEB a@®IET allad HIVEGSCIYSS (@EDYS AUBOMAGOOHD?
A:-Superintending control over the whole secretariat and control over the staff attached to the Ministers
Qg 6MGESFVGIOMOQ. CATBEMIZAY AETIRWRIW NIMWE]S HAMEI®OS EAEMISQY
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B:-Business connected with the meetings of the Council of Ministers as laid down in the Rules of Business
enilrilmmy’ alsaEREIE3 al0MDIElaBM@E el AATITIEYSS CINERERIW MIMWeqS enilmimmy
C:-Responsibility for all matters not falling within the allotment of subjects assigned to other Secretaries
aQ MG S0I20BES mmis:eﬂcnﬂ%gg oﬂnmm:mgsus Alla0loOwied QUEICD afgo BIOYBBBOSQo BlalclelelelwM
D:-Secretary of General Administration (Special) Department
BMOM @AUATIETYaH® HIVE@SA (OMYaH@) Qlda]
Correct Answer:- Option-D
Question83:-The Appendix IV to the Kerala Secretariat Office Manual contains a list of
6808 OMGEsFRg Boadmy asmarlear @menicwe. IV @ mages 8@ agle @osasloldesme.
A:-titles and heads
UBlBaHUBETBG DLIOGBIB:So
B:-subjects of files
a0EEg6S alluwenud
C:-files to be decided by the Council of Ministers
2@V GBRIMIEEDTR 0WE)BUD
D:-files to be consulted with the Finance Department
mmm:ﬂ;%m@’l @Slwoeaalesnn anweysud
Correct Answer:- Option-A
Question84:-Communications which do not bear should not be forwarded to any outside office or person.
QUOlEIOD @RYUWANMIAWEERUE oJOTDSS o Jlejo 830l 0 QB 0 ©OBRIOCBD.
A:-Common Seal or Emblem of Government of Kerala
6H0E8 VAMEMOMBO a0 PG EPELYEBITE allamo
B:-Image of Chief Minister
QoUREIQeS al@o
C:-Image of Prime Minister
@WIM2Ies all@o
D:-Image of Kerala
CHESOTIOR al@o
Correct Answer:- Option-A
Question85:-Ordinary communications are opened in the presence of
@R@@OS TMLIMMIWLOBIE TLOWIEHM @RUWANMIAWEERWY OERMD?
A:-Under Secretary
@PEMRA OGSO
B:-Section Officer
OMLEHM B30adlrvd
C:-Any Assistant of the Section
allronowienl age®®saje TManow]
D:-Office Superintendent
83001y’ myJeng’
Correct Answer:- Option-D

Question86:-A Register in manuscript should be maintained by the to facilitate tracing of papers received in connection with suits and
writs.
TOSHSR0Qo cﬂg@,gmo@ge MITWOS eIEl5] BalaB W3 HEMEDMTIMIW 6eewgmmclula 8w eelqmyd al@latoeflenemo.
A:-Section
Qidsaf

B:-Secretary's office
oM@ STlYes soadlny’
C:-Office section
830adlny’ aflkows
D:-Under Secretary's office
@P6MA OTVGSIQeS Boadlmy’
Correct Answer:- Option-C
Question87:-Which of the following is not a direct function of Secretariat?
©969oQMAIRI g oL@ esSlodlemo r:m(tﬂg@g (@UBEDMAGPOD®?
A:-The Secretariat is mainly concerned in assisting the Cabinet in framing of policies, approval of plans and programmes
MR @Galedlemalale alRLTIBWBER. alRLTIB:WBER. @RUIIE:0 MTEMEIG) AITVEH® MANIVIEBMEIMIT HIVGESCIVF @WIMRIQ. WELlERMMEY
B:-The Secretariat assists the Cabinet in the work connected with Legislation
dloanidmoemaaoel cnimweals adommarglad 6m@esdleg aarlmnee® manolesam
C:-The Secretariat is concerned in laying down rules and procedure
GaBgo MSals] go Mluadleasmaila erv@esdlog’ wallesamn
D:-The Secretariat is engaged in the implementation of policies in the grassroots level
@ICLODSITD NWEIBUY MSPEBMTI@ HTMVEGE5ARY a@Benlsldlesm
Correct Answer:- Option-D
Question88:-What should be the action required when lodged disposals are put up as backfiles for a new case and modification or alteration to the
decision contained in the lodged papers is arrived at in the new file?
D@3 ©a1Q WlEMOTUEIBWS BM oI eHMIMID] MIG:OeNAIBEI] BDFHQ0 AT §aIY GalajHalwd ERsERIXICERMM ClTBROMOTW AlClnyeEMER0 B0QER oj® anwealled
A)IDHQo H2IQPEMIOUY EHAIDRIW MSals] af)@oElEnemoe?
A:-The number and date of the disposal relating to the new case will be recorded on the space provided in the face of the lodged disposal
O eBMY20e] MIMLeS GlBaPE®RlemO ageRale TG Madafa) @ldaemelm garlcd masleldlesm Mmoo ceaIOFEDo
B:-A copy of the new file may be prepared and added to the back file
0l a0alomo 8@ ald@a] @IS e aowelealss’ Galdedo
C:-Such disposals are handed over to the Office Section for necessary action
@ROMEe AWIETYIMLEBUB @RHAIBIRID MSaISBWBEIR] BIadlmy alleonEmiay ee®:aQM
D:-Such disposal may be got re-stitched and transferred to the records branch directly
@ROMEo (FEDo62IQM QllMGo aJMMNATEBS:Q HOEMIBUIMY Enjosmilcalss NS HOGAIQYBWe 6.1
Correct Answer:- Option-A
Question89:- is responsible for seeing that every case is sent on in circulation in the order in which it is marked and returned to the officer
circulating it is soon as the Minister concerned has dealt with it.
60600 GHMYo @OM) S o8 rLBERERIUMICE EPWRHQo NITWEIS AT @O HOEE:00k0 H2IRIRYSID @O TVABERELIY 6.21QID PEBPNMVAM GlEleS: M@BB:E:Q.
£.21QPEAT DO OCENENDY @6,
A:-Secretary
OV
B:-Section Officer
OMLEHM B0adlrvd
C:-Private Secretaries to Minister
2RSS TVISHIOY HAVGSCIDB
D:-Additional Secretary
@RAUlaHEM@ HIVEGSO!

0
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Correct Answer:- Option-C
Question90:-Disposed files, are broadly classified into _____ groups.
AWlETRIMY ©a1Q a0WeB:0d allkeoeindw @quagom)’l @@ 2]l@lesme
A:-Two
©6ng
B:-One
60N
C:-Three
Qany’
D:-Four
moel
Correct Answer:- Option-D
Question91:-In the matter of conducting writs and other proceedings before the Supreme Court and High Court, the state is represented through

MYefle EBOSTIYOSTYe HODELISTIQYOSYo FMIOOS: Glgdge AF MSalSle:ge MSEDM BRI, TVMLAIMEOD Jamlwle@lasamoy dlooem.
A:-Registrar
esflrgod

B:-Standing Counsels
aomailewy eeoemmiaidacd
C:-Government Pleader
waemead oflwd
D:-Advocate General
@RADICEHY LMNOT
Correct Answer:- Option-D
Question92:-In working days, the Secretariat Record Section will be kept open till
(ol dairuasglod emEEesFlog ©0eEIBW HIVEHUMD 0h@ 26mlaeo DOMdlEse?
A:-5.30 pm
5.30 afl. ago.
B:-6 pm
6 all. age.
C:-5.15 pm
5.15 afl. ago.
D:-5.45 pm
5.45 all. age.
Correct Answer:- Option-D
Question93:-The is the authority to give clarifications/interpretation on provisions of various Service Rules under Kerala Public Services Act.
6508 alepfley audallmmy’ erglay’ ldlges alallw emaim l feal aimn Olal’ SO/ QUREIPM MTBHIMES @RUSB0ED06M
A:-GAD
edlagiow]
B:-Law Department
loaaisa]
C:-P & ARD
afl & ag@rdad
D:-None of these
Qm@m}omamgg
Correct Answer:- Option-C
Question94:-The in charge of the department has to periodically re-issue the distribution of work among officers and section comprised.
Qdafomdo yaoaiges 2e6NMNAER OUBOFM AllednaBim. sl emoall almesm. esglles allsnge M@eEEMRDENE.
A:-Secretary
OTV@SAl
B:-Minister

2@
C:-Special Secretary
OMYH@ OTVEGSO
D:-Additional Secretary
@RUlaHEM@ OIVEGSO!
Correct Answer:- Option-A
Question95:-Every entry relating to the in the Personal Register should have a corresponding disposal when the case is closed in the Personal
Register
GalRem@d eglqydlea: 200 NINWOS BICEI af)BESIERo GalgeM@ EHIMRAIEE eHMY @RAITLIMIlEREMIIY @RI @BIE® DMITIElEnEMo.
A:-Current
alenieer
B:-Periodical
@RB:00lle:
C:-Issue
Doy
D:-New Case
@l eHmY
Correct Answer:- Option-D
Question96:-When a case is transferred from the Personal Register to the the file is closed in the form of Lodged Papers.
BB EHMY GalReM@ Eelqydlad mlam’ GRIEE BOQEMINE AD@EB GRS B2l GalnjQ@EOS GaIOTIM GOSQD.
A:-Suit Register
m)ég,“ eslqud
B:-Security Register
omadldl eslaud
C:-File Register
an@@d exlqyd
D:-Call Book
CBOUB EYss’
Correct Answer:- Option-D
Question97:-Every department in the Secretariat should normally convene staff meetings
emu@estlodeal 8060 Qo MUOWOREM@OW afEafoud qRoad ddlwdud allglensme?
A:-Weekly
[QlleTeIcH
B:-Half yearly
@PARL AUOBB
C:-Monthly
(@olmoav
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D:-Quarterly
66(@A0Mo
Correct Answer:- Option-C
Question98:-Which of the following is not a point for preliminary consideration of legislation?
®069aJ0QIMARIE ag@oen loanidanosmamleno eondle adlnsmmes alawagooma?
A:-The authorities to implement activities after passing the legislation
Tlaml@ememe aldMIEHIW Eunt ERWIGHIGIE:UE MSIEHEMN? (JAUBTMEERU3
B:-The need for the proposed legislation from a legal point of view
Mleaieec® alssemesoeicd i’ mlddy mloamidenosmomlemo @RI
C:-The competence of state legislature to enact the measure
MSalS] MSaoEMIMEs TVemMLOIM MATUEReS d:¢laf
D:-The necessity of previous sanction of the President or recommendation of the Governor as the case may be
©IYalTIQES PMBE&Ad @RMACH ERELEIM AIBIMQRSS WaNBLQES BRAUURKED
Correct Answer:- Option-A
Question99:-The Secretariat Department shall keep Reminder Diary, Interpellation Register and Local delivery book for a period of
thereafter shall transfer them to the records branch.
6MVGESOIRY Qe GoBmMegEm@ W], Mdealegjcum eelqud, caen®d emwealald] e agmilal Q@ Y argesdl Qo @ODIOEWH @O HOCEIBUIIY
Eosrailealss’ 20QEQ OalGo.
A:-Two
©6ng
B:-One
60N
C:-Three
Qan’
D:-Five
@6l
Correct Answer:- Option-C
Question100:-Which of the following shall watch the follow up action of cabinet decisions?
2@lrveQes @'I@mommgos ©@58MSsalSleud omlomMai@d ag@asm’ MRloalens?
A:-GA (SS) Department
dlag) (e agiaV) Qigsa]
B:-GA (SC) Department
dlag) (e M) Qda]
C:-GA (Pol) Department
edlag) (6al008) Qu@a]
D:-GA (Co-ord) Department
edlag) (e80-6080W) Qi@a]
Correct Answer:- Option-B
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