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PROVISIONAL ANSWER KEY

Paper: 088 - Manual of Office Procedure (Police)
Date of Test 15-05-2025
Question1:-A communication received in one office from outside will be known as a current until
8@ 80adlmilad Ml ojogrmlmes 8@ @yualmlaw.
A-it is filed
ANQE} OIYPOFMNDAUOO
B:-it is disposed
[adORGIGETRE= IR )
C:-drafting on it
@R WIagloy’
D:-it is put up
@@ MudaflEpealgam
Correct Answer:- Option-B
Question2:-Any doubt regarding the section in which a particular paper should be dealt with will be settled by
B QJEDMS (@JNUMDo ORI 62ICQEME oﬂraowsmm@acﬂgdgg AR MRV OYo
A:-Section head
OMVBHUM Ban’
B:-Head of office
830adlmy’ ©anuy
C:-Manager
206MRAQ
D:-Dysp (Admn)
floeaiagmdl (@osmo)
Correct Answer:- Option-C
Question3:-The confidential papers should be in the custody of
a0V} cRaIBU &Rl mysslesmerroy
A:-Confidential clerk
EB06MBadlowBauy@d godes)
B:-Head of office
830adlny’ ©anuy
C:-Dysp. (Admn)
aflosaiagmyl (@esm.)
D:-Section head
OMVBHM O’
Correct Answer:- Option-D
Question4:-The current file and note file should be maintained separately until
dlaialeal anaje 6Mg a0@EA)e HAUEYSO TYBUlENEMo
A:-it is out up to officer concerned
@RA UTWONIS DEBPNTVAMEO POHEAGIEMARIET
B:-it is put up to fair copy for typing
665q] ©2QMTIMIT] @R MPWRO ald:Bafleaiss GP@R.
C:-its disposal
@p@IMe0 cullemyommd
D:-permanently
(ORI
Correct Answer:- Option-C
Question5:-Head of office of KAP Il battalion
odagal |l snigoailemeo aoadmy sawoal
A:-Commandant
SBOMWBT
B:-Dy. Commandant
oma(uéﬁl S0OBWMBO
C:-Superintendent of police
Gatoallny’ myalend’
D:-Admn. Asst.
@pfla. @omlqyadd’
Correct Answer:- Option-A
Question6:-The entry in the index relating to an individual paper is called
8@ AUBTING Gala]QRo® NIMWEaIS MRaleeiernl amslow meanem alglesmme
A:-head
[ teleVy)
B:-title
6sdlad
C:-sub head
moent e)>aNOW
D:-recording
©06EIBWIouY
Correct Answer:- Option-B
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Question7:-Monthly statement of cases pending disposals for over a month in form XIX is intended to bring notice of

8@ 20MODIealO0@I] @IBajoEHIO® ISR CHTYHSOS (@J@fl20m eqREeAMA’ Gande XIX @ [CIERIGBENE ORI @c@uﬂ%@gmoaﬁ
A:-Head of office
830adlny’ ©anuy
B:-Government
BB
C:-Supervisory officers
Maj@eeimud] aoadimdacd
D:-Manager
296mMeAQ
Correct Answer:- Option-A
Question8:-Marking "FI" on tappal indicates
@atoellad "FI" agon @eswogenjgamanay
A:-First information report
@ay allaie dleajods
B:-Forward immediately
OSM GandBEAIW 621Qs
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C:-First priority
@By YABUIEMM
D:-File/index
D@3/ (ryalles
Correct Answer:- Option-D
Question9:-Valuables intended for dispatch will be put in envelopes sealed in the presence of
@RQQIM 9eFU3ly oﬂamﬂs%;d@g mn’gmuﬁ Q3603 HAQYBEIT DAImes MuoMIlwiTIEd ayeulesanmosT
A:-Dispatch clerk
Wlyo.f gydes
B:-Record keeper
606HIBW &loyd
C:-Subject clerk
OGS O
D:-Duty officer
rwég’l &0adlrud
Correct Answer:- Option-B
Question10:-Notes written in one office shall not be communicated to another officer or office without the consent of
8@ 60ad oD @:Clojd:13 20Q® E0adlVEO0EWO BoadiMiomewo @AIXIEOM aloslgy
A:-Manager
206MRAQ
B:-Section head
OAVBHM SN’
C:-Head of office
830adlmy’ ©anouy’
D:-DGP
awledladl
Correct Answer:- Option-C
Question11:-Every disposal file put up for reference must be flagged. Flag will be attached to
0a00@mImoe] muadaflleram aggo WleTRITLES a0WejB:E. 0QOUY HalQEMo. al®d ileais caislafles
A:-Jacket of the disposal file
alemyoamu@ ao@ellden Loy
B:-Note file
[Hollsgtalole)
C:-Current file
alefleal a0
D:-All the above
QBHEI®W AlOODAIOWEIe
Correct Answer:- Option-A
Question12:-Gazetted Officers and Chief Ministerial Officers should keep a book to note important matters calling for further notice. The book is
@500 eI ERHNILIYSS EWIMO]S GIRYTBRUZ EEEIOAFTMIM IMIQAL’ PEBPNIMNM. YOURCD BadTVBRIM. BT ajTydo TYBUEDEMo. Yo
A:-Small note book
6210l eMIg afTydo
B:-General diary
LBNO@ WO
C:-Reminder diary
80326 gOm@ (W
D:-Call note book
GHHOUB BMOS Y’
Correct Answer:- Option-D
Question13:-If demi official paper is used, blank continuation sheets used must be
owall Badlay@ Galajd aleIUTlEREG@IOMBIT, PaleIUTlERM WMPIW @sAa) w’k{z@u& DIOElenemo
A:-Superior demi official paper
Ma]d@ad ewal Badlauy@d Galajd
B:-Ordinary paper
TLIWOEET Galayd
C:-Distinct color paper
QoY Togss Galayd
D:-One sided paper
6@ QIURSS Galold
Correct Answer:- Option-B
Question14:-When a clerk goes on leave he should hand over the office key in his custody to
8@ §A @PAWIRI Galosemdd @RI Moo eayuliess Boadlny’ @IEHIT EREGOOTIN HO®AI06M.
A:-Manager
206MRAQ
B:-Section Supdt.
OTVHUMB TYJ6TE’
C:-Near by section clerk
Ml 88 eTUEUMB GAs
D:-Duty officer
n»ég,'l 80adlrud
Correct Answer:- Option-B
Question15:-Arrear lists should be retained for a minimum period of
@slgle allpevd sosmmo’ eoawgaleas ryesesm.
A:-Three years
Q' QIGao
B:-Two years
@6 QUBaHo
C:-One year
B QlB@aHo
D:-Five years
@6l QB
Correct Answer:- Option-A
Question16:-The destruction of records is done by
6EEIBUE MUBlafleranay
A:-Duty officer
nuég,’l 80adlrud
B:-Peon in charge
,uésna 0 aloded’
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C:-Store keeper
6B Blajd
D:-Record keeper
60eIBW &loyd
Correct Answer:- Option-D
Question17:-If the petition received is illegible the course of action to be taken is
21€ly Mleasm. AWlEnImd &¥locmmonsmeElad qulle:cleems’ Msals!
A:-A legible copy be prepared by section clerk
OTVBHUM GOBES WM HHQYM B® aldBaf QPIOIEHEMo
B:-A legible copy be prepared by section head
OTVEHUM HanW QlEBIM HIQYM GG ald:Ba] GQIOIEEM
C:-A typewritten copy be prepared
065a]660g ©21Q 8@ ald®Ba] OQIOIEHEM.
D:-A photocopy be prepared
633 GnDOG§0(B©0r3J| @QQIOIEBEMo
Correct Answer:- Option-C
Question18:-The accuracy of statements made and inferences drawn in the petitions forwarded to higher authorities must be ensured by
2M® @EU:ElBBE ERPM nBHleEIT MSETI® @IRINMBSOSY TNAMEBREOSTIe HOY® DOqICEEED
A:-Section head
OMVBHUM Ban’
B:-Manager
o0em=A@
C:-Dy.Sp
aleeat agmydl
D:-Superintendent of police
Gatoallny’ cyalend’
Correct Answer:- Option-D
Question19:-The orders on the particular case should be communicated only to
QOB CBHMIORI DOMEBU DA 20@En @RAIEnq)
A:-All subordinate officers
ag)gfd Slgesnmnd
B:-All officers
Q)30 EEPRUITVOMe
C:-The officer concerned
NITWES PEBLPRWTVLOM
D:-All the above
QBHEI®W AlOODAIOWEIe
Correct Answer:- Option-C
Question20:-Stamps to be affixed in covers intended for authorities in foreign countries is
afleswo eomEBRgElna @RUIE:06e:udemowl chmﬂ.ﬂgg@ HAUQBEIT Bglewmere qRoMdud
A:-Service stamps
audallny’ qomyeed
B:-Ordinary postage stamps
TLIWOEEM OB TRIMYMHUB
C:-Foreign postage stamps
alleBud @alo@d qRIMBB
D:-UN postage stamps
Qag)B @ald@d TRITYSHUD
Correct Answer:- Option-B
Question21:-The action to be taken by duty constable/peon who receive the tappal brought out of office hours is
gl cce;om&q;;mﬂtfa/ruém aulleElesnsmn Msals] 8oadln’ MAETBIN OO OEBEMBAIGAN @ald®d
A:-Entry effected in personal register
eoln® ealqyclcd ceaInq oM
B:-Number entered in a register and deposit in the letter box
8@ ealqudlad mmid M@ eaIgd gl mlesuales
C:-Keep it and give to Manager when he arrives
@O MYBHl5] MOEMMWAB QAIMBEMINUD BREROTTIM MEBL:E:
D:-Not to accept
aVileEle@moy
Correct Answer:- Option-B
Question22:-The officer responsible for the proper conduct of the office work, enforcement of office routine and for the prompt dispatch of business
in chief office
&0adlny emoellQes I MsoBil], Badmy dmaley Msaflee@, allad aoadimiear silmimay cUNEIC EPYR® afMINY’ EEMEAVEIRIW SeaPMMAM
A:-Manager
206MRAQ
B:-Duty Officer
rwésl 80adlrud

Correct Answer:- Option-A
Question23:-Register of reports about missing records will be maintained by
HMIDOV EOABSOS GlenfodgHg6s oelqpad aldlaoelemo’
A:-Section clerk
OTLBUMB LB
B:-Record keeper
606HIBW &loyd
C:-Section head
OMVBHUM BN’
D:-Manager
ooem=aA
Correct Answer:- Option-D
Question24:-Government Gazettes and other printed pamphlets, on its receipt must be
MUREHIB OIVgZo g @ 4islgl £I°gJGRIAIGS0, @m0 eMIoIod
A:-entered in the distribution register
aloeem eHlMdI® ceaiesoTilalclensms
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B:-recorded in records section
cEaISEeS alleonOBied coaeygOTalclensme

C:-entered in the rough register
Oall EEHIGROIG 6O |SOBIRIgENE

D:-entered in the personal register
el eelqydled eoaegomialgemn

Correct Answer:- Option-C
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Question25:-Whenever possible, carbon copies of replies to be retained as office copies should be typed at the back of the letters replied to. This is

necessitated as the draft has been

MUIWYPIBEEMUIOPEII0, Badlany’ mﬁ,rﬁ%@gomﬂ myeflednemn aQalsleges @odeniend mae,(aq.dce;ua 2Qals] M@HD HIDBHEHS alaTlod ©6Sq] 1Mo, (WIeg ERO@IMI B

@pilaoeyaosm’
A:-So large that additional papers can be saved
@RWlB GalalQdud MYeellerdm SlQME arjoy
B:-So extensively altered
Qgee Allajairoel 20ge Ao
C:-So confidential
QUBEOO BaNTVPCAE:0
D:-So urgent
Q8O @RS
Correct Answer:- Option-B
Question26:-No flag must be attached to
8@ adWo @I el @@
A:-Current or note files
dleialegse®o &dlaf aoweydud
B:-Linked files
ellss’ ©21Q ao@adud
C:-Back files
6O aNQEYBUD
D:-Disposal files
WleTRITL@ f0@EB B
Correct Answer:- Option-A
Question27:-All records will be filed on record racks :
()50 EOaIM:Se HOEEHIBL 0ISBHEM 0@ 6.21Qo
A:-Side by side
QuesBgleng
B:-On top of one another
aamlme geglcd a6gomowi]
C:-Vertically
Blo6nIn0
D:-Both (1) and (3)
(1), (3) eengo
Correct Answer:- Option-C
Question28:-The main merit in a title is
8@ WRHUBOTIOL! @JWIM YeMo
A:-Choosing subject
Qllstio TlEe6TMFENTD
B:-Indexing
ayalleienasd
C:-Noting
&Claf
D:-Brevity
Mol
Correct Answer:- Option-D
Question29:-Form of correspondence used when a paper is returned in original
6@ talo)d adlelmel oldlos MMM PalEIWERIN &OTISaOHEOS @alo
A:-DO form
DO eanoo
B:-Endorsement form
f)MBEWIFTIOHAMS Gando
C:-Letter form
6219@ Gaddo
D:-Memo form
)DECIND GaNdo
Correct Answer:- Option-B

Question30:-The entry in a paper made by clerk or junior superintendent to facilitate the disposal of a case is
8® BT TR0 MaNIDIERMBITY §oBEEN0 BMLA MYEIENRI MSEWI Galaldlorl ag@S] oy

A:-Note
&Claf

B:-Draft
Qg

C:-Record
©06EHIBUY

D:-Document
cwo@&amaﬁd

Correct Answer:- Option-A

Question31:-When officers are on tour, the tappals intended for them should be sent to them:

oeapOMNd golenwldlenemou, @RIV PEGUlAlgEs @aldajd:ud GRS EPWEREM.!
A:-Weekly
@REEMIQo
B:-Daily
Alauearom
C:-Bi weekly
@REVITD ™I
D:-Occasionally
wsgiles
Correct Answer:- Option-B
Question32:-The final decision of the authority on any matter is known as
ABODIT HIYOTIR)e @RUIBICIQYeS @A @lmadme
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A:-Agreement
OB
B:-Disposal
@Bajoen@d
C:-Conclusion
©alMonNIo
D:-Settlement
eaudladeamdd
Correct Answer:- Option-B
Question33:-Office of the police training college occupies the position of
caloellmy’ alcludlaim ee0egHlmen 6oadlmy’ o™ MLOdMs Qladlesmo
A:-State training center
MUeMOIM al@IUSRIMN B o
B:-Regional training center
(@9eBUlE al@lUBlaIm E 30
C:-District police office
&lgjo asnellmy’ goadlmy’
D:-Training head quarters
al@ludlaim @Rmuadme
Correct Answer:- Option-C
Question34:-1t is the term used to denote the process of copying or printing and despatching communications intended for any person or authority
aROOBIRl QUBEDIEEN @RWIB:OCIEEn Cal6El gc@uabj%@g @RURATIRERE al®AEDEEWI @P4ISIERGEWI CRLIQBEWI ©.al1gam WSO Myallaflenond Dalc@oUllEnm alcaoemlo
A:-Drafting
@Waglouy
B:-Disposal
awleryoruad
C:-Posting
Galoqyloty
D:-Issue
Doy
Correct Answer:- Option-D
Question35:-Form of correspondence used to issue intermediate orders such as authorisations in anticipation of the issue of formal sanction or
orders which are to follow later
6DalaldEld ERMACIEW allmls’ ArMIElEBIM PEMEY®:ESD JolleM sl @R.UIB0EmRUS calajEs BSTIRl PEMENBUS 0J0OFAIENIMD PalEWIVIIERM BOTISAFHESS Gando
A:-Memo
DGR
B:-Demi-official
oawal-Badlauy@d
C:-Order
6808WwaA
D:-Endorsement
af)MBEWIFTMIOHAMA
Correct Answer:- Option-A
Question36:-In the case of communications from subordinate officers, the rules regarding the form arrangement and contents of communications
should be strictly enforced is known as
Slgerpnmaci@d mlmes @rue@allml 86S HOKOBI, HORW] NIMWEq|s MR ERUlMTIaWEEEeS Gando GHB:EEIMOJ PEBSE;Ye &ABUMROW] Msqflendmmendy
@G5
A:-Noting rules
emoslety mlaearud
B:-Correspondence rules
S06TRRMMY Mloasmsud
C:-Drafting rules
@Waagdlety Mloassnud
D:-Issuing rules
MR6ERUE M@HTD
Correct Answer:- Option-B
Question37:-Manager will initiate action to submit personal files of superintendents, clerks and other members of the staff to head of office before
MYQIMERITBOSQo HIBLBBHSOHSQYo G TR0l @RLEBRSHSYo TLIBIOY OBV BadlMY cawdalles’ MuadqJesmalay aemsd Mmsals] @ E-Eles
A:-31st December
awlruosnuid 31
B:-1st December
awlrvosud 1
C:-5th January
maoaiEl 5
D:-2nd February
®anEnid 2
Correct Answer:- Option-C
Question38:-He shall scrutinize the indents and pass them after satisfying themselves that there is no misuse or over expenditure of the item
ONMOTIMBOO GEBIEWINE20 GRAID HaILIGAI DHRIAT TVIWo CNIVWIRAFOTIQ EURAHe @REGANs SDMALMQHBU MYEYRO] al@leuedulal @RI aldmMIER.
A:-Record keeper
6063 &lajd
B:-Manager
ooemRaA
C:-Store keeper
6B Blayd
D:-Section heads
OMVBHUM OOUIBUD
Correct Answer:- Option-D
Question39:-Every member of staff, unless exempted, shall reside within the municipal area of the place where the office is situated. Exemptions
may be granted by
adlaneoqsislogimlad, aggfp qyiad @oLIETBEGo 80adlny’ crudlei £.21QM mneIeladen gailmilajod @IeBwoD @Iamilensme. BEQBUB MMBIQYM @Y
A:-Government
BB
B:-Head of office
830adlny’ ©anuy
C:-Head of the department
Qidha] cawoall
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D:-Home secretary
@RERYTE HTVGSO
Correct Answer:- Option-B
Question40:-Members of the staff shall not approach the ministers, secretaries or Director General of Police on any official matter without specific
permission of
HAMEI®BOS @RWERUY AETIR06EEWI HMGSOIROEEWI Galoallmy’ WA Bmoelomewd ago®Ela B8VEBPUIE: HORKTREI® @EMis GPMATIXlgPE® Mudlalema
A:-Immediate superior
©sms] earjeaRUMOM
B:-Government
VGRS
C:-Head of Department
Qa] cawoal
D:-Head of office
830adlmy’ ©anouy’
Correct Answer:- Option-A
Question41:-The use of classical words such as supra, infra, ante etc., are prohibited in
M), B2, @RMA @sarEl gomilendd AIBEBEOS PaleIU ooled mleeowlsfl@lesmo
A:-Discussions
PIGETTN)
B:-Public speech
0ald® (Moo
C:-Official correspondence
8063PUIB HOMISagHd
D:-Write ups
0QgTDH(B
Correct Answer:- Option-C
Question42:-Officers should always add the date below their signature or initial irrespective of the nature of the communication i.e.
@RWAlTlOEBIBEO TIEIA AlBINMIEIO® DEBPNMINAR a))goTIEIg @RAIGSS Baflemd o@lupelemd @e¢ GG caldems, ERMIWEY
A:-Note or draft
GMIZ’ @ROQYEHIM (WIag
B:-Letter or order
BOT @RORYEIE BoBWA
C:-Any other
26Qe®Eej
D:-All the above
AHE alOFDAUOWEI0
Correct Answer:- Option-D
Question43:-Before a typist begins to copy a paper for issue, he shall verify that it is
6@ 66SaqY 6@ ealnjd DaxEIMIT] arBdEmOMD DSseERMIMERMY, @G
A:-Neatly written
Qooilow aggailoo
B:-As per rules
MamBRud @RMMIE] 4]
C:-Bears the initial of authorized person
@RoUSlRH® AUETIQeS MUy QlaClenmo
D:-Urgent or not
@RsIlecn) @RIEWI
Correct Answer:- Option-C
Question44:-The officer responsible for the proper upkeep of police offices
Gatoaflmy’ aanﬁkr\g@gs)s WBAIIW al@laloaImEBIT pomEAEIWIL DEBPMMLAM
A:-Manager
206MRAQ
B:-Duty officer
cm‘g &0adlrud
C:-Sub inspector
auen OMETYHA@
D:-Section head
OMVBHM Sana’
Correct Answer:- Option-B
Question45:-The receipt of Government and police Gazettes will be registered by the record keeper in
URBNIB, Gatoallmy’ DIEBZOS Mo’ ©068B #lojd oiled eelayd 6.a1Q)0
A:-Rough register
Oagd’ @edlaqnd
B:-Periodical register
alldleonslen@d eeflqnd
C:-Distribution register
aloesm emlamyd
D:-Inward register
epadeaida eelayad
Correct Answer:- Option-A
Question46:-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
=50 Boadlryeel@d soadlmy cawoalgesews Myofelwd soadirdaomesemd ealdled allenme M@ED aggfd GAQBE Boadlmy 62wl O, EPEGOOTIBHO EREIGTITE @G
DOEBo
A:-Dysp
awlesalagmyl
B:-Manager
206MRAQ
C:-Section head
OAVBHM SN’
D:-Personal assistant
GalReM@3 @oMVlqRdd
Correct Answer:- Option-D
Question47:-Daily stamp account for letters sent by post will be entered in
@aN@d AUYl EERRM HIDHWBEBES HOBMEIM qRIMI EREVENE GG EEaIOFTDo
A:-Despatch register
©WMYI5] eelqRAd
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B:-Tappal register
a3 elqyd
C:-Record register
60edW eeflqyd
D:-Personal register
Galgem@d Emlqud
Correct Answer:- Option-A
Question48:-When a paper is given a current number and entered with an abstract in the personasl register is called
B@ GalofOlTY BG HOMA MMUIB M@BBBYo BalgeM@S EEIMRAIT GG TsWade MBEBBQE HaIQEMIOWY @Y waReM AllglEreage
A:-Current
SHOMS
B:-Tappal
OBV
C:-Registry
elayl
D:-Correspondence
BOGTYIEMRMMY
Correct Answer:- Option-C
Question49:-If a paper is returned in original with an endorsement, that fact should be noted in personal register by the entry
8@ GaloJd adllmel@d a8m agmderwodmipamenes @lElos M@, @Ry QUTRD EalfEN@ @elqudlad cEaIOA|GOmEM.
A:-Despatched
OIY04] 62IQ
B:-N Dis
B auslony
C:-L Dis
ag)@d auslony’
D:-Filed
ANQES OaIQOY
Correct Answer:- Option-B
Question50:-When addressing to the members of Legislature, correspondence should be in
MamEWIHL! @R.WEREE @OEITVLEENIOWM s)mt%vccmaua, SODNSaOFHHUB
A:-Letter form
6219@ Gando
B:-DO form
Wwle Gando
C:-Endorsement form
af)MBEWIFTIOHAMS Gando
D:-Order form
60B0WA @aNdo
Correct Answer:- Option-A
Question51:-Communications received in the office which are official, unofficial or demi official until registry is known as
&0admil@d eidlesm aoeapRUlle:, @MDEERUIE: @RegIEIE HWal Badlay@ eV GRIMIaWEERMY, EEIMY] agMClWegME e
A:-Reference
0anommy’
B:-Draft
QWoog
C:-Tappal
OBV
D:-Correspondence
BOCTRIRMMY
Correct Answer:- Option-C
Question52:-Superintendent and clerks shall be trained in every branch of office work and shall not be kept in the same work for more than
MeleElave £0BER8:03E8e 60adlny’ emonlwes aggf woale:Elal al@lUElaim. MM, &SIO® 666 ¢30alalm GO B:oalk dlamldomma’
A:-one year
8@ Qo
B:-five years
@6l QIdaHo
C:-three years
QoM QIBaHo
D:-two years
©6TE QIBaHo
Correct Answer:- Option-D
Question53:-If the communication is returned in original and no current or note file is retained, it should be noted in personal register in column

erwaldaw. adleElmeld dldles m@maag. manlen @regIEITd d:Cla] anwee80Mme MYEXlEITIClERE:Q 61T, @RCY edosODlenl QBHIN® elqydlad
GEAIOISOmEMo
A:-9
9
B:-15
15
C:-10
10
D:-5
5

Correct Answer:- Option-B
Question54:-Confidential disposals should be kept separate in locked Almirah and key should be with
@OV UWleMOmUa)Bud 6aIdEs 6.a1Q MlaIRITd ek TYBAllEneM. ER@AIOR. Bl @I DeMowiElEnsmo
A:-Manager
ooemRA
B:-Record keeper
60eIBW &lajd
C:-Confdl. Supdt.
G96Madlanaduey@d myaeng’
D:-Section clerk
OTLBUMB £BLH
Correct Answer:- Option-A
Question55:-Current file, note file and any previous papers and books put up for reference is called
dlaialeal c0@@, Mg 0@, 0anommilmol] Mvadallaldlesm g GalnjQ®u3, oJTysEBRUS agaTlaew allglesmmo
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A:-File
Yt
B:-Case
[¥:X0s
C:-Correspondence
BOGTYIEMEAMY
D:-Drafting
@Wagleuy
Correct Answer:- Option-B
Question56:-Section head should attest the distribution register and make verification certificate at least once in
OTUEHUM HanW llmEEM EHIMYA MOSHUEFTDBHQP B@ OAMEWBIa) MAElE:EEM TVASladldg MEB:BQ M.
A:-A month
63@3 MI(Mo
B:-A year
B0 Ql@aHo
C:-A week
8 vy
D:-Two week
@6MR0g
Correct Answer:- Option-C
Question57:-The scrutiny and circulation of all government and police gazettes is completed and that due action is taken on all matters there in,
with promptness must be ensured by
ag)gfo MAEHA, Galallmy’ DIVQBHZOSQo MYEYalGleUroWMQe MIBERERIUM. oJBO@OWS, GRGIeR! afg @:00ERER) ©allmm® Msals! Mulle:ElesMmem=TY 90aIEeMo
A:-Section clerk
OTLBHB £0@LH
B:-Section head
OAVBHM SN’
C:-Accounts officer
@REVENEMY B30adlorvd
D:-Manager
ooem=aA@
Correct Answer:- Option-D
Question58:-Section head will certify in the personal register that all pending papers of previous years have been brought forward after
Qm aIdauBgleonl aggo @m%&gaqjmom GalojQdhgo @' GUBaHo PEANOS’ OBIMFANTIFEOMET HTVSUMD Had EalREM@S EEIGRAITE TVOGHUIENFEDo
A:-1st January
mmaEl 1
B:-31st December
awlruosnid 31

C:-1st February

eanEnaid 1
D:-1st March
00@4 1

Correct Answer:- Option-C
Question59:-Enclosures must be avoided as far as possible and when these are necessary should wherever practicable
) BERHUQBUB @IOPajoM Gl ErEldledemo. &¢lQMlseomog. BIANEM., ERHNIBYSBEAIWD @IEIUTBHRIBMTISOOMEIe A B.2IQEMo
A:-Be typed in continuation of main communication
@WIm ERAT2EOTIBE0 DSABIIW 6eSa] ealgeme
B:-Put it in another cover
26Q0@ HACITR g6
C:-Put it with other enclosures
27 af) BEHIHQHEBIOSIajo LGB
D:-None of the above
QBHEIW AlOFDAUOWIMRREY
Correct Answer:- Option-A
Question60:-The stamp account and stocks of stamps will be scrutinized and checked by Record keeper at least once in
TRIMI @REHDEMGo TROMYSSOS EIRIEBBGe HOEEIB Blojd @ aelemernislaj Myeynow] dldlesdeaani adleiwlEas 6agp.
A:-two days
@6 dlamoe
B:-a month
6303 @OMVo
C:-15 days
15 dlame
D:-a week
8@ ARG
Correct Answer:- Option-D
Question61:-While despatching important papers such as pay bills etc from one office to another in sealed covers by post, it must be sent by
mﬂgda,ua @RSQ@ CalIQISS (JUWIMOS GalaB U8 8@ Badlmiled mlan aegomileass’ MM E.21Q HAQBEI® @ald@d ¥l GRRQEMIIM, @Y
A:-Registered post
eaflequdny’ Galoqy
B:-Not by regd. post but a certificated of posting obtained
esflequdny’ ealoqy aislog), adlal eiEla) can@leuy mudgladieng’ aigl @r@ M.
C:-Ordinary post
TLIWOEEM GaldMY
D:-Speed post
adlowy’ eatoqy
Correct Answer:- Option-B
Question62:-Proposal to obtain on the note file of a case the concurrence, opinion or remarks of another office/officer is called
26Q0@ &oadlmilealo/eoadlmugesews mumm., @pE joW. @RegIEIm @PEIOWERUY B eamiladnc 6mos anwela aidesmalmngs mldeuweacn alglesm
A:-Referencing
0an0MmSlouy
B:-Correspondence
BOCTRIRMMY
C:-Unofficial correspondence
@PMDEBPUB BODTISAIOFEUD
D:-Observation
aldlememe
Correct Answer:- Option-C
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Question63:-The important word that is placed first in the title by which its alphabetical position in the index is determined and on which the
possibility of finding the title primarily depends is called

Malewien GREIMEO0 EREUERILDGOETIGIBE MUNIM. MIBFRVIERMDe AT HEOMROMIMBS MWD (@JoL0dlE:200 ERWI4dleem@. ®aeE ST @RRYK Mundalgldlesm

@WOM alBEOD
A:-Sub head
aosnt eanouwy’
B:-Appendix
@RENIMWL
C:-Personal index
Qemlnm myaile
D:-Head
a0y’
Correct Answer:- Option-D
Question64:-The prescribed scale of accommodation for staff in office is
avadmileas glameidssgs @rmoniden mlddey emyoicd
A:-40 sq.ft
40 21DeWw @S]
B:-30 sq.ft
30 apews @S
C:-20 sq.ft
20 apeww @Sl
D:-100 sq.ft
100 a@ews @es]
Correct Answer:- Option-A
Question65:-Arising reference shall be stamped, numbered and distributed, but first sent to
2@AMAIGM 0a00MaVled TRIMT 6.4l MMIA M@H] AlMEEMo E.21QEMo, alcHY ERELH EPWEREMRDTY
A:-Inward section
eDMeBUY HAVHUM
B:-Manager
2o6MRAQ
C:-Section head
OMVBHM BN’
D:-Head of office
830adlmy’ ©anauy’
Correct Answer:- Option-B
Question66:-Who is responsible to check the accuracy of titles when he examines the personal register?
ASOIN® EHTRA lclewdUlEBemIod WIBaUMEREHS SO aldlewdwlendd @REIEMY oomEE?
A:-Section clerk
OTUBUMB £OBLH
B:-Section Supdt.
OTVSUMB MY(J6TE’
C:-Manager
206MRAQ
D:-Head of Office
830adlny’ &anouy
Correct Answer:- Option-B
Question67:-The record room should be locked and sealed every day and entrusted to the guard commander on duty, recording the fact in
©068BW Qo afgfo BlaITVqYe oygl MR E.a1gY r\ugcnﬂe‘;gg 1B 0B aB@aflEnemo, QUIRD COEIOSOmEMo
A:-Record Register
60edW eeflqud
B:-Record entry book
£0EHIBW aiBS] 61y’
C:-Sentry relief book
eaumds] dleflad’ enyes’
D:-Record book
O0CEHIBW 6TYcEs’
Correct Answer:- Option-C
Question68:-Records shall be supplied only on requisitions made in prescribed form. Maximum number of records asked for in one form
Mddlay canodl@d MmsgomM @REBEONMEE® 20@ED CEAIGU3 MTBHIYY. BT GanddlTd ERAILIOAISIM alEAIIW! CRAIBSOS afFRo

A:-Three

g’ ailglasmo

o’
B:-Two
©6ng
C:-Four
moal
D:-One
(=0
Correct Answer:- Option-D
Question69:-The current file and note file should be maintained separately until
mleialle)gs anweje Mg anWeje QO OQUCQSO allaloallensmo.
A:-It is put up to officer concerned
IMWOS OEBPWOMANY Madaflesm® Ao
B:-It is put up to fair copy for typing
665q] ©2QMTIMID] OB MPWRIW ald:Baflcd ruadafess
C:-Its disposal
@RGIBOO T fon@d
D:-Permanently
audleaow
Correct Answer:- Option-C
Question70:-The manager shall inspect the Call book at least
DOEMEBAB OO BB s al@leuowlenemo
A:-Once in a month
B0 DITNVODIERIOG|EH@D
B:-Twice in a month
S DOMVODIT NI
C:-Once in three months
QM pomEDIleRIdlEn@d
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D:-Once a year
QBHODORI0EE
Correct Answer:- Option-A
Question71:-Each subject clerk will prepare and submit monthly arrear list by
606D MVENYE, HOIBERo (JOIROM B:SIGlS algle ®QI0oEs] MaBafleremoe
A:-The 10th of every month
a)glo @0auae 10-:00 @il
B:-The 1st of every month
g0 2000qge 1-:00 @@
C:-The last of every month
Q)30 BIMVQYo BRAUTVIMETO@
D:-The 15th of every month
a8 2000q)e 15-0:00 @il
Correct Answer:- Option-A
Question72:-The acknowledged despatch slip will be initialed, dated and filed and retained by record keeper for
@RUIR® HUWMYI4] Mla] M@ B2y, TR CEAIFOD, V@ Halg’ Myssieso.
A:-One year
B QIBaHo
B:-Two years
@6NE QUBaHo
C:-Three years
Qam’ QI
D:-Five years
@6l QAUBaHe
Correct Answer:- Option-C
Question73:-When officers are on tour, the tappals intended for them should be sent to them
oeap0MNd golenaldesemioud, @padanowl Qc@uﬂ_@@g@ a0l GPAIBE @PREREM.
A:-Weekly
@RYYE®IQo
B:-Daily
Alauearom
C:-Bi weekly
@R 6N malem
D:-Occasionally
osgiles
Correct Answer:- Option-B
Question74:-There will be an office letter box in every office and the key of this box will be in the custody of
ag)gd oadimileje 8@ 6oadY 619 enidg; ParEIRIElER., D IGO0 @IEMIT BIyWlelenaldlEs.
A:-Duty officer
n.ugg’l 80adlrud
B:-Record keeper
60eHIBW &loyd
C:-Inward section
snadeaida)’ afleows
D:-Manager
ooemRA
Correct Answer:- Option-D
Question75:-Before opening the Record Room the Record Keeper should satisfy himself that the seal is intact and make the entry in this effect in
£068BW Qo @OBIMEIM gMI HOEEHIBU Blajd MM 6HFESOOVIFERH@IOEMM’ MVIWo EENIIWIPAIFEDHQo D AT afBES MTB:BQo EGUEMo.
A:-Personal Register
GalRem@d elqyad
B:-Stock Register
6o EElqa
C:-Sentry relief book
eauads] dleflad’ enyes”
D:-Security register
omaaldl eslapd
Correct Answer:- Option-C
Question76:-Sort out from the following tappals which need not be numbered and distributed through distribution register
aloeem e=lqyd ai¥l mmid ma@de:] allmesme 6.216QETE @RAIBKAIBIO IO MajaleElTd WM CE.vidlese:
A:-Reminders from subordinate offices
&Y Boadryselcd mlmeas 6odmeqgoma)eud
B:-Reminders from Government
MA@ Tlmogs Bdmeq|goma)Bud
C:-DO letters
DO eaigqeud
D:-Appointment orders
dloam 9OmEQYSU3
Correct Answer:- Option-A
Question77:-The date of receipt of a particular paper will be revealed by office date seal. This should be submitted before
B @EOH Galajd eIy Gl Boadmy dledl g@ ai¥l eagleqgaD.. @ gmi muadaflersme
A:-One week
o avy
B:-Ten days
o Glairve
C:-Three days
a1y’ dlaimoe
D:-Five days
@6l Al
Correct Answer:- Option-C
Question78:-An alphabetical list of office addresses will be maintained by

&0adlmy’ aflenaosens 08l ajes ellqy aclaoeles.
A:-Manager
206M=WA

B:-Confidential section
@anVy QllRoMe

C:-Establishment section
aundalm alleows
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D:-Despatch section
&Y koo
Correct Answer:- Option-D
Question79:-Reminders issued should be entered in red ink in personal register in columns

DRI 6032OSODEIBWB ABTIN® EHEIMRCI _ 68086@rgl@ 4JaIm 2ellall@d m@deeme
A:-7,8,9
7,8,9
B:-9, 10, 11
9,10, 11
C:-10, 11, 12
10, 11, 12
D:-12, 13, 14
12,13,14

Correct Answer:- Option-B
Question80:-Before submitting the Government and Police Gazette to the Head of office, it must be scrutinized by
B3, eaalmy vy oadmy eawoalles’ madallasmmaiay gmi, @R MYeYaI@leUIWMm MSTmEM.
A:-Section clerk
OTLBUMB £0BL
B:-Section head
OMVBHUM Ban’
C:-Manager
o0em=A@
D:-All the above
QABHEIW AlOFDAUOWEIIo
Correct Answer:- Option-D
Question81:-Applications for casual leave will be filed in the leave files maintained in the section. It will be destroyed after
@RHMYle @RAWIHBES @oealsesud allconEm@ mysulleam @paW co@eidEle aodd £.21QM@IET. Y aflarls’ mudlafleeaige
A:-One year
B QlB@aHo
B:-2 years
2 Q@ao
C:-3 years
3 QiBawo
D:-six months
@R MMV
Correct Answer:- Option-A
Question82:-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
206mRAL @0 eflaimenides 8oadlmy maom soadlmy’ allsoemo @regsld eeals:] Boadlnied a0IEBEIIEMI BRMAIIGe MMB:Jo, afIMIT @RI BSO@ TLAWo
@RMAEEBGB® agM agaImog) aflswwaool]
A:-One hour a day
8@ A 8@ nemleed
B:-Two hours a day
8@ dlaiave eeng nemlesad
C:-One hour in a week
8@ YW 8w asmlgad
D:-Two hours in a week
8 ARG e asmlgEad
Correct Answer:- Option-A
Question83:-Forfeiture of one days CL will ordinarily be the penalty for late attendance without permission for every
@ GlAITVe HEMBOSHFB TVOWIEEMDIS BEEI MDY BRIAMIWVIZVE® eS; a00mEIGM@IM CL alvwowidles.
A:-5 days
5 dlame
B:-3 days
3 dlaime
C:-4 days
4 dlcuroe
D:-2 days
2 dlaime
Correct Answer:- Option-B
Question84:-Statement prepared on the last working day of every week in form XVIII Appendix A is
60600 BRHEYSSQ @RAITNIM @QYOD] dlaime ande XVII @ @gpoooedlw @ayoaim @pasnimue A @ryer
A:-Weekly arrear list
@REE®IQQSE HSIGlH algle
B:-Statement on cases pending disposal
OB oI EHTYBEOS (JTROQUM
C:-Statement on missing records
HHOEMOIBIQ) c@ma’agﬁarﬂ%@g @myoaim
D:-Statement on issue of records
CEAIBUS MBSBMOOMERClYSS @TYoIM
Correct Answer:- Option-A
Question85:-Entry of dates of submission of cases of officers and return should be in columns
2EBPNMOMES BHMYHUWB Madafleamaildeog. degamldeog. dlosud G080 CEAIOAGOEMo
A:-9 and 10
9 9,10 oo
B:-10 and 11
10 9011 oo
C:-7 and 8
7 9 8 9
D:-8 and 9
8 99 o
Correct Answer:- Option-C
Question86:-Details of punishment rolls and rewards should be entered in
Blesd aISleSEOSQo Tl Qo QllLdBEILBERUZ M3 M@E:6Mo
A:-Personal Register
Qeoln® eelqud
B:-Call book
CHOUB ETYs’

<
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C:-Transfer Register
©omapd eslqyd
D:-Separate register
@eoys esElayd
Correct Answer:- Option-D
Question87:-Insertion between two entries of a fresh entry in personal register should not, be made except with
ABOIN® eHEHIqYTlnal (@@ aBElges @ af@BEleBeslseilcd euBeagEmES
A:-fresh orders of manager
DOEMBBBOS oJTIQ BOBWQSUB
B:-orders of head of office
80adlmy’ eawonlles sodaweud
C:-initials of the section head
OIVSHUM BaNUIMBOO EOMlawyejdrud
D:-no order necessary
808WAd @RIKle)
Correct Answer:- Option-C
Question88:-Distinctive letters will be added to the reference number after the year. Accordingly in reference number A1-5320/20/TC, the TC stands
for
QBHODIMBER 0a00MMY MMIGIE AlTIElemaw EROUEERUS GaldsRe. @ROMMIEY tanommy mmid A1-5320/20/TC ola, TC agmoy
A:-Trichur Corporation
QLA EHIBEOHM
B:-Trivandrum Crimes Branch
SlMBEWoe OO Enjoeal
C:-Trivandrum City
Slanadaw. aildl
D:-Travancore
©SoIBed
Correct Answer:- Option-C
Question89:-'Verified that the above numbers, have been entered in the personal registers', this attestation must be entered in the distribution
register by
'geglcd aloaom MMIQsd Aecln® eaElueegltd malulgerea’ muddedly’, oo MmosHeygEmE almesm eslaydled madesemno
A:-Section Clerk
OTVBUMD AL
B:-Section head
OMVBHUM Ban’
C:-Despatch clerk
OWTYIgf HABLH
D:-Manager
206MRAQ
Correct Answer:- Option-B
Question90:-In matters of particular importance and urgency, on arrival of Gazettes, immediately take action without reaching the matter to the
Head of office by
(@QEDMIB @OIWIMIPBBDo @RSIVTEQYROIW BHIOEBREIDI, mn’ug.ﬁ:uﬁ af@@EMUB, Boadmy’ cawoaleow mudlallenredm osm msalslowgens
A:-Section head
OAVBHM SN’
B:-Section clerk
OTVBUMB LABLH
C:-Manager
ooem=A@
D:-Record keeper
60eIBW &layd
Correct Answer:- Option-A
Question91:-The heads and sub heads under which the disposal is to be indexed will be underlined in red ink in the title of the subject in col.3 of
AUWlemRITLE DMEWE; B2ICQENTE aemule 3 e altoBlBe0 @eeE®STd 4 el @eslaewlslElenems
A:-Stock Register
6IYoes eelqud
B:-Transfer Register
Somapd eEsdlayd
C:-Disposal Register
awlemyoau@d eelqyd
D:-Index Register
dowg esflqud
Correct Answer:- Option-C
Question92:-If a slip cancels or modifies a part of an existing text the part cancelled or superseded must be scored out and the number of the
correction slip will be noted in the margin against it. It should be done with in
8@ qyfla] dlenla)ss 8@ WABOTIBO0 BB BV OGILBHER AlGlYCERHEWI HaIYPIT OGO ) @RAVOUIQIOSS 0 @R @I ETPIB O2IYSWYo @OeMIEIW nodemlcd
Slnom@d qlalBeo mMmMId ceaIeSTDE:®Q GlMo. Y a3 6.a1Q6Mo.
A:-a week
B0 @Y
B:-10 days
10 dlarve
C:-5 days
5 dlame
D:-three days
Qo' dlairve
Correct Answer:- Option-D
Question93:-The person responsible for the proper maintenance of the records
CEAIGENS VBRIV al@laldRINOTIM OMEAEWIW Al
A:-Record keeper
60eIBW &loyd
B:-Section clerk
OTLBUMB LB
C:-Duty officer
rwég,'l 80adlrud
D:-Manager
206MRAQ
Correct Answer:- Option-A
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Question94:-The Manager will inspect the Record room and report to the Head of Office at least once in
206MBAB HOCHIBAW Qo al@lEUOIUWl4] Boadlmy cawoailes’ @ 3@ OAUMEVSIRJ 0leajods e.aigo
A:-a week
9ok
B:-a month
63@3 MI(Mo
C:-15 days
15 dlaaoe
D:-a year
B QlBaHo
Correct Answer:- Option-B
Question95:-A register containing the residential addresses of all members of the staff (arranged alphabetically by name) shall be maintained and
left with the turn duty clerk on holidays. The changes of address are immediately recorded in this register. It will be the responsibility of
e HANEBO@OSQe HOMIWMBayymd allemVEEEUd (eald @RIMIG] ] EREUERILIEGAOHGE @ %:dl aldlesma) @osmrlw 6w eeflqyd myesi Qo @oaW] laim flod @send rwég'l
£0BLM M@BEHHQo GaleMo. Aflaldmamsilenl 20QeEBRwd OSM @M D EHIMCI® CEIOAFED.. @Y @ e EAUEICMROQ@lEs0.
A:-Manager
ooemRaA@
B:-Record keeper
6063 &layd
C:-Every member
63060 @RoNOYo
D:-Duty officer
ru:ég,’l 80adlrud
Correct Answer:- Option-C
Question96:-In subordinate offices papers relating to the District Special Branch and the District intelligence Bureau shall be submitted direct to
B¢ Boadlryeelod ey eTyauy@d ey slej eadoeallemmy 6NEO0Qe @UoeNIMWlaf GalajRd 8 6MElS muadalensme
A:-Manager
206MRAQ
B:-C.I. of Police
catoeflmy’ ail. eag).
C:-Dy sp.
awnjég’l aygeleng
D:-Superintendent of Police
Gatoallny’ g
Correct Answer:- Option-D
Question97:-Whenever a case of infectious disease occurs at the residence of a member of the staff, the staff concerned must stay away from duty
after due intimation. Such absence will be treated as
Hlameomes 6 allsled aed00ull eI, mIMWee)s Hlaimed @RI GRGIIaM evonti SV @l Algmladersme. EROME. @MITIW D@IV EEMEIEE..
A:-Special casual leave
OTYU® BH0au@d allal
B:-Duty
gl
C:-Casual leave
S0aI@d aflal
D:-Earned leave
@RYRIWSHE20® eflal
Correct Answer:- Option-A
Question98:-General behaviour expected in office
&0adlnil@d (OIBaleRam ©a0@AN® HalmBadge
A:-In a quiet and dignified manner
WIDYo BOMIYRO® Bl
B:-Address other members courteously
2g @RWEBRESIS BOMKAOS MMIG|ERE:
C:-Maintain perfect silence
og@em ey aelers
D:-All the above
HE@D A0SV
Correct Answer:- Option-D
Question99:-Superintendent and clerks shall be trained in every branch of office work and shall not kept in same branch for more than two years or
posted back within
MYEEIOMQ GHIBERBHOSQYe B0l 620lQes aggjo WIRIBERJ al@lUElaIM. MTBBEM., BSIO® BN AUBUOTIT BT B6E WIAIDIT CHM D! o Q3D
MeEIed TIFoS CRYYHEWI 6.2IQWD
A:-Three years
Qa1 QIBao
B:-Two years
©6NE QUBaHo
C:-One year
B QI@aHo
D:-Five years
@6l QUBaHo
Correct Answer:- Option-C
Question100:-All covers addressed by name to an officer of superior rank should be franked by
QAN 0IBIYSS BT OEBPUVMLAN Gal® MBS @REITVLEENIOWM ©.2IQD afGo GBS0 @B 6).aIQ6Mo
A:-Record keeper
606IBW &lajd
B:-The officer concerned
NINWEQS PEBLPRUTVOM
C:-Despatch clerk
©ALTYIgf OB
D:-Personal assistant
GalReM@d @MVl
Correct Answer:- Option-B
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