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PROVISIONAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test
Date of Test 13-05-2025
Question1:- is the official Head of the Department in the Secretariat.

em@estlodlonl 80eaRUIE Qida] sawoallmosmy
A:-Chief Secretary
aflad ©VE@GSA
B:-Joint Secretary
€203 &IV ST
C:-Secretary
OV
D:-Special Secretary
OTYU @ OGS
Correct Answer:- Option-C
Question2:-Which among the following statement is true on the allocation of the business of the Government among the Ministers?
2@20385lsed TVAEIBIMBEO B0YBRUD m\anam(a’ldas;mmﬂs)m:eszohdg@ @I6PaORM JTRYIAUMBSITS ag@oeTy wdl?
A:-Allocation is made by the Chief Minister on the advice of Governor
OABERQROS QalEBURE)BIe FEURES Afladl@e MmB&:
B:-Allocation is made by the Governor on the advice of the Chief Minister
QeUTIQOS DalEBUEISIGe ABERA alladlme M@de:aT
C:-Allocation is made by the Governor on the advice of the Cabinet
2AITUERES PalEBUREISIe NAIBENA Alladlmoe M@
D:-Allocation is made by the Chief Minister on the advice of the political party
@l aASIQROS PalEEUBE)BIs YOS Alladlme M@BS:D
Correct Answer:- Option-B
Question3:-Which among the following is not a special function of the Chief Secretary?
©@069aJ0QIMARIEB a@@EN allad HIVGSCIYSS (EDS YAORIVLPODDY?
A:-Control over the staff attached to the Ministers
2@@120@RO] MIMLELS HAUNEIGBES CaRes M EDEM.
B:-Superintending control over the whole Secretariat
Qg1 em@esdlodldeog. camdemog M E@sme
C:-Business connected with the meetings of the Council of Ministers
2@@l20@mes &vemavleldeo c@ammgmomﬂ M5 HOEEIRUS
D:-The official head of the each Department of the Secretariat
em@estledienl 660 QlEn]BEOQ. BVEsPUIE: @™
Correct Answer:- Option-D
Question4:-The disposals containing decisions already taken put up for reference for processing fresh cases are called
@ TSR al@VMIERmM@ImIe] tanomdmilmonl mada]sldesm dlamacmenud @rsarlo ulemomases alglesmaoy
A:-Linked file
elley’ 9alg «0@3
B:-Current file
el a0
C:-Case
BT
D:-Back file
6NUOES) aNQM
Correct Answer:- Option-D
Question5:-A case shall be disposed of at the appropriate level according to the
@B00 BB EHTY a0 @eaiooiled @ldqjosnems
A:-KSOM
OBDagh)TIBag)o
B:-Rules of Business
enflondlmqy’ mloasesed
C:-MOP
aglossall
D:-Kerala Govt. Secretariat Instructions
6508 MAMIB 6MLGEsTIRG mldeguosnud
Correct Answer:- Option-B
Question6:-Which of the following statement is false regarding the preliminary points to be considered in consultation with Law Department for
initiation of Legislation?
mlwamideosmomimow mloa m:esqdmom)’l @slwocenallyf aldlnemlesmen @owalse cmomﬂnﬁgae@md%g@ @IOLOQYM @JTYIUNBEI@ oG@6T sv(mg’?
A:-The need for the proposed Legislation from a legal point of view
Mleaieac® alssemesoemicd alm’ mlddly dloamidenosmomldac @RI
B:-The competence of the State Legislature to enact the measure
TUOdM MIATURY D Msals! Msaflenanmgs e¥lal
C:-The necessity for the previous sanction of the President or recommendation of the Governor as the case may be
MU0 AlEMMIE] 3] Y ITIQeSs gmBed EPmAGed NAIBEMQRSS WalodLEWO IMEIVIFIELIBBIMOO ERAIUBLED
D:-Whether the remarks of Finance dept has to be obtained
WMBIEY AdaflBen EPElOWEBUY EMESME@E=D
Correct Answer:- Option-D
Question7:-Legislation during the recess of the Legislature is achieved by issue of ordinances under Article of the Constitution.
REEMARISMYS'S @RASIEIU @200 BIBUWIMMBIYBU ojoqgallesmaigeswoam Mlwameyes mseagicd mlamldarosms MLIWRIBNTY
A:-213
213
B:-163

163
C:-166
166
D:-309
309
Correct Answer:- Option-A
Question8:-In the absence of the Secretary to Government of the department concerned , who can approve the draft of the Government Orders
communicating the decision of the Council of Ministers?
NITMWENS AB]BEO EME ETMGSCIYeSs EPERIAICIE, 2DI2IGES G:DmMMIME0 GlaBadme ErARIEM TVAMIB PEMEYBEOS B:ES BRI @o.UTlB:ElEI SIQe?
A:-Additional Secretary of the Department concerned
MITWH5 AdaflBeo @oleuem@d eTESA!

Tuesday 13 May 2025 01:08 PM



Home Page

20f13

B:-Officers of and above the rank of Deputy Secretary
a)(wmg’l MBSO 0IBIRYBBDe BRDIM PBHERISBDROW OEBPUMLNAR
C:-Special Secretary of the Department
Q] HIVUT HTVGSO!
D:-Chief Secretary
aflad ©VE@SA
Correct Answer:- Option-D
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Question9:-Final decision on the petitions received from the committee on petitions should be taken by an authority not below the rank of

to Govt.
aBedleg@ mdlolcd mlo’ aidlesamn @reasueglcd Grmla alaacms 0BT HOWITD BB EREMICIFWIET af)FEEDERD.

A:-Joint Secretary
€203’ &IV ST
B:-Secretary
OGS0
C:-Chief Secretary
aflad’ ©MVEGSA
D:-Additional Secretary
@RUlaHEM@d HIVEGSO!
Correct Answer:- Option-B
Question10:-In the Courts subordinate to High Court, the suits and other proceedings are co-ordinated by the
66a0eHISOIES) BlFlajes eaISClagled, eamymEe a¢ MSalSlge MIMWES @R agéddallaflesma.
A:-District Collector
elep He@pad
B:-Advocate General
@RAICEHY VMO
C:-Govt. pleader
0al. gllwad
D:-Public Relations Officers
alepfles’ dlealaumdmy soadlmudadd
Correct Answer:- Option-A
Question11:-Purchase of books, periodicals and service stamps is done through the
AP &6aRu8, @RMG:ele:ERu8, MLAQNMY MRIMYB:UB agMIIREeS Q1R
A:-Stores purchase department
GIRIBMY al@EYMY Qlda]
B:-Accounts Branch
@EDDENETY’ EJosral
C:-House Keeping (cell) department
0DV @lafloty (6TV@R) Qldia]
D:-None of the above
GBI {OETIOAUOWITORG]
Correct Answer:- Option-B
Question12:-Which of the following is not a function of the Secretariat Records Branch?
©969aj0QRMARIT ag@M eTMEGESIRG HOsEIBUWMY Eemiadec @UBEDMAZO®?
A:-Receipt and arrangement of records
IS0 MVIlBElEBMDo (B BEERMD®o
B:-Destruction of unwanted records
@RURAIRPOD eI MUl fesamn@o
C:-Proper custody of the records
(S(OG).IcS:EG)S PAIOW MVoEBUEMo
D:-Disposed files have to be docketed
Mo 6.2Q AOWEIBHU EWILHY B.aIQEMo
Correct Answer:- Option-D

concerned.

Question13:-Numbering books of Govt. Orders, Circulars and Office orders for the last years except those retained by the office section

are kept in the section.
&0adlny allrovie myssilslamal adloaqes @9l Qi
ayesd sfldlesme.
A:-8 years
8 Qdaxo
B:-5 years
5 aiBauto
C:-3 years
3 Q@
D:-10 years
10 cBaso
Correct Answer:- Option-D
Question14:-The stationery and forms required by the sections and officers will be obtained from the
alleonseBudase 0adlTudRIBER. ERAILRIW EIRWMOIBSs BaIBEe o’ eidleso
A:-Controller of Stationery
CIYUMA] B6nBesosd
B:-Govt. Press
TUAHMOIB QT
C:-Stores Purchase Department
GIYIBMY alBeglm Qi
D:-None of these
GO jOETIAUWOTPRGY
Correct Answer:- Option-A
Questionl15:-The advertisement in respect of Govt. Departments shall be released only through the
aqUAEHIR QUo)®GOS aloTVl allronowiiges ao@ea @milalleclendqy
A:-Secretary
OTV@SA!
B:-Director of Public Relations
alepfles’ dlealaumBmy cw@ogd
C:-Minister Concerned
MITWEas QD
D:-HOD concerned
IMWOS af)alBal]
Correct Answer:- Option-B

N

I MAEHOB OMEQYSUB, TVABERLIQH:B, B0adln’ BOBWQRHW aglaIes MmMUGlyY syeRs:ud allconamicd
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Question16:-The inspection team of P&ARD may conduct a periodical inspection of every department at least once in years.
all@rdalag@rdas] @es al@lewowmo au Sy Qad floandleneaisla G960 Adale @RMERIE: alEIEUIWM MSTMIYM@IET.
A:-two
@6ng
B:-four
moel
C:-three
[0
D:-none of these
@mammmamgg
Correct Answer:- Option-C
Question17:-Any doubt on the procedure laid down in the Secretariat Office Manual, the clarification issued by is final.
6MEEs0lRF Boadlny’ a0l alosmmldlesm msasl Glaes agemslaje Motd@oe PEMESIE3, m@&m allvedleem. @pasianoey.
A:-1&PRD
I&PRD
B:-P&ARD
P&ARD
C:-GAD
GAD
D:-Law Department
dlooaisa]
Correct Answer:- Option-B
Question18:-When a paper is submitted to an officer through one or more other sections the fact should be noted in column of the

Personal Register.
8em @R@IaIWle:ead ag alleoneanud Al 8@ 9ERPMLANT 8@ alojd MVada]lesemidw, caligema eelqydl@eo

CHIBOTIE QUTRD EEEUOFODEMo.

A:-9
9

B:-8
8

C:-10
10

D:-7
7

Correct Answer:- Option-D
Question19:-Notes shall be written or type written only on paper of foolscap size leaving
aQudmpaa] alellojaes Galefdlad ao@ea a;(ﬂqda,us A)EDBHEWI 6Sq] H2YHEWI 6.21QIY
A:-1/6th margin
1/6 @0@=ld
B:-1/4th margin
1/4 aod=dmd
C:-1/5th margin
1/5 mod=dld
D:-1/3rd margin
1/3 mod=dm
Correct Answer:- Option-B
Question20:-It is the duty of the to examine the fair copy Register and dispatch 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.
6003 6800 EHITRA O21G Ds@los VR @RX) ol AW aggrligameamr. oo emoalwlcd G:oaImRMAORIME POEBEWo 6.aIBREMTEDY YOS HSOWIEM.
A:-Under Secretary
@PEMRA OGSO
B:-Office Superintendent
&oadlony’ cyalend’
C:-Section Officer
OMLEHM B30adlrvd
D:-Deputy Secretary
sxu)(u‘g OGSO
Correct Answer:- Option-A

Question21:-While submitting the files, the should ensure that they are arranged properly flagged, referenced and properly page
numbered.
an@ej@ud muadaflesemioud, @Al RAWIW ¢foUY HaIg), 0aNOMMY ©aIQ), Gald MMIA MBS @m’l&(ahﬁ]@oeng(rﬁ ©0ajoENEMo.

A:-Section Officer
OMLEHM B0adlrvd

B:-Under Secretary
@PEMRA OGSO

C:-Deputy Secretary
en»m‘gsg,'l OTVGSO!

D:-Assistant
@rmilaymd’

Correct Answer:- Option-D
Question22:-The title to be entered in column of the Personal Register.
GalRem@ elqydlmdeo EBHOBODIO Gal® M@H:6Mo.

A:-4
4

B:-5
5

C:-3
3

D:-2
2

Correct Answer:- Option-A
Question23:-The Public Relations Department work under a
alepfles’ dlealaBmy Adsa] 6@ S @JuBomlEsMo.
A:-Secretary
TVl
B:-Public Relation Officer
alepfles’ dlealaiod soadlrud
C:-Director
WRORA
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D:-None of these
@mammmamgg
Correct Answer:- Option-C
Question24:-Papers registered in the Personal Register in the Order of
QeOln® eeElquclcd eElmA 641 GalaQeud @200ile100dlenem..
A:-Priority
Qmuwemm
B:-The number stamped on them
@RAIIE QoM ©alg MM
C:-Date wise
oo ©@la]
D:-None of these
@m@m}omamgg
Correct Answer:- Option-B
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Question25:-Name the process of submitting one case that has relevance in another case together for taking decision.
O®BROMORFENIMIT] 2OGI® EHMIB (QUTVSMRIR B BTV B@Al] MRBAEBM UGSVQSS Gald M

A:-Linking of files
aneB03 il 6.21Qdd
B:-Linking of disposal
@Bajoeo@d afles 6a1Q@
C:-Arising reference
OWAMO QAU 0anOMMY’
D:-Back file
6NUOES) aNQ@D
Correct Answer:- Option-A
Question26:-The Central Agency is functioning under the control of the
B3 a@mABmI oo MmO @adomlesms.
A:-GAD
2dlagow]
B:-Home Department
@REY®E Qldal
C:-Reception Office
Florvalatind Boadlany’
D:-GA (House Keeping Cell) dept
&lag) (a0DM @laflos’ OTVEE) Q]
Correct Answer:- Option-A
Question27:-A should not be flagged and put up for reference in a case.
[3l¢] AUy 6219 8@ M@ 0anommilmonl madae]ea .
A:-Closed file
CHHOITIW a0
B:-Pending file
@B joHIOm OB
C:-Government Order
BB B0BWA
D:-Acts or books
ARG GRORYEBITD o TYBEARD
Correct Answer:- Option-B

Question28:-The notes written by other departments by way of opinion, advice or concurrence

Secretariat.
6MVEESFRFNY ajogmes 9eRPRNMINAE @RElEIIW., DalEBUR. GRELEIT MVIAm. BRI ag’ Qkﬁat‘,ndcﬂa(ﬁ
A:-Shall not be communicated
@prAIlEnom aldslgy
B:-Shall be communicated
@Rdlleno
C:-Shall be reproduced in the order
@O ojATildanleno
D:-None of these
OAIOHWIMRALY
Correct Answer:- Option-A
Question29:-Papers once transferred by a Section Officer should not be returned to
8@ 6MeHM 6000l SRl ©OBAIQe HalR GalajQdud
A:-Section Officer
OMLEHM B0adlrvd
B:-Superior officers
Maflelead soadlmudacd
C:-Office Superintendent
830a0lmy’ myJeng’
D:-None of these
@mammmam%
Correct Answer:- Option-B

as such to the officers outside the

)OI @;(ﬂqdda)uis

his section except under the orders of

MO0 OMEYHUD (QISHIPAIOD BREGOOTME0 OmVEUTIealss TIFlod MW

Question30:-The file number, seat number, year of the file and the abbreviations used in respect of the Department should be neatly written in ink

at the of every note sheet.

@@ mmid, milg mmid, aoweldeo aidao, m@(‘dmomﬂ MIMWOS DalCRIUIERIM YTBOSBEEDHUB af)aila 3060 Mg cdigldeowe

)@l emo.

A:-Right hand margin
QRI®IReE™ Bodelm

B:-Right hand bottom margin
QIRIDOIBOT ®ILODD BIBEIM

C:-Left hand margin
HS®AIROOD B3I

D:-Centre portion of top margin
gegeioom 20dsl@e0 awyedIw.e

Correct Answer:- Option-C

@ 2l ©B06NE @oUTl@ow]

Question31:-Which among the following statement is false regarding method of noting?

&Glo] ©Qo0EBIN AGlOWERTlYBs GO AlOQYM IRIAUNGBEIE aB@IET omg?
A:-Notes should not be written on the current itself except in very simple ones
agee aiglmaoaeiagpe® &omdlm @mem .&o’lqd(e,uﬂ af)g®oad aloslgy
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B:-No note shall be written in the margin unless it is very brief
Q86 nlolegElo e a;(ﬂqdo 203 ag)gOBD
C:-A note should be concluded at the end of a page
8@ &0laf 8@ ealglBO0 @RAIMIM. @RAITVIMllEremoe
D:-The Assistant should authenticate the note with dated initial closed to the margin

@rMIlqYm a0d=lmlad @rs s Clociwes « 065 &:Claf @2o6le:@lensme
Correct Answer:- Option-C
Question32:-As per Para of KSOM, files requiring concurrence, advice or clearance have to be marked to other departments such as
Finance, Law, P&ARD etc. only by officers of and above the rank of Deputy Secretary.
Ohag)TV8age MO0 eueUwle: (@000, VAo, DaIBBUBe CROSIEFITD GLOMBM BRAUBYSS NWEYBW WM, Mlwa., P&ARD osailw ag agalegeaies’ ewalys]
630l OIBleal @RI goelean 88 PERPRNMNA AI@ED ERSWISOAIFOTIY
A:-190
190
B:-104
104
C:-105
105
D:-101
101
Correct Answer:- Option-C
Question33:-The is the authority to give clarifications on provisions under various service and service rules.
allallw eruaim, eruaim MlnERBE SFRIEs AINVOG:EBER0] UGB MBEBHOMSS @G0 @6,
A:-GAD
GAD
B:-Law Department
Tl Ada]

C:-Finance Department
WMBEY Qldha
D:-P&ARD
P&ARD
Correct Answer:- Option-D
Question34:-All record groups which are to be classified as 'important' should be closed in the ordinary series as
' @Wwome' ag)M ME.Bidlesmsne ol HOeEoBdY Q@ TUOWIREM CURMIQI DEROM @PSEEMo.
A:-GO(P)
GO(P)
B:-Lodged
GRWE ©alg
C:-GO(Ms)
GO(Ms)
D:-GO(Rt)
GO(Rt)
Correct Answer:- Option-C
Question35:-Which is the period of retention of disposals leading to creation of posts?
onfleeud qydesmaicales molesm adleryomued dmlainldaemaiaec @:oeeal agmosm?

A:-
8 years
8 Qdaxo
B:-5 years
5 aiBauo
C:-10 years
10 oo
D:-3 years
3 idawo
Correct Answer:- Option-A
Question36:-The is the authority to give clarifications on provisions under Treasury Code.
Saud] esolay sldlajes aamne:e8as0lal alluudleem. Mmame:0mes @PUWle:0o0 Mo6TTY.
A:-Treasury department
Sadl Qlhaf

B:-Finance department
WM Qldha]
C:-P&ARD
P&ARD
D:-GA (Accounts) Department
dlag) (@REDENENT) Qigaa]
Correct Answer:- Option-B
Question37:- form is used to communicate the stand of Government in an informal way.
MUAREIRIMBOO MlalnldS @PMDalald@lea0w] @RAIEnImd GaNdo PaleWOUTlERmo.
A:-Memorandum
ACADIOI6EMEo
B:-UO Note
Qe emog’
C:-DO Letter
e eaigd
D:-Office Order
830adlmy’ 803WA
Correct Answer:- Option-C
Question38:-Which of the following statement is not true regarding copying?
al&AEDMEER] MIMLOS @IOLJOQYIM JTYIUNBEIB aB@IET GO
A:-All Government Orders, letters etc. should be typed in forms printed with the Kerala State Emblem
ag)gjo mdEnod 2OMOQYBGo HADB:Bo CBHOS MMINIM flotRlo @RS 6an0gBE@B OS] 6.21Q6Mo
B:-All fair copies should be typed with double spacing
230 HaNWA Eafdg s HEIYW LU 66Sa] 6.21Q6mMe
C:-All copies must be made neatly and legibly
ag)gfo ruda,raqd@,go QYOT@OQo AUBOAIQo afEDEMo
D:-Any fair copy extending over more than one page shall be typewritten on both sides of the paper unless otherwise instructed
smlaiwlde cmg&gmamﬂ m'\grm ABOOI HaN®A edqflQ mgoﬂwamsﬂrm’s MI3e3Uela]l5logyEl@d GalaidlBe0 D@AILED. OS] 6).21Q6Mo
Correct Answer:- Option-B
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Question39:-Fax messages shall be transmitted to the teleprinter section by the concerned sections
MITWeaJ5 aflkoneErud anogy muemwesrud esallfldod allconomlealss R
A:-through office section
830adlmy’ afleowie gl
B:-through GAD
GAD al
C:-directly
emals’
D:-none of these
@mammmamgg
Correct Answer:- Option-C
Question40:-When any information or opinion has to be obtained from a subordinate officer by an official reference form shall be used.
8@ auesndalemg 8oadlmudla mlamy’ avespPUIlE: 0anommy Al agemelaj allaieead ERElOWEeRd aiElemamElaimemioud GaNdo aleWIUTEEMo
A:-Memorandum
ACADIOI6MEo
B:-UO Note
UO emog’
C:-Letter
62198
D:-None of these
@m@m}omamgg
Correct Answer:- Option-C
Question41:-All executive actions of Government are undertaken in the name of
MBEIRBOO afgfo n@ﬂil\ﬁ:ég.l(}j’ MSalSldgo a@OQFLBIMOY
A:-Secretary
OTV@SA!
B:-Governor
[SleTclaenlc)
C:-Chief Secretary
aflad ©VEGSA
D:-Chief Minister
geuya@
Correct Answer:- Option-B
Question42:-Which among the following statement is false regarding the consultation with P&ARD?
aflepmsagEREuWQIQss @SlwoeeAMEWERClYSS IOPaOQYID JTIRIAUMNBEIT oG@O6T omg?
A:-Matters relating to Administrative set up
BEMAIEAID MLLElE:EMAAIW FNINWE]S B-OELERUZ
B:-Notifications issued under Public Service Act
alepfles’ MBI’ @& @@ aj0daigallal m(ﬂmﬂr}daua
C:-Delegation of powers to officers either administrative or financial
BEEMAIEERO MLIMICTHIG:ER) @RHX OERPUMNAELS @PWIB:0EERUD MleIuilen®d
D:-Letters seeking the opinion of Advocate General
@pawiesnd Moaldeo @rEleowe cOF HEDH:03
Correct Answer:- Option-D
Question43:-Communication to the Legislature Secretariat should be addressed to the
eaiglemyald equgesclodleames @rrealmiae o allenmuosicd Mmadeeme
A:-Speaker
flend
B:-Secretary, Legislative Assembly
emu@sdl, eaiglemydlal @mesn]
C:-Member of Legislative
eaiglemyald @
D:-Deputy Speaker
eweuég,’l adlend
Correct Answer:- Option-B
Question44:-What will you do when a communication is received in a small paper?
8@ £ talojdl® B® SO 2IElEREMIB WEEES 0D Halg?
A:-Put up as such
@168136MN O.I%ﬁ:
B:-The party to furnish the communication in a foolscap paper
8@ aQud MPdaf Galajdlm ER@AlMla@. MTBEBEN: Bl
C:-They have to be pasted on papers of foolscap size
@RI aQUBMYIa] AIJRJOTIRISS GalajQBHEIEd B5lensme
D:-Lodged
Geloaw’ REV]
Correct Answer:- Option-C
Question45:-Which of the following is not true regarding the circulation of cases?
EHTYBHEOS MIBERELIHM MoenITUWlaf @069 aloMAIES ag@osy wdlwgy?
A:-The circulation of cases is ordered by the Secretaries and other officers authorized to do so
EHMYHSOS TVALBERIHUMD HTVGSCIRITo @OEBEM 6.21QIM EPUIBHIEHYFOTIW AF’ PEBPNIVAGE OIS
B:-Circulation is the final stage of processing a case is over
CHMY O@JOTVTY amqq‘n«xﬂnﬁmo @OQITVIM ARISAET MVBEBERIAHMD
C:-In all cases of circulation points for orders have to be specifically spelt out
ag)gf EHMBER BIBWQHHUBEBIRYSS MAERERIUM CaloRlMBQHBUB (E®iB afgTiaielensms
D:-Circulation note should not be summarizing one explaining the rules position precedents if any
alwagsud alwdledasm asmlam muWadlesmmoncdlenma muaome. gadalwl pesnees:d
Correct Answer:- Option-D
Question46:-Circulation of cases intended for the Governor are to be sent to the
0adeRAID Qc@uahﬁﬁgg EHTYHSOS TUALBERIHMD COWEREECY
A:-Deputy Secretary Rajbhavan
G)(\JJnJéSI MGl edErRAIM
B:-Governor's Secretary
VABEMQeS OTVEGSO!
C:-PRO Rajbhavan
aflende cosdram
D:-None of these
@m@mmmamgg
Correct Answer:- Option-B
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Question47:-The will assist the Chief Secretary to convene meetings of cabinet subcommittees.
@oenilng’ aimudloleges ewowneasud oﬂgﬂ%ggo(ﬂ aflad’ V@G 50lO@ VN0 ERo.
A:-Secretaries Concerned
MO OG0B
B:-Special Secretary
OTYU@ OTVEGSA
C:-Additional Secretary
@RUlaHEM@ HTVEGSO!
D:-Deputy Secretary
sxu)njég’l OTV@S0!
Correct Answer:- Option-A
Question48:-The period of preservation of records will be determined with reference to
CRAIBEOS MEAUEMN H0RIEal PHAO® @sImndmades mldepoles
A:-the guidelines issued by P&ARD
allarm@aueg@rda] ajosajgalla) 208 mlde3uesBRUd
B:-the instructions relating to the destruction of records by the records branch
®6 GEIBUWB MWlflesma@ilmowl enimwenls MdeguesBRud
C:-the instructions issued by the secretary of the department concerned
MIMWOS Aldsa] OMGST! aJoeigalla) Mldeguosmud
D:-none of these

@m@m}omamgg

Correct Answer:- Option-B
Question49:-Periodical Register in should be maintained in the sections receiving as well as issuing periodical returns.
@RBele dlesmodud Mlle:elesm@. M@EM®now allkownasg]cd 6al @Rm®le eElmYd amysalensmo.

A:-Form No. VIII, Appendix |
cando . VIII, @oaesnicrws |

B:-Form No. IX, Appendix |
Gande M. IX, @omsniamws |

C:-Form No. Ill, Appendix |
8ando . 1, @emeniarws |

D:-Form No. IV, Appendix |
Gande M. |V, @omsmimws |

Correct Answer:- Option-A

Question50:-A Work load Register in Form No. should be maintained by the Attenders attached to the Office Section under the
supervision of Office Superintendent.
€a0%0 MMIA e 6@ Ul e eEIMYA Boadlmy’ Myelden eamemosEmed Boadimy alltonomicd @egoaf amc%‘@@g @RQMWWARAR al@lalelenemo.

A:-XIX, Appendix |
XIX, @pmsniruwo |
B:-XX, Appendix |
XX, @omenimwo |
C:-XIV, Appendix |
XIV, @pmsniruwo |
D:-XV, Appendix |
XV, @rmeniaws |
Correct Answer:- Option-B
Question51:-In which year the Kerala Secretariat Office Manual was brought out?
6H8 HMGESCIRG 20T oJoETOI® QIdao
A:-1956
1956
B:-1960
1960
C:-1957
1957
D:-1968
1968
Correct Answer:- Option-C
Question52:-In the case of Minister just replies on the floor based on the information available in the file.
anwell® eigow allaeasges @rslmunomemsic 2@0 2Qals] M@
A:-Short notice question
@1 @A 6anc)H
B:-Unstarred question
MBU@ allamMallgjooD ¢aldsy
C:-Submission
mada]len@d
D:-LA Assurance
LA @rasomdmy
Correct Answer:- Option-C
Question53:-The will prepare the draft Bill and submit to Govt.
aniled &es @Q0098s MABEIEIT Muadafes.
A:-Law Department
Tl Ada]
B:-P&ARD
P&ARD
C:-Home Department
@REY®O Qldsal
D:-Finance Department
WMBIEY Qldha
Correct Answer:- Option-A

Question54:-In the case of interlocutory matters is authorized to swear to affidavits on behalf of Government or departmental officers on
the basis of information available from the files.
EDSEOR! & 86S &> ld anejegld mlan’ eieRI® alaieEBses @SIMNIMEBI TUABIGIEmo Qe 2E3HPNMNBEEN Gl MUmINIEERAle MR leom

@RWlB006qgolcleme
A:-Governmental Pleader
VAIBNMBO flowd
B:-Liaison officer
oI Boadlorud
C:-District officer
=lgjo s0adlrud
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D:-None of these
@mammmamgg
Correct Answer:- Option-B
Question55:-All matters relating to welfare measures for the secretariat staff is the main activity of
OMBEsClIOG HlAMEHImeS EBHUR MSalSIBEROW] MRS afgld :IRYEBEE. WIM JAIBGMAEIT.
A:-Home Department
@REY®O Qldsal
B:-House Keeping Branch
a0 @laflot’ EosTl

C:-1&PRD
1&PRD
D:-GAD
GAD
Correct Answer:- Option-B
Question56:-There is a Council of Ministers to aid and advice the in the exercise of his functions.

@REFOOTIMBO0 (JAUBOCDMEERUE MBQYCIEBM@IT MVANIVIENIMe DalEBUBlENIM. BT AMTIRIMES BDMIVIC D6ME.
A:-Chief Minister
geua@l
B:-Chief Secretary
aflad ©VE@SA
C:-Governor
0adeRAd
D:-Secretary to Governor
OBERQROS OGSO
Correct Answer:- Option-C
Question57:-Which of the following statement is false regarding the main activities of the house keeping branch of the Secretariat?
em@esdlogeal aovm @laflety EUIEIMBOO @WIM EAIBEDMEBBOSERT] 4] @IOSaIOQID JIYIANBSIW og@osm omg?
A:-Maintenance and repair of electrical fittings
DeIlBHE adlFlo &8s @B
B:-Secretariat Central Agency (Night duty)
er@esdlog emms® ogmaad (pemg asl)
C:-Secretariat Canteen and Dispensary
6M@EsHlF @omdlme. allemymmucia.
D:-Destruction of unwanted records
@RI EOAIB:SEES MIUv
Correct Answer:- Option-D
Question58:-A permanent advance is maintained by the and contingent expenses are met from this fund.
Mdle2d® BT @RALIMBMY al@latoallesamn, @Soem GEMEIBMO ©.a18IQEud D aneMEl®d mlom’ Aladlesmo.
A:-Accounts Branch
@REDEMEMY EJo6ral’
B:-Cash branch
@500 (ol
C:-House keeping cell
a0y @laflot’’ OV
D:-Finance Dept
WM Qldsa]
Correct Answer:- Option-A
Question59:-Which among the following statement is false regarding a draft?
QW9edlom LIl @OLAJOQM (MRIAUMGE® @@ 6®g?
A:-draft should be prepared in a separate sheet
Weg 6@ @JEO Glad @QOOIENEMo
B:-draft may be written on the current file or note file itself
@Waeg dlaialleal aowellean emog anwallealn @O agg@®de
C:-draft should be typed in double line spacing
Weg DR AIGIHEES ORI 66Sa] 6.21Q6Mo
D:-1/3 margin should be left on the paper and while typing
©6Sq] ©a1QEMIB Galojdled 1/3 @odedmd eosemo
Correct Answer:- Option-B

Question60:-A compilation of all the distribution orders in the form of a may be prepared and issued every year so as to facilitate locating
of the sections handling specified subjects.

TBdley allyEEBU3 HOBHB0KH S AllRINERUY BHEMEMGIM MandTlEBM@IM™ @B aggio All®EEM BIBWQBESESR BT MUBIANIRe afgld UGN QIO
MTBHHOQYMND6TT.

A:-Work distribution order
emoell almesm pomEal

B:-General guidelines
6a0® 208QRTIdcgURERUY

C:-Secretariat Directory
OTVGESCIRVG WO

D:-None of these

@m@mmmamgg
Correct Answer:- Option-C
Question61:- may be combined with causal leave or other authorized holidays.

$0au@3 ellal @regElcd g @R.Ulle® @PAIW] FlmEBEER0] Mse@olnflendo.
A:-Compensation leave
MeYal@la0o© @AW
B:-Earned leave
@REIWHERIWQ @AW
C:-Commuted leave
@:m&gm)“ eflar
D:-Leave not due
QB&ad @l
Correct Answer:- Option-A
Question62:-Which of the following statement is false regarding the general behavior of the members of staff?
HANEHIBWOS HODAOW HaIBRIGOTDERC|YSS @IOJOQYMM @TYIAUNSESITB @@y omg?
A:-No member of the staff should distribute notices or raise funds in the office during office hours
60adlny’ rLa@oDY SlamEEle @R@e Boadimiled emoglmnyd:ud Al@mEEM. O.AQSEW aEME CUEAIGIERGEWD 6.aIQYTBOY
B:-Offices and staff should assemble together inside the sections
mqﬁ\mgago UM EBI@o OMVBHHUWBERSSI B a] BS6Mo
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C:-Officers and staff should not loiter about in office
60adlruda0@. HamEIT. Boadmiled @pelT@IClemo

D:-The members of staff should behave in a dignified manner
Hflameod 20m20© BB EalmBRI0sMo

Correct Answer:- Option-B
Question63:-How many columns are there in monthly business statement?
@@lzoau enilmilmmy’ equgdeamdled ag@ cﬁagmgm’?

A:-19
19

B:-13
13

C:-18
18

D:-15
15

Correct Answer:- Option-A
Question64:-The turn duty of persons posted during holidays are decided by
@paiuw] dlaim i3 mloadlernajgam ayemieges esam sl clcmaomlesmaoy
A:-Section Officer
OMLEHM B30adlrvd
B:-Secretary
OTV@SAl
C:-Under Secretary in charge of the Sections
OTVSUDBEOS YADLIYSS GG OTIGSA!
D:-Deputy Secretary
s><u>(ué§1 OGSO
Correct Answer:- Option-C

Question65:-The pending current files not disposed of by should be carried over to the new Personal Register every calendar year.

@I3fomoom mlainle)ss ao@eayeud afg &elmEA@ AIdaU oIl KM@ EEIMYCIERIES) OG0B
A:-31st December
awlarvosnud 31
B:-1st of February
ennEyaid 1
C:-31st March
0@ 31
D:-31st of January
sl 31
Correct Answer:- Option-D

Question66:-At each stage of a bill the decision taken by the legislature on the bill should be communicated to the law dept by the

6@ amigfldeo 8eed caigamial migfld Mleame afgesm alamacme Mloa asalem @rdlwlememe
A:-Speaker
aflend
B:-Deputy speaker
s)c\.u(uég’l adlend
C:-Secretary, Legislative Assembly
oGS0, Mwacve
D:-None of these
@m@mmmamgg
Correct Answer:- Option-C
Question67:-The statutory rules are drafted by the
M2IEEIW WWAERUE EQIOIEBMNDY
A:-Law Dept
Moo Qe
B:-Concerned Administrative department itself
MITW6aJ5 @RAUImleTydlal Aida] @em
C:-P&ARD
P&ARD
D:-Subject committee
Alloyi eoilg)
Correct Answer:- Option-B

Question68:-When communications intended for foreign countries should not be used for packets etc.
aflesud EO®YERUBEIVI @c@uo’l_rglggg @pwalrlaweaRud momgau& QOROVAIY DalCRIIBGBO.

A:-Service stamps
audaflny’ qomyeud

B:-Ordinary postage stamps
TLIWIREM IS TROMYHUB
C:-Speed post
i’ Galoqy
D:-None of these
@ma@omm%
Correct Answer:- Option-A
Question69:-The decisions of the Council of Ministers are communicated as they reach the Secretary concerned.
2@@I20@es H0emmilelBeo GlmaomsBud MIMWeqs ETGSOIRIM agELemMIL @01 &R0,
A:-within two days
@6 dlamosilmss]@d
B:-within three days
a1’ dlaimvosilmess]od
C:-on the same day
@ne® Elaime

D:-within 5 days

@oe dlaimoslroas]@d

Correct Answer:- Option-C
Question70:-The Note for the Council of Ministers shall be prepared only by an Officer of the rank of and above.
2@@l20mes &oamailelmngs @] 00ErlERI0 @RMIM PHEEald O88 B DEBPUIVOM BIDED QIO

A:-Under Secretary
@PEMTRA OGSO

B:-Section Officer
OMLBHUM B30adlrvd
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C:-Special Secretary
OMYU@ BTG
D:-Deputy Secretary
en»m‘gsg,'l OIVGSO!
Correct Answer:- Option-D
Question71:-The books and folders in the officer's room will be kept up to date by the attached to the officer.
2EBHOTNME0 YOOI ojTREEEBE EandUBALQB:Se DERPNMINMATS ITUWlnflafldleam #02lle:000 mysslleso.
A:-Office Attendant
&0adly’ @omlqyadd’
B:-Office Superintendent
&0adlmy’ my@eng’
C:-Confidential Assistant
GB0MBadlowBauy@d @RMIIMRMC
D:-Section Officer
OMLBHUM B30adlrud
Correct Answer:- Option-C
Question72:-Which of the following statement is false with regard to the work distribution order?
emoell alloesm @oqEow MIMWEeS @IS AIOQMAIRIEE aBD TRIAIMIET E®F?
A:-Specifically mentioned in the order certain common activities like consolidation of replies to other departments
ag’ Qids Sl 88 DQalSlons 5l:6Mo GaldaySs allel ©ald®ANW @AIBCMEERUE IO @EMidhe AlEIABUTIEBMD
B:-Special care should be taken so as to include each and every item of work allotted to the department as per Rules of Business
ey MloamErud @emuElsl Aid]lay @rreaidlaldlesim #06ed cmoelne PUBOSEDMMINY ED BORL 6.aIRJEmEM.
C:-The Secretary in charge of the department has to periodically re-issue the distribution of work among the Officers and Sections
Qda]Be0 yamaiges 6m@sdl msgles 9eaROmMaMIBER. alltonarudas. sl emoalges alomoem. allrge Mes M@
D:-Attending of miscellaneous papers received by the department will not be included in the work distribution order
Qida]lay aidlesm allallw cala]QeElod a0z emoel almesm pomealcd 2ueqgOmIg)
Correct Answer:- Option-D
Question73:-The to the Kerala Secretariat Office Manual contains a list of titles and heads
6H0O8 OMGE50IRY 8oadlmy’ @dmarieal @3 o BSOS 6O eflqy flofldlesm.
A:-Appendix IlI
@nmsnirwo |11
B:-Appendix VI
@rmenirw. VI
C:-Appendix Il
@snIrwo ||
D:-Appendix IV
@rmenimw. 1V
Correct Answer:- Option-D
Question74:-It is the duty of the to check the accuracy of the titles, when he examines the Personal Registrar.
oM@ EElTRIRO alclewdullEnEmINUd, MRIOBIHEES BOKD alclewdulleeeneoy QYOS HSAWIET.
A:-Under Secretary
@M@ OTVEGSO!
B:-Deputy Secretary
s)c\.u(uég’l OIV@S0!
C:-Secretary
OMVGSO!
D:-Section Officer
OMVBHM 630adlrud
Correct Answer:- Option-D
Question75:-The papers in the stock file shall be filed
GRS a0AlMBOO GalnQe U3 ANQ@ 6).21Q6Me
A:-Subject wise
Qflatio @i@laf
B:-Department wise
Qidha] @l@laf
C:-Case wise
CHMY Odlaf
D:-Chronologically
SH0RISDODTTD
Correct Answer:- Option-D
Question76:-What is the maximum number of proofs should ordinarily called for from the press for correction?
Ol@Emalmow] MIWoEM@IE 20WAEBEIGMIIT ERAILRIIESITE alERAIW] EOSIYBEOS afsRo ag)®6m?
A:-Two copies
@6TE m‘ﬂ:@qdnﬁ:uﬂ
B:-Three copies
o’ ma,(aoda,ua
C:-Five copies
@6l nJeﬂ;(ﬂquﬂ;Ua
D:-Four copies
moel m:e,dndce:ua
Correct Answer:- Option-B
Question77:-Which among the following statement is wrong regarding the Assistant?
@RMITY@AIOMm MMy @IOSORM @MPIAUMNBEITS ag@I6ey o@g‘?
A:-He is responsible for the safe custody of files
A0VEHE6S MYEEH®R0® Mesafa) @regan. PEmEAEIET
B:-He has to process papers allotted to him
@REGAOEIM @RMAIGlS] GalajQBHUB EJIMVIMY BalQemoe
C:-He has to prepare notes containing a summary of facts, rule positions, standing instructions etc
QAUTROBSOS To@abo, e dlalangsed, quodaslu’ MldequesBud goal@a @SBRI @,(ﬂqd@cra @PEGaN0 MRPIOIHEMo
D:-He has to do fair copy of confidential papers and semi-official communication
@PEGans EMadlBaU@ CalojQBE65Qe omudl-avespRUlls: ERUAlTaETIBEOY. MPLRI® ald:da] MSGmEM.
Correct Answer:- Option-D
Question78:-Communications received from subordinate offices which do not confirm to rules of correspondence should be
immediately.
&muﬂsm@@gs)s MR aeleoom &51¢ soadimegled mlm’ aideqm eruealriaweEsud osam mean @RW@|E6Mo.
A:-rejected
Mlemily
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B:-accepted temporarily
©@E»oeflenowl mjﬂaxahd
C:-informed
@RGlaly
D:-returned
oldlos mefl
Correct Answer:- Option-D
Question79:-LA interpellation Register in should be under the custody of the Section Officer
LA sadodealegjauad 68l eelquad eTVEUM BoadmuQes e:qyallelenaldleneme.
A:-Form IX Appendix |
6ande X| @omsnicrwo |
B:-Form X Appendix |
Gande X @oaoenITWo |
C:-Form V Appendix |
6ande V @omesnITWo |
D:-Form VII Appendix |
6ande VIl @omsnicrwo |
Correct Answer:- Option-B
Question80:-A register showing the delays in circulation of files in Form XV, Appendix | shall be maintained by
6ande XV, @omeniarwe | eel COOE)BSOS (@al0EOTIeR! B:08IIAMe MR 6@ EHIMRA aldlaalesmemrmos.
A:-Office Superintendent
&oadlny’ nyalend’
B:-Section Officer
OMLEHM B30adlrvd
C:-Assistant
@pmilqymd’
D:-Confidential Assistant
GB0MBadlowBauy@d @RMIIqR3c
Correct Answer:- Option-D
Question81:-When proceedings are issued by the specified authorities notified by Govt. under various statutes, it should be issued under the
signature of Section Officer indicating
allaflw 2156808 e MVBEHIR @RIy MIdGly EPUWI:IElB:WE MSaISIGaERUd ajosqgallenemud, @RE HITVEHM BIAMINIQES BEaIRS aJOBalgallensms
A:-Forwarded by order
80B0WA AUl HOBROQMD
B:-Approved for issue
oy 621003 mouﬂa,ro'lgd
C:-By order of Governor
DAIRERQRSS POMEAT (0G0
D:-For Secretary to Government
NOABMMI HMVGSOIES
Correct Answer:- Option-A
Question82:-The Secretariat Department shall keep the Tappal Register for a period of and thereafter shall transfer them to the Records
Branch.
OMV@650lRY QB @ald eelqyd #oe1s0lsaiss MYeHlE® Q) GR@IMEH. @Al HOCEHIBA ERjosmileales 009&HQo OalQo
A:-3 years
3 QB
B:-1 year
1 oo
C:-5 years
5 Qidauo
D:-2 years
2 Q@ao
Correct Answer:- Option-A
Question83:-When more than one drafts is submitted for approval, the drafts so submitted should be
Sl S5O @o(}%&wﬁ @RUIB0e0wImo] Muadaflesemioud @oeaRem quadaflal @oqﬂ:ﬁ,uﬁ
A:-Flagged
aQouy eal
B:-Tagged together
a@ala] souy ©a1Q
C:-Numbered
@ alsdlesmo
D:-None of these
@QJG)@JO(TTOID%
Correct Answer:- Option-C
Question84:- form is used to communicate important instructions of standing nature.
@WIMeas Mldeguosnud quomdaules’ muIcINIREs®I @rAlWIEnod GaNdo DalEIUTlERMo.
A:-Officer order
30adlrud sodand
B:-Government order
"ABMO BOBWA
C:-Letter
O
D:-Circular
mudesaid
Correct Answer:- Option-D
Question85:-The levels of circulation of a case will depend on the nature of the issue involved and the instructions contained in the
8@ MIBe0 Mdssealumen @paal 2u8eqSIEleRM IEOTIMOO MIRBIAIOCMR. ld flfldlesan mildeac Qo @BRUDV 4fl@lER0.
A:-Manual of Office Procedure
830adlny’ ms«us1@msm’a%os Plelectelle)
B:-Secretariat office manual
6MGEsOlRF Boadlmy’ @0
C:-Guidelines issued by P&ARD
P&ARD ojoeajgailal @0d@mideguosnud
D:-Rules of Business
enflondlmnqy’ mloasesed
Correct Answer:- Option-D
Question86:-The concerned shall bring the fact of non-receipt of the files under circulation to the officers who ordered circulation.
aqudescaltmigss anejd:ud rIEleITIMBE0 QTR® EUTWERS MAERERIHM DOMEQIS DEBPRMMVAOE @RCIWIEs.
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A:-Under Secretary
@PEMRA OGSO
B:-Secretary
OGSO
C:-Section Officer
OHMVBHUM 630adlrVd
D:-Assistant
@pmlayma’
Correct Answer:- Option-C
Question87:-The basic outline of the various forms of communication is given as to the Secretariat office manual.
allalw eyralnlaw (Bel6EBges @RSIMOOM (BalEes! HMVGESOIRY 6oadlmy @omaefed @ madsllclasm.
A:-Appendix |
@oeRINWo |
B:-Appendix Il
@snITWo |
C:-Appendix IlI
@msnirwo |11
D:-Appendix V
@menIrwo V
Correct Answer:- Option-B
Question88:-The un-official correspondence is that communication issued to obtain
@RMDEBYPUIE BODISagHud alElerma@lmo] m@e:mm aruwalmiawacsm
A:-the report from the HOD
ag)ajpulel@ mloegs dleads’
B:-the details of matter form a subordinate officer
8@ SlgespnmMATIed mlmes ®:0eiowlmBe0 AlluoEl.wEBRU3
C:-the concurrence, opinion or remarks of another department
26Q0@ QlBBO0 MER®., @PRElOIW. ERERIBITE aleIndUesBRUY
D:-the opinion from a public office
8@ 6a0® Boadmilad dmlomes @rElows
Correct Answer:- Option-C
Question89:-The spare copies of index shall be kept in the
MalleQes oM@ eooafleud
A:-Records branch of Secretariat
em@estldten eoeemIdn el mysleremoe
B:-Sections in the Secretariat
emu@esclodeal alleonsenrud
C:-Office section of each department
69600 QGBe0Qe Boadlmy alleowe
D:-None of these
@OJG)@JO(TTOID%
Correct Answer:- Option-A
Question90:-The date on which the LA question is posted for answer should be indicated
20meOWIMIQS] LA 62108} 6aloqy 6.21Q @l myallafensmo.
A:-top on the right hand side of the draft
@WGlB60 QRI@AIBE beld
B:-on left hand side of the draft
W86 DSDAIRED
C:-just above the questions mentioned in the draft
QW@ ale22dWElafl@lesm caloaisERUdes s)@ag@@,gﬂ@’}
D:-none of these
@m@mmmamgg
Correct Answer:- Option-A
Question91:-Awareness among the public regarding the achievements of the Government is created by
MBEHIABOO EMSEEROSHRT 4l OalD®BMEBBUIIEISQIM @RAIETNIW. MYaleBm@y
A:-Cultural Affairs Department
MU0oRI@IE: ©00Y Qldhaf
B:-Personal and Administrative Reforms Department
QBDTlnIEQ) BEEMAIEQY2IW al@layd® Qldsa]
C:-Public Relations Department
alepfles’ Slelcumdmy Qldsa]
D:-Law Department
Ml Ada]
Correct Answer:- Option-C
Question92:-The primary responsibility of cancellation of adhesive stamps is that of
alte qRIMYBUB 0FIEBMBIMEO (LNdlE: PEDEAVEIT.
A:-Office Section
830adlny’ aflkowe
B:-Under Secretary
@PEMRA HMVGSA!
C:-Assistant
@rmilayma’
D:-Deputy Secretary
sm»m&s,’l Rl Vel
Correct Answer:- Option-A
Question93:-Papers of ephemeral nature are
Af)©aNeROGE TVIINIYSS GalafQHUd
A:-Numbered and registered in the Personal Register
GalRem@d eedlqydlad mmuidls’ eelqyd a_rqu’lgmg“
B:-Kept under the safe custody of office superintendent
&9adlny’ myindladen myesdlo eqyaulaicd myssissme
C:-Not numbered and registered in the Personal Register
GalRemn@d eedlqydlad mmid meflaisley eedlqyd a_rqu’lgmg“
D:-Numbered but not registered in the Personal Register
mmid m%ncnﬂgmg“ aleoY Galgem@d EEITRCIed elmyd 6.agislel
Correct Answer:- Option-C
Question94:-The basic requirement of a good draft is
8M MY (WIGIMBOO @RSINNIM @RQIWRLEM
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A:-In simple language
2iglon0® @oaHcd

B:-It should be typed in single line spacing
OO 68Q QR ERBRIOTITE O6Sa] OaIQemoe

C:-Clarity of contents and brevity
DEBSHEBREOSYo TodHlQOQYOSQo AUSBD®

D:-None of these

@OJG)@O(TTDID%

Correct Answer:- Option-C
Question95:-The typist should invariably type his initials with date at the at the end of fair copy.
66saflqy ®Be0 OTlaeitud H-a0RA esoaflges @M. @ QG| CEAIOFEDEMo.

A:-Right hand corners
QRITY OO CHIMBUD
B:-Bottom right
®IB® QIRITY
C:-Bottom Center
@I6® DELYERIV
D:-Left hand corners
DSOS EHIBEMQBHUY
Correct Answer:- Option-D

Question96:-Reminders issued should be entered in red ink in columns of the Personal Register.
MRS BOBMOFODEBU Galgem@d eelqydldec €2086Eled 4JaIm aafllad  M@IB6EMo.
A:-9,10 and 11
9,10, 11
B:-12, 13 and 14
12,13, 14
C:-8,9 and 10
8,910
D:-14, 15 and 16
14,15, 16

Correct Answer:- Option-A
Question97:-Which is the period of retention of disposals leading to acquisition/purchase of building, land for official use?
80e6UIE: PaIBINOBIMIW] HB:SlsEnd EHEWO aEOYSERMGIEMO AERM@IEMO HVSIERM 20RIMIEEEUB EOBAIUL. AURIMDIMES HOIVSA! a@®oeM?
A:-10 years
10 oo
B:-20 years
20 aidaso
C:-15 years
15 o
D:-Permanent
audlee
Correct Answer:- Option-D
Question98:-After office hours, receives communications and arranges delivery of immediate communications from Secretariat.
830adlony’ o ) [(CTHECECT @Ryueailml B aulle@l Qo 6TVGESCIPI@ Ml esms] @R @Al 3 flesmoloss @dle:eme MSEOEQo §.aIQMo.
A:-Central Agency
OTVMSE ageamdavl
B:-Reception Office
Alorvalasind Boadlarud
C:-Security Wing
erm«e;é(o’lgﬁ alloty’
D:-GAD (Office Section)
GAD (&0adloy’ eauemm)
Correct Answer:- Option-A
Question99:-Valuables intended for dispatch will be put in envelops or packets and sealed in the presence of the
@GP pequdlalges m’lmnﬂs}}dgg QIR SIQSSlealn uomt{;d—hg’ltzmo 05’ @RAIGBES TLOMIlWEICS M@ &21g.
A:-Office Superintendent
&oadlony’ nyalend’
B:-Section Officer
OMVEHM B30adlrvd
C:-Assistant Concerned
ITWO5 @RMIMRMS’
D:-Under Secretary
@PEMRA OGSO
Correct Answer:- Option-A
Question100:-When there are, in a case, several points for orders may be resorted.
8@ M@, 608WQRBWBEIN] Mleaw calowlBQHud Deseaud @PQIRIENIE0.
A:-Sectional note
OIVBUN@B H:Gla]
B:-Consolidated note
aBHH® BClaf
C:-Circulation note
MBEREalaUm &Gla]
D:-Routine note
@l &Gla]
Correct Answer:- Option-A
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