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 1. The question paper will be given in the form of a Question Booklet. There will be four versions of 
question booklets with question booklet alpha code viz. A, B, C & D. 

  NVGbu  R[mGôQ d¤RJÐ`Q NVGbu eJñR kKe¾WmG_Q. A, B, C, D DÐv dGmQ ?zk 

NRG]JRnWmJç NVGbu eJñR°nG_Q d¤RJÐ`Q. 

 2. The Question Booklet Alpha Code will be printed on the top left margin of the facing sheet of the 
question booklet. Each question has its Malayalam translation also. 

 NVGbu eJñR¾WM£ iJRnW¤ A[`Q pq¾Q IeN`uR NRGn¾W¤ NVGbu eJñR ?zk NRG]Q 

?Vÿ[WVÿWŸJºQ. KLSqL S\Lh|¾]jOU Af]R£fLp ospLt kq]nLxpOºVV. 

 3. The Question Booklet Alpha Code allotted to you will be noted in your seating position in the Examination 
Hall. 

  FGNkG BNbuGTG¡ÀW¨JP d¤RWjWŸJç NVGbu eJñR ?zk NRG]Q ?pkJM[ ekvzG tGnWMm 

AkWÕW[¾W¤ NkSMÕ[J¾WjWkW¨JP. 

 4. If you get a question booklet where the alpha code does not match to the allotted alpha code in the 
seating position, please draw the attention of the Invigilator IMMEDIATELY. 

  dW°¥¨dJpbWVÿWkW¨JÐ ?zk NRG]W¤ dWÐJP pu`uñiGj NRG]WmJç NVGbu eJñRiG_Q 

mhW¨JÐM`ËW¤ ?`Q B[d[W A¢pWXWNmãlJM[ èÈjW¤MÕ[JN¾º`G_Q. 

 5. The Question Booklet Serial Number is printed on the top right margin of the facing sheet. If your 
question booklet is un-numbered, please get it replaced by new question booklet with same alpha code. 

  NVGbu eJñR IRi dÒ¡ eJlPVŸjJM[ pm`J pq¾Q iJRnã¾GjW NV¡¾WŸJºQ. IRi dÒ¡ 

AmæG¾ NVGbu eJñRiG_Q dW°¥¨Q mhW¨JÐM`ËW¤ ?N` ?zk NRG]WmJç  NVGbu 

eJñRP iGãW pG°JR. 

 6. The Question Booklet will be sealed at the middle of the right margin. Candidate should not open the 
question booklet, until the indication is given to start answering. 

  NVGbu eJñRP pm`J iG¡XWdW¤ iÈu hGT¾GjW sv¤ MVjWÅkW¨JP. B¾kMioJ`GdJç ?dJi`W 

mhWVÿGmmæGM` NVGbu eJñRP `Jl¨G¢ eG[Wmæ. 
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DE-07/2025/027 

Maximum : 100 marks 

Time : 1½ hours  

1. Any reference issued from the office which originate the file is called  
(A) Thapal (B) Current 
(C) Arising Reference (D) Indexing 

 ĂĆĉĒėn uĈČĒ÷ąđĆĒ ëĂēďĒŔ ĀĒnĝ āĔĈėp÷ĔČĒkĔn èėüđćĔ 
ĈĂĈŒďĒėĀĆĔÝ ČĒĊĒkĔnļ  

   (A) üāđŔ (B) ĀĒĉČĒĉĔllļ 
   (C) uĆœnĔČćĔn ĈĂĈŒŏ (D) ďĕòĒíĆĒĉđkŔ 

2. A statement of the final decision of the head of office on any matter  submitted for 
information or orders is  

(A) Proceedings (B) Final order 
(C) Disposal (D) A case 

 ČĒČćšŕĘkđ utćČĔíŕĘkđ ĘČŪĒ ďąœpĒc èėüŠĒĉĔÝ 
ČĒĎĆtĒŔ ëĂēŏ ĘąÿđČĒĆĔė÷ anĒą üēćĔąđĀtĒėn ŗāŏüđČĀ 
enļ 

(A) Ā÷ā÷Ēŗíąšŕ (B) anĒą utćŌ 
   (C) üēœpđkŔ (D) oćĔ Ęíŏ 

3. The  process of attaching to the top of papers put up for reference in a case is ––––––––. 
(A) Indexing (B) Filing 
(C) Flagging (D) Linking of file 

 oćĔ ĘíďĒŔ ĈĂĈŒďĒĀđĆĒ ďąœpĒc ĘāpĈĔíĊƧė÷ ąĔíĊĒŔ 
aƃđcƧėòyƧn ŗāŗíĒĆ ____________ àĻ. 

(A) iŒėùĭďĒÝį (B) ĂĆĉĒÝį 
   (C) ƘđïĒÝį (D) ĂĆĉĒėn ĉĒŠĒÝį 

4. A reply to a reference issued from the office or a paper which, though not a reply of that 
nature, has for any other reason to be filed with a current already pending in the office is 
called  

(A) Back file (B) Pending file 
(C) Old case (D) New case 

 ëĂēďĒŔ ĀĒnĝ ĀŔíĒĆ oćĔ ĈĂĈŒďĒĘĀđ aėĉīŠĒŔ à üćtĒĉĔll 
ąĈĔā÷ĒĆėĉīŠĒĉĔÝ, ąĘƃėüŠĒĉĔÝ íđćûtđŔ ëĂēďĒŔ ĀĒĉČĒĉĔll oćĔ 
íĈnĝ uāĘĆđïĒcĝ ĂĆŔ ėòĘyŪ oćĔ ĘāpĈĒĘĀđ ull ąĈĔā÷ĒėĆ 
ČĒĊĒkĔnļ 

(A) ăđkĝ ĂĆŔ (B) ėāŒùĒÝį ĂĆŔ 
   (C) āċĆ Ęíŏ (D) āĔüĒĆ Ęíŏ 
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5. –––––––––––––– is written to facilitate the disposal of a case. 

(A) Note (B) Draft 

(C) Reminder (D) Arrear list 

 ____________ oćĔ Ęíŏ üēœpđkđŒ ďĐđĆĒkĔnüĒĀđĻ eċĔüĒĆĒ 
ćĒkĔnļ. 

(A) íĔĈĒpĝ (B) ŗùđłƃĝ 

   (C) ëœmėp÷ĔtŔ (D) íĔ÷ĒƇĒí āŨĒí 

6. Envelopes which marked ‘‘Secret’’ are opened by  

(A) Head office   

(B) Section Superintendents 

(C) Fair copy superintendent in charge of Thapal  

(D) The officer to whom they are addressed 

 "ćĐďŖÝ" enĝ a÷ĆđĊėp÷ĔtĒĆ íČĈĔíŕ üĔĈkĔnļ 

(A) ėĐĹ ëĂēŏ  

(B) ėďkŒ ďĕŗāŪĔąđœ 

   (C) üđāđĉĒėn òĔąüĉĆĔll ėĂĆœ ĘíđpĒ ďĕŗāŪĝ  

   (D) aČ aĄĒďÝĘăđÿĀ ėòyƧn uĘþŖđïsŒ 

7. An important and difficult cases, the clerk will take the oral orders of ––––––––––– as 
per MOP.  

(A) Head of department (B) Senior superintendent 

(C) Administrative assistant (D) Superintendent 

 ŗāÿđĀėpŨüĔÝ ăĔdĒąĔŨƧllüĔąđĆ ĘíďĔíĊĒŔ, MOP aĀĔďćĒcĝ kđœkĝ  
____________ ĆĔė÷ ČđkđĉĔll utćČĔíŕ ďřēíćĒkĔÝ. 

(A) ČíĔpĝ ĘąÿđČĒ (B) ďēĀĒĆœ ďĕŗāŪĝ 

   (C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒsnĝ (D) ďĕŗāŪĝ 

8. All communications  received in the office before numbering is known as  

(A) Current (B) Disposal 

(C) Thapal (D) New Case 

 ĀmĈĒÝį ėòyƧnüĒŀ ąĔmĝ ëĂēďĒŔ ĉĄĒkĔn eĉīđ àčĆČĒĀĒąĆšĊƧÝ 
aĈĒĆėp÷Ĕnļ 

(A) ĀĒĉČĒĉĔllļ (B) ùĒŏĘāđďŔ 

   (C) üāđŔ (D) āĔüĒĆ Ęíŏ 
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9. Fair copies intended for higher authorities are signed by  

(A) Administrative Assistant  
(B) Administrative officer 
(C) Any of the immediate subordinate of head of office  
(D) Head of office 

 uĆœn aÿĒíđćĒíŕkđĆĒ uĘdčĒcĒŨƧll ėĂĆœ ĘíđpĒíĊĒŔ 
opĒŨĒćĒkĔnļ 

(A) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒsnĝ  

(B) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 

   (C) ëĂēŏ ĘąÿđČĒĆĔė÷ ėüđŨ÷Ĕt íēċĔĘþŖđïsćĒŔ àėćŠĒĉĔÝ  

   (D) ëĂēŏ ĘąÿđČĒ 

10. Who will make sure that the papers have been properly despatched on return of the 
draft from the Fair Copy Section?  

(A) Fair Copy Superintendent (B) Section Superintendent 
(C) Despatch Clerk (D) Subject Clerk 

 ėĂĆœ ĘíđpĒ ČĒĄđïtĒŔ ĀĒnĝ ŗùđłƃĝ üĒćĒėí ĀŔíĔĘmđŕ ĘāpĈĔíŕ 
čćĒĆđĆĒ aĆcĒŨƧėŪnĝ àćđĻ uĈpđĘkŪļ? 

(A) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ (B) ėďkŒ ďĕŗāŪĝ 
   (C) ėùŏāđcĝ kœkĝ (D) ďŃôĭķ kœkĝ 

11. From the following which is not related with Thapal?  

(A) Card (B) Closed envelope 
(C) Court order (D) Arrear list 

 üđėċ āĈĆĔnČĆĒŔ üāđĉĔąđĆĒ ănąĒĉīđtļ èüđĻ? 

(A) íđœĹ (B) a÷c íČœ 

   (C) Ęíđ÷üĒ utćŌ (D) íĔ÷ĒƇĒí āŨĒí 

12. The telegrams received in an office opened by the officer to whom they are addressed and 
handed over to  

(A) Immediate subordinate (B) Section Clerk 
(C) Thapal Clerk (D) Senior Clerk 

 ëĂēďĒŔ ĉĄĒkĔn ė÷ĉŗïđąĔíŕ, aČ àėćĆđĘûđ aĄĒďÝĘăđÿĀ 
ėòyƧnļ, aĆđŕ üĔĈnĝ ______________ ŀ ęíąđĈĔnĔ. 

(A) u÷Ā÷Ē íēċĔĘþŖđïsŒ (B) ėďkŒ kœkĝ 
   (C) üđāđŔ kœkĝ (D) ďēĀĒĆœ kœkĝ 
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13. Who will sign/acknowledge receipt of the messengers delivery book?  
(A) Section Clerk  
(B) Thapal Clerk 
(C) The last grade employee posted at Thapal section  
(D) Fair copy superintendent 

 ėąďŦœąđćĔė÷ ėùĉĒČĈĒ ăĔkĒėn ćďēļ àćđĻ opĒ÷Ĕí/ 
aÝïēíćĒkĔí? 

(A) ėďkŒ kœkĝ  

(B) üāđŔ kœkĝ 
   (C) üāđŔ ėďkĀĒŔ ĀĒĆąĒc aČďđĀ ĘŗïĹ ôēČĀkđćŒ  

   (D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

14. In an office where a clerk is posted for holiday duty Thapals brought by messenger 
before 10 am is handled at which one of the following method? 

(A) The messenger who bring the thapal should wait until the duty clerk arrived 
(B) No messengers are allowed to brought the thapal before 10 am. 
(C) In holiday the messengers directed to handover the thapal at the official 

residence of the officer 
(D) Dropped the thapal in a box kept for it 

 oćĔ kđœkĝ aČÿĒkđĉ ùŖĕŨĒkđĆĒ ĀĒĆąĒkėp÷Ĕn oćĔ ëĂēďĒŔ, 
ćđČĒėĉ 10 ąûĒkĝ ąĔmĝ ėąďŦœ ėíđŪĔČćĔn üāđĉĔíėĊ ęííđćŖÝ 
ėòyƧnļ üđėċ āĈĆĔn èļ ćēüĒĆĒĉđĻ? 

(A) üāđŔ  ėíđŪĔČćĔn þĕüŒ ùŖĕŨĒ kđœkĝ etĔnüĔČėć  
 íđtĒćĒkûÝ 
(B) ćđČĒėĉ 10 ąûĒkĝ ąĔmĝ oćĔ þĕüĀĔÝ üāđŉ  ėíđŪĔČćđŒ  
 aĀĔČđþąĒĉī. 

   (C) aČÿĒ þĒČďšĊĒŔ þĕünđœ uĘþŖđïsėn ìĘþŖđïĒí  
  ČďüĒĆĒŔ üāđŔ  ęíąđĈđŒ ĀĒœĘdčĒcƧ  

   (D) aüĒĀđĆĒ ďĕkĒcĒćĒkĔn oćĔ ėāŨĒĆĒŔ üāđŔ iŨƧ 

15. The urgency on a thapal is noted by  
(A) Thapal clerk   
(B) Superintendent of Thapal section 
(C) Section clerk  
(D) The officer seeing the thapal 

 oćĔ üāđĉĒėn a÷ĒĆnćđČs Ęćîėp÷ĔtĒĆĒćĒkĔnļ 

(A) üāđŔ  kđœkĝ  

(B) üāđŔ  ėďkŒ ďĕŗāŪĝ 
   (C) ėďkŒ  kđœkĝ  

   (D) üāđŔ  íđûĔn uĘþŖđïsŀ  
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16. From the following which one received in an office is not to be numbered?  

(A) D.O. Letter  
(B) Government orders 
(C) Government Gazattes  
(D) Papers received from Courts 

 üđėċ āĈĆĔnČĆĒŔ  ĀĒnĝ oćĔ ëĂēďĒŔ ĉĄĒkĔn onĒŀ Āmœ 
iĘ÷ŪüĒĘĉī? 

(A) ùĒ.o. ítĝ  

(B) ďœkđœ utćČĔíŕ 

   (C) ďœkđœ ïďƃƧíŕ  

   (D) Ęíđ÷üĒíĊĒŔ ĀĒnĝ ĉĄĒc ĘāpĈĔíŕ 

17. The Form of Distribution is  

(A) Form No. I (B) Form No. II 
(C) Form No. III (D) Form No. IV 

 ČĒüćû ĘĂđÝ àĻ 

(A) ĘĂđÝ Āmœ I (B) ĘĂđÝ Āmœ II 

   (C) ĘĂđÝ Āmœ III (D) ĘĂđÝ Āmœ IV 

18. In respect of papers to be entered in Special Registers’’ the serial number of the case in 
the special register should be entered in ––––––––––––––––  column of the distribution 
register. 

(A) Column No. 4 (B) Column No. 5 
(C) Column No. 6 (D) Column No. 7 

 ŏėāĎŖŔ ćôĒsĈĔíĊĒŔ Ęćîėp÷ĔĘtŪ ĘāpĈĔíĊƧė÷ íđćŖtĒŔ, 
ŏėāĎŖŔ ćôĒsĈĒėĉ ĘíďĒėn ďēćĒĆŔ Āmœ ČĒüćû ćôĒsĈĒėn  
–––––––– ĘíđĊtĒŔ ĀŔíûÝ. 

(A) ĘíđĊÝ Āmœ 4 (B) ĘíđĊÝ Āmœ 5 

   (C) ĘíđĊÝ Āmœ 6 (D) ĘíđĊÝ Āmœ 7 

19. If a paper is to be ‘filed’  the number of the record file will be noted in column ––––––––– 
of the Distribution Register.  

(A) Column No. 4 (B) Column No. 5 
(C) Column No. 6 (D) Column No. 7 

 oćĔ Ęāpœ ‘ĂĆŔ’ ėòyûėąŠĒŔ, ėĈĘkđœĹ ĂĆĉĒėn Āmœ ČĒüćû 
ćôĒsĈĒėn  ____________Ŕ Ęćîėp÷ĔtĔÝ. 

(A) ĘíđĊÝ Āmœ 4 (B) ĘíđĊÝ Āmœ 5 

   (C) ĘíđĊÝ Āmœ 6 (D) ĘíđĊÝ Āmœ 7 
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20. If a paper handed over to the record keeper the acknowledgement of the Record Keeper 
shall be obtained in ––––––––––––– column of the Distribution Register. 

(A) Column 4 (B) Column 5 
(C) Column 6 (D) Column 7 

 oćĔ Ęāpœ ėĈĘkđœĹ íēpœkĝ ęíąđĈĔíĆđėûŠĒŔ, ėĈĘkđœĹ 
íēpĈĔė÷ aÝïēíđćÝ ČĒüćû ćôĒsĈĒėn ____________ ĘíđĊtĒŔ ĉĄĒkĔÝ. 

(A) ĘíđĊÝ Āmœ 4 (B) ĘíđĊÝ Āmœ 5 

   (C) ĘíđĊÝ Āmœ 6 (D) ĘíđĊÝ Āmœ 7  

21. When a current relates to more than one subject and consequently to more than one 
section it should be taken by which section? 

(A) The section which relates more points in the current to be dealt  
(B) The section as directed by the Superintendent to be taken it 
(C) All sections which the subjects relates simultaneously acknowledged in the 

thapal register  
(D) It should be taken by the section which is concerned with the first point 

mentioned in the communication 

 oćĔ íĈnĝ onĒĉÿĒíÝ ČĒĎĆšĊƧąđĆĒ ănėpŨĒćĒkĔíĆĔÝ üŔĂĉąđĆĒ 
onĒĉÿĒíÝ ČĒĄđïšĊƧąđĆĒ ănėpŨĒćĒkĔíĆĔÝ ėòyƧĘmđŕ aļ èļ 
ČĒĄđïtĒĉĕė÷ĆđĻ e÷ĔĘkŪļ? 

(A) ęííđćŖÝ ėòĘyŪ íĈnĒŔ íĕ÷ĔüŔ ĘāđĆĒnƧíŕ 
ănėp÷ĔtĔn ČĒĄđïÝ  

(B) ďĕŗāŪĝ ĀĒœĘdčĒc ŗāíđćÝ aļ e÷ĔĘkŪ ČĒĄđïÝ 

   (C) ČĒĎĆšŕ ănėpŨ eĉīđ ČĒĄđïšĊƧÝ oĘćďąĆÝ üāđŔ   
  ćôĒsĈĒŔ aÝïēíćĒkėpŨĒćĒkĔnĔ 

   (D) àčĆČĒĀĒąĆtĒŔ āćđąœčĒcĒćĒkĔn àþŖ ĘāđĆĒnƧąđĆĒ  
  ănėpŨ ČĒĄđïÝ aļ e÷ĔkûÝ 

22. If a valuables received as enclosures to communication it will be entered in ––––––––––– 
Register.  

(A) Security Register  
(B) Personnel Register only 
(C) Thapal register only  
(D) Register of security deposit to contractors 

 àčĆČĒĀĒąĆtĒĀĔll eŒĘkđĎĈĔíĊđĆĒ ĉĄĒc ČĒĉāĒ÷ĒpƧll 
ČŏüĔkŕ ____________ ćôĒsĈĒŔ Ęćîėp÷ĔtĔÝ. 

(A) ďĔćkđ ćôĒsœ  

(B) ĘāŋďûŔ ćôĒsœ ąđŗüÝ 

   (C) üāđŔ ćôĒsœ ąđŗüÝ  

   (D) Ęíđőŗ÷đĭ÷œąđœkĔll ďĔćkđ ĀĒĘkā ćôĒsœ 
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23. Who is the responsible officer to keep cheques or other valuables received as enclosures 
under personal custody?  

(A) Thapal clerk  

(B) Manager 

(C) Head of office  

(D) Senior most officer subordinate to the Head of office 

 eŒĘkđĎĈĔíĊđĆĒ ĉĄĒkĔn ėòkĔíĘĊđ ąƃĝ ČĒĉāĒ÷ĒpƧll ČŏüĔkĘĊđ 
ČŖkĒïü ísùĒĆĒŔ ďĕkĒĘkŪ utćČđþĒtąĔll uĘþŖđïsŒ 
àćđĻ? 

(A) üāđŔ kœkĝ  

(B) ąđĘĀôœ 

   (C) ëĂēŏ ĘąÿđČĒ  

   (D) ëĂēŏ ĘąÿđČĒĆĔė÷ íēċĒĉĔll èƃČĔÝ ąĔüĒœn uĘþŖđïsŒ 

24. The stamp affixed on a petition should first defaced by whom? 

(A) Fair copy superintendent  (B) Head of office 

(C) Thapal clerk (D) All the above 

 oćĔ ĐœôĒĆĒŔ āüĒc sđmĝ àþŖÝ ùēĘĂŏ ėòĘyŪļ àćđĻ? 

(A) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ (B) ëĂēŏ ĘąÿđČĒ 

   (C) üāđŔ kœkĝ (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

25. If a communication received on holidays the duty clerk send the communication marked 
as ‘urgent’ send it to the head of office on ––––––––––––––  day. 

(A) On the same day by special messenger  

(B) On the next day before 10 am 

(C) On the next working day at 10 am 

(D) All the above 

 aČÿĒ þĒČďšĊĒŔ oćĔ ítĝ ĉĄĒcđŔ, ùŖĕŨĒ kœkĝ 'a÷ĒĆnćÝ' enĝ 
a÷ĆđĊėp÷ĔtĒĆ ítĝ ____________ þĒČďÝ ëĂēŏ ĘąÿđČĒkĝ 
aĆņkûÝ. 

(A) aĘü þĒČďÝ ŗāĘüŖí þĕüŒ ąĔĘîĀ  

(B) a÷Ĕt þĒČďÝ ćđČĒėĉ 10 ąûĒkĝ ąĔmĝ 

   (C) a÷Ĕt ŗāČĖtĒ þĒČďÝ ćđČĒėĉ 10 ąûĒkĝ  

   (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 
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26. The form of personnel register is  

(A) Form II (B) Form III 

(C) Form IV (D) Form V 

 ĘāŋďûŔ ćôĒsĈĒėn ĘĂđÝ 

(A) ĘĂđÝ II (B) ĘĂđÝ III 

   (C) ĘĂđÝ IV (D) ĘĂđÝ V 

27. Whose names are written on the fly leaf of the Personnel register?  

(A) Name of Clerk  

(B) Name of Superintendent 

(C) Name of Head of office  

(D) Name of Section Clerk and superintendent 

 ĘāŋďûŔ ćôĒsĈĒėn ęƘ ĉēĂĒŔ àćĔė÷ ĘāćĔíĊđĻ 
eċĔüĒĆĒćĒkĔnļ? 

(A) kđœkĒėn ĘāŇ  

(B) ďĕŗāŪĒėn ĘāŇ 

   (C) ëĂēŏ ĘąÿđČĒĆĔė÷ ĘāŇ  

   (D) ėďkŒ kđœkĒėnĆĔÝ ďĕŗāŪĒėnĆĔÝ ĘāŇ 

28. Who should see that all currents received in the section are duly registered in the 
Personnel Register on the very day of its receipt? 

(A) Section Clerk (B) Head of office 

(C) Superintendent  (D) Fair copy superintendent 

 ėďkĀĒŔ ĉĄĒkĔn eĉīđ íĈnƧíĊƧÝ aļ ĉĄĒkĔn þĒČďÝ üėn 
ĘāŋďûŔ ćôĒsĈĒŔ íĖüŖąđĆĒ ćôĒsœ ėòņüĒŨƧėŪnĝ àćđĻ 
ŗčdĒĘkŪļ? 

(A) ėďkŒ kđœkĝ (B) ëĂēŏ ĘąÿđČĒ 

   (C) ďĕŗāŪĝ (D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

29. The number of entries on each page of the register shall ordinarily be  

(A) Two (B) Three 

(C) Four (D) Five 

 ćôĒsĈĒėĉ ëĘćđ ĘāôĒĉĔąĔll eŒŗ÷ĒíĊƧė÷ eŬÝ ďđÿđćûĆđĆĒ 

(A) ćŪĝ (B) ąĕnĝ 

   (C) Āđŉ (D) aŦĝ 
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30. Insertion between two entries of a fresh entry in a Personnel Register shall not be made 
except  

(A) With the initials of Superintendent Fair Copy 

(B) With the initials of Superintendent of the Section 

(C) With the initials of the Head of Office  

(D) All the above 

 oćĔ ĘāŋďûŔ ćôĒsĈĒŔ āĔüĔüđĆĒ Ęòœt eŒŗ÷ĒĆĔė÷ ćŪĝ 
eŒŗ÷ĒíŕkĒ÷ĆĒŔ üđėċpĈĆĔnČ uŕėp÷ĔtđŒ āđ÷Ēĉī 

(A) ďĕŗāŪĒėn iĀēĎŖĉĔíŕ uāĘĆđïĒcĝ ėĂĆœ ĘíđpĒ  

(B) ėďkŒ ďĕŗāŪĒėn iĀēĎŖĉĔíŕ uāĘĆđïĒcĝ 

   (C) ëĂēŏ ĘąÿđČĒĆĔė÷ iĀēĎŖĉĔíŕ uāĘĆđïĒcĝ  

   (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

31. In the case of an arising current the word ‘arising’ will be entered in Column No  
–––––––––––––– of the Personnel Register. 

(A) Column 2 (B) Column 3 

(C) Column 4 (D) Column 5 

 uĆœnĔČćĔn oćĔ íĈnĒėn íđćŖtĒŔ 'uĆœnĔČćĔn' en Čđkĝ 
ĘāŋďûŔ ćôĒsĈĒėn ĘíđĊÝ Āmœ ____________Ŕ Ęćîėp÷ĔtĔÝ. 

(A) ĘíđĊÝ 2 (B) ĘíđĊÝ 3 

   (C) ĘíđĊÝ 4 (D) ĘíđĊÝ 5 

32. Whenever a paper is submitted by a clerk to Higher officer/Gazetted officer, the fact and 
its date of submission should be entered in –––––––––––– column of the Personnel 
Register. 

(A) Column 2 (B) Column 3 

(C) Column 4 (D) Column 5 

 oćĔ kđœkĝ ĐĆœ ëĂēďœ/ïďƃĹ ëĂēďœkĝ oćĔ Ęāpœ 
ďąœpĒkĔĘmđėċĉīđÝ, ČŏüĔüĆĔÝ aüĒėn ďąœpû üēĆüĒĆĔÝ 
ĘāŋďûŔ ćôĒsĈĒėn ____________ ĘíđĊtĒŔ Ęćîėp÷ĔtûÝ. 

(A) ĘíđĊÝ 2 (B) ĘíđĊÝ 3 

   (C) ĘíđĊÝ 4 (D) ĘíđĊÝ 5 
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33. The nature of the reference on a subject will be noted in –––––––––––– column of the 

Personnel Register. 

(A) Column 4 (B) Column 5 

(C) Column 6 (D) Column 7 

 oćĔ ČĒĎĆėtkĔĈĒcƧll ĈĂĈŒďĒėn ďřĄđČÝ ĘāŋďûŔ ćôĒsĈĒėn 

____________ ĘíđĊtĒŔ Ęćîėp÷ĔtĔÝ. 

(A) ĘíđĊÝ 4 (B) ĘíđĊÝ 5 

   (C) ĘíđĊÝ 6 (D) ĘíđĊÝ 7 

34. When a paper is submitted to an officer through one or more other sections the fact 

should be noted in Column No –––––––––––– of the Personnel Register.  

(A) Column 4 (B) Column 5 

(C) Column 6 (D) Column 7 

 oćĔ uĘþŖđïsŀ oĘnđ aüĒĉÿĒíĘąđ ąƃĝ ČĒĄđïšŕ ČċĒ oćĔ Ęāpœ 

ďąœpĒkĔĘmđŕ, ČŏüĔü ĘāŋďûŔ ćôĒsĈĒėn ĘíđĊÝ Āmœ  

____________ Ŕ Ęćîėp÷ĔtûÝ. 

(A) ĘíđĊÝ 4 (B) ĘíđĊÝ 5 

   (C) ĘíđĊÝ 6 (D) ĘíđĊÝ 7 

35. The abbreviation ‘‘O.M.’’ adopted for letter  

(A) Office Management (B) Office Manual 

(C) Office Manager (D) Office Memorandum 

 ítĒŀ ďřēíćĒcĒćĒkĔn ‘o.eÝ.’ en òĔćĔėkċĔtĝ 

(A) ëĂēŏ ąđĘĀĴėąnĝ (B) ëĂēŏ ąđĀĔČŔ 

   (C) ëĂēŏ ąđĘĀôœ (D) ëĂēŏ ėąĘmđĈđŪÝ 
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36. Column No. 8 of the Personnel Register used to note which of the following? 

(A) Reminder Send   

(B) DO letter send  

(C) File received from the Head of office after approval  

(D) Reminders received 

 ĘāŋďûŔ ćôĒsĈĒėn ĘíđĊÝ Āmœ 8 üđėċpĈĆĔnČĆĒŔ èüđĻ 
Ęćîėp÷ĔtđŒ uāĘĆđïĒcļ? 

(A) ëœmėp÷ĔtŔ aĆņkĔí  

(B) ùĒo ėĉƃœ aĆņkĔí 

   (C) aÝïēíđćtĒĀĔĘčĎÝ ëĂēŏ ĘąÿđČĒĆĒŔ ĀĒnĝ ĂĆŔ ĉĄĒcƧ  

   (D) ëœmėp÷ĔtĉĔíŕ ĉĄĒcƧ 

37. The nature of the disposal will be entered in the prescribed in –––––––––––– colour ink.  

(A) Blue (B) Black 

(C) Red (D) (A) or (B) above 

 ùĒŏĘāđďĉĒėn ďřĄđČÝ ĀĒœĘdčĒcĒćĒkĔnüĒŔ ____________ íĊœ 
ąĎĒĆĒŔ Ęćîėp÷ĔtĔÝ. 

(A) Āēĉ (B) íĈĔpĝ 

   (C) òĔČpĝ (D) ąĔíĊĒĉĔll (A) aėĉīŠĒŔ (B) 

38. From the following which type of disposal need not be entered in the Personnel Register?  

(A) R. Dis (B) D. Dis 

(C) K. Dis (D) X. N Dis 

 üđėċ āĈĆĔnČĆĒŔ èļ üćÝ ùĒŏĘāđďŔ àĻ ĘāŋďûŔ ćôĒsĈĒŔ 
Ęćîėp÷ĔĘtŪüĒĉī? 

(A) àœ. ùĒŏ (B) ùĒ. ùĒŏ 

   (C) ėí. ùĒŏ (D) eĭŏ. eŒ ùĒŏ 

39. The current and its enclosures arranged below if are punched at  

(A) Left margin (B) Left hand corner 

(C) Right top  (D) None of the above 

 üđėċ ŗíąēíćĒcĒćĒkĔn íĈnƧÝ aüĒėn eŒĘkđĎĈĔíĊƧÝ ____________Ŕ 
āŦĝ ėòņüĒŨƧėŪŠĒŔ. 

(A) i÷ļ ąđœôĒĀĒŔ (B) i÷ļ ĘíđœûĈĒŔ 

   (C) ąĔíĊĒŔ Čĉļ (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 
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40. When two or more papers are pinned together, the  sharp end of the pin should be  

(A) Should be left free  

(B) Should not be left free 

(C) It should be pierced again to rest between sheets 

(D) It should be pierced again to rest at bottom of the last sheet  

 ćĘŪđ aüĒĉÿĒíĘąđ ĘāpĈĔíŕ oćĔąĒcĝ āĒŒ ėòyƧĘmđŕ, āĒnĒėn 
ąĕœcĆĔll aƃÝ 

(A) ďřüŗnąđĆĒ ČĒ÷ûÝ  

(B) ďřüŗnąđĆĒ ČĒ÷ćĔļ 

   (C) ĎēƃƧíŕkĒ÷ĆĒŔ ićĒkđŒ iļ ČēŪĔÝ üĔĊņkûÝ  

   (D) aČďđĀ ĎēƃĒėn a÷ĒĆĒŔ ićĒkđŒ iļ ČēŪĔÝ  
  üĔĊņkûÝ 

41. Pages in the note file and current file should be numbered in –––––––––––– manner. 

(A) Consecutive numbering  

(B) Numbered separately 

(C) No need of numbering in Note file  

(D) No need of numbering in current file 

 ĘĀđŨĝ ĂĆĉĒėĉĆĔÝ íĈnĝ ĂĆĉĒėĉĆĔÝ ĘāôĔíŕ ____________ ćēüĒĆĒŔ 
akąĒ÷ûÝ. 

(A) üĔ÷œcĆđĆ ĀmĈĒÝį  

(B) ėČĘvėĈ ĀmĈĒÝį 

   (C) ĘĀđŨĝ ĂĆĉĒŔ ĀmĈĒÝį àČčŖąĒĉī  

   (D) ĀĒĉČĒėĉ ĂĆĉĒŔ ĀmĈĒÝį àČčŖąĒĉī 

42. When  it is necessary to refer in any one file to a paper in another file that has not been 
disposed of the file put up for reference will be put under the other file and string of the 
lower file will be tied round the upper file. This process is called  

(A) Put up back file (B) Clubbing of files 

(C) Linking of files (D) Referencing 

 èėüŠĒĉĔÝ oćĔ ĂĆĉĒŔ ĈĂœ ėòĘyŪĒČćĔĘmđŕ, ĈĂĈŒďĒĀđĆĒ 
ČcĒćĒkĔn ĂĆŔ ĀēkÝ ėòyđt ąėƃđćĔ ĂĆĉĒėĉ oćĔ ĘāpĈĒĘĉkĝ 
ĈĂœ ėòĘyŪĒČćĔĘmđŕ, aļ ąĘƃ ĂĆĉĒŀ íēċĒŔ ČņkĔíĆĔÝ 
üđċėt ĂĆĉĒėn ŏŗ÷ĒÝį ąĔíĊĒėĉ ĂĆĉĒŀ òĔƃƧÝ ănĒpĒkĔíĆĔÝ 
ėòyƧÝ. â ŗāŗíĒĆėĆ 

(A) āĔŨĝ aŁ ăđkĝ ĂĆŔ (B) ĂĆĉĔíĊƧė÷ kbĒÝį 

   (C) ĂĆĉĔíĊƧė÷ ĉĒŠĒÝį (D) ĈĂĈŒďĒÝį 
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43. Papers after being referenced are submitted to the officers or through the 
superintendents of sections with a note or draft references or disposal is called  

(A) Put up file (B) Linking of file 

(C) Submission (D) Put up for order 

 ĈĂœ ėòņüüĒĀĔĘčĎÝ, uĘþŖđïsœĘkđ ėďkŒ ďĕŗāŪĔąđœĘkđ oćĔ 
íĔĈĒpĝ aėĉīŠĒŔ ŗùđłƃĝ ĈĂĈŒďĔíŕ aėĉīŠĒŔ ùĒŏĘāđďŔ 
uāĘĆđïĒcĝ ďąœpĒkĔn ĘāpĈĔíėĊ ČĒĊĒkĔnĔ 

(A) āĔŨĝ apĝ ĂĆŔ (B) ĂĆĉĒėn ĉĒŠĒÝį 

   (C) ďąœpĒkŔ (D) ëœùĈĒĀđĆĒ ďąœpĒkĔí 

44. While preparing a note the margin prescribed as MOP is  

(A) One-third (B) One inch 

(C) Two inches (D) Six centimetre 

 oćĔ íĔĈĒpĝ üyđĈđkĔĘmđŕ MOP àĆĒ ĀĒœĘdčĒcĒćĒkĔn ąđœôĒŒ 

(A) ąĕnĒėĉđnĝ (B) oćĔ iŦĝ 

   (C) ćŪĝ iŦĝ (D) àň ėďnēąēƃœ 

45. The reply to a question noted by the officer, is to written at  

(A) Reply to be written at margin  

(B) Reply to be written in continuation of the note 

(C) Reply may be written in a separate paper attached with the note file  

(D) None of the above 

 ëĂēďœ Ęćîėp÷ĔtĒĆ ĘòđþŖtĒĀĔll ąĈĔā÷Ē eċĔĘüŪļ 

(A) ąđœôĒĀĒŔ eċĔĘüŪ ąĈĔā÷Ē  

(B) íĔĈĒpĒėn üĔ÷œcĆđĆĒ eċĔĘüŪ ąĈĔā÷Ē 

   (C) ĘĀđŨĝ ĂĆĉĒėĀđpÝ aƃđcĝ ėòņü oćĔ ŗāĘüŖí ĘāpĈĒŔ  
  ąĈĔā÷Ē eċĔüđÝ  

   (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

46. At the top of the note file the colour of fly-leaf to be placed is  

(A) Pink (B) Yellow 

(C) Blue (D) Green 

 ĘĀđŨĝ ĂĆĉĒėn ąĔíĊĒŔ sđāĒĘkŪ ęƘ-ĉēĂĒėn ĀĒĈÝ 

(A) āĒŠĝ (B) ąŧ 

   (C) Āēĉ (D) āc 
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47. At the head of the first page of the note file the title of the file may be written in  
––––––––––– colour ink.  

(A) Blue  
(B) Black 
(C) (A) or (B) above  
(D) Red 

  
 ĘĀđŨĝ ĂĆĉĒėn àþŖ ĘāôĒėn ėĐùĒŔ ĂĆĉĒėn ĘāŇ  

____________ íĊœ ąĎĒĆĒŔ eċĔüûÝ. 

(A) Āēĉ  
(B) íĈĔpĝ 

   (C) ąĔíĊĒŔ āĈŧ (A) aėĉīŠĒŔ (B)  
   (D) òĔČpĝ 

48. At which part of the note the clerk who prepare it should put his initials and date?  

(A) Left hand corner (B) Right hand corner 
(C) At the margin  (D) All the above 

 ĘĀđŨĒėn èļ ĄđïtđĻ aļ üyđĈđkĔn kđœkĝ üėn iĀēĎŖĉĔíĊƧÝ 
üēĆüĒĆĔÝ iĘ÷Ūļ? 

(A) i÷ļ ąĕĉ (B) Čĉļ ąĕĉ 
   (C) ąđœôĒĀĒŔ (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

49. While preparing draft the margin to be provided on the paper is  

(A) One-third margin (B) Half margin 
(C) Five centimetre (D) Four Centimetre 

 ŗùđłƃĝ üyđĈđkĔĘmđŕ ĘāpĈĒŔ ĀŔĘíŪ ąđœôĒŒ 

(A) ąĕnĒėĉđnĝ ąđœôĒŒ (B) āíĔüĒ ąđœôĒŒ 
   (C) aŦĝ ėďnēąēƃœ (D) Āđŉ ėďnēąēƃœ 

50. In a draft proceedings the list of addresses entered at  

(A) Top of the draft  
(B) Left side top of the draft 
(C) Bottom of the draft  
(D) Right side top of the draft 

 oćĔ ŗùđłƃĝ Ā÷ā÷ĒŗíątĒŔ ĀŔíĒĆ ČĒĉđďšĊƧė÷ āŨĒí 

(A) ŗùđłƃĒėn ąĔíĊĒŔ  
(B) ŗùđłƃĒėn ąĔíĊĒŔ i÷üĔČčÝ 

   (C) ŗùđłƃĒėn üđėċ  
   (D) ŗùđłƃĒėn ąĔíĊĒŔ ČĉüĔČčÝ 
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51. ‘N’ Reference means  

(A) The copy of the papers are sent  

(B) Paper in original may sent 

(C) The paper having no action and filed 

(D) None of the above 

 ‘N’ ĈĂĈŒŏ enđŔ 

(A) ĘāpĈĔíĊƧė÷ āíœpĝ aĆņkđÝ  

(B) oĈĒôĒĀĉĒĉĔll Ęāpœ aĆņkđÝ 

   (C) Ā÷ā÷ĒėĆđnĔąĒĉīđtüĔÝ ĂĆŔ ėòņüüĔąđĆ Ęāpœ 

   (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

52. A disposal that are to be detained permanently is termed as  

(A) D. Dis (B) K. Dis 

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

 sĒćąđĆĒ ü÷ŧĔČņĘkŪ oćĔ ùĒŏĘāđďĉĒėĀ ČĒĊĒkĔnļ 

(A) ùĒ. ùĒŏ (B) ėí. ùĒŏ 

   (C) àœ. ùĒŏ (D) eŔ. ùĒŏ 

53. A disposal that are to be detained for 10 years and thereafter can be destroyed is  

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

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

 10 ČœĎĘtkĝ ďĕkĒĘkŪüĔÝ üĔ÷œnĝ ĀčĒpĒkđČĔnüĔąđĆ oćĔ 
ùĒŏĘāđďŔ 

(A) eŔ. ùĒŏ (B) ėí. ùĒŏ 

   (C) ùĒ. ùĒŏ (D) àœ. ùĒŏ 

54. A disposal which do not register but return in original is termed as  

(A) K. Dis (B) X.N. Disposal 

(C) D. Disposal  (D) Endorsement 

 ćôĒsœ ėòyđėü oĈĒôĒĀĉĒŔ üĒćĒėí ĀŔíĔn oćĔ ùĒŏĘāđďĉĒėĀ 

(A) ėí. ùĒŏ (B) eĭŏ.eŒ. ùĒŏĘāđďŔ 

   (C) ùĒ. ùĒŏĘāđďŔ (D) eŒĘùđŋŏėąnĝ 
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55. The Form of Index slip is   

(A) Form II (B) Form III 

(C) Form IV (D) Form V 

 iŒėùĭŏ sĒpĒėn ĘĂđÝ 

(A) ĘĂđÝ II (B) ĘĂđÝ III 

   (C) ĘĂđÝ IV (D) ĘĂđÝ V 

56. The entry in the Index relating to an individual paper is called  

(A) Title (B) Sub title 

(C) Indexing (D) Head 

 oćĔ ČŖkĒïü ĘāpĈĔąđĆĒ ănėpŨ ďĕòĒíĆĒėĉ eŒŗ÷ĒėĆ 

(A) ę÷ƃĒŔ (B) ďŃ ę÷ƃĒŔ 

   (C) iŒėùĭďĒÝį (D) ėĐĹ 

57. The first thing to do when writing an Index title is  

(A) Making necessary entries in the Personnel Register  

(B) Select the subject 

(C) Get the orders of the Section Superintendent 

(D) Select the head 

 oćĔ iŒėùĭŏ ę÷ƃĒŔ eċĔüĔĘmđŕ àþŖÝ ėòĘyŪļ 

(A) ĘāŋďûŔ ćôĒsĈĒŔ àČčŖąđĆ eŒŗ÷Ēíŕ Ā÷tĔí 

(B) ČĒĎĆÝ üĒćėŧ÷ĔkĔí 

   (C) ėďkŒ ďĕŗāŪĒėn utćČĔíŕ ĘĀ÷Ĕí 

   (D) ėĐùĒėĀ üĒćėŧ÷ĔkĔí 

58. Papers relating to suits will be indexed under the head   

(A) Decree (B) Suits 

(C) Writ Appeal (D) Original petition 

 ďŖĕŨƧíĊƧąđĆĒ ănėpŨ ĘāpĈĔíŕ ėĐùĒŀ íēċĒŔ iŒėùĭŏ ėòyƧÝ 

(A) ùĒŗíĒ (B) ďŖĕŨƧíŕ 

   (C) ĈĒŨĝ apēŔ (D) oĈĒôĒĀŔ ėāƃēĎŒ 
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59. The abbreviation ‘‘A.S.’’ represents ––––––––––––– as per MOP.  

(A) Administrative Sanction (B) Additional Secretary 

(C) Appeal Suit (D) None of the above 

 ‘‘A.S.’’ en òĔćĔėkċĔtĝ MOP ŗāíđćÝ ____________ ŗāüĒĀĒÿēíćĒkĔnĔ. 

(A) Administrative Sanction (B) Additional Secretary 

(C) Appeal Suit (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

60. Whose primary duty is to see that index title are properly prepared?  

(A) Section Clerk  (B) Fair Copy Superintendent  

(C) Section superintendent (D) Thapal Clerk 

 iŒėùĭŏ ę÷ƃĒŔ čćĒĆđĆĒ üyđĈđkĒĆĒŨƧėŪnĝ uĈpđkĔí enļ 
àćĔė÷ ŗāđýąĒí í÷ąĆđĻ? 

(A) ėďkŒ kđœkĝ (B) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

   (C) ėďkŒ ďĕŗāŪĝ (D) üāđŔ kđœkĝ 

61. If an officer made with a communication to Registrar of university, the type of 
communication is   

(A) DO letter (B) Letter form 

(C) Proceeding form (D) Memorandum form 

 oćĔ uĘþŖđïsŒ ďœČíĉđčđĉ ćôĒŏŗ÷đœkĝ oćĔ ítĝ ĀŔíĒĆđŔ, 
ítĒėn üćÝ iüđĻ 

(A) ùĒ.o. ėĉƃœ (B) ėĉƃœ ĘĂđÝ 

   (C) ėŗāđďēùĒÝį ĘĂđÝ (D) ėąĘmđĈđŪÝ ĘĂđÝ 

62. Where a head of office record his important executive decision, which form of 
correspondence is used?  

(A) Memorandum form (B) Proceedings form 

(C) Office letter (D) D.O. Letter form 

 oćĔ ëĂēŏ ĘąÿđČĒ üėn ŗāÿđĀėpŨ eĭďĒíŖĕŨēŌ üēćĔąđĀÝ 
Ęćîėp÷ĔtĔnĒ÷tĝ, èļ üćtĒĉĔll ítĒ÷āđ÷ĔíĊđĻ uāĘĆđïĒkĔnļ? 

(A) ėąĘmđĈđŪÝ ĘĂđÝ (B) Ā÷ā÷Ēŗíą ĘĂđÝ 

   (C) ëĂēŏ ėĉƃœ (D) ùĒ.o. ėĉƃœ ĘĂđÝ 
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63. For collecting a report from a subordinate officer the copy of letter send obtain the 
report. This type of communication is termed as   

(A) X.N. Dis (B) N Dis 

(C) L. Dis  (D) Endorsement Form 

 oćĔ íēċĔĘþŖđïsĀĒŔ ĀĒnĝ ĈĒĘpđœŨĝ ĘčîćĒkĔnüĒŀ ítĒėn āíœpĝ 
aĆņkĔí, ĈĒĘpđœŨĝ ďřēíćĒkĔí. â üćtĒĉĔll àčĆČĒĀĒąĆėt 
____________ enĝ ČĒĊĒkĔnĔ. 

(A) eĭŏ.eŒ. ùĒŏ (B) eŒ ùĒŏ 

   (C) eŔ. ùĒŏ (D) eŒĘùđŋŏėąnĝ ĘĂđÝ 

64. Memorandum may be signed by  

(A) Head of office (B) Senior Superintendent 

(C) Administrative officer (D) Superintendent of sections 

 ėąĘmđĈđŪtĒŔ opĒ÷Ĕnļ 

(A) ëĂēŏ ĘąÿđČĒ (B) ďēĀĒĆœ ďĕŗāŪĝ 

   (C) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ (D) ėďkŒ ďĕŗāŪĝ 

65. Communications addressed to the commissioner of corporations are addressed through  
––––––––––––– as per MOP.  

(A) Addressed direct to the commissioner  

(B) Addressed through the Mayor 

(C) (A) or (B) above  

(D) None of the above 

 ĘíđœpĘĈĎĀĔíĊƧė÷ ímēĎûėĈ aĄĒďÝĘăđÿĀ ėòyƧn 

àčĆČĒĀĒąĆšŕ MOP ŗāíđćÝ ____________ ČċĒĆđĻ aĄĒďÝĘăđÿĀ 
ėòyƧnļ. 

(A) ímēĎûėĈ ĘĀćĒŨĝ aĄĒďÝĘăđÿĀ ėòņüĔ  

(B) ĘąĆœ ąĔĘîĀ aĄĒďÝĘăđÿĀ ėòņüĔ 

   (C) ąĔíĊĒŔ (A) aėĉīŠĒŔ (B)  

   (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 
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66. Official communications intended to High Court should be addressed to   

(A) Chief Justice  

(B) Advocate General 

(C) Registrar  

(D) (B) or (C) above 

 ęĐĘkđ÷üĒĆĒĘĉkĝ aĆņkđŒ uĘdčĒcƧll ìĘþŖđïĒí àčĆ 
ČĒĀĒąĆšŕ ____________ en ČĒĉđďtĒŔ ĀŔíûÝ. 

(A) òēł ôsĒŏ  

(B) aùřĘkƃĝ ôĀĈŔ 

   (C) ćôĒŏŗ÷đœ  

   (D) ąĔíĊĒŔ āĈŧ (B) aėĉīŠĒŔ (C) 

67. In major officer who is directly responsible to seeing that prompt despatch of papers are 
done?  

(A) Thapal/Despatch clerk (B) Section Clerk Concerned 

(C) Section Superintendent (D) Fair Copy Superintendent 

 ĘāpĈĔíŕ ĘČïtĒŔ aĆņkĔnļ uĈpđkđŒ ĘĀćĒŨĝ utćČđþĒtąĔll 
Ęąôœ ëĂēďœ àćđĻ? 

(A) üđāŔ/ėùŏāđcĝ kœkĝ (B) ănėpŨ ėďkŒ kœkĝ 

   (C) ėďkŒ ďĕŗāŪĝ (D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ 

68. Before a typist begins to copy a letter, the first thing she is to verify is   

(A) Verify the type writer/ computer whether it is working  

(B) Verify whether she has entered the number of the letter to fair copy register  

(C) Verify whether it bears initials of the officer who is competent to approve the 
letter 

(D) Verify whether the fair copy superintendent distributed the subject file to the 
typist 

 oćĔ ę÷pĒsĝ oćĔ ítĝ āíœtđŒ üĔ÷šĔnüĒĀĔąĔmĝ, àþŖÝ 
āćĒĘčđÿĒĘkŪļ 

 (A) ę÷pĝ ęĈƃœ/ímŖĕŨœ ŗāČœtĒkĔnĔĘŪđ enĝ āćĒĘčđÿĒkĔí  

(B) ėĂĆœ ĘíđpĒ ćôĒsĈĒĘĉkĔll ítĒėn Āmœ aČœ 
ĀŔíĒĆĒŨƧĘŪđ enĝ āćĒĘčđÿĒkĔí 

   (C) ítĝ aÝïēíćĒkđŒ íċĒČĔll uĘþŖđïsėn iĀēĎŖĉĔíŕ  
  aüĒŔ uĘŪđ enĝ āćĒĘčđÿĒkĔí  

   (D) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ ďŃôĭƃĝ ĂĆŔ ę÷pĒsĒŀ ČĒüćûÝ  

    ėòņüĒŨƧĘŪđ enĝ āćĒĘčđÿĒkĔí 
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69. How many letter space should be left between the word and margin while copying the 
first word of every paragraph in a communication?  

(A) Three letter space (B) Four letter space 

(C) Five or Six letter space (D) No such rule 

 oćĔ ímŖĕûĒĘkĎĀĒŔ ëĘćđ îūĒíĆĔė÷ĆĔÝ àþŖ Čđkĝ 
āíœtĔĘmđŕ ČđkĒĀĔÝ ąđœôĒĀĔÝ i÷ĆĒŔ eŗü akćšŕ i÷ûÝ? 

(A) ąĕnkć sĉÝ (B) Āđĉkć sĉÝ 

   (C) aŦĝ aėĉīŠĒŔ àĈkć sĉÝ (D) atćėąđćĔ ĀĒĆąąĒĉī 

70. Form No. XVI as per MOP related with   

(A) Despatch Register  

(B) Inward Register 

(C) Work-load Register at Fair Copy Section  

(D) Local Delivery Register 

 MOP ŗāíđćÝ ĘĂđÝ Āmœ XVI 

(A) ėùŏāđcĝ ćôĒsœ  

(B) iŒ ĘČĹ ćôĒsœ 

   (C) ėĂĆœ ĘíđpĒ ČĒĄđïtĒŔ Čœkĝ-ĘĉđĹ ćôĒsœ  

   (D) ĘĉđkŔ ėùĉĒČĈĒ ćôĒsœ 

71. The form of Fair-Copy Register is   

(A) Form VII (B) Form VI 

(C) Form X (D) Form XI 

 ėĂĆœ-ĘíđpĒ ćôĒsĈĒėn ĘĂđÝ 

(A) ĘĂđÝ VII (B) ĘĂđÝ VI 

   (C) ĘĂđÝ X (D) ĘĂđÝ XI 

72. Who will sign the copies of proceedings on disciplinary cases?  

(A) Superintendent (B) Administrative Assistant 

(C) Administrative officer (D) Head of office himself 

 ac÷k ĘíďĔíĊĒėĉ Ā÷ā÷ĒŗíąšĊƧė÷ āíœpƧíĊĒŔ àćđĻ opĒ÷Ĕí? 

(A) ďĕŗāŪĝ (B) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒsnĝ 

   (C) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ (D) ëĂēŏ ĘąÿđČĒ üėn 
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73. Letters intended for officers and others living in head quarters be delivered by –––––––– 
method.  

(A) Sent by post  
(B) Send by special messenger 
(C) Sent through last grade employees  
(D) Sent through despatch clerk 

 àsđĀtĝ üđąďĒkĔn uĘþŖđïsœkĔÝ ąƃƧllČœkĔÝ ĘČŪĒĆĔll 
ítĔíŕ ____________ ćēüĒĆĒĉđĻ etĒĘkŪļ. 

   (A)  üāđŔ ČċĒ aĆcƧ  
   (B) ŗāĘüŖí þĕüŒ ČċĒ aĆcƧ  
   (C) aČďđĀ ĘŗïĹ ôēČĀkđœ ČċĒ aĆcƧ  
   (D) ėùŏāđcĝ kœkĝ ČċĒ aĆcƧ   

74. Valuables intended for despatch through local delivery put in envelope and sealed in the 
presence of   

(A) Office section superintendent  (B) Superintendent 
(C) Head Office (D) Despatch Clerk  

 ĘĉđkŔ ėùĉĒČĈĒ ČċĒ aĆņkđŒ uĘdčĒc ČĒĉāĒ÷ĒpƧll ČŏüĔkŕ 
____________ íČĈĒŔ iŨĝ ďēŔ ėòņüĒćĒkûÝ. 

(A) ëĂēŏ ėďkŒ ďĕŗāŪĝ (B) ďĕŗāŪĝ 
   (C) ėĐĹ ëĂēŏ (D) ėùŏāđcĝ kœkĝ 

75. The record keeper is under the immediate control of   

(A) Fair copy superintendent  (B) Head of office 
(C) Head Ministerial officer (D) (A) or (B) above 

ėĈĘkđœĹ íēpœ ____________ ėn a÷ĒĆnć ĀĒĆŗnûtĒĉđĻ. 

(A) ėĂĆœ ĘíđpĒ ďĕŗāŪĝ (B) ëĂēŏ ĘąÿđČĒ 
   (C) ėĐĹ ąĒĀĒsēćĒĆŔ ëĂēďœ (D) ąĔíĊĒĉĔll (A) aėĉīŠĒŔ (B) 

76. The position of the seat of a record keeper shall be at  

(A) Attached with establishment section  
(B) Attached with Accounts Section  
(C) At the entrance of the record room 
(D) (A) and (B) above 

 oćĔ ėĈĘkđœĹ íēpĈĔė÷ ďēƃĒėn sđĀÝ 

(A) esđbĒŎėąnĝ ČĒĄđïČĔąđĆĒ aƃđcĝ ėòņüĒćĒkĔnĔ  
(B) akĞŪĝŏ ČĒĄđïČĔąđĆĒ aƃđcĝ ėòņüĒćĒkĔnĔ 

   (C) ėĈĘkđœĹ ĈĕąĒėn ŗāĘČčĀ íČđ÷tĒŔ  
   (D) ąĔíĊĒĉĔll (A) aėĉīŠĒŔ (B)  
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77. The type of lights allowed in a record room is   

(A) Electric light only  

(B) Light using Kerosene 

(C) Electric light or candles  

(D) All the above 

 oćĔ ėĈĘkđœĹ ĈĕąĒŔ aĀĔČþĀēĆąđĆ ęĉƃƧíŕ iČĆđĻ 

(A) ęČþŖĔü ČĒĊkĝ ąđŗüÝ  

(B) ąėŬŬ uāĘĆđïĒcƧll ęĉƃĝ 

   (C) ęČþŖĔü ČĒĊkĝ aėĉīŠĒŔ ėąċĔíĔüĒćĒíŕ  

   (D) ąĔíĊĒŔ āĈŧČėĆĉīđÝ 

78. The disposal which do not sent to Record Section after despatch is –––––––––––– from 
the following   

(A) R. Dis (B) D. Dis 

(C) K. Dis (D) N. Dis 

 aĆcüĒĀĔĘčĎÝ ėĈĘkđœĹ ČĒĄđïtĒĘĉkĝ aĆņkđt ùĒŏĘāđďŔ 
üđėċpĈĆĔnČĆĒŔ ĀĒnĝ ____________  àĻ. 

(A) àœ. ùĒŏ (B) ùĒ. ùĒŏ 

   (C) ėí. ùĒŏ (D) eŒ. ùĒŏ 

79. Papers which are to be filed are marked   

(A) Marked as ‘‘I’’ (B) Marked as ‘‘F’’ 

(C) Marked as ‘‘L’’ (D) Marked as ‘‘L. Dis’’ 

 ĂĆŔ ėòĘyŪ ĘāpĈĔíĊĒŔ ____________ enĝ a÷ĆđĊėp÷ĔtĒ 
ĆĒćĒkĔnĔ 

(A) ‘‘é’’ (B) ‘‘eł’’ 

   (C) ‘‘eŔ’’ (D) ‘‘eŔ.ùĒŏ’’ 

80. The form of requisition for the supply of records from record section is  

(A) Form VII (B) Form VIII 

(C) Form IX (D) Form X 

 ėĈĘkđœĹ ČĒĄđïtĒŔ ĀĒnĔll Ęćîíŕ ĀŔíĔnüĒĀĔll aĘākđ ĘĂđÝ 

(A) ĘĂđÝ VII (B) ĘĂđÝ VIII 

   (C) ĘĂđÝ IX (D) ĘĂđÝ X 
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81. The form of Record Issue Register is   

(A) Form X (B) Form IX 

(C) Form XI (D) Form VII 

 ėĈĘkđœĹ iĎŖĕ ćôĒsĈĒėn ĘĂđÝ 

(A) ĘĂđÝ X (B) ĘĂđÝ IX 

   (C) ĘĂđÝ XI (D) ĘĂđÝ VII 

82. The Record-keeper prepare the arrear list for all records which have been taken out from 
the record room for more than ––––––––––– months.  

(A) Three month (B) Four month 

(C) Two month (D) Six month 

 ėĈĘkđœĹ ĈĕąĒŔ ĀĒnĝ ____________ ąđďšĊĒŔ íĕ÷ĔüŔ e÷Ĕt eĉīđ 
ĘćîíĊƧė÷ĆĔÝ íĔ÷ĒƇĒí āŨĒí ėĈĘkđœĹ íēpœ üyđĈđkĔnĔ. 

(A) ąĕnĝ ąđďÝ (B) Āđŉ ąđďÝ 

   (C) ćŪĝ ąđďÝ (D) àň ąđďÝ 

83. The Head Ministerial officer will inspect the record room atleast ––––––––– period.  

(A) Once in a month  

(B) Twice in every six month 

(C) Once in every six month  

(D) Once in a quarter 

 ėĐĹ ąĒĀĒsēćĒĆŔ ëĂēďœ íĔĈŧļ ____________ íđĉĆĊČĒŔ 
ėĈĘkđœĹ ĈĕÝ āćĒĘčđÿĒkĔÝ. 

(A) oćĔ ąđďtĒėĉđćĒkŔ  

(B) ëĘćđ àň ąđďtĒĉĔÝ ćŪĔüČû 

   (C) ëĘćđ àň ąđďtĒĉĔÝ oćĒkŔ  

   (D) ąĕnĔąđďtĒėĉđćĒkŔ  

84. The head of office will inspect the Record Section in ––––––––––– month of every year.  

(A) January (B) April 

(C) May (D) August 

 ëĂēŏ ĘąÿđČĒ eĉīđ ČœĎČĔÝ ____________ ąđďtĒŔ ėĈĘkđœĹ 
ČĒĄđïÝ āćĒĘčđÿĒkĔÝ. 

(A) ôĀĔČćĒ (B) èŗāĒŔ 

   (C) ėąņ (D) ëïsĝ 
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85. Permanent files  of important orders maintained for case of reference is called 

(A) Personnel file (B) Stock file 

(C) Back file (D) Note file 

 Ęíŏ ëł ĈĂĈŒďĒĀđĆĒ āćĒāđĉĒkĔn ŗāÿđĀėpŨ ëœùĈĔíĊƧė÷ 

sĒćÝ ĂĆĉĔíŕ ____________ enĝ ČĒĊĒkĔnĔ. 

(A) ĘāŋďûŔ ĂĆŔ (B) Ęsđkĝ ĂĆŔ 

   (C) ăđkĝ ĂĆŔ (D) ĘĀđŨĝ ĂĆŔ 

86. If a question raised with the checking of periodical register shall be replied within  

––––––––––– period.  

(A) 24 hours (B) 36 hours 

(C) 48 hours (D) None of the above 

 āēćĒĘĆđùĒkŔ ćôĒsĈĒėn āćĒĘčđÿĀĆĒŔ unĆĒkĔn oćĔ ĘòđþŖtĒŀ 

____________ íđĉĆĊČĒĀĔllĒŔ ąĈĔā÷Ē ĀŔíûÝ. 

(A) 24 ąûĒkĕœ (B) 36 ąûĒkĕœ 

   (C) 48 ąûĒkĕœ (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

87. As per five days rules a paper will normally be submitted with five days from ––––––––– 

date.  

(A) Within five days from the date of receipt in office 

(B) Within five days from the date of receipt by section clerk 

(C) Within five days from the date of its registry  

(D) Within five days from the date of initials of the superintendent in the note file 

 aŦĝ þĒČďėt ĀĒĆąšŕ aĀĔďćĒcĝ oćĔ Ęāpœ ďđÿđćûĆđĆĒ  

____________ üēĆüĒ ąĔüŔ aŦĝ þĒČďšŕkĔllĒŔ ďąœpĒkĔÝ. 

(A) ëĂēďĒŔ ĉĄĒc üēĆüĒ ąĔüŔ aŦĝ þĒČďtĒĀĔllĒŔ  

(B) ėďkŒ kđœkĝ ĉĄĒc üēĆüĒ ąĔüŔ aŦĝ þĒČďtĒĀĔllĒŔ 

   (C) aüĒėn ćôĒŏŗ÷Ē üēĆüĒ ąĔüŔ aŦĝ þĒČďtĒĀĔllĒŔ  

   (D) íĔĈĒpĝ ĂĆĉĒŔ ďĕŗāŪĒėn iĀēĎŖĉĔíŕ eċĔüĒĆ üēĆüĒ   

  ąĔüŔ aŦĝ þĒČďtĒĀĔllĒŔ 
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88. From the following which document is prepared to bring the notice of superior officers 
the slackness in disposal  

(A) Pending list (B) Arrear list 

(C) Check list (D) None of the above 

 üēœpđkĉĒėĉ íđĉüđąďÝ ĘąĉĔĘþŖđïsćĔė÷ ŗčdĆĒŔėp÷ĔtĔnüĒĀđĆĒ 
üyđĈđkĒĆ Ęćî üđėċ āĈĆĔnČĆđĻ 

(A) üēœpđkđt āŨĒí (B) íĔ÷ĒƇĒí āŨĒí 

   (C) ėòkĝ ĉĒsĝ (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

89. The form prescribed for S.R.O. Notification is  

(A) Form XI (B) Form XII 

(C) Form XIII (D) Form XVII 

 eŏ.àœ.o. ČĒjđāĀtĒŀ ĀĒœĘdčĒcĒćĒkĔn ĘĂđÝ 

(A) ĘĂđÝ XI (B) ĘĂđÝ XII 

   (C) ĘĂđÝ XIII (D) ĘĂđÝ XVII 

90. No paper should be transferred to the call book until no action is due in the office for a 
period of ––––––––––––– months.  

(A) Three months (B) Two months 

(C) Four months (D) Six months 

 ____________ ąđďĘtkĝ ëĂēďĒŔ oćĔ Ā÷ā÷ĒĆĔÝ uŪđíđtļ Čėć oćĔ 
ĘāpĈĔÝ Ęíđŕ ăĔkĒĘĉkĝ ąđƃćĔļ.  

   (A) ąĕnĝ ąđďÝ (B) ćŪĝ ąđďÝ 

   (C) Āđŉ ąđďÝ (D) àň ąđďÝ 

91. How many Call Books can be used at a time in an office?  

(A) One each for sections 

(B) Two Call Books at a time 

(C) Only one common Call book for the whole office 

(D) In major offices they can use call book according to the number of sections 

 oćĔ ëĂēďĒŔ oĘćďąĆÝ eŗü Ęíđŕ ăĔkĔíŕ uāĘĆđïĒkđÝ? 

(A) ėďkĀĔíŕkĝ onĝ ČēüÝ  

(B) oćĔ ďąĆÝ ćŪĝ Ęíđŕ ăĔkĔíŕ 

   (C) ąĔċĔČŒ ëĂēďĒĀĔÝ oćĔ ėāđüĔ Ęíđŕ ăĔkĝ ąđŗüÝ  

   (D) ŗāÿđĀ ëĂēďĔíĊĒŔ ėďkĀĔíĊƧė÷ eŬÝ aĀĔďćĒcĝ aČœkĝ 
  Ęíđŕ ăĔkĝ uāĘĆđïĒkđÝ 
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92. A Diary maintained by clerk in a section in the prescribed form in a manuscript form of 
12 pages for one calendar year is called   

(A) Government Diary (B) Reminder Diary 

(C) Call Book (D) None of the above 

 oćĔ íĉŪœ ČœĎĘtkĝ 12 ĘāôĔíĊƧll oćĔ ęíėĆċĔtĔŗāüĒ ćĕātĒŔ 

oćĔ ėďkĀĒŔ kđœkĝ ĀĒœþĒƈ ĘĂđąĒŔ ďĕkĒkĔn oćĔ ùĆĈĒėĆ 

ČĒĊĒkĔnĔ 

(A) ïČőėąnĝ ùĆĈĒ (B) ëœmėp÷ĔtŔ ùĆĈĒ 

   (C) Ęíđŕ ăĔkĝ (D) ąĔíĊĒŔ āĈŧČ onĔąĉī 

93. Last Grade Employees should attend the office at –––––––––––– time. 

(A) 10 am (B) 10.10 am 

(C) 9.15 am (D) 9.30 am 

 ĉđsĝ ĘŗïĹ ôēČĀkđœ –––––––– ďąĆtĝ ëĂēďĒŔ ĐđôćđíûÝ. 

(A) ćđČĒėĉ 10 (B) ćđČĒėĉ 10.10 

   (C) ćđČĒėĉ 9.15 (D) ćđČĒėĉ 9.30 

94. As far as an office is concerned who must set an example to others by themselves 

attending office punctually?  

(A) Head of office  

(B) Administrative officer 

(C) Administrative Assistant  

(D) Superintendents 

 oćĔ ëĂēďĒėĀ ďÝănĒcĒ÷ĘtđĊÝ, íĖüŖďąĆtĝ ëĂēďĒŔ 

ĐđôćđíĔnüĒĉĕė÷ àćđĻ ąƃƧllČœkĝ ąđüĖí íđûĒĘkŪļ? 

(A) ëĂēŏ ĘąÿđČĒ  

(B) aĹąĒĀĒŏĘŗ÷ƃēŌ ëĂēďœ 

   (C) aĹąĒĀĒŏĘŗ÷ƃēŌ aďĒsnĝ  

   (D) ďĕŗāŪĔąđœ 
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95. The Movement Register should put up for perusal to the Head of office on ––––––––––– 
day of each month.  

(A) Last working day of each month  

(B) First working day of each month 

(C) 15th day of each month  

(D) On the first and last day of each month 

 ąĕŌėąnĝ ćôĒsœ ëĘćđ ąđďČĔÝ ____________ þĒČďÝ ëĂēŏ 
ĘąÿđČĒĆĔė÷ āćĒĘčđÿĀņkđĆĒ ďąœpĒkûÝ. 

(A) ëĘćđ ąđďtĒėnĆĔÝ aČďđĀ ŗāČĖtĒ þĒČďÝ  

(B) ëĘćđ ąđďtĒėnĆĔÝ àþŖ ŗāČĖtĒ þĒČďÝ 

   (C) ëĘćđ ąđďtĒėnĆĔÝ 15-LP þĒČďÝ  

   (D) ëĘćđ ąđďtĒėnĆĔÝ àþŖ, aČďđĀ þĒČďÝ 

96. Forfeiture of a days casual leave will ordinarily be the penalty for every ––––––––––– 
days late attendance without permission. 

(A) Three days (B) Two days 

(C) Four days (D) Five days 

 aĀĔČđþąĒĉīđėü ëĘćđ –––––––– þĒČďÝ ęČíĒ ĐđôćđíĔnüĒĀĔÝ oćĔ 
þĒČďėt íđĎřŔ ĉēŌ Āƈėp÷ĔtĔnļ ďđÿđćûĆđĆĒ čĒkĆđĆĒćĒkĔÝ. 

(A) ąĕnĝ þĒČďÝ (B) ćŪĝ þĒČďÝ 

   (C) Āđŉ þĒČďÝ (D) aŦĝ þĒČďÝ 

97. Who will grant permission to subordinates to attend office late?  

(A) Section Superintendent or Section Head  

(B) Personnel Assistant to Head of Office if there is such an officer 

(C) Head of Office 

(D) No prior permission is necessary in advance after late arrival permission is to 
be got ratified 

 íēċĔĘþŖđïsœkĝ ęČíĒ ëĂēďĒŔ ĐđôćđíđŒ àćđĻ aĀĔąüĒ 
ĀŔíĔnļ? 

(A) ėďkŒ ďĕŗāŪĝ aėĉīŠĒŔ ėďkŒ ėĐĹ 

(B) ëĂēŏ ĘąÿđČĒĆĔė÷ ĘāŋďûŔ aďĒsnĝ, atćėąđćĔ  
 uĘþŖđïsŒ uėŪŠĒŔ 

   (C) ëĂēŏ ĘąÿđČĒ  

   (D) ęČíĒėĆtĔn aĀĔąüĒkĝ aÝïēíđćÝ ĉĄĒkĔnüĒŀ ąĔmĝ  
  ąĔŒíĕœ aĀĔąüĒ àČčŖąĒĉī. 
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98. Last grade employees will be under the immediate control of   

(A) Head of Office  

(B) Senior most clerk of each sections 

(C) Section heads  

(D) All the above 

 ĉđsĝ ĘŗïĹ ôēČĀkđœ ____________ ĘĀćĒŨƧll ĀĒĆŗnûtĒĉđĆĒćĒkĔÝ 

(A) ëĂēŏ ĘąÿđČĒ  

(B) ëĘćđ ČĒĄđïtĒėĉĆĔÝ ďēĀĒĆœ Ęąđsĝ kđœkĝ 

   (C) ėďkŒ ĘąÿđČĒíŕ  

   (D) ąĔíĊĒŔ āĈŧČėćĉīđÝ 

99. The distribution registers may be destroyed after –––––––––––– year.  

(A) Five year (B) Three year 

(C) Two year (D) Seven year 

 ČĒüćû ćôĒsĈĔíŕ ____________ ČœĎtĒĀĔĘčĎÝ ĀčĒpĒkđČĔnüđĻ. 

(A) aŦĝ ČœĎÝ (B) ąĕnĝ ČœĎÝ 

   (C) ćŪĝ ČœĎÝ (D) èŋ ČœĎÝ 

100. The stamp Account Register is maintained in –––––––––– Form.  

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

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

 sđmĝ akĞŪĝ ćôĒsœ ____________ ĘĂđąĒŔ ďĕkĒkĔnĔ. 

(A) ĘĂđÝ Āmœ VII (B) ĘĂđÝ Āmœ XI 

(C) ĘĂđÝ Āmœ XII (D) ĘĂđÝ Āmœ VIII 

 
————————
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 7. Immediately after the commencement of the examination, the candidate should check that the question 
booklet supplied contains all the 100 questions in serial order. The question booklet does not have 
unprinted or torn or missing pages and if so the fact should be brought to the notice of the Invigilator 
and get it replaced by a complete booklet with same alpha code. This is most important. 

  ekvz `J[°WjGmJ[¢ BNbuGTG¡ÀW `dW¨Q mhWVÿWkW¨JÐ NVGbu eJñR¾W¤ 100 NVGbu°nJP 
IRiiGjW BNºG DÐQ ekWNqGcWN¨º`G_Q. NVGbu eJñR¾W¤ ?Vÿ[W¨G¾N`G, RvlWjN`G, 
pWŸJNeGjN`G @j NeXJR¥ BºGRWmæ; ?apG BMºËW¤ ?¨GkuP A¢pWXWNmãlJM[ 
èÈjW¤ MRGºJpkWRjJP ?N` ?zk NRG]WmJç eK¡¹iGj NVGbu eJñRP iGãW 
pG°JRjJP MVNáº`G_Q. A`Q EãpJP IecGdMÕŸ`G_Q. 

 8. A blank sheet of paper is attached to the question booklet. This may be used for rough work. 
  NVGbu eJñR¾WM£ ?psGdP FÐJP DoJ`G¾ FkJ R[mGsQ NV¡¾WŸJºQ. A`Q B¾kP 

RºJeW[W¨JÐ`WdJç RJlWÕJR¥¨GjW BeNjGTW¨GpJÐ`G_Q. 

 9. Please read carefully all the instructions on the reverse of the Answer Sheet before marking your 
answers. 

  B¾k°¥ NkSMÕ[J¾G¢ @kPhW¨JÐ`WdQ iJÒQ B¾k¨[mGsWM£ ilJeJl¾Jç dW¡NÇq°¥ 
èÈGeK¡pÿP pGjW¨JR. 

 10. Each question is provided with four choices (A), (B), (C) and (D) having one correct answer. Choose the 
correct answer and darken the bubble corresponding to the question number using Blue or Black Ball-
Point Pen in the OMR Answer Sheet. 

  qkWjJ¾kP B¥MÕM[ FGNkG NVGbu¾WdJP (A), (B), (C), (D) DÐ dGmQ B¾k°¥ `ÐWkW¨JP. 
qkWjJ¾kP M`kM´[J¾Q F.DP.@¡. B¾k¨[mGsW¤ gÌMÕŸ NVGbu dÒlWdQ NdMkjJç 
qkWjJ¾kP sKVWÕW¨JÐ RJiWn (ggW¥) iGI`P dvmNjG RlJNÕG gG¥ NeGjW£Q Ned BeNjGTWVÿQ 
RlJÕW¨JR. 

 11. Each correct answer carries 1 mark and for each wrong answer 31  mark will be deducted. 
No negative marks for unattended questions. 

  FGNkG qkWjJ¾k¾WdJP FkJ iG¡¨Q mhW¨JRjJP FGNkG M`ãJ¾k¾WdJP 31  iG¡¨Q 
dìiGpJRjJP MVáJP. B¾kP NkSMÕ[J¾G¾  NVGbu°¥¨Q iG¡¨Q dìiGpJR-jWmæ. 

 12. No candidate will be allowed to leave the examination hall till the end of the session and without 
handing over the Answer Sheet to the Invigilator. Candidates should ensure that the Invigilator has 
verified all the entries in the Register Number Coding Sheet and that the Invigilator has affixed his/her 
signature in the space provided. 

  ekvzGsijP RoWjJÐ`WdQ iJNÒG, B¾k¨[mGsQ A¢pWXWNmãMl E¤ÕW¨GM`NjG FkJ 
BNbuGTG¡ÀWjJP ekvzGtG¥ pW-ŸQ eJl¾JNeGRG¢ eG[Wmæ. q^]ð¡ jÒ¡ SWLc]UYV x}ã]Rs 
IsæL I¢Na]WtOU C¢v]^]Ssã¡ kq]SwLi]\ÿ]ŸORºÐOU j¤W]p]q]¨OÐ òs¾V C¢v]^]Ssã¡ 
AvR£SpL/AvtOSaSpL KÕV kf]Õ]\ÿ]ŸORºÐOU DSh|LYL¡À]W¥ DrÕL¨eU. 

 13. Strict compliance of instructions is essential. Any malpractice or attempt to commit any kind of 
malpractice in the Examination will result in the disqualification of the candidate. 

  dW¡NÇq°¥ R¡qdiGjW eGmWN¨º`G_Q. ekvz-jW¤ IRiN¨[Q d[¾JRNjG ?`WdJç èiP 
d[¾JRNjG MVáJÐ BNbuGTG¡ÀWRMn ?NjGTukGjW  IeSuGeW¨JÐ`G_Q. 

 14. If any candidates make a marking of answer in the question paper and exchange with other 
candidate during the course of the examination, the answer script will be invalidated and  
the candidates will be debarred for a minimum period of 2 years from appearing the  
Departmental Tests. 

  kq}ƒLyop¾V JRfË]sOU DSh|LYL¡À]W¥ S\Lh|SkÕr]¤ D¾qU SqXRÕaO¾] oãV 
DSh|LYL¡À]W¥¨V RRWoLrOWpLReË]¤ B DSh|LYL¡À]WtORa D¾q¨asLyV 
AyLiOvL¨OÐfOU AvRq JãvOU WOr´fV qºV v¡xS¾àV vWOÕOfs kq}ƒp]¤ 
kRËaO¨OÐf]¤ j]ÐOU v]s¨V J¡RÕaO¾OÐfOoLp]q]¨OU. 

 15. The questions in English version alone will be taken as authentic though questions are given in 
Malayalam language for the convenience of the candidates. 

  S\Lh|°¥ CUYæ}-x]sOU ospLt¾]sOU RWLaO-¾]-ŸOºV. NkLSh-w]W nLxp]¤ fÐ]-q]-¨O-ÐfV 
DSh|LYL¡À]W¥¨V  oj-ô]-sL-¨O-Ð-f]-jO-Sv-º]- oLNf-oLeV.  CUYæ}xV nLxp]¤ RWLaO¾]q]¨OÐ 
S\Lh|°-tLeV Bi]WLq]WU. 

———————— 
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