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Maximum : 100 marks

Time : 1% hours

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

v

nﬂ@)&ﬂ@ﬁ% ooaflson]  @adll@d @l apoeaallen)m  afomd©)
Oan0MMlom@yo Aflgleenmar

A) ©ald@ B) olainlepsso
(C) @AM OalOMMY D) MQofleelenend
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) Acase

aNaeeesuesnd DODOOYHWDEHOD erueng] mada{lo ~Qooaslelo
afltoniled  adadm)  ecawdalleyes @emla  @lo@IMOG M) (M @IOUM

o) o

(A)  MSalSHR6BRMD B) ©eMla gomEAT
©€) @Rald86@ D) 80) eHM
3. The process of attaching to the top of papers put up for reference in a case is
(A) Indexing (B) TFiling
(C) Flagging (D) Linking of file
8)  G&HMIE  0a00dMIMIT  ada{lal  Gala]p®8208  &glod
BRQ2J)0-21QRM  (al(d 1@ GRem.
(A)  enmeade mlou) (B) anwefloty
(€)  qgauilovy D) onweflom efleslowy

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) Backfile (B) Pending file
(C) Old case (D) New case

afllad mlm 0mel® 80) Oaommilemd cGregle @ Gy OO 1288
nOalslegl@ oo, MGQEOE e HI0MOMIT dadlmilad  mlainilapgs o)

HO 0nlc@IUi]a] 0@ 0216QEE B Galal0leMd ©88 aMISle®
algles)mar
(A) NSO DD (B)  0addWlot) @@
(C) al¥® GHMY D) ool eHM
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5. 1s written to facilitate the disposal of a case.

(A) Note (B) Draft
(C) Reminder (D) Arrear list
80) CHM OB 0dedM  MandW M@ MM  af)o 1]
@166 MO .
A) @0 la] B)  (WialQ
(C) 20260 D)  &s1glds algle
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
"@aOM 0" )M GRSWIGN]SYOMI® &N OROSIMD
A) 0a00) edadlmy
B)  omeHtm MVY(elens@d
(©) ©@anellon) 2RAOLIWBE 0B Gddal MU3(lnE
D) @ GREIMOEMIIWM 6.21QYM OEBJINmUNND

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

(JWIMOA |30 NRAYIMBEMAO®  cHMMBEIM, MOP  @omM)M@ 1]  &IDdeeY
@OS DEHLREE OOMENNSHMD V& 166);0.

A) Qo] cawdadl B) mlnled qgelene
©) eewalmimiesglal eemilqyml D) MQleng
8.  All communications received in the office before numbering is known as
(A) Current (B) Disposal
(C) Thapal (D) New Case
Mmooty e.aigRM@ M epml @dadlmla el lenym fa)d erruallnlawssg)o
@R 1We SO
A mlanepsgo B)  wlmieatdma
(C) @ald@ D) ool eHmM

DE-07/2025/027 4 A



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
Q@AM GRW 1@ 18 1D H6IW ] HEARIPI5TS 0a0d GhIn [leglod
8a{lg1@leamoy
&)  eewalmlmesglal eemilauad
B) eewalmlniesglal edadlmd
(©)  &2abl cawdnl@es amIFSHOm &)P)6EONMABIC CBeME: 180
D) 20l eawdl
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
0a0@A G|l Afledneml@ MM (Wielq @1Blod M@MEREMID  Gala |O)d0d
Rl GrW.aflggeemsm GREIMM O [ICHNMSO ?
A)  0a0AB EdIn{l MU3(lene B)  oMHHMD MUY (al6nE
(€) owmMalda] gdsE (D) qniRsS HdHE)
11. From the following which is not related with Thapal?
(A) Card (B) Closed envelope
(C) Court order (D) Arrear list
@20% alO@MAIWIE Mal1da@d®] IMLAIRPODO ~HOI6m?
(A &HOdW (B) @pSa| &R
(C) e®Ism oomEAT D)  &s1glds aigle
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
afllm  a€len)m  esainI&HGd, @GR GRAOW®IEEMD  GREIMVoENIIWM
0.21QRMO, BRI @OM M 9HAINYM).
A)  osms] &leea|dmnaunad (B) oS HASE)
(C) ©@2ald@® HABE D) WMl GAsEY
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13.

14.

15.

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
eamemidmdes  eaallauc]  enpesle M@  @REIM 8o IS/
BRI 186))&H?
(A)  OMUHHMD HAHE)
(B) ©@ald@® gD
(C) ®ald@® omesimlm mlwaly GRAIMIM VW ZlamEnIM
D) 0a0@AB GdInfl MY(al6ne

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
80) 06 GoalWlendal wigleedw] alwalenenls;m 8y  edadlala,
@fleal 10 aemles oMl 0aMERUDB  OBINSUOIM  MaldARBHOS 0ddI0 jo
02I1QRM® MIOY ~lOWM (O GO I lanem?
(A) ©@ad@ OHIMPAUM  BOM WS  HIADE  af)ODYMOROUOD
IO 1@ 186)6Mo
(B) ©fleal 10 aemles oMl 80) B630M)0 Maldel  O&INSUIND
@RMOUDBA .
©) eeaw]l  clumengl®@  fOmIR  QEBIONMANN VGBI e
AUMO DB Oald@ 00620000 M1Be30d]ay)

D) oM@ myedlafldlenym a8 el ®ald@ ensy

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
80) ®alideflon) GrSIWIMEINIMA GOEIN]S)O0 1@ 1G 1eemM@
(A)  ©@ald@® HIADHE)
(B) ©@ald@® OMHHMD MUY (nlnS
©) oMHHMD GOIDHE)
(D) ©@ald@ &M HEB N
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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

0¥  alo)maUl@ @l &) eddml®d  a leenym  aemlm mmud
eNGSANSm 16e)?

A) wWwle. sHoom

B) WARHHID HODOOLHUD

(©) aVABHID NMVQIBHUD

D) eoosOlaglod mla aiglal Gala|Ogdwd

17. The Form of Distribution is

(A) Form No. I (B) Form No. II

(C) Form No. III (D) Form No. IV
allooem Galdo @R

(A) GaNdo MU I (B) GanNdo mauad II

(C) @GaDdo Mau@d III (D) GaDdo MU 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

MOalHj@  EHEIMRHEI®D GO |SEOMENS  Gala|0MHE0S D00 @3,
Moaltj@ oKlolear eammMle mlclw@ mmd alloocen  o=glquclem
CHIBO 1@ M@B6Mo.

A) GHI8o MmMUA 4 (B) G®Ho80 mmud 5
(C) GdHO8o MmMIA 6 (D) e®Ho8o mmud 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
80) Gala|d ‘DM@ 621QYMen®; M, 006H0IBW ~nwello) mmd Aallomoem
eZlmalem @ G6IONIS)OM)o.
(A) CHI8o MmMIR 4 (B) e&»d80 mmid 5
(C) G®H»O8o MmMUDd 6 (D) e®»o8o mmud 7
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20.

21.

22.

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
80)  Gala]d 00CHOIBW  &la|dHE)  QOHAINYHWINEME @,  HOCHNIBW
&0 |00S BroUl®I0o flmoen @=lquale CHI8OM @ 2IE)e6)o.
(A) CHI8o MMUB 4 (B) e®»o80 mmud 5
(C) e®»O8o MmUd 6 (D) e®»o8o mmud 7

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

80) &0 amlawlse Aflawesg)ad®] MW |S1B1e)EB®0  MTBanaIndW)
amlaiwleo Aflednemmsg @] mIMensIelean)e®o 0.2IQREMIDW GO O
aflednomlapes@iem a()speaoemnsm?

(A)  00dB0 o 0.21CQJeNs &0 1 SO Gald@ 1R 0d
NIMO S0 il8dvo
B) Mgteg M1Beguilal (aldhd@0 GRO af)SieH0ms Afl8dwo

©) aflewesd nmea]s «f)ald Aflednesgo BEMAWo Mald@
OZQONed  GroUIld:® l80eal5 1@ 1eemy

D) eruAlNawot]® «10adwlafldlenm GrEf Gald®lMgadw]
NIMOn]s 18I @RM of)s)d6emo

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

e nawon lmes o) DEHIHNHBOW ] o1& aflela1s1a 288
QUM 086 0d Q10 6O S O0;0.

&) MEed =D

(B) GatFmem@ EZIqUAd ad(@o

©) ©@aid@ EZIqd ad(®o

(D)  CHIMESIBHSANIBHNBE MROHHD MeHHa1 O
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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
a)DEIHNRHEIW] aISlanm oaldHegd o aflalailslapgg camioyenegd
e lno  spulele  myesilesnms OMOANEIODMEE  OEB(INMAM
@R)I6M?

(A) ©ald@ gHdSE

(B) @emn

(C) &@oallmy cawdll

D) &2ablny cawdnfl@es &1¥lapgs oo 1AM ©EB IONMAMD

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
80) 0KV al0la] qOMT GBBJo WlGanM 62ICQMSO GRIM ?
(A)  0a0AB EdInl MU3(lne (B) &0a0lmy cawdall
(C) ©@ald@ gD D) &SI ~l00mOIOWE]0

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
@ow] Glaumesgled &) Hom al€lad@, Wwig]l G 'GeslwmE’ af)m)
GRSWIBN SOV @  &HOM Alaumo  &@adly  eawd sy
BR® EO6Mo.

&) ©@rEMm GlAUMo (M d BJOM @EEUM

B) ®rs)O™ Blaumo @dleal 10 aemlses) ayml

©) @D (oo Elaime @dfleal 10 aemlesy

D) &G lOOmOIOWE]d0
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26.

27.

28.

29.

The form of personnel register is

(A) Form II (B) Form III

(C) Form IV D) FormV
GalFMem@ EZIMMOIO Gaddo

(A)  Ga0do II (B) @addo III

(C) Gabdo IV (D) Gando V

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
GalPmem@d oZlquclem 0944 eflad o GRS Gal@)Bg6M
)90 @ eemm ?

A) I8N0 Gald

B) metenglom Gald

(C) &aflny cawdnlwes Gald

D) oMeHUMD ;IBSESOPWo MY (alEOMR®o Gald

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

omenmI@  al€lenm g  HOMHEo GO  aIEleom  Elaumoe  @em
Gal¥mem@  EHIMOI® & O @01  EZ1Qd  eLl@OIggemsm  GRI6M
(rVesOHMBO?

(A)  OMUBHMD HIADHE) (B) &0a0lmy cawdall
(©) MQteng D) 0a0@AB GdIafl M3(al6ne

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

(A) Two (B) Three
(C) Four (D) Five
oglquoleal @36 GalZlepmas ~ME1Hhg0s af)ehe MOIWIOEMWOIW]
&) e B aymy
(C) moel (D) ©real
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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
80) GalFmen@  EHIOI®  aROROIW]  coIdOm  afdESTages e
a)DE DD 1S 0L O@YMAL HUDO]SYOMIMD ISy
Q) agetenglom enMlajaRdtd Qale@INla] HaD®D Gdhdn ]
B) omesid mylaglon) enmljapdd Oalc@Iulla]
(©)  &2ablny cawdnl@es enMlajeR®Hd Oalc@IWa]
D) &SI ~l00mOIOWE]0
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
@AM B©) &HOMleM  HIRJOMIC  '@AMIUOM'  af)MM  QUDHE
GalFmem@d QOO Gd8o MM @ GOEUNA|S)OM 0.
(A) e®080 2 (B) e®o80 3
(C) e®d80 4 (D) e®Ho8o 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
80) I OB @adlA/OMQW  @daflMAHE)  8)  Gala]d
MAd[l666MD0¥L00,  QAUNOO®] GO IO  MAdalen Ol o
GalFquem@ eZ]qualan CHOBOD 1@ GO |SOMEMo.
(A) edI8o 2 (B) e®Ho80 3
(C) e®o8o 4 D) eHHo8o 5
DE-07/2025/027 11 A
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33.

34.

35.

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

80) AldWeo#)0 12388 0aN0MMlEM MIBIUe  GalFmem@  oZlqualond

CHIBOD 1@ GO |SOM)o.

(A) e®I8o 4 (B) eHO8o 5

(C) e®Hd8o 6 (D) eHdgo 7

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

80) 9G6BJONMAM &eMd GO alWlacad ag afledneasd ¥l 81) Gala|d
MAd[l866Mmdwd,  AUNO®  GalFmen@  EHIRclem  e&Hdgo  Maud
@ GO6LUOA|SODEMo.
(A) e®dgo 4 (B) e®HO8o0 5

(C) e®d8o 6 (D) eHdgo 7

The abbreviation “O.M.” adopted for letter

(A) Office Management (B) Office Manual

(C) Office Manager (D) Office Memorandum
SO 1N N0 1210186 ‘G.af)o.” )M 2BIOEOPIOTY

(&)  &adlny mem=onad B) &2l @MU

(C) &a0lm @emzad D) &a0m A0S0
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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
GalFmem@  EZIOlon) eHd8o MMUIG 8 @I0La]O@IMAUDT@®  af@I6n
GO6UOISYOMIM ©alc@IUIoj® ?
A) @O0, BV &6
B) Wwle erIQd CPW® 86
(C) BRoVIIGIEOM IM)Ewo &daflmy cawdnfllm MM @@ eigla))
(D) B2OIS;O0ERHD IE]a))
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
awlmeadmellod  miedale  mldegusafldlenmo o HBD
011 GOEIO|S)O0.
A mel B)  &Qa]
©) 2RUa] D) moglepss (A) Greg)®s 1@ (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
@0 al0@YMAUDI®B O @O0 WIMEIIM@ GREM GalFTem@d =1l
GO _[SCOMENSO) 18)?
A) @ad. awlm B) wl awln
©) od. awlmy D) af)&SM. g wlm
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
020¢ (®A|601{ldlee)m HOMo CRMOM  Af)MELHIHMN)BE 0 )
alo@] 0ol @15 06ne; 103
A) es® @M@ (B) SO €&HIdMO 1@
C) &gl uelio D) MHEI®W 10O BMAL)
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40.

41.

42.

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
@GNS @R 1AIWIHEA)  Gala |B0d Sdlal afld  6.21Qemdwd, allmlon]
2030 2|@88 GRQo

A) o] aflsemo

B) o] aflsey

©) AQesesls@m eElendm ¢m aflengleo mEW dneMo

D) @RAIIIM glead @S 1 lad 6@ 16620 oo afleng)o
OB B6Mo

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

emd3 ~n@efloai®io HOM  ~0®efleai®io  GalR)dd oo 1o
@RENA 1S6Mo.

(A) ©sBYWI® MMUC o)

B) e o0 MmO lot)

(©) 6mI§ ~n@efled mmiclow) @RI

D) dlaileal anwell@d mmuclew) @ alg)

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

afeoslee &1) ~oelld  0a0d  ealegnglau@emud,  OanOmdMImOw]
QAUafldlenm @@ Méeo 0.2IYIOM 20QI0 ~N®Alel B@) Galn|Olcalss
0ald  @aleeElumemdud, @@ @a¢Q el  &SIFIB U EN)B®)o
@900 ~n@aflo Moty mdgloal an@ellty  opQo eIl leeys®yo
021Q))o. NI ()& WO

(A) QS @Ral IS 0D (B)  ~0aRH:HE20s ganilowy
(C) adepsges alleylot) D) 0adOMM o)
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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
0ald 6210 OO 1MYCUHo, @ceéawmmrbc(ﬁm OMESHM MV (INBAIBEEND  630)
#$)0la]  ©Geeg® 1@  (WIallQ  0alOMMR®HD  GregEsled  WlmiGaldm@
©alc@IU ] MAB{lE0)M™ Gala 808 Allglenymy

A)  aR§ O] DM B) ~nweflom eflelowy

©) mada{lend D) @23walm@] ada{lee)s

44. While preparing a note the margin prescribed as MOP is
(A) One-third (B) Oneinch
(C) Two inches (D) Six centimetre

80) #)0la] OY202866mud0 MOP @o®] mldegudlafl@lenym addslad

&) aymleanmy B) &r) eneal
(C) g gnemi D) @0 emadldlgd

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

2a0lB  GEEINNIS;O0 1@ 28O0 1MEBE ANYIS] of)Pemensm

A) 231N ~fYiemend n0Yls]
B) @0 1a(lon} @sdaj@OW]| af)Ricmans anyais]

() 6m§ anwellomiaje ©@BQIL] 02O 60 (GO d  Galn]O 1@
20alS] af)$)®D0

D) MHEI®W 10O ML)

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
e¢md§ anwello) m&gl@ mndalesnems eoqg-afladlond mloo
A ol (B) @600
(©) mel D) alg]
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47.

48.

49.

50.

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

(©) (A) or (B) above
(D) Red

emo§ an@aflony O] Gnlflon] 0aOW @ aneiload

H80 a1 «f)¥w)m6emo.

A mel

B) &0l

©) MHEI®M 1060 (A) Gregds @ (B)
D) aRla]

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

Cal®

emdg10M] af@ EIXNOMIEM GRM OPIOIHM  EIBLE @) N laH (B0

OO @0 ENESENBM®?

A) ens® oyel B) aeo ogel

(C) @z m D) &G ~lomOIOWE]d0

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

((WIalQ OQDOIBOEMIID Galn|O1@ M@BeHNS IAEM

Q) aymleanm @ddslod B)  ald)O] @d3Z]m
(©) ereal omalalgad D) moal emadldlga

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

B0 (WIalg MSalSlGaOOIM M@Ms 1@ AfledMEBBEes algle

A)  (WI0Glem eglo

B)  (Woalglom m&glod ensmynivao
©) (Waa0Qlomy @O0y

D) (WoalGlom maeglod QleimIweo
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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 0a000M  wf)mMIcd
(A)  Gala|MQHE0S ald@a] GO G0
B) &01Zlmallapgs Galn]d GEW &0
(C©) MsalSlo@IMAIRPOO®0 AT 621 ORIV Galn]d
D) MHEI®W 10O BMDL)
52. A disposal that are to be detained permanently is termed as
(A) D.Dis B) K. Dis
(C) R.Dis (D) L. Dis
milead®] oseom)U e &8y wlmiealdmellom allgles)mo
@A) awl awlmy B) o&. awlmy
(C) ®@»®. wlmy D) af)@. awlmd
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 deomas  Maslesemsmo  @SAM MW lalend0pmoad®
AW lmi Galdm@d
A)  af)@d. wlmy (B) o&. awlmy
(©) al. awlmy D) ©»®. wlmy
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
eZld e.oigpem aolElmalle oldlos M@sym ) wlmieaidmeailom
Q) os. awlmy B)  af)SM.afm. Wwlmieald
©) . awlmieadaumd D) afadewdrFmieacy
DE-07/2025/027 17
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55. The Form of Index slip is
(A) Form II (B) Form III
(C) Form IV D) FormV
edows ™ Mla{lom eando
(A) @Gando II (B) @Gando III
(C) Gabdo IV D) GaNd0V

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

(A) Title (B) Sub title
(C) Indexing (D) Head

80) AUJHO NG Gala @IV enMWeA]s MYolleeleal afmElow
&) eesqglo (B) avenl eosglad
(C) enmewded mlou) D) a0

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
80) MW 00sQlTh ~)P)OREMIDD CBBJo ©2ICQASO
Q) GalFmem@ =IO CBAIR(AI® A[)odEHwd MmsOOYS
B) allewo ©1006OMmS)E6)H
(©) omaesd MylnElom SOMOARMHD EGMS)d
D) eanWlom @ 1Re0MS)H6) &

58. Papers relating to suits will be indexed under the head
(A) Decree (B) Suits
(C) Writ Appeal (D) Original petition
M 259820 NIMVOAS Gala MWD 0aOWIM &IF1@M enMowa M 6.a1Q)o
A) e (B) M 580D
©) 015 erqflc D) &01ZInm eaiQlaHad
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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” a)M 20O MOP (aldd00 (@ 1MW 18
(A) Administrative Sanction (B) Additional Secretary
(C) Appeal Suit D) &SI ~10omOl BmMDL
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
dowHM  00sqlm A IWIW]  OYI0266 W 150aEBM  HOAIENE: )M
GRMYOS (a DA 1d HSAWIEM ?
(A)  OMUEHHMD HIBHEY (B)  0a0@B GdIafl M3(al6ne
©) oMEHM MVY(al6ne (D) ©@ald@ IBHE
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
80) 9B ONMAM MAOUGBADMWIAl  ERIM(SIBLS &0 SO M@ WO,
SO0 100 @0 M
Q) wla. eaiQad (B) 62IQ®3 Galdo
(C)  elIdMlwlol) Gado (D) eAEEAINIMBo Galdo
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
80) ably  cawdall @  (IWIMeals  af)&Mlegslal  @le@dme
GOEUOASROMMISOD), O OO IAREE BB 1SaldS)HEIMM  Oale@IW 186 M) ?
(A)  0ACAAINIEMNEo Galdo (B) MSalSl®a Gado
(C) &0adlm eeIQd D) wla. eaIQd Gaddo
DE-07/2025/027 19 A
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63.

64.

65.

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
80) &9 dnmamlad MM G1eadd§ 6weld1eNME N HODI1ON  ald®a]
CR® B, O16a|dd§ Miledlend. v @oovlepgs GrrAlnlaweom
g allgleeym,.
Q)  af)SM.ad. aulmd B) afad wlmy
C) af)@. almy D) afMDeWIFM O] Gando

Memorandum may be signed by

(A) Head of office (B) Senior Superintendent
(C) Administrative officer (D) Superintendent of sections

0QEANININSOD 1@ 3 {IsgmM@

A) &da0lm ecawdall B) mlnled qgelee

(©) eopwalnlmiesglal adadlmud D) OMGHMD MUY (alens

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

(A) Addressed direct to the commissioner
(B) Addressed through the Mayor

(©) (A) or (B) above

(D) None of the above

GIBBOHMBE)OS HOAHEMOO @REMoCENIDWM 0.21Q)mM
GRAMaWeRwd MOP  (al&Hd®o aglwoey  @GrElMoceMIdIWM
0.21QJ M.

Q) sSAeman M@l GREIMOEMNIDWM 02l o)
B) WA @ECIM GREIMoCMIIWM 6.2IQY0)
©) m&Hgl® (A) cregdsl@ (B)

D) &SI ~10omOl BmMnL
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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
00a06EOISO W calds)  CPWWHNIMD  6RWlass - 8VEBUlH  GRUW
afmlaessud agm aflenmoo ]l madeemo.
Q)  oflad 8almy
(B) @PWICHOHQ RMOM
C) oZlmisar
D) m&Hglm 1060 (B) Goegld 1 (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
Gala |O)B0d GUNOD @M CR ENMD O PENIM MRS HOMOAIIEI0MEREE
CARD 630a0lMVAd GRMIET?
(A)  ©al@®/OWMalda] &HAHEY (B)  NIMWOA]S OTVUHHMD HADHE)
(C) qVEAMD MUY (nl6nS D) 0a0@AB GdIafl MY(al6ne
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
80) 00so(lly 80 HOD  alsHAOOOMD  ORSERMO MM, GG o
al@lewowlessenso
(A)  00Sa] 000QB/GBMI(ISD («IOUBOD 1HMENED o)™ 1@ 160U 106 d
(B) 0a0@R  GdIa{l  oFlqolealsngs - sHOvlen MMIR  GROUD
M@ 11566080 )M 1@ 1600dW 186,
©) &»O0 GroW®@100M  HLIORB8  ©esdnmNNN]  eNMilaH|apdud
GRO 1M ©CMBd )M l@1ewIW]ee)H
D) 0a0@B GdIafl MYleE MNIRHQY 0@ 66s~{lay]n) allmoenoe
0211526680 )M al@ 1600w 1H6) &
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[P.T.O.]



69.

70.

71.

72.

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
B0) SO | 26N 16H6) HM 1@ 606D 6UeMUW 1 ®YOSW;0 @3 QD H6)

AlBAOMEMDND DS 1Mo @2AZ]IM)o NSWIM )@ GREHOEBRW ENSMo?

(A) @)MeE muoalo (B) moelsto munelo
(C) creal GReg® T GROSAUO® Munalo (D) GEOMEEAIQ) MIWaa g

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 (al®d®0 Galdo MMUM XVI
&) ewMaida] ©=1qud
(B) epmeauay o=lquad
©) 0a0@A ol AfleOnOmIm AUdSE)-6aIdW o=aud
D) canse@ eweallouc] e=lquad

The form of Fair-Copy Register is

(A) Form VII (B) Form VI

(C) FormX (D) Form XI
0a0@A-GhIn (1 EHIMAIOM Gando

(A) Gando VII (B) Gando VI

(C) Galdo X (D) Gando XI

Who will sign the copies of proceedings on disciplinary cases?

(A) Superintendent (B) Administrative Assistant
(C) Administrative officer (D) Head of office himself

@RS CHMdhE 1081 MSalS]HAEBBEeS aldbda )0 GBI 6a{ls)d?
&) qy(ateng B) eewalmlmesglal eemilaad
(€) eeualmlmiesglal edadlmd D) 20l ecawdnd]l mem
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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
@RMNIMOD  @IAM]HOMM  OEBONMNAHNe  AQIBBOUBSN0 UM |W8s
HO0) 0D ool lenem «f)om leseenso.
(A) ©@ad@® UY] GRWa)
B)  (IeO D BOM UF] GPW.o
(C) @ecumOIm ¢l Zlimendd Y] GrW.a))
D) owmMalda] s Sl Gow.al)
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
canse®@ ewellaiol Ayl crw@end® oeguelal allalnSlapgs Al oyend
SOOI 0§ M@ 0210 ® 1@ 8eemo.
A)  ably omeHM Muy(alene B)  MQ(teng
(C) 0a0 &dadlmy D) owMalda] gD
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
00CEOIBW  &rla]d o @rslwmo olwamenorlanem.
A)  0a0AB EdIn{l MU3(lne (B) &0a0lmy cawdall
©) oo alMIPICIW@ edadlmd D) maglapgs (A) eregjs o (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
80) 006HIAW &lajges MIglead andmo
@) afauoe/lafead) allednnynd@] @rgla] 6.e1@®dleenmy
B) epsnvamEM aflednapad®] GrQEI.] 021G 16 1e)m,
(©) 00680IBW OB («IGUDM &SI 1@
D) maglapgs (A) Gregjs o (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
80) 006H0AW OB GRMAUBTIWAIW QORIQIHWD eNAIWIEM

A)  eanuBRO Allgss @d(@o

(B) o0qnen ©alcwduileg8 eoiq

©) epquB O Aflges GRELIE I ONP B 1B 18 ud
D) MHEIT alOmOIOWE]d0

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
GRW @ IM)EHo  00CENHIAN flBdNOmlcalss GRWWHHIOM WM Galdmumd
@20¥ oMU lad ailay G@Rem.

A) @rd. wlmy B) wl. awlmy

(C) od. wlmy D) afad. awlmy

79. Papers which are to be filed are marked

(A) Marked as “T” (B) Marked as “F”

(C) Marked as “L” (D) Marked as “L. Dis”
@@  02IGYMS  Galn g lod o)™ GRSWIRESO0)]
@ eem;

(&) “Gnf)” B)  “af)ed”

€C)  “af)@d” D)  “af)®d.alm”

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
006800 Q@O MIMEEs CPeUGW MTH)MO® MBS GREAIBHD Galdo
(A) GaDdo VII (B) @ando VIII
(C) Gando IX (D) Gando 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
Q0GB ety EZIMGTOM Gando
(A) Gaddo X (B) Gaddo IX
(C) Gando XI (D) Gando 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
006HOIBW O 1@ mlmy DOVEBBE M &S;O@ ()0  af)Q)d
GOEUMBE05Wo &SI ld alSld ©0GHOHIDW dla]d OQIOIHEMY.
(A @m @dMo (B) moel @dmo
(C) ©6ne @dMo D) @R’ A@daVo
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
a0 AIMIPIGIW@  @2adlTd B0 SHoelwgnilo
00GHNIAW 0o l@16U0dW I8 0.
(A) &) MO 10210 166 o
(B) &262 @RO @dIVEM Iako ENB)OCL6M
(C) &6 @R AXMOW Ie)o 60186
D)  @IMAOTVOD 1HRIDG 166 @
84. The head of office will inspect the Record Section in —————————— month of every year.
(A) January (B) April
(C) May (D) August
aafly  cawdall  af)gp  AUdOYo QMO @ 60CHOHIBW
afledno al@lewdu1ee;o.
A) 2m)c) B)  aflo
C) on® D) &0
DE-07/2025/027 25 A
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85.

86.

87.

Permanent files of important orders maintained for case of reference is called

(A) Personnel file (B) Stock file

(C) Back file (D) Note file
M @al  0anOMMIMIWT  al@laldellenm  («IWIMea]s  BIBWNHE0S
mdleo ~0@ERSH0D g aflgleenym.

(A)  GalFMEM@ 0T (B) GO D@

(C) NP ~0W®D D) emI§ ~n@@d

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

aNdlecwowleom oZlqolem lvlewdwmlc omelenm 6o 21 jowla
221080 1meg 1 a0)als] mmdsemo.
A) 24 aemlenyd (B) 36 aemleeyd

(C) 48 emlaeyd D) &SI ~10omOl BmMnL

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
@oe]  Glumeom Mlwamsd  GEMMELY 80 Galal® MIWIEEMWIW]

0o pO@ crerl &laMEsdenas|m Mmadaleago.

Q) &bl ei€ly oo yo@ ceerl &loumooimgs o

(B) omasid 06 aicly Olwo]l o eeeal dloumonlngso

©) epolem el dloo] oo eeeal &lalmon lnees 1

D) &0 a] anwell@d myeinglon endlajapsnd ol ol
2)0@ ®@el &laumom Imaes 1o
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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
®ldapaselloal  &daIMIAMe  GARRGEE INMNMOS  (VAVWIBEEA|S;OMM@ IMIW]
OQIOIEH 1 R MIOY A lOWIMALDIEM
A) OB PEOIOD Sl B)  @yslgle algle
(©) oa1ss) ellqy D) MHEIM 10O BMDL)
89. The form prescribed for S.R.O. Notification is
(A) Form XI B) Form XII
(C) Form XIII (D) Form XVII
af)M.CRAR.6. Allzemdaimomlny mldeguwlafldleanym eando
(A) Galdo XI (B) Gando XII
(C) Gando XIII (D) @Gando 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
2OMEODEE BallMI@® B0) MSalSIW)o OMBIHIOM® U B©)
Galo]0go GBI ENREEY1GRINS) NIQOM.
(A) @gm @dmo (B) ©ee @dMo
(C) moel @dmo (D) @RO @dMVo
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
80) a0 SCOMAWo )@ CHID MNRENBHUWD ©alCWIUIEOI0?
Q) omerMHDes am allmo
B) 80 VAo EME GHIWD 6NPHEYBUD
(C) @)UM @dadlIM)o B®) §ald®) CHIWD PSS Ao
D)  (IWIM  BablMBHE]IM  OMSAM)BE0S af)gNo GEMYME 2] GRAIBSHE
GO NS OaleWIU1EHI0
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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

B0) HAIBAD UBACONES 12 GnlR)HEIS8 B0 00BHOWLIO0R(ID ] ©Fal¥) |0d
80 omadmlm &Idee MGy Gandald  meHlenym 80 wwolew

angleeym)
Q) naleean) wwo] (B)  @20200n]S;00@ W]
(C) &I enpes) D) WSS aloomal amyagy
93. Last Grade Employees should attend the office at time.
(A) 10am B) 10.10 am
(€ 9.15am D) 9.30am
e W ZlUMEOHID ———— MAWOD B8N ~0IBIBEMo.
A) odflear 10 (B) odyadleal 10.10
(C) odafleal 9.15 (D) odafleal 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
B0y aadlmilem Moenimu] 2{lseEmogo, & (O § VA O0) e0adlm o
aDIROIBYMO 12YOS BROIEM AQIBSSOUBSE AIM Y &BI6M IGENSO)?

A) &a0lm eawdall

B) eoewalmlmiesqlal adadlmud

©) eewalmimiesglal eemilqyml

D) Mg (tenz@dd
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95. The Movement Register should put up for perusal to the Head of office on
day of each month.

(A)
(B)
©
D)

Lo [olnly]

Last working day of each month

First working day of each month

15th day of each month

On the first and last day of each month

PZld  &826d  @IMVOo Slume  @dadlmy

cawd0@es a1 16wdWM® #6dW ] Tada{lesnemo.

(A)
(B)
(©)
D)

§26D AXMOB 180 BRAUMIM  (alyOd ] Glaumo
6§26 @IXMOB 10M®o BBB, (IO GlAmo
6§26 @IMOB 10M®Yo 15-00 ElMo

§26D MMMV 0@ @RABJ, GRAUMIM ElAIMo

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
@RM)ADBAIRPOMm 2600 —— GlUMo  000Ud: ]  aNIROIEYMO 1Mo B
Mmoo @2a1@ aflal Mayea|semmMo MIWIEM@IW] U3 les™OIW @ 1860.
@A) agm &laumo (B) oeng &loumo
(C) moel &lcumo (D) @real &laumo

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

(A)
(B)
(©
D)

Section Superintendent or Section Head
Personnel Assistant to Head of Office if there is such an officer
Head of Office

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

&H)9)EBONMABSS  00UMS]  BallMIM  w0IREIHID  GROIM  GRMAD)

M@ B) M) ?

A)  OMBHMD MY (lNE GRELIE G OMESHD 0nnOW)

(B) @l eawdaflayes  GaiFmem@d  GeMIquA),  GROMOONID)
©GBONMAM ©eensam; 1od

(C) &aflm cawdll

D) 00U O™  BEMAT B  @RoU®HIvo  al€lenymmlal  eyml
)D&y d GRMA® ] GROUGR lg).
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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
ey e £lainendd eM®1388 MOMeMOD 1210 1@ 186),0
A) &a0lm eawdll
(B) &6d afllednonleai@ie MIMIWA eadqy &IAHE)
(C) emeHm eawdi1d:ud
D) MHEIT ~lOOmOUN]d0
99. The distribution registers may be destroyed after year.
(A) Five year (B) Three year
(C) Two year (D) Seven year
afleoen e=lquoye U O MG MUE 1 [lee20RmM@eNY.
(A) ©real (Udo B) @M Qldado
(C) o UdNHo D) ¥ Udo
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
moml GrsoVeE EE]qud GandAV 1@ (VY& 106,
(A)  Ga0do Mmu@d VII (B) @aDdo MU XI
(C) @aDdo MU XII (D) GaDdo Mu@ VIII
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10.

11.

12.

13.

14.

15.

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.

al@le @ysensloesm® ©eaWIdMAl ®Mes rIElollenym 62106) aliye:@ded 100 colocymaio
(0000 HEENBD ag)MM al@lEUOUSBLHHENSMIET). B2I0BY a RME-GHIE @10.2SIEHIBME®O, &slCIWE®,
Q15160 I0WEDO EOW  GalRIHWD  HMBIMHIR]; @OLOAID  HOEMBELIT @O0 MO NElerigOes
ALWNE  OB06NBAUTHW0  @OCH  @OHUO  EHOUILYS] alBEPAOW  62106) aliNdHo 1od
QUOEIRHHWY0 ©21EYENS@IEM. @ aRRAU0 (IWOMOQIS®OEM).

A blank sheet of paper is attached to the question booklet. This may be used for rough work.

62106 aJRHOWIOM @OOITVIMo BMo  agPIMOT 60} &SLIOM G2Id@IZINE. @ @D
H6N28Ja 15166 BIMIEE £, 1o BH0IQ HaleOUIBHIM®IEM.

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

OOMOMBHD GOEUOHQ|S)OMOIMD EREoElHOMEIN MM sEmELHSLIOMING M0} ROCTEE MIREFUBUD
UdRLIANBA] o AUOWSEE .
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.

AWEmOo OROR|ES 0600 Gala)ETmw (A), (B), (C), (D) agim moel SEmEEBWD @TIClesgo.
NAWOBD00 HGOOETMSIOT  6.04)0.0DD. OEBOLHSLIOMIE MINWeR]S 2106y MMUGIN MEEWIES
nd@yemoo M2 flafleeim eyals (eimilid) ao@o afleied &:0Kea 0 MIotd Gald@llnd Galm Oalewouile]
B0l

Each correct answer carries 1 mark and for each wrong answer 1/3 mark will be deducted.
No negative marks for unattended questions.

80600  AlEmEeTinie 680y mdes AIEleaWle 86 OHOREMEETMP 1/3  modes
MAYDOEWIo H21Q)o. HBMAO CRENA|SIEBOB &2 0GRS MODHE) MNaUDOE-QIE).

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.

al@Buomao &M@y myemIo, SEMELHsLION MaleElergao ag@allendemewo 6wy
£660nd@Al0 al@le:0and®d Allg e ROM®YBAINBOM aldslg). ElaRd MMUd e@ollow) adldlen
ag)glo ag)MSleglo snmallzleaqd aldlevoouwlaflginensmmio ma@eladleanom mneiom spadafsfleaiqd
@OALIOMEWI/ @OAUIRIESEI Ba] al@laflafginemsamio 966 0WId®AIE:W §Oq 0s6emMo.

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.

mRdCEUEMBHD BOUMMOWS aldelleeesMs®moa). al@ler@I@ (E:ABHHNHS MSMDYBEWI BRGIMIBS Yydo
MSOBE-ERO H2IQYIMM HBBIOWIAM£:68 @EIMNIVOQ (al6rydallenimmosm.

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.
alBlHHOMOED  o@e®®leo  ©EBPMNId@AIS:R  €2ldGjEala|Cl@  SEMEe  coeIe SO ag

©63J0nId®]RBH6) 6660003 @I6) 6N 831 B3 @D 966 1NId@ Ml Ba)60S OODMOBHSLINAY
@OIVIWISNM@0  BOQAUOE  o@RAARC  HIOME e  Udaeo Ueap®al  aldeue]cd
alO®:SME@ allamgo aflaiss agdeq]s3EmmM@adldengo.

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

601086mB  mogdladlage nAIISETEe  OBISIEWIQENE.  (106RUWlE @U@  @aTidlenymaey
oeapmodmdle@des)  am@ilanssymalmealendl ao@aoen.  snogflal  EHWIG  OB:05)E B @lHeM
3210646338261 @RUE:0@]d:0.
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DEPARTMENT TEST JULY 2025

Provisional Answer Key
PAPER CODE : 003027/011027/020027 DATE OF TEST : 06.10.2025
Manual of Office Procedure Test

QUESTION BOOKLET ALPHA CODE - A
Q.No. Q No.
1 C 51 B
2 C 52 C
3 C 53 C
4 C 54 B
5 A 55 D
6 D 56 A
7 D 57 D
8 C 58 B
9 D 59 C
10 D 60 C
11 D 61 B
12 C 62 B
13 B 63 D
14 D 64 D
15 D 65 B
16 C 66 C
17 A 67 D
18 A 68 C
19 A 69 C
20 B 70 C
21 D 71 B
22 A 72 D
23 B 73 C
24 C 74 A
25 A 75 C
26 B 76 C
27 D 77 A
28 C 78 D
29 B 79 B
30 B 80 D
31 C 81 A
32 D 82 A
33 D 83 D
34 D 84 B
35 D 85 B
36 D 86 C
37 C 87 A
38 D 88 B
39 B 89 D
40 C 90 D
41 B 91 C
42 C 92 B
43 C 93 D
44 A 94 D
45 B 95 B
46 B 96 A
47 D 97 C
48 A 98 C
49 B 99 B
50 C 100 D

Note : Complaints regarding this provisional answer key should be submitted through the candidate's profile only.
Complaints in any other form will not be entertained. Candidate's should compare their question paper (in
case of B,C,D Version) with the A Version Question Paper, which is uploaded in the official website of KPSC.
Complaints should be registered against the question number in the A version Question paper only.



