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PROVISIONAL ANSWER KEY

Paper: 028 - The Secretariat Manual Test
Date of Test 27-10-2025

Question1:-With a view to tracing out files in circulation, each shall maintain a register of files in Form No. XV showing details of all the files
received by the Officer.
(@Jal0EOTIRIEs a0WRl®:ud HeMIEDM@IMI, 806D 2o Gando MG XV-@3 oadmudes 2iflal aggid a0meje:8asQ allterdswaRud S 6 0wed:ees eslmyd
ayeslensmo.

A:-Under Secretary
@PEMRA OGSO

B:-Section Officer
OILEHM Boadlrud

C:-Secretary
OGSO

D:-Confidential Assistant
Gd0MBadloBauy@d @RMIqRMC

Correct Answer:- Option-D
Question2:-A statement of the final decision of Government on any matter submitted for information or orders is called
allae@RWEeE0 QOMEQEUEEI N MUABAERM oBO®I® B:ORKTTIR MAEIRIBe0 @RI TlmamETlBe0 B @ MYoame® alglesanay

A:-circulation
MUBEBERIHTD

B:-disposal
awlemyoauad

C:-submission
ausniglaumd

D:-put up
aJS’ @]

Correct Answer:- Option-B
Question3:-When it is proposed to obtain on the note file of a case the concurrence, opinion or remarks of another Department of the Secretariat so
that such concurrence, opinion or remarks may not form part of the official proceedings, the mode of referring a paper or a case and obtaining a

reply is called correspondence.

8@ eMIMe0 6MIg el emuesdledien 260 AlB:]MBe0 M., EREIIW. @RERYEI® ~lEIAWERUE emgmM@IM MIBEGUElE®egEMIIMB, EROME. MEA®., EPRElOW.

@eRIBI 1000BWEBEUS BDEBRPUTE: MSAISIGAERENS CINRILITICIEIMB, BT Ealnj600 EHETVI 0and H2IQ’ AQaIS] emgm dolo® SHODISa05H:03 e allglenmo.
A:-official

8epuIle:

B:-demi-official
ewal-a8vea5ule:
C:-un-official
@PMDEBPUB
D:-internal
@RDE B0
Correct Answer:- Option-C
Question4:-The may allow the Heads of Department to note on Secretariat files for speedy disposal of it.
6MGESOIRY a0estd cUNEIE @ldaema@monl @rAIRIed &:dla] M@HIM Ada] cawalees @PMAIGIE.4)E00.
A:-Minister concerned
MITWEAS AT
B:-Secretary concerned
MW OTVGSO
C:-Chief Secretary

aflad ©VE@SA
D:-Chief Minister
geua@s
Correct Answer:- Option-B
Question5:-Whenever interpretation of a statute, statutory rule or judgement of a Court becomes necessary the opinion of the shall be
obtained. _—
8@ 2SOMIMEOCWO, MFWAIERIW alSOTIMOOEWI, EH:0s®H alulesews QIPaIPM. @RYAUBYROT] QIBBEMIIUD Moo @RElJOWe EMESENE®IE.

A:-General Administration Department
6al0®EEEM Qldsaf
B:-Finance Department
WM Qldha]
C:-Law Department
o Ada]
D:-P & AR Department
P & AR ai@a]
Correct Answer:- Option-C
Question6:-In the case of other official letters received in the Secretariat from members of Parliament and Legislative Assembly, replies will be
issued over the signature of an Officer not below the rank of
andeieamdd, mloarue @rowaEsglcd @l emu@esclodlcd IElem ag 8VERPUIE: GIDHEHS BT, 0BI@B H:0@ITD B LEBPNMAMOO Ba]la) BQaIS] M@ @so0.
A:-Chief Secretary
allad ®aVEGSA
B:-Secretary
OISO
C:-Additional Secretary
@RWlaHeM @ BTV
D:-Joint Secretary
€200’ &TVE@SO!
Correct Answer:- Option-D
Question7:-In respect of decisions of Council of Ministers or Chief Minister referring case (s) to Cabinet Sub committee (s), which of the following is
not true?
2@@meResewd garalnese@d eam(@ud) @omimg muen! @old(&wes) 0aod Oagem ClmeomeargaDl MIMWeqYS, BMlgoRMAURI® agmosny tdlwe?
A:-separate Government orders constituting the committee (s) should be issued
&l 508) @aledlemalngs @eme: MBI PODEYSUD ajosalgallareme
B:-the Secretaries concerned will assist the Chief Secretary to convene meetings to Sub Committees
FNIMWENJS HTVGSFOI208 Dol BHIdleEeS conEEE AlFlErm allad HTVEGSTO® MVaOIWER.
C:-the recommendations of the Sub committee (s) will be submitted to the Council a supplementary note to the earlier note
®al ae,m'lgl(ee,gas) ®a10BWHU3 MIOOD B:ClaflealtRss 8 @RMEINW &Cladwl @emmilalay muadafese
D:-where the Sub Committees are authorized to take decisions, the decisions will be recorded by the Chief Secretary
20l &ldle 038 G@BROMERUB aggEnInd @RWIE0geMEIM, TlmaoMeBRW allad HTVGSA! GEAIOFED.
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Correct Answer:- Option-A
Question8:-Every proposal to initiate legislation shall in the first instance be considered in the
dloacdamosme @RE.ElERM@InSs aggjo (rﬂ(ﬁc@uamgo @B aldlnemilesnenzo
A:-P & AR Department
P & AR aiga]
B:-Finance Department
WMy Qldsa]
C:-Law Department
Ml Ada]
D:-Administrative Department - to which the subject matter relates
Qflei@o NIMLOQYS BEEM Qldsal
Correct Answer:- Option-D
Question9:-Legislation during the recess of the Legislature is achieved by issue of under Article 213 of the Constitution of India.
Moamewes oscauglcd Mloamldamosms. MsEra® HANY® BEEMeRISM@eSs @RARSIEIB 213 @We:e. Dty 6.21QYNGIRYOS@ET.
A:-Executive Order
n@@ﬁgd 80BwWA
B:-Ordinances
80BaImaBrysud
C:-Special rules
QOB MREBRU3
D:-Rules
mloamsud
Correct Answer:- Option-B
Question10:-The advertisements in respect of Government Departments shall be released only through the
MUAEHIB m‘ﬂ;r&agmomﬂ NITWOA]S alEMIEERUY Mlajommmaidiges a0@ea @mlelle:dlenoqy.
A:-Secretary
OGSO
B:-Chief Secretary
aflad’ ©VE@SA
C:-Director of Public Relations
alepfles’ dlealaumBmy cw@ogd
D:-Minister concerned
MITWEes QD
Correct Answer:- Option-C
Question11:-The disposals containing decisions already taken put up for reference to processing of fresh cases are called
Ol EBHTYHE6S EOMMIullmon tanommilmonl] muadaflaldlesm claaomserud @osearsle asleryomuades alglema’
A:-Back Files
6NIOED) aNWEYBHUB
B:-Correspondence file
BOGTYITMEMMY 0@ T3
C:-U.O. File
Q. 8. 0D
D:-Routine File
Aol a0
Correct Answer:- Option-A
Question12:-A communication or a statement or a plan, sketch or other document which is attached to or accompanies another communication to
supplement or elucidate the point, intention or orders conveyed by such communication is called its
26Q0@ @RS M@EM endTIMRE, PE3UBYN EROKYEIT PODENYHUY AT EOENIMLAIEWO AUBDRILBMGIEMND EUME @R04)H2IRPEMI ERMVEHIEBMEDO EROW &G
@RWEAlTla., B TYIAUM ERELEI GG AL, OV EPEREI ag sl ahMlne® @RGIMEO agany ailglesme.
A:-Annexure
@OOM B UD.aIB
B:-Appendix
@ReBulgy
C:-Addendum
@O Wo
D:-Enclosure
ag)(BEggOaHA
Correct Answer:- Option-D
Question13:- form is used when specified communications are issued to subordinates working within the Secretariat.
emu@estlogieaslad @adoslesam slgeapnmuadss mlddey errealmlaweBud m@deemioud GaNdo DalEWOUTlERMD.
A:-Letter
HHOD
B:-U.O. Note
Q.8 &0la]
C:-Memorandum
H)DCANIOI6TRo
D:-Circular
aqudesad
Correct Answer:- Option-C
Question14:-All department of the Secretariat shall consult in respect of all proposals for change in Administrative set up (structure) and
functions of Government.
MBIFMBE0 REEIMAlER0® TumEle:esmaviaj (ceismalap) eadommegla 20g. AGERMGIPES aggp Mldeguosnglaj eTu@esdladea aggpo Qidroj@rZo om
audilaflegmenzmosy.
A:-Law Department
Tl Ada]
B:-General Administration Department
£0l0®EEEM Qldsaf
C:-Finance Department
WM Q]
D:-P & ARD
P & ARD
Correct Answer:- Option-D
Question15:-Which among the following statement is not true in the case of dispatch of outward communications?
61000 @RUEANNTIAWEBRUE WM B0EKOVICS BMlajOQID JIYIAUMNBSID ogmosm vdlwgPOm®?
A:-it shall be communicated in covers with or without economy label
SDEHEMIA] GRINITE DBBEMI GRRPTTEDI BB HAQBEIES @) @RCIalEnsms
B:-the number and contents of communication should be written on the economy label or flap of the cover
eemeemoal caleniallealn &:aIdlde0 agoaflealn @RL@AlMaETIBOO ofERN 2EBSEe AfEDEMo
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C:-the covers may be numbered for local delivery
@oesudld: eowealaicles BIQH:ud mmiclsoe
D:-the number of communications may be noted in separate sheet when there is more than one letter in a cover for local delivery
@oeaule eowealaclesy 8@ HCEd B GO HEDHU esea U3 @T@ua@(ﬁln’ﬂm@smgs)s e @E®id @3 eeaIOgO™mI
Correct Answer:- Option-B
Question16:-When the letter is signed by officers below the rank of Secretaries, they have to sign it
OTVGSCIR0WOS OB ®IOYQYSS ERPRNOMAB HODITS Baflgemiowd, @oAd @RI DEREM 6aflseme
A:-Approved for issue
a4y 21RO @ouSlen@ly
B:-Forwarded/by Order
803WA Q¥ HOBDIQMD
C:-Issued under authority
@UlE:0OIM BIFIG3 aj0oqgallal
D:-For Secretary to Government
M@0l aledeamdlay
Correct Answer:- Option-D
Question17:-Which among of the following statement is not true in the case of the custody of Index?
mRale@es eruwles @:oeymlod eaflaoQam @aRIAMEEod g wdlwgomm®?
A:-Annual index is prepared in the Records Branch in respect of all orders issued from Secretariat departments
6MGESAIRY Qg dlan ajosqisallenm gl 2EmEQBEOSQe AdBe: Myalle: HOsEIBUMY Eosmilmd @gocIes
B:-Annual index is printed department wise and circulated to all the officers and sections of the Secretariat
QBle yalld Qlda] @@la] @RalSla) emu@esdlodleal agelo eapPRMMINAER. allRoneErudas. allomosm. ©.2IQM
C:-Copies of Annual index are submitted to all the Ministers, Chief Minister and Governor also
Qe myallees m@d(}dauﬁ g 2@I2dLR. PeuETlER. DAIBEMAER. MR flesme
D:-Spare copies of Annual Index are kept by the records branch
QBS MRaleQes OM@A ed0afle:ud H0sEnIBUIMY Eosmi@ mysslssme
Correct Answer:- Option-A
Question18:-A proposal to initiate legislation shall be treated and disposed of as a
Mleamldemosme @RE.ElEIMEs 8@ MIBEEU. BT @R HEMEIERHQo TIBaoEBG:Q0 ©.aIQo.
A:-Routine file
Aol ao@d
B:-Part file
alodg a0 @3
C:-Correspondence file
BSOCTYIERMMY 0@ @B
D:-Case
[N
Correct Answer:- Option-D
Question19:-What should be the action required when a modification or a subsequent order is issued?
@ alGleyEIMENd DSAIDSS POMOEUD J0OSlEBEMIUD 0BT MSaISIoE @RI (IGEENED?
A:-such new cases are to be closed as a fresh disposals and shown as further papers on the facing sheet of the backfiles
GO0 oJBIQ EBTYHU of@I@ WIEMYITIES @O EHOMY 621QYBQ MO NWEBSOS EanMlw) iHlIFled @SO@B Ealo)QBSIW GO6MIEEE®:YQ. GalMo
B:-a copy of the new file may be prepared and added to the back file
0@ a0al@e0 8@ ald@a] ®QI0oES e aowealed ¢aldenoo
C:-such disposals are handed over to the Office Section for necessary action
@ROMEs (WIEMYIMIE3 @RAILBIRID MSalSle:udE®IR Badlm’ AlleonEBIM HeB@0%.
D:-such disposal may be got re-stitched and transferred to the records branch directly
@REME. clemyomad allenge @amleqydom M@l eoeIBUMY Enoemilealss’ @0Qoe
Correct Answer:- Option-A

Question20:-When drafting a disposal of an important or general nature, the will decide whether a copy of it after issue should be added to

the Stock File.

@WIMOYFEDI HaODANWEBD ER® GG WIETRITVES (WIq 621QEMIdud, @o%oﬂm“ GURAUYSE EOBIMOO B aldBa] IR 1WA GalBHEMERD aga™ @@B20TlEs0.
A:-Assistant

@pmilaymd’

B:-Section Officer
OMLEHM B30adlrvd
C:-Under Secretary
@PENRA OGSO
D:-Secretary
OV
Correct Answer:- Option-B
Question21:-The to Kerala Secretariat Office Manual contains a list of titles and heads.
EHES HMGE5OIRY 6oadlmy @marelcd @ Qo 6@ allqy erssrlalcenmo.
A:-Appendix |
@RmenImwe |
B:-Appendix Il
@snITwo ||
C:-Appendix IlI
@rmenimw. |1
D:-Appendix IV
@snirwo |V
Correct Answer:- Option-D
Question22:- application will not be recorded and transferred to the Records Branch.
@REIBY CRAIOFTDHQ0 HOEHIBUITY Erjosmilcalss’ 20QH Qo 6agfley.
A:-Casual leave
S0aI@d eflal
B:-Ordinary leave
auowoaeem eflal
C:-Special leave
ey eflal
D:-Leave without allowance
@i’ gajoom eflal
Correct Answer:- Option-A

Al 3V

Question23:-A paper is said to be registered when it is and entered with an abstract in the Personal Register.
Gal$muEM@d EHITYAIM BT MoWaDEEMIOS GEAIOFEDEMIID BB Galnjd EHITYA ©.2IQP@ID] aloWeagam.

A:-stamped
ayomi’ R
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B:-given a current number
8@ BHOMO MMUAB M@IH
C:-entered in the Inward Register
eaderidony eElTYOIed ceeIe GO
D:-none of these
@mammmamgg
Correct Answer:- Option-B
Question24:-Which among the following is not a function of Under Secretary?
©96¢ alOQYMADIT aB@®6M @A HTVGSOIQeS @mémmmg&om@?
A:-must periodically inspect Personal Register
05@Ies ealgem@d eHIMRAd aldlevoduleeme
B:-must watch incoming reminders and look into the cause of delays
QBN BIBOIFODEBU WWRUIERHQe IRIMIAMETIBHO ©IEMo AlBIEULIUSIERE®Q0 GAIMo
C:-to see that the rules and office orders are strictly obeyed
TR Boadlny 9EmEQSEe &HBUMRW] lelesmoesrEm 0o
D:-the training of Assistants under him
@60 S¥laes @rMIlmymQemes aldlulaim.
Correct Answer:- Option-D
Question25:-If a paper is returned in original with an endorsement the fact should be indicated and dated in the column of the Personal
Register.
8@ GaloJd adlElmel@d a8@ agmderwrdmipamenes GlElos M@, @Ry QUIRD EalPTVEME eellqudl@eo 6B800IE8 Mallaflenee Gl EEaIOAFEDS Q0 GIeMo.
A:-1st
@R)BIETT
B:-12th
Al@ENRDEOD
C:-last
@RAUTVIMEDTT)
D:-14th
alolmocine o™
Correct Answer:- Option-C
Question26:-When there are, in a case, several points for orders may be resorted to
8@ MM, OmEYHWB®IV Mlew] ealdlBdee:ud paseajuwd @O @oQIRI6N]E0
A:-circulation note
MBEBEaIaUM &Gla]
B:-sectional notes
OALESHENTD a;(ﬂ«kia,ua
C:-summarizing note
Mo@ad &Gla]
D:-consolidated notes
ARBH® cﬂs(ﬂqd&(!a
Correct Answer:- Option-B
Question27:-When an order passed by the Minister has to be communicated to a petitioner the will be given to the addressee.
2@ aldTVISIY BB OMEAS 8@ andElEnoEeMm @RCILlemmEluGemOud Qfl2naVEIEM M@0,
A:-extract of the order
BBWAIMBOO agBITICE
B:-the exact words of the order
803WAIMBO0 HOYPIW QUIEBEUD
C:-true copy of the order
8BWAIMBeE0 @IOB®A aldBaf
D:-the purport of the order
803WAIMBO0 DEGUY
Correct Answer:- Option-D
Question28:-Cases involving relaxation of service rules or orders relating in qualifications for appointment test to be passed, promotion etc. Where
the administration dept. feel any doubt about the interpretation or application of such rules or orders should be sent to section of P & ARD.
audallny’ aigemgled el AMBIDMM EHIYHUD BROQYBIT AlITVICE:ENT MIWAM aldley, MLOIMEVQe FOLOVAIRPSS CVIVIORAOVS MIMLOAS OMEAS, GROM®. m']@msmgﬁ)smm)o
2ODEYHSOSEDI @JEVINOTIMBOO AUEINMEODERT]af BEEM AUBlaY agemBIlaj Moo EIMBM MV aeyoDied, P & ARDges alleovnomiiealss @@QEMo.
A:-rules
aloeERud
B:-work study
Qides quousl
C:-advice
©aleBUoo
D:-none of these
OAUOHWIMo (!!TO%!
Correct Answer:- Option-C

Question29:-When a case is transferred from Personal Register to the Call Book, the file is closed in the form of with specific inscriptions in
the face of it that it is a call book entry to be reopened on or before such date.
8M BT EaISaTVeM@ EElqRAl@d mlan e@oud eysslealss 29QEMIWE, D@D @BIOTIE EHITY 6.21Q)0, ERGIMBEO FEUOTD @O @R TlRdiaean @o@lmgemd allmg. @oemen:

8@ 6HIUB MY agMBSIIeMN @ecdis: elalmaregoes.
A:-Lodged paper
GRIOWE ©alQ Gala)d
B:-UO Note
UO @dlaf
C:-Govt. Order
nMeamd 803WA
D:-Memo
[0k
Correct Answer:- Option-A
Question30:-When a number of Government Orders are issued for the same case and action is continued in respect of that case, one copy each of
the order should be separately docketed as a
geo eamimoa] mleaw]l VAMBEAMBY QEMEYBUD ajoen|SAlEE®:Q @Y EHMYRIT MIMWEIS MSalS! DSTHO H21QEMIIND, BOBWAIBEO 630600 m:e,d}qdo A)ETBOM OAICYSO CAIHG
©.21Q6Mo?
A:-Memo
[2]n[Enni]
B:-Lodged paper
GRIOWE ©a1Q Gala)d
C:-Govt. order
nAIEMeAmS B0BWA
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D:-None of these
@mammmam%
Correct Answer:- Option-C
Question31:-The consolidated index is to be prepared and submitted to all the Secretaries, Chief Secretary, all the Ministers, Chief Minister
and the Governor.
AR H® Malld @QO0oEs aggfd ETVGSAIRIBER., allad EAVG SIS0, aggfo ATRBLR., YouEDTIER0, WAIBTMAER. MaBAfleesrr@o6.
A:-fortnightly
erRogWIeRI0G|Een®d
B:-monthly
Q@200
C:-half yearly
@PARL AUIBH B0
D:-none of these
@mmm}omamgd
Correct Answer:- Option-A
Question32:-The retention schedule of records should be as prescribed in , given as Appendix V.
cEaISEeS MlaImldomed oay(wéoﬁ @pesnImwoe V-@3 m@dsllldlasmm -@ Mldeauwdlafldlesm®entonal @ryl@lansmo.
A:-GO (MS) 30/91/P & ARD dated, 3-10-1991
GO (MS) 30/91/P & ARD @, 3-10-1991
B:-GO (MS) 33/91/P & ARD dated, 4/10/1991
GO (MS) 33/91/P & ARD @low, 4/10/1991
C:-GO (MS) 35/91/P & ARD dated, 5-10-1991
GO (MS) 35/91/P & ARD @, 5-10-1991
D:-None of these

@mammmamgd
Correct Answer:- Option-B
Question33:-Whenever a new Section is formed in the department a copy of the has to be made available to them so as to form the basis of
processing papers.
Q]G3 8@ oJ@l@ Alledve @allecleemeysioo QOS 6@ aldGof GOAIRE LIBPIEEMRDETE, ERDAUS CalojQH U8 EOTIY O.aIYMEIEs @osITaoM. @ele:dleamemesre.

A:-Work load Register
Qdses el eeflqpd
B:-Reminder Diary
deenmuwad cwwdl
C:-Personal Register
GalRem@d elqyd
D:-Stock File
GTYIE 0@
Correct Answer:- Option-D
Question34:-While issuing file numbers are not mentioned on it unlike other forms of communications.
og epwalrew dolegldd alm ayoymaodl D%y ©2IQEMIUB D@ MMUGEB EBIEB ale0adudlafigl).
A:-Memorandum
HADCANINOI6Eo
B:-UO Note
UO @dla]
C:-Office Order
830adlmy’ 803WA
D:-Endorsement
agBeewoFmieamo’
Correct Answer:- Option-C
Question35:-How many columns are there in a Personal Register?
8@ a3 YOI 0@ cHIBERUD o6me?

A:-13
13
B:-14
14
C:-12
12
D:-15
15
Correct Answer:- Option-D
Question36:-The in charge of the CR cell shall see that the personal files are kept upto date for reference.
CR eaugfdeo sjaomaimss AUBDIN® ad@ejd0d anom@mMimon] e aee Myeslsligemean’ 9oajods..

A:-Section Officer
OMVBHUM B30adlrvd

B:-Secretary
OV

C:-Under Secretary
@M@ OTVEGSO!

D:-None of these

@m@mmmamgg
Correct Answer:- Option-C
Question37:-The papers of will be closed and retained in the Dept. itself and destroyed as waste paper at the close of the year.

WB6O GalnjQBUB @S gjods] AUssald @eM MeXlER®Q AUBaUAITIIMe ORI} Galgj00®] MWBlaflEas i 621G
A:-ephimeral interest
vl aeluw
B:-circulars
MURERBRIQEUY
C:-application of RTI
RTlges @oeaieu
D:-court cases
CHIST EBMYBHUD
Correct Answer:- Option-A

Question38:-The deals with matters connected with the salary and other personal claims of the staff, cash and contingent expenditure of
the Secretariat.
HAMEHIBOS WMo, Y AUBBING ORZYIFSUB, HETVGEFCVFMWEO alEMYo BEMEIBMBA E.21LIYd:S af)TINQYRIV] MUTMWER]S HOKIRUS 66B@IOY 6).21Q0.

A:-House keeping cell
a0y @laflet’’ OV
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B:-Cash branch
@y0ad Enjoeral’
C:-General Section
VMO HATVHUD
D:-Accounts branch
@OEDEMEMY EJo6ral’
Correct Answer:- Option-D
Question39:-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
&0admil@d mlam’ @&l 8@ canomdmilemo @regElwd @R EOTIAES aQaISlwegE ek, 26QE@Blal $IEMOEMIT Boadlmnim manlass 8@ HOMO PaIEWIUs] ANV HaEQME B
Galojdlemd 988 aQaisle® allglesanay
A:-Reference
0an0mmy’
B:-Old case
Al®Q BHMY
C:-Back file
6O DM
D:-Linked file
eflss’ 9alg 0@
Correct Answer:- Option-B
Question40:-When the proposal requires clearance, concurrence, advice or opinion of other department or Sections as required by the Rules of
Business or the Secretariat instructions, the file may be
6jocamuallay’ enflrilmmy mloasmrud @reg@lcd emu@esslwg mldeguosanud @raieagm ag Qo g3 alleon o ) ROMMY, LA, DalEBUR. @REGBIM @PElROW.
@)UY QIGBEMIIWB, 0@
A:-submitted to the Secretary for remarks
6MVGS0IE EREIOOBIMIR Muadqfesme
B:-returned to the Head of Department for remarks
@REIO@OTIMI] Q] cawolles’ @lElos mdemo
C:-circulated to the Minister concerned for orders
DODEYSHWBEHOW NITWE5 2D Allmoeme HagamD
D:-subjected to inter-departmental references
Qlthojd0d @B 0anomrye ey allewwaseny
Correct Answer:- Option-D

Question41:-Office copy of the need not be kept in the file.
o0 80adln aldda] anwell@d ayssiesnsnzailg).
A:-Letter
O
B:-Circular
qudesald

C:-Routine reminder
aldlal 603eeSOT
D:-Govt. order
A3 DOmEQT
Correct Answer:- Option-C
Question42:-When drafts prepared and passed by officers are subsequently rejected or superseded by fresh drafts, they have to be till the
file is disposed of.
OEBPUMINB QIOIES] aldMIESI @0(}%‘9,(/3 aflarls’ dleaileseewo ajoilw @o(}%&da Dale@OUilal 20GlMINdlERSEWO ©a1QEMU, adW® GHldaPEBMT QB @M
A:-added to the stock file
GRS anwellealss’ ¢aldamneme
B:-kept in the file at the bottom
anelcd moee myssiensm.
C:-added to the current file
H0MA anwelealss caldaemo
D:-none of these

@mammmam%

Correct Answer:- Option-B
Question43:-Copy of the circular should be communicated with the signature of with the indication forwarded/by order.
MBesaI0lBe0 ale:@q] Q)M USTIQYOS BEfoFE@S] GOWREMo, BIBAWA ()00 @R, AN MIBEGUEOmIFES].

A:-Under Secretary
@6MEA BTVEGSO!
B:-Secretary
V@S0
C:-Section officer
OMLBHM B0adlrud
D:-None of these
@m@m}omamgg
Correct Answer:- Option-C
Question44:-All departmental Officers shall see that necessary instructions along with certified copies of judgement for filing appeal against adverse
judgement in writ petition reach the within 10 days before the date of expiry of the period of limitation for filing such appeal.
45’ aodeldlenl @ollger aluleedioe @l aa@@d 6agmM@lmnes @AIYR® Mldeguosnud AlWles MuoBHEISOEBI mﬁ@%ﬁuﬂ&ﬁ)ﬁﬁo @RODEe @] 0TS 621QIMTITPEs
adldl@] @oenawl] @eairvomleamaiay 10 dacuosiress]cd & 0TDMOUM 0o Q@RI 2ERPNMING. ©0aOCENENRDIE).
A:-Registrar of High Court
6600605 elmYod
B:-Advocate General
@RAICEHY WO
C:-Govt. Pleader
waleeamdd gllwad
D:-Standing Council
aRomauflotyy &PeMMI@d
Correct Answer:- Option-B
Question45:-The basic outline of the various forms of communications is given as
allalw erwealdiae @alErges @RSITOIM @altosr DEBEM MESITIdlesm
A:-Appendix |
@oeRITWo |
B:-Appendix Il
@snITWo |
C:-Appendix IlI

@pmsniarwo |l
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D:-None of these
@mammmamgg
Correct Answer:- Option-B
Question46:-Statutory notices like those under section of the CPC received on behalf of Government shall be forwarded by the concerned
authorities to the suit section of Law Dept.
qudsnodimeesd eidla CPC ges eauesm (@000 MNWADIEAIW «;To(ﬂmﬂgd(ﬂ,ua ITWEA5 ERUWIBEI:W Moa Ada]dec m)ég" alleonamiealss GR@o.
A:-80
80
B:-166
166
C:-163
163
D:-70
70
Correct Answer:- Option-A
Question47:-The department wise distribution of subject is issued
Aleu@EwIBe0 Q] ClElyss allesme ajoeqgallafigen.
A:-as per Secretariat Office Manual
6M@ESCRF Boadlny’ @0MAIEd (@00
B:-as part Il of Rules of Business
enlrdlnay’ aiganges @avo lladeo covaowl
C:-as per Kerala Govt. Secretariat Instruction
6H08 MAEIB 6EMGE5FIWY MlBegue @000
D:-none of these

@OJG)&JO(YT@(D%;
Correct Answer:- Option-B
Question48:-The communications are issued in any of the approved forms of correspondence prescribed in para of the KSOM.
KSOMameo susmusle @ (l@equdlal@lesmm @r.Ulle® Salogeges o Ylajo @alopilane @rw@aldlawerd ojosqgalasmna.
A:-135
135
B:-105
105
C:-108
108
D:-125
125
Correct Answer:- Option-A
Question49:- should be used for packets etc. intended for authorities in foreign countries.
afleswe EomEEBRElnR @RUIE:06E:uBEBw] @c@u&gjggg mo@gauﬁ PIOTETeTelig DaleoUTlEeMo.

A:-ordinary postage stamps
TLIWOEEM OB TROMYMHUB
B:-service stamps
audallny’ qomyeed
C:-speed post
aflal’ Gatoqy
D:-none of these
OAOWINRALY
Correct Answer:- Option-A
Question50:-Formal communication should contain only statements which should form part of
8Dalal0@lE @YUMo EOUNBID (JTYIAUMBHU BO@ED @SRRI,
A:-personal opinion
QEDIER0Q @RElEJOW.
B:-a public record
633 60D GE6Y
C:-assessment of a particular person
8@ @Jemyd QEDIQes alailaomad
D:-none of these
OAIOHWIMRALY
Correct Answer:- Option-B
Question51:-Which among the following statement is false regarding Assembly Questions?
FOATIERD E210B4EEOS MVENITUWlal ISP alOQID JTRIAUNBSD ogmosn 6®mg?
A:-the fair copy of the answers should be signed by the Section officer
DODEEBEOS MPVRIW aldBafled OTVSHM BadlrVd Gaflseme
B:-the names of MLA's who asked the question have to be entered on the left hand side of the answer
€108 @ald@la] af)eahPBagR0MOS CalBHU DOMEOBTIMBEO DSDAUUBDT M@DBEMo
C:-the words 'Kerala Legislature' should not be noted in the answer
68 MaME' afam QEBGWD lad coaIeqs Y
D:-the number of the question should be noted in the answer
2ODEOTW GaldBle CREIOASOMEMOREIT MMIAQ
Correct Answer:- Option-C
Question52:-Whenever a Member of the Legislative Assembly other than a member of Govt. gives notice of his intention to move for leave to

introduce a Bill shall forth with give instructions of the motions to the Law Department of the Secretariat.
8@ VAMEAMA @RNBSPO B MWAMVEI @R B@ M3 ERAIMEl]EMm ErMAT c®SIM eaUBIERM®ITS ERAIW] M E:EMIPEII. emu@esdlodea mloa
Qfl0Y JeraBges MdeguosRud M@Bd:6M..
A:-Speaker
lend
B:-Minister concerned
MIMWEeJS 2QT

C:-The Secretary to the Legislative Assembly
adloameges 6Tu@Ssol

D:-None of these
@ma(momam%

Correct Answer:- Option-C
Question53:-Starred questions indicates that
MBU@ a8 62106468308 MY aflaflesanay

A:-written answers shall be laid on the Assembly
6EAIYLIRSS 2OmEERU Mloamuewicd aigem.
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B:-oral answers on the floor of the house are to be given
MEWes @Ol 1en0sIwIR] MMEIW POMEEBUS MEEHEMo
C:-answers are given to the Secretary, Legislative Assembly
OOMEERUY MRATVEI HAVESCIE MTBED
D:-none of these
@mammmamgg
Correct Answer:- Option-B
Question54:-The subject matter and reference particulars to be suitably included in the body of the
Allasi@osldeoge 0anommilmdeoqe alluwadwesrwd @almarwl sanalaicd 9ueqgEmEeM.
A:-UO note
UO @dlaff
B:-Govt. Order
naEMeamd 80@wWA
C:-DO letter
DO eaigd
D:-Letter
6219d
Correct Answer:- Option-C
Question55:-Which among the following is false regarding the registry of paper in the Personal Register?
Galgem@ eeludleal Galnjd el MesnInWl 4 e0Mlajo@mMAIRIE ag@oem e®G?
A:-papers are registered in the order of current number
0m3 mmdlBeo @aowilenam GalajQe:ud eElqyd 6.aigidlesmaoy
B:-the title to be entered in column 4 of Register
o=laydlBen 680 4-@3 6ald GEEINAIFOmEMo
C:-the nature of the reference issued will be noted in column 9 of the register
MRS 0a00BIBe0 VIR EEIGRAMBEO edIg. 9-@B CoaIeNSTD.
D:-the date of submission of case to the officer should be entered in Column 8
6B 8300l madafla) PG eo080 8- GEEUOFOMEMo
Correct Answer:- Option-D
Question56:-The disposals are stitched properly and transferred to the Records Branch by the
aulemyoau@d vl @mleaidon HOcEIBWMY Eosmicales 20QMo.
A:-Assistant
@rmilqymd’
B:-Section officer
OMLEHM B30adlrvd
C:-Office section
830adlny’ aflkowe
D:-none of these
@ma@omm%
Correct Answer:- Option-C
Question57:-Which among the following statement is false regarding a note?
8@ BClaflom moenimulsl Moo @TRIAUMBEI ag@em’ armg"?
A:-note may contain a precis of previous paper
&0lafld gad Galojdlad almegs alaesmnud ersarllcled.
B:-statement of facts and proposal made in current file
00 anwelld maleloiges QUTROBGES Qo TBEUEBEOS JTROUM
C:-the argument for and against any measure proposed
TBeWEl®Oa|s ape@sslaj MSaslow @rm@elyo ojolgelge anse
D:-no suggestions as to the action to be taken
aulleclesmens msmsb@aaacﬂ_qd@g ml@equesmnegomoaley
Correct Answer:- Option-D
Question58:-Ordinary communications received are opened in the presence of
215 MOWIEEM @RWAIMIaWERU OlWETIEE @ OES..
A:-Section officer
OMLEHM B30adlrvd
B:-Office Superintendent
&oadlony’ nyalend’
C:-Assistant
@pmlayma’
D:-Tappal Assistant
@ @oMlqds
Correct Answer:- Option-B
Question59:-The will be primarily responsible for any delay in submission of papers.
GalojQeu3 Madaflesmaleal cgemaslaje &:orImoamLEDITY (@o1noile000) omEAIEQIIE|Es..
A:-Section Officer
OMVEHM B30adlrvd
B:-Under Secretary
@PENREA OGSO
C:-Office Supdt.
&0adlny’ e’

D:-Assistant
@rmilayma’

Correct Answer:- Option-D
Question60:- will have the authority to inspect shelves, tables etc. whenever found necessary.
@RQUDEDEIDD OaHDQHUB, CARG:US DRI al@lewwouwlenom @ @RWIE:00gMoIGlEs0.

A:-Under Secretary
@M@ BTV

B:-Assistant
@rmlqymd’

C:-Office Supdt.
80a0lmy’ myJeng’

D:-Section Officer
OMVBHM 6B30adlrud

Correct Answer:- Option-D
Question61:- exercises general supervision of the officers and members of the staff who work under him and is responsible for seeing that
the members of the staff performs the duties allotted to them efficiently and expeditiously.

©W60 SHIFI3 AUBOTILRM PERPNMINBOSQP HAUNEIBWEOSQR HaPDAD® EAGBEMIZe AnClEBMD, &SI6® HAN®IB ©ERBE NEBSITIGEs YamelBud B:OOEHNROQ0

canomilgje Mldalablesmoesmzar’ @o%mm}@cmmﬂm“ DOMEAUGIOmYENE.
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A:-Under Secretary
@PEMRA OGSO

B:-Additional Secretary
@RAUlaHEM@ HIVEGSO!

C:-Chief Secretary

aflad ©VE@SA
D:-Secretary
OGSO
Correct Answer:- Option-D
Question62:- is mainly concerned in assisting the Cabinet in framing of policies, approval of plans, programmes and activities for the overall

development of the state.
MVMOIMETIBE0 eRTHOMIEES Qle:rumomImIgss MR @ale:elesmdial LB, aldlaloSle:ud, AUBTMEERW afMTlAeSs @R.UTlE:0e0wal BETIMEREW
MandflEBaM @@ (@QWIMAIWYo UBRLISJUIETT.
A:-Governor
naRemad
B:-Chief Minister
geua@l
C:-Secretariat
RIaMtel el
D:-None of these
OAIHWINRALY
Correct Answer:- Option-C
Question63:-The enclosures attached to the note for subject committee should be attested by the
ey’ Seldlegs #:0laf@d caislaflafldlesmm agmegoauqeud TLOBUYOFODEMo.
A:-Joint Secretary
€m0Qfldd eVl
B:-Section officer
OMVBHUM 6B30adlrVd
C:-Under Secretary
@PENRA OGSO
D:-Assistant concerned
MW @RMVIMRBY
Correct Answer:- Option-B
Question64:-The notification issued under various statute become final only, when the
allaflw a5eRud @800 aj0eagallal allesmoaim. 2O@ED @ROTIRAIE.
A:-law dept. is consulted
mloa O.I\ﬁsqdmﬂ(nﬂ &Slwoeelnall5jomd
B:-P & ARD is consulted
P & ARD@ao©) @slwoeenallaomd
C:-Statutory time limit fixed for tabling of the notification before the legislature is over
Tleamelcd alosmoaime. ERAmElemaigs MRraIERI® ME@aIEW @RAIMLIMIEREMIIU3
D:-none of these
@m@mmmamgg
Correct Answer:- Option-C
Question65:-The Section of Law Dept. shall scrutinise the draft statement of facts with reference to the records forwarded by the
Administrative Department.
a@pyflalempdlal aital muadallal ceausud @rslmnomacss] Ml asaflde alleove QATPOBSES BOS (JIRIAUMD AlGlEULIWIERo.
A:-suit
GdMY
B:-administration
@EEMMIBQYa06Mo
C:-opinion
@PElJOo
D:-legislation
aleamidemosme
Correct Answer:- Option-A
Question66:-Which among the following statement is false regarding the general behaviour of the staff and officers?
lamEHITBOSQo PEBPRDTVAGOSQo HAIDANW HIGBRIYOCTERC| 5] GIOY AlOQID TYIAUMBEIT ag@oeTy e@g’?
A:-no member of the staff would distribute notices or raise funds in the Office
HlameEled @G 6oadlmiled emogimy®:ud allmoeme ©.aIEEWI A06E CUAIRIERSEWI Oaglle)
B:-officers and staff should not loiter about in office
OERPNMNTE HAUMEIBe BaJMIBd @RRITYGIClQGmOY
C:-officers and staff should assemble together inside the sections or rooms so as to hold meetings other for official purpose
8eaYUle: @RAIKERBEI] ag didlwdud MSEBM@IM HIVLEKUMG:WBEE Pole:udeed P8FIM DEBPNMINM. HAMENI®. BGals] BEDESM.
D:-the members of staff should behave in a dignified manner
HAMEDI®OS @RUIERUZ BOMRIW BTV OaIBAIN6Mo
Correct Answer:- Option-C
Question67:-The shall forward copies of all original petitions, tax references tax revisions and other proceedings of an original character
filed in the High Court regarding which he received notices.
©les Mgy il £6a0e@®ISEIRIT a0@ HalR BAIEIME MIRINYSES afg BN Oaidlumedgesq Mle:dl canodmyBeesT Mleol dallsmegesae ag’
msmsﬂ&gasu@o m@d%@uﬁ @RQRo.
A:-Govt. Pleader
Oaemeamdd gllwad
B:-Registrar of High Court
660068050 Esflmyod
C:-Standing Counsel
aomauflowy &ML
D:-Advocate General
@RAICEHY BNOTD
Correct Answer:- Option-D
Question68:-The Administrative Departments handling service matters have to report any significant development based on a Council decision or a
judgement of the High Court or Supreme Court to the for initiating further action so as to streamline the rules.
H0mMiled @laaomoBlteoed HenemIsSTgesed Mafl eisolgestws alwlgesewo @rslmnomoBicd Bl &:OEIERUS EeB:®:Ep ealgaD @oMIMlemydial Qitrojerud
MQRERUY HIBUADIEBM@IM @SAMSaISIBU3 @RYEElERM@IMow] Y Sleaods’ ©.algemo.
A:-Law Dept.
Tl Ada]
B:-GA (SC) Dept.
GA (SC) aigmaf
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C:-P & ARD Dept.
P & ARD aiga]
D:-Finance Dept.
WM Qs
Correct Answer:- Option-C
Question69:-In respect of Section Officer should ensure that the file relating to it is sent to Minister's Office under project acknowledgement
sufficiently early.
&M MotnIMWla) OTVEHUM BadlTId EP@RID] NIMWEe]S AW BIRE ARUIlB:0EOTNY S ETRes Boadmilsals g MEET m@gj%osnarm“ D0 0EmEMo.
A:-Cabinet case
Soenlling’ ey’
B:-Unstarred Question
MBU@ 2flamallgjoom 6206y
C:-Starred question
MEU@ eSS 621064
D:-None of these
OAIOWINRALY
Correct Answer:- Option-C
Question70:-Whenever new rules come into existence or a new stand is taken in the matter of tendering advice, the extract of such advice shall be
typed out and kept up in of the concerned Section.
ajolo dloamrud dlaaled amenioess EREIBITE ©alEBU. MBWE:M GIRKOITE ool Mlalalos MLIle:ElEREMINEP, BROME. PaIEBROTIMOO afBTVSIE NIMLOAIS AleoVETIMBEO
-@ 66sa] ©a1g) Myesiesnenzmos.
A:-the stock file
CAYIEH D@3
B:-the routine notes
aloilal ﬁz()’lwdﬁ)uﬂ
C:-the current file
HHOMO 2N
D:-none of these
@m@mmmamgg
Correct Answer:- Option-A
Question71:-Communications to Corporation will be addressed to the of the concerned Corporation.
689Bnj60UMICRIREs @RUANMIIWEERUE NIMWO]S 6BIBIE0UMBOO agam aflenmosilealdss’ @o@Qo.
A:-Secretary
oIV SA!
B:-Mayor
caa@
C:-Chairperson
6.21@@6aIFTVEM
D:-President
@mlowado’
Correct Answer:- Option-B
Question72:-Circulation is the of processing a case and hence it may be ordered only after all other stages of processing a case is over.
GO EHTY EOMITY 621QMTIBOO @M TUBLRERIHUM, EOOIMIT BE EHMY EOTVIY H2IYPMGIMBEHO 2OREIO LISEREG. @AITLIMJGIREURAH 2ODER @) BIBWA
621008 B¢l
A:-initial stage
@J9®oR QIS0
B:-summary
Mo@aDo
C:-final stage
@RAUMVIM LIS
D:-explanation of rule position
e muodmeslm@eo alwdle:esme
Correct Answer:- Option-C
Question73:-Copies of the Govt. orders communicating cabinet decisions should be sent in envelope super_scribed to the GA(SC) dept.
@oenfng’ clmaomenud @odloleam rdeId 2EDEAEBEHS ma,d}qda,u% Mgfd_semyent ®ai @aiclad GA(SC) QoI @E@EEMo.
A:-"Cabinet Decisions - Government orders"
" @oenimg’ @lmaomerd - MAEIR POmEQE:U3"
B:-Government orders manuscript
MUBENIB DTDOYBUD 616HEQEID (O
C:-Cabinet Decisions Secret
So6nilng’ ClEBRMEBEEes EanTLLH
D:-Most important - Cabinet Decisions
ABQQYe (JWIMOAIS®Y - BIenlmg Wl@maomeanud
Correct Answer:- Option-A

Question74:-LA interpellation Register in Form No. should be under the custody of Section Officer.
GaNde MMUAB oal LA epBodealegiaund osllqyd emueumd aoadmuges eqyasiaienoldasmo.

A:-XI Appendix |
X @rsniaw. |

B:-IX Appendix |

IX @rasnicrwo |
C:-VIIl Appendix |
VI @emeeniarws |
D:-X Appendix |
X @rasnirwo |
Correct Answer:- Option-D
Question75:-The secretarial Dept. shall keep Call Book for a period of and thereafter shall transfer them to the Records Branch.
6MVEGESTIR@ Qldia] @oe1gafeeiss’ 6200 e TYsleneQoe @SBMY @Al HOCEIBGAUIY Eoealeaiss’ 200 621G,
A:-five years
@6l QAUBaHe
B:-8 years
8 aidasto
C:-two years
@6NE QIBaHo
D:-3 years
3 aidasto
Correct Answer:- Option-D
Question76:-Records shall be supplied only on requisitions made in the prescribed Form No.
@IAGlay Gande MMIGIE MSEDIM EREYBMOMBEIT BI@ED CEIBUB MBI
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A:-lll Appendix |
1 @esnicrwo |
B:-IV Appendix |
IV @raesnicrwo |
C:-VII Appendix |
VIl @paesriawo |
D:-IX Appendix |
IX @raesnicrwo |
Correct Answer:- Option-A
Question77:-Copies of GO's, Circulars and Other notification shall be made available to the parties on payment of fee prescribed, the fee collected
through shall be mentioned in the Register.
@lde3wlal adlny @os 0@ GO-@:d, qudasageud, ag cemcﬂmﬂnrdﬁ,uﬁ agilages Aol S BB IRYRIER0, ¥l saiclesm adlmy’ eelqydled aleoadusleso.
A:-Postal Order
GalqY@S BoBWA
B:-GA Cash branch
GA @0 Enyoeral
C:-GAD (Accounts)
GAD (@renosngsud)
D:-Bank account
61108 @OEHDENE
Correct Answer:- Option-C
Question78:-The has to ensure that all the disposals taken by him from the Records Branch and the use of which has been over till the date of
of his relief are returned to the Records Branch.
Sleawodasmy’ gnosmi@d mlan’ aggom®e @e@Iges dlellad Pl wee Paleworly®ao® agelp almlewonemsg. HOemIBUMY Eamitalss GIGlOd: MMEBTPeEMaT’
D0 |ICETRDETE.
A:-Office Superintendent
80a0lmy’ myJeng’
B:-Incoming Assistant
B&alwy @MY
C:-Section Officer
OMVBHUM B0adlrvd
D:-Outgoing Assistant
8036100louY @RMVIMRBY
Correct Answer:- Option-D
Question79:-In the Afternoon Session the Attendance Register will be put up to Under Secretary in charge at
2a&Flaomes 6TUMITd a0omA@ eelqyd @PMRA EaVGSH! M alndelm’ Mvada]esm muawe.
A:-2 pm
24l 2 aemiles’
B:-2.10 pm
9419 2.10a¥
C:-2.15 pm
2a/g 2.1507
D:-2.30 pm
24 2.30a¥
Correct Answer:- Option-B
Question80:-While preparing a draft margin should be left on the paper.
(Weg ®QIOIEREMIOUB 293¢0 GalojOl@d oSEMo.
A:-1/3

1/3

B:-1/4
1/4

C:-1/2
1/2

D:-1/5
1/5

Correct Answer:- Option-A
Question81:-A Register of recommendation of the committee on Subordinate Legislation in Form No. should be maintained by every Section.
Gando MMUAB 6a1 quesndaslemg mloamidaiem seldles waodwe eelmyd 696 allkonaye myealenem..

A:-XVII Appendix |
XVII @rmenicws |

B:-XV Appendix |
XV @rmeniaws |

C:-XIl Appendix |
Xl @emenicrwe |

D:-None of these
@OJG)(DJO(TTDID%;

Correct Answer:- Option-A
Question82:-Numbering books of GOs, Circulars, Office Orders for the
Section.
aoadly’ afleov dleimideniaigesa asloaqes -ogg 8. 8. &, MA@, bl BoBWRBW aflaIRes MMIGlYY aT®ERW HOcEIBW alleon i
e afldlesmo.

A:-last 10 years
aleom 10 aidayo

B:-last 8 years
Bloom 8 daio

C:-last 3 years
&Sl 3 QIdasio

D:-last 5 years
&Sl 5 Qdatio

Correct Answer:- Option-A
Question83:-The file which deals with matters specified in Appendix Ill shall be transferred to the twice a year.
@pmsnTWwo @3 aemnosslo $00i6E8U8 66 ®:E:00%0 £.21QM a0V AUBUOTIE3 EEFEAT [€=1r:08 29Qo.

A:-Records Branch
SOBEMIBUWMY (Eryosral

B:-Director of State Archives
6IRg @RRESE®AIM WOHA

C:-House keeping branch
a0 Bilaflevy’ Eyosral

except those retained by the Office Section are kept in the Record
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D:-Office Section
830adlmy’ &aVBHUMD
Correct Answer:- Option-B
Question84:-The self registering current number stamp will be kept in the custody of
MUIo EHITRA ©.2IQYM HOMS MU qomi SR mysaleso.
A:-Tappal Assistant
@qj@d @RAVIqRSc
B:-Section Officer
OMVBHM 630adlrud
C:-Assistant
@pmlqyma’
D:-Office Superintendent
&0adlny’ myeJeng’
Correct Answer:- Option-D

Question85:-Cancellation of stamps is the primary responsibility of the Section Officers who receive such communication have to ensure
that it is properly done.
TYIMYBUB OGILBM @Y @60 @oundler pomEAEEmRET, @REmE. @RUAlmlaw. ciElEEIM EILEUM BoadiTVERIB @R LEIWIT H2IQIFEEEM POIEHEEDEME.

A:-Under Secretary
@PENRA OGSO
B:-Assistant
@pmlayma’
C:-Office Section
830adlmy’ afleowe
D:-None of these
@mammmamgd
Correct Answer:- Option-C
Question86:-A Superintending control over the whole Secretariat is a special function of
Qg emu@esdlgiBeog. caaes 8 MYimly’ M Eeme QOS B @JCMYB (JAUBGTMAET).
A:-Chief Minister
Qeua@
B:-Secretary
OMVGSO!
C:-Governor
naBemad
D:-Chief Secretary
allad’ ®aVEGSA
Correct Answer:- Option-D

Question87:- should take particular care to see that no file on which any action is due is passed for transmission to Records.
AROOBIEj MSaISIOWFEENEE BT AOWEJe CEAIBUBE EOGIQITIORIM QOB (QCDBro UORSIENEMo.

A:-Assistant
@pmlayma’

B:-Section Officer
OMLBHM B30adlrvd
C:-Office Superintendent
&0adlny’ myeJeng’
D:-Under Secretary
@RENRA OGSO
Correct Answer:- Option-B
Question88:-The draft note for Council should be prepared within days of the receipt of the file with the orders of Chief Minister.
QOIS DOHEEAUIOS 0@ 2IEls] dlamenrdeassicd eommialngs &os @dla] ®QI0oEsmo.
A:-three
o’
B:-two
@6
C:-five
@neral
D:-seven
ag¢
Correct Answer:- Option-A
Question89:-Every Section should maintain a Register of petitions in Form No. which should contain details of petitions referred by the
Petitions Committee of the Legislative Assembly.
60600 QRO BaNde MMUA @ 8@ Oalauad EHITRE Myesleem., EROIG MaTIEWES Haldlaud Galdl alEoadUElEBM Saidlumeees alltero.wssnud EoSEEIVIEleEMo..
A:-XIV Appendix |
XIV @omsnicws |
B:-XV Appendix |
XV @rmsniarwo |
C:-XVI Appendix |
XVI @omsnicws |
D:-VIIl Appendix |
VI @ormsniaws |
Correct Answer:- Option-A
Question90:-The Secretariat Central Library is under the charge of
6MGEsOlRF 6MMBST Ol aBOO s fleiosmm.
A:-an Under Secretary
B0 @MRA OATVEGSA!
B:-a Librarian
8@ eeleEClom
C:-a Section Officer
BB OTVSUM Boadlrvd
D:-none of these
@mmm}omamgg
Correct Answer:- Option-B
Question91:-Government Orders bearing cyclostyled signatures will not be admitted in
£OTUEHIOOTY@D SR szgdaua @SR MUA®IB pomEQE:U3 il @PMAEEsg)
A:-Audit
oy’
B:-Court
CISO
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C:-Amendment of Rules
oo e
D:-None of these
@OJG)@O(TTDID%
Correct Answer:- Option-A
Question92:-Every Department is to prepare a Monthly Business Statement in Form No. and forward the consolidated statement to P & ARD.
630800 Qlebanfo Gado MMUB @ 8@ @olaom emimimay erudeamdd ®QI0IERER. gale® eqygeandd P & ARD s @re@e:q. calsme.
A:-IX Appendix |
IX @raesnicrwo |
B:-XI Appendix |
XI @rmsniorwo |
C:-XV Appendix |
XV @emeniaws |
D:-XIl Appendix |
Xl @rmeniarws |
Correct Answer:- Option-A
Question93:-How many columns are there in a monthly Business Statement?
8@ @olaom eladlmmy eqRgeamdla og@ emosmaud pare?

A:-15
15

B:-13
13

C:-19
19

D:-18
18

Correct Answer:- Option-C
Question94:-Whenever a record is found missing a report shall at once be made to the
BT GEEI MaYOSIW] HOMROTII® DSM ®eaN & Gleajods’ madaflesnsnzamosny.
A:-Under Secretary
@PEMRA OTVGSA!
B:-Secretary
MV
C:-Section Officer
OMLEHM B30adlrvd
D:-Office Superintendent
&0adlmy’ myeJene’
Correct Answer:- Option-A
Question95:-The Note for the Subject Committee should be got approved by the
ey’ Seldlesgs &:Cla] QYOS @RoUIIB:000 EMSEMo.
A:-Secretary concerned
MO OTVGSO
B:-Minister in charge of the Department
QOO amaIRes aas
C:-Chief Secretary
allad ®VEBSA
D:-Chief Minister
geua@ol
Correct Answer:- Option-B
Question96:-The Assistant should authenticate the note with dated initial
@pmilqmy@d Clocles eaflay@d pale@ouilal @] (@Jo206le@lEm6emMo.
A:-close to the margin
20dzdmlemos’ @rgo
B:-middle of the page
Cal=lBO0 AWYRIWo
C:-close to the right end of the page
GalgflBO0 QRITY @RQETMIS @R
D:-none of these
Qme(wom’om%
Correct Answer:- Option-A
Question97:-When communications without proper authentication happen to be received, what measures will be adopted by the Assistant?
AL ERHUIBIEIB® DOPEIOORES ERUAIMIaWEEBRUY LIEl40@, @RMIMYMA afM MSalSlegoamy aullea@lend?
A:-it shall be returned under the signature of Deputy Secretary concerned
NITWES sm‘uru‘ggﬂ omM@30IQes 8afly Hl¥led @ dldlod Mmmddo
B:-it shall be returned under the signature and orders of Under Secretary
@A HMGTINQES Baflve DEBEABWBER. ST @ GElO®: M@0
C:-it shall be returned under the signature and orders of Section Officer
6MUeHM 60adlnges Baflav. EmEQIE:ER. Sl D Tldlos m@se
D:-it shall be returned under the signature and orders of Secretary
6MGSOIQeSs Balee QOBENH:WBER. ST O @BlOE: M@0
Correct Answer:- Option-C
Question98:-All original papers and volumes issued out of Records Section shall be entered in a register called
£0e£BWMY alleon@miled Wl aj0eqgallal gl aGlEINES EalnjQdge CASIERS. g eI EE6IOFOmEMo.
A:-Record Retention Register
6063 dlsmaumd eelqud
B:-Issue Register of Records
£0eIBWIBe0 Doy eeflqud
C:-Records Preserving Register
60eIBWTY @flrudalled’ eedlqud
D:-None of these
@ma@ammrﬁg
Correct Answer:- Option-B
Question99:-The subscriptions to all DO letters should be
aggp DO exgne:gesqpe musmini@lalamsud omoaildlesme
A:-yours faithfully
dleges® aly®eoes
B:-yours sincerely
rrﬂsengcs@“ @HORIBMNDERIOS
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C:-yours obediently
nﬂsengcsm“ @RMMLEEMEWINS
D:-none of these
@ma@amm%
Correct Answer:- Option-B
Question100:-The bills and valuable received in the Secretariat as enclosures to communications are preserved for years as laid down in the
6M@EsClRFIM @R@AlTlaEBIMRES af)MBegonugee0w aulle:a@lenam enﬂngdago Alleioays QTREGo @ alO6ODIClERMDEalIeR! QUG So M. 1l ST,
A:-Financial code
adlMOMBasy@d @B
B:-Kerala Service Rules
eHe8 mudallmy mloaemrud
C:-Account code
@OEDENE B
D:-Treasury code
S0l @BIW
Correct Answer:- Option-C
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