DO NOT OPEN THIS BOOKLET UNTIL YOU ARE ASKED TO DO SO

DietY: PS/11/2013 TEST BOOKLET SERIES
BOOKLET
Paper 1
Time Allowed: Three Hours | Maximum Marks: 150
INSTRUCTIONS

No

10.

Please read all the instructions given below carefully before proceeding.

IMMEDIATELY AFTER THE COMMENCEMENT OF THE EXAMINATION, YOU SHOULD CHECK THAT
THIS BOOKLET DOES NOT HAVE ANY UNPRINTED OR TORN OR MISSING PAGES OR ITEMS, ETC.
IF SO, GET IT REPLACED BY A COMPLETE BOOKLET.

You have to enter your Roll Number on the Booklet in the box
provided alongside. DO NOT write anything else on the
Booklet.

This Booklet contains 120 Questions. Each question is printed both in Hindi and English. Each question

comprises four answers. You will select the answer which you want to mark on the Answer Sheet. In case
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(DeitY/DE/PS/I1/2013)

Tl IFHTI/STR AT AT & 36707 T 3eced Far g2
1) #H F AR ¢@a & fav

2)  FA F 9Ifd T & T

3) THINAT & JIaeTeAl & UTeled &l 9ol ofdllel & TolT .

4) T Fr S WA F AT
(A) 1 (B) 3 € 4 (D) 2
gl Hacy 3R refaTey sfOeiRat &7 ——-eeeeeeeeeeee & ATCIH ¥ gl f[aamer gann
foreror foRam STroem.

1) 3aX | 2) fAceshl  3) @ged afg 4) AT aRss 3ifeewry
(A) 4 (B) 3 (©) 2 (D) 1

fA0EToT TRaTae @ Wied IR FATHT AT FI HedReh HA LTI ( DSIWS ) HlA &
TIT AR 37711 @R G - W AL Heal T IR S Giaem ger= aa & fow
fermer & @fa & weqa fohar e,

1) HET 2) ggarsr  3) faATEr  4) T
(A) 1 (B) 3 (C) 4 (D) 2

i & af ar a1 e Rermeit @ AdeTor e S ar B
1) T&H Q&0 FHS ( THISY )
2) AR TSI AfHA@IER (NAI)
3) werafds FUR 3R Hifdes Rwrgd f@emr
4) =gg fasmer
(A) 4 (B) 2 (€)1 (D) 3

3T HT ARTOT e & A H deror iy Fderor R i v ufy e
-------- Y GSSifehcl FTgI ahial.

1) 379eT AT AT ITeck ITARRT

2) gy 3regey

3) HecH HeTHET TR

4) 3 US TH 3HTUSNT
(A) 4 (B) 2 ©) 1 (D) 3

Aafaf@a & O sia-ar Adeor siea F 3eow fFar ar [T 78 82
1) arfi¥= 2) 3ThiTHAS 3) 4) 3afes
(A) 2 (B) 3 C) 1 (D) 4
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What is the purpose of Inspection of each Section/Desk or Department?

(A) 1

1)
2)
3)
4)

To see the workload

To watch the progress of work

To ascertain the observance of the provisions of MOP
To keep checks on delays

(B)3 (C) 4 (D) 2

All attached and Sub-ordinate officers will be inspected by the Administrative Department through

their

(A) 4

1)
2)
3)
4)

Under Secretary;
Directors;

Jt. Secretary;

Designated Senior Officers

(B) 3 (C) 2 (D) 1

The consolidated information gathered from the Inspection Questionnaire will be submitted by the
Designated Section for handling Internal Work Study (DSIWS) to the Secretary of the Department
to facilitate monitoring of key issues every

(A)

1)
2)
3)
4)

1

Month
Fortnight
Quarter
Year

® 3 © 4 (D) 2

Who undertakes the Inspection Study of two or three Departments each year:

(A)

1)
2)
3)
4)

4

Staff Inspection Unit (SIU)
National Archives of India(NAI)
D/o AR&PG

D/o Expenditure

B 2 <€ 1 D) 3

In the case of Inspection of a Section, the Inspecting Officer will not endorse a copy of the
Inspection Report to

(A)

1)
2)
3)
4)

4

His/Her Higher Officer
Divisional Head

The SO concerned
the O&M Officer;

B 2 © 1 (D) 3

Which of the following is not a type of Inspections mentioned in Inspection Programme?

(A)

1)
2)
3)
4)

2

Annual
Surprise
Supplementary
Periodic

B 3 € 1 (D) 4
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farT faf@a # & Fla-ar ke 3icAeeT &1 35627 &7
(1) T Y Aol & TEJT AT IR 3R TATROT et
(2) d2at 3R 3MhsT T TEr faervor
(3) 39 &&Tdr 3R 3cdrgehdr
(4) YUshrac T el
(A) 1,2, 3 (B) 1,3, 4 (C) 2,3,4 (D) 34T Tel

g T ST W FT STAAT fhBradr 3R Fere IRd FROT T fFar e,
(A) BIsT  (B) ColldmA  (C) § - A (D) 3R T T

STH A Hld W S-FRTT & dBd U ASYA A8l 872
(A) 3 Rels Alsga (B) A Alsga  (C) W Alsge (D) $-FIsaT AlSTA

S BIed AT ¥ T AT fRaT ST
(A) $-Igel Sellel (B) § WISel I s Hll
(C) § WIS W HIH T 3R 37 AT (D) 3uderd @i

fFrfaf@a & @ sl 4 v @1y SIS TS B IR S-wisd & #iS o aRade S

3TAT STET grafr?
(A) WIS AT (B) ST & f3foice geae
(C) & WIS Soc e (D) UTS T UG el

g f3fScer Rais Fer $I TTIHRAT Pl TATCT HLET ;
(1) gcgeT Rers & (2) s Rers iy

(A)Faad 1 (B)Faad 2 (C) 1 &2 am=r (D) S g

farafaf@a Taar ) ar ¥

(1) O TN R HT 368T ARG S FTRAT T QT HEAT §

(2) EXHRT H IR & & AT AEIRE HeAToT T FIAUT YT HIT &
SR A A T T T T g ?
(A)Fad 1 (B)dhaad 2 (C) 13k 2g=ar (D) FTar 13T 2

Ferg gfiaarey 7 “H@aed 3R geufd” & &1 # dAlsa Toir e # & Hla & g2
(A) 30T Tug &
(B) ARAFHS wiuarerg
(C) TeTIe=T ST
(D) ST GUR 3R wide R fasmer
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11.

12.

13.

14.

(DeitY/DE/PS/II/2013)

Which of the following is/are purposes of Office Automation?
(1) Faster Processing and delivery of Information
(2) Accurate analysis of facts and figures
(3) Higher efficiency and productivity
(4) Elimination of fatigue
(A)1,2, 3 B)1,3,4 ©23,4 (D) All of the above
Use of over fax should be made for reasons of economy & paperless.
(A) Phone  (B) Telegram (C) e-Mail (D) RAX
Which of the following is not a module under e-Office?

(A) e-Record Module; (B) Date Module (C) Admn. Module; (D) e-File Module

e-File Module is used for

(A) Creating e-file; (B) Closing of e-file; (C) Working & sending e-files (D) All of the above.
Which of the following once affixed/done will not allow any changes on the e-file?
(A) Sending of file;  (B) Digital signature of User; (C) Closing of e-file; (D) Saving of text.

An e-Digital Record Room will eliminate the need of a ;
(1) Physical Record Room; (2) Departmental Record Officer

(A) 1 only; (B) 2 only; (C) Both 1 and 2 (D) None

Consider the following statements:
D The object of the all Govt. business is to meet the citizen’s needs
(2) Govt. Business provides citizen’s welfare without undue delay.
Which of the Statement(s) given above is/are correct?

(A) 1 only (B) 2 only (C) Both 1and 2 (D) Neither 1 nor 2

Which of the following is the nodal agency in the field of ‘Organization & Methods’ in the Central
Secretariat?

(A) DOP&T
(B) Cabinet Secretariat
© PMO

(D)  Dlo AR&PG
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16.

17.

18.

19.

20.

(DeitY/DE/PS/II/2013)

A R T gzt # ¥ i I @er 82
(1) e 9fhar 1 S Giaarerd Aarer (FUH-UA3Nd) I gl a1 A
1955 H Yehrfld foham aram .
(2)  TIART TEHROT (13a7) RE], 2011 & yaRa frar arr .

AFad 1 (B)dad 2 (C)1 3k 2 a=r O)yaTar 13 T8 2

WoF-TA3N FT 13T TEOT & 3HRTT A oot & & 5 & Feo F ygufaat o arfde
Feh gafa foar amar?

(A) T @1 AHRSR Az, 2005

(B) ddheitehl SaTfc

(C) 29 RIS GUR AT @RI T I FABINLT Feliche hv =iy
(D) 39hercT @i

AT # & T O T9OR & gRfAse & @I Jar g2
(1) §ER & AU &aT 3efodeish  (shael WIft)
(2) SIST TRIT AT FATA .
(A)Fad 1 B)dad 2 (C) 1 3R 2= (D) FTar1F8 2

e & O i 37 dk W v "ArEr FAER" F FT F S T AT 87
(A) 3t &G (B) Yool favewes  (C) € e (D) 39 fadersh

f@emar & ' el e 3regsmer oot fofea & @ e & fow PR §
1) ST¥C dT THUT Fal 2) Taoo 9fadr &1 el HLar
3) gEAER & U 35 AR FET 4) SRl FAT i gur R e e
# Ao A& & J8T gar 9T F arer
CERECIE

3T H @ il AT T S 82
(A) Hhadl 4 (B) dhael 3 (C) 1 3R 2 gt (D) Hhaer 1,2 3R 3

T faamT & Hi WHES (HI3R) 33T 37 Qe & fAv s fAge &1 w1 & fav
fSFaeR &1 30 9R, Aeafaf@a & & #la WA T 1 H1 767 HT g

1) ST 9Icd &TAT  2) STeh ST il 3) ST Yol el 4) STeh DIl

5) a1 TAaROT L.
(A) 4 (B) 2 ()2 3R 4 (D)1, 3 3R 4
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16.

17.

18.

19.

20.

(DeitY/DE/PS/II/2013)

Which of the Statement (s) given below is/are correct?
(2) Central Secretariat Manual of Office Procedure (CS-MOP) was first
published in March 1955.
(2)  The current edition (13™) was published in December, 2011

(A)lonly (B)2only (C)Bothland?2 (D) Neither 1 nor 2

The 13" edition of CS-MOP gap been augmented by incorporating procedures in the
context of which of the following?
(A)  RTI Act, 2005
(B) Technological advancements
(C)  Accepted Recommendations made by the 2" Administrative Reforms
Commission
(D)  All of the above

Which of the following is/are kept in Appendix to correspondence?
(1) Lengthy enclosures to a communication (only receipt)
(2) Lengthy summary or statement.

(A)lonly (B)2only (C)Bothl1l&?2 (D) Neither 1 nor 2

Who of the following does not generally act as a "Branch Officer’?

(A) Under Secretary (B) System Analyst (C) Joint Director (D) Deputy Director
“Central Issue Section” in a Department is responsible for

1) Typing of drafts 2) Comparing of fair copies

3) Preparation of pads for signature 4) Dispatch of communication to the

addressees where central typing pool
does not exist in central issue section

Which of the above is/are not correct?
(A)donly (B)3only (C)Bothl&?2 (D) 1, 2 and 3 only
Central Registry (CR)Section in a Department is responsible for handling dak meant for
that Department. Thus, which of the following is not a function of CR Section.
1) Receiving dak  2) Issuing dak 3) Registering dak 4) Sorting dak
5) Distributing dak.

(A) 4 (B) 2 (C) 2 and 4 (D) 1, 3 and 4
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21.

22.

23.

24,

25.

26.

27.

28.

29.

(DeitY/DE/PS/I1/2013)

S Brscll W wars g 787 i =Y § 3¢ FAT FT SN .
(1) ®Sel &1 aIfd dlieam  (2) BISdd a6 FAT (3) TAHATT Brsel
(A) haer 1 (B) dhael 2 (C) hdaf 3 (D) shael 1 3R 3

IR TieT AR AFG W AT fha & garT HT SIdr g
(1) TS (2) 3T IR (3) 3T AN fAf¥E (4) Feey HAunry
(A) 3aet 13k 4 (B) daet 2 I3 (C) hael 4 (D) 3TIF |l

fore Rufd/eat & HRSRY &1 el Rers 3iftsrt & &0 & @gfea & o g 82
(A) 3raX gid(B) aRss favelseh  (C) 3HTHTET 3fASRT (D) 3U-fgerh

3eT3meT SRR A RSy wifterat r sl e & folv sEdATe fohar aram g aT &l a1 g2
(M) 3T (B) T (c) 3 (D) 1 & FI e

T I & MR T ISR 37T FHH 51 gl
(A) 3(THET  (B) SFh () |el(D) Il

Bed & A (feouof) REQ & e geal &1 $As IR g W 39 F41 gl J1ar B
(A) TIATTSC AT (B) ST Aleq (€) g 3T Arcw (D) Faa:qut e

foad W foarR &

1. dcalel 2. grafAehdr 3. 31fa-dceprel 4.
W RUIT T AT HiT AT dichiiolehar AfZr 8T &2
(A) 1 3R 3 (B) 2 3R Faa (C) haeT 3 AT 4 (D) Fad 2,3 3iX 4

omET T AU fres A E
(A) FATTT  (B) THTIT (c) faar (D) Ta&TaT

AR F JETTT IfAC #1379 - gan FaRHa fmar s §

(A) 31T US TH 3fegerrar (B) TH=AT TSI
(C) HTHATT HeaTTaT (D) AR 37gemmar

Page 7 of 40



21.

22.

23.

24,

25.

26.

27.

28.

29.

(DeitY/DE/PS/II/2013)

A file action on which has not been completed is called as:
(1) Come-back file  (2) Closed file (3) Current file
(A) 1 only (B) 2 only (C) 3only (D) 1 and 3 only
Initial examination and noting upon cases are done by:-
(1) Assistant (2) Section Officer  (3) UDC (4) Dealing hand
(A) 1 and 4 only (B) 2 and 3 only (C) 4 only (D) All of the above
An officer of which status/level can be appointed as Department Record Officer?

(A) Under Secretary (B) Senior Analyst  (C) Section Officer (D) Deputy Director

Code letter used for diarizing Hindi receipts in a section diary is:
(A) OL (B)H (© 0 (D) None of these
is an office—oriented work unit within a Department.
(A) Section  (B) Desk (C) Cell (D) Unit
If the “Running summary of facts “figures in the notes portion of the file, it is termed as:
(A) Self-explaining notes (B) ID Notes (C) U.O. Notes (D) Self-Contained note
Consider the following:

1. Immediate 2. Priority 3. Most Immediate 4. At once
Which of the Statements given above is/are not urgency grading’s?

(A)land 3 (B) 2 and only (C) 3and 4 only (D) 2,3 and 4 only

Branch means the unit of a
(A) Ministry  (B) Division (C) Wing (D) Department
The Work of the Internal Work Study Unit is now handled by---

(A) O&M Section (B) Coordination Section
(C) General Section (D) Designated Section.
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30.

31.

32.

33.

34.

35.

36.

(DeitY/DE/PS/I1/2013)

THIEl & YR T HRATE P §T HIA H LTS 7AdH I @M ST,
1) PR 2) Al 3) §HT 4) FETST
(A) 2 (B) 4 © 3 (D) 1

oIt 3rar ¥ W qss HEar (AEansi) S slel JUT HA HE&AT STeldl & 1 &l T FHgl
ST 8?2

1) sfopfear  2) g3fFaar  3) wisfelor  4) Tget o

(A) 1 (B) 4 (C) 2 (D) 3

g @ FiT AT T WAt F HAS Ty F FAcg AT HdT &2

1. Wrsdl Ioeer (aEe) 2. WISl JTATSIgT Ioeex

3. 94 3eTeR0T qReceht 4. TR S BIgA

A1 (B) 2 ©) 3 (D) 4

gt & i S8 A T diead 3T T [DYerT aar g7
1. 37TeTer ORI 2. omam SR 3. HERT eger 4. SR ARSRT
(A)FaeT 2 (B)Faad 1314 (C)Faad 3 3R 4 (D) &aa 2 3k 4

e Teh Hter el ot faeqga Alle & f9ar yedd foham STrar 82

1. g W HREE  TIsC gl ¢ ;

2. U 9 SRATS TIEC fHATS AT 37901 9 3R &,

3. Wig W FATS & 3Td AAFIRAT garT Afcse fFar srar &

(A) a7 3 (B) hdel 1 IR 3  (C) Hhael 2 IR 3 (D) FW & I

AT gfhar fie F1 Aeafaf@d fFa ATl F1 PAue & & v seaare fRar Srar g
(1) dehrer gfad (2) SrafAswdr spia (3) 3mafcd Tl (4) e g
(A) 2 (B) 4 © 1 (D) 3

TR TR feohErehl HIFHT GEIT Y-

1. 39 g9 2. 3197 gf¥g 3. @gFd dRg 4. 3UFFT 3TAR TSR
(A) 4 (B) 3 ©) 2 (D) 1
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30.

31.

32.

33.

34.

35.

36.

(DeitY/DE/PS/II/2013)

While taking action on receipts, work will be kept at an essential minimum.
1) Computer 2) Electronic 3) Time 4) Paper
(A) 2 (B) 4 (€)3 (D)1

The task of assigning page number(s) to a receipt or issue and also a serial number to it is know
as:

(1) Docketing (2) Indexing (3) Filing (4) Referencing
(A)1 (B) 4 (C)2 (D)3

Which of the following does not help in taking action in a receipts?

1. File register(s) 2. File movement register

3. Precedent book 4. Standing guard file

(A)1 (B) 2 €)3 (D) 4

In a secretariat, who finally dispose of routine cases?
1.SO 2. Branch Officer 3. Divisional Head 4. Desk officer

(A) 2 only (B) 1 and 4 only (C) 3and 4 only (D) 2 and 4 only

When a draft is put up without any elaborate note?

1. The line of action on a receipt is obvious;

2. The line of action on a receipt is based on a clear precedent or practice;

3. The line of action on a receipt is indicated by a higher officer

(A) 3 only (B) 1 and 3 only (C) 2 and 3 only (D) All of the above
Standard process sheets are used for dealing with cases of:

(1) Urgent nature (2) Priority nature (3) Repetitive nature (4) Difficult nature
(A) 2 (B) 4 ©)1 (D)3

A Section officer will put up the case to:-

1. Dy.Secy. 2. Under Secy. 3. Jt. Secy. 4. Appropriate higher officer

(A) 4 (B) 3 (€2 (D)1
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37.

38.

39.

40.

41.

42.

(DeitY/DE/PS/I1/2013)

S&h 3TTRRT faherent A T F.
1. 3T | 2. 39 gfag ar e 3. "@gFd dfg 4. IR AT
(A Fad 13k 2 @B)Fad 1 (C) Fad 2 (D) dad 3 JuT 4

AHA R HRATS F A0 o e & 92ard @rAgdar feoqolt & fAvy o & TR a&
S R S|

1) Tehet 2) sgfay

(A) shael 2 (B) &hael 1 (C) kT (D) IS =g

Ycdd AHS H Ta:quT feeuol #A A geqa 1 el afe:
1. 27 &7 HfAS AR BSd W Igol A 3Toisel FAal g

2. w1l X 3ifas feoqolt 3@ 3qgea & qfd @ aec|
IR T ar @i ar axg wd ¥

A) Faa 1 @) Faa 2 (C) =T (D) IS el

fecgar forEd o o Ao & T R IR aEeE T T @
3T |

1) Srelr 2) el 3) & 4) el

(A)Fad 1 (B)Faad 2 (C) 1,23k 3 (D) 1 3R 2

IR 9IcT S & T, IcdehdT [T I GgAfa Yar AIH gy ¥ defad fedd
aROTA I 8 & GaRT Bisel W RS faram S|

1) 3fegarar 2) 3T ATASBRY
3) T IRFRT 4) Tedt W fevuoh formsr & fow SeFaeRr 3if¥esry
(A) 3 (B) 2 (C) 4 (D) 1

goet 3R 31 3aeTes A A, vh AN & T wfRT w9 7N & Ho @ glRa & awd
g oI

1. 70 & ek W g 0. F AR B W

3. 9 HAT R W ¥ 3N AR §; 4. 3T IegHG TeIBleT WX fordm I

W fear a3 i ar a2 T@Er g2

(A) Fad 2 (B) haet 2 3R 4 (C) el 1 3R 4 (D) Fae 3 Tur 4
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37.

38.

39.

40.

41.

42.

(DeitY/DE/PS/II/2013)

A desk officer submits cases to the

1. Under Secretary 2. Deputy Secretary or Director

3. Joint Secretary 4. Additional Secretary

(A)land 2 (B) 1 only (C) 2 only (D) 3 and 4 only

After the line of action on a case is decided, normally a note will be put up to the decision
making level.

1) Single 2) Multiple

(A) 2 only (B) 1 only (C) Both (D) None

A self-contained note will be put up with every case submitted to the minister, if:
1. A running summary of facts is not already available on the file.

2. The last note on the file itself does not serve that purpose

Which of the statement(s) given above is/are correct?

(A) 1 only (B) 2 only (C) both (D) none

While writing notes, all categories of staff and officer will normally use ink.
1) Black 2) Blue 3) Green 4) Red

(A) 1 only (B) 2 only (©)1,2and 3 (D) 1and 2

The final result on a reference seeking the opinion, ruling or concurrence of the receiving
department will be recorded on the file by the:

1) Section 2) Desk officer
3) Branch officer 4) Officer responsible for commenting on the reference
(A)3 (B) 2 (C) 4 (D)1

In rare and urgent cases, a private secretary of a minister can convey the decision of the minister
when:

1. The minister is on tour 2. The minister is sick

3. The minister is on tour and is sick 4. His approval has been taken on telephone

Which of the statement(s) given above is/are correct?

(A) 2 only (B) 2 and 4 only (C) 1 and 4 only (D) 3 and 4 only
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43.

44.

45.

46.

47.

48.

49.

(DeitY/DE/PS/I1/2013)

BISel [ STTeT aTel SETSiT T gl 9o fohdr STIRIAT:
1. 9C 81T & FW & dled W 2. 910 1T & & Fld W
3. IY71 dfEa ThIRTS Segars & fov

IR &A1 AT FiT AT ATT FEY 82

(A) 1 (B) 2 (C) 3 (D) &§

grfeq 372at ﬁ?ﬁﬁmﬁ@qmuuﬁws«Wm@lﬁaﬁW@ IR
sfara forar Siroam|

1) T 2. STel TITET 3. 9ffer 4. drer df@e

(A) 4 (B) 3 ©) 2 (D) 1

TOA BT & WY TEJT Reprs Hi = wigel 3R ey wEendl WMy ggEeT ¥

gt ST S|
1. @ g S=ar 2. guTATT 3. HEITHS 4. W HEITCHS
(A) 1 (B) 2 (€ 3 (D) 4
et & @ &l @ wiftieha dreenrioiehar AfSar & 3icia w6 g2
1. 31 dehrel 2. HTgfAeEdr 3. Qo 4. T
(A) 2 3R 3 (B) 2 3 4 13k 3 (D) 3 3R 4
e FRATS F MTIHAT & ATHAT AT AT Fr -7 dTchiferehdr AT BT T §:-
1. 31 dehral 2. dcolel 3. grafAsdr 4. |
(A) 4 (B) 2 (c) 3 (D) 1

afa & Jedles & AU maeas AFel H1 8% T (FR0) & AH § A SR
(A) 1 (B) 2 (€ 3 (D) 4

ATHS &1 warfa &7 ST e AT 9@ F a1 ar ¥ 318 3fOwRay & waet Far aar &
aﬁ’%ﬁmsﬂﬁﬁwa‘r’auﬁmwr@?ﬂ:

(1) gt (2) e

(A) a1 (B) el 2 (C) 1 AR 2T (D) 3UIFT H & IS LN
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43.

44,

45,

46.

47.

48.

49.

Papers required to be filed will be punched on the:
1. Left hand top corner
3. As required for spiral binding
Which of the statement(s) given above is/are correct?

(A1 (B) 2 (3 (D) All

Earlier communications referred to in the receipt or issue will be indicated by by giving their
position on the file:

1) Ink 2. Red ink 3. Pencil 4. Red pencll

(A) 4 (B)3 €)2 (D)1

(DeitY/DE/PS/II/2013)

2. Left hand bottom corner

Recorded files and other papers put up with the current file will be flagged with
for quick identification.

1. Coloured slips

(A1

(B) 2

2. Alphabetical

©)3 (D) 4

3. Numerical 4. Alpha-numerical

Which of the following is/are not authorized urgency grading?

1. Most immediate

(A)2and 3

(B)2and 4

2. Priority 3. At once

4. Immediate

(©)1and3 (D)3and4

The urgency grading assigned to the cases requiring prompt action is:-

1. Most immediate

2. Immediate

3. Priority 4. At once

(A) 4 (B) 2 (€)3 (D)1
Cases requiring approval of the secretary should go through just level(s).
(A1 (B) 2 (€)3 (D) 4

slips

While examining the progress of cases in which two or more authorities are consulted, a
department should maintain a checklist of the replies:
2. Pending

1. Received

(A) 1 only

(B) 2 only

(C)Both1 &2

Page 14 of 40
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50.

51.

52.

53.

54.

55.

56.

(DeitY/DE/PS/I1/2013)

fRar 9T &l H dOR HLeT 38T T6r gl

1. GTYROT Aol 2. Sifee Aree

3. WY A A S dred ATHS 4. CIEIT 1A dTell Fehfcd o ATH
(A) 1 3R 4 (B) 3 3% 1 (C) 2 (D) 1,3 3R 4

g & TR 9 AGIE F YT TR ... 37T ... # R SR
1. el gl 2. el Arelr 3. @loll, ool 4. T, oTeT
(A) 2 (B) 1 (€ 3 (D) 4

STET 3MTeer , AT 3NE Fofled Y ATRPT HRA TR & Flofel EIRT Y& &N A | Tgr

G, GIATHT F ot frg & A & geqa R S

1. Useafa 2. &7 3. IRd WHR 4. giag

(A1 (B) 3 €) 2 (D) 4

fRdT cafdd Toraer 99 ASr ST I@T & 3aT FATT TG g9
(A) Tg AR TNHIT d8R (B) el 3R % s

(C) TNHIT T (D) TelpleT #ieR 3R AT gar

TS HAST & ured 3 3 9T H T H TS Yodieh g ar S|
(A) el (B) &1 (C) el (D) airer

YT W IFAIGH ool & AT TGS I STGPR W FEARN gl & aIg Hell =Rol
TS FET T AT &

1. FECY AT 2. heIp TS I

3. ST8T el TSI IeT HISE & 38 T8I I BISHT ITeTeTT

4. 7T 3rrar USRS HegemaT

(A) 4 B) 3 € 2 (D) 1

T9Te  TISY fohU T ZHC Hr # gEaER & U g&qd fhar S g
1. 3% 43 2. wifta g 3. gEalER U3 4. 93 93

(A) 2 B) 3 C) 4 (D) 1
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50.

51.

52.

53.

54.

55.

56.

(DeitY/DE/PS/II/2013)

No draft is required to be prepared in

1. Simple cases; 2. Complex cases

3. Straight- forward cases 4. Cases of repetitive nature
(A)1&4 B)3&1 (©)2 (D)1,3&4

Modifications in the draft at subsequent levels may be made in...... or...... ink.

1. Blue, Green 2. Black, Blue 3. Black, Red 4. Green, Red
(A) 2 B) 1 (©)3 (D) 4

Where the power to make orders, notification, etc. is conferred by a statute on the GOI, such
orders, notifications, etc. will be expressed to be made in the name of the_

1. President 2. Minister 3. Govt. of India 4. Secretary

(A)1 (B)3 (€)2 (D) 4

It would be beneficial to indicate the of the person to whom the communication is being
addressed.

(A) Designation & Telephone number (B) Telephone and fax number

(C) Telephone number (D) Telephone number and e-Mail address.

A D.O. letter from a Minister will exhibit the National Emblem in Colour.

(A) Red (B) Green (C) Black (D) Blue

All stages of action after the approval of drafts ending with signing of fair Communications is
performed in:

1. The Section concerned 2. The centralized typing pool

3. The section expect where centralized typing pool exits

4. Personal section of a Minister or Officer

(A) 4 (B)3 (C)2 (D)1
Fair typed drafts are put up for signature in :
1. Dak pads 2. Receipt pads 3. Signature pads 4. Letter pads

(A) 2 (B) 3 (C) 4 (D)1
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57.

58.

59.

60.

61.

62.

(DeitY/DE/PS/I1/2013)

cr3fUer & IR H WA 3SR 1 e IRIfAR GaRT igurer=l fhar Srdem?
1. 7030 a1 AR & Faey mefefas

2. 3% YeIfOshill & Heey 3nefafas

(A) e 1 (B) &hder 2 (C) &l (D) ®Ig et

ST forgs arell Ucde ot & 3id # oo TRy g fovela 3reemmer 1 sl Iy gy
#r ey d - fear (o) & sfaR araw urcd o glet aTel URkdl &l H&AT RAIE e H|
1. @& 2. ar 3. A 4. 9rg
(A) 4 B) 3 ©) 2 D) 1

HTROT 31 feahe &1 fohg & forw wter fFam Srar g

1. el s 2. 37d&iT 3R 3. &oamH 4. TE 9ke
(A) 1 (B) 2 C) 4 (D) 3

3feTeTeT 3TN 3TTHTET YNOT ST &1 S |

1. &= 2. &Y dFfedsh dlI@ W 3. iedlfes 4. 9Ifdie
(A) 2 B) 1 C) 4 (D) 3

Foast g e @ Y
1. 3T o 3R 3 R & HRIEREr & AW Haw

2. oot e AR 3. 31 T A
4. fagelt 7 sma & gfaffear i =
(A) 3 (B) 1 © 2 (D) 4

AT fAEIAPT A TR & GaRT SIRT fohdT ST &

1. 33dr vz & 2. g U 3R ifden Risprrd fasmer
3. g HATT 4. ANHASS gRared
(A) 1 (B) 3 (C) 4 (D) 2
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57.

58.

59.

60.

61.

62.

(DeitY/DE/PS/II/2013)

When general instruction regarding typing will be observed by the Stenographer?
1. Stenographer attached to a Minister or Officer
2. Stenographer attached to the desk functionary.

(A) 1 only (B) 2 only (C) both (D) None

The diarist will report to the S.O. at the end of each day, the number of drafts not received back

within day (s) from the date those were sent to central issue section.

1. One 2. Two 3. Three 4. Five

(A) 4 (B)3 (€)2 (D)1

Ordinary Postage Stamp is used for:

1. Foreign posts 2. Inland post 3. Telegram 4. Speed post
(A)1 (B) 2 (C) 4 (D)3

The S.O. will scrutinize the Section dispatch Register ------------- .
1. Daily 2. Every alternate date 3. Weekly 4. Fortnightly

(A) 2 B)1 (C)4 (D) 3

Reference Lists do not include:

1. Residential address and telephone number of officers of others Departments
2. Delhi Official Directory 3. Schedule of Postal Rates

4. List of India’s Representatives abroad

(A) 3 B) 1 (©)2 (D) 4

Official Directory is issued by:

1. DoP&T 2. DOAR&PG 3. MHA 4. Cab. Sectt.

(A1 (B)3 (C) 4 (D) 2
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63.

64.

65.

66.

67.

68.

(DeitY/DE/PS/I1/2013)

T 370 BISel deX YUTlell fohd & fAIT 31aeds g:-

1. giatrsiesh qgdre 2. Bas

3. HIEUT AR TSI I Ao 4. BISAT T 3TATSITRT
W H @ Fld AT HE 8l 87

(A1 (B) 2 (C) 4 (D) 3

FATCHS UF U TH & AH H, THh [JANT H Iafed F1 MR & gRR & Jded 3=
arel fawat & 3R 3R AUl AT Tk IghA # TAReIVor R Sirar € WET el wier @
g2

1. # 2. FRH 3. arfafafear 4.9ge] I JTRRAT

(A) 1,23,4 (B) 1,342 (C) 2,3,4,1 (D) 2,1,4,3

T |, fae , gofe AR O E@m @ FERd 396 Bl e YOTell Afgcd AleTehlehc hrdicHe
BISeT gaahich |, 3MYfd 3R Qa3 & wriTerd 3R @l [aomei & s g Hifder & &
S & R & GURT ST fRar ST §

1. 330dr U & 2. =g faHmeT
3. werrdfas U AR Fwifdes Riewraa fasmer 4. FAST FiRare™
(A) 3 (B) 2 (C) 4 (D) 1

®. ¥. G.11015/2/12/-B & A
W HATCHS ' BISe TEIT YUTTell ' H, 11015 H 0 Feafof@a 7 a = &
1. 9 2. QaeX gfafafted awar & 3. HeT 3eFet 4. gISEd 3reTet

(A) 1 (B) 2 ©3 (D) 4

T Hois? d¥ & GRIT Wiell 35 BIScll A RIS GaRT @M AT &

1. 3THET AR 2. Ty TR 3. Iyl 4. 3 forgst arerm
(A) 2 (B) 4 € 1 (D) 3

WISl oke & Pl 5 H FHET & AT A Haddl --- AN H HSAl & AT A g2r
ST 3TaTS g

1% Sofr 2.9 Hofy 3.1 Fof

(A) hael 1 (B) 1 3k 2 (C) 3 (D) &
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63.

64.

65.

66.

67.

68.

(DeitY/DE/PS/II/2013)

A proper file numbering system is essential for:-
1. Convenient identification 2. Sorting
3. Storage and retrieval of papers 4. Movement of files
Which of the above is not correct?
(A)1 (B) 2 (C) 4 (D)3
In case of functional FNS, he range and dimension of the subjects falling under the scope of
business allocated to a department are analyzed in a sequence. Which is the right sequence?
1. Functions 2. Factors 3. Activities 4. Aspects or operations
(A) 1,2,3,4 (B) 1,3,4,2 (©) 2,34,1 (D) 2,1,4,3
The standardized functional file index including its file numbering system relating to
establishment, finance, budget and accounts, office of supplies and services and other
house-keeping jobs common to all departments is used by
1. DoP&T 2. Deptt. of Expenditure 3. DOAR&PG 4. Cab. Sectt.
(A3 (B)2 (C) 4 (D)1
F.No. G.11015/2/12/-B&A
In the above functional ‘File Number System’, ‘0’ in 11015 is a

1. Separator 2. Represents the sector 3. Basic Heads 4. Primary Head

(A)1 (B) 2 €3 (D) 4

A record of files opened during a calendar year is maintained by the
1.S.0. 2. Dealing hand 3. Stenographer 4. Diarist

(A) 2 (B) 4 ©1 (D)3

Year of review in column 5 of the file register is required to be indicated only in the case of class

files.
1. Class ‘A’ 2. Class ‘B 3. Class ‘'C’
(A) 1 only B)1&?2 (©)3 (D) All
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69.

70.

71.

72.

73.

74.

(DeitY/DE/PS/I1/2013)

Fd HAF B @rell ST g2

1,579 U AV W AT WIge TS GAY & AT 3Tt L g §

2. AT W1 3UeY 6l § 3R Uh Taeo e ( UHIR ) A YT e AT §
3. ATT B3 3UeleY gl ¢ I IHS e H SaeR fFv [ v e W Fars aer
TGS §.

(A)FaaT 1 (B) dhaar 1 31R 2 (C) Faad 1 3R 3 (D) I

SIS IH Ueh 30T / 3T @ qEr TqemT / 3geimer A TArAidRa fohar St g ae wiset
afed @eff Gaftra MA@t i T TAAART  fhar Swen s@d et & @ Fa1  AiAd &
1. IAATT BIST 2. 9¢ WIge

(A) FasT 1 (B) hadl 2 (C) grat (D) IS T

I U BiEd $© THT & v & ol 3§ WIS & YA : AT ST,
1.@r T 2. 9dT =Tl o &l 3. A F IS 4. 39sY TG &
A1 (B) 2 €) 3 (D) 4

Aol T T wrgell T Tarsmer # oo T Srar &

1. B5d e 2. 39T sy 3. WIgd ATl AT 4. 3T SRR
(A) 4 (B) 2 €)1 (D) 3

3T TAHMET [ HTHIAT A G BTGl hl TSN T --mmmmmmmen 7 gfafse fir arr &,
1. ®gd IoeeX 2. a9t sl 3. WIS ATl ST 4. 3T SRAT
(A) 4 (B) 2 (€)1 (D) 3

e HTARIRGY, egAran a1 fIHET A - CaRT hfedeld & & didr a5 RAIffaa wear
3R 37T HETSTAr T oAl TG P IGHET H e e Hall SAam

1. @g«d dfa 2. fages 3. gfoa 4. X AT

(A) 2 (B) 3 (€ 1 (D) 4
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69.

70.

71.

72.

73.

74.

(DeitY/DE/PS/II/2013)

When a part file in opened?

1. When the main file on a subject is not available for some time.

2. The main file is not available and it is necessary to process a Fresh Receipt (FR).

3. The main file is not available and it is necessary to process a Note without waiting for its
return.

(A) 1 only (B) 1 &2 only (C) 1 and 3 only (D) All

When work is transferred from one department/section to another all the related records including
files will be promptly transferred. It includes:

1. Current files 2. Closed files

(A) 1 only (B) 2 only (C) both (D) None

A file will be reconstructed if it is for some time.

1. Lost 2. Not traceable 3. Misplaced 4. Not Available
(A)1 (B) 2 €3 (D)4

Movement of files of the originating Deptt. is entered in
1. File Register 2. Issue Diary 3. File Movement Register 4. Section Diary

(A) 4 (B) 2 ©1 (D)3

Movement of files received from other deptt./section are entered in

1. File Register 2. Issue Diary 3. File Movement Register 4. Section Diary
(A) 4 (B) 2 ©1 (D)3
Files and other papers marked/personally handed over by the to other officers, sections,

or departments will be routed through the section for noting their movement.
1. Joint Secretary 2. Director 3. Secretary 4. Under Secretary

(A) 2 (B) 3 ©1 (D) 4
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75.

76.

77.

78.

79.

80.

(DeitY/DE/PS/I1/2013)

Teh 3o AUSRT A ___ GaRT AfFdad &9 F G 7715 et off wiser fr smaremgr s
S FeI% garT sie fhar Srem.

1. X |fg 2. 39 |fRa 3. e 4. @geq afda.

(A) 3 (B) 2 (€) 4 (D) 1

ST TH & & 3R 376 IW & UG & AHMNIAT ganl REAT Figell  / HETSTAl T BiSel
3TTaTSTEr ST AT ITHET H 3eTehl MATSTR! l Ale el & TIT FEGH TN & SIRY
HST ST

1. 37 ARRAT & fov RAAd 2. 3 3ol & fov RfEaa

3. 3= faomnt & fov RAffaa

FW H H Hled AT HYA Tl 87

(A) FHae 1 (B) hael 2 (C) 3 &haet (D) HsY

T J O Pl a1 IRURS® wsfoeTr gume & e A8es J67 87

1. T 2. faer 3. YT 4. Qg & T H o9 37 e
(A) 2 (B) 3 (C) 4 (D) 1 3k 3

T8l HArerdt / faemet & fov @AEg fAwal @ wrgdl S Giod & AU, AHAeg Aleddihd
hRATcHe BIgel Hlehieh /| HISel HEAT JUTell & # yerafas gur 3R Hiids
I fadmeT garr SR foRam ar=r ar

(A) 2004  (B) 2006  (C) 2008 (D) 2010

g $r FRafer afdd vaRe &7 F Fed @ARka
(A) AR & ISgafd (B) AIRAT &HG
(C) germaTss (D) #HiH=

Pl AT [ATHT TF [FHET A HEfed FF SAUR aaT & o0 30 HAT A1 39 FAT J4T FHiseie
A & HY P OEAR & §

(1) $TRd TWHR (SR ol 1) ATaATel, 1961

(2) IRT WPR (P 37eeA) fHFaaATgeT, 1961

(A) Fae 1 (B) &hadl 2 (€)1 3k 2 (D)sT a1 3R T & 2
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75.

76.

77.

78.

79.

80.

(DeitY/DE/PS/II/2013)

Movement of any file handed over personally by the -------- to a higher officer will be noted by the
personal staff.

1. Under Secretary 2. Dy. Secretary 3. Director 4. Jt. Secy.
(A)3 (B) 2 (C)4 (D)1

Files/papers marked by the officers of the rank of DS and above will be routed through the
section concerned for noting their movements in the File Movement Register or Section Diary if it
is

1. Marked to others officers 2. Marked to other sections

3. Marked to other departments

Which of the above statements is/are correct?

(A) 1 only (B) 2 only (C) 3only (D) All

Which of the following is/are not a separator in the conventional filing system?

1. One 2. Slant 3. Zero 4. Dash

(A) 2 (B) 3 (C) 4 (D)1&3

For opening files on subjects which are common to all Ministries/Departments, the common
standardized functional file index/file numbering system, was issued by the DOAR&PG in

(A) 2004 (B) 2006 (C) 2008 (D) 2010

The executive power of the Union formally vests in
(A) The President of India (B) The Parliament of India
(C) The Prime Minister (D) The Cabinet

Which rule permits the association of another Minister or Dy. Minister to perform the business
allotted to a department along with the Cabinet Minister?

(1) The GOI (Transaction of Business) Rules, 1961

(2) The GOI(Allocation of Business)Rules,1961

(A) 1 only (B) 2 only (C)land2 (D) Neither 1 nor 2
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81.

82.

83.

84.

85.

86.

87.

(DeitY/DE/PS/I1/2013)

T Ao & deey A FEafafld sae (suEh) § @ Fia ar @ &2
1.7 NI A s & v FFAeR &

2.8 Afaat & Fsuea & v SFAer &

3.3g 3 sAifaar & FeREr 3k geem & for TFAer 8.

(A) hdeT 1 (B) hdel 1 IR 3 (C) hdel 1 dUT 2 (D) 3Wiad T

hiet fqemmar & e Afd R omes & |3t Al W) ARG & Y@ FoEhR & T H HY
HIAT 87

(A) 7 & O T® (B) #AT & 3NTHSY

(C) faaw afaa (D) fa#mer & & @fa

T f3de ffd TR & ISR o dgd e gl Xl g

1. e 2. @gFafaces 339 @fg 4. aitss favevs
(A) 1 (B) 1 3Rk 2 (C) 2 3R 4 (D) 4

ST HATUSRT YUTTell H, Ueh STh I 3Fh UGITARMNAT GaRT IEREG fhar Srar g e & &
e SE&F yeTitemREl & &0 7 fogera fvar siar g2

1. R | 2. 3eTHTeT 3Ry

(A) Fad 1 (B) shad 2 A& 13RTE2 (D) 1 3R 2 g=r

T faemr &, fhaehr SEAert qof 3R srfqsniard g2
1. &4 2. gfag 3. ol Wemghx 4. T3
(A) 2 (B) 4 (€) 3 (D) 1

gRE $r 3R Fila F=afa@a sF &ar g2
1. dgadfacess 2. fdus 3. 30 @fud 4. @gea @fug
(A) 2 (B) 2 3R 3 (C) 4 (D) 1

ot & @ e A 3o HTASRY 1 Toh AATT YL ALl 872
1. FHAATRAT T 9fAeTor, FAee 3R FoE ¢

2. A H FHeaT 3R gau

3. AR & T FF 1 [T

4. |Clg H Ueh SR 3T SRRT T HfveTm

(A) 3 (B) 2 3k 3 (C) 3 3R 4 (D) 4
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81.

82.

83.

84.

85.

86.

87.

(DeitY/DE/PS/II/2013)

Which of the following statement(s) is/are true with respect to a department?
1. Itis responsible for formulation of polices

2. It is responsible for the execution of polices

3. It is responsible for the monitoring & review of those policies.

(A) 1 only (B) 1 and 3 only (C) 1 and 2 only (D) All of the above

Who acts as the principal adviser of the Ministers on all matters of policy and administration
within the Department?

(A) PS to Ministers (B) OSD to Minister
(C) Special Secretary (D) Secretary of the Department

A division does not function under the charge of an officer of the level of:
1. Director 2. Joint Director 3. Deputy Secretary 4. Senior Analyst

(A) 1 (B)1and 2 (C)2and 4 (D) 4

In the desk officer system, a desk is manned by desk functionaries. Who of the following is/are
appointed as desk functionaries?

1. Under Secretary 2. Section Officer

(A) 1 only (B) 2 only (C) Neither 1 nor 2 (D) both 1and 2
In a Department, whose responsibility is complete and undivided?

1. Minister 2. Secretary 3. Financial Adviser 4.CVO
(A) 2 (B) 4 (€)3 (D)1

Who of the following acts on behalf of the Secretary?

1. Joint Director 2. Director 3.DS 4.3S

(A) 2 (B)2and 3 (C) 4 (D) 1

Which of the following is / are not a General Duty of the SO?

1. Training, helping and advising the staff.

2. Management and co-ordination of the work

3. Distribution of work among the staff

4. Scrutinize the Section diary once a week

(A) 3 (B) 2 and 3 (C) 3and 4 (D) 4
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88.

89.

90.

91.

92.

93.

94.

95.

(DeitY/DE/PS/I1/2013)

&I HATORI o Tehlehd] HEITZ H i gr AT T8 8.

1. 3%ha Terw Fgeareg 2. A eIt

3. T IS HEITT 4 faATYcdT HEATerd

(A) Fael 1 (B) dhaer 1 3R 3 (C) shadl 3 (D) shaer 1,2 3R 3
HiT T TS Thellehl STHRT & 3SR & 9 H HIT Far 87

1. HagY FrATer 2. ARTEY FrAery

(A) Fael 1 (B) shael 2 (C) haer 1 3R 2 (D)Tar1 dkxaE 2
T & @ i @1 T qduas FerT A8 g2

1. 37Tl STl 2. g ta Agre@ieTs 3.faca 3marer 4. Hrardr
(A) 1 (B) 4 ©) 2 (D) 3

Pl @1 e (FerEi ) F1 CSMOP H 3eold@ 8l g7
1. gdufae PRl 2. @rE [l 3. &eex Awmr 4, T St
(A) FHael 2 (B) dhael 2 3R 4 (C) ohadl 2,3 3R 4 (D) hadl 4

TARLY TAT AGIACATAT TAELY U YRAR HedToT FHATT Hl Th FATT &
1. ey FRET 2. AT FHATer.

(A) Fael 1 (B) &hadl 2 C)13k2aat @ Far13iTE 2
ST J & Pl Theilhl FHART g7

(A) TgTIHh (B) 3=dvh (ORGEIR;HPED (D) 3=g Al s
ITORINGT & IFeTel TP TeEd Qnfdrer gl &

(A) T IMBET  (B) ORIV 3T W 3rfRsry (C) 9t &f Tw (D) 4w
TN JTRRY haleRAT &1 T Ueh FEl AL S=Area.

(A) 3TaTET 9d (B) HUS WIeT e

(C) &-#Ae ud (D) 3R & T FaATTIT
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88.

89.

90.

91.

92.

93.

94.

95.

(DeitY/DE/PS/II/2013)

Integrated Headquarters of Ministry of Defense does not include-
1. Defense Staff HQs. 2. Naval HQs 3. Coast Guard HQs 4, Air HQs

(A) 1 only (B) 1 and 3 only (C) 3only (D) 1, 2 and 3 only

Which agency serves as repository of technical information?
1. Attached offices 2. Subordinate offices

(A) 1 only (B) 2 only (C) both 1and 2 (D) neither 1 and 2

Which of the following is not a constitutional body?

1. Attorney General 2. C&AG 3. Finance Commission 4. CVC

(A1 (B) 4 (C)2 (D)3

Which of the body (ies) is/are not found mentioned in the CSMOP?

1. Constitutional bodies 2. Autonomous bodies 3. Stator bodies 4. Local bodies

(A) 2 only (B) 2 and 4 only (C)2,3and 4only (D)4 only

DGHS is a/an office of the M/o Health & Family Welfare.
1. Attached offices 2. Subordinate offices
(A) 1 only (B) 2 only (C) both 1 and 2 (D) neither 1 and 2

Who of the following is technical staffs?
(A) Assistant (B) Investigator (C) PA (D) UDC

Personal Staff Members of officers do not include .
(A) Staff Officer (B) Officer on Special Duty (C) PPS (D) PA

Section Officer will not maintain a list of of the staff.

(A) Residential addresses (B) Contact Phone Number
(C) e-mail addresses (D) Has to maintain all of the above
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96.

97.

98.

99.

100.

101.

(DeitY/DE/PS/I1/2013)

AT 3R SfUREl @ ae & Asl 7 Jewred / Agcaqut 3% 3R FRTed AT & R
UTccehed! ol T &Y T3 AW HS2raTgshl o ATEIH A Aol IS 31 HI fhd & gaRT ured

T SATaT &

1. AR 3RRAT 2. AR/FERETET & el TEw
3.famer & IFC 4. F TIEr

(A) 2 3R 4 (B) 1 3k 2 (C) 3 3R 4 (D)2,3 3R 4

P FRITIT THAT F d8L 31 Ied AT 3R 3T derd AT 3R a1 & gafaa s

?

i.mquam 2. 357 FATET # G& TTedahedl
(A) Saer 1 (B) ahdel 2 (C) 3Wed H ¥ HIg 8T (D) FW & Fel

& HTETH § e TArIR T Xl BIethidl T S ARV s AT dice & @y
TS T 916 Bl 98 ST &l
1.5 Ad 2. thag.

(A) Fae 1 (B) adT 2 (€)1 3k 2 (D) S g
it Teh STeh Wield T 3feldeiohl $r AT FHEM?

1. @R 2. TSUGHHT

3. Hecr 3feereT 4. STk Wielel Tl 3eTeh Tololl TP & TSR

(A) TR & gl (B) hael 1 dUuT 2 (C) 1,2 3R 3 (D) 1,2 3R 4

Teh ST Joikey A fohdel STadH gla 87
(1)5 (2) 7 (3) 8 4) 6
(A) 1 (B) 3 ©) 2 (D) 4

sTeh &1 frAfaf@d A0 & & fhe 1 HI3R/THHT GaRT Yot w761 foham STTdm 872
1. Y X F 9red § Ael?

2. HIROT 9IEcel ST

3. §HG HeEAl ¥ 9red 9T

4. grEaly & T greg forwrs

(A) ael 1 dar 2 (B) shaer 2 3R 4 (C) Faer 2 (D) Fad 4
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Immediate /important dak addressed to Ministers and officers by name and is sent through
special messengers directly to the addressees themselves during office hours is received by:

1. The Ministers/officers 2. The personal staff of Ministers /office
3. IFC of the Department 4. Central Registry
(A)2and 4 (B) 1and 2 (C)3and 4 (D) 2,3 and 4

Who will receive a dak outside office hours and marked immediate and addressed by name?

1. The addressee himself at his residence
2. The addressee himself at his office

(A) 1 only (B) 2 only (C) none of the above (D) All of the above.
Communication received through should be immediately photocopied as the text of the
message fade with the passage of time.

1. e-mails 2. Fax.

(A) 1 only (B) 2 only (C)land?2 (D) none

Who will check the enclosures on opening a dak?
1.CR 2. IFC 3. Concerned section
4. The officers of his personal staff who opened the dak.

(A) All of the above (B) 1 and 2 only (©)1,2and 3 (D)1,2and 4
How many columns are there in a dak register?

1)5 27 (3)8 (4)6

(A1 (B)3 (C)2 (D) 4

Which of the following categories of dak is/are not registered by CR/FC?
1. E-mails received from Computer center?

2. Ordinary postal dak

3. Letters from Members of Parliament

4. Envelops received without content

(A) 1 and 2 only (B) 2 and 4 only (C) 2 only (D) 4 only
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3R / THET A GITd 31k AT el & ACIH @ AN HT fAaRa fmar Sirar §
1. 3TATSTEY Uit 2. 3% X 3. dio 4. HeQratgsh qEh
(A) Hael 1 3R 3 (B) &adl 1 ) 2,3 3 4 (D) FdeT 3 AT 4

FIATAT THT & S8 UTd deehldd 31 I ol PRATS I SAldl §7
1. FHAANET & Y W A W 58 FTAT el ST SIeam
2. 3 AiAEC # I ganT SRy el 3ejeel & AR 36 W hNaArs H Srel

(A) AT (B) S =TgY (C) Fael 1 (D) 2 &hael
FT § O i I Y9N &FT Teh &T g2

1. thergr 2.95f1ehd 3Th 3. ¥z Gree 4. A
(A) 1 (B) 2 ()4 (D) 3

N 3ERTT A IR Fg TT F R FHad ¢
1. 3CY ATEHI 2. 99 3. FrdTer g AT
(A) Fael 1 (B) shael 2 (C) Tsir (D) shdel 1 AT 2

o dR & SEIATS & AT 3R drcehiiolehal $r TR AT it @ ¢ o=t & @ *ler &l
39 Aoft & FEfa 78 §

1. SVH 2. 31T deehrer 3.dcHIeT HIATS 4. TFEIH

(A) 3 (B) 2 € 4 (D) 1

STl Freleht a1 T gy enfae €t & agr a8 oWl & forw caves &9 @ seaAter fw
IT IAR X Th HEToRed ¥ &

1.88a 2. ol 3. e 4, TUHATH

(A) 1 (B) 2 € 3 (D) 4

JAMAIR & 88 ®F &l dd SEAATA [T ST § S JAaR ST 9fd I6T THR Al BIlsa Teh
aret & gE 9IE @ Aolel & ear wifedr A & U IR dr S g

1. 9RO 2. gsaiehel 3. 3rfRrEgEE 4. 99

(A) 1 (B) 2 (C) 4 (D) 3
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Dak received in CR/FC is distributed to sections through

1. Movement slip 2.Dak Register 3. Invoice 4. Messenger book
(A) 1 and 3 only (B) 1 only (C)2,3and 4 (D) 3 and 4 only
How to deal with urgent dak receives outside office hours?

1. it will be sent to the sections concerned if there is staff on duty.

2. In other cases it will be dealt with as per Departmental Instructions issued by the Departments
(A) both (B) None (C)1only (D) 2 only
Which of the following is a form of communication?

1. FAX 2. Regd.Post 3. Speed Post 4. E-mail
(A1 (B) 2 (C 4 (D) 3

The communication to non-officials can take the from of:

1. Demi-Official 2. Letter 3. Office Memorandum

(A) 1 only (B) 2 only (©) all (D) 1 and 2 only

There are four grading of urgency authorized for used in State Telegrams. Which of the following
is not belong to that category.

1. SVH 2. Most Immediate  3.Operation Immediate 4.Express
(A)3 (B) 2 (C) 4 (D)1

This is a paperless form of communication widely used for subjects where legal or financial
implication are not involved.

1. E-mail 2. Telegrams 3. FAX 4. SMS

(A1 (B) 2 ©)3 (D) 4

This form of communication is used when a copy of a communication is prepared to be forwarded
to parties other than the one to which it is addressed except State Govt.

1. Circular 2. Endorsement 3. Notification 4. Letter

(A)1 (B) 2 (C) 4 (D)3
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fArafaf@a W fTar &<

1. 99 AATT / Al &1 &g STAATT AT AT § 9 TWHR & AU FT A9 TIR 6
T Y& gl &

2. 99 Ale @ 9 CaRT Jof: YT il I 3UeT hr Sirell §

3. 99 Us 99 faafta gurfed aX a&d &

W U a0 &l & FA=T HEr AT 87

(A) 1 (B) 1 3k 2 (C) 2 3R 3 (D) &fY

I gRareT gere &1 37 §:

1./ oo & Bud v #Farara/fasmT & ntfie #is Aifafe/caraca e .

2. Eeel/a1s eoell F RRUT Ush HAT/AHTIT & ded T A aTell IS e y/ANawy
FRITTT

(A) aer 1 (B) aeT 2 (C) gt (D) S g

3R AT T 3UgFA Hicdel & a1G AT i WA F & OT ST T1fRT .
1. GG HT 2. 9Rade 3. Yol Wielel 4. iRl e

(A) 1 (B) 2 © 3 (D) 4

ToT & LT fHd & Y AR TIER A U IAH TR hE ER @ oA 7 g
1. gFd @fg 2. gg 3. faQy |fa 4. IR |G

(A) 2 (B) 3 ©) 1 (D) 4

313 Pl TT Th RIS AGT FoIlam g7

1. Blerams 2. hed 3.&@ S 4. 9T 33T

(A) 1 (B) 2 (C) 2 3R 4 (D) 3R feu 71w T@sh Reprs
fFg gpR FI Bl o Rers 87 R Srar §2

1. foft T fr wrsel 2. Jof o Y B

3. Aol & Fr wigel 4. 3TcYehTicieh Yepfl &I BISel

(A) 4 (B) 3 ©) 2 (D) 1
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Consider the following:

1. Press communiqué/note is used when it is proposed to give wide publicity to a decision of
government.

2. The Press Note is expected to be reproduced intact by thePress.

3. The Press may edit a press communiqueé.

Which of the Statement (s) given above is/are not correct?

A1 (B) 1and 2 (C)2and 3 (D) All

Non-Secretariat Organization means:

1. Any statutory/autonomous body under a Ministry /Department located in Delhi /New Delhi.
2. Any attached /subordinate office placed directly under a Ministry/Department and located in

Delhi/New Delhi.

(A) 1 only (B) 2 only (C) both (D) none

of decisions arrived at after proper inter-department consolation should normally be

avoided.
1. Reviewing 2.Changing 3. Re-opening 4. Revision
(A)1 (B) 2 €)3 (D) 4

In case of a D.O communication to the Chief Secretary of a State the level will not be below the
level of:

1. Joint Secretary 2. Secretary 3. Special Secretary 4. Addl. Secretary

(A) 2 (B)3 ©)1 (D) 4

Which of the following does not constitute a record?

1. Photographs 2. Films 3.CD 4. Pen Drive

(A) 1 (B) 2 (C)2and 4 (D) All of the above records

Which type of files is not recorded?

1. Files of Category A 2. Files of Category B
3. Files of Category C 4. Files of Ephemeral Nature
(A) 4 (B)3 (C)2 (D)1
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el faarfea / srora AeRia & a8 wiiaat &1 3mdesT wem?

1.3 U8 TH AT 2. 39 36527 & fau anfad sfery

3. IWSU & aikss fageves 4. GH-AY 3TeTHTaT

(A) 3 (B) 2 (C) 1 3R 4 (D) 1 3R 2

ERAT for@el arer Y fgaw (FF Gadr ) & oy AT & ada ured o glet
arell TohdlY ISl el 3efetrer iR o €T & erdam

1.ar 2. et 3.TH 4. 9rq

(A) 1 (B) 3 (€) 2 (D) 4

Teh hFgedichd SR YuTlell &, fohdll griee &l - 31fe ST Agr o SrwaT -
1.T& sk 2. & §R 3.l R 4. IR dR
(A) 1 (B) 2 (C) 4 (D)3

el HTOIT TN T el ASRIT v 7 Tifcaar Stam?
1.H3R & GO 2. 3geTT AR 3. urm AR 4. 30 Us UH SRR
(A) 3 (B) 1 (€) 4 (D) 2

BT Trieaar T s e & o did @ Tpee T 96T fFar Jrar 872
1. AT 2. STATIRY
(A) aeT 1 (B) aeT 2 () 13k 2 DEIEGH]

& TN FARY, O Reard o e Frf e gr, o AR e 3l
caT TorgeRT Fa= &1 3fUeR HfRfaas 2005 & dgad Gorar far S Fevdr §

1. grdolielsr TEET 2. ®5 Y ST
(A) Fae 1 (B) FadT 2 (C) FIs oY =gr (D) gt
___________ 1= A
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Who will allocate disputed / misdirected receipts?

1. O&M officer 2. Officer designated for the purpose

3. Senior analyst of IWSU 4. Coordination section

(A) 3 (B) 2 (C)1land 4 (D) 1and 2

The Diarist will bring to the notice of S.O any receipt which are not received back from officers
within working day(s)

1. Two 2. Three 3.0ne 4. Five

A1 (B)3 (€)2 (D) 4

In a computerized diary system, no receipt will diarised more than —

1. Once 2. Twice 3. Thrice 4. Four times

(A1 (B) 2 (C) 4 (D) 3

Who will forward misdirection receipts to the sections concerned?
1. In-charge of CR 2. Section officer 3. Branch officer 4. O&M officer.

(A)3 (B)1 (€4 (D) 2

Which script is used for diarizing hindi receipts?

1. Roman 2. Devnagari

(A) 1 only (B) 2 only C©)1&2 (D) none

Every Government servant shall, in performance of his duties in good faith, communicate to
full and accurate information, which can be disclosed under the right to information act,

2005

1. A member of the public 2. any organization

(A) 1 only (B) 2 only (C) none (D) both

SN
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