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INSTRUCTIONS

1. Please read all the instructions given below carefully before proceeding.

2. 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.

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

4, This Booklet contains 50 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 you feel that there is more than one correct answers, mark the answer which you
consider the best. In any case, choose ONLY ONE answer for each item.

5. You have to provide all your answer ONLY on the separate Answer Sheet provided. The answer
sheet will contain only one box for each question. Response is to be provided only as “A”, “B”, “C” or
“D” in capital letters in the box. No cutting, erasing, correction, overwriting etc. is admissible and will
be treated as wrong answer.

6. All questions carry equal marks.

7. Before you proceed to provide the responses in the Answer Sheet to various items in the Booklet,
you have to fill in the particulars in the Answer Sheet only in space provide for the purpose.

8. After you have completed filling in all your answers on the Answer Sheet and the examination has
concluded, you should hand over to the Invigilator Question Paper & Answer Sheet. You are not
permitted to take away with you any examination related material.

9. Sheets for rough work are appended in the Booklet at the end.

10. Penalty for wrong answers:

THERE WILL BE PENALTY FOR WRONG ANSWERS MARKED BY A CANDIDATE IN THE

OBJECTIVE TYPE QUESTION PAPERS.

i) There are four alternative for the answer to every question. For each question for which a
wrong answer has been given by the candidate, one-third (1/3) of marks assigned to that
guestion will be deducted as penalty.

ii) Any correction / over writing will be treated as a wrong answer.

iii) If a question is left blank, i.e., no answer is given by the candidate, there will be no penalty
for that question.
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No new files will be opened for dealing with-

i) Receipts of a purely routine nature
i) Receipts, by noting the reply on the receipts itself
iif) Classified documents

iv) Receipts to be placed in the file ‘O’ bundle.
Which of the above is not correct?

i) B) ii)

iv) D) iii)

Which of the following is/are not the Objective(s) of e-Office?
i) to meet the demands of citizen charters

i) to enhance transparency and accountability

iii) to increase turn-around time

iv) effective resource management

V) Improvement in govt. responses

Vi) No Information Technology Solution and best practices.
Vi) B) ii)

iii) D) vi) & iii)

Which of the following is not a security grading?

i) Personal i) Top Secret

iii) Secret iv) Confidential

i) B) iv)

iii) D) i)

Which of the filing numbering system(s) is/are in vogue in the Sectt:-
i) Functional file numbering system

i) FNS based on subject clarification (Conventional)

i) only B) i) only

both D) None

Who can be appointed as inspecting authorities?

i) Officer of or above the level of US/Desk Officer

i) Any Group ‘A’ Officer

iii) Group “A” Officer who do not handle any part of the work of the Section/Desk.
i) and iii) B) i) & iii)

i), i) &iii) D) iii)

e-Office aims to address the fundamental requirements of the officer of the DeitY in the
areas of

i) Efficiency

i) Productivity

iii) Transparency & Accountability

iv) All of the above

Which of the following is/are not the vision(s) of e-Office?
Paperless efficient Office B) Rule based file routing
Physicial Signature D) both B) & C)
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In a D.O. letter, the national emblem shall be in the of the letter head, in
accordance with the instruction issued by MHA.

Left Corner B) Right Corner
Centre D) Not specified
Which Section maintains “Reference Lists™?

i) Central Registry i) GA Section

iii) Cl Section iv) Vigilance Section
i) B) iii)

ii) D) iv)

Arrange the following in ascending order:

i) Wing i) Section

iii) Department iv) Division

V) Branch

i), ii), iii), iv), v) B) i), V), iv), i), iii)
i), 1v), i), v), ii) D) iii), 1), iv), v), ii)

e-Office Mission Mode project under National e-Governance Plan (NeGP) is under
implementation at 3 pilot locations. Which of the following is not one of them?

DoAR&PG B) IST&M

e-Gov Division of DeitY D) Training Division of DOPT&T

Fair communications and office copies are sent to the dispatcher of Central Issue Section
in book.

i) Call book i) Log book

iii) Peon book iv) Messsenger book
ii) B) i)

iv) D) iii)

Delhi Official Directory is issued by:

i) DOP&T i) Cab Sectt.

i) PMO iv) President Sectt.

i) B) ii)

iii) D) iv)

As per MOP, the Council of Ministers (COM) consists of the categories of Ministers. Which
of the following is not a part of COM?

Cabinet Ministers B) MOS(I/C)

MOS D) Deputy Director
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20.

Who initiate action for recording of files?

i) Assistant i) Section Officer
iif) Record Clerk iv) Dealing Hand/Initiating Officer
i) B) ii)

i) D) iv)

Records management covers the activities concerning:

i) Recording i) Retention

iii) Retrieval iv) Weeding Out
i) and ii) B) i), iii), iv)

i), ii), iv) D) All

Urgent communication will be dispatched .

i) Once a day i) At once

iii) Promptly iv) Urgently

iii) B) ii)

i) D) iv)

The Record Manager Module of e-office does not envisage
Disaster Recover Site

Use by Higher Officers other than the Dealing Hand/Section Officer
Review of e-records on timely basis

Requisition for referencing e-record created outside the Department

Higher officer does not include:-

i) Branch in-charge i) Section in-charge

i) Wing in-charge iv) Divisional head

iii) B) i)

iv) D) iM)

Fair copies will be typed with spacing unless otherwise directed.
i) Half i) Single

iii) Double iv) 15

iv) B) ii)

i) D) iii)

Periodic Inspection of a Section/Desk is not done by

i) O&M Officer 1)) Branch Officer

iii) Dy.Secy./Director iv) Wing In-Charge

1)) B) iii)

iv) D) i)

The filing system prevalent under desk officer system:

i) is like the conventional system 1)) is like a new system
i) only B) i) only

Both D) None
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The personal staff of officers of the rank of and above will diarise receipts
addressed to their officers in respective personal section diary:

i) Under Secretary i) Deputy Secretary
iii) Joint Secretary iv) Secretary

ii) B) iv)

i) D) iii)

When a case is submitted to the minister, it will pass through one of the following levels.
Which is not the correct level?

i) Additional Secretary i) Director
iii) Special Secretary iv) Secretary
ii) B) i)

iv) D) iii)

Designated Section for handling Internal Work Study (DSIWS) will submit to the Secretary
about the progress of Inspections at the every

i) Month i) Fortnight

iii) Quarter iv) Year

ii) B) iii)

iv) D) i)

Which module under e-Office is used for maintaining the knowledge Repository of the
Department?

e-Knowledge B) Knowledge Management

Admn. Module D) All

Autonomous bodies discharge their functions in accordance with:

i) Memorandum of Association i) MOU iii) Bye laws

i) only B) i) only

i) and iii) only D) All of the above

Under e-Office project, all the files of a Department will be assigned ;
Functional File Number B) File number based on subject classification
e-file number D) All the above

In the case file number 1/5/2011-HR, ‘1’ represents the

i) Standard head 1)) Standard sub-head
iii) Separator iv) Territory Head

ii) B) iii)

i) D) iv)

During Office hours the personal staff members of the officers can take the assistance of
where the draft D.O letter has been typed.

Section B) Desk

Source D) Typing Cell
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37.
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How many columns are there in a file register?

i) 4 iy 6
i) 5 iv) 7

i) B) i)
ii) D) V)

During office hours the entire dak of the department including that addressed to
Ministers/officers by name is received by:

i) Central Registry i) IFC

iif) Personal staff

i) only B) i) only

i) and ii) only D) All of the above
The controlling module in e-Office is .

e-Record Module B) Date Module
Admn. Module D) e-file Modulde

Who is/are responsible to see that the telephone number fax number and e-mail Address of
the signing authority have been indicated below the signature?

Signing Authority B) Section Officer

Dispatch Clerk D) both A) & B)

Action on receipts will be so organized that it results in

i) Speedy decision i) Correct decision-making process
Which of the given statement(s) is/are correct?

i) Only B) ii) Only

Both D) None

ISTM is a/an office under DOP&T.

i) Attached offices 1)) Subordinate offices

i) only B) i) only

Both D) None

Which of the following written communication does not cover under dak?
e-Mail B) SMS

Wireless message D) Fax

The mode of communication to a State Government /UT Administration will be:

i) Endorsement 1)) Letter

i) Office Memorandum iv) Demi Official Letter
i) B) 1))

ii) and iv) D) iii)
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44,

A)
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In handling classified papers, the provision contained in will be followed

i) MOP
i) CVC guidelines
iif) Departmental security instructions
iv) Security instructions issued by Cabinet Secretariat.
ii) B) i)
i) D) iv)
Routine notes and routine receipts, and office copy of communications issued are:
i) kept on the main file
i) Placed below the file
iii) placed below the file in a separate cover.
i) only B) i) only
i) only D) all
Who are the executive agencies under a Department?
i) Attached offices 1)) Subordinate offices
i) only B) i) only
Both D) None
No receipt will be diarized manually more than including once in section.
i) Once i) Twice
iii) Thrice iv) Four times
i) B) iii)
i) D) iv)
Which of the following is not a statutory body?
i) NHAI ii) NCSC
iii) NHRC iv) Competition Commission of India
i) B) iii)
ii) D) iv)
A D.O. letter from an officer exhibits the National Emblem in Colour.
Red B) Green
Black D) Blue
DGFT is a/an of the Department of Commerce.
i) Attached offices 1)) Subordinate offices
i) only B) i) only
Both D) None
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i) IRYR BIS AT JUTell 7, X Bl 7 (Tl TR 37eh) BIge Wiolel T a¥ g
i) FTATCHS ISl AGRIT YUl H, & BISA H FISel Wicley T ay¥ BT (TY T g2l arelr
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47.
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48.

A)
C)

49.

A)
C)

50.

A)
C)

Every file under conventional system (File Numbering System based on Subject
Classification) will be assigned a file number which will consist of:-

the serial number allotted to the Standard Head and the serial number of the file opened
during the year under the Standard Head.

the year of opening the file (all four digits)

an abbreviated name/symbol identifying the section

All of the above

The RAX directory of RAX telephones issued by the shall be maintained

personally and discretely by the senior officers themselves.

DoT B) RAW

B D) MHA

Receipts submitted to officers’ move in-

i) Dak pad i) Letter pad

iii) Receipts pad iv) Note for pad

i) and iii) B) i) only

ii) only D) i) only

Assistants and are two separate categories of dealing hands

Investigators B) UDCs

LDCs D) Research Assistants

Which of the below statements is/are correct?

i) In the conventional file numbering system, every file will have the year of opening
the file (all the four digits)

i) In the Functional file numbering system, every file will have the year of opening the
file (a 2- digits number representing the year)

Both B) i) only

i) only D) None

Enclosures to be attached to a communication are to be:

i) Typed i) Photocopied

i) Computer printout taken

i) only B) i) only

iii) only D) all
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