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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 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 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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1. TSI & IR A AATT 3eIeRi FT e IMYfATR carT rare fohar smaem?
1)  # 9 A & deey i
2) % USSR § deey IYfais
A) Shadl 1) B) Hhadl 2)
C) et D) S TG
2. Hocsl T # AT T8 &
1) IMaT g 3R 3T [ & FOERAT & Sl Fa%
2) ool emadhra AT
3) ST & hr
4) fagelt 7 sira i gfafafeatfr =
A) 3) B) 1)
C) 2) D) 4)
3. R e @ fhd & ganrT Y fRar ST &
1) A3y U3 &
2)  guEfAs GuUR 3R e Riwad fasmr
3)  IE HAOT
4) FAAFSe afaare
A) 1) B) 3)
C) 4) D) 2)
4. &I HATGRT o Tehlehd HEITT H il AT AT €T &
1) 35w geEe 2) =N HEIeE
3) g S HEITeT 4) [CLIEECROE tIER)
A) $ad 1) B) Had 1) 3R 3)
C) Fad 3) D) Had 1), 2) AR 3)
5. T & & Fla a1 ve Gdurfas Ae =8 g2
1) 37T SeeT 2) fae g Agrer@ra{aTs
3) fade 3T 4) Hrardr
A) 1) B) 4)
C) 2) D) 3)
6. FiT a1 Heera (Asral) &1 CSMOP # 3cold 16l g2
1) gaufas et 2) o fAsmEr
3) reeX At 4) T et
A) Hdd 2) B) Fad 2) 3R 4)
C) Fad 2), 3) 3R 4) D) Fad 4)
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A)
C)

A)

A)
C)

A)
C)

A)

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

1) only
Both

Referance Lists do not include:

B)
D)

2) only
None

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

3) B) 1

2) D) 4

Official Directory is issued by:

1) DOP&T 2) DOAR&PG
3) MHA 4) Cab. Sectt.
1) B) 3)

4) D) 2

Integrated Headquarters of Ministry of Defense does not include-

1) Defense Staff HQs.
3) Coast Guard HQs

1) only
3) only

2)
4)
B)
D)

Naval HQs
Air HQs

1) and 3) only
1), 2) and 3) only

Which of the following is not a constitutional body?

1) Attorney General
3) Finance Commission

1)
2)

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

3) Stator bodies

2) only
2), 3) and 4) only

2)
4)
B)
D)

2)
2)
B)
D)

C&AG
cvC
4)

3)

Autonomous bodies
Local bodies

2) and 4) only
4) only
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7. TR [T Ao TARLY U9 YRAR FHedTo] AT HT Tedh FIATIT &

1) HIcH FHATT 2) 3T ST
A) $hddl 1) B) Hddl 2)
C) 1)3R2) g=t D) aarit)3ikagiz)
8. fore TEAf/ER & RS T fasmhg R sl & &0 7 fAgfed s aendr g2
A) IR g B) aRss fagelws
C) 3T R D) 39 faces

9.  3HET SR A B wiitaat i sl i & fAw sEaATer R I m @IS 3ER HiA @
&

A WU B) Th

c D)  &H & S

10. WIS & are (feoqoll) Ged & 313 U d2al &7 HiAe IR gl W 3 AT Fal
ST 8

A)  Tad: TTSC Alcy B) 333 Ay

C) g 3w D)  F&d: T Ale

11.  3MdR& FF HEIIT JfAc F F 3T - G@RT AT fhar Jrar &

A) 31 U5 UH 3FegaTeT B) TH-AY 3T

C)  HHY HET D) TR 3fegemar

12. FRATCHS TH Ul TH & HATHA A, Toh [GHET Sl AR FF MR & SRR & 3deTd
3= arer fawat & e AR Aol @1 Tk rghA A fARANoT fhar ST € HEr 3elshA

e @ g2

1) T 2) FRA

3) arfafafer 4) TEe] AT TR
A 1),2),3),4) B) 1),3).4),2)
C) 2,341 D)  2),1),4),3)

13.  EU9a, fad, Sofe 3R o@r & SefUd 396l Bigel HeX YOTell Higd HAlelehlehed shidicHs
BISel Feehieh, MYl 3N AT & FraTerg 3T ol faoen 1 37 13 HIaT &l &
P F FT F EaRT SR foRaT 7T §

1) 3r3dT Us <&
2) g faHTeT
3) TRITETh GUR AR Hifdn Reprae fasmer
4 FAAHSe afarey
A 3 B) 2
Q) 4 D) 1)
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A)
C)

13.

A)
C)

DGHS is a/an office of the M/o Health & Family Welfare.

1) Attached offices 2) Subordinate offices

1) only B) 2) only

Both 1) and 2) D) neither 1) and 2)

An officer of which status/level can be appointed as Department Record Officer?
Under Secretary B) Senior Analyst

Section Officer D) Deputy Director

Code letter used for diarizing Hindi receipts in a section diary is:

oL B) H

@] D) None of these

If the “Running summary of facts & figures” in the notes portion of the file, it is termed as:
Self-Explaining notes B) ID Notes

U. O. Notes D) Self-Contained note

The Work of the Internal Work Study Unit is now handled by-

O&M Section B) Coordination Section

General Section D) Designated Section

In case of functional ‘File Number System’ (FNS), the range and dimension of the subjects
falling under the scope of business allocated to a department are analysed in a sequence.
Which is the right sequence?

1) Functions 2) Factors

3) Activities 4) Aspects or operations
1), 2), 3), 4) B) 1), 3), 4), 2)
2),3),4),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 issued by

1) DOP&T 2) Deptt. of Expenditure
3) DOAR&PG 4) Cab. Sectt.

3) B) 2

4) D) 1)
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14. WIS USTEE & DI 5 F FHIETT P ATl I hdol Syoft T BT & A & g2T

ST 3TTH &

1) & Foft 2) g Foft 3) T Sofr
A) $hdel 1) B) 1) 3R 2)
c) 3 D) &«

15.  TAfeTor geaTael & Wi S IR FATHT T Y ATATRS HRT HUTAA (DSIWS) HA &

TorT AT 3eaTeT carT e deh W ALY FHegl T IR T AT Jerd Fia &
fore fasimeT & afaa s gadd fomar s,
1)  Her 2)  ggdrs
3) foamEr 4y @
A) 1) B) 3)
o 4 D) 2

16.  PiA g av ar AT it fasmen o1 fAeToT eI aar g
1) T 67T $HTS (THITSY)
2) R TS THEER (NAI)
3) gl UR IR Hifdeh fRIshrare fastmr
4) g fawmEr

A 4 B) 2
S 1 D) 3
17, 3ATTaT T TALETOT hlel o HIHer H fAeTor 3iftenrdy fdrator R o ves g
ol g GIfehel 6T hial
1) 39a 3T 3T 2) gHTINRT 3T
3) TS 37T TR 4) 31T U3 T 3TARRY
A 4 B) 2
S 1 D) 3
18 HFgUW & SEIATS fhwradr 3R serer Igd RO F fhar sem
A) Bl B) I
C) Ad D) 3RUTHH

19  SoTH U lel AT $-HATord & gl Ueh HISl o761 672

A) s Repls AlSge B) fafr Atgger

C) SRITH A5Gl D) S-PISdl AT

20 SWRAASII R & fou v fharsrar g

A)  EBIE T B) & IS & §¢ Hel

C) SHBARNHHIA AN D) 39 gl
21 fAwiai@d # @ sl A afafafer st W S-wrsd # IS 1 TRaceT Htel HhT IgAfd 780

grafr?
A) S-Sl Aol B) gdiehdT & T3ToIeel g&deR
C) S WIS delg el D) OIS sl &
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14.

A)
C)

15.

A)
C)

16.

A)
C)

17.

A)
C)

18.

A)

19.

A)
C)

20.

A)
C)

21.

A)

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’
1) only B) 1) &2)
3) D) All

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

1) Month 2) Fortnight
3) Quarter 4) Year

1) B) 3

4) D) 2

Who undertakes the Inspection Study of two or three Departments each year:
1) Staff Inspection Unit (SIU)  2) National Archives of India (NAI)

3) D/o AR&PG 4) D/o Expenditure
4) 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

1) His/Her Higher Officer 2) Divisional Head

3) The SO concerned 4) the O&M Officer

4) B) 2

1) D) 3)

Use of over fax should be made for reasons of economy & paperless.
Phone B) Telegram

e-malil D) RAX

Which of the following is not a module under e-Office?

e-Record Module B) Date Module

Admn. Module D) e-file Module

e-File Module is used for

creating e-file B) closing of e-file

Working & Sending e-files D) all of the above

After performing, which of the following activity will not allow any changes on the e-file?
sending of e-file B) digital signature of User

closing of e-file D) saving of text
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22.

A)
C)

23.

A)
C)

24.

A)

25.

A)
C)

26.

A)
C)

27.

A)
C)

28.

A)
C)

g f3foreer Repis e, FI TTLIFAT I THATCT LT ;

1)  9qgst Res &4 2)  fasmefig Reprs srfeery

$hdel 1) B) Hdol 2)

1) & 2) D) @ISl

=T & & Pl a1 IRIRSF wrsfoier yormel 7 e AHTSS 8l &7

1) Ueh 2) /

3) 4)

2) B) 3)

4) D) 1)3iR3)

a8l Hrerdl / AT & foT AT favt @ Brgdl w Giee & U, ATARTT Alechiad
FHIATcHe BIgel Feehich / BISel HEAT JUTTEI hr H ARTRdT faHTeT garT ST fomam
IgT AT

2004 B) 2006

2008 D) 2010

et AT fTa Tk TIHT T IMafed FRY IR F o Tl 31T FIT IT 3T AT 2T Hidele
A & HY Y ITAT ST S

1) R TR (TATIR oot Sof) fATH e, 1961

2) R TR (P 37TecsT) AT, 1961

Fae 1) B)  hdd2)
1) 3R 2) D) Adrl)3iRT&r2)
Fa 31TAS FISel Wrell ST 672

1) SIS Ueh fAv R JTT $I5el $6 AT & AT 30cietr w7¢T gl &

2) HET BISel 3T A8l § 3R Teh TS TG (VH3IR) T FHIT el 3T &

3 HET BIgel ST T8l & X 3Hh elicel ol oI fhT Tl Ueh Hle 9T HRETS et
HTITF &

$ad 1) B) ad1)3ik2)

el 1) 3R 3) D) @

ST h1H Teh TAHTET / JTHET @ QAR TAHIET / 1T H TATATAR fohal STl & o Brsell
afge gl Ao eIl &l it TR TR SITean $0# e & @ & enfae g

1) AT Bigel 2) ¥ Bigel

Fae 1) B)  hdd2)

GE] D)  FIgaAer

I T WIS o THIT & a1 38 BTl Y JoT: ST ST
) @ 2) T A& ofer T@T

3 IHAQTS 4) YA AL B

1) B) 2)

3) D) 4)
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22.

A)

23.

A)
C)

24,

A)

25.

A)

26.

A)
C)

27.

A)

28.

A)
C)

An e-Digital Record Room will eliminate the need of a X

1) Physical Record Room 2) Departmental Record Officer

1) only B) 2) only

Both 1) & 2) D) None

Which of the following is/are not a separator in the conventional filing system?
1) One 2) /

3) Zero 4) -

2) B) 3)

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 issuer

department in
2004 B) 2006
2008 D) 2010

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

1) only B) 2) only

1) and 2) D) neither 1) nor 2)

When is a part file 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.

1) only B) 1) & 2) only

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
1) only B) 2) only

Both D) None

A file will be reconstructed if it is for some time.
1) Lost 2) Not traceable
3) Misplaced 4) Not Available
1) B) 2)

3) D) 4)
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29. feraryeg & H AOR AT 39T8d el ¢

1) ATYROT ATHA 2) Ao ATl
3) e 31MeY A ST aTel AT 4) aIERIT STTet aTell Sehict & ATHS
A) 1) 3R 4) B) 3) 3R 1)
c) 2 D) 1), 3) 3R 4)
30. 9T & TR W AT H FelversT T 3@ # T e
1) sirelr, &4 2) FTell, ATell
3) Flell, oflel 4) FUCIC]
A 2) B) 1)
¢ 3 D) 4
3l. UHANAIUTGUI I TTH T H AT Tciies &= ar Sem
A B) &I
C) FrelT D) ArerT
32. YR W IHeJHIGH Aol & YT HAUS U7 GIAGR W EATER glt & 16 Heft TRolt hy h¥ars
el T ST &

1) G 3fgerT
2)  HArhd TSt g
3) el shelehd TSTUaT qel HIS[E & 3T 3eTHIAT T BISHT T3 TeT
4) FAY 3rgar TRy 1 Al 3regemeT
A4 B) 3
C) 2 D) 1
33. U TAHET & Geey H e fld 93T (Faml) H & HleT a1 F&1 82
1) Ig s g & o SEaer §
2)  TgMfaat & A & e SR §
3)  uE 3 sNfadt fr ferrst 3R ateT F fow SeAer §

A) FaeT 1) B) $ad 1) 3R 3)

C)  had 1)dur2) D)  3WIFd T

34. e fasmer 7, e TeAeRy ot 3k sfdenfora &2
1) 7 2) g
3) T HemgahR 4) i3

A 2) B) 4

c) 3 D) 1)

35.  ToeT & @ hler A 37TemmoT J1fRRIY hr weh AATT 3L LT 82
1) FHHATRAT T ITAETOT, A, 3R Telg &1
2) HTH FT FHAYT 3R Ja9
3) FHHATRAT & ST 1 T faaoT
4) TCATE # Teh SR THET SRR T Fvem
A) 3) B) 2) 3R 3)
C) 3)3ikk4) D) 4)
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29.

A)
C)

30.

A)

31.

A)
C)

32.

A)
C)

33.

A)
C)

34.

A)
C)

35.

A)
C)

No draft is required to be prepared in

1) Simple cases 2) Complex cases

3) Straight- forward cases 4) Cases of repetitive nature

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

2) B) 1)

3) D) 4)

A D.O. letter from a Minister will exhibit the National Emblem in colour.
Red B) Green

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 except where centralized typing pool exits

4) Personal section of a Minister or Officer

4) B) 3)

2) D) 1)

Which of the following statement(s) is/are true with respect to a department?
1) It is 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.
1) only B) 1) and 3) only

1) and 2) only D) All of the above

In a Department, whose responsibility is complete and undivided?
1) Minister 2) Secretary

3) Financial Adviser 4) CvO

2) B) 4)

3) 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.
3) B) 2) and 3)

3) and 4) D) 4)

Page 10 of 33

(DeitY/SO/II/2015)



36.  @lel Ueh STeh Wielel UX 3HeToldlalehl &hT STTe hidMm?

1) 3R 2) TSURHT
3) TG 37T 4) 3T Wiclel dTel 3e7h [oloil T&Th & TASRT
A) U & gt B) hdel 1) TAUT 2)
C) 1), 2) 3R 3) D) 1), 2) 3R 4)
37. U 3 Joleel A Tohdel el gl 6?2
1) 5 2) 7
3) 8 4) 6
A) 1) B) 3)
c) 2 D) 4)

38.  31h ol TAFATATET AT & & fohg ohY TIR/THET SaRT Goftehcd w761 TehdT STl 872
1)  F X A 9o § AcT?
2) HTROT YRl STeh
3) e, GeEdr & 99 d 97
4) Y & o= gre fordrs
A) $dol 1) TAT 2) B) Fad 3), 2) 31X 4)
C) &ad2) D)  Hhad 4)

39. M U T qyAt A @ i A1 GEr 8?
1) HTTET TTshdT T ST FiIaTery Hef3rel (HITH TA3NY) ST gell o AT 1955

H gorfArd fonar arar ot
2 TAHATT TERIOT (13 T FeHeR, 2011 3 FehrfRIT R arm a1
A) $hdel 1) B) Hdl 2)
C) 1)3R2)aEr D) Aarl)3iRaTE2)
40.  HUH TANT T 13 ERIOT & AT Bl ToiaeT 7 ¥ Ford & FeaT & geufaat it anfie wie
Haftia forar srar?
A) g @ 3R A, 2005
B)  ceheilehl YETid
C) 29 RIEfaIsh GUR AT garT T 3T RARer Fefrehet hr ardy
D)  3Wi%d @l

41, A # T Pl a1 =R F aRkise J @r S g?
1) IR o TeIT ol 3eJelaTTeh (charel STafd)
2) ST TR AT §ATT
A) dhad 1) B) Had 2)
C) 1) 3R 2) gt D) Sdrl)=gr2)
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36. Who will check the enclosures on opening a dak?

1) CR 2) IFC
3) Concemed section  4)
A) All of the above B) 1) and 2) only
C) 1), 2) and 3) D) 1), 2) and 4)
37. How many columns are there in a dak register?
1) 5 2) 7
3) 8 4) 6
A) 1) B) 3)
Q 2 D)  4)
38. Which of the following categories of dak is/are not registered by CR/FC?
1) E-mails received from Computer centre?
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)

The officers of his personal staff who opened the dak

4) only

39. Which of the Statement (s) given below is/are correct?
1) 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) 1) only B)
C) both 1) and 2) D)

2) only

neither 1) nor 2)

40. 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

(03] Accepted Recommendations made by the 2™ Administrative Reforms Commission

D) All of the above

41. 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) 1) only B) 2) only

C)  both1)&?2)

D)

neither 1) nor 2)
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42.  TAARTH  FEr T gt e ARl & v & foe o &
1) STFC hl THUT el
2) Hago Jfadr T Here aar
3) EEATER & ToIT 43 R XaTr
4)  oEY HE TSR Oe, FAT T 3regear 3 aioqg 1Y & @l uF wreciehelT B U

ST
39dehc A @ ieT AT HET 6T 82
A) $ael 1) 3R 2) B) Fad 3)
C) 1) 3R 2) gt D)  &dd 1), 2)3iR3)
43.  GAAT BIge & HTY T Nehrs ol I Brgell IR 3 Hrarsirat 9T T gg=re g
T STy SITAeTT
1) e gk 2) JUTHTT
3) HEITcHS 4) 3T HEITcHS
A) 1) B) 2
Q) 3 D) 4
44. %1 A @ it A IR AlcehiTeiehdl ATSIT & Il 76T o2
1) 3T deshrer 2) grafAendr
3) qeId 4) dcaprel
A) 2) 3R 3) B) 2) 3R 4)
C) 1) 3R 3) D) 3)3R4)
45.  @fba & 3gHle & [T 3ravge Aredt H &h TR (TRT) o ATLIH T AT
SRy
A) 1 B) 2
c) 3 D) 4
46.  HATH S YR &7 ST sl HAY Toraey &Y ar ar ¥ 3ifer 31t & et fomam irar & agt
fA#TeT 3ERT Y Tk ST G TAT T QI
1) grod 2) CICG]
A) Fddl 1) B) Fdd 2)
C) 13R2) =t D)  3udehd #A A HIS AL
47.  EIR/THH F UToc ST Y et & ATETH { MmN 1 TRt fomam S §
1) 3TTATSTTEY Ut 2) 3Tk ITSTHEX
3) oo 4)  WEAATEF THAH
A) $hdel 1) 3R 3) B) Fad 1)
C) 2),3)3k4 D)  hdol 3) AT 4)
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42. ‘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) 1) and 2) only
(03] both 1) & 2)

43. Recorded files and other papers put up with

slips for quick identification.

B)
D)

3) only
1), 2) and 3) only

the current file will be flagged with

1) Coloured slips 2) Alphabetical
3) Numerical 4) Alpha- numerical
A) 1) B) 2)
C) 3) D) 4)
44, Which of the following is/are not authorized urgency grading?
1) Most immediate 2) Priority
3) At once 4) Immediate
A) 2) and 3) B) 2) and 4)
03] 1) and 3) D) 3) and 4)
45, Cases requiring approval of the Secretary should go through just
A) 1 B) 2
C) 3 D) 4

level(s).

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

1) Received
A) 1) only
C) both 1) & 2)

2)
B)
D)

Pending
2) only
none of the above

47. Dak received in CR/FC is distributed to sections through

1) Movement slip
3) Invoice

A) 1) and 3) only

03] 2), 3) and 4)

2)
3)
B)
D)

Dak Register
Messenger book
1) only

3) and 4) only

Page 14 of 33

(DeitY/SO/II/2015)



48.  FHIRATHT AT F d18T YTt dedhldl 3T U hdl HRATS I SATdT g2

1) HAUTRET & ST W gl I 58 FTEIT 3TN bl Al SATwan

2) 3 A 7 fasTeTt qary ST fasmaiar 31egeell & 3eTHR 389X HRaTs & Srah
A aEt B)  @ISagr
C)  Hddl) D)  2)%dd

49. YIAMR & 3H &Y P dd SEAATA [hdT ST § S TIAR ST 9 3P OIFH, [STepr qdr
feam arr &, fRaT T AR &, 31T TIiedr bl Hotel & fow R T S &

1)  9Ruw 2)  quoThe
3) JfegEer 4) g

A 1 B) 2

C) 4 D) 3

50. farfof@d R AR+ -
1) 9 fa=fa/aie &1 a9 sEaaTe fFa1 S1ar § 39 TR & AT T 319 IR #:{a
T J&TE BT &
2) U ATE T 9F SaRT JeT: TEI et T 3TA&T T STl &
3) O U 9 AT Y HUTied Y Hehdl &

I f&T T i F 9IS TET A8l 87
A) 1) B) 1) 3iR 2)
Cc) 2)3RY3) D) @

51. IR gfodareT G9rea #1379 §:
1)  Roo/as ool & oua ve Famera/fasmer & 31l wis difaftes/qaraad R
2) feail/as feoeh & Roud ver FHArera/faemmeT & ded T 31T aTell IS Teew/3Tehaeer

HTATT
A) $hadl 1) B) $ad 2)
C) e D) @SS
52. g 9eR 61 Bl S Reapis 8T fham SIrar g7
1) Soft v fr wrsel 2) Soft &t fr wrso
3) Soft & 6T wrger 4) 3cThiToreh Fehfcl T el
A4 B) 3
Q) 2 D) 1)
53. i [Aarea/AeRia & i a1 wicaat & maesT Ham?
1) 371 U3 TH AT 2) 3 36527 & forw anfAa AfRery
3) IWSU & aikss faeeives 4) TH-AY 73T
A3 B) 2
C) 1) 3R 4) D) 1) 3R 2)
54. & wiftaat T SRR et & TorT shieT I e &1 19T fhar Srar 872
1) A 2) ey
A) $hdel 1) B) Hddl 2)
) 13R2 D) IS AE

Page 15 of 33 (DeitY/SO/11/2015)



48.

A)

49.

A)

50.

A)
C)

51.

A)
C)

52.

A)
C)

53.

A)
C)

54.

A)
C)

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

Both B) None

1) only D) 2) only

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

1) B) 2

4) D) 3

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 the Press.

3) The Press may edit a press communiqué.

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

1) B) 1) and 2)

2) and 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.

1) only B) 2) only

Both D) None

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

4) B) 3

2) D) 1)

Who will allocate disputed / misdirected receipts?

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

3) Senior analyst of IWSU 4) Coordination section

3) B) 2

1) and 4) D) 1) and 2)

Which script is used for diarizing Hindi receipts?

1) Roman 2) Devnagari

1) only B) 2) only

1) & 2) D) none
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55.  Ycddh AHC H Had: T fequult #3T sl gecd hr Sael i
1) J2IT T hiHS IR B W Ul T STIe o1el &
2) IS W 3TA TTqqol 38 352 & qict a8t sl
3R fE&TT 9T T TT AT HET 87

A) $hdel 1) B) Hdol 2)

C) amr D) @ISl

56. fIOR UTId ket & TS, WA [asITeT Y TgATa 37T fAgd 91 & efdd 3fas
ot &t fohd & gaRT Bisel R Rahrs fomar srem

1) 37T3TIT 2) 3T TSI
3) QT 37T 4) Het ¥ fequoft forgar & forw fSesier 3oy
A) 3 B) 2
c) 4 D) 1)
57.  golet AR 31T 3raedss AHe A, v 7 & ¥sh afe wa @0 & vy & gfaa s aad §
ST
1) FNFNRIAR 2)  #ANTERIA W

3) ST FHA GRWE IRTAARE 4) 3T TGS Telihlet W) forar aram §
SR f&ar I3 i ar a2 TEr 87

A  Fdd2) B)  had2) 3k 4)

C)  wadl)3iRa4) D)  hdel 3) AUT4)

58.  THIGT % TR T HRATS HIc §T HIH I ITARTH FgTdH I T ST
1) 2) oIS
3) qAT 4) FETST

A) 2) B) 4

c) 3 D) 1)

59.  SoTH ¥ i T T Wl H FRATS el H Heg Aol hidl 87
1) HISel AT (ITAHERN) 2) WISl ATl IToel

3) qd 3eTe<oT qafde 4) TURAY IS ISt
A) 1) B) 2
Cc) 3 D) 4

60. e Teh HaleT fordly off faTc T wite & Totr g fomam e &2
1) g WHRArg T gl ;
2)  uafd W HRATS qUHE fAATer A1 309918 W ARA§
3) Wi W PR F Iog ARl gart Ry R srar d

A)  Fdd3) B)  ad 1) 3k 3)

C)  Had2)3ik3) D)  FIW & @

61.  HATIH UTehaT efic &7 TAFATATET Tohed ATHAT T AU Flet o ToIT SEAATS fohaT ST &
1) dchrel Yepfd 2) YIRS Jhid
3 M pia 4) oA apid

A 2) B) 4

< 1 D) 3
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55.

A)

56.

A)

57.

A)

58.

A)
C)

59.

A)
C)

60.

A)
C)

61.

A)

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?

1) only B) 2) only

both D) none

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
3) B) 2

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?

2) only B) 2) and 4) only

1) and 4) only D) 3) and 4) only

While taking action on receipts, work will be kept at an essential minimum.
1) Computer 2) Electronic

3) Time 4) Paper

2) B) 4)

3) D) 1)

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

1) File register(s) 2) File movement register
3) Precedent book 4) Standing guard file

1) B) 2)

3) D) 4)

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
3) only B) 1) and 3) only

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

2) B) 4)

1) D) 3)
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65.

Bacl T O TR WBR b IJAGT $ A1 [IRIY TR 8

WEHN FHAN DI 99 §h Sellbe a1 B @I AT AT
AT R T AR WHN FHARI §RT

g Afd (F2) §RT U6 iR W qe St gRT Ud
TEHN HHARN] §RT U AR oi@l TE [T gRT U

SIRIGT FIA H F DI AT TE 2

Bl 1) 3IR 4) B)  @dd 1), 2), 3) 3R 4)
a9 1), 3) 3R 4) D)  @dd 1), 2) 3R 4)
femferRad Fomi W faar HifvTe

) I8 ITD! 3T B [A%g ol B,

) WO HHAN gRT w7 6y S arel a1 6y o wad @
3) I8 WRBR gRT {6y T ufisell a1 WaR avar B, I 3l &
) 98 GMN RN @ TAE & U8 W ©

SRS FIF § | D T el &
Bl 1) 3R 4) B)  @dd 1), 3) 3R 4)
Bad 1), 2) ¥R 4) D)  @dd 1), 2), 3) 3R 4)

.................. T & SR B URATGRI 3 GHeT & foft, g w3red, sfaRa fad T ik srier)
TorklY ¥ ool & arer e Wi Tfed & ol =

10 RIS . B) 15 TS .

20 RIS . D) 5SS

ffeiRad # & & |1 Rl UREURT T8 & e @Ml 3 SIUWaTR 40 & JU5 H 9917 Sl &2
eI TR B)  WUF 3R AR

PRI JUHR D)  WrireR aMfe

frfoad # | B9 A I &1 SR [Ie™ 87

A TE e B) AN 3R SNl & SR B

wiq & a1q T D)  9NIR ql &I AR

ffeRad # | DI U ™ SrIed § SRR YU @' U FI FHG B B oy Hed &?
ICCINPAEIRE! B) fommeger

FRITT TE D)  fIa Hamem

Page 19 of 33 (DeitY/SO/11/2015)



62.

A)
B)
C)
D)

63.

A)
B)

D)

64.

A)
C)

65.

A)
C)

66.

A)

67.

A)

68.

A)
C)

69.

A)

House Rent is admissible to a Govt. Servant:

On production of actual rent receipt

Without acquiring him to produce any rent receipt
Upto the limit of actual rent paid

Only if house is rented with government approval

The Service Book of a Govt. servant must be maintained in Duplicate:
One by the Head of Office and one by the Govt. Servant

One by the JS(Admn.) and One by the Concerned Head of Office
One by the Govt. Servant and one by the Audit Department

One by the Administrative Branch and one by the Head of Office.

Consider the following Statements:

A Government Servant can be granted an extension beyond sixty years, if he is:
1) Engaged in Budget work

2) Working as a full time member of a Committee for a limited period,

3) An eminent scientist of international status,

4) An expert in medical and scientific field.

Which of the above statements are correct?

1) & 4) only B) 1), 2), 3) & 4) only

1), 3) & 4) only D) 1), 2) & 4) only

Consider the following Statements:
A Government Servant can be transferred to Foreign Service only if:-

1) It is not against his will.

2) The duties to be performed can be rendered by a Govt. Servant.
3) He accepts the restrictions, if any, imposed by Government.

4) He hold a Post, paid from general revenues.

Which of the above statements are correct?

1) & 4) only B) 1), 3) & 4) only

1), 2) & 4) only D) 1), 2), 3) & 4) only

Review Committee consisting of representatives from Administrative Ministry, Internal
Finance Wing and Executing Agency is constituted to review projects costing above:
Rs 10 Crores B) Rs. 15 Crores

Rs. 20 Crores D) Rs. 5 Crores

Which of the following is not “Fixed Asset” of which accounts are kept in the form of GFR
40?

Library Books B) Plant & Machinery

Computer Equipment D) Furniture etc.

Which of the following is loss due to depreciation?
Normal Wear and tear B) loss due to theft and fraud
Negligence after purchase D) Fluctuation of Market Prices

Who among the following is competent to abolish a ‘temporary Group B’ post in an
attached Office?

Department/Ministry B) Head of the Department

Head of Office D) M/o Finance
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70.

A)

71.

A)
C)

72.

A)
C)

73.

A)

C)
D)

To which of the following departments, the Delegation of Financial Power Rules (DFPRS),
1978 do not apply?

M/o Commerce B) M/o Parliamentary Affairs

NITY Aayog D) M/o Finance

The authority which has the powers to decide the extent to which enhanced powers may be
delegated to the “Head of Department” to incur ‘contingent’ and ‘ miscellaneous’
expenditure under schedule V and VI of DFPRs is:

Secretary, M/o Finance B) Joint Secretary level officer

Secretary of concerned Ministry D) Minister of the Concerned Ministry

Which authority is competent for ‘outsourcing a job’ by choice to specifically chosen
contractor?

Head of department B) Ministry in Consultation with Financial Advisor
M/o Finance D) In consultation with DGS&D

A Group ‘A’ Government Servant proposes to acquire an immovable property costing more
than Rs. 2.00 lakhs in the name of his wife. In this case, he is required to:

Obtain prior approval of the Government before such transcation

Give intimation to the prescribed authority within a period of one month of such transaction.
Give prior intimation to the prescribed authority regarding such transactions.

No intimation/approval of any authority is hecessary since the property is in the name of his
wife.

In case of dispute between two or more ministries in handling a particular subject, the
matter is decided by the:

Group of Ministers B) Committee of Secretaries

Cabinet Secretariat D) DOPT

Recovery from the pay of a Govt. servant as a punishment for any pecuniary loss caused
by him to the Government by negligence:

Should not exceed 1/3" of his basic pay.

Should be spread over a period of more than 3 years.

Be waived by the competent authority in deserving cases

Be made from the delinquent official spreading over a period of time till entire amount is
recovered.

When a government servant is marked as “dies-non”?

When the official remains in office but refuses to perform duty assigned to him.
When the official remains absent from duty without prior information

When the official becomes a habitual latecomer

When the official leaves the office without prior permission

The chief accounting authority of a department/ministry for budget formulation and
implementation is:

Financial Advisor B) Secretary

Head of Department D) Head of Office

What are the three parts of the Government Account?

Consolidated Fund, Employees Provident Fund and Pension Fund
Consolidated Fund, Employees Provident Fund and Contingency Fund
Consolidated Fund, Contingency Fund and Public Account
Consolidated Fund, Contingency Fund and Pension Fund
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79. i fRU MU el H W @ W we &7

BRAE [ B A Ul WIgl Bl d9a IR “Ts 1" 3ffehd far o A
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)
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A) ad 3) B) >ad 2)
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80. P AMel H B Ud (U U 4 ¥ @aRerd § | FrafeiRad & W | A 3l 3R JaRerd I -
1) AR @ forg #areT, afe a8 @l
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A 2),3) 1) 4) B) 42,3 1)
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A) SR gV P W B) SR T H
Cc) W <N P H D) i A A

82. T T DI & T dlchliolddl JTST &I T a9y wy 4 9 Fafdd gRT &7 Sul o :
1) HHAT 3 & A W Ha1 o 8

2) HHCT | & FH YA [T ST @
3) e 3 fadmT @ forg Ao i @
A) 1) 3R 3) B) 1) 3R 2)
C) 3) D) a4
83. MM RGN gRT T Fa @i, AT IS &1, B WK I & oG ... HRATS ARA BT ST |
A) IR B) JIATAITD
C) dchret D) HIES

84. TP Brgel AHMAA ol Bl WYl AR T ... & forg her fopam T2 @ -
1 THIT @ i | BF | A 10 99 @ oIy 9910 @

)
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)
)
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A1) B 2
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85.  WIgall @l [ Al H iR febar ST &?

1) goft g 2) ot 3) ot
A DI 3) B)  @dd 2)
c)  @ad 1) D)  @dd 1) 3R 2)
86. GOl B TS BIRE o PI IfRET # |
1) STHTT SAFIBRY 2) sifiera forfies
3) fgem arfrer 4) favmii sifier @
A1) B)  4)
c) 2 D) 3
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79.

A)
C)

80.

A)

81.

A)
C)

82.

A)
C)

83.

A)

84.

A)
C)

85.

A)
C)

86.

A)

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

A file will be closed and marked “Volume 1” before action is completed, if
1) The correspondence portion exceeds 150 pages;

2) The Notes portion exceeds 150 pages

3) The Notes and correspondence portion exceeds 150 pages

3) only B) 2) only

1) only D) 1) and 2) only

The papers in a case are arranged in a given order. Arrange the following from top
downwards:
1) Draft for approval, if any,

2) Note portion of the current file ending with the “note for consideration”

3) Running summary of the facts;

4) Reference books

2),3),1),4) B) 4),2), 3), 1)

1), 2), 3), 4) D) 2),1),4),3)

Each item of correspondence in a file will be given a serial number. It will be displayed
prominently in red ink on the of its first page.

Left top corner B) Middle top

Right top corner D) Centre bottom

The Urgency grading assigned to a case will particularly be reviewed by all concern when:
1) The case is submitted to a Minister

2) The case is submitted to a Secretary

3) The case is referred to other departments

1) and 3) B) 1) and 2)

3) D) All

The dealing hand will initiate action to obtain missing enclosures, if any
Quick B) Urgent

Immediate D) Prompt

A file will not be indexed if it is meant for:

1) Retaining less than 10 years from the date of closing.

2) Retaining less than 10 years from the date of opening.

3) Retaining more than 10 years from the date of closing.

4) Retaining more than 10 years from the date of opening.

1) B) 2)

4) D) 3)

Which category of the file(s) is/are to be indexed?

1) Category “A” 2) Category “B” 3) Category “C”
3) only B) 2) only

1) only D) 1) and 2) only

Recorded files will remain in the custody of .

1) Section Officer 2) Record Clerk

3) Dealing Hand 4) Departmental Record Room
1) B) 4)

2) D) 3)
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87.

A)

88.

A)

89.

A)
C)

90.

A)
C)

91.

A)
C)

92.

A)
C)

93.

A)

94.

A)
C)

95.

A)

The year of review of category ‘C’ files will be reckoned w.r.to the year of their and
that for Category ‘A’ and category ‘B’ files w.r.to the year of their

1) Closing, Closing 2) Closing, Opening

3) Opening, Closing 4) Opening, opening

3) B) 4)

1) D) 2)

A senior officer of the level of and above should be designated as Director of
Public Grievances.

1) Director 2) Joint Secretary

3) Addl. Secretary 4) Under Secretary

4) B) 2)

1) D) 3)

Which of the below given statement(s) is/are correct? If a publication may be marked “FOR
OFFICIAL USE ONLY’

1) It is not desirable in public interest to disclose.

2) The Minister refuses to lay it before the Parliament.

3) If it is a sub-judice.

1) and 2) only B) 2) and 3) only

3) only D) All

As per the departmental security instructions issued by the MHA, classified papers (other
than confidential) are expected to be handled

1) By the officer themselves

2) In Section designated as “secret” or “top secret”.

1) only B) 2) only

Either 1) or 2) D) Neither 1) nor 2)

The recording of classified files and their review in a section designated as “secret” or “top
secret”, is undertaken by the personally.

Dealing Hand B) Section Officer

Branch Officer D) Dy.Secretary/Director

The Periodicity of inspection of section, attached and subordinate offices and Record Room
is .

1 year B) 2 years

3 years D) 4 years

e-Office aims to address the fundamental requirements of the officer of the Central
Government in the area of

Efficiency B) Productivity
Transparency & Accountability D) All

Which of the following is/are not vision of e-office?

Paper less, efficient office b) Rules based file routing
Physical Signatures D) Both B) and C)
Which of the following is/are not objectives of e-office?

1) To meet the demands of citizen charters;

2) To enhance transparency and accountability

3) To increase turnaround time

4) No IT Solutions and best practices

4) B) 3)

2) D) 3) and 4) both
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96.

A)
C)

98.

SYINT T ST 1R, TS o FHARTT BT B § F A &7 I I B |
1) 60 Hfcrerd 2) 70 gferd

3) 80 Ufererd 4) 90 yfererd

2) B 1)

3) D) 4

At fAfld 7 O sla-ar e AR 1 3¢ 81 872
1) G & ol & TEHEROT AT R SHRT faeRoT et
2) d2at 3R 3TeRst a1 TET faeryor

3) 3T 87T 3R 3cargehdr

4) YT G Al

1), 2), 3) B) 1), 3), 4)

2), 3), 4) D) EFCTREN

PRI & T80 HH A1 Alegd [T & Bredl & WeR, BRI AT e B 9917 @ & oy
ST febar S 27

ERII| B) EISRELE|

ENISIECARIR ] D) Wl

IR URASHT & Ted [T & T BISall Bl ... UGS @l SIe

GRS wIge B) fawr ffeeor & SR W wigd W
3-ISel e D)  SWEd Wl

IRT B AT . Tt ¥ faaiford o B

1) I 2) I

3) | 4) \Y;

4) B) 2)

3) D) 1)

STl aferal oIk ol Ml gRT fa=ad JIR |aeT 9Rd & Jeiad & A1 .......... 4 YHIR fhy S
&7

1) I 2) I
3) | 4 v
4) B) 2
3) D) 1)

fafy Fod & & foly S @ SREIRYT IO | B, ... gR1 e Fuia W sggEr @1
SUIST B S AR |

1) UG Qe 2) IRT BRI I
3) BT AR AT HHAeT 4 T 3R W & g RS
3) B) 4)
2) D) 1)
g & foly sRieR) arie J, FefaRad 3 9 59 ® gaeT Sudel T8 ex1g ol &?
1) fIaRTE =maTer wWal a1 faavo
2) e Al & @fdd srguTer @1 Feee
3) A ATfadT & faRor
4) qore amded @ forv fommer e @1 faavo
2) B) 4)
3) D) 1)
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96.

A)
C)

97.

A)
C)

98.

A)
C)

99.
A)
C)

100.

A)

101.

A)
C)

102.

A)

103.

A)

Hindi alone shall be used for noting, drafting and other official purposes by employees who
possess proficiency in Hindi, if of the staff have acquired working knowledge of

Hindi.

1) 60% 2) 70%

3) 80% 4) 90%

2) B) 1)

3) D) 4)

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

1), 2), 3) B) 1), 3), 4)

2),3),4) D) All of the above

Which module under e-office is used for maintaining the repository (records) of files, office
orders etc. of the department?

e-knowledge B) Knowledge Management

Admn. Module D) All

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

Gazette of India is divided into Parts.

1) Il 2) 1]

3) | 4) \Y,

4) B) 2)

3) D) 1)

Advertisements and notices by private individuals and private bodies are published in Part
of the Gazette of India?

1) 2)
3 | 4 IV
4) B) 2)
3) D) 1)

In fixing a date which a Gazette Extraordinary should bear, the time schedule prescribed

by the should be observed.

1) Directorate of Publications  2) Govt. of India Press

3) M/o Law and Justice 4) Chief Controller of Printing and Stationery
3) B) 4

2) D) 1

In the Executive Summary for Secretary, the information on which of the following is not
made available?

1) Details of Pending Court cases

2) Direction of Parliament Committees pending compliance.
3) Details of Petition from the Public

4) Details of quarterly expenditure against budget allocation.
2) B) 4)

3) D) 1
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104.

fr=ferRag & & o “Tare 3R WeRwEe Tiififal ) R & ded e T8 87

1) gl D e 2) e o W R

3) ST @ Al S 4) JATeld 3R XERETG BT Ao
4) B) 1)

3) D) 2)

A / [T / drie R w0 | S el @l wael @ gt @ Sl S auf #
aTgd 81 3@ & |

2 B) 3 qY

4 9 D) 5 99

3T / afefaar @ Ruid &1 TR feei @ 3fex IT &1 W AR |
30 fae1 B) 60 fad

90 fa=1 D) 180 fad

fEd) oo o IR W 9D T o BT HRIT I R |

(VAKGEN B) 14 RideR

15 R¥ceR D) 16 R¥eR

DI A FUF el AL © —

T A ST o v FHARY A & § SR v @1 99 Al o foram & R S
U6 v & vy § R & 9 #fte wWem v R ol ®

f&<T Tfreror ST & Ted AT USiT NIeT U aX ol § |

I8 W3 BT exar & b Su RS § SR e &1 9 U e o g

W B T & WY § B & A Afge w¥em o aR off 2

aRa # frefed facel <ol @ e |l ok RRI @ SRS e @ & oA, ... FINRGNIGG]
ﬁ?‘CITTrI'HTﬂT%Q:
1) faemall favmT & STomTeT by
2) facer #ATerd @1 Bl 3R e JT
3) RTSTHTYT fmT
1) B) 2)
3) D)  ®lg T

wifafre Faw, ameRl e & SN WS & fEdl 3T ............ ERT GRIENT fopam S =iy
1) faerrall favmT & ST Yy
2)  afR WA @ fEa) orguTT

2) B) 1)

PIg el D) T

I A WIRER faee gaT A1 YR $UU H 918Y IS Qoidl § 98y WERdl UId @xd @ fog
ftpa forar T 82

Rord §& off sfean (srRdiers) Fa8 B) ARERE — 73 faeel!

AREITE BT 37 YA D) < d 3ff% gfew

facer Ja1 & o WHIRY W 3R 981 ¥ YA W RGN FHART & I 0T ... gRT a8 fou
ST

facel war & fie 89 @ fory ¥RT WHR

WHN HaT & oy Yerae 2 fdee WaR

CENIRERIESS

IRT RPN
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104.

A)
C)

105.

A)

106.

A)
C)

110.

A)
C)

111.

A)

112.

A)

C)
D)

Which of the following is not covered under the “Report on O&M Activities”?

1) Review of Files 2) Pending Audit Paragraphs

3) Annual Inspection of Section  4) Composition of O&M.

4) B) 1)

3) D) 2)

A Ministry/Department/Office will verify the services of particularly those officials who are
retiring in the next years.

2 Years B) 3 Years

4 Years D) 5 Years

Processing of the reports of Commission/Committees should be completed within
days.

30 days B) 60 days

90 days D) 180 days

Hindi Day is generally observed on every year.
12" September, B) 14" September
15™ September, D) 16™ September

Which statement is not correct -

An employee shall be deemed to have acquired working knowledge of Hindi, if

He has passed the Matriculation examination with Hindi as one of the subjects.

He has passed the Pragya examination conducted under the Hindi Training Scheme.
He declares himself to have acquired working knowledge in Hindi

He has passed the Matriculation examination with Hindi as the medium of examination.

The Hindi translation of the English text of Treaties and Agreements with foreign countries
and executed in India, should be got vetted by the:

1) Official Language Wing of the Legislative Department

2) Legal and Treaties Division of the MEA

3) Department of Official Languages
1) B) 2)
3) D) None

The Hindi translation of the English text of statutory rules, orders etc., should be got vetted
by the:
1) Official Language Wing of the Legislative Department
2) Hindi Section of the Concerned Ministry
2) B) 1)
None D) both

Which authority is authorised to receive the external aid from the External Funding Agency
in Foreign Currency or Indian Rupees?

Reserve Bank of India(RBI) — Mumbai B) RBI — New Delhi

Any Branch of RBI D) State Bank of India

The Travelling Allowance of a Govt. Servant on transfer to Foreign Service and on
Reversion therefrom to government service, will be borne by:

Govt. of India for joining Foreign Service

Foreign Government for reversion to government service

Foreign employer

Government of India
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113.

A)

114.

A)
B)

D)

115.

A)
C)

116.

A)
B)
C)

117.

A)

118.

A)

1109.

A)
C)

120.

A)

A Government Servant who does not join his post within his joining time, is entitled to:
Leave salary as due to him B) Only Basic pay due to him
Neither pay nor leave salary D) Full pay with allowances

The pay & allowances of a govt. servant who is dismissed from service cease from:
the date of dismissal

the date of suspension from service

the date from which he has been proved to be guilty

the date of dismissal of his appeal

A government servant working in a foreign service receives pay with the sanction of the
government from:

State Government B) Public Sector Undertaking

Union Territory Administration D) Indian Mission Abroad

If a Govt. Servant dies while in service leaving behind parents (father and Mother), one
brother and two sisters (one married and the other unmarried), the death gratuity shall be
paid to the family in which of the following manner?

To all in equal share

Only to Parents

Only to Father

Only to parents, brother and unmarried sister in equal share

Which of the following statement(s) is/are correct while considering?
Daily Allowance is payable to a Government Servant:

1) For his absence on duty from Headquarters.
2) For his enforced halts occurring en-route
3) For his enforced halt at tour station
4) For his extension of tour on health ground
1) only B) 2) only
1), 2) & 3) D) 1), 3) & 4)

Central Government has decided to abolish which of the following, based on sixth Pay
Commission Report?

House Rent Allowance B) Bad Climate Allowance

Remote Locality Allowance D) City Compensatory Allowance

Recurring Expenditure means expenditure incurred:
Occasionally B) at Periodic intervals
at the discretion of HOD D) Half Yearly basis

Which of the following is the Appraisal Forum for considering schemes/projects of non-plan
expenditure costing Rs. 100 crores?

Standing Finance Committee B) Expenditure Finance Committee
Committee on Non-Plan Expenditure D) Public Investment Boards
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