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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. Who can be appointed as inspecting authorities?
1) Officer of or above the level of US/Desk Officer
2) Any Group ‘A’ Officer
3) Group “A” Officer who do not handle any part of the work of the Section/Desk.

A) 1) and 3) B)2) & 3) C)1),2)&3) D) 3)
2. The Record Room in the Department will be inspected in association with-
1) D/o AR&PG 2) Internal Work Study Unit (IWSU)
3) National Archives of India (NAI) 4) Staff Inspection Unit (SIU)
A) 2) B) 3) C)4) D) 1)
3. Designated Section for handling Internal Work Study (DSIWS) will submit to the Secretary
about the progress of Inspections at the every
1) Month 2) Fortnight 3) Quarter 4) Year
A) 2) B) 3) C) 4) D) 1)
4. In the case of record room, a copy of the Inspection Report should invariably be endorsed to
the
1) Staff Inspection Unit (SIU) 2) D/o AP&RG
3) National Archives of India (NAI) 4) D/O Expenditure
A) 4) B) 3) Q) 2) D) 1)
5. Periodic Inspection of a Section/Desk is not done by
1) O&M Officer 2) Branch Officer
3) Dy.Secy./Director 4) Wing In-Charge
A) 2) B) 3) C)4) D) 1)
6. The Significant points emerging from the inspection reports may be brought to the notice of
D/0 AR&PG for further necessary action by the Ministry with the approval of
A) O&M Officer B) Minister C) Special Secretary D) Secretary
7. Which of the following areas of Office Work are amenable to automation?
1) Storage and retrieval of information 2) Processing and delivery of information
3) Document creation and duplication 4) Faster Communication
A) 1), 3),4) B) 4),1),2) C) 2), 3), 4) D) All of the above
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e-Office aims to addressed the fundamental requirements of the officer of the DeitY in the
areas of

1) Efficiency 2) Productivity

3) Transparency & Accountability 4) All of the above

- Which of the following is/are not the vision(s) of e-Office?

A) Less Paper efficient Office B) Rule based file routing
C) Physical Signature D) both B) & C)

Which of the following is/are not the Objective(s) of e-Office?

1) To meet the demands of citizen charters

2) to enhance transparency and accountability

3) to increase turn-around time

4) effective resource management

5) Improvement in govt. Responses

6) No Information Technology Solution and best practices

A) 6) B) 2) C)3) D) 6) & 3)

The controlling module in e-Office is .
A) e-Record Module  B) Date Module C) Admn. Module D) e-file Modulde

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

The Record Manager Module of e-office does not envisage

A) Disaster Recover Site

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

D) Requisition for referencing e-record created outside the Department

Which module under e-office is used for maintaining the knowledge Repository of the
Department?
A) e-Knowledge B) Knowledge Management  C) Admn. Module D) All of the above
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It is necessary to keep record in each case because of:

1) What has been done? 2) Why it was so done?
Which of the Statement (s)given above is/are correct?
A) 1) only B) 2) only C) both 1) and 2) D) neither 1) nor 2)

Central Secretariat Manual of Office Procedure (CS-MOP) provides a close relationship among:
1) The organizations  2) Procedure of work 3) The functionaries

- Which of the above is/are correct?

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

The objectives of Central Secretariat Manual of Office Procedure (CS-MOP) are:

1) To create awareness about various process and practices at the cutting-edge level.
2) To sensitive new entrants inducted at various levels in Government.

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

A) 2) only B) neither 1) nor 2) C) both 1) and 2) D) 1) only

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?

A) DoAR&PG B) IST&M

C) e-Gov Division of DeitY D) Training Division of DoPT&T.

Lengthy summary or statement containing detailed information conceming certain aspects of
the question discussed on the file is not incorporated in the main note kept in the “Appendix
to notes” because:

1) It is likely to obscure the main points in the main note.

2) it makes the main note unnecessarily lengthy.

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

A) 1) only B) 2) only C) both 1) & 2) D) neither 1) nor 2)

‘Case’ means-

1) A current file 2) A current receipt 3) Other related papers, if any
Which of the above is/are correct?
A) 1) only B) 2) only C) both 1) & 2) D) 1), 2), 3)
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Resident clerk is not posted in which of the following places?
A) Resident of a Minister B) Central Issue Section
C) Central Receipt and Issue Section D) Central Registry

A dak bearing a security grading is know as:
A) Personal dak B) Restricted dak C) Classified dak D) Secret dak

Which of the following written communication does not cover under dak?
A) e-Mail B) SMS C) Wireless Message D) Fax

Which of the following do/does not come under the meaning of a ‘Department’ as per the
First Schedule to the GOI (Allocation of Business)Rules, 1)961) as amended from time to time.
1) Ministries 2) Departments C) Secretariats 4) Offices

A) 1) only B) 2) and 3) only C) 1) and 4) only D) None of the above

Who of the following is /are entrusted with the responsibility of maintaining section diary?
1) Section Officer 2) Diarist
A) 1) only B) 2) only C) both 1) and 2) D) neither 1) nor 2)

Arrange the following in ascending order:
1) Wing 2) Section 3) Department 4) Division 5) Branch
A) 1),2),3),4),5 B) 2),5,4),1),3), ) 3),4),1),5,2) D) 3),1),4),5,2)

A note of ephemeral importance is know as
A) Margin note B) Routine note C) Self contained note D) Self-explained note

Which of the following is not a security grading?
A) Personal B) Top Secret C) Secret D) Confidential
A) 2) B) 4) ) 3) D) 1)

Which of the following is/are not an urgent dak?
1) Telegram  2) Fax 3) E-mail 4) Telephone call
A) 2) B) 2) and 3) C) 4) and 2) D) 4)
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Correspondence portion of a file does not contain

A) Receipts B) Notes C) Issue D) Office copy of self-contained ID Notes.
Registration of receipts in the is known as diarizing.
A) Computer B) Section Diary C) Personal Section Diary D) All of the above

Six general principles are to be observed while taking action on receipts.
Which of the following is / are not among them?

1) An officer will himself initiate action on as many receipts as possible

2) Number of levels to be kept minimum

3) Paper work will be kept at very maximum

4) Least possible time will be taken for examination and disposal of cases

5) To optimize the quality but not quantity of work

A) 1), 3) and 4) B)2)and5 C) 2) and 4) D)3)and5

Action on receipts will be so organized that it results in

1) Speedy decision 2) Correct decision-making process
Which of the given statement(s) is/are correct?
A) 1) Only B) 2) Only C) Both 1) and 2) D) None of the above

Who goes through the receipts and separate urgent receipts from the rest?
1) Section officer 2) Diarist 3) Dealing Hand 4) Typists
A)1) B) 2) C)3) D) 4)

Making the entries in the notes portion of a file about the serial number assigned to each item
of correspondences is know as:

1) Indexing 2) Filing of paper 3) Referencing 4) Docketing

A) 4) B) 3) Q) 2) D) 1)

Who takes immediate routine action on a note?
1) Clerk 2) Dealing Hand 3) SO 4) Branch officer
A)4) B) 3) C)2) D) 1)
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No notes are recorded in cases of:-
1) Urgent nature 2) Priority nature 3) Repetitive nature  4) Difficult nature
A)2) B) 4) C)1) D) 3)

Ministries / Departments will prescribe standard process sheets for dealing with cases of
repetitive nature through:

1) General instructions 2) Special instructions

3) Security instruction 4) Departmental instruction

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

For addressing issues, the Secretary of the concerned department should have the
flexibility to create inter-disciplinary teams.

A) Simple B) Complex C) Multi-farious D) Cross-cutting

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

1) Additional Secretary 2) Director

3) Special Secretary 4) Secretary

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

A self- contained note is used for dealing with_____ as per functional approach to noting:
1) Problem solving cases 2) Routine cases 3) Normal Cases 4) Ordinary cases
A)1) B) 3) C)2) D) 4)

In case of deviation ( major or minor) from normal procedures or rules other than trivial:-

1) The reasons are recorded in writing justifying such a deviation

2) The decision-making authority shall ensure it

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

A) 2) B)1) C) both D) none of the above
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Who in the receiving department note on the file straightway if the reference requires
information of a factual nature or other action based on a clear precedent or practice?

1) Section officer 2) Under secretary
3) Desk officer 4) Dealing hand / initiating officer
A)2) B) 4) C)4) D) 1)

All points emerging from intra-departmental and inter-departmental oral discussions and the
conclusions reached will be recorded on the relevant file by the:

1) Section officer 2) Branch officer
3) Divisional head 4) Officer authorizing action
A) 4) B) 3) C)1) D) 2)

An officer can give oral instructions in respect of all matter on which:

1) he has powers to decide

2) his subordinate has power to decide

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

A) 1) only B) 2) only C) both 1) and 2) D) none of the above

Routine notes and routine receipts, and office copy of communications issued are:

1) kept on the main file 2) Placed below the file
3) placed below the file in a separate cover.
A) 1) only B) 2) only C) 3) only D) all of tha above

When a number of papers put up in a case are to be flagged the slips will be spread over the

entire of the file, so that every slip is easily available.
1) Width 2) Length
A)1) B) 2) C) both D) none of the above

How files are to be linked?

1) strings of the file board of the lower file will be tied around the upper file
2) file board or flap of the upper fiel tied underneath.

A) both B) none C) 1) only D) 2) only
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48.

49.

50.

51.

52.

53.

el A9 T T fFAT ST § TET "dichifaear " AT oAt &1 sEdATr
81 T STeem:

1) TSI ATHAT 2) dAarEd T
3) MNFTHAT / TIGHT 4) fruA3t weet
A) 3) B) 2) c) 1) D) 4)

R amrel # #@ & JreHled A1 MaREFAT § A WEA W HEEY
EaRT 3T &R FIEA ¢
A) HICYH WEF  B) ITHTer HAFHY ) Iaw Wl D) 39 wia/fagers

aRes TR W §77 - 07 W AR & v ywwqa e 9« are dufafr et &
TaTAF &

A) T Ale B) d24l #T HfAF FARr

C) TURN Mg BrE D) qdadl qEa®

T B I TH WY ACY GRS &A1 ¢ 910 3% qURT IepAfed Ted
F TITG JYAT TATS IR A T AT U9 ¥yagR A FRATET 9ia AT BIEAT H
T@T a7 8

1) 3repormar JrfarrY 2) emar Afas
3) Feard e rqemer & oY 4) AW I FA FT IAEA & g AHAFA
A) 3) B) 1) C) 4) D) 2)

T THT - AT W AT squaoEEney dR e fwdh) fAgamEe, 2)002)
& ded Usgufd & A7 A 9a av AR Asufea fFw v e st aew faf@at
W gl FT FFhd §

NIR I FIF A 3R 305 3 F & § AFRPT T1 =9 FREET F TR

S FfaE
2) 3T TSR
A) Had 1) B) Fad 2) C) ar D) #FI$ S

H9 U9 JdeR U ATUSHN & a7 & gaOfq a1 RAfeaa Far smear oo
1)y ag v ref P a9 @

2)afe 3§ TENEdar FeffFa frar @

3) 3l 9% sgd ST & A Agea Ul ¢ (AT T )

4) USRI 3TH TT AeiesT & & fav v dgax Fufa & gom

A) 1) 3k 4) B) 1), 3) 3ix 4) ) 1),2) 3k 3) D) @it

Page 15 of 37 (DeitY/SO/I11/2013)



48.

49.

50.

51.

52.

53.

“Urgency” grading slips will not be used where label is used:
1) Court case 2) VIP reference 3) Lok Sabha/Rajya Sabha 4) PMO reference
A)3) B) 2) Q1) D) 4)

In cases where the minister’s approval is required, the file should be initiated by
concerned.

A) Dealing Hand B) SO C) US D) DS/Director

is essential in long drawn cases calling for consideration at senior levels from time to

time.
A) Standing note B) Running summary of facts
C) Standing guard file D) Preceding book

passes orders on the file simultaneously whether the draft approved by him should be
kept on the file along with the office copy of the communication issued on fair or not?

1) SO 2) Branch Officer
3) In- charge of Central Issue Section  4) Officer approving the issue of a draft
A)3) B) 1) C)4) D) 2)

Who can sign orders and other instruments made and executed in the name of the President

under the Authentication (orders and other instruments) Rules, 2)002), as amended from time

to time?

1) An Officer having regular or ex-officio Secretariat status of and above in the rank of Under
Secretary

2) Desk Officer

A) 1) only B) 2) only C) both D) None of the above

When a communication should be addressed or marked to an officer by name?

1) If it is a demi-official letter.

2) If it is classified in nature.

3) If it is very Urgent or important (Election duty).

4) The officer would be in a better position to deal with it.

A)1) & 4) B)1),3)&4) €)1),2)&3) D)AIl
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54.

55.

56.

57.

58.

59.

60.

61.

I AR TF H IE HAGT GART T AUt F HTAR 0 A T gl

gler =aifee
A) 91¢ Fiat B) i Fiat c) fiw & D) Afése agd

T S & yread © S 3T 9T FH USET gelid F A Ui ST g
A) @ B) &I C) FrelT D) e

qsrmw#mg%gtr FreTeretat 1 FAT fRar Strem aifRw
1) eB3Y 2) BreRdY 3) FregeY ¥ o amar Riesmse
A) ad 1) B) &had 2) C) &ad 3) D) &3

Taoo T4 gaER AR FHETET yfawi #1_ TFaE 98 A Fead Wew e &
et &t sar oar @

1) AT qEa® 2) @ QFaF 3) TRRN qFAF  4) WUARE [EaF

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

Faos gfedl # ___ HaW 4@ gU ey BRI Seen Si9 a5 s g a R
=T B

1) 3mer 2) e 3) gt 4) 1)5

A) 4) B) 2) c) 1) D) 3)

i il g § el # yRT 33 ¥ g 3R FEr W 9l Fr Fwed }
1) faavor @re 2) s WP 3) emfwe slt 4) fetw sl

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

dchTd GATAR &Y ——mmmmmmmm AT ST

1) T & & ax 2) TF dR 3) R 4) drel
A) 3) B) 2) c) 1) D) 4)

FieT AT AT " West REAT "H @RE@E FaT
1) & = 2) sfiw srepsmer 3) 1 37=T3TT 4) WA ITHTT
A) 1) B) 3) Q) 2) D) 4)
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54. In a D.O. letter, the national emblem shall be in the of the letter head, in accordance
with the instruction issued by MHA.

A) Left Corner B) Right Corner C) Centre D) Not specified
55. A D.O. letter from an officer exhibits the National Emblem in Colour.
A) Red B) Green C) Black D) Blue
56. Enclosures to be attached to a communication are to be:
1) Typed 2) Photocopied 3) Computer printout taken
A) 1) only B) 2) only C) 3) only D) all
57. Fair communications and office copies are sent to the dispatcher of Central Issue Section in
book.
1) Callbook  2) Log book 3) Peon book 4) Messsenger book
A)2) B) 1) C)4) D) 3)
58. Fair copies will be typed with spacing unless otherwise directed.
1) Half 2) Single 3) Double 4) 15
A) 4) B) 2) C)1) D) 3)
59. Before the drafts are handed over to the typists in a centralized typing pool, these are entered
in the:
1) Distribution chart  2) Dak register 3) Typist diary 4) Issue diary
A) 4) B) 2) C)3) D) 1)
60. Urgent communication will be dispatched ---------- .
1) Once a day 2) At once 3) Promptly  4) Urgently
A)3) B) 2) C)1) D) 4)
61. Which Section maintains “Reference Lists”
1) Central Registry 2) GA Section 3) Cl Section  4) Vigilance Section
A)1) B) 3) Q) 2) D) 4)
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62. feeht erwhw RAERFT F FE & garr I FFar s §:
1) s 2) #FAFsa gRaEeT 3) fluwar  4) Tseufa wfREey

A) 1) B) 2) c) 3) D) 4)
63. gaNT IHY RAX EAlwIT @ RAX R & afddea &7 & @ amwen ik
atss

FFAFRET GERT T 3/ 3re9T | [@T S

A) TEAR fdemer B) T C) msdt D) 9 HAT

64. HEfAT 9T umrel (Yonferdt ) F ¥ Fi H wREeT F v 7 &
1) FEATCHS IS A4 YOIl
2) vy TIda0r F YR W TF T TH (TFIRIET)

A) Fae 1) B) 2) c) axr D) H1§ Ad

65. FIfiGd FrIeTAl W FNAE F T, # fafea e 1 srequres fRar
ST
1) TH3dY 2) Wiy & faam et
3) farsmmaftr gRaw e 4) Ffaae afarea @ERr o v v geaT ee
A) 2) B) 1) ) 3) D) 4)

66. FT A @ FlT @1 . gfRarey & s ddA g9 arell  $I5ad F&AT yormel 1|t &
TF WA Qe g 7
1) 2) . 3) '3 4)
A) 1) B) 2) C) 3) D) 4)

67. ﬁmwmﬁmgmmaﬁmﬁaﬁ QT ST

1) a1l wapfar & wiftan 2) gitaat X & 3 Al FF gIreaan
3) Fafffad g 4) BT3e '3 95 A W S arelt wiieaan
IR F FiT a1 & AE &2

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

68. TS WIEA VaEeX # fhdar F1ad gid &2
1) 4 2) 6 3)5 4) 7
A) 1) B) 2) ) 3) D) 4)
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62.

63.

64.

65.

66.

67.

68.

Delhi Official Directory is issued by:

1) DOP&T 2) Cab Sectt. 3) PMO 4) President Sectt.

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

The RAX directory of RAX telephones issued by the shall be maintained Personally and
discretely by the senior officers themselves.

A) DoT B) RAW c)iB D) MHA

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

2. FNS based on subject clarification (Conventional)

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

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

1) MOP 2) CVC guidelines

3) Departmental security instructions 4) security instructions issued by cabinet secretariat.
A) 2) B) 1) C)3) D) 4)

Which of the following is not a common separator in both the File Number System in use in
the sectt.

1) l_l 2) l.l 3) lol 4) l/l

A)1) B) 2) c)3) D) 4)

No new files will be opened for dealing with-

1) Receipts of a purely routine nature

2) Receipts, by noting the reply on the receipts itself
3) Classified documents

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

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

How many columns are there in a file register?
1)4 2)6 3)5 4)7
A)1) B) 2) C)3) D) 4)
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69. WIZH IR F Flaw 6 IJeYAa " # ylAfear o #ir o ¢
1) w13 sl Affcw w87 #
2) BIFA e AT / AT A TGRS A A §
o Y I qrell BISdl d1 RfETT fFar sar #
A)had 1) 4T 2) B) Had 3) C) Fae 1) 3k 3) D) T

70. UF HifAF BI5d H AT T F Fq7 MfAST &
1) HRAE A A= arelt T 2) FNag fHT I T AR
3)FRATE T A arelr feroquiy 4) fawg @ gefta fecuforar
A) 1) 3T 4) B) 1) 3k 3) ) 1),3) 3k 4) D) wsft

71.  R&E A arer fRemer / srepsmr
1) 95 wgel &t Renfaa , g7 qeiigra 3r9ar 398 9 G WEAT AG STOw
2) Furely =Te] BrEEl B FE HIM
3) fasmar / pemar FY IO FefIor AT F HTER A$ BIEA G
A) Fger 2) 3T 3) B) Faa 1) 3X 3) cC)Faw 1) dur 2) D) Tt

72. UF WA F UA: TG AT -
1) wIga TEAT AR v W WG TT @ yrea fHAr e
2) wAER # gfodr deqedt femer @ anft seef
3) TR T 9faAT F M BI5T F yrod fRAT SATTIN
IR U T a9 (@9 ) A ¥ ST ar @ 2
A) 1) 3k 2) B) 1)3ik3) C) 2) 3k 3) D) wsi

73. o &1 € BrEdl A IEER , AFE H aTE Brsal # Rfgaa Far amar &
1) ®a TR 2) et s 3) BISel ITATSITEl ST 4) AT SR
A) 4) B) 2) Q1) D) 3)

74. IRUN® G FdaX YOITell A TF fQses @Fea & @ slq @r &2
1) =T 2) T 3) 3er 4) st
A) 1) B) 2) C) 3) D) 4)
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69.

70.

71)

72)

73)

74,

The entries in column 6 “Remark” of the File Register are made when
1) The files is transferred to the Departmental Record Room.

2) The files is transferred to the another Section/ Department.
The file is marked for destruction.

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

A part file is normally consist of:

1) Receipt dealt with 2) Issue dealt with
3) Note dealt with 4) Notes relating to the subject.
A) 1) AND 4) B) 1) and 3) C) 1), 3) and 4) D) All

The departments /section taking over the records-

1) Will not divide, reclassify or renumber he closed files

2) Close the current files at the earliest possible stage

3) Open new files according to the department’s/section’s own scheme of classification.
A) 2) and 3) only B) 1) and 3) only C) 1) and 2) only D) All

While reconstituting a file-

1) The file number and subject will be obtained from the file register

2) The copies of correspondence will be sought from the corresponding Deptt
3) The copies of correspondence will be obtained from the guard file

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

A) 1) and 2) B) 1) and 3) C) 2) and 3) D) All

Movement of recorded files, linked files are marked in the -
1) File Register 2) Issue Diary 3) File Movement Register 4) Section Diary
A)4) B) 2) C)1) D) 3)

Which of the following is a separator in the conventional file numbering system?
1) Zero 2) One 3) Dash 4) Dot
A)1) B) 2) C)3) D) 4)
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75.

76.

77.

78.

79.

80.

------- F F 30wt 3k 39 3R & & F 3RwRA & @[ e g5

SIFAId T S H 39 HAFRAT § YIod FRG A AT F I@@E
F3

1) 3R "R 2) 39. §faa 3) fager = 4yagFa afg

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

A Re 7T qy= F @ Flq @r G

1) IRIRF BT AGRT YOIl &, g BIser & (T IR 3iF) BEd @i FT a9
ghem

2) FHCHE BISH AGRIT YoITell &, T BISd H BIEd @it HT g¥ g (a¥ Hr
g arell 2) - T &)

A) Q=t B) %adl 2) C) Faar 1) D) HI§ =gl

3F HRFH vorel F TEd vafdd S o i @ §
1) YR9R® qorrell #1 R E &

2) TF A% Yome Y TE ¥

A) ¥ad 1) B) Had 2) ) el D) #I§ gt

A A BIET FTEAT 1)/5/2)01)1)-HR &, '1) ' T &1 yfafafdcg #ar &
1) AETS ofiy 2) 7 37 MY 3)F[uee  4) & oY
A) 2) B) 3) Q1 D) 4)

IRuR& gorrell ( fawwr geffevor av smaia sz FaEa yomelt) F dgd & B

W TF BEd a6 IJEfed fFar s SEd Reafe@a afaa &

A) #AT® M F Imafed w7 w&ar 3R AF M F dga af F ke @l T
BISd 6 HH &7

B) BI5 @A T a¥ (WY IR 31h)

C) THTT Y Ygdlel FIA aTell T WA a1 / el

D) 39X & Hsft

THAT F Hgar AR A aRwg (Wt F AR A Ao aife § . e
# ¥ i a1 At w1 Rewr 7@
A) Ffaae 7= B) =g &l (3mSR ¢) U= &t D) 37 s
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75.

76.

77.

78.

79.

80.

The Personal staff of officers of the rank of ------- and above will maintain the movement of
papers received by their officers in the respective personal section diary.

1) Under Secretary 2) Dy. Secretary 3) Director 4) Jt. Secy.

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

Which of the below statements is/are correct?

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

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

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

The filing system prevalent under desk officer system:
1) is like the conventional system
2) is like a new system
A) 1) only B) 2) only C) both D) None

In the case file number 1)/5/2)01)1)-HR, ‘1)’ represents the
1) Standard head 2) Standard sub-head 3) Separator 4) Territory Head
A) 2) B) 3) 01 D) 4)

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

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

B) the year of opening the file (all four digits)

Q) an abbreviated name/symbol identifying the section

D) All of the above

As per MOP, the Council of Ministers (COM) consists of the categories of Ministers. Which of
the following is not a part of COM?
A) Cabinet Ministers B) MOS(lI/C) C)MOS D)Deputy Director
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81.

82.

83.

84.

85.

86.

87.

88.

Tegafa WA & Irqede F d6d W & FE AR F gRUEH dq-3aT
¥ fav fage S Fan

A) 52) B) 87 (1) C)77 (3) D) 84 (1)
Rameir oo shal # fafoa &
A) IR B) Ui c) et D)ax

Fia @ 37 v W vF Q[ & gafew GareaT s &2
A) FeT B) faar C) amEr D) WeTeT

Al Y IRAF FRAOE 3H dR | FEF qurT i s @
A) gI&T  B) HEAIRAT  C) HEGH HETIHI D) A=Y

Wl #AAT & ThIpd AT ® , FAd & agd Niw , & vw 3 30y fFas ggrn
yoarafara afFaal &1 gaer #a §

1) Iseafd 2) yuEHEET  3) TETw dw 4) TaTm FA

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

FlT TF AP F Hfiax vF ATET F I F T F FT T 82
1) afRa 2) ¥gFd wiE 3)afiss e 4) 39X AR
A) 2) B) 1) 3k 3) ) 2) 3R 4) D) 2), 3) 3 4)

AT & @ Fla a@r 9ol F T FA I AL Far 82
1) 3raX wfRa 2) afitss faeaws 3) 37 A 4) ¥gFa faeers
A) 1) B) 2) C) 4) D) 3)

fafafaa a9 w ot F:1

1) mfafy & fBFews Aam

2) EhPIT ieT hY TRIfAT FIAT

3) fAgiFaat i whifAer Hweer

4) AT I ThfAT FE (AT 3w 31t safFaera)

divw / div / ¥ & ST & GET H FiT @ W QU 30 9= (=) F F @@
Tt &2

A) 1) 3k 2) B) 3) 3ilX 4) C) 3TEFd waft D) %ad 4)
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81.

82.

83.

84.

85.

86.

87.

88.

The President shall issue rules for convenient transaction of the business of the Govt. under
Article of the Constitution.

A) 52) B) 87(1) C) 77(3) D) 84)(1)
A departmental is divided into organization units.
A) Four B) Five C) Three D) Two

Which is generally the highest organization unit in a Department?
A) Cell B) Wing C) Branch D) Division

Initial handling of cases is generally done by.
A) Assistants B) Attaches C) Dealing hands D) Clerks

In the Integrated Headquarters of Ministry of Defence, the Vice Chief of Staffs, the PSOs, etc.
exercise the powers delegated by-

1) The President 2) The Prime Minister 3) The Chief of Staff  4) The Defence Minister
A) 2) B) 3) C) 4) D) 1)

Who acts as in charge of a wing within a department?
1) Secretary 2)JS 3) sS 4) Additional Secretary
A) 2) B) 1) and 3) C)2) &4) D) 2) ,3) and 4)

Who of the following does not act as Branch in charge?
1) Under Secretary 2) Senior Analyst 3) DD 4)JD
A)1) B) 2) C)4) D) 3)

Consider the following statement:

1) Taking dictation in shorthand 2) Screening the telephone calls

3) Screening up of appointments 4) Screening of e-mail (both official and personal)
Which of the above statement(s) is/are not correct with regard to functions of PS/PA/Steno?
A) 1) and 2) B) 3)and 4) C) All of the above D) 4) only
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89.

90.

91.

92.

93.

94.

95.

96.

97.

wF fQumr & el FRieE waifdar s & &
1) HaGY FHETET 2) releTEy FRT
A) 1) Faer B) %hdel 2) ) 1)3iR 2) =Y D) ar 1) ik 7 & 2)

mdvaden FfFw AR gfremor R{AAnr & dgd FRATITE
1) Hagy FHETET 2) srfiaey sRTeET
A) 3 1) B) daar 2) (M) 1)3iX2) g=f D) T @ 1) 3R 7 & 2)

fArfef@a & ¥ sl a1 v aifRfRs A a8 &
1) NHAI 2) NCSC 3) NHRC 4) SR gfawayT 3T
A) 1) B) 3) )2) D) 4)

Wﬁmﬁﬁr#a@ﬂwmmm&
1) WA ATIT 2) THI 3)37 s
A) &ae 1) B) %hael 2) C) %aer 1)3X 3) D) 39T & HaY

ANTHS I AW FT vH g
1) ¥agy FRTeY 2) Itiiaey FHeT
A) &ae 1) B) %hdel 2) o) 1) 3k 2) =t D) A ar1) dkaE 2

weEE AR ____ Hagy "EaS & & rerer AT §
A) STaFdr - B) 3= A AREF ) fawer Aot AR p) egauTe werw

FEET AT F R AHRAT F AFaerd e & ey i EEar
Fa & et 3t AR UF FT YT <39 fRaT 4w §
A) AT B) 3% Ok:ic) D) ersfer Far

FT Ig @A F AT GFAer § & gvanR § AT granr 9 g 3Red 51
TP AaX had AaX 3R § A« var fo@r = §

A) EEATER H¥a arel JITAHRY B) 3TeTHTeT Ay

c) BT fafde D) A) 3K B) @t

Friterr AT & R Remer i @@t s/ aur AT / FfERAt & a @ A&t 7
s ® fhEd garr wea R Srar @

1) T e 2) TSuGhH 3) fasi TeT®

A) Fad 1) B) %had 2) OFaer1) 3ix 2) D) FW &F weft
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89.

90.

91.

92.

93.

94.

95.

96.

97.

Who are the executive agencies under a Department?

1) Attached offices 2) Subordinate offices

A) 1) only B) 2) only C) both 1) and 2) D) neither 1) and 2)
ISTM is a/an office under DOP&T.

1) Attached offices 2) Subordinate offices

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

Which of the following is not a statutory body?
1) NHAI 2) NCSC 3) NHRC 4) Competition Commission of India
A)1) B) 3) Q) 2) D) 4)

Autonomous bodies discharge their functions in accordance with:
1) Memorandum of Association 2) MOU 3) Bye laws
A) 1) only B) 2) only C) 1) and 3) only D) all of the above

DGFTis a/an of the Department of Commerce.
1) Attached offices 2) Subordinate offices
A) 1) only B) 2) only C) both 1) and 2) D) neither 1) and 2)

Assistants and are two separate categories of dealing hands
A) Investigators B) UDCs C) LDCs D) Research Assistants.

During Office hours the personal staff members of the officers can take the assistance of
where the draft D.O letter has been typed.
A) Section B) Desk C) Source D) Typing Cell

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?
A) Signing Authority  B) Section Officer C) Dispatch Clerk D) both A) & B)

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

1) Central Registry 2) IFC 3) Perosnal staff

A) 1) only B) 2) only C) 1) and 2) only D) All of the above
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98.

FiT FETET TAT F TET WYRYT / AT 36 II°d g19I?
1) faomer & oY ¥ @ 2) Femer gERT 3W yAee ¥ fAv affa F%5

srferery

99.

100.

101.

102.

103.

104.

A) Fae 2) B) &ae 1) C) H§ e D) 1) 3k 2) =t

T IOE AT # @ 9 & 6T 1 sizex @it s F Qo @l

1) ARyHAFRE & a5 @

2) HIR FeifEa s AE @ren

3) @l @l a1 5% qur 7 Wi 7% FWiFa 517 F RAEE W FeAiRFa AW
TAE SR

IR RT T 9= (F90 ) A & ST @1 g

A) 39T & gsft B)Fae 1)3ik2) ) Faa 2) 3k 3) ) Faa1)3k3)

& "I T S w@s (3iF ) FH I @ e

1) WHE 3reHTer 2) IRENHTS T

3) WA 3fepsrrer 4) 3 3R TH AT

A) ¥ad 1) B) Had 3) C) &ad 1),2) 3k 3) D) Fae 1) TUT 2)

famfaf@a & ¥ Fia a1 s "TR F1 FraT ot 78 2
1) Wrcdshdr & 2) S =

3)3regfFaa 4) yTcdHdr & FEARR

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

IR / THA @ERT FAC @ 31 OER H TF F5 § GgAET AT § HS F

1) TUTHIAF FS  2) TEACHF 5 3) TN AEAHS HIS 4) F$ g
A) 1) B) 2) ) 3) D) 4)

s W 38H Witd & Re Feafaf@a sl @ sias off § ard 2
1) Ber$ 2) gsiieor  3) e 4) faaor
A) 1)3ir2) B) shael 1) C) Fad 1),2) 3R 3) D) 3W & HsfY

gy 3R tfieey FRfEdl # 3A R W sFdAe Fe I arer 99 cgaER &
T FT &

1) 9 2) el AEhIT UA 3) FRTET ATYA 4) 3§ 3t feoqof

A) 1) B) 2) 31kt 3) ) 1) 3 3) D) 1),3) 3 4)
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98. Who will receive ordinary /general dak outside office hours?
1) By the night desk of the department
2) Any other officer designated for the purpose by the Deptt.
A) 2) only B) 1) only C) none D) both 1) and 2)

99. Central Registry will open the covers of all daks except those addressed to
1) Ministers/officers by name.
2) CR will not open a classified dak
3) All opened dak, as well as the covers of unopened classified dak will be date — stamped.
Which of the statement (s) given above is/are correct?
A) All of the above B) 1) and 2) only C) 2) and 3) only D) 1) and 3) only

100. A reference list is maintained in which section(s)?

1) Parliament Section 2) RTI Section
3) CR Section 4) O&MSection
A) 1) only B) 3) only C) 1), 2) and 3) only D) 1) and 2) only

101. Which of the following is not a column heading of a dak register?

1) From whom received 2) To whom sent
3) Remarks 4) Signature of recipient
A)1) B) 2) C) 4) D) 3)

102. The dak registers maintained by the CR/FC are identified by a code.
Name the code.

1) Alphabetical code 2) Numerical code
3) Alpha-Numeric code 4) None
A)1) B) 2) C)3) D) 4)

103. Which of the following action on dak is/are completed on the day of its receipt?
1) Sorting 2) Registration 3) Invoicing 4) Distribution
A) 1) and 2) only B) 1) only C) 1), 2) and 3) only D) all of the above

104. The form(s) of communication to be generally used in corresponding with attached and
subordinate offices is/are:
1) Letter 2) D.O Letter 3)0.M 4) 1.D.Note
A)1) B) 2) and 3) C)1) and 3) D) 1),3)and 4)
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105.

106.

107.

108.

109.

110.

111.

Hagy T refiaer =Rt it s e |, 9 &F o FaRat & ay, o
HaER A & AT TR F FH T &1 sTdAT Far Sar g

1) 99 2) AT AT 3) et aEhIT 9A  4) E.A. feoqof

A) 2) B) 3) Q1) D) 4)

TGS FX, A 3R AEHT / iz Tl & F w1 qa97 EURT I e
MT el FT WA qaE A / Al T & wagy F sreqrerer fmar
ST

1) 9@ HATT 2)THE U
3) Ry # Ry F FAeT 4) st fasmer
A) Faa 4) B) 1) 3K 2) ) 2) 3R 3) D) 1) 3R 3)

59 GO #1 JARRAT daT R & AT 3 T F §1 AR & aq g4
frar arar § 3R T veg 1 AT 9 # AR & YT e & o R &9

FT STAATA haT FATRA.
1) 99 e 2) weer 3) A 4) §FHeq
A) 2) B) 3) C) 4) D) 1)

TR & &9 &9 T TAT T § HdRS RET & A0 0 sepeer o m & &
fore v e Smar | .

1) gRaT 2) FATAT AT 3) FRITAT MU 4) 3Teer

A) 2) B) 4) c) 3) D) 1)

e/t S WOt # e AR & seasusepe § o3
AT F T A I gerfAE FAAET / AT F G [@ER ) GF S §

1) feroqufy 2)qq

A) #ad 1)  B) Fad 2) C) grar D) #I§ aTEt

I FAAT | AT ¥ F A F ATER F HAAT 3H TR F AAFR qURT
PR FdiR Rt TR I sa a8

1) Bdfieee sregar 2) arEr RS 3) Ipaer wfUE®Y 4) R gad

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

ar ar Y ¥ e fwmer & @iw afady a1 TEERT F vE BRA QURT Y R S
g o

1) "isew 2)sisiew 3)diwaAst  4) AHAsT gREey

A) 4) B) 1) ) 3) D) 1) 3X 2)
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105.

106.

107.

108.

109.

110.

111.

This form of communication is used for corresponding with other departments and attached
and subordinate officers but not with its employee.

1) Letter 2) O.M 3) D.O. Letter 4) 1.D. Note

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

In editing, numbering and issuing of cypher/code telegrams, the instructions issued

by should be carefully observed in respect of external /internal telegrams.
1) Ministry of Home affairs 2) MEA
2) Ministry of Overseas India Affairs 4) Department of Posts

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

This form is used for communication with the general public to create awareness and may
take the form of audio-visual or written communication or both.

1) Press Note 2) Message 3) Advertisement 4) Resolution

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

This form of communication is normally used for issuing instructions meant for internal
administration.

1) Circular 2) O.M 3) Office order 4) Order

A) 2) B) 4) Q) 3) D) 1)

An attached /subordinate office may correspond with its administrative Ministry /Department
in respect of matters involving intervention /approval of another Ministry /Department in
a form.

1) Note 2) Letter

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

The decision to recall a file from another Ministry /Department should be taken at a level not
lower than that of a-

1) Divisional Head 2) Branch Officer
3) Section officer 4) Wing In-charge
A) 3) B) 2) Q1) D) 4)

The deadlock or impasse between two or more department are shelved by a forum like:
1) COS 2) GOM 3) PMO 4) Cab. Sectt.
A) 4) B) 1) C) 3) D) 1) and 2)
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112.

113.

114.

115.

116.

117.

118.

119.

120.

Pl UsT R / T T YU 89 & AU =R &7 & i I71 gem:

1) gSaiFel ~ 2)99 3)FrRITET AT 4) 3¢ qEHT 9T

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

Regw gauyad & RPeafef@a sl @ ot & affe e = &
1) Repifsar 2) ReereT 3) geoT: wifeeT 4) Berg

A) 1) 3k 2) B) 1), 3),4) ) 1),2),4) D) wsft

vl i RFfEr & Qv Fa FRaS & a1 o2

1) G E® 2) 3regaTer HfAHTY

3) s e 4) HEISY WEF /YTINT FI aren fawry

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

HFRE F e ga 6 7§ NeT - F A I §

1) 31 U3 2)9x 43 3)wfea ds 4)¥s ¥ QT A

A) 1) 3 3) B) %ael 1) C) %had 2) D) &ad 3)

el Wit Y s & wF SR aur ¥ Ifaw sl 71 fmar smeen
1)TH aR  2) & R J)ydF TR 4)9R §R

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

& & I 39 W & & F yveRAt F @B ww
FIfAS ITHTer A SN F HaQY H IS FAFRAT F AN 7 WAt = sd
H4E
1) 3R @R 2) 37 a9 3) ¥gFd wiaE 4) g
A) 2) B) 4) Q) 1) D) 3)

3oa AAFER # i afAe 7t §
1) emEr wsm 2) TSI Y 3) T gardY 4) womaiT Jreae
A) 3) B) 1) C)4) D) 2)

T HTAFRY IeTemer STARAT r Fa waAlaw FA

1) & G & & aR 2) dvfousd fed & & aX

3) TF ¥edg A TH OR” 4) TH 9@aTs H UF 9N

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

& FeffFa wsa A IR Feffwcor F v a¥ (auf ) § v IR AT A
ST,

1) T 2)ar 3)u 4)gH

A) 2) B) 3) C)4) D) 1)
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112. The mode of communication to a State Government /UT Administration will be:
1) Endorsement 2) Letter 3) 0.M 4) D.O. Letter
A)1) B) 4) C) 2) and 4) D) 2)

113. Records management covers the activities concerning:
1) Recording  2) Retention  3) Retrieval 4) Weeding Out
A) 1) and 2) B) 1), 3), 4) C) 1), 2), 4) D) All

114. Who initiate action for recording of files?

1) Assistant 2) Section Officer
3) Record Clerk 4) Dealing Hand/Initiating Officer
A)1) B) 2) C)3) D) 4)

115. Receipts submitted to officers move in -

1) Dak pad 2) Letter pad  3) Receipts pad 4) Note for pad
A) 1) and 3) B) 1) only C) 2) only D) 3) only
116. No receipt will be diarized manually more than including once in section.
1) Once 2) Twice 3) Thrice 4) Four times
A)1) B) 3) C)2) D) 4)
117. The personal staff of officers of the rank of and above will diarise receipts addressed
to their officers in respective personal section diary:
1) Under secretary 2) Deputy Secretary  3) Joint Secretary 4) Secretary
A) 2) B) 4) 1) D) 3)

118. Higher officer does not include:-

1) Branch In-charge 2) Section In-charge
3) Wing In-charge 4) Divisional head
A) 3) B) 1) C)4) D) 2)

119. The section officer will scrutinize the section diaries:-
1) Once in a day

2) Once in alternate day
3) Once in a week
4) Once in a fortnight
A)4) B) 3) C)2) D) 1)
120. Every classified file will be reviewed once in year(s) for declassification.
1) One 2) Two 3) Five 4) Ten
A) 2) B) 3) C) 4) D) 1)
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gRkTe1 B a8 9 A Giel 316 A 3MID! D 18 = HeT STe

Diety : SO/II/2013

THg I : A Ee Jftrpad  3ip -

150

10.

foemr-forcan

BT 3 gg-1 & Uget Ardl few e feenferden &1 weit wifd ug o

TRIET YRH 8 & R S 3791 JRIDT Bf ST1d I ¢, 3D HIoR Plg HI [T BT G3MT, TeT ganm AT

AT (3FIRIA) Y 37201 93] 37T =1 87| U1 8 WR 3701 IReiahT bl Rl et ai |

31T 3T Yl § feT g dias # fored | gRaeT # 5 3iR 7 ford |

gRATaT # 100 9991 & | T e fewal e 3 a1 |rorsit & ©uT g3 8| 9 99 & IR HHIad

e faw e &1 31Ut a8 3R g & TR 31 SR -yfRet # fufeed wxen ared €)1 afs 3ma e

& fop fow ge Hwifad 3aRT # v 3 31t Fel 3k 2 af 3117 39 3R i Ferfrga o oy a1 <wrafew

TS & | T TGN § 3ITISD! Ueb e BT bac Uah &l 3k o1 &

MU T T & IR, Hadl T §U 3T IaR-T36 W & | IaR-UFH H Y Yo & fo7e dadt

TS §TaT &1 3T 310 3R dhaet "A", 'B', "C' 3 'D" ¥ 3 W & &3 31eRI ¥ & | B pe-

Bic, Gad (e, Ffe gurar aur 3uReres o 3rafd 781 & U3 U8 M )R 3R B Tad 3R

T STE |

T gl & 37 I &

T g 2T & 3R 37 I U4 31U IaR-GRde! # dac fGT §T Wi UR 370 favor a=e1 21

ICR-UFH H T Y1 b IR A & F18 3701 Je-U7 9 IJaR-gRad! FRIeTd & gael < a | 3ud!

TRIET e Brs W AT o ST B 3RALT T8 2

X% B & foTe T5-2iie 3R-gReaT & 3rT H S8l &8 &

TTeTd 31 o feTe aus:

317t R Tt yBR ge=i(Objective Type) & Tad 3R & WX &8 &N

) I U & IR JPIcad 3R AT T8 & | TS TeTd IR b 1078 37 Je & fore HeniRa pa
3ich T Uap-figTs (1/3) &8 w0 e feran S|

i) ol 9 PR & QIY-UR/FARE P TTeTd IR A1 ST |

i afe o1g g Raa Bt man & ar gaawr 31ef ag amr Jem {6 snaelf 3 39 ye &1 3aR A&l
& & o 39 R ®1E < @ 6l &

gRkTe1 B a8 6 A Wil 316 A 3MUD! D 18 7 Hel sTe
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