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737:1 /Time: 2.30 tit/hrs 	
.IulI4r/Maximum Marks :1..50 

31-1M-Ff* / Roll No. 	311-71111 Thl" FEJT /Name of Candidate: 	  

ctiv ei 	 At in 31—#1fi' t211Wcr& tit ati- 
kindly Read and follow the following instructions carefully 

1. pi reitaT at 1:chtit WM( 150) WM, 1%""1" 307 3int at ftir Witt I 3MT -97 317 1T if ?AZT It. TT I 3TEM7 
xYaaFaT3i1T arg fa& tor* zrt 	A. f oltawr Ett 31t4-  vet 	t 3itT t alit -mta t t 
-oft trfrr t 3ircr MitaiwW t 	rgaaaarfadceraitiqat1tttriitit37ai-graisfY7tv A .  I 
This test booklet contains one gundred fifty objective type questions in Hindi and English. Before 
you start filling up your particulars, please ensure that the booklet contains requisite number of pages 
and that they are not torn or mutilated. If so, you may request the Invigilator to change the booklet. 
Similarly please check the answer- sheet also. 

2. scot- '4-1' at faV 7tir 3latelt w• Ter tit 391:11WF Th7t I .3T .F:411t a rtrTFR' a*-174 ITC as- ,-"Itc.i ;51 
crw 011 ,./.1 yrt *r ochtt t 

Strictly follow the Instructions given on the answer- sheet. If you do not obey the instructions, there 
can be error in evaluating of answer-sheet by computer. 

3. 1-4:r crsa-fir 4 tar fAtoir  	litraw tar fWzrat 3ltt d 	l r tifd ata+, Itarr # *Tzka' 
	a'AatRal trt FPL Flan /tat ti 
In this question booklet, wherever there is a reference to rules, Central Civil Service Rules and ser-
vice conditions governing central govt. employees working in Central Secretariat Service will pre-
vail. 

4. TaftWM-SI' t I ? 1I  I kW WI I Cr--21-gas  Sec& a' 0.25 3*W-a ...II 
All questions are compulsory. Each question carries I mark. 0.25 mark will be deducted for every 
wrong answer. 

5. siF2K"crV- 	aril 	• far ita I 5W4 1317 	ft Trell aru iweawr tidI iecj 	ii t 
3iltr+-111c4)ch 'WM WI ?Cat WV ##Trid# 5(1111 4 it frer3ltraT thilvddl 3M1-  raff array t 
Below each question, four alternatives or responses are given. Only one of these alternatives is the 
'correct' or the 'best solution' to the question. You have to mark the most appropriate answer of the 
possible solutions provided. 

6. 73 2 Ili .39 cocci Enr TTRIW(AtrAtrcief rdtifftra *I warn 	siFtw q3a 	lit* 
	 KW tett 	wraT 	i scat qc,cia 	 trtNT 4ccit 	FIT it Ilter tl N .411-  craw n vw it 
31filW f 1 arc 3cc1(1 at 4e ku ATM Altbill I 
Use only FIB pencil to darken the appropriate bubble on page 2 of the answer sheet. Give only one 
response for each question. If you wish to change a response, erase it completely and remark the new 
choice. Multiple responses to a question will be treated as a wrong answer. 

7. iFF W14 ;ma 	fr wt I srea -trvt 3r 	tw 751-fr wrzita ?Off wzrrt 
Rough work should be done on the question paper itself. One tlank page has been given at the end of 
the question booklet for such work. 

8. otrau %El411 ,-cf 070ER- Jccii cfW *RT fatATW apir qgto-  t 
After the test is over, you MUST  hand over the answer-sheet to the Invigilator. 

9. tic] cm, 3rtrar 3.7"1/2 ctc 	itictiut 	 .3.1FiTfa.  4tt I 
Use of calculator/any other electronic device is NOf permitted 
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1. 	 31 nit( 	 # 

14 , 441 #zIT 1119 

1. 2005 

2. 2001 

"..4 	2003 

199c! 

I. Right 	to 	Information 	Act was 

promulgated in the year 

1. 2005 

2. 2001 

3. 2003 

4. 1999 

2. 3111" ef 314 3ifttrAzi# aT **aide* 3tQzr 

1. 	 111 41.01 	Trtart 	It4t1 

ef 1rIcll at *toed TiRra cb•ticif 

2. 	iriaoifa4,  sir 	 41,1 ti 

# EffithIFT 3fri oldfal 	Mt 4, I teat

3. ow 	Wei 	Fri 4 Ailtf chia 

liern 61411.11 

4. 	 ?Fr 3iftri, 1923 d# f#117 

Wi-RT 

	

3. 3ITT tt 3T13 3rf*Fatr4 	3tWira trio 	3fa4. 

strItwirrr i# Miiigfita @IIIZv4 t 

1. 4T-rwhii) **moo faciebr fdccl EitErrrr 

1+0111 C511.(1 4t fa,zn ditil t 

2. YR tt 34 3ifted-EPT 71r-trial 	

tidiara rIT 11-4 4t 
3. kr-tits:Ha .4811601 farichr 	41i1 

Ir47# tIttfur iir+t# iftrer 4 fd 	qr 

4. ch 	3 alt AT-1-114, 18 	 Wt- ag 

twhii ri Mittft gra' chtcif t 311T3T 

att a t it t 

4. Itfr 4[4a 	 4 MR -a-3ft 	 t 

3i#7f# Trivri 4 Trait .31M-CW wt a4 

31W 1'41 441 	t-  3+14 3ilt"C 	Thl" 

fa 	tr.frit 

1. TN WIT 3illt+-11-  4.ta 	4,Ku. 

2. at 31-4t ti f"ftt ka 3-€6 3inte 

	3rErM sr9a-  *r 1r 	t 

3. rtra 34trwrtt 5r fackur 

4. 34iftct Wit a  

2. The declared purpose of the RTI Act is 

to 
I. provide information to public with 

regard to actions of a public 

authority 

2. promote transparency and 
accountability in the working of 

every public authority 

3. enable public to act as a watch-dog 

4. repeal Official Secrets Act-I923 

3. A Public Authority under RTI Act 

includes 
I. non-Government organisation not 

funded by Government 
RTI Act is not applicable to NGOs 

3. non-Government organisation 
substantially funded by Government 

funds, 
4. any non-Government organisation, 

irrespective of the fact whether it 
received funds from Government or 

not 

4. In case where information has been 

denied to the applicant seeking inform-
ation under RTI Act, the applicant shall 

be informed of 

1. the reasons for such rejection; 

2. the period within which an appeal 

against such rejection may be 

preferred; and 

3. the particulars of the appellate 

authority. 

4. All the three above 

S/1AAA/13-PII-C-1B 
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5. 	q fa tktJ.1 3fit1ai1? 	WM' t 

ra{ 31ItR %dell matt 	3i-47 3itirg 

14achi8 of CIFCia; *t 7r *itch t 

1. rt-a 1'47 

2. *IT ta 

3. TIM' itff 

4. fa-a 

6. sr-Eva wi a-6 wrzt 	nit 4,1401141 

knif4-sr thiera . 	 srthzerzr 

a'FTV TUFA' 	 chicif t 

rar t 
1. (Ica em•ii 

2. Th7FT 

3. zit7RT 6101 iri 

4. ci =mot  

5. An appeal against the decision of 
Central Public Information Officer 
maybe submitted to the appellate 
authority within a period of 
I. Fifteen days 
2. Thirty days 
3. Seven days 
4. Ten days 

6. Management function 	that helps 
maintain managerial effectiveness by 
laying guidelines for future activities is 
1. Leading 
2. Controlling 
3. Planning 
4. Organizing 

7. "Management By Objectives" was first 
suggested by 
1. Henry Mintzberg 
2. Frederick Taylor 
3. Henri Fayol 
4. Peter F. Drucker 

8. 411 clic114 Th-t 	Cr+1T 1-611,6664 	441 nwr 

t;ift Writa.  wr* *r Si 	qi 	Wtt and! 

1. 411 uleti 

2. acica 

3. ii(1 10e1 

4. fatilui 

9.51-41.1W WI 7-6.  Wit rati *mart gt tit ")" 

aRar 	 r 610111' i(9c(11 Mf6a.  

6 (11 it 34t et.,6() 

1. 241 

2. t11a1.i1 

3. ec.1 

4. ctcd  

8. Management function of determining 
how activities are to be grouped is called 
1. Planning 
2. Leading 
3. Organizing 
4. Controlling 

9. The function of management that 
involves filling and keeping filled 
positions in the organization is called 
1. Controlling 
2. Planning 
3. Staffing 
4. Leading 

7."3tzr 	4ati1 tr4tm" 

	 itzrr 'Tr 

1. tr 1.-acoi 4 

2. rc€ tat 

2. 	 tZtrgs  

3. Ira LTA gcht 

t1p11(1 Train trO.  



1.1 el *King, tlta+rt ef, faa ;TRW 
3rErRrzff t,"RsTrtzrar 31Ft 	9W' # 
dir' t 
1. stikrt 3TRF 

gurRRII- 

2. WRIT: 117RT WI ikr441e1 3ItZ STR# 

wv4 	 311t arr{F 

10.trw a flu.a 	afftrth-rft   311TheTer 
Wirq'lit2ft r riefciitich crfrakTur 	iichcir 

cf).  ch6c4 g 

1. Ma chit WI Wan' 
2. raei 	 fir lat-cllt 

3. /fOatif Wr FORTT 

4. zinaitT W iterf 

anma of ibirrtrth-r k Rat 4 IWnrrgita . 
 Oriel %Hui 	 t 

1. &TRW twhit 31ti Tif ilk tltmltl gr 
4-  04•1 *t fatuRtwr 

2. 30TR t11b 11 # 	 3111-  Raft tin 
tlta It1 vw rico tr f41.0ifzm 

3. aura' flit:hi( 	Traft Trzfz- r 	 # 

	tr faurlitwr if 
4. 3TRa +whit AT 113ft RT:f 	 

7+" 	tr Fauftm-r 

12. 

tI' 'lid  

3. WFRT: 30TR t CitirMt41 311t 30R-a. 
 (Itc‘fia 

4. Th7e4r: ilir4 	 31f( 

MTTZT41-6" 

13.RMTraW Rzuzrfter tl-  tkaitrm Th-Fatra 
al z ttR zfiY t 
1. +II of 	 Iftrrtmt 	3ccrarzr 
2. anzrffri-  4 WT0 

3. 11"dzit 31T chl 51141) WI prig 
wrzfrzrR 

4. a 34g 37:4 RtmYr 
tic -r WI mriF4-sur 

. Number of subordinates a superior can 
supervise efficiently is referred to as 
1. Span of authority 
2. Span of control 
3. Span of power 
4. Span of supervision 

Which of the following statements is 
true in the context of legislatures in 
India 
1. The Government of India and a 

few State Governments have 
bicameral legislature 

2. The Government of India has 
bicameral and all the State 
Governments have unicameral 
legislature 

3. The Government of India and all 
the State Governments have 
bicameral legislature 

4. The Government of India and all 
the State Governments have 
unicameral legislature 

In Parliamentary form of democratic 
government that India has adopted, the 
terms "Head of the State" and "Head 
of the Government" refer to 
1. The President of India and the 

Prime Minister of India 
respectively 

2. The Governor of the State and the 
President of India respectively 

3. The Prime Minister of India and 
the President of India respectively 

4. The Chief Minister of the State and 
the Governor of the State 
respectively 

G51111 

13. Which of the following is a pre-
requisite of social audit 
1. Reduction of wastage of public 

resources 
2. Reduction of corruption 
3. Efficient implementation of public 

policies and programmes 
4. Empowerment of people through 

transparency and other means 
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14.31T{ff  	 31-A3 111 le10 

Wart caw 	f+-7 	ti • 44 

311{ farpft * Iry ?alit wr fdcltfr 

firMfire # flThfazz t 

1. sirra MichIt (air fagdei) MIK 1961 

2. nrza a r#attires 

3. (nig mg trzfA tVig 
4. alga twoli 	 tithem) 	 

1961 

15.M.;:aMfika 	*la arr f4-4-{ur 	1:15e1 

4.1R mem * Wail tope' TIT # Fes 

war t 
1.	 31FT #Porga tiI 	1f 44 

i11 	ZaR441 	 3Craai 	 3ta: 

.1-111M t1iir4q 	WM' tel., 

ayItalia war, 311 -i-
saf4# war 

2. Ji eiSei 31tt 	elSel M 

M1d01e141 0610d1 ri-Mar 	 31?: 

HAIM Mel.r00 	W4T-4T t4T 

3. 3ia: Ha1M11r tuiraq 	n-rar tAT, 

39-traiur war, altr at erlf•acit at 
1,0:1 	M-1-41" 

4. iali5e1 31St eRdiSei 	 tiIZIi't at 

tlasla1M t1F14c11 37FaT °MIMI 

16.504Wit 	41610c11 *lir 	TM 

aci \Ammo 14,44 solo Fs-4r Mai t 

1. faro 

2. faro a-101040 aitr air 
3. 311-1TFitt 	 

4. eiiikisci tiraaieN 

17."t4T 	T tfieldit 	311f aimeta 

cich 	crd ch 2111ael ta etreamo 

war At 	3FRI171.  m* 	t t•tr  

14. The functions of Government of India 
are carried out by a number of 
Ministries and Departments. The 
distribution of subjects among the 
Ministries and the Departments is 
specified in 
1. • The Government of India 

(Allocation of Business) Rules, 
1961 

2. The Constitution of India 
3. Manual of Office Procedure 
4. The Government of India 

(Transaction of Business) Rules, 
1961 

15. Which of the following appropriately 
depicts the functions of the Cabinet 
Secretariat 
1. Providing secretariat assistance to 

the Cabinet & the Cabinet 
Committees; promotion of inter -
ministerial Coordination; 
monitoring; and promoting new 
policies 

2. Providing secretariat assistance to 
the Cabinet & the Cabinet 
Committees; and promotion of 
inter-ministerial coordination 

3. Promotion of inter-ministerial 
coordination; monitoring; and 
promoting new policies 

4. Providing secretariat assistance to 
the Cabinet & the Cabinet 
Committees; 

16. Operation 	of Prime 	Minister's 
National Relief Fund and National 
Defence Fund is done by the 
1. Finance Ministry 
2. The Ministry of Finance and the 

Ministry of Defence respectively 
3. Prime Minister's Office 
4. Cabinet Secretariat 

17. "Make an assessment of the material -
capital and human resources - of the 
country, including technical personnel 
and investigate the possibilities of 
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Ttfrrtr-A 	z S7r *1 Itarargort *1.  

agar', zrt wit fit* 3rreta femur 7rzrr t 

1. 44 0,01 31747T 

2. latTialit a 	laSa ++  

3. J-no-iSci a1 ciletii 

4. ATM' I:4MM it -Eft illit•N 

	

18.tftg qtArcet ti 100 ck    * 

MV 34107 ti Jet, 	ZIT 

chi 54-• *I" 401011 WFTA" AT chi 	ci *TA' 

716a.  31t W4t wrurar t 

1. facc11 ,4 trcitrair 

2. I-A.41c", AS 

3. Weralvi #1:971tfaTT 

4. atgigtlair 

19. 	Var- Rr mrrTra 	fts ti 

zrt 	
e 	

t crater ce,4"mui 	?Ay 

	 t 

1. --srqr: grur ZT3uT AT TIN tiVt17 

2. *AV: VTR 	ii AT WI Mg 

3. FAVT: 71117 9UTZT7 311"T ti-4TZTa" 

4. *MT: ttzta" a 3fti flu 	cll 4f3 151.-C  

augmenting such of these resources as 
are found to be deficient". This 
function is allotted to the 
1. Planning Commission 
2. Prime Minister's Office 
3. Cabinet Secretariat 
4. Ministry of Human Resource 

Development 

18. An in-depth study of the planning and 
implementation of government policy 
or programme intended for public 
beneficiaries by civil society 
organisation is generally referred to as 
1. Financial audit 
2. Performance audit 
3. Environmental audit 
4. Social audit 

	 is central to local self 
governance. It is also central to the 
transparent and accountable 
functioning of 	 

1. Gram Sabha; and Gram Panchayat 
respectively 

2. Gram Panchayat; and Gram Sabha 
respectively 

3. Gram Panchayat; and Panchayat 
Samiti respectively 

4. Panchayat Samati; and Zilla 
Parishad respectively 

20. Functions have been allotted to various 
Ministries and Departments. Subject to 
certain conditions like consultations 
specified in the relevant rules, all 
works allotted to a Ministry/ 
Department shall be disposed off by 

1. A Committee of Officers 
2. Prime Minister 
3. Minister-in-charge 
4. Secretary of the Ministry/ 

Department concerned 

	

20. 011441 	 4111 	 3117 ibire art 

airireK R,u1 7rur ti W'r e-ii,(444/faverm ai 

31141t6 	trf writ lail-Ace fAwil 

feet vim* .3141 	/ral• 	mr_fr-A.  

	

-.i 	(\alit fa4civ allVdl 

1. sawriter t"r 

2. AtirKFit 

3. oiler frit 

4. ticaci 	I cl 44 	AliT7T Wl" 

19. 
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21.4721Ttzt faa+lu 'f caiti r3d-1it 4a 4 
	

MI 

oie11311 *r IWMfAitra 	t ti4f4vi 

311T 3fTtritff 14,441 eneit utiO 

1. Deli ch *et 

2. taw dil.ile,r TrfAf• 

3. VTR MIT AT eidittilfacto 

4. 7711- " zttaK.  ?di-TM 

22.11 TT maw fftr 3eftWit faie 

tar t 

1. ailTR 

2. Tiir * kifLkisei 	Faltr Tit 

3. iiirafacA ut.ita 311TF fur 

4. Rita. 	 0-411 4116iI Tr Tpli 

r44 R4 it 

23.  	#4# 7f "a-11 ,11114r chlei Ox-1 

1. Taft iPCI ttr(w flu 	ti al .Tisch, ,116*, 

IA LI) ct-cil , dnvr ff, WET 	 3itt 

raarrir, 	317z-   3iti 411E1 	r 

thrn:rFsnraer it 

2. daft eudifich M-- tA• 	f zir thr 

45111 31117T 

mt-a- a t 

3. FAT fficilq,  fulr6la WTI- 	thr 

	 m 	 wir Th-T zIT ord04, 

efirp:hi 	 t 

4. Mil Gilding, farsla 777- 

circa' 	t- 

24.' "a" > tt fd 	iicht 4 fttcmftsr mtel 

WI itztsi4 writ 	f4~ TtEr ti( 

4a111 cidIR! 7IV Wit 	 wzr ft-fr 

spzbli 41ce11 a 
1. M.1,11 3rratraT 

2. facd 3rrMi1 

3. di fRdl 	set taciRszi 

4. 1- rcl 41116 4-1  

21. District plans prepared by local bodies 
need to be consolidated and approved 

by: 
1. District Collector 

2. District Planning Committee 

3. Gram Sabha and Municipalities 

4. State Planning Department 

22. Who among the following is the first 
law officer of the country 
I. Attorney General of India 
2. Minister of Law in the Union 

Cabinet 
3. Solicitor General of India 

4. Chief Justice of Supreme Court of 
India 

23. Who are "citizens" in the context of 
Citizen's Charter 
I. All 	stakeholders 	including 

customers, 	clients, 	users, 

beneficiaries, 	other 	Ministries 

and Departments, State 
Governments and Union Territory 
Administrations 

2. All 	citizens 	who 	acquired 

citizenship 	by 	birth 	or by 
descent or naturalisation 

3. All 	citizens 	who 	acquired 

citizenship 	by 	birth 	or by 

descent 	or 	registration 	or 

naturalisation 
4. All 	citizens 	who 	acquired 

citizenship 	by birth 

24. Which of the following has the main 
function to recommend how the Union 
Government should share taxes levied 
by it with the States 
1. Planning Commission 
2. Finance Commission 

3. Cabinet Secretariat 
4. Ministry of Finance 

di I ch €1.14h1 oil I 
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25.1*#111" *tort( 	41A1r wall Thl" 

+.1 	cl 	II %-irr rem t 
1. MT'(a 	ki.cmfc1 
2. 1T- 1-  * 
3. * iloq-141e1 

4. fderzr tiao faun* stft 

26.tuourfaci: fXarafit# 3t # WM' Sitref 
Vuffcrtui 3TiltrAtrif 1860 	FFF ti *Jul 

caTTT 3fitaN # rat t 
1. Wafter M-+Tzi 

2. qi4 *II 	ch 	air .34shel 

3. 441g4 tcutwo fAchici 
4. SITTF  	14-4K cmq eitr 

27.4511#' * # 1 	 era 
J4ir-c1 *Er t .41D-1avriw tITA-4 	tniltqf 

Wr f 	wrar 
1. nrdift facroti 
2. kurici , tits a 311T f*FRrreSur fl 

Sr grit wr raw wm 
3. ..,icw42,61, 	gra, 	3rrrrthscii, 

tii-udit v4' twatr fachiti, atiri * 
313717 	/17W, 	4m1ticia, 
fat-t-cmIcti *# FT-4*W  	tir67 
W47T 

4. tirgfitaT 311T otcmilaa 

	 * fdmitiiceia,  3t1Zit 	#111" 

tukii-d4 PErritra" w{# 	Thy 
(ma' *r c-41 * hair Wnfrafilza.  # 

Irf=i .  war eft 
1. fdiff- 	* war ainsrur * civet ir'r 

tizith 

2. Mit* 

3. ilota,141g trd" 
4. ciiirlfp:ri flat caw 3TM1t 

	
4I  

25. All conduct of business of the 
Government of a State shall be 
expressed to be taken in the name of 
1. President of India 
2. Chief Minister of the State 
3. Governor of the State 
4. Minister of the Department 

concerned with the subject 

26. Generally which of the following 
comes into existence by registration 
under the provisions of Societies 
Registration Act, 1860 
1. Statutory body 
2. Central Public Sector Enterprise 
3. Central autonomous body 
4. Attached Office of Government of 

India 

27. Which of the following most 
appropriately depicts framework of 
ethical governance 
1. Inclusive development 
2. Adherence to universal values like 

honesty, truth and unselfishness 
3. Accountability, transparency, 

responsiveness, equitableand 
inclusive development, rule of 
law, adherence to universal 
values like honesty, truth and 
unselfishness 

4. Transparency and accountability 

28. Which of the following policy deals 
with the cost of money (rate of interest) 
to dovetail with developmental 
objectives of the government 
1. Policy announcements made 

during Finance Minister's budget 
speech 

2. Monetary policy 
3. Fiscal policy 
4. Policies adopted by commercial 

banks 



29.€1,11.-(40: 

gitara- 
rasa 	a, 

ft 3ifidt 
ThiTRI 

1. *EMT 	3tIttrAzig, 1956 t 
cciii 

2. RR-a t Tratirar ar-14ftta suatrrer 
caw 

3. 4 ♦1g t 3ifOrdtPT 
4. 1#4:118et-tio8chtui 3ftrd7P:f 1860 

3fre 1a.  9UflchiUI cow 

30..11+1114h Vi 	 i1i-1 44 Thrarnfira 

fan-a ,H6i.Arad cbicit rer t 

1. tiler' t WPM 30:0-+Itzit 311T 41I+3td 

	

4+3 4 	11141 t 	 4,16 
tiaiorr tar sraF. chid, t 

2. am tidied It 
3. ti led 	aftts75 At  m* 3tti- 

4, eItu8 
4. 4,cM tidied 	acket mitrwrft 

31.g1u1.ii 3faftf t ctcl.1 irdTh-M-ff VfAttrita. 
j-firpzpi *t v et A- .1- 	al 5f41-aF' 

ti cld ralcamui 	 3tti Arc Th-t 4,6c1 f 
1. fati 
2. kurfleflii 
3. eci%ai  

4. ...11..irn 

32. Li milli vasty, 3Tairift   AIM* 
ft511sE Wrzl-  Criti*Tzi Th-rzt 

gi* g, Fara WV' 	 
1. Tau/cunt-14z 

2. l j4elIcHfi 

3. ataT-cci 

4. tidioricdch 

33. Espirit de corps it 	c 

1. la.1i it! 	8 sifir4" 
2. tio,di 

3. St 	.03 Mzr-sr agt 
4. Tsial 3it{ 117 45t  

29. Generally speaking, regulatory bodies 
come into existence 
1. By registering under the 

Companies Act, 1956 
2. By provisions stipulated in the 

Constitution of India 
3. By an Act of Parliament 
4. By registering under the Societies 

Registration Act, 1860 

While formulating Citizen's Charter, 
who among the following are to be 
associated 
I. Senior officers and the staff 

working in the organisation as 
well as the customers whom the 
organisation serves 

2. Only the staff working in the 
organisation 

3. Both the senior officers and the 
staff working in the organization 

4. Only the senior officers of the 
organisation 

A continual analysis and measurement 
of actual operations against the 
predetermined standards developed 
during the planning period is called 
1. Controlling 
2. Monitoring 
3. Staffing 
4. Planning 

The specific roles of a figure head, a 
leader and a liaison, form part of a 
managerial role called 
1. Decisional 
2. Informational 
3. Interpersonal 
4. Organizational 

Espirit de corps means 
1. Rule to ruin 
2. Union is strength 
3. No Rule in war 
4. Divide and Rule 

30. 

31. 

32. 

33. 
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I. 2+2= 5 
2. 2+2= 4 
3. 2+2= 1 
4. 7 +7 -= 0 

34. Leadership style that involves all 
members of a group in decision-
making is called 
I. Democratic 
2. Autocratic 

3. Laissezfaire 

4. People-oriented 

35. Research work done on leadership 
styles by Universities of Iowa, 
Michigan and Ohio centre round one 
main leadership aspect 
1. Traits 
2. Situations 
3. Behaviour 
4. Psychology 

36. A database of individuals available for 
meeting current as well as future 
human resource needs is called 
I. Manpower needs 
2. Skills inventory 
3. Replacement planning 
4. Succession planning 

37. Assessment 	of 	an 	individual's 
performance by customers, peers, 
subordinates and superiors is called 
I. Self assessment 
2. 360 degrees appraisal 
3. Job appraisal 
4. Annual assessment 

38. Synergy is 
I. 7+2= 5 
2. 2+2= 4 
3. 2+2= I 
4. 2+2= 0 
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39. Process of identifying and attracting 
prospective eligible candidates is 
1. Recruitment 
2. Staffing 
3. Selection 
4. Training 

40. A systematic exploration of the 
activities within a job 
1. Job specification 
2. Job description 
3. Job analysis 
4. Job evaluation 

41. Individuals readjusting their work 
skills to fit the needs of the team 
1. Job evaluation 
2. Job change 
3. Job morphing 
4. Job specification 

42. A written statement with objectives, 
skills needed, responsibilities involved 
working conditions of a job etc. is 
referred to as 
1. Job specification 
2. Job evaluation 
3. Job description 
4. Job analysis 

43. A written statement describing 
educational qualifications required, 
previous experience needed, skills 
expected is called 
1. Job description 
2. Job analysis 
3. Job specification 
4. Job rotation 

44. Moving employees to various 
positions in the organization to expand 
their skills, knowledge, abilities etc. is 
called 
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1. Job change 
2. Job rotation 
3. Job specification 
4. Job analysis 

45 . A theory based on the assumption that 
an average human being has an 
inherent dislike for work and 
therefore avoids work is 
1. Theory X 
2. Theory Y 
3. Theory Z 
4. Theory P 

46 . A motivation theory given by 
Herzberg that is related to job content 
is called 
1. Scientific management theory 
2. Hierarchy of needs theory 
3. Need for achievement theory 
4. Motivation -hygiene theory 

theory of 47.` 	 tRIITT fAcid * 39E7 

	t 

1. 4 
2. 5 
3. 6 
4. 7  

47. According to Maslow's 
motivation, needs are 
1. 4 
2. 5 
3. 6 
4. 7 

48A1 	 Til*T43112 dt * item 

Pcicil > a ■4441•1 Witt 70 51W wr€ t 

1. *Tc tg ft-ca. 

2. ttliTeci 	 Its A'r 
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1. ti et Acci 

2. celer aca 

3. t# aca4 

4. NW  

48. A metaphor used in motivation 
theories for rewards and penalties to 
employees is called 
I. Carrot and stick 
2. Incentives and bonus 
3. Expectancy and hygiene 
4. Needs and wants 

49. A centralized communication that 
allows employees to communicate 
with individual at the centre is called 
1. Circle network 
2. Wheel network 
3. Chain network 
4. All channel network 
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50. Cross communication is 
1. Horizontal and diagonal 
2. Diagonal 
3. Vertical 
4. Horizontal 

51. A process by which authority is 
allocated to subordinates is called 
1. Delegation 
2. Decentralization 
3. Democratization 
4. Departmentalization 

52. Availability of competent managers in 
an organization is called 
1. Management staff 
2. Management inventory 
3. Management personnel 
4. Management cadre 

53. In LIFO method 
1. Low inventory maintained 
2. Cost of goods sold is low 
3. Goods procured first issued first 
4. Cost of goods sold is high 

54. Availability of additional units above 
the minimum number required to 
maintain production level is called 
1. Closing stock 
2. Opening stock 
3. Buffer stock 
4. Ideal stock 

55. Procurement involves 
1. Development of specifications 
2. Planning of purchases 
3. Supplier search and selection 
4. All the above 

3EraitraT 
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58. Long term career success in an 
organization through career 
development programmes is 
1. Career opportunity 
2. Career risk 
3. Career choice 
4. Career advancement 

59. A financial ratio that measures the 
adequacy of current assets to pay off 
the current liabilities is 

1. Debt-equity ratio 
2. Profitability ratio 
3. Liquidity ratio 
4. Debt-turnover ratio 

60. A technique to figure out the 
additional cost for production of 
additional units 
1. Break-even analysis 
2. Financial analysis 
3. Ratio analysis 
4. Marginal cost analysis 

61. Inspiring the members of the 
organization, charting the future of the 
organization and envisioning the future 
is 

56. E. Alexander's philosophy of job 
design in which employees are viewed 
as members of interdependent team 
and not as individual workers is called 
1. Team building 
2. Leadership 
3. Networking 
4. Job description 

57. Dual -career couples are 
1. Persons having two career goals 
2. Two persons having same career 

plan 
3. Both life partners working 
4. Persons adopting dual career 

strategy 
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1. Administration 
2. Management 
3. Planning 
4. Leadership 

62. Facilitating 	and 	improving 	the 
performance of employees by building 
conducive environment is called 
1. Performance managenent 
2. Performance appraisal 
3. Performance reduction 
4. Performance review 

63. Two or more people or organizations 
work together to realize shared goals 
by sharing knowledge is called 
1. Collaboration 
2. Amalgamation 
3. Partnership 
4. Merger 

64. Comparing various options using 
decision-analysis techniques and 
calculating a project's viability is 
called 
1. Project appraisal 
2. Project review 

3. Performance management 
4. Project selection 

In leadership roles, acknowledging 
and assuming responsibility for 
actions, products, decisions and 
policies is called 
I. Responsibility 
2. Accountability 
3. Management 
4. Governance 

What is Six Sigma in Manufacturing? 
1. It is a term used in Statistical 

analysis for quality control 

2. It is a set of tools and strategies for 

65. 

66. 
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process improvement and 
reduction of defects by minimizing 
variation in processes 

3. It is a stress analysis technique of 
mechanical engineering used to 
improve strength of a component. 

4. Six types of stigmas associated 
with manufacturing processes. 

67. Effective management of performances 
relies upon 
1. Advance systems for surveillance 

and strict vigil 
2. Authoritative leadership that does 

not tolerate slack performance 
3. Activity 	logging, 	transaction 

records, goal participation setting, 
institution of evidence based 
performance matrix 

4. Ensuring confidentiality in rating 
to performances 

68. A disadvantage of Business Process 
Reengineering is that 

1. the workers might feel that they do 
not have flexibility to work in 
their own style 

2. the workers are afraid of their 
salary curtailment 

3. its implementation slows down the 
work 

4. the total computerization reduces 
the employment 

69. What does UML stands for in the 
context of UML- Diagrams? 

1. Uniform multipurpose language 
2. Ultimate modeling language 
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3. Unifie.1 multipurpose logistics 
4. Unified modeling language 

70. Indicate the list of non- ERP Packages 
from the following 

I. SAP, ORACLE and PeopleSoft 
2. SAP, ORACLE and BaaN 
3. IFS, PeopleSoft and SSA Global 
4. IBM, Infosys and Microsoft 

71. Which of the following set of 
functions are covered under 
Manufacturing? 
I. Cost Management, Budgeting, 

Billing. 
2. Project Planning, Call centre 

support, Supplier Scheduling. 
3. Bill of materials, Workflow, 

Quality Control. 
4. Project Planning, Recruiting, 

Product Configurator. 

72. Access Control deals with 
1. Statistical Quality Control 
2. Activity Management 
3. User privilege management for 

different processes 
4. Various "self-service" interfaces 

for customers 

73. Payroll falls under the functional area 
of 
I. Financial Accounting 
2. Management Accounting 
3. Project Management 
4. Human Resources 

74. In the context of ERP the term DSS 
refers to? 
1. Decision Support System 
2. Deducted Services System 

S/1 AAN1 3-PI I-C-2A 
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3. Data Supply System 
4. Dedicated Support System 

75. Identifying detailed Functional 
Requirement is a task of 
I. The End User 
2. The Management and the Project 

Team 
3. The Accounting Management 
4. he Product Manufacturing Team 

76. Purpose of GUI is to 
I. Accurately provide functional 

requirements of commands to be 
executed. 

2. Provide users an easy to 
understand images based interface 
and reduction in learning time 

3. Reduce cost of software 
development and deployment 

4. Provide visually pleasing animated 
graphics. 

77. What feature should be included in a 
printed reference software manual to 
help users , in identifying the most 
recent document? 
I. Date of creation of the document 
2. Complete Information of Authors 

and Publisher 
3. Version Number 
4. Copyright Information 

78. How are data and applications accessed 
by user in Cloud Computing? 
I. Directly from external devices like 

pen-drives, USB drives, CDs and 
other portable storage media 

2. From LAN network server 
3. From remote servers and data 

centres through internet 
4. Internal solid state hard disk. 

S/1 AAA/13-PII-C-2B 
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79. Which statement best describes the 
organization's rights and responsibilities 
for a single user license of a software 
application? 
I. The organization may make one 

backup copy of the software and 
install it on one computer. 

2. The organization may install the 
software on all computers in all of 
their offices 

3. The organization may make backup 
copies of the software application 
and distribute the copies 

4. The organization may make one 
backup copy and install the 
software application on all 
computers in one office only 

80. What is Knowledge Management in 
present format? 
1. Management of storage and 

retrieval of all the manufacturing 
and financial data/information of 
a given industry 

2. Management of a Database of 
detailed specification data sheets 
of various equipments 

3. Management of a resource 
comprising a range of strategies 
and practices used in an 
organization for adoption of 
insights and experiences 

4. Management of a repository of 
domain specific reference data 

A collection of interconnected 
networks is called 
1. A Client server setup 
2. An Inter network 
3. A Business application 
4. An Intranet 

82. Retrieval of a file in the event of a 
crash of an electronic storage medium 
is a 
1. Preventive measure 
2. Decisive measure 

81. 
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3. Curative measure 
4. Indicative measure 

83. Quality gaps happen when managers 
do not understand the expectations of 
the 
I. Market 
2. Customer 
3. Manufacturers 
4. Suppliers 

84. PLM in the context of ERP stands for 
I. Product life cycle management 
2. Product line management 
3. Process line management 
4. Project life management 

85. Who conducts the acceptance testing? 
I. Customer 
2. Developer 
3. Maintenance Staff 
4. Tester 

86. Which phase of software project 
development typically costs the most? 
I. Analysis 
2. Design 
3. Coding 
4. Maintenance 

87. Supply Chain Management (SCM) 
covers: 
1. Customer, Retailer, Distributor, 

Manufacturer, Supplier 
2. Manufacturer, Supplier, Retailer, 

Transporter, Distributor 
3. Customer, Retailer, Distributor, 

Supplier, Investor 
4. Manufacturer, Supplier, Distributor , 

Customer, Investor 
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88. Staffing in Human Resource 
Management (HRM) includes: 
1. Orientation, Training, Employee 

Development 
2. Job Analysis, Recruitment, 

Selection 
3. Salary, Incentives, Benefits 
4. Career Planning, Performance 

Management, Employee 
Development 

89. Configuration module in an ERP 
application helps in 

1. Redefining roles, allocation of 
tasks and access privileges 

2. Automation of routinely performed 
operations and activities 

3. Improving scalability and 
availability 

4. Implementing performance matrix 
to improve quality of service 

90. Identify the false statement 

1. Business rules cannot be built into 
the design of application software 

2. Use case diagrams indicate system 
functionalities 

3. Software solutions can provide 
decision support to enterprise users' 

4. Different users can be provided 
with different views of the 
database 

91. Government servants are required to 
adhere to certain norms all the times 
under the Conduct Rules. In this 
context, which of the following 
statements is NOT true? 
I. Maintain absolute integrity 
2. Act in a discourteous manner in the 

performance of his official duties; 
3. Maintain devotion to duty; 
4. Do nothing which is unbecoming of 

a Government servant 
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92. Which component is not included in 
the moveable property? 
1. Jewellery 
2. Insurance policies, the annual 

premia of which does not exceed 
two months' basic pay 

3. Motor car, motor cycles 
4. Shares 

93. Suspension is a 
1. Executive action 
2. Minor penalty 
3. Major penalty 
4. Simple penalty 

94. A government servant retires on 
attaining the age of superannuation 
when he is old. 
1. 55 years 
2. 58 years 
3. 60 years 
4. 65 years 

94. ,trion11 cheltatl fd, 	 

itaTedFff- 6 di 

1. 55 al 
2. 58 att 

3. 66 al 
4. 65 al 

ait irt 3zrzi ti* gT 
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95. In case a Government servant seeks to 
take-up a part-time assignment as 
lecturer, he is required to: 
1. seek prior permission 
2. take-up the assignment and then 

seek permission 
3. inform his office 
4. There is no need to inform the 

office 

96. The term "foreign service" means 
1. A service in India in a foreign 

organization 
2. A service in a foreign country 
3. A service where pay and allowances 

are payable from a source other than 
Consolidated Fund of India 

4. Transfer of an employee on 
permanent appointment 
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1. 365 
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7. What is the rate of House Rent 
Allowance for government servants 
posted in a city classified in category 
`X'? 
1. 25% 
2. 20% 
3. 35% 
4. 30% 

98. The rate at which Dearness Allowance 
is payable to a government servant is 
revised twice a year in the months of 

1. April and October 
2. January and July 
3. March and September 
4. Not specified 

99. What is the maximum number of 
casual leave a Government Servant is 
entitled in a year? 
1. 10 days 
2. 12 days 
3. 06 days 
4. 08 days 

100. Maximum number of days of earned 
leave that can be accumulated in the 
entire service period by a Government 
Servant is 
1. 365 
2. 300 
3. 400 
4. 500 

loi.tit 4141 3rd1t 	4 •thrt mw tgraTrF Via 	1 *  

crr 
3th* ch 	 till') 	3iltr+-44-  

tr 	wric11 

1. 365 

2. 540 

3. 640 

4. 730 

101. What is the maximum number of days 
a female employee can avail under 
child care leave during entire service 
1. 365 
2. 540 
3. 640 
4. 730 
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102. From which date annual increment is 
generally payable to Government 
Servants? 
1. I st  January 
2. I s ' April 
3. Is' July 
4. I s ' October 

103.A government servant is eligible for 
Leave Travel Concession on 
completion of 
1. .1 year service 
2. 2 years of service 
3. 3 years of service 
4. 4 years of service 

104.What is the maximum number of 
Earned Leave Government Servant can 
encash under the Leave Travel 
Concession rules during entire service? 
I. 60 days 
2. 120 days 
3. 180 days 
4. 365 days 

105.Leave Travel Concession can be 
availed during 
1. Saturdays/Sundays 
2. Casual leave 
3. Gazetted holidays 
4. Any of the above 

106.Leave Travel Concession, "Any place 
in India" is admissible once in a block 
of 
1. two years 
2. three years 
3. four years 
4. five years 

1: 

11 

11; 
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107.In 	exceptional 	circumstances, 	a 

Government servant is entitled to seek 

change of Home Town' 

1. once in the entire service 

2. twice in the entire service 

3. thrice in the entire service 

4. Four times in the entire service 

107.3114clifach 4ftW2Tralit 	tilctilYl ch 
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109.0n tour, subject to certain conditions, 
a government servant is entitled to 

I. Daily Allowance 

2. Dearness Allowance 

3. Special Allowance 

4. Transport Allowance 

110.How many Pay Bands are there for 

government servants 

1. Four 

2. Three 

3. Two 
4. One 

111.Basic Pay in the revised pay structure 

includes 

1. Pay Band + Personal Pay 

2. Pay Band+Personal Pay+Special 

Pay 

3. Pay Band + Grade Pay 

4. Pay Band + Grade Pay + Special 

Pay 

	cfrt t 108.What is the lowest Grade Pay in the 
pay structure of Government of India 

1. f 1800 

112. chiliacti arr anttrfir-  3ra;fitta 4144t 

faliraT 

2. •818iser 4-gra, {ur aftrfA -txr 1860 * 

irdifa' 11-jr-fa.  •Fil 

112.Council of Scientific and Industrial 

Research is a 

1. Central Government department 

2. Society registered under the 
Societies Registration Act, 1860 
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117.RMt1i IRRT WI Itthr  fdtitl 
1. MUT 

2. tita+ifl 3IMRT 

3. mmrit ated 

4. 3m4a-ci 31 tr  

3. Attached office of the Government 
of India 

4. Subordinate 	Office 	of 	the 
Government of India 

113.FR in terms of service conditions 
governing government servants stands 
for 
1. Financial Rules 
2. Fundamental Rules 
3. Fundamental Rights 
4. Foreign Rules 

114.The rate of annual increment of pay in 
a pay band for government servants is? 
1. 1% 
2. 2% 
3. 3% 
4. 4% 

115.A government officer having a 
minimum of grade pay of 

	
is 

entitled to travel by air 
1. 4800 
2. 5400 
3. 4600 
4. 4200 

116.A government servant whose date of 
birth is 1s` April will retire from 
service on 
1. 31 s1  March 
2. 30 th  April 
3. 31 st  December 
4. 30 th  June 

117.Licence Fee is related to 
I. Education 
2. Government Accommodation 
3. Government Vehicle 
4. None of the above 
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118.The conduct of Government Servants 
is governed by 
1. Central Civil Service (Conduct) 

Rules of Government of India 
2. Central 	Civil 	Service 

(Classification, Control & Appeal) 
Rules of Government of India 

3. Fundamental Rules 
4. Supplementary Rules of 

Government of India 

119. What is the minimum age for entering 
into service in Government 
1. 21 years 
2. 18 years 
3. 28 years 
4. 25 years 

120.Which of the following actions is 
permitted to the government servants 
I. to make a joint representation 
2. to resort to strike 
3. to come late habitually 
4. to join the Territorial Army 

121.Which of the following statements is 
true 
1. A Government Servant can 

participate in meetings of political 
parties 

2. Can take active part in holding 
rallies in 	support of political 
parties 

3. Display of posters and other notices 
by Government Servant Union 
/Associations in Government 
buildings 

4. Can take part in social and 
charitable activities occasionally 

122.7-€ +itch! 	9+3191fl, faar /Hume *1-  tr4 
374#1 W ?Ala # it;toin writ WI ti.hdi 

1. tux' al 	11-ftfi MT4  

122.A government employee can, without 
the previous sanction of the 

government, 
I. Undertake honorary work of a 

social or charitable nature, 
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2. Participate in sports activities as an 
amateur, 

3. Take part in the registration, 
promotion or management of a 
literary, scientific or Charitable 
society or a club 

4. Do all the above 

123.Government of India may permit its 
employee to work on 	  
basis for recognized Central 
Government employees unions/ 
associations/federations 
1. Foreign service 
2. Deputation 
3. Permanent absorption 
4. Transfer 

124. Dowry includes 
I. Valuable securities 
2. Property 
3. Both Property and valuable 

securities 
4. All the above 

125.Save in exceptional circumstances, the 
maximum leave that can be granted to 
a central Government servant is: 
1. 90 days 
2. 180 days 
3. 5 years 
4. 2 years 

126.E t+iqul 3iftt*iff * P-471311111R 	Rt 
Mitt-zit * art at as-  Thwrfaitra at it 
	crff far-acii 
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126. Which of the following is NOT 
responsibility of the Controlling 
Officer in respect of Funds placed at 
his disposal? 
I. Ensure that expenditure does not 

exceed Budget Allocation. 
2. Ensure that expenditure is incurred 

in public interest 
3. To save as much money as he can. 
4. To ensure that the expenditure is 

incurred for the purpose for which 
funds are provided. 



29 

127. 'kg' ar-Tagn 	 ccIlil 

rP7 	itdtr s T-4 a Tit 

3dimr kiaifttl 

1. faced 

2. 

3. t1192i eltvi sraWiti - 

4. 'arid,  

127.'Vote on Account' is a grant made in 
advance in respect of an estimated 

expenditure by 

1. the Ministry of Finance 

2. the Planning Commission 

3. the Chief Accounting Authority 

4. the Parliament 
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128. Under which Article of Constitution of 
India, the Finance Minister presents 

the Budget to the Parliament? 

1. Article 112 

2. Article 115 

3. Article 116 

4. Article 117 

129.Who is the Chief Accounting 
Authority of a Ministry? 

1. Secretary of the Ministry 

2. Financial Advisor of the Ministry 

3. Joint Secretary of the Ministry 

4. Drawing & Disbursing Officer of 

the Ministry. 

130.Under which Article of Constitution of 
India Contingency Fund of India is set 

up? 
1. Article 276 

2. Article 167 

3. Article 267 

4. Article 117 

131.What is the minimum financial limit in 
respect of a Works Project above 
which a Review Committee has to 

be constituted? 

1. ? 15 Crores 

2. T10 Crores 

3. 25 Crores. 

4. 20 Crores 
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  Fzrzt F1 3Ift1W 61cn 

1. 10 encg Fit 

2. 15 etiu FIT4 

3. 25 airy Fit 

4. 50 dug Fist 

134.tilailez1 faccfla fa+aai 2005 if it-Cr 17 

cirMtirdt 39-FITT radind fir 	 

179# ch{a * ?4(T - 
ei 	1%-awr a-grzr 

	tifik? 

1. tri-q rar-s- 

2. Ara acai6 

3. WT 

4. l rr 	6 

135.e4-#A" 3rati1-  Fl irferw 	Tira-crait * 

-•claa trita --raa-  4is arr crra -ura-  fdie41 3r 

t? 

1. 12 11W 

2. 18 TIT 

3. 24 Tyr6" 

4. 36 4-116 

136.-adfit 	f sia, gr (-1104 

1. rd-a-wr 	M-cr Cala 	*t 

° I5 5ich 

2. a-F sich f fT ca-  Taft r'r Pittrfr 	t  

132.Which of the following is not covered 
under term "Goods"? 
1. Furniture 
2. Spares 
3. Livestock 
4. Books, publications periodicals etc. 

133.In terms of the provisions contained in 

the General Financial Rules, 2005, 

"Advertised Tender Enquiry" 
procedure is to be adopted in case of 

procurement of goods, the estimated 
cost of which is Rs   and 
above. 

I. Rs 10 Lakhs 
2. Rs. 15 Lakhs 
3. Rs. 25 Lakhs 
4. Rs. 50 Lakhs 

134.Ordinarily, how much time should be 

allowed to the bidders for submitting 

Tenders in response to "Advertised 

Tender Enquiry" under the General 
Financial Rules, 2005? 

I. Five Weeks 
2. Three weeks 
3. Four Weeks 
4. Two weeks. 

135."Price Variation Clause" is provided in 

Contracts the duration of which 
exceeds? 

I. 12 months 

2. 18 months 
3. 24 months 
4. 36 months 

136.'Classified dak' means 

I . Dak duly sorted out for distribution 
2. Dak bearing security grading 



138.'Urgent dak' means dak marked as 
`Most Immediate' 

2. 'Immediate' or 'Priority', 
3. 'Most Immediate' or 'Top Priority' 
4. 'Top Priority' 

139.As per Manual of Office Procedure the 
executive power of the Union formally 
vests in 
I. the Secretary in a Ministry 
2. the President 
3. the Prime Minister 
4. the Minister In-charge 

Ministry 
of the 

3. 

4. 

Tiar-gzr FT Fatl-  mitrwritzit e• ErfrartWF 
7r4 
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3. 

4. 

Dak meant for circulation among 
all the officers in ministry 
Dak bearing urgency grading at 31w fail qi .31-Farawrwar & 441 

atIta 

137.51 	 #fli'Ma-  triZtraw 
t Far 

1. sHal tt4t-c-4t saca t-ate i-aw as 
qrrfirF 6141 t 	Fratift 3fft*-rtt 
caw suftrfa e wad).  t.  

2. rfrer t-71-a 41461 	rr15r-4 gt-A-  t 
t-FF 	7.1fa-F sift crrca-  g1 „Tuch t 

3. cfrerf 	i4t mca t-3t-F @rrThw ttadt t 
4. tTrat t-alw qiirAei 41 tkfl 

138.' at 	oaf 3-fr 31W 	6 	di t 

fte• Err fr#*iltra• 3Tf5a- 61cil 
1. "3rff 

2. raw "srnifilm-ar 
3. 3fl• 	3P-Tar "Frame cutr-+ 	ar" 
4. "Tfairm-  crrawar 

139A-Tat-d-zr Er-4ffl 1rka-Fr yaw 	3T-griT TtlEr 
wrinir-gw 3rf r Yttrarftw FY F 

fF-Falftra.  trrif ffik t 
1. aTar- 	T Ffaa 
2. rris-cErl=a 

3. Ertziwattr 

4. Ti-am-a-  TT craft J-ir*  

137."Dak" is a written communication 
received in a Ministry and 
I. it includes digitally received eiriail 

only when authorized by a 
designated officer 

2. it includes e-mail only when a 
printed copy of e-mail is received 

3. it includes digitally received e-mail 
4. it does not include e-mail 

140.ai1taff 4TIT 	T-TzfrWzr 7117# TT 3cPM 

IWT4ttra• ftc* 	t 
1. F---HT k Fru Taw( wR-F f LT 
2. NIT* Tatwify-zif 	V#T 91Lct 	chi 

3grar .54 Fy-d-r 
3. %La iI 	d, tff4;ygomaitkFserr 

chia r47 
4. 1=a-F-41-4 #Fat-t-1.  	fcr  

140.1n Government of India an Office 
Memorandum is generally used for 
I. corresponding with members of 

public 
2. calling for information from or 

conveying information to its 
employees. 

3. corresponding with Public Sector 
Undertakings 

4. issuing financial sanctions. 
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141.thW   star 71ZT TF 14Acticieit 

1. cic-4q117 art kiia-fe) a c 	(6 aft attar 

2. cialt7 6 dr t 3I1T 	s 	 e 111 

ate t 3craa 	 fief OA 

3. FecrWra- 	.1-ile1c4 *t cl(6 
	aer aa- 

attar 	II 79. 	ia alert atkg 

4A.4106k 	rav 39-titt chicil t 

4. IN *7T oiivin 3N thctii 

crioti 6ii a t * 	r Rite-  ft 41 

a+t eft 

142. 	ch-Tra' in oilcfl t 

1. dIci6 IN N 'ilsRr 	#thti-a• arrtgzr 

1:676F cr3 xuzr 139Ttr 01 	 6 

ifarraFr ert t altr .14-141 a14 t1 310' 

a sr-Jtair fd 	Y farif fWt 	.31rat 

' ZIT reFfUlt Cr Wiled* chioll 31TalziW 

61i1 t 

2. as 	WO' S ant t)-  7741 t 

3. iicbid.Tich vzrit ,1/4(va 	Th-(r 

4. 7a-  j ZI rbi-ra t ltwzr ct-cl 

	 t-  311-7 3-* Lit 

31MITaT 	licbc 	 tichdl 

143.3117F 11MT a itThIt rdc.T1TuT 3FITT41-  

}MATT Wt 	ftwrk *aR-  rafrare 

31"aftf   °nth 	 tl" 

S 4 6 	A 

1. 3 ai 

2. 5 azt 

3. 10 a4 

4. 25 air 

144.*--4rir eft -f-a 	1 -3il'O-Itra'4 	fltcl0-1 

77-41-  

1. 3th-ThAratta' TF0 

2. title, sr3 -  

141.The original communication sent 
through fax 
1. will subsequently be sent in a 

routine manner also. 
2. is enough and there is no need to 

send it again by post. 
3. will subsequently be sent in a 

routine manner only if the receiver 
asks for original communication. 

4. will be sent if the fax machine 
failed to print the sent 
communication report. 

142.`Part file' is opened 
I. only if the main file on a subject is 

not likely to be available for 
some time and it is necessary to 
process a fresh receipt or a note 
without waiting for its return, 

2. when main file becomes bulky 
3. to keep annexures etc 
4. when contents of the main file are 

confidential and cannot to be 
revealed to the consulting section 

143.As per the Records Retention Schedule 
of Government of India a Category 'C' 
record is kept 'for specified period ' 
not exceeding 
I. 3 years 
2. 5 years 
3. 10 years 
4. 25 years 

144.The Central Registry will NOT 
register: 

1. inter departmental files 
2. parliament questions 

S/1 
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3. 6-441141e1 	 * Trw 
4. 0i 	44/31fer*Titzlt 	WIT It fig 	cl 

$-71agalti Trie 3* saw 714i 31V 

	

145.fteralita' 	* Taft ITitt*Ttt 3174 
3112TF 3Tr* ari4 fgfaeirif 21 tiafdn %Sidi *r 
ftwrzr71w7 famior eft 
1. 3r47 ti@d AT 3#4 777 
2. 37 iiR44 3111 37r# 377 
3. *saw rag 31tT atla 31:7 
4. 3T7T tiRa 311T 34T71 37T 

146. ai 	itaTTAzT 39 -alt 71 3rar4T 
srrataw 4F f*zrr TRrr 	fagele * 

4t4 arftrw Trzar # #fta .  ;int wr 
4-411Ach ididtul , ticwirecil FITT * 
1WiRraftrd * FsiT * 	Jak4ir 
1. NWT tifda  

2. 37 rad 
3. Trziwa 	 
4. 3i7T ti 	 

147. i pig 7-4f2A MIRT 	* 39-ATT 
writ *T eftcr fAticlo *TA our awrzrr 311T 

mow ft-trmr *RS-  as ItaTur Far 7T 
79a" *7* a W;231' fa4-41/44t1 Pe-cala 
*t Mr t: 
1. 3r-l7rr7 3rit1'tr11 
2. Trwr ilfb44 
3. 37 tad 

4. 3raT tlfda 	

148.*N-6 g 3fTt3T *T 5 11e4 

faa-al 	d 	ilszkr11 i 	fir f*zIT Tal• 

1. fdccilg tirdltfa44  
2. tafta 3rtaftw cremea 1=47 

	

3 acTiitifacti  	3rrair %tract *I* 
t MKT 

4  	WiRT 41cqc1611 Wi* ai ftcr  

3. court summons 
4. dak received directly by e-mail 

addressed 	to the Ministers/ 
officers by name 

145.AII officers of the level of 	will 
redress public grievances pertaining to 
the divisions under their charge. 
1. Under Secretary and above 
2. Deputy Secretary and above 
3. Joint Secretary and above 
4. Additional Secretary and above 

146.Unless otherwise provided in the 
departmental instructions, Monthly 
Statement of Cases pending disposal 
for over a month, together with the 
numerical abstract will go up to 
1. the Deputy Secretary 
2. the Under Secretary 
3. the Joint Secretary 
4. the Additional Secretary 

147.As per Manual of Office Procedure the 
primary responsibility for expeditious 
disposal of work and timely 
submission of arrear and disposal 
statements rests with 
1. the Section Officer. 
2. the Joint Secretary 
3. the Deputy Secretary 
4. the Under Secretary 

148. Office Order is normally used for 
communicating 
I. financial sanctions 
2. for day to day internal administration 
3. for communicating orders in 

disciplinary cases 
4. for communicating with members 

of public 

S/1 AAA/13-PII-C-3 
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1. rienci 3rTlarr*/*-4Th4ra aritrwrft s 	it 
SIT'RT a7 fain and) t 
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149."Dak" becomes receipt only after it has 
been 
1. received by the concerned section 

or concerned officer 
2. received by Dealing Assistant and 

put-up on file 
3. received by Central Registry 
4. when action on this is complete 

150.As per 	Records 	Management 
guidelines files should be recorded 
1. at the end of calendar year. 
2. at the end of each financial year. 
3. whenever volume 2 of the file is 

opened, volume I should be 
recorded. 

4. after action 
considered 
completed. 

on all the issues 
thereon has been 



35 

ROUGH WORK 



36 

ROUGH WORK 

I 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 35
	Page 36

