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This test booklet contains one Rundred fifty objective ryge uestions in Hindi and English. Before
you start filling up your particulars, please ensure that the booklet containg 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,
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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.
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In this question booklet, wherever there is a reference to rules, Central Civil Service Rules and ser-

viqf conditions governing central govt. employees working in Central Secretariat Service will pre-
vail.
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Rough work should be done on the question paper itself. One Blank page has been given at the end of
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8. e FATH B MR 9 3eeR 97 FeT flmte w ymw dt &
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1. goar & wfen wfefan fa ay #
vafde fasar arm ar?

1.
2.
“

2005
2001
2003
1897

2. I &Y s wfufags w aftg s d

1.

wraAe wiitewer f FEE § gy
#H ST Y YUAT ITASYT HIE

2. yedw wEsaE WibeIer & FEHT
# grefdar At JEeed F agE &
3. mﬁmﬁwﬁmmﬁ

HeTH deAtAT

4, wwrl aea wfofams, 1923 @1 e

HIAT

3. AR & S FWRAYR F iaia aaafAE
afferor & Brfaf@a afie &

1.

WER 2@ g1 far smar &

i & g weRmw R
TISAT T AR AGY BN &
M-yrerly Taea T gdicg A #
freq oot gy fafomr @ e
ST &

FE A IWE Wed AR dF
TER 4 A wred wtar & yuEr
AET AT &

4 B wAR A wwdyms wRfEE %
yaurk A S q@er ameE B A @
mer P ST ¥ 3 mEs @
Pt # gger & ST

. 3H YR HEFHR &l &

2. IF yafY fSuF 3eT 399 WEFA &

faeg e wrga A S A &

3. ydre AT & g
4. 39gwd @l

2

1. Right to

information Act  was

promulgated in the year

2
3.
4

to
1.

3. A

2005

. 2001

2003
1999

. The declared purpose of the RTI Act is

provide information to public with
regard to actions of a public
authority

. promote transparency and

accountability: in the working of
every public authority

enable public to act as a watch-dog
repeal Official Secrets Act-1923

Public Authority under RTI Act

includes

2.
3.

non-Government organisation not
funded by Government

RTI Act is not applicable to NGOs
non-Government organisation
substantially funded by Government
funds,

any non-Government organisation,
irrespective of the fact whether it
received funds from Govemment or
not

. In case where information has been

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

l.
2.

the reasons for such rejection;

the period within which an appeal
against such rejection may be
preferred; and

the particulars of the appcllate
authority.

All the thrce above
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5. =TT S o aeEly & fAofg & 5. An appeal against the decision of
fez da fraeh 3 & sier wdva Central Public Information Officer

maybe submitted to the appellate
RURSLUR LIS S A e authority within a period of

1. w5 R 1. Fifteen days
2. d\ A 2. Thirty days
3. & forer 3. Seven days
4 zm R 4. Ten days

6. SEUS FT dE FA SN T FEEAST & | 6 Management  function  that  helps
Grfer  RrR e maintain managerial effectiveness by
fw ' S # ki N laying guidelines for future activities is
THTTHIAT §aT0 HETHAT Rl

. Leading
g & 2. Controlling
1. dqed &&Ar 3. Planning
R — 4. Organizing
3. ST S
4. wNTSA FLA
703 ¥ @ G FT ged @Y ggw | /- 'Management By Objectives” was first

Rt R o ° suggested by

. I. Henry Mintzberg
1. gl e 2. Frederick Taylor
2. Wfdw T 3. Henri Fayol
2. &0 R 4. Peter F. Drucker
3. WX UH g

8. F4waTt # fFE YR wgag fRaT e | 8. Management function of determining
rag i == & 9fkar #F Fgr swar|  NOW activities are to be grouped is called

% 1. Planning
2. Leading

1. 3. Organizing

2. A 4. Controlling

3. waew

4. fadsor

9.98Us FT aF F TEd wew & wet &y | 9 The function of management that

involves filling and keeping filled
AT R 37 g FATC TW feifed positions in the organization is called

T ¥ 3} wEa & I. Controlling
1. fagsor 2. Planning
2 e 3. Staffing
3. o 4. Leading
I




0.7 s F0FE e awedeey
FHARE 7 FeAeaTgda THIET FT o
¢ 50 Fga
1. WiOsR & fAwar
2. RT3 R
3. ufFaat #r Rwax
4. QAT F R
1L # RuRer & wat F fafeg
i fawr 7
1. 9a #FN W 3o wow want &
a‘raaa?ﬁﬁ:’mﬁa:r%

2. ¥RA WER # & waat Ak whr =g
WER A o " f Rufagr &

3. MRT WER IR W o went
a’rma‘f@rﬁmﬁw%

4. W@ T WX W e weERr
U Aeat $ Rurfaer &

12997 dwaifis swr § B SRa &
HUARIT &, Tsgreger it “wwar T q
aead &

1.

PAA: AT & Usgufy MR wRa ¥
WHTAHAT

PR AT & T5A9T IR wma &
et |

A ARG F guaAES N sma &
Tregafer

PR AT H gemh IR usg @
TSgqqTet

13.3EE SErdan f qaier ety
AaFTEy

1.
2.
3.

4,

Hﬁaﬁaﬂwua’fa«'mmﬁm
HeER H st
maﬁw?ﬁ%ﬁ}ﬁrmmwrﬁm
FATr T

mﬁﬁmairrmwma"ra:a?m_

STeTelT &1 Jorfdamoor

10.

11,

12.

13.

4

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 ali
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 ‘

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



149 TER & FU FAe Furaat AR
Aumt garr fAemfes fre S §1 Fareat

I ot & i vt @ faver

frrafaf@a % fafafése ¢

N =

T TR (F @aaer) @asA, 1961
MR &1 wiawe
FARE Ggia AH

HRT TR (FRAER 1 aare) s,
1961

1s.famfafad # @ Fia @ fmor #Rwsa
afRaeT & FRt @ T ' @ R
Far & '

1.

Az AR Afwza afafagt &
el 9aar 39asy WE, A
HarerdY WATaY 1 IgEr &4,
yjeheror Fe, AR g Afadt St
wafdd &aT

AfdFAse IR Afwsa wfafoat
afaerlt "EEar 3udsy AT, N
AFTdt GHTaY F ggrar &

MNd: AFAY @Aedw Fr dgEr &,
yaderor e, AR @ Afadt wr
vafdd &t

AFse AR Afwsa sfafaat «
Hfarerdy HRIaar 39y S

16.9UTHFHAT ToET WaraT A 3R T o
Y & T FEH S@RT BRAT S §

LN

EGGRGE G

wMn: feg sFweg W @ Faew
wETTHE Hrater
LIECECIRIDEI O

17.20 # wHEA g AR Awg dared,
ot awetrfr Fiids i § @ qeaiea
FET AR S wgdew 9 sy ¥

14.

15.

16.

17.

5

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) Pules,
1961

2. The Constitution of India

Manual of Office Procedure

4, The Government of India
(Transaction of Business) Rules,
1961

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

[#5 ]

the Cabinet & the Cabinet
Committees;
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

“Make an assessment of the material —
capital and human resources — of the
country, including technical personnel
and investigate the possibilities of



darust ¥ watw @ et f I
AT, a8 FE R smdfed e T
1. TYSTAT AT

2. WUAFAT HEET

3. AfyAsd wiuacy

4. AT GEUA faEw A

130 WEEd WeA g Sdd &
S & v #Ng @Ry Aifa ar
FEFR & A e 3R SR wE
¥ TET HCUGR WY FE AT &

1, facdra SarainT

2. forsqes _@rqdeT
3. qTEIor AW
4. grAMorF A@TIOET

19. g wea & Fs Rg E
TE ¥ g wdEer & fov
AT §

1. #RY: TWH q {R A 9
o, wHM: WA gurad M WH AT
3 gAY M g T doa wfRfy
4. @AY T afafa AR e aReg

so.@rdt Fr AT Aveat R Rewd @

wrfee R I ¥ faedy Fe/ARAnT A
wERe @Red & wEe  fAgEt A
f’aﬁf&wm&?dﬁ@ar&ﬁ#m
frafafEe ga@nr favere Sreer

1. wfoefat & wfafa

2. WYUIAAAT

3. o A

4. Haforg FaTera/ AT @1 |

18,

19'

20.

6

augmenting such of these resources as

are found to be deficient”. This

function is allotted to the

{. Planning Commission

2. Prime Minister’s Office

3, Cabinet Secretariat

4. Ministry of Human Resource
Development

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

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

A Committee of Officers
Prime Minister
Minister-in-charge
Secretary of the Ministry/
Department concerned

b —



n.euEhy ReEt garRr IR & M e
At @ Aeafaf@e & g aafea
AR IpiE feam S arfew

1.
2.
3.
4.

s Faae]

orer oo afafa
I T 3R AIRfaE
TsT QAT fasmar

Ry w IyR BN el A=A A a
@A B B

1.
2.
3.
4,

HITT F ARy

A & Afydsa & B 75
Afafiey Jae 3w 3fEar

Ad & IvadA AEEd #OHE
FaraRfS

N

23,49 TRT & eI A ANTE” & A

3
1.

Tt R urs OwdA aEs, TEE,
fasrer, Tsw W 3R @9 USw
&t & garas wfAa §

T AR gl o & ar 9 &
AT UG AFRE S ARIEAT
greadr ¥

Wi aoiE Geglsy oo d@ ar 9w &
ZART AT Sfa0T &0 &Y A AFIRS
FAST ARGRAT g &1 ¥

@Y FeE G oem § AeiEar
wrcd fr ¥

2. fa=RAa & ¥ Fee a7 ey =&
F AT FF ¥ F A9 @R @ WS
ZART @9MT 9w WG TS & oAy
YFR Fiear aifev

ML

TISAT AT
faea srarar
AfyAze afaeyg
faea darerT

21.

22.

23.

4.

7

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

I. District Collector

2. District Planning Committee

3, Gram Sabha and Municipalities

4. State Planning Department

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

Who are “citizens” in the context of

Citizen’s Charter

[. All stakeholders
customers, clients,
beneficiaries, other
and Departments, State
Governments and Union Territory
Administrations

including
users,
Ministries

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, ANl citizens who  acquired
citizenship by birth

Which of the following has the main
function to recommend haw the Union
Government should share taxes levied
by it with the States

1. Planning Commission

Finance Commission

Cabinet Secretariat

2,
3.
4. Ministry of Finance



25.flr U5 IR & 9RET ST &7 @9
RRTsar A FT I &

1.

2
3
4

NRa & Tsgafa
. Uew & HEEHEd

. ST & g9
. favy & d&ffa fawnr & #§f

6. WA farafaf@a & @ a9 aasd
gottawor Hfefaaw 1860 & aga dsiEor
& g@mr sfdaeT & er §

1

2
3
4

. & AEeaE 8 T SUFRA
. &g e e
. NRd &R F dag Fraeg

7. # @ wldwr Fua gaiRw
3gFd w9 Q Af-Rwgs awa f s
- RAfg axar t

1
2

3

4

. gAE Awe

. dFEEd, wead R Aewniar SR
ar&HtA et 1 o w
FEgaer td wAaey fww, Fe &
HER  wEe,  §AwEd, |,
frraniar 3 waste Jeat & e
FTAT

. 9RERar AR sErd

BETER & PBFMcAT 3@ & AN
TRSET TUflRa &= & fow & fr foa
(I R F AT H @ # @
wlady Ny wrd Fxh &

1

2
3
4

. faea 7 & g5 wwor & S fr S
e faws sgEtvone

. s Ay

. afofsas &t g@rr v=rs o Afaar

25.

26.

27.

28.

8

All conduct of business of the
Government of a State shall be
expressed to be taken in the name of

1. President of India

Chief Minister of the State
Governor of the State

Minister of the Department
concerned with the subject

2.
3.
4

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

Which of the following most

appropriately depicts framework of

ethical governance

l. 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

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

Monetary policy

Fiscal policy

Policies adopted by commercial
banks

LS ]



0.8mTa: RffTms @R Fed @
H¥aeT & amh ¥

1. & yfQfeger, 1956 &  sigdg
USHERT & @Ry

z.mtﬁﬁmﬁa@ﬁamt
Zanr

3. wug & yiufaaa & @
4. AEEA-USANEIr R
Hed doflEoT & e@nr
30.AFRE AT R ™o gAY Pt

Aot geuifod s gt ¥

1. @med & aftss sffwfat sk sria
AN & AgEy s e
WIS Aar 9ereT &iar &

2. FIA ST F FEF FAAE

3. ¥meA & aftss el ik s
FHAY gt

4. ¥aF "N & aftes Hfwd

1860 &

3L Al & ghw fawfae qdfadife
AR A AT A AEARE g It F
Had feewer 3k AT #@ FEd ¥

1. fermor

2. wAweRr

3. wefther

4. QFAT

32.3ORF wap@, ol AR TuE srftrerd
& fafiree &8 wwuRT F4 a1 v e
g g, ot Fer Smar ¥

1. feotareas:
2. gIOAcHS
3. Ia-sgfFana
4. HASATTHE
33, Espirit de corps § Aeqd ¥
1. faemrETd amae
2. THar A afFa &
3. gg & w5 fgw gt
4. %e 3ot WX T FA

9

29. Generally speaking, regulatory bodies
come into existence
I. 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

30. 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

Only the staff working in the
organisation :

Both the senior officers and the
staff working in the organization
Only the senior officers of the
organisation

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

32. The specific roles of a figure head, a
leader and a liaison, form part of a

managerial role called

I. Decisional
2. Informational
3. Interpersonal

4. Organizational

33. Espirit de corps means
I. Rule to ruin
2. Union is strength
3. No Rule in war
4. Divide and Rule
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3a.3gca & &, st oy @ & wAF & | 34. Leadership  style that involves all
o weEdt & wiAe B S & @ members of a group in decision-

: making is called
FE ¥ . 1. Democratic
1. dditaE 2. Autocratic
2. fopwr 3. Laissezfaire
3. HgFaaq 4, People-oriented

4. FR-3ffRma

35.3meaET, fAfew, sfewr  faeafagzmeat | 35. Research work done on leadership
ZanT ;}?Fa' deit & RFar T EUYTE styles by Universities of lowa,

N S —— yoer GRe WX SR Mlc.:hlgan and. Ohio centre round one
2 ~ main leadership aspect

ur 1. Traits
1. fadws 2. Situations
2. ufy 3. Behaviour
3. cEEER 4, Psychology
4. AARAET
36.34H & WY-HY HE AWG  HAuA | 36. A database of individuals available for
FaTFant N [T &6 F AT Iumsy meeting current as well as future
TRl & TreTdw I Fr @ ok human resource needs is called
I. Manpower needs
1. FeRIET A SR 2. Skills inventory
2. Fhw Ao (Faed) 3. Replacement planning
3. wfaeuge araar 4. Succession planning
4. Feauftay AT

37.fFdr FHO & fAvmed & angal, gASET | 37. Assessment of  an individual’s
d  stfeey  wRafEt ik afss performance by customers, peers,

Hfefigl €@t fde ot A # FEd subordinates and supertors is called
: ) h t. Seclf assessment

& _ 2. 360 degrees appraisal
1. ¥ Agarsda 3. Job appraisal
2. 360 3 Hrgres 4, Annual assessment
3. ® U
4. af¥® Fraisad
38.wEhraT (i) frd #5a & 38. Synergy is
I 2+2=5 . 2+2=5
2. 2+2=4 2. 2+42=4
3. 2+2=1 3. 2+42=1|
4 242=0 4. 242=0




30.59a ¥ 3FdEEnt 1 wfeme AR
FfT For f ufvar = FEd

st

weIe

I

wfvator

WFH F HEwEA FhwadT F gemattud
HAYOT Y FEAT £
1, =7 RRfafte
2. &1 f@avor
3. w1 feawor

4. I ARG

.07 F FEWFAHT F e T F @
W R WA s B &7
TEATSA aWd €, 58 FEd &

1. #& FFaiwe
2. &/ gfEd
3. w After

4. T fARRe

2.7 s % I, e she, AR
et s w6t & fPufaat i &
faf@a faawor v &gr Smar
1. & BRI
2. wE Aeuiwa
3. #E REtor
4, F fadyor

a3. 3Tl agansd, wEws qd g,
e dhud # g aw AT fawor
N FES B
1. & fRagor
2. H8 fAreor
3. w1 RARe
4. I H@THA

sAFAME & Fhaw, 79, Qvgarst e & v
Bear &+ & fav FHAaREt = T &
AT 9t 9T g F FE ST §

~w o

11

39. Process of identifying and attracting
prospective eligible candidates is
. 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

I. 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

Job description

Job analysis

Job specification

Job rotation

b

44. Moving employees to  various
positions in the organization to expand
their skills, knowledge, abilities etc. is

called



. FY ofiEds

. FR g

. FR Rffe
4. F¥ feemor

5.0 Waa el F I F F afer
o ¥ 3R safdT aF & F awar B A
SH AU 9 Huia i & Fd §
1. wFw fAgia
2. T Rl
3. 9= R
4, o faeia

46. 559z R aww Ywow R, S
mmamanwm%
1. dwfas waue &1 i
2. wE@EEant i FR W F He
3. Iqafey & yEEar w R
4. AR g e

W N =

wmdt F O Won Reid F WER
HETFAT ¢
1.

-~ D N A

2.
3.
4,

sgFFaREt F ekt WK € & wom
frgial 7 39T BRAT JW 9T T9F §
1. ¥Re Uz few
2. g¥RE vz I F
3, TFAdREHT U el
4. #rzw@ Uz qeH

29.%fd EUR St FHAREl W ¥ A
dafras TR & FAf &ar ¥ A Fed §
1. af%a aead
2. e Aeaw
3. A AeTH

4, W IAH sgaH
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45,

46.

47.

48!

49.

Job change

Job rotation

Job specification
Job analysis

el S

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. TheoryY

3. TheoryZ

4, TheoryP

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

According to Maslow’s theory of
motivation, needs are
1. 4

2.5
3. 6
4. 7

A metaphor used in motivation
theories for rewards and penalties to
employees is called

1. Carrot and stick

2. Incentives and bonus

3. Expectancy and hygiene

4. Needs and wants

A centralized communication that
allows employees to communicate
with individual at the centre is called

1. Circle network

Wheel network

Chain network

2.
3.
4. All channel network
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50. Cross communication is

51.

52.

54.

35.

Horizontal and diagonal
Diagonal

Vertical

Horizontal

P =

p

process by which authority is
llocated to subordinates is called
Delegation

Decentralization

Democratization
Departmentalization

el e el

Availability of competent managers in
an organization is called

1. Management staff

Management inventory
Management personnel

2,
3.
4. Management cadre

. In LIFO method

Low inventory maintained

Cost of goods sold is low

.~ Goods procured first issued first
Cost of goods sold is high

LN —

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. ldeal stock

Procurement involves

1. Development of specifications
Planning of purchases
Supplier search and selection

2.
3.
4.  All the above
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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

Dual —career couples are

[. Persons having two career goals

2. Two persons having same career
plan

3. Both life partners working

4. Persons adopting dual career
strategy

Long term career success inan
organization through career
development programmes is

[. Career opportunity

2. Career risk

3. Career choice

4. Career advancement

A financial ratio that measuces the
adequacy of current assets t0 pay off
the current liabilities is

|. Debt-equity ratio

2. Profitability ratio

3. Liquidity ratio

4. Debt-tumover ratio

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

Inspiring the members of the
organization, charting the future of the
organization and envisioning the future
is
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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 manager.ent
2. Performance appraisal
3. Performance reduction
4. Performance review

63. Two or more people or organizations
work together to realize shared goals
by sharing knowiedge 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
cailed
1. Project appraisal
2. Project review
3. Performance management
4. Project selection

65. In leadership roles, acknowledging

and assuming responsibility for
actions, products, decisions and
policies is called

1. Responsibility

2. Accountability

3. Management

4. Governance

66. What is Six Sigma in Manufacturing?
l. It is a term used in Statistical
analysis for quality control

2. Itisa set of tools and strategies for



2. 77 wirarRfoat # ~man ofedw
& Rt & gur @
et # w0 ow= F R R s
wfat W oE AT B

3. Ug APfAPd AT & dArd @
AW G W dwewd & S
IgahT duew #r ufFT F gUR we
¥ fav gy ST &

4. fafawvor & ufrar-fRftdt & d9u &
OF YFR % a9 §

67.75qTEA F ys@Ter Seuw Awafaf@a

R A T

1. foerreh 3 qot wadkar #r s
wonferat

2. FfOERYT Aqged, S fsued & gEdr
F TEA F6l Tl

3, FAFAY F Fad @, FF F
faawor &1 Rers w@ar, a8 & deieY
R &A1, FAOT Fenfia foreareeT
AT T F

4. forvareer #r At #§ Mgehaar
giaRad &

68.5TTH RFAT GAEEAT T JFT TF

dar g &

1. FHAR TF AGHH I ¢ B 378 O
el F 1 FTT A oge TEE

2. FHARY & HGY dd1 & *weledr &1 7T
I

3. W oW F ® FF A Afq el @
EAGIS

4, QoTer FgE{aor & S | QoK &
I FA B IS E

69.7 UH UH SMIA ¥/ g UH Tl | &1
deqd g
1. wAe s s
2. HANg Fisfer s

67.

68.

69.

16

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.

Effective management of performances

relies upon

. 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

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

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

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

Indicate the list of non- ERP Packages
from the following

SAP, ORACLE and PeopleSoft
SAP, ORACLE and BaaN

(FS, PeopleSoft and SSA Global
IBM, Infosys and Microsoft

N

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.

Access Control deals with

I. Statistical Quality Control

Activity Management

User privilege management for

different processes

4. Various “self-service” interfaces
for customers

[ 56 )

Payroll falls under the functional area
of

I. Financial Accounting
Management Accounting

Project Management

Human Resources

PNV N ]

In the context of ERP the term DSS
refers to?

I. Decision Support System

2. Deducted Services System
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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 GUl is to

1. 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?

1. 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 LLAN network server

3. From remote servers and data
centres through internet

4. Internal solid state hard disk.

S/1 AAA/13—PIl—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?

1. 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

81. 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
isa
. Preventive measure
2. Decisive measure
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3, Curative measure
4, Indicative measure

Quality gaps happen when managers
do not understand the expectations of
the

1. Market

2. Customer

3. Manufacturers

4. Suppliers

PLM in the context of ERP stands for
1. Product life cycle management

2. Product line management

3. Process line management

4. Project life management

Who conducts the acceptance testing?
1. Customer

2. Developer

3. Maintenance Staff

4. Tester

Which phase of software project
development typically costs the most?
1. Analysis

2. Design

3. Coding

4, Maintenance

Supply Chain Managetment (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

b
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88. Staffing in Human Resource

Management (HRM) includes:

I. 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
I. 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. Actin adiscourteous 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?
I. 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 isa
|. Executive action
2. Minor penalty
3. Major penalty
4. Simple penalty

94. A government servant retires on

attaining the age of superannuation

whenheis __ old.
I. 55 years
2. 58 years
3. 60 years
4. 65 years

95. In case a Government servant seeks to

take-up a part-time assignment as

lecturer, he is required to:

I. 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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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

Aptril and October
January and July
March and September
Not specified

RSl

99. What is the maximum number of
casual leave a Government Servant is
entitled in a year?

1. 10days

2. 12 days

3. 06 days

4. 08 days

100. Maximum number of days of earned
{eave that can be accumulated in the
entire service period by a Government
Servant is

1. 365

2. 300

3, 400

4. 500

101. What is the maximum number of days
a female employee can avail under
child care leave during entire service
1. 365 ‘

540

640

730

pal ol
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102.From which date annual increment is
generally payable to Government

Servants?
[. 1% January
2. 1® April
3. Puly

4. 1" October

103.A goverament servant is eligibie for
Leave  Travel Concession on
completion of
L. 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 [ILeave Travel
Concession rules during entire service?
. 60 days
2. 120 days
3. 180 days
4. 365 days

105.Leave Travel Concession can be
availed during
I. Sawurdays/Sundays
2. Casual leave
3. Gazetted holidays
4. Aany of the above

106.Leave Travel Concession, “Anv place
in India” is admissible once in a block
of
l. two years
2. three years
3. four years
4. five years

I

11z
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107.3n9aite afyfeufaat A TN FEIN 107.In  exceptional circumstances, a

et 91T E-ATY deeld & AT AT Government servant is entitled to seek
- ? change of Home Town'

TR F FRER F : 1. once in the entire service
1ulr far # & 9N 2 twice in the entire service
2. qff ®ar ¥ & ar 3. thrice in the entire service
3, oy dar & A A 4. Four times in the entire service

4. @i a7 A WX

1089 TR ¥ dad o & faaH 2 | 108. What is the lowest Grade Pay in the

Iga feaar & nay structure of Government of India
1. 31800
1. T
800 2. ¥2000
2. 2000 3. T 4600
3. T 4600 4, %4200
4. ¢ 4200

106@% Ty FAAY R W, IO et & | 109.0n tour, subject to certain conditions,

t servant is entitied to
sl el & §hal a governmen
¥ 1. Daily Allowance

- ﬁq’_ Hed 2. Dearness Allowance
2. AEIE Heal "3, Special Allowance
3, AT Hedr ' 4. Transport Allowance
4, qfy@esT Hedl : ‘
110.How many Pay Bands are there for
1108 wRaTRaEt & fae e o3 £ government servants
1= 1. Four
5 & 2. Three
3. Two
A 4, One
4. U&k

I s o A aaw # 111.Basic Pay in the revised pay structure

‘ includes
Rrfafte afad & |. Pay Band + Personal Pay
1. o d AofFas adad 2. Pay Band+Personal Pay+Special
5 o ¥ +dgTFas Ao+ RAAy ddad Pay

3. Pay Band + Grade Pay
4, Pay Band + Grade Pay ¥ Special
Pay

7. 4 & +q5 ddd
4 ¥ &z 0z dad QAW aqq

117, dmfaE @ e seEuE 9REE | 112.Council of Scientific and ~ Industrial
& Rescarch is a o

1,—-5;@ FET &7 FHET 1. Central Government department

Rt B ey e
. i ; b



3. ¥R &R & 9 AT
4, AT §FER & 3Ty FEeT

113. WHA FAWET & fdd &= arelr
A4t udt & Hedt H UHHR(FR) A Ae9d &
1. facd f@aa
2. Ao fan
3. #Aifas wfsr
4. el oA

14T # FAANE & B e a3 &
af¥F daagfe A I ©

1%

2%

3%

4%

Lol A

115.7gaAaH F A3 IaA FTe WERY
FAANY §ATE eI @ TAT A I gFER

< 4800

T 5400

T 4600

T 4200

116.759 ®&FRr FAAY H F=AfaD 1 wa
¢ g7 ¥ar ¥ frw af@ 1 qarfagea g
1. 31 AR Y
2. 30 3
3. 31 Rasx
4. 30 S

aowoN o

117. 91589 B &1 @9y fFag @
1. R

2. [IERT IE™

3. H{FN age

4, IFT A A vl @ 7@
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3, Attached office of the Government
of India

4, Subordinate  Office
Government of India

of the

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. T 4800
2. ¥5400
3. T 4600
4. ¥4200

116.A government servant whose date of
birth is 1%  April will retire from
service on
I. 31" March
2. 30" April
3. 31" December
4. 30" June

117.Licence Fee is related to
I. Education
2. Government Accommadation
3. Government Vehicle
4. None of the above



118. 7@ FATE & 3Ry fa@a &

ZanrT urfda g ¥

1, Ra WHER & &eog fAfdw @@
(yrRen) feas

2. N WER F Sy R aw
(gditetor, fgaor HR arde) s

3. A= foaw

4. 9T WER & Hqes Aas

119.9Wd &R & Ja@1 & y@yw F& H;
AGATA Y T &

1. 21 9%

2. 18 a¥

3. 28 aw

4. 25§ |
1208 FHEARE w fRrafef@a e
HI F Y ITAT B

1. WgEd HEWEA AT

2. ESAT # WERT AT

3. HEEA & | AT

4. wiefles &= & & AT

121 Brafaf@a & @ Siqaar fRavor 78 ¢

1. Tl sy aeehfas afedt &
do@ F WO o GHAT §
uoeifas ofedl & wada # R
HRRE S # AT T QN A
g B
T wAERE @ gl ratast
gar S fhw Tw deiAfedt
TR Haat # wellia & Jhar §
TEFe wAEeE AR AU B|ET &
FTAFArGT F 9T o TR ¢

2.

12205 @ il e weR & 9@
oAt & et & & Flaar S8 T FFAr
X
1. wAfaE R AU e F &
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118.The conduct of Government Servants
is governed by
. Central Civil Service (Conduct)
Rules of Government of India
Central Civil Service
(Classification, Control & Appeal)
Rules of Government of India
Fundamental Rules
Supplementary Rules of
Government of India

2.

LY )

119. What is the minimum age for entering
into service in Government
1. 21 years
2. I8 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

to resort to strike

to come late habitually

to join the Territorial Army

@

2.
3.
4.

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

government, -

Undertake honorary work of a

social or charitable nature,

1.




2. ammtm#@mﬁﬁ
FAFAT & wEr Aar

3. mfaﬁum.mxmmma
A Fq & THAT, AT 30T TET
& Frat & s A

4. s wl
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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 ali the above

12399 AR H9e FHwiicat & 123.Government of India may permit its

F NN W §T wEN F sHaRt &
AT 9T gfAuAtAet A & R

employee to work on
basis for recognized Central
Government employees unions/

MERECR) IS & wed & associations/federations
1. aEg war ' 1. Foreign service
2. wfafgfaa 2. Deputation
3. W WY AT 3. Permanent absorption
: 4. Transfer
4. VHIaT
124259 % Prewafes i & 124.Dovry includes
. . Valuable securities
1. T sfastfaar 2. Property
2. wufeq 3. Both Property and valuable
3. "ufeg 3k AT viasfaar gt securities

4. IFT wfr

4. All the above

125.39arfew afifRyfagt & BISHT &g 125.Save in" exceptional circumstances, the

VIER & FAAY & 30FaR g R
# o Fo fr I e

90 & :

180 fer

5 a¥

2 af

el

maximum leave that can be granted to
a central Government servant is:

I. 90 days
2. 180 days
3. 5 years
4. 2 years

126,65 Rt % Friromder % 126.WhichofthcfollowingisNOT

ﬁw*m#ﬁfﬁmﬁf@r—r##

Frad ufer fomster agt &
1. YeRaa & B o woe s @
3w 7 @

2. YRRuE = ¥ wmw adefe R

¥ & o :

3.mﬁwm%mmm

4. gFaa == % =w 3w e &
ﬁvmm%mmﬁw
ERCCO 2o i 3

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,



127. @ FeEA PAteiad & @l
W@%%ﬁuﬁmﬁﬁ
ww Al A E
1. faea daeT
2. TS I
3. AT d@r el
4. WEE

128.%%%%%3@?&3%3&%
foeq 74 awe I GOE H TEIA T E
1. e 112

2. ¥ede 115

3. eeig 116

4. e 117
129.mfr$r§@ammﬁmﬁaﬁaam%?
1, A & @Rd

2. FatET F facdd FAEER

3. AT F EGF HET

4 FErrT @ 3T 3T dfdaor R

130.97RF ¥ Faue ¥ fFU 3Eeoe & d6d
TRE B FEEAS A e f aEE

1. 3eedT 276
2. Hg=E 167
3. g 267
4. FeEne 117

131.ﬁﬂﬁmmzﬁ'£rqﬁﬁam$ﬁa’vﬁ

wAan fafcaa der Fa ¥ fme 98
oo wfRTY ¥ TS FIAT Bl 8

1. 15 &5 T

2. 10 #3 T9d

3. 25 Fg T

4, 20 T3 IIY
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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

128. Under which Article of Constitut.on of

India, the Finance Minister presents
the Budget to the Parliament?

Article 112

Article 115

Article 116

Article 117

il e

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
whicha Review Committee has to
be constituted?
1. T15 Crores
2. T10 Crores
3. ¥ 25 Crores.
4. T 20 Crores



1B2r7Ey e s ¥ siadlm
fafafaa 7 @ Y wfae & R
ST #

1. iR .

2, peat guf

3. Qe

4. qradh, gEe, aREC Iy

133. 9= facdw fagsw 2005 # Ru 7w
gIauEt & AR famfia e goanee
#r wgfad oA FEr g & oy g
fer o= e v # sEEfae wme

9 ¥ yfow gl @

10 &@ T9F

15 @ T

25 9@ T

50 A@ T

L=

134.9AFT faedw fagw 2005 & Ru v
JrauEt & FTAR AR Afder goao
F IeR A ffed grwga == § fAv
ATyt ® aEETar feaar wRg R
ST =wfge?

1. 99 a@vaE
2. &= Aeng
3. 9} A@ATE
4. & F@eawE

135.7Fa ey § 3w & gfgnt &

“FIA aRTGT T3 #T wEgw Bhar o7

HFHAT g7

12 Arg

18 A

24 A1

36 ATE

136 Fffed g & arcad §

1. faor &3 & fav e oot &
s F

2. 3 3% faw 9v geen v Aol sifead &

el A

30

132, Which of the following is not covered
under term "Goods™?
. 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, 20057

l. Five Weeks
2. Three weeks
3. Four Weeks
4, Two weeks.

135."Price Variation Clause” is provided in
Contracts the duration of which
exceeds?
1. 12 months
2. |8 months
3. 24 months
4. 36 months

136.‘Classified dak’ means
I. Dak duly sorted out for distribution
2. Dak bearing security grading



3. ﬂmﬁmﬁﬁaﬂﬂﬁﬁqﬁiﬁa
A I A T

4, T I U W acarmemear & Aopy
dfra &

137.%%%#%%3%

iar & qur

1 587 B wroy daw amg aq
AT A & @ amieRr HfOFTe
CANT It &Y Frehr ¥

2. ﬁﬁé—ﬁﬁmmanﬁaﬂ?ﬁﬁm
SAT A AR 9fr oo @ ey ¥

3. swﬁ%ﬁrzﬁrmé-ﬁamﬁmma

4. wﬁé—ﬁaanﬁaﬁ‘é’fﬂ?ﬁ?

4. ATTT F qard By

14o.mmwﬁmmﬁmmfm3wm
Hmm:%mfai’@aé?%vm?
1. aama#mumma‘:ﬁm
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3. Dak meant for circulation
all the officers in ministry
4. Dak bearing urgency grading

among

137."Dak" is a written communication
received in a Ministry and
I. it includes digitally received e-pail
only when authorized by a
designated officer
2. it includes e-mail only when a
printed copy of e-mail is received
it includes digitaily received e-mail
4. itdoes not include e-mail

|78

138.'"Urgent dak’ means dak marked as
l. *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 of the
Ministry

140.In 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 jts
employees.

3. corresponding with Pubic Sector
Undertakings

4. issuing financial sanctions,



141.%F0 & IR AT 74T HF TATIFH
1. dogeEd A ATAY @ GTE # AeT
S
2. waed gar & AR W g s @
ot Y JTEYTRaT AE A
Fonae AFT AR & WE Had o9
HAT T FAS Wed A I@HA
| qiegEER & AU IR FWar €
@@ %o S FW hew AU
gIegaEit ¥ A9 i Roe Rie a8
FTdr

142.W3 WEE el S

1. ¥a9 a9 J@ Wy @ w@&foq A&
WEH FO FAA 6 Iy FAG F
& gega A ¥ 3R IEF aaw 3
# gydem BT e FH a2 wEa
o7 feouolt W wEE AT INETS
glar & '

2. 2T AEW Figw HNOF @ ol &

3. wETEF seUIly @R ¥ B

4., F@ AEY wEA B Bew aEg M
A & ok W won BT o A
| T Y W AG AT ST AhAT @

143.%%@%&%3@@#

FER Al o @ R daw ffafse
yafr & @Av @ Far § s Wefafes |
wite 77 &

1. 3a¢

2. 5§

3. 10 9¥

4. 25 9%

1445217 e # ReafAfla gofiga =8
&1 el
1. yafoamig e
2. €O 9%

32

141.The original communication sent
through fax
1. will subsequently be sentin 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 recetver
asks for original communication.
will be sent if the fax machine
failed to print the sent
communication report.

142.¢Part file’ is opened
1. 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 kecp annexures elc
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 '

1. 3 years

2. 5 years

3. 10 years

4. 25 years 1
144.The Central Registry will NOT

register:

[. inter.departmental files
- 2. parliament questions

S/



148. 5Ty 32

3. JNEY & §AA
4. Afg/xafeiat « a3 dafee
$-A9 @ @Y 3% gERT ey T

145.fArfaflT =X aF & Tl el oy

FT 3= RS ¥ @9 S ar &
RrErat & fAarer w5

1. X |fe 3 399 =

2. 39 gfg IR 399 s

3. #gFT Wi IR 3o s

4. 3T ®wfRT MR 3E I

145.aaaa:ﬁ:ﬁmﬁwa§awﬁ#m
gaue A€ R T @ e ¥ fv
wh 7R & 3w wwg & W@feg AwEt @
s AR, demens W ¥ @y
fr=fafaa & w@v 7= f=r sTom

1. ¥aT afe

2. 37 gRT

3. wgF wfag

4. 3T @i

147. Fow el A R % R
w4 # M7 Pvem w@ aur awEr i
e P v w1 @ REwor T @
Td w4 & gaw el afaie
$r gt &

1. HTT ity

2. @ wfaw

3. 37 glg

4. ¥y ®RE

N ITANT @A
fFrafafas & gaer &3 & v R s

g

1. e aedetaa

2. &&feH wafw wmws & v

3. ymafa® ARa # ey gia s
# fow

4. S & WY qIEGEER S ¥ AT

S/1 ALAMN3—PI—C—3
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¥ ]

court summons
4. dak received directly by e-mail
addressed  to the Ministers/
officers by name

145.All officers of the level of __ will
redress public grievances pertaining to
the divistons under their charge.

Under Secretary and above

Deputy Secretary and above

Joint Secretary and above

Additional Secretary and above

Lo -

146.Unless otherwise provided in the
departmental instructions, Monthiy
Statement of Cases pending disposal
for over a month, together with the
numericaf abstract will go up to

. the Deputy Secretary

the Under Secretary

the Joint Secretary

the Additional Secretary

A~

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
i. the Section Officer,
2. the Joint Secretary
3. the Deputy Secretary
4. the Under Secretary

148.0ffice Order is normally used for

communicating

I. financiaf sanctions

2. for day to day internal administration

3. for communicating orders in
discipfinary cases

4. for communicating with members
of public



149,319 Fad a4 Nadr a7h ¥ 7T 5q

1

150.RFrE w@er & ReanfAdalt & eger et

9o & forar S #

AT FEOF @ wred w0 o Sier

& IR FST W aEga W& e
FET WAEE 7 wred w By S ¥
S W FNAE G0 @ e @

Fa Rag & antr @iy

1.
2.
3. V@ WIEH & HE-2 @S fAur smar ¥

4. @ A BOn BT v wh g w

Fost AT F I A
vl ficg at F ag

AT H-1 RaErg v R anw aifge

FarE i e S &
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149."Dak" becomes receipt only after it has
been

1
2.
3.
4,

150.As

received by the concerned section
or concerned officer

received by Dealing Assistant and
put-up on file

received by Central Registry

when action on this is complete

per  Records Management

guidelines files should be recorded

1.
2.
3.

at the end of calendar year.
at the end of each financial year.
whenever volume 2 of the file is

opened, volume 1 should be
recorded.

after action on all the issues
considered  thereon has been

completed.
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