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1. In which years of old of R.D is files Collector should personally scrutinise? 

(A) 25 years   (B) 20 years  

(C) 30 years   (D) 35 years 

GzuøÚ BskPÐUS ÷©Ø£mh {.•. PmkÒÍ ©õÁmh Bm]¯º ÷|μi¯õP B´Ä ÷©ØöPõÒÍ¨ 

£h ÷Ásk®. 

(A) 25 Á¸h®   (B) 20 Á¸h®  

(C) 30 Á¸h®   (D) 35 Á¸h® 

2. Roneo number alpha system of filing means Collector keeps the following with his own 
custody?  

(A) Personal papers    

(B) Confidential papers  

(C) Urgent papers    

(D) No 

÷μõÛ÷¯õ Gs APμõv •øÓ°À PmkÁx GßÓõÀ ©õÁmh Bm]¯º ußÁ\® EÒÍ RÌPsh 

PmkUPøÍ £õxPõ¨£x. 

(A) uÛ¨£mh uß \®©¢u£mh u£õÀ  

(B) A¢uμ[P u£õÀPÒ  

(C) AÁ\μ u£õÀPÒ    

(D) GxÄªÀø» 

3. Important orders should be kept in 

(A) Record Room   (B) Stock file  

(C) Separate Almirah  (D) None 

GvÀ •UQ¯ BønPÒ øÁzx £μõ©›UP¨£h ÷Ásk® 

(A) £vÁøÓ   (B) C¸¨¦ Pmk  

(C) uÛ A»©õ›°À   (D) GxÄªÀø» 
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4. How many days a government servant can avail casual leave 

(A) 7   (B) 10  

(C) 12   (D) 15 

Aμ_ £o¯õÍº GzuøÚ |õmPÒ uØö\¯À Âk¨¦ GkUP»õ® 

(A) 7   (B) 10  

(C) 12   (D) 15 

5. How many number of fire buckets filled with sand to be kept in office building having 
Superficial area of 1000 sq.ft and below? 

(A) 4 Buckets   (B) 3 Buckets  

(C) 2 Buckets   (D) None 

B°μ® \xμ Ai ©ØÖ® AuØS SøÓÁõÚ öÁÎ£μ¨¦ÒÍ A¾Á»P Pmih[PÎÀ GzuøÚ 

w Aøn¨¦ ÁõÎPÎÀ ©nÀ {μ¨¤ øÁUP¨£h ÷Ásk®? 

(A) 4 ÁõÎPÒ   (B) 3 ÁõÎPÒ  

(C) 2 ÁõÎPÒ   (D) GxÄªÀø» 

6. The Taluk Register No-10-A refers to  

(A) Dharkast   (B) Transfer of Registry  

(C) Relinquishment   (D) Water rate Register 

uõ¾Põ – 10---G – £v÷Ák G¨ö£õ¸Ò £ØÔ¯x? 

(A) uºPõìm   (B) £vÄ©õØÓ®  

(C) E›ø©ÂhÀ   (D) uspº wºøÁ Á›   

7. Date on which next action is to be taken in the personal Register to be entered in colomn no.

(A) 4   (B) 5  

(C) 6   (D) 7 

Akzu |hÁiUøP GkUP ÷Ási¯ |õÒ uß£v÷ÁmiÀ G¢u P»zvÀ SÔ¨¤h¨£h ÷Ásk®? 

(A) 4   (B) 5  

(C) 6   (D) 7  



   118/DM/18 
  [Turn over 

5

8. Security Register is maintained in the form prescribed in 

(A) XV   (B) XVII  

(C) XVI   (D) XVIII 

£õxPõ¨¦ £v÷Ák G¢u £iÁzvÀ £μõ©›UP¨£h ÷Ásk® 

(A) XV   (B) XVII  

(C) XVI   (D) XVIII  

9. When the clerk acknowledge the receipt of the papers in Distribution Register, which 
column, he will note in Distribution Register? 

(A) 3   (B) 4  

(C) 5   (D) None 

£Qº©õÚ¨£v÷ÁmiÀ  J¸ GÊzxz u£õÀ ö£ØÓÄhß G¢u Põ»zvÀ uÚx J¨¦uø» AÎ¨£õº?

(A) 3   (B) 4  

(C) 5   (D) GxÄªÀø»  

10. Pauper suit Register will be destroyed after the laps of following years. 

(A) 3 years   (B) 5 years  

(C) 10 years   (D) 30 years 

ÁÔ¯º ÁÇUS £v÷Ák GzuøÚ BskPÐUS ¤ßÚº AÈUP¨£k®? 

(A) 3 Á¸h®   (B) 5 Á¸h®  

(C) 10 Á¸h®   (D) 30 Á¸h®  

11. The Govt. call for a report to be submitted after a year, such file may be entered in 

(A) Personal Register  (B) Brought Forward   

(C) Special Register   (D) Call book 

Aμ\õ[P® KμõsiØS ¤ßÚº AÔUøP AÝ¨£U ÷Põ¸® ÷Põ¨¦UPÒ RÌPsh £vÄ ö\´x 

•iUP»õ® 

(A) uß £v÷Ák   (B) •ß öPõnº uß £v÷Ák  

(C) ]Ó¨¦ £v÷Ák   (D) ©ÖPÁÛ¨¦ £v÷Ák   



118/DM/18 
   

6

12. (a) No periodical should be entered in personal Register  

(b) It can be index.  

Which statement is correct? 

(A) Both (a) and (b)    

(B) (a) only  

(C) (b) only    

(D) None (Both are incorrect) 

(A) Põ»•øÓ AÔUøPPÒ uß£v÷ÁmiÀ £v¯UThõx  

(B) BÚõÀ AmhÁøn°h»õ®.  

G¢u TØÖ \›¯õÚx?  

(A) (A) ©ØÖ® (B)    

(B) (A) ©mk®  

(C) (B) ©mk®    

(D) (A) ©ØÖ® (B) Cμsk® uÁÖ  

13. How many days to be taken for pasting correction slips in the concerned book? 

(A) 1   (B) 2  

(C) 3   (D) 5 

v¸zu xskPÒ GzuøÚ |õmPÐUSÒ E›¯ ¦zuP[PÎÀ Jmh¨£h ÷Ásk® 

(A) 1   (B) 2  

(C) 3   (D) 5  

14. All Despatch and Local Delivery book should be maintained in 

(A) C.F.54   (B) C.F.61  

(C) C.F.44   (D) C.F.62 

Ag\À AÝ¨¦øP ©ØÖ® EÒÐº öPõk¨¦ £v÷Ák G¢u ö£õx¨£iÁzvÀ £μõ©›UP¨£kQÓx?

(A) C.F.54   (B) C.F.61  

(C) C.F.44   (D) C.F.62  
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15. If any Government Servants comes to office at 1.45 pm on any day with permission the day 

will be treated as 

(A) Permission   (B) Duty  

(C) Casual leave   (D) Late 

J¸ Aμ_ FÈ¯º AÝ©v²hß ¤Ø£PÀ 1.45 ©oUS A¾Á»P® Á¢uõÀ AÁμx Á¸øP GÆÁõÖ 

P¸u¨£k®? 

(A) AÝ©v Âk¨¦   (B) £oUPõ»®  

(C) uØö\¯À Âk¨¦   (D) uõ©u Á¸øP 

16. (a) Casual leave Applications should be given number on Distribution Register 

(b) It should be closed in every year in k. Dis.  

Which statement is correct? 

(A) Both (a) and (b) are wrong (B) (b) only  

(C) (a) only   (D) both (a) and (b) Correct 

(A) uØö\¯À Âk¨¦ Âsn¨£[PÎß £Qº©õÚ £v÷Ák Gs öuõkUP¨£h ÷Ásk®. 

(B) AøÁ Bsk •iÂÀ ‰ßÓõsk ÷Põ¨£õP •iUP¨£h ÷Ásk®. 

G¢u TØÖ \›¯õÚx? 

(A) (A) ©ØÖ® (B) Cμsk® uÁÖ (B) (B) ©mk®  

(C) (A) ©mk®   (D) (A) (B) Cμsk® \›   

17. General Distribution Register in Collectorate in maintained in the following colomn  

(A) 5   (B) 4  

(C) 3   (D) 7 

©õÁmh Bm]¯º A¾Á»PzvÀ GzuøÚ P»[PÒ öPõsh ö£õx £Qº©õÚ £v÷Ák 

£μõ©›UP¨£k®. 

(A) 5   (B) 4  

(C) 3   (D) 7  
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18. The files which are kept pending for more than three months will be entered in 

(A) Personal register  (B) Special Register  

(C) Brought forward personal Register (D) Periodicals 

‰ßÖ ©õu[PÐUS ÷©À {¾øÁ°À EÒÍ |h¨¦ ÷Põ¨¦PøÍ G¢u £v÷ÁmiÀ £v¯¨£h 

÷Ásk®? 

(A) uß£v÷Ák   (B) ]Ó¨¦ uÛ¨£v÷Ák  

(C) •ßöPõnº uß£v÷Ák (D) Põ»•μ¨£v÷Ák  

19. Money and valuable received in the Collector’s Office in course of Official business should be 

entered in 

(A) Special Register   (B) Money Receipt Register  

(C) Security Register  (D) Treasury Register 

|õn¯® ©ØÖ® Âø»ö£Ö©õÚ ö£õ¸mPÒ ©õÁmh Bm]¯º A¾Á»PzvÀ ö£Ó¨£k® ÷£õx, 

RÌPsh G¢u £v÷ÁmiÀ £vÄ ö\´¯¨£h ÷Ásk®? 

(A) ]Ó¨¦ £v÷Ák   (B) £n® ö£Ö® £v÷Ák  

(C) £õxPõ¨¦ £v÷Ák  (D) P¸Å»¨ £v÷Ák   

20. At the top of the note file. What colour fly leaf is placed. 

(A) Red   (B) Yellow  

(C) Blue   (D) Black 

A¾Á»P SÔ¨¦ ÷Põ¨¦ ÷©À Amøh¯õP G¢u {ÓzuõÀ BÚ uõÒ øÁUP÷Ásk®  

(A) ]P¨¦   (B) ©g\Ò  

(C) }»®   (D) P¸¨¦ 



   118/DM/18 
  [Turn over 

9

21. In Periodical Register, if any reminder is sent and it should be entered in the colomn. 

(A) 4   (B) 5  

(C) 6   (D) 7 

Põ»•øÓ AÔUøPUS {øÚÅmk AÝ¨¤ÚõÀ AuøÚ Põ»•øÓ¨ £v÷ÁmiÀ G¢u Põ»zvÀ 

SÔ¨¤h¨£h ÷Ásk®? 

(A) 4   (B) 5  

(C) 6   (D) 7   

22. If the current is reopened from call book, 

(a) Fresh current number should be given, 

(b) Action to be continued in the old number. 

(A) (a) only    

(B) (b) only 

(C) (a) correct (b) wrong   

(D) Both are wrong 

©ÖPÛ¨¦ £v÷ÁmiÀ £vÄ ö\´x •iUP¨£mh ÷Põ¨¦ «sk® vÓ¢x |hÁiUøP GkUP¨£k® 

÷£õx  

(A) ¦v¯ £Qº©õÚ £v÷Ák Gs öPõkUP¨£k® 

(B) £øÇ¯ ÷Põ¨¦ Gso÷» |hÁiUøP GkUP ÷Ásk®. 

(A) (A) ©mk®    

(B) (B) ©mk®  

(C) (A) \› (B) uÁÖ   

(D) (A), (B) Cμsk® uÁÖ    

23. If any disposal file is taken from Record Room, how much time to be taken for returning file,

(A) One month   (B) Two month  

(C) Three month   (D) Six month 

•iÄØÓ ÷Põ¨¦PøÍ £vÁøÓ°¼¸¢x GkUP¨£mhõÀ AøÁ GzuøÚ ©õu[PÐUSÒ v¸®¤ 

J¨£øhUP ÷Ásk®. 

(A) J¸ ©õu®   (B) Cμsk ©õu®  

(C) ‰ßÖ ©õu®   (D) BÖ ©õu®   
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24. Which disposal are sent out in Original? 

(A) L.Dis   (B) N.Dis  

(C) K.Dis   (D) F.Dis 

G¢u •iÂÀ ÷Põ¨¦ A\»õP AÝ¨££k®? 

(A) J.•   (B) A\À v¸¨¦ •iÄ  

(C) •.•   (D) ÷Põ.•  

25. When the map is quoted for reference in file, how it should be shown? 

(A) Noted in pencil   (B) Flagging  

(C) Page Number noted  (D) None 

|h¨¦ ÷Põ¨¤À ÷u\¨£h[PøÍ Buõμ©õP Põmk®÷£õx RÌPsh G¢u |øh•øÓPøÍ 

Pøh¤iUP¨£h ÷Ásk® 

(A) ÷Põ¨¤À ö£ß]»õÀ SÔUP ÷Ásk®  

(B) öPõi°h ÷Ásk®  

(C) GsPÒ SÔUP ÷Ásk®  

(D) HxÄªÀø»   

26. If the current files are produced in the court the follow only to be sent to court. 

(A) Current file only   

(B) Note file only  

(C) Current file and note file  

(D) Copy of current file 

}v ©ßÓ[PÐUS ÷Põ¨¦PøÍ AÝ¨¦® ÷£õx RÌPshÁØøÓ ©mk® AÝ¨£ ÷Ásk® 

(A) |h¨¦ ÷Põ¨¦    

(B) SÔ¨¦ ÷Põ¨¦  

(C) |h¨¦ ©ØÖ® SÔ¨¦ ÷Põ¨¦  

(D) |h¨¦ ÷Põ¨¦ |PÀ ©mk®   
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27. Where draft is to be placed in the file? 

(A) Above the note file  (B) Below the current file  

(C) Above the current file  (D) None 

÷Põ¨¦PÎÀ ÁøμÄPøÍ GÆÁõÖ øÁUP÷Ásk®? 

(A) SÔ¨¦øμ ÷Põ¨¤ß ÷©À (B) |h¨¦ ÷Põ¨¤ß RÌ  

(C) |h¨¦ ÷Põ¨¦ ÷©À  (D) GxÄªÀø»   

28. How many envelopes are used in sending Confidential papers? 

(A) One envelope   (B) Two envelopes  

(C) Three envelopes   (D) None 

CμP]¯ uõÒPÒ AÝ¨£ GzuøÚ EøÓPÒ £¯ß£kzu¨£k®? 

(A) J¸ EøÓ   (B) Cμsk EøÓ  

(C) ‰ßÖ EøÓ   (D) GxÄªÀø»  

29. When ‘N’ Disposed is issued, where the Despatch stamp is to be stamped 

(A) Personal Register  (B) Fair Copy Register  

(C) N. Disposal   (D) Not to be stamped 

AÝ¨¦øP •zvøμ, Ehß •iÄ ÷Põ¨¦PÎÀ GvÀ Szu¨£h ÷Ásk®? 

(A) uß£v÷Ák   (B) _zu |PÀ £v÷Ák  

(C) Ehß•iÄ ÷Põ¨¤À  (D) Szu÷Ási¯vÀø»  

30. When the final paper are sent, the clerk should obtain the acknowledge the Personal 
Register. 

(A) Huzur saristadar  (B) Fair Copy Superintend  

(C) Record Clerk   (D) Section Head 

©õÁmh Bm]¯º A¾Á»PzvÀ •iÄØÓ Piu[PøÍ AÝ¨¤¯ ¤ÓS ¯õ¸øh¯ Á\® J¨£øhzx 

uß£v÷ÁmiÀ øPö¯õ¨£® ö£Ó ÷Ásk®. 

(A) A¾Á»P ÷©»õÍº  (B) _zu |PÀ PsPõo¨£õÍº  

(C) ¦vÁøÓ GÊzuº   (D) ¤›Ä uø»Áº  
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31. How is Order from Government is disposal off? 

(A) D. Dis   (B) R. Dis  

(C) Filed Disposal   (D) N. Dis 

Aμ]hª¸¢x Áμ¨ö£Ö® BønPøÍ GÆÁõÖ •iÄ ö\´¯¨£h ÷Ásk®. 

(A) £.•   (B) {.•  

(C) ÷Põ¨¦ •iÄ   (D) E.• 

32. What is the period of filling of state Acts? 

(A) One year   (B) Two year  

(C) Three year   (D) Four year 

©õ{»a \mh[PÒ GzuøÚ BskPÐUS J¸•øÓ Pmk ö\´¯¨£h ÷Ásk®? 

(A) Kμõsk   (B) Cμshõsk  

(C) ‰ßÓõsk   (D) |õßPõsk  

33. When a new librarian take change, he should report fact of loss of books within the period 

of? 

(A) 15 days    

(B) One month  

(C) Three months    

(D) Six months 

J¸ A¾Á»º ¡»P¨ £õxPõÁ»μõP £o°À ÷\º¢u GzuøÚ |õmPÐUSÒ Põnõ©À ÷£õÚ 

¦zuP[PÒ Â£μ[PøÍ öu›ÂUP ÷Ásk®. 

(A) 15 |õmPÒ    

(B) J¸ ©õu®  

(C) ‰ßÖ ©õu®    

(D) BÖ ©õu[PÒ  
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34. How many days and which day the woman Government Servants avail permission in a 
month? 

(A) Three Friday    

(B) Tuesday  

(C) Any three days    

(D) Any two days 

Aμ_ A¾Á»P[PÎÀ ö£s Aμ_ FÈ¯º J¸ ©õuzvØS GzuøÚ |õmPÒ G¢u QÇø©PÎÀ 

uõ©u©õP Áμ»õ®? 

(A) ‰ßÖ öÁÒÎUQÇø©   

(B) ö\ÆÁõ´ QÇø©  

(C) HuõÁx ‰ßÖ |õmPÒ   

(D) HuõÁx Cμsk |õmPÒ  

35. In which of the following form Government Suit Register is maintained? 

(A) B – VII   (B) B – VIII  

(C) B – VIII A   (D) B – VIII B 

ÁÇUSPÒ uÛ¨£v÷Ák G¢u £iÁzvÀ £μõ©›UP¨£kQÓx? 

(A) ¤ – £iÁ® VII   (B) ¤ – £iÁ® VIII  

(C) ¤ – £iÁ® VIII A  (D) ¤ – £iÁ® VIII B  

36. What is the period than the Government Servant could avail the Compensatory holiday at 
his credit? 

(A) One month   (B) Three month  

(C) Six month   (D) One year 

Âk•øÓ |õÎÀ ÷Áø» £õºzu |õmPÐUS E›¯ Dk Pmk® Âk¨¦ GzuøÚ |õmPÐUS GkUP 

÷Ásk® 

(A) J¸ ©õu®   (B) ‰ßÖ ©õu®  

(C) BÖ ©õu®   (D) J¸ Á¸h®  
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37. What is the size of the paper to be used in writing petition? 

(A) 21   length 2
16 ' width  (B) 31  length 2

18 ' width  

(C) 01  length 2
18 ' width  (D) 31  length 2

110 ' width 

©ÝUPÒ GÊx® uõÎß AÍÄ GÆÁÍÄ? 

(A) 21 }Í® 2
16 'AP»®  (B) 31 }Í® 2

18 ' AP»®  

(C) 01   }Í® 2
18 'AP»®  (D) 31   }Í® 2

110 'AP»®   

38. How many late attendance will forfeit one day casual leave? 

(A) Two   (B) Three   

(C) Five   (D) Seven 

GzuøÚ |õmPÒ uõ©u©õP Á¢uõÀ J¸ |õÒ uØö\¯À Âk¨¦ £ÔUP¨£k®? 

(A) Cμsk   (B) ‰ßÖ  

(C) I¢x   (D) HÊ  

39. When the attendance closes after the office opens? 

(A) 10 minutes   (B) 15 minutes  

(C) 30 minutes   (D) 1 hour 

A¾Á»P® vÓ¢u GzuøÚ {ªh[PÐUS ¤ßÚº Á¸øP £v÷Ák •iUP¨£k®? 

(A) 10 minutes   (B) 15 minutes  

(C) 30 minutes   (D) 1 hour 

40. What is the period of destruction Personal Register? 

(A) After one year   (B) After two years  

(C) After three years  (D) After five years 

uß£v÷Ák GzuøÚ BskPÐUS ¤ßÚº AÈUP¨£k®? 

(A) J¸ Bsk   (B) Cμsk BskPÒ  

(C) ‰ßÖ BskPÒ   (D) I¢x BskPÒ  

––––––––––––––––––– 
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ROUGH WORK  
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ROUGH WORK 

 


