R.D is files should be reviewed after a

(A) 10 years (B) 20 years

(C) 30 years (D) 40 years

Blevawimer (pig-ad CaTUILSSET 6TESame aU(hLhisermen WMenemT wm <puie GeliuiiuL. Geuemr(Hib?
A) 10 eumLrisdr B) 20 cupLmiser

(C) 30 eumLmiser (D) 40 upLrasar

In which column final disposals are noted in the Distribution Register?
A 2 B 3

€ 4 D) 5

Camliyser (wpigey udliomer LHCall g6 eThs sSHD &MHEHILEHLD?

GV B) 3

€ 4 D) 5

The improved and simplified form of Dr. Meclens Disposal Number system is

(A)  Tottenam System (B) Office System

(C)  Routine Work (D) Current Number System
&HESLIULL Hmibd CbuBSSIULL LTELIT. Q&6 6TeimLIaUIT (Lig-6 6T (LPenD CTaTLIg)
A)  LrlLewrbd wpevm B)  <igieues manL_(panm

C) ST pevL(perp Lianflger (D) pLiy Gamiyy erar (pen

D.D is files are destroyed after

(A) 3years (B) 2years

(C) 10 years (D) 1year

L. CHMILSET 6TETLIG)| cTHSEMET 6L (FL_BI& & L amemT Lfl&EILIHID?
@A) 3eumLiiser (B) 2 cumLraiger
(C) 10 eummLriser (D) 1e@mLbd
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5. Security Register is maintained in the following Form
(A) Form I Appendix B (B) Form II Appendix B
(C)  Form XV Appendix B (D) Form IIT Appendix B

urgismiiy udGou(® SpsarL Lgeusde urTofssiiLbhEng

(A) uigeuld I emeflenenriiy B B) uvgeubd II Genaienanriiy B

(C)  ugeud XV WerelenentiiL B (D) ugeubd III Genafenanriiy B
6. Reference quoted in the current file will be noted on the margin by

(A) Pen (B) Pencil

(C)  Ball point (D) Sketch Pen

BLULE Camlibed <y smrmsamer Camllda edafliby ugdlulle ergemmed @Ikl erpsliLi(hib.

A Guenr (B) Quendle
(C)  ubgipener Cuemm D) eueny CGuenm
7. “N” reference slip will be maintained in the following format
(A) Appendix A (B) Appendix B VI
(C) Appendix C (D) Appendix D

o Lan Caly @miysear N Reference Disposal &iiqetr Liigeuid

A) Qerefenemriiy — A B) YGeraflenewriy— B VI
(C) Yeralemenriiy— C D) YGewefenemriin — D
8. Chief Revenue Officer in the taluk office next to the Tahsildar
(A)  Zonal Deputy Tahsildar (B) Special Deputy Tahsildar (Election)

(C) Head Quarters Deputy Tahsildar (D) Senior Deputy Tahsildar in the Taluk
Ul L Al S@ieuerssHled aul L HuihéE A (HS5S SO GU(HEUTU S @)IeUEDT
A) e genawr eul L Swi B) safl gienanr cul_ L swit (Caiiged)

(C) soemwullLgg geeanr eul Lm dwir (D) Faflwr gyevawr cul_Lmfwi
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10.

11.

12.

Personal register are checked by the section heads in

(A)  Every Fortnight (B) Every month

(C)  once in Three month (D) Once in ten days

e Geu® Wifle) seneaelrmed Mgl eTgsamen (panm aSlLFLiLilg Sanfldand ClelwliL{Hib?
@A) udl@abg prisEssE RO®D (B)  wrsd gmepep

©)  gpanm ISESEREES RHP®D D) Uz PLsERES RBP®D

Arrear List is to prepared every month from the following register

(A)  Brought forward volume of Personal Register

(B)  Personal Register only

(C)  Dastribution Register

(D)  Call Book

Bayeais Ll igwuald QsrEiy Haymar 6L &pssam. uHGa 1gd G Wt QaiwuiLESHDS)
A) weCsra semudCeu(h B) saudHCau®

(C)  udliwrers udCeu D) wvoy sauaiiyl udCeu®

Office order book should be maintained in the form

(A)  Loose leaf form (B) Prescribed form

(C) FormIV (D) Appendix L

SIS ATl LS5S5&LD ereeumm Lpmoflgsiubhdng)?

A)  24df sl Dsses B) Hrevnuissiiul L grefle
C)  ugeud IV D) Yeeflenewriiy L

Census records are to be retained for

(A) 10 years (B) 20 years

(C) 30 years (D) 25 years

DE&ESETESTENS &6 6l [HLIL| D4EUEMTBIGET 6THSEN 6 24601 ()& (@h&E, LITGISTESLILI(HILD?
A) 10 eummLriser B) 20 euLrser

(C) 30 eumLriisar (D) 25 eupLrsar
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13. Collector's standing order should be indexed and reviewed once in

(A)  Every year (B) 2years
(C) 3years (D) 10 years
e’ L U Auil Hleve pevan erHHaman REHHEHEG ROHUWPOD AL eimariuBsE oy e,
Qewwu@mib?
A)  geablaumm yparH B) Qo SHs6
(C)  epermy <y eaT(HEET (D) ussrarrHser
14. Taluk Register number 5 refers to
(A) Darkast (B) Transfer of Registry
(C)  Water — rate register (D) Relinquishment

QUL SHemT&(E, eTet 5 eTang &MIEE mg)?

A)  srésmaLEF B) udeywrHols LHCau®
C)  Bireuf uHCeu D) o Menw Gl
15. What is the size of Length of paper to be used for all communication of an official nature?
(A) 13 inches length (B) 8% inches length
(C) 4% inches length (D) 9inches length

YIGUED Femenljenlw Qg GlLiLser er(pgliLIhID srafler jarey eremer?

A) 13”7 fembd (B) 817 Bembd
(C) 417 Harbd D) 97 Barbd
16.  Which rule is followed for appointing female candidates in Government services?
(A)  General Rule No. 21 (B) General Rule No. 21 D
(C)  General Rule No. 19 (D) General Rule No. 21 C

<275 uanflufley waeflt Blwwend erhbg eldulern S HlwsldslinB &g ?
Q)  Qumrg a9 21 (B) Qung a9gl 21 =
(C) Qurg 94 19 (D) Qung aldl 21 @
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17.

18.

19.

20.

Personal Register will be destroyed after

(A) 2years (B) 3 years

(C) b5years (D) 10 years
ST CaU(D) GTHSEET e ([H)5 @@ (AeranT oifés ILED?

A) 2 ya@r@hsdr B) 3 yer@Hser
©) 5 yar@padr D) 10 yar@Hser

In which register ordinary calls will be noted?

(A)  Call book (B) Personal register
(C)  Fair copy register (D) Security register
srgman Gal L CamiILseT abs L Gaul g6 ol Gib LHwLEID?

4)  wvysaaluy ugCau® B)  sar LHCuE

(C)  &sspsd LSHCau(H D) WYWGeenr LCou(h

What is the date of Despatch of Revenue Business Return ending with half year from the

Collector’s office to the Commissioner of Revenue Administration?

A 5t (B) 10t

(C) 15t (D) 20t

umeUTl glanm Sgsmsaiar Laralelugbd wreul L @, Swm S@ieloss55e0lmbgl eumeuri Hlireims
LTI 66 6l eum(h e TuITa (Ha@&LD n @ auBLD IssSSl eThg CoHludled ieniL Couamm(Hin?
A) 50 Csd (B) 10w Csd

(C) 150 Gsd (D) 20w Cgdl

How many columns are contained Personal Register?

(A) 5 columns (B) 6 columns
(C) 7 columns (D) 9 columns
eI Geul1g6) 2 6TeT CloTSS HTEBISET 6TdSem e ?

A 5 B 6

<© 7 D) 9
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21.

22.

23.

24.

Despatch stamp is stamped on the following

(A)  Fair copy (B) Office copy

(C)  Personal Register (D) Despatch Register
QUG (PSS enT Spsserm_cupmar erdled @)L i Gouamr(Hib?

Q)  sszps LHGCH B)  <@eins BEHD

C€)  serudCau(d D)  <a@iiyes udGeu

In which rule is followed to issuing cash award for 25 years sincere Government service?
(A) G.O.No. 34 P & AR (S) Dept. dated 30.01.1996

(B) G.O. No. 390 Finance Dept. dated 07.11.2012

(C) G.O.No. 237P & AR (S) Dept. dated 17.06.1996

(D) G.0. No. 550 P & AR (S) Dept. dated 04.10.1981

25 a@m(hsar ALUWSSHD ATsUml LThs Sgeuersg Crrsslufls ehs rsmeanen g
aupmIsILH S DS ?

A)  epsrenent erewr 34 L. bl & giewm prar 30.01.1996

B)  <eiperenen eranr 390 HldS siewm mrer 07.11.2012

(C)  <smenent erewr 237 L. 1B & gievw Brer 17.06.1996

D)  epsmenent ereir 550 L.w. 6 & syewm mrer 04.10.1981

State which rule is not taken for Temporary suspension period for calculating the
probationary completion?

(A)  General Rule No. 29 (B) General Rule No. 36 B

(C)  General Rule No. 30 C (D) General Rule No. 35

aps iy ghsrdls umfil Fas sreob gEdHarar LmausTosnEG samsdd ahsg Oardrar
FaL_mg)"?

A) &4 eremr 29 (B) &4 eremr 36 <=,

(C) &4 ereir 30 @) (D) 94 eresr 35

Periodicals should be arranged in

(A)  Numerically (B) Alphabetically

(C)  Chronologically (D) None of above
STOLPEPDEET LGl6tTou(HLD cTeueLamEHUdled S (H&SLILIHS DGI?

(A)  eremremilwicd B)  <israflemsiug

(©) sreafleasiiug (D)  Cuop@dildlL erglesleee
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25.

26.

27.

N Disposal are one that are to be sent

(A)  Onriginal tapal

(B)  Copy of the tapal

(C)  Office copy

(D) None

o L et (plge] Camibled sLimed ereueumm eniuliL(pimn?
A) 5D B0

B)  psd sysD

C) Sieie a6

D)  agepddma

A current that originates in the office is treated as

(A) New case

(B) Old case

(C)  Clubbed in the old current

(D) None

SQeussdler Corarmid (Arising) &iq S ereuelmm &MHSLILI(HID?
A)  yslw Gariy

B)  uepw Camliy

C) eI a6

D)  egyeydeoame

When the clerk submits file to the head in which column fact will be noted in personal

register?
A4 4 B) 5
© 6 D) 7

Sileios GrevgT Carlilsefld HLally & THSS ADICIDS SNaI[HEE eI elluThiseT Se
LuSHCaulligd 6Thg s S LS Ceueur(Hibd?

A 4 B) 5

C) 6 D) 7
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28.

29.

30.

What is the period for papers should to transferred to call book where there is no action due

in this office?

(A) 3 months (B) 1 month

(C) 6 months (D) 4 months

@ Csmilbe ereucuarey BIL&ERSE G BLelG&EMS GgHULTOD @QMBSTR Wbm  sSeuafliLy
uSHCeullig @ Qare( CFweaemb?

A)  3uwrgbd (B) 1wrsbd

(C) 6 uwrsbd (D) 4 wrsbd

L.Dis P (Distribution) will be destroyed after

(A) 15days (B) Six month

(C) Two years (D) One year

SUTGHT(H (plq@EET (LEITOTET) GTESMaT e (H&EseE erar 0 G ILEHLD?
A) 15 mmiger B)  <ym wrgmiseT

C) Quewr(® eupLrEiseT (D) @ eu@HLLD

Plague correspondence will be entered in

(A)  Plague Register only

(B)  Personal Register

(C)  Special Register

(D)  Not to entered

9Cené Crmil LB Siq6 CLUTEGATHS SpssaT_ LS Gal 4 LHLNLL CoarHib?
@A)  9Cers Crmiu LS Cou

B)  sarLBGuE

C)  Sfpiy udCeu

D)  udley Coameuuivenav

118/DM/18 10



31.

32.

33.

Which form is to be maintained for Special Register of importance Reference from the

Government?
(A)  FormlIV (B) Form XVI
(C)  Form XV (D) FormV

TG el (P& sgsmiseT uSCa( erhs Ligaigdle ugrof&gslur Calamrhibn?
@A)  ugeub-1IV B) ugeib—-XVI

©) ugeub-XV D) uged-V

Whenever a case off Cholera disease occurs at the dewelling of the clerk, how to report the

fact at once?

(A)  In writing

(B) A verbal message

(C)  Registered table

(D) None

SDIEIDS 6T(LPSS(HEHE UMb CLF LI L6, Sjapielans Senaeur ereualmn Ggmellss Ceouem(HLb?
B awhs awrs

B)  eumiG@wmdwrs

©)  udleys sure

D)  egeydaoeme

What is to be entered against name of the clerk on the date, if he does not attend the office

punctually?
(A)  Absence (B) Leave
(C) Late (D) None

A@ews pssh Gliss Crredleyr diganssiipe arg saublamned, oips Cadlse adGy ereran
@O Ceauarr(HLd?

(A eugefevenew B) &A@y
(C)  smwsb D)  ege|didamae
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34. State the rule no under the following for obtaining no objection certificate in the purpose of

foreign country visit of a Government servant
(A)  General Rule No. 23
(B)  General Rule No. 21
(C)  General Rule No. 24

(D)  General Rule No. 24 (a)

eThg elFludlen Lilg. ¢ Ara earfluim Swepm(h Cawe e ulerann #rerm Glum Geuam(hib?
(A) &4 eremr 23
(B) &84 eremr 21
(C) N4 eremr 24

(D) 4 eramr 24 =

35. How to indicate when stock files are put up for reference?
(A)  To be flagged
(B) indicated in the margining note file
(C) Noted in current file

(D) None

@BLULSE S (DT DLSMTLONE LITT6USE, aeuSSTa, eTlitilg. @GN Ceuamr(hib?
@A)  Csmqui(Hse

B) @Iy slge @ridld L&s erem GNsse

€  priysligd Ghldse

D)  egyeydeoame
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36.

37.

38.

What is the time limit for correction slip pasted into the books concerned?
(A) Atonce

(B) Two days

(C)  One week

(D) Three days

TEHHMET BITL_5(@H&GeT Hl(HSSSFHIem(H&H6r 2 M Lgsasde gl L i Cauamrhib?
A)  e2Lengurs

B) @new® Briser

(C) e eummbd

D)  epenm prser

All records will be filed on the record racks by

(A)  Horizontally

(B)  Vertically

(C)  Flat file system

(D) None

udley s (haemer LGS iger God ereuelmn eneudss Ceemr(HLb?
A  deoiol Liors

B) Qemgssrs

©  slor s Gapmp

D)  CopEdidlL ggildame

To whom in office practice drill should be given in the use of fire appliances
(A)  All office staff

(B)  Peon only

(C)  Attenders only

(D)  Attenders and peon only

E550 UL LWADS 6THS AU [HEE; upmIsLILL. Gouam(hHib?

Q)  omasg uailwreriser

B)  siweiws 2 gellwmert (OA)

(C)  udleueny erpssiT

D)  siweiws 2 gellwmerT wHHID LSHeuamT eT(PSST

13
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39. Note file should be removed from current file while sending to

(A)  Government
(B)  Collector's office
(C) Court

(D) Commissioner of Revenue Administration

EpGaTL 6THS SAQeUnsESHHE Salib Curg Goiy sl Hsmar Badlel Gouamr(Hib?
A s

B)  wreul L ol Huit SQieuasd

(C)  Bdwermid

(D) cumeuTl Y eERTIIT BG)IEIEHD

40. In how many years does the Government servants nominee should apply for compassionate
ground appointment?

(A)  Within 1 year

(B)  Within 3 years

(C)  Within 4 years

(D)  Within 5 years

@f  ors  safuflar erfleasmym  smevarm  oigliueLuie Geuemeeuriliy Gup  eTgsemen
2,aT ()& @B EGeT Loa)lFalFw Geuemr(Hib?

Q) s emflui @mbs @rrent(Hé@e

B)  <s eanfwit Yops 3 e HEGeT

(€) < eanfuit Qs 4 emHEGET

D) < 2afur QnHE 5 e (HEEer
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