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1. R.D is files should be reviewed after a 

(A) 10 years   (B) 20 years  

(C) 30 years   (D) 40 years  

{ø»¯õÚ •iÄU ÷Põ¨¦UPÒ GzuøÚ Á¸h[PÍõÚ ¤ßÚº ©Ö B´Ä ö\´¯¨£h ÷Ásk®? 

(A) 10 Á¸h[PÒ   (B) 20 Á¸h[PÒ  

(C) 30 Á¸h[PÒ   (D) 40 Á¸h[PÒ 

2. In which column final disposals are noted in the Distribution Register? 

(A) 2   (B) 3 

(C) 4   (D) 5  

÷Põ¨¦PÒ •iÄ £Qº©õÚ £v÷ÁmiÀ G¢u P»zvÀ SÔUP¨£k®? 

(A) 2   (B) 3 

(C) 4   (D) 5  

3. 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  

_¸UP¨£mh ©ØÖ® ÷©®£kzu¨£mh hõUhº. ö©U½ß Gß£Áº •iÄ Gs •øÓ Gß£x 

(A) hõmhn® •øÓ   (B) A¾Á»P |øh•øÓ  

(C) AßÓõh |øh•øÓ £oPÒ (D) |h¨¦ ÷Põ¨¦ Gs •øÓ 

4. D.D is files are destroyed after 

(A) 3 years   (B) 2 years  

(C) 10 years   (D) 1 year  

£.•. ÷Põ¨¦PÒ Gß£x GzuøÚ Á¸h[PÐUS ¤ßÚº AÈUP¨£k®? 

(A) 3 Á¸h[PÒ   (B) 2 Á¸h[PÒ  

(C) 10 Á¸h[PÒ   (D) 1 Á¸h® 
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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 III Appendix B  

£õxPõ¨¦ £v÷Ák RÌPsh £iÁzvÀ £μõ©›UP¨£kQÓx 

(A) £iÁ® I ¤ßÛøn¨¦ B (B) £iÁ® II ¤ßÛøn¨¦ B  

(C) £iÁ® XV ¤ßÛøn¨¦ B (D) £iÁ® III ¤ßÛøn¨¦ 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 

|h¨¦U ÷Põ¨¤À Buõμ[PøÍ ÷Põ¨¤À ÂÎ®¦ £Sv°À GuÚõÀ SÔ¨¤h GÊu¨£k®. 

(A) ÷£Úõ   (B) ö£ß]À 

(C) £¢x•øÚ ÷£Úõ  (D) Áøμ ÷£Úõ  

7. “N” reference slip will be maintained in the following format 

(A) Appendix A   (B) Appendix B VI  

(C) Appendix C   (D) Appendix D  

Ehß ÷Pm¦ SÔ¨¦PÒ N Reference Disposal ^miß £iÁ® 

(A) ¤ßÛøn¨¦ – A  (B) ¤ßÛøn¨¦ – B VI  

(C) ¤ßÛøn¨¦ – C  (D) ¤ßÛøn¨¦ – 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  

Ámhõm]¯º A¾Á»PzvÀ Ámhõm]¯¸US Akzu uø»ø© Á¸Áõ´ A¾Á»º 

(A) ©sh» xøn Ámhõm]¯º (B) uÛ xøn Ámhõm]¯º (÷uºuÀ)  

(C) uø»ø©°hzx xøn Ámhõm]¯º (D) ^Û¯º xøn Ámhõm]¯º  



 

   118/DM/18 
  [Turn over 

5

9. 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  

uß£v÷Ák ¤›Ä uø»ÁμõÀ ©õuzvÀ GzuøÚ •øÓ Â£μ¨£i uoUøP ö\´¯¨£k®? 

(A) £vøÚ¢x |õmPÐUS J¸•øÓ (B) ©õu® J¸•øÓ  

(C) ‰ßÖ ©õu[PÐUS J¸•øÓ (D) £zx |õmPÐUS J¸•øÓ  

10. Arrear List is to prepared every month from the following register 

(A) Brought forward volume of Personal Register  

(B) Personal Register only  

(C) Distribution Register   

(D) Call Book  

{¾øÁ¨ £mi¯¼À öuõS¨¦ {¾øÁ Â£μ® RÌUPsh £v÷ÁmiÀ C¸¢x u¯õº ö\´¯¨£kQÓx

(A) •ßöPõnº uß£v÷Ák (B) uß£v÷Ák  

(C) £Qº©õÚ¨ £v÷Ák  (D) ©Ö PÁÛ¨¦¨ £v÷Ák 

11. Office order book should be maintained in the form 

(A) Loose leaf form   (B) Prescribed form  

(C) Form IV   (D) Appendix L  

A¾Á»P Bøn¨ ¦zuP® GÆÁõÖ £μõ©›UP¨£kQÓx? 

(A) Ev› PmkUPÍõP   (B) {ºn°UP¨£mh uõÎÀ  

(C) £iÁ® IV   (D) ¤ßÛøn¨¦ L   

12. Census records are to be retained for 

(A) 10 years   (B) 20 years  

(C) 30 years   (D) 25 years  

©UPÒöuõøP PnUöPk¨¦ BÁn[PÒ GzuøÚ BskPÐUS £õxPõUP¨£k®? 

(A) 10 Á¸h[PÒ   (B) 20 Á¸h[PÒ  

(C) 30 Á¸h[PÒ   (D) 25 Á¸h[PÒ  



 

118/DM/18 
   

6

13. Collector's standing order should be indexed and reviewed once in 

(A) Every year   (B) 2 years  

(C) 3 years   (D) 10 years  

©õÁmh Bm]¯º {ø» Bøn  GzuøÚ BskPÐUS J¸•øÓ AmhÁøn¨£kzv ©Ö B´Ä 

ö\´¯¨£k®? 

(A) JÆöÁõ¸ Bsk®  (B) C¸ BskPÒ  

(C) ‰ßÖ BskPÒ   (D) £zuõskPÒ  

14. Taluk Register number 5 refers to 

(A) Darkast   (B) Transfer of Registry  

(C) Water – rate register  (D) Relinquishment  

Ámh PnUS Gs 5 Gøu SÔUQÓx? 

(A) uºUPõìzx   (B) £vÄ ©õØÓ¨ £v÷Ák  

(C) }º Á› £v÷Ák   (D) E›ø© ÂhÀ  

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 2
1  inches length  

(C) 4 2
1  inches length  (D) 9 inches length  

A¾ÁÀ ußø©²øh¯ ö\´v SÔ¨¦PÒ GÊu¨£k® uõÎß AÍÄ GßÚ? 

(A) 13’’ }Í®   (B) 8 2
1 ’’ }Í®  

(C) 4 2
1 ’’ }Í®   (D) 9’’ }Í® 

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  

Aμ_ £o°À ©PÎº {¯©Ú® G¢u Âv°ß RÌ {¯ªUP¨£kQÓx? 

(A) ö£õx Âv 21   (B) ö£õx Âv 21 D  

(C) ö£õx Âv 19   (D) ö£õx Âv 21 C 
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17. Personal Register will be destroyed after 

(A) 2 years   (B) 3 years  

(C) 5 years   (D) 10 years  

uß£v÷Ák GzuøÚ BskPÐUS ¤ßÚº AÈUP¨£k®? 

(A) 2 BskPÒ   (B) 3 BskPÒ  

(C) 5 BskPÒ   (D) 10 BskPÒ  

18. In which register ordinary calls will be noted? 

(A) Call book   (B) Personal register  

(C) Fair copy register  (D) Security  register 

\õuõμn ÷Pm¦ ÷Põ¨¦PÒ G¢u £v÷ÁmiÀ ©mk® £v¯¨£k®? 

(A) ©ÖPÁÛ¨¦ £v÷Ák  (B) uß £v÷Ák  

(C) _zu|PÀ £v÷Ák  (D) ¤øn £v÷Ák  

19. 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) 5th    (B) 10th   

(C) 15th    (D) 20th   

Á¸Áõ´ xøÓ Piu[PÎß ¦ÒÎÂ£μ® ©õÁmh Bm]¯º A¾Á»Pzv¼¸¢x Á¸Áõ´ {ºÁõP 

Bøn¯¸US JÆöÁõ¸ Aøμ¯õskUS® ¤ÓS Á¸® ©õuzvÀ G¢u ÷uv°À AÝ¨£ ÷Ásk®?

(A) 5® ÷uv   (B) 10® ÷uv  

(C) 15® ÷uv   (D) 20® ÷uv    

20. How many columns are contained Personal Register? 

(A) 5 columns   (B) 6 columns  

(C) 7 columns   (D) 9 columns  

uß£v÷ÁmiÀ EÒÍ ö©õzu Põ»[PÒ GzuøÚ? 

(A) 5   (B) 6  

(C) 7   (D) 9 
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21. Despatch stamp is stamped on the following 

(A) Fair copy   (B) Office copy  

(C) Personal Register  (D) Despatch Register  

A¾Á»P •zvøμ RÌUPshÁØÖÒ GvÀ Ch¨£h ÷Ásk®? 

(A) _zu|PÀ £v÷Ák  (B) A¾Á»P |PÀ  

(C) uß £v÷Ák   (D) AÝ¨¦øP £v÷Ák   

22. 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. 237 P & AR (S) Dept. dated 17.06.1996   

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

25 BskPÒ A¨£•UPØÓ Aμ_£o ¦›¢u A¾Á»ºUS öμõUP¨£›_ G¢u Aμ\õøn¨£i 

ÁÇ[P¨£kQÓx? 

(A) Aμ\õøn Gs 34 £.©.{ ^ xøÓ |õÒ 30.01.1996 

(B) Aμ\õøn Gs 390 {vz xøÓ |õÒ 07.11.2012  

(C) Aμ\õøn Gs 237 £.©.{ ^ xøÓ |õÒ 17.06.1996   

(D) Aμ\õøn Gs 550 £.©.{ ^ xøÓ |õÒ 04.10.1981  

23. 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  

G¢u Âv¨£i uØPõ¼P £o }UP Põ»® uSvPõs £¸ÁPõ»zvØS PnUQÀ Gkzx öPõÒÍ 

Thõx? 

(A) Âv Gs 29   (B) Âv Gs 36 B  

(C) Âv Gs 30 C   (D) Âv Gs 35 

24. Periodicals should be arranged in 

(A) Numerically   (B) Alphabetically  

(C) Chronologically   (D) None of above  

Põ»•øÓPÒ ¤ßÁ¸® GÆÁøP°À AkUP¨£kQÓx? 

(A) Gso¯À   (B) APμ Á›ø\¨£i  

(C) Põ» Á›ø\¨£i   (D) ÷©ØSÔ¨¤mh GxÄªÀø»  
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25. N Disposal are one that are to be sent 

(A) Original tapal    

(B) Copy of the tapal  

(C) Office copy    

(D) None  

Ehß •iÄ ÷Põ¨¤À u£õÀ GÆÁõÖ AÝ¨£¨£k®? 

(A) A\À Piu®    

(B) |PÀ Piu®  

(C) A¾ÁÀ |PÀ    

(D) GxÄªÀø»   

26. A current that originates in the office is treated as 

(A) New case    

(B) Old case  

(C) Clubbed in the old current  

(D) None  

A¾Á»PzvÀ ÷uõßÖ® (Arising) Piu® GÆÁõÖ P¸u¨£k®? 

(A) ¦v¯ ÷Põ¨¦    

(B) £øÇ¯ ÷Põ¨¦  

(C) A¾ÁÀ |PÀ    

(D) GxÄªÀø»   

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

register? 

(A) 4   (B) 5  

(C) 6   (D) 7  

A¾Á»P S©õìuõ ÷Põ¨¦PÎÀ |hÁiUøP Gkzx A¾Á»P uø»Á¸US AÝ¨¤¯ Â£μ[PÒ uß 

£v÷ÁmiÀ G¢u P»zvÀ £v¯¨£h ÷Ásk®? 

(A) 4   (B) 5  

(C) 6   (D) 7  
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28. 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  

J¸ ÷Põ¨¤À GÆÁÍÄ |õmPÐUS ÷©À |hÁiUøP HØ£hõ©À C¸¢uõÀ ©Ö PÁÛ¨¦ 

£v÷ÁmiØS öPõsk ö\À»»õ®? 

(A) 3 ©õu®   (B) 1 ©õu®  

(C) 6 ©õu®   (D) 4 ©õu®  

29. L.Dis P (Distribution) will be destroyed after 

(A) 15 days   (B) Six month  

(C) Two years   (D) One year  

Kμõsk •iÄPÒ (£Qº©õÚ) GzuøÚ BskPÐUS ¤ßÚº AÈUP¨£k®? 

(A) 15 |õmPÒ   (B) BÖ ©õu[PÒ  

(C) Cμsk Á¸h[PÒ  (D) J¸ Á¸h®  

30. Plague correspondence will be entered in 

(A) Plague Register only   

(B) Personal Register  

(C) Special Register    

(D) Not to entered  

¤÷ÍU ÷|õ´ £ØÔ¯ Piu ÷£õUSÁμzx RÌUPsh £v÷ÁmiÀ £v¯¨£h ÷Ásk®? 

(A) ¤÷ÍU ÷|õ´ £v÷Ák   

(B) uß £v÷Ák  

(C) ]Ó¨¦ £v÷Ák    

(D) £vÄ ÷uøÁ°Àø»  
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31. Which form is to be maintained for Special Register of importance Reference from the 

Government? 

(A) Form IV   (B) Form XVI  

(C) Form XV   (D) Form V  

Aμ]hª¸¢x Á¸® •UQ¯ Piu[PÒ £v÷Ák G¢u £iÁzvÀ £μõ©›UP¨£h ÷Ásk®? 

(A) £iÁ® – IV   (B) £iÁ® – XVI  

(C) £iÁ® – XV   (D) £iÁ® – V  

32. 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  

A¾Á»P GÊzu¸US Áõ¢v ÷£v HØ£mhõÀ, A¾Á»P uø»Áº GÆÁõÖ öu›ÂUP ÷Ásk®? 

(A) GÊzx ‰»©õP    

(B) Áõ´ö©õÈ¯õP  

(C) £vÄz u£õÀ    

(D) GxÄªÀø»  

33. 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  

A¾Á»P GÊzuº SÔzu ÷|μzvÀ A¾Á»PzvØS Áμz uÁÔÚõÀ, A¢u ÷uvUS Gv÷μ GßÚ 

SÔ¨¤h ÷Ásk®? 

(A) ÁμÂÀø»   (B) Âk¨¦  

(C) uõ©u®   (D) GxÄªÀø»  
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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)  

G¢u Âv°ß £i J¸ Aμ_ FÈ¯º A¯À|õk ö\À» uøh°ßø© \õßÖ ö£Ó ÷Ásk®? 

(A) Âv Gs 23    

(B) Âv Gs 21  

(C) Âv Gs 24    

(D) Âv Gs 24 A 

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  

C¸¨¦U PmkPøÍ Buõμ©õP £õºøÁUS øÁzuõÀ, G¨£i SÔ¨¤h ÷Ásk®? 

(A) öPõi°kuÀ    

(B) SÔ¨¦ PmiÀ KμzvÀ £UP Gs SÔzuÀ  

(C) |h¨¦ PmiÀ SÔzuÀ   

(D) GxÄªÀø»  
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36. What is the time limit for correction slip pasted into the books concerned? 

(A) At once    

(B) Two days  

(C) One week    

(D) Three days  

GzuøÚ |õmPÐUSÒ v¸zuzxskPÒ E›¯ ¦zuPzvÀ Kmh¨£h ÷Ásk®? 

(A) EhÚi¯õP    

(B) Cμsk |õmPÒ  

(C) J¸ Áõμ®    

(D) ‰ßÖ |õmPÒ  

37. All records will be filed on the record racks by 

(A) Horizontally    

(B) Vertically  

(C) Flat file system    

(D) None  

£vÄ PmkPøÍ £vPmiß ÷©À GÆÁõÖ øÁUP ÷Ásk®? 

(A) Qøh©mh©õP    

(B) ö\[SzuõP  

(C) umøh Pmk•øÓ   

(D) ÷©ØSÔ¨¤mh HxªÀø»   

38. 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  

wzuk¨¦ £°Ø] G¢u A¾Á»¸US ÁÇ[P¨£h ÷Ásk®? 

(A) AøÚzx £o¯õÍºPÒ  

(B) A¾Á»P EuÂ¯õÍº (OA)  

(C) £vÁøμ GÊzuº    

(D) A¾Á»P EuÂ¯õÍº ©ØÖ® £vÁøμ GÊzuº  
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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  

RÌUPsh G¢u A¾Á»PzvØS AÝ¨¦® ÷£õx SÔ¨¦ PmkPøÍ }UQÂh ÷Ásk®? 

(A) Aμ_    

(B) ©õÁmh Bm]¯º A¾Á»P®  

(C) }v©ßÓ®    

(D) Á¸Áõ´ Bøn¯º A¾Á»P® 

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  

Kº Aμ_ FÈ¯›ß Áõ›_uõμº P¸øn Ai¨£øh°À ÷Áø»Áõ´¨¦ ö£Ó GzuøÚ 

BskPÐUSÒ ©Ýaö\´¯ ÷Ásk®? 

(A) Aμ_ FÈ¯º CÓ¢u KμõskUSÒ  

(B) Aμ_ FÈ¯º CÓ¢u 3 BskUSÒ  

(C) Aμ_ FÈ¯º CÓ¢u 4 BskUSÒ  

(D) Aμ_ FÈ¯º CÓ¢u 5 BskUSÒ  

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

 


