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The question paper will be given in the form of a Question Booklet. There will be four versions of question booklets with question booklet alpha code viz. A, B, C & D. The Question Booklet Alpha Code will be printed on the top left margin of the facing sheet of the question booklet. The Question Booklet Alpha Code allotted to you will be noted in your seating position in the Examination Hall.
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If you get a question booklet where the alpha code does not match to the all otted alpha code in the seating position, please draw the attention of the Invigilator IMMEDIATELY. The Question Booklet Serial Number is printed on the top right margin of the facing sheet. If your question booklet is un-numbered, please get it replaced by new question booklet with same alpha code. The Question Booklet will be sealed at the middle of the right margin. Candidate should not open the question booklet, until the indication is given to start answering. Immediately after the commencement of the examination, the candidate should check that the question booklet supplied contains all the 100 questions in serial order. The question booklet does not have unprinted or torn or missing pages and if so the fact should be brought to the notice of the Invigilator and get it replaced by a complete booklet with same alpha code. This is most important. A blank sheet of paper is attached to the question booklet. This may be used for rough work. Please read carefully all the instructions on the reverse of the Answer Sheet before marking your answers. Each question is provided with four choices (A), (B), (C) and (D) having one correct answer. Choose the correct answer and darken the bubble corresponding to the question number using Blue or Black Ball-Point Pen in the OMR Answer Sheet. Each correct answer carries 1 mark and for each wrong answer 1/3 mark will be deducted. No negative marks for unattended questions. No candidate will be allowed to leave the examination hall till the end of the session and without handing over the Answer Sheet to the Invigilator. Candidates should ensure that the Invigilator has verified all the entries in the Register Number Coding Sheet and that the Invigilator has affixed his/her signature in the space provided. Strict compliance of instructions is essential. Any malpractice or attempt to commit any kind of malpractice in the Examination will result in the disqualification of the candidate. 14.
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If any candidates make a marking of answer in the question paper and exchange with other candidate during the course of the examination, the answer script will be invalidated and the candidates will be debarred for a minimum period of 2 years from appearing the Departmental Tests.



95. A reply to a reference issued from the office, or a paper which though not a reply of that nature, has for any.other reason to be filed with a current already pending in the office is called (A) an old case (B) a previous issue (C) an identical case (D) a new case
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96.



1.



of every month, every department is to prepare a monthly business Before statement in Form No. IX, appendix I, and forward the consolidated statement to the P and, AR Department for review. (B) 5th (A) lOth (D) 3rd (C) 15th



2.



The Last Grade Employees shall perform their duties as assigned to them by the officer/sections with whom he/she is attached as specified for different sections work allocation as specified in separate executive orders issued from to time as specified in kerala service Rules



3.



Which of the following is not an approved form of correspondence arising from the secretariat? (B) Office order (A) Endorsement (D) Notes (C) Un-official Note



4.



Which of the following statement is false with regard to supply of records? More than one record shall be asked for in the same form Requisitions for records shall be received by the record assistant concerned Requisitions for records shall be signed by assistants or superior officers The requisitions shall be attended to in the order of their urgency



5.



days in all shall be taken as compensation leave in a calendar Not more than months from the year and no such leave shall be taken after the expiry of particular public holiday or holidays. (B) Fifteen, six (A) Twelve, three (D) Twenty, three (C) Fifteen, three



6.



Memorandum form is used when specified communications are issued to Officers in other departments Subordinates colleagues working within secretariat officers working in secretariat departments



98.



99.



Time : 11/2 hours



What is the scope of further noting in a case? It is intended to close the case at the earliest occasion It is intended to give a consolidated note on every stage It is intended to send the file to other departments to examine the scope of further noting It is intended to advance the case a step towards its disposal by writing notes in succession of the first note In respect of matters connected with the preparation and implementation of the opinion of Planning and Economic Affairs Department has to be obtained (A) Non-Plan schemes (B) Budget nronosals (C) Plan Schemes (D) External aided projects Whenever a L.A. assurance is received it should be recorded in the by the parliamentary section and given over to the section which has to take further action. A) L.A. interpellation Register (B) personal Register (C) periodical register (D) register of assurances Which among the following is not a duty assigned to Confidential Assistants? Prepare notes for the officer for important matters Do shorthand work for the Secretaries or other officers Maintain a register of files in Form No. XV showing details of all the flies received by the Officer with whom he is working Fair copying of Confidential papers and of semi-official communications as required by the Officer



100. What is that part of a case consisting of papers received, drafts of interim references, replies there to and draft of final orders issued and arranged chronologically from top to bottom? (A) Note file (B) Back file (D). Current file (C) Enclosure



DE-1/2018/28



18



A



www.keralapsctips.blogspot.in



97.



Maximum: 100 marks



A



3



[P.T.O.]
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7.



Which of the following is not an approved category with regard to classification of disposed files? (B) Lodged papers (A) Office orders (D) Government Order (routine Series) Letter (C)



88.



In respect of missing files, they have to be re-constituted based on the entries in the (A) Register of subordinate departments (B) Personal register (D) Registers in Office section (C) Inward Register in Office section



8.



in Form No. XIX, Appendix I should be maintained in every section to A facilitate prompt action on files relating to suits ans writs. (B) Register of petitions (A) L.A. Interpellation Register (D) Suit Register (C) Periodical Register



89.



Name the basic unit of administration in the Secretariat (B). Section (A) Department (D) Secretary (C) Ministry



9.



Which is the agency functioning in Secretariat to receive communications out of office hours? (B) Co-ordination section (A) Security Wing (B) Central Agency (C) Tele.printer Section



90.



10.



When lodged disposals are put up as back files for a new case, and a modification or alteration to the decision contained in the lodged papers is arrived at in the new file, the number and date of the disposal relating to the new case has to be recorded on the space provided in the face of the lodged disposal. This process is known as (B) Linking of files (A) Linking of disposals (D) Transfer of disposals (C) Call Book entries



How many copies of the Subject Committee note should be forwarded to the Legislature Secretariat with a forwarding letter? 35 copies in Malayalam and two copies in English 35 (C),. 70 (D) 7



91.



Final decision of Government on the petitions should as far as possible be taken and months from the date of receipt. communicated to the committee within (B) four (A) three (D) six (C) two



92.



Which department is authorized to take further steps for the introduction of the Bill in the Legislative Assembly? (A) Department which originates the bill (B) Law Department (D) General Administration Department (C) Legislature Department



11. Which of the following is true with respect to wrongly marked tappal? The Section Officer should transfer it to the concerned section in any of the Departments The Section Officer should transfer it to the concerned section, if it relates to another section in the same Department Return to the Office section immediately on receipt of tappal Bring to the notice of Under Secretary or Deputy Secretary for appropriate decision immediately on receipt of tappal 12. Who is the Authority to issue the certificate "Verified that the above numbers have been entered in the Personal Registers"? (B) Office Superintendent (A) Section Officer (B) Under Secretary (C) Assistant Section Officer 13.



Which of the following statement is true with regard to the term "Head" in the process of indexing? (A) The entry in the Index relating to an individual paper (B) A word that can be conveniently written by the person who is authorized to prepare index The important word that is placed first in the title, by which its alphabetical position in the index is determined and on which primarily depends the possibility of finding the title (D) Words framed from general terminology like petitions, resolutions, etc
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93. Which is the register used to watch prompt transmission of records to the Records branch by the Attenders? (A) Workload register of Attenders (B) Back file register of Attenders (C) Reference register of Attenders (D) Records register of Attenders 94.



A



What is the process of disposal of more number of orders arising from the same case? (A) One copy each of the order should be separately added to the stock file indicating the number of the file in the copy of the order Write down all the order numbers on the top of the order docket at the time of closing the file (C) One copy each of the order should be separately docketed as a Government Order (D) One copy each of the order should be separately docketed as lodged paper 17
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83. Which one of the following is a wrong statement in the case of forwarding the matter for printing? The ni:imber of copies required to be fixed for supplying the printed matter The time-limit to be fixed for supplying the printed matter (C) Orders of Government should be sent in origiral to the Press for printing (D) The size of the printed matter, colour to be used etc. to be specified as special requirements



14. Which of the following statement is false with regard to "Reference to books"? (A) When volumes of books are put up, the portion of the volume or book referred to should be marked with tape or a slip of paper and not flagged (B) Whenever a book is referred to, the number of the relevant page, paragraph, clause, etc., should be quoted Even if, a book or Act is included in the list of books with the officers, and the same is referred to in a file, it should be put up with the file Books and Acts will be placed above the flap of the file and not underneath and tied with the tape of the file bound containing the case



84. Papers of ephimeral interest will be closed and retained in the department itself and: forwarded to the Records at the close of the year as lodged series destroyed as waste paper at the close of the year forwarded to the Records at the close of the year for destruction after recording in the registers destroyed as waste paper at the close of every month www.keralapsctips.blogspot.in



85. Which among the following is not a function of Information and Public Relations Department? to promote information technology in the State to scrutinise newspapers and other publications and communicate items concerning Governmental activities to the Ministers and Departments of the Secretariat (C) to issue press releases and release advertisements on behalf of Government and other departments of Government (D) to organise, publicity measures like exhibitions, trade fair and such other celebrations 86. The department wise distribution of subject is issued as part II of the: (A) Secretariat Manual (B) Secretariat Instructions (C) Manual of Office Procedure (D)' Rules of Business



4



87. Which of the following statements is not true connected with Cabinet Sub Committee(s)? Separate Government orders constituting the Committee(s) need not be issued Recommendations of the Sub Committee(s) will be submitted to the Council as supplementary note to the earlier note where a report is called for by the Council (C) Where the Sub Committees are authorised to take decisions, the decisions of the' Sub Committees will be recorded by the Chief Secretary in duplicate and placed before the Council (D) The Secretaries concerned will assist the Chief Secretary to convene meetings of Cabinet Sub Committee(s) DE-1/2018128
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A



15.



Communications of an ordinary or routine nature intended for the High Court should be addressed to the in the usual form (A) Secretary (B) Registrar (C) Chief Justice (B) Advocate General



16.



In respect of starred questions concerned should ensure that the file relating to it is sent to Ministers office under proper acknowledgement sufficiently early. (A) Additional Secretary (B) Parliament section Under Secretary (D) Section Officer



17. Specify the name of the procedure to be followed when action in a file need not be taken for any conceivable reason for a period exceethng 3 months. (A) Call book entry (B) Transfer of disposal (C) Temporary disposal (D) Daily remembrance entry 18. The process of indicating every disposal file put up for reference to which references is actually made in the current or notes is called. (A) Indexing (B) Referencing Note Files (C) Reference to authorities quoted "Flagging" (D) Drafting 19.



.



A



Which of the following statement is not true in the case of contents of drafts? (A) Prepared for the purpose of communicating a decision taken in a case should contain clear and unambiguous statement of the decision as well as direction (B) Prepared indicating the relevant rules and detailed explanation for the decision (C) It should be written in precise and unambiguous language using the, common terminology (D) Clarity of contents and brevity is the basic requirement 5
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20. The communications in respect of disciplinary proceedings have to be signed by the himself and should not be authenticated for and on behalf of him. (B) authority authorized by Government (A) Section officer (D.) disciplinary authority (C) inquiry authority 21. Ordinances are resorted to only in unavoidable circumstances and every ordinance issued from the re-assembly of the legislature, will have to be replaced by a Bill within failing which the ordjnance shall cease to operate. (B) One month (A) six weeks (D) Two weeks (C) 3 weeks



75. What is the proccdui'e adopted when the space allotted for Personal Register entry proves inadequate? Slips should be pasted along the page for making additional entries The entry is closed and new entry started in a fresh page Separate register should be maintained for making such entries None of the above 76. The note shall generally be originated by the: (A) Section Officer (C) clerical Assistant of Office section 77.



22.



23.



24.



Which among the following is not the duty of Parliamentary sections? Shall obtain the questions from the Legislature and distribute them to the concerned sections in the Department Prepare answer to the questions in very urgent cases Monitor the movement of interpellation files at each and every stage An interpellation register of all the questions handled by the department will be maintained by the parliamentary section Who is the authority empowered to give over the file of the Secretariat to the Heads of the Department for recording their views to expedite decision making? Joint Secretary to Government Under Secretary to Government Secretary to Government Additional Secretary to Government Who is authorised to take custody of the confidential paper received in tappal by the Deputy Secretary or the Under Secretary? (B) Confidential Assistant (A) Assistant (C) Concerned officer receiving the paper (D) Section Officer



25. Who is authorized for the safe custody of valuables received in the Secretariat as enclosures to communications? Assistant of the section handling the subject Assistant in the Cash branch Accountant Cashier DE-1/2018/28
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. A



(B) Assistant (D) Office Superintendent



In the case of Cabinet files marked 'Secret' in the Administrative Secretariat and the Law Department, the stenciling and taking copies of the Notes for the Council of Ministers should of the General Administration Department. be done only in the (B) Strictly confidential section (A) Coordination section (D) Special A section (C) Secret Section



78. The disposals accruing in the section shall be handed over to the office section every duly passed by the Section Officer for stitching and transmission to the records branch. (B) week (A) Quarter of the year (D) fortnight (C) month 79.



When a case is transferred from the personal Register to the Call Book, the file is closed in with specific inscriptions on the face of it that it is a call book the form of a entry to be reopened on or before such and such a date. (B) Lodged paper (A) Government order (D) U.O. note (C) Letter



80. Which is the register primarily intended to remind further action in any file on a specified future date? (B) Periodic register (A). Call book (D) Suit Register (C) Reminder Diary 81.



Identify the item of communication where we can use 'Economy labels'. (B) registered envelopes (A) bulky envelopes (1I) envelopes for ordinary post (C) envelopes for speed post



82. Name the contact officer in Advocate General's Office for vacating stay orders or injunction orders issued by the High Court in writ petitions, on behalf of Government. (B). Government Pleader (A) Liaison Officer (D) Secretary (C) Public Prosecutor A



15
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Who is the officer responsible for the proper observance of the procedure, in the Secretariat Manual by the section? (B) Section Officer (A) Under Secretary (D) None of the above (C) Deputy Secretary



70.



Which is the authority to issue clarifications to the Kerala Secretariat Office Manual? (A) P and ARD Department (B) Finance Department (C) General Administration Department (D) Cultural Affairs Department



71.



All approved drafts bearing the signature of the officer approving it shall be kept: in the current file in separate bundle below the current file in the note file at the bottom of the file



72. What is the general time limit fixed for despatch of communications? (B) Within 24 hours (A) Within 12 hours (D) Within 48 hours (C) Within 6 hours 73.



74.



Which among the following is a wrong procedure for references relating to more than one section? (A) It may be given over to the section with which the majority of points relate as per subject distribution (B) It may be given over to the section with which the most important point relates as per subject distribution (C) The Section receiving such a communication has to forward the file other sections for extracting points required by them and to record the same in the file (D) In deciding the propriety of distribution, the decision of the Under Secretary or Deputy Secretary in charge of the office section shall be final Which among the following is a not a procedure for distribution of stationery? Office section shall prepare the annual indent for stationery Office section to maintain the Stock Registers for stationery Office section to issue stationery to the staff of the department as per requirement (D) Confidential Assistants attached to the Deputy Secretaries and above shall collect stationery from the respective office section required for the officers
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69.



26.



Cases involving relaxation of Service Rules or orders relating to qualifications for appointment, test to be passed, promotion etc., and other cases, where the administrative department feels any doubt about the interpretation or application on such rules or orders, Department. should be sent to the advice section of (A) Law (B) Personnel and Administrative Reforms (C) Finance (D) General Administration



27.



In respect of stay of Revenue Recovery proceedings, __________ Department shall be invariably consulted (B) Taxes (A) Revenue (D) . Law (C) Finance



28.



Name a communication or a statement or a plan, sketch or 'other document which is attached to or accompanies another communication to supplement or elucidate the point, intention or orders conveyed by such communication. (B) Reference (A) Attachment (D) Appendix (C) Enclosure



29.



The term "Gazette Extraordinary" is used to denote: (A) Publishing notifications in the Gazette fixed under the category of "Extraordinary" nature (B) ,/ Publication of notifications as Gazette before the time-limit fixed for next issue of Gazette (C) Publication of statutory notifications approved by Legislature, in the Gazette (D) Notifications published, not through Government press



30.



Some points connected with legislation are furnished below: The competence of the State Legislature to enact the measure • 1. Draw up a memorandum on the proposal indicating with sufficient precession 2. The necessity for the previous sanction of the President or recommendation of the 3. Governor Which of the following combination is true for the preliminary stage of legislation? (B) Items 2 and 3 above (A) Items 1 and 2 above (D) Items 1 and 3 above (C) Items 1,2 and 3 above



a



31.



A



Who is responsible for the contents and accuracy of the Council Note? (B) Joint Secretaries to Government (A Secretaries to Government (D) Deputy Secretaries to Government (C) Concerned Ministers 7
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33.



34.



35.



\Vhich of the following is true with regard to "consolidated list of pending issues"? List of pending issues sent to the Head of Department by the Minister If no reply is received in respect of any communication from a subordinate office after a reasonable time the item shall be included in a consolidated reminder issued to the Head of Department by name with the approval of Secretary (C) List of pending issues sent to the Head of Department by the I)eputy Secretary (D) List of pending disciplinary actions sent by the Head of Department What is "late attendance"? Giving permission to an employee to attend office late for some unavoidable reason Deducting one Casual leave for every three late permissions (C) Noting the word 'late' against the name of an employee in the Attendance register, if he does not reach office in time and mark attendance (D) Permission given to officers of and above the level of Under Secretaries by immediate superior officer concerned



In the Supreme Court, Standing Counsels are nominated and distribution of work between them is co-ordinated by the Law Secretary Advocate General Chief Secretary Secretary, General Administration Department Which among the following is not a duty assigned to the Section Officer? (A) Send disposal to Records branch (B) Training of Assistants under him Attend to difficult papers which the Assistants cannot by themselves handle (D) When a seat of Assistant in his section is vacant, he has to ensure that the received papersare registered with the help of other available Assistants



37.



The concerned shall bring the fact of non-receipt, of the files under circulation to the officers who ordered circulation. (A) Confidential Assistant (B) Under Secretary (C) Assistant (B) Section Officer
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A



Official communications intended for the Public Service Commission should he addressed to to the Public Service Commission. the (A) Chairman (B) Joint Secretary PA to Chairman (B) Secretary



63.



What is the periodicity fixed for reports to be submitted to Government, when petitions received by Government on which action can be finalised by Heads of Departments or other officers of Government are forwarded to them with intimation to the parties? (A) Monthly (B) Quarterly (D) None of the above (C) Once in two months



64.



\Vhjch among the following is correct with regard to the number of copies for the Council of Ministers? (A) 35 copies in Malayalam and 2 copies in English 35 copies in English and 2 copies in Malayalam 30 copies in Malayalam and 5 copies in English (D) None of the above



65.



Compliance of despatch instructions by the office section is the primary responsibility of the: (A) Assistant (B) Attender (C) Clerical Assistant (D) Office Superintendent



66.



What is the general time frame fixed for preparation of draft statement of facts in consultation with the concerned subordinates answering paragraph by paragraph all averments in the petition and forward the same to the Suit Section of the Law Department? (A) Two months (B) Two weeks (D) Four months (C) Four weeks



67.



Notifications issued under the Public Services Act have to be got scrutinised by the also in addition to the scrutiny by the Law Department. (A) I and PR Department General Administration Department (C) Finance Department (D) P and AR Department



68.



Name the register in which the certificate on transfer of charge of the Assistant have to be recorded? (B) Movement Register (A) Attendance Register (C) Personal Register (D) Establishment Register



a



Who is authorized to control the duties of Binders? (A) Section Officer Assistant in the Office Section Under Secretary in Charge of Office Section (B) Office Superintendent



36.



62.



I



A



13



DE-1/2018/28 [P.T.O.]



55.



From the options furnished below, identify the duty which is not assigned to Records Section? (A) receipt and arrangement of records (B) proper custody of the records (C) destruction of unwanted records (D) issue of copies of the records



56.



The printing work of all Departments of the Secretariat are done: (A) at the Tele-printer section 


57. In Secretariat who is primarily responsible for maintenance of office discipline? (B) Under Secretary (A) Secretary (D) Special Secretary (C) Section Officer www.keralapsctips.blogspot.in



58. What is the process specified to avoid cumulative noting? By oral discussions between the officers concerned By submitting consolidated note (C) By arranging meeting of all the staff None of the above 59. The submission of files to Ministers or to the Governor for information or orders is termed: (B) Noting (A) Referencing (D) Case (C) Circulation 60.



61.



Which among the following statements is true, when endorsements are prepared? Take orders for endorsement and put up fair copy for authentication It may be done in such a way that it is ready for the signature of the officer competent to sign it (C) Prepare a letter informing that the document is attached as endorsement (D) Keep the original in hand and submit a copy for the signature of the officer, competent to sign it . Which among the following statements is true on the allocation of the business of the Government among the Ministers? Allocation is made by the Governor on the advice of the Chief Minister Allocation is made by the Chief Minister on theadvice of the Political party Allocation is made by the Chief Minister based on the decision of the first meeting of the Cabinet (D) Allocation is made by the Governor on the advice of the Political party



DE-1/2018/28



12



A



38.



Which among the following statement is false with regard to the Contents of the Notes for the Council of Ministers? (A) Should be precise, sell contained and must include all the relevant facts of the case (B) A summary of the relevant noting by Secretaries, Chief Secretary and Ministers, in as brief a manner as possible, indicating also the history of the case, precedents and connected files may suffice Cases where Finance Department has disagreed or has agreed with certain modifications, the views of Finance Department should be furnished separately as Annexure to the Note (D) While submitting proposals for amendments to Special Rules, etc., the exact nature of the changes proposed in the existing rules should be clearly spelt out and the relevant rules must necessarily be extracted in toto as an Annexure



39.



Which is the most important aspect to be borne in mind while selecting the headings in Index? (B) Natural in use (A) Convenience in use (D) Clear and brief in use Consistency in use



40.



Who is the officer authorized to permit any member of the Staff to leave office 30 minutes earlier, if there is a justifiable reason? (B) Under Secretary (A) Section Officer (D) Secretary (C) Deputy Secretary



41. Which of the following is not an activity of the House Keeping Branch? (A) Installation of computers and accessories (B) Maintenance and repair of Electrical Fittings (C) Cleaning and Sanitary Work (D) Providing telephones to Ministers, their staff and the Secretariat Officers 42.



In respect of D.O. letters the form of salutation shall depend on the rank of addressees and the subscription to all the D. 0. letters should be (B) 'yours obediently' (A) 'yours faithfully' (D). 'yours sincerely' (C) 'yours truly'



43. All communications received in the office which are official, unofficial or demi-official are until registry, known as (B) Current (A)' Tappal (C) Case (D) Back file A



9
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45.



46.



47.



49.



Which of the following statement is true? Applications for casual leave shall be entered in the Personal register of the Assistant Applications for casual leave from members of the office establishment may be retained till the expiry of one year following the year, in which they were received (C) Applications for casual leave from members of the office establishment shall be entered in the Service book of the applicant (D) Applications for casual leave from members of the office establishment have to be transferred to the Accounts branch for keeping it in the respective register When communications in illegible handwriting are submitted in files, officers, of and above may instruct the Assistants to put up typed copies of such the grade of communications (B) Secretaries (A) Under Secretaries (D) Section officers (C) Deputy Secretaries Connected with Authentication of notes, which of the following statement is true? (A) The Assistants and Section Officer should authenticate the note with dated signature close to the margin where the notes are prepared by them or passed by them comes to an end (B) The Assistants and Section Officer should authenticate the note with dated signature and affix their seal opposite to the margin where the notes are prepared by them or passed by them comes to an end (C) The Assistants and Section Officer should authenticate the note with a dated initial opposite to the margin where the notes are prepared by them or passed by them comes to an end (D) The Assistants and Section Officer should authenticate the note with a dated initial close to the margin where the notes are prepared by them or passed by them comes to an end In which cases the Assistants and Section Officers are permitted to offer their opinions and suggestions? (A) Cases which are of routine nature (B) Cases which are specifically found on statutes, rules, precedents or declared policies (C) Cases which are of repetitive nature (D) Cases in which Officers are directed to offer remarks



50. All fair copies should be typed with (A) single (C) one and a half •



Which of the following statements is false, in the case of maintaining 'stock file' by Assistants? Each Assistant should maintain one or more stock files on all important subjects dealt with in a seat When drafting a disposal of an important or general nature, Section officer will decide whether a copy of it after issue should be added to the stock file on the subject (C This entry need not be copied in the fair copy but the typist concerned should type an extra copy for this (D) The Assistants, will decide the subjects on which stock files should be maintained



52.



What is the periodicity of convening 'Staff meetings'? (A) Half yearly (B) Once in two months (C) Once in three months (D) Monthly



53.



Who is the authority to sign copy of the Bill as finally passed by the Legislative Assembly for onward transmission to Law Department? (A) Secretary, Legislative Secretariat . (B) Joint Secretary or above, Legislative Secretariat (C) Speaker (D) None of the above



54.



Which of the following statement is not true, with regard to 'short Notice Questions'? (A) The basic procedure laid down for the processing of short Notice Questions is the same as that of the L.A. Interpellations. (B) The files relating to short notice questions should be circulated to the Minister in charge well before the date on which they come up in the Legislature. (C) In the case of short notice questions, Minister just replies on the floor, based on the information available in the file (D) In respect of short notice Questions fair copies of answers have to be given to the Legislature Secretariat just in the case of other questions



.



.
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spacing. (B) double (D) appropriate



51.



48. Any reference issued from the office which originates the file is called (B) Arising Reference (A) Referencing in current 0 Back file referencing (C) Referencing in note DE-1/2018/28



The form of is used to convey decisions taken by authorities specified by Government to discharge the duties vested in them in exercise of any provision of a specific statute (A) proceedings . (B) memorandum office order (D) circular



A



.



.
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Which of the following statement is true? Applications for casual leave shall be entered in the Personal register of the Assistant Applications for casual leave from members of the office establishment may be retained till the expiry of one year following the year, in which they were received (C) Applications for casual leave from members of the office establishment shall be entered in the Service book of the applicant (I)) Applications for casual leave from members of the office establishment have to be transferred to the Accounts branch for keeping it in the respective register



45.



When communications in illegible handwriting are submitted in files, officers, of and above may instruct the Assistants to put up typed copies of such the grade of. communications (B) Secretaries (A) Under Secretaries (l) Section officers (C) Deputy Secretaries



46.



Connected with Authentication of notes, which of the following statement is true? (A) The Assistants and Section Officer should authenticate the note with dated signature close to the margin where the notes are prepared by them or passed by them comes to an end The Assistants and Section Officer should authenticate the note with dated (B) signature and affix their seal opposite to the margin where the notes are prepared by them or passed by them comes to an end The Assistants and Section Officer should authenticate the note with a dated (C) initial opposite to the margin where the notes are prepared by them or passed by . them comes to an end (D) The Assistants and Section Officer should authenticate the note with a dated initial close to the margin where the notes are prepared by them or passed by them comes to an end



47.



48.



In which cases the Assistants and Section Officers are permitted to offer their opinions and suggestions? (A) Cases which are of routine nature (B) Cases which are specifically found on statutes, rules, precedents or declared policies (C) Cases which are of repetitive nature (D) Cases in which Officers are directed to offer remarks
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44.



.



49.



The form of is used to convey decisions taken by authorities specified by Government to discharge the duties vested in them in exercise of any provision of a specific statute (A) proceedings . (B) memorandum office order (D) circular



50.



All fair copies should be typed with (A) single (C) one and a half



51.



Which of the following statements is false, in the case of maintaining 'stock file' by Assistants? Each Assistant should maintain one or more stock files on all important subjects dealt with in a seat When drafting a disposal of an important or general nature, Section officer will decide whether a copy of it after issue should be added to the stock file on the subject (C This entry need not be copied in the fair copy but the typist concerned should type an extra copy for this (D) The Assistants, will decide the subjects on which stock files should be maintained



52.



What is the periodicity of convening 'Staff meetings'? (A) Half yearly (B) (C) Once in three months (D)



10



A



Once in two months Monthly



53.



Who is the authority to sign copy of the Bill as finally passed by the Legislative Assembly for onward transmission to Law Department? Secretary, Legislative Secretariat Joint Secretary or above, Legislative Secretariat Speaker (D) None of the above



54.



Which of the following statement is not true, with regard to 'short Notice Questions'? (A) The basic procedure laid down for the processing of short Notice Questions is the same as that of the L.A. Interpellations. (B) The files relating to short notice questions should be circulated to the Minister in charge well before the date on which they come up in the Legislature. (C) In the case of short notice questions, Minister just replies on the floor, based on the information available in the file (D) In respect of short notice Questions fair copies of answers have to be given to the Legislature Secretariat just in the case of other questions



Any reference issued from the office which originates the file is called (B) Arising Reference (A) Referencing in current (135 Back file referencing (C) Referencing in note
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spacing. (B) double (D) appropriate



A



.



11



DE-1/2018/28 [P.T.O.]



55.



From the options furnished below, identify the duty which is not assigned to Records Section? (A) receipt and arrangement of records (B) proper custody of the records (C) destruction of unwanted records (D) issue of copies of the records



56.



The printing work of all Departments of the Secretariat are done: (A) at the Tele-printer section 
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57. In Secretariat who is primarily responsible for maintenance of office discipline? (B) Under Secretary (A) Secretary (D) Special Secretary (C) Section Officer 58. What is the process specified to avoid cumulative noting? By oral discussions between the officers concerned By submitting consolidated note (C) By arranging meeting of all the staff None of the above



38.



Which among the following statement is false with regard to the Contents of the Notes for the Council of Ministers? (A) Should be precise, sell contained and must include all the relevant facts of the case (B) A summary of the relevant noting by Secretaries, Chief Secretary and Ministers, in as brief a manner as possible, indicating also the history of the case, precedents and connected files may suffice Cases where Finance Department has disagreed or has agreed with certain modifications, the views of Finance Department should be furnished separately as Annexure to the Note (D) While submitting proposals for amendments to Special Rules, etc., the exact nature of the changes proposed in the existing rules should be clearly spelt out and the relevant rules must necessarily be extracted in toto as an Annexure



39.



Which is the most important aspect to be borne in mind while selecting the headings in Index? (B) Natural in use (A) Convenience in use (D) Clear and brief in use Consistency in use



40.



Who is the officer authorized to permit any member of the Staff to leave office 30 minutes earlier, if there is a justifiable reason? (B) Under Secretary (A) Section Officer (D) Secretary (C) Deputy Secretary



59. The submission of files to Ministers or to the Governor for information or orders is termed: (B) Noting (A) Referencing (D) Case (C) Circulation 60.



61.



Which among the following statements is true, when endorsements are prepared? Take orders for endorsement and put up fair copy for authentication It may be done in such a way that it is ready for the signature of the officer competent to sign it (C) Prepare a letter informing that the document is attached as endorsement (D) Keep the original in hand and submit a copy for the signature of the officer, competent to sign it . Which among the following statements is true on the allocation of the business of the Government among the Ministers? Allocation is made by the Governor on the advice of the Chief Minister Allocation is made by the Chief Minister on theadvice of the Political party Allocation is made by the Chief Minister based on the decision of the first meeting of the Cabinet (D) Allocation is made by the Governor on the advice of the Political party
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A



41. Which of the following is not an activity of the House Keeping Branch? (A) Installation of computers and accessories (B) Maintenance and repair of Electrical Fittings (C) Cleaning and Sanitary Work (D) Providing telephones to Ministers, their staff and the Secretariat Officers 42.



In respect of D.O. letters the form of salutation shall depend on the rank of addressees and the subscription to all the D. 0. letters should be (B) 'yours obediently' (A) 'yours faithfully' (D). 'yours sincerely' (C) 'yours truly'



43. All communications received in the office which are official, unofficial or demi-official are until registry, known as (B) Current (A)' Tappal (C) Case (D) Back file A
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33.



34.



35.



\Vhich of the following is true with regard to "consolidated list of pending issues"? List of pending issues sent to the Head of Department by the Minister If no reply is received in respect of any communication from a subordinate office after a reasonable time the item shall be included in a consolidated reminder issued to the Head of Department by name with the approval of Secretary (C) List of pending issues sent to the Head of Department by the I)eputy Secretary (D) List of pending disciplinary actions sent by the Head of Department What is "late attendance"? Giving permission to an employee to attend office late for some unavoidable reason Deducting one Casual leave for every three late permissions (C) Noting the word 'late' against the name of an employee in the Attendance register, if he does not reach office in time and mark attendance (D) Permission given to officers of and above the level of Under Secretaries by immediate superior officer concerned Who is authorized to control the duties of Binders? (A) Section Officer Assistant in the Office Section Under Secretary in Charge of Office Section (B) Office Superintendent In the Supreme Court, Standing Counsels are nominated and distribution of work between them is co-ordinated by the Law Secretary Advocate General Chief Secretary Secretary, General Administration Department



36.



Which among the following is not a duty assigned to the Section Officer? (A) Send disposal to Records branch (B) Training of Assistants under him Attend to difficult papers which the Assistants cannot by themselves handle (D) When a seat of Assistant in his section is vacant, he has to ensure that the received papersare registered with the help of other available Assistants



37.



The concerned shall bring the fact of non-receipt, of the files under circulation to the officers who ordered circulation. (A) Confidential Assistant (B) Under Secretary (C) Assistant (B) Section Officer



DE-1/2018/28
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A



62.



Official communications intended for the Public Service Commission should he addressed to to the Public Service Commission. the (A) Chairman (B) Joint Secretary PA to Chairman (B) Secretary



63.



What is the periodicity fixed for reports to be submitted to Government, when petitions received by Government on which action can be finalised by Heads of Departments or other officers of Government are forwarded to them with intimation to the parties? (A) Monthly (B) Quarterly (D) None of the above (C) Once in two months



64.



\Vhjch among the following is correct with regard to the number of copies for the Council of Ministers? (A) 35 copies in Malayalam and 2 copies in English 35 copies in English and 2 copies in Malayalam 30 copies in Malayalam and 5 copies in English (D) None of the above



65.



Compliance of despatch instructions by the office section is the primary responsibility of the: (A) Assistant (B) Attender (C) Clerical Assistant (D) Office Superintendent



66.



What is the general time frame fixed for preparation of draft statement of facts in consultation with the concerned subordinates answering paragraph by paragraph all averments in the petition and forward the same to the Suit Section of the Law Department? (A) Two months (B) Two weeks (D) Four months (C) Four weeks



67.



Notifications issued under the Public Services Act have to be got scrutinised by the also in addition to the scrutiny by the Law Department. (A) I and PR Department General Administration Department (C) Finance Department (D) P and AR Department



68.



Name the register in which the certificate on transfer of charge of the Assistant have to be recorded? (B) Movement Register (A) Attendance Register (C) Personal Register (D) Establishment Register



a



www.keralapsctips.blogspot.in



32.



I



A



13



DE-1/2018/28 [P.T.O.]



69.



Who is the officer responsible for the proper observance of the procedure, in the Secretariat Manual by the section? (B) Section Officer (A) Under Secretary (D) None of the above (C) Deputy Secretary



70.



Which is the authority to issue clarifications to the Kerala Secretariat Office Manual? (A) P and ARD Department (B) Finance Department (C) General Administration Department (D) Cultural Affairs Department
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71.



All approved drafts bearing the signature of the officer approving it shall be kept: in the current file in separate bundle below the current file in the note file at the bottom of the file



72. What is the general time limit fixed for despatch of communications? (B) Within 24 hours (A) Within 12 hours (D) Within 48 hours (C) Within 6 hours 73.



74.



Which among the following is a wrong procedure for references relating to more than one section? (A) It may be given over to the section with which the majority of points relate as per subject distribution (B) It may be given over to the section with which the most important point relates as per subject distribution (C) The Section receiving such a communication has to forward the file other sections for extracting points required by them and to record the same in the file (D) In deciding the propriety of distribution, the decision of the Under Secretary or Deputy Secretary in charge of the office section shall be final Which among the following is a not a procedure for distribution of stationery? Office section shall prepare the annual indent for stationery Office section to maintain the Stock Registers for stationery Office section to issue stationery to the staff of the department as per requirement (D) Confidential Assistants attached to the Deputy Secretaries and above shall collect stationery from the respective office section required for the officers
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26.



Cases involving relaxation of Service Rules or orders relating to qualifications for appointment, test to be passed, promotion etc., and other cases, where the administrative department feels any doubt about the interpretation or application on such rules or orders, Department. should be sent to the advice section of (A) Law (B) Personnel and Administrative Reforms (C) Finance (D) General Administration



27.



In respect of stay of Revenue Recovery proceedings, __________ Department shall be invariably consulted (B) Taxes (A) Revenue (D) . Law (C) Finance



28.



Name a communication or a statement or a plan, sketch or 'other document which is attached to or accompanies another communication to supplement or elucidate the point, intention or orders conveyed by such communication. (B) Reference (A) Attachment (D) Appendix (C) Enclosure



29.



The term "Gazette Extraordinary" is used to denote: (A) Publishing notifications in the Gazette fixed under the category of "Extraordinary" nature (B) ,/ Publication of notifications as Gazette before the time-limit fixed for next issue of Gazette (C) Publication of statutory notifications approved by Legislature, in the Gazette (D) Notifications published, not through Government press



30.



Some points connected with legislation are furnished below: The competence of the State Legislature to enact the measure • 1. Draw up a memorandum on the proposal indicating with sufficient precession 2. The necessity for the previous sanction of the President or recommendation of the 3. Governor Which of the following combination is true for the preliminary stage of legislation? (B) Items 2 and 3 above (A) Items 1 and 2 above (D) Items 1 and 3 above (C) Items 1,2 and 3 above



a



31.



A



Who is responsible for the contents and accuracy of the Council Note? (B) Joint Secretaries to Government (A Secretaries to Government (D) Deputy Secretaries to Government (C) Concerned Ministers 7
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75. What is the proccdui'e adopted when the space allotted for Personal Register entry proves inadequate? Slips should be pasted along the page for making additional entries The entry is closed and new entry started in a fresh page Separate register should be maintained for making such entries None of the above



20. The communications in respect of disciplinary proceedings have to be signed by the himself and should not be authenticated for and on behalf of him. (B) authority authorized by Government (A) Section officer (D.) disciplinary authority (C) inquiry authority 21. Ordinances are resorted to only in unavoidable circumstances and every ordinance issued from the re-assembly of the legislature, will have to be replaced by a Bill within failing which the ordjnance shall cease to operate. (B) One month (A) six weeks (D) Two weeks (C) 3 weeks



76. The note shall generally be originated by the: (A) Section Officer (C) clerical Assistant of Office section



22.



23.



24.



Which among the following is not the duty of Parliamentary sections? Shall obtain the questions from the Legislature and distribute them to the concerned sections in the Department Prepare answer to the questions in very urgent cases Monitor the movement of interpellation files at each and every stage An interpellation register of all the questions handled by the department will be maintained by the parliamentary section Who is the authority empowered to give over the file of the Secretariat to the Heads of the Department for recording their views to expedite decision making? Joint Secretary to Government Under Secretary to Government Secretary to Government Additional Secretary to Government Who is authorised to take custody of the confidential paper received in tappal by the Deputy Secretary or the Under Secretary? (B) Confidential Assistant (A) Assistant (C) Concerned officer receiving the paper (D) Section Officer



25. Who is authorized for the safe custody of valuables received in the Secretariat as enclosures to communications? Assistant of the section handling the subject Assistant in the Cash branch Accountant Cashier DE-1/2018/28
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. A
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77.



(B) Assistant (D) Office Superintendent



In the case of Cabinet files marked 'Secret' in the Administrative Secretariat and the Law Department, the stenciling and taking copies of the Notes for the Council of Ministers should of the General Administration Department. be done only in the (B) Strictly confidential section (A) Coordination section (D) Special A section (C) Secret Section



78. The disposals accruing in the section shall be handed over to the office section every duly passed by the Section Officer for stitching and transmission to the records branch. (B) week (A) Quarter of the year (D) fortnight (C) month 79.



When a case is transferred from the personal Register to the Call Book, the file is closed in with specific inscriptions on the face of it that it is a call book the form of a entry to be reopened on or before such and such a date. (B) Lodged paper (A) Government order (D) U.O. note (C) Letter



80. Which is the register primarily intended to remind further action in any file on a specified future date? (B) Periodic register (A). Call book (D) Suit Register (C) Reminder Diary 81.



Identify the item of communication where we can use 'Economy labels'. (B) registered envelopes (A) bulky envelopes (1I) envelopes for ordinary post (C) envelopes for speed post



82. Name the contact officer in Advocate General's Office for vacating stay orders or injunction orders issued by the High Court in writ petitions, on behalf of Government. (B). Government Pleader (A) Liaison Officer (D) Secretary (C) Public Prosecutor A
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83. Which one of the following is a wrong statement in the case of forwarding the matter for printing? The ni:imber of copies required to be fixed for supplying the printed matter The time-limit to be fixed for supplying the printed matter (C) Orders of Government should be sent in origiral to the Press for printing (D) The size of the printed matter, colour to be used etc. to be specified as special requirements



14. Which of the following statement is false with regard to "Reference to books"? (A) When volumes of books are put up, the portion of the volume or book referred to should be marked with tape or a slip of paper and not flagged (B) Whenever a book is referred to, the number of the relevant page, paragraph, clause, etc., should be quoted Even if, a book or Act is included in the list of books with the officers, and the same is referred to in a file, it should be put up with the file Books and Acts will be placed above the flap of the file and not underneath and tied with the tape of the file bound containing the case
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84. Papers of ephimeral interest will be closed and retained in the department itself and: forwarded to the Records at the close of the year as lodged series destroyed as waste paper at the close of the year forwarded to the Records at the close of the year for destruction after recording in the registers destroyed as waste paper at the close of every month 85. Which among the following is not a function of Information and Public Relations Department? to promote information technology in the State to scrutinise newspapers and other publications and communicate items concerning Governmental activities to the Ministers and Departments of the Secretariat (C) to issue press releases and release advertisements on behalf of Government and other departments of Government (D) to organise, publicity measures like exhibitions, trade fair and such other celebrations
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A



Communications of an ordinary or routine nature intended for the High Court should be addressed to the in the usual form (A) Secretary (B) Registrar (C) Chief Justice (B) Advocate General



16.



In respect of starred questions concerned should ensure that the file relating to it is sent to Ministers office under proper acknowledgement sufficiently early. (A) Additional Secretary (B) Parliament section Under Secretary (D) Section Officer



17. Specify the name of the procedure to be followed when action in a file need not be taken for any conceivable reason for a period exceethng 3 months. (A) Call book entry (B) Transfer of disposal (C) Temporary disposal (D) Daily remembrance entry



86. The department wise distribution of subject is issued as part II of the: (A) Secretariat Manual (B) Secretariat Instructions (C) Manual of Office Procedure (D)' Rules of Business 87. Which of the following statements is not true connected with Cabinet Sub Committee(s)? Separate Government orders constituting the Committee(s) need not be issued Recommendations of the Sub Committee(s) will be submitted to the Council as supplementary note to the earlier note where a report is called for by the Council (C) Where the Sub Committees are authorised to take decisions, the decisions of the' Sub Committees will be recorded by the Chief Secretary in duplicate and placed before the Council (D) The Secretaries concerned will assist the Chief Secretary to convene meetings of Cabinet Sub Committee(s)



15.



18. The process of indicating every disposal file put up for reference to which references is actually made in the current or notes is called. (A) Indexing (B) Referencing Note Files (C) Reference to authorities quoted "Flagging" (D) Drafting 19.



.



A



Which of the following statement is not true in the case of contents of drafts? (A) Prepared for the purpose of communicating a decision taken in a case should contain clear and unambiguous statement of the decision as well as direction (B) Prepared indicating the relevant rules and detailed explanation for the decision (C) It should be written in precise and unambiguous language using the, common terminology (D) Clarity of contents and brevity is the basic requirement 5
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Which of the following is not an approved category with regard to classification of disposed files? (B) Lodged papers (A) Office orders (D) Government Order (routine Series) Letter (C)



88.



In respect of missing files, they have to be re-constituted based on the entries in the (A) Register of subordinate departments (B) Personal register (D) Registers in Office section (C) Inward Register in Office section



8.



in Form No. XIX, Appendix I should be maintained in every section to A facilitate prompt action on files relating to suits ans writs. (B) Register of petitions (A) L.A. Interpellation Register (D) Suit Register (C) Periodical Register



89.



Name the basic unit of administration in the Secretariat (B). Section (A) Department (D) Secretary (C) Ministry



9.



Which is the agency functioning in Secretariat to receive communications out of office hours? (B) Co-ordination section (A) Security Wing (B) Central Agency (C) Tele.printer Section



90.



10.



When lodged disposals are put up as back files for a new case, and a modification or alteration to the decision contained in the lodged papers is arrived at in the new file, the number and date of the disposal relating to the new case has to be recorded on the space provided in the face of the lodged disposal. This process is known as (B) Linking of files (A) Linking of disposals (D) Transfer of disposals (C) Call Book entries



How many copies of the Subject Committee note should be forwarded to the Legislature Secretariat with a forwarding letter? 35 copies in Malayalam and two copies in English 35 (C),. 70 (D) 7



91.



Final decision of Government on the petitions should as far as possible be taken and months from the date of receipt. communicated to the committee within (B) four (A) three (D) six (C) two



92.



Which department is authorized to take further steps for the introduction of the Bill in the Legislative Assembly? (A) Department which originates the bill (B) Law Department (D) General Administration Department (C) Legislature Department



11. Which of the following is true with respect to wrongly marked tappal? The Section Officer should transfer it to the concerned section in any of the Departments The Section Officer should transfer it to the concerned section, if it relates to another section in the same Department Return to the Office section immediately on receipt of tappal Bring to the notice of Under Secretary or Deputy Secretary for appropriate decision immediately on receipt of tappal 12. Who is the Authority to issue the certificate "Verified that the above numbers have been entered in the Personal Registers"? (B) Office Superintendent (A) Section Officer (B) Under Secretary (C) Assistant Section Officer 13.



Which of the following statement is true with regard to the term "Head" in the process of indexing? (A) The entry in the Index relating to an individual paper (B) A word that can be conveniently written by the person who is authorized to prepare index The important word that is placed first in the title, by which its alphabetical position in the index is determined and on which primarily depends the possibility of finding the title (D) Words framed from general terminology like petitions, resolutions, etc
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A
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7.



93. Which is the register used to watch prompt transmission of records to the Records branch by the Attenders? (A) Workload register of Attenders (B) Back file register of Attenders (C) Reference register of Attenders (D) Records register of Attenders 94.



A



What is the process of disposal of more number of orders arising from the same case? (A) One copy each of the order should be separately added to the stock file indicating the number of the file in the copy of the order Write down all the order numbers on the top of the order docket at the time of closing the file (C) One copy each of the order should be separately docketed as a Government Order (D) One copy each of the order should be separately docketed as lodged paper 17
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95. A reply to a reference issued from the office, or a paper which though not a reply of that nature, has for any.other reason to be filed with a current already pending in the office is called (A) an old case (B) a previous issue (C) an identical case (D) a new case



DE-1/2018/28



96.



1.



of every month, every department is to prepare a monthly business Before statement in Form No. IX, appendix I, and forward the consolidated statement to the P and, AR Department for review. (B) 5th (A) lOth (D) 3rd (C) 15th



2.



The Last Grade Employees shall perform their duties as assigned to them by the officer/sections with whom he/she is attached as specified for different sections work allocation as specified in separate executive orders issued from to time as specified in kerala service Rules



3.



Which of the following is not an approved form of correspondence arising from the secretariat? (B) Office order (A) Endorsement (D) Notes (C) Un-official Note



4.



Which of the following statement is false with regard to supply of records? More than one record shall be asked for in the same form Requisitions for records shall be received by the record assistant concerned Requisitions for records shall be signed by assistants or superior officers The requisitions shall be attended to in the order of their urgency



5.



days in all shall be taken as compensation leave in a calendar Not more than months from the year and no such leave shall be taken after the expiry of particular public holiday or holidays. (B) Fifteen, six (A) Twelve, three (D) Twenty, three (C) Fifteen, three



6.



Memorandum form is used when specified communications are issued to Officers in other departments Subordinates colleagues working within secretariat officers working in secretariat departments
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98.



99.



What is the scope of further noting in a case? It is intended to close the case at the earliest occasion It is intended to give a consolidated note on every stage It is intended to send the file to other departments to examine the scope of further noting It is intended to advance the case a step towards its disposal by writing notes in succession of the first note In respect of matters connected with the preparation and implementation of the opinion of Planning and Economic Affairs Department has to be obtained (A) Non-Plan schemes (B) Budget nronosals (C) Plan Schemes (D) External aided projects Whenever a L.A. assurance is received it should be recorded in the by the parliamentary section and given over to the section which has to take further action. A) L.A. interpellation Register (B) personal Register (C) periodical register (D) register of assurances Which among the following is not a duty assigned to Confidential Assistants? Prepare notes for the officer for important matters Do shorthand work for the Secretaries or other officers Maintain a register of files in Form No. XV showing details of all the flies received by the Officer with whom he is working Fair copying of Confidential papers and of semi-official communications as required by the Officer



100. What is that part of a case consisting of papers received, drafts of interim references, replies there to and draft of final orders issued and arranged chronologically from top to bottom? (A) Note file (B) Back file (D). Current file (C) Enclosure
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Maximum: 100 marks Time : 11/2 hours



A
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