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Part – A : Central Secretariat Manual of Office Procedure
(60 marks)

1. Choose the correct answer : (10x1=10)

(i) A unit within a department with a specific task assigned to it is called
(A) Branch (B) Section

(C) Desk (D) Division

(ii) A file is a collection of papers on a specific subject, assigned a number and consisting of
one or more of the following parts. Which one is not a composition of a file?
(A) Notes (B) Correspondence
(C) Appendices to notes/correspondence (D) Departmental instructions

(iii) Which one of the following forms of communication is normally used for issuing instructions
meant for internal administration, e.g., grant of regular leave, distribution of work among
officers and sections, appointments and transfers, etc.?
(A) Order (B) Office Order
(C) Notification (D) Letter

(iv) Persons reaching office within ____________ of the opening hours are nevertheless late.
(A) ten minutes (B) fifteen minutes
(C) twenty minutes (D) thirty minutes

(v) Where a communication is addressed to a Minister, it shall, as far as possible, be replied to
by the Minister himself. In other cases, a reply should normally be signed by an officer of
the rank of ________________ only.
(A) Secretary (B) Joint Secretary
(C) Deputy Secretary (D) Under Secretary

(vi) _________________ are ordinarily entrusted with work of routine nature, for example –
registration of Dak, maintenance of Section Diary, File Register, File Movement Register,
Indexing and Recording, typing, comparing, dispatch, preparation of arrears and other
statements, supervision of correction of reference books and submission of routine and
simple drafts, etc.
(A) Data Entry Operators (B) Lower Division Clerks
(C) Upper Division Clerks (D) Assistants
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(vii) The number of levels through which a file passes for a decision shall not exceed
(A) two (B) three
(C) four (D) five

(viii)  A/An ____________________ is in-charge of the Branch in the Ministry/Department
consisting of one or more Sections.
(A) Secretary (B) Section Officer
(C) Deputy Secretary (D) Under Secretary

(ix) Any functionary entrusted with initial examination is
(A) Desk functionary (B) Diarist
(C) Night Duty Clerk (D) Dealing hand

(x) Communications received from Members of Parliament and VIPs should be attended to
(A) in writing (B) immediately
(C) as soon as possible (D) promptly

2. Fill in the blanks by choosing the correct answer : (10x1=10)

(a) A/An _________ (issue/minute/case) is a note recorded by the President, the Vice-President,
the Prime Minister or a Minister.

(b) The dealing hand shall append full signature, name and date on the _________ (left/right/
middle) below the note.

(c) ___________ (Demi-official letter/Office Memorandum/Resolution) is used for making
public announcement of decisions of Government in important matters of policy.

(d) The label __________ (Immediate/Priority/Top Priority) will be used in cases requiring
prompt attention.

(e) For the purpose of attending meetings/discussions outside office, an officer not below the
level of Section Officer/Desk Officer may carry confidential papers/files or an officer not
below the level of Under Secretary may carry secret papers/files, only under special
circumstances with the written authorization of ___________ (Secretary/Joint Secretary/
Deputy Secretary) level officer.

(f) Casual Leave is intended for short periods and should not normally be granted for more
than _______ (3/4/5) days at a time.

(g) All notes should be concise and to the point. __________ (Excessive/Lengthy/Very short)
noting should be avoided.

(h) _____________ (Attached Offices/Subordinate Offices/Autonomous Bodies) generally
function as field establishments or as agencies responsible for the detailed execution of
the policies of the government.

(i) Outside office hours, dak will be received by the addressee himself at his residence if
marked ‘Immediate’ and addressed by name. In all other cases, dak will be received, outside
office hours by __________ (Section Officer/Night duty clerk/Diarist).

(j) The document under consideration on a file shall be flagged ______ (PUC/FR/DFA).
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3. State whether the following statements are True or False :                    (4x1=4)

(a) Senior Officers should not require any modification in, or replacement of, the notes
recorded by their juniors once they have been submitted to them.

(b) If the issues raised in two or more current files are inter-connected, the relevant files shall
be linked. After completion of action, the linked files need not be delinked.

(c) Normally, no files should be opened for dealing with receipts of routine nature.

(d) Notes and orders should normally be recorded on note-sheets.

4. Answer the following questions :                                                                                (4x2=8)

(a) What do you mean by ‘Department’?

(b)  What are the uses of ‘Notification’?

(c) Define ‘Messenger Book’.

(d) What are Statutory Bodies?

5. Answer any three of the following  questions :                              (3x6=18)

(a) What is a draft? What are the instances where draft is not necessary?

(b) Under what circumstances is it necessary to open a part file?

(c) Arrange the following papers in a case from top to downwards.
(i) Draft for approval, if any
(ii) Running summary of facts
(iii) Reference books
(iv) Notes portion of the current file ending with the note for consideration

(d) What is the procedure for modification of note recorded on a file?

6. Answer any one of the following  questions :                                       (1x10=10)

(a) What are the general duties of a Section Officer?

(b) Why is it necessary to maintain government records? Mention any five points.

Part – B : Travelling Allowance Rules
(40 marks)

7. Fill in the blanks by choosing the correct answer : (12x1=12)

(a) A permanent monthly travelling allowance may be granted by a competent authority to any
government servant whose ___________ (work/duties/responsibilities) require him to
travel extensively.

(b) Reimbursement of travelling charges for levels ____ (6/7/8) and below, the claim (up to the
ceiling) may be paid without production of vouchers against self-certified claim only.

(c) The headquarters of a government servant shall be in such place as a _______________
(Government/Competent Authority/Minister) may prescribe.
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(d) Daily allowance may not be drawn for any day on which a government servant does not
reach a point outside a radius of ____ (6/8/10) kilometers from the radius point.

(e) The phrase ________________ (‘Journey by rail’/‘Local Journey’/‘Journey by air’) shall be
construed to mean a journey within the municipal limits or city in which the duty point is
located.

(f) In cases of local tours also, daily allowance, at half rates, will be admissible up to ______
(120/130/180) days.

(g) A government servant is on ____________ (earned leave/casual leave/tour) when absent
on duty from his headquarters either within or, with proper sanction, beyond his sphere of
duty.

(h) A ___________ (Mileage Allowance/Daily Allowance/Conveyance and Horse Allowance)
is an allowance calculated on the distance travelled which is given to meet the cost of a
particular journey.

(i) In case the period of absence from headquarters falls on _______ (one/two/three) day(s),
it is reckoned as two days and daily allowance is calculated for each.

(j) Travelling allowance under Rules 105-A and 107 should be calculated as for a journey on
tour, but no allowance may be drawn for ________ (leave/halts/holidays) on the journeys.

(k) If a government servant travels by a route which is not the shortest but is cheaper than the
________ (nearest/shortest/longest), his mileage allowance should be calculated on the route
actually used.

(l) Unless in any case it be otherwise expressly provided in these rules, no government servant
is entitled to be provided with means of conveyance by, or at the expense of government, or
to draw as travelling allowance the _____________ (cost/travelling cost/actual cost) of
travelling.

8. State whether the following statements are True or False :                    (4x1=4)
(a) A government servant who takes casual leave or restricted holiday while on tour is not

entitled to draw daily allowance during such leave.

(b) The actual cost of travelling is one of the travelling allowances which may be drawn in
different circumstances by government servants.

(c) The entitlement for Travelling Allowance would be with reference to the post last held and
the last pay drawn under the government, at the time of government service.

(d) A journey or transfer is held to begin or end at the place of posting of the government
servant concerned.

9. Answer the following questions :                                                                                (4x2=8)
(a) What are the different kinds of travelling allowances which may be drawn in different

circumstances by government servants?

(b)  When is a government servant on tour?

(c) What do you mean by temporary transfer?

(d) How is the Travelling Allowance of a government servant under suspension, who is required
to perform journey to attend a departmental enquiry regulated?
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10.(a) What are the principles of calculation of Mileage Allowance?     (6)
OR

10.(b) Define ‘Daily Allowance’. What are the conditions to be satisfied for drawal of Daily
Allowance?                               (2+4=6)

11. What are the duties of a Controlling Officer before signing or countersigning a travelling
allowance bill?  (10)

* * * * * * *


