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1. Choose the correct answer from the four probable answers given against each 
statement/question (any five): 1x5 = 5
(i) Dealing Hand is the official who -

(A) Entrusted the initial examination of a case;
(B) Diarise a DAK;
(C) Receipt of DAK;
(D) Entrusted with the opening of a file.

(ii) A NOTE in terms of Government Office Procedure refers to
(A) A financial instrument;
(B) A communication between two departments;
(C) An internal recording of opinion or suggestion;
(D) A formal letter sent outside the organization.

(iii) In office files, the part that contains the running summary of facts is called -
(A) File cover; (B) Correspondence Portion;
(C) Current File; (D) Notes Portion.

(iv) When a communication is marked CONFIDENTIAL, it should be -
(A) Opened by any staff; (B) Sent by ordinary post;
(C) Published on the notice board; (D) Opened only by the addressee.

(v) The correspondence portion of a file includes
(A) All office notes; (B) All personal opinions;
(C) Copies of letters and replies; (D) Office orders.

(vi) The CURRENT FILE in office procedure refers to -
(A) All archived communications; (B) File being actively worked on;
(C) Files transferred to Record Room; (D) Files sent to Secretariat.

(vii) What is the purpose of DAK RECEIPT REGISTER?
(A) To record all incoming mails/documents;
(B) To maintain details of official visitors;
(C) To list phone call received;
(D) To track outgoing files.
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2. Write short notes on any five of the following - 3x5 = 15
(a) Appendix to correspondence;
(b) Issue of draft;
(c) Recording in relation to a file;
(d) Office Memorandum
(e) Central Registry Section
(f) Note;
(g) Section

3. As a Dealing Hand how will you submit a fair copy of an approved draft after it is typed?
5

4. Distinguish between an ORDER and an OFFICE ORDER. 5

5. What are the general procedures for drafting? 10

6. Under what conditions a PART FILE may be opened? Enumerate the procedures. 10
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1. From the four alternatives given against each question/statement given below, choose 
the most appropriate answer. 1x5 = 5
(i) FR-22 deals with:

(A) Promotion; (B) Regulation of pay;
(C) Lien in Service; (D) Subscription to a provident fond.

(ii) What is the date of next increment in respect of employee appointed on 
13.05.2025?
(A) 01.07.2025; (B) 01.01.2026;
(C) 01.07.2026; (D) None of the above.

(iii) A Government Servant whose date of birth is on 21.07.1965 shall retire from 
service on superannuation on?
(A) 31.07.2025(AN); (B) 01.07.2025(AN);
(C) 01.08.2025 forenoon; (D) 21.07.2025 afternoon.

(iv) As per MCS (Leave) Rules, 1979 no Government Servant shall be granted leave of 
any kind for a continuous period exceeding?
(A) 180 days (B) Two Years
(C) Three Years (D) Five Years

(v) New Pension Scheme is mandatoiy for all new recruits joining the Central 
Government Service in Manipur from?
(A) 1st January, 2005 (B) 1st January, 2004
(C) 1 st January, 2006 (D) 1 st July, 2005

2. Define any 4 (four) from the following: 2x4 = 8
(a) Foreign Service
(b) Pay
(c) Presumptive pay
(d) Head of the Office
(e) Financial year
(f) Qualifying service

3. Distinguish between the following pair of terms (any three): 4x3 = 12
(a) Fee and Honorarium
(b) Subsistence Allowance and Compensatory Allowance
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(c) Temporary Post and Supernumerary Post.
(d) Censure and Warning
(e) Service Gratuity and Retirement Gratuity

4. Explain briefly ‘Vote on Account’. 5

5. Mention any five conditions governing the grant of leave under the Manipur Civil 
Services (Leave) Rules, 1979. 5

6. How are periods of suspension treated for calculating the pensionable service of a
Government servant?

7. A Government servant on his appointment to a higher post carrying higher Pay Level 
requested to fix his pay in the higher post from a date subsequent to the date of actual 
promotion to the higher post. Can it be allowed? If so, under what condition such request 
may be allowed? 10










