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OFFICE PROCEDURE & ADMINISTRATION

Questions : 100

1. 5 97 & ol gl & =R 3 e w5 a9 5 FE S e

(A) 3TYEr GTeT (B) Heen fa=mw

(C) =H=rHrg 3= Hfgar (D) FHH=rt uitfeafa fomm g

A set of rules governing the behaviour of all members of an organization is called a/an
(A) virtual organization (B) organizational structure

(C) code of business conduct (D) ergonomics structure

2. frefefed o & o st @9t e v dem ¥ oRomraey fufd §1 A e
oo 7ond &t §2

(A) TheM ®t gfawr ud wH earE g

(B) wieex # 3=fq it qud®y § qaigata T fvar s g

(C) I I @EY 4T

(D) ¥¥ werem f wdw wderEl & 91y word w0 f omnd e ¥

All but one of the following are situations identified as being most visible as a result of
inadequate space planning. Which one is NOT appropriate?

(A) Storage facilities and areas are inadequate.

(B) Future growth is not accurately anticipated.

(C) Traffic patterns are inefficient.

(D) Top management fails to communicate with lower-level employees.

3. frfafad & @ o & sifaftaa st it W67 v wefew =t g S @ A s @
I Y T ¥ ?
(A) ", T59 & T "R R e # g gen ¥ emew €
(B) W& HeheHr HgEl W el €
(C) wH=rt %1 +ifs § Gur @ ®
(D) FHAI ScIgsHhar # gfg o §

All but one of the following are advantages of a records management program. Which one
is NOT appropriate?

(A) Complies with reporting regulations at the federal, state, and local levels.
(B) Avoids costly litigation issues.

(C) Improves employee work ethic.

(D) Increases employee productivity.
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frefafag % @t ¥ sifafaa ot ©F orey Wi Fi WM ¥ oeg €1 T | S g9
@ R?

(A) i ® frafag wd sifera smeaR W afafda

(B) His[aT Wi & TH AR THIET WS HAl

(C) TN WH HI ded | =M

(D) ST TiF & et

All but one of the following are objectives of typical forms control programs. Which one is
NOT appropriate?

(A) To change forms on a regular, ongoing basis.

(B) To provide a continuous review of existing forms.

(C) To guard against the development of unneeded forms.
(D) To eliminate unneeded forms.

SIaEaE T arEhies Yo I F@EbifE 3 2

(A) dfara (B) siu=nfisw (C) = (D) U=+
Business letters produce immediate effect because they are :

(A) brief (B) formal (C) informal (D) interesting

freAfetaa Frem smafia @ & $19 @ o fafm «=6 78 §2
(A) TR FT4 (B) favdmomens w@ (C) W ® (D) VaRAHE FH

Which of the following office support functions is NOT a typical function?

(A) Routine function (B) Analytical function
(C) Managerial function (D) Administrative function

frafafad § § $9 @1 fowey FHaEd | 3% $9 @ T FE B g F o § @
TG FA F ST A €2

(A) FE W a4 (B) T wHEH

(C) Sirdifir (D) Tt

Which one of the following allows employees to perform some or all of their work tasks off
the premises?

(A) Work-based teams (B) Teleconferencing

(C) Proxemics (D) Telecommuting

frfafas & § S 19 9% & T8 W o FEhud STURYE K T8 82

(A) T8 HET (B) [ftra w@E (C) e (D) THAT AT

Which one of the following is NOT an appropriate key term associated with the disposition
stage of the records cycle?

(A) Destroying (B) Preserving (C) Binding (D) Transferring
OPA-A GO ON TO THE NEXT PAGE



o, Frefafad & ¥ wF ¥ e @t v F g T F e 1T ¥ B9 7w @ R0
(A) YT HH H WA R
(B) agfeorg Hdt wid d2 & wiafafedl 1 Fea
(C) HH & WA B I SO=Rdl
(D) W% Wi F WY WA FHHARI
All but one of the following are aspects of forms cataloging. Which one is NOT appropriate?
(A) Primary purpose of each form.
(B) Number of copies of a multiple-copy form set.

(C) Frequency of form's use.
(D) Employees involved with each form.

10. T THRIES WfAERAT O I SN WAl § wgAar o I FHEA
(A) graw e (B) T &
(C) Y &I THRA H HR (D) wfesg & amem # TEw 7 e

The purpose of a “no” response letter is to leave the reader with
(A) minimum disappointment (B) unpleasant feelings
(C) reasons for the rejection of the request (D) no future hope

1. et T § T AR WEHE U e # gedd o § 99 e $ A

Fe S
(A) @B W@ WIH e (B) @ET €A
(C) HH=RT | (D) R FEel ST

In an organization where line managers use staff specialists to assist them, the organization
structure is called a

(A) Line-and-Staff organization (B) Line organization
(C) Staff organization (D) Chain-of-Command organization

12. mﬂmﬁﬁ%ﬁﬁsﬁmwmﬂwm%mmmﬁm%m
T B w1 A e H §, Y T FH, € X ¢
(A) T T (B) Truftadt (C) fadteh wem (D) erRfEm

For those employees who spend a considerable amount of time away from the premises,
the work arrangement that provides them a small work area on the premises, such as a

carrel, is
(A) Teleconferencing (B) Telecommuting
(C) Videoconferencing (D) Hoteling
13, frefafea # 4 & & sifafeaa Tt Ao 1 AU WERAT € T ¥ F T T e
(A) rifes (B) HIGTTHIHF (C) ™ (D) fawa
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15.

16.

17.

18.

19.

All but one of the following are types of alphabetic filing systems. Which one is NOT appropriate?

(A) Geographic (B) Chronological (C) Name (D) Subject
HH ARy €9 F wE wd % IMER W Tfipa fapar mar ¥

(A) fodta 99 it fasitg (B) dEr

(C) 7™ (D) fo/ fasmr # wmey g

Forms are typically classified by function and

(A) financial versus non-financial (B) number

(C) name (D) department where originated

i T F AW Y ot o o
(A) T8 @ 9 (B) W& faml (C) sity=nfi= g3 (D) e

Form letters are also known as

(A) bad news letters (B) persuasive sales letters
(C) formal letters (D) circular letters

frfafad & & #7 @1 *7f snarht Fmtem = fga £2
(A) AT WERA  (B) TR SHEUR  (C) w2 =rawen (D) I9gFa |+t

Which of the following tasks are typical of the virtual office?

(A) Desktop publishing (B) Internet research
(C) Travel arrangements (D) All of these

ﬁnﬁ@aﬁﬁ#mﬂwﬁﬁ%aﬁ%ﬁm(mwmmw)wﬁm
F F fordr suge ¥2
(A) ¥R Afzag (B) TR fis (C) ¥9R o+ (D) @=R favermm

Which of the following is useful in assessing the amount of contact (face-to-face and
telephone) among employees?

(A) Communication matrix (B) Communication grid

(C) Communication network (D) Communication analysis

T T W FE F wey e g F i 9 e @ el S B

(A) e 1 favem (B) Y€ =i anitapwor

(C) e I eftam (D) YrE =1 iz

The process of determining the nature and volume of all records created is known as
(A) Classifying the records. (B) Categorizing the records.

(C) Inventorying the records. (D) Alphabetizing the records.
mﬁ@@%aﬁﬁmmﬁmmﬁ%m%lmmmmﬁ%?
(A) afed (B) e (C) Rod= wse iy (D) it @ o
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23.

All but one of the following are examples of continuous forms. Which one is NOT appropriate?

(A) Fan-fold (B) Rall
(C) Removable side strip (D) OCR
TF F99 9 (FHE) F F1 U fafad 99r =1 d9ftra SR ¥ €9 § TH S

(A) A 39grm (B) oitwnfis STdm  (C) S STE (D) =Tt 3T

A memorandum (memo) is considered a brief form of written communication for:

(A) internal use (B) formal use (C) legal use (D) external use
favm e wert F fad @, #fa @ =R e wea wwar R |
(A) @& (B) e (C) #ffe=m (D) T | HE T
A mission statement presents the goals, strategies, and business direction for a company
(A) True (B) False (C) Uncertain (D) None of these
Al A R SO Hdl € 39 faum & 5 SR @ e wes st 72

(A) FTI= |

(B) THM F WD

(C) TR &5t § =it 3 faurh @ g ® R WX goa IRy # S TSt ©
(D) e & dfad a5 §

Where is the best location for departments that produce considerable noise?

(A) In the basement.

(B) In the back of the building.

(C) In an area that is away from those departments that require a noise-free environment.
(D) In the service area of the facility.

frfofas & @ & ¥ srormer Ot e vase T # R F ol fRe ueR w5 S
YA HEET wfEd 39 AeE F fruior e ¥ 3 9 S q9d ad ®2

(A) TURY fF SHaER e & WEY

(B) @I HURUN I AR

(C) FHaRET FY &rar TS WA F WY TEfua €

(D) YT Tuw gfawr &1 ¥eR TE srafeafa

All but one of the following are criteria used in determining what type of storage equipment

to use in a records management program. Which one is NOT appropriate?
(A) Nature of records being stored.

(B) Frequency with which records are stored.

(C) Skill levels of employees associated with records management.

(D) Type and location of records storage facilities. '

GO ON TO THE NEXT PAGE OPA-A 5
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25.

26.

27.

a9 Wy faw e wiF % TER & i |
(A) FrETE (B) soigIfe (C) s a9 (D) Ffe e

The fastest growing type of form is the form.

(A) Carbonless (B) Electronic (C) Mark-sense (D) Unit-set
forareae & wxerar =1 g ® -

(A) | WIS A WA (B) TR s H WA

(C) &X& A T W4nT (D) @t

Simplicity in writing means essentially

(A) the use of simple words (B) the use of simple sentences
(C) the use of simple tense (D) plainness

frafafas % @ & % atfaftaa aifw ot fases © friters & fra=or 1 gard far =t fifysa
FH H eIl FEA BRE €1 3 ¥ wH W fawey w aud w6 22

(A) fritess =1 Jge Ofa (B) aTefiey wfvreror &1 &)

(C) Flterw =1 Femfiss stqvwa #t wpfa (D) wm@afea F nfafafest =t wfa

All but one of the following are factors that help to determine an appropriate span of control
for a supervisor. Which one is NOT an appropriate factor?

(A) Supervisor's leadership style.

(B) Level of subordinate training.

(C) Nature of supervisor's educational background.
(D) Nature of office activities being performed.

U9 siifre s=req & fawg & fafafag § @ <59 @1 a9 Tom €2

(A) F &l § o Hagh! I T FEN WA ARG A<eH F ATHA ©

(B) W i e ik g 1 orEwn | deafug §

(C) Uwdl FaicA® 3MMEE ST F a5t | 9g FHicas AMET ITH0 F1 377+ Ao faam
T R

(D) W SthE <ol fFd & BiH=K a1 o SuwTol # =i % WA &1 srafa 3ar #

Which one of the following is a FALSE statement regarding the green-office movement?
(A) Installing light sensors in work areas is consistent with the green-office movement.
(B) The green-office movement is concerned with indoor air quality.

(C) Multifunctional office equipment is preferable over single-function equipment.

(D) The green-office movement permits the use of benzene in the manufacture of office
products/furniture.

OPA-A GO ON TO THE NEXT PAGE



28. (@€ HURY & Gad WHN WK FH ISTHT IYHTOT F € F Ffiepa fRAT T
2

(A Sfeia (B) oaE (C) W (D) FAFR
The most common type of equipment used in storing records is classified as
equipment.
(A) Horizontal (B) Vertical (C) Open (D) Circular
20. w ¥ feotea ¥ fawy & wftdmn it =awe wafewes § 1 wuiferd et g

(A) fra IR W B fire g R

(B) IEE SYHIOT FAEd WiT w1 TURW B ¥
(C) IH T 1T

(D) ®id W =g &5 FH WA

With regard to forms design, the statute of limitations primarily affects
(A) the paper on which the form is printed

(B) the filing equipment in which the form is stored

(C) the size of the form

(D) the use of magnetic fields on the form

30. ¥ STETET TF 1 e YRETe gRT Wi 2 S SR ST I AW, IR 6 IR
=1 Forr T T TER S0
(A) TERY Gred ST (B) 3T HEUl ST
(C) ge T (D) =< FfiHd SR
The receipt of dak, except . will be acknowledged by the recipient signing his name
in full and in ink with date and designation.
(A) ordinary postal dak (B) urgent dak
(C) opened dak (D) unopened classified dak

31, GreTeE fagidl ¥ SRV # THAT U€ VT wl ¢
(A) Tt wHE Ty w9 @ fok @ Fiws ¥ i sEece am
(B) FHARE I E F TH TR THaAl S Srl
(C) FHarEl # fah w3 wd e
(D) FHerEl T Fded "ifed B B

The unity of command organizational principle states that the

(A) employees should be directly responsible to only one supervisor
(B) employees should form a “tight” union among themselves

(C) employees should perform only a few tasks

(D) employees' job tasks should be unified

GO ON TO THE NEXT PAGE OPA-A 7



32.

33.

35.

wF e Sited & § wfa fae ufa safw 9y fafem @ @ i B

(A) 30 99 2 (B) 15 59 %< (C) 20 99 (D) 25 59 §2
In a general office area, an air exchange rate of of air per minute per person is
acceptable.

(A) 30 cubic feet (B) 15 cubic feet (C) 20 cubic feet (D) 25 cubic feet

frfafad 8 @ FF @ Ta9T T ¥ 93 JHae T8 Fae gEaet § ¥ w6 R
(A) wfafafa (B) graT (C) WAIEHREITST (D) TR

Which one of the following is NOT one of the disposition methods found in records
management programs?

(A) Duplication (B) Protection (C) Microrecording (D) Transfer
®H 1 qd G A WS HR T
(A) festa (B) TR (C) 3&HR (D) fra=m
One of the primary reasons for pre-numbering forms is for the purpose of
(A) design (B) routing (C) appearance (D) control
T I I TR Y AT F TR AT S B
(A) HHRT 9R2d TH (B) 3T TEE(U eH
(C) el & (D) o< TiHd BH
dak will be separated from other dak and dealt with first.
(A) Ordinary postal dak (B) Urgent dak
(C) Opened dak (D) Unopened classified dak
F9 s wfusrt fgs w0 ¥ fawg # faga @ §)1 frafafes § @ o 3w foq@ e =

FRU %1 39 FR0 H fafeq w5 7ad 7@ ¥

(A) THaEe, Fafafy, s gfoeor § cisditd B % Sod THAiIE 8 & Wid ¥gd o §

(B) TdaEa I, U4 Tdaelt w & fawa § wAm F wH

(C) Tdaerh &1, U7 el W wRrEn §

(D) THaert %1 g favar & & 5@ aF oY g 31 FEl HI T8 ®OT 99 a% a1 gRieafa
& W A H erwd g

Some supervisors are reluctant to delegate authority. All but one of the following are reasons

why they are reluctant; identify the reason that is NOT an appropriate one.

(A) Supervisors, as a rule, tend to be autocratic rather than democratic in their viewpoints.
(B) Supervisors lack an understanding of the nature of their supervisory role.

(C) Supervisors lack confidence in their subordinates.

(D) Supervisors believe that unless they do the work themselves, they will not be able to
“stay on top” of the situation.

OPA-A GO ON TO THE NEXT PAGE
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40.

41.

FeEITeRt St TR S ¥ s e stw e § 1 Frefafan § 9 5w god S @ 2
(A) et wEOr Hiufe (B) FeTl &mar ST
(C) Fit ETeIur T (D) Feit W AR

Effective energy conservation programs are comprised of several components. Which one
of the following is NOT an appropriate component?

(A) Energy conservation committee (B) Energy efficiency study
(C) Energy conservation goals (D) Energy program mandates
T eH WA T UH HEE SEE ©

(A) YIF TS & T SIS T TEEH HeA

(B) W% WA & AIY WIS ™ AN @IS

(C) w% T&EA & §1g s T feAiw den

(D) W® TEES F WY SIS T EEA Blesl HiS

A common component of document management systems is the
(A) identification number affixed to each document

(B) bar code affixed to each document

(C) date number affixed to each document

(D) file folder code affixed to each document

fFg TR % W ¥ uw wifes FEA w1 eya: wEn e s 82

(A) T R (B) Ife W (C) T % & W (D) T W
In what type of form is one-time carbon typically used?

(A) Carbonless (B) Unit set (C) MICR (D) OCR

2 3t v H v ww R?

(A) =4 eferifia 9 (B) Wy Tfyemifis o=

(C) wfafafy snfusmftsh o= (D) =# snfuemifts o=

What is meant by DO letter?

(A) Demi-official letter (B) Direct-official letter

(C) Duplicate-official letter (D) Demo-official letter

T AT TE GO T GSAHs S 2l |

(A) Bfeea H=T (B) W% HIF

(C) e GTo (D) ®ME T TIH I

The oldest and simplest of the organizational structures is the structure
(A) Matrix (B) Staff (C) Line (D) Line and Staff

GO ON TO THE NEXT PAGE OPA-A 9
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43.

45.

46.

10

5o STRE & § R F W agal § a9 %) 5g U Wiaadd @t F9 F F AEvgwdl
o ®

(A) W& (B) e (C) sffe=m (D) ¥ & % &

As noise levels increase in an office area, absorption needs to be increased and reflection
decreased.

(A) True (B) False (C) Uncertain (D) None of these
SE HIE THE HI UAT I8 O 98 A9 6 TN § I9Y B THAT €, 39 frefatag § ¥ w5
ot wfsear =1 SgEnT fRar s &2 .

(A) =R e 9fdg (. AR ) (B) 39 &€ WA (T, IR TH.)

(C) e VRV 9fdg (IR, TH. TH) ) Ty afdy WaEet (T TE, )

Which one of the following is a process used to store records that makes them available
using the web to anyone who has the need to access them?

(A) Internet Record Service (IRS) (B) Web Record Storage (WRS)
(C) Record Storage Service (RSS) (D) Application Service Provider (ASP)

forelt wid =1 reen Wi faliw wew &1 2ar @ o9 @ 9ol = W s B 71
(A) TEfafEa (B) soiwgite UG (C) TEWEH (D) AR firx

A form's bottom margin is of special significance when the fill-in method is typically by
(A) handwriting (B) electronic means (C) typewriter (D) computer printer

TR & oI YR g waut frast v enden, Aore snfuefirt ¥ fri v weEt
e & fodr w1 w4 fEar s )
(A) ™ (B) IMH 9 (C) fag=mr (D) dfemr =

is used for promulgation of statutory rules and orders, appointments and promotions
of gazetted officers, etc. through publications in the Gazette of India.

(A) Letter (B) Memorandum (C) Notification (D) Quotation

frafafaa § & & & sramer aft frammeEet gro sEuromst w1 =@ ¥ 8 ¥ |19 91 fawe
et gRT = Ft T FEETE SEURT 6 €2

(A) I8 $F FAE T F UHfG w1 e W g

(B) ¥ Svitag fivdl #1 =arem #d &

(C) aE WfuwR =t Tt = fafvea =t &

(D) 9% ST F ITria Ifaaere saad oY fifved e ®

All but one of the following are concepts illustrated by the organization chart. Which one is
NOT a legitimate concept illustrated by the chart?

(A) It illustrates the nature of work teams.

(B) Itillustrates hierarchical relationships.

(C) It identifies lines of authority.

(D) It identifies promotional opportunities within the organization.

OPA-A GO ON TO THE NEXT PAGE
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48.

49.

50.

51.

QEROEEr T AT ST A F UHAT S 89T HI B B A § WL hed € 98 HHAE B
NPT WX § HareH s ol §1

(A) & (B) T (C) fafy=m (D) T8 & F§ &

Generally, heating/cooling systems that disperse air from ducts in the ceiling are found by
employees to be quite satisfactory from an overall comfort level.

(A) True (B) False (C) Uncertain (D) None of these
FEHd GURT (S H SR H FgEr 2

(A) e (B) TreAd (C) rffe=m (D) ¥ | =1E T&
Centralized storage increases the vulnerability of records.

(A) True (B) False (C) Uncertain (D) None of these
U wd FY oot w0 § U yRfw wd ® W & seed o fAfvea e

(A) @@ (B) e (C) sifafe=a (D) T & F§ &
One of the preliminary steps in designing a new form is to look at the form's purpose.
(A) True (B) False (C) Uncertain (D) None of these

S e e ST el AR SR W e § a1 wewyy e sifaeis stiafen foia we

T G T qe8 GO F FHARE 1 e & o 3§ fawm F ot @it A F e
1w fwar s

(A) ™ (B) T (C) dfamr =X (D) WFHe

is used when important and urgent external communications received or
important and urgent decisions taken internally have to be circulated within a department for
information and compliance by a large number of employees.

(A) Letter (B) Memorandum (C) Quotation (D) Circular

THT ST THAEeF X TH U SRS W § @ Airet # R 6 feae wme @ o R
di dfrer &1 Fa faaa fifee 0 & 3 Fh @ g smavEs § 72

| o i W STere o §e |

I wfa = g fmm

(A fak | (B) fak i (C) 1'T&E NI S (D) |31 Il &3 off &

You have been asked by your supervisor to calculate the rental cost of three floors in a new
office building. In order to determine the total rental cost of the three floors, what information
is necessary?

. The square footage available on the three floors.
Il. The rental cost per square foot.
(A) lonly (B) llonly (C) Bothlandll (D) Neither | nor Il

GO ON TO THE NEXT PAGE OPA-A "
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53.

55.

12

e fafy wrafem & F Y|
(A) & &t T§ (F=®w) (B) #t &t U (F=w)
(C) (A) wd (B) gt (D) 378 | #E &

Code of Conduct is related with
(A) CCS (Conduct) (B) CCA (Conduct) (C) Both (A) and (B) (D) None of these

@ & (THA) @@ A Hfee F aE w I 9 el gow % ww o w1 aiE ¥ ey
o foar s gear 2

Eqﬂaaam:
(A) & T (B) e ®
(C) stfafymm # (D) =79 | ®1E ot &

Date of credit in the SB (Pension) account may be taken as the date of receipt of commuted
value of the pension.

The above said statement )
(A) True (B) False (C) Uncertain (D) None of these

SIS T IS H SiET AT F ¥ femw ¥ famm s

(A) T = (B) 50% (C) 60% (D) 75%
Lay off compensation is to be paid @ of average wages.

(A) 15 days (B) 50% (C) 60% (D) 75%

frfafeaa § @ #iF w1 fawcy vem § gfi 1 el &t o % w9 % 9/ s 22
(A) TRl o9 99 TE ST % W 9" 16 g9Ed

(B) #fish Tt =1 dreH HdweTE e §

(C) el afte wfaffiel & w9 emar = et & fod a8 &

(D) ST qeft

Which of the following are considered to be the bottle neck of workers participation in
management?

(A) Employers cannot think beyond their knowledge and skills.

(B) Role of trade unions is not satisfactory.

(C) Employers are unwilling to share power with workers representatives.
(D) All of these. '

OPA-A GO ON TO THE NEXT PAGE



56. HH Yok A &1 gEaer & fod g @ & Sae | el Us U faa @ e
™ ¥ frafafas & @ $59 @1 s@ e svgw §2

(A) T & H HEmges favrT 9 oRd 999 B REEEl 1 9eEr STl T 98T 369E ol
B M9 &1 9ed €1 B9 Y™ @ 39 favg W oW §i9 T 36 i wfed s s
FH |

(B) ®W 3§ wId ! ARI% +Td € f 39 ear a1 & ufq feanfe 2t 39 foawa & ufa ar=
miREl &1 eaF e fFar | gty afasrt s g =1 T e w5 am § @
FT TS HI Al hi S BT

(C) &0 TR Farel & favg owF gr 7 T fardt 1 sty X © 1 3 fab sm 2w
FI 1 F o & T8 afes s = 9 F fd ¥) e e Wiy iy € weh s

(D) &9 MU g1 giaa fFd T T Fit ST Wy € IF F o @ € S afg et fireraar
1 o YT g8t 3 i ergfawredt st g fRar 2 sue ol v e @ @ o
T =R €

You have been asked to respond in writing to a letter of complaint about rudeness on the
part of a customs officer. Which of the following responses is the most appropriate?

(A) We regret any difficulties you may have encountered when you recently passed through
customs. We will investigate the matter promptly and contact you shortly with our
findings.

(B) We appreciate that you are concerned enough about our services to report this matter
to the proper authorities. Those authorized will investigate your allegations and will
attempt to ascertain what actually happened.

(C) We are investigating your allegations against our services. They are not only to protect
our country, but also to serve the public. You will hear from us shortly.

(D) We are initiating an immediate investigation of the incident you reported to us and wish
to apologize in advance for any inconvenience, if such occurred, which you may have
encountered.

57. W% WM HHAR! H W 9
(A) Tuqol SrEear ST @A Bt
(B) ®d=7 & wfg famr =93 W&t et
(C) T FB & HTAT St WHRT FHaRI & fad s &
(D) SWiaad |t
Every government servant shall at all times

(A) maintain absolute integrity

(B) maintain devotion to duty

(C) do nothing which is unbecoming of a government servant
(D) All of these

GO ON TO THE NEXT PAGE OPA-A 13



58.

59.

60.

61.

62.

14

=gt e fufEm % qeq =gd @ X A F wds of ad % AT T

(A) g e (B) @ fem (C) 7=z faa (D) < wEH

Under the Payment of Gratuity Act, the rate of gratuity is salary for every completed

year of service.

(A) 20 days (B) 30 days (C) 15 days (D) 2 months
et 1 Sifae +t AgE @ sifufae o s R i sifafae & sar g

FAMI

(A) =wHert ufasy fafy sifufram (B) 3ieifier IR (BBfEm amsr) afufmm

(C) HHart T st sifufay (D) sirenfe faarg sifufram

absolves the employer's liability under the Maternity Benefit Act and Workmen's
Compensation Act.

(A) Employees Provident Fund Act

(B) Industrial Employment (Standing Order) Act
(C) Employees State Insurance Act

(D) Industrial Disputes Act

%14 wfnfq a9 e | &1 deran faerm St Sagwar wd aifuw | aifus
TEHIAT i G|

(A) TA:guR -~ (B) WaA ¥ gfiger #i e dert

(C) Irems (D) GeTArHSRdl

Work committee and joint consultation are the measures to encourage which
will increase productivity and lead to greater effectiveness.

(A) rehabilitation (B) workers participation in management
(C) discipline (D) creativity

frafafas & @ =9 on fagra =1 wfwar #72

(A) Ta = § wRE o (B) T% =it @t @s s fagra

(C) UTETH &I § AR S faar (D) TFIfe fagr

Which of the following is a process theory of motivation?

(A) Herzberg's two factor theory (B) McClellands theory of learned needs
(C) Alderfer's ERG theory (D) Equity theory

&g . . vy ofta stfufadl & sria T8 o | 3T 3R e fRl o weR =i gl
F 91y faarm 7@ =fed)

(A) IHIEF JFHN (B) IUGH aww  (C) fafwear s@wmr (D) AGE AT

leave is NOT recognized as leave under CCS (leave rules) and shall NOT be
combined with any other kind of leave

(A) Casual leave (B) Earn leave (C) Medical leave (D) Matemity leave

OPA-A GO ON TO THE NEXT PAGE



63. el sfuftaw 1948 F deq U Hhaed # HM HTER HHARE & ol E
¥ e g

The space for every worker employed in the Factory after the commencement of Factories

Act, 1948 should be cubic meters.
(A) 9.9 (B) 10.2 (C) 14.2 (D) 13.2

64. FHaM afgfd sfufrm 1923 ¥ R frefafas ¥ & #19 wF g way A R2
(A) TEARIS (B) ¥ (C) fem (D) 27

According to Workmens Compensation Act 1923 which of the following is considered an
occupational disease?

(A) Typhoid (B) Anthrax (C) Tetanus (D) Dengue
65. freifafaa § & fFd = wfufa =1 ge7 {eg F owia awfiga T8 fFa 1 war @2
(A) Ff +1 Afuw femler’t S
(B) TeT % T aAfus glawmsit &1 Hish W&H HA
(C) & v&l ¥ #t | Hid & o Tewrt AR Tg wE
(D) 4fteh wd waeH ¥ 9 98 T gihafEa s
Which of the following CANNOT be categorized as the main aims of works committees?

(A) Giving greater participation of workers.

(B) Providing better opportunities outside the organization.

(C) Generating co-operative atmosphere for negotiation between parties.
(D) Ensuring close interaction between labor and management.

66. frefafaa ¥ ¥ 1 W foFeq Th Yau® & foeg Th Ja1 1 e & &9 7 fean mn 2

(A) T T (B) feafa F s1%7 B

(C) THEAR T WHNE HET (D) faasfter €

Which of the following was given as a quality of a leader, as opposed to a manager?
(A) Stabilising (B) Flexible (C) Problem solving (D) Rational

67. o @t vy (F & v) fafu F oER w=r A sEfuFa aE A EEW WA TF oA off
Hfs I HY {HTRR F T F TAT A4

Evnca i ico i
(A) & & (B) T ¥
(C) ffemm & (D) 3™ ¥ =g oft 7

As per CCS (CCA) rules unauthorized absence from duty or overstayal of leave even for
one day treating it as misconduct

The above said statement is
(A) True (B) False (C) Uncertain (D) None of these
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68.

69.

70.

7.

72

16

T eedt 1 v H el % Friemer § u aifts R, fort frgaa sfir 1 e,

a7 dfeq e, qean Afusrl, Ve &9, Hf=w, smam, e sonfs @ faaror o
# 31 SHad & A IHH @ N B

(A) w22 (B) I F: 21 (C) wid F: 25 A (D) i #: 25 B

Manager of every factory should send an annual report to the Inspectorate of factories
containing details like numbers of workers employed, leave with wages, safety officers

,ambulance room, canteen, shelter, accidents in Form No.: on or before 31st
January. '
(A) 22 (B) 21 (C) 25A (D) 25 B

Y I HauaE e ¥
(A) T FH (B) =1 F FE (C) "hs # FW (D) e & FW

Most common occupational cancer is
(A) Bladder cancer (B) Skin cancer (C) Lung cancer (D) Oral cancer

frafafad # & =9 T ST aRT TR W TE GO ME YuF & WY AT AEH YGH FA
F fed o AR W wEr w2

(A) iifoe wef= (B) T =aEn (C) & @ et (D) T« WA

Which of the following equ'ipment would a security guard who is on vehicle patrol most likely
use to communicate with a dispatcher?

(A) Facsimile machine (B) Alarm system
(C) Two-way radio (D) Cell phone

vage wI fad 3 fremdt | @ S =il S il

(A) arfa® (B) FTeafTeh

(C) aTEfa® a1 Feat® (D) T ¥ FE 7@
The management should redress only those grievances that are
(A) real (B) imaginary (C) real or imaginary (D) None of these
st @ U frem 1960 1 THE WA W EWfYd fHAr S wwar ®1
ST A

(A) @& ® (B) T ®

(C) ffeem # (D) 39 | &g +ff T

GPF rules 1960 can be amended time to time.

The above said statement is
(A) True (B) False (C) Uncertain (D) None of these

OPA-A GO ON TO THE NEXT PAGE



73.

74.

75.

76.

77.

el TREE & A & Y U H EvEE HE &1 I IEH T S HE
it |

(A) 30 #r= (B) 31 379z} (C) 30 faam=T (D) 31 feam=r

The occupier has to submit the document on or before of every year to renewal of
a license for a factory.

(A) 30th March (B) 31st October (C) 30th September (D) 31st December
T goe R | AR T A e st S Sen s w1 e afed waeus gr gHe
F FO TF Ul F I et Friwd Fum __ F uw srem R o qfe w anit
(A) i 18, 12 52 (B) wiH 18 U, 12 ®e
(C) wid ¥ 18, 24 =2 (D) wiH 18 U, 24 =

An accident report shall be confirmed by the manager by sending a separate report in
with details of number of person killed or injured to Inspector of Factories within
hours of the accident.

(A) Form No. 18, 12 Hours (B) Form No. 18 A, 12 Hours
(C) Form No. 18, 24 Hours (D) Form No. 18 A, 24 Hours
frfafeaa 7 & f5a sifirm fr=m fag am s 22

(A) TERT, THEREH, TfHT 2 (B) fae=l, stam, it

(C) WIS, E, T (D) @5, M, wie

Which of the following are considered access control points?

(A) Door, turnstile, parking gate (B) Window, door, stairs

(C) Sidewalk, pathway, lane (D) Room, garage, lobby
e § wHuEl # SEay % g1 gfaa 2 #1

(A) Tererd (B) FHart @ifdm  (C) fomraa weaegar (D) Rwd seam
In organizations, the employee dissatisfaction is indicated by

(A) complaint (B) employee ownership

(C) grievance arbitration (D) grievance strike

TERT FHARE F, 3R T A | F o ofim i & @ @ et & 3=t TEAF
79 F fad ot st #1 Wi Tw weh enn '

(A) o T (B) T WEH (C) W& W (D) 15 f@

The government employee must submit his claim within for reimbursement of the
expenditure incurred on the Journey, if the advance has been drawn for availing LTC.

(A) three month (B) two month (C) one month (D) 15 days
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78.

79.

8aQ.

81.

82.

18

IR T T ER FF 9 fm wfes & a3 w0 = W@ € e mfas 39 9@ H
T A @ T 1 99 R A dm?

(A) W= (B) FH=Rt
(C) sAfermrt (D) frairrat wa sifusrd

If an employee alleges that he was working for the employer and the employer denies it,
who has to prove this fact?

(A) Employer (B) Employee
(C) Authority (D) Employer and Authority
g F VoI Fi Foaft F T @EeA T GO F SE 99 H R FI
g1
(A) 3irenfrs faarg sifufwem 1947 (B) Haett sifufad 1948
(C) % ww 18 fuftaw 1948 (D) FH=RT wfayfd stfufam 1923

tries to secure for the workers employment conditions conducive to their health and
safety.

(A) Industrial Disputes Act 1947 (B) Factories Act 1948
(C) ESI Act 1948 (D) Workmen Compensation Act 1923

frefefad & ¥ 5 va@ %1 ety ueE % gr e S gear e & ol e,
Hfe wd = yoret T & o wEm fear s ?

(A) T A TR W (B) HLA HAE  (C) e e (D) Fupt fetaedt

Which of the following documents would be used by an employer/property owner to set out
the tasks, actions and/or policies and procedures for a security guard while performing his/
her duties?

(A) Post or Standing Orders (B) Legal Agreements

(C) Daily Reports (D) Company Directory

e ¥ sER fed o wE F @ fafy e e

(A) wfafram (B) wifs (C) W= 3T (D) =fa=

What is the duty to act according to the authority that has been given?

(A) Delegation (B) Power (C) Professionalism (D) Responsibility

T w5 A e gfed A TR afuwR, fe ade § 9 S gen s6h
felt ¥ a7t STsd T forn S € A DA WEA A Q|

(A) BT W& (B) T =W (C) 31ORE HEH (D) & a9

The right of government servant to TA including Daily allowance is forfeited or deemed to
have been relinquished within from the date on which it becomes due.

(A) six month (B) one year (C) 18 month (D) two years
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83.

85.

86.

87.

firtt Shael HY o HT 3T § RS URE W AuHd F yw e Afew S @
(A) g & (B) =@ faa (C) 7= fea (D) dreg fa

To close down a factory, the occupier has to give days notice to the authorities.
(A) 30 Days (B) 60 Days (C) 90 Days (D) 14 Days
frefofaa § @ frd wifas wage Sfufd %1 7e1 SR % T=ria Fiiha T8t e o wewe &2
(A) #fmer F fus feleilt S

(B) e ¥ et fusw glawmsit &1 A wqH HE

(C) 2 u&lt ¥ e 9 =ia F o HeFrt AR Ja1 wEA

(D) #fier Wd WaeA & |9 ufE T g s

Which of the following CANNOT be categorized as the main aim of works committees?

(A) Giving greater participation to workers.

(B) Providing better opportunities outside the organization.

(C) Generating co-operative atmosphere for negotiation between parties.
(D) Ensuring close interaction between labour and management.

T Y BN AHEF T 7?2

(A) T =aE ¥ SFER A I GO B S § T G S €
(B) TR T WAW FAAR Yedsh Y SAEEET & S A

(C) "wr=r fouy # sl +1 Frafad €7 § wlen fawar strn €

(D) fak ww fad =afd a1 W & qamn S §

Which of these defines a random search?

(A) People to be searched are selected using an agreed system.

(B) Everyone entering the premises is searched as a matter of course.

(C) Areas identified as possible hiding places are routinely searched.
(D) Only a particular person or group of people are searched.

HeArHE o= w1 gy ® 999w :f

(A) #9 faseE (B) Wit = wfafaferisa

(C) wfershTor =t HRom (D) fa=sita fofg RO
Organizational structure refers to coordination and

(A) division of labour (B) delegation of authority

(C) assumption of authority (D) decentralized decision making

AfFRET 7 5 29 ¥ o7ST A1 <9 & 9el AR fFar s § O few e @ @
F SFd F9 T

(A) TFH HEH (B) &1 HEH (C) @ wEA (D) 9R HEH
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98.

100.

IR HIE WISA Y s swewRiEl S e s € @ geen sttt = fgea s
ug

Safety Officers are to be appointed if Organisation is engaging ______ or more employees.
(A) 1000 (B) 2000 (C) 500 (D) 750

ot AfEEl % fawa # Frefefed § @ B9 @ 9@ 9@ @ 32

(A) wav ¥ wome fod sk et 1 off im0 =1 srfasr

(B) TTST ¥F I H HIEAAl Yok WU HA

(C) Yo & |Y 91 1 ¥ o fafu= w&f =1 sem =+ sfesr

(D) e % @19 Tewit & fomd 1 eTeredr w1 w1 SAfEHER

Which of the following is NOT right of registered unions?

(A) Right to employ anyone without consulting the management.

(B) Right to collect membership fees within premises of the organization.
(C) Right to raise issues with the management.

(D) Right to discuss members grievances with employer.

Tefusl T HH wYed T § 2

| wE H Ee T el ¥ ot H orae # Wed & o 1 @ F A g
il

I | UE WE T SE, ST, SUen ud e § weed et R o g & @
1 7 BN TF [ @ giREd w5

N = fasga faae S

V., ¥ IUR W g9F H fuifa w5

(A) V (B) W () fak 1Tl (D) Sugaa @it

What are the general duties of an Occupier?

I Maintenance of a plant and system of work in factory are safe, without risks to health.

Il. Ensure safety and absence of risks to health in, use, handling, storage and transport
of articles and substances.

lll. Specifying the area.
IV. Defining the local mean time ordinarily deserved therein.
A) NV (B8) (C) Only | &I (D) All of these

e e e v e e e e e e e v o e e e ke e e e
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