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Name of Candidate

Roll No.

INSTRUCTIONS TO CANDIDATES

a)

b)

)

k)

The Written Examination shall consist of one paper with Part A, Part B, and Part C, carrying 100
marks in total.

Part A contains 20 Objective Type questions on General Knowledge, carrying 01 mark each (20
marks).

Part B contains 60 Objective Type questions on Domain Knowledge, carrying 01 mark each (60
marks).

Part C contains 05 Descriptive Type questions, each carrying 04 marks (20 marks).

For Objective Type questions (Part A & B), four options (A, B, C, D) shall be provided and only one
correct answer is to be chosen.

One (01) mark shall be awarded for each correct answer in Part A and Part B.

Negative marking of 0.25 mark shall be applicable for each incorrect answer in Part A and Part B.
Unattempted questions in Part A and Part B shall not attract negative marking.

No negative marking shall be applicable for Part C (Descriptive questions).

The total duration of the Written Examination (Part A, B & C) shall be 2 hours and 30 minutes (150
minutes).

Candidates must write their Name, Roll Number and Signature on each page of the Question Paper
/ Answer Booklet.

Page 1 of 24



[) Candidates must ensure that the Question Paper / Answer Booklet is complete and free from
defects before the examination begins.

m) Mobile phones, electronic watches, calculators and all electronic gadgets are strictly prohibited in
the examination hall.

n) Cutting, overwriting or use of correction fluid in answers is not permitted.

o) The Question Paper, Answer Sheet(s) and Admit Card must be returned to the Invigilator after
completion of the examination.

p) Use of unfair means or misconduct during the examination shall lead to cancellation of candidature.

-q) The decision of the Institute authorities shall be final and binding in all matters related to the
examination.

r) In case of any discrepancies, the English Version of the Question shall prevail.
spafera & fag fAder

a) foifed udian ge Hed usr &1 g1, SR WTT-A, HTTT-B de HTTT-C |fFfeia Y, dam et 100 3id 8

b) WTT-A ¥ AT FH A Heiftid 20 G THR & 727 81, fSH Ue 927 01 3ies T 817 (e 20 37%F) |

c) MI-B # fawa/si I & Heiftid 60 awgfss UBR & 7oA &M, S Ucieh W27 01 37a BT &1 (P 60 3i) |
d) MT-C % 05 quiTcHe YR b T &1, S U WeT 04 3ic BT 8N (Fe 20 37) |

e) IS YBR & FeAl (WIT-A Td HTTT-B) & fAT TR fIeheq (A, B, C, D) 1T ST qeiT bael Teb el 3t &1 T4 BT
Huil

f) WTT-ATd TT-B ¥ W Hel I0) & fAQ b (01) 37 UM fasam somm|

g) MIT-A T4 HIT-B & U TTeld 3R & {7 0.25 37k Y TBRIcHD 37 fobar SIrerm|

h) MIT-A g WITT-B ® 3rgaRd (Unattempted) T2AT TR BIE AHRIHD 3ic Tal anTT|

i) WTT-C (qUfATee Hel) B BRI 37e o7 Tel anml

j) feifed wiem (mT-A, HTT-B Td HT-C) Y Bt 3rafer 2 €2 30 fie (150 fie) gt

k) 3naferl Y 51T T / IR YfRIBT F T T W 3YYAT ATH, et FaR Td gATER BT 37fard g

) 3pafeal ot g GRS HT 8 5 weT v / I YT gof vd fseft W wew Y e I e &, wdtem yRw B
gd |

m) WRI& Hef 7 NS BH, SAaRie bedl, Sepaex deT T TR & gaagieb JUH T& HY J fid &

n) IR A BT, AR AT FaRMA T FT HANT afsid 8

0) TN&I FHIGT & LT U U, IR UAB(31<:) dT WAl U (Vsfie Pr1g) yddars oY arasy &A1 Af3ard i

p) TRIE b SR FfAd ATEAT BT HANT IT BeTER 9T ST R 3neff Bt 3rfieart fed o & s

q) e & Fafud @it amel ¥ e wfaeon &1 fAvfy sifaw gd smeaer) gl

r) T TR B fanfa 6 f&fa &, woT B 3ish Tesor 7= g

Q. Question Answer
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Part A

Rearrange the parts to form a meaningful sentence:

(P) no sooner had the train left

(Q) than the passengers realized

(R) that they had left their luggage behind
(S) when the announcement was made

A.SPQR
B.PQRS
C.PSQR
D.QPRS

In each sentence, a part is underlined with A, B, C, D. Choose the part
that contains the error.

One of my friends (A) are (B) going (C) to Canada (D).

A A

B.B

C.C

D.D

Choose the correct meaning for the given idiom/phrase:
Break the ice:

A. To freeze something

B. To fight with someone

C. T To start a conversation in a social situation

D. To solve a problem quickly

Choose the antonym of “Conceal”.
A. Hide
B. Reveal
C. Protect
D. Guard

A alone can do a piece of work in 10 days and B alone in 15 days. If
they work together for 2 days, what fraction of work is left?

A 31t U 1Y 10 &7 o &R gapaT & 3R B 31bat 15 A 1 srr a2 f&a
AT PBTH B 8, a1 BTH BT T fEam aam &2

A. 2/3

B. 7/15

C. 8/15
D. 2/5
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A bus leaves at 8:00 AM and reaches its destination at 12:30 PM. If the
distance is 270 km, find its average speed.

Teh 93 Jolg 8:00 1 fHebetdll & 37 Ae¥ 12:30 o7 391 Afsiet 1)

TEIA €1 3R I 270 km &, AY 3BT 37 Tt gaT H|
A. 50 km/h
B. 55km/h
C. 60 km/h
D. 65 km/h

A sum of 5000 becomes 6500 in 3 years at simple interest. Find the
rate.

25000 P IBH FHUA $2E T 3 TTel ¥ 6500 B ST 21 SR I Tdl

G
A. 8%
B. 9%

Find the missing number:
-@?rmamaﬁ:
4,6,9,13,18,

A. 23

B. 24

C. 25

D. 26

If DELHI = CDKGH, then MUMBAI = ?
3R DELHI = CDKGH, dl MUMBAI = ?
LTL AZH
LTL AAH
LTL ZAH
LTL ZZH

SOowp
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10

Arrange the words in logical order

1. Purchase

2. Selection

3. Payment

4. Delivery '
Qrea) Y AfoIdpet 3SR H MY
1. 9IS
2. faaaem
3.9%¢
4. feetiast

2 > 2

2

2 >

UOow»
—_— N = N
> A s b

3
» 3,
1
2

W W N =

2 2 b

11

Which view is used to see all slides together?
A. Normal View
B. Slide Show View
C. Slide Sorter View
D. Outline View
T TTSSH B U W1 T & AT oy o 7 gamTed febam e €7
A TAHA
B. TTgs M G,
C. 188 X
D. 33TATH &,

12

Which symbol is used to start a formula in MS excel?

MS ToRieT § BIHET 0 R & ol foba et a1 gmTet fobam sirm €2
A. @

o0 w;
I ** &

13

Which software is used to perform specific tasks?
faferse 1 B3 & feiy I A1 ARSI fbar STrar &2
A. System Software
B. Application Software
C. Utility Software
D. Operating System

Page 5 of 24



14

Which option is used to combine letters with addresses?

AR B TS b 1 SiIeq &b (AT fobq 30 BT gTaHTe fopam SiTar 22

A. Format Painter
B. Mail Merge
C. Track Changes
D. Macro

15

Which body will replace UGC according to NEP 2020 reforms?
A. National Testing Agency
B. Higher Education Commission of India
C. NAAC
D. AICTE
NEP 2020 FURI & 3FHR UGC T ST1Te I HF Heerr arft?
A. AW T ot
B. 8RR US[hM BHIM 31T gfear

C. NAAC
D. AICTE

16

Which Article of the Constitution deals with Fundamental Rights?
A. Article 12-35
B. Article 36-51
C. Article 52-78
D. Article 79-122
T BT P T 3MfEhe heed 8T ¥ 98T 87
A. 3MEPH 12-35
B. 3TfEehet 36-51
C. anfepet 52-78

D. 3Tfehe 79-122

17

Which country hosted the G20 Summit 2023?
A. India
B. Indonesia
C. Brazil
D. Italy
G20 |fHE 2023 P ASTaT 5 &0 ¥ HBI?
A MRd
B. SSIAferar
C. STeitet

D. ot
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18

Which country became the newest member of the BRICS group in the
recent expansion?

A. Argentina

B. Saudi Arabia

C. Egypt

D. All of the above
1e1 &1 A §U favadR § BRICS JU T TR 74T T&R PI AT &2 §1?

A. 35T

B. 933! 3RT

C. o

D. W &g 1y it

19

Under PM Kisan Samman Nidhi, farmers receive:
died fosam wma fAfer & ded famt &Y e &
A. 4000 per year
B. 5000 per year
C. 36000 per year
D. 8000 per year

20

Which of the following is NOT a function of the Operating System?
A. Memory Management
B. Process Scheduling
C. Word Processing
D. Device Management

TN A PI AT ITRIET e o1 tere T8 87
A. AR HeTe

B. W Qrsyfin

C. a8 wrafam

D. feareq #eTHe

Part B

21

Child care leave is admissible if the child is below ......
A. 17 years
B. 18 years
C. 21 years
D. 25 years

TUTgee PR dig aMl fiet S g ... A BA IT BT RN
A. 17 91
B. 18 9T
C.21 91
D. 25 9T

Page 7 of 24



22

Number of Earned leave permissible for encashment during the entire
career

A. 60 days

B. 120 days

C. 300days

D. 10days

R BRR P AR B2 B &b A7 HeR 378 7l1q b HeT
A. 60 f&T
B. 120 &7
C. 300 f&7
D.10f&

23

Paternity Leave is allowed for ......... days
A. 10
B. 15
C. 20
D. 30
A T ... Tt & feig < areft @
A. 10
B. 15
C.20
D. 30

24

What is the maximum period of leave of any kind which can be allowed to
a Government servant?

A. Syears

B. 6 years

C. 7years

D. 2years

fopet TRBRY FHHEARY BT fobeit Ht avE BT B2t Bl sarer | ey fobat srafer & <
Bt 872
A. 59T
B. 6 911
C. 791
D. 2 91

25

When is Leave Not Due granted without Medical Certificate?

A. In continuation of EL

B. In continuation of HPL

C. In continuation of Maternity Leave
D. In continuation of EOL

Afeda Afefthre F AT dita AT 5 e &t STt 272
A. EL & $fegqem #

B. HPL & Hfequed ®

C. AR oita & Hfegued

D. EOL & sfegued |
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26

Leave of one kind taken earlier may be converted into leave of a different
kind at a later date at the request of the official and at the discretion of the
authority who granted the leave. The Government Servant should apply for
such conversion within-

A. 7 days

B. 10 days

C. 15days

D. 30days

UEN Tl TS Ueb ke bl Bel P 916 H ATIBRT & e W 3R Bl & arel sfosry
Y WSl A GEL OVE DT BET H §aaT S 9T 8] IRBRT FHAR B W e &
foTT g7 f&T & 3ieR 3rTE BT =AfRy-

A 7fa

B. 10 f&

C.15fF

D. 30 f&

27

What is the number of additional Special Casual Leave to a Government
servant with disability to meet the requirements relating to his disability?
A. 3 days
B. 4 days
C. 5days
D. 6 days

i TRBRT FHARY BT 30D fmar ¥ et TRl B /T HA & oy fsat
QRG] TIRIE BogaTe ot fAerat 872

A 3fF

B.4f&

Cc.5fA

D. 6 f&T

28

The committee on sexual harassment may recommend to grant a leave to
the aggrieved woman upto a period of

A. 90 days

B. 75 days

C. 60 days

D. 45 days

I et R & At difea afgar & ad B BEl 3 Bl fFwriRer
P bl &
A. 90 f&T
B.75f&
C.60f&
D. 45T
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29

Normally, how many casual leaves are allowed in a year?
A 6
B. 8
C. 15
D. 20

39 AR W, T HId W a1 bojare gieat fAadt 82
A.6
B.8

C.15
D. 20

30

Dak with urgency grading addressed to Ministers/Officers by name is
delivered through:

A. Post office

B. Email

C. Special messenger

D. Courier service

iEa/3rfaeTRay o A F Uit ST arelt rotdT ST are] ST 39 aiE Wil STt
5
A. URe 30T
B. $8a

C. e BR

D. B wfdw

31

If an officer is on leave or transferred, urgent dak will normally be received
by:
A. Only the CRU
B. The successor or concerned link officer
C. The postal department
D. The minister

TR BIE AR P2t TR & T ITBT 2w &1 T §, Y 31ofe 31 3 dR R g%
o

A. f&% CRU

B. 39 ST 31 a7l a7 Hafed foie 3fifher

C. UrRed feurdie

D. faffezx

32

Communications received through email are forwarded to:
A. Dispatch section
B. Record room
C. Accounts section
D. Central Registry

SHA 3 fHeT STHBRY & gt Wl Srar 8
A. fsata Jerem

B. Repis 1

C. PBI3TH qaRH

D. dge IS
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33

Dak with urgency grading should be:
A. Filed immediately
B. Returned to sender

C. Separated from other dak and dealt with first

D. Sent to the minister directly
ot AfET areft 31 39 @RE Bt =Ry
A. ¥ BIEe P SY
B. WS 9Tl &Y @leT & S1Y
C. G 3T F 31T TR U fer oy
D. Y Fat ot Wit S1TY

34

After opening dak, CRU/IFC checks:
A. The sender’s address only
B. The enclosures
C. The language used
D. The postage stamps

31 @iei & 81§, CRU/IFC & A6 T &
A. {9 W1 a1e) BT Iar

B. W1 # 137 MY T

C. SXIHTA Y TS HTHT

D. RS &

35

After scrutiny, dak is sorted:
A. Alphabetically
B. Section-wise and officer-wise
C. District-wise
D. State-wise

STTd % 91, S1% P! 9 aRE dieT STdl &;
A. IFREfehpd 3T o
B. JaM 3R HfhaR & fRae &

C.fefgae & feae ¥
D.Re & feaa @

36

The receipt number generated for dak is:

A. Unique and non-editable
B. Editable and temporary
C. Generated manually

D. Optional

316 & foiy S Re fpar T i Jav @
A. gf® 3R A-gfeeqa
B. ufgead 3R erzdt

C. HF37ell SRS
D. 3TRFAd
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37

Dak should be registered at the entry level to:
A. Increase paperwork
B. Avoid filing
C. Reduce workload
D. Maintain accountability of every paper received

BT BT Ugl aaet W IAoReR fasar ST anfey anfes:
A. RaE T

B. BrefeiT &

C. PTH BT 1T BH B3

D. fAel & YW Pl TATaE! I 78

38

Which of the following is not normally registered as dak?
A. Casual leave applications
B. Government complaints
C. Official reports
D. Policy documents

T A DI FT 377 dR T1 7 P dR TR ISR 78! 8T &2
A. BIHA T TATBLA
B. WRRY ferprad

C. 3ffoferaa Raré
D. uifer sTergie

39

In electronic environment, registers like CRU Register and Section
Register:

A. Must always be maintained manually

B. Are replaced by postal records

C. Are not required because the system stores the data

D. Are maintained by ministers

SR ATEld H, CRU IfoiReR 3R Jae Ifoies oy Ifomer:
A. ER2IT HRg3Telt Hed by o1 amfey
B. U Repls & s&e iy ot €

C. SRR T8l Bl ifs fien S R aar &
D. fafiesf grT W by e €
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40

In eFile, search and retrieval of data is done using:
A. Postal stamps
B. Computer number/receipt number/keyword of subject
C. Signature of officer
D. Date of letter only

S-BIgd H, 3T B WioT 3R 37 I199 U P AT 7T SXaAT Tt STrar 2

A. 9 W

B. YR FeRRHIE AR/faw &1 Hrag
C. 3fIaRt F gxaer

D. % o7 & artE

41

Acknowledgement of dak is given by signing in the:
A. Section register
B. Dispatch register
C. Messenger (peon) book
D. File register

BT P YT ST W HTST BIeh &f SATdt &
A. JFMA ISR
B. e ey

C. R (TR g
D. wTsd Ao

42

Automatic acknowledgement in eFile is possible when:
A. Sender’s mobile number and email address are filled
B. File number is entered
C. Officer approves it
D. Itis urgent dak

$-B1ed | 3TCHfE Yeialomie a gAfd § o
A. WS 9Tl BT AIETSe AR 3R S U9 W1 &
B. BIgd He} ST &

C. 3hER 3 3@ ™
D. T 375fc ST &

43

Sending communications through email is encouraged because it:

A. Reduces documentation

B. Facilitates quicker despatch, distribution and receipt
C. Avoids registration

D. Eliminates files

A F TR WoT Bl geraT T SirdT € i sua:
A. STTHRM HH BT &
B. STedl ¥o, died 31R U o Heg fAerdt &

C. IR I T eIt &
D. ®Iga Wcd 8idl &
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44

While marking receipts, the Section Officer may indicate:
A. Salary details
B. Urgency grading and deadline
C. Personal remarks only
D. Office address

TR W M T e, YA TR I §a1 FadT 6
A. AT BT STHBRT

B. 3rotat AfST 3R Sgams

C. fath e ard

D. 3{iftsw T Tar

45

In eFile, comments or instructions can be recorded in:
A. Action field
B. File register
C. Remarks field
D. Section diary

eFile ®, ®He 1 fA2r 397 Repre fby oI Hepa &
A. TFRM[ Hhies
B. wIgd IfoiR

C. farrd Bies
D. Y[ SRIRY

46

In eFile, officers can fix a deadline using:
A. Due action box
B. Section diary
C. Time register
D. Set due date field

eFile ¥, 3fU®R 37 AIP! BT STHTH PP SSATST dd R Jhd o

A. S T ST
B. I STt
C. <18A IR
D. 92 & 5T Hies

47

In eFile, movement of receipts and files is:
A. Not recorded
B. Recorded manually
C. Tracked automatically by the system
D. Recorded by dispatch clerk

$-BIEd H, Il 3R BIga! &r gave:

A. Repig T8 fasar Siram

B. A=garett RRepré fasar sirar &

C. ey gr1 3eifera ¢ far Sirar &
D. ferer aw1ds gRT Reprs fosam Srar &
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48 Areceipt is processed: C
A. Only on a new file
B. Only on an old file
C. On acurrent file or by opening a new file
D. Only through email
TG IR &Y ST &
A. T8 7€ BIgd W
B. f% R BIed W
C. HIS[ET BIgd W AT 7€ BIEH TeABR
D. A% AT &
49 A file means: A
A. Afolder consisting of related papers on a specific subject with a file
number
B. Asingle paper in the office
C. Aregister maintained by CRU
D. A communication sent by the office
BISd BT AT &:
A. T leey o foset @R a5y IR WIgd ek & T Faiferd IR el &
B. 375 & U& & TR
C. CRU gRT #eA fobar mam IS
D. 371f0¥ gIRT WSTT T RIS
50 The correspondence portion of a file contains: B

A. Only notes written by officers

B. Incoming communications and office copies of communications
sent

C. Only drafts

D. Financial records

WISl & BRTISd aTel o # 3 ol et &

A. i 3THERT & fae ey

B. 311 dTel BRI 3R Wol TQ HrIAPBA BT 3iTfthT it
C. fa% g

D. wreAferad Reprs
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51

The notes portion of a file contains:
A. Incoming letters only

B. Dispatch records
C. Financial statements
D. Process sheet explaining how the decision was taken

BIgd & AT aTal e & I et el &:

A. {8 3 a1 AR

B. e g

C. WIEAfed wetlie

D. W1 2fte forad garar T & b taret &t fovam man

52

Key issues from Appendix to Notes are processed in:
A. Correspondence portion
B. Notes portion
C. Dispatch register
D. File register

TS | Wo Aeq d & T&F Hel BT WA fasar ST &:
A. BREEH arelT fear

B. A1eH arerr far

C. fda Ao

D. ®Igd IR

53

Under Functional file numbering system and in common office function
codes, Code A represents:
A. Accounts
B. Administration
C. Establishment
D. Audit
BaRMA BIgd A9 &ed 3R 3y 371{ey e[ I H, Brs A G &
A. 3BT
B. vsfEfizem
C. Tfeieme
D. 3fifse

54

In functional file numbering, basic heads represent:
A. Serial numbers of files

B. Basic functions of the department
C. Year of opening file
D. Section code

e[ HIsd AgRT H, 3% 88 I & &
A. BISdl P HIRTA FaR

B. feuréie & 3w HhaeM

C. BIsd @ie &1 ATl

D. ARMA Bl
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55

In the conventional system, ownership in file number refers to:

A. Name of officer

B. File type

C. Ministry name

D. Abbreviated form identifying the section

TRUR® e H, Bigd Far B 3R BT 7aaq &
A. 3TER &7 910

B. Wrgel <1g0

C. fafast @1 am

D. AR &Y IgTH I aTAT BIeT HBiH

56

Routine receipts that are unlikely to generate further correspondence may

be:

Placed in a miscellaneous file for destruction at the end of the year
Destroyed immediately

Sent to Minister

. Archived permanently

oow>

BN TS SR 3177 STt 81 Bl JMTaAT 61 8, 3 8 Wbl &;
A. T & 3MTfER ® T 37 & v firaaw wige o &) 1€
B. g¥d T R & T

C. Wt & Wit T

D. gRerm & oy 3rmesiea &t 1

57

Filing of papers means placing:

A. Only notes in file

B. Only correspondence in file

C. PUC/FR in correspondence portion and notes in notes portion
D. Drafts only in file

T BIgA B BT HAAS &

A. BIEd | 3 Aeq

B. ®BIgd H A dREisT

C. PR a1t e § PUC/FR 31R At aTel fedy & ey
D. ®Igd A Ot gie

58

Papers in a file are arranged in:

A. Reverse chronological order
B. Chronological order

C. Alphabetical order

D. Random order

Teh Igel H U 9 ¥g 3 fby Sird €
A. Raxf spIaTfoTpe 3R

B. SHTAT T 31Te

C. IcpIafeda 3R

D. ¥&H 3iTsR
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59

Notes portion and correspondence portion of a file are:
A. Numbered together
B. Not numbered
C. Separately page numbered
D. Numbered only by officer

WIScT BT AIH ITaT fewT 3R BReisH arar fer:
A. T 1Y eR dTe

B. F&R a1et &Y

C. 37137 UST AR arel

D. f&th 371 gRT 7eR are

60

Page numbering in Volume Il of a file continues:
A. From the last page number of the previous volume
B. From page 1 again
C. From 50
D. From 100

HIEd & aregd || ¥ U1 79T g aRE oTRY Y& &
A. fiBa aregd & & Of FaR
B.fRIAUIT1A

C.50%

D. 1003

61

In eFile, creation of new volumes is:
A. Mandatory
B. Not required
C. Done monthly
D. Done by CRU

eFile #, 97 ITegd FMT:
A. ST%3T

B. SRt ET

C. R "en fear smar &
D. CRU gRT fdsar Sirar @

62

Every page in each part of a file is numbered:
A. At the bottom left corner
B. At the top middle
C. At the right top corner
D. At the left top corner

BIed & & 6w & & 99 W AR grar &:
A TTICET R

B. W dT §

C. TV YA B W

D. ST¢ 33U B R
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63

If there are more than one fresh receipt, they are flagged as:

A. FRI, FRII, etc.
B. FRA,FRB

C. FR1,FR2

D. R1,R2

TR U T WATET 78 TS &, a7 3¢ 39 a¥e T fhar Sfrar &

A.FR |, FR II, 9RE.
B.FRA FRB
C.FR1,FR2
D.R1, R2

64

The Department/Section taking over transferred records will:

A. Reclassify and renumber closed files
B. Not reclassify or renumber closed files
C. Destroy all current files

D. Merge all files into one

ST T3 TG ReBTE Y 3797 IRT o aTedT feurédeRiaer:
A. € BISH! Bl AT aHTg 3R AeR oM

B. §i& BISwl &l IRATIADIS AT AeR T8 B

C. it Aiefar BIgel! T fewia dvm

D. 3 WTE! BT T | Hof

65

Urgency grading includes:
A. Normal, High, Very High
B. Standard, Urgent, VIP
C. Low, Medium, High
D. Immediate, Priority, Top Priority

ot fST & onfAe &

A. T, BTS, IR 7T

B. ¥sg, 3/ie, VIP

C. o, Hifsgm, g

D. gHifeve, W&, era yrafe

66

What are the activities involved in records management?

A. Recording and retention

B. Recording, retention and weeding out

C. Recording, categorization and weeding out

D. Recording, retention, retrieval and weeding out

Repré Motie # Fr-aar gfeRfadst enfiet 272
A. Repifsm 3k Reem

B. Repifem, REem 3R difem am3e

C. Repifen, BeRsweM 3R difem smse

D. Repifem, Reem, Ridtaer 31k difem ame
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67

Under categorization of records, a file may be recorded under how many
categories?

A. One

B. Two

C. Three

D. Four

RepTET Bt BN F dad, TP BIgd B fbet et B Repre fobar <1 Gepar 272
A. T
B.a
c.d=

D. TR

68

Under Categorization of records, Category B meaning-
A. Keep and microfilm
B. Keep but do not microfiim
C. Keep for specified period only
D. None of the Above

Rp1$q & B F d8d, BRT B BT ATA 8-
A. T8 3R ATSHhIfher B

B. ¥ AifesT ATSHhIThe 7 &3

C. ot 7a I7a & fog &

D. 3 g g ¥ & P1E A&

69

Files obtained by a section from the departmental record room will
normally be returned within

A. 1 month

B. 2 months

C. 3 months

D. 6 months

fEurdHe & RapTs w0 A foselt Qe oY Al Wrget 3 dR W)
A 1 WER

B. 2 HEM

C.3We

D. 6 HEN & 3T arq & & STy
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70

In category C which types of records is kept
A. Whose reference value is not more than 10 years
B. Which don’'t have any important
C. Whose reference value is not more than 5 years
D. Whose reference value is not more than 1 year

heRY C # foy ¥ & Repls 70 <11 8
A. fSI7hY Y 3 10 Il F TITeT el @
B. fSiebT 1€ St Repie el &

C. ST YT I, 5 T 3 1T el &
D. forat Yo I 1 ATet A wTeT el &

71

In file management, the abbreviation 'FR' stands for:
A. Fresh Receipt
B. Financial Regulations
C. File Record
D. Final Report

PIed HAuTHE H, Q¢ WK 'FR' &1 Hadd &
A. el Rt

B. WIEAfRIe e

C. ®rsd Rapré

D. ®rgd RUre

72

In internet terminologies, “IP” stands for-
A. Intranet Protocol
B. Internet Protocol
C. Individual Protocol
D. Industrial protocol

ST HY 9T ¥, “IP” T HaeTd &-
A. EgMT AIeIpia

B. $eC Wsdrdt

C. fefagara wereiat

D. $sRad Wieidrd

73

What is the keyboard shortcut for making font underlines in a word
document?

A. Ctrl+A

B. Ctrl+P

C. Ctri+ U

D. Ctrl+B

TS SlagHE § HI< 3EdTeT a1 &b folg BIaIE 2fiépe wam 872
A.Ctrl + A
B.Ctrl + P
C.Ctrl+U
D. Ctrl + B
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What does the “Page Layout” tab allow you to adjust?
A. Inserting hyperlinks
B. Text color
C. Fonts and paragraphs
D. Margins, orientation, and size

“UST A3T3” 2 ATYPT AT TSI B &l 87
A. EERfcies ST

B. ToRC BT 3T

C. B 3R WRuTH

D. ATfei, 3R 31k Arsw

75

What is the shortcut key to start a slideshow from beginning in
PowerPoint?

A. Shift+ F5

B. F5

C. Ctrl+S

D. Alt+S

PowerPoint ¥ TS 20T % | [H P & A7 2fféepe & o 8?2
A. Shift + F5
B. F5

C.Ctrl+ S
D.Alt+S

76

What does the term "Phishing" refer to?
A. Atype of internet browser
B. A method of sending spam emails
C. Afraudulent attempt to obtain sensitive information by disguising
as a trustworthy entity
D. Atype of internet security software

"fOpfRITT" Q&g T HAes T 87

A. U TRE BT $C FI39R

B. WA AW "o BT U il ;

C. et WRIYHE TR BT BY HROT e AfFfEd DR I by HIETES! areft
pIferer

D. & TvE &I $e3e [AaaIiRet Gieder

77

What does URL stand for?
A. Uniform Resource Locator
B. Unique Resource Locator
C. Uniformly Readable Locator
D. Universal Resource Locator

URL &T HaeTd a7 872

A. gA®H R @rdsey
B. gfie RART ditdsex

C. gABIder ASqaT @dpex
D. gfasfet R eidex
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In email communication, CC stands for-
A. Carbon copy
B. Cold Coffee
C. Blind Carbon copy
D. Casual copy

S BRI[ABA H, CC BT Aaald &
A. BTE PBIgt

B. Ples Bith!

C. &11$s BT Hidt

D. $37eT BIT

79

What does the Ctrl + Z shortcut do in Excel?
A. Save the workbook
B. Undo the last action
C. Close the workbook
D. Redo the last action

Excel # Ctrl + Z 2fiéde o7 T 872
A. géhgP AT B

B. 3&rt erer &1 3/7g Y

C. géhgdp T B

D. & gerer f fthe & 3

80

EOL is granted to Government servants only—
A. When no other leave is admissible or on request
B. When Government servant is on notice period of VRS
.C. Before superannuation
D. None of the above

EOL &R el &l fear simar €, &% —
A. 519 BIg 3R Bel Ao T &1 a1 Ree W

B. 519 IRPRI HHART VRS F Afew difas w &
C. gIRYIUH I Ugat

D. 378 § IS Tl

Part- C

Q.1- What is the importance of noting on files?

BISA! R Aed fe@m &7 w7 Aee 22
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Q. 2- Arequest for Leave Travel Concession (LTC) has been received from an employee. Explain how
you will process this request in the employee’s personal file. Also, describe how you will prepare the
notes portion and the correspondence portion of the file.

U URATS ¥ o ¢dad Bae (LTC) & fav Rerike fielt 81 a0 fh 37 vects &Y udqe wigd ¥ 59 e &1
B TR BT | FT &Y, FATC S 319 WBIg el BT A arelT (6T 3R PRESH aTelT G Y R |

Q. 3- You have received a letter from another office regarding office supplies. Draft an acknowledgment
note to record that the letter has been received in your office.

3TUeRT g 1Y 37T TS F IR H TP @iex 0@ 21 I€ 9aM & Y T TaAiaoTie A g91¢ 3 dex
379 e & fAa mar &1

Q. 4- A personal file is already under process, and a new request for medical advance has been
received. Since it is urgent and the main file is not available, explain how you will process this request.

TS THAd BIgd Teol T & WA ¥ 7, 31k st veaig & fav ge 7€ Reme fiett 21 4ifes ag srfe @ sk A
BISd U T&l §, STV g1V foh 3T 39 Raae 31 b AT B
Q. 5- You receive three files:

* File 1: Historical correspondence from 1990

* File 2: Annual leave records for staff

°* File 3: A departmental report required for frequent reference
Assign Category A, B, or C to each file and justify your decision.

YT I BISe Hed! &

* BISe 1: 1990 | 379 b BT AT vleX

« BT 2: T & FTTHT Bt &b bl

* BTl 3: IR-IR <& F Ay st feurdied Rure

W BT BT BRI A, B, 1 C & 31K 3107 el Y Tet Sexrd|

Page 24 of 24



IAsci=I Ulenisrdt Jizelrol feeett

NATIONAL INSTITUTE OF TECHNOLOGY DELHI

(fO1811 F>IICRI, M2 FRPR P 31eficl Ub FAR ATl

(An autonomous Institute under the aegis of Ministry of Education (Shiksha Mantralaya), Govt. of India)
Plot No. FA7, Zone P1, GT Karnal Road, Delhi-110036, INDIA

EIHTY/Tele: +9111-33861000, 1001, 1005 JSATSE/Website: www.nitdelhi.ac.in

F. No.: NITD/01/Admn/606/2025-26/OFAT

NOTICE

Dated: 14.03.2026

Subject: Provisional Result of the Written Test/Examination held on 14.03.2026 for the post of
Office Attendant (Pay Level 1) advertised under the 01 OBC at NIT Delhi, advertised vide Advt.
No.: 08/2025 — reg.

Marks Obtained
S.No. | Roll No. Form No (Zg ?\l;ltaﬁ(s) (65 EIi\l/ﬁltalraks) (25 ?\?afks) Tesé/riixggrelgﬁon
(100 Marks)
1. 25083002 | CNDN10047 3.75 17.50 00 21.25
2. 25083005 | CNDN10099 11.25 19.50 03.00 33.75
3. 25083010 | CNDN10233 11.75 28.75 06.50 47
25083016 | CNDN10421 9.75 50.75 12.00 72.5
5. 25083021 | CNDN10490 7.75 31.00 05.00 43.75
6. 25083026 | CNDN10654 11.75 30.00 00 41.75
7. 25083027 | CNDN10657 15.00 40.25 08.00 63.25
25083029 | CNDN10689 12.50 27.50 10.00 50
9. 25083040 | CNDN10926 4.75 18.25 02.00 25
10. 25083043 | CNDN10980 15.75 46.50 10.00 72.25
11. 25083044 | CNDN11049 0.75 6.75 00 7.5
12. 25083046 | CNDN11094 9.75 26.00 06.00 41.75
13. 25083049 | CNDN11172 2.00 17.25 04.00 23.25
14. 25083050 | CNDNI11181 6.25 13.75 00 20
15. 25083052 | CNDNI11216 16.25 40.25 02.00 58.5
16. 25083057 | CNDN11315 13.75 35.00 08.50 57.25
17. 25083061 | CNDN11367 11.00 29.00 07.50 47.5
18. 25083064 | CNDN11392 7.50 18.75 04.00 30.25
19. 25083069 | CNDN11482 12.50 31.25 09.50 53.25
20. 25083074 | CNDNI11581 8.75 18.50 06.50 33.75
21. 25083075 | CNDN11591 9.75 34.50 04.00 48.25
22. 25083087 | CNDNI11793 15.50 40.75 14.00 70.25
23. 25083094 | CNDN12088 11.25 24.75 06.50 42.5
24. 25083102 | CNDNI12275 15.50 43.25 03.00 61.75




Marks Obtained
Part A Part B Part C in Written
S.No. | Roll No. Form No (20 Marks) | (60 Marks) | (20 Marks) | Test/Examination
(100 Marks)
25. 25083108 | CNDN12357 8.00 13.25 02.00 23.25
26. 25083111 | CNDN12406 10.00 27.75 07.00 44.75
27. 25083119 CNDN8858 10.75 27.75 07.00 45.5
28. 25083139 CNDN9%457 10.75 20.50 08.00 39.25
29. 25083143 CNDN9645 -0.25 0.00 00 -0.25
30. 25083154 | CNDNO9872 13.25 35.25 10.00 58.5
31. 25083159 CNDN9982 12.50 19.25 02.00 33.75
Note:

Minimum Qualifying percentage is 55% i.e. 55 marks out of 100 for OBC category.

The result of the candidates who appeared for the aforementioned post is provisional in nature and may
be subject to change upon receipt and examination of representations, if any, against the provisional
answer key.

Further, it is hereby informed that only the candidates who are finally shortlisted, as specified at Point
No. 2 under (A) of the document dated 12.12.2025, shall be called to appear for the Proficiency Test for
the said post (Ref. F. No. NITD/01/Admn/606/2025-26 dated 12.12.2025).

The selection of candidates shall be subject to meeting all the eligibility criteria and successful
verification of documents.

Candidates are requested to regularly visit the Institute website for further updates and notifications.

This issues with the approval of the Competent Authority.

Sd/-
(Registrar, NIT Delhi)
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NATIONAL INSTITUTE OF TECHNOLOGY DELHI

(f31811 JI5TICRI, MIRA IARDIR B 31€liol Udb FARIR J3-ellol)

(An autonomous Institute under the aegis of Ministry of Education (Shiksha Mantralaya), Govt. of India)
Plot No. FA7, Zone P1, GT Karnal Road, Delhi-110036, INDIA
EIHTY/Tele: +9111-33861000, 1001, 1005 JSATSE/Website: www.nitdelhi.ac.in

F. No.: NITD/01/Admn/606/2025-26/OFAT Dated: 14.03.2026
NOTICE

Subject: Provisionally shortlisted candidate for the Proficiency Test for the post of Office
Attendant (Pay Level 1) advertised under the 01 OBC category, at NIT Delhi, advertised vide
Advt. No.: 08/2025 — reg.

Marks Obtained
§.No.| RollNo. | Form No (25 ?\I;Itaﬁ(s) (65 T\Zta?ks) (25 if[tafks) Tesrl/risxznlt;elgﬁon
(100 Marks)
1. | 25083016 | CNDN10421 | 9.7 50.75 12.00 72.5
2. | 25083043 | CNDN10980 | 15.75 46.50 10.00 7225
3. | 25083087 | CNDN11793 |  15.50 4075 14.00 70.25
4. | 25083027 | CNDN10657 |  15.00 4025 08.00 63.25
5. | 25083102 | CNDN12275 | 1550 4325 03.00 61.75
6. | 25083052% | CNDN11216 | 16.25 4025 02.00 58.5
7. | 25083154% | CNDN9872 | 13.25 35.25 10.00 58.5

* The eligibility of these candidates is subject to the submission of a valid OBC-NCL certificate, issued
on or after 01.04.2025, in the prescribed format, by 16.03.2026 through email at nfp2025@nitdelhi.ac.in

Note:
Minimum Qualifying percentage is 55% i.e. 55 marks out of 100 for the Post under OBC Category.

However, two candidates at Sr. No. 06 and 07 have secured the same marks (58.5 marks) at the 6th
position. Therefore, a total of 07 candidates have been provisionally shortlisted, as specified at Point
No. 2 under (A) of Document F. No. NITD/01/Admn/606/2025-26 dated 12.12.2025.

Accordingly, the above-mentioned candidate has been provisionally shortlisted for the Proficiency Test
scheduled to be held on 19.03.2026 (AN).

The above list is provisional in nature and may be subject to change upon receipt and examination of
representations, if any, against the provisional answer key.

The selection of candidates shall be subject to meeting all the eligibility criteria and successful
verification of documents.

Candidates are requested to regularly visit the Institute website for further updates and notifications.

This issues with the approval of the Competent Authority.

Sd/-
(Registrar, NIT Delhi)



