Sample Questions for Jr. Stenographer — 111 / Level — 4[(25% PO
Divisional Controlled Post)]

1. Number Systems

Q1: What is the binary representation of the decimal number 8?
a) 1000
b) 1111
c) 1100
d) 1010

Answer: a) 1000

Q2: Which of the following is the correct hexadecimal representation of the decimal number
15?
a) F
b) G
c)D
d)E

Answer: a) F

Q3: Which of the following is the largest number in binary form?
a) 111

b) 1010

c) 1101

d) 1111

Answer: d) 1111

2. BODMAS (Brackets, Orders, Division and Multiplication, Addition and
Subtraction)

Q1: Simplify: 6+2x326 + 2 \times 3"26+2x32
a) 18
b) 12
c) 24
d) 14

Answer: b) 12

Q2: Which of the following is the correct order of operations according to BODMAS?
a) Brackets, Division, Multiplication, Addition, Subtraction

b) Brackets, Orders, Division, Addition, Multiplication

c¢) Brackets, Orders, Division, Multiplication, Addition, Subtraction

d) Orders, Brackets, Division, Addition, Subtraction
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Answer: ¢) Brackets, Orders, Division, Multiplication, Addition, Subtraction

Q3: Simplify: 3+4x(5-2)+23 + 4 \times (5 - 2) \div 23+4x(5-2)=2
a)9

b) 11

c)7

d) 6

Answer: b) 11

3. LCM and HCF

Q1: What is the LCM of 6 and 8?
a) 24
b) 18
c) 48
d) 36

Answer: a) 24

Q2: What is the HCF of 36 and 60?
a) 12
b) 24
c) 18
d) 30

Answer: a) 12

Q3: What is the LCM of 9 and 12?
a) 36
b) 72
c) 18
d) 24

Answer: a) 36

4. Ratio and Proportions

Q1: If the ratio of boys to girls in a class is 3:4, what is the total number of students if there
are 18 boys?

a) 72

b) 54

c) 63

d) 45

Answer: b) 54
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Q2: In aclass, the ratio of students who like math to those who like science is 5:3. If there are
40 students who like math, how many students like science?

a) 24

b) 25

c) 30

d) 28

Answer: a) 24

Q3: If 4x=3y4x = 3y4x=3y, what is the ratio of xxx to yyy?
a) 3:4
b) 4:3
c) 2:3
d) 3:2

Answer: b) 4:3

5. Percentages

Q1: What is 20% of 150?
a) 25
b) 30
c) 35
d) 40

Answer: b) 30

Q2: A product is marked at 1200 and sold at ¥900. What is the percentage discount offered?
a) 15%
b) 25%
c) 20%
d) 30%

Answer: b) 25%

Q3: If a number is increased by 25%, what is the new value if the original number was 400?
a) 450

b) 500

c) 525

d) 450

Answer: b) 500

6. Mensuration
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Q1: The area of a rectangle is 60 cm?, and its length is 12 cm. What is its width?
a)5cm
b) 6 cm
c)7cm
d) 8cm

Answer: b) 5 cm

Q2: What is the area of a circle with a radius of 7 cm?
a) 154 cm?

b) 49 cm?

c) 154 cm

d) 22 cnv?

Answer: b) 49 cm?

Q3: The perimeter of a square is 36 cm. What is the area of the square?
a) 72 cm?

b) 54 cm?

c) 9 cm?

d) 36 cm?

Answer: ¢) 81 cm?

7. Time and Work

Q1. Seven men can lay a road in 33 days. If 21 men do the same work, in how
many days can they complete this work.

a) 16 days b) 14 days c)12days d) 11 days
Answer:d) 11 days

Q2. A can do a piece of work in 6 days and B can do the same work in 12 days.
How long will they take to complete it, if they both work together?

a) 4 days b)5days c¢)3days d)6days

Answer:a) 4 days

Q3. If 80 men can do a piece of work in 10 days, how many men are required to do the
same work in two days

a) 400 b) 200 ¢) 500 d) 600
Answer:a) 400
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8. Time and Distance

Q1. Atrain running at 60 km/h crosses a pole in 9 seconds. The length of the train is:
a) 120 m

b) 150 m

c) 180 m

d) 200 m

Answer: ¢)

Q2. A man covers a certain distance at 20 km/h and returns at 30 km/h. The average speed
for the whole journey is:

a) 24 km/h

b) 25 km/h

c) 26 km/h

d) 27 km/h

Answer: a)

Q3. A car travels 360 km in 4 hours. If the speed is reduced by 20 km/h, the time taken will
be:

a) 5 hours

b) 6 hours

c) 7 hours

d) 4.5 hours

Answer: a)

9. Simple and Compound Interest

Q1. The simple interest on ¥4000 at 5% per annum for 2 years is:
a) 3300

b) 2400

c) 2350

d) 2200

Answer: b)

Q2. The compound interest on 2000 at 10% per annum for 2 years is:
a) 3420

b) 2400

c) 3420.50

d) %440

Answer: a)

Q3. In how many years will 1000 become 21331 at 10% compound interest per annum?
a) 2 years

b) 3 years

C) 4 years

d) 5 years

Answer: b)
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10. Profit and Loss

Q1. A shopkeeper buys a pen for 50 and sells it for 60. His profit percent is:
a) 10%

b) 15%

c) 20%

d) 25%

Answer: ¢)

Q2. A man sold a book at a loss of 10%. If he had sold it for 40 more, he would have gained
10%. The cost price of the book is:

a) 2200

b) 2300

c) 3400

d) 3250

Answer: b)

Q3. A trader marks his goods 25% above the cost price and allows a discount of 10%. His
gain percent is:

a) 12.5%

b) 15%

c) 10%

d) 20%

Answer: a)

11. Algebra

Q1. If x = 3, y = 2, then the value of x2+y2x"2 + y"2x2+y?2 is:
a)9

b) 12

c) 13

d) 15

Answer: c)

Q2. Solve for x: 2x+5=152x + 5 = 152x+5=15.
a)5

b) 6

c)7

d) 8

Answer: a)

Q3. If x+1/x=2X + 1/x = 2x+1/x=2, then x2+1/x2=?x"2 + 1/x"2 = ?x2+1/x2="7
a) 2

b) 3

c)4

d)5

Answer: ¢)
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12. Geometry and Trigonometry

Q1. The area of a triangle with base 10 cm and height 8 cm is:
a) 40 cnv?

b) 50 cm?

c) 60 cn?

d) 80 cm?

Answer: a)

Q2. The value of sinl/01230°+cos//0230°\sin*2 30° + \cos"2 30°sin230°+c0s230° is:
a)0

b) 1

c) 2

d) 1/2

Answer: b)

Q3. The perimeter of a square is 48 cm. Its area is:
a) 64 cnm?

b) 144 cnv?

C) 256 cm?

d) 576 cnm?

Answer: b)

13. Elementary Statistics

Q1. The mean of 10 observations is 15. If one observation is wrongly taken as 21 instead of
12, the correct mean is:

a) 14.1

b) 14.5

c) 15.5

d) 16

Answer: a)

Q2. The mode of the series 2, 3, 3,4, 5,5, 5, 6 is:
a) 3

b) 4

c)5

d) 6

Answer: c)

Q3. The median of 5, 8, 12, 15, 20 is:
a) 8

b) 12

c) 15

d) 20

Answer: b)
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14. Square Root

Q1. The square root of 1296 is:
a) 34

b) 35

c) 36

d) 37

Answer: ¢)

Q2. Find the least number to be subtracted from 10000 to make it a perfect square.
a)l

b) 16

c) 39

d) 100

Answer: c)

Q3. Approximate square root of 2809 is:
a) 51

b) 52

c) 53

d) 54

Answer: b)

15. Age Calculations

QL. The present age of a father is three times that of his son. After 15 years, the father’s age
will be double that of his son. The present age of the son is:

a) 10 years

b) 15 years

c) 20 years

d) 25 years

Answer: a)

Q2. Ais twice as old as B. Five years ago, the sum of their ages was 30. The present age of A
is:

a) 25

b) 30

c) 35

d) 40

Answer: b)

Q3. The average age of 3 brothers is 15 years. If their ages are in ratio 3:4:5, then the age of
the youngest is:

a) 12

b) 13

c) 14

d) 15

Answer: a)
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16. Calendar & Clock

Q1. If 1st January 2021 was a Friday, then what day was 1st January 20227
a) Friday

b) Saturday

c) Sunday

d) Monday

Answer: b)

Q2. How many right angles are formed by the hands of a clock in 12 hours?
a) 11

b) 22

Cc) 24

d) 44

Answer: d)

Q3. The angle between the hour hand and the minute hand at 3:30 is:
a) 75°

b) 90°

c) 105°

d) 120°

Answer: c)

17. Pipes & Cistern

Q1. A pipe fills a tank in 6 hours, another can fill it in 8 hours. If both are opened together,
the tank will be filled in:

a) 3 3/5 hours

b) 3 1/2 hours

c) 4 hours

d) 4 1/2 hours

Answer: a)

Q2. A pipe can fill a tank in 12 hours. Due to a leak, it takes 15 hours to fill. The leak can
empty the full tank in:

a) 30 hours

b) 45 hours

c) 60 hours

d) 75 hours

Answer: c)

Q3. Two pipes can fill a cistern in 12 min and 15 min respectively, while a third pipe can
empty it in 20 min. The cistern will be full in:

a) 10 min

b) 12 min

¢) 15 min

d) 18 min

Answr: a)
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1. Analogies

Q1.Cat : Kitten :: Dog : ?
a) Puppy

b) Cub

c) Foal

d) Calf

Answer: a)

Q2.Finger : Hand :: Leaf: ?
a) Tree

b) Branch

c) Fruit

d) Flower

Answer: a)

Q3.Doctor : Hospital :: Teacher : ?
a) School

b) Library

c) Student

d) Class

Answer: a)

2. Alphabetical and Number Series

QL A CEG,?
a)H

b) I

c)J

d) K

Answer: b)

Q2.2,6, 12, 20, ?
a) 30

b) 28

c) 40

d) 35

Answer: b)

Q3.Z,W, T,Q,?
a) N

b) M

c)O

d)P

Answer: a)
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3. Coding and Decoding

Q1. If CAT is coded as DBU, then DOG is coded as:
a) EPH

b) EOG

c) ENH

d) DPH

Answer: a)

Q2. In a code, BOOK = 43. What is CODE? (A=1, B=2, etc.)
a) 27

b) 32

c) 40

d) 35

Answer: c)

Q3. If 1 is coded as A, 2 as B, ... then 19-15-14 =?
a) SON

b) SOP

c) SUN

d) SIT

Answer: a)

4. Relationships

Q1. Pointing to a man, a woman said, "He is my brother’s father." The man is the woman’s:
a) Father

b) Uncle

c) Grandfather

d) Cousin

Answer: a)

Q2. Ais the brother of B. B is the sister of C. C is the father of D. How is A related to D?
a) Uncle

b) Brother

c) Cousin

d) Father

Answer: a)

Q3. If P is Q’s father and R is Q’s mother, S is P’s son, then R is S’s:
a) Sister

b) Mother

c) Aunt

d) Cousin

Answer: b)
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1. Knowledge of Current Affairs

Q1. Who is the current Secretary-General of the United Nations (2025)?
a) Ban Ki-moon

b) Anténio Guterres

c¢) Kofi Annan

d) Javier Pérez de Cuéllar

Answer: b)

Q2. Which country hosted the G20 Summit in 2023?
a) Indonesia

b) India

c) ltaly

d) Japan

Answer: b)

Q3. Chandrayaan-3 successfully landed on the Moon in which year?
a) 2019

b) 2020

c) 2022

d) 2023

Answer: d)

2. Indian Geography

Q1. The Tropic of Cancer passes through how many Indian states?
a) 6

b) 7

c)8

d)9

Answer: c)

Q2. The largest freshwater lake in India is:
a) Dal Lake

b) Loktak Lake

c¢) Wular Lake

d) Chilika Lake

Answer: c)

Q3. Which is the southernmost point of India?
a) Kanyakumari

b) Indira Point

¢) Rameswaram

d) Nicobar Point

Answer: b)
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3. Culture and History of India (including freedom movement)

Q1. Who was the founder of the Maurya dynasty?
a) Ashoka

b) Bindusara

c¢) Chandragupta Maurya

d) Bimbisara

Answer: ¢)

Q2. The Non-Cooperation Movement was launched in:
a) 1919

b) 1920

c) 1922

d) 1930

Answer: b)

Q3. Who wrote the book Discovery of India?
a) Mahatma Gandbhi

b) Jawaharlal Nehru

c) B.R. Ambedkar

d) Subhas Chandra Bose

Answer: b)

4. Indian Polity and Constitution

Q1. The President of India is elected by:

a) Direct election by the people

b) Members of Parliament only

c) Members of State Assemblies only

d) Elected members of Parliament and State Assemblies
Answer: d)

Q2. Which Article of the Constitution deals with Fundamental Duties?
a) Article 32

b) Article 51A

c) Article 19

d) Article 370

Answer: b)

Q3. The concept of “Directive Principles of State Policy” was borrowed from:

a) USA

b) UK

c) Ireland
d) Canada
Answer: ¢)
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5. Indian Economy

Q1. Which organization publishes the Economic Survey of India?
a) RBI

b) NITI Aayog

c) Ministry of Finance

d) SEBI

Answer: ¢)

Q2. GST in India was implemented in which year?
a) 2015

b) 2016

c) 2017

d) 2018

Answer: c)

Q3. The Reserve Bank of India was established in:
a) 1935

b) 1947

c) 1950

d) 1955

Answer: a)

6. Environmental Issues (India & World)

Q1. Which gas is primarily responsible for global warming?
a) Oxygen

b) Carbon dioxide

¢) Nitrogen

d) Argon

Answer: b)

Q2. Which Indian city first implemented the “Odd-Even” traffic rule to control pollution?

a) Mumbai
b) Delhi

c) Bengaluru
d) Chennai
Answer: b)

Q3. The 2015 Paris Agreement is related to:
a) Trade and Commerce

b) Climate Change

c) Arms Control

d) Human Rights

Answer: b)
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7. Sports

Q1. Who won the Men’s Singles Wimbledon 2023 title?
a) Novak Djokovic

b) Roger Federer

c) Carlos Alcaraz

d) Daniil Medvedev

Answer: ¢)

Q2. The 2024 Summer Olympics were hosted by:
a) Tokyo

b) Paris

c) Los Angeles

d) London

Answer: b)

Q3. Which Indian cricketer scored the fastest T20I century (as of 2023)?
a) Virat Kohli

b) Rohit Sharma

c) Suryakumar Yadav

d) KL Rahul

Answer: b)

8. General Scientific and Technological Developments

Q1. The first Indian satellite launched in 1975 was:
a) Bhaskara

b) Aryabhata

c) INSAT-1A

d) Rohini

Answer: b)

Q2. 5G technology primarily uses which frequency band?
a) Low frequency (below 1 GHz)

b) Mid-band (1-6 GHz)

¢) High frequency (above 24 GHz)

d) Bothb & c

Answer: d)

Q3. Who is known as the “Father of the Indian Space Programme”?
a) Dr. A.P.J. Abdul Kalam

b) Dr. Vikram Sarabhai

c) Dr. Satish Dhawan

d) Dr. K. Kasturirangan

Answer: b)
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Physics

Q1. Sl unit of power is:
a) Joule

b) Watt

c) Newton

d) Pascal

Answer: b)

Q2. The force which opposes relative motion between two surfaces is:

a) Tension

b) Friction

c) Gravity

d) Centripetal force
Answer: b)

Q3. Work done is zero when:

a) Force is applied in direction of displacement
b) No displacement occurs

c) Force and displacement are at 90°

d) Bothb&c

Answer: d)

Q4. The image formed by a plane mirror is:
a) Real, erect, same size

b) Virtual, erect, same size

¢) Real, inverted, diminished

d) Virtual, inverted, magnified

Answer: b)

Q5. The unit of resistance is:
a) Ohm

b) Volt

c) Ampere

d) Watt

Answer: a)

Q6. Which of the following is not a renewable energy source?
a) Wind energy

b) Solar energy

c) Petroleum

d) Hydropower

Answer: c)

Q7. The frequency of AC used in India is:
a) 50 Hz
b) 60 Hz
c) 25 Hz
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d) 100 Hz
Answer: a)

Q8. Which law explains the relation V=IRV = IRV=IR?

a) Newton’s Second Law
b) Ohm’s Law

¢) Boyle’s Law

d) Faraday’s Law
Answer: b)

Q9. Which device is used to measure current?
a) Voltmeter

b) Ammeter

c¢) Galvanometer

d) Ohmmeter

Answer: b)

Chemistry

Q1. The atomic number of oxygen is:
a) 6

b) 7

c)8

d)9

Answer: c)

Q2. Chemical symbol of Sodium is:
a) So

b) Na

c)S

d) Sn

Answer: b)

Q3. Which gas turns lime water milky?
a) Oxygen

b) Carbon dioxide

c) Hydrogen

d) Nitrogen

Answer: b)

Q4. The pH of a strong acid is usually:
a) 1-3

b) 5-6

c)7

d) 9-10

Answer: a)
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Q5. Rusting of iron is a:
a) Physical change

b) Chemical change

c) Both

d) None

Answer: b)

Q6. Which allotrope of carbon is the hardest natural substance?

a) Graphite
b) Diamond
c) Fullerene
d) Charcoal
Answer: b)

Q7. Which of these is an alkali?
a) HCI

b) NaOH

C) H>SO4

d) CH;:COOH

Answer: b)

Q8. Which is used in preparation of soap?
a) Hydrochloric acid

b) Sodium hydroxide

c) Ammonia

d) Nitric acid

Answer: b)

Q9. The gas used in fire extinguishers is:
a) Oxygen

b) Nitrogen

c) Carbon dioxide

d) Chlorine

Answer: c)

Q10. The chemical formula of washing soda is:
a) NaCOs-10H20

b) NaHCO:s

c) NaOH

d) CaCO:s

Answer: a)

Life Sciences / Biology

Q1. The functional unit of the nervous system is:

a) Nephron
b) Neuron
c) Axon
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d) Brain
Answer: b)

Q2. Which organelle is called the “powerhouse of the cell”?

a) Ribosome

b) Nucleus

¢) Mitochondria
d) Golgi body
Answer: ¢)

Q3. Plants lose water mainly through:
a) Photosynthesis

b) Transpiration

c) Respiration

d) Digestion

Answer: b)

Q4. Which blood group is universal recipient?
a) A

b) B

c) AB

d)O

Answer: c)

Q5. Photosynthesis occurs in which cell organelle?
a) Chloroplast

b) Mitochondria

c) Nucleus

d) Ribosome

Answer: a)

Q6. Insulin is secreted by:
a) Liver

b) Pancreas

¢) Kidney

d) Brain

Answer: b)

Q7. Which vitamin deficiency causes rickets?
a) Vitamin A

b) Vitamin B

¢) Vitamin C

d) Vitamin D

Answer: d)

Q8. Male reproductive organ in plants is:
a) Ovary
b) Anther
¢) Stigma
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d) Style
Answer: b)

Q9. The largest organ in the human body is:

a) Heart

b) Liver

c) Skin

d) Kidney
Answer: ¢)

Q10. DNA carries:

a) Proteins

b) Genetic information
c) Hormones

d) Energy

Answer: b)

I A

Question and Answer on Rajbhasha for Departmental Examinations

.No. | DOODO0 OO0 OOO00 /Question& Answers
OO0 D00 00 0000000 0000 00? / What is the Official Language of Union of India ?
1.
Ans. | DDODOO00 OO00 OO0 OO000 / Hindi in Devanagari Script.
0000 000 DO000000 00 OO0 XvilODD 00000 00 00000 00d?
2.
On which date Part XVII of the Constitution was passed in Parliament ?
Ans. 14-09-1949
DO00000 0000000 00 00000 000 1963 ? When was Official Languages Act 1963 passed ?
3.
Ans. | 10-05-1963
OO00000 0000000 D000000 000 1963? When was Official Languages Act 1963 amended ?
4,
Ans. 1967
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O000000 0000 00 0000 00000000 D000 0000000 00000000 00— ? What are all three regions

5. classified under Official Language Rules ?
Ans 0/ 0000000000 , A, B&CRegions.
00 000 “00000 0000 ” 00 00000 0000 00 ? Whenis “ Hindi Day ” celebrated every year ?
6.
COO000 14/ September 14,
Ans.
0000000 0000 00 000000 000000 O 0000000 00000 0000 000 0000000 000 000 oo, 2
7.
According to Official Language Rules, under which region Andaman & Nicobar Islands come ?
C-0000000  /Region-A
Ans.
0 0000000 000 00000000 000 DO000 000000 0ooo og ?
8.
Which are the UnionTerritories classified under Region-B ?
0 A e I A A e
Ans. | UnionTerritories of Candigarh, Daman & Diu, and Nagar Haveli.
OO00000 000000 00 0000000 0000 00 ? What is the Official Language of Arunachal Pradesh ?
9.
OO0000000 - /English
Ans.
I A A e A o I e N A W
10. |00 000 00000 DODOOOO OOO00 OO ?
What is the Act passed to give legal form to the assurances to given to Non-Hindi speaking people?
OOJ0000 0000000 (DO00000) 1967 - /Official Languages Act (Amended) 1967.
Ans.
0000000 0000000 00 0000 3)3( 00 00 00000000 0og - ?
11.
From when did the Section 3(3) of O.L.Act take effect ?
, 00000 261965 /26 January, 1965.
Ans.

0000000 DOO0000 1963 0 0000 y IV O0000 0000000 O (?
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12. With which Section IV of O.L. Act 1963 is concerned ?
000000 0000000 00000 00 000 00 0000000 O0.
It is concerned with the constitution of Parliamentary Committee on Official Language.

Ans.
0000000 0000 00 0000000 0000 0000 00000000 343- 0000000 OO 000 000 000 OO0 351

13. ?
In which part of the Constitution are the Articles 343-351 that give information about Official
Language available ?
OO0=-XVIH(DOO00000 000) / Part — XV ( Seventeenth Part ).

Ans.
0000000 00000001963 00 0000 0O DOOOOD DOO00 000 O0d 77

14.
With which Section 7 of Official Languages Act 1963 is concerned ?
UO00 0000000000 00 0000000 000 00000 D0 D000 0000000 00 00000000 DO00000 - 0o
I

Ans. It is concerned with the optional use of Hindi or Other Official Languages in Judgements in High
Courts.
DO00000 DO00000 000 DO000 000 0000 0000 0000 7 O 6 0O 0000 19637

15.
In which state Sections 6 & 7 of Official Language Act 1963 do not apply ?
Loooo O oooooo - /Jammu & Kashmir

Ans.
e o

16. . . .
Please write the languages available in the 8" Schedule ?
1. o009 o, 2 ,0000C.3 000000d.4 ,00000.5 ,00000.6 , UOODO0OO. 7, HO0O0OO.
g8 ,Loooo.e ,oooo-.10 L, 00000.1112 000000, DOODOO , 13, 000000.14 , D00000E.

Ans. 15 ,000d.16 0000017 ,000000.18 ,0000d.19 ,0000.20 ,000000.21 DOOOOO DO
22 DO .
1.Assamee, 2.Bengali, 3.Gujarati, 4.Hindi, 5.Kannada, 6.Kashmiri, 7.Konkani, 8.Malayalam, 9.Manipuri,
10.Marathi, 11.Nepali, 12.0riya, 13.Punjabi, 14.Sanskrit, 15.Sindi, 16.Tamil, 17.Telugu, 18.Urdu,
19.Body, 20.Santhali, 21.Mythli and 22.Dogri.
O DD000o0 000 Do0 0000 0000000 00 00000 /Please mention the States coming under B-

17. Region ?

Ans I I I A 6 0 0/ M R M A
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Gujaraj, Maharathtra, Punjab, Candigarh, UnionTerritories of Daman & Diu, Dadra and Nagar Haveli.

18. 0O00000 00 000-v 000 0000000 0000 0000000 00000 000 00000000 000 0g - ?
In which article is the provision regarding OL Policy available in Part V of the constitution ?
Ans. | DOCCOCC0 120/ Article 120.
0000000 00 00000 0000000 000000 00000000 000000 00000000 00 000 0oo0o ?
19.
Name of the article in which the provision of the English schedule of the constitution is available?
OO000000 344)1 (¢ 000 351/ Article 344(1) & 351.
Ans.
UOOOO00 OOOOO OOoo0 00000 0000 000 19637
20.
Why was the O.L. Act 1963 passed ?
00 000 00 00000 00 000 00000000 00 000000 00 0000 0000 00 00000000 0000 1965
OO0 O0o
Ans.
To use English along with Hindi even after 1965.
OO0O000 0000 00 00000 000 ? When was the Official Language Rules passed ?
21.
1976
Ans.
0000000 0O XVIlOOO 000 00000 00000000 00o - ?
22.
How many articles are there in Part XVII of the Constitution ?
o /9
Ans.
00000000 00 000000 000 0000000 0000 00 00000000 00 000 3447
23.
In compliance of Article 344 when was the Official Language Commission formed ?
OO00 /000 1955In the year 1955
Ans.
DO00000 0000 00 00000 0000000 000 00 ? Who was the First Chairman of the O.L.
24, Commission ?
Ans. | 0O / 000.00.B.G.Kher

10 A A e e e o o [ I
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25. 0oo og ?
Who was the first Chairman of the Committee which was formed on the recommendation of the
Official Language Commission ?
0o/ O0d.0o.G.B.Pant
Ans.
0000000 00 000000 DO0000000 000000 DO0000000 00 000000 00 000000 000 0000 OO,
26. |7
As per Constitution, who is translating the statutory rules, regulations and others ?
Ans. | (OO0 OOO0COCC0 - /Law Ministry
-00 D000 00000 0000000 00 000 000-00 000 00 000000 000000000 00 000 000 1965
27. 00 D000 00000 0000000?
Which were the main languages & co-official language used for the official purpose of the Union of
India up to 1965 ?
OOO00000 D0000 COO00000 000 00000 00000 0000000 . English was the main language and
Hindi co-official language.
Ans.
Part-VI L0 OO0 00 COO00000 O0-? - Which Article comes under Part-VI ?
28.
OO0JO0000 210/ Article 210
Ans.
0000 000 0000 0000 DO0000 00000 0000000 00000 00 000000000 00000 0d 19732
29.
Who chaired the first Railway Hindi Salahkar Samiti constituted in 1973 ?
D000 D000 000000 00000 /Shri Lalit Narayan Mishra.
Ans.
0000 000 0000 000000 0000000 00000 OO0 0000000 000 00 19767
30.
Who was the Chairman of the Parliamentary Committee on O.L. constituted in the year 1976 ?
Ooooooon OO0 0ooooo 00 00 00000 /The then Home Minister Shri Om Mehta.
Ans.
000000 0000000 00000 00 000 00 00000 000000000 0o o000 boooo 0boo oa-2
31.

Which committee of the Committee of Parliament on Official Language prepares the draft ?

I e e I A o 0 0 0
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Ans. | Drafting & Evidence Sub-Committee of the Committee of Parliament on Official Language.
I A A o I R [ e > o7
32. 00000 00 00 00 00 0000 00O OO?
In which year the post of Hindi Asst. was created in Rly. Board in compliance of President’s order?
0000 000 00000 00000 00 0000000 0000000 1952In the General Branch of Railway Board in
the year 1952.
Ans.
U000 000 00 00000 000000 0000 0000 00 00000 000 00 000 00 000 D00 0o000o
33, 0od dadr?
In which year the Hindi translation of Railway Budget was prepared and who was the Rly. Minster?
Ans. | OO0 OO0 0000000 000 D00000 O0000000 - D 19561n the year 1956, Late Lal Bahadur
Shastri.
00000 00000 000 00000 000000 00 000 00 000 00 (0oo0) ?
34,
In which year Hindi (Parliament) section was established in Railway Board ?
0000 000 1960/In the year 1960 .
Ans.
“0 7 0000000 00 0000000 000 00000 000 000 0o dd-2
35.
What are all the States that come under Region “A” ?
0 e A e A I
Ans I O e A A e 0 R [ I
' 0000 OOoo0oo
Bihar, Jharkhand, Delhi, Haryana, Himachal Pradesh, Madhya Pradesh, Chattisgarh, Rajasthan, Uttar
Pradesh, Uttaranchal & Andaman & Nicobar island group and Delhi.
“0 7 0000000 00 0000000 000 0DO0000 000 000 00 00-2
36.
What are all the States that come under Region “C” ?
“07 00 “0” 0000000 000 000000000 0000000 00 000 00000 000000000 00 00000
A 00000 000 000 00000 0000000 00000000 00, 0000000 , 0000, 00000000
ns. oo 00 000
o 0000

, Looooood -, 000
\

0 0 000000, 0000 |, 000
0o, 0000000 , O \

, Looooad -,

O I O O
0 e

4
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L0000 D0o0D00d 0 D00ooooe

Region “C” means the States and Union Territories other than those referred to in Region A & B,
Tamilnadu, Kerala, Karnataka, Andhra Pradesh, Orissa, West Bengal, Goa, Jammu & Kashmir, Assam,
Nagaland, Meghalaya, Arunachal Pradesh, Sikkim, Tripura, Mizoram, Manipur, Union Territory of
Pondicherry & Lakshadweep.

000 00000000 00 00000000 000000 0000000 00000 00 00000 00 00000 0000 O00-?
37.
Which Sub-Committee of the Committee of Parliament on O.L. inspects Rly. Ministry ?
Oooon 0o ooooe /Second Sub-Committee
Ans.
00000 000 DO000000000 000 0000 00 000 00000 00000 000000 0000 00 00 00000
38. 0000 og ?
What is the scheme implemented by Railway Board for doing work in Hindi
Ans COC0000 000000000 D00 00000000 00000 /Rajbhasha individual Cash Award Scheme.
OO0000000000 00 0000000 000000000 000 0000 00 00000 0000 00000000 0oo0d -,
39. Amount of Award for passing Prabodh, Praveen & Pragya Examination
Uooo/Prabodh 00 /Praveenl L)) )/Pragya
/U0 D000 D000 o 7070 or more marks : 1600 (7] .1800 0] .2400
L]
60- /0000 69Marks : .U 800 1200 [ .1600
L.
55- /000 59Marks : .00 400 600 L[] .800
.
UOoHoo0 o000 00 000000 00 0000 0000 04
40. What is the expansion of OLIC used by Department of Official Language ?
COO0000 00000000000 00000 /Official Language Implementation Committee.
Ans.
000000 00000 00 O00000C0000 00 000 00000 000000000 boooootoo oa 2
41.

How many Hindi courses are prescribed for Central Govt. Employees ?
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L] /Three + 1 Parangath

Ans.
000000 00000 00 00000000000 00 000 DO00000000 000000000 000000000 0000 00 ?
42.
Which is the elementary Hindi course prescribed for Central Government employees ?
000000 / Prabodh
Ans.
OOO00000 DO0000 Oo000 00 0000000 000 00 ? Who is the Chairman of Central Hindi
43, Committee ?
Ans. | DOO000 COOo /Prime Minister.
0000000 0000000000000 OO0 00000 00 000000 000 000000 00 0000000 000 0oooo /
44, 000000 00 0000 O0?
Which Committee reviews the progress made in the propagation of Hindi in a particular Ministry /
Department ?
Looon Dooooon ooooo - /Hindi Salahkar Samiti.
Ans.
0000000 DO0000 0000000 00000 00 000 0O 00gd ?
45.
When was the present Parliamentary Committee on Official Language constituted ?
Loood ,1976 /January, 1976
Ans.
0000000 00 000000 00000 00 00000 00000 0d 2
46.
How many members are there in the Parliamentary Committee on Official Language ?
ood /30
Ans.
000000 0000000 00000 000 000 000 00 00000 00000 00g ?
47.
How many Lok Sabha Members are there in the Committee of Parliament on Official Language ?
oo /20
Ans.
000000 0000000 00 000000 00000 00 00000 00 bOOooooo O0g--
48.

At present, how many Sub-Committees are there in the Parliamentary Committee on O.L. ?

/ U0 DO000000 33 Sub-committees.
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Ans.

000000 0000000 00000 00 00000 000000 0000 0O °?
49, . . . . -
What is the main duty of the Committee of Parliament on Official Language ?
Ans O0000 00 0000000 000000 00 0000000 0000 /To review the progressive use of Hindi.
000000 00000 000 0000 000 0000000 00000000000 00000 00 0000000 000 0000 OO ?
50.
Who is the Chairman of the Town Official Language Implementation Committee constituted on major
cities ?
OO0 00 Do00000 Do000 00000000 00 00000000 O000000 - /Senior most Central Govt.
Officer of the city.
Ans.
OO00000 00000000000 00000 00 000000 00 0000000 0000 00 ?
51. . g . - . .
What is the periodicity of the meetings of Town Official Language Implementation Committee ?
/ D000 000 00 000 30nce in 3 Months.
Ans.
000 0000000 00000000000 00000 00 000000 00 0000000 0000 0o ?
52.
What is the periodicity of the meetings of Town Official Language Implementation Committee ?
/ 0000 OO0 00 000 e0nce in 6 Months.
Ans.
0000000 00 0000000 DO0000000 000 00000 0000 0d 2
53.
Who prepares the Annual Programme on Official Language ?
LO0 DU000000  /Ministry of Home Affairs.
Ans.
000000 00000 00 00000000000 0o OO0 Do00ooooo 00000 000000000 0000 0000 0Oo-2
54,
What are the Hindi courses prescribed for Central Govt. Employees ?
OoJo00 / 000000 O 0000000, Prabodh, Praveen & Pragya.
Ans.
000000 00000 00 000000 00000000000 00 000 000000000 00000 000000000 booo 0O
55. |7

Which is the final Hindi course prescribed for Clerical cadre employees of Central Govt. ?

COO00ee - /Pragya.
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Ans.

0000 000000000 000 D000000000 0000 00 000 000000 00000 00 00000000000 00
56. 000 00 0000000000 DO0000000 000000 OO0-?
What are all the training facilities available to a Central Govt. employee to get trained in the Hindi
courses ?
O0o000 / 00000000 000 00000000, 000, Regular, Intensive, Correspondence and Private.
Ans.
000 000 00000 000 O00000 000000000 00 00000 000000000 0000 0000 000 ?
57.
How many times are the Regular Hindi examinations conducted in a year ?
0 000 /2 Times.
Ans.
000000 00000 000000000 000 000 00000000 000 0000 0000 00-?
58. . - N
In which months Regular Hindi examinations are conducted ?
(0 O 00000 /May and November.
Ans.
00000 0O00O0000000 000 0000000000 0000 00 OO0 000 00000 00ooo- ?
59.
Who are eligible to be trained in the Hindi Course ?
I A e I A I
Ans. | All the Central Govt. employees in Class-IlIl and above.
0ooo “ 0 7 000 D0000000 00000000 004 0og 2
60.
Who are all employees classified under Category ‘A’ ?
A e o O A I
Ans. | Those employees whose mother tongue is Hindi or Hindustani or its dialect.
0000 “0 " 000 00000000 00000000 000 04d ?
61.
Who are all the employees classified under Category ‘B’ ?
A e e e I I
Ans.

Those employees whose mother tongue is Urdu, Punjabi, Kashmiri, Pusto, Sindhi or other allied
languages.

0ooo “ 0" D00 00000000 00000000 000 0o ?
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62. Who are all the employees classified under Category ‘C’ ?
00000 00000000 00000.000000 00 000000 00 , 000000 , 0000000
Ans. Those employees whose mother tongue is Marathi, Gujarati, Bengali, Oriya or Assamee.
OOo0 “ 07 000 Jo000000 00000000 O00 00 ?Who are all the employees classified under
63. Category ‘D’ ?
00 000000 D000 00 0000 00 00000000 00000 000
Ans.
Those employees who speak a South Indian Languages or English.
0000 “0 7 00 00000000000 00 000 000000000 00 0000000000 0000 00000000 00 ?
64.
From which course a category ‘C’ employees required to be trained ?
00000 /From Praveen.
Ans.
0000 “0 7 00 00000000000 00 000 000000000 00 0000000000 0000 00000000 00 ?
65.
From which course a category ‘D’ employees required to be trained ?
L0000 /From Prabodh.
Ans.
0000000 OO0 0000 00 00000 0000 0000000 00000000 000d oo ?
66.
What is the Lumpsum Award for passing Pragya ?
00/ .Rs.2400/-.
Ans.
Oooo0 0Oood 00 000oo0o0 D0o0oo0oo 000 00000000 00000 00 0000 DooDoo 0oooo 0o
67. 00 000 00000 00000000 0000000 0o00o00o Dooo ooo/?
How many Officers / Employees are awarded every year from Southern Railway under Railway Board’s
Rajbhasha Individual Cash Award Scheme ?
‘1 /Eight.
Ans.
UOO0000 000 00000000 00000 00 D000 000 0000 0000 00000 00000000 00 000 0004
68. od ?

What is the cash award amount for the first prize under Collective Cash Award Scheme ?

[/ .Rs.9000/- (1500 X 6) (]t /In Hd.Qrs.).
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Ans.

0000000 000 00000000 00000 OO0 0000 D00 0000 0000 0000000 00000000 00 000
69. | L0 Lo

What is the cash award amount for the second prize under Collective Cash Award Scheme ?
Ans 00/ .Rs.6000/- (1200 x 5) (00000000 000 /In Hd.Qrs.).

0000000 000 00000000 00000 OO0 0000 D00 0000 0000 00000 00000000 00 000 0000
70. od ?

What is the Cash award amount for the third prize under Collective Cash Award Scheme ?
Ans [/ .Rs.4000 (800 x 5 ) (OO0 00 /In HA.Qrs.).

000 000 10, 0000 00 000000 D0000 00 000 00 00000 000 00000 00000 00000000 000
71. 000 0000 0Od?

How many first prizes are given in a year for writing more than 10,000 words in one unit ?

07 /Two (00/.Rs.5000/- 00000 0OJ00000 / each employee ).
Ans.

I e 5 e e e e e A 0100
72. I O O N 4

How many second prizes are given in a year for writing more than 10,000 words in one unit ?
Ans. | 00 /Three ([10/. Rs.3000/- L0000 0000000 / each employee )

000 000 10, 0000 OO0 000000 00000 00 000 00 00000 000 00000 00000 O0000000 000
73. 000 0000 oade

How many third prizes are given in a year for writing more than 10,000 words in one unit ?
Ans. | 000 /Five (0/ . Rs.2000/- D000 0000000 / each employee )

000 0000 O0000 00 000 0000 000 COo000000d 0000 0000 0o, 00000, ?
74.

In which order Name, Designation and Sign Boards are to be exhibited ?

1000000000 0000, 2, 00000.3 / DO000000. 1. Regional Language, 2. Hindi 3. English.
Ans.

U0 000 000000 000000 000 0000 0000 0000000 00 000 0000 000 00000 0000 0004
75. oo ?

In which order forms used by Public are to be prepared ?
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Ans. | DOODOO000 /0 ( DOO00 O 0000000, 000000000y Trilingual form (1.Regional Language, 2.Hindi,

3.English)

OO00 DOo000 00 000 00000 o000 0000 0000 00 ?ln which order Rubber Stamps are to be
76. prepared ?

00000 .00 0000 00000 00 0000 0000000 - 00000000 00000000 000 000-
Ans.

Hindi-English Bilingual form - one line Hindi and one line English.

OO0000000000 00 0000000 000000000 D000 000 00 00000000 0000 00 00000 0000
77. OO00000 00000000 0000 0000 O0?

Amount of Lumpsum Award for passing Prabodh, Praveen & Pragya by private study.
Ans. CO0000 OO 000 /For Probodh .. 001/ . Rs. 1600/-

OO0 e o /For Praveen L L [00/ . . Rs. 1800/-
0000000 00 000 /For Pragya .. 07/ . .Rs. 2400/-

I A e e e o I 0 R [ 0
78. 0000 0000000 00000000 0000 0000 0O ?

What is the Lumpsum Award for passing Hindi Typewriting and Hindi Stenography Examination by

private study ?

Looon ooon - /Hindi Typing .. 0JJ/. .Rs. 1600/-
Uooo0 Coooooo - /Hindi Stenography .. [OJ/..Rs.1600/-

Ans.

00000 0000000 000 00000 000000 0000 0ood 0o ?
79.

What is the Foreign Language included in the Eighth Schedule ?

00000 /Nepali.
Ans.

0000 000 DO0000000 00 0000000 00000000000 00000 00 0000000 000 000 ?
80.

Who is the Chairman of the Divisional Official Language Implementation Committee ?

D000 000 0000000 /Divisional Railway Manager.
Ans.

000000 00000 00 00000000000 00 D00 D0o0ooo00000 00000 000000000 /00 Do0ooooo-
81 00000 OO?

Which Ministry / Office is conducting the exams for the Central Govt. Employees ?
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Ans. | 000 00000000 OO0 D000 O0000 000000 00000 /Hindi Teaching Scheme under Home Ministry.
OOO0000 00000000 D0 000 000 00000 00000 ? Who'is eligible for Lumpsum Award ?
82.
000 00000000 00 00000 00000000 000 00 000 D000 O0O0.
Ans. | Those employees who pass the Hindi exams by private efforts.
000 0000000 00000000000 00000 000000 00 0000000 000 000/ ?
83.
Who is the Chairman of Town Official Language Implementation Committee /GTL ?
OO00 000 0000000000000,/ 0000 00000000000/ Divisional Railway Manager / South Central
Ans. | Railway/GTL.
000000 0000000000 00 000 0000 OO0 0000 000 0ooo oo ?
84.
In which order are the Station announcements made ?
0000000 (00000 O 00000000, 000000000) Trilingual (Regional, Hindi & English).
Ans.
D00 00000 000 000000 D00 000000000 0000 C0? - Inwhich proportion the Roof Board has to
85. be displayed ?
Ans. | 00000000 OO0 - 00000000 (OO000 O 00000000 , O00000000)
In equal proportion — Trilingual (Regional, Hindi & English).
00000000 00 0000 00000 00 000 000000 000000000 000d 000d 0o ?
86.
How the panel Board of a train has to be displayed ?
DOJo0000 (o000 O 00000000, D00000000) In Trilingual (Regional, Hindi & English).
Ans.
DOJO0000 D000 00 000 000 00000 00000 ? Who are eligible for Personal Pay ?
87.
I A e e A A e A I
A 0o 00 00000 Dooooo. D000 DooC000 D00ooCC. 00 000000 00 00000 000 00 0000a- oa
ns. 0000000 000 000000000 0000000 000 00000000000 0000000 000 0000 000000000000
L.
On passing Pragya examination organized by the HTS of the Central Government or on passing the
prescribed exam duly securing the specified % of marks for certain categories by the Central
Government.
0000000 00000000000 00000 0000000 00 000 0000 0000 000000 00 0000 0000 0o ?
88.

What is the amount of Honorarium given to the OLIC Clerks ?
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[/ .Rs.600/-

Ans.
00000 000000000 000000000 000 000000000 0000 00 000 000 00000 000 ?
89.
Who are eligible to undergo training in Hindi Conversation course ?
0000 0000 00 000 0000000 00 00 0000 00 0000 000000 0000 000 0000y v 0d
Ans. | 0000000 0000, (
All the open line staff ( including Class-IV ), who come in contact with public directly.
000000 00000 00 0000000 00000000 00 00000 00000 000000000 0000 0000 0o/?
90. T, :
Why training in Hindi is imparted to Central Government Officers / Employees ?
OO0 00 00000 000 0000 0000000 000 0000 . By which they can do their day-to-day work
OO0 000000000 COO000000 . O0 0000 0000 00 ? What is the duration for Hindi
91. conversation course ?
Ans. /000 3030 Hours.
000000000 000 0000000000 0000 00 000 000 0oo0d oo?
92.
Who are eligible to undergo training in Hindi Workshop ?
I e T A I O O e I
00000, 00000000 0000000 040/
Ans.
All Class-lll and Gazetted staff, who have working knowledge / proficiency in Hindi.
0 T s A e
93. OOOO000O0 0000 0odd
0000 o04a ?
What is the Personal Pay given for passing Hindi Stenography, to a stenographer whose mother
tongue is not Hindi ?
I e e 2 A e I A
Ans. | personal Pay equivalent to 2 increments for a period of 12 months.
00000 0000000000 00000 00 00000 D000 00 000 000000000000 00 00000 0oog  /
94. 00000 D000 00000?
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What is the quantum of Hindi Typing work to be done by a Typist / Steno to become eligible for
Hindi incentive allowance ?

I o 0 A M R 0 0 [ I I 100
Ans.

5 notes in Hindi in a day or 300 Notes in Hindi in a quarter.

90% 00 000000 00 95% 00 00 000 0000 DO0000 0000 D00 0000 00 00000 0000 000
95, 00000000 000d O0O°?

What is the amount of Cash Award for passing Hindi Typing with 90% or more but less than 95% or

marks ?

1/ .Rs.800/-
Ans.

00000 0000000 000 95% 00 000000 D00 0000000 0000 00 0000 000 00000000
96. 0oooog ?

What is the amount for passing Hindi Stenography with 95% or more marks ?
Ans. | [/ .Rs.2400/-

00000000 0D0000 000000000 00 0000 0000 0000 000000 0000 0d 2
97.

What is honorarium amount given to Part Time Hindi Librarian ?

[/ .Rs.1000 OO0 OO0 /per month.
Ans.

00000 0000000 000 0000 00 00000 0000 D000000 00000000 000d og - ?
98. . . . . -

What is the Lumpsum Award given for passing Hindi Stenography Examination ?

OOO00 COoOOoooC  /Hindi Stenography  —Rs.3000/-
Ans.

0000000 0OO0000 00 000000 00 000 00 00000 000000000 000 00000 004 0o--?
99.

‘Y OOooooo - 00000, 000000 0000oo |, DooCoCooo , 00000000 00000 000004,
Ans , 00000000, 0000 000000, 00000040, 00000004

I A o O I I A I I

‘Y OOooooo - 000000.00000 000 000 00000 0000000, booooooooo

T DOO000o -0 000 00 0000000 000000 0000 000 0000d.

0000 00000000 00 00000 000000 00 000 00000000 0000 0000 0000 00 2
100.
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00000000 00000 OO0 000 0000000000 00 00000000000 00 00000 00 000000000
00000 DO00000 00 0000 0000 0000000000 00 000 0000000 000 00000000 0oo-
Ans. | HooNOND COOOOO0O0000 00 00000 000000000 80 0000 00000000 000 000 0000 000
.00 0000 00000000 00 00000000 0000 0000 00, 00000 0000000 00 0000 OO
10 DO0C00E Doy Y4 ¢ ,10)2.0 (¢ (
00000 000 DO000000 0000000 00000000 0000 0000 00g ?
101.
00 00000000 00000 0000000 0000000 0000 0000000 00 0000 000000 000 0000000
00000 DO0000 00 00000000 0000 00 00 000000 0000000 00 0000 0000000 00 0000
Ans. | foopN CODOOOD 000N0 00 00 O0000000 0000 00 000 000 0000 00 00 00 00
ODO000 00 000000 0000000 000 00 00000 0000 00 00 000 00000 000 00000000
0000000 00-0000000 0000) .9 (
00000 00 000000000 00000 0000000 DO000000 0000 0000 000 ?
102.
U0 00000000 000000 000000 0000000 0000 0000000 00 0000 000000 D00 0000000
I A O T A I [ A 0 I [
Ans. OHOoO00 000000 000 00 00000 0000 00 00 000 00000 00 000000000 0000o
0
0000000 00000 000000 000000 DO00000 000000000 0ood og
103.
1 9 e e 5
OOO000 00000000 0000 0o (DOOD0O0D 00000y 000000 DoooD 00000 00 000 000o00oo
Ans. /0000000 000000000 00000000 0000 0000 00 00 D00 000ooooooo
0o , 00000000 000000 , 00000000 Doooo 00 000000000d/00000000000 000 00 0000
I I O
U000 o000 Do00oo 00o0oo0o Dood 00 oD0oD0oD0oo 00 000 0000 0o0oood
104. 00000000000 00000000 OO0 0000000 0ooog ?
OO0O00O00O00 00 00000000000 00 000 0000000 00 000 00 0000 0000 00 00o0ooo
UHooODoOooo 0OooDooo 0o 000 0000 oo 0o o, 0000 000000 000000 0ooao
ooood 0Oooo- 0000000 00000 Doo0o -, 00000000 00 00000 000000 0o0ooood
Ans. 0 A A
e A A e A I I e I
0000000000 00000
* ¥k k¥
DO0000000 00000000 — Terminology
00000 00oo 00000000 0000 00000 0000 UO00o000 0o0d
0000 Marking 0ooo0o Money Order
EENEEEENE Endorsement 00000 Doer
EENEREN Demarcation 00000000 Agent
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Distance
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Authority
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Balancing
Comparative

Non-Comparative

AR EEE

UU0O0O000

AN EEEE

UUOOOO000

UU0O0O0000

UU0OOO000000

RN

UOOO0000

U000

ERREN

ERREN

U00000000

UO000000

HooOo000000

Uo00o0000

Hoo0o00000

HooOo000000

HooOo00o0d

HooOo boo0o

Ho0Oo000od boood

Hooood

HoOOo0000

HoOOo00o0d

HoOOo00o0d

HoOOo0000

Hoo0oo

Ooo00000-

000 0oood

o0 boooo0o0d

Uood 000

EEEEE

Loanee
Borrower
Depositor
Checked by
Prepared by
Approved by
Presented by
Activity
Employee
Personnel
Diligent

Duty / Work
Acting

Duty

Efficiency
Executive
Minutes / Proceedings
Implementation
Functioning
Working Committee
Executive Council
Action

Process
Procedure
Activities

Active
Comparison
Balance-sheet
Ledger Folio
Ledger entry
Book of accounts

Value / Price
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aoao Date
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Application
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00000 0000 00000000 0000
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10.

11.

12.

13.

ooo td
00000 000 00000000 000 00 000 00000 000000 000 0000 0oodo/

The following Legal documents must be invariably prepared / issued both

Hindi and English simultaneously

OO0 00 /General Order *

OO0 /Rules **

OO0 /Resolution

OOO00000  / Notification ***

HOOCE DOO00000000 /Press Communiqués
DOOO0000000000 -/ Licenses

RN ENEEEN /Permits

OOO000000 Cf 0000 0000000 /Administrative or other reports
COO000 DoOo0 000 D0000 - /Tender Forms and Notice

OOooos - /Contracts

OO0 /Agreements

I A o

Administrative and othe reports to be laid in Parliament

Uooo Do0 Do00o0oo0 0000 DoD000 Dooood - / Official papers to be laid in
Parliament

* 000 0000000 000 0000 000000 000000000000, 00000000 0oog-, 00o0od
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1. WhichisnotinMSWord?

(A) Italic
(B) Font
(C) Bold

(D) Magictool
Answer:(D)MagictoolisnotapartoftheMicrosoftWordsoftware.

2. Whatistheblankspaceoutsidetheprintingareaonapage?
(A) Margins
(B) Clipart
(C) Footer
(D) Header
Answer:(A)Margins

3. SelectallthetextinMSWorddocument by
(A) Ctrl+S
(B) Ctrl+A
(C) Ctrl+Vv
(D) Ctrl+1

Answer:(B)Ctrl+Aisusedtoselectallthetextinthedocument.
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4. WhichisnotaneditionofMS Word?
(A)  MSWord2007
(B) MSWord2003
(C)  MSWord2200
(D)  MSWord2010
Answer:(C)MSWord2200isnotaneditionofMicrosoftWord.

5. Ctrl+Icommandisusedforwhatpurpose?
(A)  SaveDocument
(B)  Leftindent
(C) ltalic
(D)  CloseDocument
Answer:(C)Ctrl+lisusedtoapplyitalicformattotheselectedtext.

6. WhichofthefollowingtoolscanbeusedinMS Word?
(A)  Hyperlinks
(B)  Bullets
(C)  Highlight
(D)  Alloftheabove
Answer:(D)Allofthe above

7. Whatisthefunctionofthespellingandgrammartool?

(A) CorrectsSpellingErrorsAsYouType
(B) IndicatesGrammaticalErrors
(C) IdentifiesWordsWithCapitalizationProblems
(D) AllOfAbove
Answer:(D)Allofthe above

8. Formattingisperformedon

(A)  Table
(B) Text
(C) Menu

(D)  Both(a)and (b)
Answer:(D)Both(a)and (b)

9. Whatislandscape?

(A) PageOrientation

(B) PaperSize

(C) AFontStyle

(D) PagelLayout
Answer:(A)PageOrientation

10. Whichfunctionkeyisusedtospellcheck?
(A) F6
(B) F7
(C) F8
(D) F5
Answer:(B)F7

11. WhatisthemaximumnumberofcolumnsthatcanbeinsertedinMSWord?
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12.

13.

14.

15.

16.

17.

(D) 45
Answer:(D)45

Numbersorlettersthatappearbelowthenormaltextarecalled?

(A) Subscript

(B) Toptext

(C) Supertext

(D) Superscript
Answer:(A)Subscript

Ctrl+Nisusedto
(A) ClosetheDocument
(B) CreateaNewDocument
(C) OpentheDocument
(D) SavetheDocument
Answer:(B)CreateaNewDocument

ThenameofaMSWord documentisdisplayedin

(A) Titlebar

(B) Ribbon

(C) Hometab

(D) Statusbar
Answer:(C)Hometab

WhatisthesmallestandlargestfontsizeinMS Word?
(A) 5and72
(B) 8and68
(C) 8and72
(D) 6and72
Answer:(A)5and72

WhatisthefunctionofrulerinMS Word?
(A) tochangepagemargins
(B) toset indents
(C) tosettabs
(D) Alloftheabove
Answer:(D)Allofthe above

WhichfeatureofMicrosoftWordhelpsincreatinglist?
(A) BulletsandNumbering
(B) WordWrap
(C) Scaling
(D) WordArt
Answer:(A)BulletsandNumbering

43| 50



18.

19.

20.

21.

22.

23.

24,

Helpwindowcanbeopenedby?
(A) F2
(B) F9
(C) F1
(D) F11
Answer:(C)F1

Guttermarginrefersto?
(A) Marginthatisaddedtothebindingsideofpagewhenprinting
(B) Marginthatisaddedtotheleftmarginwhenprinting
(C) Marginthatisaddedtotheoutsideofthepagewhenprinting
(D) Marginthatisaddedtorightmarginwhenprinting
Answer:(A)Marginthatisaddedtothebindingsideofpagewhenprinting

MS Word is software?
(A) Presentationtool
(B) Spreadsheetprogram
(C) WordProcessingtool
(D) Noneofthese
Answer:(C)WordProcessingtool

Shortcutkeyfor“Subscript”is?
(A) Ctrl+Shift+—
(B) Ctrl+Shift+=

(C) Ctrl+=
(D) Ctrl+—
Answer:(C)Ctrl+=

WhatisthedefaultfileextensionforalIMSWorddocuments?
(A) .word
(B) .txts
(C) .docx
(D) .docs
Answer:(C).docx

WhatisaDocumentOutlineView?
(A) Apreviewinafullscreen
(B) Aviewwithastructureofheadingatvariouslevels
(C) Apreviewwithmargins
(D) AViewwithamarginsandgutter
Answer:(B)Aviewwithastructureofheadingatvariouslevels

Whatistheshortcutkeyfor FindandReplace”dialoghox?
(A) Ctrl+H
(B) Ctrl+Shift+F
(C) Ctrl+R
(D) Ctrl+F
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25.

26.

27.

28.

29.

30.

31.

Answer:(A)Ctrl+H

WhatshortcutkeyisusedtosplitatableinMS Word?
(A) Ctrl+Shift+ Enter
(B) Alt+Space+ Enter
(C) Ctrl+Alt+Enter
(D) Alt+Shift+Enter
Answer:(A)Ctrl+Shift+Enter

Y oucancombinethenameandaddresseswithastandarddocumentusing?

(A) Databasemanagement
(B) Mailmerge
(C) Documentformatting

(D) Formletters
Answer:(B)MailMerge

Whatistheuseofawordprocessor?
(A) Trackandlistmonetaryexpenses
(B) Makeapresentation
(C) Typeabiography
(D) Maintainaninventory
Answer:(C)Typeabiography

Ctrl+Pagedowncommandisusedfor?
(A)  MovethecursoroneParagraphDown
(B)  MovethecursoroneScreenDown

(C)  MovethecursoroneLineDown
(D)  MovethecursoronePageDown
Answer:(D)MovethecursoronePageDown

SectionBreakoptiondoesnotconsistwhichofthefollowing?
(A)  PreviousPage
(B)  OddPage
(C)  NextPage
(D)  EvenPage
Answer:(A)Previouspage

WhatisthefunctionofCtrl+GinMSWord?
(A)  OpenParagraphDialogboxactivatingGotoTab
(B)  OpenGotoDialogbox
(C)  Open,Find,andReplaceDialogboxwithactivatingGotoTab
(D)  OpenPageSetupDialogboxactivatingGotoTab
Answer:(C)OpenFindandReplaceDialogboxwithactivatingGotoTab

WhatistheuseofEndKey?
(A)  Movesthecursortotheendofdocument
(B)  Movesthecursortotheendofparagraph
(C)  Movesthecursortotheendofscreen
(D)  Movesthecursortotheendofline
Answer:(D)Movesthecursortotheendofline
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32.

33.

34.

35.

Youcanchangeverticalalignmentfrom?
(A)  PageSetupdialog box
(B)  Formattingtoolbar
(C)  Standardtoolbar
(D)  Paragraphdialogbox
Answer:(A)PageSetupdialogbox

WhichofthefollowingisNOTpresentinMS Word?
(A)  FontSize
(B)  WordCount
(C) PageMargin
(D)  Brush
Answer:(D)Brush

WhenwasMicrosoftWordreleased?
(A) 1991
(B) 1981
(C) 1983
(D) 1980

Answer:(C)1983

The2ndtabintheRibbonis?
(A) Home
(B)  PagelLayout
(C) Insert

(D)  References
Answer:(C)Insert

1. An employee who was removed/dismissed under RS (D&A) Rules, 1968
can be re-appointed under Rule 402 by
(A) GM
2. Conversion of one kind of leave into another is permitted within a period of
--- days of the railway servant joining his duty on the expiry of leave availed
(A)15 days
(B)30 days
(C)90 days
(D)180 days
3. Wilful absence from duty after the expiry of leave renders a railway servant
(A)Liable to Disciplinary action
(B) Absent
(C)Period treated as Leave Due
(D)Suspension from service
4. No employee who was dismissed from railway service or convicted for
criminal offence shall be reemployed, without the sanction of
(A)Appointing Authority
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9.

(B)PHOD

(COGM

(D)President

The validity period of settlement/kit pass is

(A) 15 days

(B) 1 month

(C) 5 months

(D) 4 months

Special leave connected to inquiry of sexual harassment of working women
can be granted up- to a maximum period of days
(A) 15 days

(B) 10 days

(C) 60 days

(D) 90 days

. Wife of a missing railway employee whose whereabouts are not known is

eligible for Widow Pass

(A) From the date of representation by the wife of missing employee
(B) From the date of filing FIR

(C) From the date she is eligible for family pension

(D) None of the above

A person convicted by a court of law can be removed from service without
conducting enquiry intermsof Rule  of D&A Rules.

(A)9

(B) 14

(C) 14(2)

(D) 14(1)

An employee can be taken up for bringing outside political influence in

service

matters in terms of Rule of RS (Conduct) Rules.
(A) 10

(B) 14

(C) 15

(D) 20

10. Validity of half set complementary Pass is __ months

(A) 5 months
(B) 4 months
(C) 3 months
(D) 6 months
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1. WhichisnotinMSWord?
(A) ltalic
(B) Font
(C)Bold
(D)Magictool
Answer:(D)MagictoolisnotapartoftheMicrosoftWordsoftware.

2. Whatistheblankspaceoutsidetheprintingareaonapage?
(A)Margins
(B)Clipart
(C)Footer
(D)Header

Answer:(A)Margins

3. SelectallthetextinMSWorddocument by
(A)Ctrl+S
(B)Ctrl+A
(C)Ctrl+V
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(B)Ctrl+1
Answer:(B)Ctrl+Aisusedtoselectallthetextinthedocument.

4. WhichisnotaneditionofMS Word?
(A)MSWord2007
(BYMSWord2003
(C)MSWord2200
(D)MSWord2010
Answer:(C)MSWord2200isnotaneditionofMicrosoftWord.

5. Ctrl+lcommandisusedforwhatpurpose?

(A) SaveDocument

(B) LeftIndent

(C)ltalic

(D)CloseDocument
Answer:(C)Ctrl+lisusedtoapplyitalicformattotheselectedtext.

6. WhichofthefollowingtoolscanbeusedinMS Word?
(A)Hyperlinks
(B)Bullets
(C)Highlight
(D) Alloftheabove
Answer:(D)Allofthe above

7. Whatisthefunctionofthespellingandgrammartool?

(A) CorrectsSpellingErrorsAsYouType

(B) IndicatesGrammaticalErrors

(C) IdentifiesWordsWithCapitalizationProblems
(D) AllIOfAbove

Answer:(D)Allofthe above

1.What does ESS stands for in the HRMS context?

(A)Employee Staff Service
(B) Employee Service Support
(C) Employee Self Service
(D) Employee Status System

2. Which letter code indicates that data has been accepted by the accepting
authority in the ESS module?

(A)VR (Data Rejected by Verification authority)
(B) DR (Data Rejected by Dealing Clerk)

(C) DA (Data Accepted by Accepting Authority)
(D) N/A (Not available)

3. What is the full form of HRMS?
(A)Human Report Management System
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(B) Human Resource Medical System

(C) Human Resource Management System

(D) Human Resource Movement System
1. What action should be taken if a receipt is wrongly sent to a user and has not yet
been opened?

(a) Forward the file
(b) Delete the file
(c) Click the ""Pullback" option
(d) Mark it as read
2. Which module within eFile is used to create a new receipt?

(a) Dispatch

(b) Approval Requests

(c) Receipts --> Browse and Diarize

(d) E-File
3. Which action enables a user to mark a receipt back to the person from whom it
was received?

(a) Send Forward

(b) Send Back

(c) Create a new note
(d) Add attachments

4. Questions on HRMS,E-OFFICE,IPAS,UMID.

Kok kKKK
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