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INSTRUCTIONS

Each question is printed both in Hindi
and in English.

Answers must be writien in the medium
of English or Hindi as specified in the
Admission Certificate issued to you,
which must be stated clearly on the cover
of the answer-book in the space provided
for the purpose. No mark will be given
for the answers written in a medium
other than that  specified in the
Admission Certificate.

Candidates should attempt Question
No. 1, which is compulsory, and any
four of the remaining questions.

The number of marks carried by each
question is indicated at the end of the
question.
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1. (a)

(b)
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Indicate whether the following statements are

True or Iralse

(1)

(ii)

(1i1)

(iv)

{(v)

If any I:eceipt marked by the Central Registry
pertains Lo another Branch the same may be
passed on to that Branch by using the word
“Not for...”.

The responsibility for the preparation of
Annual Budget for the office of the Ministry
of Railways vests in Secretary Railway
Board.

Letters rejecting the views of a General
Manager of a Zonal Railway or turning down

his proposal may be signed by an Executive

Director.

Correction Slips to the various codes should
normally be issued only after a year of issue

ol administrative orders.

Even though Lok/Rajya Sabha labels for
questions, motions, bills are used, it will be
necessary to use in addition ‘Immediate’ or
‘Priority’ label in cases requiring prompt
action.

Explain briefly the Filing System and the

procedure for opening of a new file.

2x5=10
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1. () saEy 5 Frafafag 99 g8 € e 79 -

(1)

(ii)

(iii)

(iv)

(v)

2x5=10
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2. {(a)

(b)

(c)

3. (a)

(b)

(c)

4. (a)

(b)

Explain the procedure to be followed when a
Minister wishes to correct any inaccuracy in the
information which he has given in reply to a
question or a supplementary question or in debate
in Parliament. |

Enumerate the instructions regarding training in
Hindi in the case of an employee who declares
himself to have acquired a working knowledge in
Hindi.

Indicate the instructions regarding use of language
in non-Hindi speaking areas in Sign-boards,

Name-boards, Notices and Station names.

Enumerate the instructions regarding submission
of cases to the Minister.

What are the instructions for recbrding noting on
files, received from other Departments seeking
opinion, ruling or concurrence of the Ministry of
Railways ?

Explain the procedure for modification of notes

recorded on a file or orders already communicated.

Distinguish between the following two forms of

written communications :
(1) Order
(11) Office Order

Explain the procedure for dealing with Audit
objections and draft paras for the Audit Report.
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(a) Explain the status and functions of the Chairman
Railway Board in the Minisiry of Railways.

(b) Explain the procedure for dealing with a
Parliament Question which pertains to some other
Ministry but is wrongly addressed to the Ministry
of Railways. 10x2=20

Write short notes on any five of the following : dx5=20

(i) Endorsement

(ii) Chasing Section

(iii) Budget (Committee) Branch

(iv) Standing Note

{v) Un-official References

(vi) Movement of classified documents within the office
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Note :

English version of the Instructions is printed
on the front cover of this gquestion paper.



