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OFFICE PROCEDURE AND PRACTICE
~ {(For Category I1l)

Time Allowed : Two Hours Maximum Marks :

100

INSTRUCTIONS

FEach question is printed both in Hindi
-and in English.

Answers must be written in the medium
of English or Hindi as specified in the
Admission Certificate issued to wyou,
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
- gquestion.
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1. (a) Indicate whether the following statements are
True or False : 2%x5=10

(1) Indian  Railway Institute of Signal
Engineering and Telecommunications,
Secunderabad is a field organisation of the

Ministry of Railways.

(3i) The Government examines each
recommendation of the Public Accounts
Committee with a view to implanting them
and reporting to the Committee about the
action taken even though the opinions and
findings of the Committee are only

recommendatory and not mandatory.

(iii) All financial sanctions or orders of advances
to staff in accordance with the prescribed
rules and extant orders should have the
concurrence of the Financial Commissioner

of Railways or any other officer authorised to
act on his behalf.

(iv) The notes portion of a file which is referred
by a Department as unclassified papers to
another will be treated as confidential and
will not be referred to any authority outside

the Secretariat and attached offices.
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1. (&) wdreu fF fefafeg s99 987 § o 799 .

(i)

(ii}

(iii)

(iv)
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2x5=10

faraer eifradl 3t EER &1 9E W9
deo=, fadeuae, 19 49ed & 's 869
H1ET ©

Tufa e @ gfufa & w9 g Heed
Faa fomfEh 3k 7 & angus 89 8,
qafy TR 39 gfafa & s« o
= FEffaag &1 3k &t ¥ FHEE F
yoy ¥ fOd s #H TfE QA g9
fawifier = qderor ==t @ |

fraifta fraddi ot adum =mRel 3 S aR
e &t AT Wt Wt fasftw A9 @
et & fou o9 & fau ongw @ Sue
I T FRAE HH & AT wiiga fad
A AfgwHt F Hgufa J- =ifeT |

w6 fEooft 9T w6, fSaeer feEr fawm
0 et at=1 faumT & sfatfid STsH-uAl
&% w0 H (faarad) 9T Sar 8, Mo\
FEafeal & we ol wfyed F o 98
O ST |
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Ministry of Railways may in the transaction
of day-to-day business correspond directly
with non-official organisations in {foreign and
Commonwealth countries provided that
copies of all such correspondences are
endorsed to the Indian Diplomatic or
Consular Representatives concerned and the
Ministry of External Affairs.

Give specimen forms of a written communication
from the Ministry of Railways to UPSC and to a
Department of the Government of India.

Explain briefly the composition and functions of

the Committee on Government Assurances.

Explain the Constitutional and Legal position of
the Ministry of Railways (Railway Board).

Explain the procedure for dealing with oral
instructions from the Minister or from the

Minister’s personal staff,

Indicate the procedure prescribed in the MOP for
allocation of Disputed Receipts.

What is authentication of Government Orders ?

Indicate the action required to be taken by the

Parliament Branch and the Branches concerned as

soon as the printed admitted list of Parliament

Questions is received. 8
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v) fa-ufafea & =9 =3 & o 3@ d3e=
faRer ok yydew o & R-wll §aAt
+ Y 99 g UER 8 96 8, aud &
T oot wErR & wfaat wEtwa adaE
Tt W wgel SRRt ek RRw
AT Hl gBifehd &L & =T |

(@) I e 9 99 @E Qe AT R 9RG

TEHR F frd faumr = fafea d@Ewer &

&9 " qd Sifsi | 10

2. (%) TN yargEl W oahfa ¥ d@ued w st 5
g8y ¥ WE SHifse | 10

(@) 3T HEEw (A9 9E) N gifaufds 3Rk &fues
feafg =t @wE SAfse | 10

3. (F) w0 @ uH & o w©e ¥ ara Hifas e
& faueq & fog =dfafy we ST 6

(@) faaifea smafagi & faaas & o saes
FEifafy frag-gigesm (wehdt) #  fauife
Frdfafy gfea FHiSg | 8

(1) AR eI % AR O 9= aread @ 2

4. (F) €O T & Az wiea T F I @ I F
Ied 9] 99g T iR wefug yr@Ered gro
YIS Y H W AW T FRas gfad
SIS | 8
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(b)

(c)

5 (a)

(b)

6. Write short notes on any five of the following :

(1)
(ii)

(iii)

(1v)
(v)
(vi)

What is the time schedule laid down in the MOP
for submission of draft reply of a Parliament
Question before the Board Member and the
Minister ?

Explain the procedure for dealing with a
Parliament Question which affects more than one

Ministry.

Indicate briefly the status and powers of the
Financial Commissioner for Railways in the

Ministry of Railways.

Describe briefly the schemes of cash awards and
incentives for encouraging the use of Hindi in

official work.

Staff Welfare
Monthly Summary for the Cabinet

Proficiency in Hindi for the purpose of Official
Language Rules

Notification
Attached and Subordinate Offices

Grant and Appropriation
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(@) 99 Y¥9 ¥, A€ ¥ e WH ¥ uHe wEle
SR & T & fau, s[ag sEa
frm-gfimsr (wrestdt) o fuiRa oo s

7 2 ? 5

(M) TE | fys HIEE & AW A At §9]
m%ﬁm%mmﬁmﬁql 7

5. (%) & WIo™ ¥ W & fau ogw & faaa w
Tifral = @89 # S9diEy | 10

(@) Sl wd A o<l & g @ fed S

# 3fE F T TR wE AdEAl @ aeEe
&1 Heq H ol SHifaq | | 10

6. fAafaf@a o ¥ & vfe w dfa feufosf
fafEw | 4x5=20

(i) TETF FHOT
(i) HAfvsa & fow wfas §r
(iii) Wﬁﬂ%m%m%ﬁﬁﬂﬁw
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AT Tafd d2n HRIYonen
(@t m & faw)

: ar gog qurias : 100

g

gees go7 la=<st Ik st a9l F Bur & |/

go=] & 3a} 3HUS 3reEr /<) 391 greaE #
fered s Tifer 579 3o0ied 377935 qa9r-u3 o
fasar mar &, 3R 39 g &1 T 3o
FR-gfEsr & g@ g o] Jifea AT ®=r
gy fesgr smar Tilee | 9aer-gF gX 3feoifRad
oregH & 3faiRke 3=7 et areaT o ford e
377 g% &I 3 781 [Her |

go7 gvegr 1 3fard & 1 e vea 7 9 el
IR F941 & 3% e |

Y& g9 & o Faa 3ie geT & 3ia 7 fav
e

Note :

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




