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PROCEDURE AND PRACTICE IN

THE GOVERNMENT OF INDIA

SECRETARIAT AND ATTACHED
OFFICES

'(For Categories IV, V and Vi}

Time Aliowed : Two Hours Maximum Marks : 100

INSTRUCTIONS

Each guestion 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 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 any five
questions. _

The number of marks carried by each
question is indicated at the end of the’
question.
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Describe the mechanism available in the Central
Government office to keep watch on the delay and
monitor the pending cases. How can the use of modern
office equipments help in cutting down the delays ? 20

Write notes on the following : Hx4=20

(a} Authentication of Government Orders

(b) Notings on Inter-departmental references

(c) Handling of classified documents

(d) Dealing with Members of Parliament visiting the

Central Government offices

Write notes on the following : : 5x4=20
(a) Attached and Subordinate Offices

{b) Right to Information Cell/Section

{c) Night Duty Section

(@ O&M Section

Describe the procedure of recording, reviewing and
weeding out of files etc. in the Central Government
offices. Give also instances of each category of record. 20

Describe the objectives, constitution and functions of
Hindi Advisory Committee. 20
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6. Write notes on the following : 4dx5=20
(a) Vigilance Awareness Week
{b) Desk Oﬂiéer System
{¢) TUse of urgency gradings
(d) Filing of papers
(e} Endorsement
7. Explain the following : I10x2=20
(a) Adjournment, Prorogation and Dissolution of the
House.
{(b) Procedure for answering starred, unstarred and

short notice questions.
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Note : Engli'sh version of the Instructions is printed
on the front cover of this question paper.




