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PROCEDURE AND PRACTICE IN
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SECRETARIAT AND ATTACHED
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C-FB-KD-CCTA

(For Categories |, I and IX)

Time Allowed : Two Hours | Maximum Marks : 100

INSTRUCTIONS

Each quesiion 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 vyou, 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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1. Discuss the points to be borne in mind while drafting -
financial sanction. Give an illustration of draft financial

sanction. Under what circumstances deoes a sanction
lapse ? 20

2. Discuss the procedure for preparation and submission
of papers for consideration of 10x2=20

(a) Cabinet Committees

(b) Committee of Secretaries

3. Discuss the wvarious duties and functions of Section
Officer in the Central Secretariat. Why is he/she
considered as an important functionary in the Central
Secretariat ? 20

4. Write notes on the following : 10x2=20

(a) Staff Inspection Unit

(b} Vigilance Section

5. What are the major activities undertaken by the
Department to implement the Official Language
Policy 7 What are the reasons for not getting optimum
result in the implementation of this policy ? 20

6. Describe the categories of classified documents with
illustrations. What steps are to be taken to safeguard
against unauthorised disclosure/communication of
classified information ? 20
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for-fem oRftefadl & saog & et 8 2 20
2. frafafed % fawd . sew-w@t & d9d R
TReReT & wrEifafyr W 9=l siNg 10x2=20

(%) dfdsa afafaar
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3. Hdrg wfrarem § o Sfys ¥ fafm s ok
vl ) g9t Fifve | = s § B S afaees
¥ 3G TE Hewul Srdsdl WET Sen @ 7 20
4. fefafaa w fewfirat fafge . 10x2=20

(&) s Aieor o
(W) HAHdl AN

5. U9 g & stEaa & A fawm fEa-fes
wE fEawerdt it g § d@r '@ 2?2 T Afa &
Wﬁwqﬁvﬂtﬁaﬁmqmmﬁ%
-] HAOT & ? 20

6. Fiipd T&IS o AOTET &1, ITF I[EOT T

Fd ge, FoiH FifSw | Filfed gIAT & ITEASdA
FeheA/dua0T & faudw, ITw glEa & & fou

T-5G] FSH I3 Bg & 2 ‘ 20

C-FB-KD-CCTA 3 - [Contd.]




7. What action is required to be taken on receipt of
a/an : 5x4=20

(a} Notice from Central Administrative Tribunal

(b} Copy of judgement from Central Administrative
Tribunal

(¢} Notice for contempt of court from Central
Administrative Tribunal

(d) RTI application addressed to Head of Office
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gegm ey fa=dl ik st e H wur &
gl & Iax YT gy B 39 Arega
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Note : English version of the Instructions is printed
on the front cover of this gquestion paper.




