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Attempt any five questions. All question carry eqgual marks
indicate the same question number as assigned in the quastion
nuimhor whila answering the eming,

Only Bare Acts and Rules, Notification/orders and reference boo'ss
are allowed. Help books, text books, handouts, guides, macde easy
editions are not allowed.

. What aspects should bs kept in view whiile drafting the proposal to set up

new office? What essential information is required to create posts in such
office? (20)

. What is REFNIC system and what are its advantages? What is dak anc

how it iravals from central registry till final disposal at different levels? (20)

What nr_é the constituents of a file? What is the procedure for opening 2
new fite and part file? (20)

& theva any change in communicatiort of official information after RTI Ac:,
20057 Fhat are the Do's and Don'ts regarding the secunty of Secrel and

Confidential documenis? . (20)

Who is responsible to conduct Inspections in various offices? Is it only a
fault finding exercise? Discues in detail. (20)

What ore the circumstznces when a Government Servant can be placed
under suspension? VWhat action 1s required to be taken when &

Government Servant who was under suspension disappears and annot
be contacted on his last known address? (20}

VWhat is the meaning and puipose of Record Management? What ia the
procedure of weeding out of recard”? (20}

What are the fundamenta! princinles of public buying? What are the
provizions and limits of purchase. «f gonds without quotation and by the
Purchzse Committee? {20)



