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Written Examination for the post of Assistant Registrar

1. Duration of the Exam : 2 Hours.

This paper has two parts. MCQ for 70 marks and 30 marks for subjective questions.

. Answers to all MCQ questions are to be recorded on the multiple-choice form in the
OMR sheet.

Each correct answer carries 1 mark and wrong answer 0.25 marks will be deducted.
Return the OMR sheet and question paper after the examination

Free space within the question paper may be used for rough work.

@ N

Please check the complete question paper before attempting any questions.
All multiple-choice / objective type questions have A, B, C, and D as four possible
options. Only one option is correct/ most appropriate.
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1. What action is performed by pressing Ctrl + E in MS Word
Exit Application

Select All

Clear All

Align Centre

oo oD

2. USB is a common interface that enables communication between devices and a host
controller such as a personal computer. S in USB stands for?

a. Simple

b. Series

c. Serial

d. Specification

3. =COUNTIF function in Excel used for ?
a. Counts cells as specified
b. Counts blank cells in a range
c. Counts cells with numbers in a range
d. Returns values based on a TRUE or FALSE condition

4. In LibreOffice Calc or Microsoft Excel, MIN(5,12,8,11,22,-4) will give

s 27
b: 5
c. -4
d 9

5. A snapshot of an excel sheet is shown below:

A Bl @ D
1

gt 2 1 3 1D
ael 6

.
5

Cell C4 contains the formula =sum(C2,B2*sum(A2:A4)).
What is the output value seen in C47?

120
32
50
23

aoop

6. What is the shortcut key to switch between open applications in Windows?
a. Ctrl+Tab
b. Alt+ Tab
c. Windows + Tab




PART- B (Subjective type questions)
- @ (AT TR & TH)

Write an essay on any ONE of the following topics:
freaferfiea # o foreft wen fawar v sty forfae [5 marks]

(i) National Education Policy 2020
T farer fifd 2020

(if) Right to Education: No Child should be left behind
e o SRR g T e 1 T e A1fey

(iii) E-Governance in India: Concept, Initiatives and Challenges
R H 3159 STFTLTN, T8 3R ot
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Draft an agenda for the ensuing meeting of the Board of Governors requesting sanction
of two posts of Assistant Registrar giving the background, providing justification for
the requirement and concluding with the proposal.
BV < BT, TR o (T8, ST FaT T B S ST o |1 FHTOH L 5T HETeh TSR
o 31 a1 3hi TR T ST L T SIS ST T ol STTHT 3 o T Teh ToieT dar il

[5 marks]
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3.

How the pay of a Government Servant is fixed when he/she is
(i) appointed to a post of higher responsibility, and

(if) appointed to a post without involving higher responsibility.

Teh TR FHERT 1 3 & Fuffia R S e ae
() I= FSvieR! aret ue W R B 8, 3
(if) forr 3= foreiier aret g w feges Srar )

[5 marks]
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Briefly differentiate Horizontal reservation and vertical reservation mentioning the
relevant articles from the Constitution of India.

I o FfreIT & ITHfTeh il sl Seeid id BT &St STREToT I Seatet STReqor § Heyd # Sfax
EZ{ [5 marks]

Page 14 of 20



(i) In terms of the Right to Information Act, who is the Deemed Central Public
Information Officer, and what are his/her duties and responsibilities?

YT o1 SRR AT o el o, Sve Sl wleh YeT SATRrhrl i &, 37N 36eh hod 3T
et = €2 [3 marks]

(i) When was the Pension Fund Regulatory & Development Authority Act (PFRDA)
bassed and notified? Write the basic functions of PFRDA.
e ek wd ferepre wifRreRor AfUfEm (PFRDA) e diitd 311t stfergrferd foram mmam en?

PFRDA # HeTyd S 1 3eci@ it [2 marks]
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6. (i) For a salaried person, what are the incomes on which tax is to be paid and tax is
exempted? Mention relevant conditions.

Te AT TR o foTG, 918 i €T 3T 2 TS O 0 3T 37T foa ST @ 3TR 3R @ 9 T

27 yTEfiTes ferfem 1 Seor@ il [2 marks]
(ii) Describe the modes of disposal of surplus or obsolete or unserviceable goods.
HATRIY AT TN AT FATTAT ST o 9 o qHT AT J0HA il [3 marks]
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Explain the Letter of Credit? What is the difference between a Letter of Credit and a
Bank Guarantee? How the Letter of Credit is accounted for in the books of accounts?

A AT hiee & T T TATL? A AT shiee R ek M | T 7T 22 WIAT i fehaTall H TeX
AT shfee AT el e ThTRIT STTaT =2 [5 marks]
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8. Mention the fundamental principles of public procurement as defined in Rule 144 of
the GFR 2017.
STUH3TR 2017 o 1w 144 H afeiiya drdifes Tiig o Hiforsh fagid a1 Secr@ &l [5 marks]
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(i) Describe the Rule under which the Government has made it mandatory for the
Ministries and Departments to procure the Goods and Services available on GeM.

39 FoRI o7 Ui R STk Td ST A HATerIT 3T formt o fTg GeM T 3uetey st 37k
Tt i Tl i e = feam 2 [2 marks]

(i) What are the different modes/methods of obtaining bids under Rule 158 regarding

the purchase of goods?
Tt 3t Tlig o were § 1w 158 o ded siforat 9T i o fafsr adieh/agfam = 82

[3 marks]
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10.

A faculty member wants to buy a high value equipment with specifications that are not
available in India. Detail the process and rules to be followed till the receipt of the

equipment including GTE and import process. ' ‘
T et Hae [afRTearstl et 3o Hod o STl EeT ATedT & S YRd H 39eed 7 &l GTE

SR AT ufshar died Sushwon shl Iife des aTer shl ST aredt gfsean 3t fam o faeror 9)
[5 marks]
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PART- B (Subjective type questions)
WTT- & (SAThUTeh TehTT o T2)

Each question carries 5 marks

TAFITH 5 3H T

You have been asked to put together an online document storage system for your
Institute. Explain the required procedure and the final solution.

JATIRT AT G & T Teh SIS SEaTasT GURIT JUITe! R shid o foTU shet 7T B) SA1a9eh
TfshaT TR Sifam guTeam it =+
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Explain any 5 initiatives advocated by the 2" Administrative Reforms Commission to
support the administrative reforms agenda.

ST U TSIST 3l He G o T fodhr Smmai-es G STinT grn antiq foeel S weat
T ST H
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You head the establishment division of your Institute. You have been asked to conduct
a Departmental Promotion Committee for a cadre that has recently merged employees
of two different pay levels. Detail the process you will follow to provide relevant rules,
creation of seniority lists, rosters and zone of consideration before the meeting.

T I T F TATIAT THTT o TG & ST Teh T o [o1Q, fors iy wei=ifr |t i seeh
ST o o fore ot 7 2 fSrem =Tet € & SY STeTT-3TeTT o Tl o shH=nTiet o foerer foma
T R VS § g ifieR forer, aftgar gferl, deed ot foem % & fmir wem e F
forw a1 forer wfshar ot aTer T, ITeRT foaor 4|
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As per CCS conduct rules 1964, list at least 10 rules of conduct to be followed by every
Government servant at all times.

HETE T f| 1964 % STTEW, Teish SLehRT HHART ST 8 99 0T ohT ST aTet &hH o &1
10 FT=oT et 6t it sA)
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The legal division of your Institute needs overhauling since there are a large number
of pending court cases. Besides, the legal division helps in preparing agreements and
MoUs, providing legal opinions, resolving institutional disputes, etc. Propose a
framework that will consider all these issues.

ST T o HHAT T H G T SR & 11 ST T 7 STaTerd "l Tiferd €1 36
AT, AT ST TSN SR FHSATAT JTIHT T AT A, FHIAT T TG L, HEINTT foaar
T LA AT T HES AT o T el ST bl St 37 avft qef o forsm sha|
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Your Institute has an internal audit system that ensures that there are no lapses in the
procedures being followed. The CAG team still raises 82 paras related to non-
compliances, deviation from government rules, etc. What do you think went wrong
and what are the possible solutions?

ATTh T T Teh TN TRATORIe Somett & St I8 gia st @ for arem it s <&t wfsmansi
T HIE T 7 8l CAG a9 et off T-o7qurer, war! fromt & faeem onfe @ weifea 82 T
33T 81 HATTHT FIT AT & fof T TTeTd AT ST T |wTerT T 872
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7. Explain different categories of assesses under the Income Tax Act.

e Irfafem o siarq Futftfaat i fafim aftmt i s i)
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How the finance division of your Institute will adopt the latest accounting trends for
future dependency on cloud technology, automated data entry, ERP, blockchain

technology, and data analytics?

ST TEAT T o THTT FATSE SoHIcArsIT, TATId 82T TTa¥, ST, sclfehae daiarsl 37T
221 TATferfesd W wfers <t faviear & fore efiam o yaft st s sToeTem?
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Explain the roles of the Buyer, Consignee, PAO, and DDO, as per GeM architecture.
Also, enlist the process and timelines as per GeM norms involved in purchasing a

service.

GeM T % STTER 36T, FHarst, PAO 3T DDO 3t yfirehtal shl STt il 38eh ST,
forelt Tram 1 e H Tmfirer GeM WHEST % STER iR S SRt i gefieg &
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10. Explain the general principles of contract, as per Rule 225 of the General Financial
Rules 2017.

qrr= forfta frem 2017 o 4o 225 % SR 3AgeY & G fHgidi 1 samen i)
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PART-II: UNIVERSITY ADMINISTRATION

OBJECTIVE TYPE QUESTIONS

Q.1 (A): Put v or X: (Answers be given in the Question Paper only)

N

o

(20 marks: one mark each)

arT fafader Hr ard & gaa, @lie A 3R s s & drg arada Hags &

At the time of preparation of indent specification, interaction between the Purchasing Department and
the User Department is ‘essential’.

Y & T Jerge qrac areea g ]
Supplier’s acknowledgement to contract is desirable.

T ITRTEAS HHF Iy 199 & v a7 &, Sl g facda av v 31 & & i a7
3T vt & fore gede av & 5 & & goarg & &7 & F7 200 AT & forv wraterar 3 s ferar
€ 3R 6 G & Toare & F7 @ F4 230 RAT & forw wraterat & & frar

Casual labour is eligible for ad hoc bonus if they have worked for at least 230 days in offices
following six days week and 200 days in oftices following S-day week in each year for three or more
years as on 31* March of the relevant financial year.

3 STNISTAT3T T SUHAST HeTaer & ST &Tel & 90 AT & 1 arag HTAT el & [:}
EMD of unsuccessful bidders to be returned after 90 days of placing of contract.
LTI / ATI / GTI & f@em® & & ureqd fafder w faar fofar ar a@sar &, 3R &g 3=

UTECl & 3cdTe Jeld HIAT Bl
Late tender received against LTI/ATI/GTI can be considered when it offers the best quality product.

WWM&W,WHW{W%W Hed B9 15.00 G @

ot e -
As per GFR, advertized tender inquiry is resorted to when the value exceeds Rs 15.00 lakh.
& 3T JUTTRlT, IR AT fafardelt arel awg3t & fov gl =rfew ]

Rate contract system is resorted to for the items with non-standard specifications.

forarat & srTar, srfasa fflr & 31fie & fAv &3 ol 78 & Teh S 31T & S HhelT &
As per rules, advance from Provident Fund may be allowed once in every three months. [:]

B



9.
9.

10

16.

16.

17.
17.

18
18.

19.

20,
20.

Roll No.:

Signature:

Y AT T FT s HaT & §9 A AT ST &1
Spells of half pay is reckoned as qualifying service.

. U TR HHA S TS H FA UG 36 Hal & T JarfAgied T H1g 9ed HA 9T J2rT
Har I=gé & AT ghe &

. A permanent employee with less than 5 years net qualifying service on attaining the age o
superannuation is entitled for pension and service gratuity.

QAT Y geAT AT VAT F FHUGIOT T T W AR T B

. Removal from service entails forfeiture of past service.

1

- |

Lk

12, At Fedieger & e fofer wadienvor FfAfY (GSCASH) Fr RywRe 3ifarara &

. Recommendations of the Gender Sensitization Committee Against Sexual Harassment (GSCASH
are mandatory.

. QTS HF &7 fIEaq) a1 35T aﬂﬁﬁaaﬁmmml

Roster points cannot be expanded or contracted.

- Al fFd a1 FUTAAROT & $Y gef & fAT 376097 T 1T ST T 3T ehdT &)

Separate rosters are required to be maintained for posts filled by deputation or transfer.

. 39-aT3ER I HTURUTAAT 3 HIeT & &€ 775¢ AT 1T &
Sub-vouchers are invariably destroyed after 3 years.

TN FAAR H Moty RAE 7 §9fdg @& & 2 wfaga Roaforar 3wdr qeefa &
ThEC BT gl

Un-communicated adverse remarks in the confidential report of a government servant will stand in
his way of promotion.

AATGAT Teh fAeT et & aXTaT & FohT &

Inigiil

Warning can be equated to a censure.

[ ]
mﬁﬁmwmﬁ?m,wgﬁ-mwaﬂmﬁﬂﬁmm?

Leave encashment received while availing of LTC is not reckoned for tax deduction.

o & AT AT Ages FTR A & & A Refeh 781 grefr, Star B aifora gt & Aoy

ﬁ%mmﬁ'l E

Intervening holidays will not count as Child Care Leave as in the case of Earned Leave.

ATH # TRy oY Seora o T, va T FHATRY FT Ig U 3Tdes forger @Ry I:]
For any change in name, a government servant should first write an application.

4.
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Q.1 (B): Descriptive Type Questions (30 marks)

Tk GANNN & ATAS H TaTA FUF ganr e [Rufaat & derey ar suerer i Aeh/aradr ar
areAl & Aep/aTrEY, qUT AT HRYE, 3meer feAr S HeRa B

Write down the conditions under which withdrawal/withholding of Pension or gratuity or both, in full
or part, in case of a pensioner can be ordered by the Competent Authority.
(6 marks)

FAfee 3R TR v & I 3R Aoy o @l o forw amAea fedra fge (Sfewsm) &
TR TG AR Feaihe SfEar & 2 atelt gorelt & ar # 91T, 3R a1 318 71 fAfder oo
# fafése forar 3 Ferar € ve AR ey, o dfaw

Explain two bid system of procurement and evaluation procedure as per GFR for procurement of
plant and machinery of complex and technical nature, and whether brand name can be specified in the

tender enquiry. Give reasons, for and against.
(8 marks)

Teh TITSA & HTEIUT UF FEa0T HIOFRY & saedt 3R Sredeiar &1 aofa w1

Describe the duties and responsibilities of Drawing & Disbursing Officer in an organization.

(6 marks)
ag e ford (i) 37y 99 W, 3R (i) FAged dvre T
Write short notes on (i) Invalid Pension, and (ii) Retiring Pension.

(5 marks)

3o Teufrat &1 auid Y gl 3mfisar @t 31T e e g gehdm §, A fHw Her

Gl
Describe the conditions under which it may become necessary to make advance payments to the

supplier and extent of limits.
(5 marks)

.5/




Subjective Questions 1-3 ( 15 marks)

1. Write short notes on

(a) Maternity Leave, Paternity Leave and Child Care Leave (3 marks)

(b) Special Cash Package equivalent in lieu of LTC for Central Government
employees during the block 2018-21 (2 marks)

2. Describe in brief Old Pension Scheme and New Pension Scheme (5 marks)
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3. Discuss in brief Global Tender Enquiry (GTE) and related amendments in GFR-
2017 so far ( 5 marks)

END
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2. Answer of each question should be in nearly 250 words. In case of two or more parts of a question,
the above word limit would be for all the parts taken together.

Q.1.

3T MANIT HIUTel 7 e ITEER & UG U BRI & TAT TATIAT AT & fHFAGRT FHTeT
¢ &1 HEATA & GATE HeTeled & foIT eI AR o &l AT Ual & Tl Urd el GEATH
AT &1 AT 3T I Y T d35eh & ToIT Teh TaisT IR &, Toreet Terde e’ & ar
ueT T EHIT BT 3T A §T GBHH, 3TaeTehel & fow MR gere Y JAT TEd1a &
AT FATTA B |

You are working as an Assistant Registrar at MANIT Bhopal looking after the responsibilities
of Establishment section. The Institute wants to get sanction of two new positions of
Assistant Registrar for smooth functioning of the Institute. Draft an agenda for the ensuing
meeting of the Board of Governors requesting sanction of two posts of Assistant Registrar
giving the background, providing justification for the requirement and concluding with the

proposal. (04 marks)

Q.2.

3T MANIT $Turel & TEe ITSEER (3R Td ) & Ue WX BRI & | JifAe 3rfdaifehr fasmer
3= e b SUDUT GASAT ATecT &, S o IR RAftrear & aryr s9Ra 3t suerey =& &
GTE 3R 3mard ufehar Hfed 30T UTH gl deb 37UATS ST aTel Ufshar 3R @At &r fareor
al

You are working as an Assistant Registrar (Stores & Purchase) in MANIT Bhopal. The
Department of Mechanical Engineering intends to procure a high value equipment with
specifications that are not available in India. Detail the process and rules to be followed till

the receipt of the equipment including GTE and import process. (04 marks)

Q.3.

e G GTUTa S dheg gRT faauifa adetidy e & Aok o & gftear &
g IehROT 3 T[0T 3R & T 7

What are the merits and demerits of centralisation of decision making process in a Centrally

Funded Technical Institute such as National Institute of Technology? (04 marks)

Q.4.

i. e o1 PR (3RENS) 31fAfAze, 2005 & Ted FIar B aRATRT H|

i. Define 'information’ under Right to Information (RTI) Act, 2005. (02 marks)
ii. TEAT & 3 YPRT BT GG P [olee TR ARENS fATATH & ded Udhe T & forw
I R &

ii. .Enumerate the types of information in which Government is not obliged to disclose the

same under RTI Act. (02 marks)

Q5.

i. STTH3IMR-2017 & HFIR Aot TG & ia fAgidr @l aard 3R carear wi|

i. State and explain the five principles of public procurement as per GFR-2017. (02

marks)

ii. STH3TR-2017 & feT 71w i 3iiRcy & #ATae! & gart 31 carear Hi|

ii. State and explain the Standards of Financial Propriety, as given in GFR-2017.(02 marks)
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