20.9.2014 Roll No.......ooov..
UDC (General) Session 9/2014
Paper-1%
(Works Accounts)
Time Allowed: 3 Hours Max. Marks: 100
NOTE
i) Attempt all the questions and part of a question must be
attempted continuously at one place.
ii)  Support your answer with relevant rules/regulations.
ii)  Rough work should be done on the space provided for in the
answer sheet at Page No.2.
iv)  Missing data, if any, may be assumed but must be indicated
specifically in the answer.
Q.1 a) It is not sufficient that an officer's Account, should be
correct to his own satisfaction, comment it.
b) What are the fundamental principles which should be
followed before the commencement of any work?
@ o foo & I fx fR wiere 2 B (o fam) wt e w9 GRt
nud 3EE aer 37 fanrs a9
) wﬁwﬁm?mm&wmwmm@aa?
14+6=20
Q.2 a) What is imprest? What precautions should be observed while
granting imprest?
b) Mention chargeable account head of the following: -
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Q.3

8)

a)

b)
&)

)

i) Sale of tender form.

i) Income Tax deducted at source.
iii)  Deposit for contribution work.
iv)  Rental for staff quarter.

iv)  Revenue from sale of power-domestic supply.

mEardt dmatt ot et 92 fem & At awe ®E faodet AeTEr
Tagamit grdter 78|

I fafmrt et 2 3ur e foi-
i) 239 Ton 39 3 yus A
i) H& 3 fesan 2an Tt @SSt
i) dedtfalns dv St M gay
iv) e § R anrest 3 yns ¥z
V) uds wusat 3 faedt & 2w ¥ yus gam
10+10=20

What is completion report, describe the procedure for its
preparation and disposal ?

When does the sanction for work estimate lapses ?

aH & Auses folee of det 31 feg fa¥ famre ot widh 3 mi2
fer = fover fa= otgr afer 3

& ¥ nEHs & Hgdt de a= st met

14+6=20
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Q.4 a) Name the authorities and their power in respect of
following: -

i) To sanction expenditure on book binding through local
agency.

if)  To sanction purchase of revenue stamp.
iii)  To sanction expenditure on postage stamp.

iv) To sanction expenditure on compensation awarded
under the Workman Compensation Act, 1923.

b)  Explain the following under Purchase Regulations: -
i) Rejection of tender.
ii)  Re-invitation of tender.
®)  forsfeus e maedt o s ni2 ures fad:-
i) BAAt 3 da  wrfiédtar sl mdtt HaEgat |
i) el FRY ¥ wed I igdt
i)  URSH A2y ¥ wow € Hgdt

iv) fidnis Teans e ez 1923 widts wmreRr ¥E @t
HaadT

n)  UIIH ITBHG I fhe fenrfimr 29—
i) 2593 a9 mddt
i) 239 % o9 x9s A

12+8=20
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Explain the following: -

i) Commissioning and capitalization of an asset.
ii)  Rate of cost and inclusive rate of cost.

iii)  Works expenditure and work outlay.

iv)  Operation and out-turn.

U5 fafimit &t fenrfimr w9:-

i) Aust e g w3 Ul w@en

i) duzes At Afies dhig we

i) & T HTer »i3 AN & Urtes e

iv) FHomz w3 8un
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21.9.2014 Roll No......ccocccc.o .

| UDC (General) Session 9/2014
' Paper-II
(Service Rules and Regulations)

i
'
'
.

Time Allowed: 3 Hours Max.l Marks: 100
NOTE

i) Attempt all the questions and part of a question must be
attempted continuously at one place.

ii)  Support your answer with relevant rules/regulations.

iii)  Rough work should be done on the space provided for in the
answer sheet at Page No.2.

iv)  Missing data, if any, may be assumed but must be indicated
specifically in the answer.

Q.1 a) Briefly explain Honorarium and fees. State the services for
which the employee can retain the total amount of fee
received by him

n) HaHS 3T w3 SR w9 Ay feu firs a9 €0 faodhet Aot ow
frat ydFt yuz &St dt I Ardt Sor geweet wu@ uR Sy
AT T

b)  Define the following:-
i) Chief Public Office.
ii)  Chief Executive Officer
iii) Cadre
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]

Q.2 a)
&)

b)

)

<)

)

Q.3 a)

)

iv)  Head of Office.
v) Competent authority.
o fafimrt &t yigmr fsd:-
i) Hy yafea ge39
i) W SEHEdt A
i) @9
iv) TeIT e il
v)  FHdE wifaarst
10+5X2=20

What are the rules of leave to probationers and apprentices?

niHfER nidls gevadt w3 fafimmedbat 4 2 S midt fsmdt
3 fsd

What is adoption leave and for how many days it can be
granted?

wIURG Fte ot dEt I w3 fa33 feat wEt Mg diEt A 9
What is paternity leave? Explain briefly.
Uegnet S &t It 37 Ay feu fimms &9
10+5+5=20

What is pension? State various kinds of pension and the
conditions under which it is granted.

taws ot 9t 9 7 Uons St Fu-2 famdt w3 o9 yae @t Uams o
BE AIST € AU T96E J9
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b)

i)

€)

¥)

Q.4 q)

&)

b)

i)

Q.5 a)

Briefly explain the procedure to be followed regarding
disciplinary cases to be dealt with under common proceedings
with specific reference of relevant rules.

T3 mEus fefamit & oo R 9@ AR few Tume a9
What is the procedure to be followed imposing minor
penalties? Briefly explain with reference to relevant rules.

HERT A 9 3 ufost ot fedt nuEret At 39 mdus fefsot &
gew e 98 By few soa= &9

8+6+6=20

What is the duty of controlling officer with regard to signing
of TA Bills? Explain in detail with special reference to
relevant regulation of PSEB MSR Vol. III ( Travelling
Allowance Regulations, 1972).

dedfdar wiftarst @ .2, fum oAauz a9s Ridt &t Tow 97 2.
fefsei 1972 @ wéug  fefamy v oo 92 3@ femge o o
g '

What is subsistence allowance? When and at what rate it

becomes payable? What kind of recoveries can be made from
the subsistence allowance? Explain in brief.

e 337 &t Jer 37 few I nwfeat fam 32 3 &t 7t 37 @R
3 feg' fam famy it a3 it & maeer 937 HRv few
TIEE &9

10+10=20

To whom the provident fund standing at the credit of a
deceased employee can be paid if the subscriber dies before
receiving the final payment?

Page3of4



b)

)

niEre faf geverdt @8 yeide &8 < »ifsw nefeatt 8z 3 ufost #z
3 mret 3 3t 5 few udt waw € et fam 4 ot 7 O

What is deposit linked insurance scheme. What is the rate of
premium to be paid under this scheme? Explain the benefits
of this scheme. Under what circumstances does it become
payable?

foufiye fas gt Gwe &t 37 fer methy nidis é%g"?a"rea%?fb’;r
@t nierfeaht foamt o=t nidts oSt AiET 37

10+10=20
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22.9.2014 Roll No............

UDC (General) Session 9/2014
Paper-3rd
(Acts and Labour Laws)

Time Allowed: 3 Hours Max. Marks: 100

NOTE

i) Attempt all the questions and part of a question must be
attempted continuously at one place.

ii)  Support your answer with relevant rules/regulations.

iii) Rough work should be done on the space provided for in the
answer sheet at Page No.2.

iv)  Missing data, if any, may be assumed but must be indicated
specifically in the answer.

Q.1 (a) Define and discuss "Arising out of and in the course of

Q.2

employment " as used in the Workmen's Compensation Act,
1923.

b) Sm;'c the provisions (shortly) of Factory Act, 1948 with
regard to safety of the workers.

8) <oxiad JusREG Mae mdts " nigfefdar »r@e nie w3 fes & dan
g Busfele " &t Jlgwr fed)

) eI WEe 1948 WUis T9aT T Aeel ot U=imat fad )
10+10=20

a) State the restrictions imposed by the Factory Act, 1948 on
the employment and work of woman in a factory.
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b)

5]

)

Q.3 qa)

Q.4

Q.5

b)
59)

)

a)
b)

c)

)

¥)

a)

State the types of information which is exempted from
disclosure of information under Right to Information Act.

2aedt Hrae 1948 widts 2aedt few femsdmt 3 fumfenz ni3 an
&et o dent 77

T¥te g fescains mae nidls faodt gest 9= 3 8 37
10+10=20

What are the jurisdiction of District Forum, State
Commission and National Commission under Consumer
Protection Act?

What is the definition of MSME ?

afims e ot erfeer 37

T, By ni3 wefinrd Gedar 2 ffswr feg
15+5=20
What are the functions of SLDC ?

Define Electricity Supply Code as per Section*50 of The
Electricity Act, 2003.

What are the provisions of penalty under Air (Prevention and
Control of Pollution) Act, 1981 ?

WRE.ELH. 2 at o2 75?
fedadifiet mae 2 Bams 50 nidlts fedadifiet nise et e fisk |
Bng (fi¥Fs W3 dedn nie Ufslns) Wae nidts Uasdt It §&tas
fait'|

5+5+10=20
Define exempted establishment, occupier of a factory and

superannuation under the Employee Provident Fund Act.
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b)
8

Define "Enterprise" under MSME Development Act?

gate. weae witdls Wariues Ar2afsaiz, nraufes wre et
3 AUIRGERs o iz e

wegugrefita @ e fisd

15=5=20
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23.9.2014

Roll No.............

UDC (General) Session 9/2014
Paper-4th
(Drafting and Computer Knowledge)

Time Allowed: 3 Hours Max. Marks: 100
NOTE
i) Attempt all the questions and part of a question must be
attempted continuously at one place.
ii)  Support your answer with relevant rules/regulations.
iii) Rough work should be done on the space provided for in the
answer sheet at Page No.2.
iv)  Missing data, if any, may be assumed but must be indicated

specifically in the answer.

Q.1

Précis writing:

a)

Write précis of the following paragraph of about one third of the
original passage:-

Prevention is better than cure. It is recognized that the only way
to get rid of malaria completely is to get rid of the mosquitoes
which cause it. Malaria is always associated with damp and marshy
land. This is not because the land is damp, but because the
static water is the breeding place of the mosquitoes which begin
their life as a larva in the water. Malaria does not frequently
occur in dry desert countries because mosquitoes cannot breed
there. The only way to destroy mosquitoes is to prevent their
breeding in static water. This can be done by draining all ponds
and pool and by keeping them covered in the breeding season with
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Q.2

b)

c)

d)

e)

a film of kerosene oil which by depriving the larva of air, kills

them.

Give a suitable title to the paragraph.

The word "desert' in the passage means;
i) productive
i)  unproductive

iii)  populated

The word "static" in the passage means
i) moving
i)  running

iii)  standing

The word "breed" in the passage means:

i) reproduce
i) shallow
i) swim
Drafting

Answer the following questions:-

Page 20f 8
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Marks : 1x2=2

Marks: 1x1=1

Marks: 1x1=1

Marks: 1x1=1



a)

b)

d)

Prepare a public notice on behalf of CE/Commercial, PSPCL,
Patiala to be published in leading newspapers informing
general public regarding the extension in VDS scheme for
DS consumers.

Marks:1x5=5

Write an email to Financial Advisor, PSPCL, Patiala on
behalf of SE/DS Circle, PSPCL, Mohali for intimating a
special budget demand for a state level function to be
organized at Mohali on 30.9.2014. Assume dummy email id's
for both the officers.

Marks: 1x5=5

Write a DO letter from CE/DS (South), PSPCL, Patiala to
all SE/DS under him advising that in view of the approaching
paddy season, they should take all the necessary steps to
strengthen the distribution network of their respective
circles.

Marks:1x5=5

Write a public notice on behdlf of CE/Commercial, PSPCL,
Patiala to be published in leading English newspapers,
appealing to the general public to save electricity in the
summer season.

Marks: 1x5=5

English grammar:

Answer the following questions:-

A)

Select the correctly punctuated sentence.

i) Spain is a beautiful country; the beache's are warm,
sandy and spotlessly clean.
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B)

)

ii)  Spain is a beautiful country: the beaches are warm,
sandy and spotlessly clean.

i)  Spain is a beautiful country, the beaches are warm,
sandy and spotlessly clean.

iv)  Spain is a beautiful country; the beaches are warm,
sandy and spotlessly clean.

Marks: 1x2=2
Select the correctly punctuated sentence:

i) I can't see Tim's car, there must have been an
accident.

ii) I cant see Tim's car; there must have been an
accident.

ii) I can't see Tim's car: there must have been an
accident.

iv) I can't see Tim's car there must have been an
accident. ’

Marks: 1x2=2
Change the voice:

i) He said to his father, "Please increase my pocket-
money."

ii)  The little girl said to her mother, "'Did the sun rise in
the East?"

iii)  Bob said, " I am going to see my mother tomorrow."
iv)  Beautiful giraffes roam the savannah.

v)  The staff is required to watch a safety video every
year.
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Q.4

D)

a)

b)

c)

In the following questions four alternatives are given for the
idiom/phrase italicized and underlined in the sentence.
Choose the alternative which best expresses the meaning of
idiom/phrase: -

To keeps one's temper

i) To become hungry

ii)  To be in good mood

iii) To preserve ones energy

iv)  To be aloof from

To play second fiddle

i) To be happy, cheerful and healthy
ii)  To reduce importance of one's senior
iii)  To support the role and view of another person
iv)  To do back seat driving

To take a leaf out of somebody's book

i) To take him as a model

ii)  To steal something valuable

iii) To follow the dictates of someone

iv)  To conform to other's standard.

Marks: 3x2=6

Computer awareness (part-1)

a)

Answer the following questions (Attempt any 5):-
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Q.5 a)

b)

i) How do you copy and paste files between windows?
Please explain.

ii)  List any two input and two output devices?

iii) List the differences between input and output devices
of a computer system using suitable examples.

iv)  Briefly explain purpose of a Computer Operating
System with suitable examples?

v) What is meant by RAM and what are its uses?

vi) What is meant by the term 'Computer Hardware'?
Give suitable examples.

Marks: 2x5=10

Write the steps to sort information in a table containing
employee id, name, and designation and posting location by
employee id in MS Excel.

Marks: 1x5=5

Answer the following MCQs about M5 word:

D

ii)

Bold, Italic, Regular are known as
a)  font styles

b)  font effects

¢) word art

d) text effect

Superscript, subseript, outline, emboss, engrave are known
as

a) font styles

Page 6 of 8



b)  font effects
c) word art
d)  text effects

iii)  You need to jump fo the next column breaking current
column right at the cursor position. How can you break
column?

a) Pressing Ctrl + Enter
b)  Pressing Alt+ Shift+ Enter
c) Break command from insert menu
d) Bothbandc
iv)  You can detect spelling and grammar errors by
a) Press Shift + F7
b)  Press Ctrl + F7
¢) Press Alt + F7
d) Press F7
v)  Changing the appearance of a document is called
a)  Proofing
b)  Editing
¢)  Formatting
d) All of above
Marks: 1x5=5
b)  List the basic features and uses of MS Word software.
Marks: 1x5=5
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Q.6

c)

How can you change the date and time settings in a Windows
operating System?

Marks: 1X5=5

Computer Awareness (Part-2)

a)

b)

<)

d)

What are the following shortcut keys used for in MS word: -

i) Ctri+F
ii) Ctrl+B
iii)  Ctrl+E
iv) Ctrl+Z
v) Ctrl+Y

Marks: 1x5=5
List the basic features and uses of MS Excel software.
Marks: 1x5=5

Write the steps for creating a table in MS Word with the
following fields:-

Sr. No., Employee Code, Employee Name, Date of Joining,
Posting location.

Marks: 1x5=5

Briefly explain any five mathematical functions/formulas
provided in MS Excel and list the use of each.

Marks: 1x5=5
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