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Notes : (i) All questions are compulsory.

(ii) Marks allotted to each question are indicated at its end.
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Write short note on the following in 5@ words as defined in F.H.B. Vol-II Part-II to IV.
(A) Fee.
(B) Substantive Pay.
(C) Month.
(D) Time Scale Pay.
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How many types of leaves are admissible to a government servant ? Describe any three
important leaves.
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Write a note on recovery of monetary loss and fixing of responsibility caused to the

government due to fraudulent action and non-observance of rules by a government
servant. Also explain to whom this loss should be reported as soon as it comes to light.
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Describe in detail the admissibility of House Building Advance to a government

servant, its recovery in installments and calculation of interest on the amount advanced
stating clearly the rules as given in F.H.B. Vol-V Part-1.
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What are the duties and responsibilities of a D.D.O. ? How this power is given to a
D.D.O. in a newly created office ?
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What are the duties of a Controlling Officer while counter-signing a T.A. Bill of an

employee under him ? Can he make any correction in the T.A. Bill when put up for his
counter signature ?
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In which book pension rules have been provided ? Write a detailed note on admissibility
of various retiring benefits to a government servant.
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What is difference between an official letter and Demi-otticial letter ? Put up a draft
D.O. letter to the President U.G.C. for sending utilization report in respect of grant
received from U.G.C. on behalf of V.C. of your University for his approval.
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How inter-se-seniority is decided for Asstt. Professors and Associate Professors ? Put a

draft of official letter on behalf of a Registrar of your University for seeking guidance
from Secretary, Deptt. Of Education, Govt. of Uttarakhand on any undecided matter.
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Write short notes on following : (Maximum 150 words)

(A) Official Secrecy.
(B) Various entries to be made for a P.U.C. received in the Office of Registrar.
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