RESTRICTED
ADMIN G

G-1.JWho are the PSO?

Ans.  There are 4 PSOs namely CGS, AG, QMG and MGO.

G-2.llHow many Dtes come under AHQ, GS Br?

Ans.  Fol Dtes come under AHQ,GS Br:

SD Dte.
MO Dte.
OO0 Dte.

MI Dte.

MT Dte.
WE&S Dte.
Budget Dte.
Armd Dte.
Arty Dte.
Sig Dte.

. Inf Dte.

m. Edn Dte.

G-3.JWrite down the staff activity?

Ans.  The staff normally carr out five basic functions :

S@ e o0 T

— -x\-_.

a. Planning. This is based on the collected, collated and
disseminated info.

b. Analysis. The staff must continuously analysis the factors
affecting the Msn and arrive at possible solutions to the problems.

C. Recommendations. After considering all the possible solutions
the staff must take definite recommendations to comds decision.

d. Orders. Are prep and issued to implement the comds decision.

e. Supervision. Of the exec of the orders by subordinate fmns,
units and agencies.
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G-4.JWrite down the function of MS Br.

Ans.  MS Br Deals with the fols in respect of offrs of all svcs :

Promotion and retirements.
Honours and Awards.
Confidential Reports.

a. Commissioning.
b.  Appt.

C. Posting.

d. Transfer.

e. Ext of svcs.

f.

g.

h.

G-5.JWrite down the functions of the office of Adjt and QM in an Inf Bn.

Ans.  Fol functions of the office of Adjt and QM in an Inf Bn:

a. Adijt Office. The adjt is the regt SO and his duties are analogous
to ‘G’ and ‘A’ SO.

b. QM. Heis aregt SO, charged with the fols:

(1)  Provision, storage, condition, receipt, issue and accounting
of egpt, clo stores and rat.

(2) The allotment, maint, consy and cleanliness of lines and
regt bazars.

(3) Supervisions of regt shops and estbs.

(4) If there is no MTO auth in the estb, the QM may also be
given similar responsibilities for the unit tpt.

G-6.llWrite down the Regular Army.

Ans.  Regular Army comprises the fol:

a. Fgt Arms. AC and Inf.
b. Sp Arms. Arty, Engrs and Sigs.

c. Sves.ASC, AMC, AOC, EME, RV&FC, ADC, CMP, AEC, ACC and
AFNS.
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RESTRICTED

Write down the fun, resp and duties of comd and staff at GS Br and
AG’s Br of the BD Army.

GS Br

a. The CGS is the hd of 'GS' Br and the various dte under him and
performs the trg, edn, comm, org, staff, IT OO, op, int and coord wk. All
these offr are designated as SO and graded as:

(1)  Directors - Brig Gen.
(2) GSO-1 - Lt Col.
(3) GSO-2 - Maj.

(4) GSO-3 - Capt.

Auth: AR(l) 36 and AR(R) Appx 'A'

AG’s BR

b.  The AG is the hd of the AG's Br and through various dtes he is resp
for the commissioning/Enrolment, discip, Pay, Pension, ext of svc, med,
morale and welfare of the Army. The SO in his br are known as:

(1) Directors - Brig Gen.
(2) AAG - Lt Col.
(3) DAAG - Ma;.

(4) SCA - Capt.

Write down the cl of comd.

There are two distinct cl of comd:

a. Comd over a certain geographical area, such as that ex by a
comd of a Log Area/Area HQ.

b. Comd which does not embrace any defined area, such as
that ex by a Div/Bde Comd.

Write down main resp of comd.

The fol are the main resp of comd:

a. Trg and efficiency for war.
b. Leadership.
C. Admin.
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G-10.JWho are Comd?

Ans. Fol are the comd:

Corps Comd.

Div Comd.

Log Area/Area Comd.
Bde Comd.

Sta Comd.

Units/Estb Comd.

G-11.Write down the resp of Inf Bde.

Ans.  Resp of Inf Bde are as under:

-~ ® a0 T

a. Msn. Toex op and admin C2 over the units placed under comd.

b.  Capabilities. Comd, staff plg, admin con and supervision of ops
the Inf Bde under guidance of Inf Div.

c. Org. Headed by Comd (Brig Gen). Outline org is given below:

(1) GS Br. Headed by 1 x BM (Maj) who is asst by 1 x GSO-2
(Maj) (For CHT only), 1xGSO-3 (Ops), 1 x GSO-3 (Int) (Capt) and
1xGSO-3(Edn) (Capt), By virtue of his appt he (BM) is also OC HQ
Tps.

(2) A & Q Br. Headed by 1 x DAA&QMG (Maj) who is asst by
1xSC(Capt) and 1xBOJCO (Ord) and 1 x SC (ST) Capt for war.

G-12.JWrite down Role of the Staff.

Ans. Role of the Staff. These are:

a. To Asstthe comd in the ex of comd.
b.  To help the tps and svcs, in the comd, to carr out their tasks.
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G-13.JWrite down the comp of ASEC?

Ans.  The ASEC is composed as under:

President - Brig Gen (DSD)
Members - a. DS, MOD
b.  AFA, Fin Div
C. Ist Grade SO representing AG
d Ist Grade SO representing
QMG and/or MGO
Secy - 2nd Grade SO (to be provided by SD Dte)

G-14.Write down fun of Fd Pay Office (FPO).

Ans.  Fun of Fd Pay Office are as under:

a. Maint of ILRA in respect of JCOs & OR.
b. Issue of QSA in respect of each JCO and OR.
C. Audit and disbursement of pensions to JCO's & OR's.

G-15.JHow many types of main br? Define each.

Ans. Main Br of the Staff. The staff is devided into three main br:
a. GS Bror G Br. Deals with all op matters.

b. AG's Br or A Br. Deals with all matters affecting pers and

indls.

C. QMG's Br or Q Br. Deals with everything affecting the
mov, accn and sup of the army with its mat needs.

G-16.JWrite down the resp of Adjt & QM.

Ans.  Adjt. The adjt is the regt SO and his duties are analogous to 'G' and A’
SO.

QM. He is a regt SO, charged with the fols:

a. Prov, storage, condition, receipt, issue and acct of eqgpt, clo
stores and rat.

b. The Alt, maint, consy and cleanliness of lines and regt
bazars.

C. Supervision of regt shops and estbs.

d. If there is no MTO auth in the estb, the QM may also be
given similar resp for the unit tpt.
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rite down the name of 12 imp books of regs usually used in BD Army.

Ans.  There are 12 imp books of regs usually used in BD Army:

AR(R).

AR(]).

MBAL.

ALR.

CMP.

APD Reg.

ADR.

PR(P) Pt-1 and Pt-II
Mob Reg.

Clo reg.

Pay & Allce reg.
FIHI

Notes on Mil Law.
Bk and Hosp Schedules.

OS5 3ITAFATISTQ Q0T

G-18.JWrite down Care, Custody and Maint of Books of Rules and Regs.

Ans.  Sed @ iR I8 T%A1-T%-1 Awfe Eeels

F IR () W0 GIIIT N2 [few 78 @l @fEBI7 T35 $9-9 27 |
9 fR9e, g3 I3 TN A SV AT IS SR A1R-S 2], TS
@ TR SN2 ¢ [ifeF I3 A 96 I AEH! |

NIRRT TP 20 (FF e ¢ Rfdq 23 @ T S Sz A
AL O ML F9-9 T |

T WA WA GF F9-0 2K W3 ¢ [ e 72 AGwel7 AN w1 2% 4
g Wigq ¢ f[fgq 92 @ GG N/CNE it g FH0e E @GR
T T IR AP FIH ALA |

b1 o3 @ fAfe 92 79 IR 2 O ORI A4S 2T |

T o3 ¢ i@ 3% qEiE (WD) Q9 -ASIIF AlST AR @ T F9-9 29|

G-19.JHow many type of pubs.

Ans.  These different types of pubs will be dealt with in the fol order:

a. Part | - GS Trg Pubs.
b. Part Il - AHQ Trg Directives/Instrs/Notes.
C. Part Il - Misc Pubs.
d. Part IV - Gen Instrs.
6
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G-20.How many part/Gp of GSTP.

Ans. &G oA 0el wee ow w41 =7, ©f fieois

F| oAy (FR) - A SR GJR ASH O AFAINE & TS Sl AF-S 27 |
A () - A S G ATSH G SR G ST OIS Sl See

YF-® 37 |

A1 oAb (FF) - R S 3R ASH ©F T AR IR T SRFT g3 ATSE™
T SAFAG-NE G TSI |

g A8 (PR) - RSy @47 A=1-20 9T @517 3 97 TG-H 2P F = | TR
S T A |

e elib-¢ - ifeeTpe G M TSI Sl U Sifersla M4y-N JF 41 ] |

G-21.J@Write down the initial distr of GSTP.

Ans. @MW T Afmwd s oo 2ew M-2 -2 e Srend T fefere fawdtem
ISP AW S wel-/erma, f& @ =11 @t & sfmen (Frae™ i) a9
AP 237 | TSGR Area-w SNifst =e)-71/Fra et e A4S 371 o-Aa 1S
PifAl AFE @ X GISIEE FCHE MO ETrmE, [&ad =1 aife fkmen (e
SF) O SR (2R0 IR | HIfEAl (2R o Q W T-4 I (@A IR 0 WG
%! TTT F9F 78S 71 W oY 23 [l qiEm- =ifl sew 3 aifvew ae o S
F34-FF WG-N EPTE, ANES AR Amea-$ oRTe F912-8 B | TFI-TN @,
T SIS TC AF-*F o7 T T-47 (FF wF 23-0 927 1 “Areq (37 72T 759
TGS 7J2e -7 AT 4 (A 28 |

G-22.Describe the dmd procedure of GSTP of newly raised units.

Ans.  ed Aeifde TEE TR Ao Wi SeIE/amed § @ e Ak sfemifna sifer
S O IS il TYF [FTE X (ISI7F TG M-N ETPme, & @
19 @ TS sfffmed (PF1ae™™ SifFT) @3 S (2R ST | TM vifEml -0 W37 5-45
T TGP R 7 T o &-H [T F- 1 Wg-N Iem, & @ =i T
Afermel sfavad (995-8) (& RIS FRG-TE &) SRS FAI8-F IR ETIPWE, JEE
Aol Aifme ARSI 2ml-== AT -7 IENT <Y 42 FRA |

G-23.J@Write down the act to be loss of GSTP.

Ans. a. On discovery of loss of a cl pub thorough search will at once be
made and the loss reported by sig (fol by proceeding of C of | and act
taken) to the fol auth:

(1)  MT Dte, GS Br, AHQ.
(2) Div/Log Area/ Area HQ.
(3) Bde/Sta HQ.

b. UNCL pub lost due to negligence will be replaced free on the
recom of the fmn comds.
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Write down the AHQ, Trg Directive /Instrs/ Notes.

Ans.  There are various types of trg memos issued by AHQ to cover the trg of
all arms as and when reqr:

AHQ Trg Notes.

CAS Trg Directives.

Svc Custom and etiquette.

MS Cir Memo.

A AT AME-0F IR TR Fo [Hfe |
Al's on various subjs.

SAl's on various subjs.

G-25.How many types of comm.

Ans.  Fol types of comm are as under:

Tel.

SDS/TDS.

Postal svc.

Sig Wrls.

Fax.

Mobile Cell Phone.
Internet.

G-26.JWhat are things sigcen will not accept.

Ans.  Sigcen will not accept:

@ ~oooOoTw

@ oQo0OTp

Expl ammo or any inflammable materials.
Clo.

Eqpt.
Money or valuable items.

Cheques.
Liquids.

G-27.JHow many types of degree of precedence used in msg witing.

Ans.  Fol types of degree of precedence used in sig msg:

~0 Q0 oW

a. FLASH.
b. IMMEDIATE.
C. PRIORITY.
d. ROUTINE.
8
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How many types of Sig msg? What are those?

Ans.  There are six types of sig msg. Those are as under:

Single Adds Msg.
Multiple Adds Msg.
Book Msg.

Gen Msg.

Ex Msg.
Basegram.

G-29.lHow many types of svc writing are them?

Ans.  There are two types of svc writing:

~P QO TW

a. Operational.
b.  Non-Operational.

G-30.J@Write down the main form of svc writing.

Ans.  Main Form of Svc Writings are as under:

a. Svc Papers. Is an original composn, complete in itself, and

may contain pers views.

b. Precis. Is restd to being a summary of a docus.

C. Brief. Is a note from the SO to a superior which:

(1)  Explain the essential of a case.

(2) Suggests a certain course of act. A noting in a file is

also one type of brief.

d. Min of Meeting. These record the imp relevant pts and

disc reached during the meeting.

e. Reports and Returns. These take a variety of forms

depending the meeting.

f. Appreciations. An appreciation is an orderly seq of

reasoning leading to the best solution of a prob.

g. Order/Instr. These convey to subords the msn and how he

intends to carr it out.
h. Msqg Writing. Is the mil eqvt of sending tg.
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G-31.Write down the characteristics of svc writing.
Ans.  Characteristics of svc writing as fol:

a. Accuracy. Facts and warding must be accurate. Opinions
and deductions must be distinguishable from facts.

b. Brevity. The reader must be informed in the shortest
way consistent with accuracy and clarity. Brevity is achieved by
planning and careful editing.

C. Clarity.  Svc writing must be intelligible, reasoned and
unambiguous.

d. Relevance. Any irrelevant word, phrase or idea must
be excl. The test is If this is omitted will the argument be affected.

e. Logic. Deductions must be fully justified and contained
in sentences and paras which flow in a logical sequence related
directly to the argument.

G-32.How many basic parts of docus and what are those? Define each.
Ans.  Most docus have 3 basic parts:

a. Superscription. This comprises everything above the subj
heading.

b.  Text. This is everything from the subject heading to the last
word of the final para.

c. Subscription. This consists of everything below the final
para of the text.
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cl? How many types of sy cl and what are those?

G-33.J@What is sy

Define each.

Ans.  The sy clis the cat or grade given to the def info contained in a docus.
It indicates the degree of national sy that would result from its unauth
disclosure and the protection to be given to gd against such a
disclosure. The 4 sy cl are as under:

a. TOPSECRET. Info and mat the unauth disclosure of
which would cause exceptionally grave damage to the nation is
to be graded TOP SECRET.

b. SECRET. Info and mat the unauth disclosure of which
would serious injury to the interests of the nation is to be graded
SECRET.

c. CONFIDENTIAL. Info and mat the unauth disclosure
of which would be prejudicial to the interest of the nation is to be
graded CONFIDENTIAL.

d. RESTRICTED. Info and mat the unauth disclosure of
which would be undesirable to the interest of the nation is to be
graded restricted.

G-34.Write down the use of capital ltr.
Ans.  Capital ltrs are used for every ltr of the fol:

Subj Headings.

Main Headings.

Code Words and nicknames.

Proper nouns in op writing.

Precedence marking.

Sy cl and privacy marking of top and bottom of all pages.
Certain abbrs.

The names of ships.

The ref block on anxs and appxs

The post code where applicable.

Name of the signatory in the sign block of a ltr.
Zone time when spelt out in full.

All ltrs in msg writing.

S3TARTSQ@0o0 0T

11
RESTRICTED

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar



RESTRICTED

G-35.How many types of svc corres?

Ans.  There are 7 type of Svc corres:

Commanded letters.
Directed letters.

Routine letters.

Formal letters.
Demi-official (DO) letters.
Sig msg.

Internal corres.

G-36.What are the aim of office org in the fd
Ans.  I0ad T ST AT Sraely o Eeeels

@ oo o

F IR G2 BT ARFARAT AF-AT F-T T8 7 (L-F 360 Al @
I M3 |

g FRET WM GIATSIE AT FACO 2-9 - I-JG-F AN ANSA |
F ArEd fefers ofelt Fie ©ftwe sifere g F9re T4 |

9 ANge TReEd 1URe {Eerel 9 gt Fh0e 21 |

8 YU M VT (B (RIZE A GF IS F9-9 O B P& I
IEECEEN

17 T WS VT (FA (V2T TA-TH AT IS F9- 04T Ap-IF IS P
IEECEEN

What are the Office org and particular of the war?

Ans 1. Office org are fol particular of war:

Resp to so wd chief clk.

Resp to duty offr and clk.

Maint of duty roster.

Drill for receipt of msg.

Maint of btl map.

Office sys incl ack registers and routine orders.
Handling of sy papers, offr mov bards etc.

Se " ® o0 T

Drill for issue of op, and min and MovO.
Std distr list.
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G-38.lWhat are the main principles of office works in the fd?
Ans.  TEFEI XY SF-AF FI-SF Ao foizeols

G-39.lWhat are the must kept in mind to unsure sy of docus?

ANS.

F o7 wEeret (A Sence of pri). *ifeFEN W31 6-7 @ TN-IF
QTG (T G2 TG A TPl FISCF AP N IS I 47 T4 I CFCA A0
QA |

4 e 3599 (A sys of relief’s). -7 *&fe A4F-© 27 | B SReA
2T 22T S FFA-F [-TF II7F F9-9 A |

91 gW =W+ (Standing Order of HQ). M we-<a FI-NTe F<a!
TR AT g Re F9-8 27 |

9 e (Mobility). T AEF-F AF B Z-S I Bl G G} 2-9
@A @ SRER 765 oor ARS SFeITN-T @O e I9-© 27 | M WS
IS S-S ANNS AT 7S A -G G- -7 o) 2P AT |

¢ 42 9™ (Close Liaison). e ¢ 3T Bre /i &wi
@M= 9B T F TS 27 |

I @Ige wite weiticer aisiel e fesfts Raemices e = 1dee 713

J| T I @GS R FBIEE I I 2K 7, O 7 OlEE GG
qY-® 29 |

A A SR FI G A T O @RS FBIEE (A S_gE GR-ea
AR A -]

g HeRAE [Reqdd-A Ofe (Mo 7el3s @36 A-x Hfee a5 s
-G Tog SIS s/ e ofae sfare @B W3 wifrgaw Tfe a=
(99 FfE-0 239 8 JAFHE 78I -8 23F | CNoNT w-& dF0 AN @©
CoLITR AIRETR R 9% RN (2 FR-© 287 |

9 NeE WEIEE I A4 wifteg FRem B ki | @ A9 elNee
ViS1-qS QAN (o0 AITCEED O NI SHFIARA 70 [eols Mo | S ws T
V|- CZRATIRA G2 AL FH2IHD IO FIACA |

8l 5T @ e e e wiftitg 39 9@ | ITFRT FR IA92 e
239 43 T (MUI3-© 237 | SR ©R-we e e B wEfee 4% olAq
ARG 7@ I FRCEE | TEONS/ AN ATSIFE AN ARDT 7@ Iz FRE@ AR
ool AR faiem B #Ifow of@ AfRe | ARDT @ QIR 7T IR FACH
TN ALTTE =l FRE |
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G-40.What is the resp for the office sy? Write down the pts which incl
standing order for HQ.

Ans. BB = S FRveR ey Wil S FRivel S W WetEd o I S
fepferfre #-rGomr Tf-af*e 243

T IO ENANR/ES ATIMANT e @ 37 AGE AR @R
AT G| > - 7|
A TN TN (P FIEGo@ AT AR Bl Ol AB12 FH17 57| F9-9 2A|
F TG PTG € FIL YT I Y] FACS A |
Tl P ATHI AP AP G2 AN AN AT 20 REeTo@ Ao To© 4T
T A, @ T Y MR-FAFR (-G ST (o1-G1-FF G F9-9 27 |
6l SRR SfeR 62 «F Y F9-9 27 |
Bl oPT SIE GAR S @ < B R AT 9T FA0S A |
g ol Wi, Sopie T ¢ Sfe iRy 2@ TRite ARmEEs @RTs =
A9 Ol GFIEI F4-9 9 |

What is the Battle Msg Board? What are the items/info contained in

Ans. This is combination of a map displayed and a visual filing sys and its sit
is to facilitate rapid move of an office from a veh to a cellar or dugout
and back again. It's design will depend on the use of files/msg which it
is to be put and type of veh in which it will normally travel. It contains
such items as:

a. Copies of the Log.

b Current op and admin O and INTSUM.
C. Code word and nick name lists.

d Incoming and out going msg.

G-42.What are the office sy maint for peace & war?

Ans. F=ffe TR adem Giffs @RS Afe1E @For I 7 3
3| IS & TOI® (@I e ARFE ™ FAE! |

4 @ @RS e S g w44 F9-a41, S Tm w1 S ek
S QIR SRR SIS GO |

F1 AR fofEe et gta w17 7Itd O ARBY 7@ (5% T T |
q o SR IR O SAE-A O Ta SRR LS ZF |

8 AR GFR S Y FAIA | WA G AT AN PGS FANF
A @ @I FOATS & A AFE |

5 R (T BT QR FN-0F e P g2A (-5 F9-9 27 |
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G-43.What are the pts must be kept in mind to ensure at pers?

Ans. N G Ea e Matore faeRfiesa g 39- 233

T T AR AGRAG, (B o7 TG IR T (e T OTHATS 3616
RIS IEISCAS ERICE SR

4 FF GRS GRS/ piofifem Irores S (@ 4777 IS [l
(274 -2 @I Y-S 27 AR | (@ [T 2T F9-9 25 AL T4
WG TF e T9- 27|

F P IS AN FAPI-TF -2 To® 279 qIR M| FIBI-T9 DA77
CAN 99 |

5 MR @y M @R F1-e9 e WE- =R - $9-9 29 |

G-44.Write down the disposal of waste paper and carbons.

Ans. Brand new carbon papers used for typing TOP SECRET/SECRET
docus will be kept in safe custody by an offr when not in use. Stock of
new carbon papers will be kept by an offr/Suptd/ Hd Clk, who will issue
to clk and keep proper acct of these.

G-45.Write down the legal power of sldr iro civs.
Ans. T Q3R IR TR SR Mol wiftng fRegeereia w7 Fare =3s

F A EEINRES e §R WL AR IR @ SICF (TSR FACO A |
4 I @ e AR /fAiie @aiaR Sitagel-3 434 F7 |

A M @ IE e o ITSHGT TN 2T DA I TS ATAZ 26
Ol-F (T 49 @9 AT |

q| I N G SR T A T QIR ARAFS ICE OIS (Fo I TCE |

A T-alie -9 T I @FOR I OIRCEA OIS AN SR T @02 AR
90 B/EF F9-9 27 |
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G-46.lWrite down the Standing Orders for Peace maint by unit every day.

Ans. The Standing Orders for Peace maint by unit are as under:

Msn of the Unit.

Org of the unit.

Duties of various comd.

Duties of various appt holders.
Office management.

Office Sy.

Unit fire order.

MT standing oredr.

Duties of duty offrs, JCOs and clks.
Mob scheme.

Peace time reports and returns.

How many types of sty indent?

Ans. There are four types of sty indent:

SQ 000 o

— .x\._.

a. Normal.

b.  Supplementary.
C. Emergent.

d. Payment.

Describe the indenting procedure of Sty Indent.

Ans. Indenting procedure of sty indent as fol:
a. Normal. The obj of planning of quarterly indents are:

(1)  To give the unit/Fmns sufficient time for wking out their estimates
or expenditure for the ensuing quarter.

(2) To give time to stationary store to produce and replenish stock
for timely issue.

(3)  To enforce a universal system of demand and issue throughout
the army.

b. Supplementary. To supplement the normal indent.

C. Emergent. The nec of emergent indent arises only at the time of
emergent in case of unforeseen of sty and iro newly raised units. In all other
cases it is only initiated due to late or incomplete submission of gtrly indents.

d. Payment. Payment demands are placed for sty reqr from ATG and
Misc Grant. Indents are prep separately and marked in red in "ON
PAYMENT" de-bitable to ATG etc. Docus to be fwd to the Area FC (Army).
Qty insp of the expenditure incurred as result of LP.
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G-49.lWrite down the condemnation procedure of typewriter/Duplicator.

Ans. YRTS TFoxNl-F B3 A0 @R SIYFE do IFMW, (AR BIZA A6 @M=
SFE 09 IV YR GiZ-F0F (-7 SYFE do IV | TLF (@I (NI (WANCeF (@
Sfefe 4 (REAF) M- 27 | ©LF FiA T ooy T3 2 F1-9 =7 [l IM
YT I-F-T -G FI9 ©F Ol-0F NG9 2ffSm-a [ I Fas (9-v) SfeT
(99 F9-9 9 QR I I-F-5 (TS -7 ©7 Frae 9 @ e 2ffs-a 398 97 |
3-8 (IR ETPWE, P1ae Sife-1 (299 $9-9 27 |

Describe office eqpt can be purchased out of office contingency.

Ans. The office egpt can be purchased out of office contingency as under:

a. Boxes, nails and screw for office records when units move.
b Electric bell for office uses.

C Index Cabinet & index in cards.

d.  Local printing and bindings.

e. LP of svy materials by units reqr it.

f. Maint of typewriters and duplicators.

g. Purchase and repair of office furniture if not auth and
provided under QMG.

h. Steel Almirah, Iron Cabinet.

J- St Jon's Amb requirement.

K. Str boards/name boards.

Describe local purchase and what are docus submitted to FC (A) in
sp of local purchase?

Ans. Local purchase as carried out when stores are NA with the supplying
dept and on receipt of proper NA cert. The fol docus are submitted to
FC (Army), Dhaka quarterly in sp of expenditure incurred on this acct:

NA cert.
Firms quotations in original.
. Ltr in original calling for quotations.

a.
b.
C
d. Comparative statement (if the items are many and of
different sizes)

e. A cert to the effect that the items purchased were essential reqr.
f. CRV in duplicate.

g.

Dealers receipt/cash memo.
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G-52.Write down the care and disposal of acct iro protected docus?

ANs. Sl AN Wl wlds @&E- foa F9-° 27 AR 37 @ ST wR-g
53, 2fe T =T TR [@F F9 M @, (I Wi 8-S QA (e T | Sfgws
tawifre fofere B (5% @A | AR Ta SRl At T ~fimfs v 3¢s Ty
®F FT A =T |
U A @ WG oY SFAR IV /OO a7 FH-A91 U4 SR Wia-g A TS
TR wiee weie oiRR Fifefer TB[T TR QIR @ A TIRA/70 T ol@
@3 feforma 17 |
O U (T ZOB/FA-THA A @I AT WSS LW Al 2 O Al
THIT/2/Z0 M@ T FACO (A QR T 3R TF BT ALFICH JAIT FACO (A |
81 AT (TN TG (-7 I O TZ AN (I RN TG A S! WA AW
fafiics @t TGt a6 cofad 1 71 |

G-53.What are pts must be kept in mind when cl docus are used?

Ans. T @F CRIgE wlE wBIEe G99 9 TE O 89 e T fefie anefa
TR (AT AL 273

T T GRER @GS W WIS SIS I NG 1%l A 1 |

| <9 T TOP SECRET/SECRET wfee waldw fHiqste/(fasiers
(TS MR MY (@) SN FACHT ISR/ (FAACF (SR 2 )
Sete o3 -1 -9 A1 |

A I @A AR @RS Al wREs S e AifRE (Wi SNt e
A, O T (T Ole7 I WL 19 WL IF A1 AN W0 (e I |

q bl nferni sk T A bt R S (-7 ve-S 27
G-54.What are act to be taken on loss of protected docus?

Ans. TOP SECRET/SECRET =2l CONFIDENTIAL wfer wl-7e 21919 #7 9% 2[4
AR T T-F TOF A &Y BT GR H-A T JAAOFIE FOF-T WF-9 QR
e TR g g7el F9-0 233

I TOP SECRET/SECRET wfele wRIds TRANAR 9 &Pl fofere (@¢/
TG TS I F-6 29|

A IHICIN WOTET ARITACEA (TS /OMS SATETS o TS (A |

QT £ o B o M e e I G i R S T e i L B SRl MR R
FEAT A T I @, OV TWETS 99 IR TS, O (T (@ OHS SAMIeTS
o T9-© 37 |

q Bl wlee meias AT I RS WAIETS/ATS Y FA0O A | 06 oWe
SETS/RITER TSI 2(fS/STotE SR*2 [F0b! SIfFTE 2o T(J |
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G-55.;Who can greaded cl docus?

ANS. IS CAIPNES

F| ST R BT SR SIR&N AR (@AAGE FAGIET |

I T MR M (-8 @3 TAR) 29w @RI BT SR /fre |

QT SO

9 Rew oF@ MCrR WMa weEd SNed @ @F SIAE i@ fiomm
@ KT A7

SIHANT G2 O N5 3 T AT W@ oMz @3 o Neva Haorer @ [ewe
-9 A7)

G-56.Describe the disposal of unwanted cl docus?

Ans.  TARIEAR AT ERIGE 7o RBICS: FerIeiid I8 IS 3

T W I @GS whE AE RIS g o wfve, afeatie Teme awd a3k
R (e AT @ ATV Wi TRIES Uo© I AT ENIee Ao TS (A0
s o v ITT 77 ST I e 201, IM @FF Y IT ATEN TEH 26T AE
SFTS FARAT AT |

| AT @RIGE W V-5 (TS T99 (TS 21| & TS WieT-ad I9rS T4
4D (-9 N6 GoAf-7-*I7 T TGS FACO 27 | 3R 4N IO 27 W[ AL 2T |

A A P S @I-CF A QIO 4T BT A F9-5 27 | (@S TS T e/
FHR IR NEA /(BT AV TER/2ST6 S-S AN 77F FY 770 F9-9 27 |
TEAT 0} T AR @32 ALHB AfSH/ZTM-5a /A4 FAAF @ AN AP 27 |
(S ENAT AN AR @ TN Bs1a/mlere was 7 799 @ed AF @ TN Hiew
YT AR AN 93 &) 90 @FE A9 27 |

¥ e W SIS [@TSd WU ST F9 AN I 2 oSSR, odX
(ST8/qaPTe/ Ao FAM1-F4 SoifEfe-® Y1 F91-9 27 |

6l I SRS (I NG Wi RIS SIS Fioe BN f[amg w41 A |

G-57.@Describe the duties of USO?

Ans. 2SR fRivrel iR wiftng feeweats

F| ZTET T G0 AT IS I Cot FAEA | (TS AN |

A TG AFCS ZEG TSl T Sol/fTA TR wie 10 A |

A1 ofefre gffream M- TSM57 = fRRisfer-si-we/f- APz g-ae-a Afaes
999 | TG TN NG [Nt T @ ARBIET Fa0a |

q AR T 9 28064 fARiere [ e |

8 2ofWBA NEIerel TE ] N [aleel SR AR SRR AL @i
P-4 |

51 e o 3G e @i SR 8 @RS afeel ke et oo
sAfavdfa 739 | FETH ¥R g-S12 Bl 72l 93 |
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G-58.Who are the resp for unit sy?

Ans. 2ofEe fareret e 3ffe wfema Bow s Ut

T I R e @3 fRieret af*rrces o SR s widt A |
| TG K TG FASRNAN T TG 30156 (WAI2IGR Ty WA A |
g1 A TG wEE i 2B =orea oy wE |

G-59.What are the pers resp of unit sy?

Ans. Unit sy offr this are as under:

a. 21C.
b. Adit.
C. SM.

G-60.lWhat act to be taken by OC unit when theft/loss or arms or expl ?

Ans. The OC unit, immediately on occurrence of a theft/loss of arms, ammo
or expl will be report to the fol

GS Br (MI Dte), AHQ

AG Br (PS Dte), AHQ

The spl investigation Br, PS Dte, AHQ.
The Director concerned at AHQ

Fmn HQ Concerned.

Local Police.

SP of the Dist.

Dist Magistrate.

IGP.

DIGP.

SQ@ "0 00T

=

G-61.What are docus and form maint in Q or Coy office?

Ans. The maint in Q or Coy office are as under:

BAFO-1410 (Wpn History Sheet).
BAFO-1418 (Gun History Sheet).
BAFO-1455 (Nominal Roll of Small Arms).
BAFZ-2102 (Reg Art Repairs Book).
BAFZ-2286 (Arms Ledger).

BAFO-1444 (Ammo, Explosive Ledger).
BAFO-1370 (Work Order).

BAFO-1443 (Defect Report).

SQ@ 0000w
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G-62.@What is Mob?

Ans. Tad s avw @3 i T=E MGy 90 TF [ *fedeie SgH - J@ag
Tofe =1 TR AR @R oifeRe (AAl-AFTe) T® AR | 9 W I Fe
AITCG-5 @ K- (A9 T R | G0 B0 F© TN T SFO A7 ©OF WO G
a6 @ 7793 33 |

G-63.lWrite down the composn of nucleus party.

Ans. The composn of nucleus party are as fol:

a. OFff e 1.

b. Hav (CIK).......... 1.

C. Hav (GD)........... 1.
d NK/LNK Instrs..... 3.
e OR (GD).............. 11

How many parts of mob scheme and what are those?

Ans. Mob scheme devided into the fol five parts are as under:

a. A details of act reqr.
b A diary.
C. Annex.
d
e

AppxX.
A Summary.

Who are the pers not re-recallable on mob of unit?

Ans. effe Gfesita Jaa T ooq 341 2@ 3

T R sferR/afeie Bt Sfiae/REEhe SIiReTeTg Sfear AFR SFTRe |

I ifge FAOE P17 FAP |

o fErw afed-aw SR 8 s |

q STOIA N - f-Afere FA6IA1 o2l g SO |

el SR e ez snurTwfiie aifesa FEET

Bl @ NS S AMRE AR e @it Teld @R 2867 ifzre sfefie Tyfets
(ER) -2 |

g -S4 oo gmieg nift-g H-ifere sifwmrgast |

T SHAN IS AR S (/AW HENB-AR REmIal ST |

A BRAT/IRITEHES (N HYS Gt SAfFAEe |

@ AYE Jife (GREEIE SR, JfFe o, @b, ey, [EGRT w1,
TRISGBAHH @32 -8 o) |

B oI 8 B A i e et |
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G-66.Write down the disposal of family on mob of a unit?
Ans. 4R T@-41 ogfe-s ST @3z ifRe-na 2t gee-aw e feafds s

A2 F9-9 29 3
5| GRFTE | TouR AR TR 2RSS O-wR TR AT aptgA
IR G F9-© 2F | RS TOHFTOR FE- ST FQA-AN 2[NS 2

@FR/fCe/An ofim FATRANT [TF08 THYE FT OWAE T FAF IS
AGF2 A2 G- FI9 | FAI-TH q AT 496 29 AXS 379 26
G F9-© 39 |

4 HOPS/EHR | (PTS/SRAA AARERIN T TFIE 475 Ol W A
(ER-F TG I | (@IS @R PifeAa oAfaRsts 3R e om-om W
SEAE I T T3 - 68 (@ @@ BT 7S (MR- AN 0d X LA T
(AT e el e Fare AtEw | @ AR SARRIEACR T @ e 99 71
SIRI-AR BTG FAMGR (B¥ ¢ CTOR PANG-5 A S5 H-7-F T G|

-9 2T |

What are the Funtion/respon of nucleus party?

Ans. fTefEam «ifta wifng ¢ +945 awess

T NPT 7Y G NREAIZ-S- -2 4T |

4 IR = ofle IR R |

F QUGN B (3 (BI-T FERA AE 98] 1|

q ZOre SREEFI NHA AETS TN a2 F41 |

G-68.lWrite down the Funtion of record office of gen mob?

Ans.  TERE Fa@l-4 @C eI LR SREE AR e

F Al TG MYCRF 2[FF € MRIRE A IR T AT H[CA] A T |

Y| SRR PR S GSAE GESTE/ PR @R e FifeH o 9IRS
wieTel -6 T (@ Fh1| @ I A TG S Wlelel - (-7
T (T FAA

q SR TS (FERift) zenR anf srime Mo weee w@re
T T ST TGV TOIRS FEFIE *MF S-S 41|

q SIS/ eTA-Nd ToiRe 1eR T AAIR [Foew S-S S[ee &4

Gl TEPIS /SR @R AR (R)A A1 Iqw (TFed ool Twpiv) (2Re FRAE

BISE RO SN
Bl I3 MM TOrA FIGS TETE 7 @R (AT T | (-1 AFARN-
(=hre fos) fag @) |
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G-69.Write down the sys for maint of pay and allce on mob?

Ans. Ta-4 SRR, @1 43R Pife-a (@9 ¢ Siel f7-§ Ife ©1-7 Wi« F9-9 23 3

Bl

<l

] 8 OS] I \Z_Pﬂ q38

(3) SRR TR e aFh (W) -y 399 S[iiRe A @R
OI-MF ([oF ¢ Te] e e qpi- coel T4l 271

(x) ©I @A SETRAT qfEFeE IR T/2N-48 (@R 2-©
[IETS G NG (@O Ofel T 22 FACO AR | QRN FRRE
231 TN-2B QTR QTP gwiFe Wi G aw awhr (W) ¢of-y @
SR T4 AR AT (@OF ¢ TSl IRF (2R K AN gWHgS
5-4fg S TG T 37| TS SN AI-5-F WSE “mhod -
I ©OIRR AR I Bl @ #AfFeita® a8l 39-% 24

[ '@ e (EPNG/CTT | TIPS/ ST TEFAIT TN-F (97 '8 TSl 2

I OY-AF (o 8 T PN] 3-8 GFICT (FTF TH] (TF (G- |

What will be the resp of OC a unit when mov is ordered?

Ans. Taid oS AEES - AW FA SfHT-59 AIfg et 3

Bl

e Faid oBfed (BN TR @R @ T @ETFeH oA I T

BTMA-5 QoI TR ©1-a FOG 2% -

q|

Tal-4 2867 2w @I TRGWIHE wifte =feFE Aw-1 wiftrg oie w1

25 27 993 28157 Faid oS TG 934

Write down the componets of prograsive mov in gen terms?

Ans. The componets of progresive mob are gen trems on fol:

a.

® a oo

Fd Army.

Log area tps.
BDR/Para mil Forces.
The Res Forces.
Other Aux Forces.
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Write down the facilities are normally provided in unit recreation

Ans. The aim of recreation room is to provide recreational facilities to OR,
NCs(E) and civs emp in the unit who are NOT members of any mess
e.g Hav. Nk. Lnk. Seps. NCs(E) and civs in the bn. It is therefore.
recommended that this room should be at a suitable place away from
the offices. gtr and parade grd. The fol facilities are normally provided in

this room:
a.  Writing material.
b.  Envelopes and post cards on payment.
C Newspaper.
d.  Gramophone/Radio.
e. Indoor Games.
f. Soft drinks and Snacks on payment.

Write down the sports commitee.

Ans. This committee is normally comp of 2IC, Sports Offr, MWO, Sport JCO
and Sports NCO. The duties of this committee are:

a. To ensure adequate sports gear consistence with the funds aval.
b.  To ensure adequate sports gear consistence with the funds aval.
C. To ensure that wastage through misuse is min and unsvc articles
are replaced in time.

d.  To arng refreshments of matches/competitions.

e.  To carr out periodical checks of sports gear.

f. Equal distr the sports gear to coy.

Write down the comp of Messing Commitee.

Ans. In each maj unit a men’s messing committee, comprised as under,
which may be modified as nec, will be inaugurated:

(1) Chairman - Usually the 2IC of the unit.
(2) Members - Med Offr

Messing Offr
A Snk from each sub unit.

NCO ck
In smaller units, the comp of the committee may be modified to suit
local reqr.
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Write down the gen principles of unit durbar iro CO.

Ans. The gen principles for the holding of durbars are given below as a
guidance:

a.  The durbars must be org and stage managed. It should not be too
formal.

b.  The CO his offr and JCOs should all be present but as regards
OR their attendance can be made optional.

c Any man who wishes should be entitled to state his case.

d.  Durbars must be held at definite intervals. Say monthly.

e A durbar min book should be kept.

f. Decisions may be given by the CO on the spot as far as possible.
g. Ques of promotion and discip are usually barred.

Ans. Reports and Returns. A reports is normally in the narrative and a

return contains the data of stat nature in a tabular or graphic form.
There are two types of reports and return are as under:

a. Fd svc and reports and return.
b. Non fd svc reports and returns.

Write down the fd svc reports and returns.

Ans. Fd Svc reports and returns as under:

SITREP.

Ptl report.

AFV report.

Air sp requests.

Daily fighting str state.
Daily battle cas report.
Veh cas report (beyond unit repair).
LOCSTATE.
Ammo/Explosive stores.
AC report.

SHELREP.

MORTREP.
BOMBREP.

TOXREP.

INTSUM.

INTREP.

0D O33ITFTITQ@TOO0DTY
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Write down the fundamental princples of reports and return?
Ans. -9 @3z RO todia s fraferie safe s - 2:

T wAfdFe (Accuracy) s ATl ANl AT GFG TSTTIRIT, Tl 37 AR
@32 ARTEE fofe ¥ @@ v omi= -5 8 B (oFes S I1ze F6d| TR
32 @@ AR T qite 331 [R-A67 ¢ Ko «3 M 7o Fom/mfe @< 7w i
Cod! $9-9 24|

2, =89 (Clarity): afs-ww sifivzs =@ -5 29 @32 AS TN IAF- (-
29| TG ©-2 (4] 2B 27|

s fEwgefSet (Punctuality): #fszvm ffie ia ez 231 SmRm F9-
AGF A7 T 9T F4- AR |

q -SeRme (Sy)s [t GO e o AR oSl T $9-9 29
H2{IfEPFe I @92 *Iea RS TS Fl AT GIMCS (I LS A

What act taken by OC unit loss of ID card?

Ans. Fol act taken by OC unit loss of ID card :

Nearest police sta.  Auth : AR(l) 210- 212.

Imm Fmn HQ.

Issuing auth.

AHQ, GS Br (Ml Dte).

Monthly return to MI Dte by fmn HQ or eqvt on the last day of
each month showing the issue, cancellation and loss of def svc ID as
per AR(I) 211.

G-80.lWhat act taken by OC unit theft/loss of arms and ammo?

Ans. Fol act taken by OC unit theft/loss of arms and ammo :

AHQ, GS Br (MI Dte).

AHQ, GS Br (PS Dte).

The SIB, PS Dte, AHQ.

Dte concerned at AHQ.

Fmn concerned.

The OC unit will also info to the fol:
(1)  SP of the Dist concerned.
(2) Local police.
(3) DC.

(4) DIG police.

®Po0 o

-0 Q0o
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G-81.Write down the items expenditure made in the Def Svc budget?

Ans. Expenditure for which provision is made the Def Svcs budget ests falls
broadly under the fol cats:

a. Pay and allces of the armed forces admin svc etc (excl
payments to temp lab).

b. Payments to temp labour emp in store depots and factories etc.

C. Misc expenses.

d. Payments for stores.
e. Tncharges.

f. Wks expenditure.

g. Non eff expenditure.

G-82.lWhat are the aspects of annual fitness insp?

Ans. The fol aspects of a units efficiency are normally checked during insp:

a. Trg Efficiency.
b.  Admin Efficiency.
C. Tech Efficiency.

G-83.lWrite down the aim of Annual Fitness for War Insp?

Ans. IS g7 Soigeel Afawitaa Soame et 3

F| @I TW-57 IARY -/ HA-9F AT BR[| AY @GR
P TN Colgeol ABIRER CHFE AT A |

I el i RefN-51 mrer Wi I T = 3
(5) =X I ] A WLG-N

(x) @ A A2 R R AR SIWE TAR -0 T AGRS3
W ol S-ife =)
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G-84.Write down the disposal of “Unfit Report” of Annual Fit for War
Insp?

Ans. TSRS Fa Sogeel v IM @F TG e ¥ @1 oFa e omts SR
-9 27 3

F e wE fem W FF RO TA- FAGIAR G- fov 4
SPEel RSV AP fCUAere (379 I | SO EIIZLITTE T &)
T F97| A9 TBF A7 e g2 I Afeme @3z A2 I[em
T IR (TAFE FHoICH 6 (9 FACI| 0 B AT SN &1
Qe A ~ifime AR 971 W3R e 237 @ oot F o7 2ef5-3
TEIEAE 8 =TT TA-IF &) G-I T4 T

4 TR ffomE | RO FeF © I TS forans Codl I S JA
CIPTVA, > T FT[-5 @32 wa I S 34 fon< k3

G-85.Write down the disposal of annual fitness report?

Ans. Form of Reports. Form of annual fitness report is at Anx 'B'. It
comprises the fol:

a. Part | - Particulars of the unit, institution or instl
insp and assessment of its fitness.

b. Part Il - Summary of the reporting offrs comments
and rmk of the insp and higher auth.

C. Part Il - Trg Efficiency.

d. Part IV - Admin Efficiency.

e. Part V - Tech Efficiency (Tech units only).

f. Part VI - Tech trg and tech efficiency

(for AHQ units/ instl only).
g. Part VII- Spl pt raised by the COs.

TOP SECRET. Info and mat the unauth disclosure of which would cause
exceptionally grave damage to the nation is to be graded TOP SECRET.

28
RESTRICTED

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar



RESTRICTED

SERVICE WRITING
(SECTION-1)

G-86. What do you understand by svc writing?

Ans: The term Service writing covers all writing originated officially within the

service.
o MRS FAFASI FANOFS AT GBI AT G FAR AP A o7 0T |

G-87. How many types of svc writing are there and what are those?

Ans: There are two types of svc writing. These are as under:
a.  Operational Writing.
b.  Non-operational Writing.

o3 AN A 71T 0 (F3) &FE | T3

T AACIHE o1 |
L1 TA-FACIRNE o7 |

G-88. What are the subject the deal with Op Writing?

Ans: Operational writing deals the fol subj/aspect:

Operational directives, operation orders and instructions.
Administrative orders and instructions.

Confirmatory notes.

Appreciations.

All forms of operational reports.

Signal messages.

Annex, appendices and table.

Exercise papers within the services.

SQ@ "0 00T

Ans: SIS AGEICHS CFPTR RS R ol SIot@==e 2@erst 2313

F AT AR, AT ST @R wew=r
T eI S @R T

F1 PAACAGIE G/ ATANDR Florer=iq |

T QPRI eNaR

1 I GBI AT Afecams

Bl RCES Al

T RS T SR o|

What do you understand by non-operational writing?

Ans: Non-operational Writing Non-operational writing covers all other forms
service writing.
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G-90. Write down the Characteristics of svc writing?

Ans: The characteristics of svc writing is as under:

a. Accuracy| Fact and wording must be acurate. Opinions and
deduction must be distinguishable from facts.

b. Brevity] The reader must be informed in the shortest way
consistent with accuracy and clarity. Brevity is achieved by planning and
careful editing.

C. Clarity] Service writing must be intelligible, reasoned and
unambiguous.

d. Relevance| Any irrelevant word, phrade or idea must be
excluded. The test is if this is omitted will the argument be affected?

e. Loqic| Deduction must be fully justified and contained in
sentences and paragraphs which flow in a logical sequence related directly
to the argument.

sfder | SR [T € TS *ne e 2 A5P 20 7T |

KEOR AfFFOl W BO AT HNG (A0 TG SAT AT T3 e FAO 2T |
ARPHN G2 TSP FAWCHT NI IO Afers 2T |

=T | TSR v @y Ifege W faurdly =re =9 |

gPTEfTel | I WP *w AT T @R T (AT SRR J6 FACO =S | NG P 2C @,
e @ifewel Ty =01 2

WETSl | I IR TIPS I SRR A [eawar 5 =0 71 | ISEH ARS T
TR Rifeel 4T ZPRET ST F900 24 |

.What do you mean by Style depends on svc writing.

: Style depends on svc writing are as under:

a. Choise of Expression 345 dFC*F 2= |
b. Choise of Words *% &K 9= |
C. Construction If&T& I 7o |
d.  Punctuation @ forzs 729 |
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RULES AND CONVENTIONS OF SERVICE WRITING
(SECTION-2)

G-92.Write down the basic rules and conventions used in service writing
describe each.

Ans. The basic rules and conventions used in service writing are as under:

a. The Writer. Knowing the rules, the writer automatically conforms the
standard layouts and other conventions and does not waste time devising his own.

b. The Typist. The typist does not have to adapt crafts to make them suitable for
typing.

C. The Reader. The reader receives a document which conforms to a familiar
pattern and in easy to read.

G-93.Most of the docus have 3 basic parts. What are those?

Ans: Most of the docus have 3 basic parts. These are:

a. Superscription (NEre)
b.  Text (I *19)
C. Subscription (Rgre)

Superscription. The superscription comprises everything above the salutation,
or if there is no salutation, the subj heading which marks the start of the text.

Text. The text is everything from the salutation, or if there is no salutation,
from subj heading to the last ward of the final paragraph.

Subscription. The subscription starts immediately after the text and consists
of everything below the final paragraph of the text.

Aot | T 987 PICEIICTR Tolte fofie et O=3e A1 90T |

T A | e T8 PIRIMIN 0o SR 0 AL SO T A A T A
T |

e I SACHR NCHF SRHACS I 0 |
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G-94.How many types of sy cl are use in svc writing?

Ans: There are 04 types of sy cl. These are:

a.  TOP SECRET (s o)
b.  SECRET (Re== (o)

c.  CONFIDENTIAL (cari)
d.  RESTRICTED (firs)

TOP SECRET: Information and material, the unauthorized sure of which would cause
exceptionally grave damage to the Nations to be graded TOP SECRET.

SECRET: Information and material, the unauthorized disclosure of would cause
serious injury to the interests of the Nation is to be SECRET.

CONFIDENTIAL: Information and material, the unauthorized disclosure of would
be prejudicial to the interests of the Nation is to be graded CONFIDENTIAL.

RESTRICTED: Information and material, the unauthorized disclosure of would be
undesirable to the interests of the Nation is to be graded RESTRICTED.

IS AN T TS O T Aefors Fiea et b 2@ T And AR s sfe =7
TR TGS TN |

RO oo T 98 O T Ao e (36 B 20 Srord AL $Fod o A«
= ORIL RO TN |

TN T 918 R (B SCuiine e B0 P T Srold AL Tl &(J O=IR AT |
A AT O SIS GG AP =0 GO (I GFCE S H4 & 7 012 Hfolo |
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G-95.What do you understand by degree of precedence svc corres?

There are two types of degree of precedence. These are:

a. IMMEDIATE (&%) |
b.  PRIORITY (S@my) |

IMMEDIATE. The precedence IMMEDIATE is to be reserved for great urgent
Papers marked MMEDIATE take priority over all others dispatched by the fastest
means available and are given in handling and action by their recipients.
Authorization of precedence is normally confined to senior staff officers and
independent units and must be used with discrimination.

PRIORITY. The precedence PRIORITY is to be reserved for matters require
precedence over ordinary business. Papers marked PRIORITY are precedence
after those marked IMMEDIATE although dispatched by postal or other delivery
services. PRIORITY papers can be originated by officer or civilian of equivalent
status.

TR | P Sl Sy e @R iE TRl Tl T GR TR FS ARSCS [KOAC I8! A 2 |
AT O3 2[@ AT L AL A6 T FEFAr 5970 @2 3 | g i a3 26 sfyas @2
el @i S@eced B |

ST | GFd AT S0 GR A @i A TR o T = | ond SR Ko g
T | AT 8 GF TAT Fro ISP 97 AT I | (@ (FI A FAR/FAANCA (AT AT Q377!
QI AGTod NG |

G-96.How the copy no is written in svc writing?

Copy Numbering All SECRET and TOP SECRET documents are to bear
individual copy number, eg, Copy Number 1 of 20 at the top right corner of the first
paper of the main document below the precedent marking, if any summary the first
page of each annex, appendix, trace or other attachment forming part of the copy
numbered document is given individual copy number in addition operation and
administrative orders, instructions and appreciations whatever security
classification are given copy number in the same way. When only copy of a
document requiring a copy number exists, it is shown as Copy Number 1 of 1.

T P S (NANT 8 O (7T 9RTe [iEore I Toa TS 20J | @ I TR 0 @7 > Bida
TN S 2N “frer fTce 79 | ot w9 aftes ¢ - 9 Fare =9 | ;W A MY (@ ey,
ARME, G WA S (g ACE ©iroe I 797 PCe J(F | GG FHATT N[, P oo™
AT et oiree e EAifqer a3 Ff 797 IPACS 2(J | IM TREG > 2T 27, SI2ETs F(f
TG PICS B | (@G I R S @7 > | Froad wiferere I+ 977 e =7 |
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When a docu is lengthy or the subj complex, that text is divided

by readings. What are those?

Ans: The headings of a docu are:

® 00 o

The Subj Heading.

Main Heading.

Group Heading
Paragraph Heading
Sub-Paragraph Heading

Where the capital Itrs are used in svc writing?

Ans: Capital letters are use for every letter of the fol:

S@e -0 a0 T

J-
K.
.

Subj headings

Main headings

Code words and nicknames

Proper nouns in op writing

Precedence markings

Privacy marking on top and bottom of all pages
The word DRAFT at the top centre of a draft
Para headings of written op and adminO
Certain abbrs

The names of ships

The ref block on annexes and appendices (top right)
The postcode where applicable

Ans: fRffe Twa 30E T d G2 T4 T8

3
q|
5 |
9|
6 |
A

® I

3 T8 M= |

2L AT |

T TV R ¥ IRCFA |
AR TN T 6 |

AT ST G T &I_eh T |
RIS I |

AEH FC AFIBAF |
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G-99. Write down the seniority of the services in svc writing

Ans: The sr of the Services in svc writing is a follows

a. Army

b.  Navy

Cc Air Force

d Inter services organizations

Write down the seniority of Para-Military Forces

Ans: The sr of Para-Military Forces is a follows:

a BGB

b Coast Guard

C. Bangladesh Police

d BNCC

e Bangladesh Ansar and VDP

G-101. Code Word and Nick Name.
TP GAE | TGN =11 AR 916 [Wg iiee R e [Ruiew 9o 20 A | @61 &FF

ARBET &P A FATCTHCTT =W W% (=310 JI2© A AP | RIS WM &nies [eed f==rsrer [igs
ol

ey @ §WE aar aamfee JR[ee &0 @3 99 9T T AT | 22CS @ FRrerer
Y LTS 27T |

G-102. Write down the specific meanings in the senvices?

Ans: The fol word have specific meaning in the svc:

Intend
Proposed
Request
Will

B~
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SERVICE CORRESPONDENCE
(SECTION-3)

G-103. Write down the composn of the text of svc corres.

Ans:

G-104.
exceptions to this convention

The composn of the text of svc corres are as under.

a. Intro. The intro gives the purpose of the letter and summarizes
any backgrd info.

b. Theme. The theme presents the case and lists any arguments or
problems in a concise and logical seq.

C. Concl. The concl summarizes the salient pts in the theme and
must end by leaving the recipient in no doubt of the writer’s orders, wishes
opinions, problems or recom.

T oS g MHFY O TAT FAco 7, A [{E0 Forece =63 |
| R I e gew Al e Ifege =re =7 |

T TFREE | TPRER F Wk YT 20O A | AT TS JACS (I ST A |

Most svc corres is written in the third person. Write down the

Ans: The exceptions to this convention of svc corres are:

Formal lirs

Demi-official Itr

Ltrs from a comd in which he expresses his personal views
Ltrs from HQ. dept etc.

oo o
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Enumerate the rules regarding the Itrs of condolence.

What is the process of Letters of Condolence?

Ans: The rules regarding the lirs of condolence are as under

a.  Official headed papers is not customarly used

b The salutation and complimentary ending are hand written
C. Paragraphs are not numbered

d.  No file number appears on the original

e No headings are used

f. The addresse name and address are omitted

Ans: FCICEE AT AN A CTRAST | W GO JeN© Q| THOT AT (I
SNCIAT /TS SINCHIR & 32T G 2, O 22 @ETRIF 7% fpfeiie fifoetar s 5ace 23 ¢

T AP AR (AT [T PRI 1
1 oET SEET TR THCY TS o1ICe 27 |

T SRS TR ARG = Al

T TAFESAR (P Pl T 26 |

81 AT TR OB I AT |

bl @ W R =

What is svc correspondence? How many types of svc
correspondence and what are those?

Ans: There are 07 type of svc corres. These are:

a. Commanded letters
b. Directed letters
C. Routine letters
d. Formal letters
e. Demi-official letters
f. Signal messages
g. LM
AEF o o1 0q &I | T
T wWwE e
S (R icRr]
T YRS Aq
T qOREE 7|

el WY-ANES @
Bl RCES IS
% @ weF o fefer
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G-107. On what occasions a formal Itr appr?
Ans: A formal ltr might be appropriate are:

a. In acknowledging a directive.
b. In reply to a letter of praise or blame.

c.  When marking to submission of an exceptional nature of forwarding a
non-routine report to higher authority.

d. Inarranging ceremonial matters with outside authorities.

T Tyt aife e |

T =R ifes afo Ted |

Tl e FEACT s Jfoury ¢ o2y 3k for ggion afstamta Soigra |
T Wi RE AT FEACH AT @R 337 347 |

G-108. How many types of internal corrs. What are those?
Ans: There are three types of internal corres. These are as under

a. Memorandum
b. Loose Minute
C. Note Sheet

G-109. Define Routine Itr and Note Sheet

Ans: ¥1  Routine Itr (FgRee@) | o7 e @ Rk @& A=A 200 9wy AfACS A=
fe @ et fofdsi@ @721 =7 oIt Routine ltr (T4RE9@) 0T | TG, (I ST /F0T*
FET AN S TS [A0H for IRAT @ @ T FEF 9B =0T o (=11 @Co #ATed |

4| Note Sheet (@WBAG) |  TFIF ARATE FAHT M We/ITNET FOFSIIA NCHF
TR FCS YOI ARGER e [foq a7 Tt TomTs aest @ag IR TFFe
I (1B Ao T T |
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AGENDA AND MINUTES OF MEETING
(SECTION-6)

Ans: The administrative arrangements of Agenda and Minutes of Meeting are as

under:

Book a room

Arrange a seating plan

Prepare a form for those attending to fill in their names and
ppointments or departments represented.

Ensure that spare paper and pencils are available

Arrange for visual aids

Arrange Refreshments, accommodation and transport

Arrange for a shorthand typist and tape recorder

Make arrangements for security

SQ 0o 0o

G-111. Write down the essence of the discussion should be recorded in
the minutes of meeting
Ans: The essence of minutes is:

a. Accurate.

b Brief.

c Self-contained.

d. In personal and formal.

e Decisive.

f. In the past tense and in the third person, ie reported speech.

G-112. How many parts structure of a Minute?
Ans: There are 03 Parts structure of a munute

a. Brief statement of the problem
b. Essence of the discussion
C. Decision (s)

G-113. What are the conventions of Minute?
Ans: The conventions of minutes are:

Subj Heading.
Attendance.
Order of Items.
Headings.
Speakers.
Action.
Signature.
Distribution.
Security.

e N
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OPERSTIONAL WRITING
SECTION 10

What are the purpose of orders and instructions of operational

Ans: The purpose of orders and instructions of operational writing as under:

a. Accurate.

b. Brief but clear.

C. Unambiguous.

d.  Capable of execution.

e. Received in time to be acted upon correctly.
T A

41 e g AfwE

T wde

T M Y
& (3P AR N PG HHA T [

What are the types of orders and instructions of operational

Ans: The fol types of orders and instructions of operational writhing:

Operation Orders (OpO).
Administrative Orders (AdminQO).
Fragmentary Orders (FragO).
Warning Orders (WngO).

Qo0 o w
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OPERSTIONAL ORDER
SECTION 11

G-116. What are the written operation order?
Ans: Wrutteb operation order is as under:
Parsonal Operation Order.

a.
b.  Signal Messages.
c.  Confirmatory Notes.

Operation Order comprises some mandatory sections. What are

Ans: These are as under:

SITUATION:

a. Enemy Forces.
b.  Friendly Forces.
C. Attachments and Detachmets.

MISSION

EXECUTION

SERVICE SUPPORT
COMMAND AND SIGNAL

G-118. What are the types of annex uses in conjunction with operation
orders?

Ans: These are as under:

Intelligence Annex

Fire Support Annex

Engineer Annex

Service Support Annex

Signals or Communications-Electronics Annex
Administrative and Logistics Annex
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MESSAGE WRITING
SECTION 15
G-119. What are means employed sig communications?
Ans: Means employed of sig comm is as under:
a. Raido.
b. Line.

c.  Signal Dispatch Service.

G-120. What are the purposes when sig msg are not normally used?
Ans: Sig msg are not normally used fol purpose:

a. Congratulatory messages that have appeared or will appear in the prey
will be included later in command or other orders and those concerning
promos honors and awards.

b. Non-operational returns unless other means are not possible.
C. Acknowledgements, unless of an operational nature.

d. Notification, over 48 hours in advance of the routine movement
individuals

e.  Other matters that can adequately be dealt with by telephone.
o=yt ASTR MG AT A 7 |

SIS AW, (<IFATST, ST Tt 92 T Fol=71et AT S ATSICAT T T |

1 AR TG TS W A, SR oAyt 7 N<e ATSIC! I T |

o1 Hife FE TS IR NG AT I T |

81 S waraa [wfe a2y 8b TBI 2 FEG O Frowylet @7 S<Ies A A T |

¢ ey it A R wikEr fofod Tt A 9 429 I AW O ALFS AO[
STLTCS AT A T |

G-121. How many types of degree of precedence used in sig msg?

Write down time allowed to each sig/comm cen enroute for clearance.

Ans: There are 4 types of digree of precedence.

Precedence Clear Message Crypto Message
(Hours) (Hours)
FLASH 0.5 01
IMMEDIATE 02 03
PRIORITY 04 6.5
RUTINE 08 16
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G-122. What are the resp of rel offrs?

Ans: The releasing officer is responsible for:

Determining whether the message is necessary.

Checking the type of message and addresses.

Ensuring the proper use of the prescribed message form.

Ensuring that the text is correctly drafted.

Approving the security classification.

Confirming the precedence for action and information addresses.
Inserting the DTG.

Checking the appropriate message instruction, if any signing the
message.

Sending the message to the signal/communication centre for
transmission.

SQ@ "0 00T

Ans: The releasing officer is responsible for:

TIPS ISR LATAGTATS! (P2« FACIT |

FLFO IS AFRCON BB ABIZ FACI |

2BRTE MIF© IOl TN I WPHo© FAEH |

TRFS ISR P G Afowo! S FaI |

IS ISR (AATTOR T [P A7 FAC |

TIPS IO FEG A7 8 IS IATFR e Fripar e [foe T3 |
MO JrOF [HTe = O 3T 7 Srgrdl [ise a0 |

TR ST Mol NI 7zCR Fer e e |

IS O] (@RI &) PTIeT IO ICH (2T P |

~EE 0 a0 o

How many types of sy cl of msg writing and what are those?

Ans: There are 4 types of sy cl. These are:
a. TOP SECRET
b. SECRET
c. CONFIDENTIAL
d RESTRICTED

If a message acknowledge the originator considers few words or
phrases, what are those?

Ans: The originator considers of the fol word, is a msg ack:

a. ACK
b. ACKIMMEDIATELY
c. ALLACK
43
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G-125. Enumerate sequence of text of sig msg

Ans:

Ans:

The sequence of text of sig msg is as under:

NODUF instructions.

Restrictive marking such as EXCLUSIVE, IN CONFIDENCE etc.
The word CLEAR.

Code word or nickname.

Subject of the message, if any.

Reference to previous message etc.

The body of the message.

Any acknowledgement instructions.

SQ@ "0 00T

The sequence of text of sig msg is as under:

[QIEACCIEE)
Hifire F70 o AT
AR =

[CICRERI

Lo o7 7y W A
UEERRECRISEREIS
TS ISR FTAS

At A feaer

e N

Write down the short note of the fol

a DTG
b. NOTAL

C. Skelton Copy
d NODUF

e Originator
f Drafter

a. DTG The DTG is expressed as 6 digits followed by a time suffix and
the first 3 letters of the month. The first pair of digits denotes the second
pair the hour and the third pair the minute. The last 2 digits of the are
added when necessary to avoid confusion. The DTG is inserted on the
message box by the officer when he signs the message. An example is as
follows

17 (Date) 0830 (Time) F (Zone) SEP (Month) = 170830F SEP

b. NOTAL This is a term inserted after a message reference this
indicates that the reference is not available to or needed by all addressee
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c. Skelton Copy The refers to the message from which the text has
been excluded. This means that the message will contain all other relevant
information except the text. This procedure is used when classified
messages and sent to the communication centre. In the Navy this is known
as Acquaint Chit.

d. NODUF Messages originated during an exercise period which
require real action to be taken by the recipient eg normal administrative
instructions to directing staff etc, are to include the term NODUF at the
beginning of the text

f. Originator The originator is the commander or headquarters of a
formation or unit on whose authority the message is sent. In practice, the
commander delegates his authority to officers of his staff termed releasing
officer.

e. Drafter The drafter is the person who composes the message for
release by the releasing officer. He need not necessarily have the authority
to authorize the transmission of a signal message, in which case a
releasing officer must sign the message before a signal/releasing officer
before may accept it for transmission, it maybe accepted for transmission
by a signal/communication centre. The drafter, using block capitals
throughout, is required to:

(1)  Fill in all boxes of BAF (Sig)-34 except receipt and dispatch
boxes at the foot of the from.

(2) Draft the text

a. DTG it v  fEfeas wmr aife =7 | &= @el /i Sy @Sy (eiel 7™l w67 «3R
ORI (&Sl =l G @RI = | (P A HWR RIS e It <1 vafe fefes
TR =T |

17 (Date) 0830 (Time) F (Zone) SEP (Month) = 170830F SEP

b. NOTAL (FFTF 9/72) 3 ISR RS AT JI2T I 27 | 32 &I I T &
TS G TONT 2GR AP AFCHE TR 2 T2 AT IS IO FPe] T LTS T2 |

c.  Skelton Copy  THEGT TS & A1 oI ST @ TS e 77 & | (M=
ST TL PIHTIET EFOIRR MLTT (29 FAT T, O G2 Aq(© 92 FAT 2 | (TOI0O 2= G5
o0 e +ifafow |

d. NODUF  SReW/T28R Ty @ A% el 7o) I 1289 S e 7 3708
ST TACTT 1< 7RI DT T = | T IRCFS Coa A TR I AT =T o140 =07 |

f, Originator ST 20HA VK WeT AT FACTHT ST T8H7 @ IS A9 enfirm
JCT IS AT (AT AT R | (I (G FAGF O FBIF NP Qo IoPIa S =
e F0a |

e. Drafter TFoR TR @ I T Mo IS F@oios@ SETH I J@-ITeq
Gy (O FCAT | LS AMS] (2 OF (I AIfHFF (72 | GIFOR G TS THF A2 IR |
fof Q9 (Ir8T)-08 77 FICAT G TRIFS IS Fe 2M1Y ATG FACI |
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G-127. Who can auth fol types of msg precedence?
Ans: Fol auth
a. FLASH
(1)  Chief of Army Staff
(2) PSOs
(3) GOCs

(4) Comd of operational Unit/Fmn/Directly/affected

b. IMMEDIATE Offrs not below the rank of Lt Col

C. PRIORITY Comd of unit, SO, Adjt, Sigs offrs only Msg offg comm
d. ROUTINE Any Offr or JCO

ABBREVIATIONS
SECTION-16

Why abbr are used in svc Writing?

Ans: Abbr are used in svc writing to save time and space and to make the reading the
authors/writers task easier by avoiding unnecessary repetition of word.

T, 9 q@a FRreier, e @R XN BN G * MR(F© G dA 2 | ¥ LIS Gl A
AFF R T BT TS AT 2 |

G-129. Which abbr are used in svc writing punctuation marks?

Ans: There are abbr widely used in written English which are largely standards. These
are as under:
etc, am, pm, eg, ie, viz, am, BA, BSc, RSVP, Mr, Mrs

G-130. Write down the certain group of letters denoting military

Ans: The fol certain group of letters denoting military qualifications are used and to the
institution, eg awc, ndc, ndu, rcds, psc, te etc.

G-131. Write down the conversation of the use of mil decoration and aval
Sy SVC corres.

Ans: RS (407 @R T @erel @w {28, /i, qulk- B, qafeh, qafess, sk, 57,
e+ Zorfn SfePrIET gk U I @ SNE#Ita BIFA ARCS Sl Siferwr Fopfee =141 T | 8
oS Ita SIS TR TR 1, (@ TG FARREANCS @RI =7 T |
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REPORTS & RETURN
(ADMIN G)

G-132. Why reports and returns are reqr?

Ans: Reports and returns are reqr for planning, provisioning procurement and admin
action. Ko YT 95 [y ARPE 2oaw, AO8 =TF/@ GR WU Fed & ey o7 @
AP g Face KA @ O 2%e a1 =7 |

G-133. How many types of reports and returns and what are these?
Ans: There are two types of reports and returns. These are

a. Fd Svc Reports and Returns
b. Non-Fd Svc Reports and Returns

a. Fd Svc Reports and Returns To be submitted by the unit of Fd Svc on the
out of hostilities. & ¥ 20T La© 280wl 32T (A FH(H |

b. Non-Fd Svc Reports and Returns To be submitted by the unit for the
day admin of the Army. NIRRT tAaa eHPTCAR &=y 32 (@R T 2 |

. What is the different between report and returns?
Ans: ReAl @3 RO @7 Ay fgee=s

T AT AT AT O ATFCARS FCH IS NPT (oA FAN T G2 T T (I
TG FGS bR T X Of AT =T |

g R MR ARPRUE TR O ACE | 22 TF II0] FACT ol 41 T GR G5 [
W @- N, @i, ST, i fefere fafireed w3 e s¢res e o=
AT 2] |

G-135. How many cat of reports/returns? What are those? Define.
Ans: There are two cat of reports/returns as under:

a. Recurring
b. Non Recurring

Recurring These incl:

a. Periodic = These which convey essentially the same type of info
regularly at a prescribed intervals e.g. daily, wk, monthly, quarterly, half, yr.

b. As Reqr  Those which are other than Periodic for which standing orders
have been estb for submission upon each occurrence of and event accidents, losses,
discip etc.

Non Recurring  Those spl reports and returns prep once only as dir
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G-136. What down the list of fd svc reports and returns
Ans: Fd svc reports and returns as under:

a. SITREP

b. Ptl report

C. AFV report

d. Air sp requests

€. Daily fgt str state

f. Daily battle cas report

g. Veh cas report (beyond unit repair)

h. LOCSTATE

1. Ammo/Expl stores

] AC report

k. SHELREP

1. MORTREP

m. BOMBREP

n TOXREP

0. INTSUM

p. INTREP

Where the report to be submitted in case of loss of ID card?

Ans: In case of lose of ident card report to be submit is as under
a. Nearest police sta
b. Imm Fmn HQ
C. Issuing auth
d. AHQ, GS Br (MI Dte)

e. Monthly return to MI Dte by fmn HQ or eqvt on the last day of showing the
1ssue, cancellation and loss of def svc ID

3| 70y e GO

T RRB TREME TR 1eR

NI T/ AR AT 6

T P, &Gt = (@ ofivwed)

61 WP RCAD/REICT FRCMT TR R MY G2 AR S |
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G-138. Write down the gen rules for use of abbr in svc writing?

TS AG foraee fAfefis s 20e = AFo T T4 23

T TEPTE(AT) - 009
g GfIfE o |

G-139. How the ranks of retd and rel pers are written?
SRR SRITRNS 21E JieF0ea W Moy Ffie =3s
T TIGF G @ B, 73T (OR3)

T GE AT AT (9=3)
T IR RN e (B7), P, e (S[3)

What do you understand by depermend?

Ans: feoNbme a7 wowy e I Tofde oRte R @9 Sifieeite fAREeeT Ik9Te E | @9
fCuaafceunfEr, Gt TR 9B (Fig Ton™ |

What is the timing sending the msg?

a. FLASH

b. IMMEDIATE
Cc PRIORITY

d ROUTINE

What do you understand Routine Itr and Note Sheet?

a. Routine ltr (GT4ET 219 | for 2T W @R ¢F RS 0o A4 7w @ 76
Bfo7q @7 = O AR Aq 0 |

b.  Note Sheet (55"5) I ARNITe TN T Wed/3SfN6 9 Wy TRl
IRE P ARvEaR [Afice [fey e SAm=r, ST @3 FAFFCAT TS JHE @15
G T =T |

What are the normal substation and complimentary endings in this

Ans: T (@RS JFEACR [0 2[@ @I 27 O Wi Jame F0e 27

a. Dear Sir / Madam and yours faithfully
b. Dear (MT) Rafique and yours faithfully
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G-144. The rules regarding the Itrs of condolence?

Ans:

F| RO TR (AT HIF B AT T |
T A R R (T TRCTG (70 *(A |
T SCRMA (I WHE =6 A |

9| CEROSRIF @ FIET TR = A

81 AN I OB I e A

bl @ W s =

Ans: IRFS A9 B AFA | NG ©f 601 w1 =0
T G oM AR AT |
g g PFmRE e
T IF AN
T MY T |
61 GRS A |
5l PRI A |
TPRIT A | I @ (@ A FEA @ (@A GRS I GTRES (P @0 1S = T=F
(CfereIRt 1 ST Y FACS TJ | O (@AM *(5 IrS[ 2Itad [ rfeiel Feew foifoiqa Face
3 |
A 3 Y3 I OIS A BT TS AT | 2 AT (27 TR FACE ATACHA
O AT ALT© N FACS A0 | G GHCN ST IGAOHIA TGS 6] Faca A8 e
IF *(5 oIS 209 | ©0F GF FHATS T (@70a SIfeeT e e qrecs 2@ |
G-146. What are the sequence of text of sig msg?
TIPS MO IR el fTazels
T e T o AT |
g1 AR = |
T TG KE |
T RP A [FT AW AT |
Bl R RCES SR A |

5l IRCPS SR TR |
T e Fem oAt |
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G-147. What are the purpose when sig msg are not normally used?
A AR PIIIT EFOR ST | SICAR S GR(0 [ea*IsT (AT SR |

T OAHNST AW, (RIS, S ! @2 718 A& o=t BT @ ATSICT A T |
T AR TGS TNETS AW I SIRCET PIoeieT @7 LT AT [Ied = |

a1 e e Refe arar 8y TR o SN ©f Feere @7 e A AR

T ofe T RIS IS T A T |

81 S R AR AER TN S 59 92 A AT O] ALFS IO LT AT
JqICI 4T |

G-148. What are the resp of rel offrs?
Ans: FEATeTE SR gl aaete Wive Facaes

T RS ISR ARG o=l SR |

T RTS ISR AT R (HACHA I AB12 FACI |

T DTS WCFS AT T JIRE WF6® T3 |

T RS A8l oA G Aol [iHS T |

1 PO AN A 8 SRS AR Ty FR@AT waeifod el [fee Fhca |
b1 RGPS AR IS = oI TR el TeeA- 4 WS e |

Tl RS A8 AF (MANIOF A KT e F90a |

T RS IO A *SRA WS P |

A AR I |

W PR GO (@9 SR |

G-149. Who can auth fol types of msg prcedence?
a. FLASH
a. Chief of Army Staff
b. PSOs
C. GOCs
d. Commanders of operational Unit / Fmn Directed affected

b. IMMEDIATE Offrs not below the rank of Lt Col
C. PRIORITY Commanders of unit, so, adst, sigs, offrs only msg offecting

communicatiojns
d. ROUTINE Any offr or JCO
0
51
RESTRICTED

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar



G-150.

RESTRICTED

Ans:

Explaing the punctuation use in the sig msg?

AT AR TFS o] ta @ s a7 Face = @ forzs I9eesd

TS 20 [Rfefe [ fBrza *% T 9T 2915 2 FAT @ATS AN

[GARES @ oz AT EISRa @Y
S oA 2% (PD) (.)

1 |3JCF AN tota (PEREN) (

©| |36 EA w=eecas (UNPEREN) )

8| QT -

¢l ST /

Y | T fresgq (CLN) ;
R st (PARA)

bl | RO N @« et (UNQUOTE) “

5 | ZHCATE o @@ (QUES) ?

G-151.

There are two cat of reports/Returns? What are those?

Ans: There are two cat of reports/Returns as under:

a.
b.

Recurring

Non Recurring

G-152.

Where the report to be submitted confidential docus?

TRIe® ViR TR Coite FRffs 3 emics 20<s

|
1

FACTT A WA |
TTPWE, ferast =mar (aseng Afimes)
TPWE, ferast =t (e Afawes)

What are the fundamental principles of report and return?

Ans: TRl @3 ROW tofm s e Sifexer sepret Face 2033

3|
% |
7|
9|

A

AGFOl AR 2 ARF O SR TR (ST e | ARCICT ST ARRPEN A |
igel |gferame Afivey iE 2o =7 |

fRerRfoel  afsrane ffre e (Tete =03 | SRR F$oF TRIF GIRT T AR = |
el | efstams Afds @t Rt FA0e 203 AT TS FiE S 20 T AN
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G-154. Who is the OC for the purpose return?

Ans: RSy = 3Bf6 Sfyws feima smafe o

T AT @ PV POT93s TR /fCR @ ACF I &N I O GINEMETT 8 (e
P1aN93s @7 fore |

T TN CEPMETE W 9 TE (AT A1 FoNg OF g 200 T Ao [ O &
CRPTHE P18 (e GRRCT*F 85 frs |

T TN CWPW I G FTHE 2CS W) TG IS D (12 TS5 Fie 23 T& Jjfed
e/ &M | GV ePIRS =T I AFE AHFIE * I SEARE 2T @ EEPWeN 518 |

G-155. What official docus?

Ans: SEPRE TRG F0e @ @F TN GR ARGE SAREAE AT | @ Bfea, @5, s
(F2b, B9, SAfRe Mo, 7 @R 210 |

G-156. How many cat of protected docus?

Ans: Protected docus will be cl as below:

a. Top Secret
b. Secret

c Confidential
d Restricted

Explain the care of cl docus when in used?

Ans: TGS ViR TRIAE WA 9T FACS =33
T NG AR TEICAS ST ER WP0 ST ST ST S[gR AT AT =7 |
T A 9, AR 5D T ST HASTAAN/ T (AN wlore Wit i
Fifera e 2o P /TI3rEda G FAT=I/2TE 2 TCMI/2T0 FAGH e AqAG s
T Q37! e s ACATH fNre 207 |

F1 SfS ENeNT/ReE e wiie weiEe SRR AR  F 39 20 99 39 9 [re 7@
GG AT NS /T /OeTm G ICH Ce 27 |

9| &1 wlew wRede T fTH=IRel (Ireitds 2T IS 2T |
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G-158. Write down the care and disposal of accuntabil?

T GBSO RIS G0 @GEE SAFAE A @S 209 IR Ol TR T A0S 20T GR
tauifie fefers (53 Tt =T | (5F T TR @GR e I Face =9 | 3TfNea e @b
G (5F FAE | IS SoReo! AWt T3 #AfvT S f&o1aq sTore! AbIR F90F |

g A TR /AR I CRE GRIEC0IE WS #18 SRR @2 W Tuied /A
TG (Ol FACO 7(F GR @& of Ffo_a Faco T(J |

G-159. Who can grade a cl docus?

Ans: faRaffe gfeaad e @t e s 21
T SfCENANT 2N A BT SR IR Hge 9T ARG (@RS ST
(5) T M W N AR BIE ST / Brs |

(R) faaw
(9) R cwg ATSED ME WERT TINOGT (@ (FIF AR ©F AT @ar [y
TS AN |
g TN GR AT ANEE TS AP TN @ (I AL (AN G2 O v
fRrIeR @@ [ReyeT Face I |

G-160. Write down the disposal of unwanted cl docus?

Ans: @oF AT TRITIS RO FACS B IS ahs SPRel F0o 203

T I P RIS VEE TUAE (ATOITS (A J@ATSIRIN e ACATF o¢ IFW 77
)7 AfeTEr g f[ForRe @ ST e e I eeeice e 20 A ol
O |

1 @ e REm @ 40 A T Qe FH (@FIC R FINT I AR |

NI T T WIS ROW WY MW Y W RROR A @eresEem N 2o
s /Sotm fre =07 |

G-161. Write down the care custody cl docus?

Ans: ASE WiEF TRIEE FMRF-IoN THATITH A3

T S TANNT | T ST AT RIS/ FoEr/ w1/} Topin &y feams 55a
I3/ SR/ R o oRt [ 8 Gfers i s ogRya 4 | I vk
AT T O AL AL FAIFO! (5F FACS 2 AR Ty I e 207 |

ST (4 | T RO (eI wEe meaE o 9 S_gE Ad | B
FIAIC/f2a I A AR /AR &P/ o fofr F9 a mar Ticas/2efehr «a
fCD =09 =1 SR OgIRYIT AR |

T AN/ | T TENR/AINe SRew SR 9w S}y SO/
JIACICC/ATC@ ALCS F(F | BT LS(CET OGIRYITH A |
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G-162. Who are the pers resp of unit sy?

Ans: sy offrs this are as under:

a. 21C b. Adjt C. MWO

G-163. Write down the duties of unit sy offrs?

Ans: TG feroer SiFcaR wifg Waeeeis

F| IET G GO ZRAT rersr Siewe o A0 |

| BTG TS TG eIl I Siew/MeahTiR @ re $90e =07

T dfeme aféEscar Sy Befacoa wEee e Sicasl/fac TR ARSs $h0a |
STICE RGN LT A NG @ ARG T |

T 3SOF [FA7Iel FEMS Yoo ©f WS FACI |

8| 2TMOF [AGT TP FPT HHACRA AL A5 FACI |

51 fSrerer i 26T e R IO 8 (@GS AEcT afs FF AT |

What are the main heading sy pts of standing order for peace?

Ans: TG & wewe @ fAxffe age fFrammefer «ss

| 26T Swly

g ITECET RN

F1  Rfeg 9@ I

v f&feq e fyfes
| e RO

51 S S|

R 3T HRIE SCwHl
T qufs e Sews

I Yo fHy

G| feFEe Reass o

JOad AT WA AT & 1 5 R Toig g fve 22

Toe  Iowd IR AP TRANOCT Gy e R Tow e fes 20

T IACE G IBE AEARN AFCR FICT (@A TS 1 (ATF (@A AN 703 |

T e fefere efeft Fer ftr Afers Fare 21 |

T e FRETER TR RS g g7 0O J(A |

T ST oUW AITOST T FACO 2 O TG A0S ANST I |

| LT S NECE (I (N2 FAATTT IS 207 O PO IS DG Mo 2T |
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G-166. How to maint office sy during peace and war?
Ans: & € =PRI INCT AN [FRroie! Maeoiond 7wy Fa0e 21

T OGO FOS (FI EIF NPFCH LTI 34T T |

T A PINES GE ST GRS FAE N | @ HISH AL (AR FCH AP O
e A0S 203 ST SR Seie fAre =07 |

T NG AT ST GETRRI QIR A0S AT (6F FACO A |
T S AR A A O I WG AL (A |

© 1 ATTAR GBI SO AT A T | FOHT© TP AL A |
bl R e MR ACOF (TR ARAAET S 2R I8 FACO A |

G-167. What are legal power of a sldr iro civ?
Ans: [TRR® FRT GG GIfeF IENACHT (@ (I JIG(F (ATOF FACS AT

P T @ @IS B iR AN ACR A I TS 0O G |
4 I @E S IS [ [a @ IR SIS et I |

T M PN HS AARGTPOIC RE(CET NCHACH ST A |
T I @ S O $EF RO |

G-168. Principle of office work in the fd?
Ans: Sifexer fAgfRke oe aF=s
I PICEE Lol

T R omte
S R ST |
9 AT

& gy I |

G-169. How many type of comms?

Ans: There are six types of comm. As under:

Tel
SDS/TDS
Postal Svc
Sig wrls
Fax

Mob

oo o

56
RESTRICTED

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar



RESTRICTED
G-170. How many type of cl of tel?

Ans: There are three types of cl of tel these are as under

a. MSI Pte Mil POX
b. Mil Pte Mil PBX
C. Dept (T&T)

G-171. What are the information booking a trunk call?
Ans: TORTEN F=1 i FaceT fagfeifis waafer mre 2
T PIART® @R TR SreRT 2 |

I A
T RGN
T Ol oReT
¢ | O |
51 o e e
G-172. What are the person are not recutableon mob?

Ans: R e[S J0ag T O AT 13

T TS SR ¢ ReR AgR SRR |

T ifege SR P R |

a1 TR afeiey ST ¢ e

T OFBIE G FOC feaifere ST el BRI gl SN |
e 2TfEh g v Sreeis @izt Rt

51 SO GINRRCEHE G2 NI GO @ FIoET |

T O 58 R e et T

Write down the info givenin battle msg bord?

Ans: JCES W™ @ICS Wyfafe s e a2

I D

| BT T G LS ST R (NI AT
T TS ST R fTF (73T R SIferl

T S ] RIS |
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G-174. What are the aim of AFWI?
Ans: IS Ta Sogee! ARVaa Sry =0eT TTWCoT TARY S G 0T TR W J612
A1 R T& T MR AN TSl AGIECT CH(E FTF 2 |

ferorens G TTfCET N+ i w1 278
(5) T CIIF TP FANLCAI AT |
Q) T (@ AWE Q2 G AT 97 SICAF S LT FAT FYETS O TS 27 |
(©) AR GR FRITSS R |

AP Ta Tl AR T Myfere fecm afo 4w s
3 e vl |
TIPS T |
T ORI T |
G-175. Write down the ANX and APPX & ENCL?
31 Anx (&) B T A G316 vl ArRice fEw fis At |
¥ Appx (#f2f*®) B (@ GG nieret AR (@IS AT |
71 Encl (%) 221 G0 T niert IR GBI T4 ZR AT |

G-176. What do you understand by Rule, Instr and Order?

¥ Rules (01 9 WiZ¥) I IR P PO ARG & TR IS @
TR I 2R 41 T OIR(CP P T SR 0T |

¥ Instrs @GR I AR TR F9F STRAFO T G CERIRAT 24T T4
NP A NereIer et |

71 Order (STCR I AWHH) W2 8 NHRBICE LR @ 75T Sewsr fersr sinezr T
Ot Order 1 ACA* I |

G-177. Write down the regt sports committee and what are duties?

Ans: @2 IRBTS AYEers TA-SfGTEE CHAGH ARG, @7 GX, TG (@P1S, Gabie «F TN oifi5e
2 ST PR TRt

T TAEYER TSI G AT 7 A= F47 |
g oS AR EgE Wee w4

Al AR NS FN SIITS FAPINAT ARTST 5 |
T &ifs 15 8 afSwifrem Siamem 4 |

® | T INCH AR T (LFTEEIR S S 4 |
b1 I RS AN (R fewe 3 |

58
RESTRICTED

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar



RESTRICTED

G-178. Write down the record procedure of proteative docu?
Ans: TGS v wRIAE RIS Oty (S a1 =0T AT

T OIS AN | T B ST (AN W VRIS GG SFAT TGS S
I (AGEICH TIPS el = |

L1 oS AN/ T SN/ AT woE Vs A R/
SR/ TS/ fR{be FaaT F9B @ |

T AN Ao AFEF TREIERS @ @H TP oS ([ 41 2 |
G-179. Write down the upkeep pt regt book?
Ans:

T weRE/cTEE weiR Eede 2F @rense AR et AT e A
IS T |

LA .

| RGBSR/ ETER THRATHER e 52st 3d Foed fowg e smits =3 |
T EGER/ETER @ P P WA Ble Miag (<1 FA0o 20 | SR/ &y A< ACT =7 |

T R/ @GR AP TR FANCS 2(F ATS] WO 8 7 27 | @GB0d GHio FAamag wee
J G TSI ATS[T SAFER AT (W2 A |

G-180. Write down responsible for office sy? Write down the standing
order?

Ans:
T OIS (AN, (NI 2@t @ BT FI2R @ TRTHCF 577 4T |

P AN I TG TS SR ] ©F (TS A |

T AT BNG IR FIEGT @] FAIF Y] FACS A |

T NEACTT NG AT ARG R IR & VAR GF 97 2= T4 |
g AR IR ARG AR TG FACO A |

Bl S S UR SPGEYIC g A0S J(A |
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Ans 1.  Unit Trg Instr: Unit prep trg instr basing on the Fmn (Div/
Bde) trg ins. Fol are the contents in addition to fmn trg instr:

Gp trg schedule.

Various exam schedule.
Unit level a cadre forecast.
Firing forecast.

CO’s Darbar schedule.

Motivation cl schedule.

-~ ® o 0 T ®

CQO’s promotion board schedule.

> @

Inter coy/subunit Compt schedule.

Unit level study pd schedule.
J. Units CO’s dir.
K. Study pd, demo, visit, imp etc schedule.

Ans Office sy peace and war are as fol:

a. Pers will not visit the offices except on duty no civ visitor will
be allowed in the office unless permitted by the offr whom he
wants to sec.

b. ldent docus of all the mil visitors will be checked on entering
the offices before any business is carr out.

C. Office will be grinded by office orderlies by day and a gd will
be provided by ni.

d. The sweeper will not be allowed to go round the offices

alone but will be escorted by the duty clk/any person detailed pr.
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Ans Defective measures: The sy in a unit is mainly preventive. The fol
measures can be a great help:

a. Inculcating suspicious alertness in all rk. They should be
encouraged to report suspicious in inents immorally
b. Counter rumors, subversive propaganda and defeatist talk
etc.
C. Making offrs and men aware of their legal power and their
use when the occasion erases.
Cl Docus: A docus containing info which must be safeguard in
the interests of nr sy and which bears a sy cl.
Acct docus: A TOP SECRET docus whether it is copy no or not.

Any other cl docus bg a copy no and also the word ‘acct’ either printed
or tipped in block capitals on the little page (of printed) or above the sy
cl of the docus.

ORBAT: Div Posn of forces with the indents of the units and fmns
compressive these for cas.

Decl: The removal of sy cl from a docus in order to make it uncl.

Ans 1. TOP SECRET:

a.  First Grade SO or PSO or civ eqvt.

b. Fmn HQ (above Bde) First grade SO/CO.

C. BM.

d. In exceptional cases, svc HQ may expressly auth any offr to

award TOP SECRET sy grading when his appt so dmd.
2. SECRET and Lower Cat: Any offr is auth to grade such docus of

SECRET or lower cl as full within the scope of his duties.
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Ans 1.  The tor ave some eg of matter which normally will be graded
TOP SECRET:

a. Plans for particulars of future may or spl dps.
b. Particulars of imp dispose or impending moves of for ces or
con roys in connection with maj or spl ops.
c. Very imp political docus dealing with such matter as
negotiations for alliances and the like.
d. Info of the methods based in success obtained by int svc
and counter int svc or which would imperial secret agents.
e. ethical info of new and imp munitions of war incl approved

scientific and tech der.

f. Lump particulars of cup to ans cvy pto analysis.
G-186)
Ans 1.  The fol are some eg of matter which will normally be graded
SECRET:
a. Particular of ops in progress.
b. Plans or particulars of ops not incl under TOP SECRET.
C. Instr regarding the emp of imp new munitions of war.
d. ORBIT, info an loc and mov unseeing the orbit.
e. Vital svc info or imp def.
f. Certain reports of ops contain info of vital interest of the en.
g. Address reports on gen morale effecting maj ops.
h. Photos of vulnerable pt of vital instr.

Certain der proj.
J- Crypto procedures and instrs unless e:g to a lover cat.
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Ans MOD (Fom Div)
\Z

GS BR (BudCIft Dte), AHQ

Dtes, AHQ (Cen con auths)
\Z
Fmns (intmed con auths)
\Z
AHQ tps/Units (primery con auths)

Ans 1. Returns may be reduced by:

a. Combining returns reqr by two or move staff br in to one
return.

b.  The use of liaison offrs cenf and visits by staff offrs.
C. Maint of eff staff tables.

Insp: The term ‘Insp’ may be defined as obsn or enquiry in to the
condition of a unit. Insps are conducted to provide the CAS and Fmn
conds with an inde appraisal of the performance of msn and the def
recom corrective acts. New ideas and suggestions may also as
obtained during insp.

Visit: A ‘Visit’ may be desired cy to go to see a unit in order to succored
visiting offrs and not reqr to mender reg insp reports. They may,
However, Issue tour notes.

Ans 1.  Members of the team will be compares of:

a. Team formed by fmn HQ incl tech pers/verse scant att as
reqr taking the typing in to the unit int consideration.

b.  One member to be detailed buy concerned pers/ svc dfc.
c. ARTDOC may send observer in cord with perspective Fmn.
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Ans 1. Fit Report: Disposal of ‘Fit Report’ will be carr out as under:

a. The insp auth will prep four copies of the reports and fwd
two copies of the reports to the Fmn HQ. The third copy will be
returned to the unit concerned and fourth copy be retained as
office copy. Fmn HQ will fwd one copy to the report to Army HQ
(concerned arms/svc dte.

b. Fmn HQ will ensure that acts are taken to remove
shortcomings which lie within the power of the unit comd and war
fmn HQ.

C. Shortcomings which cannot be removed by the fmn HQ to
be info to Army HQ (concerned arms/svc dte) for remoras
shortcoming as a gen measure.

d. Concerned arms/svc dte will circulate these points to then
dtes of act on thair respective pt.

Ans 1. CAS trg vision are as fol:

a. CAS envision trg to be the most imp and damage
peacetime info of the army to be included by the molto-IlI Train
hard, train efficiently, and train realistically. Train for you for the
unit, for the army and for the country. Who takes so much care of
you? He except that all should work in harmony from dates to
arms and svcs from insts to fmns and from indls to groups for the
attained of this vision. He also expect move delegation of auth to
the jr Irs so that they enjoy freedom in conducting trg
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