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ADMIN G 

 

G-1. Who are the PSO? 
  
Ans. There are 4 PSOs namely CGS, AG, QMG and MGO.  
 
G-2. How many Dtes come under AHQ, GS Br? 
  
Ans. Fol Dtes come under AHQ,GS Br: 

 
a. SD Dte. 
b. MO Dte. 
c. OO Dte. 
d. MI Dte. 
e. MT Dte. 
f. WE&S Dte. 
g. Budget Dte. 
h. Armd Dte.  
j. Arty Dte. 
k. Sig Dte. 
l. Inf Dte. 
m. Edn Dte. 

 
G-3. Write down the staff activity? 
  
Ans. The staff normally carr out five basic functions : 

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

 
a. Commissioning. 
b. Appt. 
c. Posting. 
d. Transfer. 
e. Ext of svcs. 
f. Promotion and retirements. 
g. Honours and Awards. 
h. Confidential Reports. 
 

G-5. Write 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. Adjt Office. The adjt is the regt SO and his duties are analogous 
to 8G9 and 8A9 SO. 
 
b. QM. He is a regt SO, charged with the fols: 
 

(1) Provision, storage, condition, receipt, issue and accounting 
of eqpt, 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. Write down the Regular Army. 
  
Ans. Regular Army comprises the fol: 

 
a. Fgt Arms.  AC and Inf. 

b. Sp Arms.   Arty, Engrs and Sigs. 

c. Svcs. ASC, AMC, AOC, EME, RV&FC, ADC, CMP, AEC, ACC and 
AFNS. 
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G-7. Write down the fun, resp and duties of comd and staff at GS Br and 
AG?s Br of the BD Army. 

  
Ans. 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(I) 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 - Maj. 
 (4) SC'A'  - Capt. 

  
G-8. Write down the cl of comd. 
  
Ans. 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. 

  
G-9. Write down main resp of comd. 
  
Ans. The fol are the main resp of comd: 

 
a. Trg and efficiency for war. 
b. Leadership. 
c. Admin. 
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G-10. Who are Comd? 
  
Ans. Fol are the comd: 

 
a. Corps Comd. 

b. Div Comd. 

c. Log Area/Area Comd. 

d. Bde Comd. 

e. Sta Comd. 

f. Units/Estb Comd. 

  
G-11. Write down the resp of Inf Bde. 
  
Ans. Resp of Inf Bde are as under: 

 
a. Msn.   To ex 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. Write down Role of the Staff. 
  
Ans. Role of the Staff.  These are: 

 
a. To Asst the 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. Write 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. How many types of main br? Define each. 
  

Ans. Main Br of the Staff.    The staff is devided into three main br: 
 

a. GS Br or 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. Write 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 eqpt, 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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G-17. Write 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: 

 

a. AR(R). 
b. AR(I). 
c. MBAL. 
d. ALR. 
e. CMP. 
f. APD Reg. 
g. ADR. 
h. PR(P) Pt-I and Pt-II 
j. Mob Reg. 
k. Clo reg. 
l. Pay & Allce reg. 
m. FIHI 
n. Notes on Mil Law. 
o. Bk and Hosp Schedules. 

 

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

  

Ans. A¡Ce J ¢h¢dl hC lre¡­hr­el fÜ¢a ¢ejÀl¦fx 
 

Lz HBl (BC) 783 ®j¡a¡­hL A¡Ce ¢h¢dl hC HL¢V ®l¢Sø¡­l lre¡­hrZ Ll­a q­h z 
Mz ¢hHJ, HA¡C Hhw gl­jne A¡­cn A¡m¡c¡ A¡m¡c¡ hvpl Ae¤k¡u£ l¡M­a q­h, k¡­a 
®L¡e S²­jC A¡Ce J ¢h¢dl hC­ul p¡­b HL­S l¡M¡ k¡­he¡ z  
Nz plhl¡qL¡l£ La«Ñfr q­a ®L¡e A¡Ce J ¢h¢dl hC­ul ®L¡e pw­n¡de A¡p­m a¡q­m p¡­b 
p¡­b a¡ pw­n¡de Ll­a q­h z  
Oz j¡­T j¡­T ®QL Ll­a q­h A¡Ce J ¢h¢dl hC p¢WLi¡­h pw­n¡de Ll¡ q­u­R ¢Le¡ z 
Pz A¡Ce J ¢h¢dl hC ®L¡e hÉ¢š²/n¡M¡/­pLne­L d¡­l fËc¡e Ll­a q­m ®l¢Sø¡l 
lre¡­hrZ Ll­h Hhw NËqZL¡l£l ü¡rl l¡M­h z  
Qz A¡Ce J ¢h¢dl hC kMe hÉhq¡l q­he¡ aMe a¡m¡hÜ l¡M­a q­h z  
Rz A¡Ce J ¢h¢dl hC HBl (BC) 779 ­j¡a¡­hL p¢WL ¢qp¡h J lre¡­hre Ll­a q­hz 

  
G-19. How many type of pubs. 
  
Ans. These different types of pubs will be dealt with in the fol order: 

 
a. Part I  - GS Trg Pubs. 
b. Part II -   AHQ Trg Directives/Instrs/Notes. 
c. Part III - Misc Pubs. 
d. Part IV - Gen Instrs. 
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G-20. How many part/Gp of GSTP. 
  

Ans. ¢SHp fËL¡ne¡­L 05¢V c­m ¢hiš² Ll¡ qu, a¡ ¢eÇÀl¦fx 

Lz f¡VÑ-1 (m¡m) -  pLm A¡jÑp Hhw p¡¢iÑp Hl A¢gp¡l­cl  SeÉ  pjÉL ‘¡e b¡L­a q­h z 
Mz f¡VÑ-2 (ph¤S) -  pLm A¡jÑp Hhw p¡¢iÑp Hl A¢gp¡l­cl SeÉ fË­u¡Se ®j¡a¡­hL ‘¡e ASÑe 
b¡L­a q­h z 
Nz f¡VÑ-3 (e£m) -  ¢h­no A¡jÑp Hhw p¡¢iÑp Hl SeÉ fË­u¡Se Hhw Eš² A¡jÑp Hhw p¡¢iÑ­pl 
pLm A¢gp¡l­cl SeÉ h¡dÉa¡j¤mL z  
Oz f¡VÑ-4 (d¤pl) -  ¢h¢ieÀ dl­Zl f¡Çf­fÔV HC dl­Zl lw Hl j¡dÉ­j fËL¡n Ll¡ qu z k¡q¡ 
pju pju A¡­p z 
Pz f¡VÑ-5  -  h¡¢amLªa Hhw ®ju¡c Eš£eÑ fËL¡ne¡ HC a¡¢mL¡l j¡dÉ­j fËL¡n Ll¡ qu z 

  

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

Ans. ®L¡e ea¤e fÊ¢nrZ f¤¢Ù¹L¡ fÊL¡¢na qJu¡l p¡­b p¡­b pL­ml ‘¡a¡­bÑ Sl¦l£ ¢i¢š­a ¢hal­Zl 
a¡¢mL¡pq h¡wm¡­cn A¡¢jÑ AXÑ¡­l/®pe¡pcl, ¢S Hp n¡M¡ Hp ¢X f¢lcf¹l (¢pHJ'p A¢gp) LaÑªL 
fÊL¡¢na qq~­hz q~X~¢eY~pj¤q h¡wm¡­cn A¡¢jÑ AXÑ¡­ll/¢pHJp A¢g­pl fÊ¡¢dL¡l h­m a¡q¡­cl fÊ¡b¢jL 
Q¡¢qc¡ pwk¤š²fS 2 ®j¡a¡­hL g­jÑn­el j¡dÉ­j ®pe¡pcl, ¢SHp n¡M¡ Hp¢X f¢lcf¹l (¢pHJp 
A¢gp) Hl Ae¤L¤­m ®fËlZ L¢l­h z Q¡¢qc¡ ®fÊl­Zl fl 2 j¡­pl j­dÉ k¢c ®L¡e L¡lZ hnax ¢e¢cÑÖY~ 
f¤¢Ù¹L¡ q~X~¢eY~ LaÑªL Nªq£a e¡ qu a¡q¡ qq~­m ¢hou¢Y~ h¡wm¡­cn A¡¢jÑ AXÑ¡l Hl fÊ¡¢dL¡l X~­õM f§hÑL 
g­jÑn­el j¡dÉ­j ®pe¡pcl, p¡j¢lL fÊ¢nrZ f¢lcçl­L AhNa Ll¡q~­a qq~­h z X~­mÓM­k¡NÉ ®k, 
h¡wm¡­cn A¡¢jÑ AXÑ¡l fÊL¡­nl ¢ae j¡­pl j­dÉ ®L¡e cf¹l qq~­a abÉ e¡ f¡Ju¡ ®N­m pw¢nÔø~ pLm 
LaÑªL Nªq£a qq~u¡­R h¢mu¡ d¢lu¡ ®eJu¡ qq~­h z 

  

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

Ans. ea¤e pwN¢Wa q~X~¢eY~ pj¤q h¡wm¡­cn A¡¢jÑ AXÑ¡­l/­S²¡sfS L H fÊL¡¢na fÊ¢nrZ f¤¢Ù¹L¡¢cl a¡¢mL¡ 
Ae¤k¡u£ a¡q¡­cl fÊ¡b¢jL Q¡¢qc¡ pwk¤J² ­S²¡sfS 2 ®j¡a¡­hL g­jÑn­el j¡dÉ­j ®pe¡pcl, ¢S Hp 
n¡M¡ Hp ¢X f¢lcçl (¢pHJ'p A¢gp) Hl Ae¤L¤­m ®fÊlZ L¢l­h z k¢c Q¡¢qc¡ ®fÊl­Zl 2 j¡­pl j­dÉ 
q~X~¢eY~ LaÑªL Nªq£a e¡ qu a¡q¡ qq~­m ¢hou¢Y~ g­jÑn­el j¡dÉ­j ­pe¡pcl, ¢S Hp n¡M¡ p¡j¢lL 
fÊ¢nrZ f¢lcçl (Hj¢Y~-4) ®L flhaÑ£ L¡kÑH²­jl SeÉ AhNa Ll¡q~­h Hhw ®pe¡pcl, p¡j¢lL 
fÊ¢nrZ f¢lcçl f¤¢Ù¹L¡¢c fÊc¡­el hÉ¡f¡­l fÊ­k.¡Se£u hÉhÙÛ¡ NÊqZ L¢l­h z 

  

G-23. 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 I 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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G-24. 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: 
 

a. AHQ Trg Notes. 
b. CAS Trg Directives. 
c. Svc Custom and etiquette. 
d. MS Cir Memo. 
e. pw¢rç p¡j¢lL Bc¡m­al L¡kÑd¡l¡l p¡d¡lZ H¤²¢V ¢hQ¥É¢a z 
f. AI's on various subjs. 
g. SAI's on various subjs. 

  
G-25. How many types of comm. 
  
Ans. Fol types of comm are as under: 

 

a. Tel. 
b. SDS/TDS. 
c. Postal svc. 
d. Sig Wrls. 
e. Fax. 
f. Mobile Cell Phone. 
g. Internet. 

  
G-26. What are things sigcen will not accept. 
  
Ans. Sigcen will not accept: 

 

a. Expl ammo or any inflammable materials. 
b. Clo. 
c. Eqpt. 
d. Money or valuable items. 
e. Cheques. 
f. Liquids. 

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

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

a. FLASH. 
b. IMMEDIATE. 
c. PRIORITY. 
d. ROUTINE. 
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G-28. How many types of Sig msg? What are those? 
  
Ans. There are six types of sig msg. Those are as under: 

a. Single Adds Msg. 
b. Multiple Adds Msg. 
c. Book Msg. 
d. Gen Msg. 
e. Ex Msg. 
f.    Basegram. 

  
G-29. How many types of svc writing are them?    
  
Ans. There are two types of svc writing: 

 

a. Operational. 
b. Non-Operational. 

  
G-30. 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. Msg 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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G-33. What is sy cl? How many types of sy cl and what are those? 
Define each. 

  
Ans. The sy cl is 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. TOP SECRET. 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: 

 
a. Subj Headings. 
b. Main Headings. 
c. Code Words and nicknames. 
d. Proper nouns in op writing. 
e. Precedence marking. 
f. Sy cl and privacy marking of top and bottom of all pages. 
g. Certain abbrs. 
h. The names of ships. 
j. The ref block on anxs and appxs 
k. The post code where applicable. 
l. Name of the signatory in the sign block of a ltr. 
m. Zone time when spelt out in full. 
n. All ltrs in msg writing. 
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G-35. How many types of svc corres? 
  
Ans. There are 7 type of Svc corres: 

 
a. Commanded letters. 
b. Directed letters. 
c. Routine letters. 
d. Formal letters. 
e. Demi-official (DO) letters. 
f. Sig msg. 
g. Internal corres. 

  
G-36. What  are the aim of office org in the fd 

  

Ans. k¤­Ül pju A¢g­p pwNW­el E­ynÉ ¢eÇÀl¦fx 
 

Lz Lj¡ä¡l Hhw ø¡g A¢gp¡lNZ A¢g­pl L¡­S hÉÙ¹ e¡ ®b­L CE¢eV f¢lcnÑ­el ®h¢n 
pju ¢c­he z  
Mz e¢bf­Sl abÉ¡¢c Hjei¡­h lre¡­hre Ll­a q­h k¡­a fË­u¡S­el pju f¡Ju¡ k¡uz  
Nz fË­u¡S­el ¢i¢š­a fË¢a¢V L¡S a¢sa N¢a­a pÇfeÀ Ll­a q­h z 
Oz ­nËe£i¤š² e¢bf­Sl kb¡kb ¢el¡fš¡ hÉhÙÛ¡ NËqZ Ll­a q­h z  
Pz kMe pcl cçl ®L¡e ®j¡h¡Cm Af¡­lne Hl L¡S Ll­h aMe A¢g­pl L¡S L¢j­u 
¢c­a q­h z  
Qz kMe pcl cçl ®L¡e ®j¡h¡Cm Af¡­lne Hl L¡S Ll­h aMe A¢g­pl L¡S L¢j­u 
¢c­a q­h z  

  

G-37 What are the Office org and particular of the war? 
  
Ans 1. Office org are fol particular of war: 

 a. Resp to so wd chief clk. 

 b. Resp to duty offr and clk. 

 c. Maint of duty roster. 

 d. Drill for receipt of msg. 

 e. Maint of btl map. 

 f. Office sys incl ack registers and routine orders. 

 g. Handling of sy papers, offr mov bards etc. 

 h. Drill for issue of op, and min and MovO. 

 i. Std distr list. 
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G-38. What are the main principles of office works in the fd? 

  

Ans. k¤ÜL¡m£e pju A¢g­pl L¡­Sl e£¢aj¡m¡ ¢eÇÀl¦fx 
 

Lz L¡­Sl ANËNeÉa¡ (A Sence of pri). n¡¢¿¹L¡m£e pj­ul ®Q­u k¤ÜL¡m£e pj­ul 
&l¦aÄ ®hn£ Hhw Eš² pj­u Sl¦l£ L¡S­L A¢g­pl AeÉ L¡­Sl eÉ¡u NeÉ Ll¡ h¡ ®g­m l¡M¡ 
k¡­he¡ z  
Mz ¢hnË¡­jl hÉhÙÛ¡ (A sys of relief?s).  ¢hnË¡­jl fÜ¢a b¡L­a q­h z ø¡g A¢gp¡l 
®b­L fËql£ fkÑ¿¹ pLm­L ¢hnË¡­jl hÉhÙÛ¡ Ll­a q­h z  
Nz ÙÛ¡u£ A¡­cn (Standing Order of HQ). pcl cç­ll L¡W¡­j¡Na L¡kÑ¡hm£ 
pÇf­LÑ  e£¢aj¡m¡ fËZue ¢edÑ¡lZ Ll­a q­h z 
Oz Nje¡Nje (Mobility).  pcl cçl­L HL ÙÛ¡e q­a AeÉ ÙÛ¡­e Hhw N¡s£ q­a 
®k ®L¡e AhÙÛ¡u ¢e­S­L cË¦aa¡l p¢qa fËÙ¹¤aNj­el ®k¡NÉa¡ ASÑe Ll­a q­h z pcl cç­l 
c¡ç¢lL L¡kÑhm£­L p£¢ja l¡M¡ fkÑ¿¹ Ae¤n£m­el j¡dÉ­j Nj­el SeÉ fËÙ¹¤¹a b¡L­h z  
Pz O¢eø pÇfLÑ (Close Liaison). ¢pNeÉ¡m J CE¢eV ø¡g fkÑ¡­u phÑc¡ 
®k¡N¡­k¡N O¢eø pÇfLÑ b¡L­a q­h z 

  

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

  

Ans. ­L¡e ®nËe£i¤š² c¢mm cÙ¹¡­h­Sl ¢el¡fš¡ lr¡­bÑ ¢e­ÇÀh¢ZÑa ¢houpj§­ql ¢c­L mrÉ l¡M­a q­hx 
 

Lz kMe ®L¡e ®nËe£i¤š² c¢mm cÙ¹¡­hS hÉhq¡e Ll¡ q­h e¡, aMe Eq¡ a¡m¡hÜ AhÙÛ¡u 
l¡M­a q­h z 

Mz kMe A¢g­p ®L¡e ®m¡L b¡¢L­h e¡ aMe ®nËe£i¤š² cÙ¹¡­hS ®M¡m¡ AhÙÛ¡u ®V¢h­ml 
Efl l¡M¡ k¡­he¡z  

Nz A¡iÉ¿¹l£e ¢halZL¡­m A¢a ®N¡fe£u cp¹¡­hS HL¢V M¡­j ¢p¢mw à¡l¡ hå L¢lu¡ 
M¡­jl Efl A¢a ®N¡fe£u/¢h­no ®N¡fe£u ¢Q¢q©a L¢l­a qC­h Hhw c¡¢uaÄh¡e hÉ¢š² à¡l¡ 
®fËlZ L¢l­a qC­h J NËqZL¡l£l cÙ¹Ma ¢e­a qC­h z ®N¡fe£u cÙ¹¡­hS HL¢V M¡­j ®lX 
®ff¡l p¡LÑ¤m¡l à¡l¡ hå L¢lu¡ ®fËlZ L¢l­a qC­h z  

Oz ­nËe£i¤š² cÙ¹¡­hS n¡M¡ fËd¡­el c¡¢u­aÄ ¢el¡fc ÙÛ¡­e l¡¢M­h z ®L¡e fËL¡l ®nËe£i¤š² 
cÙ¹¡­hS q¡l¡­e¡ ®N­m HÉ¡XS¤­V¾V Hl j¡dÉ­j A¢de¡u­Ll ¢eLV ¢l­f¡VÑ ¢c­h z A¢de¡uL Eš² 
cÙ¹¡­hS ®fËlZL¡l£ Hhw kb¡kb  La«Ñfr­L ‘¡a L¢l­he z 

Pz f¢lQu fS fË­aÉ­L ¢eS ¢eS c¡¢u­aÄ hqe Ll­h z hqeL¡l£l L¡­R kMeC Q¡Ju¡  
qC­h aMeC Eq¡ ®cM¡C­a qC­h z A¢gp¡lNZ a¡q¡­cl ¢eS ¢eS ¢WL¡e¡ pð¢ma M¡­j a¡­cl 
f¢lQu fS hqe L¢l­he z ­S¢pJ/JA¡lNZ p¡a¡­ll pju f¢lQu fS hqe L¢l­he¡  Hhw 
paLÑa¡l p¢qa ¢el¡fc ÙÛ¡­e f¢lQu fS l¡¢M­h z f¢lQu fS q¡l¡Cu¡ ®N­m kb¡kb La«Ñf®rl 
j¡dÉ­j A¢de¡uL ‘¡a L¢l­h z 
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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. pw¢nÔø n¡M¡ A¢gp ¢el¡fš¡l SeÉ c¡u£z A¢gp ¢el¡fš¡ A¡­cn pcl cç­ll SeÉ ÙÛ¡u£ A¡­c®n 
¢eÇÀ¢m¢Ma f­u¾Vpj§q p¢eÀ­h¢na q­hx 

Lz AaÉ¡¿¹ ®N¡fe£u/A¢a ®N¡fe£u/­N¡fe£u fS¡m¡f Hhw Cq¡l p¢WL hÉhq¡l Hhw 
pwlr­el hÉhÙÛ¡ NËqZ Ll­a q­hz  
Mz Nje¡Nj­el pju ®L¡e L¡NSfS f­s A¡­R ¢Le¡  a¡q¡ k¡Q¡C Ll¡l hÉhÙÛ¡ Ll­a q­hz  
Nz AfË­u¡Se£u L¡NSfS J L¡hÑe dÄwp Ll¡l hÉhÙÛ¡ Ll­a q®h z  
Oz nS¦ f­rl pLm A¡S²je Hhw Nje¡Nj­el pju h¡d¡NËÙÛ q­m c¢mmfS k¡­a cË¦a dÄwp 
Ll¡ k¡u, ®p SeÉ ANÀ pw­k¡NL¡l£ ®NË­eX Abh¡ ®f­VË¡­ml hÉhÙÛ¡ Ll­a q­h z  
Pz f¢lcnÑeL¡l£l f¢lQu k¡Q¡C Hl hÉhÙÛ¡ Ll­a q­h z  
Qz Afp A¢gp Hhw AeÉ¡eÉ &l¦aÄ f§ZÑ ÙÛ¡­e pnÙ» fËql¡u hÉhÙÛ¡ Ll­a q­h z  
Rz ¢Q¢q©a jÉ¡f, AaÉ¡¿¹ ®N¡fe£u J A¢a ®N¡fe£u fS k¡q¡­a f¢lcnÑeL¡l£ ®c¢M­a e¡ 
f¡­l a¡l hÉhÙÛ¡ Ll­a q­h z  

  

G-41. What is the Battle Msg Board? What are the items/info contained in 
a Battle Board? 

  

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. It9s 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. ¢eÇÀh¢ZÑa L¡l­e HLSe °p¢eL ®hp¡j¢lL hÉ¢š²hNÑ­L ®NËga¡l Ll­a f¡­l x 
Lz LaÑhÉla hÉ¢š² hÉa£a ®L¡e hÉ¢š² A¢g­p fË­hn Ll­he¡ z 
Mz ­L¡e ®hpj¡¢lL hÉ¢š² A¢gp Hm¡L¡u fË­hn Ll­he¡, ¢a¢e k¡l L¡­R A¡p­h a¡l 
Ae¤j¢a Hhw A¢gp¡­ll Ae¤j¢a hÉa£a z  
Nz p¡j¢lL ¢i¢SVl A¢g­p fË­hn Ll¡l f§­hÑ a¡l f¢lQu fS ®QL Ll­a q­h z  
Oz A¢gp pj­ul fl  A¢g­p a¡m¡ hÜ AhÙÛ¡u l¡M­a q­h z  
Pz T¡s¤c¡l HL¡L£ A¢g­p fË­hn Ll­he¡ z A¢gp T¡s¤ ®cu¡l pju LaÑhÉla Ll¢ZL 
Abh¡ ®k ®L¡e LaÑhÉla hÉ¢š² p¡­b b¡L­h z  
Qz ¢c­el ®hm¡u m¡¢Wu¡m Hhw l¡­al ­hm¡u A¢g­p fËql£ ¢e­u¡N Ll­a q­h z 
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G-43. What are the pts must be kept in mind to ensure at pers? 

  

Ans. ®L¡e °p¢e­Ll hÉ¢š²Na ¢el¡fš¡ ¢e­ÇÀh¢ZÑai¡­h pÇfeÀ Ll­a q­hx 

Lz ­L¡e fËL¡l fËQ¡lfS, ®f¡ø¡l CaÉ¡¢c CE¢eV m¡C­e m¡N¡­e¡ q­m Eq¡ avre¡a CE¢eV¹ 
¢el¡fš¡ A¢gp¡l­L AhNa Ll¡­a q­h z  

Mz ®L¡e °p¢eL ®pe¡h¡aÑ¡/­l¢S­j¾V¡m jÉ¡N¡¢Se hÉa£aa AeÉ ®L¡e Mh­ll L¡NS Abh¡ 
®fË­pl p¡­b ®k¡N¡­k¡N l¡M­a q­h f¡l­he¡ z ®L¡e ¢ho­u fËL¡n Ll­a q­m kb¡kb La«Ñf­rl 
j¡dÉ­j Eq¡ pÇfeÀ Ll­a q­hz  

Nz ®L¡e °p¢eL l¡S¯e¢aL LjÑL¡­äl p¡­b S¢sa q­he¡ Hhw phÑc¡ plL¡­ll A¡e¤NaÉ 
®f¡oe Ll­h z  

Qz ¢c­el ®hm¡u m¡¢Wu¡m Hhw l¡­al ­hm¡u A¢g­p fËql£ ¢e­u¡N Ll­a q­h z 

  

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. k¤Ü Hhw n¡¢¿¹L¡m£e pj­u A¢g­pl ¢el¡fš¡ c¡¢uaÄ ¢eÇÀl¦fi¡­h pÇf§ZÑ Ll­a q­hx 

Lz ­L¡e ®hp¡j¢lL hÉ¢š² Q¤¢l Abh¡ j¡XÑ¡l L­l a­h a¡­L ­NËga¡l Ll­a f¡­l z 

Mz k¢c ®L¡e hÉ¢š² pwl¢ra/¢e¢oÜ Hm¡L¡u A¯hdi¡­h fË­hn L­l z 

Nz k¢c ®L¡e hÉ¢š² L¡S hÉ¢a­l­L CE¢e­Vl A¡­n f¡­n Qm¡­gl¡ L­l H­a p­¾cq q­m 
a¡­L ®NËga¡l Ll¡ ®k­a f¡­l z  

Oz k¢c ­L¡e  hÉ¢š² a­bÉl SeÉ ®M¡S ­eu Hhw fËh¡L¡ä L­l a¡­L ®NËga¡l Ll¡ k¡­h z  

­e¡Vx   E­mÔ¢Ma L¡l­Z k¢c L¡E­L ®NËga¡l Ll¡ a¡q­m a¡­L p¡j¢lL ašÄ¡hd¡­e e¡ ®l­M f¤¢m­nl 
¢eLV qÙ¹¡¿¹l Ll­a q­h z 
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G-46. Write down the Standing Orders for Peace maint by unit every day. 
  

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

a. Msn of the Unit. 
b. Org of the unit. 
c. Duties of various comd. 
d. Duties of various appt holders. 
e. Office management. 
f. Office Sy. 
g. Unit fire order. 
h. MT standing oredr. 
j. Duties of duty offrs, JCOs and clks. 
k. Mob scheme. 
l. Peace time reports and returns. 

  
G-47. How many types of sty indent? 
  

Ans. There are four types of sty indent: 

a. Normal. 
b. Supplementary. 
c. Emergent. 
d. Payment. 

  
G-48. 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 qtrly 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. Write down the condemnation procedure of typewriter/Duplicator. 

  

Ans. p¡d¡lea EeÀaj¡­el V¡Cf l¡CV¡l ®j¢n­el A¡u¤ú¡m 10 hvpl, ®f¡V¡l V¡Cf l¡CV¡l ®j¢n­el 
A¡u¤ú¡m 07 hvpl Hhw X¤¢fÔ­LVl ®j¢n­el A¡u¤ú¡m 10 hvplz kMe ®L¡e ®j¢n­el ®jl¡j­al ®r­S 
A¢a¢lš² MlQ (¢hCA¡l) ®cM¡­e¡ qu z aMe ÙÛ¡e£u g¡jÑ fË¢a¢e¢d LaªÑL fl£r¡ Ll¡­a q­hz a¡l¡ k¢c 
Eq¡­L A­L­S¡ ­O¡oe¡ L­le a­h a¡­cl A­L­S¡LlZ fË¢a­hc­el j¤m L¢f ¢pHJ (H-6) A¢g­p 
®fËlZ Ll­a q­h Hhw k¢c A­L­S¡ ®O¡¢oa L­l a­h ¢pHJ A¢gp ®j¢ne f¢lhaÑ­el hÉhÙÛ¡ Ll­h z 
A­L­S¡ ®j¢ne ®pe¡pcl, ¢pHJ A¢g­p ®fËlZ Ll­a q­h z  

  
G-50. Describe office eqpt can be purchased out of office contingency. 
  
Ans. The office eqpt 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. 

  
G-51. 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: 
 

a. NA cert. 

b. Firms quotations in original. 

c. Ltr in original calling for quotations.  

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. 1z Nee¡­k¡NÉ c¢mm cÙ¹¡­hS ®l¢Sø¡­l ¢m¢fhÜ Ll­a q­h Hhw Cq¡ ®k A¢gp¡­ll c¡¢u­aÄ 
b¡L­h, fË¢a j¡p A¿¹l Eq¡ ®hl L­l ®cM­h ®k, ®L¡e c¢mm cÙ¹¡­hS q¡l¡­e¡ ®Nm ¢Le¡ z A¢de¡uL 
°Sj¡¢pL ¢i¢š­a Eq¡ ®QL Ll­he z h¡vp¢lL k¤Ü Efk¤š²a¡ f¢lcnÑ­el pju f¢lcnÑL cm La«ÑL Eq¡ 
®QL L­l ®cM¡ q­h z 
2z kMe ®L¡e c¡¢uaÄ fË¡ç A¢gp¡l hcm£/Ahpl NËqZ Ll­hez aMe a¡q¡l c¢¡u­aÄ b¡L¡ pjÙ¹ 
¢qp¡h®k¡NÉ c¢mm cÙ¹¡­hS a¡q¡l ÙÛm¡¢i¢šL qÙ¹¡¿¹l Ll­he Hhw H hÉ¡f¡­l  qÙ¹¡¿¹l/NËqZ pecfS 
®l¢Sø¡­l ¢m¢fhÜ b¡L¡­h z  
3z kMe ®L¡e CE¢eV/gl­jn­e Nee¡ ®k¡NÉ c¢mm cÙ¹¡­hS qÙ¹¡¿¹l Ll¡ q­m aMe p¢WLi¡­h 
qÙ¹¡¿¹l/NËqZ pecfS pÇfeÀ Ll­a q­h Hhw Eq¡ Hhw Eq¡ fËL¡ne£ pwÙÛ¡­L fËc¡e Ll­a q­h z  
4z kMe ®L¡e CE¢eV ®iw­N k¡u aMe Eq¡l Nee¡  ®k¡NÉ c¢mm cÙ¹¡­hS flha£Ñ ¢e­cÑn fËc¡­el 
¢e¢j­š p¤Sf¡aL¡l£ La«Ñf­rl ¢eLV ®fËlZ Ll¡ q­h z 

  

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

Ans. kMe ®L¡e ®nËe£i¤š² c¢mm cÙ¹¡­hS hÉhq¡l Ll¡ q­h aMe Eq¡l ¢el¡fš¡l SeÉ ¢eÇÀh¢ZÑa ¢hou&¢ml 
Efl ®Mu¡m l¡M­a q­hx 
 

Lz ­L¡e dl­Zl ®nËe£i¤š² c¢mm cÙ¹¡­hS Aee¤­j¡¢ca hÉ¢š²l p¡j­e fs¡ k¡­h e¡ z  

Mz ­L¡e A¢gp¡l TOP SECRET/SECRET c¢mm cÙ¹¡­hS ¢fHpJ/f¢lQ¡mL 
(p¡¢iÑp pcl cç­ll ®r­S) Abh¡ gl­jne Lj¡ä¡­ll/A¢de¡u­Ll (Ljf­r ®jSl fch£) 
Ae¤j¢a hÉ¢a­l­L h¡¢q­l ¢e­a f¡l­he¡ z  

Nz kMe ®L¡e A¢gp¡l ®nËe£i¤š² c¢mm cÙ¹¡­hS A¢gp q­a h¡¢q­l ®eu¡l Ae¤j¢a fË¡ç 
q­he, aMe Eq¡ ®L¡e a¡mhÜ h¡­> Abh¡ hÉ¡N Abh¡ hå Ll¡ M¡­jl j­dÉ ¢e­a q­h z 

Oz ¢S²­ÃV¡ c¢mm¡¢c hhq¡­ll pju p¡¢iÑp ¢S²­ÃV¡ ¢euj L¡e¤e ®j­e Qm­a q­hz  
  

G-54. What are act to be taken on loss of protected docus?  
  

Ans. TOP SECRET/SECRET Abh¡ CONFIDENTIAL c¢mm cÙ¹¡­hS q¡l¡­e¡l fl karZ fkÑ¿¹ 
f¡Ju¡l e¡ k¡­h aare fkÑ¿¹ M¤S­a q­h Hhw p¡­b p¡­b p¤Sf¡aL¡l£ La«Ñfr­L S¡e¡­a Hhw 
¢e­ÇÀh¢ZÑa L¡kÑL¢l hÉhÙÛ¡ NËqZ Ll­a q­hx 

Lz TOP SECRET/SECRET c¢mm cÙ¹¡­hS q¡l¡­e¡l fl Sl¦l£ ¢i¢š­a ®h¡XÑ/ 
ac¿¹ A¡c¡ma NWe Ll­a q­hz 
Mz Nee¡­k¡NÉ c¢mm cÙ¹¡­h­Sl ®r­S ®h¡XÑ/ac¿¹ A¡c¡ma NWe Ll­a q­h z 
Nz ­N¡fe£u c¢mm cÙ¹¡­h­Sl ®hm¡u p¡¢iÑp pcl cçl/gl­jne pcl cçl/fËn¡p¢eL 
La«Ñfr k¢c j­e L­l ®k,  ac¿¹ A¡c¡ma NWe Ll¡l clL¡l, a­h ®p ®r­S ac¿¹ A¡c¡ma 
NWe Ll­a q­h z  
Oz ¢S²­ÃV¡ c¢mm cÙ¹¡­hS q¡l¡­e¡ ®N­m  ac¿¹ A¡c¡ma/­h¡XÑ NMe Ll­a q­h z Eš² ac¿¹ 
A¡c¡ma/®h¡­XÑl pi¡f¢a/pcpÉ­L AhnÉC ¢S²­ÃV¡ A¢gp¡l q­a q­h z  
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G-55. Who can greaded cl docus? 
  

Ans. AaÉ¡¿¹ ®N¡fe£ux 
 

Lz 1j ®nËe£l ø¡g A¢gp¡l Abh¡ pjj¡­el ®hp¡j¢lL LjÑQ¡l£ z 
Mz gl­jne pcl cçl ( ¢hË­NX Hl Ef­l) fËbj ®nËe£l ø¡g A¢gp¡l/¢pJ z 
Nz ¢hHj z 
Oz ¢h­no ®r­S p¡¢iÑ­pp pcl cç­ll Ae¤j¢aS²­j ®k ®L¡e A¢gp¡l AaÉ¡¿¹ ®N¡fe£u 
®nËe£ ¢heÉ¡p f¡­lez 

 

­N¡fe£u Hhw a¡l e£­Q x LaÑ­hÉl fË¡¢dL¡l ¢e­ÇÀ ®N¡fe£u Hhw a¡l e£­Ql ¢el¡fš¡l ®nËe£ ¢heÉ¡p 
Ll­a f¡­lez 

  

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

Ans. AfË­u¡Se£u f¤l¡ae ®nËe£i¤š² c¢mm cÙ¹¡­hS ¢eÇÀl¦fi¡­h hÉhÙÛ¡ Ll­a q­hx 

Lz ­k pjÙ¹ ®nËe£i¤š² c¢mm b¡­L cÙ¹¡­hS ÙÛ¡u£ p¡­bÑ S¢sa, I¢aq¡¢pL j§mÉh¡e ¢hhlZ Hhw 
¢e­cÑ¢nL¡ ®cJu¡ b¡­L I pjÙ¹  c¢mm cÙ¹¡­hS hÉ¢aa AeÉ¡eÉ pLm ®nËe£i¤š² c¢mm cÙ¹¡­hS ®fËl­Ll 
Ae¤j¢a hÉ¢aa 6 hvpl fl dÄwp L­l ¢c­a q­h, k¢c ®fËlL 6 hvpl pjup£j¡ Eš£eÑ qJu¡l f§­hÑ 
AhNa Ll¡Cu¡ b¡­Lz 

Mz ­k pLm ®nËe£i¤š² c¢mm cÙ ¹¡­h­Sl ®L¡X/L¢f eðl ®cJu¡ b¡­Lz I pjÙ¹ c¢m­ml hl¡a E­mÔM 
f§hÑL ®fËl­Ll ¢eLV Ef¢e­h­nl SeÉ EfÙÛ¡fe Ll®a q­h z Cq¡ dÄwp Ll­a q­h Abh¡ l¡M­a q­h z  

Nz ­h¡XÑ NWe f§hÑL ®h¡­XÑl ¢e­cÑn ®j¡a¡­hL dÄwp L¡kÑ pj¡d¡ Ll­a q­h z ®h¡XÑ p¡¢ip pcl cçl/ 
gl­jnne pcl cçl /®øne pcl cçl/CE¢eV A¢de¡u­Ll p¢qa pjeÄu f§hÑL L¡kÑ pÇfeÀ Ll­a q­h z 
phÑf¢l 02 Se A¢gp¡l Hhw pw¢nÔø fË¢aù¡e/CE¢e­Vl p¤f¡l/fËd¡e Ll¢ZL Hl pjeÄu N¢Wa q­h z 
A¢a ®N¡fe£u Nee¡­k¡NÉ Hhw ®k pjÙ¹ ¢Q¢WfS/c¢mm cÙ¹¡­hS L¢f eðl ®cJu¡ b¡­L I pjÙ¹ c¢mm 
dÄwp Ll¡l p¤f¡¢ln Hl SeÉ HL¢V ®lLXÑ l¡M­a q­h z  

Oz ­nËe£i¤š² c¢mm cÙ¹¡­hS ®h¡­XÑl j¡dÉ­j dÄwp Ll¡l p¤f¡¢ln Ll¡ q­m 01íA¢gp¡l, 01í 
®S¢pJ/He¢pJ/ j­e¡e£a Ll¢Z­Ll Ef¢ÙÛ¢a­a dÄwp Ll¡­a q­h z 

Pz ­L¡e AhÙÛ¡­aC ®L¡e ®nËe£i¤š² c¢mm cÙ¹¡­hS AfË­u¡Se£u L¡NS ¢qp¡­h ¢hS²u Ll¡ k¡­he¡ z  
  

G-57. Describe the duties of USO? 
  

Ans. CE¢eV ¢el¡fš¡ A¢gp¡­ll c¡¢uaÄ ¢eÇÀl¦fx 
Lz CE¢e­Vl SeÉ HL¢V ÙÛ¡u£ ¢el¡fš¡ A¡­cn °al£ Ll­he z ®kjex Nje¡Nje z 
Mz CE¢e­Vl pLm­L CE¢eV ¢el¡fš¡ pÇf­LÑ A¡­cn/¢e­cÑnpj§q ‘¡a Ll¡­a q­h z 
Nz fË¢a¢ce fË¢nr­el j¡dÉ­j CE¢e­Vl phÑ­no ¢el¡fš¡l-A¡­cn/¢e­cÑnpj§q fË­u¡S­e f¢lhaÑe 
Ll­he z CE¢eV hÉhÙÛ¡fe¡l j¡dÉ­j ¢el¡fš¡ pwNWe J f¢lQ¡me¡ Ll­he z 
Oz fË¢nr­el j¡dÉ­j p¡h CE¢e­Vl ¢el¡fš¡ ¢e¢ÕQa Ll­he z 
Pz CE¢e­Vl ¢el¡fš¡ pÇf­LÑ ph pju ¢el¡fš¡ A¢gp¡l pl¡p¢l A¢de¡u­Ll pw­N ®k¡N¡­k¡N 
Ll­he z 
Qz ¢el¡fš¡ pÇf­LÑ CE¢e­Vl pLm ®nËe£l LjÑQ¡l£ J ®hp¡j¢lL hÉ¢š²h­NÑl p¢qa ®p±q¡cÑ f§ZÑ 
f¢lcnÑe Ll­he z ¢XE¢V Hhw fË­i¡ø ø¡­gl pq­k¡¢Na¡ Ll­he z 
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G-58. Who are the resp for unit sy? 

  

Ans. CE¢e­Vl ¢el¡fš¡ ¢e­ÇÀ h¢ZÑa hÉ¢š²­cl Efl eÉ¡Ù¹ b¡L­hx 
Lz phÑ fËL¡l ¢el¡fš¡ Hhw ¢el¡fš¡ fË¢nr­Zl SeÉ A¢de¡uL ¢e­SC c¡u£ b¡L­h z  
Mz fË­aÉL p¡h CE¢e­Vl Lj¡ä¡lN­el Efl Eš² CE¢e­Vl ¢el¡fš¡l SeÉ c¡u£ b¡L­h z 
Nz phÑfl£ CE¢e­Vl pLm hÉ¢š²C  CE¢e­Vl ¢el¡fš¡l SeÉ c¡u£ z 

  

G-59. What are the pers resp of unit sy? 
  
Ans. Unit sy offr this are as under: 

a. 2IC. 
b. Adjt. 
c. SM. 

  
G-60. What 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  

a. GS Br (MI Dte), AHQ 
b. AG Br (PS Dte), AHQ 
c. The spl investigation Br, PS Dte, AHQ. 
d. The Director concerned at AHQ 
e. Fmn HQ Concerned. 
f. Local Police. 
g. SP of the Dist. 
h. Dist Magistrate. 
j. IGP. 
k. DIGP.  

  
G-61. What are docus and form maint in Q or Coy office? 
  
Ans. The maint in Q or Coy office are as under: 

a. BAFO-1410 (Wpn History Sheet). 
b. BAFO-1418 (Gun History Sheet). 
c. BAFO-1455 (Nominal Roll of Small Arms). 
d. BAFZ-2102 (Reg Art Repairs Book). 
e. BAFZ-2286 (Arms Ledger). 
f. BAFO-1444 (Ammo, Explosive Ledger). 
g. BAFO-1370 (Work Order). 
h. BAFO-1443 (Defect Report). 
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G-62. What is Mob? 

  

Ans. k¤Ü¡­bÑ fËÙ¹¤¢a Hje HL¢V fË¢S²u¡ k¡q¡l j¡dÉ­j HL¢V pnÙ» h¡¢qe£ n¡¢¿¹L¡m£e AhÙÛ¡u q­a k¤Ü¡hÙÛ¡u 
Efe£a quz Cq¡ p¡d¡lZ Hhw fËN¢an£m (­fË¡­N¢pi) q­a f¡­l z HC A¡­cn ®pe¡fËd¡e La«ÑL 
HÉ¡XS¤­V¾V Hl j¡d¡­j ®fËlZ Ll¡ qu z HL¢V CE¢eV  La Lj pj­u fËÙ¹¤a f¡­l a¡l cra¡l Efl 
HL¢V ®cn ¢eiÑl L­l z  

  

G-63. Write down the composn of nucleus party. 
  
Ans. The composn of nucleus party are as fol: 

a. Offr..................1. 
b. Hav (Clk)..........1. 
c. Hav (GD)...........1. 
d. NK/LNK Instrs..... 3. 
e. OR (GD)..............11. 

  
G-64. 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. Appx. 
e. A Summary. 

  

G-65. Who are the pers not re-recallable on mob of unit? 

  

Ans. ¢eÇÀh¢ZÑa hÉ¢š²hNÑ­L k¤­Ül pju amh Ll¡ q­he¡ x 

Lz ¢lS²¤¢Vw A¢gp¡l/A¢a¢lš² Ef A¢de¡uL/¢lS²¤¢Vw A¢gp¡lpq i¢aÑL¡l£ pwÙÛ¡l A¢gp¡lhNÑ z 
Mz fË¡¢dLªa LjÑQ¡l£ L¡kÑ¡m­ul Ll¢ZL z 
Nz ¢nr¡ fË¢aù¡­el LjÑQ¡l£ J fË¢nrL z 
Oz ­p¾V¡­l ïje LaÑ­hÉ ¢e­u¡¢Sa LjÑQ¡l£ Abh¡ ÙÛ¡u£ LjÑQ¡l£hªå z 
Pz CE¢X¢V¢p Hhw ¢h¢XA¡l A¡d¡p¡j¢lL h¡¢qe£l LjÑQ¡l£ z 
Qz ­k pjÙ¹ °p¢eL p¡j¢lL fË¢nre S¢l­f ®nËe£ Eš£eÑ Hhw CE¢e­Vl h¡¢q­a A¢a¢lš² ¢ek¤¢š²­a 
(CA¡lC) A¡­R z  
Rz ­SH¢S ¢hi¡­N ÙÛ¡e¡feÀ c¡¢u­aÄ ¢e­u¡¢Sa A¢gp¡lhNÑ z 
Sz QVËNË¡j HÉ¡ð¡­Lne Hhw AeÉ¡eÉ ®øne/h¾c­l Qm¡Q­ml ¢eu¿»eL¡l£ A¢gp¡lNZ z 
Tz QVËNË¡j/HÉ¡ð¡­Ln­el ®fËo­e pwk¤š² ®j¢XLÉ¡m A¢gp¡lhNÑ z 
Uz pwk¤š² hÉ¡¢š²hNÑ (HÉ¡ð¡l­Lne LjÑQ¡l£, VË¡¢gL ®pLne, HHp¢p, HJ¢p, ¢j¢mV¡l£ g¡jÑ, 
A¡l¢iHäHg¢p Hhw p¡­iÑ ¢hi¡N) z 
Vz Y¡L¡ J QVËNË¡j ¢hl¡j ¢n¢h­ll pLm LjÑQ¡l£ z 
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G-66. Write down the disposal of family on mob of a unit? 

  

Ans. p¡d¡le k¤Ü¡­bÑl fËÙ¹¤¢a­a A¢gp¡l Hhw °p¢eL­cl f¢lh¡lhNÑ­L ÙÛ¡e¡¿¹­ll hÉ¡f¡­l ¢eÇÀh¢ZÑa L¡kÑS²j 
NËqZ Ll­a q­h x 
 

Lz A¢gp¡l z   kac¤l pñh A¢gp¡l f¢lh¡lhNÑ­L a¡q¡­cl plL¡l£ f¡¢lh¡¢lL h¡pÙÛ¡­e 
b¡L¡l hÉhÙÛ¡ Ll­a q­h z p¡j¢lL AaÉ¡hnÉL£ua¡l L¡l­Z a¡q¡­cl pl¡­e¡ fË­u¡Se q­m 
®L¡l/¢Xi/mN H¢lu¡ Lj¡ä¡lNZ ¢eLVÙÛ Efk¤š² ÙÛ¡­e a¡­cl­L pl¡­e¡ hÉf¡­l fË­u¡Se£u 
fc­rf NËq­Zl Ae¤­j¡ce Ll­he z Af¡­lne h¡ A¢ik¡­el MlQ hq­el p¢qa Cq¡l MlQ 
pjeÄu Ll­a q­h z  

 

Mz ­S¢pJ/JA¡l z  ®S¢pJ/JA¡l­cl f¢lh¡lhNÑ­L plL¡l£ Ml­Q a¡­cl ÙÛ¡u ¢eh¡­p 
®fËl­Zl hÉhÙÛ¡ Ll­h z ®S¢pJ Hhw ¯p¢eL­cl f¢lh¡lhNÑ­L ÙÛ¡u£ ¢WL¡e¡u  ®fËl­Zl pju 
A¢de¡uL k¢c j­e L­le a­h ¢eLVÙÛ ®L¡e ®lm ®øne fkÑ¿¹ ®f±R¡­e¡l pju 01 ¬ ¯p¢eL­L 
®fËl­Zl j¡dÉ­j  ¢el¡fš¡ ¢e¢ÕQa Ll­a f¡­lez ­k pjÙ¹ f¢lh¡lh­NÑl SeÉ ®L¡e h¡s£ Ol e¡C 
a¡q¡­cl CE¢eV Lj¡ä¡l ®øne J ®p¾V¡l Lj¡ä¡­¾Vl p¡­b A¡­m¡Qe¡ p¡­f­r pl¡­e¡l hÉhÙÛ¡ 
Ll­a q­h z 

  

G-67. What are the Funtion/respon of nucleus party? 

  

Ans. ¢eE¢LÓu¡p f¡¢VÑl  c¢¡uaÄ J LaÑhÉ ¢ejÀl¦fx 
 

Lz ®~p¢eL­cl­L NËqZ Hhw j¢hm¡C­Sn­el ­fËlZ Ll¡ z  
Mz n¡¢¿¹L¡m£e Øq¡e aÉ¡N Ll¡l hÉhØq¡ z 
Nz HjCHp cÊhÉ¡¢c ®øne ®ø¡­l ÙÛ¡e¡¿¹l Ll¡l hÉhÙÛ¡ Ll¡z 
Oz R¤¢V­a AhÙÛ¡eL¡l£ °p¢eL­cl hÉ¡¢š²Na j¡m¡j¡m NÊqe Ll¡z 

  

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

  

Ans. p¡d¡le k¤Ü¡­bÑ ®lLXÑ A¢g­pl p¡d¡le L¡kÑhm£ pj§q ¢ejÀl¦f x 
 

Lz p¢S²u CE¢eV pj§­ql f¤Ù¹L J cÙ¹¡­hS l¡M¡ Hhw 2u Mä A¡­cn fÊL¡n Ll¡z 
Mz a¡q¡­cl fÊn¡p­el A¡Ja¡d£e ®l¢S­j¾V/­L¡l Hl pLm hÉ¡¢š²l j§m Hhw pjf¤lL 
c¢mm cÙ¹¡­hS lre¡ ®hre Ll¡z n¡¢¿¹ L¡m£e pj­u pLSm A¢gp¡­ll c¢mm cÙ¹¡­hS ®L¡­l¡ 
lre¡ ®hre Ll­hz 
Nz A¢gp¡­ll qq¡qa (­LS¤u¡¢m¢V) qJu¡u ¢hou¢V a¡q¡­cl ¢eLVaj A¡aÀ£u­L ‘¡a 
Ll¡l SeÉ fÊ¢alr¡ j¿»e¡m­ul qa¡q¡a pwS²¡¿¹ n¡M¡u Ah¢qa Ll¡z 
Oz ­S¢pJ/JA¡l­cl qa¡qa qJu¡l ¢ou¢V pl¡p¢l ¢eLVaj A¡aÀ£u­L Ah¢qa Ll¡z 
Pz ­S¢pJ/JA¡l Hhw He¢p (C)®cl f¡¢lh¡¢lL hl¡y (­hae i¡a¡ CaÉ¡¢c) ®fÊlZ L¢lh¡l 
hÉhÙÛ¡ NÊqe Ll¡z 
Qz pLm fcjkÑ¡c¡l jªa­cl hÉ¡¢š²Na j¡m¡j¡m NÊqe Hhw ®fÊle Ll¡z ®L¡­l A¢gp¡lN­el 
(­S¢pJ hÉ¢aa) ¢hou ®cM¡öe¡ Ll¡z 
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G-69. Write down the sys for maint of pay and allce on mob? 
  

Ans. k¤Ü¡­bÑ A¢gp¡l, ®S¢pJ Hhw °p¢eL­cl ®hae J i¡a¡ ¢e­jÀ h¢eÑa i¡­h fÊc¡e Ll­a q­h x 
 

Lz ­hae J i¡a¡ A¢gp¡l x 
 

(1) A¢gp¡l­cl ¢qp¡h ¢eL¡n Hg¢p (A¡¢jÑ) ®f-1 La«ÑL AhÉ¡qa b¡L­h Hhw 
a¡­cl ®hae J i¡a¡ ¢eS ¢eS hÉ¡w­L ®fÊlZ Ll¡ q­hz 
 

(2) a­h fÊ­u¡S­e A¢gp¡lNe h¢ql¡wNe ¢qp¡h lre/Cj­fÊø ®q¡ô¡l q­a 
hÉ¢š²Na ®Q­Ll j¡dÉ­j ®hae i¡a¡ ANÊ£j NÊqe Ll­a f¡l­hz h¢ql¡wNe LÉ¡¢nu¡l 
Abh¡ Cj­fÊø ®q¡ô¡l HCl¦fi¡­h fÊc¡L«a A¢NÊj V¡L¡l ¢huu Hg¢p (A¡¢jÑ) ®f-1 ®L 
Ah¢qa Ll­hz pw¢nÔø A¢gp¡­ll ®hae J i¡a¡ hÉ¡w­L ®fÊl­el f§­hÑ A¢NÊj fÊc¡eL«a 
A­bÑl p¢qa pjeÄu L­l ¢e­hez plL¡l£ Ae¤­j¡ce p¡­f­r c¡ç¢lL fÜ¢al j¡dÉ­j 
A¢gp¡l a¡q¡l f¡¢lh¡¢lL hl¡­yl V¡L¡ J f¢l­n¡­dl hÉhÙ Û¡ Ll­a q­hz 

  

Mz ­hae J i¡a¡ ®S¢pJ/JA¡l z   ­S¢pJ/JA¡lNe k¤ÜL¡m£e pj­u ®hae J i¡a¡ NÊqe 
L¢l­hz a¡q¡­cl ®hae J i¡a¡l ¢qp¡h Cj­fÊø HL¡E¾V ®q¡ô¡l lre¡ ®hre L¢l­hz 

  
G-70. What will be the resp of OC a unit when mov is ordered? 
  

Ans. k¤Ü¡bÑ fÊÙ¹¢a pwS²¡¿ ¹ A¡­cn fÊc¡e Ll¡u A¢de¡u­Ll c¡¢uaÆ ¢ejÀl¦f x 
 

Lz avre¡a k¤Ü¡bÑ fËÙº¢al ®øn­e k¡C­h Hhw ®k pLm ®m¡LSe ab¡u L¡­kÑl SeÉ 
CE¢e­V ®k¡Nc¡e Ll¡u a¡­cl La«ÑaÆ NÊqe L¢l­hz 

Mz k¤Ü¡­bÑ fÊÙ¹¢al fÊLÒf Hhw pl”¡j¡¢cl c¡¢uaÆ n¡¢¿¹L¡m£e pj­u c¡¢uaÆ fÊ¡ç A¢gp¡l 
q­a NÊqe Llax CE¢e­Vl k¤Ü¡bÑ fÊÙ¹¢a pj¡ç Ll­hez 

  
G-71. Write down the componets of prograsive mov in gen terms? 
  
Ans. The componets of progresive mob are gen trems on fol: 

a. Fd Army. 

b. Log area tps. 

c. BDR/Para mil Forces. 

d. The Res Forces. 

e. Other Aux Forces. 
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G-72. Write down the facilities are normally provided in unit recreation 
room. 

  
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. qtr 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. 

  
G-73. 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. 

  
G-74. Write down the comp of Messing Commitee. 
  
Ans. In each maj unit a men9s 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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G-75. 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. 

  
G-76. What is Reports and Return? How Many Typs of Reports and 

Return? What are those? 
  

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. 

  
G-77. Write down the 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. 
e. Daily fighting str state.  
f. Daily battle cas report.  
g. Veh cas report (beyond unit repair). 
h. LOCSTATE. 
j. Ammo/Explosive stores. 
k. AC report. 
l. SHELREP. 
m. MORTREP. 
n. BOMBREP. 
o. TOXREP. 
p. INTSUM. 
q. INTREP. 
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G-78. Write down the fundamental princples of reports and return? 
  

Ans. ¢l­f¡VÑ Hhw ¢lV¡eÑ °al£l pju ¢ejÀ¢m¢Ma fÜ¢a Ae¤ple Ll­a q­hx 

Lz p¢WLa¡ (Accuracy) x p¢WLa¡/kb¡ba¡ b¡L¡ HL¡¿¹ AaÉ¡hnÉL£u, L¡le Cq¡ f¢lpwMÉ¡e 
Hhw f¢lLÒfe¡l ¢i¢š ül¦f i¤m abÉ¡¢c fÊc¡­e ¢l­f¡VÑp J ¢lV¡eÑ ®fÊl­el E­ynÉ hÉ¡qa L­lz L¡le 
Cq¡ i¤m f¢lLÒfe¡l ¢c­L d¡¢ha L­lz ¢l­f¡VÑp J ¢lV¡eÑ Hl ¢c­L paLÑ eSl/cª¢ø ®l­M p¢WL i¡­h 
°al£ Ll­a q­hz 

 

Mz Øføa¡ (Clarity)x fÊ¢a­hce f¢lµReÀ Øfø q­a q­h Hhw p¢WL pj­u kb¡ÙÛ¡­e ®f±R¡­a 
q­hz hÙ¹¤l a­bÉ ®h¡dNjÉ q­a q­hz 

 

Nz ¢euj¡e¤i¢aÑa¡ (Punctuality)x fÊ¢a­hce ¢e¢cÑø ¢c­e ®f±R¡C­a q­hz AeÉb¡u La«Ñfr 
p¢WL pj­u Eq¡ hÉhq¡l Ll­a f¡l­h e¡z 

 

Oz ­N¡fe£ua¡ (Sy)x ¢l­f¡VÑp ¢lV¡eÑ ®fÊl­el ®r­S phÑc¡C ®N¡fe£ua¡ lr¡ Ll­a q­hz 
AfÊ¡¢dL«a hÉ¡¢š² Hhw nS²l q­a k¡­a e¡ f¡­l ®p¢c­L ®Mu¡m l¡M­a q­hz 

  

G-79. What act taken by OC unit loss of ID card?  
  

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

a. Nearest police sta.     Auth : AR(I) 210- 212. 
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 
each month showing the issue, cancellation and loss of def svc ID as 
per AR(I) 211. 

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

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

a. AHQ, GS Br (MI Dte).        

b. AHQ, GS Br (PS Dte).  

c. The SIB, PS Dte, AHQ.  

d. Dte concerned at AHQ.    

e. Fmn concerned.       

f. The OC unit will also info to the fol: 

 (1) SP of the Dist concerned.   

 (2) Local police.      

 (3) DC.                         

 (4) DIG police.                      
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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. Tn charges. 

f. Wks expenditure. 

g. Non eff expenditure. 
  
G-82. What 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. Write down the aim of Annual Fitness for War Insp?  
  

Ans. h¡vp¢lL k¤Ü Efk¤š²a¡ f¢lcnÑ­el E­ynÉ ¢ejÀl¦f x 

Lz HL¢V CE¢e­Vl kb¡kb a¡­cn/¢e­cÑn fÊ­u¡­Nl j¡e k¡Q¡C Ll¡z k¡q¡ k¤Ü Hhw 
n¡¢¿¹L¡m£e pj­u Efk¤š²a¡ k¡Q¡C­ul ®r­S pq¡uL¡ q­hz 

Mz ¢ejÀl¦fi¡­h HL¢V CE¢e­Vl cra¡l j¡e hª¢Ü Ll¡ qu x 

(1) ­k ®L¡e pjpÉ¡ pj¡d¡­el j¡dÉ­jz 

(2) ­k ®L¡e A¡¾c¡S NÊqZ Hhw fl£r¡l fl a¡­cl Efl fÊ­u¡N Ll¡ p¡d¡lZax 
k¢c a¡ Ae¤­j¡¢ca quz 

  



RESTRICTED 
 

 

28 
RESTRICTED 

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar 

 

 

G-84. Write down the disposal of <Unfit Report= of Annual Fit for War 
Insp?  

  

Ans. h¡vp¢lL k¤Ü Efk¤š²a¡ f¢lcnÑ­e k¢c ®L¡e CE¢eV Ae¤fk¤š² qu ®p ®r­S ¢ejÀ¢m¢Ma fÜ¢a Ae¤plZ 
Ll­a q­h x 
 

Lz f¢lcnÑL cm ¢hmð e¡ L­l flhaÑ£­a gl­jne Lj¡ä¡­ll j¡dÉ­j ¢ae L¢f 
Ae¤fk¤š²a¡ fÊ¢a­hce ®pe¡pcl ¢XHp¢X­a ®fÊlZ Ll­hez ¢XHp¢X ®pe¡fÊd¡­el j¿¹­hÉl SeÉ 
EfÙÛ¡fe Ll­hz ®pe¡fÊd¡­el j¿¹­hÉl fl ¢XHp¢X c¤C L¢f fÊ¢a­hce Hhw p¡­b k¡ha£u 
j¿¹­hÉl L¡NSfSpq ®fÊleL«a La«Ñf­rl ¢eLV ®fÊlZ Ll­hz 3u L¢f flha£Ñ L¡kÑS²­jl SeÉ 
¢XHp¢X pw¢nÔø f¢lcç­l p¡LÑ¤m¡l Ll­hz Hhw ¢e¢ÕQa q­he ®k a¡s¡a¡¢s ¢L i¡­h CE¢eV­L 
k¤ÜL¡m£e J n¡¢¿¹L¡m£e pj­ul SeÉ Ef­k¡N£ Ll¡ k¡uz 

 
Mz Efk¤š² fÊ¢a­hce z gl­jne La«ÑL 3 L¢f Efk¤š² fÊ¢a­hce °al£ L­l 1 L¢f 
®pe¡pc­l, 1 L¢f CE¢e­V Hhw 3u L¢f A¢gp L¢f ¢qp¡­h l¡M­hz 

  

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 I  -  Particulars of the unit, institution or instl  
     insp and assessment of its fitness. 

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

c. Part III -  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. 
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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. 
wZb evwnbx=Z miKvixfv=e m~ÎcvZK&Z mKj cÖKvi cÎvjvc=K GK K_vq mvgwiK cÎ wjLb e=j| 
 

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. 

 
DËit mvgwiK cÎ wjLb 02 (`yB) cÖKvi| h_vt 

 K| Acv=ikbvj wjLb| 
 L| bb-Acv=ikbvj wjLb| 
 

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

Ans: Operational writing deals the fol subj/aspect: 

a. Operational directives, operation orders and instructions. 
b. Administrative orders and instructions. 
c. Confirmatory notes. 
d. Appreciations. 
e. All forms of operational reports. 
f. Signal messages. 
g. Annex, appendices and table. 
h. Exercise papers within the services. 

 

Ans: Acv=ikb cÎvjv=ci <?Îmg~n wbgSwjwLZ wel=qi Dci Acv=ikbvj cÎvjvc nqt 

 K| Acv=ikb wb=`©wkKv, Acv=ikb Av=`k Ges wb=`©k 
 L| cÖkvmwbK Av=`k Ges wb=`©k 
 M| Kbwdi=gUvwi <bvUm/mv=cvwUs KvMRcÎ| 
 N| cÖmsmv/¸bMÖn 
 O| mKj cÖKvi Acv=ik=bi cÖwZ=e`b 
 P| ms=KZ evZ©v 
 Q| evwnbxi mKj Abykxjb cÎ 
 

G-89.  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. Logic| Deduction must be fully justified and contained in 
sentences and paragraphs which flow in a logical sequence related directly 
to the argument. 

 
mwVKZv| Z=_¨i weeiY I e¨eýZ kã¸=jv Aek¨B mwVK n=Z n=e| 
 
¯^íZv|   mwVKZv Ges ¯úóZvi mv=_ mvgÄm¨ <i=L ¯^í Dcv=q cvVKMY=K Aek¨B ÁvZ Ki=Z n=e| 
cwiKíbv Ges mZK© m¤úv`=bi gva¨=g ¯^íZv AwR©Z nq| 
 
¯úóZv| mvwf©m wjLb <evaMg¨ hyw³hy³ Ges wØavnxb n=Z n=e|  

 
cÖvmswMKZv| =Kvb AcÖvmswMK kã ev kã ¸=Q ev aviYv Aek¨B eR©b Ki=Z n=e| gRvi K_v n=jv <h, 
eR©=b <hŠw³KZv ?zbS n=e wK? 
 
!hŠw³KZv| evK¨ Ges Aby==Q`K&Z n«vm Aek¨B cy=ivcywi we=ePbv c~Y© n=Z n=e| e³=e¨i mwnZ m¤úK © 
ivwLqv <hŠw³KZv awiqv n«vmwµqv m¤úv`b Ki=Z n=e| 

 
G-91. What do you mean by Style depends on svc writing. 
 

Ans: Style depends on svc writing are as under: 

 

a. Choise  of Expression e³e¨ cÖKv=ki cQ:`| 

b. Choise of Words kã cÖKv=ki cQ:`| 

c. Construction hyw³hy³ evK¨ MVb| 

d. Punctuation weivg wP=ýi e¨envi| 
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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 (kxl©vsk)  
b. Text (g~j cvV)   
c. Subscription (wbgœvsk)   

 

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.  

 
kxl©vsk| welq e¯`i wk=ivbv=gi Dc=i wjwLZ mKj Z_¨=K kxl©vsk e=j| 
 
g~j cvV| welq e¯`i wk=ivbvg n=Z Avi¤¢ K=i me©=kl Aby==Q=`i =kl kã ch©aÍ Ask=K g~j cvV 
e=j| 
 
wbgœvsk| g~j cv=Vi bx=Pi Ask=K wbgSvsk e=j| 
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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 (AwZ <Mvcbxq) 
b. SECRET (we=kl <Mvcbxq) 
c. CONFIDENTIAL (<Mvcbxq) 

d. RESTRICTED (mxwgZ) 
 

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.  

 
AwZ  Mvcbxqt  =h mg¯Í Z_¨ =Kvb Abby=gvw`Z e¨w³i wbKU cÖKvk n=j RvZxq ¯^v=_©i mxgvnxb ?wZ mvab nq 
ZvnvB AZ¨aÍ =Mvcbxq| 
 
we!kl  Mvcbxqt  =h mg¯Í Z_¨ =Kvb Abby=gvw`Z e¨w³i wbKU cÖKvk n=j RvZxq ¯^v=_©i ïiæZi ?wZ mvab 
nq ZvnvB we=kl =Mvcbxq| 
 
!Mvcbxqt    =h mg¯Í Z_¨ =Kvb Abby=gvw`Z e¨w³i wbKU cÖKvk n=j RvZxq ¯^v=_©i nvbx n=e ZvnvB =Mvcbxq| 
 
mxwgZt   =h mg¯Í Z_¨ Abby=gvw`Z e¨w³i cÖKvk n=j RvZxq =Kvb ai=Yi ?wZ mvab nq bv ZvB mxwgZ| 
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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 (Riæix)| 
b. PRIORITY (AMÖMY¨)| 

 

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.  
 
Riæix| Riæix cÎvw` Ab¨vb¨ mKj cÎvw`i c~=e© ˆZix Kiv nq Ges me=P=q `ªæZ c×wZ=Z weZi=bi e¨e¯9v Kiv nq| 
cÖvcK GB cÎ cÖvwßi mv=_ mv=_ AwZ `ªæZ Kvh©Kix e¨e¯9v MÖnY K=i| wmwbqi Awdmvi Ges BDwbU AwabvqK GB 
i�c cÎvw` m~Îcv=Zi AwaKvix| 
 
AMÖMb¨|  Riæix cÎvw`i c=i Ges Ab¨vb¨ cÎvw`i Av=M Bnv ˆZix Kiv nq| Z`i�c c~=e©B weei=bi e¨e¯9v 
Kiv nq| cÖvcK I Gi Dci `ªæZ Kvh©Kix e¨e¯9v MÖnY K=i| <h <Kvb Awdmvi/mggv=bi <emvgwiK Awdmvi GBi�c 
cÎvw` m~Îcv=Zi AwaKvix| 
 

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.   
 

mKj cÖKvi AwZ <Mvcbxq I we=kl <Mvcbxq bw_=Z e¨w³MZ Kwc b¤^i emv=Z n=e| <hgb Kwc bs 20 Gi 1 wPwVi 
Wvb KY©v=i cÖ_g cvZvq wjL=Z n=e| wWwMÖ Ae <cÖwm=WÝ I D=j­ L Ki=Z n=e| hw` c=Îi mv=_ <µvocÎ, 
cwiwkó, <Uªm A_ev Ab¨vb¨ wKQz _v=K Zv=ZI Kwc b¤^i emv=Z n=e| GQvov Acv=ikb AW©vi, cÖkvmwbK AW©vi 
wb=`©wkKv _vK=j Zv=ZI wbivcËvi <kªYxwefvM Ges Kwc b¤^i emv=Z n=e| hw` bw_cÎ 1 cvZv nq, Zvn=jI Kwc 
b¤^i emv=Z n=e| <hgb Kwc bs 1 Gi 1| weZiY ZvwjKvqI Kwc b¤^i w`=Z n=e| 
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G-97.  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: 
 

a. The Subj Heading. 

b. Main Heading. 

c. Group Heading 

d. Paragraph Heading 

e. Sub-Paragraph Heading 

 
G-98.  Where the capital ltrs are used in svc writing? 
 

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

a. Subj headings 

b. Main headings 

c. Code words and nicknames 

d. Proper nouns in op writing 

e. Precedence markings 

f. Privacy marking on top and bottom of all pages 

g. The word DRAFT at the top centre of a draft 

h. Para headings of written op and adminO 

i. Certain abbrs 

j. The names of ships 

k. The ref block on annexes and appendices (top right) 

l. The postcode where applicable 
 

Ans: wbgSewY©Z =?=Î Bs=iRx eo A?i e¨envi Kiv nqt 
 

 K| welq e¯`i wk=ivbvg| 

 L| cÖavb wk=ivbvg| 

 M| WvK bvg Ges kã ms=?c| 

 N| Acv=ikb <jLbxq bvg evPK| 

 O| cvZvi Dc=i Ges bx=P cÖvB=fU wPwýZ| 

 P| Rvnv=Ri bvg| 

 Q| mvBb eø=K ¯^v?iKvixi bvg| 
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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 
c. Air Force 
d. Inter services organizations 

 
G-100. 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. 
 
!KvW IqvW©|  Bnv Ggb kã hvnv GKwU wbw`©ó <kªYxf~³ wel=qi wbivcËv weav=bi e¨eýZ n=q _v=K| <hgb <Kvb 
cwiPvjbv cÖKí ev Acv=ik=bi QÏ bvg wnmv=e e¨eýZ n=q _v=K| Bnv=Z Av`vb cÖ`v=bi we=kl wbivcËv wewNSZ 
nqbv| 
 
wbK  bBg|  <Kvb wbw`©ó wel=qi cÖkvmwbK myweavi Rb¨ GB bvg e¨eýZ n=q _v=K| Bnv=Z <Kvb wbivcËv 
e¨e¯9vi cÖ=qvRb nqbv| 
 
G-102. Write down the specific meanings in the senvices? 
 
Ans:  The fol word have specific meaning in the svc: 
 

1. Intend 
2. Proposed 
3. Request 
4. Will 
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SERVICE CORRESPONDENCE 
(SECTION-3) 

 
G-103. Write down the composn of the text of svc corres. 
 
Ans:   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 writer9s orders, wishes 
opinions, problems or recom.  
 
K| f~wgKv|  wKQz msw?ß Z_¨ Dc¯9vcb Ki=Z n=e, hv wel=q wjL=Z n=e|  
 
L| cÖmsM|  g~j wel=q eZ©gvb cwiw¯9wZi welq hyw³hy³ n=Z n=e| 
 
M| Dcmsnvi| Dcmsnvi mwVK Ges hyw³hy³ n=Z n=e| cÖvcK hv=Z eyS=Z <Kvb Abyweav bv nq| 

 
 

G-104. Most svc corres is written in the third person. Write down the 
exceptions to this convention 
 
Ans:  The exceptions to this convention of svc corres are: 
 

a. Formal ltrs 
b. Demi-official ltr 
c. Ltrs from a comd in which he expresses his personal views 
d. Ltrs from HQ. dept etc. 
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G-105. Enumerate the rules regarding the ltrs of condolence. 
OR 
What is the process of Letters of Condolence? 
 
Ans:  The rules regarding the ltrs 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:  K=Ûv=jÝ n=jv mg=e`bv ev <kvKevZ©v| Bnv GKwU e¨w³MZ cÎ| Day©Zb KZ©>c? <Kvb 
mg=e`bv/<kvKevZ©v Rvbv=bvi Rb¨ Bnv <jLv nq, Z=e Bnv <jLvi mgq wbgSwjwLZ ixwZ¸=jv <g=b Pj=Z nq t 
 

 K| Awdwmqvj g=bvMÖvg <ccv=i e¨envi Kiv hv=e bv| 
 L| c=Îi Avi=¤¢i Ges =k=l ¯^n=¯Í wjL=Z n=e| 
 M| Aby==Q=`i =Kvb bv¤^vi n=e bv| 
 N| =cÖiYKvixi =Kvb dvBj bv¤^vi n=e bv| 
 O| cÖvc=Ki =Kvb wVKvbv wbgSvs=k _vK=e bv| 
 P| c=Î g~j welqe¯` n=e bv| 
 
G-106. 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 

 
mvgwiK cÎ wjLb 07 cÖKvi| h_vt 
 

K| Avw`ó cÎ 
L| wb=`©wkZ cÎ 
M| mvavib cÎ 
N| AvPviwbó cÎ 
O| Avav-mvgwiK cÎ 
P| ms=KZ evZ©v 
Q| AvaÍt `ßi cÎ wjwc 
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G-107. On what occasions a formal ltr 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. In arranging ceremonial matters with outside authorities.  

 

K| wb=`©wkKv cÖvwß ¯^xKvi| 

L|  cÖksmv cÖvwßi cÖwZ DËi| 

M| Day©Zb KZ©>c=?i wbKU e¨wZµg agx© Z_¨ Ges wfbS cÖK&wZi cÖwZ=e`=bi Dc¯9vcb| 

N| AvbyôvwbK wel=q evwn=i KZ©>c=?i mv=_ <hvMv=hv=Mi e¨e¯9v Kiv| 

 
 
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 ltr and Note Sheet 
 

Ans: K| Routine ltr (mvaviYcÎ)| wZb evwnbxi g=a¨ Ges GK evwnbx n=Z Ab¨ evwnbx=Z mvaviY 
 wbq=g  <h mKj wPwVcÎ <jLv nq Zv=K Routine ltr (mvaviYcÎ) e=j| AZGe, <Kvb BDwbU/di=gkb 
 KZ©>K A_ev e¨w³MZ wel=q wZb evwnbxi <h <Kvb m`m¨ KZ©>K GB ai=bi wPwV <jLv <h=Z cv=i| 
 

L| Note Sheet (!bvUkxU)| =Kvb evwnbx=Z di=gkb m`i `ßi/BDwb=Ui KZ©KZ©vM=bi g=a¨ 
miKvix Kvh©=K myôzfv=e cwiPvjbvi wbwg=Ë wewfbS cÖKvi Dc=`k gZvgZ cÎvjvc Ges K=_vcK=_vb msw&?ß 
AvKv=i <bvU kx=U <jLv nq| 
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AGENDA AND MINUTES OF MEETING 
(SECTION-6) 

 

G-110. Write down the administrative arrangements of Agenda and 
Minutes of Meeting 
Ans: The administrative arrangements of Agenda and Minutes of Meeting are as 
under: 

a. Book a room 
b. Arrange a seating plan 
c. Prepare a form for those attending to fill in their names and 
appointments or departments represented. 
d. Ensure that spare paper and pencils are available 
e. Arrange for visual aids 
f. Arrange Refreshments, accommodation and transport 
g. Arrange for a shorthand typist and tape recorder 
h. Make arrangements for security 

 

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: 

a. Subj Heading. 
b. Attendance. 
c. Order of Items. 
d. Headings. 
e. Speakers. 
f. Action. 
g. Signature. 
h. Distribution. 
i. Security. 
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OPERSTIONAL WRITING 
SECTION 10 

 
G-114. What are the purpose of orders and instructions of operational 
writing? 
 
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.  

 

K| mwVK 

L| mswÿß wKa` cwi¯9vi 

M| `¨v_©nxb 

N| m¤úv`=b mÿg 

O| mwVK mg=qi g=a¨ Kvh©µg m¤úv`b Kiv  
 

G-115. What are the types of orders and instructions of operational 
writhing? 
 
Ans:  The fol types of orders and instructions of operational writhing: 
 

a. Operation Orders (OpO). 

b. Administrative Orders (AdminO). 

c. Fragmentary Orders (FragO). 

d. Warning Orders (WngO). 
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OPERSTIONAL ORDER 
SECTION 11 

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

a. Parsonal Operation Order. 
b. Signal Messages. 
c. Confirmatory Notes. 

 
G-117. Operation Order comprises some mandatory sections. What are 
those? 
 
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.  
 

wmMb¨vj evZ©vi gva¨=g cvVv=bv hv=e bv| 

1| c=`vbSwZi msev`, <kvKevZ©v, Av=`k wb=`©k GB mg¯Í wmMb¨vj evZ©vi gva¨=g cvVv=bv hv=e bv| 

2| Acv=ikbvj msµvaÍ =g=mR hw` _v=K, Zvn=j wmMb¨vj Gi gva¨=g cvVv=bv hv=e bv| 

3| cÖvwß ¯^xKvi ms=KZ evZ©vi gva¨=g cvVv=bv hv=e bv| 

4| wewfbS ai=bi weÁwß hvnv 48 N:Uvi ci Kvh©µg Zv wmMb¨vj Gi gva¨=g cvVv=bv hv=e bv| 

5| Ab¨vb¨ welqvw` hvnv <Uwj=dvb A_ev wPwVi gva¨=g Kvh©Kix e¨e¯9v MÖnY Kiv hvq Zvi ms=KZ evZ©vi 
gva¨=g cvVv=bv hv=e bv| 

 
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: 

a. Determining whether the message is necessary.  
b. Checking the type of message and addresses. 
c. Ensuring the proper use of the prescribed message form. 
d. Ensuring that the text is correctly drafted. 
e. Approving the security classification. 
f. Confirming the precedence for action and information addresses. 
g. Inserting the DTG. 
h. Checking the appropriate message instruction, if any signing the 

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

transmission. 
 

Ans:  The releasing officer is responsible for: 

a. ms=KZ evZ©vi cÖ=qvRbxqZv wbiæcb Ki=eb| 

b. ms=KZ evZ©vi cÖKvi=f` wVKvbv hvPvB Ki=eb| 

c. cÖPwjZ ms=KZ evZ©v dig e¨envi wbwðZ Ki=eb| 

d. ms=KZ evZ©vi g~jcvV Gi mwVKZv wbwðZ Ki=eb| 

e. ms=KZ evZ©vi <MvcbxqZvi <kªbx web¨vm cÖ`vb Ki=eb| 

f. ms=KZ evZ©vi Kvh©µg cÖvcK I AeMwZ cÖvc=Ki Rb¨ Kvh©Kix =cÖwm=WÝ wbwðZ Ki=eb| 

g. ms=KZ evZ©vi wba©vwiZ Q=K ZvwiL mgq `j D=jøL wbwðZ Ki=eb| 

h. ms=KZ evZ©v bxwZgvjv Abyhvwq n=q=Q wKbv wbwðZ Ki=eb| 

i. ms=KZ evZ©v <cÖi=bi Rb¨ wmMb¨vj wm:Uv=i <cÖiY Ki=eb| 
 

G-123. 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 
 
G-124. 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. ACK IMMEDIATELY 

c. ALL ACK 
. 
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G-125. Enumerate sequence of text of sig msg 
 
Ans: The sequence of text of sig msg is as under: 
 

a. NODUF instructions. 
b. Restrictive marking such as EXCLUSIVE, IN CONFIDENCE etc. 
c. The word CLEAR. 
d. Code word or nickname. 
e. Subject of the message, if any. 
f. Reference to previous message etc. 
g. The body of the message. 
h. Any acknowledgement instructions. 

 
Ans:  The sequence of text of sig msg is as under: 
 

a. =bvWvd wb= ©̀wkKv 
b. mxwgZ KiY wPý _vK=e  

c. cwi¯9vi kã 

d. =KvW IqvW© 
e. ms=KZ evZ©vi welq hw` _v=K 

f. c~=e©i ms=KZ evZ©vi eivZ 

g. ms=KZ evZ©vi g~jcvV 

h. cÖvwß ¯^xKvi wb= ©̀wkKv 
 

G-126. Write down the short note of the fol 
Ans: 

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 wWwUwR 6 wU wWwRU Øviv cÖKvwkZ nq| cÖ_g <Rvov Øviv ZvwiL wØZxq <Rvov Øviv N:Uv Ges 
Z&Zxq <Rvov Øviv wgwbU <evSv=bv nq| <Kvb cÖ=qvR=b m=:`n `~ixKi=bi Rb¨ erm=ii <kl `yBwU wWwRU 
<jLv nq|  

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

b. NOTAL (mKj=K bq/b=n) Bnv evZ©vi eiv=Zi c=i e¨envi Kiv nq| Bnv cÖKvk K=i =h H 
eivZ cÎ eZ©gvb c=Îi mKj cÖvcK=Ki =`qv nq =bB A_ev eivZ eZ©gvb mKj cÖvc=Ki cÖ=qvRb =bB| 
 

c. Skelton Copy =¯9=jUb Kwc=Z g~j cvV e¨ZxZ evZ©v c=Îi gZ mKj welq n=e| <Mvcbxq 
evZ©v hLb wmMb¨vj <m:Uv=ii gva¨=g <cÖiY Kiv nq, ZLb GB c×wZ e¨envi Kiv nq| <bfx=Z Bnv GKz=q:U 
wPU wn=m=e cwiwPZ| 
 

d. NODUF  Abykxjb/gnovi mgq <h mg¯Í evZ©v mZ¨ wnmv=e =cÖiY Kivi cÖ=qvRb =m mg¯Í 
evZ©v =bvWvd kã Øviv wPwýZ Kiv nq| Bnv ms=KZ ˆZixi mgq g~j cv=Vi cÖ_=g wjL=Z n=e| 
 

f. Originator AwiwR=:Ui n==Qb m`i `ßi A_ev di=gkb A_ev BDwb=Ui H e¨w³ hvi cÖvwaKvi 
e=j ms=KZ evZ©v <cÖiY Kiv nq| <Kvb <?=Î KgvÛvi Zvi ÷vd Awdmvi=K m~ÎcvZKvix Awdmvi wnmv=e 
wb=qvM K=ib| 
 

e. Drafter WªvdUvi n==Q H e¨w³ whwb ms=KZ evZ©v m~ÎcvZKvix Awdmvi KZ©>K m~Îcv=Zi 
Rb¨ ˆZix K=ib| ms=KZ evZ©v <cÖi=bi Zvi <Kvb cÖvwaKvi <bB| WªvdUvi eo nv=Zi A?i e¨envi K=ib| 
wZwb weGGd (evZ©v)-34 cyib Ki=eb Ges ms=KZ evZ©vi g~j cvV Lmov Ki=eb| 
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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 

 

G-128. 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.   
 

mgq, welq e¯`i wbivcËv, KvMR Ges kªg evPv=bvi Rb¨ kã ms=KZ e¨envi Kiv nq| kã ms=KZ Rvbv _vK=j 
cvVK Ges <jLK D=qi Dc=iv³ myweav nq| 
 
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 
qualification are used 
 

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:  mvgwiK <LZve Ges wk?v <hvM¨Zv <hgb weBD, wewc, GWwe­ Dwm, GbwWwm, GbwWBD, AviwmwWGm, wUB, 
wR+ BZ¨vw` Awdwmqvj Ges wWI <jUv=i I Avga¿bc=Î PvKzixi bw_=Z PvKzix ZvwjKvq BZ¨vw`=Z <jLv hv=e| wKa` 
wPwVc=Îi gyjcvV <jLv hv=e bv, <hgb AW©vi Kvh©weeiYx=Z <jLv nq bv| 
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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. Day©Zb KZ©>c? KZ©>K wewfbS cwiKíbv cÖYqb, Awfó j?¨/e¯` Ges Ab¨vb¨ Kv=Ri Rb¨ wewfbS Z_¨ I 
cwimsL¨vb Dc¯9vcb Ki=Z wi=cvU© Ges wiUvb© cÖ¯`Z Kiv nq| 
 
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.  hy× ïiæ n=j hy×iZ BDwbU¸wj Bnv <cÖiY K=i| 

b. Non-Fd Svc Reports and Returns  To be submitted by the unit for the 

day admin of the Army.  =mbvevwnbxi ˆ`bw:`b cÖkvm=bi Rb¨ Bnv <cÖiY Kiv nq| 

 

G-134. What is the different between report and returns? 
Ans: wi=cvU© Ges wiUvb© Gi cv_©K¨ wbgSiæct 

K| wi=cvU© mvavibZ cÖ=qvRbxq Z_¨ mwbS=ewkZ K=i eY©bv AvKv=i ˆZix Kiv nq Ges Dnv hLb <Kvb 
KZ©>c? KZ©>K PvIqv nq ZLb Zv cvVv=bv nq| 

L| wiUvY© mvavibZ cwimsL¨vb m¤^Üxq Z_¨ _v=K| Bnv QK KvUv di=g ˆZix Kiv nq Ges GKwU wbw`©ó 
mgq <hgb- gvwmK, ˆÎgvwmK, Aa©evrmwiK, evrmwiK wfwË=Z wbqwgZfv=e mswkøó KZ©>c=?i wbKU <cÖiY 
Kiv nq| 

 
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 

e. Daily fgt str state 

f. Daily battle cas report 

g. Veh cas report (beyond unit repair) 

h. LOCSTATE 

i. Ammo/Expl stores 

j. AC report 

k. SHELREP 

l. MORTREP 

m. BOMBREP 

n. TOXREP 

o. INTSUM 

p. INTREP 

 

G-137. 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 

issue, cancellation and loss of def svc ID 
 

K| wbKU¯9 cywjk <÷kb 

L| mswkøó di=gkb m`i `ßi 

M| Bmy¨/cÖ`vbKvix KZ&©c=?i wbKU 

N| =mbvm`i, wRGm kvLv (GgAvB cwi`ßi) 

O| gvwmK wi=cvU©/wiU©v=b di=gkb m`i `ß=ii gva¨=g GgAvB cwi`ß=i Rvbv=bv| 
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G-138. Write down the gen rules for use of abbr in svc writing? 
 
mvgwiK cÎ wjL=b wbgSwjwLZ cȳ ÍK n=Z kã ms=KZ e¨envi Kiv nqt 
 
 K| =RGmwW(Gg) - 2003 
 L| GwcwW iæjm| 
 
G-139. How the ranks of retd and rel pers are written? 
 
Aemi Ae¨vnwZ cÖvß e¨w³e=M©i bvg wbgSiæcfv=e wjwLZ n=et 
 
 K| =gRi Gg G Qvjvg, we BD (Aet) 
 L| Gqvi K=gv=Wvi iwng (Aet) 
 M| KgvÛvi BQgZ Avjx (wm), wcGmwm, weGb (Aet) 
 
G-140. What do you understand by depermend? 
 

Ans: wWcvU©=gÛ Gi g=a¨ wb=qvM ev Dcvw_i <?=Î Ges Gi cwieZx©=Z wbgSiæcfv=e e¨eýZ n=e| <hgbt 
wWGGGÛwKDGgwR, <gmvm© mv=jn GÛ <Kvt BZ¨vw`| 
 
G-141. What is the timing sending the msg? 
Ans:  

a. FLASH 

b. IMMEDIATE 

c. PRIORITY 

d. ROUTINE 

 

G-142. What do you understand Routine ltr and Note Sheet? 
 

Ans:   

a. Routine ltr (mvavib cÎ)| wZb evwnbxi g=a¨ Ges GK evwnbx n=Z mvaviY wbq=g <h mKj 
wPwVcÎ <jLv nq Zvnv=K mvavib cÎ e=j|  
 
b. Note Sheet (!bvUkxU) =Kvb evwnbx=Z di=gkb m`i `ßi/BDwbU Gi g=a¨ miKvix 
Kvh©=K myôzfv=e cwiPvjbvi wbwg=Ë wewfbS cÖKvi Dc=`k, Av=`k Ges K=_vcK=_vb msw?ß AvKv=i <bvU 
kx=U <jLv nq| 

 
G-143.   What are the normal substation and complimentary endings in this 
addrd? 
Ans: hLb <emvgwiK e¨w³e=M©i wbKU cÎ <jLv nq ZLb wbgSwjwLZfv=e m=¤§v`b Ki=Z nq 
 

a. Dear Sir / Madam and yours faithfully 

b. Dear (MT) Rafique and yours faithfully 
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G-144. The rules regarding the ltrs of condolence? 
 

Ans: 
K| Awdwmqvj g=bvMÖvg <ccv=i e¨envi Kiv hv=e bv| 

L| c=Îi Avi=¤¢i Ges <k=l ¯^n=¯4 wjL=Z n=e| 

M| Aby==Q=`i <Kvb bv¤^vi n=e bv| 

N| =cÖiYKvixi <Kvb dvBj bv¤^vi n=e bv| 

O| cÖvc=Ki <Kvb wVKvbv wbgSvsk _vK=e bv| 

P| c=Î g~j welqe¯` n=e bv| 
 

G-145. How many types of sig msg what are those? Define book msg 
and base gram? 
 

Ans:   ms=KZ evZ©v Qq cÖKvi| wb=gS Zv eY©bv Kiv n=jvt 
 

K| GKK wVKvbv ewn evZ©v| 

L| eû wVKvbvewn evZ©v| 

M| eyK evZ©v| 

N| mvaviY evZ©v| 

O| G·vimvBR evZ©v| 

P| =emMÖvg evZ©v| 
 

!emMÖvg evZ©v| hw` <Kvb <cÖiK g=b K=ib <h <Kvb RvnvR ev GqviµvÞ <Kvb <e=m AvMZ n=j Dnv=K 
<Wwjfvix ev weZi=bi e¨e 9̄v Ki=Z n=e| ZLb <emMÖvg kãwU evZ©v c=Îi wb= ©̀wkKv Kjv=g wjwce× Ki=Z 
n=e| 

 

eyK evZ©v| Bnv `yB ev Z=ZvwaK cÖvc=Ki wVKvbv m¤^wjZ evZ©v| GB evZ©vq <cÖiK B=Qv Ki=j cÖvc=Ki 
wVKvbv ci¯úi=K AeMZ bv Kiv=Z cv=i| GB ai=bi evZ©v m~ÎcvZKvix KZ©>K evZ©v di=gi wbw`©ó Kjv=g 
eyK kãwU wjL=Z n=e| Z=e GK Kwc=Z mb` <cÖi=Ki Awdm wVKvbv wjwLqv ivL=Z n=e| 

 

G-146. What are the sequence of text of sig msg? 
 

ms=KZ evZ©vi aviv evwnKZv wbgSiæct 
 

K| mxwgZ KiY wPý _vK=e| 

L| cwi¯9vi kã| 

M| =KvW IqvW©| 

N| ms=KZ evZ©vi welq hw` _v=K| 

O| c~=e©i ms=KZ evZ©vi eivZ| 

P| ms=KZ evZ©vi g~jcvV| 

Q| cÖvwß ¯^xKvi wb= ©̀wkKv| 
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G-147. What are the purpose when sig msg are not normally used? 
 

cÖwZwU di=gk=bi wmMb¨vj <m:Uvi Av=Q| Zv=`i g=a¨ GKwU wb=`©wkKv <`qv Av=Q| 
 

K| c=`vbSwZi msev`, <kvKevZ©v, Av=`k wb=`©k GB mg¯Í msev` wmMb¨vj <m:Uvi G cvVv=bv hv=e bv| 

L| Acv=ikb msµvaÍ =g=mR hw` _v=K Zvn=j wmMb¨vj Gi gva¨=g cvVv=bv hv=e bv| 

M| wewfbS ai=bi weÁwß hvnv 48 N:Uvi ci Kvh©µg Zv wmMb¨vj Gi gva¨=g cvVv=bv hv=e bv| 

N| cÖvwß ¯^xKvi ms=KZ evZ©vi gva¨=g cvVv=bv hv=e bv| 

 O| Ab¨vb¨ welq hvnv c=Îi gva¨=g Kvh©Kwi e¨e¯9v MÖnY Kiv hv=e Zv ms=KZ evZ©vi gva¨=g cvVv=bv 
 hv=e bv| 
 

G-148. What are the resp of rel offrs? 
 

Ans: m~ÎcvZKvix Awdmvi wbgSwjwLZ welq¸=jv wbwðZ Ki=ebt 
 

K| ms=KZ evZ©vi cÖ=qvRbxqZv wbiæcb Kwi=eb| 

L| ms=KZ evZ©vi cÖKvi=f` Ges <cÖi=Ki wVKvbv hvPvB Ki=eb| 

M| cÖPwjZ ms=KZ evZ©v dig e¨envi wbwðZ Ki=eb| 

N| ms=KZ evZ©v Af¨aÍixb Gi mwVKZv wbwðZ Ki=eb| 

O| ms=KZ evZ©vi cÖvcK I AeMwZ cÖvc=Ki Rb¨ Kvh©Kix AMÖMwZi cÖvab¨ wbwðZ Ki=eb| 

P| ms=KZ evZ©vi wba©vwiZ Q=K ZvwiL mgq `j D=j­ L wbwðZ Ki=eb| 

Q| ms=KZ evZ©vi mwVK <MvcbxqZvi <kªYx web¨vm cÖ`vb Ki=eb| 

R| ms=KZ evZ©vi Ab¨vb¨ kZ©vejx wbwðZ Ki=eb| 

S| ¯^v?i Ki=eb| 

T| wmMb¨vj <m:Uv=i <cÖiY Kwi=eb| 
 
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
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G-150. Explaing the punctuation use in the sig msg? 
 

Ans:  cÖ=qvRb Abyhvqx ms=KZ evZ©v c=Î weivg wP=ýi e¨envi Ki=Z nq| weivg wP=ýi e¨env=ii 
cÖ=qvRb n=j wbgSwjwLZ weivg wP=ýi kã ms=?cb A_ev cÖZxK e¨envi Kiv <h=Z cv=it 
 

µwgK weivg wPý kã ms=?cb cÖZxK gaÍe¨ 
1| dzj÷c wcwW (PD) (.)  
2| eªv=KU evg =c=ib (PEREN) (  
3| eªv=KU Wvb Avb=c=ib (UNPEREN) )  
4| nvB=db  -  
5| AewjK  /  
6| Kjb wmGjGb (CLN) ;  
7| c¨vivM¨vc c¨viv (PARA)   
8| =Kv=Ukb mvd© =Kvb Avb=KvU© (UNQUOTE) ÔÔ  Ó  
9| cÖkS=evaK wPý =Kvm (QUES) ?  

  

G-151. There are two cat of reports/Returns? What are those? 
 

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

a. Recurring 

b. Non Recurring 

 

G-152. Where the report to be submitted confidential docus? 
 
=kªbxf~³ `wjj nviv=bv <M=j wbgSwjwLZ ¯9v=b Rvbv=Z n=et 

 K| di=gkb m`i `ßi| 

 L| =mbvm`i, wRGm kvLv (GgAvB cwi`ßi) 

 M| =mbvm`i, wRGm kvLv (wmMb¨vj cwi`ßi) 
 
G-153. What are the fundamental principles of report and return? 
 

Ans: wi=cvU© Ges wiUvb© ˆZwii mgq wbgSwjwLZ bxwZgvjv AbymiY Ki=Z n=et 

K| mwVKZv    cwimsL¨vb QK cwiKíbv mwVK Z=_¨i Dci wbf©i K=i| cwi=ek=b f~j cwiKíbv eySv=e| 

L| ¯úóZv| cÖwZ=e`b cwi=QbS ¯úó n=Z n=e| 

M| wbqgvbyewZ©Zv cÖwZ=e`b wbw ©̀ó w`=b <cŠQv=Z n=e| Ab¨_vq KZ©>c? Dnvi e¨envi Ki=Z cvi=e bv| 

N| wbivcËv|   cÖwZ=e`b mwVK <kªYx web¨vm Ki=Z n=e hv=Z Abby=gvw`Z e¨w³i nvZ n=Z i?v cvIqv 
hvq| 

 



RESTRICTED 
 

 

53 
RESTRICTED 

2204433 Sgt Cpl (clk) Md Abdullah Al Kawsar 

 

G-154. Who is the OC for the purpose return? 
 

Ans: wewfbS Kvi=b BDwbU AwabvqK wbb©=qi c×wZ wb=gSt 
 

K| hLb <Kvb <mbvm`m¨ wmGgGBP GmAvB/wWAvB G _v=K ev gviv hvq ZLb <mbvm`=m¨i wmI n=jv 
wmGgGBP Gi wmI| 

 
L| =Kvb <mbvm`=m¨i `j ev e¨w³ <bŠKv ev w÷gv=i GK ¯9vb n=Z Ab¨¯9v=b MgbvMgb K=ib ZLb H 
<mbvm`m¨=`i wmI n=jv G¤^vi=Mkb BDwb=Ui wmI| 

 
M| =Kvb <mbvm`m¨ hw` GK BDwbU n=Z Ab¨ BDwb=U mshy³ _v=K <mB BDwb=Ui wmI n=e D³ e¨w³i 
wmI/Iwm| <mbvm`i cÖkvmwbK kvLvq mshy³ _vK=j cÖkvmwbK kvLvi AwabvqK n=e H <mbvm`=m¨i wmI| 

 
G-155. What official docus? 
 

Ans: Awdwmqvj bw_cÎ ej=Z <h <Kvb dig Ges bw_f~³ Z_¨vejx=K eySvq| <hgb wPwVcÎ, <bvUm, WvqvR 
<¯9BP, Qwe, cwiKíbv wb=`©wkKv, eyKm Ges cv¤ú=jU| 
 
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 

 

G-157. Explain the care of cl docus when in used? 
 

Ans: =kªYxf~³ `wjj `¯Ív=eR wbgSiæcfv=e e¨envi Ki=Z nqt 
 

K| =kªYxf~³ `wjj `¯Ív=eR Abby=gvw`Z e¨w³i wbKU cov A_ev Agby=hvMx Ae 9̄vq ivLv hv=e bv| 
 
L| Awdmvi hLb, evwn=i PjvPj Ki=e ZLb AwZ=Mvcbxq/we=kl <Mvcbxq `wjj `¯Ív=eR =mbvwbev=mi 
evwn=i wb=Z n=j wcGmI/WvB=i±i Ges di=gkb/BDwbU n=j d=g©kb/BDwbU KgvÛvi =gRi c`exi bx=P 
bq GBiæc e¨w³i AbygwZ mv=c=? wb=Z n=e| 
 
M| AwZ <Mvcbxq/we=kl <Mvcbxq `wjj `¯Ív=eR Awd=mi evwn=i GK ¯9vb n=Z Ab¨ ¯9vb G wb=Z n=j 
GKRb Awdmvi Bb=fjvc/e¨vM/Zvjve× Ae¯9vq e=> wb=Z n=e| 
 
N|  wµ=Þv `wjj `¯Ív=eR Dnvi wb=`©kvejx <gvZv=eK e¨envi Ki=Z n=e| 
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G-158. Write down the care and disposal of accuntabil? 
 

K| GKvD=:Uej `¯Ív=eR GKwU <iwRóv=i Awdmvi Øviv <iKW© n=e Ges Zvnv wbivc` ¯9v=b ivL=Z n=e Ges 
ˆÎgvwmK wfwË=Z <PK Ki=Z n=e| <PK Kiv n=q=Q <iwRóv=i wj=L ¯^v?i Ki=Z n=e| BDwb=Ui wmI <KvqvU©v=i 
GKevi <PK Kiv=e| evrmwiK Dchy³Zv cwi`k©=bi mgq cwi`k©b Awdmvi wnmv=ei mZ¨Zv hvPvB Ki=e| 

L| =Kvb Awdmvi wb=qvM/cÖZ¨vnvi e`jxi <?=Î GKvD=:Uej `¯4v=eR wjó Abyhvqx GB g=g© n¯ÍvaÍi/MÖnY 
mb`cÎ ˆZwi Ki=Z n=e Ges <iwRóv=i Zv wjwce× Ki=Z n=e| 
 

G-159. Who can grade a cl docus? 
 

Ans: wbgSewY©Z e¨w³MeM© <MvcbxqZvi <kªYx web¨vm Ki=Z cv=it 

 K| AwZ!Mvcbxq cÖ_g <kªYxi óvd Awdmvi A_ev wcGmI A_ev mggv=bi <emvgwiK Kg©KZ©v  

(1) d=g©kb m`i `ßi cÖ_g <kªYxi óvd Awdmvi / wmI| 

(2) weGg| 

(3) we=kl <?=Î mvwf©=mm m`i `ß=ii AbygwZµ=g <h <Kvb Awdmvi Zv <Mvcbxq <kªYx web¨vm 
Ki=Z cv=i| 

L| !Mvcbxq Ges bx!Pi  kªYxf~³ KZ©=e¨i cÖvwaKvi µ=g <h <Kvb Awdmvi <Mvcbxq Ges Zvi bx=Pi 
wbivcËvi <kªYx web¨vm Ki=Z cv=i| 

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

Ans: cyivZb <kªYxf~³ `aÍv=eR aysm Ki=Z n=j wbgSwjwLZ c×wZ AbymiY Ki=Z n=et 

K| mKj cÖKvi <kªbxf~³ `wjj `¯4v=eR <cvov=Z n=j m~ÎcvZKvixi AbygwZ ¯^v=c=? 05 ermi ci 
ci bxwZgvjv ¯9vqx wb=`©kvejx Ges Ab¨vb¨ cÖ=qvRbxq welqvw` hvnv cieZx©=Z cÖ=qvRb n=Z cv=i Zv 
e¨ZxZ| 

 L| H mgaÍ welqvw` aysm Kiv hv=e bv hvnv=Z Kwc <KvW bs e¨envi Kiv n=q=Q| 

M| =h mgaÍ `¯Ív=eR ays=mi mgq m=:`=ni m>wó nq ays=mi c~=e© myÎcvZKvixii wbKU n=Z 
AbygwZ/Dc=`k wb=Z n=e| 

 

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

Ans: =kªYxf~³ `wjj `¯Ív=eR wbgSiæcfv=e i?Yv=e?Y Ki=et 

K| AwZ !Mvcbxq| mKj AwZ=Mvcbxq `wjj `¯Ív=eR/KvMR/dvBj/Qwe BZ¨vw` AwMS wb=iv`K w÷j 
e>/ Avjgvwi/Kvc=evW© hvnv wZb Zvjv wewkó e¨w³MZ jKv=i Awdmv=ii ZË¡veav=b _vK=e| hw` Pvwe 
nviv=bv hvq Z=e mv=_ mv=_ mwVKZv <PK Ki=Z n=e Ges Ab¨vb¨ e=> wb=Z n=e| 

L| we!kl  Mvcbxq| mKj we=kl <Mvcbxq `wjj `¯Ív=eR Zvjv eÜ Ae¯9vq _vK=e| wó=ji 
Kvc=evW©/wój e=> _vK=e hvnv Awdmvi/mycvi/<RwmI/wbe©vwPZ wWwjs K¬ve hvi c`ex bv=qK/BDwWwm Gi 
wb=P n=e bv Zvnv=`i ZË¡veav=b _vK=e| 

M| !Mvcbxq/mxwgZ| mKj =Mvcbxq/mxwgZ bw_cÎ Zvjv e× Ae¯9vq ÷xj/Kv=Vi 
Kvc=ev=W©i/cv=Î ivL=Z n=e| Pvex BDwb=Ui ZË¡veav=b _vK=e| 
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G-162. Who are the pers resp of unit sy? 
 

Ans: sy offrs this are as under: 

 

 a. 2IC  b. Adjt  c. MWO 

 

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

Ans: BDwbU wbivcËv Awdmv=ii `vwqZ¡ wbgSiæct 
 
 K| BDwb=Ui Rb¨ GKwU ¯9vqx wbivcËv Av=`k ˆZwi Ki=eb| 
 L| BDwb=Ui mKj=K BDwbU wbivcËv m¤ú=K© Av=`k/wb=`©kmg~n ÁvZ Ki=Z n=e 

M| cÖwZw`b cÖwk?=bi gva¨=g BDwb=Ui me©=kl wbivcËvi Av=`k/wb=`©k mg~n cwieZ©b Ki=eb| 
BDwb=U e¨e¯9vcbvi gva¨=g wbivcËvi msMVb I cwiPvjbv Ki=eb| 

 N| BDwb=Ui wbivcËv e¨vNvZ NU=j Zv Z`aÍ Ki=eb| 
 O| BDwb=Ui wbivcËv m¤ú=K© memgq Awabvq=Ki mv=_ Av=jvPbv Ki=eb| 
 P| wbivcËv m¤ú=K© BDwb=Ui mKj <kªYxi Kg©Pvix I <emvgwiK e¨w³e=M©i cÖwZ m¤úK© _vK=e| 
 
G-164. What are the main heading sy pts of standing order for peace? 
 

Ans: BDwb=U ¯9vqx Av=`k G wbgSwjwLZ cÖavb wk=ivbvg¸wj _v=Kt 
 
 K| BDwb=Ui D=Ïk¨ 
 L| BDwb=Ui msMVb 
 M| wewfbS cÖKvi KZ©e¨ 
 N| wewfbS wb=qvM wbhyw³i 
 O| Awdm i?Yv=e?Y  
 P| Awdm wbivcËv 
 Q| BDwbU dvqvi Av=`k 
 R| GgwU ¯9vqx Av=`k 
 S| gyf w¯9g 
 T| kvwaÍKvjxb wi=cvU©m wiUvb© 
 
G-165. hy!×i mgq Awdm msMV!bi Rb¨ wK wK wel!qi Dci ¸iæZ¡ w`!Z n!e? 
 
DËit hy=×i mgq Awdm msMV=bi Rb¨ wbgSwjwLZ wel=qi Dci ¸iæZ¡ w`=Z n=et 
 
 K| KgvÛvi Ges ÷vd AwdmviMY Awd=mi Kv=R <ekx e¨¯Í bv <_=K <ekx mgq w`=eb| 
 L| cÖ=qvRbxqZvi wfwË=Z cÖwZwU KvR Zwor MwZ=Z Ki=Z n=e| 
 M| =kªYxf~³ bw_c=Îi h_vh_ wbivcËv e¨e¯9v MÖnY Ki=Z n=e| 
 N| bw_c=Îi Z_¨vw` GgbfA=e msi?b Ki=Z n=e hv=Z cÖ=qvRb g=Z cvIqv hvq| 
 O| hLb m`i `ß=i <Kvb <gvevBj Acv=ikb KvR n=e ZLb Awd=mi KvR Kwg=q w`=Z n=e| 
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G-166. How to maint office sy during peace and war? 
 

Ans: hy× I kvwaÍKvjxb mg=q Awdm=i wbivcËv wbgSiæcfv=e m¤úbS Ki=Z n=et 
 

K| KZ©e¨iZ e¨ZxZ <Kvb <jvK Awd=m cÖ=ek Ki=e bv| 

L| =Kvb <emvgwiK e¨w³ Awdm GjvKvq cÖ=ek Ki=e bv| <h e¨w³i mv=_ <`Lv K=i Avm=e Zvi 
AbygwZ wb=Z n=e A_ev Awdmv=ii AbygwZ wb=Z n=e| 

M| mvgwiK cwi`k©K Awdm GjvKvq cÖ=e=ki c~=e© cwiPqcÎ <PK Ki=Z n=e| 

N| Awdm mg=qi ci Awdm Zvjv e× Ae¯9vq ivL=Z n=e| 

O| Svo;`vi GKvKx Awd=m cÖ=ek Ki=e bv| KZ©e¨iZ KiwYK mv=_ _vK=e| 

P| w`=bi <ejvq `ßix iv=Zi <ejvq cÖnixØviv Awdm cvnvivi e¨e¯9v Ki=Z n=e| 
 
G-167. What are legal power of a sldr iro civ? 
 

Ans: wbgSewY©Z Kvi=b GKRb ˆmwbK evsjv=`=ki <h <Kvb e¨w³=K <MÖdZvi Ki=Z cv=it 
 

 K| =h <Kvb <emvgwiK e¨w³=K Pzwi A_ev gvW©vi Kivi mgq nv=Z bv=Z aiv| 

 L| hw` <Kvb e¨w³ msiw?Z / wbwl× GjvKvq A0eafv=e cÖ=ek K=i| 

 M| hw` <Kvb e¨w³ m=:`nRbKfv=e BDwb=Ui Av=kcv=k Pjv=div K=i| 

 N| hw` <Kvb e¨w³ Z=_¨i ¸Re Qovq| 
 

G-168. Principle of office work in the fd? 
 

Ans: bxwZgvjv wbgSwjwLZ 05 cÖKvit 
 

 K| Kv=Ri AMÖMb¨Zv 

 L| wekªv=gi c×wZ 

 M| ¯9vqx Av=`k| 

 N| MgbvMgb 

 O| Nwbô m¤úK©| 
 
G-169. How many type of comms? 
 

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

a. Tel 

b. SDS/TDS 

c. Postal Svc 

d. Sig wrls 

e. Fax 

f. Mob 
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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: =Uwj=dvb Kj eywKs Ki=j wbgSwjwLZ Z_¨vewj w`=Z nqt 
 

K| Gm=cøvwmf Ges G¨v=gvt RvZxq c`v_©| 

L| Kvco| 

M| miÄvg 

N| UvKv cqmv 

O| =PK| 

P| Zij c`v_© 
 
G-172. What are the person are not recutableon mob? 
 

Ans: wbgSwjwLZ e¨w³eM©=K hy=×i mgq WvKv hv=e bvt 
 
 K| =gwWK¨vj Awdmvimn I we=ivax ms¯9vi AwdmvieM©| 
 L| cÖvwaK&Z Kg©Pvix Kvh©vj=qi KiwYKMY| 
 M| wk?v cÖwZôv=b Kg©Pvix I wk?K 
 N| =m:Uv=i Ggb KZ©=e¨ wb=qvwRZ Kg©Pvix A_ev Dnvi ¯9vqx Kg©Pvixe>:`| 
 O| BDwWwm Ges wewWAvi AvavmvgwiK evwnbxi Kg©Pvix| 
 P| PÆMÖvg G¨vgevi=Kkb Ges Ab¨vb¨ <÷kb G Kg©Pvix| 
 Q| XvKv PÆMÖvg weivg wkwe=ii mKj Kg©Pvix| 
 
G-173. Write down the info givenin battle msg bord? 
 

Ans: e¨v=Uj g¨v=mm <ev=W© wbgSwjwLZ Z_¨vw` _v=K h_vt 
 
 K| jM Kwc| 
 L| PwjZ Acv=ikb Ges cÖvmwbK Av=`k Ges <Mv=q:`v mvgix 
 M| =KvW© IqvW© Ges wbK <bBg Ges ZvwjKv 
 N| AvMZ Ges ewniMvgx evZ©v| 
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G-174. What are the aim of AFWI? 
Ans: evrmwiK hy× Dchy³Zv cwi`k©=bi D=Ïk¨ n=jv BDwb=Ui h_vh_ Av=`k Ges wb=`©k cÖ=qv=Mi gvb hvPvB 
Kiv hvnv hy× Gi kvwaÍKvjxb mg=q Dchy³Zv hvPvB=qi <?=Î mnvqK n=e| 

wbgSiæcfv=e GKwU BDwb=Ui gvb e>w&× Kiv nqt 

(1) =h <Kvb mgm¨v mgvav=bi gva¨=g| 

(2) =h <Kvb Av:`vR MÖnY Ges cix?vi ci Zv=`i Dci cÖ=qvM Kiv mvavibZ Zv Abygw`Z nq| 

(3) mvnvh¨ Ges mnvb~f~wZ civqb| 
 

evrmwiK hy× Dchy³Zv cwi`k©=bi mgq wbgSwjwLZ wbq=gi cÖwZ <Lqvj iv=Lt 

 K| cÖwk¶Y `¶Zv| 

 L| cÖkvmwbK `¶Zv| 

 M| =UKwbK¨vj `?Zv| 
 

G-175. Write down the ANX and APPX & ENCL? 
 K| Anx (!µvocÎ) Bnv g~j c=Îi GKwU `wjj hvnv=Z welq ewY©Z _v=K|  

 L| Appx (cwiwkó) Bnv <µvoc=Îi GKwU `wjj hvnv <µvoc=Î _v=K| 

 M| Encl (mshy³)  Bnv GKwU m¤ú~b© `wjj hvnv GKwU AveiYx Kiv n=q _v=K| 
 

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

K| Rules (iæjm ev AvBb) =mbv evwnbxi Kvh©Kjvc myôzfv=e cwiPvjbvi Rb¨ miKvi KZ©>K <h 
wbqg Kvbyb cÖbqb Kiv nq Zvnv=K iæjm ev AvBb e=j| 

L| Instrs (B!bmUªvKkb ev wb! ©̀wkKv) miKvi KZ©>K cÖbqbK&Z Kivi Rb¨ <mbvevwnbx cÖavb KZ©>K 
cÖbqbK&Z wb=`©k=K wb=`©wkKv e=j| 

M| Order (IqvW©vi ev Av!`k) AvBb I wb=`©wkKv=K cy=ivcywi <h mKj Av=`k wb=`©k cvIqv hvq 
Zv=K Order ev Av=`k e=j| 

 

G-177. Write down the regt sports committee and what are duties? 
 
Ans: GB KwgwU=Z mvaviYZ Dc-AwavbqK <¯úvU©m Awdmvi, Gm Gg, =¯úvU©m <RwmI, GbwmI Gi mga^=q MwVZ 
GB KwgwUi Kvh©vejx wbgSiæct 

 K| =Ljvayjvi gvb DbSq=bi Rb¨ cÖ=qvRbxq e¨e¯9v MÖnY Kiv| 

 L| ch©vß cwigvb <Ljvayjv wbwðZ Kiv| 

 M| Ace¨envi mxwgZ Kiv Ae¨eýZ `ªe¨mvgMÖx cwieZ©b Kiv| 

 N| cÖxwZ g¨vP I cÖwZ=hvwMZvi Av=qvRb Kiv| 

 O| mg=q mg=q wb=`©wkKv w`=q <Ljvayjvi gvb DbSqb Kiv| 

 P| =Kv¤úvbx mg~n=K mgfv=e <Ljvayjv weZiY Kiv| 
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G-178. Write down the record procedure of proteative docu? 
 

Ans: =kªYxf~³ `wjj `¯Ív=eR wbgSwjwLZ fv=e <iKW© Kiv n=q _v=Kt 
 

K| AZ¨šÍ  Mvcbxq| mKj cÖKvi AZ¨aÍ <Mvcbxq `wjj `¯Ív=eR GKRb Awdmvi KZ©>K Avjv`v 
Avjv`v =iwRóv=i =iKW© Kiv nq| 
 
L| AwZ  Mvcbxq /  Mvcbxq  AwZ=Mvcbxq/<Mvcbxq `wjj `¯Ív=eR ev mycvi/mnKvix/ 
ZË¡veavqK/cÖavb KiwYK/wbev©wPZ KiwYK KZ©>K <iKW©| 

  
M| mxwgZ mxwgZ `wjj `¯Ív=eR <h <Kvb KiwYK KZ&©K <iKW© Kiv nq| 

 
G-179. Write down the upkeep pt regt book? 
 

Ans:  

 
K| =iwRóvi/<jRvi Aek¨B wbgSewY©Z QK <gvZv=eK cwi`k©b ZvwjKv cwi`k©bKvix KZ&©K cwi`k©b 
Kiv=Z n=e| 

 
ZvwiL cwi`k©bKvix gaÍe¨ cwi`k©b 

 
L| =iwRóvi/<jRvi i?Yv=e?=Yi wbqgvejx UvBc K=i Kfv=ii wfZi w`=q jvMv=Z n=e| 

M| =iwRóvi/<jRvi <h <Kvb KvR w`=bi KvR w`=bB <kl Ki=Z n=e| mßvn/gv=mi Rb¨ ivLv hv=e bv| 

N| =jRvi/<iwRóvi µgbymv=i bv¤^vi jvMv=Z n=e cvZv hv=Z bó bv nq| <iwRóv=i GKwU mb`cÎ w`=Z 
n=e Ges cÖ=Z¨K cvZvq Awd=mi mxj <gvni _vK=e| 
 

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

Ans: 
 K| AZ¨aÍ <Mvcbxq, <Mvcbxq cÎvjvc Ges Dnvi e¨envi I msi?=bi e¨e¯9v Kiv| 

 L| MgbvMg=bi mgq KvMRcÎ c=o Av=Q wKbv Zv <`L=Z n=e| 

 M| cÖ=qvRbxq KvMR Ges Kve©b aysm Kivi e¨e¯9v Ki=Z n=e| 

 N| kÎæyc=?i Avµg=b co=j bw_cÎ aysm Kivi Rb¨ AMSxms=hvM Gi e¨e¯9v MÖnY Kiv| 

 O| cwi`k©b Kvixi cwiPq hvPvB=qi e¨e¯9v Ki=Z n=e| 

 P| Acm Awdm Ges ¸iæZ¡c~Y©̄ 9v=b e¨e¯9v Ki=Z n=e| 
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G-181  
  
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: 
  
 a. Gp trg schedule. 

 b. Various exam schedule. 

 c. Unit level a cadre forecast. 

 d. Firing forecast. 

 e. CO9s Darbar schedule. 

 f. Motivation cl schedule. 

 g. CO9s promotion board schedule.  

 h. Inter coy/subunit Compt schedule. 

 i. Unit level study pd schedule. 

 j. Units CO9s dir. 

 k. Study pd, demo, visit, imp etc schedule. 
  
G-182  
  
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. Ident 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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G-183  
  
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. 

 CI 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 8acct9 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. 
  
G-184  
  
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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G-185  
  
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. 

 i. Certain der proj. 

 j. Crypto procedures and instrs unless e:g to a lover cat. 
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G-187  
  
Ans MOD (Fom Div) 
  
 GS BR (Budget Dte), AHQ 
  
 Dtes, AHQ (Cen con auths) 
  
 Fmns (intmed con auths) 
  
 AHQ tps/Units (primery con auths) 
  
G-188  
  
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 8Insp9 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 8Visit9 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. 

  
G-189  
  
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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G-190  
  
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. 

  
G-191  
  
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-II 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 lrs so that they enjoy freedom in conducting trg 

 

 

 


