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DEPARTMENTAL EXAMINATION S
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST
(With Books)
* Maximum Time : 2.30 hoﬁrs o ' '~ Maximum Marks : 100 |
IMPORTANT INSTRUCTIONS

DESCRIPTIVE TYPE
eiifleunar e wafi&@d s allammggrer

Read the following instructions carefuIly before beginning to answer the questions:

dlarmsa@ns@ len_wellss Qgm_rgb @Gim Epsaar_ ofle|anIEmeT SEUENIONS LilgSSaD.

1. Answers in excess of the prescrlbed number of questlons appearmg at the end of the answer
book will not be valued. :

fen_saen @;ﬁ]ul_fnh_@mm Gr@mrmﬂasmasas@ D flsons ﬂ(g@uﬁl@ulﬂlm aﬁlml__,sgrrsrﬂm S nduder
2 aer oifls cramafismadianar deradt wAIG Qe rgy.

2. Answer should be in brief and to the point and need not be a verbatim reproduction of
printed pages. (Applicable for tests to be answered “with books” only).
eflapLger 'a'r@asa;mrra;mm edemneiig 2w ereligid GQmés Cadm@b. LUssasde e dreteuphand
UG Gul aunigenssE euniseng ﬁ]@mu cr@ga; L rg. (QEGHUL Ussems@ErLer erupgih -
. Ggfrellh@ (b QLIFF@‘T_I’)@LD) : ' ) _

3. . Incase of doubt, English version is the final.

G:S]amrasassrﬂm s@@g&d@ulﬂm E%rmélsn agelld QsrRssruc Hiarer elamasGer @g)}ﬁu_lrraﬂgj

PART A — (6 x 4= 24 marks)
Answer any SIX questions.
qr(%g@ub D HAEEEHES Q.(I]ml_u_‘lﬂﬁ.-

1.  What are Confidential Records?
whgers LFHGRSET eI cTémer ?

2. Write the significance of flagging.
QamquilGselear psfussiaud GHSH TWEIS.

{Turn over




3. Note on Falrcopymg and despatch.
FHEHED aT(PFIIFID A@LUSRID GDISE GHILY as@ys.

4. What is Lodged disposal?
QUTET(H (LPlgOYSET GTETDITED 6TErTE 2

5 ~ Write note on Periodicals.
ETOUPNEET GDISE T(PEIS. |

6. Explain the importance of Demi-official correspondence.
Cris sussdar (pealusgousms cNeaTsEs. '

7. Write the usefulness of Pfecedent files.
- wpearGariyseflar o LGUTESHMmar elersEs.

8. What is Call book? _
wnseuafiuy ufHCeu® erempmed ereimem?

PART B — (6 x 6 = 36 marks)

lAnswer any SIX questions.

aenauCugid & dlamés@yde ellenwafl.

1. Write short note on Premature disposals.
D& (preiseT Ghlsg fp GHUyY awgs.

2. Write short note on Suit Register and its maintenance. |
auipd@ LHCeuhiser LD;Q@L‘D gigen upmofliy @hiss dn @Hliy aupss.

3. Explain the importance of Stock file.
iy Garllen pEELussIEDS aﬁlmﬂ&:&mm

4. Write the precautions against fire. :
& aflugg Cromoed s1és Ceuamgw efflaamer eT(pgis.

5. Explain about outgoing reminders.
Qeuafigtladgud Hlanarapl Hiaamaer afleuflssab

6.  Write about the Peréonal Register check.
setufGeupsellar Canganen &hss T (pgis.

7. Explain about Note file.
GO LB — efleardEs.
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PART C — (4 x 10 = 40 marks)

Ahswer any FOUR questions.
aeauGugid preng cflamss@sss ol wef.

{a)  Write about Hours of attendance.
(b). What is Current file?

(=) eumens GCrrhser GHsg aWgS. .
(b} BLUY Gemiy eremmmed eresren ?

Explain in detail about Personal Register and its maintenance.
- garuCaupser wHmb sigar ugTofiy wenp GHiss elfars darses.

Write about theleconon‘ly in the use of stationery.
aadunmalleds Assand FGHsH awas.

List out the various registers maintained in Government Office.

QU SSH LyToRés Geuarrqui LGeumy LHCaiGiamens LWl Hs.

_ WriteAnote on destruction of Records. |
udleyss Hamer ofssew GNES TS
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