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DEPARTMENTAL EXAMINATIONS
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST
- (With Books) |

Maximum Time : 2.30 hours Maximum Marks : 100

IMPORTANT INSTRUCTIONS

DESCRIPTIVE TYPE
dfleurer e wellié@b ams damssrar

Read the following instructions carefully before beginning to answer the quéstions.

enmssEnéE e welss QaTLkigh apary Sipsaam_ Siflejersamar Saanons Ligssa)b.

1. Answers in excess of the prescribed number of questibns appearing at the end of the answer
book will not be valued.

AerL_saer @Pud Qerer cramenfisenas® sifawns erpdudemliden, flenL_ggmafien BoiFluGe
o drer fa eramaniiGansudeorar eilenl_ser m;j’]uﬁ@ Gsu_lu_luul_ngj ,

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).

- eflenLaer smasLrseyb, damalbg o u ereligib Gmes Cauam(pid. LssssHed 2 _GreTaubHany
cgu_n_uq.G’u_l UTTSNSEE euTTSMS ﬁ@mu Gr@g,as gl ng). (@&GOIY USSoRISEHLET TUpgib
Gaireilib@ wHib QuIEHHHID)

3. In case of doubt, English version is the final.
demssaie spCsslipuiar gmfle agald Asrhssuu Garar damssGor Gnidlwunarg.
PART A — (6 x 4 = 24 marks)
Answer any SIX of the following qﬁestions.
&@&Smgmmmjch ereaaCugyd g cllaTsaErss uﬁmaﬁésa; Gauairhib.

1. Write short notes on Periodical Régister.
srogpepl LFGuG GHiss S GHuy aumrs.

2. Write short notes about the different types of Disposal of files.
Camiyseer wya Qeiyb alignsdr Ghss Fn Gy euars.
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Brief about “Call Book”. ‘
wyseuaiiiill uHGeu® GHlsg leufss.

Brief about issue of records from the record room.
ufampulldmbg uammusmer uPlEGs® GHss aufss.

Brief about Compensatory Holiday.
rhQFueliGLiy @hsgs efeu.

Brief about ﬂaggmg of Reference to quoted authorltles
CobhCGarefli_tiul L o grrs @@uqﬁ@&@ S WITETS Qasrnq_uﬂ@mgj @ﬁﬁg} efileul.

Write about Copy Application Register.
B&ed el uFHGCa® Ghlss efeutlsa.

Brief about Security Register.
vrgismigl udGeu® Ghiss oflauflss.

PART B — (6 x 6 = 36 marks)

Answer. any SIX of thé following questioi;s.
&@&5@1.@1;5@67 aaauGugib n dlamss@rsg Lfoalss Caarhib. -

Write short note about :
(a) Arrear List
(b) Stock Files |
‘I_CI]G'BTQJ@G]JGU-T &hss Hp GHUY euens :
(@) Poals Lligud
(<) @mLLE s Q&6
Brief about despatching of Confidential papers and valuables.
whger sT&6T, elma@uy AurLae sigitiLb weap GbHiss efeuf.

Brief about Destruction of Records.
Lfejsmer SiPFsD NS5 efeulés.

Brief about Hours of attendance, Attendance Register and Late Attendance.
siglaias Gauama Corb, aumas’ ndGau®, s1ws amas @Ghss lafléss.

- Describe about Distribution Register and its maintenance.
udltwrens LHGau®, gmeanl urToissd Ghss Aaufss.
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‘Describe the responsibilities of Head of Sections in forwarding the files to the
superior officers.

iﬂunﬂagm&)n&@&@ Gl sear SigLijeudled ﬁlrﬁmg sanaeufieln GuTpLILEeT @'gﬁlgg} |
auf&e

Brief about the following.
(a) Disposal Jackets
(b) Premature Disposals
Qeraumeat @hiss ofoufss
() Puassl () empsadr
) WHIT peyser -
PART C — (4 x 10 = 40 marks)

Answer any FOUR of the folldwing questions.
Spssam_aipper aamaGuaib prerg damssenss uflwafss Caudr@.

Write in detail about Indexing and Titles. .,
S’ Lauaar Qsiggib, geaiysd sefissgb @hss dflens iy aars.

‘Write in detail about Economy in the use of Stationery. .
a@g@un@l'_a;qﬂsb fégand @;ﬁlgg efiflaira GOl euenys.

Write in detail about Note File, its Ob]ect Contents, Referencing and replying
querles on it.

E? g&%& SLH, 2iger Cpraésupd, ellapwipbd, e FTTRIZHETS @,u')]uﬁll_ci) HmILD
sEnéEEL udld aflssd @hlss allfleurs @by cmys. :

Write in det‘ail about the Fire Safety Rules for Government Buildings.

Sr& sl gL hisEEsstar S50y s Ghss fans cleufss.

Write in detail about : )
{a) Personal Register and its checking.
() Custody of the key of the record room.

Spssa ey @GhISg Hfeuns erpss. | :
(=) saLHCau® wHMD Fmars garflsamas QFLgD
(=) vdley eweutinenpulen sreflenwitt ugToRSS.
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