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DEPARTMENTAL EXAMINATIONS (COMPUTER BASED TEST)

—

Name of the Test: The Tamil Nadu Government Office Manual | |
Test (Without Books) 172

Maximum Time: One Hour Maximum Marks: 40

IMPORTANT INSTRUCTIONS

OBJECTIVE TYPE
QBTG 6UeMS aN6UTTE G Te

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

allamés@d@ ol weéssd ASM_RGL (6L SNEEEIL M6y mTaHam e
HEUSTTLONSL Lilg H&H6LD.

1. This computer based Test contains 40 number of questions in objective
Type.

Anss seel aulfld Coieaumansg, 40 QAsmn@m susmaulleomaT aNesTsssnens
Q& IT6TuTL &)

2. Answer all questions. Each question carries one mark
QDeHg ANOTESERSGL el welésald @aQaumm eNaTald
ST 2 6L LI

3 In case of doubt, English version is the Final.
aflemésefled #nCHHEL QEUNedT e augeallsd QsTREHSHUILL HsTen
NeréeCer @mSiimen g,

4. Words of masculine gender in these questions shall, where the context so
require, be taken to include feminine gender.

Qng elemmésefed @b QubmisTer syetr UTeSlors &eulest EUITIT & 60 & &6rfl6L
CoemeuliLigesr,  GLMIGCHHU  Quesm  umeSlsord s eurflsir QUMM & 6M & & (61hLD
SILhIGLD.

5. Before answering the questions in CBT, candidates should read the following
instructions displayed in the monitor:
eNeuenILLSTI&ET  &Hevlesll  eufls CoHraNmeE aNenL weN$ssd Q&L MiGLD
et saeflullesr  Heoguiled  CamEIMID  SMEUMTHDET  HEUGTLOTSHLI
Ul &&6)LD

a) One question will be displayed on the screen at a time.
26 Crrdded @ eNerm WL EGCW saeafs Hanguied GamermiLd.

b) Time available for you to complete the examination will be displayed through
a countdown timer in the top right-hand corner of the screen. It will display
the remaining time as Time Left. At the beginning of exam, timer will show
60 minutes (80 minutes for Differently Abled candidates with scribe)which



How many times the Personal Register should be checked in a month at the
Collector’s Office?

prel L ol s sooai Sgauessdd sauHCaul saflsamass @eidearm wrgEpb
TEGemar (pen aeuss CelarrHib?

AW
©

Two times (B) Three times
Qrean® cpep EPETD (LPEOD
Four times (D) One time
BTEs (& (PenD @@ (penp

How many columns should be maintained in a Subsidiary Distribution Register?
giear Ldrorear LHGal g aigmen somsdr LFTMA&EULL Cadm@ib

(A)

(©)

Seven (B) Eight
(P ()
Nine (D) Five
RaTLIg) v BhH

If the current is reopened from Call Book

om seuefluys uGal g udey Qeug @pyssiulL Garuy Ser@bd Spsslul @
pLauydans rHEslURD Gug

(a)

(b)

Fresh current number should be given
ufw udliorer LHGau® eream GaTH&SULIHID

Action to be continued in the old number
uespw Gamiy eearenliGa bLeigsms ar(HéEs Galem (b

(a) only (B) (b) only
(a) L b (b) L@
(a) correct (b) wrong (D) Both are wrong
(a) &f (b) seum (a) (b) @@ seum
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4, The files which are kept pending for more than three months will be entered in?
epeTy TEEEEREE Gwed Hameuudd oder pLiiys Gamiiysemer bl LSGaliged
uduw CeuamHid ?

(A) Personal Register
serm ugGeu(H

(B)  Special Register
oty udGeu

‘/\(C) Brought forward Personal Register

weanGasmean ser LGa

(D) Periodicals
g (papls LS Gau

5. How many columns are there on the front page of the Running Note File of the

Personal Register?
gen UHGaul igar Qamiii @GNUICLL g6 (peir L&SSEM THSEMET HBISGET 2 6TaTeT ?

(A) Three (B) Two
epel Qe
(C) One (D) Six
ey g
6. In how many sections the Office Order Book has to be maintained?
DIECUDE ADETTL LSHSLD 6T HGen e Gfleysafled urmofsaiiuL. Geuam@ib ?
(A) Four (B) Five
A BITEN (S BHS
(C) Six (D) Seven
<250 ACH

7. When the Attendance close after the office opens?
S@esd Snps assmer HOlLhaErsEl Garan aumamsl UHGu®H (préslLED?

/\(A) 10 minutes (B) 15 minutes
10 Blblraiser 15 BlslL_riger
(C) 30 minutes (D) One hour
30 HllL_rser @ wanfl Grrb
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10.

11,

AN

Money and Valuable received in the office in course of official business should be

entered in?
LarTd wHmb efleeuuihs GUTBLE geuessdd Qupiu@b Gurg &héser

el uSHCeauliged ule] GenwiuL. Geuar@ib ?

(A)

(©)

Special Register
Aoyt udGeu(h
Security Register
umgariiyl udHGeu(

(B)

D)

Money Receipt Register
uewrd Qumd uFHGeu

Treasury Register
smapels LHGau

How many columns should be maintained in a Reminder Diary?
Heverap (B BTGt assman semasdr urmofésiuL Cauemhib ?

ND

©)

Three Columns
eLP G FHEVMI&HET

Five Columns
@bhG| &6V hIGET

(B)

D)

Four Columns
[HTET (& &6V MI&HGIT

Six Columns
M SHEMIGET

When the clerk acknowledge the receipt of the papers in Distribution Register,
which column, he will note in Distribution Register?

Lérorens UHGaL 4 @ dWSST SUTD QupDe LT Ths STRSSD sarg UM
Sfeflumm?

AW

(©)

3

w

Ot O

(B)

D)

4
4

None
Tgie|bldeme

If any Government Servant comes to office at 1.40 P.M on any day with permission
the day will be treated as
em e el sawduyrear 1.40 P.M wearfléE Sigeishd eupsme ielfg aGHams
cTeUeUTm &(HSUILIEHID?

(A)

(©)

Permission
Sigind 8@ Y
Casual Leave
sHEFLID N@H LI

B)

(D)

Duty
Lenfl&ameold

Late
BTG QU(HENS

118/DM/23
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12.  General Distribution Register in collectorate is maintained in the following column
e’ L @l Hwr sgeiwssde assma saunsdr Garar. Qurg udliorer uHCau®
uyrofésiu@m ?

A 5 B) 8

40) 3 (D) 10

13. How many columns should be maintained in a Personal Register?
ser UHCaul 196 erdgenar somsem umoflssiuL. GeuamGib?

A W7 B) 8
€ 9 (D) 10

14. Date on which next action is to be taken in the Personal Register to be entered in

column number?
<i(0és BLaligsms ahss Geuergw prem, gar UHGaligd ehs Sl @mlunGlL L

Ceuator(hitd 2
(A) 4 B) 5
€ 6 D) 7

15.  Roneo number Alpha system of filing means Collector keeps the following with his
own custody?
CrrefCur eramr @71 (pedpuid s (Heug erampmed WreulL U SWT Seir aUFD 2 6Ter
SpasarL s (Hsmar UTESTILG ?

(A) Personal papers "\ (B) Confidential papers
saflliLl L Ge FDUBSILIL L SLIMTED SBSTEIS SLITED

(C) Urgent papers (D) No
SBEUET] SLITEDSET argleyLblebaned

16. In which years of old of R.D’s files collector should personally scrutinise?
aggman yarBa@Ersg CopulL Hl.op. sl(smer WwreulL QU Awir Crprqurs e
GupQarereriu Geuarr(Hib ?

(A) 25 years (B) 20 years
25 au(pL_b 20 su(mpLLb

(C) 30 years (D) 35 years
N 30 au(pLid 35 au(pLLD

118/DM/23 6



17.  What is the period of destruction of Distribution Register?
udlirorer LG assman BLaTH&EREGL Yerart oPlssLLEIb?

‘/‘ (A) After 5 years
5 yam(aEnsEL e

(C) After 7 years
T ey am(H&EnéEL Ser

(B) After 6 years

6 e (HEEHEEGL e

(D) After 8 years

8 e (h&End @ Ser

18.  What is the period of destruction of Personal Register?
sar LG THBmeT YATHEERSEGL anari <iflésluEib

(A)  After one year (B) After two years

@ amghe GG Qe emghE NG
(C) After three years (D) After five years

e %eTighH& D “1 Bhs g HG IDEG

19. How many late attendance will forfeit one day casual leave?
THEMET BLGET SMOSTE QUBSTH @ BT sHEFLD G UY LHlSsLLELD?

/\(A) %wo_ (B) Th}f'ee
et (o) e

(C) Five (D) Seven
LHEl DICY

20. How many days a Government Servant can avail casual leave in a year?
S @THEES &l Laflunert assear Brisar sHblswe NE LY erh&sd?
(A 7 (B) 10

€ 15 ./\(D) 12

21.  What is the period of destruction of suits Special Register?
aipsGad salliLHCaul ahsmar amBHaEnsE ! et SifldsiuEIb?

N (A) 10 years (B) 7 years
10 e ser T =y ar(h a6t
(C) 8 years (D) 9 years
8 gy et (Hser 9 e ser
7 118/DM/23
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22.  Security Register is maintained in the form prescribed in
ungeriyy udHGa® erpsls Ligeusdld ugToflsatur. Geuarhib?
W) A XV (B) XVII
(C) XVI (D) XVIII

23.  How can be the Copy application Register has been maintained?
p&o eyl UHCE ehs @iguiuenufle ugmofssiur CaemEb ?
/‘ (A) Asper BSO 173 8th Paragraph
BSO 173 8 yib ugdufen yamyid
(B) As per BSO 174 8th Paragraph
BSO 174 8 <y uigdluler Qysmgbd
(C) As per BSO 175 8th Paragraph
BSO 175 8 b ugduler Ggamyd

(D) As per BSO 176 8th Paragraph
BSO 176 8 i ugduler Gysmybd

24.  What is the period of destruction of a Call Book?
oy seuafliyy LG adsman aTH&EEEEEL e SiPlésILGIb ?

(A) 4 years (B) b5 vears

4 e ser O 2,60 (h &6
(C) 6 years (D) 9 years

6 e ([H&er 9 e (Hser

25.  Pauper suit register maintained in the form prescribed
aflweui aupsE LHCE b Lgeasded urtofés Gaamhib

) (A)  Form VIII B (B) Form IX
ugeud VIII B uigeud IX
(C) Form IX B (D) Form X
ugeub IX B Uigeud X

118/DM/23 8



How long a Government Servant can take lunch break?
@ 2i7& sarflur wHw 2 awellh@ ereucuerey CrID T(HSHGIE CaTeTemamb?

(A)  One hour (B) Twenty minutes
e wenfl Gryb @ mug B LD
(C) Half an hour (D) Two hours
a1 el @ e emnfl

Which hour is allow for Friday Muslim Government Servant to go for Pray?
@evarilu Sigs caflumse Geudrafls dpawseaia apbg Corrb UsmyassEs Cede
S Sl&s LG T ?

(A) 12.00-1.00 P.M. v (B) 1.00P.M.-2.00P.M.
12.00 - 1.00 P.M. 1.00 P.M. - 2.00 P.M.
(C) 3.00P.M.-4.00P.M. (D) None of these
3.00 P.M. — 4.00 P.M. ggldlevena

Which Register to be entry in the Gun Licence renewal?
UGS enevsareay LgLiGs@b wapsaamer erpsll L Geal g udw Gauam@ib?

(A) Personal Register
ger LS Geu()

(B) Distribution Register
udlromers LudGeu

(C)  Gun Licence renewal Register
guursEd evevgev Lglbsgn ugGeu

(D) None of these
@aneu ergdledena

While collector is an outer camp, who is the responsible officer to open the Thapals?
sQwsL_r QeuelGani9e @mé@d Curg Sdmenu gutasmer Wi (erallamauid Ghss
Geuaisr (b ?

(A) Sarasdar 1 (B) P.A. to Collector
Syengmir sQesLfler Cpips o gailwmar
(C) Head Assistant (D) None of these
SEQELD GT(LPSSIT @eau ergdleveney
9 118/DM/23
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30.

31.

32.

33.

In which column should a clerk entry in Personal Register, if action is taken?
gar USHGeul g s BLalgsms ahss Cofaowu apss sosdd ude Gleuw

Geuetsr (Hib 2

(A) Column 3 (B) Column 4
&evlb 3 s 4

(C) Column 5 (D) Column 6
& D selb 6

In which column the Personal Register should be signed clerk in case of change in
the file?
gor  UFHGaligd wHD awssTaERsE GCerulmer wrphlamd  Ths sredsled

&(m&easTiub Gun Geua@HIb?

(A) Column 6 ./) (B) Column 7
Feulb 6 s 7

(C) Column 5 (D) Column 8
&L O seld 8

The Personal Register checked the clerk should rectify the correction in how many
hours?

gor LUHGa g HLgssTL L @@paamer GUIESE g BLalgsms ahisg Tosamen
el Crysdh@er uded ameudss GeuamBib?

(A) 24 hours v (B) 48 hours

24 wenfl Grybd 48 wanfl Griyb
(C) 32 hours (D) 40 hours

32 wanfl Grybd 40 wenfl Cryd

How many days the clerk take thapals and entry in Personal Register?
(s suT@smar QuHns Csram( adsmen BT SEREESET S6 ugCaul g ULSley
Qeuiws Geuenr(Hib ?

(A) Two days L\ (B) Same day
@lre(® BITL&@Eh&&eT e

(C) Three days (D) No time limit
(PEITM) [BITL_&(@h&EHET eruGuTpsTaIg)

118/DM/23 10



34.

35.

36.

37.

In the letter communication to plague the title “Plague” should be entry in Personal
Register in which colour?

9Ceré Gpmis FbUBSLOMTET &gl Curs@eursde gar uHCeaul yed GUGars gaaLienls hHs
ewulermed er(ps Geuemm{ib ?

(A) Green v B Red
LiFens &leuliy

(C) Blue (D) Black
Heoid &(HLIL

R.Dis and D.Dis files what colour wraper in front?

Bl.ap.  U.@p. PGEYSET grer  GumiL  pge Gogepsaie
eeu&s LU &lermen ?
(A)  Yellow (B) Brown
LD(ERFET '/' Uy
(C) Green (D) White
L&enE GleueTener

The page number of ‘Note file’ should be in which colour?
&HuusE Caruyseld aps FpsHd L&s eam GL Ceuar (b ?

(A) Green v\ (B) Black
LiFen& &(HLL

(C) Blue (D) Red
e T Seuliyy

The closed files should be kept on the record racks in record rooms
weapn Ceriysda Seedgih ufaumpuid o drer udley Sip&ssHd (record racks)
<(H &8 eeauds Couam(pHib

(A) Horizontal ! (B) Vertical
U{H&Eens GUELDTS Qe @ssns
(C) On - on -another (D) Slanting
camerr GLoed epermms &MUGITS
11 118/DM/23
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38. Compensatory Leaves can be availed only after —————— period of the worked day.
7@ Qelwbd AEUL et Game Gsug Rwen Bralldimbg
sresdhel Yneg dsbogssgow ?

(A) Three months (B) Four months
P& LOMGLD [HITET(& LDTHLD
(C)  Six months (D) Five months

e <Ml LOMGLD ;b LOMSLD

39. Important orders should be kept in
Tl EAL yamanae eeuggl LToRssLLL GCauam (b

(A)  Record Room w”) (B) Stock file
udleuenm @ muy s
(C) Separate Almarah (D) None of these
safl ewmiludle @eupde ergia|bleare

40. How many number of fire buckets filled with water to be kept in office building
having superficial area 500 Sq. ft.?
500 sgirsig wHOID SBHEG Gepatar GeuallluriyeTer  H@IeIs &L gL isetle
ass@ar § smeaniiL auralselle garanfi Byl eassliuL Gaiem(Ib?

\/\ (A) 1 Bucket (B) 2 Buckets
1 cumefl 2 cumefl&aT

(C) 3 Buckets (D) 4 Buckets

3 eumeflger 4 cureflser

118/DM/23 12
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DEPARTMENTAL EXAMINATIONS
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST
(With Books)

Maximum Time : 1.30 hours Maximum Marks : 60

IMPORTANT INSTRUCTIONS

DESCRIPTIVE TYPE
efleurer eflenLweafl&@d cuans ellarmsgmer

Read the following instructions carefully before beginning to answer the questions.
Aaméas@ps@ el wellés QsmLfighd e Spssam.. iHe|@Ismer SeUaTONS Lig&&a]b.

1L Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued.
efler_semer AL Herer cTamanlismssE idsons audHulmulen, e ssraflar @mSlule
2 atem oSl eraranfléEeansudleme aﬁlml_asc'rr(%oré,]uﬁ@ QEU'.JLU%UI_H‘@. -

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).

enLsér sméswnseyb, elameaing 2 Mu serellagid Gméss CouamBb. LssssHed 2 draraupenn
LU Cu anfémss@ aumisms SHmbU aWss Flng. (@sEHUY USSsHIS@ERLET 6D
Csirelih@ WL Hib Clummbgib)

\

3. In case of doubt, English version is the final.
Mammssefler #hCsa0mLIGe yhidle augaiad Aasr@ssuul(Herer eflamssGer @midlwirang.

5 Answer any EIGHT of the following questions : (8x3=24)
Spsaar_aupper aamaiGueaib ol ( elamss@rss ufoalss Couam@Ob :

1 What is Attendance Register?
aumanals LHGeu®h elleurl.

2. What is Security Register?
urgiamiy uHCau eremTmmed ereimer?

3. What are the process of Fair Copy Register?
&55 B0 LG enswTeTalgl eTeueumm ?
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4. Short Notes “Reminder Diary”.
“Benara,l B Bri@Guy” GHluY erwes.

5. Write a short notes on Index Slip.

S Lauanent SreTsafler ¢k eTETDTE 6Tere ?

6. Short notes for “Arrear list”.
Paeneuliuc guied GHluY eT(pgs.

7 Short notes for Destruction of records.

U0 woeyl ufeysamer NSSD GO eT(PSIS.

8. Short notes for Record Issue Register.
udeysdr aupmi@sd UHG®H GDHILY eT(P&Is.

9. What is Office Order Book?

SDDICUDE T LSSELD CTEITDITE) 6TCITET ?

10. Narrate Stamp Account.

suTd cldemas sarsd edleufl.

II. Answer any THREE of the following questions : (3 x5=15)
Epssam_aupper araaCugib apery dlamssEnsg LHd dalss Cauam@b :

1. Explain briefly about Late Attendance.
SMG au(hans Ghsg llfleuns ar(pgs.

2 Narrate about “Causal Leave”.

gh@swud l@uy upd elleTssl er(psIs.

3. Explain confidential records.
Sipsrms uflesdr DD eT(HES.
118/DM/23 _ 2



I11.

What are the procedure to be followed while issue the records?
udleyser aupmi@gala Warunhn Ceuemg peL (PEODSMET Snpis.

Explain “Call Book”.
wniseuailiyl ufGeu® alaréEs.

Ansyver any THREE of the following questions : Bx7=21)
SpsaevsunmieT seneuCuenib epeiim eflenéseEnsE LSl aflss Causi@ b :

Explain Personal Register.

saruFCauh LHD er(gis.

Narrate Periodical Register.
srowan Sifsmas uHd llfleurs efeud.

What are the precautionary steps to be taken to attacking fire? And out break of the
Fire.

SQessded SUnsms Qaerammd pmb Geiw Caamguemesdr eTaar? HMsSsH
s5HEGL Wpepser wHmib SUG4s5s QsTamTd Deubeann sTEEGL Wansear afeufl.

What are the steps to stock file?
Qmuys Camiy (wag) Wwsdu yamens Cgsm@y unbl efleudl.

An office conduct the Review meetings minutes records.
SiQleushsaid Bl Qupb Queyds &L wHmb elourshsmer eaeurn USHe
Qaiisa ? ‘
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