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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
-eflfleunen ellen_wefl&@w susnas efenngsmen
Read the following instructions carefully before beginning to answer the questions.
aflaéaeméE e wellss Qerikign ey SPEsamL BPlaMmTEmeT SaIoTs Lig &&ayLb.
1. Answers in excess of the prescribed number of questions appearing at the end of the |
- answer book will not be valued.
AL gmer ALY (Hheter aameanlismasE Hfswrs eupdudgprnie eﬁ]mgﬁgnéﬂ@ BmiHuGieo

e arem 28 aanariismsliarar el ger WALIG Qe mg.

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).

ailenL &6t sméswIsaD, dardpeE eMiu saeign Gmés GCaarb. LsFssHd edrareupap

UL Gu arigengsd aritsang Smbu apss saLngl. (EGHILY USSSRISEHLET T(PHID

Cairefih@ w R GurmbaLbd) '
3. In case of doubt, English version 1s the final. .

- emssafie stGssfimrtea gide auyadeo Aesthssiuc Haer slamssCa Gniduremg.
PART A — (6 x 4 = 24 marks)
Write short notes on any Six of the followihg.
sienaiCuigih sym dllamssens v oGPy auenrs.

1. Explain about drafting.

auente| erpgise ubhl GHiy Guémlya;._
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10.

What are the procedures to be followed while sending files to Collector's Camp
Office?

Gemuy sl famear g fui &iE/pendhg Si@oubd Gureg Warubn CoueiTig .
uflP@DSET a6y ?

Whether premature disposal is advisable? Why?

BHTUILSEET ‘BB (IPlgeEET Uy (PigULg Suam? orer?

What are the next steps to be done after a petition is received?

e bagfloar Qupn Y aBiss Couammyl pLeligbeniaieT WTeme. ?

Who is the custody of valuables in Collector’s Office?

wreul L gl Swsgssler dlane Qum Gurmlselien Lrgsreued w?

Write about compensatory holidays.

) Qi AR UY updl GHluy euenrs.

What are the duties and responsibilities of Headquarters Deputy Tahsildar?
sepaenwWllL g gepan eulLrl Awifler CuImILSE@HD SLMWSEFL Liremal?
How will you handle confidential papers / Tappals?

SIBSTEIS GUTOSET | STETH®Er (TG eSWTETelF&HET ?

PART B — (6 x 6 = 36 marks)

Answer any SIX guestions only. _
asmeuGuignid gum) ellenné s EHadE WL-GID ellenL weflsseayib.

Explain about different kinds of disposal.
ueelgwrar ‘Caruy wiyeysdr upbl ellarsEs.

Explain about :

(a) Office order Book , (2)
(b) Index slips (2)
(c) Stock files . (2)

Spsrapd senlifear Sip GHLY uars :
() Qs enam USGeu®

() <SilLeuamans & Hsar

@ @mous Camiy.
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11.

12.
13.
" 14.

15.

16.

i7.

Explain in detail about :

{a) Attendance maintenance (2)
- (b) Late Attendance (2)
(¢} Casual leave o (2)

Spsanamin seaiyseiar S GHily umrs.
(SH) QUHDS uSCeupHser LigmoRluy

(<) ST CUHDS
(@) Howey @I,

Write in detail abdut Taluk Office establishment.

GULL. SIQIGIDE eI (penD WHMID menLpenpaieear uppl ellerdEs.

'Explain about the precautions to be taken against fire.

geiesiseie Guplsraeriur. Caagmaw § sHuy breaugsamaser upd learées.

Explain about the general discipline to be followed in the office.

a;gummasg,gﬂm Qurgiauns s Ng55 GauaRTqw EBIE (PEPDSET WU ?

Write about record of discussions.
gL ib pLSs Ceuairy swmr QewwuL Caamgweanas LDD GHUY cumrs.
PART C — (4 x 10 = 40 marks)

Answer any FOUR questions only.
sremeuCuignd pretn sllemnssenae LG e weallsaayw.

Explain about various registers maintained in office system.
DIGICUD S pm;@m,@u&]aﬂw uprnflgaiue. Geuamgw uSCGa@adr wremel? eupHenm ug),r;ﬁ]
dhlen&@s. '

Write short notes on :

{a) Current file and its arrangement - @
(b) Gun license renewal applications. 3)
(¢) Demi official communications. (3)

Spsrepib seouysaian S1p fn GHiuy wers :

(21) pLruys Gaalny Hpyd élgeiﬁ @IS

(=) SUunsd eablesrdn LgnlsEn eflaremiunser
(@) Coirps HigShIHeT.
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18. Write about Revenue Divisional office structure.

cugmeumil GEml L oigleuasidlear Sienwliy @hlsg oflarsEs.

19. Explain in detail about official ettiquette.
Qs B (Ppdnsar Ghlsa efarsEs.

' 920. Short notes on :

(a) Maintenance of Special Registers (3
(b) Review, appeal and Revision petition ' - (4
(¢) Record Room. @)

Spsrand goolusela &1 Any GHoy eues : -
(=) Souy udCeaupser ugmodiy

(<) wpfrmie), Cuanpeapuie, Symiey waysser
(@) udeuep. '
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