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DEPARTMENTAL EXAMINATIONS
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST

(Without Books)

Maximum Time : 1 hour Maximum Marks : 40

IMPORTANT INSTRUCTIONS

OBJECTIVE TYPE
QarargM euena eSlenmggmer

Read the followihg instructions carefully before beginning to answer the questions.
lenmésend@ oL waflés GFmm@ELD weny Spssan . oiflaersEmer SeuEnNs Lig S5e L.

NB: Words of masculine gender in these instructions shall, where the context so
require, be taken to include feminine gender.
@ps afanszsded e urdaflar arismgasien. GEasGaspu Cemaiiigen i
urellenflar auri$enSEEHD L BEGWD.

This booklet should not be opened till the Invigilator gives a signal to open it. As
soon as the signal is received you should open the booklet and then proceed to
answer the gquestions. :

@bs angdsrglbama sansraflourariiar oigwd CupsHE apenent  HmEssal g,
seamrarenflument eflenmsolsm@LGanear ,é,],r_r)uug,m@ s siefissa e dlamstsr@lbeamen Snbs
eflen_weflée Agm_misemb.

1. This question booklet contains 40 number of objective type questions. Prior to attempting to
answer, the candidate is requeated to check whether all questions are there and ensure that
there are no blank pages in the question booklet. In case, if any defect is noticed in the
question paper, it shall be reported to the Invigilator immediately, within first
10 minutes after which no request will be entertained.

| Qeuclenrgsrer 40 Qararg euems edamsseer Qaram g. eoNawemiugmyrsdr efleawellss

| Qam_mi@b en, clemsgraile erden elamas@yn @b AubpieTerareur earumsub, gEs@ib So
ustigar /| ddamssar FHLLLLTL eNHulBererameur erertuagu|d FHUnTsss Carereraib.
dlamgsnailer gCsaid @Gamp @muulen elamsgreners Gupp Glar LSS BIOILBEEHEGT oD
samsrafiuurarfiLw sfelss Caan@®b. @snE 9nE Gsflelsstiu@n Carflamasdr agb gHmE
QameremL oM Lmg.

2. _ Answers all questions. All questions carry equal marks.

Smasg lamssEss@d amiweliss CaudrBb. meass ellamés@ib swora WwHUGUTSET
Qarar_ena.
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3. Candidate must write his Register Number in the space provided on the top right side of this
booklet alone. Do not write anything else on the Question Booklet.

eflewremiugrilen ufQeaameear Qeustlamssrafian Cod g LEsSHD wsHEsea gassILL Darar
QL ars CeuarrGid, eflanmggrafle) Caum eranswid (s sal g).

4. The sheet before the last page of the question booklet shall be used for any rough work.
cilannggratlen semLé LESSENE e LssGED rough work eraphl unrés e LGLTAEES Qsérarayb.

5. (a) Each question comprises of four responses i.e. (A), (B}, (C) and (D). Candidate shall select
only one correct response. In case, if the candidate feels that there are more than one
correct response, shade the response which he considers is the hest.

(b) In any case, a candidate shall choose only one response for each question.

(¢) If more than one answer is shaded for a question, the answer will be treated as
wrong and no mark will be given for that question.

(d) The total marks will depend on the total number of correct responses marked in the
OMR answer sheet. (For this purpose, only one shaded circle for a question will be taken
into account for awarding mark)

(a) gaG@aurm efamelpEn (A), B), (C), (D) ear pren@ eflenLsear QarRésuulHetang).
ellarar rugmi Seupdled gGsad e sfiutar doLmus Coia Qs CamR. GINEES
CuopurL sflurer eflentser g eflemeilnE @muusts smbemd, saubdéd aaafoL Bas
sflwreng eren smgddraCGerr, scaiamw Hpdl @ s Coudr@ib.

()  erauaundlminlan, g eflamaine @Cr @@ dllamLmws srar CsinbAs0Hés Coiam@Lb.

© oo dardpg gapse CopulL el msdd el wvassiu gmpsrd Saeila
paupreansns sHUULEH, Ssudlameilhe whHiG U aumEILL T LT,

(d) OMR diles grafler Gilssiu L sflurer i smars Qurpss, Qurss wHIAURTST
auprIELILGHWL (@ eamaiing e el L (GHUE L) Hlipal L eflen wl HGw wHiQuair

aupmIs samsdlad r(HGgIs Qarereriiu@b).

6. Do not mark the answers in the Question Booklet.
elenmggrafle eflensemers GO & sarL g

7. Candidate shall not remove or tear off any sheet from this question booklet. During the
examination he is not allowed to take the question booklet out of the examination hall. Only
after the examination is over, he shall be allowed to take the question booklet.

cflaramiugny, elamgsrefler abs @@ Uss@sUD, fisCar sdag AfissCan mLs. Csiey
peLGugid Gung, ellamggreaer Caitey alsewsel () GauafiCL aRss Qsde sigiod Hel wing.
Gaitay 1pibs GGy eflemsgreaner or(R&gdF eda igwdssiu@aur.

8.  Failure to comply with any of the above instructions will render you liable to such action or
penalty as the Commission may decide.

Copsar._ siblejmrsaiie gGsaud Bpuu@Couramd Csiaurmamub eHéELD gls&;rl_mm /
plellybmaese 2 ararms Crifl(Hib. ‘

9.  In case of doubt, English version is the final. .
eflemésatier s CaaillmLdan, phdle g el Qar@asiur Gerer efleamasCer @miwmang).
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1 If a Government Servant comes late to the office without prior permission for three days in a
month

[ Y Deduct half day casual leave
)  Deduct one full day casual leave
(C)  Deduct three days casual leave
(D) No action
6o (1 LisnflWLITGTT SigeuessEn @ R WwigsHo D@Sudaamod e Harhiser SToHions UBHSTE .
(A) ey prer sH@swD eAEUL LBl
B)  gm b sHEswLE SRUL LHPSD
(C)  epenpy praT SHGsWED allHLY udlapsed
(D) pLeuys®s g gldleene

2. How many days of public holiday or optional holiday can be clubbed with casual Leave
(A) 6days (B) 12 days
10 days (D) 14 days
@ =iys uesflwrert spQswaelBuy,  FHEF APUy wpmd 2ge SHep@D HILSET
spfluemeusanen Gaigg AHELILELNE THHEman BIL_&ET FUISSMD?

(A) 6priser (B) 12 prser
(C) 10 priser (D) 14 priser
3 Who was the founder of Tamilnadu Office Manual/Procedures?
(A) Lord Dalhousie : (B) Lord Canning
(C) Robert Clive MJ) Tottanham
BOPE SIT8 JYIQINS DU WPODES ellgELeuir
&) La@aerd Gy - ®)  srafm Gy
(C) @uruil flenereu ' (D) tmliiemammd
4. How many number of Columns exist in the Distribution Register (DR) maintained by
Divisional/Taluk level Offices?
a4 3 B) -4
T (D) 6

CamL /e L serelora sgauashtseis urmofissiul G amd udiorery uHCeuligdd 2 arer
sreonisaflcn creinenfléams

@ 3 (B) 4

@ 5 (D) 6

3 118/DM/19
[Turn over




5. Who is to maintain the Call Book?

(A)  Section head : (B) Office head
') Tappal Clerk : (D) Section clerk
o sauaflin uFGa® wrment w LigmoAcurs @mss Geﬁadur@m‘?
(A)  Qflay SEEGUIT (B) SIQICUVES @I
€)  surd erpssi D) @wmsems apss
6. The duration of maintaining Personal Register

(A)  From April 1¢ to March 31
3)  From Jan 1% to December 31t
(C)  From July 1% to June 30th
(D)  From June 1% to May 31st
se UAGau® upmofl st Gouanmiq w sreib
A)  guge 1 @g,ab wrid 31 aueny
(B) geaufl 1 (PBD y&bLIT 31 cuenry
(C) oOama 1 psed g e 30 euany
D) @9ar1 wpged G 31 auany

7. What is the Priority for submitting the reply after the personal Register after audit/check
(A) 7 days (B) 24 hours
- (C) 3days W) 48 hours

sar LEGaH sefisams @iliysaiar Cuio TUSHT BLaikbms a(@Ss LHd soTIAssILL

Geuarriqws sre jeray

Ay "7 BTLGeT (B) 24 wesflCryib
(C) 3 priser (D) 48 wafCrmb
8. The register which contains the particulars of pending files for below three months period

(A)  Brought forward register
¢3) Personal register

(C)  Reminder Register

(D)  Special Register

epeng LOIBRISEHEES Sip Haimandgidrer Cariyseaier efluyiismar &b uFCeu®

A  wenQsmrewrit uglCeu(®
(B)  sen uHCau(

©€)  Hevenap L LHCou@
D) Apuy gurd LHCR
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9. The register which contains the particulars of pending files for more than three months
period?
(A)  Personal Register (B) Distribution Register

¢C) Brought forward Register : tD) Reminder Register

epenm LIEHEERHE G Haimaifgder Caruysafldr eflurmsmen sr_Hio uHGCau®
(A)  sen uHGeu® . : B) uvdrwrar ufGau@®
(©) @enGsraned ufHGa® (D) Hlenemap 1 udCeu®

10. How many types of periodical reports currently exist?

) 7 ' B) 6

11

12.

© 5 ; D) 4
CTEHSHENET QUMSHILITE STVAPEDD 2iPléenasaT SHEWID HL LS o areTear?
@A 7 B) 6
). & - D 4

The register meant for having the details of action to be taken within six months or to be
held up?

(A) Combined periodical Register
(B) Combined Reminder Register
(C)  Suit Register
) Call Book
QN LISRSEEEGE bLagsms ComaiiuLng (o) e prisenss Haimais eabsi
Geuanrigw Camiysamer GH&@n LHGea®H
A) gurdomarns sroapan uHGau®
B) gmudoahs Haarap Lo uHGau®
©C) anpsEL udGau® .
D) saeftls LBt

Who is the officer responsible for allotting documents?

Record Keeper (B) Section officer
(C) Record Clerk (D) Office Manager
SpeuaTHISET auprED UFHCUigHE UL SigiaueiT wm?
A)  ufeuen sriumeri (B) Qfeys seaeur
(C) udleuenp er(pdsi (D) si@aes Camer
b 118/DM/19
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13. The periodicity for recording note regarding the official language by the office head? -
(A) Monthly
(B)  Quarterly

' “3) Half yearly

(D) Yearly

28 Gumfl upfl SiEeuNsH Smeeull aEsmEn TEHEEEEE G WaD Sog G 9men Ley
Qednuliué CauamHib?

A)  wrepCermid

B) ey wrshsEEE RMHipeD
(C)  @equramghQsmm e
D) y@rE&ECsTm pap

14.  The letters not to be connected with the routine Correspondence file?
(A) U.O Note/Letters
(B) Demi official letters
(C)  Notices

W) Secret letters

BLUiyé Caminble QeamrssiuL. Caameandlaan sigshiser
Q)  sgues srmdoaorn sggriser

(B)  Coraps s shisar

©) @iuuramerser

D  @rsflus sysise

15.  Which point does not suit for indicating the evidence by placing flag?
¢\) Current file and note file to be flagged

(B) National map and drawings may-be flagged
(C)-. Closed files may be flagged
(D)  Flagging to be done in alphabetical order
QSTIRSEHEE CohCandr sm_Hib QamnguiHsd Agmfurs QuTHSHIDOIS SMHES W ?
@A) pruysCesriy wpmib @hiyer Caribe Qamguild Geuemr@Hn
(B)  GastiuLfiser HmD cuanTUL RISEHEE Qamgui_emb
©)  apyeydp Caniiysaflen QsmgudlLeomb
D)  srauflasiug Qamngul@sd Geusm@in

118/DM/19 6



16.

1.

18.

19.

Which colour to be used for quoting page numbers of note file?
(A) Red w‘.) Black
(C) Blue (D) Green
@hiLers Carinden LGSR &Ens 6The auemr et enwuferred LG eramraet @)L UL 6 Gauer(Hb?
A)  Aay , B) sy
(€) Beowd (D) uw&ews
Which type of file may not be sent along with Court case files?
(A) Running file ; (B) Closed file
- (C)  Attached file w) Note file
EHwenp pLags@ssEnssTs GCaruysmar S@LEROEUNS Gemaupd  ereueuans Camillaen
SiguiL GCgamauulideme?
A)  priyGaray : B)  qpgaypy Camiy
(C) @eenriiys Camiy (D) @oIuY Gamiy.
How the reference of the law book should be presented to higher officer
(A)  Along with Note file
(B) Below the pad/binder
)  Over the pad/binder
(D) In separate pad/binder
CunCarer sT_LUUML s Lssebdlaman 2 Wi DQICUHEES LITTE®aHE sofb&ssLLBLEUTS
Garin9e erowrdfl eeudsiiuiL e Gauenr(Hin?
A)  Edoy Gariyen
B) yssssms Ll @némawian £ oabs)
(C) eiLe e @néamsani eplg Sigenm Glod eneusg)
(D) saflCu e ule waugsi
An application/petition or letter or report is sent to other office for want of report after
making an endorsement? !
¢) N.Dis (B) Draft note

() DO (D) None of these

of Sgawsidde wups wEmaGur syssastur, fémsCur Gulowss arpdl Gp
SPIIDEREEHES e iPlsas Canmeig?

(A) o Hmuys sgsb (B) @iy euege)

(C) Cpiraps sigsid (D) CGunserr ergieyldeme

7 118/DM/19
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20. Ensuring the drafting style ina noting or draft?
(A)  Avoid words like “Above, Below or After”

(B)  Avoid passive tense

J) Both (A) and (B) are correct
(D) None

GBI ascopulgiid, cuenreiigb Gomfl men GamuppLeuens 2 mid Cawicug?
A)  CGule, §Cy, 9aGar geflitiLig

(B)  deaGuismsdr sefliiug

©) (A wpgid (B) sl

D) egepfidma

21, How many years, a R.Dis file can be retained in office?
(A) 20 Years w) 30 Years
€) 25 Years (D) 15 Years

Hlev@wiren CamliL) 1piy 6 EmaT arHHaman 6 D a6 SigiaIsnsafo meudE (HEsH@mD?

(A) 20 gyam(Hser ) (B) 30 oan@ser

(€C) 25 gyaw@aer (D) 15 yarpasar
22. How many late attendance will forfeit one day casual leave?

(A Two (B) Three

J) Five | (D) Seven

CTHBENET BTL&GT SNDSLONS QUBSTED (M BraT HHG s 6N HLiy LNEEILEHD?
@A) @rant (B)  epanp

©  @is | ® aw

118/DM/19 8



23. How many covers to be. used for sending Secret papers/reports?
w E : . (B) 8
@ ' ® 4
Qraflw srdrser/ oiHlEsH6T aTHHEE o eopaefa GG e Geauamin?
@A 2 B) 3

.6 (RGN | (D) 4

24. When the attendance closes after the office opens?
(A) 10 minutes . ’3) 15 minutes
(C) 30 minutes (D) 1 hour
Si@IuRED Snbs assman HOlL fsEsE WareT s uHCau® (pybaEILBHLD?
(A) 10 Qi _ruser : (B) 15 Al rugar

(C) 30 Hudl_raser D) em waiCyb

25. The method for keeping the closed files in Record room?
(A) Lying method

(B) In gunny bags

W) Sta nding

(D) None of the above

u,équ ameutiuapuile apigalpp CamtiLsamer IH&ED AP
(A) uBses aperm

(Bj &1&E apleL_ulle

(C) QsnEssms

(D) egeyb @ama

9 118/DM/19
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26. Which date is considered as decision date for destroying the files of 40 years?
(A) June 1% (B) July 1= .
w}) Jan 15t (D) April 14 .
40 e HsEnéE G o drer Arpsr (e sCarusamen Sl giempgsmaano (e eTHSHHL
Qurh B e er erppreflenar Lflfoamen prarms 2 _eamgy?
D) g9 1-j Goh B) g9me 1-5 Csd
(C) gareufl 15-5 Csd (D)  guré 14-5 Csél

27.  The periodicity for returning the closed files received by C section clerk (for taking action on
current files) to Record Room

(A) 15 days (B) One month
f) 3 months (D) Six months
Sgiews priyCaride pLagsms aRUUSHES Comeiwite yeypn Caruysmer @) erssi
vdleumpuliadimbg TOSS e bsman B _s@nEEeT SmibL udleumpé® gliuemL s Couam(Hib?
(A) 15 pmiger (B)  @m wrsb

(©) ey wrsmseT (D)  @m wrskseT

28.  The method of making sub-title in a file/Draft/letter

J) Next to main title
(B)

In place of permanent title
(C)  After the primary title
(D) Not necessary
Carii/auenney/ 545586 giome oLl S@WEELD sﬁlgfn
B)  ppaons soatdhe 0
(B) fPeawrar sgemolndne ufans
©  ysawws sooiidneg e
(D) Gamauufdena

118/DM/19 10



29.  Who is to prepare the Half Yearly Business Return?
(A) Head of the Department
® B) Section Head

J)) Supdt of Fair Copy Section
(D) None of these - I

SI@TWITEH () 2ICUWEAPEDD eﬁ]mlm <oifldams (Half Yearly Business Return) guni Gswieug)?
(A  genssmeeu :

B) YGileys gemecur _

©) &55 pae 9fley samsrafliumert

(D) © Cupaar_ craumd @eéema

30.  On which date of each month the arrear list should be sent to the office manager?

(A) Jrd (B) Hth

‘/ﬁ) T e - (D) 15t

Aeematiulgud gaGanm LIFWD ThHs Csfle Gfley smami sigaues CweN(BaE
SiguniuL e GeuawrHin?

(A 35 Csd (B 5-5Cs8

(C) 10-5Csd (D) 15-5Cad

31. The admissible period for submitting délayed periodical reports?
W) No limit

(B) 1 day late permission

(C) 2 day late permission

(D) 3 day late permission

s SiMsms A@ILILauHD gHUBD sMogFH@an &@mﬁé@m &G ET6
(A) 515 STOETE @IS WLL®D

(B) 1 mner smosd Sig@iod

(C) 2 pnér gnoghd igod

(D) 3 prer HMoHD AgIOS

11 118/DM/19
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32. No of columns in Reminder Register

A 2 | v

<€ 4 D) 5 | s
Pevarigy’ B LHGaL 4 2 dren sremisaldn arearafsms? |
A 2 (B) 3

€ 4 D) 5

33. Which is to be kept permanently for frequent viewing of important orders for evidence?
(A)  Brought forward P.R
(B) Diary

w) Stock file

(D) Gléssary of Administrative terms (General)

Wéélu 2 ggreismen oyl UTTeal@ausheh 2B ST_QeusH@n asurs Hrbsons
meugdlnéa Caetmg u1s,)

A)  penQsrem ser uHGeu(
B)  prigdiy
©) wsdw 2henanTs 6 g @ Ly

D) = & Qsnéd ois7nd

34.  The form used for preparing Arrear List

(A) FormV (B) Form VI
\/C) Form VII (D) Form VIII
Blgenauiic g (Arrear List) swri Qeiiwtiu@io Lilg @D

A)  ugab V B) wLigeud VI

(©)  ugand VII (D)  ugeud VIII

118/DM/19 12



35.

36.

The periodicity within which a Library keeper, after joining duty, should report regarding

- the lost books?

(A) 7days (B) 14 days

(C) 21 days wD) 30 days

mes urgsrauer uaflile Gsibs cassmear  BIL&ERHG atarmoHGumea Laatiseflen
efleurmisaers Ogfleilss GeuemHib?

(A) Tprmiger (B) 14 priser

(C) 21 pm_ser : (D) 30 mrsar

On which of these, government postage stamps to be pasted?
(A) Parcel
(B) Insured Parcel

W) For both

317.

(D) No need for both

DYIQUDSD  FDUBSOTES  S@IILILILIHD Gemou(md  DiEhFsatled) THHES oiraiuianfl é@&da
eflevenasar g it Geuer(Hibd

(A)  Hou siepee

(B) ml@Gnd Qelwiul L AUy siErse

© @remBéed

D) @uan{Hsed Camaiudlaoame

1. The periodical reports should be intact for each year separately
2. Subject wise reports be organized and to be filed in order file
(A) 1 correct 2 incorrect

(B) 1 incorrect 2 correct

w) Both are correct

(D) Both are incorrect

1. sragpen sfsmssd @@ g pEh saissall s Hsald s Gauamr(id.
2. oflée Qurmer anflwns 2HEH gevanss’ Gsafile s uuL CaamBid.

A) 1aM2geam

(B) 1 gaug 2 &fl

(C) @uear@pw sl

D) @ran@ib seup

13 118/DM/19
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38.

Office times of Tamilnadu Government office? '

(A)  9.45 AM to 5.45 PM

\/B) 10 AM to 5.45 PM . ®

39.

(C) 10AM to 5.30 PM

(D) 10AM to 6 PM

P& 2irs D@ees Caiene Cryn?
(A)  9.45 AM to 5.45 PM

(B) 10AM to5.45 PM

(C) 10AM to 5.30 PM

(D) 10AM to 6 PM

Telephone bill when exceeds the amount given below the inspection report should be
submitted to the Head of the Department?

(A) 2500 (B) 4000

W) 3000 (D) 3500

40.

QgrenaCuils s L aTS0STens @I STONMNLD TeUEUaTe MHUMLGE SFeILBLIRTD Digenar
Qe Qaig HEms Gmpssamaamns@ s 1% 6s6 Coauam(Hib? |
(A) 2500 (B) 4000
(C) 3000 (D) 3500

In which language the common public should submit their petitions/ applicatio.ns?

(A) Tamil (B) English

(C) Hindi _ ¢J) Any Language

EpsarL aps CQumPulles GCurguwésear smuserg wey/efarariun dueupeap swilGES
Ceuamr(H? |
@ s (B) @iideficiy

© abpd (D) ezreug Quomd

118/DM/19 14
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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
allfleurar eflenL_wiafl&@id auens eflemmggmer

Read the following instructions carefully before beginning to answer the questions.
eilenmés @née eflen_waflss Qpm_kigb e Sipssdm. siflajaremer SeUaTONE Lilg &56jLb.
Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued.
eflevL_senar @A Herer eramenllsamsss iflaons awdudminder, efle gsrafien Omduldler 2_erer
2ifls aanafismaulane oflen_s6r wHUTH Qebwiiumg.
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).
cilenLsdr spasonse|b, camalne o fu serelaid @mss Couamr@i. LsssdE0 o erereupenm
SUURGu  urigmssE arisams SHmbu awss saLrs. (QaEEhiy USSBRISEHLET  GT(LPSILD
Cairelli@ w_Hib Qurmbgb)
3. In case of doubt, English version is the final,
dilemésafler &5Caa0lmindear gmdo aigefld Qerdastiu’Harar efeamaaCer Bndlwurens).

L Answer any EIGHT of the following questions : (8x3=24) ‘

Spsar_eupper erenauCugyb ot B elamrésEnsE udwalss Caam@ib :

2 What is “Tohenam System”?

LITU_LGTITLD (LPEDD GTEdTMITED 61668 ?

2. Copy application Register — briefly explain?

B&e e USHGIE — Lnfl eTups)s.

[Turn over
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10.

I1.

1o

What is Distribution Register?

wéliwrer uSCeu® erarmmed erese?

Define “Title”.

Seneou — mmﬁmmrp.

What is “Arrear List”?
Hlepienau i iq e eTemmmey eTebren?
What is “Corrections Slip”?
Hmss ELH erenmned eremen?

What 1s “Office order Book”?

" DIGYOUE BY,ENERTLIL|SSHLD" " GTETMITED 6T6a1601 7

Explain — Collector’s standing orders.

wreut” i 3 Suiflen Blenevuirenent — @l euays.

Attendance Register — Short notes.

aumens LFHGou® - Am GO cuenys.

Absence due to infectious disease — Short notes.

@arpnGrmi eNG L - Am GOl cueys.

Answer any THREE questions :

Spaar_supmer eraneuGuigib aparmy aflarmas@rs@ USwellss GeuarrHib :

What is public holidays?.

Qurg) e Hpenp erenmmed crevmen ?

What are the titles to be written at the head of draft with examples?

auenyeiien G er(psCauaimg il SEMWLILIGMET 25T T SSIL 6 6T(L95I6.

118/DM/19 2
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3.. ® Explain — Local delivery book.

III.

2 GTETHT HUTE LSssD efleur].

What is Premature disposal?

DIHITE) (LPlg.Q&ET GTEIMITE) GTGIE ?

Explain about Office Libraries.

Quirgy mrevsd LHH GO eT(PSIS.

Answer any THREE questions : (8x7=21)
Spsei_auppier erenauCuigyd apeanm eflamésEpéE Lfwafiss Goudr B :

What are the procedures to be taken against fire in office?

STETES S kseld ghudb § eluds Gsmiturs § sEUY efldsdr LHMIL § 5OEGD (paDamaT
cfleurl.

Explain in detail the procedure of noting references in files and notes.

sU_[Haer wHMD DQeues GHlLLsd HsTrb GHUGAGse Agriiurer b papsamern cllflouns
CT(LPSQYLD.

Explain about the petition’s their transmission and disposal.

IDE@)dEET SGILILSID (Pig ey AsFID AFTLTuTen BenL_apenpaemen efleuflasa, .

What are the registers maintained in taluk office?

UL m_ Awii sgeuessdHd urmoflssiiu@b udGeu@ser raeu?

What are the mode of dispatch of tapal or papers?

54458 Gariysmer SI@ILILms WPanuild s ibliyés G HML PEDEMET 6T(PSaLD.
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