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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
Qamar@ M euens ellenTsgmar

Read the following instructions carefully before beginning to answer the questions.
afamésenéE allanwaflés GgemL @b qpe EDESHETL 26 eOTEMET FEIELONE Lilg.&&6,|LD.

NB: Words of masculine gender in these instructions shall, where the context so
require, be taken to include feminine gender.
@bs afemssde < urdeanflar errmssafa, GuasECspu Caameuliuigen Qg
umedleflen eumiGenss(@HLD <L EI@GLD.

‘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 questions: '

Qns  amsdgTELIdaman sanstafliurerien  =gnd CupeushE @paet  HDEssmLTg).
semarafiliurant elems@a:Glidman SnousH@ Sigyod afissaiear ellams@sT@lidman Spbal
aflenLwiafl&s Cgm_rigerip.

1.  This question booklet contains 40 number of objective type questions. Prior to attempting to
answer, the candidate is requested 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.

Qaclamssrar 40 Qamargd ems efeamésemer Clamam g, SamemriLgTyTseT  eilenwell&s
QsrLi@h pear, elamggrefle) erder efamésEhn G QupmeTaTaneur eramUamSD, gECsEID e
Lésiigdr | efamésdr AL liuLmod edHuUL(Heterareur eramuamgwd sfurTsgis Gamerara.
amssreiie gCsab Gon Gmuder eemggreer Qupp Ger usg BOLRSEEESGET DD
samstaiuureriiLib Qsfeilss Geudn(Hb. ASHEG Wne Csfealssuu@n Carfsmssdr gaib gHmd

QamrarerLLomLTg). |

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

SIS &S EHE S LD S wefllss Couamib. mardg eNaMESE@HD FODTET wgLQuaTEeT
Qamear_eney.
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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.

eamenuugrrfer ufHCeucmenam Qeuellammsgrafian G euang LSS D agm@&sm @@waum_@mm :
QL sdle erps Geuat(Bib. eSleggrafler Caup) CTENSIL|D TIPS Fol 11,

The sheet before the last page of the question booklet shall be used for ro.ugh work.
afamgsrefen semLdl LEEEID G e LsasHla rough work erpd) LTTéEs 2 LGWTEIESIE daTeTaTaLD.

(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 best.

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

(¢) If more than one answer is shaded for a quesi:ion, 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) gaGearm afamelngn (A), (B), (C), (D) eer prang edeLsar Gar@ésii(Hererg.

- ey seupled glsaib e sflunar eaLamwus Csiey Geiwu CauaT@b. REmEE
Cupul L sflurar efeLser gm elamedn @muugns smdlamad, eupdled el WlsF
sflwreng eran smaHHTaGerT, eueieanamuw Flpadl B arlL Geuamr@ib.

(b)  ereuaumdlmudayd, m elamailnE @Cr @ L mws gﬁéﬂ Cambghss Ceuam@Hib.

() @mn damelng qamnsg GoiullL el mseale eflaLweldsliulgmbsrd euellanL
SUDTETETE &MHSLLL[H, Sjeusilarmaing w6 L eupms L rlLrg).

(d) OMR elenrg srefld ghssiiul L sflwrar elensamens Quimdg, CQwrss wHOCUE@TSET
aupmstUBD (g alammelneE am eulLsdled (@Dl L) Blpal L ella wl HCW mﬁu@ue‘m

CULDMEIG SHenT&hdla) a;r@g@a; QamererlL(Hib).

1

Do not mark the answers in the Question Booklet.
lemgsrafier eflenLsemend @GN & gal_rg).

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.

Nemenringmys, elamgsraflen erbs @@ LsssmsLD, B&sCaur g SfasaCeaur &n_L_ITé')]. Gsiray
penLGumib Curg), eflamsgreer Camey sl gmzsaill (H QeualiCu a5 Qswe Sa@iwd Hawrg.
Csiray apigbs WenarCr ellammgsranar e &EHIF Qe SignindlasiuBeur.

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

Cupsar_  siflejamrsaildr. gCsayn Bolu@Cuwrane Cég,{reurrsmmu_xlm Th&GL g _emer /
Loy s&sE e ererns Grifl(Hib.

In. case of doubt, English version is the final.
aflamaamafled &bCa& (mL e, <y midle aulgeller QarBasiul(Herer ellamasCer @midwimeng,.
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1 After how many years should the Retained disposal files be Reviewed for retaining
or destroying in small offices?

(A) 40 ﬁ 30

(C) 50 D) 35

Hene wpigay Camiiysem LU SO0 SiflssinL. Geuar(Hiom erearug) Ghsg Sl
g@mwam&aﬂ@'mggmm <parHser sfsg uilFaaman Qaiwiiue Gear(Hin?

A) 40 B) 30
(C) 50 L D) 35
2. When should the revenue business return be sent to the higher officer?
(A) every months (B) once in 2 months
y once in 6 months (D) once in 3 months

QU(HEUML  Glenm &@m@&;&&;@ﬂ@ Came BLUUE uddlu eleugmisar GTL'JC‘Surrg,J 2 WIT
Sl (HEE ieuliuL. Beuam(Hib?

A)  geaulanm LIsPWD (B) 2 wrssdn@E0smm penn
(C) 6 wrssHDGESNH (e (D) 3 wresHnEGEENM® (P

A In which of the following registers should the gun licence renewal applications be
entered?

(A) Personal Register
(B) Prohibitive order book
(C) Special Register

j Gun Licence Register

guursd oMb ygUEGsse eflareaiuin Qemeumd eraiauamsts UHGaul g LSley

QanwiuL. Geuemr(hib?

4 saudGau(®

(B) soL @l USHHD
(C) Apiyl udHGaupeer

(D) gUuursd 2 Mo LGHGau®

3 118/DD/19
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4. What is the colour of the disposal Jackets for R and D — Disposals?
(A) Red (B) Black

(C) Blue ‘ W Brown

R wpmib D Gariiysefler Cogienm erps euaransdled @) mées CeuamBin?

(A)  Seuliy B) smiy
(C)  Bed D) vy
5. When should the reply be submitted for the remarks mentioned in running note file

during personal register check?
(A) Within 12 hours

(B) Within 24 hours

(C) The same day

w Within 48 hours

sauSCGau® g weler Curg Qs @diys Camibe ersliLBL GOULUMISEREE Th
srsbaBeln@er udle somidss Cauam(Hib?

A) 12 wefl CrrsHmaer

(B) 24 wanfl Crrsdnger

©€) <eGp

(D) 48 wenfl CrrsdnEer

6. Papers remaining undisposed until which period should be considered for
preparation of arrear list?

(A) Above 1 month

\ﬁ Papers received till the last date of previous month
(C) Above 3 months
(D) Above 6 months

Blepeeurs Ll iquied g,@wrﬂthug,g’)@ s sreveuampuieorear Hlaimeus Camlyser samésdlen
aT(Q5816 QamereriiuiL. Couea(HL?

A) 1 wrss5nE CoHul Leaneu

B)  wphensw wresslen saLé Brar eueny QUDUILIL L STETSET

(C) 3 wrssdnE CuHul L eme

(D) 6 wrzsdHne Copul_Lamal

118/DD/19 4



Files belonging to which of the folldwing periods should be recorded in call book for
next action?

(A) Above 3 years \/ Above 6 months

(C) Above 2 years (D) Above 1 year
<055 palgsms T(HEs B]G'm@@!_b ahs sroamrorer Camiyser piseeiiLL
LB Ceul g@ QeramHeuriiuL GCauemm(Hin?

(A) 3 ypar(HsERsEE G (B) 6 wrasdn@E Goe
(C) 2 yeam(HsEnsE G (D) 1 emgn@ G

When should the distribution register be newly opened?
(A) 1st April of every year

: % 1st January of every year
(C)  After present register is exhausted |

(D) Once in a half year

uflmorer uHCa® LSsns eTLGLTE GleumGLILIL Ceuar(Hd?
(A)  qeuGeunt pa@mHID FUIQ® (PSR Cadl

(B) euGeaumit sy arHb mareufl s Coél

©€)  udCa® Eipsey e

(D) e@rwunaigHEsmm wpem

When time of action for the papers entered in call book arrives, in which number

should the file continue?

(A) Old current No. Aew current No.

(C) Call book No. (D) New case register No.

ngjaasusuﬂﬁsqu LSCoul g udley Qawiiul L g Cariy ar pLelyE®EEES e Gurg) -
e ererantley Camiy GBm(HLo?

(A)  wenpw HL L eresr (B) udlw B ere

(C) wvmseuailuyl udHGeu( eramr D) ugssgeL LG eram

5 118/DD/19
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10.  How many types of disposals are there?
@) 5 vé( 6
() D) 4

(P96 CUENESHET GTHSENE 2_GTETE?

@A) 5 B) 6
© 7 \ Dy

LWV should the personal register of previous year be sent to record room?
X‘ Before 15th April
(B) - 1st day of April
(C) Before 15th January
(D)  31st of December

(phHengw e (h garudlGeul g amear eriGUNg LaumnéE el GauamHin?
(A) eguge 151 @g,ﬁé;@e’rr

B)  guge 1o Cad

(C) maraul 15 b Casdlé@ar

(D)  ge&bur3l g Cad

12 Which date should be entered in the personal register for the paper received from
another clerk?

(A) 1st date of receipt of paper
(B)  Date of transfer followed by 15t date receipt of paper
(C) Date of transferring to the clerk

w 1st date of receipt of paper followed by date of transfer

R TWssNLBGES wrppiul L sreflaer sar LHGauL ke Lde Gsiun Cumg THS
GCadlullenans @il Ceuar(BHib?

(A)  gret wpgenpseia daLss0 Qupp Caé

(B)  wmopiulL Cshl wigen S apsapsae daLés Qupp Csd -

©)  eTwssmsEE wrHpLL_L Cad

D) grer wsar saa AamLssl AuDY Csdl wisar &1 wrontiu L Cas

118/DD/19 ._ 6



13.

14.

On receipt of correction slip by office, when should the correction slip be pasted in
the books to which they belongs?

(A) within one week
(B) within 10 days

within three days

(D) within 15 days

dmess &L HseT SenssSDEGs Sl ssUCUDn THSmar B &@Ehs@er FDUBSLILIL L
LU Caupsatlea e L il Geuaim(HIb?

@) 1 amsdheer

(B) 10 Herius@séEe

€) 3 HamisEnsaen

(D) 15 dlemmsend@er

In which of the register, should the enclosures (Service Register, Maps etc) received
along with the papers be entered?

(A) Security register
(B) New case register

(C) Special register

y Distribution register

Sy SmSEHL6 UMD Qearliysamer (UaluudlCou(ser, oaruLkiger wsedlweuhen)
erundGeuliged Lifley Galigl e Couart(Hid?

A)  urgsmiyl udCeu(d

B)  yzs ssL LACE

(C)  Apiyd udCeul

(D)  vdlrorerns LGau®

7 118/DD/19
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15.  Where should the maps and booklet be kept in current file?
(A) Tagged to current file
= (B) Tagged to note file '
w Separately underneath the current file
(D) Kept in separate cover
serfuLser (Map), usssiduraiemes (Booklet) fweupep GCamibe i@ mass
Ceuemt(hib?
A)  pLUys Carlyer @omeanss Geua (b
B)  EMUYys CamiLyer @ameanss Ceue(HLD
(C) pLruys Carulern Spseluns eneuss Geua(Hid

D) saf 2 mnsaile maussiiuL Geuenr (b

16.  Which of the following method of flagging should be used to refer the paper quoted?
Number or letter (B) Number
(C) Letter (D) Number and letter

<A SMTSHDESTEn e wireré Qamg sear e erbg (penpuiled sl ig.é smL Couar(Hin?
A)  orair (=) ergis ®B) ereim
©)  awss (D) eraw wHDID (PS5

17. Which disposal should be given to periodicals?
(A) K.Dis (B) D.Dis

(C) L.Dis 7 \% No Disposal

STOAPEND HDEMEHEHEHS 6ThS (Plg-a] BeTHsEs UL GeuammHib?

A) . B) vw

©C) ew (D) Wg6y L WITETD ST&EELTE

118/DD/19 8



18.

19.

When final disposals are sent to the Superintendent fair copy section, in which

register should the clerk obtain his initials?
(A) Fair Copyrregister
(B)  Distribution register

Despatch register

MPEI sonal register

WpeysslaL &55 Bao dfleller a;e&msrreucﬂﬁurrmrﬂl_l_b Si@UuLDCuTg T(PSST ThHS
udlCGeul iy e seammareaniiiuraryg esCumiusamgt Gumn Geuar(Hin?

A) 555 psL LG

B) udliwren uglGeu®

(C) a@;uq@&u udCeu(®

(D,) g;sbmj;](‘éeu@

Which ink should be used to mark the word “urgent” in communications that are

sent to Government and Board?

(A) Blue (B) Black

M Red (D) Green

SATE, DM SHIEUWSD RHLIDMEES @D SlyFrisaie) "SeuFyh" Tariens eThs .
anwudenmed Gnlss GeuemT(HIb.

A)  Bew B) smuy

(©) Heuliy (D) uéms

9 118/DD/19
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20.

22,

If a correspondence arises in connection with a periodical, in which number should
the correspondence be continued?

(A) Periodical number

(B) Separate number

W@ New current number

(D) No number required

(1 ST (PEONEWS GDISHS SHlgFHLI (Eurré;@@l:rg)@ T(PHBTE 6THS eTamentled GFm Ceuem(Hib?
A)  sreeen NEs eram |

B) seafl erem ;

©)  yw pLiy eram

(D)  eremr Gg;em@_luﬁlebmev

21 yre should the despatch seal be placed?

Office copy (B) Note file
(C) Fair copy register (D) Personal register

SAelilens WpadlenT erdled @ LiLHi?
Q) s pse B) @hluys Camiy
(C) &85 psed LFCau(d (D)  ser ufCeu(

For records required for which of the following period, should the clerk return the
records to the record room and again send reggisition slip and obtain the same?

(A) More than 1 month )  More than 3 months .
(C) More than 6 months (D) More than 1 year

udleuapuiled(mpg Qupiiul L s erhg LMEESHE G erpssTlLb @mliLg Seudlwinmi
B mHaTD, TWSST sligmars Hmbus Carhsged  (H WBer Comeussl (hH Qar(dgeunss
Ceuemt(Hb?

A) 1 wrssdba Cuoe (B) 3 wrssdna Cue

(C) 6 wresdne Cue R (D) gmerny HE Coe

118/DD/19 ; 10




23.

24.

How should you refer a paper jr_1 current file?
(A) Use of flag -
%' Mentioning page No.
(C) Use of sticker
(D) Folding the paper
BLULSE Gamlille 2_arer greflene ereueummy <ysnyb sram9és CeuamHin?
(A)  Gamgui@se
B)  uss eram sl 1gs6TL(Hsd
C) L@ ger
(D)  srefleer g Sgimeusse
Which section should prepare arrear list?
(A) Despatch section (B) Tapal section
y Fair copy section ' (D) Record keeping section
Blayeneuiu’ g wie e Wfleller swimt Qeidl CouerHin?
A)  eguymst Gfley B) sume Gfey
(C) &sszps Gflay (D) udleymssar Wfay
The entry in column 4 of the personal register is similar to which of the following?

25.

(A) ' Index Slip

(D) "Date on which action was taken

g LFCoul_g6b 4 b s Gl Q&uﬁmﬁlu@m udley 1GemeumHid eTHanar gpdd(HaELD?
Q) slLaumanss ()

B) Quuwrm

©C) seely

D) pLagsds THSS Cosdl

11 118/DD/19
[Turn over



26.  Flags attached to a disposal file should be affixed to which of the following?
(A) Current file
(B) Note file

*ﬁ Brown paper jacket

(D) Index Paper

wigeypm Cerid e wrard Qamguilenar Weremb areaLan Kamanrnss Gouamr(hib?
(A)  BLULE Gamiy

B) EMLYs Camiy

©  uiyssTEr oD

D) cgm;l_ajsmmgg,ﬁm

27. Where should the reply be written for the queries raised by an officer in the margin
of the note?

Margin of the note (B) Current file

y Note file (D) Draft

Sailen Ldas @résle cgu@umaurr TSI GHILILSERES TG ug‘,]a) <aflEes CouanT(Hid?
(A) u&s gD - B) pLOus (Basrruu
(C) @Eduys ey (D) euenyeys smer

28. Reminders relating to periodicals should be entered in which of the register?
) Periodical register (B) Personal register

(C) Reminder register (D) Separate register

sTOweD Némasstar Haaay Hamer ariiufCoul iy @hlés Cauam(ib?
A) srewen siflsams LgGau B) sen qﬁ@m@
C) Heoaray G LHCau® (D) saltudCoau®

118/DD/19 12



29.  Arrear list should be submitted to Head of office on which date?
(A)  1st of every month
(B) 5t of every month

M 10th of every month

(D) 15th of every month

Blayeneuiuiigwied erhg Cadluded iaiauass Samaans@F Foiisas Ceuar(Hib?
A)  AQrd wrsb 1 b Csdl

(B) @rd wrsb 5 =y Cadl

(C) Wrdl wrsb 10 b Csd

(D)  Yrd wrsb 15 =y Csd

30. Which ink should be used for numbering the Pages of note file?

(A) Red W@ Black

(C) Blue (D) Dark blue
@Miy Carlbe erbg enwullerme LGs eramaer @)L Geuamm(Hid?
@ fawy ® =g

(€) Haid | D) s@Sow

31.  Which of the following does not require a covering letter?
(A) Demi official letters
(B) Drafts
(C) Drafts with enclosures

w Periodicals

Qetreu(HLd ereudmis@ Coasiggniger Coamauuiaane?
A)  Coprups Hqsmger

(B) eaeyeyser

(C) QeearTiiLL 6 2 GTET UENTEYSET

D)  srowan Mémaser

13 118/DD/19
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32.

33.

34.

What should be the spacing on top and bottom of the draft?

(A) Halfinch (B) Quarter inch
(C) Three fourth inch y One inch
auaneilen Gogyib SpLd ereueuere @)L bedl () er(ps CeuamBHid?
A) ey SBEGOD ' B) sre REEGOWD
(C)  wssme cmréa@ml_b (D) qrriE@eb

If a book not included in the collector’s list is quoted, and put up with the file for
reference, where should such books be placed?

(A) Below the note file / draft

(B) Underneath the current file
Above the flaps of the file

(D) Underneath the flaps of the file

At ulgwele @daors  H@® RUSTIOTES  stardés miwe  Gsmiyer
<iguLbCug, Hrene Garl19e ermiiE euss CouaHid?

Q)  EHUYEGsTIL ideg euageller Sip

B) sruysCaminder Sip

(C) Gamiy epysefier G

D) Cariy epysafien S

When should the review be taken on the pending items in security register?
(A) Once in 6 months
(B) Once in fortnight
(C) Once in 3 months

W Once in a month

umrgsmil ufCeuliger pigey QelwliuLmod Hameuude e dmar @eamasdr erlGLTE)
uflfovenar QEwtiLHb?

A) 2 wrsEENEG @G WYeD

B)  Qrav( amEddE R (PED

(C)  apem LISESNEG GG D

(D) eeulleun( wrgplb

118/DD/19 : 14



35.

36.

37.

How many register of suits should be maintained in an office?
(A)  One per clerk

One per section
(C) Based on administrative conven_ience

M) 1

aupsGa6 gafll lufCal®) b SiganssSnE ersgemen GuenTiuL GeuarT(Hib?
A) geaQeunm T (LPSS(THLD

B)  geaCeurm GfelheEd Qe

C)  Aireurs eusdlsCamu

(D)  eenm w_HIb

What type of disposal should be given to administrative reports?

(A) L.Dis. D.Dis
(C) KDis (D) R.Dis
S Siflsmsse ehg (pigaild Wiy seliuL Ceuam@in?
A e.qp. B) uw
© wo | D) dl.ap

~In which No., the files relating to copy applications should be disposed?

(A) Separate register No.

W - Copy application register No.

(C) New case register No.
(D)  Personal register No.

grempafilésliul L pesdar Gammb  efemeamiug Camlser erhg erammanfle
Ceuemr(HLd?

A)  sefluudGeu eramr

B)  psed wayILSGeu( et

©)  uasswsLLEGe® eremr

D)  sear uHCau®) erem

15

(Plg&sILIL

118/DD/19
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38. How many volumes should be maintained for stock file in district level offices?

@) 4 j 3

©) 2 O) 1

el L sigeesnsailo (pssu poars QsrELiy assman Agn@daenTs upmoflésliuL

CouarT(hd?
A) 4 B) 3
oy 2 A D) 1

39. How many days a Government servant 1s entitled for permission in a month?
A4 3 2
©) 4 | D) 5

Q@ Si7aHL uenflumerT eh LDTSSED GTHSEET HIL&aT <igind UL igueissamn?
A 3 B) 2 :
€y 4 D) 5

40. Which ink should be used for numbering the pages of stock files?
(A) Blue (B) Black

(C) Dark blue w Red

@@uué:(%asrrﬁl_cﬂeb LS eramsaer arhg ebudenme GLUuL Galam@in?

A) Hewd ‘B) asmuy
(C) ambeid D) &euliy

118/DD/19 16
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Register
Number

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

Maximum Time : 1.30 hours Maximum Marks : 60

IMPORTANT INSTRUCTIONS

DESCRIPTIVE TYPE
efflauren eflenLweflE@id cuens ellammggmar

Read the following instructions cai‘efully before beginning to answer the questions.
ammésenéE el wallss Qam_mi@h (e SPEsaTL. D6 enIEmaT SEUaTLDTS Ly &&HELD.
1. Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued. '
eNenLaemer @HlLGL(Herer crammanilEanssE <iF&0rs er(pdludmLiSer, efenLggraflen @mbludle 2 arer
<fls eramaniisamsudanar elamisear wHUTEH Deiuliucrg).
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).
e smssonsab, elaralng o flu amelaid Gmss Cauar@b. Lssssdld 2 daranamp
QU GU anismass anigms HmOU aWsd FaLngl. (QEGOUY LSSSRSEHLET T(HFID
Carellh@ w_Hib GurmbBgID)
3. In case of doubt, English version is the final.

lenmaseiier #5Css0mUGam Sy hde agela QarhasiulHarer elamasCer @nSluimerg,.

I. Answer any EIGHT of the following: (8x3=24)
Spsar_aunmer eraveuCuigd o eflanmésEnéE Ldoaflss GauammBHib :

1. Briefly explain about administration reports.
<& sidléamasar Ghss aflafl.
2. How is Fair-copy Register maintained?

555 b6 LHGau® urmofliug Ghlsg eNeréEs.

[Turn over



10.

1T

Define Filing. What type of records should be filed?

5.0 Qeileug GHEs 6NTEES GTHS CUMSIITET ,eUaLIGMETS &S Qewdle Cauamr@in?

What is N. references and disposals?

o Lan GaLd @HOY HoId Seupdler (piy.eyser GHSs! s

According to "Mr. Tottanham's System", how should the sections 1n an office be
established?

‘Ll L_amanmid (papmufley’ igeuassdle ereucunm 19fe s sewssiuL GCaamr(Hin?

Explain about the maintenance of 'Register of immovable properties purchased by
Government in civil court sales'?

‘o Aenou@uwicy EBHwern go edpumaseid eperd sl QuHD S@eurd QurmHEr @GNS
udCeu® @Mss efleurl.

Briefly describe how papers relating to "Suits" should be indexed?
"euPsEGEET" LDPIL sTaTsmar areleuy il Leuman Qelgd Ca@r(n eaLg GDHSS

oT(LDGIS.

What are the different kinds of disposals? Write short notes about each of them.

LI SIITET (Lplg e &6T eTanan? epeuGleum(m (pigameuts LU smésons eSleur.

How should you reply to Collector's queries?
< Swi Caerella@ns@ ereuaumm Lifled eflss GCeuam(Hb?

Explain about Collector's standing orders?

wreul L <L Swiler Hlene panamaer Ghlsg ellefés.

Answer any THREE of the following: (3 x 5=15)
Spseam_eupmer ereneuGuignb epem eflarméEsEnée Lgoaiss Ceauar@ib :

Explain how should the ‘Arréar list be prepared'?

Bleyeneuiu g ereleunmy swini Qews uL CeuammBib erenuig) GOISs! eflaré@e?

Explain about the registers to be maintained and the period of maintenance
according to the Government Office Manual.

igieuas Benlpanpireler Uy Lrmoflésiuc Geuariyw LSGCaIHSE LHMILD UTHSTESILIL
CeuamTig Ll &TeL feTe g6 eleurd ellemd@s.
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Describe the maintenance of Prohibitive Order Book.

FOL penanll Ligssd ugrofiing @lég efleur.

Write short notes on 'Flagging' in files for reference.

Gamiysailey gnrhsamer ‘@ wrer damguiHise’ weon Glss eleuhss.

Explain the action to be taken to send the periodical returns without delay?
sropan SiMsmssd sroglerm igiide Guptarareriur. Geuemgu bL 6l &EmESar

@GNS eSleTsGs.

Answer any THREE of the following : (3x7=21)
Epsearahner eraneuCugnbd epenm eflamés@Eps@E Ldeallss Cauam(ib :

Describe the ways and possibilities of ensuring economy in the use of stationary.
Siaassie aug@unmer 2 uGUTSuudle eeieuny &ésad sl by é&somd ereaig)

@hHg eflars s,
What is Note file? Explain about its maintenance.

GOLILE a5 wHmb iger ugmoiliy upbl eSleTsEs.

What is the objective of maintaining Call Book? Explain the procedure for
maintaining the same. '

wnsaueliyl ufCau®m Cuanedlear Crrésn eremar? GUUEGEH urToilsslLBD P
@DEz eleutlss.

What is the object of submitting Revenue business returns? Explain the procedure
for submitting the same by Collector and other officers.

ameITLg®D Sigae wan elaur Msms glyeder Crrésd eTema? WrellL
< S, srifleane SigleuasEhD Geadldmsuilaer gl pen @@g@] aleuflés?

Write short notes on the maintenance of brought forward personal register.

e Qaranyed senudGou® LgTAGEGD apern @GNS eSeuflss.
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