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DEPARTMENTAL EXAMINATIONS (COMPUTER BASED TEST)

The Stationery and Printing Department
Name of the Test - Part - A(Without Books) ik
Test:
Maximum Time: 2.30 Hour Maximum Marks: 100

IMPORTANT INSTRUCTIONS

OBJECTIVE TYPE
Qamen@M euend eNeImg e

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

aNeTEsEh&HG el wealdHed CSTLRIGD (PTL SD&ESHEIL. M6 &M 6NS
SEUSTLOMSL UG H&H6)LD.

ot

This computer based Test contains 100 number of questions in objective
Type.

AQigé saefl eulfls Coieurerg), 100 QTGN U SUNCOTET 66T EHS6m e
QI TETOTLF)).

Answer all questions. Each question carries one mark
AMAEHH NAMESHEGEGL el weldsalb aiQeur olamayb
SICILIGT 2 6L Wig)

In case of doubt, English version is the Final.

aerdsailed F#hGHHED QN hHo algaNd QHTERHSUILL ([BeTen
eerreaHGar @mIHUImeog).

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

Ans eNeamssefled @b Qummisten gyetm LTeSlesd &euilstt eumidHemsHafed
GCoemeulitigest,  &eGECHHU  Quemr  uTedSlsudgeufledt  euMT&HMSHEHLD
SILRIGLD.

. Before answering the questions in CBT, candidates should read the following

instructions displayed in the monitor:

eNeueiLugmiser seaiell aufls Coialng eloLwelésd QHTLRIGLD
et semeluilesr  Hemguled  Comettmitd  HleYMTHEDET  HEUGTLOTSLI
LIl $&6)LD.

a) One question will be displayed on the screen at a time.

@Gy CrrsdHed @ afierm LLECW saMafls SHanguied GCHmsrmiLd.

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 officers specified in are empowered to purchase articles of
stationery whether they are obtainable or not from the stationery and printing
department.

&p  GOUubLOUCReter  Sigeueiser,  erpgOummeT  HOILD
SFsHgoned @mbg Cup S@eg CQup PRWTS TWSHEUTIHLEET 6UThIGHESm gL
Harybd CQubHmeIT BpeuTi.

(A) Chapter — II Annexure A
< faryb I1-96r @evenrii A

% Chapter — II Annexure B

< dargn I1-Qer @enanriiy B
(C) Chapter — II Annexure C
By 1I-Qer @enanrii C

(D) Chapter — II Annexure D
< faryd 11-96r @enenriiy D

The Stationery Department consists of two main branches namely and
Store.
wpmd HkiE wfu Qranh Homersmer oiTs pgQuTmET Sk

2 GTeTL&& g
(A) Establishment Section (B) Press

uesflwenwriy Gfley S|FF&LD
(C)  Procurement Section 'aa'f Office

Qarerapse 9fay S| IeUSLD

Transfer from bulk stock to loose stock will be made by a godown order in the form
n

Qurgsoner sraddmps Qurmlsamer 2 ff srésrs wrpnusHsTEr SLkiE e
Lilg@uULD

(A) S.sty 63 B Ssty 81
(C) S.sty 53 (D) S.sty 61

Stationery articles not issued by the close of the supply year shall
Gaamauuligued 2 Mu yamger QnEuledr eugurmlsad RREIULTS @ (L
NG

}( Lapse (B) Supplied next month
ST TeUS UIMELD S(H$S LIFD eUPmESILGHID
(C) Supplied next year (D) Supplied next quarter
S Dss ar[H euprisLLI{HID SHES FTOMETIGH QUPRISLILIHID
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Register for unserviceable typewriters are preserved for

Lwerpp s LdelQurd @hss uHGeuE <& UNGIETESLILOE D).
(A) 10 years (B) 20 years

10 @U(BHL_MI&ET 20 QU(HLBIGET
(C) 30 years % Permanent

30 GU(MHL_raI&ET Blybs T

of Stationery Office Manual Volume II, Part I, contains a list of officers
who are authorized to indent on the Stationery Department.

ors apg@unmdr peLgpan Bre Csr@d I, ued I (&G LIm(BET
goplar Cseatulguee pye| Caug  Carmeashe  Smbsfésiull
Sgleuaigaier efleurd oL méluydrerg.

(A) Appendix I -Appendix II
W Cersens 1 9 Cersens 11
(C) Appendix ITI (D) Appendix IV
9HCeidens 111 WhCersenas IV

is in charge of Godown and supervision of work of the clerks
maintaining the balance register.

Hiiig wppnd  Himdgeter  aesst  urmwAsgn  @ouyu  ufGaibsamen
& GoT &R TEwT] LI LI G 1T DEUIIT.

,(() Assistant Store-keeper (B) Despatching Attendant
2 g6l UL & sTiumeTiT Sig@ilims Geuemeawimer
(C) Warehouseman (D) Warehouse clerk
& L@ uewflwmerit L@ T(SST

Typewriters are assigned a serial number in a register in form

sl QumilseEssE  sefsslu@n  afles  aa@r———  uflGauliged
uHwiu&mg.

(A) S.sty 62 ' (B) S.sty 23

;9{ S.sty 11 (D) S.sty 51

141/DD/22 4



| g, Store branch is incharge of
verL & deperullen GummriLimenT
Store keeper (B) Assistant store keeper
LIGRTL_& &ITLILIMGIT 2 g6l LTL& STLILITETT
(C) Warehouse man (D) Warehouse clerk
HLri@ uenflumert L@ T(PSST
10.  Period of preservation of stationery committee book is
(gl Qummer @ LHGau® gparpser urroflésiur. Geauar@Hib.
(A) bHyears 10 years
5 26T (H &6 10 3y,607(h &6
(C) 15 years (D) 25 years
15 Y er(h&er 25 e (H&eT
11. contains the list of articles stocked and supplied by the stationery
department.
& erg@ummer gepuler epabd arstUED Qurmlsefer LLigud

2_GITETg).

(A) Stationery Manual Volume I Part IV
er(p&QurmeT penLperp HIe QsmEd I ugd IV
% Stationery Manual Volume II Part I
erpgQummer penLperp Hrd Qsr@d 11 ugd I
(C)  Stationery Manual Volume II Part 11
er(p&IQunmer pevLpery Hred Qsrgd 11 ugd 11
(D) Stationery Manual Volume II Part I1I
(g Qummer perLperp mred Qsm@d 11 ugd 111

12. is incharge of loose stock section.
2 il @iy 9fefer QummiLimer
(A) Store keeper M Stock clerk
LIGHTL & &TLILITGTIT @MU TpSST
| (C) Warehouse man (D) Warehouse clerk
| i@ venflwmert L@ TpSSIT
' 5 141/DD/22
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13. Normal period of service of Remington and Underwood standard typewriters are

years.
Quiiiier HmIb SeTTel evLTemLil UL Fs @Qupdlyrsaier Gurgeurear  Lwer
QUL &TeLD GU(HL_MIGET <B}(&LD.
(A) 10 B) 13
©) 15 ’ga( 18
14.  An advance shall be granted to for the purchase of second hand

typewriters belonging to Madras Government.
were  reTussHnE CQempsworer Gramimbd g7 sULEflwear Gamdrpsed Ceww
&& (perLeTd euphISLILI{RID

)M Gazetted Officer (B) N.G.O.
<i1lsp ufe) QuUDD QiU S|[& FTIT GO
(C) Assistant (D) Store keeper
o geluimeri LIGHTL_& &ITLILITETT
15.  The period of preservation of store register is years.
vetr_& LHGeu( S@TH&ET LMgaTasliuL. Geuar{ib.
A) 3 B) 5
}'S 10 (D) 15
16. Commercial departments of government specified in of Stationery
Manual are supplied with stationery on payment of cost.
21&  er(pG@uUrHET  BEL (P  HIED @ oflw Gsrens GCess

er(WgQummer Qumib gewpaefler LI iguied 9jLradlujererg).
(A) Appendix I of Volume II Part I (B) Appendix II of Volume II Part I

Qer@d II ugd 1 9nGsisens 1 Qargd II u@d I GpCsrsens 11
ﬂ Appendix III of Volume II Part I (D) Appendix IV of Volume II Part I
Qaerad 11 ugd I 9nCGsrseama 111 Qared 11 ugd 1 ApGsrsgams [V
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18.

19.

20.

Particulars of bill in respect of sale indents are entered in register.
eipuenar Lliqgued GNES eleurmiser ufCauliged ule] CQeEwuduL
Gauaitr(RLb.
(A) Indent # DCB

Cosameuriuligwied UFCGeup D.C.B
(C)  Fair copy (D) Security

&&55 b5 LHCa® Qenamrwis LHGau®

A register of articles to be imported are maintained in Form No.

@né@od  Qeuwiu@hd  Qurmdr  Golds LG Uigeubsled
ugmofésluGEng.

(A) S.sty 1 ;.Br S.sty 3

(C) S.wsstyb (D) S.sty 7

How many stock registers are maintained in store section?

uerLg 9Malled @iy udCGapser ugToféaliuGEng.
(A)  One 5 Two

Panyl bl
(C) Three (D) Five

Gl 8HG!
Call book 1s preserved for years.
n seuenrll LFGCeu( SLETHSET U] LITGI&TEHSILIHSEDS.

3 B) 5
(C) 10 (D) 15

7 141/DD/22
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21. If any excess or deficiency in any article is discovered at the quarterly examination,
a statement in the form prescribed in
sreorar® ueld gGsayd Qurmer flswraGeur dawg @GampeaursGeur @ mLLg)
e Hlwli’ L med & ufigerssiiul Gerer Ugeugdled uligued surilss
Ceuar(Ld.

(A) Stationery Volume II Part I Appendix III

eraQummer penLapenp B Ggred II ugd I Ger @eamriiy 111
(B) Stationery Volume II Part I Appendix IV

arpg@urmer pevLperp Hrew Qsred I ugd 1 Ger @evenriiy IV

% Stationery Volume II Part I Appendix VII

ar(pgQurmer paLpep e Qsr@d I ugd 1 Gear Qeerriy VII
(D) Stationery Volume II Part I Appendix VIII

ergQummar perL_penp mie Gsred I ugd 1 Gar @everruy VIII

22.  Security deposit for Assistant store keeper

o gal uew s srourerfliib Qsrens eeuli Qgrevswns GupLLL
Geuetr(pb.
(A) Rs. 5,000 (B) Rs. 3,000

. 5,000 . 3,000
(C) Rs. 1,000 @] Rs. 2,000

. 1,000 . 2,000

23. form is used as index card.
Ligaulh <L auenan jl_enlwms LweruBssuubEDg.

(A) S.sty 15 (B) S.sty 35
(C) S.sty 45 )m’ S.sty 85

24.  Bulk stock register is maintained by
Qurgsrar @iy udCea e uymofliueud

Godown clerk (B) Stock clerk

L@ er(psHsT LIRTL & 6T(LpSST
(C) Warehouse keeper (D) Warehouse man

L@ STiurert L@ uenflwmen

141/DD/22 8
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25.

26.

27.

28.

Register of cheques received will be destroyed after the period prescribed
Qupriu@b srGsrmesaia eleuyb uHuiiuiGn UHGaE sresdln e
Gm@E SifsstLL b eaar UfpgamrssliuREng.
(A) 10 years (B) 15 years
10 e (h 6T 15 ypetr(H&eT
(C) 20 years /ﬁs 25 years
20 2,67 (H&eT 25 2,6 (h&er
Authorization for the purchase of special stationery articles may be obtained
without consulting the stationery department in the cases specified in
GysCusiorer QUL smar arpg@unmer gopulear sigiwdulen 6up @
SRESTTD QUPRISIUL (HETaTg).
% Annexure D (B) Annexure C
GQerr @enanria] D Getr @ewenriiLy C
(C) Annexure IV (D) Annexure A
Gerr @evewriin IV Qetr @ewemriiLy A
section receive the articles issued on various indents from the stock
section and pack them for being dispatched.
Gaameliul guelar  SigluemLudd apmsiun  Qurpramer  udr s 9flaldkha
Qubm QUL smer SeliLes Qeuw gumt Gewuyb ey
(A) Transport section Reeking section
Curs@aursg Gfley Auub s_Hb GDfley
(C) Dispatch section (D) Tappal section
Si@iliyens Gfley sume fley
form is used for register of all receipts of consignments in store.
Sasg uals  QumpLsetar  efleugrisdr UgeusHed  eure]
meudsIubHEemer.
(A) S.sty 74 (B) S.sty 75
)@5 S.sty 77 (D) S.sty 79
9 141/DD/22
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29.

30.

31.

32.

is allowed for variation between the quantity ordered and supplied in

purchase of above one ton but not exceeding 5 tons paper.
srdlg Qarearapsedled, eqm Lem erenL ulel(mbg Lhg L6T Tanl eueny 2 6TeT Bjemeiled ——

Coaumun(® sl gors SendHssUBEDg.

(A) 5 percent 7.5 percent
5 #5650 7.5 #z6igid

(C) 10 percent (D) 12.5 percent
10 sg6isd 12.5 sgelisd

The peruod of preservation of loose stock book
2 SIfl (Loose) @@muy udGau® ungsrssiiu Geuarigw smeb

(A) 30 years (B) 25 years

30 gyetr(H&eT 25 e (H&e6T
(C) 20 years yf 10 years

20 T (&6 10 oy ar(ha&er

effect reconcillation of book balances of stock in the ledger and the
stock book maintained in the stock section of stores every month.
9rd rsb uarLsl 9Neld @meEh QEmuy Usssmsedt wpmib LHGL gD o drer
fleyenas &ré@ efleurmaaner sflumiliug 9fley p@.

@muy eN&Eb wHmib Qe g Wfey
Indent section
Caaneuliuigwed Gflay

/( Posting and ledger section
(B)

(C) Procurement section
Qamarapsa Gfley
(D) Godown section

Hrig Gflay
for packing consignments and assisting stock clerks store keeper in
duties of routine nature.
Qumplsmar Cusdln Gelieug wWLHDID USTLSES ET(WPSST LOMD UMTLE &STUUTETT
SQUTEHERH&EE 2-gall Qetiueurr
(A) Clerk (B) Warehouse keeper
T(PSSIT L@ srourert
% Warehouse man (D) Assistant store keeper
S Lri@ venflwmeri 2 gail LGTL& STUumeT

141/DD/22 10



33.

34.

36.

37.

register is maintained for indent register.
LECau®, Csmealiulgud GO  uHesmar CumGamerer
LweTURSS U E DS
(A)  S.sty 52 M S.sty 53
(C) S.sty 54 (D) S.sty 55
Section comes under stores branch
Le& denerulen Spaumd Gflay
(A) Indent section (B) Typewiter section
Coameutiuiguied Gflay gl L s Qurhl Gfley
(C) Procurement section Correspondence section
Qamarapse Gfley &4 sHCgTLT Gfley
Period of preservation of stock book of stationery and forms
erpgQummer wHmId ugeud @Euy elleuy Lsssdms 21,687 (D& (&)
upmofés Ceuam@Hib.
(A) 3years (B) 5 years
3 <, 6tT(h &6 5 <oy, (h&eT
% 10 years (D) 25 years
10 <2y,e8r (h &eT 25 gyer(h&eT
Loose stock register is maintained by
2 A @iy ufHGeulen LgTLALLET
(A) Godown clerk M Stock clerk
ElLbiE TIPS BOUY TWss
(C) Warehouse keeper (D) Warehouse man
L@ sToumeri &g uenfilwmer
The annual stock verification shall commence on or as soon as possible after
el @ ey efumriy Sy ddwg 3sHG YGne elereid
Qg TL_rai&gLb.
M 1st April (B) 1st January
1eugl erLiyed 1eug) gsmurﬂ
(C)  1st July (D) 1st October
leugl ggOene 1eug 2&CLmUT
11 141/DD/22
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38. form is used to register for clothing indents.
gL GNss Csmeuiulgwe efeughsar ufe] Geiw LIlg.GULD
LweTUSsLLHE g
S.sty 48 (B) S.sty 54
(C) S.sty 53 (D) S.sty 47
39. is the final authority for the settlement of tender.
@uubBsD Sre) euwuiu@eauded @md sfasrybd e amLweui
(A) Government Controller of stationery and printing
S|T& Gr(PEELIN(RET Glevm &L BT LTaT
(C) Deputy Director (D) General Manager
ST @) U1 GBI Qumgy Gevmerit

40.  The period of preservation of procurement register

Qamarpged efNeurriugGeu® <% (H&EH&HE Ungiaméaiiul L Geue(hib.
% b years (B) 10 years
5 2,6 (h&eT 10 e (H&eT
(C) 15 years (D) 20 years
15 e (ha&er 20 e (ha&er

41.  Authorities empowered to write off irrecoverable value of stationery articles lost or
damaged is listed in

QsrevebgCurar  wag GCsgwarps Hubu  Cup Quers

arpgQunml saflar wHlmu ser@Epuy Qeuub Hamrd eflssliuL iQeuatseer

L g Wed 2 6Terg).

(A) Annexure A (B) Annexure C
Ger @evwemriiny A Qeir @enawriiy C

% Annexure E (D) Annexure G
Qe @ewanriiy E Geir @avemrii G

42.  This form is used to keep accounts of stationery articles
augCunmlsalar  savs@  GNss  Meurhserer  udlefll. @B Lgeud

LweTU(H&s L& DS .

(A) CF-300 CF-345
&6l - 300 &.erly - 345

(C) CF-342 (D) CF-353
f.erly - 342 H.erty - 353

141/DD/22 12



43.

44.

45.

46.

Procurement section shall prepare a list of articles to be imported from abroad and
submit it to government by of each year preceding that for which

stores are required.
Qsrerapsd GMNe QeualpriiqadlBhg @néEeGnd GQeiun Qummlsaflear LLiguid gum

Qeuig) @eiCeum(m ETHID BHT&EE &@&er #irlss Geuar(HLb.
(A) 15th January (B) 15th April

156ug) gyenau i 156ug erLIred
)py 15th September (D) 15th December

156ug) Gl _buf 1568 gL

form is used for direct delivery solip.
Crrg MHCuTs SLR&E LwaruRSSUIUBD Uigeud

(A)  S.sty 75 /B{ S.sty 74

(C) S.sty 70 (D) S.sty 77
Pay bills are preserved for years.
oerdl Wi Iq UIGO&ET S rH&er eueny CuarTLILBE D).

/@( 45 B) 30

45 30
C) 25 (D) Permanent

25 i)
In the stationery office manual volume II part I contains the
instruction for packing and transportation of typewriters.
ors  auaQurmer  paLgpap pre  Qsred I usd 1 )
o areroifa|rsaianuy sl LFe Qurhlaer &g SeyuluREDg).
(A) Appendix II (B) Appendix IV

WnCeréens 11 GhCersena IV

Appendix VI (D) Appendix I

G Geigens VI GpCeréens 1

13 141/DD/22
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47.  Annual indents for stationery shall be prepared in

erpg QUL safler gpam® Coemeuliuiliguid Ligeusdler CargriuBEmg.
(A) C.F.-341 C.F.-342

fl.etly - 341 fletl - 342
(C) C.F.-343 (D) C.F.-347

&.ery - 343 &6ty - 347

48.  Stationery office branch comprises one of the following section
aaQuTmeT dgeues Haerdar Epairmd e Wiley

(A) Typewriter Machainc Section (B) Transport Section
gl L& Qumd ugmofuy Gfley Cuné@eursg Gfay
(C) Posting and ledger Section Procurement Section
Gumevigm wHmD QL gt Gfley Qamerapge Gfey
49. is used for ledger of daily receipt and issues.

Harefl  aruQupid  wHDL  EPESHGUDID QurepLser Qariiurer  Lga|ser
Cuh@arerariiL@D Ligelb

/ S.sty 1 (B) S.sty3

(C) S.styd (D) S.sty 7
50. Stamp account regiser is preserved for years.
<iEhee aflvene LG e ser auey LngsnssuuL. Geuar(klb.
3 B) 5
(€ 10 (D) 25
51. section receive stock and issue articles of stationery received in bulk.
Qurssions ae@uIELamar ubm GEUY Maiss aupri@d ¥fley
(A) Indent Section (B) Transport Section
Ggameuiuiguied Gfley Gurs@aursg Yfley
(C)  Procurement Section Godown Section
Qamarpge Gfley &L Gflay

141/DD/22 14



52. Indent for drawing paper and materials should be used.
sifgsd wHmbd GQurmlseiiar GCgeeuliuiguie ugeugdler Gamglu
Gouair(Hb.

C.F. - 342 (a) (B) C.F.-342 (b)

&.er1 - 342 (a) .oty - 342 (b)
(C) C.F.-343(a) (D) C.F.-343 (b)

.ot - 343 (a) &y - 343 (b)

53.  For small Indents containing fewer items ————— should be used.

APl sereferanr QummLseier Caeneuliuliguied ugeusHer GCamrliui
Cauar(RLb.
(A) C.F.-342(a) 27 CF.-342 (b)
&.er) - 342 (a) ety - 342 (b)
(C) C.F.-343(a) (D) C.F.-343 (b)
et - 343 (a) ety - 343 (b)

54. To keep away white ants from destroying the stores ———— is sprayed.
HLmdled saurense HPLLSHE LweTuRSsLILBE D).

(A) T.D.T B DD
(C) T.T.D. D) D.T.D

55. Godown voucher book is preserved for ——— years.

L Qewea) SO Lsssb < arhiser euany CuanTiLRE DS
A) 3 B) 5

)9( 10 M) 25

56. Proper maintenance of duplicators are done as per the instructions in stationery ----

ors  asurmer peLgpop Hrelled uguuEpsd GQurhl ———————@ 2 .drer
efeurtiug ugToflgsliu@Eng.
y Para No.79 of som vol I (B) Para No.89 of som vol |
Lgdl erar. 79 som vol I ugd ereior. 89 som vol I
(C) Para No.59 of som vol I (D) Para No.69 of Sam vol I
Lgd eragr. 59 som vol I ugsl erewr. 69 som vol I

15 141/DD/22
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57. The director of stationery and printing has power to write off irrecoverable value of
stationery articles lost or damaged upto a limit of

wduueredne, Bles @Queorg Csgwmear as@uUTBL s SETEHUIG

Qewiugb famybd erpgQUTHET DFaSHMD QUSSHHES Aefssl Ll (Hdrarg.

Rs.300 (B) Rs.400
(5. 300 (. 400

(C)  Rs.500 (D) Rs.1,000
@h. 500 @h. 1,000

58. ———— form is used for challan book.
Uigelld 788 Lssshsmer GMés LwaTURSSUILREDS.

S.sty 5 (B) S.sty 10

(C) S.sty 15 (D) S.sty 25

59. Review of balance register should be submitted to Assistant controller before
each month.

vers B4 LHCeulen sflunigg geubeunp I Cadlé@er 2 gail
sL_HLIUTL L TaT(hé@ Foiii96s CeuarHib.
A 5 ®) 150
5 :%QJ@] 18 %@Jgj
10th (D) 1st
10 e 1 paig)
60. Lorry Log book is preserved for ———— years.
el sarrdléd @HUGLE @ H&6T cuany GuentiLIhEDg.
o0 ®) 5
(C) 10 (D) 20
61. Para No ———— SOM vol I refers to the powers of controller of stationery and
printing regarding amendments of the stationery manual.
LGS eTem. SOM vol I-& erpg@urmer eaGuiligd Emsshser e

SLOUUTLH  gueuer  er(pFEuUmmE  WwHDID  HNEEH  SEUTEEHEEG AL H
euLprIs LI (HETeTgy).

(A) 105 (B) 100
)9! 110 (D) 115

141/DD/22 16
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62. Forecast of extra ordinary demand by indenting officer should be intimated to
directorate of stationery and printing by the
emaEE  odsorer wanduldp ulgueda Gemml GCgemeuliuliquisd BgIeIRsid
&@&ET (& AUTHET SigeuessdnE@ DgMeilss GCaimEib.

(A) 1stof April (B) 1stof January
guiged 110 Cadl sanaufl 11 Ggd

(C)  1st of August % 1st of December
&a[H 1 GCad ggour 10 GCgdl

63. Contents slips are prepared by packers in

2 dreTL&s58_(H CuUiLigeTmed ugsefled swurfésiuBEng.
(A) Quadruplicate Triplicate
UG gLpeT
(C) Duplicate (D) Single
AbEC] el
64.  Security amount for the post of store keeper is referred in ———— of madras

financial code volume I.
vans sriurerfler emeliusQsras sBPETH HH OHs6sm1GLY -ar
afHufed @M Liul HéeTerg).

(A) Article 276 (B) Article 277
eld 276 chilfl 277

(C) Article 278 Article 279
egl 278 alilgl 279

65.  Period of preservation of balance register

@ wriyy ugGauaamen eueny Lgmoflés Geuem@HIib.
3 years (B) b5 years
3 9,687 (H\&ET 5 3,er(h&eT
(C) 10 years (D) 25 years
10 et (haser 25 <2601 (H&ET
17 ’ 141/DD/22
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66.

68.

69.

70.

67.

In stationry office manwal ————— contains a list of articles which are not
consumed by use and may normally expected to last for an indefinite period.
2UT& T(PHCUMHET BenL(pep Hreded 2 LCUTSLLRSSILLTES QuUTHL & S BT &eT
LwetuRSs Guiens QUITBLSET erern  S@HSLIUH LM &p udley
Qeviwuiue. Geuasr(RLb.
(A) Appendix IT (B) Appendix III
Qeir @enamriiy 11 Getr @enewriiy 111
(C) Appendix IV Appendix V
Gerr @anawriiy IV et @enemriay V
is used for office note for supply of new typewriters.
udw slLss Qurlaemer epri@GeughHarar sgeiws @GHUEDsTs Lweru@Ssru@D
Llg-6uLD
(A) S.sty 15 /B‘f S.sty 25
(C) S.sty 35 (D) S.styb
Correspondence relating to periodical auction of unserviceable stores is attended by
LU g Lwerhn U s Qurmlaamer gagsdd Sie Qeiiu sgsb Aped Bl 6y &Heans
T H&EGL Wilay
(A) Establishment section (B) Indent section
venflwenoriyy Nfley Casamauliuiligwied G9flay
Procurement section (D) Transport section
Qamerpsed Gfley Curé@eaursg Wiley
Maintenance of stamp account is the duty of ————— section.
cldveney semrd@, LgToM&EED Whay
(A)  Account (B) Indent
sewé@ Gfley Casemeuliuiigwied Gfley
’W Fair copying (D) Procurement
gruQrd HmssiGiley Qararpsed Gfay
The period of preservation of periodical register book is

srewpean LHGCau® urgsrssiuL. Ceouarqul sTed

(A) 3years (B) b5 years
3 &8 (H&eT 5 2,687 (H&ET
10 years (D) Permanent
10 & &6 3D1LED
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71,

73.

74.

Stock verification officer makes entry in the stock book with ——— ink.
Uy sflumriy  Sigeuer @@UY LUssssdld awulerme Lo ser
Qeuieumr.

Red (B) Blue

Seuliy Beotd
(C) Black (D) Green

&(HLL u&ens
The records shall be destroyed after the periods prescribed in ——— of Madras
financial code volume I.
warTen HHSCAsTEIY 6Hd QarEd I & @GOG HETETLIG ),6ERThIGE6T
2 P&sLL Ceuamiquismeld Lfbgemyasiul HeTeng).

Article 326 (B) Article 319

ofildl 326 elld 319
(C) Article 324 (D) Article 320

ol 324 ailgl 320

The initial supply of typewriter for use in any public office (either existing or newly
created) requires the sanction of

Lg  odeg  peoLepuigder Qurg  SifE  JQesSEDEG YUbu  SLLES
QUL &EUSM (& 1 @enFe] SjeufluinmELb.

(A) Collectorate
2SI DIEILSLD

(B) Head of the department
GIMMESHE LT

(C) Controller of stationery and printing
T(PBQUTHET (10) DFHFSFIMD & BT TeTT

Government
S| [T

Day book reconciliation shall be done
BIeT Lgssd eflumiés Geuamgu smeb

(A) Weekly Monthly
eumymH& ybd TS THE LD
(C) Quarterly (D) Yearly'
sTOIET(HSE RHIPDD PETLHE RHAPE®D
19 141/DD/22
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75.  Period of preservation of cash book

UeTlLgssh  (uewr eufe| Gewey @GOlLGUE®) QUENT  LITEISTEHS LI
Ceuar(HILb.
(A) b5 years (B) 10 years
5 2,687 (H&eT 10 <y,607(H&eT
)Qf 25 years (D) Permanent
25 2,6 (h HeiT Blybgyn

76.  Price list of stationary article shall be prepared by the
ar(aQummLsaflear efleaiiul yueme surfliug

Accounts section (B) Procurement section
sand@ 19fey Qamarpge Gfley

(C) Store section (D) Indent section
g 9fay Caameuiuiquied Gfay

77.  Date of submission of the report of the stock verification officer to Government

Qmuy  sflumiiy sgeuofdar  bléms Codls@er  1&56E
swomib&sstuL. Ceuar(@ib.
(A) 1st January (B) 1st April
1eug garaui] 16ugl erLiyed
(C) 1stJuly /M 1st August
1eug gOame 16ug &6

78.  Whose sanction is necessary for the first supply of Cyclostyle (Flat Duplicators)?
LgtQumisd (Cyclostyle — Flat Duplicators) @pged wep GupeughH@ wmhenw
2aindl Qupiue. Geuar@Bibd

(A) Head of the department
SN MEHSHE U

Government
A&

(C)  Controller of stationary and printing
T(WPGQUT(RET (10) SHF&SGI®D SL(HILILITLLTETT
(D) General Manager
Qumrg Guemeri
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79.

80.

81.

82.

83.

In the paper stock book papers are accounted in ——— of 500 sheets.
srflgmser @@y uHCail e 500 grerser & meT 95 STHSHIGET
&HanTdh @, emeusslLBE D).
(A) Packets /E‘{eams
@uml_Levb ffib
(C)  Quire (D) Reels
@i ffeb (&1dlg 2 (maneraer)
The period of preservation of indent registor
Caemeutiuiqgwed LHCau@® urmoMssiiue. GCeuaiig.ul &TeLb
(A) 3years (B) 5 years
3 o6 (H &6 5 24,607 (H\&eT
% 10 years (D) 25 years
10 oy a@r(hser 25 2,68 (H&eT
All consignment received in the store should be opened by the store keeper and the
contents verified and promptly brought to account under proper authority within
days of receipt of consignments.
QuUPULELD masg srsGsmeanb, uarLs asruumert sflurigg Gummer GupLLLL
Brefledl (mbg) HaisEps@er semsdld QUL meuss GeudmHib.
@A) b5 (B) 10
) 3 )’30
The period of annual stock verification of stationery stores
<78 (WEAUTmHET Sigeuassdd CuoplstareTiiuBb ar® Quy sfumiliy sreb
% Six weeks (B) Four weeks
M) GUITITRIGET [BITGIT(S GUTIMhI&ET
(C) Two weeks (D) Ten weeks
@\ yeiT(h GUTTHISET UGG GUTIhISET
Supplementary indents should be made in

gaand Camaeuiuliquid eriiugeuddld CampuuL Geuar(ib

(A) C.F.-344 C.F.-343
(C) C.F.-342 (D) C.F.-341

21 141/DD/22
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84.

86.

87.

An advance amount not exceeding ———— may be sanctioned for the purchases of
typewriter, subject to the general principles and conditions laid down in article 227
of Madras financial code.
sl L&s Qur eunii@eugh@ (peTUaTSbgsTensHWLITE wgrmev HHEEFHTELY
d . 2276 oefldsuulL Qurg Garatesser wHmb AsERsE 2L Ul
GULPMIGEVLD.
(A) Rs. 200 (B) Rs. 300

¢, 200 em. 300

Rs. 400 (D) Rs. 500

e, 400 eh. 500
Period of preservation of furniture stock book is
rgemorerser @y uHGau@ gparhaar urmofésiiuL. CeuamHib.
(A) 10 years (B) 20 years

10 &}, (h et 20 24,6007 (h el
(C) 30 years Permanent

30 gy, &er BybSTd

form is used for bulk stock.
Ligeud, Qurgsworer @ U uHGeul iyh@ LweaTuRESILOEDS.
(A) S.sty 68 '@9’ S.sty 78
(C) S.sty 66 (D) S.sty 76
The officers of the —————— are not required to send annual indents to the stationary
department.
LTS Coamaeuiul iquame er(pgIQUTHET Giamed@ ey Geueaigw
Seuflwib @eene.
/ Revenue Department (B) Medical Department

GU(HEU LSS L(BSSIUSSID
(C)  dJudicial Department (D) Public Works Department

Bdsgiemm QurgLiueniggemm
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| 88. 1s empowered to examine stock books of indenting offices.
Coanauli’iguied eI dgeuasnsal Ombg @@muLy uHCasmear QuHm B uia,
Qewiyb 2 Mend GQuUbHD SIeueT

Gumg Guevmer

(B)  dJoint Director
G enent @uIG@HHT
(C) Deputy Director
glenent @WIG@HBT
ﬂ Controller of Stationery and Printing
T(PFHQUTHET (1D) DEFHSHIMD S (HLILITLL_merTT

(A) General Manager

89. 1s used for register of outgoing consignments.
ugeud Geuell§Qadand uears QurmlsEpssrar ufle] Lssss8d
vwerudsiLGEng.
(A) S.sty 34 (B) S.sty 44
S.sty 54 (D) S.sty 64

90. The period of preservation of Attendance register is

aumana L Geu BT EEHE@ LUMgaTéEsIUL Geuam(Hb.
/5 3 ®) 5
(€ 10 (D) 25

91.  The books relating to bulk stores are maintained by

Qurggors @iy o der erpgummea @&hss LSHGebser S| QIGURTTED
ugmofléstiuGEng.
(A) Store keeper (B) Assistant store keeper
LIGRTL.& &TLILIMeTT 2 goil LT & sTUUTeTT
Godown clerk (D) Superintendent
SL_kig (PSS & 65T 85 mewf LI LI e T
92.  Store keeper verifies of stores once in quarter.
STEOTEHT (&S (HIPEOD @ mriyseiier SLmig sruurert gflumrium.
| (A) 5% (B) 10%
)ZY 25% D) 50%
23 141/DD/22
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93. register 1s used for acknowledgement of receipt of challan.
udle) Ussad, 188 LUssssdlen @liLamsssTs Lweau(hSsliuBEng.
(A) S.sty 40 (B) S.sty 30
(C) S.sty 20 )?I S.sty 10
94.  Instruction in the Stationery Office Manual Para No. should be

observed when passing indents.
Coameuliuliguie Sgndssiu@b Hlapedld, erpFEUTHET DQIEUDE HENL (LPED [HI6,

usS  eram. @ Gafellssiuc Heater oidlejmramear seuarddler Gamerer
Ceuair(Hib.

@A) 122 }5( 132

(C) 142 (D) 152

95.  Period of preservation of D.C.B. register is -

D.C.B. udlCGau(® aleny upmofésiiue. Gaue@b
(A) 25 years /ﬂ( 10 years
25 268 (H&eT 10 yer(hiseT
(C) bHyears (D) 3years
5 2,687 (H\&eT 3 e (H&eT
96. While supplying Typewriters a departmental charge of should be

levied of the value of the Typewriters including the sales tax paid to the companies.
sl Lés Qumfl eupm@d Curg slLés Qumdl wdiy oppd Hneagde afpuamer

cuflujenm Cargg) glenp sl Lawwors eufludiur. Geuar(ib.
(A) 3% /tf 5%
(C) 10% (D) 15%

97.  Papers are examined by a committee as per the instructions in Stationery Manual
Para No.
r(Wg@uTheT, BepL(pen [HID LSS erer. & Gsflelssiiul (Herer
aleugisaianig @ srdsnsmer e Qewdng.

A) 120 @y 128

(C) 148 (D) 132

141/DD/22 24



I

98.

99.

100.

Store keeper submits report to the Controller on the of every month
regarding consignments received.

verL s sroumert  Ggd  wIsb Codlé@er erpg@ummer  &r&@seT
j?'Jui‘_l_ efeursflenar sl QULTL[H SADIIDHEE DADE@HLITE sL0MINES CauamBib.

5th and 20th (B) 1stand 15th

56U HmIb 206ug) leugl LDLT)Q]LD 156ug)
(C) 10tk (D) within a week

106ug) @ eurrsEh@er

Store keeper furnishes a security deposit of Rs.
LIGRTL & &TLUILITETT e, Qgrevswiemer Genemru eeulis Clgraswns

Cegss Ceuer(pib.
/ 5000 (B) 2000
(C) 1000 (D) 500

Controller of stationery and printing has the powers to amend stationery manual
are issued once a year, and are got printed on

(g @UTmET peLperp Hredled Hmssrsdm Gl s fanyb QupmETeT 6T(pgIGlLTHaET
LpPId  SFESHD SLEUUILH Qe R@EHES ROBUPDD EIGEE Q&u‘.ngj/~

SEFS LU BreT

(A) 1st January /4 1st May
Gw 1

spamauifl 1
(C) 1st April (D) 15t August
erliged 1 s 1
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