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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
QETeT@M euend eesTmd e

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

AemésErs@ Nl welbss ASTLRIGD (P61 BDESEIL. e enysHemend
HEUGTLOMGL Llg &&6LD.

1. This computer based Test contains 40 number of questions in objective
Type.
Qbs5s seef aufls Coiourang), 40 QAsma@M aumsuleonar aNeTTdHaemend
QIS T6TOTL_ ).

2. Answer all questions. Each question carries one mark
QmHS NMMTESER&GL  aNoLwallésald @aQaurm olamean
WSHUIQLIGTT 2 6mLWIg).

3 In case of doubt, English version is the Final.
alleomésenied FHCHHL QU gyhH eugeldd QABTHESSBLILL BeTen
NereaGear @mISImers).

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

Qg elemssefld @b QuOmisTer guem LTeSlens seuilsr QUMM S 60 & &afled
Comalliligetr, SLMIGCHMHU  Queilr  uTeSsad g eurflett QU & 6058 (EHLD
SILMIGLD.

5. Before answering the questions in CBT, candidates should read the following
instructions displayed in the monitor:
S 6TUTGOILILIG M T&H6NT  SHeveNenf) s Caialme eolNoLwelsssd QsTLRIGL
Werr  saMailuNsdr  Hoguled CHTETMID  MEUDISHMET  HEUTLOTSHLI
Llg &&6LD.

a) One question will be displayed on the screen at a time.
@Gy ChrsHed s@p aleim LLHCWL saaNs Heoruied GamesTm)Ld.

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



month is required to review the office order book for rejection of
unwanted orders -

NICUDE QMG (PSETEOLD LiSSHEHSE e LOTEHISEREE Hpan Lflfumen
Qai1g) Cameuioans 2 ssranel Bad el Geauam(Hib

A 3 e

(Cy 9 D) 12

Call book register maintained by the
om seuafliy uHCeu® @eurg LTTLALIGED Qmés GeuemHib.

(A) Record clerk (B) Section clerk
Lleuenn eT(LPSHET Gfley er(pSSIT

(C)  Section officer ' /Despatch clerk
9y seneeur T sUIne eSS

What is the period of destruction personal register?
geLHCouh eTdsmen e EHsHE GemeanT Difl&sLLEHD?

(A) After one year (B) After two years
P e () Qe O ser

(C) After three years /) After five years
gpenml <hesr(HeseT eibS <2 EET

How many days and which day the woman government servants avail permission in
a month?

27F SQeshsaile Cuear oigs aQuim @@ WLISSENEG TES®E BTG 6Ths
flpesafler FToGWOME aUFETLD?

(A) Any two days (B) Tuesday
gsreug) @rewr(h HrL&er Glacusumi &lpenio
(C) Any three days yg Three Friday
TEHTEUS ALPEITM) BITL SHET epenn Qeuaraflgdlpenio
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The period required to maintain consolidated periodical register
eadoanhs sroupan UGG udampuie LyTofés Galayw &Te 6T,

(A) 5 years (B)
8D1h &) G (LBl &

(C) 3years
ELPEIT) G (THL_IRIGEIT

10 years
LIS 6u(HL_hI&ET

Permanent

DL

If the current files are produced in the Court, the following only to be sent to Court
BHemmiisEnée Camliysmarn gl Gug Spaam_eaipep LB ig@iiiu CaiarHid.

current file only (B)
LUy Gamay

(C) current file and note file (D)
B Hmid @Ml Gemiy

note file only

@My Gamiy

copy of current file

Uit Camiy p&e L (Hb

If any disposal file is taken from Record room, how much time to be taken for

returning file

WPlga)Hm Gl Eamar LfeuempulelBhg THESILILLTD MO GTHSEE LDNHHEISEhEEHET

(b linenL &8s Geuarr(HiLd.
(A) one month (B)
6(H LDTHLD
”  three month (D)

ELPEOTM) LOMEGMBIGHET

two month

@) yeBsT(h LG mIgeET
six month

M| DTS MIGET

Who is the responsible authority of the premature disposal?
apdlrm apiley QaTREs LT LTEgé Camdrer Geueiaw GUTMILIL] DAQIEIQT LITT?

% Section officer (B)
9fley seneveurm
(C) Fair copy superintend (D)

&&5S HEH6 & GO0TE: TewT| LI LTI

118/DD/22 4

Record clerk

udleuenm er(pdHSIT

None of the above
Beusaflé wrHdlme




. @

g, Important orders should be kept in
adle WpEHw emanasd maugg UrmoflésiiuL. Gaem@in?

(A) record room W stock file
Ldleuanm @y s(H
(C) separate almirah (D) none
geafl ewmfludie eTgIe Ll LENEV

10.  Registered post register should be maintained by whom
udeas sured udCeu® wrymed uymoflssiiuL Geuar(HLb.

(A) typist “3) section officer
&L _&&T W6y genavaur
% despatch clerk (D) Record clerk
SIG@ILIL|ENG GT(LPSSIT udleuenm (&SI

11.  The consolidated periodical register 1s

@(rEdananhs sropenn LSGeu[H ererig)

(A) To be maintained by Assistant /Junior Assistant separately
eeuQaun(m eTWSS(HLD g B (hEm&sEE selwns Lgmoflés Ceuag.u uslGaul

ﬁ{ To be maintained as a single register for the entire office

SANIUDSLD (P(PaL&EGLD LFToflds Ceuerigwl b LG G

(C) (A)and (B)
A) oppib (B)

(D)  None of the above
AEARIIN kY

12.  The method of partition of a office to distribute the work pattern is called by
SiQeinssms Lo Wfeysears 9NGs uamilsmar CLHOSTETEHD GG pepuller QL

GTEUTEHT ?

(A) Roman No. system % Tuttenham system
GrrImDetT GTEmT (LPEwm i LT L emammid (Lpenm

(C) Loose leaf system (D) None of the above
SETTEUSHSTET (LPEnD @eunmieT ggidlevene

5 118/DD/22
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E .

16.

16.

What is the time limit for destroying distribution register?
udlionear LECauB eTEBMman (D& Eh&ES Wenan &léelL(HID?

(A) 10 years (B) 3years
10 <y emr(haer 3 opeur(h&er
% b years (D) none of the above
5 oy er(Hser @ aeusafle ergie|bliene

The correction slip should be pasted from which of the days from it received
Hmssé 8 HEsd AQaissda daLsal Qubn Spssar SamsEnd@er FbubgsIULL
L&5855 0 el L UL Geuamr(hib

5 B 7

(A)
y; 3 D) 2

K.dis 2411/17 dt: 4.10.17 closed file should be destroyed in the year
op.p.2411/17 wrer 4.10.17 @pigeys Caminlanar SifldaliuL Gouamrigut (b 6rg)?

(A) 2020 #2021
(©) 2022 D) 2023

The Junior Asst./Asst. should have entered the following details in the reminder
diary?

Hevenap (B pri@hiGul e Gerhlae o gaflwrart / 2 geflwment Spssar eNLfmRGHeEerT
GO eweugd (mées Geue(Hid

(A) Only the file numbers in which reminders to be sent

Blenasra, (B igiliL Geuariqus GamiL| eTemser L (Hid

(B) Only the date on which reminder sent
Hlenaapl (B Diemiw preT L (Hib
S Wand (®)
(A) womib (B) @euslyam(Hid
(D)  Only the details of reminders
Blenarapl(H eueyesefler eflLipmigar L (HLD

118/DD/22 6



.

18.

19.

20.

How many restricted holidays can be given to a Government servant?
ors  ueflumerT @meumeE <peTiqHE THS®ET BHIET GUETUMIGSILLL el penm
SieflgaluEm

(A) Two % Three

@re(p epeny
(C) Four (D) Five
BITeHI(S, BhSI

The blue fly leaf should be kept in which of the following files
Bablp SiaL genm erbs Camiiden seameild emeuds GouemBHid?

(A) note file ,W current file
GMLiys Gamiy - By Gamly
(C) closed file (D) stockfile
Wpige)d Camiy @ mLliys Gami
The Language for the notes and drafts are mentioned in chapter of

district office manual
aimrasailgid, Giluymrsailgb Lwau@ss Ceaamqw Gwml peoL @hlss elflere
DG DIEET DIYIEUDE HEL(LPanD BIES6T 6ThG ASHLIMLIGS D SiL_ridlujareng).

A) VII (B) VIII
©) IX % X

In the running note file of personal register the noted things by the officer should be
answered before hours

sar LHGau® saflsamauder Cung Qsmi gilliug Carlibe awpsiu@ib GHLLSEHEE Ldled
wenfll Crrsde or(pd ameuds Geuam(Hib.

(A) 3 hours (B) 12 hours
3 nemwfl 12 wewfl
(C) 24 hours M 48 hours
24 1pewf] 48 1oewfl
7 118/DD/22
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21.  Faircopy register maintained by
giw paed LS Geuligenerr LFTfHg) euhHLIGT
(A) Junior Assistant (B) Record Clerk
@erhlene 2 geflwimeri udleuanm er(p&Si
% Steno/Typist (D) Assistant
UL Fal [ sHEQS(SSIT 2 gelwimerT
22. Registers which are considered as best friend of Asst/JA?
o gedwnerii /| @erhlene 2 gelwrarfien Apps pamuiisearts sHSILED LEGCauBEE
(A) Seniority register
wpgiblensy UL iguwisd LFGeu®
(B) Copy application Register, faircopy register
Ly eQesresr i uHGeu(®), s pae L Geu(®
wa Stock file, PR
Hleve aments QsmELiLy, e L Geu®
(D) None of the above
ergledlereney
1
23.  While maintaining the record issue Register in Form XIV, the list of pending not
returned files, should be prepared for the below period on the first day of every
month?
udleys s_(Hesamer cuphiGd UEGa(H Ligeubd XIV e Lig ugmoflsg eumd Hleneoulied, aupmoed
Bméeh uHCamad | Camliysdr LpH paCanm dhuselarn e HrEBD Spaar_ srew
} SlaTays@e Hleyeneu Ll iguid umi dediu GeueaHib.
(A) six months (B) two months
<2pM) LOMGBISET @ yetr(H LMSmISET
( three months (D) none of the above
ELPEIT) LDMTG MBI SET Gamsugafler ergieblcrene
118/DD/22 8



24,

26.

27,

The cheque which has been received with letter should be mentioned in which
Column of distribution register
sy smsEpLe Qupiu@n srCemma GhHlss elugmsamer udioreans uHGauliger ebHs
ssHl0 @HUdLtur Geuar(ib.

(A) Column 2 (B) Column 3
H6ULD 2 SeULD S

(C) Column 4 % none of the above
el 4 @eundled ergIdlvena

The running note file of personal register should be handed over in which month of
the year to record room

ger LS Ceul_iqem (peim gar(h Qgmit @My uHGeul igenear (H&S <,6Tiq.60 6TThs BHIT(EhH&EE
udleuenpuiled gpliLienL s GeuaT(HILb.

(A) April1b (B) dJanuary 15
eriuged 15 spevreurfl 15

(C) March 15 % None of the above
g 15 @eunmlev ergidleaney

As soon as a draft has been approved the clerk dealing with the file will send the
approved office copy to the following section

@(H eueyey UL Celwliul L el er QT enLul aT(PSET UILIGH Dafldslil L g
pasdlaner Spssanr 19flelHE eyiu CeuasriHin?

(A) Despatch section (B) Head of department
SigiliLjens fley SN SEENLD
M Faircopy section (D) None of the above
&&% Bae Aflay G aaiseafler ergafldena

What is the time limit for destroying faircopy register?
&&5HE0 LEGCaU®H eTESMET 26T (Ha(EhEE Lea sLfléaLIL(HLb?

(A) 10 years M 3 years

10 oy ar(h &6 S oy ar(Haser
(C) T7years (D) none of the above
7 < er(HsEr @ ameusafle ergiafldane
9 118/DD/22
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28.

29.

30.

The purpose of office note should be as below in taking action?
@My Camiiler Curésid pLaugbms a@ss Caamngw elewgde Spsaar aurm @) més

GauasT(HLD.

M The matter should be reported clearly and shortly

Qe samer Qgefleurgeyb, Hmeswnsealb Cgfefléss Coidm(Hibd

(B) The matter should be reported by explaining in detail
Qelaamer eflfleuns efleradl Cgflefss Gouamm(Hib.

(C) Both
@ emaiulyesr(hHid
(D) None of the above
@ emeusafler ergieblerena

The dates of reopening of files entered in call book after six months are

om sewalliy udCaliged e GelwtiulL. Gariy »¥m e sTGHNE Yer ebhs
LISSHE BLalydms eT(hés Cauam(BGuor Sibs wrssdd Spasar. Codlaaild pLaigsms
T (H&SLLLLSTS er(psLiLIL. Geuar(HLd.

A) 5,20 (B) 5,25

(C) 10,30 )Ja! 10,25

The Periodical report should be sent in the following date if the due date comes in
holiday?

SPeiws Hpen BIlsed sroupan SPlsms @il Ceauatmgw BTl serms @QHbsTe,
DiBG STIPED | DGeeni

(A) Next working day
9(H&s Couamnaer prafléy ittt Geuer(Hd

’M Previous working day

wender Couaned prafled gt Geuer(hibd
(C) Same day of it is holiday also
el penm mremms @ Likbaid Gg preafled
(D) Along with next report
e Ceuam®b H&H Sidsmsu| e GCorgg iy id GCauamBid

118/DD/22 10



31.

32.

33.

34.

colour ink is used to numbering both side of the pages in current file
LS CarliQer srarsafler @ @muéssnseaflgib e ewulanme erarr @)L Goua(HiLb.
(A)  blue (B) black
Heotd &(HLILY
& red D) violet
louliy DG IT
The note file should be while sending to Board/Govt. and it should be
while sending to courts
Cemiysamer aunflugssEGen, oirasGsr vgiiyn Curg Giilius Garliyseamer (note file)
b BHweamisaiies somi9ss Cophllimd @hllysmean LD
gL Geuart(HiLd.
(A) Removed, Enclosed ’g( Enclosed, Removed
BaEEuyb, @) enemrdg)id B eanégb, Badlujib
(C) Removed, Removed (D) Enclosed, Enclosed
Bédluym, Hésluyb B enem g, G)enentdgib
The date of action took by the seat clerk should be mentioned in of
~ the personal register
| GET UG 1g.6 eTHS ERSHD TWSST BL Al EES a[Rss prafiemer GHILAL Gouam@ib.
(A) Column 3 /@/ Column 5
Smeuid S &meld 5
(C) Column 6 (D) Column 7
&meuLd 6 &meud 7
The files which are pending more than three months should be registered in which
of the following
epen LEREEEEE Cod Hameauid oder Cariysamer epg UHCaghe Garar
Qaemm LS Geuamm(@Bib.
/ Brought forward register (B) Periodical register
aperr Qamewmrt LI Geu(H srepann LHGau(h
(C) Record issue register (D) None of the above
D, EUERTHRIGET GULPMIEGLD LI Geu(h @eummled ergIdlevaned
11 118/DD/22
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35.  Attendance register should be maintained by
aumanssL LS Ceu® wirmen_w Qummndéd @ més Geuamr(HLb.
(A) Seat clerk Section officer
B (mEes eT(HSSIT Dfley seneveurm
(C) Thabal clerk (D) Record clerk
ST GT(LPHSIT udleuenm TSI
36. The attendance register should be closed after the office time
‘ sl LHCau® sigeuns Crrsdne adsamen FIOlL migeEnée Yerar epL it Gauam(Hibd
‘ % 10 minutes (B) 15 minutes
| 10 B s 15 BIdl_ruser
(C) 20 minutes (D) 30 minutes
20 HILOlL_rhiger 30 HlflL_miger
37. R.Dis file should be reconsidered and destroyed after years
Blupsy pyeld Camiyser ETHEEHESG UG APIUSDHEG Y 2UIe
Qe Gauair(Lb.
(A) 25 years “30 years
25 e (haer 30 =y, 6t01(haer
(C) 35 years (D) 40 years
35 y,emr(haer 40 <y er(hser
38. (a) No periodical be entered n personal register
(b) It can be index
Which statement is correct?
(=1) sropann iHsmaser serudGeu g uduibsL g
(<) A6 L euanamrudll_eomid
6rihgl da MMl Ffluimeg)?
(A) Both (a) and (b) (a) only
(1) wpmid (<) (1) i Bd
(C) (b) only (D) None (both are incorrect)
(<) LB (1) wpmib (<) GueTGLo seun)
118/DD/22 12
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39.

40.

Which disposal are sent out in original?
THS (Plgalled CHMIL HFONTE SeiLILILI(HID?

(A) L.Dis W NoDis

ZXCE <. 8.0p
(C) K.Dis (D) F.Dis
e (Lp. Gam.qp

If a government employee comes between 1.45 PM and 2.45 PM with permission of
an officer then it would be considered as a casual leave for
S5 el eduL e geinssdne Y.u. 1.45 weatl&En huse 2.45 wenflé@Ld

Qe uded eupgred ereueuerey FNGEFWID ell(HLILITG SaédlL Ceuar(HLD.

/(A,./ 1 day (B) 1/2 day
G2(1h [BITETT (M HITeT

(C) 1 hour permission (D) 2 hour permission
1 wewfl Cry Dignd) 2 wenfl Cry eind

13 118/DD/22
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Register
Number

DEPARTMENTAL EXAMINATIONS
\THE, TAMIL NADU GOVERNMENT OFFICE MANUAL TEST
(With Books)
Maximum Time : i.30 hours _ e , . Maximum Max_‘ks : 60

IMPORTANT INSTRUCTIONS

_* DESCRIPTIVE TYPE
eQfleunen eflenLweafls@w euens allengsiner

Read the following instructions carefully before beginning to answer the questlons
@ﬂsmrra;&;@a;@ Gﬁlml_mctﬂa;as Qg,m_rEu@m e &Qa;&;aﬁm_ é{@mmrfassnm SEUETLDNS Lilg&&eyLD.

1. Answers In excess of the prescribed number of questlons appearing at the end of the answer
book will not be valued.

AeLsmer @HUAG_Gdrer aramaismas@ ifaors apdud Cnller, eflenLgsmet e Qe
2 Grem oflE g?mrmﬂesm&;uﬂwrrm aﬁ]ml_a;mc?ﬂ;ﬂuﬁg)\ @gwu_,@:upﬁ_ng 55 Qmsl

2. Answer should be in br1ef and to the point and need not be a verbatim reproductlon of
printed pages. (Applicable for tests to be answered * ‘with-books” only).

eflanL&eT HmESLTERD, eﬁeﬁrrraﬁl,m@ 2 flw jereilgib @@55 CouamBo. Lssasie a_mmmmsmm :
LU Gu unTsamgsE urisams ﬁ@mu T(SE 8%1_I_IT§] (@&EHuy - qg)g,asmla;@gem GT(PSID
Gg,rra‘:ﬂm@ wLHb CurEmhgb) ' _

3. In case of doubt, English version is the final. :
efamsseile spCsablmulen b angeid Qsr@ssiur@Garar clamssGer @midlwinarg. -

- L Answer any EIGHT of the following questions : ' ‘ ‘(8 x 3= 2_4)

eg'gge'sassim_m;bgjsh améj(SUJ@JLb\srl;(a 'Qﬁlmnésé;@p&@ udlevefiss Geussm@b :

1.  Whatis Personnél Register (PR) and explam the columns of the PR?
S uﬁ(ﬁm@ LD;_DQJLD SiFe BOBISET LHH a;@a;esmrras elaul.

2. What a brief notes on stamp accounts reglster‘? _
S|EHFD elldvane a;mrra;@ ug‘,l@m@ Wi @ﬂuu QIS

3. . Explain about to note file and draft letters.
@@uq&@m GUEPTEYS@RLD GTEIGUTDI @@'a;a; GeuarBbd ?

T [Tu;'h over




10.

I1.

118/DD/22 | T g

‘@JIEQéS@GSrG?’T saflliufGeu u,@g’)l] afleurl. .

Mention the registers which are to be submitted for PR check.

" ghearGal (piga] Qriwour Gerar Cadule ' Gfays smaeur/sararant LmeTT/ TS0

vdle; Qupp  Sgeer  PEGuT &rﬂurrrruugg)asrra; QR(F 2 gellwmert ap@g;rrrgg,
udCaupsemer @it Cauamrpo? oo _

~

What is brought forward personal register? :
wearQereat sar LHCuE uDD s@mssLNE aflal.

What is flagging?
Qamgu(se eTemmed 6Tesa 2

What is éonsolidated periodical register? - = ' . ‘ s

- gurdlomanis sreowpenpll UFGaR eraTpTd ératren

~ L

Explain on how to fegister/Account for the Tapals received and about the action |
taken. : '
SUITED u@a{ G]eru_Jgd cwg,en'r LS@J BL Gy SE m@g,g,cu W]} &@asasmrre; Gr@g,eqm

Explain about the suit register.

Give a brief account on back ﬁle\s. ,
@ementiL GCamiiger L GO (SIS, '
Answer any THREE of‘the following questlons A . '(3 x b =15)
£Lgesa;6rm'n_.m’tpgsn steneuGugnid epssTmy aﬂmn&&@&@ Lifled gyeflas Ceustmr(Hih :

Explain arrears list. - 2
Aeepeuriuiiguied GMILIL erpsis. :

Explain confidential records. - ‘
Sp&aL Lamisaer LHH (SIS :
Explain about current file. -

BLLLs Gariy @hlss elaufssab.



II1.

we&du pwens Qsr@luy upPl elfeurs GI'Q.QEQJ&S.

- |
|

Explain about the keeping of records/files and dlstrlbutmn of files:
SQews Ufle] e@aulumpuid udepsser msug@ QI(HD (penD ug)pﬁhqu: uﬁ]mguas&;m

GUIPRIGLD (D ug)gS]um cfleur.

' |
Give a brief account on periodical register. ,
sropapl uHGau@ updl spssons aleufl.

Answer any THREE of the following questions (83 x7=21)

‘£|:pes.56m1_sug)gjm srsmsu@mgmm epesT ! a‘ﬂmna&&,@a;@ u@s\) g{ﬁﬂ&;eﬁ Geuegar (i :

Give a detalled account on stock file. . '

Explain about all the registers, in common/maintained in all Govt. offices.

TONT  SQUVEHEEHEGD  Curglurasisad, ador  Sgeueshsae  @asg
aurtiu@erauorar LHCauRSE cALITEISMETS H(5. '

What are the types of disposals in. offices?
S| SiQleUeahIGald THEshS QLA HSEITIED CamiL&@EnéE (P g6 SET
QariHissiu@mdlermen ? _ '

What are the economy measures adopted in use of stationary?

T(PSIL! Qurr@_a;m ummu@g@mﬁm 8566)LUIE][q_855 Geuairiqut ssar HepL (P DEET
T(PSELD. o

'

Responsibility of heads of section-Explain.;

LEd sameeflar Qurpiy gilss elleufl. | : .
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