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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
dfeurrer eflenLwiel&@b cuens eflarnggsmer
Read the following instructions carefully before beginning to answer the questions.

NamésEnss el welss Qsmm@h e Spsser ai,r_ﬁlma)qasmm SEUATLONG LIlq &5 LD.

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

cllenL_senar @gﬂuﬂl_@mm eramenisensda, aé;lasmrra; a@ﬁuﬁl@ulﬁlm @Sla)l_gsgsrrefﬂm @g@uﬂlm
2 _eitem a{g_f,las aramenflsansuleonear eflensar mﬁuﬁ@ G&u.luuuurgj .

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 ser smsawrsab, elamalng o Mu Herelgibd Gmss Couanr@b. LUssasdld o drarcupeap
C@ugCu aurigmssE anisms HHbU TwWss ming. (QEGSHIL USSERSE@HLE 6T(PFID
Csireflh@ wi-Hib QurmbgIb)

3. In case of doubt, English version is the final.
amssaier spCaslmuder hde ageld AsrGasiur Berer damssGar @nBwurerg.
PART A — (6 % 4 = 24 marks)
Answer any SIX of the following questions.
&pssam_apger coaGugid <o T (e S vfeoafiss Caar@ib.

1. (1) Whatiscasual leave? | | @
(b) Describe pauper suits register. ‘ - - : Q)
(o) Slooery LY e crevme ? '

()  umiui (eulweur) aupé @ LEGau® erapTed Grema ?

[Turn over




2. What is a note file?
GOLILESL_ () TeTDTed eTaes ?

3.  What are the different types of disposals?
L Guend (Pigai&eT GHiss elarsss.

4. What are correction slips?
HmEB5G FTOSET LiHH eﬁlmés‘_@as.‘

5. Wi'ite about issuing of records and its procedure.
uflaser aupBiGsD GNsE ollers@s.

6. What papers nveed‘not be registered in personal register?
Thss srever gat LFGa gD LEwS Cemeiivme erarug GHss Sarses ?

7. Write about “Flagging” in arrangement of file.
‘GeLwrard Qsmg @Heug’ GHsSg NaréEs.

- 8. Write about “General discipline” to be maintained at office.
SPussHD saL 1958 Caamew @UEE ponsd LHH 6dlersE:s.

PART B — (6 x 6 = 36 marks)

Answer any SIX of the following questions.

&@;k&aberﬁ)@dT aaaCugib n damssErse ufvaiss Cadr@u.

9. What are the functions of a sarishtadar?

flyevgmiler Lianflsdr @@g,gj cflené s,

'10.  What is a periodical, how is it dealt with?
sTwen JMsamssdr LHH aleréEs.

11. What is a personal register? Explain in detail. |
gar LHC® Ghss darsEs.

12. Write a note on fair bopying and dispatch.
FHS pED TPFISD, JDILLSD GDISS leréEs.
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13.

14.

15.

16.

17.

18.

19.

)

Write about outgoing returns.

QeualEQsagibd srowapiiLemed caruser GHss aﬁiméS@as. ,

Write about personal file.
g efleups GHLLEET GIISEH aréEs.
Write about confidential papers.

whges CaTiLsET cTemmmed cremer?

PART C — (4 x 10 = 40 marks)

Answer any FOUR of thé following questions.

'£Lpézasa§m_m;bg)ja‘7 aaaGugib prang damsseEréd Lfoalss Gauam@i.

Explain about Registeri_ng'of Tapals. o
sure ule| Qeuged GHsE cars@s.

What are the precautions to be undertaken during outbreak of fire.
Su9ig sg16 QararLned Gealw Cauamgweme @GMss Narsss.

How should 'peti'tions be dealt with?

ereueumy erhdsliubhSenper eraug UDD ellers@s.

gy Qeiigd wenpser, Qewour@adr LHMID WaEEsET g wraL L SleTeld (1piqeyseT

Explain the different registers maintained in the Tottenham office system.
G’ Lemapmb g@eues ewliqd urmofssiu@n  DedCaup uvHGaupHaamer

- dlats@es.

Write about Economy in the use of stationery.

s QummL_safled é]_ésa;am.p GhSs Maré@s.
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