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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
fleuren eflenLwefl&@D cuans ellemmggmer

Read the following instructions carefully before beginning to answer the questions.
clanmméaens@ ellanweflds QsTLBRIGLD (W] SPESHETL D6 ISEMmET HEUETLONS LilgH&HeLD.
1. Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued.
cllenL_sener @GOG (DeTer cTanTeantSang:sE i swns erpHudlmiiier, ellenL_gsmatlen @miSlulle o crer
<185 eranranilEamaudemen ellenLgar LHLISTEH QFwwtiLiLmg,.
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 ger FMmSsLIEa|D, afammaing 2 Ml arelgd @QMmss CouamOb. Ussss5H0 2 dreralneny
UL CU  uMTEnssE amisams Smbu (Pss sl ngl. (QSGOIUL LSSEBSEHLT 6T(LpGID
Cairedilm@ LB ClummBEID)
3. In case of doubt, English version is the final.

clammagafle shCss0mHLG6 g hidle algaie Casr@hssliul(Herear allamssCer @muimag).

I. Answer any EIGHT of the following questions : (8 x 3 =24)
Eaar_cupmer eraneuGuignd ot (B lanTés@héE LHoailss Gouam@i :

1. What is Consolidated Periodical Register?
@MmuSlamanhs srepanl USCal®H crammme ereme?

2. What is Government Suit Register?
978 & @ LIFCou(h eremmmed cremen?

3. What is Note File?

@My GamiiLy eTemmmed erebmen?



10.

II.

What is Flagging?

Qamiquil(Hs6 cTeTmTed 6TEImET?

What is Arrears list?

Ble)leneuiLIL g UIG) GTETMTED GTEIET?

What i1s Office Order book?

DADICUCE H,ENETLSHEHLD GTGITMTE GTGITE?

What is Public holiday?

Srammhs Gung) 68l (HLpenn GTETHTE 6T6Ime?

Explain Office Library.
DIDICUDS BIVSHD — GMHILIL] 6T(LHSI?

What is brought forward personal Register?

pan@smeanTt HerLHGou () eremmmed 6T6oTen?

What is the time limit for destroying following register?

(a) Fair copy Register

(b) Security Register

(¢) Distribution Register.

Qe b LFCou(H 6TEHSMET 46T (N5 Eh S LAleTaT SL&SHILI(HILD?
(<) s58p50 LHGH

(=) urgismiiy udlGeu

(@) udlioren udHGeu(h

Answer any THREE of the following questions :

Epsa_aupmer eraneuGuienld eperm elamTéEsEnsa@ Lo aflEs Couamr@ib

Explain in detail about Collector’s Standing Order?

Q&L Hlenewimeneamser edleul?

Briefly Explain about personal files.

<2BsTEIE CLUCTHs6T GNSs ellfleurs eT(psaLb.
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What are the register to be maintained in each Taluk Office?

eubeumm, STIsT AgielassSebd LrmofgsiiuL GCeuamgw LS CeuHEeT alleurmiHmenT 6T(LSeLD.

Mention any five subsidiary instructions to be followed in drafting of official communication?

&40 CuTs@Gaursdled san L9 ssliuL Ceuamg L Hlejamrser GMsg alfleuns er(pgiab.
What is official Etiquette? Explain in detail.

SADIID BLSnG GGG ellfleins er(pseid.

Answer any THREE of the following questions : B x7=21)
Spasear_cupmier erereuGuiad epem eNanTés@EhsE LS aflss Cauam@b :

What are the economy measures adopted in use of stationary?

er(gIummeT e (HSseudled senl 1191458 CouemTiq Ul F&&6m HenL_(LPEnMESEET 6T(LHS6 LD ?

Explain about Registering of Tapals.
suT@smer LiFley Celige @nsg allfleurs er(psab?

How to dispose Review, Appeal and Revision petitions?

N6 Codpenuih wHmib FTTiie] LENGHEET eTeUaUM) BL6llHend 6r(HdHsLILL Couem(HLb?

What are the rules under the destruction of Records Act (Act V of 1917)?
udley sl(Baamer Sflliugharer &b 1917 oypamr(® V eugy Eip 2 eer eflFlsamer er(pgaLb.

Responsibility of heads of Section — Explain.
UGS semaveuer urmLiL @Mlsg elleul.
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