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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 (WPeTL| SPESHETL D6 ISEMmET HEUETLONS LilgSHeLD.

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 FMmSHLIEa|D, afammaing 2 Ml emeld @Qmss CouamOb. Ussss5H0 2 drerauneny
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 phidle algaie Hasr@hssliul(Herear allamssCer @muimag).

I Answer any EIGHT of the following questions : (8 x 3 =24)
Eaar_supmer eraneuGuignd ot (B lanTés@psE LHwailss Gouam@iw :

1. What do you mean Late Attendance?

STIDG GU(THENS GTEITMTE) GTEIT6T?

2. Explain the Plague Correspondence.

9Cars Crmll s19.6 CLITEGTSE LDHD GDILL euenTs.
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II.

Define linking files.

@aenanrliL) CHMLISET — euanTwEn.

Give two examples of titles.

seneliL] o sTreuhiseT @ rer(H @GO (Hs.

What are the different kinds of disposals?

LIEDGUENS (LPL.6L{&ET GTENEL ?

What are the arrangement of paper submitted to the Collector?

rell L L Huimé@ iaiulumib Cariysetle epni@ eumlans eremen?

Mention any three registers to be destroyed after three years.

eLpeTml 4T (H& (@&, eanT 2fl&sL(HL UHCau(Bs6r eraneuCuigid epemm GO Hs.
What is pauper suit register?

Ul el @ LI Cou(h eremmmed ereme?

Mention any three records to be retained for more than ten years.

L&) 2,60 (H&@h@ Coed LMmgamésii ColemTiq Ul pLPGITT) <4,6L6RTHBISE 6T 6T(LHSELD.

What is Retained Disposal?

IBlEnQWITENT (Lplg-6 &6 GTEITM TG GT60TEn?

Answer any THREE questions (One page) : (3 x 5 =15)
Epsar_aupmer ereneu Cuigyilb pperm elanmésEhs@ LHaflss Couam®b (RMUSS SeTele) :
Mention any five rules under the destruction of Records (Act IV of 1917).

udleysas (Hamer 2 PLLsHE 1917-b ar® IV sl Lsdar $p Quippiiul L obg efdsamer b (HLb
QICELIE

What are the procedures to be adopted while arrangement of file in Flat-file system?

SLanL_&a(H PeDUIE SlqHBISEMET (LPMHIGLILIHSSHID (LPEHSEET 6T(LPS6LD.
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Mention any five precautions against outbreak of fire in office?

sussHed FUG4sgHs CQsrarimd Qeuw Ceudmqw werbeardsfléoms BLolgsmsser Dbg
GINIIGE:S

What is Periodicals?

ST (PN AMISENSSHET GTETDITE) GTEITET?

Call book — Briefly explain.

wn seuafllil) uFGeu®h — HHESHLTS aleulsse, .

Answer any THREE questions (Two pages) : B x7=21)
Spsa_aupmier eraneuCuignilb eperm elanTéEsEnd@ Ldwalss CauadmBb (QmuEs ereilld) :

What are the instruction to be observed in drafting and in writing notes?

auanreygaflgd, igieles Ghlyseaiaib erpgib Curg smL b ssiiuL. Coudmyw Sidlejemrseaer
aSleufl&sa]|i.

What are the Register’s maintain in Taluk office?

Ul LT Hlwm Sjgieuesssled Lipmoflgsiiu@mn udHCel(Hser cremer?

How to receive the petitions and explain disposal of petitions.
LDENI&HHET ARSI (Lplg.6f GFLIFED GDSH ellfleuns er(pHeLb.
Explain the arrangement of records after disposal.

udleysa_(haamer (plgS596rm e pmiGLILIHSgISma — afleafl.

Fair copying and despatch — Explain.

FHHHHO 6T(LPFHIGUFILD DeUDenD DenIlILjeugID GMsg el
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