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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 
 Â›ÁõÚ Âøh¯ÎUS® ÁøP ÂÚõzuõÒ 

 Read the following instructions carefully before beginning to answer the questions. 
 ÂÚõUPÐUS Âøh¯ÎUP öuõh[S® •ß¦ RÌUPsh AÔÄøμPøÍ PÁÚ©õP £iUPÄ®. 

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

 ÂøhPøÍ SÔ¨¤mkÒÍ GsoUøPUS AvP©õP GÊv°¸¨¤ß, ÂøhzuõÎß CÖv°À EÒÍ 

AvP GsoUøP°»õÚ ÂøhPÒ ©v¨¥k ö\´¯¨£hõx. 

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). 

 ÂøhPÒ _¸UP©õPÄ®, ÂÚõÂØS E›¯ AÍÂ¾® C¸UP ÷Ásk®. ¦zuPzvÀ EÒÍÁØøÓ 

A¨£i÷¯ ÁõºzøuUS Áõºzøu v¸®£ GÊuU Thõx. (CUSÔ¨¦ ¦zuP[PÐhß GÊx® 

÷uºÂØS ©mk® ö£õ¸¢x®) 

3. In case of doubt, English version is the final. 

 ÂÚõUPÎÀ \¢÷uPª¸¨¤ß B[Q» ÁiÂÀ öPõkUP¨£mkÒÍ ÂÚõUP÷Í CÖv¯õÚx.  
 

I. Answer any EIGHT of the following questions :  (8  3 = 24) 

 RÌPshÁØÖÒ GøÁ÷¯Ý® Gmk ÂÚõUPÐUS £v»ÎUP ÷Ásk® : 

1. What do you mean Late Attendance? 

uõ©u Á¸øP GßÓõÀ GßÚ? 

2. Explain the Plague Correspondence. 

¤÷ÍU ÷|õ´ Piu ÷£õUSÁμzx £ØÔ SÔ¨¦ ÁøμP.  
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3. Define linking files. 

Cøn¨¦ ÷Põ¨¦PÒ – Áøμ¯øÓ. 

4. Give two examples of titles. 

uø»¨¦ Euõμn[PÒ Cμsk SÔ¨¤kP. 

5. What are the different kinds of disposals? 

£ÀÁøP •iÄPÒ GøÁ? 

6. What are the arrangement of paper submitted to the Collector? 

©õÁmh Bm]¯¸US AÝ¨£¨£k® ÷Põ¨¦PÎÀ JÊ[S Á›ø\ GßÚ? 

7. Mention any three registers to be destroyed after three years. 

‰ßÖ BskPÐUS ¤ßÚº AÈUP¨£k® £v÷ÁkPÒ GøÁ÷¯Ý® ‰ßÖ  SÔ¨¤kP. 

8. What is pauper suit register? 

 ÁÔ¯º ÁÇUS £v÷Ák GßÓõÀ GßÚ? 

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

£zx BskPÐUS ÷©À £õxPõUP¨£h ÷Ási¯ ‰ßÖ BÁn[PøÍ GÊuÄ®. 

10. What is Retained Disposal? 

{ø»¯õÚ •iÄPÒ GßÓõÀ GßÚ? 

  

II. Answer any THREE questions (One page) : (3  5 = 15) 

  RÌPshÁØÖÒ GøÁ÷¯Ý® ‰ßÖ ÂÚõUPÐUS £v»ÎUP ÷Ásk® (J¸£UP AÍÂÀ) : 

1. Mention any five rules under the destruction of Records (Act IV of 1917). 

 £vÄUPmkPøÍ AÈ¨£uØS 1917&® Bsk IV \mhzvß RÌ C¯ØÓ¨£mh I¢x ÂvPøÍ ©mk® 

GÊuÄ®. 

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

 umøhUPmk •øÓ°À Piu[PøÍ JÊ[S¨£kzx® •øÓPøÍ GÊuÄ®. 
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3. Mention any five precautions against outbreak of fire in office? 

 A¾Á»PzvÀ w¨¤izxU öPõshõÀ ö\´¯ ÷Ási¯ •ßöÚa\›UøP |hÁiUøPPÒ I¢x 

SÔ¨¤kP. 

4. What is Periodicals? 

 Põ» •øÓ AÔUøPPÒ GßÓõÀ GßÚ? 

5. Call book – Briefly explain. 

 ©Ö PÁÛ¨¦ £v÷Ák – _¸UP©õP ÂÁ›UPÄ®. 

  

III. Answer any THREE questions (Two pages) :  (3  7 = 21) 

  RÌPshÁØÖÒ GøÁ÷¯Ý® ‰ßÖ ÂÚõUPÐUS £v»ÎUP ÷Ásk® (C¸£UP AÍÂÀ) : 

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

 ÁøμÄPÎ¾®, A¾Á»P SÔ¨¦PÎ¾® GÊx® ÷£õx Pøh¨¤iUP¨£h ÷Ási¯ AÔÄøμPøÍ 

ÂÁ›UPÄ®. 

2. What are the Register’s maintain in Taluk office? 

 Ámhõm]¯º A¾Á»PzvÀ £μõ©›UP¨£k® £v÷ÁkPÒ GßÚ? 

3. How to receive the petitions and explain disposal of petitions. 

 ©ÝUPÒ AÝ¨¦u¾® •iÄ ö\´uÀ SÔzx Â›ÁõP GÊuÄ®. 

4. Explain the arrangement of records after disposal. 

 £vÄUPmkPøÍ •izu¤ß JÊ[S¨£kzxuø» – ÂÁ›. 

5. Fair copying and despatch – Explain. 

 _zu|PÀ GÊxÁx® AÁØøÓ AÝ¨¦Áx® SÔzx ÂÁ›. 
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