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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
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Read the following instructions.carefully before beginning to answer the questions.
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1. Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued.
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2. Answer should be in brief and to the poinf and need not be a verbatim reproduction of
printed pages. (Applicable for tests to be answered “with books” only). 7
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3. In case of doubt, English version is the final.
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PART A — (6 x 4 = 24 marks)
Answer any SIX of the fOIIOWing questions.
Spssehr_supmien sreneuCugnib opn ellemssensd uflovaflss Causm@G .

1. How many years to destruction of the following file and records?
(a) Personal Register |
(b) Combined Periodical Register
{¢) Disposal of L.Dis file on 11.10.2019.
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2. Under which circumstances the Special Casual Leave for infectious diseases is
permitted?
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3. Mentioned the officials empowered to use Green Ink,
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4. How will be registered the ﬁles pending more than three months in Current
Personnel Register?

pLUy ger uSGeul 16 epaTn OMFRISEREE GLod ﬁ]gumeuuﬁ]gumm BLLLS Camienu erdle
ereueuny ufley Qe CeuarHib ? -

5. What are the usages of Postal Stamp Account Register?
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6. Write a short notes on “Pauper Suit Register” ?
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7.. When does a ‘subject not need to be explained’ as new?
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8. Under what circumstances the Clerk should mention the disposal of K.Dis and
L. Dis for sending files and what is it use?
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PART B — (6 x 6 = 36 marks)

: Answer any SIX of the following questions.
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1. Explain the “Vertical filling of records” in Record Room.
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- Explain the ségfegation of Tappals receiving in the Ofﬁcé.
SIQURSSADS mgﬂ@u@m surdsaer AMEs0 @E&HSs elleTdsaLb.
Explain Current filés and its arrangements.
BLLLE Gamiuyb sigamer Sranwgsd Ghlss eleanss.
Explain the references to authorities quoted in the Note file..
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Eﬁplain the custody of the key of the Record Room.
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What are the steps taken the head of ofﬁce to avoid delay in despatch section?
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Explain the “Urgent Works doing on holidays”.
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PART C — (4 x 10 = 40 marks)

Answer any FOUR of the following questions.
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What are the principles should be observed while preparing records of discussion of
meetings held at official level?
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What are the action to be taken on a tappals received in Office?
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- Explain the action taken on court cases and watching of Execution proceedings in
~ Government Suits.
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4. Explain the Duties and responsibilities of Sarishtadar in Collector’s Office.
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5. Explain different types of disposals and preparation of rappers of disposal files.
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