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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
dficurer elenwafli&@ib auens allarnggmer

Read the following instructions carefully before beginning to answer the questions.
lenréas@ps@ allen_weallds Qsmti@h apary Spssar. Dfle|aysamen SEIGTONS Lig&Sab.
1. Answers in excess of the prescribed number of questions appearing at the end of the
answer book will not be valued.
dlen_gaer @GHluG Reter aamarismss@ SiSsors aupdlEuler, e ggrefler
PndHle 2 darer oifls aamanflsamsuiiorer eflanLger wHLSH Qe rg.
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).
ellen_seT HmEsTEeD, elameinEg 2 flu erellgd @més Ceuam@ib. US5555 6
2 drateupend SLiugCu  emsassE earisas Hmbu TWPss FmLng. (@Es@Hoy
Lssanis@rLer erpgitd Caielihg wl Hib Qurmbgih)
3. In case of doubt, English version is the final.
Aamssealle spCsaliGllear ymde eugelld Gar@ssiulpearer  ellarréasGer
@ndwurerg.
PART A — (6 x 4 = 24 marks)
Answer any SIX of the following questions.
Spssar_apper crapauCugmbd s Mamss@rsg udoaliss CaiadnBib.
1. What is Flagging?
Qamy WHged erermmed eremen ?
2. What is Premature Disposals?
(PETT (PlGe|SET GTETHTE CTEaT ?
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10.

11.

12.

What is Pauper Suit Register?

audwi eups@l uHGaul eTammTed eremen ?

Describe the maintenance of Prohibitory Order Book.

gL gpanar Lggsb urrwfluug @fss efleud.

What is Security Register?

unglaniiy uSGeul eremmmed eresenm ?

What is Note File?

GOy Csmiiy erebrpmed erebes 2

What is Brought Forward Personal Register?

wenGlaremt gar LSHGeu®H eTempTed eTeiTaT?

What is Call Book Register?
oy seuaiiviy uHGeu eremmed ereimarn ?
PART B — (6 x 6 = 36 marks)

Answer any SIX of the following questions.
Spssdm_appier erenaiCugyib sp Aarnss@rég wiGib udd sefissanb.

What is Office Order Book?

SIQICUE S, LSHHD GTeHDmed erebren ?

What is Arrear List?

Blayeneuliui iquid eremmnmed eresen ?

What is Demi-Official correspondence?

Crpiwps sigs CUIEGHUTSS CTEMD T GT6HTET?

Describe the Responsibilities of Section Head.
UGS seneeufler Gumrmiiysamer uHH edlesdl.
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13.

14.

15.

16.

17.

18.

19.

20.

Describe the importance of Personal Register.

gem LdlGaul g6 (p&FluiGgeuld wing, ?

Explain briefly the importance and maintenance of Stock Files.

@muy Camliyseaiar wpédwuggeud whmb ugrofliy updl efeMNased.

How the Records are Preserved in the Record Room?

udleasanpuildr udCGeu@ser ugmwMuy upHd leufissan.

PART C — (4 x 10 = 40 marks)

Answer any FOUR of the following questions.
Sipssam_auppedr qeaGugib prens demisEandseE ufawass Caiagm@ib.

Write about the ways to Precautions against Fire Accident in Offices.

saossHd § ousy ghuLmod SEEGD (popsd wLHNL aHEs Ceusmgw
BLGUG &EmEHET GNSS TGS

What are the different kinds of disposals? Explain each of them.

ueeuenaILITe (Ppiyeyser @Olss efleuflsg erpgis.

What are the Important Registers maintained in Government Offices?

Sir& Sgeiastsaie uymoissuul CGauargw pasdu udGapser Ghlss epsis.

Describe the ways and possibilities of ensuring economy in the use of Stationery in
Government Offices.

275 Sigeasidd erupgGlumnmer 2 uGurduudd eréueunm Hssannd seni g e
eraugl GHSE eT(pIIS.

Describe the fair copying and despatch in Government Offices,

3F& SPeUDESH D FE5F BHD eT(pgleug WHMD selilens updl eflfleurs allersseyb.
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