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Register
Number

DEPARTMENTAL EXAMINATIONS
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST

(Without Books)

Maximum Time : 1 hour : Maximum Marks ; 40

Do

IMPORTANT INSTRUCTIONS

OBJECTIVE TYPE
Qamer@h euens edlanTssmer

Read the following instructions carefully before beginning to answer the questions.
aﬁlamné;a;@é;@ el weflés QFr_mi@ ey Sp&seamL Dl eramer SIS Lilg S661D.

NB: Words of masculine gender in these instructions shall, where the context S0
require, be taken to include feminine gender.

@Qng <dlanssee e urdlanflar eurismssafle, @paysGsnu Csmeiiuger Quem
unellarflen QUTTESemSE @BLD HLhiGLD.

This booklet should not be opened till the Invigilator gives a signal to open it. As
soon as the signal is received you should open the booklet and then proceed to
answer the questions.

Qbs elamsbstglamea samsrafluurerflar  oigwdl QumegnE e  SHpssemLng.
sansrestuumert edflarmsasr@indeamen Anliusne@ siaind siaflsseaan mﬁ]emrrg,@g,rr@ulﬁlemm FnpHa)
clepLwieflés Qamrisemib.

This question booklet contains 40 number of objective type questions. Prior to attempting to
answer, the candidate is requested to check whether all questions are there and ensure that
there are no blank pages in the question booklet. In case, if any defect is noticed in the
question paper, it shall be reported to the Invigilator immediately, within first

~ 10 minutes after which no request will be entertained.

Qeuellammgsrer 40 Garargh cums Nammssmar QsrawLg. elamariugrrisear el wieflss
Aemm@d (e, elamagraflr eraver ellamss@sb @b Qupnérarareur aeaimsu|b, gGsaib So
ussmtiser / eflemssdr oFfliuLmnd eflGulHdeareur eaumsyd sNuriggs Qsrarareb.
eammgsrafier gCsayd @om @@udear aleamssraert Qupp Ger USeH HOLfsEREEG <D
sansraiuurerfib Cgfeléss Caam@b. <snE G Csfalssiiupn Camflsmssdar ggwn gpms
QamerarliLLom’Lmg.

Answers all questions. All questions carry equal marks.

Swansg eamssErsehn oLwellss Cauampib. omeads edamssEnd sowre WHIGLGGTSET
Clarar_anay.
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Candidate must write his Register Number in the space provided on the top right side of this
booklet alone. Do not write anything else on the Question Booklet.

anemriiugryilar LfQeuaraar Qaedanggrafiar Cudm g LESEHD 2iHDH0 s @@;&,&uul_@)msn
GLgdle er(ps Gmw@m alenmgsrafler Coum eTengub er(psd sal g,

The sheet before the last page of the question booklet shall be used for any rough work.
eflenrgpraticn senl & LsasSnE e usssdda rough work erupd uniss 2 LCWNHsg16 Aamerarayid.

(a) Each question comprises of four responses i.e. (A), (B), (C) and (D). Candidate shall select
only one correct response. In case, if the candidate feels that there are more than one
correct response, shadé the response which he considers is the best. -

(b) In any case, a candidate shall choose only one response for each question.

(¢) If more than one answer is shaded for a question, the answer will be treated as
wrong and no mark will be given for that question.

(d) The total marks will depend on the total number of correct responses marked in the

OMR answer sheet. (For this purpose, only one shaded circle for a question will be taken
into account for awarding mark)

(@) egealeaunm elamelnEn (A), (B), (C), (D) een prang ellen_ser G&ﬂ@&éﬁuuL@mm@
eflamamr LT Sfjeunbler Gsain g sflurar el mwus Csitey Qeuw Cauamhn. earmss
Cupul L sflwrer eflenL_ser g ellamelng Q@uusts smaman, auphd aaelam Blss
sflwreng) earan smaHHTaGearr, SeiefleLmw Hadl @ sriL Caudar@Lb.

(b)  eeuerPlmulagb, g elamaing ¢Cr em allamLamwg srar CaibosHEs Caam@HLb.

© oo dardpe gapse CopulL allmsad ol walésiulymbsnd 2idelomL
SUPTaTsns smSUULE, SlduefarmednHE wdIQuesT auprisiuL oL rg.

(d) OMR efleos grefldr @lssiul L sfluner el smeans Qurmgs, Qurss wHLQuETsET
aupislILEDL (g ellameilng e el L sHd (GHualL) Bl eleL wi GG wAHICQuET
QULPMEIS HemTddle 6T (NH&Is Damerariu@m).

Do not mark the answers in the Question Booklet.
clemmggraer eflent_senard @GP & anl sy

Candidate shall not remove or tear off any sheet from this question booklet. During the
examination he is not allowed to take the question booklet out of the examination hall. Only
after the examination is over, he shall be allowed to take the question booklet.

efererriiugny, ellennggraflen ehs @ LEssmsLD, BEsGaum dag) EifssGeur s ngl. Coirey
s Qumibd Cung), elamssraer Caie) s _smseil’ § GeualCu a@ss Codan iginsd HaoL g,

-Ggiray g WerarGy eflammggrenct eT(H&g1F Qaaa =iapindssiiLeur.

Failure to comply with any of the above instructions will render you liable to such action or
penalty as the Commission may decide.

Copsar.  sideaersaid gGsand Bpuu@Couramsd Cgraurmeanub TREGWL samLemear /
bL6ig henadiE o drarrs Cpil(Hib.

In case of doubt, English version is the final.

eflanmésafla shGassdlmidern, pridle angeafo Aarssiu Herer efeamésGar @midlwuransy.
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After how many years should the security register be destroyed?
@) 3 : B 5
(C) 10 D) 15
© _urgismuygy udlGeu® Grg,g,amm et (paar sPl65 SiflssluL Gauetr(Hib
®, s ® =

10 (D) 15

In which register should the copy stamp papers received with copy applications and cash for
the purpose of copy stamp papers be entered?

(A)  Security Register 41 Copy application Register

(C)  Distribution Register (D) Cash Book

B&e) EISESGaTTH QUPLUEED B&D APSHMTE Gig FEIGEHD HSHETE @r,rrraaaa@m eThs LSGau1q.60
er(psiuL Geuam{Hb?

A)  urgeruyl uHCeu® (B)  pad wayts uHGeau

(©)  udliwrer’s LgCau® (D)  Qpréss uFGau(

When should the petition reviewed and orders obtained for the copy application on receipt of
it? -

(A)  Within 10 days (B) Within 5 days

(C)  Within 7 days # Within 3 days

srampafissliul L peosar Cupeushsrs elaraiub felssl QuDD Tisman HaThsEhsEar
sjeuailerentiub uflfwenar Qeuig) ishHaren 2yener 6lun Ceuetr(Hin?

(A usg HemhisEnEEeT (B) b Hamiisend@ar

©) g HemsepsGear D)  epengy Hemiis@néEsr

Which element should be used to put out the fire at once caused ignited oil?

(A) Water . ..GBT Sand

(C)  Gunny bag (D) Cloth

eraGlenmis apgedlu gyeus Qummlseflar sryamors SLund @mbsTed Gaeumd agmans Aamem [
Seow ienentés Geuam(Hd?

(A)  semedT (B) wenred

(C) Camenfl (D) sewf

Which ink should be used for numbering the pages of current file?

¥ Red (B) Black
(C) Blue _ (D) Dark blue
BLULs Camiube epg enwufearme uss aanser @L Cauam®b?
@ Ay B) s@iy
(C)  Habd (D)  smEewn
3 118/DD/18
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6. What should be used to put together the papers in the current file?

(A) Pin (B) Thread
Jd Tag (D) Paste
Carliysafile) GreTEeaner erge epald @enanss GCoua(Hitd? &
A4)  Gan@s _ B)  mre
(C)  safmmLm (D) CGarpsy

-1

How should refer a paper in note tile?

(A)  Use of flag : ‘ \{!B{ Mentioning page No

(C)  Use of sticker (D) Folding the paper

@MUY Caminde 2 ererens ereueurn eTID Sramiss CoudmHin?

(A) Garguipsd (B) u&s eram sy EsT_(HEW

(C) @L@®wbgmer (D) sreflemen igSgImeusHHD
8. How many columns are there in Personal Register?

(4) 10 ' ® 11

© 7 D) 14

sen LECeu[H aTosemen s mismeTs OlHTeimL_g)?

A 10 B 11

T 7 D) 14

9. A keep disposal file was disposed in the year 1990. Which year should the said file be

destroyed?
(A) 1992 (B) 1993
e 1994 (D) 1995
@ ewp.ap. Camiy 19906 @y éainlL g Q&CaTUL eThs ey 6 SiflssuL Geuer(Hib?
(A) 1992 (B) 1993
(C) 1994 . D) 1995

10. How many days in a calendar year will a Government servant be entitled for compensatory

holidays?
A) 15 B) 10
47 20 D) 25
@@ 27&L UerflumeTit Qm STaverL T DTy o) GrHBEe B_saT D Qe eAHUY Sigyuedssarb?
A 15 - (B) 10
© 20 D) 25

118/DD/18 E 4



11.

12.

13.

14.

15.

After how many years should the Retained disposal files be reviewed for retaining or
destroying in big offices

J&8 40 B) 30

€y 50 (D) 35

Bened e Gsmiyser uweau@or dag fissiur Caar@uor eaug GHss Guflu
Si@eushisaild arssmen s slss Lflfwemen GeanwnuL Caam@ib?

(A) 40 ' (B) 30

(C) 50 ' (D) 35

Under which type, file of casual leave applications, should be disposed off?

(A) L.Dis (B) F.Dis

(C) D.Dis 27 KDis
gHQewed eSHLY Camiyser ereuaumm 1pige| awiiuc. Geuem(Hib?
&) ew. (B)  Geriy wpigey
©) v D) ap.p.

Where should the draft prepared on separate sheet for approval be placed? _
(A) Tagged to current file (B) After the note file and current file
(C) Tagged to note file \M In between the note file and current file
uUUsQIsETs gaflgsrefley suimm @EU;}UJDITII'_I_ auanrellanar Garlid ermi@ aneudss Geus(Hb?
A)  pruys Caerlldld Qaneanés Geussr(Hib
.B)  EMLs CemubneEh priys CarubnEh 2bHSs eeussGoue(Hib
©)  Ehiys Camule Genanss Ceuamr(Hid
D) @EdHuys Carulnend priys Garulbngb @ uld emeudss Gousmr(Hibd

How many call book should be maintained for whole office?

(A)  One per section ' (B) Based on the No. of files

(C) Based on administrative convenience \(Df 1 '
wnseuaiiiyl uFCa R @m AasEsHDE adsmar CuariiuL Goudm(Hib?

(A)  gauleumm GfelnED geam (B) Gsmiysaflen erewrentsHamads CaumL
€ s ausdsGapu (D) qemy

Which ink should be used for numbering the pages of stock files?

(A) Blue (B) Black

(C)  Dark blue @7 Red
@wLLsEGarife L&ss eranse eThs entouflerme @ 1L Cauetr(Hib?:
A) P (B) smuy

(C)  smHebd (D)  Seuiy

5 118/DD/18
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16.

18.

19.

When the time for action as noted in the call book arrives, which No. should be entered in
column 2 of Personal Register?

(A)  0ld current No. (B) New current No

(C)  Call Book No. W27 New and old Current No.

oy seuafliyl udCaul wery pLalgsms aThiés Couagw sras L sdld sem LHCau g b 26
e erewr GMIUELLuL Ceusir(HIb?

A)  oppens HLLIL| eTew (B) udw pLiy erewr

©)  vosealiyl ufGau ereb D) uydw wHmb apHegw HLLiL| 6Tesr

Papers received until which month should be taken to brought forward register as on
30.11.17?

(A)  October 2017 ' . (B) November 2017
August 2017 (D) September 2017
30.11.2017 emenpw Cafludleh erps Iy aueny QUPLILILL gTersar wendareye gar LHGaul e
Gamer(h eurliu, CeuarT(Hb?
(A) =&CLmur 2017 (B) peubur 2017
(C)  =ysevl 2017 (D) Qe buir2017

When should the record keeper prepare arrear list for the records which have not been
received back from the clerks?

\.@(r every month (B) once in 3 months
(C)  once in 6 months (D) once in every year
udleyps  Qurmtiument,  erpssitseal_Bmbs  SHwrmbul QupluLmod odear  CarlLsErsE
Blayeneuliui’iguieh eriGumrg) gwin Geww Geuar(Hib?
Q) gl wrgupd (B) 3 uwrssdmGsmm apenn
(C) 6 wrssdb@ammepanm D) ya@rgpaTmepenn

When should the Record Issue Register be submitted to head of office?

m Once in a month (B) Once in 15 days
(C) once in 2 months (D) Once in 3 months
<, QUARTEISET UG LUHCau® uMES SmaalHéE erliGurg) sniiblss CeuarHib?
(A) s D : (B) 15 pris@Epsdanmepann
C) 2 wrssHpQsmmpan (D) 3 wrgsfnsTmupemn

In which order should the disposal files be arranged?

(A) Clerk Wise - (B) Alphabetical order
(C)  Section wise SPr” Current No. wise
pyeure s_(Hamer ahg aufleansuller oiH&a CouamBHin?

(A)  epssteurflurs B)  wisr s cuflaaulier
(C) fey eurflluns (D) By eretr auflenagudled

118/DD/18 | 6



21.

22,

24.

In what order, the files relating to ordinary cases of gun license 1enewal application should
be arranged in record room?
(A) Current No. wise «Er Gun License Renewal Register No. wise
.(C) New case register No. wise (D) Separate register No. wise
srgmreorsl UgulssuulL gluunsd 2 flué sl @semer udeimpuia ohs auflmsuld <iHés
Geuam(pin?
A) mrUy erar euflensuiiey : - (B) guurr_é;aﬂ 2 M uHGou® eremr cuflenaufa
(©) ysssys uEGaG eran auflansuled (D) safluudGeu® erawr cuflensuiied
When should the record keeper submit to the higher officials, the arrear list pertaining to
non return of files to record room and kept by clerk?
(A)  Once in 3 months (B) Once in 6 months
VQC) Every month (D) Onceina year
uglauemmé® Slmbul dupmoe epdsiad aush G msEn CamiusEps@iu Baiemeal UL igwaea
udleymus dummiiurert erliGung) o wit igyeuefler LTTamais@d Foi s CeuamHin?
A)  3wrgadplanmepap (B) 6 wrssdHn@smmrpenm
©) @aQaumm wrsapd D) y@rgn@smmwpenn
Can the headings entered in personal register be charged?

(A)  Yes
(B) No
J&  Yes, After obtaining approval of head of office
(D)  Yes, After obtaining approval of head of section
gen LFGaul g0 erpsUuL L gamaluibenar wrHl e Quiginm?
(A)  wrHpemd
B) wrHp @uerg
©) <auwss saafar glygd Qubn LrHppeTD
D)  9feys seeeufler gliLse

In which register should the reasons for N. Disposal paper be entered?
)  Personal register (B) Fair Copy register
(C) Despatch register (D) Distribution register
oL@ (Iplg 8§ STEnssTar sryadams eriuGeul ga @blés CeuarHin?
A)  sarufCaul® _ (B) - &85 pad LHCeu(
©C) sguymst ufCaul (D) uéirwras udCeu®
7 118/DD/18
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25. In whicH manner should the P(Distrib‘ution) disposal files arranged in the record room?
M Distribution number wise (B) New case register number wise
(C)  Subject wise - (D) Alphabetical order
udeienpuier LET (e smer aribg auflanauier o|Hés Caiam@n? E
(A) uélie eramaer curilenguiloy B)  ysmssigs’ LCau e euflenaulien
(©)  Gurmer auflenasuled (D) =57 psell aufleanguila
26. Which of the following papers need not be en_tered in personal register?
J{{T Filed papers ' (B) Reminders
(C)  Index papers (D) Casual leave papers
ger LFCeul g Wemaumd arpg sraverls uFws Coamauuiidvena?
(A)  sL{ srerser ‘ (B) Hovarap B
(C) @l euemans sreTHar (D)  sp@swa ALY sreTser

27. In presence of whom, the tapal should be opehed‘?

M Head of office (B) Fair copy superintendent
(C)  Section head - (D) Tapal clerk
sUTSET W (eeienaule 9fss1uL Couamr(Hib?
A) euwss sameeui (B) 555 pae samarantluumemT
(C)  AGfeys seneveur (D)  sune erpssm

28.  Can attendance outside the office hours be accepted as an excuse for absence during the

office hours? ' '
(A) Yes

(B)  Yes, can be substituted
J&r No |
(D)  Yes, after obtaining permission of head of office

@euas Crrsdng siwurd Gaume Qaugms dieuans Crrsdla geinsssla Gaommsd
uLINE T(H&516 Qamerer @uwigom?

(A)  a(s5& Qamararemd

B) mEOsLg Qsrereremd

(C)  eapsss Qanerer @uerg)

D) sweuess soaafla Agiwd Qupn aBgs Qereararamd

118/DD/18 8



29.  When should the attendance register be closed?

(A) At the time office hours
(B) 10 minutes before the office hours

‘Zf 10 minutes after the office hours
(D) 5 minutes after the office hours
aumana) LS Ceu(® eriCGuimg) epL i Gauesr(Hib?
@) ogews Crrsdne
B) s Crrsdne 10 Hlbl_hisEnés (perert
C) oeesCorsdne 10 Al kserse Garent
D)  <ageaws Crrsdng 5 AL hisEnéseLl e

30.  If the day of sending periodicals is a holiday, which day should the same be sent?

J¥X  The previous day (B) The holiday itself
(C) Nextday . T - (D) The day before the previous day
grepann oiHléems e Ui Geuanriqw BreT 6l (Hpennuwins QmbsTe ehs prafld sgiu CouamHin?
(A) e flembd (B) &l®Hapenm HreT
© =Ossper D) e Hlanglibe (psed prar

31. Where fair copy section is not present in a ofﬁde, which register should be maintained by

such office?

V(A’J' Despatch register (B) Personal register
(C) New case register (D) Distribution register
a5spaw Wfley Géoars sigeuaasnsaian eruudlGe® Cuarriu. Geuam(Hib?
Q)  sguymst ufGap (B) sen ufGau(d
©)  yss st LAGE (D)  wéiwren LHCa®H

32. Which disposals should be given for paper sent in original?

. N.Dis (B) L.Dis
(C) F.Dis (D) K. Dis
2158CaCL Qeuafls Qaeayid STEndEs QsTHEGLD (Ppig-6y 6TgI?
(A)  2Lempyey | B)  grman® gy
© .0 wea D)  epdnpran(® apiof
9 118/DD/18
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33. In which number a file should be disposed on completion of action?

J&)  Current number (B) Record keeper register number
(C) - Separate number (D) Fair copy register number
e CamliL BL Gy &@& (LPlg oMMEILD 6Ths eramentlay (py dsiiu Gauam@o? o
(A)  mLOL erem , (B)  udleyameutiumert uSCeu® eretr
©)  safl eremr D) &858 pae uHCeu® eremr

34. Who shall maintain the call book in the office?

A) Clerk (B) Despatch clerk
\Zf Tapal clerk (D) Record keeper

wniseuaiiyl ufGau® Siareuasagdld wryré ugroflssiu@Hn

A) pmsoms apss B)  s@uyms assT

(C)  surd® ersST | _ D)  udey eweuiumert

35.  Which colour jacket should be used to send to the record keeper, the files that are brought to

call book?
(A) Brown | M Blue
(C) Yellow (D) White

oy sawelluyu uHCaulgynEg Gartar@® Gsoouult Csriy aphs capuile aauds uHeus
srouurerflbd et CouamHin? '

A uuy (B) fewbd
(C)  wepser (D) Qeucrener

' 36.  How much index slips should be prepared?
@A -1 B) 3

Je)’ 2 D) 4

3L L auamenrts £ eTHgamen er(psLiLL. Couaim(Bib?
@ 1 B) 3
C) 2 ' : (D) 4

118/DD/18 ‘ ; 10



38.

39.

40.

Who shall retain the index slips prepared in duplicate?

M Clerk and Record keeper

B)  Record keeper
é) Fair copy superintendent, record keeper
(D)  Clerk
@y ent paald arips LD i L euenad &[H wirflLib @)m&@w?
(A)  Qméms ar(wssi, Ldajmeuliumar
B)  udey eweuiument
(©C) 555 poo samasrantluumen', Ldley eeuliLimart

D)  Qwsms earpssT

Which register should be used to record incoming or outging periodicals?

,_,(Ar Periodical register (B) New case register
(C)  Personal register (D) Fair copy register
o_arau(pHd/ Deuafld Qadvayd arawapann oidlaamassamar erliudlGeulig e udu CeuamrHib?
(A)  sreqpap ohléams ugCeu B) uyzssysL uFHCaulh
(C) serufCauf D) &35 pad LG

How many volumes should be maintained for stock file in Head of Department?
A 4 _ ' B) 3

o 2 ™ 1

slapsEmOMD Si@euasnsaid sl Smeans derEly assmean Lsrgdseams LymoflsaiuL
Gouemr(Hid? r
A) 4 B 3

(@) - 2 D) 1

In which order should the periodicals be arranged in the record room?

(A)  Period wise (B) Clerk wise
(C) Section wise : JD)/ Periodical number wise
FTOAPD SiMEmasmeT u@mmmuﬁ]s‘u GTEUGUM) S{ENLDGS CaumHib?
(A)  sme Gurrl’ﬂtu;ra; B) ewssTaumflwns
©)  9fey eurflwns : (D)  sroupap flEms eramm aurflurs
11 118/DD/18
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118/DD/18

Register
Number

DEPARTMENTAL EXAMINATIONS
THE TAMIL NADU GOVERNMENT OFFICE MANUAL TEST
(With Books)

Maximum Time : 1.30 hours Maximum Marks : 60

Lo

IMPORTANT INSTRUCTIONS

DESCRIPTIVE TYPE
eflfleuren eflen_weaf&@ID auens eSlammdgmer

Read the following instructions carefully before beginning to answer the questions.

AannéaenéE oL wallss QsTLmiEh apa s il mrsemar SaUons LigdbsaD.

Answers in excess of the presci‘ibed number of questions appearing at the end of the answer
book will not be valued.

aflenLsener GHLAL_(Herer ereirenflGamass sidswrs erupdullminden, eflensgnafler @mlude 2 crer
<185 eramantlsmauliarer eflensar HUSE QeliwiuLTg).

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).

ellevLser smEsLTSaD, damelng ofu erelgin Qmés CauamBb. Ussasda o dmaapen
QLU Cu anisamssE eunrisams Hpbu ipss smLrg. (Qs@HUY USSERS@HLET 6T(PFID
Cairellp@ Wi Hd GummheILd)

In case of doubt, English version is the final.

cllenmgsaficy anCsaL MmN 6m <kl su@mﬁlab Gla;n@ésasuu L (perer eflanmésCer @mewirang.

Answer any EIGHT questions : (8x3=24)
Epsar_supmer eraneuCuigytb G eflanéie @56 @ uSevaflsas Gmm@m

What is meant by papers received for current file?

BLUllgarer CamndmnE aubs &iq SmISET GTEMMTED 6T6mmen?
What is index slip?

SiL_Leuenanrd EL(H eTenLg cTenman?

[Turn over
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10.

II.

Briefly describe special register of important reference from the Board and Government.

GuMT(®), AL mBa aipd padlwunra s grsalan salliufiGa® Ghlss edeufl.
Explain the importance of prefixing title to all communications. @
saali9an pédluggield G eflaflss.

Write short notes on destruction of filed records.

50 (g eyseT PS50 GOIS oTaTHES.

What types of work are covered in the office system?

SIQICUNDE HEL(PED CTENLIS)| CTGIET QUESWITET LIGw | SeneTs ClaTanTiy (hHGW?

Write short notes on special register for execution proceedings.

276 aups@seian flanGaupn pLalgdmsasd sibubsorea dpiyl ufGau® Ghlsg edeufl.
Describe premature disposals.

QAT pyeyse GOl efleurl.

Define correction slips.

Hhés5 gempaar GlEg efeufl.

What do you understand by “Opening a fresh file for a separate subject arising out of a
current file?

‘BLULS 516 eT(pd @ aflé Qe Ghss Lsds’ B Smnsss’ weap GOlgs elauflss.

Answer any THREE questions : (83 x5=15)

Epsar_apmer amaCugib aparn elamss@nse Lfoalss GauarBibd :

How the files should be linked while referriﬁg to the undisposed file in current file?

e Carida, apye) Quprs wHQAprm, Caminlmen elaufléen Gung erauaurm Wamanmés Goug(ib.

How should you maintain office order boqk?

SIS Dpeall Ussah urmofuug Ghlés olarsEs.

118/DD/18 g



I1I.

Describe how the following registers to bg_ maintained :
(a) Copy application register.

(b) Security register.

() Register of Suits.

(d) Pauper suits register

Epaargmib uflGeuBser ereucumrny CuamiiuL Ceuam(b g @Nss efeuflés.
(=) pae waLuHCaud

(@)  UngsmiLL uHCUE

(8) @wsmis cusEsea uHGau

(F) aublwi eupé@ uFCeu®

Describe the method of destruction of records after the prescribed period.
o flu sregdnEu Wer Cariysamer SflE@n an GHss elaréss.

Describe the method of References to authorities quoted in the note.

GHLAeD gysmrhisamer CopQsrerer sm_ G apamp GHEs eleufss.

Answer any THREE questions : B x7=21)
Epsam_eupper ereneuCugy b apeny eflamésEnée LHwalss Couam@ibd |

Explain about the maintenance of personal register as mentioned in Tamil Nadu
Government office Manual.

g LEGau® urTAssed GHsg PR BTl PDs Bl pean FHID sampliLl Hararees Ghss)
T(PEIS.

Explain the objectives of stock file maintenance. Also describe the procedure for maintaining
the stock files.

WPp&ESL Dy enenTs Ggﬁ@ﬂq (1) @muys Cariy ugmofiuder Grrésn wHmD LITLALLE GNEs
Seufés.
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3. Write about the ways to prevent fire accidents in offices.

si@essie § elluss Crimod sHEGWL (Peapsd @hss) (PGS,

4. Describe current file and its arrangements. : ®
BLULE Gamliy Siamwéetd pep @les) oarass.
5. What are the procedures mentioned in the government office manual to prevent and check

arrears and delays of files?

SlLD .rf,rr@.at;ra;léw@mma; poLp@mp Brefled, Cariysefan Famamus Gomnssab, STOGSMSE
&0&s6|b gmpliul Gerer euflpenmseT wWrg?
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