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DEPARTMENTAL EXAMINATIONS (COMPUTER BASED TEST)

Name of the Test: The Tamil Nadu Government Office Manual
Test (With6ut Books) =5 /
Maximum Time: One Houp” Maximum Marks: 40
IMPORTANT INSTRUCTIONS
OBJECTIVE TYPE

QBMEN@MH euens eesrmsgmen

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

alemssEse . oL weléss QsTLRiGL W61 SDESGIL SN OT&Hm6S
SEUCTLOMSL Lilg&&6]LD.

1. This computer based Test contains 40 number of questions in objective
Type.

Qras safefl eulfls Csieumang, 40 Qarai@m cumsuleomss eNermdsHemend
Q& T6UTL&).

2. Answer all questions. Each question carries one mark
SIS AMESE@HGL oML waNssah @aQanm  aflamayib 2
HUCLIETT 2 L ig).

3 In case of doubt, English version is the Final.
Nardseied FHCHHD @ LN6t Rl  eugeNed QaTRSSIUL Heren
eNermésGer @miSHLinesg). '

4. Words of masculine gender in these questions shall, where the context so
require, be taken to include feminine gender.

Qhs elamésafled @LLb QuOmIeTen g6t LimeSlers &eurfleir QUIMT&H 60 & Herfled
CamauliLger, HWSCHHU  Queim urederdgeuflest  eumijdenssenLd
SILMIGLD.

5. Before answering the questions in CBT, candidates should read the following
instructions displayed in the monitor:
ellsmemiug st saflen s Coialm®e eNoLweléss QHm_RiELh
e seafllufler  Hampuied GCamemId  SIMEYOTSHMET  FHEUTLOTSHL
Uy &&6LD.

a) One question will be displayed on the screen at a time.
2Cr CHrsHed @@ aflerm il HCwW seflefls Semguiled Cameinm)Ld.

b) Time available for you to complete the examination will be displayed through
a countdown timer in the top right-hand corner of the screen. It will display
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How long Hindu member of staff can take permission to report office during
amawasai ritual?

@ng e pluleanisdr oTeuTEFWET) WS FOUbSLTE SHNmwsdr CQFlg STOSLNSG
SiQeusESHNE Uy siewdéEn Chrb eremug)

(A) 1/2 hour (By”1 hour

1/2 wenfl Cpyid 1 wewfl Gy
(C) 2 hours (D) 1/2 day

2 wexfl CrrLd 1/2 mrar

When the attendance closes after the office opens?
SQeusLD Hhs eTdsamen HILOLhisEnHsE Wenar aumans LIFCeu® wpigss L@

(A 10 minutes (B) 15 minutes
10 BB ib 15 BiflL_ib
(C) 30 minutes (D) 1 hour
30 Bliflib 1 wewfl Gryid

When a person 1 day casual leave i1s deducted for availing without permission to
attend office?

@(Heull eTHgemer (pan epdlulldamne TSNS eubsT @HBTET SH6FwLID By
Gigssb Gewtiu@n?

(A) b5 days (B3 days

5 pir_ger \/3 BT el
(C) 2days (D) 4 days

2 prl_ser 4 mpr_ger

If any Government servant comes to office at 1.45 pm on any day with (or) without
permission the day will be treated as

@ 27& uaflwurert saywduGerr (=) SepwduiearmCGuir puged 1.45 wallseE Genen
SIDIGUDED CUBSTED 4G GTeeuTm) SanTddlLLiL{HLb?

(A) Permission (B) Duty
@I 3@ euasLs Lianfl
(C)” Casual leave (D) Late present
snelFwe efl(Hiiy SO 6(THENS
3 118/DD/21
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. How many days a Government servant can avail casual leave at a time?
Siyal uaflwureriser sHEswe B UGmear @Cr FWSH D eTdSMman BT &6 er(HESQMD?

(A) 10 days (B) 11 days
\/10 BT &l 11 prc_ser
(C) 9days (D) 6 days
9 prlser 6 Brser
6. What is the system name for dividing the office into convenient section?

R0 SYeuwssms v WAfesearms Wisg qeabeurm erpssmb Qeww  Ceudmtigw
Geuancvasener LpHIL (panméE ereman GLwm?

iA)/ Tottenham system (B) Rettanham system
LML L3 @D M6 @pmbd
(C) Mountpatten system (D) Dalhousie system
Gweres GuL_L e LeGanerd
i Money and valuables received in the Collector office in course of official business

should be entered in
prewrwid  wHHL e  Gumorer  GQum@BlsdT  wmeul L PUAWT iU D
Qupuiu@EwbCurg SpsaT_ ahs UHCeu g ufea) Qeiuiue. CeuaT(Hib?

(A) Special Register (B) Money Receipt Register
Aoty udCau( uewTd Qumb uHCeu®
iC)/Security Register (D) Treasury Register
ungismiy uSHGeu® amapeid LHGau
8. How many columns in Personal Register?
sanuF Ceul g 6b 2 aTer sevmisaflen eraimenlGans?
A 4 B) 5

©) 6 Q,\/'f
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10.

11.

12.

13.

Important orders should be kept in
e paflu yamanser eneudg LpTwféasiiue CeuemHin?

(A) Record Room (B)/Stock file
udleuenm @iy sL(
(C) Separate Almirah (D) None
safl jevwmfludle eTgle|ilerene

Date on which next action is to be taken in the personal Register to be entered in
column no.
2055 BLaugsms ahds Ceuamgw Brar sarudCGeul g ohs swdbdad @GOHUG L
Geuamr(HLd?

A 4 B) 5

oy 6 D) 7

Security Register is maintained in the form prescribed in
ungasmiy udlCGeu® erhs Ligeugde ugmofésiuL. CeuamrHib?

@/ XV B) XVII
(C) XVI (D) XVIII

How many days to be taken for pasting correction slips in the concerned book?
Hss s@mBHEeT ThHmen Bl sEnsGear 2-Mw Usssnsaflen gLt Ceauam@imn?

A 1 B) 2

Cy 3 D) 5

The files which are kept pending for more than three months will be entered in
EpETm) LoMEHISERsE G Hlayameuuie 2 drer BL_LiLy Camiysamer erbg LIHCeul g6 LduiiuL
CeuarT(HLb?

(A) Personal register (B) Special Register
semud Geu(h Sy safliudCeu®
(C)” Brought forward personal Register (D) Periodicals
wenGlamenti semudCeuH srepriudGeu
5 118/DD/21
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14. At the top of the note file, What colour fly leaf is placed?
Sigeuas GOUL Carii G S aLwins ehs Hlnssme e Srer eneuds Goua (b ?

(A) Red @/Yeuow

sy LD(@H &
(C) Blue (D) Black
Beoid SmLILY

15. If any disposal file is taken from Record Room, how much time to be taken for
returning file,
wpyehn Cariysamer ufeuanuied(phg THESILLLTD N6 TESENGT LDTEMIGEhE: @
H b4 @liLien &8 CeuarT(HID?

(A) One month (B) Two months
(T LDTSLD @ e (® rsd

(C)y” Three months (D) Six months
LRGN LDTGLD <20l LOMSLD

16. How many envelopes are used in sending Confidential papers?
@raflu greatser UL THS@MET 2 amnaeT LiLeTUBSSUUE0?

(A) One envelope (\B)/ Two envelope
@(hH 2-enD @ et 2_emm
(C) Three envelope (D) None
[E PR ) eTgl6LBlhenen

17.  When a new librarian take change, he should report fact of loss of books within the
period of?
@(H AQeuT FHresl urgsteuorrs uailule Gsips adsamer BTl &@h&EEGeT ST oD
Curen Lsssmsar efleuymisamer Ggflelss CouarmHib?

(A)/ 15 days (B) One month
15 priger (T LDTSLD

(C) Three months (D) Six months
PLPEITM) LDTSLD <2pM) DTSLD

118/DD/21 6



18.

19.

20.

21.

How many days and which day the woman Government Servants avail permission
in a month?

TF SQeashsaied Ut s cafwi @@ WLWISSHDE T&EMT BILGET THS
Slpewsaileh STOSLOTE auFeTD?

(A) / Three Friday (B) Tuesday
epemm GleueTefld &lpanio Glgeueumil Slipenio
(C) Any Three days (D) Any two days
THMCUG) CLPENTT) BITL_&HET gomeug) @uenr(h Hrser

What is the period than the Government Servant could avail the compensatory
holiday at his credit?

el werm prefler Couaner LIMTES BT &ER&E 2-Mw FEH sL_Hb (UL TESMman BHI&(Ehéd
aT(H &8 GeuarT(HiLD?

(A) One month (B) Three month
6(h LDMTSLD PPN LDMTSLD

(C)/” Six month (D) One year
<2 LOTHLD SO UBLD

What is the period of destruction Personal Register?
sauSCeup eTHFeman e (H&EHsE eanT Sfl&sliL@Hn?

(A) After one year (B) After two years
R0 B[ IO E O G

(C) After three years (\IyAfter five years
epeml e () BHE 2eT(H

How many days a Government servant can avail Restricted Holidays?
RUITTIG) @(hH DPeUs Uenflumer’ euepumsslUl L. UaTgens eSHLUL  erdsenen
BITL_&(@h& S 6eT(Hé&emid?

(A) 4days B) /3 days
4 prser 3 BIL_&6T
(C) b5 days (D) 7 days
O Br_ger T Brlger
7 118/DD/21
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22.

23.

24.

25.

26.

Which record of the following has to be kept 10 years in the office?

Spsan. uHCau@safier erans 10 e[ sreb emeusd hés Cauar(Hb

(A) Survey Stone Register (B) Survey Equipment Register
Bl Sjeteneu &6 LG Cau(H e sjeteneu Hmellaer LHGCeau®

(C) / Field map application Register (D) Survey Expenditure Register
LelULRi&ET Baas@Ehsaman LigGeu e jereney Cleeear LHGeu(®H

In which following form court suit Register is maintains?
aLp&G&eT SaflliLglGeul g anew eThg Lilg euddled Lipmoflés Ceuer(Hid?

A) B-VII (B) B-VIII
9-uigeud VII 9-ungeutb VIII

(C)” B-VIIIA (D) B-VIIIB
9-ungeud VIITA 9-ugeud VIIIB

In which year 12 days casual leave started?
IIQIUTEHEHEE 12 Briser sHEFw eNBHUL TS pa( (PSed TbIASSILILL &7

(A) 24.11.1980 (B) 16.12.2003
(E?)/01.06.1985 (D) 29.12.1995

What is the size of the paper to be used in writing petition?

LDEEHET 6T(LPGILD Sraflen e, &Ml&Hs

(A) 10 length x 8 width (13)/ 13 length x 8.5 width
10 perib X 8 iseid 13 fBarib x 8.5 yseid

(C) 12 length x 7 width (D) 10 length x 7 width
12 femb x 7 jseid 10 Berib X 7 jsebd

How many copies need to be sent for the Indents for stores?
aalmLiy @més Cauarmgw QurplsEpsarar Comel Hlbms LI igwe aggeamen Grdser
Sigiu GeuewT(Hib?

(A) 3 Copies (B) 4 Copies
3 Wrdaar 4 Gpdaer
(C)/” 6 Copies (D) 7 Copies
6 Ypdlaer 7 YGgdlser

118/DD/21 8



27.

28.

29.

30.

After how many years does the Government Gazettes to be destroyed supplied to
subordinate Revenue officers?

sTihlane) SQeIT&HERHEE PmsliLlL ATHsY assmen wamgnE@ Yer Siflssiiu
Couarm(Bib?

(A) 3years (B) 1year
3 yain®) 1 e
(Cy 10 years (D) None
10 <y, em1(h) Sif&s Caaneu @evene

The Government call for a report to be submitted after a year, such file may be
entered in

STEMBRISLD @rrerTiyH@ Yenant siflsams santiug Canmb Carliysdr Spaar. udea| Celg)
(Plg&HSEOTD?

(A) Personal Register (B) Brought Forward
serr UHCGeu® aperr Qsmemt LuHCeu
(C) Special Register (D) Call Book
Apiiy udGeu wnseueiiiyy ufGeu(

If the current files are produced in the court the following to be sent as the court
Bélenmis@rseE Carliysamer ogliyb Curg Spsam_aupan L Hib elu Cauar(bn?

(A) # Current file only (B) Note file only
By Gamiy @My Camly

(C) Current file and note file (D) Copy of current file
BLUy wpmid @bty Gamiy BLUL GamiL paeb L (Hib

How is order from Government is disposal off?
SIrflL O mBE euytiQumb QY emesamar ereucumn (plgey Qauiw CeuamHin?

(A) D. Dis. (B) R. Dis.
LI (Lp. Bl ap.
(C) » Filed Disposed (D) N. Dis.
Camiy apig ey o_.Qp.
9 118/DD/21
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31. Roneo number alpha system of filing means collector keeps the following with his
own custody
GrrefCur erar agmdl wpanpulled s (Heug erempmed wreul L <y Swi 6T eugld 2 6Ter
EDE@TL & (HE®ET LIMgSTLILG

(A) Personal paper (B)/” Confidential paper
sefliulL Sei FuUbSILULL SLITED DHSTHIG SLITEOHET
(C) Urgent paper (D) No
S|6UFT HLITOSHET ergleyLldeney

32. The Taluk Register No. 10 A refer to?
srey&am—10 et uHCeu® erlClummer LHMlwg) ?

(A) Dharkast (B) Transfer of Registry
Sismavl udley rhmib

(C) Relinquishment M ater Rate Register
2 Mewefe sementt reneu curf]

33.  All Despatch and local Delivery book should be maintained the
SEHED  elilems wLPmL daErT  Garhly  ufCGau@® by Gumgliug eSS

urrwflésiu@ang?
(A) C.F.54 WC.F. 61
(C) C.F.44 (D) C.F. 62

34. When the map is quoted for reference in file, how it should be shown?
pLULsS Caminde CasliLmsamar aMyLE ST CUTE SPSMTL 6THS HenL (P DEEET
sy &5 Ceuair(Hib?

(A) Noted in pencil
Camlbe Quendflema @Miss GCeuam(Hibd
(B)/ Flagging
Qamg uiL Geuamm@Hib
(C) Page number noted
aramaeT @Mlés Ceuem(Hid
(D) None
ergjeydlerene

118/DD/21 10



35.

36.

37.

38.

39.

How many columns used in confidential register?
wiser Garliyseafler uHCau® assman sas e LFTLRGEILEEH DG ?

(A) 5 {g)/?
(©) 10 D) 3

A Government important letter to be sent by?
SJ& (P&EWLSFHeUD UTLIHS SigSHenS 6ThS iEhFala eIl CauamHib?

(A)  Ordinary post &Iy Register post
EMSTTERT | (EHF uSle] 2iEhae
(C) Telegram (D) Fax
shdl Celg QsmTeney Hae

Who is responsible for attendance register?
auansLl LFGeulh wrmmenw GurmLine @) més GCeuam(Hib?

(A) Section Assistant (B) Head clerk

Gifley er(pSsIT SEQEMLD GT(LPSBT
(C)” Section Officer (D) Officer

Gfley seneveuim SIS ST

Who is responsible for postal Stamp account?
Siepae eflvaney samsdlnE s Si@ieuei dummiiy ghe GCeua(Hib?

(A) Section Assistant (B) Dispatch Clerk
<ipg Afley erpss DA@IUL@®S GTPSHIT
@/ Fair Copy Superintendent (D) Typist
&55 o AMeys seawramemnt LiLITeTT SUL_&&T

How many columns does the Call Book Register consist of?
iy sunasaier safliudCGeuigm@ (Call Book) erggener semser?

({&)/ 6 Columns (B) 7 Columns
6 HemIGET 7 HmI&ET
(C) 8 Columns (D) 10 Columns
8 semigeT 10 sevmigeT
11 118/DD/21
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40.  When will the last pay certificate to be destroyed?
apen earglwi gmenm erICLITG) SiPlEsLILL. GCouaT(HLb?

(A) After 5 years (B After 3 years

5 g ar(haEHsE Yle 3 e (H&EHsE et
(C) After 10 years (D) After 15 years

10 oyanr(h&(@HéE e 15 gy,m(HaEndE e

118/DD/21 12
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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
elfeurer eflenL_wefl&@D uans eflanTggmer

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

femssEnse el wallss QsTmGb aper Spasam ifleiamrasmen SQUTLONS Ly &56]LD.

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

aflenL_seer @GN Hater craTanilsmssd 2dawrs apHudmuden, el ggrafier @nduflan o arer
285 aranamismsularear eflenLseT HUEEH Gelwiiurg.

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).

eflenL_ser HmEswLTEaD, elamalng 2 fu serelgid Gmss Gauem(HLw. Ussss4le) 2 aremeumenm
SuCu aniémssE arisms SHmbu awss smLng. (QEGHUY USSsHS@H T 6(PSID
Carefln@ w_Hib QummHgiD)

3. In case of doubt, English version is the final.
emmasafler s5Ca68 L hdle augeie AardasiulRerer ellamssGor @nHunens.

I. Answer any EIGHT questions: (8x3=24)
gCasayb et () eflanmés@EpéE Lwafléss : '

1. Explain about Casual Leave.

foower alHly unml ederéEs.

2. Explain about Premature Disposal.

ST apyeyser LM ellersEs.

[Turn over



10.

II.

Explain Demi-Official Correspondence.

Criips s450 CUTEGUTSE GNSS eleTésa]b.

What is the Suit Register?

2 flevwulwe euseE Aniiy uHCeau@® eranmme eremen?

Describe abbut the confidential Records.
Qraflus Camliyser upd efeuflssayd.

What is brought forward Personal Register?

wperbasTanTit eSGou(H erammmed eremmen?

What is Flagging?
Q&mquil(Hge erammmed eramen?

Describe about the outgoing Reminders.

GeuaflE@aarad Hlananayl Haer unbl efleur.

What 1s Office Order Book?

SIRICUNE MG LSSELD GTETDITE) GTea?
What is the correction slip?

E(B&g FL(DSET GTENMTE) GTewTe?
Answer any THREE questions:

aeaGueaib ppearm eflarmsseEnsa@ ellanwef :

Write the importance of stock file.

Bouy sLpse péfluggiaid @lss awss.

Explain about the different kinds of disposals.

veGaumu L Camiy apige semer ellers@s.

Explain about General discipline in the office.

Sigieuas Cung @urEGwean unil elleuflsseab.

118/DD/21 8
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What is meaning by current files? Give details of its arrangement.

BLUY S0 erenmmed erenen? igern iewlienu efleurl.

Explain the fair copying system.
G565 H&® apgieug LD ellfleurs ellerése .

Answer any THREE questions : (3x7=21)
aeaCuayd apearn fammssEpse efenLwefl : |
What are the important registers maintained in the office?

@ Seuassio urmnfssiuL. Cearrgw wadlw UGG wraeu?

What is the importance of personal registers? How is it checked?

garudCaul_lgan &fwsgeid wirg? 2ig) ceeury saflsams Qeuiu@GEns?

Explain the procedure to be followed in registering tapals under the Tottenham
system.

Ll Lemapmd apenpuie suresmer udley Qeleug @Golsg WeaupPUUGL HL PODEEDET
aSleurl.

Detailed the grant compensatory holidays.
m®H Qb eSlGapann eflersseab.

What are economy measures adopted in use of stationeries?
arpgl Qurmper LwaTu@SgeuHD s LiGyés Couaiyw SlEsar BOL (LPMDEEET 6T (HSELD.

3 118/DD/21



