ac. 18

DEPARTMENTAL EXAMINATIONS (COMPUTER BASED TEST)

Name of the Test: The Tamil Nadu Government Office Manual

Test (Without Books) 172

Maximum Time: One Hour Maximum Marks: 40

IMPORTANT INSTRUCTIONS

OBJECTIVE TYPE
Qamen@GM euems eNeurms e

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

AeésErs@ ol weldbss AST_RGLD (W61 SD&GaTL Siflesmrsemens
HEUSTLDTSL Lilg &H86LD.

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

Ahss seulel eufls Csieumeng), 40 QaTar@M cusmsuNeoms eNeTTéSmeTs
Q& mevuTL_ &)

2. Answer all questions. Each question carries one mark
Smass aamssEsGL ool wallssad aQeamm ofsamaybd @
ST 2 DL IS,

3 In case of doubt, English version is the Final.
alersseiled FECHHL QUM gYhHe augeled QaTH&sULL BsTer
eNer&SGen Qm)Suimeo &)

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

Qng elemssefed QLD QummIsTeT et LTedl6SHSHeufledt eumijsems seafed
GCoemeuliulgelt,  SHUeGECHMHU  Quetsr  UTEOlHHeufledl  UMITE NS S EnLD
SILRIGLD

5. Before answering the questions in CBT, candidates should read the following
instructions displayed in the monitor:

elemeLugnyisen selefl aulfls CaiaNnE ool weléss QTG
et seeflullesr  SemguNed  CHTEIMILL  AMNEYEOTHEMET  SHEUSTLONSHL
Uy &H&6)LD

a) One question will be displayed on the screen at a time.
@Gy Ghrsdled @ el WLGCWL safalsy SHaoguned CHmeTmID.

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



Ot

g ol

How many columns in Brought Forward Register?
per Qamem Heir L Geul .60 2 66T HEOMRIGET TSN En?

4) 11 B) 9
11 9
w 7 (D) None of these
7 @eupmier ergleyleena

Which percentage (%) can be entered in the column of “Arrear List™?
Hae@eiugwald Haeme aflssTh GHLELLuL Gaidmgw &b

A 4 (B) 6

© 8 N 12

Already closed the file after having received it can be
ghsaCe pige Qelwiiule Caruy Qgsmiurs GUDULED SsHREeT (Pieurs Qe
Geauaur(HLb.

(A) Ten years (B) Three years
LiS&Tes(p) eLP &8 1688 (1)
One year (D) None
@rmesT(H Qeupdled ergblereney

How many columns in arrear list?
AgmaliLl g wd assman somismean darariarans?

A 11 B) 12

\gt)‘\ 13 D) 10

How many columns in “Call Book™?
srésmen somsmer Geran@eterg “wn seuafliy LGB

@ 1 B 6

) 13 (D) 10
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9.

10.

As per Go 1408, Revenue Department dt 19.06.1990, how many files a clerk in
Divisional office

SiyeTenen erer. 1408, eumeumiggienm prer - 19.06.1990emug CarlL @ei@sssld
preTGasnmib erwssh ar@ssiuL. Couamyw Camliysaflan araraflsms

A 9 (B) 10

AR D) 12

How many columns in Distribution Register?
udlTorer udCeul g6 THIHENET HEMISET 2 6TeTer?

A 7 B) 6

o\ 5 D) 4

When the previous Personal Register should be handed over the next year the record
room?
aper e s LHCeuHadT APSS B0 CodléGer LFleumpéE gL Geuar(Hb?

(A) January 15th (B) March 15th

genaufl Lrsb 15k Codl & wrsb 155 Cadl
(C) April 1t April 15tk

gure wrsb 1p Csél gLy s 155 Csd

How many column has “Half yearly business return” format sending?
S@ruTan() o@ed wop Siféms @iy GCadrew usagdd o eer &eVmIGET 6
G ensTamT | g ?
(A) 13 B 11
9 D)y 7

Who is maintaining “Call Book” register?
opy seuefl iy ufGau® LrmMoi&EL Sgaie

‘K{\ Tapal Clerk (B) Record Clerk
HUMED T(P&SST Lglsuepm eT(pSST
(C)  Section Clerk (D) Section Suprintendent
Afley eT(SST Wifley seneveu
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11.  Who is maintaining in a good manner of a “Suit Register”?
aupsE LHCau® pova panpuied ugmofléEd CummliLiTeT DigieueT?

(A) Section Clerk (B) Tapal Clerk
Gifley erpde BT (PSS
) ¥ Section Suprintendent (D) Huzur Sarishtadar
fley seneveu Si@euea GLoeomer

12.  K.D is file can be closed as on 01.12.2014 when it will be destructed
01.12.2014 ey epep <6 Padsiiul L Garly oflssiiue. Gaidmg u aubL )

A 2016 (B) 2017
2016 2017
2018 (D) None
2018 ergleblebaned

13.  Who is maintained Attendance Register?
Qe g aassdab amaaiudGau® @aurg Lrmofiudd QosEn?

(A) Section Clerk
sbUBSLIULL @) (HE®S (PSS

M\ Huzur Sarishtadar

SiQeuas Yifley senaveur

(C) PA to Collector
Sgauas smaaflea Coiips o geflwrart

(D) Collector
SAEUNDS HEEVEUIT

14. How many days in a year a Govt. Servant has credited compensatory leave in his

account?
@B <7 SAQaer @ aeLsfd sag F( GFluwb AHLGme sens Samésled
ameuSg&0lsmeTaremb?
(A) 15 days w20 days
15 mm _ger 20 prlsen
(C) 30 days (D) Six months
30 prlser <M LDTSBIGET
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15. Receiving along with Tapal Service Register pertaining documents confidential
records should be entered in Which column at distribution register.
sushsEs_er aumdlan uamiliudCauBsedr usdrhsdr, @reslu Camiy Gumerp = dren
U euiaamer udlmwrer udGeul_iged &b & erpsiuL. Ceuam(b.

Column 2 (B) Column 3
SV 2 &b 3

(C) Column 4 (D) Column 5
Solb 4 Geud 5

16. How many column in Personal Register?
saTLSCau(h) aTHsenan sovensamer Gamam(BHeTerg)?
A 4 B) 5
© 6 N7

17.  When destruction of ‘Fair Copy register’ may be done after
555 pH6 UG ahsman amBad 55158 SplssLUL@MD?

(A) 10 years (B) 2 years

10 <y am(Heser 2 gam(Hser
(C) 5years )V 3 years

b g ar(eer 3 <y emr(Hser

18.  Which type of permission is granded on Fridays to the Government Servants
professing Islam?
Qaidrelsdipewselds  @amerflu  rsl  ueilUTETTSEELSE euels  i@ied
aupasILIHEDE?
(A) Permission for 1 hour in the morning
srene 1 wanfl GHyLb STDSLONES cU(HEUSDSTET SIS
(B) Permission to leave the office before 1 hour in the evening
wraauda 1 werfl Gprb cpararsiaGe QehagpaTar Sigwd
To be absent from 1 PM to 2 PM
wwib 1 wenfl g 2 wanfl ey Qauels Hede gy

(D) Permission to leave the office before 15 minutes in the evening
oraaudd 15 bl b eparangnaGel Qedegphstear Signd
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19.

21.

22,

How to dispose the file containing the Casual Leave applications?

Qs @Y elarariuksear Cariames Qelwiuli. Gemiulemar eeueiisd (pgay
Qelw Geuam(b?

(A) K.Dis (B) D.Dis

Y\ LDis (D) R.Dis

@ - Bl.ep-

If a file is initiated in the year 2019 and closed as K.Dis in 2020, then in which year
the scrutiny for destruction of that file will be made?
gm Gsriy 2019-b gar@® gemsiul®@ 2020-b el epp. BE Pe

Qeuwriul L Qgeafled, <&CemiGamenr HflliLg Gsriuns b e ufl&enan
Geviutiue. Gauer (b,
(A) 2021 (B) 2022

(C) 2023 Jpﬂ 2024

Which year introduced a government servant claimed casual leave for 12 days?
s emflumee BaT(sE 12 prisdr gpGewed eSEOY DS EFOTD e ST
cuanwenm Hlirerdasiiul L Cad

(A) From 1.12.65 (B) From 30.06.85
1.12.65 gpgev 30.06.85 psed

W From 01.06.85 (D) None

01.06.85 gpged @eumed ergieyLslerene

Government Servant can take a casual leave at one stretch not exceeded
R SITE ST @ sLmautle ah&ED sHQswe By BrisE@pseE Blasluls
(‘?ﬂ.L.ﬂ’@j.
) 10 B) 12
(C) 3 (D) 6
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23.

25.

As per Go 1408 Revenue dt 19.06.90, a clerk has to be attended a file each day at Collector
office.

st e 1408 eumeumiggienm mrer 19.06.90 @en ug wreulL U Ewd
SiQees5HH prarGsmmib arwsst erBsa L Cauamyw CarliLsafld eramefsms
A, 9 B) 10

12 (D) 11

How many hours should be taken Personal Register checking of remarks on running
note file to be put

a1 U Ceul 5.6 salbams Qelig g ——— — wenfl Cprsdlad Ldld siguu GauamHio
(A) 24 48
©) 12 (D) 36

On receipt of correction slip received by office it can be affixed related books within
days

Hmés S @ésar (Correction Slip) igieuwssdbe &HoLssntupp & 011818615 (& AT
FbHSILL L LSsasH0 gL L Geuam(bhib.

ﬁ 3 days (B) 4 days

3 prLseT 4 prlser
(C) 5 days (D) 6 days
D mrlger 6 BrL&er

Which Officer / Staff can be signed date on the column of 5t of Distribution Register
Léiwrer LHCai yar 5™ sasHod abs d@emfler s@ssiulL e GL UG,

(A) Related Assistant (B) Head Assistant
gbwopsliul L o gellurer SENQE LD GT(PHST
Record Clerk (D) None of these
Ldleuerp eT(HSST Fglebanen

118/DM/22 8



27.  Arrear list has 13 column out of 13 column 12t column what it denotes
Bameuiuil iguefe sbwhsiiul L 13 sarisafld 12615 sl agaman GPl&EEn?

(A) Pendency over one year (B) Total number of files disposed
@rrant(hdE G e ame Qs s Casa6 ey Celigameal
Jl)\ Percentage (D) None
Blayamal eflpssmp ggbléena

28.  How many days within which an acknowledgement for a grievance petition be sent
to the petitioner?
GODET DE)ESEHEHTET PLILISED THSMan BT &HEhéEGET eitiu. Couem(®n?

w Three days (B) Seven days
eLpem) Slermiger (P SemhiseT

(C) Fifteen days (D) One month
udlenenbg) &lemmaiger (1 LIS

29.  Who is responsible for fire protection of an office functioning in a rental building?
al_mss sligl sdéd Quigb @f eeaessdar SssOUY ghuT@Sser wWirjred
CunQsrarariuL CeuamHin?

(A) Public Works Department (B) Owner of the rental building
Qumgil Lewllg sianmulenymed UTLe&s &1L o Menwmenyme
f) M Its head of office (D) Local body
DS JPICUDES SENGEUTED 2 _aremm_& jenwliGenmed

30. If an officer writes a question in the margin of a note, where should the reply be
written?
ehuussraier grsde sigeaan apliu Cadrelésrar Ugma amiE aflléas Ceuanr(hLd

(A) In the Margin itself (B) Current file
L&S Rrode BLLiLs Gamia
In continuance of the note (D) In a separate paper
GMUben QgrLréslune geflggrafla
9 118/DM/22
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31. What denotes 34 Column in Personal Register
gerr LFCaul ig e sauid 3 eTens GDISS DG ?

(A) Current files no
Bl &L (5 eremr

(B)  Disposal
(plg.efler SetrenLn

\%\ Tapal receipt date

&lgHb GluDD HreT

(D) Action to be taken date
PSS BLouigsEans 6T (Hé&s Geueia W HTeT

32. A file can be sent to court on which it can be entered
BdarprisEnse gGs@b yeyn Gamiysd eliuiuliTd ps ddurdes @ dled
GOLEL Ceuarr(ib?

(A) PR Column 7
gemLS Coul_tg.6m Heuid 7
(B) DR Column 4
udorer udGeuliger seb 4
M\ Issue Register Column 10
S EUAITRIGET euLpTIEGLD LIFGeul e seoid 10
(D)  Suit Special Register Column - 10
aupa@GseT el g Geul e seod 10

33. How many columns in casual leave Register?
sHEswe eIy ufGeaular samsaflan aramaflsme?

A) 10 (B) 12
10 12
\%\ 6 (D) None
6 ggidleene

118/DM/22 10



34.  Closed file can be arranged in Record room at which position?
apigenp Carliyser Lfajamnuid o drar uHe| SIHEssH0 DS @aussiuL Caiam(ib?

(A) Plat (B) Horizondal
JHSenswns FTUBUNTS
Vertical (D) None
CemiGs5Ts @eumiled g blvena

35.  What is the duration for the change of Periodical numbers?
upeu QeuallGaaflan eramser areueuare] stsHnGsTHEP®D WIHHlLmLESILED?

(A) Once in a year (B) Once in 3 years

<,a0Tlg HEST(Hpen pLp e e (eSS @ (H(LPED
(C)  Once in 10 years It is permanent

LSS (H&EHEE R(HPOD Blybsyoreg)

36. For what type of disposals, Jackets shall be stitched?
Q558 igas sLBHaEnse Coaiemp (Jacket) wsdeiLBb?
(A) for R.Dis only f for R.Dis and D.Dis only

#B.(p. &LligHE L Hib Bl.qp HmID U.1p. HLESEREE WL (H
(C) for R.Dis, D.Dis and K.Dis only (D) for all type of Disposals
Bl.p.. L., ep.(p 5L(0&E@56@E (I SIS ISLOTET (1Pl QUSEHSELD

37.  Who is maintaining ‘Postal Stamp account’?
SiE5eer efldvanay semé(g wrymed LgTwiésLuEEDg?
(A) Dispatching Clerk
SUMED YIS 6T(HSSIT
(B) Record Clerk
udleuanm er(P&SST
(C)  Section Superintendent

Gfleys senaoaum
) Fair copy superintendent

&I & SHeauTasmemt L merT

11 118/DM/22
[Turn over



38. Personal Register and brought forward Register can be maintaining in a record
room manure or Period
sanLdCeau®, ppan@aranmt UHGaB udeyapudies urmofssluL Ceuamg L sre sieTey

(A) 10 Years (B) 3 Years
10 <y ar(Hger 3 g @mpHsaT
,A 5 Years (D) Permanent
5 gy ar(Haser Blrpsrb

39. Important tapal can be sent from office by this method
Sigeuaadler SeniLlLGHL (PEEWULITERT Sl SRISET 6THE sunedler gy Geuehm(Hin?

\ﬂ()‘ Registered Post (B) Ordinary Post
Ldleys gLimed EMS TS SLITeD
(C) Post (D) Courier Post
UL 3j@pae Faflwi SUmeD

40. Note file both pages can be used this ink on numbering.
GO yeny Camlder @ LssmseT QD eredm Blm enwulianme U&s eram @LLL(bIb.

Black (B) Red

S(HLL el
(C) Blue (D) Green

BHevld LIE®E

118/DM/22 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
efeurer elenLwafl&@h euens ellarTssmar

Read the following instructions carefully before beginning to answer the questions.
efenmésensée elamwelss Qsrh@b (per SPaseam ifleyysmer SQATONS Lig &56 L.
1. Answers in excess of the prescribed number of questions appearing at the end of the answer
book will not be valued.
efler_semer GHLIL[Herer crammanfiseansdss Sifswons apdulnliden, oo ssrafler @nduia o drar
<188 aranaflsmas@enrer eflent_sar wHSH Qeiwiurg;.
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). '
eleLsar smEsworsayD, elamalng o Mwu Sarelgid Qmés CauamBb. Lssssdld 2 dratabhanp
U Cu arigmssE anigms HHLU aWss saLrg. (PEEHUL USSsRISEHLE 6T(HFID
Careflh@ w_Hib QurmbgID)
3. In case of doubt, English version is the final.
amssaie #HCsallmLlea gy mde augeid Asr@asiiu’Herer efamssGer @nsluneans).

5 Answer any EIGHT questions: (8x3=24)
gCaayd e () eanmés@pse eflenwefl :

1. What is meant by Attendance Register?

aumarall USHCou(® erenmmed eremen?

2. Define Personal Register.
ger LFCau® undl efleuflssayd.

3 What is meant by late attendance?
STSTDS eU(Hans LFGeu(H eremmme eramen?

[Turn over



10.

II.

What is meant by Distribution Register?

udliorer uHCeau(® erenmmeb erasean?

What is meant by Premature Disposal file?
g (pigey CarliLser eTemmme ereme?

‘What is meant by different kind of Disposal file and define?

wpigeydm Camiyser eranmmed erean? Bigen LGaum euamssamear efleuflEseayib.

What is the duty of Fair Copy Superintendent?

S p&ed seawrarenfliiumerilen Liewtl ereme?

What is meant by Tapal Registering?
srumedled L) CFLIFHED GTEmmTed GTemeT?

What 1s meant by Note file?

@My Camiy eTemmmed eTevmen?

What is meant casual leave? How it can be availed by a year?
snQswe NEUY eTamTed eremen? aUHLSHMNE eTeLaUETE| BTET (M 3178 2amiflui(héE sHOFwLED
AUy siawduelssiiuGSng?

Answer any THREE questions: (3 x5=15)
eraneuGugyid ppenn eflanmésEnéE eflenLwerf :

Explain the Personal Register maintaining.

sanudCGeu® upmoflsse @hlsg edleul.

How to do rectify the Audit Para Objection?

saflsamas@ampaer #fl Qalige eriiLig ?

What is call book, How it can be maintained in the office?
wy seuafliiy uFCeu® erampred cranan? Sig araIeUTY SiFleuassdla ugmoflss uEEng?

What is meant by ‘Arrear list’? How it is maintained by office?

Hlayaaeu UL g W6 GTENDTEd Grener? <3ig| 6TeueIm Paasssle msurariu(Eng)?

What is meant by ‘Security Register'? And how it is maintained by office?

eflenev dlLiLjerer LHCau(H erammTed Greean? 2ig) eTeueUTD SigleuasHEle eawrerl LG ng?

118/DM/22 2



III. Answer any THREE questions : Bx7=21)
aaaGuayb aparn dlamssE@Erse eflewerl :

1 What is the importance of Personal Register? How to do is inspect in Critically?
seruHCail g6 (pSEILISEaILD GTeTeT? Diewg el S Thgl 6] Calies?
2. What a procedure adopting outbreak of fire in office?
sigeesnsaio S04 Ss1E0sma_mew, mswrer Cadmgw penLpeapaer LnHl efleu.
3. Define Maintaining of Special Register — Prohibitory order book.
Aoy udHGeu® LrmoASSH LHMID FeL T LissssSman aflaufl.
4. Explain fair-copying and Despatch.
SN p&6 THSSDID, S@Itiy@swybd edleul.

5. Explain about Running File an Note file.
pLUUECaTUY wHpIb GHLLSCSTLIY upD H(HESDE cflend @,
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