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 Notes : 1. All questions are compulsory. 

 2. All questions carry equal marks. 
 

    

1.  Explain the meaning. Type's and signification of Motivation. 

 

OR 

 

Explain the Duties and rights of civil servants. 

 

16 

2.  Explain the Basic principles of Budget. 

 

OR 

 

Explain the functions and role of chief executive. 

 

16 

3.  Write the answer of following questions any two. 

 

i) Explain the location of office building. 

ii) Explain the principles of office layout. 

iii) Explain the working-conditions of office. 

iv) Discuss the work-study of office. 

 

16 

4.  Write the answer of following questions any two. 

 

i) Explain the functions of O and M. 

ii) Explain the Recording system in Administration. 

iii) Explain the merits and Demerits of O and M. 

iv) Explain the objectives of Recording management. 

 

16 

5.  Write short answer of following. 

 

i) Employer-Employee Relation. 

ii) Morale 

iii) Budget 

iv) Finance bill 

v) Layout 

vi) Measurement 

vii) Recording 

viii) Organization 

 

16 
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 Ôã îÞã¶ãã : - 1. ÔãÌãÃ ¹ãÆÍ¶ã Ôããñ¡ãäÌã¥ãñ ‚ããä¶ãÌãã¾ãÃ ‚ããÖñ. 

 2. ÔãÌãÃ ¹ãÆÍ¶ããâ¶ãã Ôã½ãã¶ã Øãì¥ã ‚ããÖñ¦ã. 
 

    

1.  ¹ãÆñÀ¥ãñÞãã ‚ã©ãÃ, ¹ãÆ‡ãŠãÀ Ìã ½ãÖ¦Ìã Ô¹ãÓ› ‡ãŠÀã? 

 

ãä‡ãâŠÌãã 

 

Ôã¶ãªãè ¶ããõ‡ãŠÀãâÞããè ‡ãŠ¦ãÃÌ¾ã Ìã ‚ããä£ã‡ãŠãÀ Ô¹ãÓ› ‡ãŠÀã? 

 

16 

2.  ‚ãâªã•ã¹ã¨ã‡ãŠãÞããè ½ãìÊã¦ã¦Ìãñ Ô¹ãÓ› ‡ãŠÀã? 

 

ãä‡ãâŠÌãã 

 

½ãìŒ¾ã ‡ãŠã¾ããÃ‚ã£ããè‡ãŠãÅ¾ããÞããè ‡ãŠã¾ãÃ Ìã ¼ãîãä½ã‡ãŠã Ô¹ãÓ› ‡ãŠÀã? 

 

16 

3.  ŒããÊããèÊã ¹ãÆÍ¶ããâÞããè ©ããñ¡‡ã‹¾ãã¦ã „¦¦ãÀñ ãäÊãÖã ‡ãŠãñ¥ã¦ãñÖãè ªãñ¶ã. 

 

1) ‡ãŠã¾ããÃÊã¾ã ¼ãÌã¶ããÞããè Ô©ãã¶ã ãä¶ããäÍÞã¦ããè Ô¹ãÓ› ‡ãŠÀã? 

2) ‡ãŠã¾ããÃÊã¾ã ãäÌã¶¾ããÔã (layout) Þãñ ¦ã¦Ìã Ô¹ãÓ› ‡ãŠÀã? 

3) ‡ãŠã¾ããÃÊã¾ãã¦ããèÊã ‡ãŠã¾ãÃªÍãã Ô¹ãÓ› ‡ãŠÀã? 

4) ‡ãŠã¾ããÃÊã¾ãã¦ããèÊã ‡ãŠã¾ãÃ-‚ã¼¾ããÔããÌãÀ ÞãÞããÃ ‡ãŠÀã? 

 

16 

4.  ŒããÊããèÊã ¹ãÆÍ¶ããâÞããè ©ããñ¡‡ã‹¾ãã¦ã „¦¦ãÀñ ãäÊãÖã ‡ãŠãñ¥ã¦ãñÖãè ªãñ¶ã. 

 

1) ÔãâÜã›¶ã ¹ã£ªá¦ããèÞããè ‡ãŠã¾ãÃ Ô¹ãÓ› ‡ãŠÀã? 

2) ¹ãÆÍããÔã¶ãã¦ããèÊã ‚ããä¼ãÊãñŒã Ì¾ãÌãÔ©ãã Ô¹ãÓ› ‡ãŠÀã? 

3) ÔãâÜã›¶ã Ìã ¹ã£ª á¦ããèÞãñ Øãì¥ã Ìã ªãñÓã Ô¹ãÓ› ‡ãŠÀã? 

4) ‚ããä¼ãÊãñŒã Ì¾ãÌãÔ©ãã¹ã¶ããÞãñ „ªáªñÍã Ô¹ãÓ› ‡ãŠÀã? 

 

16 

5.  ‚ããä¦ãÔãâãäàã¹¦ã „¦¦ãÀñ ãäÊãÖã. 

 

1) ½ããÊã‡ãŠ-¶ããõ‡ãŠÀ Ôãâºãâ£ã 

2) ¶ãõãä¦ã‡ãŠ¦ãã 

3) ‚ãâªã•ã¹ã¨ã‡ãŠ 

4) ãäÌã¦¦ã ãäÌã£ãñ¾ã‡ãŠ 

5) ãäÌã¶¾ããÔã 

6) ½ãã¹ã¶ã 

7) ‚ããä¼ãÊãñŒã 

8) ÔãâÜã›¶ã 

 

16 
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 ÔãîÞã¶ãã†ú :- 1. Ôã¼ããè ¹ãÆÍ¶ã ‚ããä¶ãÌãã¾ãÃ Öõý 

 2. Ôã¼ããè ¹ãÆÍ¶ããò ‡ãñŠ ‚ãâ‡ãŠ Ôã½ãã¶ã Öõý 
 

    

1.  ¹ãÆñÀ¥ãã ‡ãŠã ½ã¦ãÊãºã, ¹ãÆ‡ãŠãÀ †Ìãâ ½ãÖ¦Ìã Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

  

‚ã©ãÌãã 

 

Ôã¶ãªãè ¶ããõ‡ãŠÀ ‡ãŠãè ‡ãŠ¦ãÃÌ¾ã †Ìãâ ‚ããä£ã‡ãŠãÀ Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

 

16 

2.  ‚ãâªã•ã¹ã¨ã‡ãŠ ‡ãŠãè ½ãìÊã¦ã¦Ìãñ Ô¹ãÓ› ‡ãŠãè•ããè†ý 

 

‚ã©ãÌãã 

 

½ãìŒ¾ã ‡ãŠã¾ããÃ‚ããä£ã‡ãŠãÀãè ‡ãŠãè ‡ãŠã¾ãÃ †Ìãâ ¼ãîãä½ã‡ãŠã Ô¹ãÓ› ‡ãŠãè•ããè†ý 

 

16 

3.  ãä¶ã½¶ãÊããèŒããè¦ã ¹ãÆÍ¶ããò‡ãñŠ „¦¦ãÀ Ôãâàãñ¹ã ½ãñ ãäÊãŒããè¾ãñ ‡ãñŠÌãÊã ªãñ ý 

 

1) ‡ãŠã¾ããÃÊã¾ã ¼ãÌã¶ã ‡ãŠãè Ô©ãã¶ã ãä¶ããäÍÞã¦ããè Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

2) ‡ãŠã¾ããÃÊã¾ã ãäÌã¶¾ããÔã (Layout) ‡ãñŠ ¦ã¦Ìãñ Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

3) ‡ãŠã¾ããÃÊã¾ã ‡ãŠã¾ãÃ-ªÍãã Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

4) ‡ãŠã¾ããÃÊã¾ããè¶ã ‡ãŠã¾ãÃ-‚ã¼¾ããÔã ¹ãÀ ÞãÞããÃ ãä‡ãŠ•ããè†ý 

 

16 

4.  ãä¶ã½¶ãÊããèŒããè¦ã ¹ãÆÍ¶ããò‡ãñŠ „¦¦ãÀ Ôãâàãñ¹ã ½ãñ ãäÊãŒããè¾ãñ ‡ãñŠÌãÊã ªãñ ý 

 

1) ÔãâØãŸ¶ã ¹ã£ª á¦ããè ‡ãŠãè ‡ãŠã¾ãÃ Ô¹ãÓ› ‡ãŠãè•ããè†ý 

2) ¹ãÆÍããÔã¶ã ½ãò ‚ããä¼ãÊãñŒã Ì¾ãÌãÔ©ãã Ô¹ãÓ› ‡ãŠãè•ããè†ý 

3) ÔãâØãŸ¶ã †Ìãâ ¹ã£ªá¦ããè ‡ãñŠ Øãì¥ã †Ìãâ ªãñÓã Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

4) ‚ããä¼ãÊãñŒã Ì¾ãÌãÔ©ãã¹ã¶ã ‡ãŠã „ªáªñÍã Ô¹ãÓ› ãä‡ãŠ•ããè†ý 

 

16 

5.  ‚ããä¦ãÔãâàãñ¹ã ½ãò „¦¦ãÀ ãäÊãŒããè¾ãñý 

1) ½ããÊã‡ãŠ-¶ããõ‡ãŠÀ Ôãâºãâ£ã 

2) ½ã¶ããñ£ãõ¾ãÃ 

3) ‚ãâªã•ã¹ã¨ã‡ãŠ 

4) ãäÌã¦¦ã ãäÌã£ãñ¾ã‡ãŠ 

5) ãäÌã¶¾ããÔã 

6) ½ãã¹ã¶ã 

7) ‚ããä¼ãÊãñŒã 

8) ÔãâØãŸ¶ã. 

 

16 
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