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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.
2. Explain the Basic principles of Budget.
OR
Explain the functions and role of chief executive.
3. Write the answer of following questions any two.

i)  Explain the location of office building.
i)  Explain the principles of office layout.
iii) Explain the working-conditions of office.
iv) Discuss the work-study of office.

4. Write the answer of following questions any two.

i)  Explain the functions of O and M.

i) Explain the Recording system in Administration.
iii) Explain the merits and Demerits of O and M.

iv) Explain the objectives of Recording management.

5. Write short answer of following.

i)  Employer-Employee Relation.
i) Morale

iii) Budget

iv) Finance bill

v) Layout

vi) Measurement

vii) Recording

viii) Organization
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AT - 1. Fd g Arefaor e .
2. |d YT FH 0T 3.

1. RO 37, PR 9 Agd T BRI? 16

TG AR I T STIBR TAC PRT?
2. 3TETSTIADT el ST PRI? 16

T BIAAIBRATA B  YHPT TE BRI?
3. GIEE JITd NEaTd 3 foTeT PIvie @, 16

) PR qaATa R M T B)1?

) FrEtad o= (layout) T dea T @R1?
3)  HRCARIA HIIGI T HRI?

) DA BRI-31ITER Tdf BRI?

) HgeH UL BRI T FRT?

2)  URIHTIC SIfeRg STRIT I FR1?
) YA d UEEId U7 g QY T FRI?
)

4) T FARRATIAT 3GET T FrT?
5 arfereifére 3ar fore 16
1) AEB-IR Gae
2)  Hfaear
3)  3ERUA®
4) o fagos
5) fomom
6) WO
7)  aifere
8)  Hued
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Joe - 1. EW g sErd 2|
2. W gl & 31 GHHE 2|

1. URUTT &l AAAS, UbR U9 Agd W fhalv| 16

JACT AaR B Beled Ud SNUBR W (Bt |
2. 3T DI FedTed TE DI 16
3rerar
T HRATIBR! DI B T YA T Hiae|
3. freTRaY geeies 3Rk Ha A fodi) drae ar | 16
1) FEEd ¥ad o wF Fivadr v fesie |
2)  FrEatad fa=amsT (Layout) & da e faatiel
3) P HII-&e W fhane|
4)  FHAEIN BRI-31RN R i fesie
4. fFeTEIa geeies 3ok Ga # e Bae al | 16
) IS UL Bl B TE DI
2) IR H 31ORY aRRIT WK Bl |
) G Bd UEEd) & U1 U4 &Y WU fohaie |
) SITHORE FGRRITIA &l 38¢Y W oot |
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