DEPARTMENTAL EXAMINATION FOR SUBORDINATE SERVICES
OF CO-OPERATIVE DEPARTMENT
Sunday, 26th September 2021
(Time : 2.30 p.m. to 5.30 p.m.)
(Maximum Marks - 100)

OFFICE ADMINISTRATION - PAPER - IV

(Version - English and Marathi) (Without Books)
N. B. : (1) Solve any five questions.
(2) All questions carry equal marks.
(3) English version will be treated as authentic.

1. Explain in detail the structure, objective and functions of Maharashtra State Agricultural 20
Marketing Board, Pune.

2. Explain in detail ¢ State Information Commission . 20
3. Write short notes on the following (Any two) 20
(A) Fundamental duties of an office
(B) Office seating arrangement
(C) Classification of Record

(D) Different forms of Communication

~ 4. Describe the setup and structure of Co-operation department working from Divisionto 20
Taluka level.

5. Give full forms for the following abreviations. 10
(A)

(i) IFFCO
(i) NAFED
(iiiy APMC
(iv) LAQ
(v) RTS
(vij RTGS
(viii PRA
(viii) MCS ACT
(ix) CBS
(x) HDCM



)
(B) Fillin the blanks.

(i) The office of the Commissioner, Textile, Maharashtra State is located at

(i) Subsequent to 97th amendment, the M. C. S. Act, 1960 was amended in the
VOar .....i..o : :

(iii) Number of earned leaves entitlement for leave encashment at the time of
retirementis ................ days.

(iv) Audit of every co-operative society shall be conducted by an auditor appointed

o O ;

(v) Official record / documents classified as .......... category are not sent to record
room.

6. Explain the services notified by the Government of Maharashtra, Department of Co-
operation under the Right to Service Act, 2015.

10

20
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