DEPARTMENTAL EXAMINATION FOR SUBORDINATE SERVICES
OF CO-OPERATIVE DEPARTMENT

Sunday, 12th April 2026
(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 authentic.

1. Explain the office structure of the Co-operation Department from State level to Taluka level. 20

Also state the various powers of the Registrar.

2. Describe the organisational structure of the Maharashtra State Co-operative Elections 20
Authority. Explain its powers, functions, role and responsibilities in conducting election of
co-operative societies. ‘

3. Write short notes. (any four) 20

(1) Six bundie system.

(2) Classifiction of records.

(3) Types of leave.

(4) e-office.

(5) Maharashtra Right to Information Act, 2005.
(6) Importance of noting and drafting.

4. Answer in brief. (any two) 20

(1) Different forms of correspondence.

(2) Services provided by Co-operative Departement under © The Maharashtra Right to
Public Services Act, 2015

(3) State the various components shown in the salary bill of a Government employee.

Write the full form of each component and give brief information about it.

5. (A) Give full forms. 10
(1) C.C.&R.C.S.

(2) P.A.C.S.
(3) R.TS.
(4) U.P I
(5) G.I.S.



(6)
@
(8)
(9)
(10)

D.D. R
L. A Q.

D. E.

A C. R
D.C.PS.

5. (B) Fiil in the blanks.

(1)
(2)

(3)

(10)

Records classified as ‘A’ category are preserved for period.

Earned leave is credited to Government servants at the rate of

days every six months.
As per Maharashtra Civit Services (conduct) Rules, 1979 “Censure” is treated as a

penalty.

Salary bills of Government employees are prepared through the

System.

The head office of the Commissioner of Textile is located at

Annual increment to every Government servant is sanctioned

in a year.

Pay fixation after promotion is entered in the of the employee.

An application under the Right to Information Act, 2005 requires a court fee stamp of

Rs.

Files containing Government resolutions, circluars and orders are treated as ——-——--

type files.

In six bundle system, disposed files are preserved in the bundle.

6. (A) State whether Ture or False.

(1)

(2)
(3)
(4)
(5)
(6)
)
(8)
(9)

Earned leave can be accumulated without any upper limit for leave encashment at

retirement.

Scanner is treated as an input device in office administration.

‘B’ Category records are preserved permanently in record room.

Annual increment is granted either on 1st January or 1st July every year.

In e-office, physical movement of files is compulsory for final approvat.

Office orders are issued only for internal administrative purposes.

Right to Public Services Act, 2015 applies only to citizens residing in Maharashtra.
Service book is a primary record for pension and retirement benefits.

Audit of Co-operative Society is conducted by an Auditor appoined by the Registrar.

(10) Casual leave can be combined with earned leave.

10

10



6 (B) Select and write the year of the following Acts and Rules.

(1
(2)
(3)
(4)
(5)
(6)
7
(8)
(9)
(10)

3

Acts and Rules
Maharashtra Co-operative Societies Act
Right ot Information Act
Maharashtra Right to Public Services Act
Maharashtra Money Lending (Regulation) Act
Maharashtra Civil Services (Conduct} Rules
Maharashtra Civil Services (Leave) Rules
Maharashtra Services (Pension) Rules
Information Technology Act
Maharashtra Lokayukta Act

Maharashtra Agricultural Produce Marketing Act

Year
1963
1979
2000
1982

1981

1979.

2014
2015
2005

1960

10
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