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3.00 Hours | [ Maximum Marks : 90

Sidleyemnsst : (1) memeansg ellammasesd sflwurs ueauird o dreTsm erenLgemen
sflurigg s Cardrereyd. HFsuLdeid Gopulmllea. omnsé
samarentiiiumerflin 2 1 angunss Gasfleflssa)n.

(2) Beow heg sHUY evlaa wLHCWL TugHMsHEGD
23 5GET Qaugn@d LweTuBss GauamBid. L khisen euenreaushs
Guendles LwemuhFse, .

Instructions : (1} Check the question paper for fairness of printing. If there is any

lack of fairness, inform the Hall Supervisor immediately.
{2) Use Blue or Black ink to write and underline and pencil to draw
diagrams.
u@Sl - I/ PART - I
@SOluy = ()  emengg cllamssEps@n elen wiaflsaa)b. 15x1=15
(ii) GQesr@ssuul(earer wrhm edoLsele Blaayw agpyemLw
aflenLmwg Csiblshéss @GilUl BLear elemilameanyn Gsrss
ST (LB LD,
Note : (i) Answer all the questions.

(i)

Choose the most appropriate answer from the given four alternatives
and write the option code and the corresponding answer.
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1. Blicudlsge erenuig 2LeTed GLOGTETEnLD 6T 6ITLIg) <BL(GLD.
(<=1) Ceuanewinigged, gHurh Glauwise
(=) Sl e, Qelieug
(@) exdsbd, sLEHULHSSE
(/) Qeweug, Sl

Administration is concerned with ________ whereas, Management is
concerned with

(a) staffing, organising
(b) planning, doing

(¢) rmotivating, controlling
(d) doing, planning

2. HlLbge eranuigy _ Gueramrentn Glewdumpsar.
(24) pserenn Blenen (<) @raLmbd Hlena
() wrbHm () gemenr
Planning is a function of management.
(a) Primary (b) Secondary
{c) Alternative (d) Sub

3. g Hmeuad gre @lads@smer entwl Sl Harerg.
(1) ardli (<) Blap (8) gauss (FF) SLBg
Planning is acquired to attain the goals of an organisation.
(a) future (b) present (c) start-up (d) past

4. uafl ueCeumy fm vEdlserrs WflsslL{HuF ereTIU(ID.
() wenfll)s Léliey (<2) uentl 6251680
(@) =danr glinen i () BLEUGEDSHET GH(PUUHSHISD
The work is divided into number of small activities known as
(a) Division of work (b) Assignment of work
(c) Delegation of authority (d) Grouping of activities
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Qawreri’ erene)d eunideng Uamelw Gasdear Clwmifludedmbg
Qupi g ‘@ssfl_fwe eremmme

(=) @rsdlu er(pssrert (=) 2 (HeuTSHE@Leur

() ug mur (7) Sfllueui

The word ‘Secretary’ has been derived from ancient Latin word ‘Secretarius’
which means :

(a) Confidential writer (b) Creator

{c)] New person (d) Destroyer

“em Cuwarart eransd Celisrad g Smorand Qeuge srer eremns dadluieur :
(=) g eries evenese () Beb&en erd. Gevmuien

(@) Qapur’ e engLoem () ggmer Glog ClLrermedl

Who equated “whatever a manager does is nothing but a decision making” ?

{a) Andrew Szliagyl (b) Felix M. Lopez
{c) Herbert A. Simon {d) John Mc Donald

Sewlde odrar uamflwurerTsErsdeoL G o drer 2 pa| ereusurm
2mp&sLHEng ?

(=) Cuevremen o (<21) UFELUTWD

(@) B 2awie] () moCluwr

__________ refers to mutuality among the employees working in the
organisation.

{a) Management (b) Reciprocity

(c) Team spirit (d) Goodwill

&(H WPa&HU ewwinrs, BinwsHa smsLUheug)
(<21) Guemeri (<) e@WlIURSSS®
(&) @danyn (/F) eLWUILEHSSTELD

—— _ refers to the degree to which decision making process is
concentrated at a single point in the organisation.

{a)] Manager (b) Centralization

(¢) Authority (d) Decentralization
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9,

10.

11.

12.

saeuaseia o daer Qaifsmer GMUSEHseTTs WIHHID (PODES
GTEITLIIT.

(=) GHIULG pés (<) Gews

(@) GhluyserTe 2 enTi&SHe () @leneudem 2enagsb

A conversion of the subject matter into these symbols is the process of

{a) Decoding (b) Message

{c) Encoding {d) All the above

sarsaliL(sgsdlen Gowour® em wpufler __________ @a @Qmbg
dgr_mi@dng.

(<21) Caevau (=) Clewed (&) pdos () 2hsise
The process of motivation starts from of an individual.

(a) need (b} action (c) behaviour (d) drive

eflwrumrgdled wsd® Qelwutiul® nfd @BHES UTddmiqw USTUSHS
FHerd S (Heug

(=) Ppaadfy g euHLTENLD () L Ouiguwiéo

(@) Wdeawe) sl HLULBSSHED () sarfldens

_ ____ measures the return generated from the funds invested in the
business.

(a] ROI (b) Budget

{c) Cost control (d) Audit

ereimg) SLHUUHSSDI @ SARSLIGLD.

(=) FLLdBse (<) sdlsrrhd

(@) ek dameansse (/) BLGUIg&HMS
is the essence of control.

(a) Planning (b)  Authority

(c) Co-ordination (d) Action
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awwgdea Cuereart Aergden Bg aumeumis UG Quryliyseaner

Came(Herernmi,

(<21) Qugmaum (<) 86
(@) Qurmyiyser () @eoru
In

(a)
(c)

centre the manager is responsible for ascertaining the return
on Investment of assets.

Revenue (b} Investment
Responsibility (d) Profit

frwrend CQswigadlen @md LigbHlenay

(<=1) rpy BLeugsmssanar LEHULIH Qeiiga

(<2) IHY BLalgdhassmer Cailboshesa

(@) Erorengens GeauDmIBD WHHIW Ylergr L LD

() wrom BLegsamsseanet GDUBHSSISED

The final step of decision making process is :

(a)
(b)
(c)
(d)

“OIFWETETT GTETLIGUT 6(F _

Evaluation of alternative
Selective of alternative
Review and follow up of decision

Developing alternative

<S4EUTIT.
(=) senfldanswneri

(=1,) Qsdwu Blmeuer Geuiew
(@) ulLw Csawey samssrert

(/) Ul w SemrEsmenT

Secretary is a person who is member of the institute of

(a)
(b)
(c)
(d)

Auditor
Company Secretaries of India
Institute of Cost Accountant

Chartered Accountant
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@S - I / PART - IT
GOILY : gsmeug usg larésersE el walgaeab. elent aram 28 -&@
SLLmuwns el well&Esa| . 10x3=30
Note : Answer any ten questions. Question No. 28 is compulsory.

16. Guaramenouiler Gremy QUi SmeT 6T (LS.
Write any two characteristics of management.

17. CGuareamenwuler ueanflaer LD er(pass.

What are the functions of Management ?

18. Sl g, — euemuUpIEEa| .
Define planning.

19. UL — QUWIMIGESHELD.

Define organisation.

20. Wensrrr Senwly. - fg iy uars.
Write a note on informal organisation.

21, UL MWESIULT STDTanDd. — cuayL&Ha]LD.

Define Unstructured Decision.

22. “aflarrl unsaflly (o) udliey” erénmmed erear ?
What is meant by delegation ?

23. FW QUOLITESLD eTeNmTer erenmem ?
What is Self-actualization ?

24, X Garlum (h eor&slu(E55806 AGITETRISET Wreney ?
What are the assumptions of X theory of motivation ?

25. Sl gued erenmred sreman ?
What is Budget ?
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26. s HUILbHEsOlen efGCaaD @Qram( BeenDGET &n sk,

Write any two merits of controlling.

27. fslmeuer CFwemeni, — GUETWMIGESELD.

Define Company Secretary.

28. zal pum Cergs CerLmy. — fm @Goluy suenrs.

Write short notes on Direct Personal Contact.
u@dl - 11 / PART - III
@iy : gCseb mbg dlaméserss oL wuealsasab. e ererr 35 -&@
s Lmuwns allen L weflsseyw. 5x5=25

Note : Answer any five questions. Question No. 35 is compulsory.

29. fHlicudldsmisgd, Cuarammnsgn o der Caunurhsene 6f (LEHaID.

Write the difference between Administration and Management.

30. uwgyerer S BlHgene gHUBSEHIUSDETE HL6UIGEMmEHeT allerdEds.

Explain the steps to make planning effective.

31. ailens SEMDUIL| GTETDTE) GTEIIEN ? DUGEH CUMGHEET GG,

What is Line Organisation ? Explain its types,

32. Fmwomemb Qeigeder LGany WM HL6QGSMESET GTese ?

What are the various decision making alternatives ?

33. Qus@selear Wwsdlwusgeuseans slleufldseab.

Enumerate the importance of direction.

34, oagsliupSsdlen Ligsener aleTdHEs.
Explain the steps in motivation.

35. gemeenwwler ueamflsamear aflauflgseb.

Explain the functions of Leadership.
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wgd) - IV / PART - IV
@O0 : Semengg elamssErs@n ellen L walldsab. 2x10=20
Note : Answer all questions.

36. (=) anwrer eLble BaTaWaEe WHMIWD @Gmnsamer allelTsldse .
XTSIV
(<=) “prumdlaanssea” unbl efleuflEsewb.
(a) Discuss the merits and demerits of formal organisation.
OR

(b) Describe the term Co-ordination elaborately.

37. (=) @vWlUBSSSHISGWD, @bWUIUBESTawaEEGD o der Gaumumisemer
CT(PSRYLD.
NN
(<) soeua Ggrmden uaGaumn cumsasenat efleufldsab.

{a) Explain the difference between centralisation and decentralisation.
OR
(b) Discuss in detail about the types of communication.
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