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1) Attempt any five questions.
) Indicate the same question number & its part as assigned in the question number
while answering the same.
111) Marks are indicated against each question.
V) Only bare Acts, bare Rules, Notifications/orders and reference books are allowed. Help
_ books, text books, hand outs, guides, made easy editions are not allowed.
V) Attempt all parts of question consecutively.
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“Secretariat is primarily meant to provide support to the Councii of Ministers in

discharging its constitutional obligations and 1n taking wvarious decisions

concerning the welfare of the State and its people”. In the light of this statement

explain in brief the various types of cases mentioned in the ‘Rules of Business’

which are required to be submitted to the Hon’ble Chiet Minister. (20)

What is the difference between ‘Branch Officers’ and ‘Supervisory Officers’?

Explain the role of Supervisory Officers in Government Functioning. (20)

What is Record Management? Describe the procedure of recording and broad
(29)

principles of weeding and destruction of records in Government.

What is ‘File’? Explain in brief Filing System and the method of opening new
files. (20)

Explain the tollowing:- '

(a)  Procedure for answering Starred, Unstarred and short notice questions.

(b)  Procedure regarding consultation with Vigilance Department by the

Administrative Departments regarding Vigilance cases/vigilance

complaints. (10+10)
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Q. No. 6

Q. No.8

(a) What are the points to be kept in view in dealing with complaints and
holding Department Inquiries against Government Servants?
(b) What are different forms of written communication used for

Government communication? (10+10)

What are Fundamental principles of public buying? Explain in brief the

measures for achieving Transparency, fair competition and elimination of

arbitrariness in the procurement process of Store purchases? (20)

Attempt the following:-
() What is the difference between Fresh Receipt (FR) and Paper under

Consideration (PUC)?
(b)  What is Standing Guard File?
(C) Writing of Annual Confidential Reports.

(d)




