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2018
B.P.Ed.

: 2nd Semester Examination
| ORGANIZATION AND ADMINISTRATION

PAPER—CC-~203
Full Marks : 70

Time : 3 Hours

The figures in the right-hand margin indicate full marks.

CTandidates are required. to give their answers in their
own words as far as practicable.

Nlustrate the answers wherever necessary.

Answer the following questions,

| : . Unit—I
1. What is organisation ? What is its importance ? What are
|
' the functions of organisation ? 4+6+5
‘ or

| What is planning ? Explain the principles of planning.
' Briefly disucss the importance of planning. 3+7+3
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Unit—II

2. What is office management ? What are the various types
of office management ? Write down the various functions

of office management. 4+5+6

Or

‘Sucess depends on proper management’ keeping this in
mind explain in detail the functions of office management
and how they help achieve success ?

Unit—III

3. Discuss the process of care of wooden equipment ? How
you maintain a Gymnasium ? How you can maintain a
store-room ? 54545

Or

Describe the procedure of purchase an equipment,
Discuss the process of care and maintainance of different
sports equipment. 7+8

Unit—IV
4. Write short notes (any two) : 2xT%

{a) Types of tournament;

(b) Draw a fixture of 09{nine) teams of knockout football
tournament ;

{c) Intramural competition ;

(d) Benefits and drawback of  League and Knockout
Tournament,
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5. Anqiver any ten questions By taking correct answer from
the following : 10x1

(a) 'First step in planning process is to—
' (i) set an objective ;
(i) Evaluate alternatives ;

:(iii} Determine strength and weaknesses;

'{iv) None of these.

(b)' The top member in the hierarchy of intramural

, committee

{i} Secretary; “{ii) Treasurer ;
' {ii]) Director ; (iv) Program co-ordinator.
: .

{c) Which one may come under the consideration of
~ facility management
' (i) Court maintenance; (ii} Planning ;

(i) Rewarding; = (iv) Analysis.

(d) Arrange of different sub-committee ﬁ:eeting to hold a
competition is a foremost function of :
' {i) Pre meet work; (ii} During meet work;
!
1 (iii} Post meet work; (iv) None of these.

|
(e) Register to keep record of equipment used :

. (i) Attendence register; (ii) Stock register;

' (iii) Cash register; (iv)] Medical register.
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{fiy Time table is a :
(i) Time manager; (ii} Locater;
(iii) Guide; (iv) All of the above.

{g) The No. of matches in a league tournament of 7 teams

18 !
(i) 21; (ii) 6;
(i) 42; (iv) 12.
(h) The No. of matches in a knock out tournament of 16
teams is :
{i) 15; (i) 14;
(iii) 16; (iv) 17.

(i To no. of team is 3 and no of match 6, the types of
tournament is

(i) league; (ii) knock out;
{iii} League cum knock out;
{iv)] None.
(j) Sending the invitation letter ié
(i} Pre meet work; (ii) During meet work;
(iii) Post meet work; (iv) None of these.
(k) The function of organisation for its member is :
(i} Common to all; (ii) Specific;
(iii) Time oriented ; (iv) All of the above.
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0] Sﬁock register is to maintain ?
(i) All types of stocks; (i) Cash;

(i) budget ; (iv) the resuit.
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