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Code No. 1036 
CLASS : 11th (Eleventh) Series : 11-M/2019 

Roll No. � � � � � � � � � � 

OFFICE SECRETARYSHIP AND STENOGRAPHY 

IN HINDI 

(Only for Fresh/School Candidates) 

Time allowed : 3 hours ] [ Maximum Marks : 60 

• Ñi;k tk¡p dj ysa fd bl iz'u-i= esa eqfnzr i`"B 4 rFkk iz'u 
17 gSaA  

• iz'u-i= esa lcls Åij fn;s x;s dksM uEcj dksM uEcj dksM uEcj dksM uEcj dks Nk= mÙkj-iqfLrdk 
ds eq[;-i`"B ij fy[ksaA 

• Ñi;k iz'u dk mÙkj fy[kuk 'kq: djus ls igys] iz'u dk Øekad 
vo'; fy[ksaA 

• mÙkj-iqfLrdk ds chp esa [kkyh iUuk / iUus u NksMsa+A 

• mÙkj-iqfLrdk ds vfrfjDr dksbZ vU; 'khV ugha feysxhA 
vr% vko';drkuqlkj gh fy[ksa vkSj fy[kk mÙkj u dkVsaA 

• ijh{kkFkhZ viuk jksy ua0 iz'u&i= ij vo'; fy[ksaA 

• d`i;k iz'uksa dk mÙkj nsus lss iwoZ ;g lqfuf'pr dj ysa fd iz'u-i= 
iw.kZ o lgh gS] ijh{kk ds mijkUr bl lEcU/k esa dksbZ Hkh nijh{kk ds mijkUr bl lEcU/k esa dksbZ Hkh nijh{kk ds mijkUr bl lEcU/k esa dksbZ Hkh nijh{kk ds mijkUr bl lEcU/k esa dksbZ Hkh nkok kok kok kok 
Lohdkj ugha fd;k tk;sxkALohdkj ugha fd;k tk;sxkALohdkj ugha fd;k tk;sxkALohdkj ugha fd;k tk;sxkA    
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[k.M [k.M [k.M [k.M –    vvvv    

uksVuksVuksVuksV    %%%%    lHkhlHkhlHkhlHkh ç'u vko';d gSaA lHkh ç'uksa ds vad leku gSaA  
1 × 12 = 12 

  1. fuEu ç'uksa ds mÙkj nhft, %  

 ¼d½ dk;kZy; dk ifjp; nhft,A 

 ¼[k½ tkus okyh Mkd ds ckjs esa crkb,A 

 ¼x½ Qkbfyax dk vFkZ crkb,A 

 ¼?k½ dk;kZy; ;U= D;k gSa \ 

  2. fuEu ls vki D;k le>rs gSa \ 

 ¼d½ 'kCn fpUg fdls dgrs gSa \ 

 ¼[k½ cM+k o`Ùk D;k gS \ 

 ¼x½ vuqLokj fdls dgrs gSa \ 

 ¼?k½ izkjfEHkd gqd D;k gS \ 

  3. foLr̀r dhft, %  

 ¼d½ CPU 

 ¼[k½ UPS 

 ¼x½ CAD 

 ¼?k½ CAM 
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[k.M [k.M [k.M [k.M –    cccc    

uksV % uksV % uksV % uksV % lHkhlHkhlHkhlHkh ç'u vko';d gSaA lHkh ç'uksa ds vad leku gSaA  
2 × 6 = 12 

  4. dk;kZy; ds izdkj crkb,A 

  5. jsy Mkd ¼iklZy½ D;k gS \ 

  6. vxzek fcUnq Loj D;k gS \ 

  7. NksVk òÙk D;k gS \ le>kb,A 

  8. dEI;wVj ekuhVj D;k gS \ 

  9. dEI;wVj dh mi;ksfxrk crkb,A 

[k.M [k.M [k.M [k.M –    llll    

uksV % uksV % uksV % uksV % lHkhlHkhlHkhlHkh ç'u vko';d gSaA lHkh ç'uksa ds vad leku gSaA  
4 × 5 = 20 

10. Mkd dh ifjHkk"kk nsrs gq,] Mkd ds izdkj crkb,A 

11. QSDl e'khu D;k gS \ dk;Ziz.kkyh crkb,A 

12. laf{kIrk{kj D;k gS \ dksbZ pkjpkjpkjpkj laf{kIrk{kj vk'kqfyfi esa fyf[k,A 

13. f=Loj D;k gS \ f=Loj ds pkjpkjpkjpkj  mnkgj.k  vk'kqfyfi esa fyf[k,A 

14. foUMkst ls vki D;k le>rs gSa \ fdlh ,d,d,d,d foUMks dk o.kZu djsaA 
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[k.M [k.M [k.M [k.M –    nnnn    

uksV % uksV % uksV % uksV % dksbZ nksnksnksnks ç'u gy dhft,A lHkh ç'uksa ds vad leku gSaA 

2 × 8 = 16 

15. dk;kZy;h ;U=ksa ij foLr̀r fVIi.kh fyf[k,A dk;kZy; esa mudh 

mi;ksfxrk Hkh crkb,A  

16. pki ls vki D;k le>rs gSa \ fofHkUu pkiksa dk o.kZu mnkgj.k 

lfgr fyf[k,A 

17. dEI;wVj midj.k D;k gS vkSj vk/kqfud ;qx esa bldh egÙkk 

crkb,A 

S 
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