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CLASS : 12th (Sr. Secondary) Code No. 4336 
Series : SS-M/2019 

Roll No. 

OFFICE SECRETARYSHIP AND 

STENOGRAPHY IN HINDI 

ACADEMIC/OPEN 

(Only for Fresh/Re-appear 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 
14 gSaA  

•••• iz'u&i= esa nkfgus gkFk dh vksj fn;s x;s dksM uEcjdksM uEcjdksM uEcjdksM 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 ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl ijh{kk ds mijkUr bl lEcU/k esa dksbZ Hkh nkok lEcU/k esa dksbZ Hkh nkok lEcU/k esa dksbZ Hkh nkok lEcU/k esa dksbZ Hkh nkok 
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 :  (i) lHkh ç'u vfuok;Z gSaAlHkh ç'u vfuok;Z gSaAlHkh ç'u vfuok;Z gSaAlHkh ç'u vfuok;Z gSaA 
 (ii) izR;sd iz'u ds vad mlds lkeus fn;s x;s gSaA 
 (iii) iz'u ds mÙkj vadkuqlkj gh nsaA 

  1. fuEufyf[kr lHkhlHkhlHkhlHkh ç'uksa ds mÙkj nhft, % 1 × 4 = 4 

 ¼d½ dkcZu D;k gS \ 
  ¼v½ LVs'kujh 
  ¼c½ iSu 
  ¼l½ L;kgh 
  ¼n½ dqN ugha 
 ¼[k½ dksje D;k gS \ 
  ¼v½ lnL;ksa dh dqy la[;k 
  ¼c½ lnL;ksa dh vk/kh la[;k 
  ¼l½ dk;Zokgh ds fy, ,d fuf'pr la[;k 
  ¼n½ ,d çdkj dh dk;Zo`Ùk 
 ¼x½ jsyos le; lkj.kh D;k gS \ 
 ¼?k½ bZ-esy ls vki D;k le>rs gSa \ 

  2. ys[ku lkexzh dk vFkZ crkrs gq, mlds fofHkUu çdkjksa dk o.kZu 
djsaA  4 

  3. eksckby ls vki D;k le>rs gSa \ dk;kZy; esa bldh egÙork 
ij çdk'k Mkfy,A 4 

  4. Mkd iqfLrdk ij ,d foLr`r fVIi.kh fyf[k,A 4 

  5. lwpukvksa ds mi;ksx ij vius fopkj çdV dhft,A 6 
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vFkokvFkokvFkokvFkok    

    lHkk ¼cSBd½ ds ckjs esa vki D;k tkurs gSa \ cSBd dh dk;Zo`Ùk 
dk Hkh mYys[k dhft,A 

[k.M [k.M [k.M [k.M –    cccc 

  6. fuEu lHkh ç'uksa ds mÙkj nhft, % 1 × 4 = 4 

 ¼d½ v/kZdj.k fl)kUr dk vFkZ gS % 

  ¼v½ O;atu js[kk dks 
4

3  fy[kuk 

  ¼c½ O;atu js[kk dks 
4

1  fy[kuk 

  ¼l½ O;atu js[kk dks 
2

1  fy[kuk 

  ¼n½ O;atu js[kk dks iwjk fy[kuk 
 ¼[k½ milxZ D;k gS \ 
  ¼v½ 'kCn ds ckn yxus okyk v{kj 
  ¼c½ 'kCn ds iwoZ yxus okyk v{kj 
  ¼l½ 'kCn ds chp esa yxus okyk v{kj 
  ¼n½ 'kCn dks dkVdj fy[kus okyk v{kj 
 ¼x½ çR;; D;k gS \ 
 ¼?k½ f}xq.ku fdls dgrs gSa \ 

  7. fuEu dks vk'kqfyfi esa fyf[k, % 4 

 lEekutud] [ksntud] 'kkfUriw.kZ] vFkZiw.kZ] lq[kiwoZd] 'kkfUriwoZd] 
cyghu] çk.kghuA 

  8. e] x] o] M O;atu ds dkV ls cuus okys nksnksnksnks-nksnksnksnks        inuke 
vk'kqfyfi esa fyf[k,A 4 

  9. lIrkg ds uke vk'kqfyfi esa fyf[k,A 4 
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10. f}xq.ku fl)kUr D;k gS \ mnkgj.k lfgr foLr̀r fooj.k fyf[k,A 6 

vFkokvFkokvFkokvFkok    

 okD;ka'k ls vki D;k le>rs gSa \ vPNs okD;ka'k dh fo'ks"krk,¡ 
fyf[k,A 

[k.M [k.M [k.M [k.M –    llll 

11. fuEu ls vki D;k le>rs gSa \  1 × 4 = 4 

 ¼d½ Mouse ¼ekml½ ls vki D;k le>rs gSa \ 
  ¼v½ pwgk  
  ¼c½ f[kykSuk 
  ¼l½ dEI;wVj dk ,d midj.k 
  ¼n½ dqN ugha 
 ¼[k½ H. D. D. 
 ¼x½ CD-RW 
 ¼?k½ CPU 

12. CPU ls vki D;k le>rs gSa \ dk;Zç.kkyh le>kb,A 3 

13. dEI;wVj ds Input Devices  dk o.kZu dhft,A 3 

14. MS-Excel D;k gS \ dk;kZy; esa bldk D;k mi;ksx gS \ 6 

vFkovFkovFkovFkokkkk 

 vk/kqfud dk;kZy; esa dEI;wVj ds egÙo dks foLrkj ls le>kb,A  

S 
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