
 

3636    P. T. O. 

CLASS : 12th (Sr. Secondary) Code No. 3636 
Series : SS/Annual Exam.-2026 

Roll No. 

OFFICE SECRETARYSHIP AND STENOGRAPHY IN HINDI 

ACADEMIC/OPEN 

(Only for Fresh/Re-appear/Improvement/Additional Candidates) 

le; : 2½ ?k.Vs ] [ iw.kk±d : 60    

•••• Ñi;k tk¡p dj ysa fd bl iz'u&i= esa eqfnzr i`"B 7 rFkk iz'u 34 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 jksy ua0 ds vfrfjDr iz'u&i= ij vU; dqN Hkh u 
fy[ksa vkSj oSdfYid iz'uksa ds mÙkjksa ij fdlh izdkj dk fu'kku u yxk,¡A  

•••• d`i;k iz'uksa ds 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/klEcU/klEcU/klEcU/k    esa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkAesa dksbZ Hkh nkok Lohdkj ugha fd;k tk;sxkA    

uksVuksVuksVuksV    %%%% (i) funsZ'kkuqlkj lHkh [k.Mksa ls mÙkj nhft,AfunsZ'kkuqlkj lHkh [k.Mksa ls mÙkj nhft,AfunsZ'kkuqlkj lHkh [k.Mksa ls mÙkj nhft,AfunsZ'kkuqlkj lHkh [k.Mksa ls mÙkj nhft,A 

 (ii) çR;sd ç'u ds vad mlds lkeus fn;s x;s gSaA 

 (iii) ç'uksa ds mÙkj muds vadkuqlkj nhft,A 

 (iv) dqN iz'ukas esa vkUrfjd p;u miyC/k gSaA ,sls iz'uksa esa ls vkidks dsoy ,ddsoy ,ddsoy ,ddsoy ,d gh iz'u djuk gSA 
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[k.M[k.M[k.M[k.M – vvvv    

   [ oLrqfuoLrqfuoLrqfuoLrqfu""""B iz'uB iz'uB iz'uB iz'u ] [ 15 × 1 = 15 

uksV %uksV %uksV %uksV % fuEufyf[kr lHkhlHkhlHkhlHkh iz'uksa ds mÙkj nhft,A cgqfodYih; iz'ukas ds lghlghlghlgh fodYi fyf[k, % 

  1. ys[ku lkexzh fdlds fy, egÙo j[krh gS \ 1 

 (A) ?kj ds fy, 

 (B) dk;kZy; ds fy, 

 (C) O;kikfj;ksa ds fy, 

 (D) mi;qZDr eas ls dksbZ ugha 

  2. lwpuk dks fdl :i eas Hkstk tkrk gS \ 1 

 (A) ekSf[kd 

 (B) fyf[kr 

 (C) lkadsfrd 

 (D) mi;qZDr eas ls dksbZ ugha 

  3. E-mail dk iwjk uke crkb,A 1 

  4. lk/kkj.k cSBd o"kZ eas ,d ckj gksrh gSA ¼lR;¼lR;¼lR;¼lR;@@@@vlR;½vlR;½vlR;½vlR;½                    1 
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  5. dkuwuh :i ls U;k;ky; esa ………….. lapkj ekU; gksrk gSA ¼fyf[kr@ekSf[kd½ 1 

  6. 'ku gqd dk iz;ksx dgk¡ fd;k tkrk gS \ 1 

 (A) O;atu js[kk ds vkjEHk esa 

 (B) O;atu js[kk ds var esa 

 (C) O;atu js[kk ds chp esa 

 (D) buesa ls dksbZ ugha   

  7. izR;; D;k gS \ 1 

 (A) 'kCn ds ckn yxus okyk v{kj 

 (B) 'kCn ds chp yxus okyk v{kj 

 (C) 'kCn dks dkVdj fy[kus okyk v{kj 

 (D) 'kCn ds iwoZ yxus okyk v{kj 

  8. O;atu js[kk dks nqxquk djus dks D;k dgk tkrk gS \ 1 

  9. g ls gtkj izdV gksrk gSA ¼lR;@vlR;½¼lR;@vlR;½¼lR;@vlR;½¼lR;@vlR;½                    1 

10. 'ku gqd ds ckn Loj vk tk,] rks ………….. dk iz;ksx ugha fd;k tk ldrkA ¼gqd@o`Ùk½ 1 
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11. RAM dk iwjk uke D;k gS \ 1 

 (A) Random Access Memory 

 (B) Read Only Memory 

 (C) (A) vkSj (B) nksuksa 

 (D) mi;qZDr esa ls dksbZ ugha 

12. dEI;wVj D;k gS \ 1 

 (A) fo|qrh; e'khu (B) ;kaf=d e'khu 

 (C) Lopkfyr e'khu (D) mi;qZDr lHkh 

13. ekml dkSu&lk midj.k gS \ 1 

14. Lihdj vkmViqV midj.k gSA ¼lR;@vlR;½¼lR;@vlR;½¼lR;@vlR;½¼lR;@vlR;½                    1 

15. ^jks* rFkk ^dkWyeksa* ds izfrPNsnu dks .............. dgrs gSaA (Cell@Row) 1 

[k.M & c[k.M & c[k.M & c[k.M & c    

   [ vfry?kq mÙkjh; iz'uvfry?kq mÙkjh; iz'uvfry?kq mÙkjh; iz'uvfry?kq mÙkjh; iz'u ] [ 6 × 2 = 12 

uksV %uksV %uksV %uksV %  fuEufyf[kr esa ls fdUgha NgNgNgNg iz'uksa ds vfr&laf{kIr mÙkj nhft, % 

16. dkcZu isij D;k gksrk gS \ 2 
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17. lHkk ;k cSBd fdls dgrs gSa \ 2 

18. lapkj fdls dgrs gSa \ 2 

19. fuEufyf[kr dh vk'kqfyfi fyf[k, % 2 

 (i) vkB gtkj 

 (ii) ik¡p djksM+ 

20. izR;; dh ifjHkk"kk nhft,A 2 

21. dh&cksMZ D;k gksrk gS \ 2 

22. fizUVj fdl dke vkrk gS \ fizUVj fdrus izdkj ds gksrs gSa \ 2 

23. odZ'khV ls MkVk fdl izdkj gVk;k tkrk gS \ 2 

[k.M[k.M[k.M[k.M – llll    

   [ y?kq mÙkjh; iz'uy?kq mÙkjh; iz'uy?kq mÙkjh; iz'uy?kq mÙkjh; iz'u ] [ 6 × 3 = 18    

uksV %uksV %uksV %uksV %        fuEufyf[kr esa ls fdUgha NgNgNgNg iz'uksa ds laf{kIr mÙkj nhft, %  

24. lHkk dh lwpuk fdls dgrs gSa \ bls fdl izdkj rS;kj fd;k tkrk gS \ 3 

25. E-mail ij ,d laf{kIr uksV fyf[k,A 3 
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26. jsyos le; lkfj.kh ls fdl izdkj dh tkudkjh feyrh gS \ Li"V dhft,A 3 

27. u gqd dk okD;ka'kksa esa iz;ksx fdlds fy, fd;k tkrk gS \ mnkgj.k fy[kdj Li"V dhft,A 3 

28. rhu izfrfuf/k O;atu js[kkvksa ls izdV gksus okys inukeksa dh vk'kqfyfi fy[kdj Li"V dhft,A 3 

29. dqathiVy dh fo'ks"krkvksa dk o.kZu dhft,A 3 

30. LdSuj D;k gS \ fofHkUu izdkj ds LdSujksa ds uke fyf[k,A 3 

31. ,e ,l ,Dlsy dks fdl izdkj can fd;k tkrk gS \ 3 

[k.M[k.M[k.M[k.M – nnnn    

   [ nh?kZ mÙkjh; iz'unh?kZ mÙkjh; iz'unh?kZ mÙkjh; iz'unh?kZ mÙkjh; iz'u ] [ 3 × 5 = 15 

uksV %uksV %uksV %uksV %        fuEufyf[kr lHkhlHkhlHkhlHkh iz'uksa ds foLr`r mÙkj nhft, %  

32. ys[ku lkexzh dh dk;kZy; esa D;ksa vko';drk gS \ blds egÙo dks Li"V dhft,A 5 

vFkokvFkokvFkokvFkok    

 dk;kZy; esa VsyhQksu ij ckr djrs le; fdu-fdu ckrksa dk /;ku j[kuk pkfg, \ Li"V dhft,A 
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33. milxZ dh ifjHkk"kk nhft,A fdUgha rhurhurhurhu izfrfuf/k O;atu js[kkvksa ls izdV gksus okys milxks± dh vk'kqfyfi 

fy[kdj Li"V dhft,A 5 

vFkokvFkokvFkokvFkok    

    lIrkg ds fnuksa dh vk'kqfyfi fyf[k,A 

34. dEI;wVj ls izkIr gksus okys ykHkksa dk o.kZu dhft,A 5 

vFkokvFkokvFkokvFkok    

 LizsM'khV ds ykHkksa dk o.kZu dhft,A 

S 

 


