
 

1236    P. T. O. 

CLASS : 12th (Sr. Secondary) Code No. 1236 
Series : SS/Annual Exam.-2024 

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) lHkh lHkh lHkh lHkh [k.Mksa ls funsZ'kkuqlkj mÙkj nhft,A[k.Mksa ls funsZ'kkuqlkj mÙkj nhft,A[k.Mksa ls funsZ'kkuqlkj mÙkj nhft,A[k.Mksa ls funsZ'kkuqlkj mÙkj nhft,A    

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

 (iii) ç'u ds mÙkj ds lkFk iz'u la[;k vo'; fy[ksaA 

 (iv) [k.M ^c*[k.M ^c*[k.M ^c*[k.M ^c* vkSj ^l*^l*^l*^l* ls fdUgha 6-6 iz'uksa ds mÙkj nhft,A 
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[k.M[k.M[k.M[k.M – vvvv    

¼oLrqfu¼oLrqfu¼oLrqfu¼oLrqfu""""B iz'u½B iz'u½B iz'u½B iz'u½ 

uksV %uksV %uksV %uksV % fuEufyf[kr lHkhlHkhlHkhlHkh iz'uksa ds mÙkj nhft, % 1 × 15 = 15 

  1. dk;kZy; ys[ku lkexzh esa 'kkfey gksrk gS % 

 (A) dkxt (B) isu 

 (C) Qkby doj (D) mi;qZDr lHkh 

  2. tujy cSBd gksrh gS % 

 (A) o"kZ esa ,d ckj (B) eghus esa ,d ckj 

 (C) Ng eghus esa ,d ckj (D) dHkh Hkh 

  3. fopkjksa ds vknku&iznku dks D;k dgrs gSa \ 

  4. lh0 lh0 Vh0 oh0 dk iwjk uke D;k gS \ 

  5. U;k;ky; esa lcwr ds :i esa --------------- lapkj dks izLrqr fd;k tk ldrk gSA ¼fyf[kr @ ekSf[kd½  

  6. u gqd dk iz;ksx okD;ka'kksa esa fdlds fy, fd;k tkrk gS \ 

 (A) u (B) us 

 (C) ugha (D) mi;qZDr lHkh 
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  7. izR;; D;k gS \ 

 (A) 'kCn ds ckn yxus okys 'kCn ;k v{kj  

 (B) 'kCn ds iwoZ yxus okys v{kj 

 (C) 'kCn ds chp yxus okys v{kj  

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

  8. os 'kCn ;k v{kj tks fdlh 'kCn ds iwoZ yxdj mlds vFkZ esa ifjorZu dj nsrs gSa] mUgsa D;k dgk tkrk gS \ 

  9. y O;atu js[kk ls dkSu&lh la[;k izdV gksrh gS \ 

10. O;atu js[kkvksa dks nqxquk djus dks ----------- dgk tkrk gSA  ¼nqxqukdj.k@vFkZdj.k½ 

11. lh0 ih0 ;w0 dk iwjk uke D;k gS \ 

 (A) lsaVªy izkslsflax ;wfuV  

 (B) ân; 

 (C) jDr  

 (D) mi;qZDr esa ls dksbZ ugha 
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12. ,jks dqaft;k¡ fdruh gksrh gSa \ 

 (A) 3 (B) 4 

 (C) 2 (D) 6 

13. ,e0 ,l0 ,sDly dk iwjk uke D;k gS \ 

14. fizUVj dkSu&lk midj.k gS \ 

15. ^jks* ,oa ^dkWye* ds izfrPNsnu dks ------------ dgrs gSaA  (Cell @ Row) 

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

¼vfry?kq mÙkjh; iz'u½¼vfry?kq mÙkjh; iz'u½¼vfry?kq mÙkjh; iz'u½¼vfry?kq mÙkjh; iz'u½    

uksV %uksV %uksV %uksV %  fdUgha NgNgNgNg iz'uksa ds mÙkj nhft, %   2 × 6 = 12  

16. fyQkQk D;k gksrk gS \ 

17. lHkk dh lwpuk dh vof/k dh foospuk dhft,A 

18. jsyos le; lkj.kh D;k gksrh gS \ 
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19. vfUre NksVk gqd dk iz;ksx dc ugha fd;k tkrk gS \ 

20. vfUre cM+s gqd dk iz;ksx oØ js[kkvksa esa fdl izdkj fd;k tkrk gS \ vk'kqfyfi fy[kdj Li"V dhft,A 

21. buiqV midj.kksa ds nksnksnksnks mnkgj.k nhft,A 

22. dEI;wVj fdls dgrs gSa \ 

23. RAM vkSj ROM dk iw.kZ :i fyf[k,A 

[k.M [k.M [k.M [k.M – llll    

¼y?kq mÙkjh; iz'u½¼y?kq mÙkjh; iz'u½¼y?kq mÙkjh; iz'u½¼y?kq mÙkjh; iz'u½    

uksV %uksV %uksV %uksV %        fdUgha NgNgNgNg iz'uksa ds mÙkj nhft, %   3 × 6 = 18 

24. lHkk dh rhurhurhurhu fo'ks"krk,¡ crkb,A 

25. eksckby ds ykHk crkb,A 

26. VsyhQ ðksu ij ckrphr djus dk <ax crkb,A 

27. v/kZdj.k fdls dgrs gSa \ vk'kqfyfi fy[kdj Li"V dhft,A 
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28. fuEufyf[kr dh vk'kqfyfi fyf[k, %  

  lkseokj] cq/kokj] 'kfuokj 

29. E-Mail ij ,d uksV fyf[k,A 

30. dh&cksMZ dh fo'ks"krk,¡ crkb,A 

31. ,e0 ,l0 ,sDly dks 'kq: djus ds pj.kksa dk o.kZu dhft,A 

[k.M [k.M [k.M [k.M – nnnn    

¼nh?kZ mÙkjh; iz'u½¼nh?kZ mÙkjh; iz'u½¼nh?kZ mÙkjh; iz'u½¼nh?kZ mÙkjh; iz'u½    

uksV %uksV %uksV %uksV %        fuEufyf[kr lHkhlHkhlHkhlHkh iz'uksa ds mÙkj nhft, %   5 × 3 = 15 

32. ys[ku lkexzh dh vko';drk ,oa egÙo dk o.kZu dhft,A  

vFkokvFkokvFkokvFkok    

 lHkk dk D;k egÙo gS \ bldh lhekvksa dk o.kZu dhft,A 

33. fdUgha nlnlnlnl eghuksa ds ukeksa dh vk'kqfyfi fyf[k,A 

vFkokvFkokvFkokvFkok    

    inuke okD;ka'k fdls dgrs gSa \ fdUgha rhurhurhurhu izfrfuf/k O;atu js[kkvksa ls izdV gksus okys okD;ka'kksa dh 

vk'kqfyfi fy[kdj Li"V dhft,A 
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34. dEI;wVj ds xq.k ,oa fo'ks"krkvksa dk o.kZu dhft,A 

vFkokvFkokvFkokvFkok    

 LizsM'khV ;k ekbØkslkW¶V ,sDly ds ykHkksa dk o.kZu dhft,A 

S 

 


