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Class : 12th PRACTICE PAPER (2022-23)  Set - A 

Roll   No. 

OFFICE SECRETARYSHIP AND 

STENOGRAPHY IN HINDI 

(ACADEMIC/OPEN) 
Time  allowed :  3 Hrs.                                          M.M.-60 

_____________________________________________________________________________________ 

 

 

 

 

 

 

 

______________________________________________________________________ 
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x12=12 

(i)  

(ii)  

(iii)  

(iv)  

(v)  

(vi)  

(vii) 

(viii) 

(ix) 

 (x) 
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(xi) 

(xii) ALU 

(i) 

(ii) 

(iii) 

(iv) 

(i) 

(ii) 

(iii) 

(iv) 

MS Excel Auto sum 

(i) (ii) (iii) (iv) 

(v) (vi) (vii) (viii) 

(ix) 

(i) 

(ii) 

(iii) 

(iv) 
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Ms Excel 
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PRACTICE PAPER (2022-23) 

Class : 12th (Sr. Secondary)                     Code-B  

 Roll   No.   

OFFICE SECRETARYSHIP AND  

STENOGRAPHY IN HINDI 

(ACADEMIC/OPEN) 

Time allowed:  3 Hrs.                                            M.M.-60 

_____________________________________________________________________________________ 

  

 

 

 

 

  

 

  

 

 

 

 

  

 

 

 

 

_____________________________________________________________________ 
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[k.M ¼v½ oLrqfu’B iz‛u 

iz'u 1- fuEufyf[kr lHkh iz‛uksa ds mÙkj nhft,%&      1x12=12 

¼i½   ,d dk;kZy; ys[ku lkexzh ij fdrus izfr‛kr rd O;; djrk gSA  

 ¼v½ 10 ls 20 izfr‛kr rd  

 ¼c½ 40 ls 50 izfr‛kr rd 

 ¼l½ 30 ls 40 izfr‛kr rd 

 ¼n½ 50 ls 70 izfr‛kr rd 

¼ii½  dqy lapkydks dh dk;Zokgd la[;k D;k gksrh gSA 

  ¼v½ ,d frgkbZ  1  

     3 

  ¼c½ vk/kh   1  

     2 

  ¼l½ nks xq.kk  

  

        ¼n½ dksbZ ugha  

 

¼iii½   izR;; D;k gSA 
  

 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  

 

 ¼iv½   cM+k gqd fdlds fy, iz;ksx fd;k tkrk gSA 

 

  ¼v½ u vkSj .k ds fy, 

  ¼c½ ‚ku vkSj ‘k.k ds fy,  

  ¼l½ v vkSj c nksuksa ds fy,  

  ¼n½ mi;qZDr esa ls dksbZ ugha  
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 ¼v½    dEI;wVj D;k gSA 

       ¼v½ fo|qrh; e‛khu  

¼c½ Lopkfyr e‛khu  

¼l½ ;kaf=d e‛khu  

¼n½ mi;ZqDr lHkh  

 ¼vi½  ,Dly dks vkjEHk djus ds fy, fdl cVu dks fDyd fd;k tkr gSA 

 ¼v½ lHkh izksxzke  

 ¼c½ LVkZV  

 ¼l½ ekbØkslkW¶V vkWfQl  

 ¼n½ mi;qZDr esa ls dksbZ ugha   

¼vii½   lapkj dk nwljk uke D;k gSA 

¼viii½  bVajdkWe esa vf/kdre fdruh ykbu gks ldrh gSA 

¼ix½   iatkc* dks vk‛kqfyfi esa fy[kksA  

¼x½    vf/kdkj vkSj eksVj dks vk‛kqfyfi esa fy[kksA  

¼xi½   dqathiVy esa fdrus izdkj dh daft;ka gksrh gSA  

¼xii½   H.D.D dk iw.kZ :i fyf[k,A  

[k.M&c 

vfr v?kqrjkRed iz‛u 

 

2- dk;kZy; esa dkxt dk D;k egRo gksrk gSA        2 

3- lHkk dk LFkxu D;k gksrk gSA        2 

4- pkj eklksa ds uke vk‛kqfyfi esa fyf[k,A       2 

5- fuEu dks vk‛kqfyfi esa fyf[k,A         2 

  Ikjh{kk] fo|kFkhZ] gfj;k.kk] e/;izns‛k] fHkokuh]         

6- ekml ls D;k vfHkizk; gSA          2 

[k.M&l 

v?kqrjkRed iz‛u 

7- eksckby ij laf{kIr fVIi.kh fy[ksaA        4 

8- bZ&esy dh laf{kIr O;k[;k dhft,A        4 
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9- lIrkg ds uke vk‛kqfyfi esa fyf[k,A        4 

10-fuEu dks vk‛kqfyfi esa fyf[k,A         4 

   xqtjkr] nl xq.kk] iz/kku eU=h] vle] fcgkj] cq/k]  

   dsrq] nl yk[k] nl gtkj] ikap djksM+ 

 

11- fuEu dh O;k[;k fdft,A         4 

¼i½ odZ ‚khV esa lSy Mkyuk 

¼ii½ odZ ‚khV ls lSy dks gVkuk  

¼iii½ odZ‛khV esa LiSfyax pSd djuk  

[k.M&n 

Nh?kZ v?kqrjkRed iz‛u 

 

12- dk;kZy; ys[ku lkexzh ls vkidk D;k vfHkizk; gSA 

   ,d dk;kZy; ds fy, bldk D;k egRo gSA        6 

 

vFkok 

 

   VsfyQksu dk D;k egRo gS dk;kZy; esa VsfyQksu ij ckr djus dk mfpr <ax crkb,A  

 

13- f}xq.ku fl)kUr ds ckjs esa mnkgj.k lfgr fyf[k,A      6 

 

vFkok 

 

   izR;; ls vki D;k le>rs gS mnkgj.k lfgr fyf[k,A 

 

14- dEI;wVj D;k gSA bldh fo‛ks’krkvksa dk o.kZu djsaA       6 

 

vFkok 

 

   ,e-,e- ,Dly dh dk;kZy; esa D;k mi;ksfxrk gSA foLrkj ls le>kb,A  
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