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ffi ;iecrggunr-.ddrdft figrdq

dfrf, frrrFftqcPdftftqt&-n
orq{ e!ffftfro, (LDcE)

scq-rdet] luflero-croio-so

fr{cr: sfi zs sfr +' rtr{ Atdg r rfro sx z oio, or t r xtTrfitr' .rio,q rfr t | &-+e \1+.
src Tfl t r Eq rrq silqcarn sfc q{ rrfi tr6e t srci Ei rt& a1 Uota, orsr of r

1. 20 + 4-.'' 3 1 2 61q1qfrq -
(A) 9 (B) 10 (q 11 (D) 12

2. *-1 61d{rrdq b eiolfr e,r frr$ti
(A) 0.0420 (B) 0.00042 (c) 0.0042 (D) 0.042

: {cc-orq0dfrq: A, c, E, G, _?
(A) H (B) r (c) J (D) K

a. qfr 'soor' 61 'cppr fuqr srdr e, fr 'pu.r' si ad fuqr qrq.nz
(A) QFO (B) QFP (C) QGO (D) QFN

s rnratqqqqEnd*st{tz
tA vrqrrqtd Gl d rr$'*rsE tc1 ri. u-or6corot6s p1aroe6rgtvrd

6. qirnr (so) 6lfr 1zy fu-a-+ufumfin
(A)2o/o (B)4o/" (C) 5% (D) 10%

z.,iuer fr errror eio +t+ u iln - rc, 1 4, t a, zz, 26 .....?
(A) 28 (B) 32 (C) 30 (D) 36

8. {rrr 6l Eq sirutrqr d} Gi{ e I s6 Er{ ett Ts_dr t r ers ss+T gs fu-s frcn q fu
tnl efDs tel$ tclcfsc tolsilr

g. qrrffq€EEnfr-soFlgern
(A) 1 s .l-IrkT r g+z (a) za qfiS r gso (c) zo qds{ 1s4s (D) z srq{r 19so

r o. det' or ddq'qqdrd' t sS c-fiR t +S &rer6' ol €dE ffi fu
ta)trsltff (B)ffsrmq (qg{fir' (D)6err
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11. qr{dor{r$qcsft+t{il
(A)ct{rd iel+r tcl *dr tolqrq

1 2. strriEis fr {dcr{ srwqrd 6t{ tz
rnr dffieq+tr *U, *** rel ffitfr{rfrfr{ rcl sY. aroftioffic
tol SrrnlH"eo1qqrfr

1 3. m ;iet {6{un rr.a-qrd fr {kfl w 61 fu s E{ ilfrq fr gksrdq 6 r eqf qrq
E3[ ?fl?

(A) 200s (B) 2007 (c) 200e (o) 2012

ra.dqsdfrffiRcdA&
(A) 364 (B) 36s (C) 366 (D) 367

r s. rnra ol q$q vg +t+-ur &
tnl ftg tal 6nfr 1cl qlq 1e1 F{q

r o. {++r 6.r qlson lnrD ofQftqq t{Rd fr fr-s s{ dT[frqr rlqr ,{rz
(A)2002 (B)200s (c) 2008 (D)2010

1 7. E. qtilIrcT {TUTI 6" 6- q q6fu-a 0z

tnl d+1lsl gteerf, (c) qft 1oy ffiz
1 s. A, B 6'r qr{ e t c, e a1 crdr ? t o, c ol fua t r n or o t wr ftiE tr

(A) gd (B) qrff/fr* (cranason) (O 1{r{ (D) qrql

19. 'ArM" 6rfrrcrcflrtz
rnl ('fr er{c rfr tsl .}f&i}s tffi qqi-{ (c) Gnd zr{q qqt{ tol gorse qrqqr tq-s

zo. Et csk{q F{s os {flqr qrdr t,
(A) s !F (B) zz 3ril6 (C) rO frFiqt (O) zr CI{

2r.tsirtr{rw} A-aiftrdBz
(A) 11 (B) 12 (C) 13 (D) 14

zz. go orqfoq t CR orqfsq fr sflfMto- qa 0-qi b frs E-{fr t fusfl sq*rr fuql
qraBz
tA iqq rst sfr( (c) ta-c (o) er+6-Iql

23. tsiNl-<trus o-r {q qdfr dr e?
tal frt tel fi-{rd tcl fitqt (D) frdr

z+. ffifua qR srd fr t Bqc (GftrII) srq gtrq:

tnt o1-frd (B) crss (c) ffi{ct lot fil-rttqt

z s \rf, 6 rqfdq fr +o ofqrt B r Enfr Q 6e7" gqq B t osfoq fr qtror o.trdrM +1
€srfrrfr?z
(A) 14 (B) 15 (C) 18 (D) 24
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ffi qaq qErJurT TilnrT freBsrcq

dtfud EqFftq qhfr'ft qfrerr
c'tcn qsfi fuhf, (LDCE)
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ANSWER KEY

Q. No. Correct option

1 (c)

2 (D)

3 (B)

4 (A)

5 (c)

6 (B)

7 (c)

8 (B)

9 (B)

10 (B)

11 (B)

12 (c)

13 (c)

1,4 (c)

15 (c)

16 (B)

L7 (c)

18 (B)

19 (B)

20 (A)

2t (c)

22 (A)

23 (B)

24 (D)

25 (B)

\



Roll No

LDCE2607

M =i6{ EEIIUn rrdirttr fr{f{g'ffiq

Sftd frt{Ffrquffitftqfier

er* *!ftftfuo tr-ocl

SUB'IEI EODE. 1!7

rrcq-rterl leifuoaecio-so

frtsr, 6s csl fr t frtd qrq sfr b ffir dfue I e-ds ssr r z* e.ro or t r

1. ffi & onq fr{ tr{ } er+onr o.r egtu oG 6v
F-flsEq7u*fUa en-ort o1 \'6 {ifBq sfli{q ftfuS I sfffirq o1

frM or sds +lfre eilr frfu-er qqrurr{ r{cs o-ri or u&s
+lfrqr tro ero

s. E{fusrdq b o.rqf-dq fr fts }ufr frfu+. b ufa e-5.*1.*
ftfuqr

2. GMi erynn d gE E{ SdfAs +1 qrrrd o.r +qtv o-G gq \rfi
€Effi orqfdq M frqR elftc I qcvr, ern eir qtEm off
oraoilqotBqr



4. ffiq rF,fgq Grfc qfu-6-r) wr frm tr Fffi q* +1 qrd{ sr6 qT

Ss qt€ t m qqq sqd wr-flr ft-*tq fuet qrar &

s +lqieq fr grftra qd qri srd dq q<ra-$ireftrM +1\'fi s{E

{S AqR o1frq silr.uUq 6 r&+' qsl Erdtuf t I

o. hgB-sreq i qqktq {rq{q \rs s6dt g{Ftqrc i q-6fr,r ti d
Rrfr fr enc fu-s ron t efffl frrErc tt r

z. ts ftqq rR sFr"rflr so-roo srd 6I (rs'€Rrq srl-+-{ frfrq:
"erqfdq b o.r{ fr ffid BqRrfr sh scq 61 qrGtfi d Td-dwf

tt"

a Of qteq il gf6 ( I nwa rdlo utwa rd D a k) tFI flI rtfr<t frm tr qS Slf,{

i+t$q7 sfldre, d enqs${fus{q}tedotfo

s .rqi oEqrrr edMolq-+.8{& on-ofuo ere-ot{ &.frss{d
eni-cc ftfusr sirilc{ fr s'dEs fu 3{rw1 qrffifi {cri-d t
o.nq sre-6rcrsrBqr

10. q5'Flkq fr rffiq-dr (Confidentiatity) ffirq {tril d en-q{tl$ Bz

qE Effi rffi q{efi ririfi sr{d +t srd A, fr .ilq wr srdtnfi

qqtti



LDCE2508

trqfr;ifi EilIUn rr.6{rd frtf{qrmq

frfudfu{Fftquffittq6*

or+t *oftfrfro tr_ocl

olqroq0qq tskifl Test) gnq:I
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scq- r dgl] 1olfu+arei-o- so

trq rrq frffi q6' rner $ oE&d Gd orcrfl .iifr) oi urEv fr I

fr{q' friftc.rs oq-Aad MS word frHrfkdscqh rftasztqqotr

a€ffi'r sra qcq ad*, A-+e 65, {rd } frs ufua gfr atn €g-e-d o1

Eu-arotfr*v trnrdr

omtcq e,r ur{ qam sv i frvrfua ori } fuq 6'ffi sr
sm o.r qda, ortsnfud ilfi frf+dn *+ orrqsq-6' ?r s-+6
o.+{rfi et src+ frqffra o.rd e1 scq rrt Tfl 6Til qGs aqr

orqtsq + onrffi ofu eHrH d q{Rrddq * B.ftffi
w+fl qrftgr F.+lO orqfdq t qrrsn, qq-{r Er freu{,
erftrffi or rcq-€dn ctn frfrx frr+rril t. *q wrqq enfua

Roll No.



6-€r F6-dEd 6'r{ tr 6q-{ 6r sfud sq*rr Frqidq }. 6rd
ol sro, qqrff Bfu qrqcff a-crdr Br q$ offtfr qi r{qi
o-ffi or F-{-rq tqr-{Ert, frgr e}q srcErfuo t'qrq rr<r
flfrsr

lnstrudions: Type the following paragraph in MS Word within the
prescribed time. Pay attention to spelling, punctuation, capitalization,

spacing between words, and overall accuracy. Do not omit, add, or alter
any words.

Efficient offi.e administration requires punctuality, dis.ipline,
accuracy, and a sense of responsibility among all employees.
Every employee should complete the assigned work within the
prescribed time and maintain orriaial reaords and doauments in
an orderly manner. Proper communication, timely proressintof
coarespondence, and systematic maintenance of files are

essential for the smooth functioning ol an office. The effective
use of computers helps employees prepare documents,
maintain information, and perform routine tasks acaurately and

efficiently. All employees should follow official instrucdons,

maintain confidentiality, and perform their duties with honesty
and dedication. A well-organised office promotes transparency,
teamwork, and better publia service.

3nrdr / oR


