
SECTION-A
(Reading Skill)

Read the following passage carefully.
 The great advantage of early rising is the good start it 
gives us in our day's work. The early risers have done a large 
amount of hard work before other men have got out of bed. In the 
early morning the mind is fresh, and there are few sounds of other 
distractions, so the work done at that time is generally well done. 
In many cases the early riser also find time to take some exercise 
in the fresh morning air, and this exercise supplies him with a fund 
of energy that will last until the evening. By beginning so early, he 
knows that he has plenty of time to do thoroughly all the work he 
can be expected to do, and is not tempted to hurry over any part of 
it. All this work being finished in good time, he has a long interval 
of rest in the evening before the timely hour, when he goes to bed. 
He gets to sleep several hours before midnight, at the time when 
sleep is most refreshing, and after a sound night's rest rises, early 
next morning in good health and spirits for the labours of a new 
day.
Note: Answer these questions. Attempt any 15 parts. (15x2=30)
Q .1 a) What is the great advantage of early rising ? 
 b) Why is the work done in the early morning is well 

done ? 
 c) What enables the early riser to go to bed at the 

proper time ?
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 d) When the mind is fresh ?
 e) When the exercise supplies us a fund of  energy ?
 f) What do you mean by plenty of time ?
 g) What is the advantage of going to sleep well before 

midnight ?
 h) Form sentences-
  a) Hurry  b) Distractions
 i) Give a suitable title to the passage.
 j) When the work is well done ?
  Complete the sentence:-
 k) He knows that _______
 l) The early risers has ________
 m) _______ early next morning in good health
 n) _____ the mind is fresh.
 o) This exercise supplies _________
Note :- Write one opposite and one synonyms of the given word.
 p) Good
 q) Plenty
 r) Early

SECTION-B
(Grammar and Usage) 

Note: Short answer type questions. Attempt any ten parts    
     10x4=40

 (i) Insert appropriate Prepositions.
  a) Ram is fond _______ reading.  
  b)  He is sitting  __________ his office.
  c) He lives _________ Manesar.
  d) The world longs ______ peace today.
 ii) Fill pronoun:
  a) May ______ live long!
  b) You and ______ are friends.
  c) He helped ______.
  d) _______ are you ?
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 iii) Insert appropriate determiners
  a) Ram is ____ boy who stood first in the class
  b) My father is _____ S.D.O.
  c) ______ boy got a chance.
  d) How______ milk you need.
 iv) Conjunctions;
  a) It is certain ______ he will pass.
  b) Two ___ two make four.
  c) That is the boy ___ got first prize.
  d) He must _____ sing ____ you. 
 v) Question Tags:
  a) Open the gate, ______?
  b) Is he poor, _______?
  c) I am not a good singer, ______?
  d) He did't pick your pocket, _______?
 vi) Tenses
  a) The sun ___ in the east. (rise)
  b) He ______ me yesterday (meet)
  c) He ______ job here for last three months (do)
  d) If you work hard, you ___ (pass)
 vii) Write a notice regarding the annual meeting of the 

board of directors of your company.
 viii) you have lost your 10th DMC in the college. Write a 

notice to be put on the notice board of your college.
 ix) Write an office memorandum warning an employee 

against his habit of excessively long lunch hours.
 x) Write a circular to prepare for audit inspection in 

your college.
 xi) Write a circular depicting change of timing due to 

summers.
 xii) Write a tender notice to be published in the 

newspaper for setting up of computer lab in your 
college.

 xiii) Being the receptionist, write a telephonic message 
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for the manager to inform him that Mr. Vipul Gupta 
consultant won't be able to come tomorrow for the 
meeting.

 iv) Write a circular informing class IV employees to 
wear proper uniform during working hours.

 v) Write a public notice regarding name change. 
SECTION-C 

 (Writing Skill)
Note: Long answer type questions. Attempt any three 

questions.    3x10=30
Q.3 Draft a circular announcing voluntary resignation of the 

general manager.
Q.4 A specimen memo by managing director to an employee 

asking explanation for absence from duty.
Q.5 Draft a circular asking employees to donate one day 

salary towards the PM national relief fund due to flood in 
kashmir.

Q.6 Write paragraph on one topic.
 (i) Health is wealth
 (ii) My favourite leader.
 (iii) The game I like most. 
Q.7 Read the following telephonic conversation and write a 

message.
 Ashok : Hello, I am Ashok from Ambala can I speak to 

Mr. Rakesh sharma, Rahul's father.
 Vijay : I am sorry but he is not at home. He has gone 

to office. How is Rahul.
 Ashok : He is good. Actually I wanted permission for 

Rahul to go on a trip to Shimla. We all going 
there. It will be very nice if Rahul also join us.

 Ashok : Ok, I shall talk to father about this. Thanks for 
calling.

 Vijay:  Thank you very much.
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