
SECTION-A
Note: Objective type questions. All questions are compulsory  

      (10x1=10)
Q.1 Memorandum is also known as____________.      (CO-2)
Q.2 The ________ are the official record of business 

transacted, discussion held and decisions taken at the 
meeting.  (CO-2)

Q.3 Choose the correct preposition:                              (CO-1)  
 a. He  is not suitable ________this post. (to/for) 

  
Q.4 Conjunction are of ________types.   (CO-1)
Q.5 To express a past event simple ________ tense is used. 

  (CO-4)
Q.6 Girls are sitting in the room. (frame question)           (CO-4)
Q.7 A list of items to be considered at a meeting is known 

as__________.                                                      (CO-2)  
Q.8 Choose the right option:                                          (CO-1)
 a)   They always _______ on time. (comes/come)
Q.9 Tarun ________ this game. (win)                             (CO-1)
Q.10 Many new things have happened  ________ I came here . 

(apply suitable conjunction)                                    (CO-1) 
SECTION-B 

Note: Very short questions. Read the passage and answer the 
questions given below.   10x2=20

Vitamins are organic chemicals, other than essential amino acids 
and fatty acids, that must be supplied to an animal in small 
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amounts to maintain health. An exception to this is vitamin D, the 
only major vitamin the human body is known to be capable of 
manufacturing. Under certain circumstances, however, vitamin D 
may not be synthesized in adequate amounts and that it too must 
be supplied by diet or as a dietary supplement if life and health are 
to be sustained. Vitamins function in enzyme systems which 
facilitate the metabolism of proteins, carbohydrates and fats but 
there is growing evidence that their role in maintaining health 
extend yet further.

The vitamins are conveniently divided into two major groups, 
those that are fat soluble and those that are water soluble. Fat-
soluble vitamins are A,D,E and K. Their absorption by the body 
depends on the normal absorption of fat from the diet. Water 
soluble vitamins include vitamin C and several members of the 
vitamin B complex. 

Q.11 What are organic chemicals?   (CO-5)

Q.12 Which vitamin is manufactured by human body? 

Q.13 Which are the two major groups of vitamins? 

Q.14 Which are the fat-soluble vitamins? 

Q.15 Which are the water soluble vitamins? 

Q.16 Give synonyms of:

 a.  Amount-

 b. Essential-

Q.17 Make sentences from:

 a. Body-

 b. Supplied-

Q.18 Add suffix or prefix:

 a. Certain-

 b. Exception-

Q.19 Give opposite of:

 a.  Healthy-

 b. Fat-

Q.20 Give an appropriate title for the passage. 
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SECTION-C 
Note: Short answer type questions. Attempt any eight questions 

out of ten questions.                                          8x5=40
Q.21  Fill prepositions:                              (CO-1)
 a. My uncle works ____ a government office. 
 b. My friend lives _____ Akbar road. 
 c. I shall return here ____ five o’ clock.
 d. He is going ____ Delhi.
 e. The frog jumped ____ the well. 
Q.22 Frame questions:                            (CO-4)
 a. Miss Florida teaches us English. 
 b.  I met an old woman in the park. 
 c. She is staying at Faridabad.
 d. My brother is an engineer. 
 e. There are ten students in the class. 
Q.23 Apply question tags:                              (CO-4)
 a. She speaks English, ______. 
 b. He came early in the morning, ______.
 c. She won’t help us, ______. 
 d. Jack and Jill didn’t pass, _______. 
 e.  She doesn’t look well, _______. 
Q.24 Fill conjunctions:                             (CO-1)
 a. Trust in God ____ do the right.
 b. He was so tired ___ he could not walk any further. 
 c. Tigers won’t attack ____ they are angry. 
 d. Though he is poor, ____ he is contended. 
 e. Make hay _____ the sun shines. 
Q.25 Fill in the correct form of verb:                               (CO-4)
 a. The dogs do not ____ their masters. (bite)
 b. Who ____ the hero in that film. (play)
 c. He ____ here very soon. (be)
 d. Ritu ____ the floor. (sweep)
 e. It ____ when we went out. (rain)

(3)

Q.26 Write a memorandum warning an employee against his 
habit of reading news paper during the office hours. 
     (CO-2)

Q.27 Ask a firm of cook ware to send their price list and 
catalogue.     (CO-4)

Q.28 As the principal of your college, write a circular to all the 
heads of the department regarding wearing of uniform by 
the students.     (CO-2)

Q.29 State true or false:      (CO-5)
                     (Reference comprehension Passage)
 a. Vitamins are not organic chemicals. 
 b. Vitamins function in enzme systems. 
 c. The vitamins are divided into four major groups. 
 d. Fat-soluble vitamins are A, D, E and K. 
 e. Water soluble vitamins do not include Vitamin C.
Q.30 Complete the sentences:                           (CO-5)
                     (Reference comprehension Passage)
 a. Vitamins are ____ chemicals.
 b. Vitamin D is the only _____. 
 c. Fat-soluble vitamins are ______.
 d.  Water soluble vitamins include _____. 
 e. Vitamins are divided into ____ major groups. 

SECTION-D 
Note: Long answer type questions. Attempt any three questions 

out of four questions.   3x10=30
Q.31 Write a letter to a candidate for informing him about his 

selection for the post of manager.    (CO-2)
Q.32 Write and agenda for the third meeting of the board of 

Directors.     (CO-2)
Q.33 Draft the minutes of the meeting of the annual general 

meeting of the Kalra Fertilizer Limited, Chandigarh   (CO-2)
Q.34 Write a letter to the General Manager of Transport 

Undertaking about poor local bus service in your village. 
     (CO-2)
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