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This question paper contains a total of 4 questions. All the questions are compulsory. Maximum
marks for subjective type questions are shown against them. Attempt each question in a new
page of the answer-script file in your computer. Write your roll number at the header of each
page used.

1. | Vice president of India is coming on 11" July 2024 as the Chief Guest of Convocation
Program. What arrangements and actions do you have to take? Also describe your plan to

counter any security threat in all aspects.
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2. | A mason fell from the roof of an under-construction site and was heavily injured. What actions

do you have to take?
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3. | What is mail merge in MS Word? What are its uses?
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4. | In MS Excel, how to convert columns to rows? Explain it step by step.
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