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Note : Figures to the right side indicate marks of the questions* Total Marks : 50
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6. Which point must be specify in letter of inqﬁiry ?
7. What are the cdntents of heading in a business latter ?

8. When is the inside address written below the enclosure?
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(B) Do as directed (Any Six) (6) .

1. Punctuation mark should be used after salutation
(Comm., Full stop, Colon)
2.Manager give order to clerk is communication.
. (downward, upward, none)
3. is slow communication (written, oral, picture)
4.Monitor is an input device A. True B. False
5.Mail merge is used to copy one mail to another. A, True B. False

6. Production manager give report of production to general manager 18 upward
communication, A. True B. False

7. Acronym of CPU is A. Central Processing Unit B. Control Processing
Unit C. Control Processing Unit D. None of them -

8. Acronym of LAN is
A. Land Area Network B. Local Area Network
~¢. Long Area Network d. Large Area Networlk
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