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Instructions to the candiddtes: ,"

l) Atl questiqii$rtie co"mpulsory.

2) Fisures@,Pe rt8,!!!todi"otes full marks.
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Qt) A) niliin;he'"n1anks (Any s) * * 
tsl

,'u* I *-t-
a) n. The report is always wriffen in rpriflner.
,,,'-' D Sequential -,jf

ii) Irregular *}t ":"^'s*. d e. .:

iii) Horizontal -tro. "t\;'/+s" .r*.i.
'b)-reportisp$sficia}"reportthatcontainsdetailed

, information to make bfuiineqs,dbcisions.

D Formal ;:"f ,.*t
ii) lnformal." q7+,\ . "S
iii) Press k**,, 
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c) Leading platform"..pt'video sharing is

,) YouTube;f',.'

ii) Google Classroom
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"-:iii) Google Sheet

d) is popular cloud-based video

0 Zoom App

ii) Linkedln

iii) Twitter

Complaint Leffer should be cal

0 Claim

ii) Sales

iii) Inquiry
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An Internet is

i) ProgrammingLanguage

ii) Network connecting,qo-rnputers all over the world
iii) " Computer progranirye
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:'B) Match the follopi{rig :;, tsl
Group -d3il' _it= Group .8,

a) NIaljqiF&ekerklg D Circular Letrer
b) Oteqt{*inic\{ait ii) Request to coltect

Y "',I" information
c) lPempqibt iii) Facebook
d)*."'En$friletter 1g WhatsApp
e) 11m korrn v) Emai[",",\

^ "''F*' 4.
Q2) Writeshort notes(Any 2) ft?. ""Y ll0I

a) Credit and Status Enquiry Lettffi " ;Sr''
b) Blogwriting. "*%*' .*,r.rc) Formal Report *J *,)=

d) Face book 3ffi ,*t"
*-t \q:"

Q3) a) What do you -.rnfoH:&tr"*lain in detail Essential elements of
Report writing. #" FIb) What do you mean uffitirl Media Network'? Explain in detaifp@Trt 

t

'ZoomApp'and G&ie Class Room,. 
*%*, dtr4f\.3', n.

Q4) a) write an enquiry letter to Iws Shubhangi FurniffiIfurp}.garding
requirement ofoffice furniture. *Qfl 'r-b= tg]

d) What is 'Mail'? Explain in detail 'essential efepg& oqffit'. l7l&-\u.J ^\ 
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