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1. h論 斎油 奇m:
Explain the following in b五 ef:

(i)W…

InteⅣiew

O)卿

Agenda

(面)ヾ幸硼奇希‖喘1く

Types ofBank Accounts

〔V)… 軌

Interdepartmcntal Communication

(v)酬 肴 響 J!

Notice ofthc lnceting
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2.赫 鍮 引lさ ?`椰でくЧ覇きT― |

Whatis Offlcc Order?Explain with an example.             (12)

3.油 駅誦油

'輔
れ芹f浦取 :

WHtc short notcs on thC following:

(i)研ゴーー
1研

Dellli―ol阻cial letter

(li)劇 iu羽

Credit lctter                                   (6+6)

4.油 Щ誦泊 まョf瀬虫 :

W五te short notes on thc following:

(i)珊印司飛希Ыфlヽ

(6+6)

ュ 甲 輛 諭満 ¨ 酬 希腋 輛 漁 輛ミ l

Preparc an agenda for Annual Gencral Mecting of a company.            (12)

6.袖 論 u2司齢 R:
Explain the following:

0…
Minutcs

(ii)要押呵

(6+6)Attourrment

■ 繭 _鍮 日覇 さ 鋼 可 Щ ボ ?摘 ―識 日Ⅵ 漏 田 舗 砥 叩 輸 珊

謝H tuJl可懸t?

What is Job―applicatioll lcttcr?What important points should be kept in lnind while

dra伍ngjob―application letter?                         (12)

8.湊脳Π ttTさ ?湊脳Π衡ご)爛Hq｀可―蹄lHw可悧¬ЧHくu」:熱 R

What is Telegram ?What important points should be kept in IIlind while dra■ ing

(12)telcgrams?
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