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Note : Figures to the right side indicate marks of the questions. Total Marks : 50
Q-1 Gives the guestion answer briefly (Any five). (25)
i. What are the contents of heading in a business latter.?
2 Explain upward communication with diagram
3. Define the different type of printer name.
4Comrnunication is two way process
5. Communication is continue activities.
6. Which points must be specified in a leiter of Inquiry 7
7..Explain downward communication with diagram
8 With whom business firm does correspondence
Q-2 Give’s the meaning of following computer words. | (10)
| .Barcode Reader. 2. Scanner 3. Microphone 4. Joystick
5. Optical Mark Reader.
OR
Q-2 ‘Gives the definition of Communication and explain the
Characteristics of Communication (10)
Q-3 Gives the detail information of Computer Input Devices and
- output Devices. (10)
OR
Q-3 Give’s the meaning of Communication words. (10)
1. Post Script 2. .Enclosure 3. Formal Communication
4, Informal Communication 5. Salutation.
(-4 Doasdirected  (Any five) (5)
1. mind of Computer..(Monitor, Key Board, C.P.U)
2. use for cut the document (Ctrl+7, Ctrl+X, Ctrl+C).
3. Manager give information to clerk is communication

(upward, downward, none)
4.Finance department gives information to Production department is
communication (internal, external , none)
5. Printer is output devices (True/False)
6. Afier salutation we define full Comma . (True/Faise)
7. Which is not input devices.
(A. Plotter, B. Printer, C. Screen D. all)
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