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Office Management & Secretarial Practice

Office Communication — II
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4. Which point is must be specified in al letter of inquiry.

No. of Printed Pages : 2.

6.What are the contents of heading in a business latter.
7 What is window envelope?

8. What is salutation ? Explain with example.
9.When is the inside address below the enclosure ?
10.What is ‘Enclosure’ Explain with example.
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Q-3 A. Match A with B (5)
A B
Open new file o Ctrl+P
Open file . , Ctrl+X
Cut the document Ctrl+V
Pate the document Ctrl+N
Print the document Ctrl+0O
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