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7. What are the essentials of a letterhcad?

8. What are the essentials of an order latter?

9.Write the name of electronic communication equipment.

10.Rearrange the following parts in their logical sequence.

I. Heading 2. Respondent Address 3. Writer’s address 4. Salutation

5 Complimentary Close. 6. Body of the latter 7. Enclosure & Signature
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1. A letter without signature like a cheque without drawer’ (True or False)

2. Enclosure are mentioned at the end of a latter on the left hand side. (True or I alse)
3. Heading is the voice of a company. (True or False)
4. Salutation must have its own line(True or False)
5. Every business latter should have three paragraphs. (True or False)
6. Subject — line should be written before salutation. (True or False)
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9. __ transaction is register in purchase note. (Credit purchase, Sales, Cash)
10 is"written communication (Telephone, Mobile, Fax)
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