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Explain dlc Fol10wing in bricF:

① 螂
PrOxy

(DΠ 師市 R―▼

intcwicw Lcttcrs

(lii)爺硬莉

Notincation
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Ovcrdrall Facilitics

(v)輸 ロ

Offlcial Lcttcrs
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drafting job-application leners ? Explain.
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Write short nole on the liollowing :

O 6r{{S
Agelrda

(ii) snl6 Erd
Noticc of the meaing

4. q(6rtqr{rt ?

What are official lett€rs ?
ftefufua clqq${i r

Explain the following :

O Erqfdsqfr{r
Office ffier

(ii) sdsr6rtvr
DemiOfficial lrtter

s. yrtfi+lf{Cfu ff qrntr}*frranftfur I

Drafr a relegraD to inform a candidarc for appointment.

o. ftqqr{ftsieftfuq:
Write shon note orl the follorving :

(D ITTIIY'
Credit l,ettcn

(ii) qlllrdrRvr
kten iew l,cners

7. qqts {q{ F, wf<qa *e fafu< r

WriG a detEiled nole on Trade ReGrence l,ctt€rs.

t. *+ oi qftrcrftd 6fqs r

Define Bank.
ftq +1sc${a r

Explain the following :

O srd+!-6l(
TlT,es of Ac4ount

(ii) +s3{
Cheque Book

(iiD cr{l !6
Passbook

(iv) qqIE{
Pay-in-slip
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