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Carefully follow the instructions given in
each Group and question
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. GROUP-—A
a—axud

'swerv the followmg questlons as per the |

structions given under each part : 1x5=5

gseqe QUTEQ 9IR feRaIgaIAl §¢ 999 QA
gele eq :

(a} From the following alternatives given
under each bit, choose and write the

correct answer serially against each bit
along with its serial number :

geue ¢8 g4e Q96 gea Tegldle
erIg qoe Q0eGg 0O 83 ¢ gaa Qfe |
Qg A2 QRIS RS :
(i) Banks do not pay interest on i
QUEYEe Q121 QUER Qu FAB QIE,
glel 62wl

1. savings deposit
Qg Al

‘2. current deposit | !
@Q@ @¢ll |

::3 ﬁxed dep031t
‘ g;m @il

4. recurring deposit
Qes6dIfe Al

( Continued ) /372

(i) One of the followmg;

not a part of busmess o
letter is

Famge g GQQGQIG'Q Q‘!QGIQQ
@nl QIdyIea 0a a°d &GQ, oI2l 68

13

The full form of DO Letter is

photo
SIAPS

salutation
QNP

date
clIAs

signature
@gee

DO 0@ 94q@ 62l

12
2.
8.
4

Direct Official Letter

Departmental Official Letter

Demi Official Letter

Drafted Official Letter
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each of i;‘;fanqwirig in 1 word/
19 s@é&ééu@ﬁ a0 < 996q gRId

v) The form whxch is used to withdraw
money from bank account

Que TaIeq OF! QOIS AR 64Ql
ad QueaIa QaIaIN

. (Jv)’ The device through which data are
~ given to the computer
ca9 QRIS ARIAE] G RFYITAY

- GaIa

Answer the followmg questions as per the
instructions given under each part : 1x5=5

gsme QIR g9 gERd qeIe! R6QIg
‘ ‘QQQ em

Co 'ect the underhned portions of the
bllowmg sentences '
IS 919‘!6@ ARG 2°8g QEAIRIT @ :

‘PS stands for Unutilized Power

dRICNASE

( Contmued )

/ 372

subordmate officers for hel'}
higher officers in. demsxon 1

9@ §Qe1 Q@ @adg aﬁ'eaﬂm
598 ges Q@qIsa ARGy 9GS Qi
899 AdAAIRE AGING Q2 QRaNI

The usual form of complimenta"rj”
close in case of government Ietter
is yours affectionately. el

(iii)

ARl 506a  QARIAESS 4ege
QRAIRYee TS 62WE  ULESR
6QLRIG| -

(b)) Fill in the blanks of the followmg " ii”
sentences : L

@eeu@ QURER QI IAIFIR 98 !

(i) Overdraft facility is avaﬂable m '_ :’1
— Account. -

Q66 ZléJ_QOlél Q_QM! QQQ'Q :
eI

(v) Memory unit is a pa.rt, ol
processing unit.

9.6 9ee
2°d 26T

gGaIeaq 1eeR
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swer any six of the followmg questions

(a)’ 'What is drafting?
eomaa @ él?

Explamthe iisefuiness of ATM.

ATM @ QidieiGel edel @al

) ’ What do you mean by overdraft?
waona qacR @4 g:ao

State the functmns of mouse.
ﬂlQQ{Q : nglﬂqgﬁ?Q @SQ,SI QQI

Whaf";js meant by hardware?

3%x6=18

. What do you mean by net bankmg?
695, Q‘HGI"@’ QQGER (3_6?1 @4 g@?'

What is ‘block style of busmess letters?
‘Qed’ QIFFS ag *'E?

What is sah.ltatiorn in le&er?
006 AW V'87

GQ%ﬂG?@ ?JIGQIGG‘I QQI

con
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5. Discuss the objectives of human resource
management.

AR QAR AACIRFIA QERAIYER  IERIPR!
eal

6. Explain the various steps to write a business
letter.

QAT 98 CAYSIA 6ATNYFS 4l QQl

7. What is CV? Explain how you will prepare a

good CV.
CV @'61? 661G @87 CV g6A @ad gge e v
4Rl !l : -

* %k %
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