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Short Question
1. (a)  Advantage: Letters can be edited more easily.
       Disadvantage: If the reader do not have a computer, they cannot read the letters.
(b) All documents can have a template. They can be modified more easily.
       
2. (a)  A: Centre-aligned
       B: Right-aligned
	C: Full-justified
  	D: Left-aligned
(b)  B: Leaflet
	C: Newspaper
3. [bookmark: _GoBack](a) 
(b)

4. (a)
(b)
(c)

5. (a)
(b)
(c)



Long Questions
1. (a) 1. Use a hand writing board.
      2. Use a virtual keyboard.
      3. Use speech recognition.
(b) 
(c) 
(d) 
(e)

