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[0 O There are various ways through which wecommunicate with each other. These may be calledas the means of
communication. In face-to-facecommunication we use different parts of our bodyor we directly talk to others
while communicating our message. Where face-to-facecommunication is not possible[] we take the help of some
other means through whichwe usually convey our messages. For example[] we may use letters to convey
writtenmessages[] talk to others over telephonesd send telegrams and use various othermodem machines like
computersd] fax machined etc. to communicate our messages. The means to be used in our communication
process depend upon the purposeof communication. For example[] to send any urgentmessage we generally use
telephoneld] for any importantmatter for which a written document is required] we useletter(] telegram] fax[]
etc. Nowadays[] modem technologyhas given us a wide option to choose the meansaccording to our requirement
and liking.
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