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Asourre {hat you are th€ Purchasiug OIIicer attached to 4SATA

A.TI0]\.AL"j No 35, Slation A.oa.d, Ritmalana.

N 111: Your Manalier ha$ requested you to obtain a quotation for the purohaso ofa

iug machine. Write a letter 10 "Modem Photooopiers", No 24, Galle Road,

03, asking for quotations lor a ptLotocoplng machine. Give your roquirements.



QUESTIC]|N I}O I

Write tlie ,iialoguE that would take plaoe between you and tlle Sales Malager of'



a lbl .fin thr! yon fild thal thr, lJhotoJopying naohine is malfunctionirg. Write a letter

dcaler' ,.on<;erned explainirg him th{: prcblem and requesri[g him to send a technician

ir trre fuchine proinpll)/.
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QUESTIOIi 1r,{:

Yonba\,€btrfltlttnlf'ertcdtcan.illler:tllanch.'Ll'itealetterofappealagainstyoultransfer
I

the ;!,lanrgir g l.)i:..'' idr ofyour ( orxl)art, st.lirrt' your difficuiries.

{



on. \! l1lc our [hc iliefch tha{ you \ ould make at this function. thanjdng rhem and

thrm iilc'od bye. ( 100 tvords)
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QUf,$Trt.l.\ li6:

You ha.ve beeo ,::ie,lted as the Chairpe$o[ of the "Staff Welfare Association"

Branch o{lioti. Wri{e out the rvelloorae Gpeoch that you ivould make at one ofth€ me

the I'rso.iltirn. ( 100 words)
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