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Max Marks: 25
Answer any Five questions (5 * 5 =25)
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From

Library, Xxxxx, XXXXx
To

The Manager (Sales) , Wisdom Publishers, Kovai
Sir,

Sub: Missing items in the consignment received

Thank you for the prompt execution of our order of 12 March 2019. We would,
however, like to point out that our order was for 20 copies of the books English for
Specific Purposes. You have sent us only 15 copies though you have billed us for all
the 20 copies. The rest of the items are as per our order.

We presume that this is just an oversight on your part and we hope that the books
will be sent soon.

Yours sincerely,

Librarian



