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Section B 

Answer any SIX questions (6×5 = 30 Marks) 

1.                                                  

2.                                

3.                                         

4.                                           

5.                                  

6.                                           

7.                                    

8.                               ;       nkhopngah;g;G        

 

From 

XXXXX 

 

To 

XXXXX 

 

Subject: One day leave application 

Respected Sir, 

 

Today is my son’s birthday, and we are celebrating it in the evening. So I need a half-day 

leave after lunch so that I can take care of my son’s birthday works. I have sent you all emails 

regarding the ongoing new project.  I will be available on my phone (phone number) and 

email id (email address) in case of any emergency. Moreover, I have guided (colleague name) 

in case any query arises. I am sure the team will handle the work nicely in my absence. I hope 

you understand my situation.  
 

Yours Sincerely, 

XXX 
                                Contd… 
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 Section C 

                           Answer any THREE questions (3×10 = 30 Marks) 

 

9.                                                     
           

10.                                            

11.                                         

12.                                     

13.                                ;       nkhopngah;g;G        

 
 

 To, 

 The HR Manager. 

 The Label, 

 

Subject: Request to Participate in Tender 

 Respected Sir, 

 

              With reference to the conversation we had on the phone call yesterday that is 4th march 

2022 we are here to express that we are willing to participate and help you. You posted an 

advertisement on an online news paper in request for seeking a security team from a renowned 

security firm for the protection and safeguard of transfer of money across cities. We the Bouncer 

Squad understand this task and we know how hard it really is and how wrong it can really go if 

anything off the track happens.  With all due respect, we have done similar work successfully, 

due to privacy issue we can hence not display or tell you the names of the Labels or the 

companies we have done this for. But before we can make our final offer and make this tender 

take place we need some more information about the transfer of money that is being done by road 

for example the routes, people involved, the amount etc. Your company’s human resources 

department can provide more necessary information. If you have any questions, please email us 

at XXX@gmail.com. In order to participate in the tender, which our company has been looking 

forward to, we will need to get authorization. Thank you kindly. 

 

Your Sincerely, 

xxxx 
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