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Could you send a letter?

They reached homé by 10 pm -
There is bread and tea on the table.
Travel office is closed.

He is a civil engineer.,

He will send his sister with us.

. Can we go the embassy?

Near to the trading company.
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Ramnath Mehra
2/132, Clare Road, Byculla,
Mumbai - 400008.

. The Manager -

Grindlays Bank
Mohammed Ali Road, Mumbai
Sir,

Sub : Travellers Cheques

- Ref: Current Account No.786

| am’ gomg on a visit to the United states and intent to stay there for few weeks. l
will be glad if you could kindly issue me Travellers cheques for USD 50,000. The
balance in my above mentioned account is suffi cnent to cover this.

As | am scheduled to Ieave next Sunday, your immediate actxon in the matter will .
be highly appreciated.

Yours truly
Ramnath Mehra

To .

The Director of Traffic department
Dukan, State of Qatar

Respected Sir, - '

~Subject : Vehicle No. 107710

| would like to inform you that my above ve-hiclelhit a concrete pillar while | parked it

in the porch of my house yesterday and the front side of the car is damaged.

Therefore, | humbly request you to kindly issue me a permit to do necessary repair
works for the car. .
Thanks, and regards.

Adil Shah, Indian Passport No. 234567. g i
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International League Centre

24 Old Bond Street, London
ELT/327 11/Sept/1996
Mr. Rayhanul Hag

3/105 Jaya Nagar, Banglore-9, India

_ Dear Mr. Haq

Thank you for your application for teachlng post with International Language

Centre e s
We have received a great ‘many reply to our advertisements and | regret that we
shall not able to offer you a post. We do however very much appreciate your
interest in our orgamzatlon and wish you success in.future.

Should you see other opportunities advemsed by us that interest you,
hesitate to contact the consultant concerned who will be pleased to dlscuss the

do not

« appointment with you.

Yours Sincerely,

David Rogers

Recruitment consultant
From | |

Ajmal Husain

Sales 'Repfesentative
To '

The Personnel Manager
Respected Sir,

Sub : Application for Annual Ieave

| submit this application requestmg you to be kind enough to approve my annuél

- vacation, which is due on 1st September. .
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Since my domestic circumstances demand my earliest arrival in India, | request you
to kindly take necessary steps to reserve a round trip ticket in Dahran - Trivandrum
sector to enable me to travel this month itself, as an ‘exceptional case. | also

. request you to kindly direct the account section to disburse leave salary before my

departure.’
Thanking you very much
Yours faithfully

Ajmal Hussain (S?aﬁ No. 334/90) 3% 10 220 Btarkc}
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