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TEXT:  Assuwme -fllat you are the Purchasing Officer attached to  “SATA
INTERNATIONAL?, No 35, Station Road, Ratmalana.

QUESTION 1: Your Manager has requested you to obtain a quotation for the purchase of a
photocopying machine. Write a letter to “Modern Photocopiers”, No 24, Galle Road,

Colombo 03, asking for quotations for a photocopying machine. Give your requirements.
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QUESTICIN (2

Write the dialogue that would take place between you and the Sales Manager of “Mods

Copiers” whett yon go to examine a photocopying machine.
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ON 03 )
a few months vou find that the photocopying machine is malfunctioning. Write a letter
& dealer o nc-e.s:'neé explaining him the problem and requesting him to send a technician

ir tre machine promptly,
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QUESTION (14: :

Vou have bes 1 (ransferred to another branch, "Write a letter of appeal against your transfer to

the Managirg Dizec ::;({r of your Company, stating your difficulties.
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TION 05: !

v

. appeal against your transfer has been rejected. Your colleagues are organiz{iig a fare-
ction. Write out the speech that you would make at this function, thanking them and
fhem geod bye. (100 words) |
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QUESTION 06:
You have been clected as the Chairperson of the “Staff Welfare Association” at the n
Branch Office. Write out the welcome specch that you would make at one of the meeting
the Association, (100 words)
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