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require various lab apparatuses and chemicals for your laboratory. Write a
| Scientiﬂc Works, Sharanpur placing a bulk order for the purchase of various

mmmq dmlls of the items as well as the discounts available on the

. 5 )
S L]
tuses and-chemcals

- 10 introduction. Usmania School has been an old customer of yours. As you
h the supply of scientific goods for educational institutions, we are placing
he same. We expect competitive rates and discounts on the purchase. The
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We appreciate the general 20% discount that you provide on the purchase of scientific goods

However, we hope that you will provide an extra 5% discount as most of the dealers are giving
to the educational institutions.

All items must reach in proper shape, size and weight.
Yours truly

A. Rizwi
Head

Department of Chemistry

Q2. You are A.R. Aggarwal, General Manager, Aggarwal Enterprises, Indore. You need various

items of furniture and stationery for your newly constructed head office. Write a letter to Kuber

Official Works, Indore placing a bulk order for the supply giving all details of the items ordered.
Ans. General Manager

Aggarwal Enterprises
Indore

7 March 20XX

Kuber Official Works
Central Market
Indore

Sub: Fumiture and other items for office
Dear Sirs '

We have to furnish our newly constructed head office and its rooms in Civil Lines, Indore. We
had demanded quotations from various firms that supply furniture and related items for offices.

We are approving the quotations sent by you as th_ey are the best. Hence, we have decided to
place é::dk order for the supply of furniture, stationery and other related items with you for
our office. |

The details of the items are furnished below:
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