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1. As the manager of Niti Institute of Excellence, Prabhuji Marg, New Delhi, you need to order 

books in bulk. Write a letter to M/s Singh & Bros. Booksellers, Lucknow, placing an order for the 

books to be supplied immediately. Sign yourself as Saurabh/Sujata. Write this letter in about 100-

120 words. 
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2. Imagine that you are the Principal, Mayur Public School, Mall Road, Mathura. Write a letter to 
the Sales Manager, Apsara Publishing House, Mandir Marg, Mathura, placing an order for some 
books for your school library. (Minimum four titles and number of copies). 
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