Business Letter Example “Write a letter to a book-seller ordering some
books.” Complete Application for all classes.

Examination Hall,
October 9, 20....
To
Messrs. Super Publications,
Jalandhar.
Dear Sirs.
Please send me a copy each of the following books:

Super General English for B.A. Part .

Super Elective English for B.A. Part Il.

Super Punjabi Guide (Compulsory) for B.A. Part Il.
Super Recurrent Essays and Current Affairs.

PR

I enclose herewith a check (No. A4304) for Rs. 150/- as advance. Please send the books
per V.P.P. at the earliest.

Thanking you,
Yours faithfully,

XYZ.



