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( Letters supplementing the queries arising out of your
receiving of the Appointment/Interview Letters )
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1. I was glad to receive your query in response to my application .

. Delighted to receive the questionnaire sent by your office .

. Extremely pleased to get a favourable response from your side .

3 &I T ! FUYE A §Y U THIAT AT IASH Jd13:

4. But your letter does not mention anything about the T.A. | am
entitled to receive for travelling to attend the interview .

5. There appears to be some discrepancy between the grade given
in the ad and the one given in your letter .

6. Owing to my illness | won’t be able to attend the interview on the
scheduled date. Could | get a date fifteen days later than the
scheduled one .
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. Avidly awaiting the interview date/answer to my query .
. Looking forward to a bright future in your esteemed organisation .
9. | hope you would kindly care to send the required clarifications on
the mentioned points to enable me to attend the interview/or, join
the concern .
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Sample Letter

Sir,
| was glad to receive your query in response to my application. (1)
But your letter does not mention anything about the travelling allowance |
am entitled to receive for travelling to attend the interview. (4) Avidly
awaiting the interview date. (7)
Yours faithfully,



