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1.How are letters and memos different from each other. Explain.  

2.As the Purchase officer of a company, write a complaint letter to United Ltd., Panjab,  

pointing out the damage which was discovered after checking the consignment containing  

compact discs sent to you by the supplier. 

3.Playing the role of Senior Sales Manager, Apex Ltd. draft a suitable reply to this claim 

letter. 

 


