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2.(iii) DEBIT NOTE- MODEL

DEBIT NOTE
I
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2. (Iv) ACCOUNT SALES-MODEL
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3. LETTERS (A) APPLICATION - LAY OUT

APPLICATION

oooooooooooooooooo

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

The word ‘From’

The ‘from address’
The word ‘To’

The ‘To address’
salutation

Subject:

Reference

Body of the Application
. Complementary Close
10. Enclosures if any

11. Place and

12. Date

o N S
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(B) APPLICATION- MODEL

From
I
Regena Rani, B.Sc., (1.T) M.C.A,,
201. N.G.O.A. COLONY,
Sankarankaoil,
Tirunelveli District. 627 756.
/l

To
I
The Managing Director,
R.P.Software Pvt. Ltd.,
Bangalore.56

1
Sir,
I
Sub: Application for the Post of Manager - for your esteemed Concern.
/1
Ref: Your Advertisement in Daily Journal dated 25th January 2009.
1

1l

| came to know from the advertisement in the daily journal dated 20th
March 2009 that there is ka vacancy for the post of Manager in your esteemed
concern. | beg to submit myself as a candidate for the same.

/1

| am twenty two years old with a good physique. As for my qualification
| like to state that | have passed the B.Sc., Information Technology and M.C.A.,
With70% of marks. | have also passed the typewriting English and Tamil Senior
Grade with first class. If | have a chance to work under your esteemed concern
| assure that | will discharge my duties to the entire satisfaction of the superiors.

| am also enclosing herewith my Dio-Data for your kind perusal and
favourable orders.
I

Thanking you,

Yours faithfully,
Sankarankaoil, 1
30th January 2009

(REGENA RANI)
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