
ASSIGNMENT 

 

As a bank manager, draft a sales letter to the customers to 

promote the credit cards introduced by your bank. 

Write to your supplier claiming compensation for shortage in a 

consignment of computer paper which you have just received. 

Draft a letter to a firm requesting payment of a bill of Rs 1 

lakh for goods delivered some months ago. Make it clear that 

unless the bill is paid within a week, legal action might be the 

only solution. 


