1. Suppose you are the principle of Zeal College of Management, Kathmandu. A student had applied for an admission in your college for MBA program. Write a letter flashing the good news to the student that he not only got an admission but also a scholarship.

2. You want to shift your office in a new area. You are interested in a particular building which, you think, would be suitable for your office. Write an inquiry letter to the house owner asking him all necessary information that you need to know before you move there.


3. Write a letter making a claim for the replacement of 10 refrigerators that you had bought from Sonam Electronics. You had been given 1 years’ warranty in the product but upon delivery you knew that the refrigerators were of poor quality. Ask for a refund but tactfully.

4. Suppose you are a manager of Bhatbhateni store. Write a persuasive letter to a customer trying to convince her to buy the goods from your store. Though the goods in your store are a bit expensive in comparison to the prices of other stores nearby, convince her to buy the goods from your store. 


5. Write a job application letter and a resume for the post of management trainee. Imagine the details for the application purpose if necessary. 

6. Write a letter to the principal of Apex College, making an inquiry about the admission procedure for BBA Program. 


7. Mr. Adhikari has applied for the post of an accountant in your college and he has mentioned Dr Lohani as his reference. Write a letter to Dr Lohani, asking him to evaluate Mr. Adhikari. 

				
