1.\ 14 Mﬂﬂ!ﬂﬂl

oundations pt. 1

i, write 8 letter of complaing
pancies found in certain

of Nirmal he disere

hnologies Pyt Ltd. on t

Example : As the Purchasc Officer
to The Sales Manager of Danish Tec
items supplied by them,
NIRMAL FOUNDATIONS pPVT. LTl:
57. Ponnu Complex, East Vadi Street,
Chennai-600 062.
26 April 2009

Sathish Joshua
The Purchase Officer

The Sales Manager
Danish Technologies Pvt. Ltd

Anna Salai
Chennai-600 002.

Dear SirzMadam,
Sub : Complaint on Computer peripherals received - Reg.

Ref: 1. Our letter No. JN/47-2009
2. Quotation No. M/52 dated 26 March, 2009
3. Delivery note No. XY /871 dated 26 April, 2009

Thank you for delivering the items ordered for on the st
have to install the items have not tumed so far. Also, we find certain sealing tampered with.
Please send your men and do the needful at the ecarliest as we are not

program as per schedule.

Yours faithfully,

(sign)

Sathish Joshua

The Purchase Officer

Explanation :

Whenever an organization wants to buy products in bulk, i i
-.rariqus dealers. After receiving the qunt-atiu-ns.pa cnmparativ;k mil‘;?llss iiwd::: t:::io ‘;:drgg
are placed. Then the products are received and verified. If there is any discrepancy, a letter
.siathxg the default is sent to the dealer for rectification. The format is like a pre.':emalion
in a letter pad. Language should be simple, clear and precise, with all relevant particulars.

ipulated date. But the personnel who

able to kickstart our




