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TOPIC: Business Letters

After completing this topic, you will be able to:

® Understanding how to draft a Letter of enquiry
® Understanding how to follow the structure

® Organise the Paragraph's and Address
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TOPIC: Business Letters

Content

® Letter of enquiry
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QUESTION 2: ALETTER OF ENQURY

Wrte a letter of enqury t the Headhof Witg Sciénce Department and enquire whether
they could pay you a visit and.offer You an.acice with regard to the faming project. I
the st paragraph, thank dhemfor te informative text, and indicate the Source of
publication and the personhaote 1, In the second paragraph you should indicate
the town/vilage/cty andprovince where you are presently faming. Name the products
you fam with such asicatlelbeasichicken et cetera. Indicate to tem the month during
Which you would e tem to st you and give the reasons. End wih a goodwil

paragraph.
CONTENT 4 [SLAYQUT LANGUAGE TOTAL
\ @NE 8 (-2 per error allow 4 errors before
sublracting any marks) (28]

RSN TN [ 1T ) (R~ |

1n0s =3



