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Where the mind is without foar
and the head is held high,
Where Knowladpe is free:
Where the world has not beet broken
up inta fragments by narrow domestic walls,
Where wards come out from the
depth of truth;
Where tircless striving.
stretches its arms towards perfection:
Where clear stream of reason
has not lost its way into the
dreary desert sand of dead habit;
Where the mind 15 Ted foward
by thee into ever widening
thought and action -
into that heaven of freedom,
My father, :
let my country awake.  -Rabindranath Tagore
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LET'S LEARN TO SPEAK IN ENGLISH
ebmaﬂmg,gleo Gusl upoamd . . .
WIS EDTAH 2D JUITL 6D
A Monthly Conversation

By: Professor A.V. Manivasagar, Ph.D.
Head/Dept. of Political Science
University of Jaffna

AT THE HOTEL

In this lesson a dialogue takes place between the receptionist of a
hotel and a visitor who goes there to geta room.

Receptionist: Good morning, Sir. CanThelp you?

Visitor: Good morning, | want a room in your hotel please.
Receptionist: Have youbooked aroom in ourhotel?

Visitor: No, I am afraid not.

Receptionist: How long will you stay here?

Visitor: I want to stay for at least five days, possibly longer.

Receptionist: You are welcome to stay any longer. First, let me see
what we have at present. Do you want a single room
or a double room?

Visitor: Could youtell me, what are your charges for a single and
double room.

Receptionist: We charge Rs.900/- for a single room and Rs. 1600/- for
adouble room per day.

Visitor: Do you think a single room will be good enough for my
compotable stay?
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Reeeptiomist: 1 havea very gnod aingle rocm ar the secund floor, Byt il
veill hevgeant only tnm sirow belire nood tine,

Visilar:

What ghonta poud deohle rac?

Receplivaist: | can olfer you 2 vary goud donhle roowm ul the foutl Quor

Visitor;

Reeeptinnist:

Visitor:

Reveptinnise:

Yigitor:

Reeeptomnis;

fionm whiere vou can have i wonderfol view of e Jatfis
furt.

Thanks vou, Tamild be very mueh Mk o have dhiz racm.
Plzaze ool dhis room in my name.

Kindly write your partienlars o this reoistor qol sipm At

this plaice.
What abool the breakthse?

The breakfast is included in oo clures.
How aboul the athar gy ]s?
Thew are clurgsd for sepuralely. Yon ean sat in oor

1 HDigitized by Noolahgn Foundation.
noolaham.org | aavahaham.org
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¥isitor

Beveptionist:

Wisifur:

Heceptinnist:

Wisilor:

Receptinmist:

Yienhor:

Receplionist;

resizurant of anywhers outside, as your Jesice, please.
Can v got nur momine lew plao?
Yea, ploass, thul is also inclpded inour charges. You can
tesl] us the tine, when you want the morming tea and the
breakfascto be scrved.

1 weenald like the moming teq at 6,00 A 0. and breakfast
at T 004 M. 3

Thank vou, Sir. | have noted down your sequiremenes.
Whowill carry my lugpage la the room?

This porter will do it and here igyour key sir.

Thank vonveesy mach.

%ir, [wish you a very compoiable stay atour hotel.

hid pleasures and palaces

though we may roam,

Be itever so humble, there's no

place like home.

—JOHN HOWARD PAYNE
iHomre Sweed Home

A mman travels the world over in search
of what he needs and returns home to

find it.

= GEORGE MOORE
¢The Brooke Kerith

18



gy

Ple® & Chooss
BUSINESS LETTERS 6 X

From the Pen of Prof.A.V.Manivasagar....

Part. 2- Commercial Letters

Money makes the man (ARISTODEMUS). Business links all
mankind(GARFIELD). The motto of business is money. Business
letters are with money motto infused into them. They are purposively
divided in this series into three parts - financial, commercial and
managerial - though absolute partition is an eluding one. These
technically and scrupulously written content - specific business letters
are concise, clear and convincing in nature. Here you have not to think
but to pick and choose.

17.1. SAMPLES OF DRY FRUITS
Dear Sir,

Kindly send us by V.P.P Samples of dry fruits available with you
along with quotations by air to enable us to place an order.

Thanking you,

Yours faithfully,
17.2. REPLY TO ABOVE

Dear Sir,

As desired by you, we are sending by V.P.P twenty samples of
available fruits by air. We assure you our subsequent supplies will
completely conform to these samples.

Waiting for your early order.

Yours faithfully,

afllisiiugsasia) : alumunTs HIRSRIGET
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18.1. PLACING AN ORDER
Dear Sirs,

Send us 100 boxes of best Indian apples at cometitive prices.

Assuring you of our increasing deals if both prices and supplies are
found satisfactory.

Yours faithfully
18.2. REPLY TO ABOVE

Dear Sirs,

Today we have recieved your order for 100 boxes of best Indian
apples at competitive prices. The boxes are being packed and will be
dispatched in a couple of days.

Assuring you of our best attention and suitable terms.

Yours faithfully
18.3. REPLY TO ABOVE
Dear Sir,
Thank you for your letter dated .............. sent to us. Please note the

quality of the apples sent to us last June was satisfactory, but the packing
was not done satisfactorily. Please instruct you packers to be more
careful in future.

Thanking you,

Yours faithfully,
18.4. REPLY TO ABOVE

Dear Sir,
Thank you for your complaint vide your letter dated..........

We have taken note of your complaint, and assure you of our best efforts
in future to satisfy you on this score. We may, however, add that we can
provide better packing on slightly higher charges.

I'hope this will be acceptable to you.
Yours faithfully,
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18.5, REPLY TO ABOVE e
[Mhaar Sir,

Please giveushemer packing. We do nor mind the extra chargas.
Thanking v,

e 0 ety

Yotrs failifully,

181, DL EMGINES

Near Sirs, L
Eimd Ty send 1z vour catalogns and quetations regarding horizontal and ,
veical pi enpines Ioruse i sri Lanka,

Youe guaaticas shauld inclwde delivery and crectinnaharges.

¥ours faithfulbv. |

12.2. REPLY TO ABOVE
Drear Sars, !
With reference (o0 vour leter daled s, W are sending yvon

herewith & catalopus @ving destpns and prices of vacious oil enpines
manufactured by nz

Antizipating ancarhy order,
Yours faithlully,
[
|
Business links all mankind in one common J
brotherhood of mutual dependence and interests.
— 1AMES A.CARFIELD )7
A
i Ciitho 2 efram 1 atam 2 b’ o sl CLITE) sidaLng 158 s v
Eé%ifézhefm%%‘7?233}?;52%?33°”' T R s 5

—I—H.I.='\.I.‘-I e i = N LY
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