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/ LETTER WRITING

SIGHFSY eTapHITEY

In writing letter we are bound to follow
certain customs.

i" JepFwaar qupgin Qureps S wrysshr Bréser
| swrarGaiavigw &L Cum@ent_Cuirib.

A letter consists of five parts. They are
the heading, salutation, body of the letter,
conclusion and signature.

BB HEpFe) @psl LGHsGr I EBucrers). e
SOTT QUG SHUVILIBIGLD, uUaMESLD, JEhFbien D erarL &aib,
@PY-ajd W SQWTLIQph YGLb.

1. HEADING :-
SIS LD
This part consists of the sender's
address and the date. They are
written at the right hand top
corner of the sheet.
Qb5 LEGE Aeyyuader gpsafuyh
Befuyb Qarar_gngh. Jwaser o1&
858 wwg s apluuler G iz 8
ufev erapsiii. Gavern Bib.

2. SALUTATION :-

f&(hfﬂ:ﬂ( teo cone

& QUGWT & &LD
Y ‘; This should be written on the left
S 9 hand side of the sheet a little lower
< ‘i y than the date and followed by
. - :.f; a comma.
! < 2 ¥ @& erfssfer @-s DELLGSS S
;‘ eht JJ :5 g ".{j‘_ Baguill Lt Ber Gp erapsiii Q) L)
Mo N o\qct?:%-b & puerafude i Geuww(Hib,
o % -¥ } $53
o %ca 2
s & ¢ 3
~g ™ &:\

’idt}a /i?’ ez gl

i«: o B pa eS¥en @ g f"f / h-m@(* e g (j( (g



3. BODY OF THE LETTER:-
LYEHEFGIT 2 GITOTL & 51D
This part contains what is to be
conveyed to the person saluted.
@Qisl LGH wrBsG JFR TQsU
LEEDCsT JannsGE SrUc@b eflt wib
MG BT GLD.

4. CONCLUSION :-

wpyeor _
This must be written below the

last word of the body of the letter
and to the right hand side of the
page.

@51 JAEhrdler NG @& LEES D
SepFelenr puey@gular Qerasist Sip
sTap B Gauet (Bib.

5. SIGNATURE;-
g QUITLih
The signature must be placed below
the complimentary close (conclusion)
some what to the right.

&Gl gpgeayerEE  Hswenwuls
- 8flg g Lssh UL Caey@ib.

FORMS OF SALUTATION AND
CONCLUSION OF LETTERS

GCHF N SONGT QUETSSHFE@HLD  (LPLYQY FE@HLD
G BLILIBD (P D EGIT .

Some of the appropriate forms of salutation
and respective complimentary conclusions are
given below.

Ao QUIBSSIDTEN QEIES (P DSE@HD, (PLLAYS
@il aunTipsassenn GG gl BereTSl.
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KE FE 2L

s SALUTATION | COMPLIMENTARY
LETTER
o S CLOSING
S el GUETT & kI FHGIT WESSIEWTET @pig ey
Dear Nirmalan Yours Sincerely
DeTLeTer B Locuel (2. misGiT 2 eTenLou e aT
SOCIAL My Dear Kumar :
e LfeiTar @GLom Yours Lovingly
LETTERS 2. BIFGT S6bTL 6 aT
My Dear Son
erew g LAflwapeirer
ma;ﬁ&r@ Yours Affectionately
Fops 2. ar g (flwapsirar
Dear Mr. [ Mrs. Deva
DEHEF 6D F6iT <2GHT LjeiT o
Caaur Sfeurd aCar Yours Sincerely
Bmws. 2_EIFGT 8_GHT GV LD UJGH GT
Czaur Saut sCer
Dear Sir, Yours Faithfully/
Eomess Steire eirer gun Faithfully
Dear Sirs / Gentlemen
mﬁ?t'.r_nn-ﬂr;f eyt ufi, L2.EISGT O G GHLOU|GTET
s &60 aulir e Qe ! [ BLbif & em sucirar
T $ir / Madam, | Yours Obediently
2 & &Cur & . : Falg;l'iﬁ':l]y ;
FLDLI 15 5 LDIT 66T g | b, ‘”_E.‘IM{T . ebiink g e L
J{@&'ﬁi}ﬂiﬁl‘?’ 2 BIGe 2. G GmeqGTTGTT
Yours Faithfully
Rev Sir, Obediently
TO THE WSS S GGG T (e mSer o anamwyyeter
CLERGY g, 18 1pring ayeirar
FDUIG Rev. Father Yours Sincerely;
& (BT (RS QUCHI & & & i & & iflus Obediently
& (Hay i 2. EI&ET 26V GHLDI|GITGHT
SB1ptiLg ayeirar




In case of informal letters the mode of
salutation and conclusion varies according to
the degree of friendship between the writer
and the person addressed.

Br$83ws ScsaserTulsr aemasiph, @pgayb
EHFN TESILABSGD. W (HES Naurall_iu’ t G
JUEHGIL BL LS STODES THL T PUELD.

THE ADDRESS ON THE ENVELOPE
SepFsv 2.mm Gos apmeul

In addressing an envelope, clearness, corre-
ctness and completeness are the important
factors. Name and address are written in full
and each line of the address should be spaced.
The following is the typical form.

su.5 soplg sl aupgid GuTpg Qzeflenr
soytb, sAwursad, HULCOLDDSTFaLD @) 5 5 G ausin
wug B5 @psBuwrarsTgh. QUL @p sauiflujb
pupsSTS TusULRUGSTE @i@am @ whsgulould
@mf_@m@ﬂ e L. Beusswr(Bib.

83 sy @erers wr Sflwrar GeETEpELD.

-

Ej;,i/

M/s. SHANTHI BOOK DEPOT
”-’:j-,TRW& 235, Oicott Mawatha,
- * Colombo Ll
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A

GENERAL AND SIMPLE LETTERS
@lin@mnm@m, 6T6M)sMLOWIT 63T HILDT ST
3{@1;6%)356?:

EXCUSE FOR ABSENCE
g nennk@ | iceTalldanayb
o ¢Ruk Sewana™
Wackwella Road,
Galle.
23rd November 1983.

* The Class Teacher,

Grade 10 ‘B’
Richmond College,
Galle.

Dear Sir,

The bearer of this [etter M. Renuka Pathirana, my
Sister was unable to attend School yesterday as she was
suffering from fever. Please excuse her absence.

Thank you.
Yours faithfully,
M. Rajah Pathirana

“md Ceauar’’
arr &Qausvar af ),
ST GO

23 paubtir 1983
@y g @fwd Seud s @, :
10-th au@tiy ‘2

Déwanr” 5& a7,

ST60,

<SYSTLGITGT  GQULIT,

@Qeéiaiererw Qamav® e ererg FG&m SMwim @
orib. Cpayar LsPrenr sTFFd sTgewwTs GppHe D
Bewib urL_&#rinds ageppwelidn swey Qedis Hawvg
weraflgsab. BTl

D HIGGT 2 GWENLOLGTENT,
GTh. FT@T Li1gE\yes
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No. 34. Peradeniya Road.
KANDY,
10th Junuary, 1982

The Director,
Institute of Higher Studies,
Kandy.

Dear Sir,

Please excuse M Nimal de Silva my Brother for
not coming to the class on last Thursday and Friday.
He was away from home on an urgent matter.

Thank you.

Yours faithfully,
M., Samson de Silva

@e. 34, CugrQsaiiu af g,
STty ,
10 geweuil 1982
@usger,
out asel &VETLGLD,
STy,
HGTLGTGT Wi .
erewg slomspE@Fw  erb. flwre 1y  Heoer
e ip&&paniouih, QaverafldRlpewuyhs auGlLdss augm
aoslll_Bs swe QFdg weTalsseyLb. Hant e
Sjousgy Mwors QeeflCGuw Qe dimpsemd. peir
2.EIFET 2. 6T GOLOUIGITET
GTLh, FibeFeiT 19. Heveur

10
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‘Ramya’
Temple Lane,
Colombo 3.

14th February, 1983
The Principal,

Ananda Balika Vidyalaya,
Colombo 10.

Dear Madam,

Please excuse the bearer my daughter Chandralatha
Pathirana of grade six for absending herself from School
for the last two days as she was down with a cold
and fever. Thank you,

Yours Faithfully,
Kusoma Pathirana.

‘bt
LIGH FaV ©Gp(LOmIGn &,
Qamapibry |3,
14, Quigead! 1983
S gy Pfleous,
YT EST Wwaelli o8 Susreviib,
Q& eptbyy 10,

YT LTI % HDLOT,

S5 @Ean® BTLSONTS SUYLOGT STUIFFD &STT
ewroms  6-th gl seed Sh@l eTewg LEer
FHETVET LEFET LTLFTESG TSIl ®  waer
efliy eupmISeb. e afl

' SEISGT 2 a GLDUET G,

GHLm L Srenr

11



SEND AN ADMISSION FORM
SADoB USHb SFTY iU D
“Lumbini”’
3rd Lane,
Colombo 10,
4th January 1980
The Principal,
Ananda Balika Vidyalaya,
Colombo 10.

Dear Madam,
Application form for Admission to Grade II

Please send me an application form for admission
to Grade II for my daughter S. Mayuri Jayamanne
my elder dauvghter is already attending your College.

Thanks.
Yours Faithfully,
8. Lalani Jayamanne

** gunbL e’
Jeugdl RUPBIHS,
Q& aptbry-10.
4, eoewraufl 1980,

DGl Sart ser,

e ST waafli 6 SFuwiTewib,

Q&raptby  10.

ST LT BH Lo,
agold Geiaugshoiiu  mopal usHrio
GTGW Gl LOFET 6TeW. oMl  EounoreTeN  (@)enr L meud
wgtlla Geitiugpaiu mopeyiisdsyh @ & on &
sway Qs Salnd oadgsebn. (g™t W WSS
waer gheerGa e msar LT FTdvle Sael &nEerapi)
1585 i1,
By &@e
I GOLO LT,
GTGIY, GUITGUGH] SDUILOITGITEN .

12
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SEND AN APPLICATION FORM
afl s enTliul ugSH T P56TMI HTIILA{D

*Shanthi’’
25, Galle Road, Kalutara,
5-2-1980.
The Senior Assistant Registrar,
(Examination and Academic)
University of Sri Lanka,
Katubedde Campus.

Dear Sir,
Application form for am admission
to a Parttime Engineering Course

Please send me an application form for admission
to a Parttime Engineering Course at Katubedde Campus
University of Sri Lanka.

Here with [ have enclosed a self addressed stamped

envelope. Thank you.
Yours faithfully,

S. Rathnakumaran.

&lgrr'fi‘@:b
25, amell of 5, 5@55 S50 D.
5-2-1980
A8gep_ 2 Fall UFaurert,
(ufewsuib ewrm swalufb)
@Eovmen & LI &g FIpHLD,
S AU G S GUGTT HLb.
KT LITH BS ST,
ugHGEra Gumiullud wgiyseEs
GaruzpEiu ademmroun vk Srb
swey Qg Guims udslnéEsps SLEUEOLSEMS
aerrs UGS Gy Quriiwue uyliyées Cerésmyw
alewemiul LSSrd Gty eyl adsajb.
@sg e sw psafuder wSHor @Liguedrer
srfs eap HarnJupenGerer, e
@ &,
oGl GOLDUJGTET,
erei. @S Ser@inm ge

13



oL youwr sucees |

Hearlied Congrakulaio

GRANT LEAVE
oy soayb

75/6, Mohideen Musjid Road,
Maradana,

Colombo 10

2nd February 1980

The Personnel Manager
Morrison & Company Ltd.,
Colombo 14

Dear Sir,’

Please grant me two days leave from today to
attend to an urgent matter, Thank You,

Yours Faithfully,
Abdul Carder.

756, qpmsSer 1088 5 af &),

o Sir et ,

Qemrapiby 10,

2, Quiirenf! 1980
gerenl! wpsTawwTer,

Qo dfleer HAehTL. Zibiseah MG 1",
Qamapby 14.

AFTUTITES gownr,

(LI & T 60 Syl g Qe 106t 55 551 @Qein®  miraeir 3
sSey ooy, e, f

SHousriores ol wGinreiren mé &ouenil & &Qaueirig uf

2 WEGT 2 etwewioufeirer,
UG FT i
14



UNABLE TO ATTEND
AHME HT (LPLYWUTNLD

2, Dharmapala Mawatha,
Moneragala,
31st January 1980

The Principal,

Maha Vidyalayam,

Moneragala.

Dear Sir,

I am unable to attend school from today as I am

suffering from an attack of Malaria. A medical certificate
‘for my absence will bz forwarded in‘dus course Thanks.

'-’P[.;(,CL_QQ @x(ﬂ-tg‘i Yours Faithfully,
109 M. Chandirasekeran
. + beonl% .
%zj & l:)?)(‘) {English Assistant Teacher)

2, SAbUTe WTSGD S,
@uomeur T &é.
31, sareufl 1980
G,
wET o &S eveith
@iomargm &Sy,

SYGTLITIT % SqulT,

prer wafwr Gerdee Fyssiuqaismre,
@l bg UTL-FTiNEG aGMSE ST epgwT HssE
DGl. TS UTIPLUTELESETSE @R MAUSHL  FIeT
s ugsBrih sred Gursdfe Fwiuniss @b,
55 .
2 RIGET 2. W EnLHULGITeT
6Tib. FHEgGssmen
(aGe 2 567 o @funi)

15



EXTENSION OF LEAVE
oGay 519 5560

75/6, Mohideen Musjid Road,
Maradana,
Colombo 10,
4th February 1986.
The Personnel Manager,
Morrison & Company Ltd.,
Colombo 14.

Dear Sir,

Further to my leave application dated 2nd February
1980 1 kindly beg of you to grant me two day’s
extension. Thank You,

Yours Faithfully,
Abdal Carder.

72/6 ,qpevsGenr wels ol §),
L0 (15 ST 067,
@& epibry-10,
4, Quiigeaf, 1980
OLaTesl] (LPHTEDLOWITETIT,
Guordflasr Seri stbisefl G-,
Qamaptbry-14.

SYSTLITIT BS ST,
2-tb §l&5 Quigearfl wrgb 1980-1b  yewigen
prer Aeycniw ofap elevewriiuiing Gugub @pan®
Blarriser eraw gt shenau by dgibing. Ga RaQ&TEHG mevr.
L. EIFEEHGE KT 1,
S EIGET & G LGTET,
DJLIGIG) T GiT

16
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SEND BY V. P. B.
af. 13, 4, epsvid SsIiuRD

“PAWANAM®”
Matale Road,
Akurana.

21st March 1980
The Manager,
Ariya Book Depot,
Kotugodella Street,
Kandy.
Diear Sir,

Please be good enough to send the following book
per V.P.P. to the above address. Thanks,

Yours faithfully,
Selvarani Chandrasekeran
1} Village In the Jungle
(By Leonard Woolf)

“fpreyewen’”
wrgsdr of &,
<2 (5 [y 6T
: 21, wriF 1980
O &ET EOLBIIT ST,
ofw g saen i,
Gar MG sr e of 5,
Heiar iy .
SYGHTLfeTen  gouT,
swalsitiss £Cyp GRS g mEGLD UESSFEMS
af. 8. 9. epob Cuwlaupirer saflse JAayldsvauds
@yth,  BeT A,
By 8.
DBIHET 2T EnIoujeTaT,
Qedaugmreni &FHgGs sHyar.
(1) (G @er & smwGar
HGwm e apevel’ tVemed sTapSLILIL L S.)
17



A POSTAL ORDER ENCLOSED
2% Sunsy s dw sieiuiuliTarg

“ANNAL TLLAM"
K. X.5. ROAD,
Jaifna.

§3th July 1980

K. Shanmugam & Brothers
75. Dean’s Roud,
Maradana, Colombo 1.
Drear Sirs,

Picase send me ten copics of the book antitied ‘Memory
Power and How to Improve I Published by you Herewith
a postal order for Rs, §5/- is enclosed.

Thanks,
Yours Faithfuily,
Wilson Kumaravel.

ey (Gevenn’
Gz, Ba. srahy.af 5,
BT LDLILIIT GuiT AT .
13. wie 1980
Ga. gevgpsh ewil Cam HT0S6r,
75, 1wewels @i Gl
wmsrdor, Glamapby 16,
2edrjemeafir,

e msarre Wyadssisl Reter ‘epTs SEGLD Fog
sridug ABES Qrdugh’ airn yssssSa usst Hgd
a@air Moy 8 ewssapb, @S- 5. 65/-55F sumd
st Gor  SepyylnSwerGensir  peir il

Qi &,
2 SGT e DL LG e,
afieveer @wwrgGaush
18
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SEND PER BEARER
asialiiie aguaflg GuiBsg Sietiuab

Bandarawela.
2/5/1983

Dizar Balam,

Please send your Botany Book per bearer my brother.
I will return it in a week’s time. Thanks.

Yours Sincerely,
Yogarajah.

L v iy et
2- 5-1983

HETLI T 5 L avetr,
suey Qsdig o b o earsy FGET spatr papwiD
swg eulfud yssssmss Qrr(ssm SEyILeyib. BT
HADS PB wrgsPd Bwils s0@6rEmar.
peir g,

2 EIGGH LG GNLD GG,
Gusm s gpm

1g



LETTERS OF INVITATION
DIMLPUILY S EHFVHET

& BIRTHDAY INVITATION
om Gphs BT swpUESD

“RANJANA" -
ard Lane,
Dehiwala,
2-2-1983.
Dear Jayaraj,
My younger brother Prabakuran's Birthday Celebration

is due on llth Sunday, Therefore he particularly appre-
ciates your presence oa that occasion.

Yours Sincerely,
Seduraman.

sim@é:@s L
S-cuE! GPEpBET S
Gl & quifl eudar .
2-2-1983

Seruerar Gleguimm g,

gl @fnw Qe Sy Srursgelier Spks S
edpr srSiagd 11 § 55§ @l Haopd Sgpenin mene_ Gl myih.
2,5Car Fjsiven it Ramb Saur GO3F L DT E 2.OF GU(EERES L
Waayh e wbLBm .

vy és.
& EISET £ T ERLBILETAT,
G& gigmineir

i

2
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INVITATION TO A PICNIC
@ 2.s0urs AuTen SFEETOT SMLLL]

+Shagthi Mahal”
Main Strest,
Negombo.

5-3-83.

My Dear Selvarajah,
We have proposed to go on a picnic to
¢World’s End’® next Saturday.

Please let me know well in advance if you
would also join wus. I wish you the best of
fuck.

Yours Sincerely,
3 E.Rijekumari

ErHE wapTa’’
Gosfer af &,
B Glam apibe.
J- §- 83

sver sl Aewmillga Gewagm s,
st@IT ey Fafl&Epen e s gogey’” e m G S5 DG
sdarFs Gguramsd Gurawsngd HiwmealldserGermid.

Siwey Gy Shsesd aBsenler sagg  Csmere:
sr@me ot e Hfdldranb. o AeEmsE BHow HHay_ b
9}(}35}‘*‘5_55"5.

@i reg Sy,
B HET 26 GHIDILIETET
Bz, g @i
a1



INVITATION TO ATTEND A LECTURE

GuwmLnGusmss Calugmesrar mptngLp

Boys® Hostel,
Sen or School,
Batticaloa.
Tth Jume 1983
Dear Sir,
“YAHAMAGA"” STUDY CIRCLE

Dr, John Sathiyanathan a well known Psychologist will
give a lecture on ‘Problems of youth™ on behalf of our
Study circle at our coliege at 4.00 p.m. ou 166k June 1930
You are requested to aitend Thanks. '

Yours Faithfully,
iton, Secretary.

Ao HEH,
war o & Gluyr e b
DL L & ST,
ST B ST,
“wrwann’’ sval aLLip
sTHEH Cover FsFWersH sTiry Aruavwrar w3eE
s&gin glysmi C@breptsafldr ArsPlw aarp slws
s&G Bip erwom Foal anli b FTii9d erdrmer s gurfuiey
165 555 1980 wsir wrsid wrdy Frey iemiwereils) &
Qer H@umifla) o DT . @ésmi L 8w S 5sG6 sTdrEson o
2.t 5:8ar &B 5L (&G &y eir Gatr G mair .
B 2l
@iy &,
D BIGET O clmeuLDILGTET,
Qaergal GFwerarn.

12
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A FORMAL INVITATION TO A WEDDING
HwmicsoT Symipni H1p

Me.& Mrs Ramga Kumarasamy
request the pleasure of
Mr. and Mrs Subramaniam's compiny
on the occasion of the marriage of their daughter.
RAJASWARI
ta
RADHAKRISHNAN
(son of Mr.and Mrs, Nithiyananthan of Jafina)
on Friday the 27th October 1983
from 1.30 pm te 500 p.m,
at their residence

21, Vivekananda Road,
Wellawatie,
Colombe &

BEaph whsersriores sUud oy sk
27~ 10- 1982 dpuse 1-30 weigese wrdv 5.00 waldse
RIELD. &L (ponil & & & Gl
B, S@w®. @Qoéss @uigemdl Satseldr g zaed
Bampomps Qesad
(G @eeulld @ b
(8. BGws @s8wurerbsear wmpoiim ey
Dt seflenr  LjHevauss )
017 ST Bl(Hevenres <aurt &en 5@
Swwemid Qedt QuiGuiri ser Bl suidiaiGu g my
Sy Sipiocid
5T seflan @& ey B Qi EmEiLgr
8. Bows. sodyveailub  sbu@eer, @Ribus Sy
a1y 6 e paSlarGupid.
21. Beusrewpsn oF5,
Gevsrares 60 &,
Qi&raphiy- 6,



OFF TO DUBAI
FUmhEGH Yol

The undersigned,
kindly requests all his
friends and well-wishers for meeting
on April 5th, 10 a.m. at his residence
before his departure for
Dubai the same day.

P. Kirubananth

10.Dickman’s Road,
Bambalapitiya,

&Gip e e GHLIT L LAl (Blei e Gyt
DfGHTL{L G  HGOT 5
i LT SEATULD B, &[T auiT @ T S&a iLfLD
glpd mrTHh 5 Hes srdv 10 weniwerels
g @awgHa Ssiren it Glarid
ST ST ligGEEL
oLt BF Gevasne e
FEG6s el & gy,

8. BmuTaTES

10,q.detran of §,
Lubtimedl g,
24
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CONGRATULATORY LETTERS
MTLPHBHIS  HIY HEBIT

HAPPY NEW YEAR
wBLpEREg T YSsn el ampssl

Girls Hostel,
Colombo Girls College.
Colombo,

Dear Latha, :
I wish vou a happy New Year which will
bring you luck. brilliance and success.

Vousr affectionately.
WANATHY

aafli  aI@S,
Gamraptby @uss Sar LT LT G
Gl epLoLy.

G LIGTET @B, .
BTell 2.6 T S L5l el i dsisatarg Galelds
af by @ew G mer .
LGSTen® 2asG AFay S G, L} & Blam i enwoenusuyib
@m{r_f);ﬁ?ﬁmum;:b &g Gansw GGl mi A i &5 486G peir.

L R I T
Qi ar g

25



THANKS FOR GREETINGS
ML HSIESORESEIE  FeoT))

“Raja Illam’*

Main Street

Badulla,

7-4-1983 .

Dear wanathy,
Thanks for your greetings.May the New year
bring to you peace and prosperity.

Yours Lovingly,
LATHA

mirgg  (@eventh. ¢,
Quouier of §),
Li g,
7- 4~ 1883
e LiTeT i T ),
SIS  AUTRHGGIHG . yssvan® o wEGE
LT ST ED Suyh, QEdugmsud SHasrs.

T 5in DGH LT IT 5.8, 7
ace ‘_,‘,,;;L Sif e 7

@an

)\ L2 i
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} ) Car X L

MERRY CHRISTMAS!
WBPIFEIOTST  [SHTONEHS

Trincomales,
15th November 1953
idear Bdward,
_Please accept my hearliﬁfst*Chrisimass Greetings, Convey
my wishes to your beloved mother too.

Yours loving friend.
RAJ
Gl G s wrin das,
15, peubirnt 1883
eweyeiren eriGeurl,
swey Gedig erersl EmswiTanaren BasmE  aur b
SiEedr o papsGlETareTaih. wind HMUTHHS HdHT @fsi(Hin
e aln b giE s%r Gl slleddsand. :
L oG HNeLTT B G e
T8

HAPPY BIRTHDAY!
wEpFFagwonst 1NnhsH ononsd Hio

Dear Lalani,
I offer you my hearticst blessings on your
16th” Birthday =

Yours Lovingly,
BAMANI
e LfETaT QT 6 ol
2g fem dpss BorsSe aarg @)nswydaiorer
WETTSSM5 Yolds Dby Renmeir,
B nSE  SewLITT F,
TG
o

P
i

@ n ygouy lth p& A
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MY CONGRATULATIONS!
sTeTal  uAFTLRdmer!

Nurses Training School.
Maharagama.
3-5-1983

Dear Mala,

please accept my heartfelt Congratulations on
your well deserved success, in the final Medical
Examination.

1 hope that you will be an efficient doctor
and serve humenity.

Convey my kind regards to vour mother too.
Wishing vou the best of luck.

Yours affectionately,

ROMINI

srGsdr & LimLgadn
Lo QDT &0 .
3- 5- 1983

ST LGTET DT 0T,

2008 @mE dagfud uflesuld B powuyda 8458
wn_ e owdd (R, stargl @ switenorear Lt gril@s s
gnms Gamearerafd.

Aiiser @m Somoyder awgPu  serEEuir seyib.
weafis FopsrwsRngs Gema yflefisdr aarapd mbySssr
G matr

swg STWTHEE oars Hiwvwis Qsfalsseud. moe
DBl b AUBEUST S,

pog Haroilas,
Grm&ient
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ON SUCCESS IN EXAMINATION
ufLmaullsd RHEFumLbHmo FlouhHOTHT

Sevalee Mawatha,
Hunupitiya
3-6- 1983

Dear Ramash.
It is great pleasure for us to hear that you have passed
the G.C.E (A/L) Examination with three credits.
I wish that you would be selected to enter the University
and Complete your education.
My younger brother and I send you our best wishes
and warm Congratulations on your grand Success.
Yours affectionately,
Ravi

Zosd WTSHES,
.@m'@@yﬁfﬁg_‘._q..
3- §- 1583

Systryeren gOme,

gt & Gur. 5. (awtsr) ufl aeria apevgy eBGsL
PaBuyer HGRumL_gosm s s prisd  deeyld
108 pé Puwen _BGpb.

g udaluésypsshs Gslay Qe B 2.5
saelowy ytss Qi GovswGEwer el (b Slew G me .

Breyh - eTer g SHbSufld  STEISEHEN L HavaT Fenwiib.
wrprle i epng uflosds Spis apmpuis S8
went pomwisrs H@ind easslsnGopb.

o 10 Gl <SeW LETaT,
el
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LETTERS OF THANKS
Byl Glafals@n siepzsimer
THANKS FOR FAVOUR
2uRTFEHHes B
Boy's Hostel,
Royal College, Colombuy,
. 5= 51980
Dear Mr. David,
It is with great pleasure that 1 ain writing to  you
that I have got through the University Entrance Examination
with Credits in all the four subjects.
I thank you from the bottom of my heart for lending
me your Zoology motes for a peried of about three months,
But for your help. [ would have come down in the
Examinatien. I am returning them per bearer my brother
I shall be secing you very shortly.
I once again thank you,
: Yours Sincerely,
h. Jesudasan

wrement HEHE),
Gopwdy a6 gy, Giamaptb g
d- 5 1980

Sarjerer Sm. Gualtl i sGer,

Br6E UNSIERpE mapepst ufl el sray Lo
“afigne dBs. R @ubmyarIersr. TaTLIEn S WE lipsH
Uier eraps allmieBeir@meir, :

Braser & mseT olwEGie Golliysador apargy s
HTNE GGG TwEG sl QerThSsemdE erar sy LOGTLOTIT 5
sor plenis g QO siflelss sl amLbe Bl @ metr

| amsgaw 2 56 Gdereill T BT s ensuicy
Berdaiwe pOECUer. oews FCam syeir apavih Yeneuadar
S Sugy @G o, g dowgaie o sl & BIIG LG .
LD AYLILG UfiD 56 .

L

2 HmGET DGV ENDIETET,
aTih. Cgoe wiraeir
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THANKS FOR INVITATION
e Haphe  HewTn

Teachers Training Schecl,
Nugegoda,
13th February 1950

Dear Ramya,

Thank you very much for your kind invitation
to dttend your sister’s 13th Birthday function.

Will Tanaki also come? I will cerfainly Join you.

yours affectionately,
MEKAMALA

L&A Ll n& el Frdv,
5G&5G s,
13, Guigend 1880

wiflwapsiter b,
ewg #0srsiuldr 13 s Wpssfer afpreld swps
Q@@L Y HeTLL 55T oTew T eHLHd SERIDGiE eTaT Gl HoW Ml
TerGlth ABRITTI? BTG BESWINTE . fSEEL 6T Sabg
(e & e Gaugir
2.ingl iAflwgperar,
&Tih. SLOGIT



THANKS FOR WEDDING GIFT
Hpwenn uflxsz BT

: Kandy Road,
i Kiribathgoda,
Kelaniya.
8lst January 1980
{Jear Ranjani,

It &5 with secthing happiness that T am writing this
letter,

Manpy thanks for your present of a silver vase on the
occasion of my wedding ceremony OFf course all omr
relatives appreciated it. 1 hope that wedding bells will
ring to you too in near future,

Yours Levingly,
Kalyani

savr iy aF H,
B G & T L,
Glaara.

31 goareud 1980

<SGITL GO [T ehF G,

BTer ((G&5 Jepedw e wHipsFup o erap mSlerS peir.

cergl Dmwaw algpreler Gumrepg B erawdgl uflers
eflé&s Gaerafls 4 sryeoowuil G aargy perfiows Qe
el g suG G FreiGleir G peir. oTh SR 2 pallari WTelghth K G
Qo éFieyrt aeir. :

2wa Smwen wel gos e alegelds Gal@Guwer
Brew  HiDLEer S new .

o g (flwgpsiren,
HEVILHT Gunl]
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THANKS FOR WEDDING INVITATION
By Aot isgEg BTl

- *"Taj Mahal”
20, Galle Road,
Beruwala.
4-9-80
Dear Naleem,

I am pleased to receive your sisters’s wedding invitation,
I most sincerely congratulate her on this grand eventin
her life.

Unfortunately as I am suffering from a very bad fever,
I regret my inability to attend the wedding ceremony.
Herewith I am sending a small cheque which please hand
over to your sister along with my best wishes,

Yours affectionately,
G. Niyas

“'Srgh wanme’
20, srddl oS,
GLigheuéa.
4-9-80,
e jerar mafid,
ey Csrsfuisr Spweaw Sopnlsp Hors
sUQUDy & psFRuesr (G ser. S ar(hen Lt QT phafley
THUFD ESTETIOTE SFhLwGosSLIL G Ty @nsu
iewrer LTFrLBEser,

ST G Eu_awswrs  prear Qe srdésarw Fgd
SULL @l Sme,  Dbtomger « alprale &b 50 ESTeTer
(LPLY.WIT LDGY @mlive sufi @  erarsg) LOGIT G\ (Th & & G5 &5 &
@ siflall & g4 @ e Hleir G meir . @5 a6 R 8 s
sTlsrén ey nIwausferGper. Mg eews TR
ujtar o5 FOaTsMulb QsTREsa)D,

e g flwaperer
8. flwmren
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THANKING AN AUTHOR
TR SSTATT @HAIHES BTN CF 5 BIH

Railway Quarters,
Ratmalana,
4 - 10 - 80

Dear Sir,

I went through your book ‘Guide to Spoken English®’ and

found that it is very useful especially for the beginners of
English.

You are doing an excellent public service and T appreciate
it. 1 would request you to bring out more publications on this
line, Thank you wery much,

Yours Sincerly,
5. H. Rathnakomar

ymasuiys 65 of@Gser,
@) groeui e .
4 - -10 - 80

DIGOTLITIT /b5 SOUIT.

emsEmLw  Cymfan Cusaspiciu aflsTiyg’’
Y& a&5mS5ng 6550, SmBlwibd &HEb HribUDTer T SLG
Coyswres g lseyd WpGursarors @HHE@D.
prser Wadg Snss Qurgmear Geamou Gadiums mrsr
illsayb Qg #RewGmsir. @erafuley Gerayih Lie 197 g rnisdar
QevefludBom oy Goveinig &6l & meir Hair G meir .
15 medr il
D_EIFGT 2 GHTGHLDULIGITET,
eTen. erd. (@ g Sew@GLTT
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BUSINESS LETTERS
aumUny 9| EhFsVBSIT

INFORM THE TRADE DISCOUNT
slunrimy siflaver S lel s sayb
Parasakthy Amman Stores»
Main Street,
Bandarawela,
15th February 1980.
Messrs. Raj Industries,

Dematagoda Road,
Colembo 8.

Dear Sirs,

We are interested in the unbrekable slates advertised in
‘Virakasari® news paper dated 4th February 1980.

We would be glad if you would send us a sample for
inspection and inform us the trade discount you would allow
or regular purchases, Thank you,

Yours truly.
Managing Partner

LgmrFEsS Yibost ewBi_mien,
Quouficr af &,
LiGhrL_TIralds,
15 GQuitireudfl 1980
gren &G sTifle) & STUaTD,
Qaw L Qare. a5,
Q&mrapey 8.
yatrLyem it

1980 b Hew® Guigedl 4 Bs&  elplsed’’
1 & Gliflan sufeb oMb LRSS R ES oL wT S &1
ueengulle) aTRsERSE @B 2 6TeT S,

U AGmunniunsneg wr@fld  spuaemsGemsres m
é!@gjﬂqau@g,n@ @ LOGD LDILIT & AT BIG0U & DS GTGH GUGIT 61
ururgsd afley  Qar@UlTger et suph Mlaldgain.

[BET o)
D BIFET D GHTENLD UGG,
BT anT&Ls LIBIEH STT.

35



SEND A CATALOGUE
rggl uligusd @ 1 HDIUUL|D

SHANTHI BOOK DEPOT,
235, Olcott Mawatha,
Colombo 11.
24th March 1983

Messrs. 8. Godage and Bros,

No, 24, Maradana Road,

Colombo 10.

Dear Sirs,

We shall be obliged if you would send us at your darliest
convenience a catalogue of your latest publications. Algo pleace
inform us the maximum trade discount you would offer. Thanks.

Thank you

Yours truly,
The Manager

FT5E L& Sa &mda
235, g@oGlart wralsms,
Qarapby 11,
erey. GQEre_Ga e’ ¥Gam soii s,
@w 24. w@sTiw oF 5,
@& apbry 10.

Syeiryent_utrr,

o AFarTe  Sewreniouey Qevaflu i L (&g
U wd) @@ né sigw elegeld Sayileanist sermuler
prid flFaub mer Mluyenr_weud serm & @wiGLirib,

AsHLer Boser srEésmgw awrimrsd siflafdr swigw
Qaraosmus swey Geds ffelssab,

R_BISET 2 ciTEnLDIL6iTerT,
APST oW e
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CATALOGUE ENCLOSED HEREWITH
@&z et Kysyouliqusy ItuiUL GsTarg
5. Godage and Bros,
No. 675, Maradana Road,
Colombo 10,
6-3-1980
The Manager,

Messrs. Ariya Book Depot,
Kandy.

Dear Sir,
In reference to your letter dated 2nd march 1980, herewith
we are sending a Catalogue of our latest publications. We are

pleased to mention that we offer you a discount of 25 percent
for all our publications.

Please place your orders with us. We shall render you
our best services. Thanks.

Yours faithfully,

LT SESUED Gan sns SIS BEE T 4 BOD

eren. Qo CGa Har” &Carsgi
@, 675, wopsTéy o8,
Glamapibyy 10.

(UL ST LD UIT &TIT,

il L5 & 5FT e,

&R LY. .

DIGTLIGITGT I,

2 disengl 2-3-80¢ Heyinw Sy FSLeTUY  ETRSETT
Dfciw enLoufley Qaveflud . Oresglin’gue  geren
2 ey i Blair Gpth .

arsgrLw Ursrmsear aaerepdne 25 of 56 sifley
S@Caurh aaumg  wEPFOuL & IPws SEHFTCupb.
2 EsEmLw Crmausl @ amises ot GsriyQarerereb.
BT RS 2.8 sensG Wed Apss Crmacowud gs@Camrd. per .
2 AIGGT  o.wenoueTeT,

------ L T TR R e TN T TR
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A CHEQUE ENCLOSED
2m S16FTiE Ssyiiuiult g
SHANTHI BOOK DEPOT,

235, Olcott Mawatha,

Colombo 11,
Sth April 1980

The Manager,
PLAJA PUBLISHERS,

Maradana Road,
Colombo 10.

Dear Sir,
Please send us Twenty Five Copies of each of the following
books per passenger train.
A Cheque for Rupees 1650/ is enclosed here with fo meet
the bill amount. Thank you.
1. English with a Smile 1
S 1I
.3, Practical English
: Yours faithfully,

FTHS LS55 FTdw,
235, paGaEmi LTel 56 5,

: Glamapibry 11.
(Lp F T ML WIT GITIT 5, erirey 1980
g ar (ArafiGor,
w5 dar of &,
Qamapory-10.

D67 LIGITET EOUNT ,

Sy Asis  GpsTamih Lssemed geubleume i qyb
@rusmsps Ur&aer Wgwmen Ljesaianig gpad eyt
M EY & FRYLD

g€&e ogramr  GaTmsmil mlew DGeu i my (LPFLDT H
prLT 1650/ & b STCFT I Sgyiii i’ (Rerer 3y,

1. Eanglish with a Smile I 6T ol
2o 11
3. DPractical English
D_EIFEIT  DGITEDLDILIGTET ,

SEe v asBed BAS s BELSET AN

38



<

' 2

GOODS ALREADY DISPATCHED
QLT syhsa Gl JILIUL Gearg)

SHANTHI BOOK DEPOT,
235, Olcott Mawatha,
Colombo (1.

8-4 1980
The Manager,

Meenambika Book Shop,
Lower Street,
Badulla.

Dear Sir,

Many Thanks for your order of 3rd April 1980. The goods
you have ordered have already been dispatched by passenger
train,

Here with an invoice for Rupees 850/- is enclosed, Wae
kindly request you to post a cheque for the due amount after
taking delivery. Thank you,

Yours truly,
A, Balasingham

FTEE 1dSHET i,
235, ga@ari’ T Gms,

Glamapihyy 11,
(P TEOLDIIT I , 8-4-1980
Be9sT 15 S5FTd,
Gameaud af 8,
Lt g,

é{ﬁ'&rqe‘iﬁﬂ S,
1980w augnt b N gBawr wrsh 3p 58 ey gL wsS
pargl. pmser i QST@sSs QurGLser o hserGeu
Sgureys Lmsalary. AAND Al s sl [Berer s,
@sai e epur  850f- S@iflw g wisd Sempioiii
Garorg.  Qur@sdrg QuomsQaren. @i s HEHu
srlerluemiws sweyblewis sumeilss Seapiiyibiig Ceusnigs
Qe §laiGapth. : Baw .
D_GUIT GBI LD L[ GITIT
6T. LimaFlEisLh
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ACKNOWLEDGE RECEIPT
QuihmstanaLsheu 155

SHANTHI BOOK DEPOT,
235, Olcott Mawatha,
Colombo 11.

10th April 1980
MADHAWA PUBLISHERS

Maradana Road,
Colombo 8.

Dear Sirs,
We are happy to acknowledge the delivery of our order
and we appreciate the promptness of your services.
Herewith a Cheque for Rs. 760/- is enclosed, as per
invoice No. 7052, Pleasc acknowledge receipt,
Thank you.
Yours faithfully,

FT 58 U SEET L,
235, pa@aT. WTHS® G,
Gamapbyy 11.
10, etyyev 1980
wr geur Wyshlurerd ser,
L5 &t e 5,
@arapioe) 8.

et LyemLufir,

Shger  Yayuniu QU@ ser Hev & &G0 HG LD
aaTum g whhs Py et AsAuILGSSVCSTE 2 maEEm LI
giflswrar Cemede erhmser ungnil@&adruyn O ghelds
afmby&len Copib.

LUl gwe @w. 7052 s@flu Qsrasurer . 760[- && o®
srCerly IayiyRarCapb. SwoyGeug g&& HayLmiger,
B .

LEISET L UGHLOUJETET,

Fimmas srs e s
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AWAITING MORE ORDERS
Guaip L&A T HTuTTdaBsTGEid

«sMadawa Publishers’’
Maradana Road,
Colombo 8.
16 th April 1980
SHANTHI BOOK DEPOT
235, Olcott Mawatha,
Colombo 11.

Dear Sirs,

We acknowledge the receipt of your Cheque
No. 30F/40, dated 5th April 1980 for Rs. 760/- as per
Invoice No. 7052. We are awaiting more orders from
you. Thanks.

Yours Faithfully,

"o Heut) LA AL eTIT S,
g sirlesr of &),
QamapibL] 8.
16, gUige 1980
FTHE US55 Frlew
235, pa@aTL. LIASMS,
Qa&mrapbyy 11,
HeirLjant_ufiT,

@essd 7052 Qsmey. LLIgU® Fhugsiorer 1980 1b
2@ erLiged DTS S-f 828 @wwssb30 F40 o erer epiur
760[- & @hw srCeriuews Gl b nis @ 5 i BT @Lo6H 116w &5 &
Qsfal s 56 Qarar@Cumpn. 2 msell 855 Gogyih gt it Seir
o1 St Lirr 7 &&Glar Cpid

meir ol
JOREERICH
L AIGGH B.GITGHLOU[ETET,
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CHEQUE NOT HONOURED
sTGFT&  WwrHmiIUL. aflsbisy

Atlas Cycle Co., Ltd,
Colombo 11.
- 13th, March 1980
The Credit Manager,
HERO CYCLES LIMITED,
Jaffna,

Dear Sir,
We regret to inform you that your Cheque No C.C 805231
dated 25th/2/1980 for Rs. 1750/ has not been honoured.
We kindly request you for an early settlement,
Thanks
Yours faithfully,

K e aFafler b@uefl MAGL_L,
@&mrapbyy 11.
13.3.1980

wpasmenwrert, (sier (Ifap)

af3mir oFsRdren AL L,

WHT LDIILHT G007 LD

edregenar suwnT,

Gwasmw C. C. 805231 o.drar 25-2-1980 SaSul i’ 1
et 1750(- S@fw sr@smin wrHo Ao @i s HE
(5 15 51 S G .

g elogelle AGH5E Sawsionad B & siemad@om g
Swayl et Ca.Ba 6 & et Hawr Gpib . BT 1.

G\ ng d,
2 M ST .G LDILIGTET ,

%3

S BEP rs NI SAR Ay BNE BB BAE sy
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SETTLE THE ACCOUNT
Hashass Hiobsajlo

%
Atlas Cycle Co., Lid.
Colombo 11.

25th March 1980

The Credit Manager,
HERO CYCLES LIMITED.
Jaffna.

Dear Sir,

We are sorry to mention that unless our account is
settled by 25th -4-1980 we shall be compelled to
take legal action. Thanks.

Yours faithfully,

e EAA N Bma s e A R WAS

g pevay ewFsRer soGual OB L,
@amapiby 11.
25, wirig, 1980

APSTENOWITERT LG LGS,
aflgm ewsd@dren G .
UL BT GTOTLD .

QG LITIT 5.5 S,

1980-4-25 He8d@ st ermsERemL w  SLer sl
HEQesr@Estu_maft L me), FrmseEr  Filr 5;@11;&@5
a@ds Casnry CrlGid erevrem g WSaD Lo auhd 5 S Fit et
an. DGaueimig. 6T G G . " maw il

_BIEGT 2 GO0 ENLOL]GITET,

LRI TRTERT AR BT o mwe Aes BEE
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BANKING LETTERS
%k I ehFUEST
*TO OPEN A CURRENT ACCOUNT
BOL_(penné FaWaE 6w oy b s he

No. 75, Eliot Road,

Galle.
3-7 = 1980
The Manager,
PEOPLE'S BANK
Glle.
Dear Sir,

I wish to open a current account with your bank.
Would you please send me the necessary forms for
specimen signatures etc. A self addressed stamped
envelope is enclosed herewith. Thank you.

Yours faithfully,
D. Ramachandran

@w.75, arallh of 5,

&mabl,
: 3 - 10 - 1980
ARG TERLOWITET ,
D5 FeiT eumS),
Srad,

DGOT LIGIT T S0,

e.mser umBulle g gpmps SaaE e n Hribdsa
al@gyBlenCmar. wrBils maQuirinlPasp@iiu Ly ums
Grs swey Qeuiig SeynJoeasseub, apmaufl @G
PG DDTUH_GT Falg il SYEHFG) 260 D @) & g Iauy i lujeirGereir
' LRIGET 2 awaILDueTar,

. @rTwéspEger
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CREDIT THE CHEQUE AMOUNT
s1GFmGuud gyisiTar GgTamzmu
malliys SansBs Q6.

No, 8, Temple Road,
Maradana
5-7-1980

The Manager,

BANK OF CEYLON

Colombo 10.

Dear Sir.

Herewith I am sending a Cheque for Rs. 750.00 from
Messrs. S. Godage & Bros. Ishall be thankfull if you would
eredit it to my account,

Yours faithfﬁlly,
D. Pararajasingham

Bev. 8, LimEpFmiow of 5,

LO¢Ih SiT &aT
5~ 7 -1980
EpETawwirenit
Bk s ams),
@smrapibey 10

HeTLjeTer guwiT,

srey  @égar  aen. QerGs e #Csmgpitser,
WsTURT S ST SocdsuG@upp  esum 75000 Sedw
sr@smrln parep ey 1ileweudEsrG e .

Yems cTewg sanafe aaii) ennfisermuler mmer
Waayb merfufenr waEns @ oliGLer.
2 EISET L e e ujeTer
.. LgrTgeisish
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INFORM THE BALANCE IN

CURRENT ACCOUNT

ol |EsanERa 1R usdTar G5TeanEmu

2iailssayio
T “Weerakoon Gardens™

Kandy.
5th February 1979

The Manager,
Commercial Bank.
Kandy,

Sir, .
Please inform the balance in my Current Account to the
bearer of this letter D. B. Devanayagam whose specimen
signature is given below. Thanks.

Yours truoly,
Thevaki Gunaramarp

Specimen Signature

-FgEGerer Casmii i’
Hover g .
5, Quitireud] 1979
(P& T ERIDILIT 6T,
T &S5 S,
HEETLY. .
s, .
£Gip wr®fls sQuriudi’ @earer @& 45558
Qsran® @ . 9. Csasrws HYariseli b ererg
saiyE  sonssls  WBHwrs  seter  UawsG ST ered
auer@eusiT gy < el s Sayih,
2 midGT FLELgemauerar, v
Csar&) @ewryL_ewih

AR EER A v Bas s RS WEE amdBAE =

rGifls e&Guwimienb
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PLACE MONEY ON FIXED DEPOSIT
U &M S HIhST Ll Ut SEHsy GurLayb

Radha Lodge,
Vihara Lane,
Colombo 6.

Sth September 82

The Manager,
PEOPLE'S BANK,
Colombo.

Dear Sir,

The balance in my current account is now
Rs. 7580-00 I shall be obliged if you would invest
Rs. 3000/~ on fixed deposit, and send me the receipt.

Thanking you.

Yours faithfully,
M. Muthiah Pillai

‘mrsr Glevre gy
Aarerr Geuer,

QaEmaplbey 6.
5, Qeln_ibrnt  '82
(LR SIT GDLDUHTGITIT ,
InSEe  GunE),
GlameptbLy.

IS LJGITGT  ZOILIT,

SDGUTap s 6Tew Gl BHL_LiL) @psd md Sera@es epLr 7580.00
QG g 3000.00 war Bpssrs sewsfle apFd® GFdig
LB TE®5 ey iefib. LEISEHHSG BT,

2 GG DGO GRLD LG 61T
erib. pden swim Leirdar
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STOPPING PAYMENT OF A CHEQUE
&nGanln gatfh@iu srens GmmLmios)

1501 531 560

<SENASUMA*"
Pallimulla,
Matara.
13th August 1980
The Manager,
The National and Grindlays Bank Ltd.
Colombo 1.
Dear Sir,

Please stoppayment of Cheque No. D.D.500832 dated 23rd
November 1979 Issued by us in favour of Gunasekara and
Company for the sum of Rs, 1850/-. Kindly inform us having
done so Thanks.

Yours faithfully,
Wilmet Warnasuriya

“OlFewrsn’”
LigiT aifl(Lpeirer.
LOIT & S60 M.
13, gpsevi_ 1980
(ALLSIT GOLDUIT GTIT,
Cpeare yert” & Hewt Govey am efefG ",
@arapibyy 1.

DJairLyeiTer ST,

CTRIFZETTE) G CFEST MNSTLIT &56@ Qar@EESL UL (Rarer
@«. DD 500832 oemergub 1979 poubut 23 5 SsH
@ v Geterguor S ey 1850{~ s@fu  srlsrivdEhu
Gsr@uuearma BHmsSoascswry  swuaGsug GCsl@s
Qsrer@earGpeir. s GEig alBg SwuaGeugl
STEISEREE Hflelssab.

2. [BIFGIT 2 GOy GO LD 6T 61T
alevwnr’. aurienm @il
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ASKING FOR AN OVERDRAFT
AEBE HwTEBY CuwaBs suar Calusy

“JAYANTHI
Alawwa Junction,
Polgahawela.
17-3-1986

The Manager,

PEOPLE’S BANK,

Kurunegala,

Dear Sir, :

I shall be obliged if you kindly let me have an over-
draft for Rs. 5000/- on my account. As security I can
deposit with you the title deeds of my house which is my
own property. I am prepared to meet you at your con-
venience. If you desireit. Thanks,

Yours faithfully,
D. B, Jayachandiran

“gusB
Serenand Fi8,
Guirst smale.
17-3-1986
(D& T EBLDIITOTIT
WESET umis,
8 (T BIT FHE.

SGrLeiTaT  gouiT,

swey Csiig g sovsBednis Cuwdss s @s
gL 5000/~ smeltserTuisr prer pahymLwu@s @l
Guewr. Qurpiurs eaarg Qerps aflgear o.gf UGS
TEPES S0 Pgufd.

prusdar dd@bldee omsemss asSuyder GprsSHed
e miEGrs shHSlGasaTiD. peir il

DI GG D_GUT 6B LOIL{GIT T
3. 17, guahFHgsr.
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EMPLOYMENT APPLICATION LETTERS
Gaulvssmsr afaveanriiu  SIeKI0SEST

FOR A POST OF CLERK
GeiBsT Gauln miukhH0Te 3l

“HALAITY AGAM™
21, Central Road,
Trincomalee,

15th February 1986
The Personnel Manager,

Richard Pieris and Co, Limited,
Colombo 2.

Dear Sir,

POST OF CLERK

With reference to your advertisement whick appeared
in the *‘Ceylon Daily News”” of 13th February 1986. I wish
to apply for the above post in your establishment.

1 have passed G.C.E (O./L.) inciuding English. I am
22 years old and in good health. [ was educated at Tamil
Maha Vidyalayam, Trincomalee and 1 have represented the
school in the English debaiing team.

Herewith I have enclosed copies of my Educational
Certificates and Testimonials,

I assure you that I shall perform my duties to your
entire satisfaction if I am selected for this post.

Thank vou

! Yours faithiully,
5 S. Priyadharshini
o



C GBI Eh

21, wshw &9,
BBsmeanminda.
15, Guiigenfl 1986

DTG (LPB TG LDILIT GITIT,
DEFic (Filey -Yeirr . &ihiic GAGL_1,
Garppibyy 2.

HGTLjeiren gaus,

BeOBst umal

1986-tb Y ® wr& wr s 135 558 ‘@Eokens G el
Blagan'’ Li&Efansuley o mdiFer v Srriard&a G i Ml o
uii ugessrar efleridbigd Guime L ig @5 5. R INIEY
sidamer ofieyoniiigmssd Fwiilss el (Lo @ air B meir,

grar &, Qur. 5. ersrrew Ul evsul S E&lah ot
Ui @hg wrimsefle powd RS Ou i pyerGerer.

crarse g 22 poiew H5Cs8wn s B)BSHM B mer. mTer
SnCarawwiul gidrer  sWlth  war @l g Bureowse saal
sHCmesr. prew LTLETi Efe olars il S5 &
BB sgand QupPosGser.

BT @) égi et s@welé Fme pfl s ips@nih Lo D i &Fir 6 1)
Sha@nld SenrtiYuyerGersir.

Quuselss prar GsibGSGSSOLL L T STGHT g 6 Lt
GLewaw s aalar@puyn SeuSiuaTemih ams
W st pa @QardrQasr sy 2 gy Slwefl&&ar G meir.

Bt g
2 EISGT O GUTELDL{GITeN ,
sToit, FRustaad.
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VACANCY FOR TEACHER'S POST
S fups@irer ugal G

42, Havelock Road,
Colombo 5.
13th February 1986

The Managing Director,
RUTHER FORD ACADEMY,
Colombo 7.

Dear Sir,

POST OF TUTOR

Being given to understand that there is a vacancy for
the post of a Tutor in English in your institute. I beg to
apply for same.

1 have got through G. C. E. (A./L.) Examination inclu-
ding English Literature and Logic.

1 have served as a tutor in College of Higher Studies,
Jaffpa for two years and Vivekananda Maha Vidyalayam.,
Colombo * for three years.

Here with I am enclosing the copies of testimonials
with reference to my reccord of service.

If I am selected for the above post, in your institute,

I promise to perform my duties to your entire satisfaction.

Yours truly,
S. P. Gnanasekeram.
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e

42, Qama@ars of§,
Q@& apibyy 6.
13 Quiigeud! 1988

BITQITS (PSTGDIDLITETIT,
ep i Guire’. s i,
QaEraptby 7.

SIGTLGTGT gourT,

4 Fflur ugal

smagpwLw  soel HwsHe gl HOAwui @@
amsEe RO Usel Qapifid Fulusrs ADss Sous
dé@ aarg olaneriugmgs Fwitniss oy G ner,

1T GiT g s & ENILD T&Es Fr&Smbd sl
B <2 35 &
(6. Qur. 5.) ewispu uflmsule 8w fsearGerar.

BTG W pULITEw S Bl eyerar 2w s0als  Hev gy fudey
Guen@ eumLgpp, Q&repy AC8wasrarssr wsT ol &Pwre
wEPe ety G msesh HOMugrss  Sevwwr bl
&I B aar .

era @yt w Ceaneudsmen elugmser m@w &mer s hadmr
QS sor esyrnlujeirGerair,

S ASEREL L STLGTEE N prer CaT B0 S L T
L HSEHSG LT SpLBwelss ¢ puisd CGreamey QaFuiiBaer.
arewr 2B iBss ad@mbLRlearCper.

& AIGET LT EnLDUfeen,
sraiv. 9. @ymen Gamgin.
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SALES REPRESENTATIVES® POST
MMpulors FoHs Hesner uped

D. R. Logasandaram
22, Main Street,
Hatten.
18th April 1986.

The Advertiser,

PC 771 Cje. Daily News,

Sir,
POST OF SALES REPRESENTATIVE

Would you please consider my Qualification for the
Post of Sales Representative advertised in **The Ceylon
Daily News™ dated 16th March 1986 Particulars regarding
myself are given as follows:

L N U e o R LIPS hA SAT N e
e R e e e T e e R R S e
3. Date of Bitth o iiavmsrn s riss sdvshnriiiis sitsis yre vae
A5 Sex oo e

5. Schools Attended

6. Educational Qualifications ..... ...cessesmceseci-ooessnssssnee =on
7. Nationality .. e o e e A

8. Professionil Quahflcatuna s R U e D
O BPOTES .. ihiirin isr saavaniis sowiotns saisanions sshinaain s HhuiTs kg su TNy
€4 A Y ) e R e R U R T T e e

Original of my School Certificates anl character certi-
ficates in Support of the above post could be for warded

when called for an mtirview,
Thanks.

Yours faithfully,
D. R. Logasundaram.
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. A, Gevrdahsged
22, Guuisyr afg),
QDLI_GT.

18 aiigéd 1986.
efeThLIT ST ITT,

@e_ufal Bligen Geo Hesmi &5/,
BC 77

SO,

alhuleri AFHBHEETaT gl

19861h g av® wirid wrgw 165 5 @ubaams @ el
Syen’’ vgSfenasule oLy @SSOy GEs o HLdrLs
Sy @fgssrar ugalsy erarsyamiw Sdels SFEOLILD

Suanbsiigy s@S8 0 Qareaenory Ceausriy &6 5T ar&er( e,

T e e T

S e T

L3 BBPELE AN BB 5 wa ko madEs ek sa. DO SO SEE

R R R S e SO o e B ALl i s SO

LR ol e S s

¥

2

3

4

5, &l SHH UTL ETEVEET ., . ieey,
6. SRS SOEWIDFOT ... ivaunnrie inn e nann ne

R G S

RN T e e e SRR e e i
s LT e e S e e I

0. #naTpfloth SOFEAGUANTEGT ccc e ir rves ceaitanser wor aevsms

Gamtapss uf owsdyg Yopdsou@on Quireps g
uTLETlng Fren flEhsdr, Qupiss eraTlsp sar apseiiuer
aumen mE  Finf i 9OGushr,

Bas gl
o BISET 2Gu e UfET T,

1g. 247, GorasbHyon,
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TELEGRAPHIC LETTERS
BHH 1eHFVEHT

Telegrams can be defined as the briefest letters. They

contain few words to express a very great meaning. In
drafting telegrams, no rules of grammar need be Observed.
What is required is that the sense must be clear to the
persons who receive them.

SHEGHTE FHEHLOTE SEHFC) ST TR LILIGHBWITID. o

se1 GOPHS OFrHEefle 2T FSLLED HBSUSHMTLD,
SHEBe%T erapsih @QuTps @wésew ol Dsdr sy &S
CammgwRadw. HABs CsamauwrarlsararGeauafa & st
Qupie |OGAUGBSS HPw 2erer sGSassdar O gaflama,
TG SHRIQUWSTE  [ENHSGEID.

56

GENERAL - Gurgiaunetgi

Father Ill - Come immediately — Sister.
Yimall DG &S s
DL GTQWTS QUFAh, — SKET.
Father - Sudden Stroke
Admitted Hospital — Sangar
YrivraEss SeGpear wriy el
Lo s s Friuuls enoGE s RererTi.

— FEIST
Wire Mother’s Health — Father.
Sjuwreler s#ssmss SHS epan Hdaldsanb.

— .,

Grand Father Sinking -
Come Immediately — Barathi.

url L maydGs SEELOUITET & FHufarid
DL GTIQUITS euFayh — LTr§.



10.

{2

il

Grand Father Expired -
Cremation Saturday — Son.

uriL.r E&rerfefilmi
e FL G Fali&Bipen — Was,

Father Expired Suddenly -

. Inform all Burial Tuesday — Rani.

giun Selper srewm&ali it
aabaurgdgd s sab,
Finé@flome QFsaumisRipan — ge.

Wire Rupees Two Hundred — Daughter.
Qopro euTd
S55 ppwth SeLIIoD ~— HSHET.

All Money Spent -

Send Two Hundred without Delay -- Shanthi.
craoml uswapte GFwals el L g

FaTAIETION B)BHTD BT SHE@IILIGD.

— B8,
Come Tomorrow Evening -
Regarding That Matter —— Brother.
Ips i wwrs préw HarGargh apayD
— o GUT (V)

Unable to Come -

Due¢ to Unavoidable Circumstances — Ramya.
ST &S QPIQUITS BT T TS ST

QT wiT BmEE DGl ~ TIbWIT.

CONGRATULATIONS - ungnLpéssr

Heartiest Congratulations,

on Your Success — Rohini.

s i@ w Qaphlés aargl
@owytanrar Lrgr @éad — Cop&lel.
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12. Congratulations -
on your Promotion as Principal — Ramesh,

LEEE@SSG ABLUFTS swid® Fe gemwbe
e g uTbSsidser. — Gk

13. Felicitation to you on a - -
Appointment as J. P. — Keerthi.
pRser Fwrsre ARURuTs HudEsnc L sl G ~
g LrgriREser. — Si &8

14. Best Wishes te¢ you on your
21st Birthday — Mala.

ems@peL i 2l-ag 1905 Gerge Gy,
STEN G GUTEHH HEFGT. ~— LOFGNT

CONDOLENCES -~ gisssms Gauaflifuz

13. Sincere Condolences -

on You Father's Passing Away. — Friends,
e mE@ L SHULET G bHensGudiBlue sul
TG @SULTEILTET &5id% 50 G

Idfefss dmb@anGopih. [BEUT LifT FGiF,

16. My Heartfelt Sympathies at
Your Recent Bereavement — Saroja.

2B 3 ENEG  Hawanieuoy GHLILL . S5 BT LD G
FUMGE DG oTewH B)swTaulnTew
N ST Um ST . — FrmgT.

17. Shocked to Hear Your Father's

Death Sincere Condolences — Friends. -0
ig

wmise SsLLepler wyaws Gewd Gsil@

Gt FQwen_BBsmh. Tingl 2 eiwenipuiTeN

Siss5m5 45 Qglalsgs Qemer@eanGuih. — Feiniii sor,

o
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%11

18.

19.

20.

21.

22

23

2

Your Father's Death - Much Regretted
Our Condolences — Classmates.
o daer 19smaler wrew S SuiL @ sayb
oun s e Gapid . TEISET G SRS
e F G LOIT GONT GUIT SET

Heartfelt Condolences on

Your Father's Death — Reja.

2 diser &stus@ilen e Gom S (B
TGN & LOGTLILLTOMDTET SISSE &G ~ IT 2.

Most Grieved to Learn of Your

Mother’s Death - My Condolences — Deva.

2 misen Sbnraier Favsesumlbs Hseyb
SGEmeat_08gar. aarg JAHgysrubsd — Ggar.

OFFICIAL - 2 $R0ursL,Tawnsarg

Sick — Beg Leave -
M. C. (Medical Certificate) Follows — Nathan,
G&aiflendn — ey STayih.

(svaug S Fmew Hoh) eyt Gever s — BT SH .

Grant me a Day’s Leave — Cyril.
@@ Frer oy sraph — .

Beg Two Day's Extension. — Cyril.
Eoar® priisepse dow Hgdsas — g,

Your transfer Differed Till Further Orders.

2 miGer W Hoh wp SLLGT aEd uengejb,

Casual Work Avaijlable ~
Report on 22nd — Morrisons.

spsrals Gewdy 2 arergi.
22-10 B8 eupapb. — @uorgllFare.



26,

27.

28.

29,

31,

3z.

&0

BUSINESS - sfunumgio

Despatch 10 Cwt. Potatoes - Cash on Receipt — Peter.

e @lns Bypiie 10 Abst SAeycisen.

Sl $55b uawn Osr@Eési®n — f i,
Send Ten Baskets of Flowers —

Urgent Confirm by Wire — Ranjana Florists.
LGS Sl L Dentieyh, <HauFgid

SpE o Aonfums o wHILGSSaD.

— JE5FE) L efwromd.

Your Book - Out of Stock -
Despatch Fifty Copies Immediately — Maccalums,

RASEDLW LS55 oeuleuls @,
e ergurs gibug Wrfaer eund eaussaub.

— D& FHGULDGN .

Your Shirts in Great Demand

Supply Ten Gross Immediately — City Textiles.

s msgnen_u Gol Résemsg Hsous Sgrés)
Qné®pg. o1 argurs uss GCrTew g LILiajih,

— 8y Qg _dign.

Sending Hundred Reams Box Board. As per Order,
Take Delivery — Post Cheque. — Abaya Stationers,
LBIFE@H LW @LTLIg. BT Hibev Qurden Gumr
Ste i SGaped Gl 1 16 @ & Gior (B,

wrCemdn Ieylivepd. — Sfuw Cuoud ewiriiri.

Your Cheque Acknowledged ~
Orders Already Despatched -- ¢“Meenambika’
ems@o L sTAFT QubmsGsTanGLrmib.
gL-pigllume gnsarGa Saysiun Hal’ L ey,

— 18y RET
Cost of Stationery Up - Send Thousand Rupees
More - Sorry for Mess — Jaya,
aL-STH oty sugeli’t g. Qergyd HUudgd epur
HAgpuinieyh. sepLb Qer@UUSHES 5SS G per.

— Qguir.

a




Ll

INFORMING CHANGE OF ADDRESS
arsd wihHmin AMal 550

No. 2, First Division, Maradana,
Colombo 10.
10th Janauary 1986.
The Post Master,
Sub Post Office,
2nd Division, Maradana.
Sir,
CHANGE OF ADDRESS
From the 2nd of November I am leaving the preseat
residence and shall be occupying the new premises.
Therefore please be kind enough to direct all letter
accordingly,
My new address is:
No. 6, Messenger Street,

Colombo 12.
Yours faithfully,

M. Dharmalingam

@w. 2, pswrd diey, L5 S |
@a&rapibry 10.
10, zeweudfl 1986
suUT® HFETd,
o1 Hume Hlvuwib,
@uearmid (9fa), WwGSTET:
s,
alersd wrhniulsarsi
BanbLr wrsh 2 §58 sHFLUD pritser gl g
Qimbs yHu @S50S Lo YSIET DLIHGWITE  STEVIT
syss Qsriysepd LW AorssBpe Saynieey
s mer gy,
cThsERm L B alemah;
@o. 6, Quadrgd &,
Glamapibyy 12.
D.EIFET DG CHLDILIGTAT,
erin, Siioefllimibd.
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62

Glaumin Glu Tss1OUom Ol si

=

Fight life’s battle bravely and manfully,
sipapts giemflapd Qe dgusrid ST L am Sl .

Dare to do right: fear to do wrong,
B yfls: Guenar YEhs s,

Go not into the society of the vicious. -
EQuini epeles Cepmwsd B

Hold integrity sacred.
Gpiann erevspih griieniy M adGL_d,

Injure not anothet’s reputation or business,
Aof goth gl SeopsBi. Cawrimrb.

Judge not, the ye be not judged.
Eof gop srafldr gir gomm Qaedliidb,

Keep your mind from evil thought.
@&l ersiwamGie ofigm OmesDafa.

Lie not for any consideration.
Qurgdr v Do iyt Gurduemy GuGsd.

Make few acquaintances.
RewepGu aurpalle BCHR srodis Gumer,

Never try to appear what you are not.
Cumell Garapih gyoimig GL v erair gyib,



11,

12,

¥ 13.

16,

i7.

18,

19.

20.

Y 21.

QObserve good manners.,
Beva Lipdsth mrEE  eTan giih.

Pay your debts promptly.
s s plgmesre o Ger Qa1 50,

Respect the counsel of elders.
apsGert Qumrslmew wlurogsuris Gsrer.

Sacrifice money rather than principles.
Qewan Fueolond Gerdms oG e.

Touch not, take not, handle nof intoxicating drinks.

wawrh, Gy, Guwirtsermed wgeves BavGL .

Use your leisure time for improvement.
aarGpr puaiand wpsvGarn EoLgNs.

Zealously labour for the right: success is cerfain.
alpusr Apaf ceopsfE: Qaupy fFewb.

Venture not upon the threshold of wrong.
Beovn yfws SAflgue giafiGuisy,

Watch carefully over your passions,
DL HERFEDUS YETEHOLITE O,

Endure frials patiently.
@B seiv L6y wwlgnih HP&EFE GamerGer.

Yield not to discouragement.
Yoo shup el Hami-FH. Caame .

B3



10.

64

- SWpt upGomfwenae srhm
B UGl fssir

The face is the index of the mind.
SHGSFH e apssSw Gshupb.

i

Humility gains more than Pride.
L _G&h guigd Quirer Sopib.

God stays long but strikes at last.
SggFar gy GQaraveurer; Qsoiand farg Qamrdgrs.

Every bird must hatch its own egg
Sapsrayd Jevdor Saust B Gawr G L mBeusss Bib.

Necessity knows no law, All is fair in love and war.
QLS HEG Lrath ey,

Look before you leap.
o gt ioe sréy ol mBe.

Experience is the mother of science.
g Cuegd Qamermever g ardRuis,

Spare the rod and spoil the child.
Iy 2 syaug Gure Newemer S} 2 gojeurd sera?

Do in Rome as Romans do.
calrr® o5 amp.

Bast or West, Home is best. .} =
el awdrwureyayd sof wdr Gausv@ib.
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