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Hand-written Cheque

Where the mandatory information fields in
the Cheques are filled by hand, indelible pen
(ballpoint) or permanent ink of dark colors,
such as black or blue, shall be used. Pencils,
fugitive or non-permanent ink shall not be
used. Banks and their customers shall refrain
from circling or underlining of information

and keep free the areas of interest (AQIs)
-NRB
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Manager’s Meeting Call Email

Subject: Scheduled Team Meeting — Tomorrow at 10:00
AM

Dear Team,

| would like to invite you all to a regular team meeting
scheduled for tomorrow at 10:00 AM in my office. We
will be discussing key updates, ongoing projects, and any
important matters that require attention.

Please make sure to be on time and come prepared with
any necessary updates from your respective areas. Let me
know if you have any agenda items to add.

Looking forward to our discussion.

Best regards,
[Name]
[Manager]

Official Email Response

Subject: Confirmation of Attendance for
Tomorrow’s Meeting

Dear [Manager’s Name],

Thank you for the meeting invitation. | confirm my
attendance at the scheduled meeting tomorrow
at 10:00 AM in your office. Please let me know if
there are any specific documents or preparations
required for the discussion.

Best regards,
[Your Name]

[Your Position]

IR Y 3D HEGTS 8 D TSB! [AaR0 Ieod TS,
|

Unofficial/Chat-Type Email
Response
(This type of email should be avoided)

Subject: Re: Meeting Tomorrow

Hey [Manager’s Name],

Got it! Will be there at 10 AM. Let me know if anything
special needs to be prepped.

Thanks,

[Your Name]
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ST, WA+, BieR, IR, dFger, AR offa |

e 3R HHRI (Intangible Assets):
AHCAIR, e, s Jd, Tefde 2l |

| ) AIUMA ARE 1o YR
N\ ® IR HedIdha: HEBR] AT IqaeId FHRID! UM TS |
o quic MgRe: wRy WRedm I w@wend! aiffe doe IR FHd! ANl T956 |
e SFdl (Tender) a1 Hea ga+l (Quotation Comparison): 3@ IHIGT SIRT yfaesicdd av#1 sgfcradl
gHle TR |
o WigHfd UEHAT: WEPRID! Fodled AMM a1 aeeIus Fifa At 3ff~<d o 1R |
o TRy UIftd X <dl: WRe Wedduf® Idors IfNSEH gdl TR |

([) JFURY YAOT G Jidid JFeMR (Maintenance & Utilization)

q. Sferd wamt SR (Standard Operating Procedure - SOP): \A#fRidl |8l TARTHT SR IR
SR fEvr W™ st T

2 YT GRIR difodr:

o Ty, A9TRYD o1 I wIAT A=RIPT A9d T,
® JIMAYTPH WRHT WAl YSIHERIT IHHIAT T |

3. 91 (Insurance): SIREH aRATOAHT SR T@I Houd! TRRIEDl 91 TR |

qu
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