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Lesson 3 – Dealing with Incoming Mail 

(1)  From the information below, complete the Remittance Book given: 

1. Draft from Al Dana Establishment for KD 324, the account No. 3132. 

2. Cheque from Alico Company for SR 2345, the account number is W324. 

3. Gulf Computer, sent a draft for KD 543, the account number is M34565. 

4. The company received a cheque from ABC Group for $250, the account number is N872. 

 

Note:  Miss Manar Ahmed is the cashier who receives the amount today.   
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Question 2: 

Complete the Incoming Mail Register using the details given below: 

a) On 13th Feb. 2017, a letter received regarding unpaid installment from ABC Bank dated 9 

Feb 2017.  Delivered to Account Department, with a reference of RS718. 

b) A letter received on 6th Feb 2017, for Human Resources Department.  It received from 

NYIT regarding the training of the staff.  It was dated on 3rd Feb 2017.  Reference NT657.  

The letter marked "urgent". 

c) On 25/02/2017, a letter received from Kanoo Motors to the Purchase Department.  It issued 

on 26/02/2017 regarding the "Quotation".  A Quotation attached.  The reference of it is 

MK247.  

d) On 19/02/2017, a letter received from Shams Company to the Sales Department.  It dated on 

10/02/2017 and it is about "New Order".  A form attached with the letter.  The reference of 

it is SCI31. 
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