** [Your Organization/Department Name] **
Address] **
City, State, ZIP Code]**
Email Address]**
Phone Number]**
** [Date] **
**Subject: Guidelines for Election Card Issuance**
Dear [Recipient's Name/Team],
We are pleased to provide you with the guidelines for the issuance of
election cards. Please adhere to the following procedures to ensure a
smooth and efficient process:
1. **Eligibility Criteria**
- Must be a citizen of [Country]
- Age requirement: [e.g., 18 years and older]
- [Any other eligibility criterial
2. **Required Documents**
- Proof of identity (e.g., passport, driver's license)
- Proof of residency (e.g., utility bill, lease agreement)
- [Any other necessary documents]
3. **Application Process**
- Complete the [application form type]
- [Instructions on where to submit the application]
- Ensure all documents are [notarized/photocopied etc., if applicable]
4. **Issuance Timeline**
- Applications processed within [number of weeks]
- Notification of card issuance via [email/mail/phone]
5. **Contact Information**
- For any inquiries, please contact [Name/Department] at [phone
number/email].
Thank you for your cooperation in this important civic duty.
Sincerely,
[Your Name]
[Your Title]
[Your Organization]
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