
[Government of Jharkhand]  

[Department Name]  

[Office Address]  

[City, State, Zip Code]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: [Subject Line]  

Dear [Recipient Name],  

I hope this letter finds you in good health.  

[Introduction: Briefly introduce the purpose of the letter.]  

[Body: Provide detailed information regarding the subject. Include 

specific points or actions required.]  

[Conclusion: Summarize the key points and express any necessary next 

steps or contact information.]  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Department Name]  

[Contact Information] 


