
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

The [Title]  

[Department Name]  

Government of Jharkhand  

[Department Address]  

[City, State, Zip Code]  

Subject: [Subject of the Request]  

Dear [Title] [Recipient's Name],  

I hope this letter finds you in good health and high spirits.  

I am writing to formally request [briefly state the purpose of your 

request] as part of [mention any relevant context or background].  

[Explain the details of your request here, including any pertinent 

information, reasons, or supporting data.]  

I would appreciate your assistance in executing this request and look 

forward to your positive response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Designation, if applicable]  

[Your Organization, if applicable] 


