
**NOC Letter Format Checklist for QDC** 

1. **Header**  

 - Company Name  

 - Company Logo  

 - Address  

 - Contact Information  

 - Date  

2. **Recipient Information**  

 - Name of Recipient  

 - Position  

 - Organization  

 - Address  

3. **Subject Line**  

 - Clear and concise subject (e.g., "No Objection Certificate for 

[Project Name]")  

4. **Salutation**  

 - Dear [Recipient's Name],  

5. **Body of the Letter**  

 - **Introduction:**  

 - State purpose of the letter.  

 - **Details of the No Objection Certificate:**  

 - Describe the project or activity.  

 - Mention the specific request for NOC.  

 - Include any relevant details (e.g., project duration, location).  

 - **Statement of No Objection:**  

 - Clearly state that there is no objection from the issuing authority.  

6. **Closing Statement**  

 - Thank recipient for their attention.  

7. **Signature**  

 - Name of the person issuing the letter  

 - Designation  

 - Company Seal (if applicable)  

8. **Enclosures (if any)**  

 - List any attached documents relevant to the NOC.  

9. **CC (Carbon Copy) Section (if applicable)**  

 - List additional recipients, if necessary.  

--- 

Please ensure to customize each section with relevant information before 

sending. 


