
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Application for [Specific Request/Service]  

I am writing to formally submit my application for [specific request or 

service related to RTA].  

[Paragraph 1: Introduction]  

Introduce yourself briefly, mention the specific request, and provide 

context for your application.  

[Paragraph 2: Purpose of Application]  

Explain the reason for your application, including any relevant details 

that support your case.  

[Paragraph 3: Supporting Information]  

Provide any necessary documentation or evidence that strengthens your 

application. This may include reference numbers, dates, and description 

of any past interactions with RTA.  

[Paragraph 4: Conclusion]  

Summarize your application and express your hope for a positive response. 

Thank the recipient for their time and consideration.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)]  

[Enclosures: if any, list the documents included] 


