
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Designation]  

[Department/Office Name]  

[Institution Name]  

[Address]  

[City, State, ZIP Code]  

shrddhey' [Recipient's Name],  

bissy': [Subject of the letter]  

[Body of the letter: Clearly and concisely state the purpose of your 

communication. Include any necessary details or context, and be polite in 

your request or information sharing.]  

dhnybaad /  

biniit,  

[Your Name]  

[Your Designation, if applicable] 


