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Letter Head

Enter Date

With regards,

Yours sincerely,

(Name)
To,
Name of the Officer
Designation
Name of the Office
Address

Encl: as stated

Copy to:
(It should never be typed on the first copy of the letter)
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Letter Head

To,

Secretary,
Ministry of Home Affairs,

Address:-
Sub:-
Ref.:-

Sir,

Date:

Thanking you,

Encl: as stated

Copy to:

Yours faithfully,

(Name)
Designation
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