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( Letters and Applications on Educational Matters )
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1. This is to bring to your kind notice that | am leaving the town and |
want to have my son’s transfer certificate from your reputed
school/college etc .

2. | have been watching my son’s studies and find him to be still
quite weak in mathematics .

3. | am deeply pained to learn from my son about the callous attitude
of some of the teachers towards the students .

4. Since my daughter ...... a student of your school, class....... wishes
to compete for the science talent competition, | should be grateful
if you could issue the relevant certificates .
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5. Kindly arrange to issue the certificate at your earliest. Thank you .

6. | would be grateful if some special attention is given to my son

7. You are requested to send the relevant certificates by....... (give
date )

8. | again request to get the needful done at your end .

Sample Letter

Dear Sir (or Madam),

Since my daughter Neeta, a student of Class Xl in your school,
wishes to compete for the science talent competition, | should be grateful
if you could issue relevant certificates.(4) | again request you to get the
needful done at your end. (8)

Yours sincerely,



