Application letter  format
What is a Formal Letter?
Formal letters are usually written for official reasons. It is written in a formal language with a specific structure and layout.
Format for Application letter
Sender’s Address
Date

Receiver’s Address

Subject- 

Salutation  (Respected Sir/Ma’am)
— —Body  
· First Paragraph: Introduce who you are and the purpose of writing the letter in brief.
· Second Paragraph: Explain what the issue is and how it impacts you or matters to you and/ or the society.
· Third Paragraph: Conclude your letter by mentioning the conclusion or request or solution.
Thank you

Complimentary Closing (Yours faithfully/ Yours sincerely)
Sender’s Full Name
( Designation if any) ( Optional)

1.You are Sarita Roy/ Sourav Roy, a student of Delhi Public School, Delhi. You are sick and need leave from school for two days. Write a letter to Principal for the same.

Sarojini Nagar
Delhi

10 April 2026

The Principal
Delhi Public School
Delhi

Subject: Request for two days sick leave

Respected Sir/Madam
This is to inform you that I, Sarita Roy/ Sourav Roy, a student of class VII at your institution . I request you to grant me two days of sick leave since I am suffering from fever and the doctor has advised me to take rest for two days. For your records, I will enclose a copy of my medical certificate with my application.
Therefore, I request you to kindly excuse  my absence from school for the 13th and 14th of  April. Kindly grant me leave for these two days.
Thank you.

Yours Sincerely
Sarita Roy/ Sourav Roy

2.You have recently changed your mobile number. Write an application to the Bank Manager requesting to update your new phone number in your bank records.



Chakdaha, Nadia
West Bengal – 741101

10 April 2026

The Bank Manager
State Bank of India
Chakdaha Branch

Subject: Application for Change of Mobile Number

Respected Sir/Madam
I would like to inform you that I have recently changed my mobile number. I request you to kindly update my new mobile number in your bank records for my savings account.
My account number is 1234567890. My old mobile number was 9XXXXXXXXX, and my new mobile number is 8XXXXXXXXX.
I kindly request you to update the details at the earliest. I shall be grateful for your help.
Thank you.

Yours faithfully
Sarita Roy


Q1) Write an application to your Principal requesting leave as you have to attend your cousin’s sister’s wedding.

Sample answer
Pumlia, Chakdaha 
Nadia- 741234

10 April 2026

The Principal
ABC School
Chakdaha,Nadia

Subject: Application for leave to attend a family wedding

Respected Sir/Madam
I beg to state that I Ishita /Ishaan Roy of class VII of your institution, have to attend my cousin sister’s wedding in my hometown. Therefore, I will not be able to attend school for a few days.
I kindly request you to grant me leave from 13th April 2026 to 16th April 2026. I will complete all my pending classwork after returning to school.
I shall be highly obliged for your kind consideration.
Thank you.
Yours obediently
Ishita Roy

2) Write an application to your school library teacher requesting the issue of a library card.

Sample answer 
ABC School, Chakdaha 
Nadia 741234

10 April 2026

The Librarian 
ABC school

Subject: Application for issue of library card

Respected Sir/Madam
I beg to state that I am Ishita Roy /Ishaan Roy,  a student of Class VII, Section A of your school. I wish to use the library regularly for reading and borrowing books.
I request you to kindly issue me a library card so that I can avail the library facilities. I assure you that I will follow all the library rules and take proper care of the books.
I shall be grateful for your kind help.
Thank you.
Yours obediently
Ishita Roy/ Ishaan Roy

