Writing Formal Ayyllcatlons INIT

& Objectives

On completion of this unit you'll be able to —

e tell the importance and functions of formal applications
e identify the form and different parts of a formal application

o write formal applications for various purposes
’
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@ Overview

Lesson 1 : Introduction to formal applications

Lesson 2 : Writing applications to educational institutions
Lesson 3 : Writing applications for employment

Lesson 4 : Writing application for collective interest
Activities
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Introduction to Formal Ayylications
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20 October 1996

The Headmaster
Dhoomghat High School
Chittagong

Subject : Application for a Transfer Certificate.

Dear Sir,

| am a student of Class IX, Science Group in your school. My roll number

is 03. | have been studying at this school for five years. Recently, my father

has been transfered to Comilla. We have to go there soon. Under the

cCircu_rnstances, | need a transfer certificate to get admission to a school in
omilla.

| should be grateful if you would kindly issue me a transfer certificate as

early as possible.

Thank you.

Yours faithfully,
Rezaul Karim

Roll- 03, Class IX
Science Group
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20 October 1996

The Headmaster
Dhoomghat High School
Chittagong

1 DATE |

2 ADDRESS |

Subject : Application for a Transfer Certificate. 3

SUBJECT |

Dear Sir,

I am a student of Class IX, Science Group in your school. My roll number is 4

GREETING |

03. I have been studying at this school for five years. Recently, my father has
been transfered to Comilla. We have to go there soon. Under the

circumstances, | need a transfer certificate to get admission to a school in 5
Comilla.

BODY |

I should be grateful if you would kindly issue me a transfer certificate as early

as possible.

Thank you.

Yours faithfully,

Rezaul Karim
Roll- 03
Class IX
Science Group

6 CLOSING
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The Headmaster 20 October 1996
Dhoomghat High School
Chittagong

Subject : Application for a Transfer Certificate.

Dear Sir,

I am a student of Class IX, Science Group in your school. My roll number
is 03. | have been studying at this school for five years. Recently, my father has
been transfered to Comilla. We have to go there soon. Under the circumstances, |
need a transfer certificate to get admission to a school in Comilla.

I should be grateful if you would kindly issue me a transfer certificate as
early as possible.

Thank you.
Yours faithfully,

Rezaul Karim
Roll- 03
Class IX
Science Group
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Situation 1 :

@ Suppose you have completed the SSC Programme of the Bangladesh Open
University this year. You are planning to get admission into a college. But you
need a testimonial from the co-ordinator of your Tutorial Centre for the
admission purpose. Write an application to the co-ordinator of your Tutorial
Centre for a testimonial.

2 August 1998

The Co-ordinator
BOU SSC Programme
Govt. Girls' High School, Comilla.

Subject : Application for a testimonial.

Dear Madam,

I was a student of the SSC Programme of the Bangladesh Open University at your
Tutorial Centre. | have completed all the courses of the SSC Programme this year
and | have been placed in the 1st division with letter marks in Mathematics and
English. Now I need a testimonial to get admission into a college.

I hope that you would be kind enough to issue me a testimonial as early as
possible.

Thank you.
Yours faithfully,

Kazi Gulnahar
Student ID No. 950101830034
TC : Govt. Girls' High School, Comilla.

+ Fon Read and note.
Testimonial : eHieIofE, I 5@, ¢dt, wFe! Ihif MaltR eaa@
get admission into : @ () elfedie of$ zem
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Situation 2 :

You have come to know that Bangladesh Open University (BOU) is going to
offer some full-free studentships to the needy and meritorious students of its
SSC Programme. As you are in financial hardship, you think it will be a good
idea to apply for a full-free studentship to the BOU authority. Write an
application to the Dean, Open School, Bangladesh Open University for a full-
free studentship.

4 January 1995

Dean

Open School o
Bangladesh Open University
Gazipur-1704

Subject : Application for a full-free studentship.

Dear Sir,

| am a student of your SSC Programme under the Tutorial Centre of Rangpur
Zila School. My father is a retired Government Officer. We used to live in
Government quarters. But now we are living in a rented house as my father has
been retired. Now with the rise of living cost it is really very difficult for my
father to pay my tution fees. Although | obtained 70% marks in the five courses
which | took last year, the continuity of my studies has become uncertain in this
situation.

| understand that you are offering some full-free studentships to the needy and
meritorious students of your programme. Under the mentioned circumstances, |
hope that you would be kind enough to grant me a full-free studentship so that |
can continue my studies.

Yours faithfully,

Sadia Afreen
Student 1D No. 960108470038
TC : Rangpur Zila School

TN
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Situation 3 :

You've got the information that the Vice-Chancellor of Bangladesh Open
University is going to visit your Tutorial Centre (TC) next month. You the
students of SSC Programme would like to stage a play in his honour. Write an
application to the Co-ordinator of your TC for permission to stage a play.

25 August 1996

Co-ordinator
BOU Tutorial Centre
Madhabkunda High School, Habiganj

Subject : Application for staging a play.

Dear Sir,

We the students of the SSC Programme of BOU are very happy to know that the
honourable Vice-Chancellor of Bangladesh Open University is coming to visit our
Tutorial Centre next month. On this occasion we would like to stage a play in his
honour.

We think this will be a new experience for all of us. It will not only entertain the
students and the honourable guest but it will also help to bring out our performing
talent and organising abilities. We have decided to stage Rabindranath's
'‘Dakghar’. Our Bangla tutor has kindly agreed to help us.

We should be grateful if you would kindly give us permission to stage the
play.

Thank you.
Yours faithfully,

Students of
BOU SSC Programme
TC : Madhabkunda High School, Habiganj

Read and note.
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Write an application to the manager of Uttara Bank for the job an office
assistant

10 January 1997

General Manager
Uttara Bank Ltd.
81, Motijheel C/A, Dhaka- 1000

Subject : Application for the job of an office assistent.

Dear Sir,

I understand from the advertisement published in several newspapers that you are
going to aﬁpomt some office assistants at your bank. | would like to offer myself
as one of the candidates for this job.

I am enclosing a copy of my Curriculum Vitae in favour of my application. | hope
it will provide necessary information for your kind consideration.

I should be grateful If you would kindly let me know the time and date for the
interview.

Thank you.
Yours sincerely,

Rafigq Hasan
45, Bijoy Nagar, Dhaka.
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CURRICULUM VITAE OF
Rafique Hasan
45, Bijoy Nagar
Dhaka - 1202
Phone : 8925633

A. Personal Details :

Date of birth . 25th August 1977
Marital status . Single
Permanent address  : Vill. Pabur
Thana : Banaripara
Dist : Barisal
B. Education :
SSC : Passed in 1993 from Dhaka Board and was placed in the 1st
division.

HSC : Passed in Commerce Group in 1995 from Dhaka Board and
was placed in the 2nd division.

C. Other Quialifications :
e Completed a course on Secretarial Science in 1995.
e Completed a course on Type-writing and MS Word in Computer in
1996.

D. Experience :
e Working as an office assistant at a private firm since July 1996.

Rafig Hasan 10 January 1997
Signature Date
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Suppose you have completed the SSC Programme and the certificate in Education
Programme from the Bangladesh Open University. Now you are thinking of
starting a teaching career in a school. A few days ago you saw an advertisement
in a local newspaper for the post of an assistant teacher in the Charpalisha
Junior High School. Write an application for the post.

10 March 1995

The Secretary
Charpalisha High School
Jamalpur

Subject : Application for the post of an Assistant Teacher.

Dear Sir,

I understand from your advertisement in the local newspaper of 3 March 1995
that you are going to appoint an assistant teacher for the primary section of your
school. I would like to offer myself as a candidate for this post.

For your kind consideration |1 would like to inform you that I completed the SSC
Programme from the Bangladesh Open University in 1996. Recently | have completed
the Certificate in Education (CEd) Programme from the same university. As a part of
the CEd Programme | have done practice teaching at the Nabakumar School, Sherpur
for one year. | am also good at debate and sports which may help me to organise
student activities.

I am enclosing herewith copies of my certificates and testimonials. | should be
grateful if you would give me a chance for an interview.

Thank you.
Yours faithfully,

Rowsanara Renu
High School Road
Jamalpur.

&
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Write an application to the Postmaster General requesting him to open a
sub-post office in your locality.

10 September 1994

The Postmaster General
Dhaka

Subject : Application for opening a sub-post office.

Dear Sir,

We, the people of the village Noapara in the Sreenagar thana, would like to draw
your attention to the following facts.

Noapara is an old famous village. About four thousand people live here and more
than 30% of them are educated. There are two high schools and a college in this
village. Many people of this village live abroad and in different places of the
country. But it is very unfortunate that there is no sub-post office within 8 KM of
the village. For this reason the people of this village have to suffer a lot.

Therefore, we request you to take up necessary steps to set up a sub-post office in
our village as early as possible.

Thank you.
Yours faithfully,

Md. Abdul Jalil

(On behalf of the people of Noapara village.)
Thana : Sreenagar

Zila : Narayanganj
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% Write an application to the manager of Adamjee Jute Mills Ltd. for permission
to visit the mill on an educational tour.

1 August 1995

General Manager
Adamjee Jute Mills Ltd.
Demra, Narayanganj

Subject : Visit to your mills.

Dear Sir,

We, the students of class 10 of Dhaka Polytechnic School, would like to visit
Adamjee Jute Mills Ltd. on an educational tour. This visit will help us in our
studies.

We hope you would be kind enough to permit us to visit your mills on 8th August
1995 in the morning.

Thank you.
Yours faithfully,

Ekramul Hoque
(On behalf of the students of Class X)
Dhaka Polytechnic School

Dhaka
. Read and note.
+ ko permit : allow, wqwfe @
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You want to enroll in the HSC Programme of BOU, which is going to
be started from 1998. But you don't know detailed information about
the programme. Write an application to the Dean, Open School
requesting him for necessary information on the programme.
Particularly ask for —

date of admission

number of courses available for the first year
entry requirement, and

cost of the programme

Write an application to the Controller of Examination of Bangladesh
Open University for your marks certificate of the SSC Examination.

A poultry feed marketing company wants some young and energetic
people to market poultry feed in the rural areas. Write an application
to the manager of the company for the post of a marketing executive.
Attach your Curriculum Vitae with your application.

A national daily wants some local correspondent for its news section.
Write an application to the editor of the newspaper mentioning that
you would like to act as their local correspondent. Enclose your CV
with your application.

Write an application to the chairman of your thana/municipality
requesting him to set up an electricity pole in your locality.

You are organising a charity football match to help the flood affected
people. Write an application to the District Sports Officer for the
permission of using the district stadium as the venue of the match.
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