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

• tell the importance and functions of formal applications 
• identify the form and different parts of a formal application  
• write formal applications for various purposes 
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Introduction to Formal Applications  
 

 

 
LESSON

 

 
A 
English Two eBáq Avcbviv e®w≥MZ wPwVcŒ A_©vr Informal letters wjLáZ wkáLáQb| 
GB Informal letters QvovI Avgvá`i wewfbú c÷áqvRáb AábK c÷wZÙvb ev KZÖ©cá∂i KváQ 
Aváe`b ev cŒ ÜhvMváhvM KiáZ nq| G mKj Aváe`bcáŒi wfwÀáZ ÜhánZz wbá ©̀wkZ c÷wZÙvb ev 
KZÖ©c∂ AvbyÙvwbK wm◊vö (formal decision) M÷nY Kái _váKb, myZivs G mKj formal 
Aváe`bcŒ ev applications Gi KvVvágv Ges fvlv àewkÛ® e®w≥MZ wPwVcáŒi gáZv Awba©vwiZ 
bq| wm◊vö M÷nYKvix KZÖ©cá∂i myweavi Rb® formal applications AábKUv wba©vwiZ Ges 
mvaviYfváe e®e¸Z KvVvágv AbymiY Kái _váK|  
 

wbáPi cwiwØíwZwU j∂ Ki“b −  
ÜiRvDj Kwig P∆M÷vg aygNvU nvB Øãzáji beg Ük™Yxi QvŒ| Üm cuvP eQi aái GB Øãzáj coáQ 
Ges fvájvB djvdj Kái AvmwQj| we¡vb wefváM Zvi Üivj b§^i- 3| wKöë m¤ú÷wZ Zvi evev 
Kzwgj-váZ e`wj náq ÜMáQb Ges Lye wkMwMiB Zvá`i cwievi Kzwgj-vq Páj hváe| dáj ÜiRvDj 
Kwiági Avi aygNvU nvB Øãzáj cov ná”Q bv| wKöë mgm®v ná”Q, Kzwgj-vq ÜKvábv Øãzáj GKB 
Ük™YxáZ fwZ© náZ náj, ZváK aygNvU nvB Øãzj Ü_áK GKwU e`wjcŒ ev Transfer Certificate 
wbáZ náe| myZivs, Üm aygNvU nvB Øãzáji c÷avb wk∂áKi KváQ wjLj − 
 
20 October 1996 
 
The Headmaster  
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. 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, I 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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B  
 

Read and note.  
application : `iLvØ, Aváe`bcŒ 
studying  : covÔbv KiwQ (study − covÔbv Kiv)  
recently : m¤ú÷wZ 
transfered : e`wj Kiv náqáQ (transfer − e`wj Kiv) 
circumstances : AeØív 
under the circumstances : G AeØívi cwiác÷w∂áZ, GgZveØívq  
issue : Bmy® Kiv, c÷̀ vb Kiv 
yours faithfully : Avcbvi wek¶Ø/wek¶vmfvRb 

 
ÜiRvDj Kwig Zvi c÷avb wk∂áKi wbKU hv wjáLáQ Zv GKwU formal application| Gevi 
Gi wewfbú Ask j∂ Kiv hvK|  
 

 1 DATE 
  
 2 ADDRESS 
  
 3 SUBJECT 
  
 4 GREETING 

  

 5 BODY 
  
  

  

 6 CLOSING 
  
  
 7 SIGNATURE  

 & ADDRESS 

20 October 1996 
 

The Headmaster  
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. 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, I 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 

1 Date : AvaywbK c◊wZáZ Aváe`bcáŒi Ôi“áZB evg w`áK wbw ©̀Û ZvwiL wjLáZ 
nq| Ühgb ÜiRvDj Kwig wjáLáQ 20 October 1996 | A_©vr c÷_ág w`b, 
Zvici gvm Ges meákál eQi| GwU Avevi c÷_ág gvm, Zvici w`b 
Ges Kgv ( , ) w`áq meákál eQi A_©vr October 20, 1996 GfváeI 
ÜjLv hvq|  

2 Address : hvi KváQ Aváe`b Kiv ná”Q Zvi c`ex w`áq Ôi“ KiáZ náe| c`exi 
wbáP c÷wZÙvábi bvg Ges Zvi cái Øívábi bvg wjLáZ náe|  

3 Subject : Subject wjáL ÜKvjb (:) w`áq Aváe`ábi welqwU wjLáZ náe|  
4 Greeting : GLváb Dear Sir ev  Dear Madam ÜjLv nq| Gici Kgv ( , ) emáe| 

Greeting Gi c÷wZwU k„ Capital letter w`áq Ôi“ KiáZ nq|  
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5 Body of the letter : Aváe`ábi welqwU mivmwi DcØívcb KiáZ náe Ges Zv ¯úÛ Kái 
wjLáZ náe| Aváe`bcáŒi body ÜZ wjwLZ welq mnáR AbyavebáhvM® 
Ges msw∂fl nIqv c÷áqvRb|  

6 Closing : GLváb mvaviYZ Yours faithfully, Yours truly, Yours sincerely, 
c÷fÖwZ ÜjLv nq Ges Ükál Kgv (,) Ü`qv nq|  

7 Signature & address : Aváe`bKvixi bvgmn Ø^v∂i KiáZ náe Ges body ÜZ wVKvbv bv _vKáj 
Ø^v∂áii cái wVKvbv w`áZ náe|  

C 
mvaviYZ Üh ÜKvábv formal application-G Dcái ewY©Z GB mvZwU AskB _váK| ÜLqvj 
Kiáj Ü`Láeb ÜiRvDj Kwiági ÜjLv application wUáZ GB mvZwU AskB evg gvwR©b Ü_áK 
Ôi“ náqáQ Ges ÜKvábv bZzb c®viv Ôi“i Ü∂áŒ GKB wbqg AbymiY Kiv náqáQ| ÔaygvŒ `yB 
jvBábi ga®eZx© `iZ° Ü_áK bZzb c®viv ÜevSv hvá”Q| formal application Gi GB c◊wZwU 
ZzjbvgjKfváe AvaywbK| formal applications ÜjLvi Ü∂áŒ AváiKwU c◊wZI c÷PwjZ 
iáqáQ| Ühgb −  
 

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. 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, I 
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 
 

AváMi application-Gi mvá_ GB application-Gi cv_©K® ná”Q− GLváb ZvwiL (Date) 
Ges Aváe`bKvixi Ø^v∂i I wVKvbv (Signature and address) Wvbw`áK eámáQ Ges c÷wZwU 
bZzb c®vivi Ôi“áZ c÷_g k„wU wKQyUv Wvbw`áK mái ÜMáQ| GfváeI formal application 
ÜjLv hvq| Záe Üh c◊wZáZB formal application wjLyb bv ÜKb GáZ mvaviY mvZwU Ask 
GKB _vKáQ|  

A_©vr Üh ÜKvábv formal application-G mvaviYZ Date, Address, Subject, Greeting, 
Body, Closing Ges Signature & Address Gfváe µg AbymiY Kái mvZwU Ask _váK| 
cieZx© Lesson-∏ájváZ Üh formal application iáqáQ Üm∏ájváZ GB mvZwU Ask kbv≥ 
Kivi ÜPÛv Ki“b|  
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Writing Applications to  

Educational Institutions 
 

 
 
 

A 
wewfbú mgáq bvbvwea c÷áqvRáb Avgiv Üh wk∂v c÷wZÙváb cowQ ev Ab® ÜKvábv wk∂v c÷wZÙvábi 
c÷avábi KváQ Avgvá`i Application wjLáZ nq| GB Lesson-G aiábi KáqKwU 
Applications Gi bgybv Ü`Iqv nj| G∏ájv gábváhvM w`áq co~b Ges bgybv∏ájv AbymiY Kái 
wbáR wbáR Application wjLáZ ÜPÛv Ki“b|  
 

B 
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. I have completed all the courses of the SSC Programme this year 
and I 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.  
 

Read and note. 
Testimonial           : c÷ksmvcŒ, Kváiv PwiŒ, ∏Y, `∂Zv BZ®vw` m¤úáK© c÷Z®qbcŒ  
get admission into : ÜKvábv (wk∂v) c÷wZÙváb fwZ© nIqv  

 
 
 
 
 

 
 

LESSON
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C 
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  
Bangladesh Open University  
Gazipur-1704 
 

Subject : Application for a full-free studentship. 
 

Dear Sir, 
I 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 I obtained 70% marks in the five courses 
which I took last year, the continuity of my studies has become uncertain in this 
situation.   
I understand that you are offering some full-free studentships to the needy and 
meritorious students of your programme. Under the mentioned circumstances, I 
hope that you would be kind enough to grant me a full-free studentship so that I 
can continue my studies.  
 

Yours faithfully,  
 
Sadia Afreen  
Student ID No. 960108470038 
TC : Rangpur Zila School  

Read and note. 
retired : Aemic÷vfl  
used to live : evm KiZvg (GLb Kwi bv) 
rented house : fvov Kiv evwo 
living cost : RxweKv LiP 
obtained  : ÜcáqwQ 
uncertain : AwbwZ  
continue  : Pvwjáq hvIqv 
needy and meritorious : AfveM÷̄ — Ges Ügavex 
financial hardship : A_©-KÛ  
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D 
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.  
stage  : g¬Øí Kiv 
occasion : NUbv, Dcj∂  
experience : Awf¡Zv 
entertain : wPÀweábv`b Kiv 
guests : AwZw_eÑõ` 
performing talent : Awfbáqi c÷wZfv 
organising abilities  : mvsMVwbK ∂gZv 
agreed : ivwR náqáQb, present-agree 
permission : AbygwZ  
in his honour  : Zuvi m§ßváb 
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English Two 

Writing Applications  

for Employment 
 

 
 
 
 
 

 
 

LESSON
 

 
A 

PvKzixi Rb® Application ÜjLv GKwU AwZ ∏i“Z°cY© welq| ÜKbbv Application-wU PvKzwi c÷v_x©i 
ÜhvM®Zv m¤úáK© GKwU c÷v_wgK aviYv c÷`vb Kái|  
PvKzixi Rb® Application wjLáZ náj `ywU weláqi w`áK bRi w`áZ nq| GKwU ná”Q cover 
letter ev forwarding letter ev gj Aváe`bcŒ| Ab®wU ná”Q PvKzix c÷v_x©i Rxeb eÑÀvö ev Bio-
data AábK mgq GáK Curriculum Vitae (CV) ev Resume-I eáj|  
Covering letter ev forwarding letter-G PvKzix msµvö Zá_®i mŒ (A_©vr we¡wfl ev Ab® ÜKvábv 
Drm) Ges c÷vw_©Z cá`i bvg Dáj-L KiáZ nq Ges Bio-data ev Curriculum Vitae ev Resume-
ÜZ c÷v_x©i e®w≥MZ Z_®, wk∂vMZ ÜhvM®Zv, Awf¡Zv I Ab®vb® ÜhvM®Zv Dáj-L Kái Application  
Kiv hvq|  
GB Lesson-G PvKzixi Rb® Aváe`bcáŒi ỳwU bgybv Ü`Iqv nj| G∏ájv AbymiY Kái wewfbú 
we¡wfl Abyhvqx PvKzixi Rb® Aváe`bcŒ wjLáZ ÜPÛv Ki“b|  
 

B 
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 appoint some office assistants at your bank. I 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. I 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,  
 

Rafiq 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 Qualifications :  
• Completed a course on Secretarial Science in 1995.  
• Completed a course on Type-writing and MS Word in Computer in 

1996. 
 

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

 
 Rafiq Hasan 10 January 1997 
 Signature Date  
C 

 Read and note.  
 understand : RvbáZ cviv 
 appoint : wbáqvM Kiv, wbhy≥ Kiv 
 candidate : c÷v_x© 
 enclose : mshy≥ Kiv  
 in favour of : mcá∂ 

 
iwdK nvmvábi Rxeb eÑÀvö (Curriculum Vitae)-wU j∂ Ki“b : 
 

c÷_ágB eÑÀváöi DcwifváM Üm Zvi bvg Ges ÜUwjádvb b§̂imn ÜhvMváhváMi wVKvbv ẁ áqáQ| Gici c÷_g 
Asák Üm ẁ áqáQ Zvi e®w≥MZ Z_®vejx (Personal details)| GLváb Üm Zvi Rb• ZvwiL, Øívqx wVKvbv 
Ges Üm weevwnZ wKbv (Marital status) Zv Dáj-L KáiáQ|  

Gicáii Asák Üm Zvi wk∂vMZ ÜhvM®Zv Dáj-L KáiáQ| GLváb Gm Gm wm Ü_áK Ôi“ Kái me∏ájv 
AvbyÙvwbK cix∂vq cváki mb, wefvM, ÜeváW©i bvg Ges djvdj Dáj-L Kiv náqáQ|  
wk∂vMZ ÜhvM®Zvi cái iáqáQ Ab®vb® ÜhvM®Zvi eY©bv| GLváb PvKixi mvá_ m¤úwK©Z ev c÷vmwΩK ÜhvM®Zv 
(Ühgb ÜKvábv ÜckvMZ ÜKvám© AskM÷nY ev weákl `∂Zv BZ®vẁ ) Zzáj aiv náqáQ|  
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meákál iáqáQ Awf¡Zvi eY©bv| GLváb c÷vmwΩK PvKixi Awf¡Zvi msw∂fl eY©bv Ü`Iqv náqáQ| Rxeb 
eÑÀváöi wbáP iwdK nvmvb Zvi Ø̂v∂i KáiáQ Ges ZvwiL ẁ áqáQ|  
iwdK nvmvábi GB Curriculum Vitae-wU AbymiY Kái AvcwbI Avcbvi Curriculum Vitae àZwi KiáZ 
cváib| Gá∂áŒ Avcbvi ÜKvábv AwZwi≥ ÜhvM®Zv _vKáj (Ühgb wk∂vMZ ÜhvM®Zv, Ab®vb® ÜhvM®Zv ev 
Awf¡Zv) Zv msá∂ác eY©bv Ki“b Ges ÜKvábv Ask Rb® c÷áhvR® bv náj (Ühgb ÜKvábv c÷vmwΩK Awf¡Zv bv 
_vKáj) Zv ev̀  ẁ b| gáb ivLáeb Curriculum Vitae ÜjLvi Ü∂áŒ mvaviYZ m¤úY© evK® (Complete 
sentence) bv wjáL msá∂ác gj® Z_® cwiáekb Kiv nq|  
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Avcbvi GKwU Curriculum Vitae (CV) àZwi Ki“b Ges Avcbvi mncvwVá`i àZwi Kiv 
Curriculum Vitae-Gi mvá_ GwU Zzjbv Kái Ü`Lyb| Avcbvi CV wU Aváiv DbúZ Kiv hvq 
wKbv ÜPÛv Ki“b|  

 
C 
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 I would like to inform you that I completed the SSC 
Programme from the Bangladesh Open University in 1996. Recently I have completed 
the Certificate in Education (CEd) Programme from the same university. As a part of 
the CEd Programme I have done practice teaching at the Nabakumar School, Sherpur 
for one year. I 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. I should be 
grateful if you would give me a chance for an interview.  
 

Thank you.  
 

Yours faithfully,  
 
Rowsanara Renu 
High School Road 
Jamalpur. 
 

E 



SSC Programme 

Read and note.  
advertisement  : we¡wfl 
educational qualifications : wk∂vMZ ÜhvM®Zv 
am enclosing  : mshy≥ KiwQ 
chance  : myáhvM 
consideration  : weáePbv  
recently  : m¤ú÷wZ 
organise  : msMwVZ Kiv  
student activities : wk∂v_x© Kvh©µg (Ühgb ÜLjvayjv, weZK©, AveÑwÀ BZ®vw`) 

 
 

Situation 2-Gi Rb® Ü`Iqv application wU j∂ Ki“b| GLváb cÑ_Kfváe ÜKvábv Rxeb 
eÑÀvö ev Curriculum Vitae Ü`Iqv nqwb| eis application-Gi ÜfZáiB wk∂vMZ ÜhvM®Zv 
(SSC Ges CEd), Awf¡Zv (GK eQáii practice teaching) Ges Ab®vb® ÜhvM®Zv (weZK© 
I ÜLjvayjv) Dáj-L Kiv náqáQ| Ab®vb® PvKixi Ü∂áŒ weZK© I ÜLjvayjv Ac÷vmwΩK gáb nájI 
c÷v_wgK Øái wk∂KZvi Rb® G∏ájv evowZ ÜhvM®Zv wnámáe weáewPZ náZ cvái| Üm KviáYB 
Aváe`bKvix GwU Dáj-L KáiáQb|  

PvKixi we¡vcáb ¯úÛfváe ÜKvábv Biodata, Curriculum Vitae ev Resume bv PvIqv 
náj Gfváe GKB application-G PvKzix c÷v_x©i ÜhvM®Zv Dáj-L Kái Aváe`b Kiv hvq| Záe 
PvKyixi Rb® Aváe`bcáŒi Ü∂áŒ Aek®B PvKyixi we¡vcb ev we¡wfláZ ewY©Z kZ©vejx I c◊wZ 
mwVKfváe Ügáb PjáZ náe|  
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Writing Applications  
for Collective Interest 
 

 
 
 
 

 
 

LESSON

 

 
 
 

 
A 
AábK mgq mw§ßwjZ c÷áqvRáb ÜKvábv KZ©Ñcá∂i KváQ Aváe`bcŒ wjLáZ nq| Ühgb, GjvKvq 
Ücv˜ Awdámi kvLv ÜLvjvi Rb® Ücv˜ gv˜vi ÜRbváij-Gi wbKU Aváe`b, wk∂vgjK Dáœák 
ÜKvábv KviLvbv cwi`k©ábi AbygwZi Rb® Aváe`b, GjvKvq we ỳ®r msáhvM c÷̀ vábi Rb® Aváe`b 
BZ®vw`| G aiábi Aváe`bcáŒ mevi c∂ Ü_áK ÜKvábv GKRb Ø^v∂i Káib|  
 

GB lesson-G G aiábi `ywU Aváe`bcáŒi bgybv Ü`Iqv nj| G∏ájv AbymiY Kái GB RvZxq 
Aváe`bcŒ ÜjLvi Af®vm Ki“b|  
 

B 
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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Read and note.  
live abroad : weá`ák evm Kái 
take up : M÷nY Kiv  
necessary : c÷áqvRbxq 
steps  : c`á∂c 
to set up : c÷wZwÙZ KiáZ  
draw attention  : gábváhvM AvKl©Y Kiv  
unfortunate : ỳf©vM®RbK 
on behalf of  : cá∂ 

 
C 
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.  
permit : allow, AbygwZ Ü`qv 
visit  : cwi`k©b Kiv  
educational tour : wk∂vgjK ÂgY 
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English Two 

Activities 
 

 

UNIT 
 
 

 
 
1. 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  

 
2. Write an application to the Controller of Examination of Bangladesh 

Open University for your marks certificate of the SSC Examination.  
 
3. 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.  

 
4. 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.  

 
5. Write an application to the chairman of your thana/municipality 

requesting him to set up an electricity pole in your locality.  
 
6. 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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