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APPLICATION WRITING 04 
 

1. Suppose, you are the students of Rangpur Zilla School, Rangpur. There is no 

sufficient facilities in your school common room. Now, write an application to the 

Headmaster for increasing common room facilities.  

(g‡b Ki, †Zvgiv iscyi wRjv ¯‹zj, iscy‡ii QvÎQvÎx| †Zvgv‡`i ¯‹z‡ji Kgbi y‡g ch©vß my‡hvM-myweav †bB| GLb, Kgbiy‡gi my‡hvM-

myweav evov‡bvi Rb¨ cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

January 27, 2016 

The Headmaster 

Rangpur Zilla School 

Rangpur. 

Subject : Prayer for increasing (evov‡bv) common room facilities (my‡hvM-myweav). 

Sir, 

I, on behalf of the students of class seven, have the honour (m¤§vb) to state that our common 

room is not well furnished (mymw¾Z). Usually a common room is known for scope (my‡hvM) of 

entertainment. But our common room does not have good opportunity for entertainment. 

There is no arrangement (e¨e¯’v) of keeping dailies, magazines, etc which are the mirror of the 

world. We need sports materials such as chess, carom, etc. We cannot enjoy our leisure 

period for want of such things. 

Under the circumstances (cwiw̄ ’wZ‡Z) stated above, I pray and hope that you would be kind 

enough to consider the matter sympathetically (mnvbyf~wZmnKv‡i) and oblige thereby. 

I remain, 

Sir, 

Alam Sarkar 

On behalf of the students of 

class seven 

Rangpur Zilla School 

2.  Suppose, you are the students of Patuakhali Zilla School. There is no facilities of multimedia 

class room in your school. Now, write an application to the Headmaster for setting up a 

multimedia classroom. (g‡b Ki, †Zvgiv cUzqvLvwj †Rjv ¯‹z‡ji QvÎQvÎx| †Zvgv‡`i ¯‹z‡j gvwëwgwWqv K¬vmiy‡gi †Kv‡bv my‡hvM †bB| GLb, 

gvwëwgwWqv K¬vmiyg ¯’vc‡bi Rb¨ cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

January 3, 2016 

The Headmaster 

Patuakhali Zilla School 

Patuakhali 

Subject : Prayer for arranging multimedia classroom. 
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Sir, 

I, on behalf of the students of your school, would like to inform you that there is no use 

of multimedia in our school. With the introduction (cwiwPwZ) of the multimedia, it will be 

easy for us to work in the class. The teachers along with the students will be benefited 

(DcK…Z) as a result of it. 

I hope that you would be kind enough to arrange multimedia system in our classes for 

our better performance (Kg©ÿgZv) as students and oblige thereby. 

I remain, 

Sir, 

Aftab Ali 

On behalf of the students of  

Patuakhali Zilla School 

3. Suppose, you, the inhabitants of Ullapara Union Parishad, have been suffering 

seriously for the damaged roads of your area. Now, write an application to the 

chairman of your locality for repairing the damaged road. (g‡b Ki, †Zvgiv Djøvcviv BDwbqb 

cwil‡`i evwm›`v, hviv †Zvgvi GjvKvi ÿwZMÖ¯’ iv¯Ív wb‡q gvivZ¥K K‡ó Av‡Q| GLb, †Zvgvi GjvKvi ÿwZMÖ¯’ iv¯Ív †givgZ Kivi Rb¨ 

†Pqvig¨v‡bi Kv‡Q GKwU Av‡e`bcÎ †jL|) 

March 10, 2016 

The Chairman 

Ullapara Union Parishad 

Sirajgonj 

Subject : Prayer for repairing  the damaged road. 

Sir, 

We, the inhabitants (evwm›`v) of Ullapara union, have the honour to state that there are 

eight thousand people living in our locality (GjvKv). These people are having a big problem 

in terms of communication system (†hvMv‡hvM e¨e¯’v). The main roads of our locality have 

been badly damaged (aŸsm nIqv) by the recent devastating (weaŸsmx) flood. Therefore, it is 

difficult for us to go along the damaged roads as water remains standing here and there 

quite often (Lye kxNÖB). Sometimes it causes accidents. Students and women are the worst 

sufferers (†ewk ÿwZMÖ¯Í). 

In these circumstances (cwiw¯’wZ‡Z), we, therefore, pray and hope that you would be kind 

enough to take immediate (`ªæZ) steps to repair the roads immediately and oblige 

thereby. 

Faithfully yours, 

Kazi Rakib, 

On behalf of the inhabitants of 

Ullapara Union Parishad 
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4. Suppose, you, the inhabitants of Dilalpur village under Pabna district, have been 

suffering for not having qualified doctor in your area. Now, write an application to 

the UNO to set up a charitable dispensary. (g‡b Ki, †Zvgiv cvebv †Rjvi AšÍM©Z w`jvjcyi MÖv‡gi evwm›`v, 

†Zvgiv hviv †hvM¨ Wv³v‡ii Afv‡e fzM‡Q| GLb, GKwU `vZe¨ wPwKrmvjq ¯’vc‡bi Rb¨ BDGbI Gi Kv‡Q GKwU Av‡e`bcÎ †jL|) 

February 24, 2016 

The UNO 

Pabna Sadar Upazila, Pabna 

Subject : Prayer for setting up a charitable dispensary. 

Sir, 

I, on behalf of the villagers of Dilalpur village under Pabna Sadar Upazila, have the 

honour to state that about five thousand people live in this village. It is a matter of great 

regret (AbyZv‡ci welq) that there is no qualified (†hvM¨Zvm¤úbœ) doctor in our area. Most of the 

villagers are poor. That's why they cannot go to private doctors. So we are badly in need 

of a charitable (`vZe¨) dispensary (wPwKrmvjq). 

I, therefore, pray that you would kindly grant (MÖnY Kiv) our application and take 

necessary steps (cÖ‡qvRbxq c`‡ÿc) to set up a charitable dispensary in this village and oblige 

thereby. 

Faithfully yours, 

Akib Hossain, 

On behalf of the inhabitants of 

Dilalpur village 

5. Suppose, you are a student of Kustia Govt. Girls' High School, Kustia. Your elder 

brother's wedding ceremony is going to be held next month. Now, write an 

application to the Headmistress praying for leave in advance. (g‡b Ki, Zzwg Kzwóqvi, Kzwóqv 

miKvwi evwjKv D”P we`¨vjq Gi GKRb QvÎ| AvMvgx gv‡m †Zvgvi eo fvB‡qi we‡qi Abyôvb n‡Z hv‡”Q| GLb, AvMvg QzwUi cÖv_©bv K‡i 

†Zvgvi cÖavb wkwÿKvi Kv‡Q GKwU Av‡e`bcÎ †jL|) 

January 30, 2016 

The Headmaster 

Kustia Govt Girls' High School 

Kustia 

Subject : Prayer for leave in advance. 

Sir, 

With due respect, I would like to inform you that my elder brother's wedding ceremony 

(we‡qi Abyôvb) is going to be held in Dhaka on February 12, 2016. As it is a grand feast (eo 

†fvR Drme) for my family, I am badly in need (GKvMÖfv‡e cÖ‡qvRb) of 4 day's leave in advance (AvMvg 

QzwU). 

I, therefore, request you to grant me 4 day's leave in advance starting from February 9 

and oblige thereby. 
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Obediently yours, 

Maimuna Alam 

Class : Seven, Roll : 02. 

6. Suppose, the people of your locality have been suffering for want of pure drinking 

water. Now, write an application to the Chairman of your Union Parishad for 

sanctioning tubewells. (g‡b Ki, †Zvgvi GjvKvi †jvKRb weï× cvwbi Afv‡e fzM‡Q| GLb, bjK‚c eivÏ Kivi Rb¨ 

†Zvgvi BDwbqb cwil‡`i †Pqvig¨v‡bi Kv‡Q GKwU Av‡e`bcÎ †jL|) 

March 25, 2016 

The Chairman 

Kodomtola Union Parishad 

Kodomtola, Pirojpur 

Subject : Prayer for sanctioning  tubewells. 

Sir, 

We, the inhabitants (evwm›`v) of Kodomtola Union Parishad, have been suffering (fzM‡Q) for 

want of pure drinking water for a long time. During summer season the problem 

becomes quite acute (†e‡o hvq). There is only one tube well at one end of the village. It 

cannot meet up the demand (Pvwn`v) of the villagers. So the people of some parts have to 

drink impure water which is harmful (ÿwZKi) for health. 

In this circumstances (GB cwiw¯’wZ‡Z) we, therefore, pray and hope that you would kindly 

sanction a tubewell for sinking at another suitable site of the village so that majority of 

the people may get maximum (me©vwaK) benefit (DcKvi) and oblige thereby. 

Yours faithfully. 

Moktar Ali 

On behalf of the people of 

Kodomtola Union Parishad 

7. Suppose, you are Nazrul, a student of Uttara High School, Dhaka. Your father is a 

school teacher. He cannot bear your educational expenses. Now, write an 

application to the Headmaster of your school praying for a full-free studentship. 

(g‡b Ki, Zzwg bRiæj, XvKvi DËiv D”P we`¨vj‡qi GKRb QvÎ| †Zvgvi evev GKRb ¯‹zj wkÿK| †m †Zvgvi covi LiP enb Ki‡Z 

cvi‡Q bv| GLb, webv †eZ‡b Aa¨vq‡bi Rb¨ †Zvgvi cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

April 2, 2016 

The Headmaster 

Uttara High School 

Dhaka 

Subject : Prayer for a full-free studentship . 

Sir, 
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I have the honour to inform you that I am a student of class seven in your school. I am 

from a poor family. My father is a school teacher. He is unable (Aÿg) to maintain (cwiPvjbv 

Kiv) a big family of six members as his income is poor. 

In these circumstances, I pray and hope that you would be kind enough to grant me a 

full-free studentship. 

Yours faithfully 

Nazrul Islam 

Class : Seven, Section : A Roll : 2 

8. Suppose, you are a student of Monipur High School, Dhaka. Your family was in a 

financial crisis; so you could not pay the tuition fee in time. Now, write an 

application to the Headmaster praying for the remission of delay fine. (g‡b Ki, Zzwg 

XvKvi gbxcyi D”P we`¨vj‡qi GKRb QvÎ| †Zvgvi cwievi A_©‰bwZK mgm¨vq fzM‡Q; ZvB Zzwg mgqgZ †eZb cwi‡kva Ki‡Z cviQ bv| 

GLb, wej¤^ †eZb gIKzd Kivi Rb¨ cÖv_©bv K‡i cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

April 13, 2016 

The Headmaster 

Monipur High School, Dhaka 

Subject : Remission  of delay fine. 

Sir, 

With due respect I beg most respectfully to state that I am a regular (wbqwgZ) student of 

class seven of your school. I couldn't pay my tuition fees for the month of February and 

March as my family was in a severe financial crisis. So, my name has been stuck off 

from roll for non-payment of dues. At this moment, I am in a position (Ae¯’vb) to clear off 

all the dues as my father has come back from Bangkok. 

Therefore, I, pray and hope that you would be kind enough to remit (gIKzd Kiv) the delay 

fine and receive the usual fees only and oblige thereby. 

I remain, 

Sir, 

Your most obedient pupil (QvÎ) 

Asad 

Class seven, Roll : 6 (B) 

9. Suppose, you are a student of Khilgaon Govt. High School, Dhaka. It is summer 

season now and very hot during day time. Now, write an application to the 

Headmaster praying for morning school. (g‡b Ki, Zzwg XvKvi wLjMuvI miKvwi D”P we`¨vj‡qi GKRb QvÎ| 

GLb MÖx®§Kvj Ges w`‡bi †ejvq cÖPÊ Mig _v‡K| GLb, cÖvZ:¯‹z‡ji Rb¨ cÖv_©bv K‡i cÖavb wkÿ‡Ki Kv‡Q GKwU Av‡e`bcÎ †jL|) 

 

May 3, 2016 

The Headmaster 



Class-7 : English Second Paper  296 

Khilgaon Govt. High School 

Khilgaon, Dhaka 

Subject : Prayer for morning school. 

Sir, 

We, the students of your school, have the honour to state that the weather has changed 

radically (Avg~j). The summer season has exposed its excessive (AwZwi³) heat. Due to excessive heat, 

it has become very difficult for us to continue our class work (†kªwY Kvh©µg) at noon. It will be 

convenient (myweavRbK) for us to attend classes in the morning. 

May we, therefore, pray and hope that you would be kind enough to grant our 

application and oblige thereby. 

We remain, 

Sir, 

Your most obedient pupils 

Khilgaon Govt. High School, Dhaka 

10. Suppose, your father is a retired non-govt. school teacher and he is too old to do 

other work. The little income from agriculture cannot meet all ends of your ten–

member family. Now, write an application to the Headmaster for a stipend from 

the poor fund. (g‡b Ki, †Zvgvi evev GKRb AemicÖvß †emiKvwi ¯‹zj wkÿK Ges wZwb GZB e„× †h Ab¨ †Kv‡bv KvR Ki‡Z 

cv‡ib bv| Pvlvev` †_‡K †h Aí Avq Av‡m Zv w`‡q `kRb m`‡m¨i cwiev‡ii mKj cÖ‡qvRb †gUv‡Z cv‡ibv| GLb, `wi ª̀ Znwej †_‡K e„wË 

†P‡q cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

4 March, 2016 

The Headmaster 

Model High School, Khulna 

Subject : Prayer for a stipend  from the poor fund. 

Sir, 

With due respect I would like to state that I am a student of class seven of your school. 

My father is a retired (AemicÖvß) school teacher. Since he was a teacher in private school, 

he retired without any pension. He is now too old to do other work. There is no other 

earning member (DcvR©bKvix m`m¨) in our family. Our ten-member family has to depend 

solely (ïaygvÎ) on the small income from agriculture. So my father is not able to buy my 

books. Two months have passed since the session began, I am yet to buy the textbooks. 

I cannot buy them unless you help me from the poor fund (`wi`ª Znwej). 

I, therefore, hope that you would be gracious enough to grant me a stipend from the 

school poor fund and oblige thereby. 

I remain, 

Sir, 

Your most obedient (eva¨MZ) pupil, 
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Mintu 

Class-7, Roll -05 

11. Suppose, you are a student of class seven of Govt. Muslim High School, Chittagong. 

Now, write an application to your Headmaster for a testimonial. (g‡b Ki, Zzwg PÆMÖv‡gi miKvwi 

gymwjg D”P we`¨vj‡qi mßg †kªwYi GKRb QvÎ| GLb, GKwU cÖksmvcÎ †P‡q †Zvgvi cÖavb wkÿ‡Ki wbKU GKwU Av‡e`b cÎ †jL|) 

6 May, 2016 

The Headmaster 

Govt. Muslim High School, Chittagong 

Subject : Prayer for a testimonial . 

Sir, 

With due respect I would like to state that I had been a student of your school for three years. I 

was the first boy of class seven. I stood first in Inter Class Essay Competition (AvšÍ:‡kªwY iPbv cÖwZ‡hvwMZv) 

held in March this year. I had to take my TC in April. Now I have been selected for admission in 

Govt. Laboratory High School, Dhaka. I have to submit (̀ vwLj Kiv) a testimonial from you with 

reference to my character, academic records and other achievements during my stay at your 

school. In this connection I would like to add that I took active part in games and sports and 

other co-curricular activities. 

I, therefore, hope that you would kindly issue me a testimonial at your earliest 

convenience (Dc‡hvwMZv) and oblige me thereby. 

I have the honour to be, 

Sir, 

Your most obedient student, 

Anisur Rahman 

Class – 7, Roll – 1 

12. Suppose, you are a student of Govt. Jubilee High School, Dhaka. There is no 

reading room in your school. As a result, the students face many problems. Now, 

write an application to the Headmaster to open a reading room in your school. (g‡b 

Ki, Zzwg XvKvi miKvwi Rywejx D”P we`¨vj‡q GKRb QvÎ| †Zvgvi we`¨vj‡q †Kv‡bv covi Kÿ †bB| d‡j, wkÿv_©xiv wewfbœ mgm¨vi m¤§yLxb 

n‡”Q| GLb, †Zvgvi we`¨vj‡q GKwU covi Kÿ Pvjy Kivi Rb¨ cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

15 September, 2016 

The Headmaster 

Govt. Jubilee High School,  

Dhaka 

Subject : Prayer for opening a reading room. 

Sir, 

We, the students of your school, are happy to state that ours is a famous and large school in 

the district (†Rjv). But it is a matter of sorrow ( ỳt‡Li NUbv) that we have no reading room in our 
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school. As a result, most of the students spend their leisure hours either by chatting (Mí Kiv) 

or roaming (Ny‡i †eov‡bv) about aimlessly (D‡Ïk¨nxbfv‡e). If we had reading room, we could utilize our 

leisure time by reading different topics. Some periodicals (mvgwqKx), newspapers and books of 

renowned (bvgKiv) writers would be kept in the reading room. They would help us to increase 

our knowledge. 

We, therefore, hope that you would kindly take necessary steps to open a reading room 

in our school immediately (AwZ kxNÖ). 

We remain, 

Sir, 

Arifur Rahman 

Class–VII, Roll No. 1 

On behalf of the students of  

Govt. Jubilee High School, Dhaka 

13. Suppose, you are a student of Ideal High School, Motijheel, Dhaka. There is no 

canteen in your school. The students have to stay for a long time in the school. So 

they need tiffin. Now, write an application to the Headmaster for setting up a canteen 

in your school campus. (g‡b Ki, Zzwg XvKvi gwZwSj AvBwWqvj D”P we` v̈j‡qi GKRb QvÎ| †Zvgv‡`i we` v̈j‡q †Kv‡bv K v̈w›Ub 

†bB| wkÿv_©x‡`i `xN© mgq we` v̈j‡q _vK‡Z nq| ZvB Zv‡`i wUwd‡bi cÖ‡qvRb| GLb, †Zvgv‡`i ¯‹z‡j GKwU K¨vw›Ub ¯’vc‡bi Rb¨ cÖavb wkÿ‡Ki 

wbKU GKwU Av‡e`bcÎ †jL|) 

10 August, 2016 

The Headmaster 

Ideal High School,  

Motijheel, Dhaka 

Subject : Prayer for setting up a canteen in the school campus. 

Sir, 

We, the students of your school, would like to draw your kind attention (gb‡hvM) that most 

of us come to school from long distance (A‡bK ~̀i). We have to stay in the school for a long 

time. To pass this long time we need tiffin. But for the want of a canteen we have to 

take tiffin from outside restaurants, which is both costly (`vgx) and unhygienic (A¯^v¯’¨Ki). 

So we feel the necessity of a canteen in the school campus.  

We, therefore, expect that you would be kind enough to consider (we‡ePbv Kiv) our necessity and take 

necessary steps to set up a canteen in the school campus as early as possible. 

We remain, 

Sir, 

Md. Mizanur Rahman 

Class–VII, Roll–04 

On behalf of the students of Ideal High School, Motijheel, Dhaka 
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14. Suppose, you are a student of Sylhet Zilla School. Your school has not got any 

computer club. Now, write an application to the Headmaster/ Headmistress for setting 

up a computer club in the school. (g‡b Ki, Zzwg wm‡jU wRjv ¯‹z‡ji GKRb QvÎ| †Zvgv‡`i ¯‹z‡j †Kv‡bv 

Kw¤úDUvi K¬ve †bB| GLb, †Zvgvi ¯‹z‡j GKwU Kw¤úDUvi K¬ve ¯’vc‡bi Rb¨ cÖavb wkÿK/wkwÿKvi wbKU GKwU Av‡e`bcÎ †jL|) 

10 April, 2016 

The Headmaster 

Sylhet Zilla School 

Sylhet  

Subject : Prayer for setting up  a computer club. 

Sir, 

We, the students of your school, would like to state that we have no computer club in our 

school. We are living in an age of science. The modern age is greatly dependent (wbf©ikxj) on 

computer. It is being used in every avenue (†ÿ‡Î) of our life. It has made the impossible 

possible. Ours is an age of competition (cÖwZ‡hvwMZv). We are lagging behind (wcwQ‡q hvIqv) without the 

knowledge of computer. So, to keep pace with the modern world, it has become necessary 

for us to have a good command (fv‡jv `ÿZv) over computer knowledge. In the circumstances 

(cwiw¯’wZ‡Z), we want to start a computer club in our school which will help us to know 

computer skills well. 

We, therefore, expect that you would kindly consider (we‡ePbv Kiv) the matter and take 

necessary steps to set up a computer club in our school. 

Your most obedient, 

The students of class seven 

Sylhet Zilla School 

15. Suppose, you are a student of Khulna Zilla School. Some of the students feel the want of a 

debating club in which they may have training in debating. Hence, write an application to 

your Headmaster for starting a debating club in your school. (g‡b Ki, Zzwg Lyjbv wRjv ¯‹z‡ji GKRb QvÎ| wKQz 

QvÎQvÎx weZK© mfvi cÖ‡qvRb Abyfe K‡i †hLv‡b Zviv weZ‡K©i Abykxjb Ki‡Z cv‡i| AZGe, †Zvgvi ¯‹z‡j GKwU weZK© mfv ïiæ Kivi Rb¨ †Zvgvi cÖavb 

wkÿ‡Ki Kv‡Q GKwU Av‡e`bcÎ †jL|) 

20 January, 2016 

The Headmaster, 

Khulna Zilla School 

Khulna 

Subject : Prayer for starting a debating club . 

Sir, 

We, the students of your school, would like to inform you that we need to have a debating club 

in our school. There are many promising students in our school. They are interested (AvMÖnx) in 
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debating. It will develop our speaking skill. It  will also widen our horizon (ivR )̈ of knowledge. But 

there is no such scope (my‡hvM) for want of a debating club. 

May we, therefore, pray and hope that you may be pleased to arrange a debating club in 

our school at an early date. 

We remain, 

Sir, 

Your most obedient student, 

The students of Khulna Zilla School 

Khulna 

16. Suppose, you are a student of Collegiate High School, Dhaka. Your school 

common room has got no English newspaper. As a result, you are deprived of 

reading this. Now, write an application to your Headmaster/ Headmistress praying 

for an English daily for the common room. (g‡b Ki, Zzwg XvKvi KwjwR‡qU D”P we`¨vj‡qi GKRb QvÎ| 

†Zvgvi we`¨vj‡qi Kgbiæ‡g †Kv‡bv Bs‡iwR cwÎKv †bB| hvi d‡j, Zzwg GUv cov †_‡K weiZ _vK| GLb, †Zvgv‡`i Kgbiæ‡g Bs‡iwR 

cwÎKv †P‡q  †Zvgvi cÖavb wkÿK/wkwÿKvi Gi wbKU GKwU Av‡e`b †jL|) 

6 February, 2016 

The Headmaster 

Collegiate High School,  

Dhaka 

Subject : Prayer for an English daily for the common room. 

Sir, 

We, the students of your school, would like to draw your kind attention that our common 

room provides (mieivn Kiv) a few facilities (my‡hvM-myweav). The remarkable (D‡jøL‡hvM¨) lack is that 

the common room has got no English newspaper. If we get an English daily, we will be 

greatly benefited (DcKvix). Because an English daily can increase our vocabulary (kã fvÊvi) 

and knowledge of the language. Besides, we can improve our reading skills by reading it. 

Moreover, English is an international language and it has importance in every avenue of 

our life. We can have a good command over (`ÿZv) English by reading English daily. 

We, therefore, hope that you would be kind enough to realize (Dcjwä Kiv) our necessity and take 

necessary steps (cÖ‡qvRbxq c`‡ÿc) to provide us an English daily in the common room. 

Yours faithfully 

Arif Ahmed 

Class–VII, Roll No. 1 

On behalf of the students of your school 

17. Suppose, you are Monjur, a student of Pabna Zilla School. You are to come to school 

on foot from your village home. It is about three kilometres away from the school. It 

hampers your study and health. Now, write an application to the Headmaster praying 
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for a seat in the school hostel. (g‡b Ki, Zzwg gbRyi, cvebv †Rjv ¯‹z‡ji GKRb QvÎ| Zzwg †Zvgvi MÖv‡gi evwo †_‡K cv‡q 

†nu‡U ¯‹z‡j Avm| Bnv ¯‹zj †_‡K wZb wK‡jvwgUvi ~̀‡i| Bnv †Zvgvi covïbv Ges ¯^v‡¯’¨i ÿwZ Ki‡Q| GLb, ¯‹z‡ji QvÎvev‡m GKwU wmU †P‡q cÖavb 

wkÿ‡Ki wbKU Av‡e`bcÎ †jL|) 

10 April, 2016 

The Headmaster 

Pabna Zilla School,  

Pabna 

Subject : Prayer for a seat in the school hostel. 

Sir, 

With due honour, I would like to state that I am a student of class seven in your school. I live with my 

parents in a nearby village. My village is about three kilometres away from your school. It is very 

difficult for me to come to school on foot from my village home. If the weather is rough, it becomes more 

difficult to reach school in time. Besides, everyday I get tired after returning from school and cannot 

concentrate (g‡bv‡hvM †`qv) on my studies. It hampers (ÿwZ Kiv) my study and health. So, I am greatly in need 

of a seat in the school hostel. 

I, therefore, expect you to be kind enough to allot (eivÏ Kiv) me a seat in the school hostel 

so that I can carry on my studies without any anxiety (wPšÍv Qvov). 

I remain 

Sir, 

Your most obedient student 

Md. Monzurul Islam 

Class-VII; Roll-10 

18. Suppose, you are a student of class seven of Govt. Laboratory School, Dhaka. You want to go on 

a study tour to Natore Rajbari. Now, write an application to your Headmaster seeking 

permission to go on a study tour and praying for monetary assistance. (g‡b Ki, Zzwg XvKvi miKvwi j¨ve‡iUwi 

we`¨vj‡qi mßg †kªwYi GKRb QvÎ| Zzwg bv‡Uvi ivRevwo‡Z wkÿvmd‡i †h‡Z PvI| GLb, wkÿvmd‡i hvIqvi AbygwZ Ges Avw_©K mvnvh¨ †P‡q †Zvgvi cÖavb wkÿ‡Ki 

wbKU GKwU Av‡e`bcÎ †jL|) 

1 February, 2016 

The Headmaster,  

Govt. Laboratory School, 

Dhaka 

Subject : Prayer for permission and monetary assistance  to go on a 

study tour . 

Sir, 

We, the students of class seven of your school, would like to state that we wish to go on 

a study tour to Natore Rajbari. It is a place of historical interest (HwZnvwmK ¯’vb) where lived 
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Rani Vabani, the famous lady. Such a visit to this place will give us a clear idea of our 

glorious past (Hk¦h©gq AZxZ). 

Our party will consist of (MwVZ) 30 students and one teacher and it will take three days for the tour. 

We have decided to hire a bus for the whole period of the tour. We have already collected 

subscriptions (Puv`v). But we need monetary assistance from the school fund.  

We, therefore, expect (Avkv Kiv) that you would be considerate enough to give us 

permission to go on a study tour to the Rajbari and sanction (eivÏ Kiv) us a handsome 

amount from the school fund as monetary assistance.  

We remain, 

Sir, 

Yours obediently, 

The students of class seven 

19. Suppose, you are a student of Willes Little Flower High School, Dhaka. Your father is a 

govt. employee. Recently he has been transferred to Mymensingh. Now, write an 

application to the Headmaster asking for a T. C. (g‡b Ki, Zzwg XvKvi DBjm wjUj d¬vIqvi D”P we`¨vj‡qi 

GKRb QvÎ| †Zvgvi evev GKRb miKvwi PvKzwiRxwe| m¤cÖwZ wZwb gqgbwms‡n e`wj n‡q‡Qb| GLb, QvocÎ †P‡q cÖavb wkÿ‡Ki wbKU 

GKwU Av‡e`bcÎ †jL|) 

24 June, 2016 

The Headmaster 

Willes Little Flower High School, 

Dhaka 

Subject : Prayer for a transfer certificate . 

Sir, 

I have the honour to state that my father is a govt. employee. But recently he has been 

transferred from Dhaka to Mymensingh. Our family has already been shifted (̄ ’vbvšÍwiZ nIqv) there. 

I have been suffering much for the want of accommodation here in Dhaka (evm¯’vb). Besides, I 

have no relative in Dhaka. Now I am not in a position (Ae¯’v) to continue my studies in your 

school. So I am badly in need of a transfer certificate. 

I, therefore, hope that you would be kind enough to issue me a transfer certificate. 

I remain, 

Sir, 

Your most obedient pupil 

Samia Zaman 

Class–VII, Roll–5 

20. Suppose, you are a student of Comilla Zilla School. The students of your school wish to 

arrange a picnic. Now, write an application to the Headmaster seeking permission to go 
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on a picnic. (g‡b Ki, Zzwg Kzwgjøv wRjv ¯‹z‡ji GKRb QvÎ| †Zvgvi ¯‹z‡ji QvÎiv GKwU eb‡fvR‡bi Av‡qvRb Ki‡Z Pv‡”Q| GLb, eb‡fvR‡b 

hvevi AbygwZ †P‡q cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

15 January, 2016 

The Headmaster 

Comilla Zilla School, 

Comilla 

Subject : Prayer for permission  to go on a picnic. 

Sir, 

We, the students of your school, respectfully state that we would like to arrange a picnic at 

Mahasthangarh in Bogra. It is well-known for a famous Buddhist monastery (gw›`i). The 

archaelogical (cÖZœZvwË¡K) signs of the ancient (cÖvPxb) city 'Pundra’ have been found there. Here 

also lies the Mazar of Shah Sultan Balkhi. We hope that this tour will increase our 

knowledge about our glorious (cÖwm×) past civilization. Besides, this will give us an opportunity 

(my‡hvM) to enjoy ourselves. 

We, therefore, hope that you would be kind enough to permit (AbygwZ †`qv) us to enjoy a 

picnic in that place and sanction us a handsome amount of money for the purpose. 

We remain, 

Sir, 

Your most obediently, 

Md. Farhan Labib 

Class–VII, Roll–01 

On behalf of the students of Comilla Zilla School, Comilla. 

21. Suppose, you are a student of Motijheel Govt. Boys' High School, Dhaka. A friendly football 

match between your school and Motijheel Model School & College will be held at your school 

playground today. You want to enjoy the match. Now, write an application to the 

Headmaster praying for a half holiday. (g‡b Ki, Zzwg XvKvi gwZwSj miKvwi evjK D”P we`¨vj‡qi GKRb QvÎ| AvR †Zvgvi 

we`¨vjq Ges gwZwSj g‡Wj ¯‹zj Ges K‡jR Gi g‡a¨ GKwU cÖxwZ dzUej g¨vP AbywôZ n‡e| Zzwg g¨vPwU Dc‡fvM Ki‡Z PvI| GLb, Aa©w`em QzwUi cÖv_©bv 

K‡i cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

17 March, 2016 

The Headmaster 

Motijheel Govt. Boys' High School, 

Dhaka 

Subject : Prayer for a half holiday . 

Sir, 

With due respect we, the students of your school, would like to state that a friendly 

football match between our school and Motijheel Model School & College will be held at 
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3 pm at our school playground (gvV) today. The match will be very competitive (cÖwZ‡hvwMZvc~Y©). 

We want to enjoy the exciting match. 

We, therefore, expect that you would be kind enough to grant us a half holiday and give 

us an opportunity to enjoy the match. 

We remain 

Sir, 

Your most obediently 

Md. Ashiqur Rahman 

Class–VII, Roll–02 

On behalf of the students of Motijheel Govt. Boys' High School, Dhaka 

22. Suppose, you are a student of class seven in your school. You want to play a 

friendly football match with the students of class eight of your school. Now, write 

an application to the Headmaster of your school praying for permission to play a 

friendly football match. (g‡b Ki, Zzwg †Zvgvi we`¨vj‡qi mßg †kªwYi GKRb QvÎ| †Zvgvi ¯‹z‡ji Aóg †kªwYi QvÎ‡`i 

mv‡_ †Zvgiv GKwU cÖxwZ dzUej g¨vP †Lj‡Z PvI| GLb, cÖxwZ dzUej g¨vP †Ljvi AbygwZ †P‡q †Zvgvi ¯‹z‡ji cÖavb wkÿ‡Ki wbKU GKwU 

Av‡e`bcÎ †jL|) 

21 August, 2016 

The Headmaster 

Magura Govt. High School,  

Magura 

Subject : Prayer for permission  to play a friendly football match. 

Sir, 

We, the students of class seven of your school, wish to play a friendly football match 

with the students of class eight at 3:30 pm today at our playground. 

We, therefore, hope that you would be considerate (we‡ePbv) enough to grant our prayer 

and allow us to play the match. 

We remain, 

Sir, 

Your most obediently (eva¨MZ), 

Saiful Islam 

For the students of class seven 

23. Suppose, you are a student of Chittagong Govt. High School. The students of your school 

want to arrange a cultural function in your school. Now, write an application to the 

Headmaster praying for holding a cultural function in your school. (g‡b Ki, Zzwg PÆMÖvg miKvwi D”P 

we`¨vj‡qi GKRb QvÎ| †Zvgvi ¯‹z‡ji wkÿv_©xiv GKwU mvs¯‹…wZK Abyôv‡bi Av‡qvRb Ki‡Z Pvq| GLb, †Zvgv‡`i ¯‹z‡j GKwU mvs¯‹…wZK Abyôvb Av‡qvRb 

Kivi AbygwZ †P‡q cÖavb wkÿ‡Ki wbKU GKwU Av‡e`bcÎ †jL|) 

10 April, 2016 
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The Headmaster 

Chittagong Govt. High School,  

Chittagong 

Subject : Prayer for holding a cultural function . 

Sir, 

We, the students of your school, are happy to state that we would like to hold a cultural function on the 

occasion of Pahela Baishakh at our school premises (cÖv½b). We have already discussed (Av‡jvwPZ) it with 

our class teacher and he has given us some valuable advice (g~j¨evb Dc‡`k). We have decided to raise a 

fund for the function by taking subscription (Puv̀ v) from the students. We also pray to you to sanction (eivÏ 

Kiv) some money for this purpose. 

We, therefore, hope that you would be considerate enough to permit us to hold the function and 

give us financial (A_©‰bwZK) support to arrange the programme successfully. 

We remain, 

Sir, 

Your most obediently, 

Munirul Islam 

Class–VII, Roll No. 2 

For the students of Chittagong Govt. High School, Chittagong 

24. Suppose, you are the inhabitant of a locality. Your locality has severely been affected by 

the recent flood. The people of your locality are in need of relief greatly. Now, write an 

application to the Deputy Commissioner for immediate sanction of relief for the flood 

affected people of your locality. (g‡b Ki, Zzwg GKwU GjvKvi evwm›̀ v| m¤cÖwZ eb v̈q †Zvgvi GjvKv gvivZ¥Kfv‡e ÿwZMÖ¯’ n‡q‡Q| 

†Zvgvi GjvKvi †jvKR‡bi ÎvY mvgwMÖi LyeB cÖ‡qvRb| GLb, †Zvgvi GjvKvq eb v̈ ỳM©Z‡`i Rb  ̈ZvrÿwYK ÎvY mvgwMÖ eivÏ †P‡q †WcywU Kwgkbv‡ii Kv‡Q 

GKwU Av‡e`bcÎ †jL|) 

 30 September, 2016 

 The Deputy Commissioner 

 Madaripur District 

 Subject : Prayer for immediate  sanction of relief  for the flood 

affected people. 

 Sir, 

 We, the inhabitants of Kalimohor Union, would like to draw your kind attention to the fact that the recent 

(mv¤cÖwZK) flood has caused a great damage (eo ai‡bi ÿwZ) in our locality. Flood has washed away (fvwm‡q wb‡q †M‡Q) 

houses, crops and cattle (Mevẁ  cï). Thousands of people have become homeless. They are passing their days 

and nights under the open sky. Many people have taken shelter (Avkªq) on the roofs of houses, on trees and 

even on boats. The sufferings of the people know no bounds (mxgv †bB). They have been starving (Afz³ _vKv) for 

days. They are affected by waterborne (cvwbevwnZ) diseases for the lack of pure drinking water. Cholera, 

diarrhoea and many other diseases have broken out in an epidemic (gnvgvix) form. Flood has already taken 
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some valuable lives. Under the circumstances, they are urgently in need of food, relief goods, medicines and 

pure drinking water. 

 We, therefore, expect that you would be kind enough to consider (we‡ePbv Kiv) the miseries 

of the people of our locality and send relief goods and medical team to save the lives of 

the flood affected people. 

 Yours faithfully, 

 Md. Shofi Uddin Miah 

 On behalf of the people of Kalimohor Union 


