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To

Dear Sir,

This is with reference to my letter dated........................

I am sorry to say that I have not yet received the reply 

of my letter under reference. As I am on leave and have to 

join my duties at the earliest, I shall he grateful if you 

very kindly send me the required information. Your 

co-operation into the matter will he highly appreciated.

Thanking you,

i
Yours fafchfully


