To
The Principal
Bhasha-Bhavana
Visva-Bharati

Through the H.O.D./Teacher-In-Charge of the Department of ENGLISH, Bhasha-Bhavana,V.B.

Sir/Madam,
I wish to inform you that I shall be out of station from……………………………………. to…………………………………

Thanking you,

Yours sincerely,


Department of English,V.B.
I.D. No. 
Date:…………………………..
Place: Santiniketan
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