
SSC E Test Paper 
 

English Writing Part (With Bangla Meaning) 

Item: Application Writing 
 

 

Formal Letter (Application) 

1. An application to the Headmaster of your school praying for a transfer certificate.  

2. An application to your Principal seeking permission to go on a study tour/excursion.  

3.  An application to the Headmaster of your school seeking for increasing common room facilities. 

4.  An application to the Headteacher of your school praying for setting a computer club.  

5. An application to your Headmaster for setting up an English Language Club. 

6. An application to your Headmaster for a full-free studentship.  

7.  An application to your Headmaster for opening a common room. 

8.  An application to the Headmaster seeking permission for organizing that club. 

9.  An application to the Headmaster praying for a seat in the school hostel. 

10. An application to your Headmaster requesting him to install a canteen in the school premises.  

11.  An application to the Headmaster praying for admission. 

12. An application to the Headmaster praying for a half-holiday to witness this match. 

13.  An application to the Headmaster for holding morning school.  

14.  An application to your Headmaster praying for leave of absence. 

15. An application to your Headmaster of your school for advance leave mentioning the beginning and ending date 
of your leave. 

16. An application to your Headmaster asking his permission to leave school earlier on account of sudden illness. 

17. An application to the Headmaster of your School for re-admission. 

18.  An application to the Headmaster for an English Newspaper in the common room. 

19. An application to the Headmaster of your school to provide facilities for games and sports. 

20. An application to the Headmaster seeking his permission to observe International Mother Language Day in your school. 

21. An application to the Headteacher of your school for buying current books for your school library.  
 

 Application Tips :  

 ⚫ Student Gi bvg, School-Gi bvg, Roll no BZ¨vw`| 
 ⚫ Date, Subject  
 ⚫  | 
 ⚫  
 Application-Gi structure   
Suppose, you are Sumon Sarkar, a student of class VIII of Bogra Zilla School. Your father, who is a peon of a private farm, is 

unable to bear your educational expenses. Now write an application to the Headmaster for a full-free studentship. 

 

10 February 2022  ........................................................................................................................... 

The Headmaster 

Bogra Zilla School.   ............................................................................................. 

Bogra. 

 

Subject : Prayer for a full-free studentship. ––––––––––––––––––––––––––––––––––– 

Dear Sir, .................................................................................................................................   

I beg to state that I have been reading in your school for the last two years. I always obtain good 

marks in examinations. My father is a peon of a private farm. Our family consists of five members. 

So, my father is unable to bear my educational expenses after maintaining our family. It is a great 

barrier to my studies. 

May I, therefore, pray and hope that you would kindly grant me a full free studentship so that I can 

continue my studies properly. 
 

I remain 

Sir  ...................................................................................................... 

your most obedientpupil 

ZvwiL (Date) 

 
(Designation and address of the recipent) 

welq (Subject) 

m¤̂Üb (Salutaions) 

g~j Ask 
(Body of the letter) 

we`vq 
(Subscription) 



SSC E Test Paper 
 

Sumon Sarkar

Class VIII Roll-5
           .............................................................................................................  

 
1. ZvwiL (Date) : 

10 February 2022 A_ev February 10, 2022 
 

2. (Designation & address of the recipent) :  The 

Headmaster) Bogra Zilla School, Bogra) 
 

3. welq (Subject) :  Prayer for a full-free studentship.) 

4. (Salutation) : Dear Sir)  
5. g~j Ask (Body of the letter) : e|  
6. we`vq (Subscription) :  
7. bvg I cwiPq (Signature & Identity) :  Sumon Sarkar, Class-VIII, Roll-5| 
 

1. Suppose, you are Salam. Your father has been 
transferred from Feni to Rajshahi. Write an 
application to the Headmaster of your school 
praying for a transfer certificate.  

 

01 March, 2022 
 

The Headmaster 
Joypur Sorojine High School 
Joypur, Feni. 

Subject: Prayer for issuing a transfer certificate.  

Sir,  
With due respect and humble submission, I would like to 
state that my father has been transferred from Feni to 
Rajshahi. Our family is going to be shifted there soon. 
This naturally makes me leave your school also.  

I shall, therefore, hope to you for issuing me a transfer 
certificate and oblige thereby.  
Yours obediently 
 

Md. Abdus Salam 
Class: Eight 
Section: A 
Roll: 03 
 
1.  a‡iv, Zywg mvjvg| †Zvgvi evev †dbx †_‡K ivRkvnx‡Z e`wj n‡q 

†M‡Qb| GKwU ¯’vbvšÍi cªksmvc‡Îi Rb¨ Avcbvi ¯‹y‡ji c ªavb 

wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ wj‡Lv| 

 

01 gvP©, 2022 

cªavb wk¶K, 

Rqcyi m‡ivwRb D”P we`¨vjq 

Rqcyi, †dbx| 

welq: QvocÎ Bmy¨ Kivi Rb¨ cªv_©bv| 

m¨vi, 

h_vh_ m¤§vb I web‡qi mv‡_ Avwg ej‡Z PvB †h Avgvi evev †dbx †_‡K 

ivRkvnx‡Z e`wj n‡q‡Qb| Avgv‡`i cwievi wkMwMiB †mLv‡b ¯’vbvšÍwiZ 

n‡Z hv‡”Q| ¯^vfvweKfv‡e Avgv‡KI Avcbvi ¯‹yj Z¨vM Ki‡Z n‡e| 

 

AZGe, Avgvi Rb¨ GKwU UªvÝdvi mvwU©wd‡KU Bm y¨ K‡i evwaZ Ki‡eb| 

 

Avcbvi GKvšÍ AbyMZ 

†gvt Avãym mvjvg 

K¬vm: Aóg 

kvLv: K 

†ivj: 03 

2. Suppose, you are the students of class 8. you want 
to go on an study tour/excursion. Now write an 
application to your Principal seeking permission 
to go on a study tour/excursion.  

5 April, 2022  

The Principal  
Bogra Zilla School 
Bogra. 

Subject: Prayer for permission to go on a study 
tour/excursion.  

Sir,  

We, the student of class 8 of your school would like to state 

that our 1st term examination is over and now we are free. 

So we want to go on a study tour at Mohasthangar. Study 

tour is not only interesting but also educative. It widens our 

knowledge and refresh our mind. Our three teachers have 

already agreed to guide us during the tour.  

We, therefore, hope that you would be kind enough to 

permit us to go on a study tour/excursion and oblige thereby.  

Obediently yours,  
The students of class 8  
 
2.  g‡b K‡iv, Zzwg Aóg †kÖwYi QvÎ| Zzwg GKwU wk¶v mdi/åg‡Y 

†h‡Z PvI| GLb GKwU ÷vwW Uy¨i/åg‡Y hvIqvi AbygwZ †P‡q 

†Zvgvi  wcªwÝcv‡ji Kv‡Q GKwU Av‡e`b wjL| 

5 Gwcªj, 2022 

cªavb 

e¸ov wRjv ¯‹yj 

e¸ov| 

welq: Aa¨qb mdi/åg‡Y hvIqvi AbygwZi Rb¨ cªv_©bv| 

m¨vi, 

Avgiv, Avcbvi ¯‹y‡ji Aóg †kªwYi wk¶v_©xiv ej‡Z PvB †h, Avgv‡`i 1g 

†gqv‡`i cix¶v †kl n‡q‡Q Ges GLb Avgiv Aemi| ZvB Avgiv 

gnv¯’vbM‡o wk¶v md‡i †h‡Z PvB| wk¶v mdi ïaygvÎ AvKl©Yxq bq, 

wk¶vg~jKI e‡U| GwU Avgv‡`i Ávb‡K c ªmvwiZ K‡i Ges Avgv‡`i 

gb‡K m‡ZR K‡i| Avgv‡`i wZbRb wk¶K BwZg‡a¨ md‡i Avgv‡`i 

MvBW Ki‡Z (wb‡`©kbv w`‡Z) ivwR n‡q‡Qb| 

AZGe, Avgiv Avkv Kwi †h Avcwb Avgv‡`i‡K GKwU wk¶v md‡i 

hvIqvi AbygwZ †`Iqvi Rb¨ h‡_ó m`q n‡eb Ges Gi Øviv evwaZ 

Ki‡eb| 

 

Avcbvi AvÁven, 

bvg I cwiPq 
(Signature & Identity) 
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8g †kªYxi QvÎiv 

3.  Suppose, you are a student of class Eight. The 
facilities of your common room is not up to the mark. 
Write an application to the Headmaster of your 
school seeking for increasing common room 
facilities. 

20 May, 2022 
 

The Headmaster 
Sher-e-Bangla Nagar Govt. Girls High School 
Dhaka-1207 

Subject: Application for increasing common room facilities. 

Madam, 

We, the students of your school, would like to draw your 
kind attention to the following fact that our common 
room is not well furnished. It does not provide much 
scope for our entertainment. We cannot enjoy our 
leisures for want of indoor materials. There is no TV set, 
newspapers, magazines etc. All these things are the 
mirror of the whole world. We also lack adequate indoor 
sports item which help us to keep physically fit. 

We therefore, hope that your would be kind enough to realize 
the problem we face and consider the matter sympathetically.   
 

Yours faithfully, 
Sonia 

On behalf of the students of Sher-e-Bangla Nagar Govt. 
Girls' High School 

 
3. g‡b K‡iv, Avcwb beg †kªwYi GKRb QvÎ| Avcbvi Kgb iæ‡gi 

my‡hvM-myweav †bB| Kgb iæ‡gi myweav e…w×i Rb¨ Avcbvi ¯‹y‡ji c ªavb 

wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ wjL| 

 

20 †g, 2022 

cªavb wk¶K 

†k‡ievsjv bMi miKvi| evwjKv D”P we`¨vjq 

XvKv-1207 

welq: mvaviY K¶ myweav e…w×i Rb¨ Av‡e`b| 

g¨vWvg, 

Avgiv, Avcbvi ¯‹y‡ji QvÎiv, wbgœwjwLZ welqwUi cªwZ Avcbvi m`q `…wó 

AvKl©Y Ki‡Z PvB †h Avgv‡`i Kgb iægwU mymw¾Z bq| GUv Avgv‡`i 

we‡bv`‡bi Lye GKUv my‡hvM †`q bv| Bb‡Wvi DcKi‡Yi Afv‡e Avgiv 

Avgv‡`i Aemi Dc‡fvM Ki‡Z cvwi bv| †Kvb wUwf †mU, msev`cÎ, 

g¨vMvwRb BZ¨vw` †bB, GB mg Í̄ wRwbm mgMª we‡k¦i Avqbv| Avgv‡`i 

Kv‡Q ch©vß Bb‡Wvi †¯úvU©m AvB‡UgI †bB hv Avgv‡`i kvixwiKfv‡e 

wdU ivL‡Z mvnvh¨ K‡i| 

AZGe, Avgiv Avkv Kwi †h Avgiv †h mgm¨vwUi gy‡LvgywL nw”Q Zv 

Dcjwä Kivi Rb¨ Avcwb h‡_ó m`q n‡eb Ges welqwU mnvbyf~wZi mv‡_ 

we‡ePbv Ki‡eb| 

 

Avcbvi wek¦& Í̄, 

†mvwbqv 

†k‡ievsjv bMi miKv‡ii wk¶v_©x‡`i c¶ †_‡K evwjKv D”P we`¨vjq 

 
4.  Suppose, there is no computer club in your school. 

But the students of your school feel the need of it. 
Now, write an application to the Headteacher of 
your school praying for setting a computer club.  

10 February, 2022  

The Headteacher,  
Lalbagh Model High School,  

Dhaka.  

Subject: Prayer for setting a computer club. 

Sir,  
We, the students of your school, have the honor to state 
that ours is a reputed school in the city. But it is a matter 
of great regret that there is no computer club in our 
school. We live in the age of science. And we can not 
think of a day without computer. It is of great use in all 
sectors of life, especially to the students. The students of 
this school are much interested in acquiring knowledge 
about computer. If a computer club is set up in our 
school, many students will learn how to operate and use 
it effectively.  
We, therefore, earnestly request you to set up a computer 
club in our school and oblige thereby.  
 

Sincerely yours,  
The students of Lalbagh Model High School 
 
4.  g‡b K‡iv, Avcbvi ¯‹y‡j †Kvb Kw¤úDUvi K¬ve †bB| wKš‘ †Zvgvi 

¯‹y‡ji QvÎiv Gi cª‡qvRbxqZv Abyfe K‡i| GLb, GKwU 

Kw¤úDUvi K¬ve ¯’vc‡bi Rb¨ †Zvgvi we`¨vj‡qi cªavb wk¶‡Ki 

Kv‡Q GKwU Av‡e`bcÎ wjL| 

10 †deªyqvwi, 2022 

cªavb wk¶K, 

jvjevM g‡Wj nvB ¯‹yj, 

XvKv| 

welq: GKwU Kw¤úDUvi K¬ve ¯’vc‡bi Rb¨ c ªv_©bv| 

m¨vi, 

Avgiv, Avcbvi ¯‹y‡ji QvÎiv, h_vh_ m¤§v‡bi mv‡_ ejwQ †h, Avgv‡`i 

GKwU ¯‹yjwU kn‡ii bvgKiv ¯‹yj| wKš‘ AZ¨šÍ cwiZv‡ci welq †h 

Avgv‡`i we`¨vj‡q †Kvb Kw¤úDUvi K¬ve †bB| Avgiv weÁv‡bi hy‡M evm 

Kwi| Avi Kw¤úDUvi Qvov GKUv w`bI Avgiv fve‡Z cvwi bv| GwU 

Rxe‡bi mKj †¶‡Î we‡kl K‡i wk¶v_©x‡`i Rb¨ LyeB Kv‡R jv‡M| GB 

we`¨vj‡qi wk¶v_©xiv Kw¤úDUvi m¤ú‡K© Ávb AR©‡b A‡bK †ewk AvMªnx| 

hw` Avgv‡`i ¯‹y‡j GKwU Kw¤úDUvi K¬ve ¯’vcb Kiv nq, Zvn‡j A‡bK 

wk¶v_©x wkL‡e wKfv‡e GwU Kvh©Kifv‡e cwiPvjbv Ki‡Z nq Ges e¨envi 

Ki‡Z nq| 

 

AZGe, Avgiv Avcbv‡K Avgv‡`i ¯‹y‡j GKwU Kw¤úDUvi K¬ve ¯’vcb 

Kivi Rb¨ AvšÍwiKfv‡e Aby‡iva KiwQ| 

 

Avcbvi AbyMZ, 

jvjevM g‡Wj D”P we`¨vj‡qi wk¶v_©xiv 

 
5. Suppose you are Murad and you read at Hazipur 

High School, Magura. Your school has no English 

Language Club. Now, write an application to your 

Headmaster for setting up an English Language Club. 
 

10 July, 2022 
 

The Headmaster 
Hazipur High School 
Hazipur, Magura. 
 

Subject: Application for setting up an English Language Club. 
 

Sir, 

With due respect, we, the students of your school, would 

like to draw your kind attention to the problem that we 

have no English Language Club in our school. You know 

that English is an international language and modern 

http://www.courstika.com/
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communication largely depends on it. English is essential 

for our academic and national improvement. If a 

language club is set up, we will be greatly benefitted by 

getting the opportunity of practising English. 
 

May we, therefore, hope that you would be kind enough 
to consider our application and take necessary steps to 
set up an English language club in our school. 
 

Sincerely yours, 
 

The students of Hazipur High School. 
 
5.  g‡b K‡iv Zzwg gyiv` Ges Zzwg gv¸ivi nvRxcyi D”P we`¨vj‡q 

c‡ov| †Zvgvi ¯‹y‡j †Kvb Bs‡iwR fvlv K¬ve †bB| GLb, GKwU 

Bs‡iwR fvlv K¬ve ¯’vc‡bi Rb¨ †Zvgvi cªavb wk¶‡Ki Kv‡Q GKwU 

Av‡e`bcÎ wjLb| 

10 RyjvB, 2022 

cªavb wk¶K 

nvRxcyi D”P we`¨vjq 

nvRxcyi, gv¸iv| 

 

welq: GKwU Bs‡iwR fvlv K¬ve ¯’vc‡bi Rb¨ Av‡e`b| 

 

m¨vi, 

h_vh_ m¤§v‡bi mv‡_, Avgiv, Avcbvi ¯‹y‡ji wk¶v_©xiv, GB mgm¨vi c ªwZ 

Avcbvi m`q `…wó AvKl©Y Ki‡Z PvB †h Avgv‡`i ¯‹y‡j †Kvb Bs‡iwR 

fvlv K¬ve †bB| Avcwb Rv‡bb †h Bs‡iwR GKwU AvšÍR©vwZK fvlv Ges 

AvaywbK †hvMv‡hvM g~jZ GwUi Dci wbf ©i K‡i| Avgv‡`i GKv‡WwgK 

Ges RvZxq DbœwZi Rb¨ Bs‡iwR Acwinvh©| GKwU fvlv K¬ve ¯’vcb Kiv 

n‡j Avgiv Bs‡iwR PP©vi my‡hvM †c‡q A‡bK DcK…Z ne| 

 

ZvB Avgiv Avkv Kwi †h Avcwb Avgv‡`i Av‡e`b we‡ePbv Kivi Rb¨ 

h‡_ó m`q n‡eb Ges Avgv‡`i ¯‹y‡j GKwU Bs‡iwR fvlv K¬ve ¯’vc‡bi 

Rb¨ cª‡qvRbxq c`‡¶c †b‡eb| 

 

Avcbvi GKvšÍ AbyMZ, 

nvRxcyi D”P we`¨vj‡qi wk¶v_©xiv| 

 
6. Suppose you are Fatema and you read at Kumarkhali 

High School, Kustia. Your  father is a landless 

farmer. Now, write an application to your 

Headmaster for a full-free studentship.  

       

15 February 2022 
 

The Headmaster 
Kumarkhali High School 
Kustia. 
 

Subject: Application for a full-free studentship. 
 

Sir, 

I have the honour to state that I am a student of class 

eight of your school. My father is a landless farmer. He 

cultivates other people’s land to bear our family 

expenditure. Our family consists of seven members. My 

elder brother reads in class ten and my younger brother 

reads in Class six in your school. This year our crops 

have been destroyed due to flood. So it is impossible for 

my father to bear my educational expenses. So, I need a 

full-free studentship to continue my study. 

I, therefore, hope that you would be kind enough to grant 

me a full-free studentship so that I can continue my study. 
 

Obediently yours, 
 

Kaniz Fatema 
Class-8, Section-A 
Roll-2 
 
6.  g‡b K‡iv Zzwg dv‡Zgv Ges Zzwg Kywóqvi KygviLvjx D”P we`¨vj‡q 

c‡ob| †Zvgvi evev GKRb f~wgnxb K…lK| GLb, m¤ú~Y© webvg~‡j¨ 

QvÎ‡Z¡i Rb¨ Avcbvi c ªavb wk¶‡Ki Kv‡Q GKwU Av‡e`b wjL| 

15 †deªyqvwi 2022 

cªavb wk¶K 

KygviLvjx D”P we`¨vjq 

Kywóqv| 

 

welq: m¤ú~Y© webvg~‡j¨ QvÎ‡Z¡i Rb¨ Av‡e`b| 

 

Rbve, 

h_vh_ m¤§v‡bi mv‡_ ejwQ †h, Avwg Avcbvi ¯‹y‡ji Aóg †kªwYi QvÎ| 

Avgvi evev GKRb f~wgnxb K…lK| Avgv‡`i msmv‡ii LiP Pvjv‡Z wZwb 

A‡b¨i Rwg Pvl K‡ib| Avgv‡`i cwievi mvZ m`m¨ wb‡q MwVZ| Avgvi 

eo fvB `kg †kªwY‡Z c‡o Avi Avgvi †QvU fvB Avcbvi ¯‹y‡j lô 

†kªwY‡Z c‡o| G eQi eb¨vq Avgv‡`i dmj bó n‡q‡Q| ZvB Avgvi 

†jLvcovi LiP enb Kiv evevi c‡¶ Am¤¢e| myZivs, Avgvi Aa¨qb 

Pvwj‡q hvIqvi Rb¨ Avgvi m¤ú~Y© webvg~‡j¨ QvÎZ¡ cª‡qvRb| 

ZvB, Avwg Avkv Kwi Avcwb Avgv‡K GKwU m¤ú~Y© webvg~‡j¨ QvÎZ¡ c ª̀ vb 

Kivi Rb¨ h‡_ó m`q n‡eb hv‡Z Avwg Avgvi Aa¨qb Pvwj‡q †h‡Z 

cvwi| 

 

Avcbvi GKvšÍ AbyMZ 

KvwbR dv‡Zgv 

K¬vm-8, kvLv K 

†ivj-2 

 

7.  Suppose, you are a student of class Eight. You do 

not have any common room in your school. Write 

an application to your Headmaster for opening a 

common room. 
 

3 January 2022 
The Headmaster 
Joypur Sorojine High School 
Feni. 
 

Subject : Prayer for setting up a common room. 
 

Sir, 

With due respect, we beg to state that our school is one 

of the famous schools in Feni district. But it is a matter 

of great sorrow that there is no common room in our 

school. For this reason the students spend their off 

periods without doing anything or gossiping here and 

there. As a result other classes are disturbed. So we are 

badly in need of a common room. 
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In the circumstances, we pray and hope that you would 

be kind enough to make necessary steps for setting up a 

common room.  
 

We remain 
Sir, 
Yours obediently 

Kabir Hossain 
On behalf of the students of your school. 
 
7.  g‡b K‡iv, Avcwb `kg GKRb QvÎ| †Zvgvi ¯‹y‡j †Kvb Kgb iæg 

†bB| GKwU mvaviY K¶ †Lvjvi Rb¨ †Zvgvi cªavb wk¶‡Ki Kv‡Q 

GKwU Av‡e`bcÎ wjL| 

 

3 Rvbyqvix 2022 

cªavb wk¶K 

Rqcyi m‡ivwRb D”P we`¨vjq 

†dbx| 

 

welq: GKwU Kgb iæg ¯’vc‡bi Rb¨ Ave‡`b| 

 

m¨vi, 

h_vh_ m¤§v‡bi mv‡_ Avgiv Rvbv‡Z PvB †h Avgv‡`i we`¨vjqwU †dbx 

†Rjvi GKwU weL¨vZ we`¨vjq| wKš‘ AZ¨šÍ `yt‡Li welq †h Avgv‡`i 

we`¨vj‡q †Kvb Kgb iæg †bB| GB Kvi‡Y wk¶v_©xiv GLv‡b-ILv‡b wKQy 

bv K‡i ev Mí¸Re K‡i Zv‡`i Ad wcwiqW KvUvq| d‡j wecv‡K co‡Q 

Ab¨ †kªYx| ZvB Avgv‡`i GKUv Kgb iæ‡gi Lye cª‡qvRb| 

 

AZGe, GB cwiw¯’wZ‡Z, Avgiv c ªv_©bv Kwi Ges Avkv Kwi †h Avcwb 

GKwU Kgb iæg ¯’vc‡bi Rb¨ cª‡qvRbxq c`‡¶c wb‡Z h‡_ó m`q 

n‡eb| 

 

Avcbvi AbyMZ 

Kwei †nv‡mb 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 

 

8.  Suppose, you are Rumana. You are your friends are 

interested in organizing a literary club. Write an 

application to the Headmaster seeking 

permission for organizing that club. 
 
3 January 2022 
The Headmaster 
Siddeswari Girls’ High School 
Dhaka. 
 

Subject : Prayer for the permission of organizing a 
literary club. 

 

Sir, 

With due respect, we the students of your school beg to 

state that we want to organize a literary club in our 

school. This club can help the students who are 

interested in literature. It fills the gap of co-curricular 

activities. But at this moment there is no scope for this 

club.  

In these circumstances, we pray and hope that you would 

be kind enough to grant our prayer and oblige thereby. 
 

Yours obediently 

Rumana Siddiqa 
On behalf of the students of Siddeswari Girls’ High school 
Dhaka. 
 
8.  g‡b K‡iv, Zzwg iægvbv| Zzwg Avcbvi eÜy GKwU mvwnZ¨ K¬ve 

msMwVZ AvMªnx| D³ K¬ve Av‡qvR‡bi AbygwZ †P‡q cªavb 

wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ †jL| 

 

3 Rvbyqvix 2022 

cªavb wk¶K 

wm‡×k¦ix evwjKv D”P we`¨vjq 

XvKv| 

 

welq: GKwU mvwnZ¨ K¬ve Av‡qvR‡bi AbygwZi Rb¨ c ªv_©bv| 

 

m¨vi, 

h_vh_ m¤§v‡bi mv‡_, Avgiv Avcbvi we`¨vj‡qi wk¶v_©xiv Rvbv‡Z 

Aby‡iva KiwQ †h Avgiv Avgv‡`i we`¨vj‡q GKwU mvwnZ¨ K¬v‡ei 

Av‡qvRb Ki‡Z PvB| GB K¬vewU mvwn‡Z¨ AvM ªnx wk¶v_©x‡`i mvnvh¨ 

Ki‡Z cv‡i| GwU mncvV¨µwgK Kvh©µ‡gi Aemi c~iY K‡i| wKš‘ GB 

gyn~‡Z© (Avgv‡`i we`¨vj‡q) GB K¬v‡ei my‡hvM †bB| 

GB cwiw¯’wZ‡Z, Avgiv c ªv_©bv Kwi Ges Avkv Kwi †h Avcwb Avgv‡`i 

cªv_©bv Ges eva¨evaKZv cª̀ vb Kivi Rb¨ h‡_ó m`q n‡eb| 

 

Avcbvi eva¨ 

iægvbv wmwÏKv 

wm‡×k¦ix evwjKv D”P we`¨vj‡qi QvÎx‡`i c¶ †_‡K 

XvKv| 

 
9.  Suppose, your father hasbeen transferred from 

Khulna to Dhaka. Your family is going to shift there very 
soon. Now, write an application to the Headmaster 
praying for a seat in the school hostel. 

 

3 January 2022 
The Headmaster, 
Khulna Zilla School, 
Khulna. 
 

Subject : Prayer for allotting a seat in the school hostel. 
 

Sir,  
I beg most respectfully to sate that I am a student of class 
VIII of your school. I have been living here in Khulna 
with my parents. Unfortunately, my father who is a Govt. 
employee has been transferred recently from Khulna to 
Dhaka. He will join his new post on the first day of the 
next month. Mother and other members of our family 
will also leave for Dhaka soon. I have no close relative 
here with whom I can stay up to my S.S.C Examination 
and can continue my studies. 

In the circumstances stated above, I earnestly hope and 
pray that you would be so kind as to allot me a seat in the 
school hostel so that I can continue my further studies in 
your school. 
 

I remain 
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Sir, 
Your most obedient pupil 
Selim Khan 
Class-VIII, Roll no: 04 
 
9.  g‡b K‡iv, †Zvgvi evev Lyjbv †_‡K XvKvq e`wj n‡q‡Qb| †Zvgvi 

cwievi Lye kxNªB †mLv‡b ¯’vbvšÍwiZ n‡Z P‡j‡Q| GLb, ¯‹yj 

†nv‡÷‡j GKwU Avm‡bi Rb¨ c ªavb wk¶‡Ki Kv‡Q GKwU 

Av‡e`bcÎ wjL| 

 

3 Rvbyqvix 2022 

cªavb wk¶K, 

Lyjbv wRjv ¯‹yj, 

Lyjbv| 

 

welq: ¯‹yj †nv‡÷‡j Avmb eiv‡Ïi Rb¨ c ªv_©bv| 

 

m¨vi, 

Avwg webxZfv‡e webxZfv‡e Rvbv‡Z PvB †h Avwg Avcbvi we`¨vj‡qi 

`kg †kªYxi QvÎ| Avwg Avgvi evev-gv‡qi mv‡_ Lyjbvq _vKZvg| Avgvi 

evev whwb GKRb miKvix Kg©Pvix, Zv‡K m¤cÖwZ Lyjbv †_‡K XvKvq e`wj 

Kiv n‡q‡Q| AvMvgx gv‡mi c ª_g w`‡b wZwb Zvi bZyb c‡` †hvM †`‡eb| 

gv I Avgv‡`i cwiev‡ii Ab¨ m`m¨ivI wkMwMiB XvKvi D‡Ï‡k iIbv 

n‡eb| GLv‡b Avgvi †Kvb wbKUvZ¥xq †bB hvi mv‡_ Avwg Avgvi S.S.C 

cix¶v ch©šÍ _vK‡Z cvwi Ges Avgvi cov‡kvbv Pvwj‡q †h‡Z cvwi| 

 

Dc‡i DwjøwLZ cwiw¯’wZ‡Z, Avwg AvšÍwiKfv‡e Avkv Kwi Ges c ªv_©bv Kwi 

†h Avcwb Avgv‡K ¯‹yj †nv‡÷‡j GKwU Avmb eivÏ Kivi Rb¨ GZ m`q 

n‡eb hv‡Z Avwg Avcbvi ¯‹y‡j Avgvi AviI cov‡kvbv Pvwj‡q †h‡Z 

cvwi| 

 

m¨vi, 

Avcbvi eva¨ QvÎ 

†mwjg Lvb 

K¬vm-Aóg, †ivj bs: 04 

 
10. Suppose, you are a student of class Eight. There is 

no canteen inside of your school. That's why you are 
facing some problems. Write an application to 
your Headmaster requesting him to install a 
canteen in the school premises.  

 

3 March 2022 
The Headmaster, 
Chhagalnaiya Pilot High School 
Feni. 
 

Subject : Prayer for starting a canteen in the School campus. 
 

Sir,  
We, the students of your school, beg to state that our 
school is one of the best and the biggest schools in Feni 
district. Many students come from remote places by bus 
or train. As our school begins at 10:30 AM, some have to 
start from home as early as 9 a.m. naturally they feel 
very hungry at noon. But unfortunately there is no 
canteen in our school. So, students have to take 
unhygienic foods from the nearby restaurants outside the 
school campus. As a result we often get sick which 
hampers our regular study.  
 

In this circumstance, we request you to consider the 
inconveniences suffered by the students and make 

arrangements for opening a canteen in the school 
premises as early as possible.  
 

Yours obediently 
A K Rana  
On behalf of the students of your school. 
 
10.  g‡b K‡iv, Zzwg Aóg †kªwYi QvÎ| †Zvgvi ¯‹y‡ji wfZ‡i †Kvb 

K¨vw›Ub †bB| GRb¨ Zzwg wKQy mgm¨vi m¤§yLxb n‡”Qb| ¯‹yj c ªv½‡b 

GKwU K¨vw›Ub ¯’vc‡bi Rb¨ †Zvgvi cªavb wk¶‡Ki Kv‡Q GKwU 

Av‡e`bcÎ wjL| 

 

3 gvP© 2022 

cªavb wk¶K, 

QvMjbvBqv cvBjU D”P we`¨vjq 

†dbx| 

 

welq: ¯‹yj K¨v¤úv‡m GKwU K¨vw›Ub Pvjy Kivi Rb¨ c ªv_©bv| 

 

m¨vi, 

Avgiv, Avcbvi ¯‹y‡ji QvÎiv, Rvbv‡Z Aby‡iva KiwQ †h Avgv‡`i ¯‹yjwU 

†dbx †Rjvi Ab¨Zg †miv Ges e…nËg ¯‹yj| A‡bK wk¶v_©x c ªZ¨šÍ GjvKv 

†_‡K ev‡m ev †Uª‡b Av‡m| †h‡nZy Avgv‡`i ¯‹yj mKvj 10:30 Uvq ïiæ 

nq, A‡bK‡KB mKvj 9 Uvi g‡a¨ evwo †_‡K †ei n‡Z nq; 

¯^vfvweKfv‡eB Zviv `ycy‡i Lye ¶yavZ© †eva K‡i| wKš‘ `yf©vM¨ekZ 

Avgv‡`i we`¨vj‡q †Kvb K¨vw›Ub †bB| ZvB wk¶v_©x‡`i ¯‹yj K¨v¤úv‡mi 

evB‡ii Av‡kcv‡ki †i÷y‡i›U †_‡K A¯^v¯’¨Ki Lvevi wb‡Z nq| d‡j 

Avgiv cªvqB Amy¯’ n‡q cwo hv Avgv‡`i wbqwgZ covïbv e¨vnZ K‡i| 

 

GB cwiw¯’wZ‡Z, Avgiv Avcbv‡K wk¶v_©x‡`i Amyweav¸wj we‡ePbv Kivi 

Rb¨ Aby‡iva KiwQ Ges hZ ZvovZvwo m¤¢e ¯‹yj cªv½‡b GKwU K¨vw›Ub 

†Lvjvi e¨e¯’v Kivi Aby‡iva Rvbvw”Q| 

 

Avcbvi eva¨ 

G †K ivbv 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 

 
11.  Suppose, your father has been transferred from 

Khulna to Dhaka. Now you aslo have to shift your 
school. You have chosen Azimpur Girls High 
School to get yourself admitted. Write an 
application to the Headmaster praying for 
admission. 

 
3 January 2022 
The Headmaster, 
Azimpur Girls High School 
Dhaka. 
 

Subject : Prayer for admission. 
 

Sir,  
With due respect and humble submission, I beg to state 
that I wish to get myself admitted into your school. 
Previously I was a student of Khulna Zilla School. 
Recently my family has shifted from to Dhaka due to my 
father’s transfer of job location We are now residing at 
Azimpur Govt. Quarters which is very close to your 
school. My parents keenly desire to get me admitted in 
class VIII in your school. I have also a special attraction 
for your school for its exceptionally brilliant results and 
high reputation. I also want to add that I passed the last 
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Annual Examination securing 95% marks in all the 
subjects.  
The attested copies of my transfer certificate and progress 
report along with transfer, release and joining orders of my 
father are enclosed here with for your kind perusal.  
 
I, therefore, pray and hope that you will consider my 
case and permit me to get myself admitted into class VIII 
in your prestigious institution and oblige thereby.  
 
I remain 
Sir, 
Yours obediently 
Rukshana Parvin 
 
11.  g‡b K‡iv, †Zvgvi evev Lyjbv †_‡K XvKvq e`wj n‡q‡Qb| GLb 

†Zvgv‡KI †Zvgvi ¯‹yj cwieZ©b Ki‡Z n‡e| fwZ© nIqvi Rb¨ 

AvwRgcyi Mvj©m nvB ¯‹yj †e‡Q wb‡q‡Qb| fwZ ©i Rb¨ cªavb 

wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ †jL| 

 

3 Rvbyqvix 2022 

cªavb wk¶K,  

AvwRgcyi evwjKv D”P we`¨vjq 

XvKv| 

 

welq: fwZ©i Rb¨ cªv_©bv| 

 

m¨vi, 

h_vh_ m¤§vb Ges webxZ wb‡e`‡bi mv‡_, Avwg Aby‡iva KiwQ †h Avwg 

wb‡R‡K Avcbvi ¯‹y‡j fwZ© Kiv‡Z PvB| Av‡M Avwg Lyjbv wRjv ¯‹y‡ji 

QvÎ wQjvg| m¤cÖwZ Avgvi evevi PvKwii ¯’vb e`wji Kvi‡Y Avgvi 

cwievi XvKv †_‡K ¯’vbvšÍwiZ n‡q‡Q Avgiv GLb AvwRgcyi miKvix‡Z 

emevm KiwQ| †KvqvU©vi hv Avcbvi ¯‹y‡ji Lye Kv‡Q| Avgvi evev-gv 

Avgv‡K Avcbvi ¯‹y‡j Aóg †kªYx‡Z fwZ© Kiv‡Z AvM ªnx| e¨wZµgx D¾¡j 

djvdj Ges D”P L¨vwZi Rb¨ Avcbvi we`¨vj‡qi cªwZ Avgvi we‡kl 

AvKl©Y i‡q‡Q| Avwg AviI †hvM Ki‡Z PvB †h Avwg me wel‡q 95% 

b¤^i †c‡q MZ evwl©K cix¶vq DËxY© n‡qwQ| 

Avgvi wcZvi ¯’vbvšÍi, QvocÎ Ges †hvM`v‡bi Av‡`kmn Avgvi U ªvÝdvi 

mvwU©wd‡KU Ges AM ªMwZ wi‡cv‡U ©i mZ¨vwqZ Kwc¸wj Avcbvi m`q 

AeMwZi Rb¨ GLv‡b mshy³ Kiv nj| 

 

ZvB Avwg cªv_©bv Kwi Ges Avkv Kwi †h Avcwb Avgvi welqwU we‡ePbv 

Ki‡eb Ges Avgv‡K Avcbvi gh©v`vc~Y© c ªwZôv‡b Aóg †kªwY‡Z fwZ© Kivi 

AbygwZ †`‡eb| 

 

Avcbvi GKvšÍ eva¨MZ 

iæKkvbv cviwfb 

 
12. Suppose, your school football team is going to 

participate in the final match of Inter-school District 
Football Tournament. Write an application to the 
Headmaster praying for a half-holiday to witness 
this match. 

 

9 June 2022 
The Headmaster 
Joypur Sorojine High School 
Feni 
 

Subject: Prayer for granting a half-holiday. 
 

Sir, 
We, the pupils of your school beg to state that the final 
match of the Inter-School District Football tournament 
will be held today at 3.30 p.m. in our school playground 
between our School Eleven and the Joypur Sorojine High 
School Team. The game will be an exciting one because 
both the teams are equally strong. Our presence in the 
playground will certainly be encouraging to our players. 
We do not want to miss the opportunity of enjoying such 
a game. 
We would therefore, like to pray that you would be kind 
enough to grant us a half holiday today which will enable 
us to witness the game and cheer-up our players. 
 

I remain 
Sir, 
Yours obediently 
Rimon Khan  
On behalf of the students of your school. 
 
12.  g‡b K‡iv, †Zvgvi ¯‹yj dyUej `j AvšÍt¯‹yj †Rjv dyUej 

Uyb©v‡g‡›Ui dvBbvj †Ljvq AskMªnY Ki‡Z hv‡”Q| GB g¨vPwU 

†`Lvi Rb¨ Aa©-QywUi Rb¨ cªv_©bv K‡i c ªavb wk¶‡Ki Kv‡Q GKwU 

Av‡e`bcÎ wjL| 

 

9 Ryb 2022 

cªavb wk¶K 

Rqcyi m‡ivwRb D”P we`¨vjq 

†dbx 

 

welq: Aa©-QywU †`Iqvi Rb¨ cªv_©bv| 

 

m¨vi, 

Avgiv, Avcbvi ¯‹y‡ji QvÎiv Rvbv‡Z Aby‡iva KiwQ †h AvšÍt¯‹yj †Rjv 

dyUej Uyb©v‡g‡›Ui dvBbvj g¨vPwU AvR weKvj 3.30 Uvq AbywôZ n‡e| 

Avgv‡`i ¯‹y‡ji †Ljvi gv‡V Avgv‡`i ¯‹yj B‡j‡fb Ges Rqcyi m‡ivwRb 

nvB ¯‹yj wU‡gi g‡a¨| †LjvwU D‡ËRbvc~Y© n‡e KviY Dfq `jB mgvb 

kw³kvjx| †Ljvi gv‡V Avgv‡`i Dcw¯’wZ Aek¨B Avgv‡`i †L‡jvqvo‡`i 

Rb¨ DZ&mvwnZ Ki‡e| Avgiv Ggb †Ljv Dc‡fvM Kivi my‡hvM nvZQvov 

Ki‡Z PvB bv| 

ZvB Avgiv cªv_©bv Ki‡Z PvB †h Avcwb AvR Avgv‡`i‡K GKwU A‡a©K 

QywU †`Iqvi Rb¨ h‡_ó m`q nb hv Avgv‡`i †LjvwU †`L‡Z Ges 

Avgv‡`i †L‡jvqvo‡`i DZ&mvwnZ Ki‡Z m¶g Ki‡e| 

 

Aby‡iva KiwQ 

m¨vi, 

Avcbvi eva¨Zvg~jKfv‡e 

wigb Lvb 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 

 
13. Suppose, you are students of class Eight. It has been 

very tough for you to be attentive at the class due to 
scorching heat. Write an application to the 
Headmaster for holding morning school.  

 

3 April 2022 
The Headmaster 
Kurigram Govt. High School 
Feni 
 

Subject: Prayer for holding morning school.  
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Sir,  
We, the students of your school, beg most respectfully to 
state that the summer season has already set in. There is 
no rain for a long time. Due to excessive heat of the sun, 
it has become very difficult for us to continue our works 
in the classroom at noon. Moreover, the students coming 
from a long distance face a lot of troubles in the glaring 
sun. So, it will surely be suitable for all of us if the 
classes are held in the morning.  
 

We would therefore, feel much obliged if you are 
gracious enough to hold classes in the morning from 
tomorrow until there is an appreciable change in 
weather.  
 

I remain  
Sir  
Yours obediently 
Rimon Khan  
On behalf of the students of your school. 
 
13.  g‡b K‡iv, Zzwg beg †kªwYi QvÎ| cªPÐ Mi‡gi Kvi‡Y K¬v‡m 

g‡bv‡hvMx nIqv Avcbvi c‡¶ Lye KwVb| mKv‡ji we`¨vjq 

cwiPvjbvi Rb¨ cªavb wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ †jL| 

 

3 Gwcªj 2022 

cªavb wk¶K 

KywoMªvg miKvi| D”P we`¨vjh 

†dbx 

 

welq: mKv‡ji ¯‹y‡ji Rb¨ c ªv_©bv| 

 

m¨vi, 

Avgiv, Avcbvi ¯‹y‡ji QvÎiv, AZ¨šÍ webxZfv‡e Rvbv‡Z PvB †h Mªx‡®§i 

FZy B‡Zvg‡a¨B ïiæ n‡q‡Q| A‡bK w`b a‡i e…wó †bB| m~‡h ©i AZ¨waK 

Zv‡ci Kvi‡Y `ycy‡ii w`‡K †kªYxK‡¶ Avgv‡`i KvR Pvwj‡q hvIqv LyeB 

KwVb n‡q c‡o‡Q| ZvQvov `~i`~ivšÍ †_‡K Avmv wk¶v_©xiv c ªLi †iv‡` 

A‡bK mgm¨vq c‡ob| myZivs, mKv‡j K¬vm AbywôZ n‡j GwU Aek¨B 

Avgv‡`i mevi Rb¨ Dchy³ n‡e| 

 

AZGe, AvenvIqvi GKwU cªksmbxq cwieZ©b bv nIqv ch©šÍ AvMvgxKvj 

mKvj †_‡K K¬vm Kivi Rb¨ Avcwb h‡_ó m`q n‡j Avgiv A‡bK eva¨ 

†eva Kie| 

 

Avcbvi eva¨ 

wigb Lvb 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 

 
14.  Suppose you could not attend your school from three 

days due to illness. Write an application to your 
Headmaster praying for leave of absence. 

 

March 10, 2022 
The Headmaster 
Doleshwar Adarsha High School 
Keraniganj, Dhaka-1311. 
 

Subject: Application for leave of absence. 
 

Sir, 
I beg most respectfully to state I could not attend school 
from the 7th to the 9th instant on account of fever. 

 

I, therefore, most humbly pray that your honour would 
be kind enough to grant me leave of absence for those 
days only. 
 

Yours obediently 
Bornali Chowdgury 
Class: VIII  
Roll: 01 
 
14.  g‡b K‡iv Zzwg Amy¯’Zvi Kvi‡Y wZb w`b Avcbvi ¯‹y‡j †h‡Z 

cv‡ivwb| Abycw¯’wZi QywUi Rb¨ c ªv_©bv K‡i Avcbvi c ªavb 

wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ wjL| 

 

10 gvP©, 2022 

cªavb wk¶K 

†`v‡jk¦i Av`k© D”P we`¨vjq 

†KivbxMÄ, XvKv-1311| 

 

welq: Abycw¯’wZi QywUi Rb¨ Av‡e`b| 

 

m¨vi, 

Avwg AZ¨šÍ kª×vi mv‡_ Rvbv‡Z PvB †h Avwg R¡‡ii Kvi‡Y 7 gvP© †_‡K 

9 gvP© ¯‹y‡j †h‡Z cvwiwb| 

 

ZvB Avwg webxZfv‡e c ªv_©bv KiwQ †h, Avcbvi m¤§vb Avgv‡K †mB 

w`b¸wji Rb¨ Abycw¯’wZi QywU †`Iqvi Rb¨ h‡_ó m`q †nvK| 

 

Avcbvi eva¨Zvg~jKfv‡e 

eY©vjx †PŠayix 

K¬vm: Aóg 

†ivj: 01 

 
15. Suppose, your elder sister's wedding ceremony is 

going to happen very soon. Write an application to 
your Headmaster of your school for advance 
leave mentioning the beginning and ending date 
of your leave. 

 
18 July  2022 
The Headmaster 
Gaforgaon Govt. High School 
Gaforgaon. 
 
Subject : Application for leave in advance. 
 
Sir, 
I beg most respectfully to state that the marriage 
ceremony of my elder sister is held on the 20th July. So, I 
shall not be able to attend the school from the 18th to the 
25th instant   
 
I, therefore, most humbly pray that your honour would 
be kind enough to grant me leave for those days only. 
 
Yours obediently 
Farzana Chowdhury  
Class: VIII 
Roll: 01 
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15.  g‡b K‡iv, †Zvgvi eo †ev‡bi we‡qi Abyôvb Lye ZvovZvwo n‡Z 

P‡j‡Q| Zzwg QywUi ïiæ Ges †kl ZvwiL D‡jøL K‡i AwM ªg QywUi 

Rb¨ †Zvgvi ¯‹y‡ji cªavb wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ wjL| 

 

18 RyjvB 2022 

cªavb wk¶K 

MdiMvuI miKvi| D”P we`¨vjh 

MdiMvuI| 

 

welq: AwMªg QywUi Av‡e`b| 

 

m¨vi, 

Avwg AZ¨šÍ kª×vi mv‡_ Rvbv‡Z Aby‡iva KiwQ †h Avgvi eo †ev‡bi 

we‡qi Abyôvb 20‡k RyjvB AbywôZ n‡”Q| ZvB, Avwg 18 ZvwiL †_‡K 

25 ZvwiL ch©šÍ ¯‹y‡j †h‡Z cvie bv| 

 

ZvB Avwg webxZfv‡e c ªv_©bv KiwQ †h, Avgv‡K †mB w`b¸‡jvi Rb¨ QywU 

†`Iqvi Rb¨ h‡_ó m`q nq| 

 

Avcbvi eva¨Zvg~jKfv‡e 

dviRvbv †PŠayix 

K¬vm: Aóg 

†ivj: 01 

 
16. Suppose, you are Rima. You are feeling unwell at 

the class. Write an application to your 
Headmaster asking his permission to leave school 
earlier on account of sudden illness. 

 
March 27, 2022 
The Headmaster 
Kurigram Govt. Girls High School 
Kurigram. 
 

Subject : Application for early leave. 
 

Sir, 
I beg most respectfully to state that after reaching school 
I have been felling severe headche. I am quite unable to 
stay in the class any longer. 
 

I, therefore, most humbly pray that your honour would 
be kind enough to grant me leave for the remaining 
periods. 
 
Your most obedient pupil 
Rima Haque 
Class: VIII 
Roll: 01 
 
16. g‡b K‡iv, Zzwg wigv| Zzwg K¬v‡m Amy ’̄ †eva Ki‡Qb| nVvr Amy ’̄Zvi 

Kvi‡Y †Zvgvi cªavb wk¶‡Ki Kv‡Q ¯‹yj †Q‡o hvIqvi AbygwZ †P‡q 

GKwU Av‡e`bcÎ wjL| 

 

27 gvP©, 2022 

cªavb wk¶K 

KywoMªvg miKvi| evwjKv D”P we`¨vjq 

KywoMªvg| 

 

welq: ZvovZvwo QywUi Rb¨ Av‡e`b| 

 

m¨vi, 

Avwg AZ¨šÍ kª×vi mv‡_ Rvbv‡Z PvB †h ¯‹y‡j †cŠuQv‡bvi ci Avgvi c ªPÐ 

gv_ve¨_v n‡q‡Q| Avwg Avi K¬v‡m _vK‡Z cviwQ bv| 

 

Avwg, ZvB, webxZfv‡e c ªv_©bv Kwi †h Aewkó mg‡qi Rb¨ Avgv‡K QywU 

†`Iqvi Rb¨ h‡_ó m`q n‡e| 

Avcbvi eva¨MZ QvÎx 

wigv nK 

K¬vm: Aóg 

†ivj: 01 

 
17. Suppose, you could not pay your school fees timely. 

That's why your name has been struck off from the 
roll. Write an application to the Headmaster of 
your School for re-admission. 

 

27 March  2022 
The Headmaster 
Mirpur Bangla High School 
Dhaka 
Subject: Application for readmission. 
 

Sir, 
I beg most respectfully to state that I am a regular student 
of class eight in your school. My name has been struck 
off the register as I could not pay up my school fees for 
the month of March. The cause of my inability is the 
hardship of my father. 
 

I, therefore, most humbly pray that your honour would 
be kind enough to consider my problem and pass orders 
for my re-admission on usual fees only. 
 
Yours obediently  
Abida Haque 
Class: VIII  
Roll: 03 
 
17.  g‡b K‡iv, Zyywg mgqg‡Zv Avcbvi ¯‹y‡ji wd cwi‡kva Ki‡Z 

cv‡ivwb| GB Kvi‡YB †Zvgvi bvg †ivj †_‡K ev` †`Iqv n‡q‡Q| 

cybivq fwZ©i Rb¨ †Zvgvi we`¨vj‡qi cªavb wk¶‡Ki Kv‡Q GKwU 

Av‡e`bcÎ wjL| 

 

27 gvP© 2022 

cªavb wk¶K 

wgicyi evsjv D”P we`¨vjq 

XvKv 

welq: cybivq fwZ©i Rb¨ Av‡e`b| 

 

m¨vi, 

Avwg AZ¨šÍ kª×vi mv‡_ Aby‡iva KiwQ †h, Avwg Avcbvi ¯‹y‡ji K¬vm 

GB‡Ui GKRb wbqwgZ QvÎ| gvP© gv‡mi ¯‹y‡ji wd w`‡Z bv cvivq Avgvi 

bvg †iwR÷vi †_‡K ev` †`Iqv n‡q‡Q| Avgvi A¶gZvi KviY evevi 

Kó| 

 

ZvB Avwg webxZfv‡e c ªv_©bv KiwQ †h Avcbvi m¤§vb Avgvi mgm¨v 

we‡ePbv Kivi Rb¨ h‡_ó m`q n‡eb Ges ïaygvÎ ¯^vfvweK wd‡Z Avgvi 

cybivq fwZ©i Rb¨ Av‡`k cª̀ vb Ki‡eb| 

 

Avcbvi eva¨ 

Avwe`v nK 
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K¬vm: Aóg 

†ivj: 03 
 

18.  Suppose, you are a student of Police Line High 
School, Faridpur. You have felt the need of a 
English newspaper for the common room. Now, 
write an application to the Headmaster for an 
English Newspaper in the common room. 

 

March 27, 2022 
The Headmaster 
Police Line High School 
Faridpur. 
 

Subject: Application for an English newspaper for 
common room.  

 

Sir, 
I, on behalf of the students of your school, have the 
honour to state that our common room is not well 
furnished. We do not have the chance to read English 
newspapers. Reading such newspaper, would be helpful 
for us to practice and know better about this language. 
 

I, therefore, most humbly pray that your honour would 
be kind enough to provide us an English daily in our 
common room. 
 

Yours obediently 
Mahmudul Islam 
On behalf of the students of your school. 
 
18.  g‡b K‡iv, Zzwg cywjk jvBb nvB ¯‹yj, dwi`cy‡ii QvÎ| Avcwb 

Kgbiæ‡gi Rb¨ GKwU Bs‡iwR msev`c‡Îi cª‡qvRb Abyfe 

K‡i‡Qv| GLb, mvaviY K‡¶ GKwU Bs‡iwR msev`c‡Îi Rb¨ 

cªavb wk¶‡Ki Kv‡Q GKwU Av‡e`b wjL| 

 

27 gvP©, 2022 

cªavb wk¶K 

cywjk jvBb D”P we`¨vjq 

dwi`cyi| 

 

welq: mvaviY K‡¶i Rb¨ GKwU Bs‡iwR msev`c‡Îi Rb¨ Av‡e`b| 

 

m¨vi, 

Avwg, Avcbvi ¯‹y‡ji QvÎ‡`i c¶ †_‡K, Rvbvw”Q †h, Avgv‡`i Kgb 

iægwU fvjfv‡e mw¾Z bq| Avgv‡`i Bs‡iwR msev`cÎ covi my‡hvM 

†bB| GB ai‡bi msev`cÎ cov, GB fvlv m¤ú‡K© PP©v I Rvb‡Z 

Avgv‡`i Rb¨ mnvqK n‡e| 

 

ZvB Avwg webxZfv‡e cªv_©bv KiwQ †h Avcwb Avgv‡`i Kgb iæ‡g GKwU 

Bs‡iwR ˆ`wbK mieivn Kivi Rb¨ h‡_ó m`q n‡e| 

 

Avcbvi eva¨ 

gvngy`yj Bmjvg 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 
 

19. Suppose, you are Samah. The facilities for games 
and sports in your school is very poor. Write an 
application to the Headmaster of your school to 
provide facilities for games and sports. 

 

May 13, 2022 

The Headmaster 
Harimohan Govt. High School 
Chapainawabganj. 
 

Subject: Application for adequate sports facilities. 
 

Sir, 
I, on behalf of the students of our school, beg to state that 
although we are provided with sufficient facilities for co-
curricular activities, the facilities in our sports section are 
rather poor. We need more facilities for playing table 
tennis, badminton, cricket and hockey. Some instruments 
for the gymnasium are also necessary. 
I, therefore, most humbly pray that your honour would be 
kind enough to take steps to provide us with more facilities 
as mentioned above in consultation with our game teacher 
and oblige thereby. 
 

Yours obediently, 
Sarafina Samah 
On behalf of the students of your school. 
 
19.  g‡b K‡iv, Zzwg mvgvn| †Zvgvi ¯‹y‡j †Ljvayjvi myweav LyeB 

Lvivc| †Ljv Ges †Ljvayjvi myweav cª̀ v‡bi Rb¨ Avcbvi 

we`¨vj‡qi cªavb wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ wjL| 

 

13 †g, 2022 

cªavb wk¶K 

nwi‡gvnb miKvi D”P we`¨vjh 

PvucvBbeveMÄ| 

 

welq: ch©vß µxov myweavi Rb¨ Av‡e`b| 

 

m¨vi, 

Avwg, Avgv‡`i ¯‹y‡ji QvÎ‡`i c¶ †_‡K Aby‡iva KiwQ †h, hw`I 

Avgv‡`i mn-cvV¨µwgK wµqvKjvc¸wji Rb¨ ch©vß my‡hvM-myweav †`Iqv 

nq, Avgv‡`i µxov wefv‡M my‡hvM-myweav¸wj †ek Lvivc| †Uwej †Uwbm, 

e¨vWwg›Ub, wµ‡KU I nwK †Ljvi Rb¨ Avgv‡`i AviI my‡hvM-myweav 

`iKvi| wRg‡bwmqv‡gi Rb¨ wKQy hš¿I cª‡qvRbxq| 

ZvB Avwg webxZfv‡e c ªv_©bv Kwi †h Avcwb Avgv‡`i µxov wk¶‡Ki mv‡_ 

civgk© K‡i Dc‡i DwjøwLZ AviI my‡hvM-myweav cª̀ v‡bi Rb¨ c`‡¶c 

wb‡Z h‡_ó m`q n‡eb| 

 

Avcbvi eva¨, 

mvivwdbv mvgvn 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 
 

20. Suppose, your name is Sabrina. The students of your 
school want to observe the International Mother 
Language day. Write an application to the 
Headmaster seeking his permission to observe 
International Mother Language Day in your school. 

February 19, 2022 
The headmaster 
MDC Model High school 
Dhaka 
 

Subject: Application for permission to observe the 
International Mother Language Day. 

 

Dear Sir, 
I, on behalf of the students of your school, beg to state that 
we are interested in observing the International Mother 
Language day at our school on 21 February this year we 
have planned to arrange a cultural function at the school 
auditorium. For this purpose we need your kind permission 
and some money to make necessary arrangements. 
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I, therefore, most humbly pray that your honour would 
be kind enough to give us permission and sanction a sum 
of taka 5,000 from the cultural fund of our school and 
oblige thereby. 
 

Yours obediently,  
Sabrina Haque 
On behalf of the students of your school. 
20.  g‡b K‡iv, †Zvgvi bvg mvewibv| †Zvgvi ¯‹y‡ji wk¶v_©xiv 

AvšÍR©vwZK gvZ…fvlv w`em cvjb Ki‡Z Pvq| †Zvgvi we`¨vj‡q 

AvšÍR©vwZK gvZ…fvlv w`em cvj‡bi AbygwZ †P‡q cªavb wk¶‡Ki 

Kv‡Q GKwU Av‡e`bcÎ wjL| 

†deªyqvwi 19, 2022 

cªavb wk¶K 

GgwWwm g‡Wj nvB ¯‹yj 

XvKv 

 

welq: AvšÍR©vwZK gvZ…fvlv w`em cvj‡bi AbygwZi Rb¨ Av‡e`b| 

 

Rbve, 

Avwg, Avcbvi ¯‹y‡ji QvÎ-QvÎx‡`i c¶ †_‡K Rvbv‡Z Aby‡iva KiwQ †h 

Avgiv GB eQi 21‡k †deªyqvwi Avgv‡`i ¯‹y‡j AvšÍR©vwZK gvZ…fvlv w`em 

cvjb Ki‡Z AvM ªnx, Avgiv ¯‹yj wgjbvqZ‡b GKwU mvs¯‹…wZK Abyôv‡bi 

Av‡qvRb Kivi cwiKíbv K‡iwQ| GB D‡Ï‡k¨ Avgv‡`i Avcbvi m`q 

AbygwZ Ges cª‡qvRbxq e¨e¯’v Kivi Rb¨ wKQy A_© cª‡qvRb| 

 

ZvB, Avwg webxZfv‡e c ªv_©bv Kwi †h Avcbvi m¤§vb Avgv‡`i ¯‹y‡ji 

mvs¯‹…wZK Znwej †_‡K 5,000 UvKv Aby‡gv`b I Aby‡gv`b †`Iqvi Rb¨ 

h‡_ó m`q n‡eb| 

 

Avcbvi eva¨Zvg~jKfv‡e, 

mvewibv nK 

Avcbvi ¯‹y‡ji QvÎQvÎx‡`i c¶ †_‡K| 
 

21. Suppose, your school library is a modern one. But 
you are in need of the sufficient books on current 
topics because of the revised syllabus and the 
introduction of new subjects. Your school library 
does not have such books. So, write an application 
to the Headteacher of your school for buying 
current books for your school library.  

10 February 2022 
The Headteacher 
Rangpur Zilla School, Rangpur 

Subject : Prayer for buying more books for the school 
library. 

Sir 
I, on behalf of the students of your school, have the 
honour to state that we are suffering greatly for want of 
current books in our school library. Ours is a famous 
school and our school library is rich and spacious. But 
the library has not sufficient books on current topics 
which are necessary for our present revised syllabus, 
newly introduced subjects, reference books for teachers 
and other purposes. We need them to study, prepare our 
notes and widen the horizon  of our knowledge.  
I, therefore, pray and hope that you would be kind 
enough to take necessary steps for buying current books 
for the school library and oblige us thereby. 
 

I remain 
Sir 
Your most obedient pupil, 
Samsul Arefin 
Roll no 12, class 8 
On behalf of the students of Khulna Zilla School, Khulna 
 

 

21.  g‡b K‡iv, †Zvgvi ¯‹y‡ji jvB‡e ªwi GKwU AvaywbK| wKš‘ cwigvwR©Z 

wm‡jevm Ges bZyb welq cªeZ©‡bi Kvi‡Y eZ©gvb wel‡qi Dci 

Avcbvi h‡_ó eB‡qi cª‡qvRb i‡q‡Q| †Zvgvi ¯‹y‡ji jvB‡eªwi‡Z 

Ggb eB †bB| ZvB, †Zvgvi ¯‹y‡ji jvB‡e ªwii Rb¨ eZ©gvb eB 

†Kbvi Rb¨ †Zvgvi ¯‹y‡ji cªavb wk¶‡Ki Kv‡Q GKwU Av‡e`bcÎ 

wjL| 

10 †deªyqvwi 2022 

cªavb wk¶K 

iscyi wRjv ¯‹yj, iscyi 

welq: ¯‹yj jvB‡e ªwii Rb¨ AviI eB †Kbvi Rb¨ cªv_©bv| 

m¨vi 

Avwg, Avcbvi ¯‹y‡ji QvÎ‡`i c¶ †_‡K, GUv ejvi Rb¨ m¤§vwbZ †h 

Avgv‡`i ¯‹y‡ji jvB‡e ªwi‡Z eZ©gvb eB¸wji Afv‡e Avgiv Lye Kó 

cvw”Q| Avgv‡`i GKwU weL¨vZ we`¨vjq Ges Avgv‡`i we`¨vj‡qi 

Mªš’vMviwU mg…× Ges c ªk Í̄| wKš‘ jvB‡e ªwi‡Z eZ©gvb wel‡qi ch©vß eB 

†bB hv Avgv‡`i eZ©gvb ms‡kvwaZ wm‡jevm, bZyb Pvjy nIqv welq, 

wk¶K‡`i Rb¨ †idv‡iÝ eB Ges Ab¨vb¨ Kv‡Ri Rb¨ cª‡qvRbxq| 

Avgv‡`i Zv‡`i Aa¨qb Ki‡Z, Avgv‡`i †bvU cª̄ ÍyZ Ki‡Z Ges Avgv‡`i 

Áv‡bi w`MšÍ  cªk Í̄ Ki‡Z n‡e| 

ZvB, Avwg cªv_©bv Kwi Ges Avkv Kwi †h Avcwb ¯‹yj jvB‡e ªwii Rb¨ 

eZ©gvb eB †Kbvi Rb¨ cª‡qvRbxq c`‡¶c Mªn‡Yi Rb¨ h‡_ó m`q 

n‡eb| 

 

 

Avcbvi me‡P‡q eva¨ QvÎ, 

mvgmyj Av‡iwdb 

†ivj bs 12, K¬vm 8 

Lyjbv wRjv ¯‹yj, Lyjbvi wk¶v_©x‡`i c¶ †_‡K 
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