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24 October 2026
[Recipient name]
[Role, Organisation]
[Street, City]
Subject: Write the purpose of the letter in one line
Dear [Name],
Start with the reason you are writing. Put the most important point first, in plain words. Keep sentences short and paragraphs to three or four lines.
Then give the detail the reader needs to act: what happens next, by when, and who to contact. Write dates as 24 October 2026 and money as NPR 25,000.
नेपाली पाठ लेख्दा फन्ट आफैँ Noto Sans Devanagari मा परिवर्तन हुन्छ। यस टेम्प्लेटमा अङ्ग्रेजी र नेपाली दुवै सफा देखिन्छन्।
Sincerely,
Full Name
Role, Thulo Technology
Thulo Technology   [Street, City], Nepal   ·   [+977 phone]   ·   [name]@thulotechnology.com   ·   thulotechnology.com
PAN/VAT No. [number]   ·   Company Reg. No. [number]
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