The 
District Account Officer, City Name

Subject: Application for the Provision of Page and Volume

Respected Sir ,
With due respect, It is submitted that I have been appointed as SSE(English) in GHS Hadali (Khushab).I need my page and volume for further process of my pay bills and other necessary actions. You are kindly requested to issue me my page and volume.
Thanking you in anticipation
                                                                                               		
 Yours Obediently,
                                                                                        X.Y.Z
                                                                                        SSE (English) XYZ SCHOOL
