Write a reply to the above letter

The Post Master 

General Post Office

Guntur

28th November 20__

Chitra Publishers

9/2-car Street

Guntur

Dear Sir

With reference to your letter dated 18 November 20__.  I have pleasure to inform you that issue of VPP Journal and Registered Articles Journal, has been sanctioned in your name.

You are kindly requested to send your representative to collect the Journals.

Thanking you

Yours faithfully

Post Master

