
Sub. : Issue New Instruction Book            

This is to inform you that Instruction Slip Book you had issued me/us  earlier,  has been misplaced at my/our  end. 

You are therefore requested to lock all unused instructions from said Instruction Book and issue me/us fresh 
instruction book as early as possible.

Yours truly,

Dear Sir/Madam,

Old Instruction Book No.   ___________  & Silp No.__________ to __________ has been locked.

New Instruction Book No.  ___________  & Silp No___________ to __________ has been issued.

Received Instruction Booklet No. ______ containing Slip No. _______  to ________.

Receiver’s  Name                                      ________________________________ 

Receiver’s Signature                                  X ______________________________   

Date : 

From : 
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