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Sub: Recommendation for the subscription of journals-reminder-reg.
Ref: Our letter no……..dated………

Sir/Madam

With reference to the above, we have not yet received your recommendation for the subscription of journals for our Library and Information Centre. Kindly do the same at the earliest.


                                                                                                     Yours sincerely
                                                                                         Library and Information Officer

To
The Head
Department of ……
