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Notice Format

1. Heading: Notice Under [Specific Act/
Section]

'Your Name and Address]
Date]

Recipient's Name and Address]
1. Subject: [Purpose of Notice]

2. Introduction:
Briefly state the purpose ofithe notice.

3. Facts:
State relevant facts.

4. Demand/Requirement:
Specify the action required.

5. Timeframe:
Specify the timeframe for compliance.

6. Conclusion:
State consequences of hon-compliance.

/. Signature:
[Your Signature]

8. Advocate's Certificate:
[Advocate's Signature and Stamp]



Report Writing Format

1. Title Page:

- Report Title

- Name of Author
- Date

2. Executive'Summary:
Brief overview of.the.repaort:

3. Introduction:
Background, purpose,.and scope.

4. Facts and Findings:
Detailed analysis,of facts.

5. Analysis and-Discussion:
Interpretation of findings.

6. Conclusion:
Summary of main points.

/. Recommendations:
Suggestions for future action.

8. References:
List of sources cited.

9. Appendices:
Supporting documents.



Legal Application Format

1. Heading: Application for [Specific
Relief]

[Name of Court]
[Case Number]
[Date]

1. Parties:
- Applicant: [YourName]
- Respondent: [Opponent's Name]

2. Introduction:
Briefly state the purpose.of the application.

3. Facts:
State relevant facts of the-case.

4. Grounds:
Specify the grounds for the application.

5. Relief:
Specify the relief sought.

6. Verification:
|, [Your Name], verify that the contents of
this application are true.

/. Signature:
[Your Signature]

8. Advocate's Certificate:
[Advocate's Signature and Stamp]
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