Formal Letter Requesting Official SIM Card Issuance

[Your Name]

[Your Position/Title]

[Your Company/Organization]
[Company Address]

[City, State, Zip Code]

[Your Email Address]

[Your Phone Number]

[Date]

[Recipient's Name]
[Recipient's Position/Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],
Subject: Request for Official SIM Card Issuance
I hope this letter finds you well.

I am writing to formally request the issuance of an official SIM card for my use in performing my
duties at [Company/Organization Name]. As my responsibilities increasingly require me to stay
connected while on the go, having an official SIM card would significantly facilitate my
communication with clients, colleagues, and other stakeholders.

[Provide a brief overview of why you need the SIM card, emphasizing its importance for
work-related communication.]

I understand that official SIM cards are provided to employees for official communication
purposes, and | assure you that | will use the SIM card responsibly and exclusively for
work-related matters.

Enclosed with this letter are all necessary documents and forms required for processing the
issuance of the SIM card. | kindly request your prompt attention to this matter so that | can
effectively carry out my responsibilities.

Should you require any additional information or documentation, please feel free to contact me
at [Your Phone Number] or [Your Email Address].

Thank you for considering my request. | look forward to a positive response.



Sincerely,

[Your Name]
[Your Position/Title]
[Company/Organization Name]
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