
How to Write a Letter to Ration Card - Example 
 

[Your Name]​
[Your Address]​
[City, State, Zip Code]​
[Email Address]​
[Phone Number]​
[Date] 

[To]​
[Name of the Appropriate Authority or Officer]​
[Designation]​
[Address of the Ration Card Office] 

Subject: Request for Issuance/Correction of Ration Card 

Respected [Officer's Name or Sir/Madam], 

I trust this letter finds you well. I am writing to request your assistance in obtaining a new ration 
card for my family. We have recently relocated to [City/Location], and we do not currently 
possess a valid ration card. 

Details of the Family: 

1.​ Head of the Family: [Your Full Name] 
2.​ Family Members: 

○​ [List of Family Members and their Ages] 
3.​ Current Address: [Your Current Address] 

I understand the importance of the ration card for accessing essential commodities at 
subsidized rates. Therefore, I kindly request you to guide me through the process of obtaining a 
new ration card or making necessary corrections to an existing one. 

If there are specific documents required or any formalities to be completed, please provide 
detailed instructions. I am ready to submit all necessary paperwork promptly. 

Additionally, if there are any fees associated with the issuance or correction of the ration card, 
please inform me about the same. 

I appreciate your attention to this matter and look forward to a positive response. 

Thank you for your cooperation. 



Sincerely, 

[Your Full Name] 
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