
Government Order Letter Format - Sample Format 
 

[Your Name]​
[Your Position/Title]​
[Your Department/Division]​
[Government Agency/Organization Name]​
[Government Agency Address]​
[City, State, Zip Code]​
[Date] 

[Recipient's Name]​
[Recipient's Position/Title]​
[Recipient's Department/Division]​
[Government Agency/Organization Name]​
[Government Agency Address]​
[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Government Order - [Brief Description] 

I hope this letter finds you well. 

I am writing to inform you of the following government order: 

[Provide details of the order, including the reference number, effective date, scope, and any 
specific instructions or requirements.] 

This government order has been issued in accordance with [mention relevant laws, regulations, 
or policies]. It is imperative that all concerned parties adhere to the directives outlined in the 
order to ensure compliance and effective implementation. 

Should you have any questions or require further clarification regarding this government order, 
please do not hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]​
[Your Position/Title]​
[Your Department/Division]​
[Government Agency/Organization Name] 
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