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Circular
Ref. No.	: ___________					Date		: ______
To
All Heads of Departments / Faculty / Staff / Students 
Sub		: ______________________________________
Respected staff,
This is to inform all concerned that ___________________________________________
(Write the main message of the circular in clear and concise sentences. Specify the purpose, details, and any action required.)
If necessary, mention the deadline / schedule / venue / responsibility:
· 
· 
All concerned are requested to take note of the same and comply accordingly.

Issued by Order of:
[Principal / Director / Coordinator / HoD]
Signature
Name		: ___________________________
Designation	: _____________________
Copy to:
· Principal / Director’s Office
· All Departments
· Notice Board / Email Circulation
· File


Formatting Notes (MS Word / Google Docs):
· Font					  : Times New Roman
· Size					  : 12
· Spacing				  : 1
· Alignment				  : Justified (for body text)
· Margins				  : Standard (1 inch on all sides unless college 
                                                                specifies otherwise)
· Maintain a spacing of 1.5 between one heading and the next. 
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