OBJECT:
Write an application to the librarian requesting him to issue you some books from the lending library.
INSTRUCTIONS:
Insert a table containing S. No., Book Name, and Author Name & Edition.
Save and print it.
PROCEDURE
   1)  Click the Start button. Click MS Office,               then click MS Word and the window will open.
2) Now write an application to the librarian using the keyboard according to the object given.
3) Now insert 4 rows textbox and 4 columns textbox through the table option from the Insert tab.
4) Save it using Ctrl + S shortcut key or the Save option from the top Office button.
  PRACTICAL NO: (MS WORD) #05
5) Print it using Ctrl + P shortcut key or the Print option from the top Office button. 
 
FROM: KHN, S.M.G MALIR
TO: SIR KHAN, MALIR Library,
28/01/2026

Subject: Request for Book Issuance from lending library 
Dear sir: KHAN,

I hope you well , I am writing this  to you for requesting for some book in library.	

	        BOOK
	       AUTHOR
	     LANGUAGE

	     Atomic Habits
	     James Clear
	              English

	  The origin of species
	   Charles Darwin 
	              English

	     The little prince
	   Antione de saint
	              English


The following books from the lending library:

Books help us gain knowledge and learn new things. They improve our thinking, vocabulary, and imagination. Reading books makes us more confident. Books are our best friends because they guide us and inspire us in life

Thank you for attention to this request. I look forward to your position response. 

Sincerely,
[bookmark: _GoBack]KHN.
