PRACTICAL NO: (MS WORD) # 13


OBJECT: Write An Application to Principal Requesting Him to Grant You 7 Days Leave.

INSTRUCTIONS:
1. Use The Single Spacing and Left Alignment.
2.  Change The Formatting Font Size 12 Point and Font Name "Arial".
3.  Save And Print Your Document

 PROCEDURE:
1. Click Start Button Click the MS Office Click MS Word And Window Will Be Open.

2.  Write An Application to The Principal Using Key Board According to The Object Give.

3.  For Single Line Spacing Select Text Using Ctrl +a And Then Paragraph Tab from Home Tab. Select Left Alignment Option to Paragraph Sub Tab from Home Tab.

4.  For Changing Font Size and Style Select Font Option from Home Tab.

5. Save It Using Ctrl +s Shortcut Key or Save Option from Most Top Office Button.

6. Print It Using Ctrl +p Shortcut Key or Print Option from Most               
Top Office Button

PERFORM PRACTICAL NO: (MS WORD) # 13


KHN,
First Year Cs,
300774,
29/1/2026,
[bookmark: _GoBack]Sir Abdu,
Degree Collage Boys & Girls,
Razzak-a-bad,


Subject: Application For 7 Days Leave

Respected Principal


I Am Writing to Request A 7-Days Leave From 1/2/2026 To 7/2/2026 Due To Fever I 
Have Ensured That My Assignments Are Up-To-Date, And I Am Willing to Make Up 
For Any Missed Classwork During My Absence.

I Understand the Importance of Consistent Attendance but I Assure You That I Will Menage My Studies Responsibly During This Period. Your Approval for This Letter
 Is Crucial, And I Will Be Grateful for Your Understanding in This Matter.


Thank You for Considering My Request.
Sincerely,

KHN,

____________
Signature
