LETTERHEAD

SERVICE REQUEST LETTER
SAMPLE
To,
The Director (D) (R
SIFS INDIA

Forensic Science Lab
Mahendru Enclave, Delhi-110009

Subject: Forensic verification of Signature, Handwriting and Document etc.

Dear Sir,

Brief about Case

Detail of Exhibits
1
2
3

Service Request

Thank you
Regards

Your Name
Address
Contact Number

Email
ID Proof Signature & Stamp
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To
Director

SIFS India Pvt. Ltd.

2443, Basement, Hudson Lane
Kingsway Camp

New Delhi - 110009

Sub: Verification/Authentication of photographs

Sir/Ma’am,

With reference to our communication vide email dated 27 September 2019, you are requested to
authenticate/verify 3 photographs submitted to us by our vendor. Kindly submit a detailed report for
each photograph enclosed with this letter (in original and hard).

The charges for your services sihall not be more than the quoted amount of plus
applicable taxes per photograph. The total cost for verification/authentication report of 3
photographs shall not be more than plus applicable taxes. The payment shall be made

on the receipt of the detailed report.

You are also requested to send pre-receipted stamped bill in duplicate with detailed report as
mentioned above with the Bank details/MICR/PAN number and GST number in order to arrange
release of payments. Please include GSTIN of REC along with your organization GST in the pre-
receipt stamped bill if applicable. Please also submit, along with the above documents, the filled-up
Vendor Details Form (enclosed).

Enclosed:
1. 3 Photographs (Original)

2. Vendor Details Form
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Deputy Manager (CCPR)
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