Date: [Insert Date] 

To 

The Chairman 

Bangladesh Telecommunication Regulatory Commission (BTRC) 

Agargaon, Dhaka 

Attention: Spectrum Management 

Subject: Application for Renewal of Amateur Radio License up to [MONTH & YEAR]
Dear Sir, 

With due respect, I would like to inform you that I successfully passed the Amateur Radio Examination held in [YEAR]. My license number is [LICENSE NUMBER], and my call sign is [CALL SIGN]. My current license is due to expire on [DATE & YEAR]. I hereby express my intention to renew my license up to December, 202X. 

It is worth mentioning that I have already received a demand note from your office bearing Reference No. [REFERENCE NUMBER] dated [DATE]. In accordance with this, I am submitting my Pay Order bearing No. [PAY ORDER NUMBER], dated [DATE], amounting to [AMOUNT], issued by [BANK NAME]. 

I, therefore, sincerely request you to kindly take the necessary steps for the renewal of my Amateur Radio License up to [MONTH & YEAR] and update the relevant Amateur Radio records accordingly. 

Thank you for your kind consideration and support. 

Yours sincerely, 

 
[NAME & SIGN HERE]
Call Sign: [CALL SIGN] 

Mobile: [MOBILE NUMBER] 

Email: [EMAIL ADDRESS] 
Enclosure: 

Pay Order No. [PO NUMBER] dated [DATE], Tk. [AMOUNT] Bank Name.
  Copy of Amateur Radio License.

  Copy of Demand Note issued by BTRC

Make two copies of the complete set of documents: one for receiving and one for office use

.
