To,

The Asst. Executive Engineer (EI),

<your sub division> Sub division, BESCOM,

Bangalore

Dear Sir/Madam,

Sub: Transfer of meter bearing RR No <mention your meter RR No here> Installations with deposits

The property bearing address <mention your address here> having connected RR No. <mention R.R no> is in the name of <Name & address of previous owner>. I request you to transfer this to my name. My name and address are mentioned below. I have enclosed the necessary documents along with this letter in the file. 

<Mention your name and address here>

Thanking you,

Yours faithfully,
Name:

Signature: 

Date:

Place: Bangalore
