  DATE HERE
To,
Host Master, 
Merchantile Communications Pvt Ltd, 
Durbar Marg, Kathmandu

Subject: Request for domain activation (registration)

Dear Sir,

We have registered a domain name named DOMAIN-NAME from your website www.register.com.np.  We have chosen this name as it is the name of our campus.
We have filled all the required details and attached all the required documents so we kindly request you to activate our domain name as soon as possible.

Thanking for your cooperation.

----------------------------------------
Campus Chief Name
Campus Chief
