Writing Skills

1. Letter - Formal and Informal

(U — 3N qUT 3I=TRG)
Reading

A. Read the different types of letters given below and answer the following questions —

I fed T faftra uepR & U=t ot ufed qur Fufafad ust & IR, difve -

Jain Book Distributors

6, Chaura Rasta, Jaipur

Tel: 0141-28375290

Fax: 0141-28375291

Telefax Transmission

To: Oxford Books Ltd. Date: 10 Nov, 20- -Re: Order for Rajasthan and Haryana
Pages: 3 inclg

FAO: Mr Ranjit Sahney

Dear Mr Sahney

Thank you very much for sending us all the titles in our order No. RJP12531. | am faxing the
completed form for commerce and Management titles that should reach us by month end latest.
| am going to post the order this afternoon so you should receive it later this week. | look forward
to hearing from you soon.

Yours sincerely

Ramesh Gupta

Fri, 05:30 PM
Mohit called. Staying at Mount Point, room 342, Tel: 0141-2274034. Call her back.
Bhuvnesh




Date: Thurs, 11 Jan, 20- — 17:19:19 +05:30
From: Mohit Agrawal
(mohitagl1994@gmail.com)

Subject : Hope to see you soon.

X — Originating — IP: [203.122.14.133]

X — Sender: arunasharma99@rediffmail.com

To: Aruna Sharma

(arunasharma99@rediffmail.com)

Aruna.

I am in town till Sunday morning. | rang and left a message but wasn’t sure you would get it. I'm
staying at Hotel point, room 342, Tel: 0141-2274034. Can we have dinner Fri or Sat night? Have
meetings and conferences through the day. My new cell no. is 09834251734. We could eat at the
hotel but would not mind getting out for a while. Get in touch asap so that | may plan ahead.
Let's Meet!

Mohit




Tarun Prakash

21/2, Vivek Vihar

Ajmer

12 Nov, 20- -

The Principal

Maharaja Agrasen College

University of Delhi

Mayur Vihar, Delhi — 110006

Dear Sir/Madam

This is in response to the advertisement in the Times of India dt. 5 Nov, 20- -for a teacher’s
position in History. | completed my B.Ed from Regional College, Ajmer, MDS University in 20- — |
have also worked as a part — time teacher in Shivaji School for around six months. | shall be
grateful if you could consider my application for the post of teacher in history in your school.
Yours faithfully

Tarun Prakash

(i) Which of the four letters given above is

IR ford IRf o=l H p-AT uF |

(a) a note?

(b) an email?

(c) a covering letter for an application?
(d) a covering letter for a fax?

Answer: (a) a note = B

(b) an email = C

(c) a covering letter for an application =D
(d) a covering letter for a fax = A

(i) Which of these are formal and which are informal?

EGl Tl & DIF-9 formal 3R HH-T informal T3 % :

Answer:
A and D are formal. B and Care informal. Now, here are the rules about writing letters:

319, T forg? & 3 FoH Sq UaR | -



- AP O & IF UFTBId §

(a) the superscription U3 foRgm a1al 1 19, e auT fd forar ST @1 |

(b) body T HTT

(c) subscription BXdI&R, -TH G|

« subscription ¥ aTrd U3 feRam aTal &1 19, UaT auT for foram 71 3871 § ST a1 |
« body & 3 Gyt a1d fordt STt € fo8 031 &1 a3 feraTT =g ]|

* subscription 3ifaH Ud, TRa® & 1Y IS ) gAfdd giar |

When we begin a letter with Dear Sir or Dear Madam or Dear Sir/Madam we end it with
Yours faithfully or Yours truly. When we begin a letter with Dear
Mr/Ms+Surname/Family name we end it with Yours sincerely. When writing on business
to a person you know well, you can begin with Dear + First name and end with Best
Wishes or Warm Regards and Yours sincerely.

& §H U3 &I Dear Sir / Dear Madam & URY &3 & ol 39T 3fd Yours faithfully / Yours
trulyﬁmgﬁagﬂqﬁﬁuﬁ” Dear Mr / Ms / + Surname / Family name JFRd gl
JHT 3fd Yours sincerely ¥ B 8 | 1d g bl sarawilie i I s o forddht T
fad @ fora X8 € o 81 313! dRg ¥ Hd § df 84 Dear First name @QR?H?-H 3id
Best Wishes Ul warm regards d¥T Yours sincerely@fm%l iii. ST O3 370 &ﬁ-ﬂ—\’r{lﬁq%
& 3T R R TY T YT gU 51 37 7Y =01 Bl Wi s arf fmfafad €

(a) Regarding

(b) For the attention of
(c) As soon as possible
(d) Enclosure

(e) Dated

(f) Telephone

Answer: (a) Regarding = Re
(b) For the attention of = FAO
(c) As soon as possible = ASAP
(d) Enclosure = inclg

(e) Dated = Dt.

(f) Telephone = Tel

Now write short letters on the following:

31q fgferiad oR dfera o fafed -

1. Congratulate a cousin who has found. himself a job.



2. Thank a friend for a birthday present.

3. Write a letter of condolence to the mother of a school friend who died in an
accident.

4. Thank a teacher who specially helped you prepare for an examination.

5. Write a letter to the editor of a prestigious national daily, stating the problem of
noise pollution.

6. Write an application to your class teacher requesting him to grant you three days

leave.

1. A Letter to a cousin congratulating on Finding a Job.

205 Gandhi Nagar
Jaipur
10 July 20- -

progress. Convey my regards to uncle and aunt and give my love to Abhishek.
Yours affectionately
Madhav

My dear Akash | am really very happy to know that you have found a nice job in the Hindustan
Zinc Limited. Please accept my heartiest congratulations on your finding a nice job. | expect you
will work hard sincerely and show your capabilities towards the growth of the company’s

2. A Letter to Your Friend Thanking Him for the Birthday Present.

15, Pawan Kunj
Kaman (Bharatpur)
25 May, 20- -
My dear

Dushyant | received your letter and the parcel of the gift on my birthday two days
ago. Your absence from the function pained me very much. | missed you very
much on this occasion. Thank you very much for your good wishes and the lovely
wrist watch. The watch will be very helpful to me. | shall be able to manage my
time well now. It will also be helpful during my examination days. |, once again,
thank you for this lovely gift.

My sincere regards to Uncle and Aunt and love to Anu.

Your sincerely

Akash

3. A Letter of Condolence to the Mother of a School friend Who Died in an Accident.



157 Gulab Baag

Dholpur

18 September 20- —

My dear Aunt

| am shocked to know about the sad demise of Sunil in a road accident. When | met him last
week, he was quite happy on seeing me after a few days.

| had never thought that he would leave us so early. Sunil was ever smiling and very helpful in
nature. He was a brilliant student.

His death is a personal loss to me. He always treated me with affection. | have no words to
express my grief on such an occasion. | pray to God to give you strength to bear this loss. Please
console yourself. We are helpless before God's will.

Mysterious are the ways of God. My sympathies are with you in this hour of deep sorrow.
May God grant peace to the departed soul ! With heavy heart

Yours sincerely

Ajay

4. A Letter to the Teacher Thanking Him for Helping You Prepare Especially for an

Examinations

159, Rejendra Nagar

Bharutpur

15 July, 20- -

Respected Sir

| thank you very much for your special help in preparing for the examination. Before
examinations, | was very nervous and did not know what to do. Then | sought your help. You
guided me very well. You gave me a few short cuts to learn my lessons and important topics. Due
to your help | was able to secure at grade in class VIl Board examinations. | shall be grateful to
you forever. | cannot forget your kind help which you provided me when | was in trouble. |, once
again, thank you very much.

Yours sincerely

Amit




5. A Letter to the Edilor Stating the Problem of Noise Pollution

B-117 Jawahar Nagar

Jodhpur

10 March 20- -

The Editor The Rajasthan Patrika Jodhpur

Subject : Regarding the problem of noise pollution in the city.

Sir

Through your newspaper | want to draw the attention of the authorities concerned that
nowadays the examinations are going on. But due to the noise pollution in the city the students
are unable to concentrate on their studies.

The terrible traffic noise, the use of loudspeakers and the shrieking horns have made our life
miserable. If the noise pollution continues like this, we may fail in the examinations.

It is, therefore, requested to put a ban on the use of loudspeakers as well as the heavy vehicles
should not be permitted to enter the city. | hope that the authorities concerned will pay attention
to solve this problem.

Yours faithfully

Amit

6. An Application to your Class Teacher Requesting him to Grant you Three Days Leave

25 Gandhi Nagar

Barmer

19 August 20- -

The Class Teacher

(Class IX)

Govt. Sr. Sec. School

Barmer

Subject : Regarding Three Days Leave

Sir

With due respect | beg to say that | have been suffering from fever since last night. The doctor
has advised me to take three days rest. |, therefore, request you to grant me three days leave
from 19 August to 21 Aug. 20- -.

Regards

Yours sincerely

Sunil

Class IX




2. Writing Dialogues

frafaiad & ardfard & afet| Uy ardiang SiuaTR® (formal) fufd & g3 g o1d &
AR AT (informal) § —

(1) Dr Preetam Singh and Dr Sahil Mohammed meet for the first time at the workplace

of a common friend, Mr Vinod Bhandari. 3l tﬁﬂﬂﬁi’s’ﬂlﬂ 3. ﬂﬁaﬁ%maq%r«ﬁaw
&l & g1 U@ 7, ot farie YoeRt & sriwd R ffed |

Mr Bhandari : Dr Singh | would like to introduce you to Dr Sahil Mohammed. Mr Mohammed is
our company Secretary. Mr Mohammed, please meet Mr Vinod Bhandari. Mr Bhandari is an
educational advisor with the UNICEF.

Dr Singh : How'd you do, Mr Mohammed? I'm happy to (shaking hands) meet you.

Mr Mohammed : Thank you, Dr Singh. This is indeed a pleasure.

(2) Aishwarya introduces her sister Alka to her classmate Rohit. Q%I'q'f &WW 3{eh[ Dh
=R 30 TEUTST Afed I Frardt |

Aishwarya : Rohit, this is my sister, Alka. She's an editor with the Indian Express. Alka, meet Rohit.
He's my classmate and captain of the school basketball team.

Rohit : Hi, Alka! Nice meeting you.

Alka : Hello, Rohit. It's nice meeting you too.

Note that the language depends on the relationship-formal or informal-among the

speakers. &I SIfoTT fob Sfu=nfes a1 SFTU=TRGS UTST &7 TANT gaTal & Heg Tl IR
Rk exar gl

3. Writing Speech

(HTSOT T1EH)

(i) Prepare a speech on Work is worship'.

' HTd B Yol € TR Udh HTT feral |



The most honoured Principal Sir, Respected Teachers and Dear Friends No one can dispute that
work is worship; only those who work attain the highest stairs of success in life. Everyone of us
knows that one could become great because he or she worked hard. Our Scriptures across
religions advocate the saying. In the Gita Lord Krishna says to Arjun “Karmanayavadhikarste ma
faleshu kadachan.” The persons who believe simply in rituals and prefer to abstain from their work,
God does not forgive them and they fail to attain success in their life.

3T TEHTER, T ool Ud Wi 75 39 a1 § ®is off 7ave 78 o o 8 gl §; had
TG A adl & I FRRERUR Ugdd & off B1H HRd ¢ | §HH Y AP ST § 1 Dl adl g & Fal
Od I HAR URyH foram| gAR ey +ft o) wed €1 T & WTaH $9 $Hed &, ‘HHIY
BRI T oy Hera- |’ S Al Had HHHIVS B A4 B & 3R HH 4 gX HITd § IH]
YT HH &1 781 HRd 3R d 30+ Siigd & ghadl uH § oa Y g1 9 8

(i) Prepare a Debate on 'Success leads to Arrogance’ " ddl YHUS Fﬂ?ﬁ% MW UP dig-

faare fafaa|

Hon'ble Judges, Respected Teachers and my Dear Friends, the debate’s topic is ‘Success
leads to arrogance’ and | would like to speak in favour of the motion. Dear friends, you
must have read the biography of several people such as Napolean, Hitler, Mussoline etc.
What made them arrogant and brought about their untimely downfall ? My opponents
would agree with me that mild success keeps a person humble and polite whereas a
succession of success leads one to haughtiness. Aren't we aware of the fact that one
amongst us on his brilliant success in examination refuses to recognize and accord us
respect? | would like to conclude by saying that great success snatches from a person the
bare essentials of a human being and turns him into a devil.

3rexuity Fuifaes wEley, srexulia ool 3R R Wi il | are-faare & i § awbad
YHUS AN & 3R H 39 TR & el & a1 aredi g | O {3 s @Rt ol Aaifer,
feea, gaifert anfe &1 eyt Ut grft 39! fhum arud! ST iR fhaa 3T uaH
ﬁmvﬂ%ﬁﬁ%ﬁﬂﬁsﬂaﬁ@rmeﬁﬁﬁsﬁwmaﬁmaﬁ?ﬁmaﬂﬁ%
STafh YHAd] & §1¢ Thad A9 &1 G &1 <t 8| 1 89 39 §1d &1 g o b gaH 9
o Tl ol uten & S Thadt fHad § df 98 g8 IgaT- 9 A1 &R odl § adl 85 99
&A1 2 o ST 87 3id B T I8t e Ig fob WY YOl A & STa=dd 0N Y HTE
R I ATH 1 el B

Now prepare a debate draft-against the motion.
3{d TRATd o I Teh arg-faarg fofad




Answer: Hon'ble Judges, My Reverened Teachers and my Dear Friends ! The debate’s
topic is “Success leads to arrogance’ and | would like to speak against the motion. Dear
friends! | do not agree with the views of my learned friend.

In my view success makes a man more and more humble. The education makes a man
successful. We may recollect innumerable names who succecded and lead us towards
right path. Mahatma Gandhi was one of the world’s most successful man and he was
very humble. The arrogant English had to surrender before his courteous manners. In
the same way many scientists who invented new things for the mankind were never
heard about their arrogance. Thomas Alva Addison, Har Govind Khurana, C.V. Raman, Dr
A.P.J. Abdul Kalam all were great scientists. They were truly humane. In India all the
great kings are known for their politeness, mercifulness and benevolence. | would like to
conclude by saying that success makes a man humble and polite rather than making
him arrogant.

A e weled, TR SHTeRUNg e 7wl IR W 3 arg-faarg &1 fawy § Jwerd
YHUS T § 3R H UATd o fauel # sier =g g | O i # oo fagr | &
=PI ¥ TgUd 81 § afe IR faaR ¥ Iwhadt 78 &1 3R 31fdw 379 s St 81
R8T 77T &1 T d ST 8 | §H SFRHT A &I AT B Tohd & | oTg i Tl urg 3R
1 a1 I feman | HgTen Tl TR & 39 IhadH A H ¥ U § 3R 3 98 8§ faaw @
FHUS! U Bl I 979 AR & 3T g b U | T UHR I s aqli-d ¢ |
814 Aa ST & o 95 1Sl &1 @il & 94T 30 gHUS o 9k § ot Hft 78T 1 |
AT 3fedl UfEHH, B Mfd=g WRHAT Al 394, ST U U9, 3fsgdl o A gut ggH
A A1 9 gl ol § 7Ha 1 WRA § Gt 7E T SISl B IH! faT5e, IaRar aul
ST & foTg ST il ¢ | H I8 gd gU U &1 I THIW BT a1l g | o Twhard
AT &1 fa 8 a1 RIY S § SoIg 39 9HUe! §-H & |

4. Story Writing

Prepare a story on the basis of the hints given below -
He is My Brother:

Once a mason asked a girl .............. The girl replied ............. and she went ............ After a
few seconds she ............ the mason stared at the little girl and asked how could ...............
and the girl said that he was her brother.

Note the following points:



« TS gl o H IHRIAAT Past Tense 1 WANT gidl G|

. TP M BT URY TI1 81 o R H1 [y s I |

. B BT 3fd NHRIS 7 71|

« BB BT YR U: §UR Yplae Afded el 8 B

. BgH B e ITP AR B & g vaie Anfesis g 2|




