 Written Communication

Ilﬂ“"l ucTiON

A famous Eglish writer Francis Bacon has said, "Reading maketh a full man, writin
exact man, conference a ready man. In order to make oneself 'exact' i.c. to saﬁ
Jfiectively What one wants to say, the writer has to make considerable effort, While
speech comes 10 US very naturally and spontaneously, writing comes after serious
ice and careful organization of thought. The word 'write’ has been drived from
ihe old English word ‘writan' that meant to scratch, draw or inscribe. It shows that
man learnt writing through a long process of drawing, scoring or incising symbols on
rock faces, dried skins, tree barks and clay tablets. The alphabet of any language is,
therefore, a result of evolution.-

In the same way, the combination of the characters or letters of an alphabet into
words, words into sentences, and sentences into paragraphs have gone through a long
history of man's attempt communicate, and give some kind of permanence of
preservation to his communication. For this purpose every language has evolved its
own rules of grammar, though many languages grouped together have more or less
similar rules. But, in writing these rules have to be rather strictly followed. Speech, on
the other hand, is more flexible. It also does not have the permanence of writing.
Unless there is a typescript or tape or simultaneously taken down notes, the speech is

heard and sooner or later forgotten.

For an effective written communication it is really important to be will organized.
Yourideas should be arranged logically in a proper style and tone such as informational,
motivational and practical needs. A well organized message presents all the required in
formation in a convincing manner.

The main reason for being will organized is to improve the chances that people v_.rill
Understand exactly what you mean. When the main idea is clearly stated and all supporting
information is included in a coherent manner it will satisfy the informational need of the

andience. The audience can easily understand the message can earil .
es the task of the communicator.

message. More over well organized message simplifi

By grouping we mean visualizaties of the re!ati-:mship between dlﬁ‘ear;:thp?rts of
. message. An outline helps you to remain within a defined f'ra:new.n:ft?rk gla p you
10 remain organized. We can write the steps 10 be used for effective writing as follows :

S‘“P I : Start with the main idea. N
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Step 11 : State the major points.

Major points-refer to those ideas that clarify the m
idea in similar thoughts.

Step 111 : Support major points by speci
supported with enough specific evidence 1@
body of the message and help the audience to U

essage by expressing the Mg

fc evidence. Each major Point shoujq
be convincing. These evidences forp,
derstand the MESSage. You can Tepreser,

these steps as follows :
Main Idea
R
Major point Major point Major point
Evidence Evidence Evidence Evidence Evidence  Evideng,
Composition Process : In this you only have to decide what to write and in whgy

order :

1. Style : You must vary the style to create a tone that suits the occasion style js
the way you use words to achieve a certain tone or overall impression. You can vary
your style i:e. your sentence structure and vocabulary. The right choice depends gy
the nature of your message and your relationship with the reader.

2. Tome : Get the right tone to maintian relationship with the reader.

3. Be-polite : The best tone for business messages is almost always a polite one.

Writting is an art and editing is a draft i.e. a science that has a definite procedure,

In Ih! process of writing revising is the third siep that involves many steps. Editing or
revising is a process of modifying a document to increase effectiveness,

: 5‘"'““'! the Right words : As a business communicator you have to pay attention

in selecting the right words. :
B el s~ e i
the word has to be EW nga language. While the effectiveness of

ml:e lhusmess communication the use of language h.as to be strong familiar and

Nmandwrbsamhemostooncmreumdsinanymmgemmﬂmmasmuﬁ‘-h

s you can use adjectives and adverbs sparingly although t improtant.
e e i are also im
They are subjective in nature and business communication shuhjd be objective. :

Verbs are potential words because th ] ¢
= ey camy the action. Communicati best
through Familiar words. Use words that are in common and familj "t':'m on i ple.

Compose your message by using short words or sentence,
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. FEATURES of Writren %Hhunicaﬁo,.

the introduction given above it :

® F esggnfiﬂ"}' a creative activity. Iy ;:B:::::i:!ﬁr;:’mmfe"mmuni:mhn

jve effort. The ereativity of this effgy ity that requires conscious and
et d. The stimuli of oral ort comes from the stimuli produced

the mund. Communication are picked up fro 230 b

ry receptors. In other 3 p m outside by
the sensory words, written communication is more
i more carefully thou :

specifically elully thought out than oral communication that is based

on spontaneous reaction to signs picked up from outside.

s an exmple, let us take up the writing out or production of a report that we

want to present i s have been asked to write. For this purpose we

gather all the necessary information or data. We, then process it through our

Jogical thought processes and encode our communication. This is not a face-

to-face communication situation. There is no interchange of messages or

external stimuli. This is almost entirely a creative activity of the mind.

The second salient feature of written communication is the time factor it

involves. While ina face-to-face communication situation, the sender's enclosed

messages are instantaneoulsy decoded by the receiver, in written communication
some delay necessarily take place. And there is no fixed time limit to this delay.

The sender or encoder takes his own time in formulating the message. Then it

takes quite some time for the message to reach the receiver or decoder. The

receiver will take his own time in filtering it through his mind and responding

10 it. A prior announcement or telegram may get immediate response. Research

reports, on the other extreme, will take weeks or months to prepare and will

continue to communicate indefinitely through the fileto which repeated refrences
will be made. :

(¢) The third salient feature of written communication is that it has fewer cyc_:les
than face-to-face oral communication. In oral communication there is m‘ulu.ple
exc of symbols, leading to multiple cycles. Most written communication
is aTnelge-cycI::vem. Usually a message is.sent and received, and lhatl is lhs
end of the event. OF course, letters do lead to repeat cycles qrcn-mmur_ncamn
exchanges. But they cannot compare with the quick succession of cycles
involved in a dialogue or informal meeting.

sl

]

Wrirren Communicaton in Business

i ial life wi | communication, it is
Just as it is impossible to think of social life without 0r" on, i
inpossible 1o think of business or an organization without written wmmﬂuﬁli
dre various reasons for it. In the first place, in an msamﬁm-:n. m:m e
many to have fact-to-face communication. They aré Ee“:;‘r’e i’ wead.msl e
Peagraphical distances, and are mmmnmcmmmﬂdmim aspl'ﬂﬂcim : as‘"mmlﬂ“r_

i changi f le 2 T

ng fast. even then, exchange © ; :

“'““"Mr,ieop:c E:\:re w‘:‘:m:tion within defined limits ofiNERE a_nd I'I:'!I:]l:'llg
lathe absence of written communciation it will not be 2sY to determine respo ’
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Itis an essential part of any manager's responsibi izati i
communication is, in this way, an essential part qfarwﬂ'“"“ngl'z‘; T;':"""“%
fax machines have not in anyway affected the i gf Icltcrs.ocr g
changed the mode of transmission and made the em::haﬂls';‘te m._.mcmm: 105 my
faster. That is why written communication Inoluciing Teuiet: . aﬂenﬁ'

manuals, handbooks, reports, etc. continues [0 flourish.

Advanrages of WRITTEN CoMMUNICATION

: 1

1, written communication has the advantage of Provig:
bsence of ready reference, great cop »
will virtually cop, e

ity to communicale on paper, .""*ﬁih

(a) First and foremos il
ete. In
:::ﬁcﬂﬁﬁ the working of the organization
halt. :

(b) Maintenance of proper records, letters, reports and memo builds yp
defences of the onganization. An organization is like a living ocrggm:sm.AM ik,
any organism it is quite vulnerable to offence, both from within and
outside. Organizations usually have their legal advisors who cannot be of 5,
help unless praper records are made available to them.

(¢) Written communciation promotes uniformity in policy and procedure, It js g,
only means of laying down clear guidelines for the working of the organizario,

(d) Written communication gives access to a large audience through mass mailin,
It is common practice on the part of well known organizations to reach outy,
people at large and win customers through wisely drafted ‘mailshots’ o
unsolicited circulars. For example whenever a new brand of two-wheeler s
introduced in market, or a bank comes forward with some attrractive deposiy

investment scheme it manages to get names and address of ¥ the members of
an institution/organization offering them their services on easy terms.

{e) Good written communication builds up the organization's image. It is notatal
surprising, therefore, that the outgoing leters/messages of certain well known
companies are cited as example to be emulated.

U g&ﬁmﬁ:ﬂﬁrﬁf i?; ::;iﬂv:mmge oir'beingaccurate and unambiguous

" ng any letter, memo or report so that the

message s effectively conveyed. Oral communication may often give rise 0
::rgzs::;jgecause every speaker has I‘u's own way of putting himsell

ik pe:-son e:—”"f"" 's very personal. Written communications rules abovt
. Pf‘-'f‘ﬂ":v’ in & business organization where precision is the law.

. ® :;:z::”m‘d '““':r b:‘éi""iﬂs of this chapter, written communication
it iy Df;ﬂwcﬂo an I‘:’?““’z‘*“’“ is pmm!)ted, to a large extent, by

(B) Written commasication faaige s aad minis of the meotisfs

may sometimes go hacz c:m M:;i Pm:er g MBI T
Moo e Aisar staﬂ'b::a sopken, but not on his words put on pape"
when communication ; Javes more responsibly, and also feels secur

mMunicaton is sent in “11[“13_

GENERAL F Nuu% o
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;i” JVANTAGES of Wrirrey Communication

written communication creates Mountains of Paper cluttered around the

premises ofﬂ'!e orga:lnim@n_ Itis a common sight in offices, and the staff has
time 1rying 19 handle L. Very often valuable papers get lost. The managers,

therefore, have t0 be extra carefulto keep sensitive material i his own cusiody
Written communication runsllhe risk of becoming ineffective in the hands o‘r

le otherwise good in their job, but poor in expression, That is why itisa
cerious concemn ofa modc-arn Organization to recruit people who are very good
in expression, especially in letter and report writing ability.

written communication is mostly handicapped by its inability to get immediate

feedback. Both encoding and transmission of the message take time, resulting

in immediate delays. It is, therefore, a time-consumning process.

(@) Written communication is also a costly process. It costs a lot in terms of
stationery and the number of people involved in typing and sending out letters.

¢) By the same fogif: itis costly in terms if the man-hours lost in 1aking dictation,
typing, entering in the diary, dispatching etc. The same job can be done more
effciently and expeditiously by harnessing modern technology.

(f) Written communication has another disadvantage. If the receiver of written
message at a distance seeks some clarification, he cannot have it as quickly as
he would like to. He will have to write back and wait for the reply to his query.
Immediate clarification is not possible in exchange of written communication.

Conclusion
Whatever be the disadvatages of writien communication, its importance cannot be

denied. With all the modemn technologies, written communication remains the backbone

of any organization. Almost all formal communication is in writing. Its percentage may

be very small in comparison with the huge amount of informal oral communication.

But no organization can do without it. Hence the importance of, and emphasis on, the

executives through training in written communication’.

Key Points

) Speech comes before writing. Hence there is more oral communication than written.

(i) There is more informal oral communication than formal oral communication.

() There are various types of formal oral communications like face-to-face talking,
oral presentations, interviews elc.

(i¥) Oral communication has certain distinct advantages over written communication
like immediate feedback, quickness of transmission etc.

(v} Oral communication also has certain disadvantages like wastage of time, lack of
etention, lack of legal validity etc. "

{'f] Listening is very important to make oral communication effective.

Y)0ne has make serious effort to become a good listener.

(&)

b

()

| oy Silence also communicates in different ways.
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92 I_IQH Courteous and Considerate - The written |t
memfow |tn1ust br.c;ourtaoua_ Eller represents the writer,

L

Practice Exercises

: Reply must be gu;
| . Prompiness : Reply Quick
Yeii § ith Answers) T " knowledge of subject : All aspegy
ery Short Answer type Questions (Wit L PECs about the agend
| Rl s Aceurate, complete and clear - Informatj genda must be gathered,
. chnical writing ? . s R %% ] on, quotes, Facts, Fi 5
Ans. Technical writing is the pmctica[ writing that people do as par Orulei, jven mus;rbe correct 1nd complete, acts, Figures ete
: . is an office memo ?
J'IJhS. ) . = wm[ is an ;
2. What helps to make profesional interaction el : Mgn;??nd:‘.m“;ucl!cutl‘am’ office orders etc. are some forms of letters
Ans. Technical communication. ¢hrough which co 1'1“:3' 1on takes place within an office.
3. What is rule of thumb in Wﬁ!‘“ﬂ_? e Sl ﬁnﬁmn@dum: p-ﬂ|1J-LI iy kn:lm-n a5 memo in short means a role 1o assist the
Ans.'A rule of thumb! is to avoid stift and difficult words. -Itisa simple letter written in briefused o convery information in least
4. What are concrete words ? _ restricted fashion It need not carry salutation or other exira fills.
Ans. Concrete words stand for things that exist in the real world such 5 chajy ; What are adjustment letters ?
desk. automobile. flowers, etc. " Ans. Adjustment letters are considered to carry good business practice. Their
5. What are abstract words ? pUTpose is not to show anger or make or get anyone u - :
: 2 g - pset but in reply to a
Ans. Abstract words cover broad meanings cocepts, ideas and feelings. complaint offer some adjustments, They create a good will and help to retain
6. Complete the sentence the customer.
Good business communication is marked by the words....... 5. Whatisa circular ?
Ans. That have clear meanings. Ans, When the same message needs to be conveyed 10 a large number of
7. What are Acronyms oS . people in the office. Then office circulars are issued. Such circulars carry
Ans. An acronym is a word formed by combining the first letters of the worg, general information and do not carry any confidential material.
that make up the name of someting, 6. What is the difference between the notices of tender and letter calling
3. What are Jargons ? ; quotations ?
‘“j‘ Jargon s defined as words or expressions that are used bywa particular Ans. Quotations are letters seeking prices for good or services from a few
9 "::::zﬂ: niwp:fm]”"d are difficult for others. short listed supplier but notices for tenders are normally advertised in newspapers
il pi phr:we':::?g}o st ik o and other sources of public media in order to invite response from a much large
-Apl up of wo at does not have a subject a verb and © X ification of s and services are given in the
a subordinate, dependent or much clause. number of' suppliers. The specification of good gi
10. What is a modifier ? 1 1':'\r“:ig s " f good technical writing.
Ans. A modifier is a word/phrase/clause that tells ; : R o
et us someting mose about & i iti :
verb, noun or adjective in the sentence, € Tnsvufe&l:‘r:s c:i]”.gocdudw:::m\::, :leng are
Shart Answer tipe Questions (With Answers) Bl 4
1. How are abstract word - 2. Use of clear sentences.
Ans. A ords useful in written communication ? 3. Sentences should be of moderate length.
ns. ﬂﬂl}ﬂrxtwnrdexpmsacm li e i X
hence, progress, integrity otc. Co ‘TP'- quality or characteristic for example 4. Use of active voice.
table, chair, rose etc. + oncrete words relate the material world eg 5. Avoid old reshioned phrases.
2. What are princi ; i 6. Avoid inaccurate expressions.
iples of effect
Ans. In order to achieve the Pﬂr;:et;:’s::;:s ?mmnd“w ? 7. Logical ordering of ideas and paragraph.
one most keep in mind following points 1eting business comespondescs Long Answer type Questions (With Amweﬁ)‘ tion
1. Briefand directness - ; 1. List some advantages of written communicatios.
; - message should be brief, to the point and direct. Ans. | Writien communication has the advantage of providing records, refrence

49
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ete, They are the proofs of data, letters, memos eic. )

E Mainlcl?;noe of proper records, letters, reports apd .mernol b!.llfds up
differences of the organization. An organization is like a living organig
Organization usually have their legal advisors who can not be of any e,

unless proper records are made available to them. )
3. It promotes uniformity in policy and procedure. It is th'e m'llgfr Means o
laying down clear guidelines for the worki ng of the ofgnnrzxiron.
4. It gives access 1o a large audience through mass mailing.
Good written communication builds up the organizations image.
It has the advantage of being accurate and unambiguous. Great care hag y,,

L

be taken in drafting any letter, memo or report so that the message j;
effectively conveyed. o
7. Written communication is permanent. The growth of an organization s

promoted toa large extent, by refrence to its old, well maintained records
and minutes of the meeting.

& Written communication facilitates proper association of responsibilities,

2. List some demerits of written communication,

Ans. Though written communication is very strong still it has got its own

disadvantages-

1. It needs heaps of paper therefore it is costly also very often valuable papers
get lost. Managers have to be extra careful to handle their papers important
files ete. i
2. It can become in effective in the hands of people who are good in doing

their job but poor in expression that is why in modern ofganization the people
who are recruited should be very good in expression, especially in letter and
report writing ability.
3. Wedo not get immediate feedback in written communication both encoding
andm:::s:nission takes time resulting in immediate delays, It is therefore, a time
CONSUMINE process.
4. Written communication is also a costly process. It costs a lot in forms of
:mn;:u_m?' and the nur_nbe.r !of' people involved in typing and sending out letters.
- Itis ime consuming also as it tak ime i i ing i
o 2 es a lot of time in typing, entering in the
5.' It has another advantage also. If the receiver of written message at a
dlsmnce.sccks some clarification he cannot have jt s quickly as he would like
;‘;;:f w‘rl‘l htavcto write l{ack'arrd wait for the reply 1o his querry. Immediate
ication is not responsible in exchange of written examination.
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| (QUESTIONS
| - Bacon's statement: "Reading makes a full man, writing an exact man,
: I gﬁ:ﬂﬂ: a ready man", o

wrilten communication is different form oral communication ?

i some examples where only written communication can serve the purpose ?
- | advantages and disadvantages of wrinen communication.
" what will you do to develop skills of writing 7

PR W
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Letter writing i
; 2 is an art, [t .
conversation by Lis an impor
: post, i ant part of it
frank and intimate, ively g el e representative oy ST i5 8 pice
anguage reserved for Iﬂr interesting, and have indj ive of the writer, |tmn!
be sincere and oo 1 LeF Writing bu it should be d ividuality. There js 5 be
Wt modeny ﬁmnm and I:.ave a dignified style irect, simple and natural_l:
friendship organize miwc daily and hourly meet \;'ith
complex. Accordingly 1 CCiations. Society has new acquaintances, from
We_conl'er |hmum,ﬁf;:!m exchange of thought mb‘:‘:“‘l’m muc!:l more mml-wﬂ
positive approach, 1NEs, newspapers, and letiers, wax Imy mereased in volume.
r-writing demands

Kinds of Lerrens :

Broadly speakin
g the letters we write
can be placed in th
ree m

(i) Infi
) In ormal or Personal Letters : pg ain catcgories -

rSona i
| letters include letter written

i
Jclte£ 13} ﬁ:lsl::{u Letters formal : Business letter ing|

e editor of newspapers. Busi " wide office job applicati

ity s INess letter are agdg applications and

pltes mi-government offices. They are fon'r:a B ity o,
() Social Letters: Social ltter include Invitations R¢:;|P'NIEMN““'

. 165 and Acknowledgments

) All letters, whether Personal or Business follow cerpaj

important for us to know and follow them. b Conversions and it ls

Essentials of A good lerren

There are certain point which increase the beaut ot o
given below. uty of a letter. Some of them are
. i. Sincerity of Tone and Purpose Above all, a good letter she
piece of composition. If you are sincere, you are sure to write a chy uld be 4 sincere
charm of a letter is chiefly the charm of the wriler's personality. N letter, The

2. Simplicity of Manner : For one thing, a good letter must be simple
do not try to show off your scholarship ang ;ﬂ nif
ma

When you writle a lefter you
A gnud letter™, says some one, "should noy
Appear like a

97

1alk. It should carry conviction and win the
I of your letter.” Wriles Lord
he dullest fellow in the world

will not be able 1o mistake it, not be obliged to read it twice in order to understand it.”
3, Neatness § The paper should be neatly down and the stamp neatly affixed-not
i ly or otherwise carelessly, but straight, and nicely in the right-hand top corner

ﬂfmcnwﬂupc and let it all be clean.

4. Conciseness of Expression @ Another
Jetter s the conciseness of expression. It should never
what we actually think, wish or feel, not essay of a picce of drama. There is no room

fuc oratory or sentimental flourish in modern correspondence. This important and
habitual concentralion of thought

imary feature can be attained only by practical and
als to be conveyed in the letter, so

inthe grouping and classification of the facts and ide:
logical sequence, without, repetition and

shat they may be arranged in orderly and
involved modes or expression. The use of unnecessary adjectives and extravagant
terms having no direct essential bearing upon the subject-matter should be sedulously
avoided. -
Format of Personal LeTrers
A personal letter consists of several parts :
(i) The Heading : It consists of the writer's address and the date. According to
the new approach, the address is written at the lefi-hand corner of the page and the
date is put just below it.
The date can be written in any one of the following manner-
(a) January, 19, 2015 {b) The 19th January, 2015

(c) 19th January, 2015,
bel (i) The Saluation : It is the form of address or the greeting. It is written a litle
ow the date and on the left side of the page and depends on the d fini
between the writer and the addressee. egree of intimacy
The first and the second words of the saluation are capitalized. If there are three

words, the second one is not capitalized.
Dear Sir,
Dear Father,

My Dear Anil.
(i) The Body of the letter : This is the most im T S

contains the ge. It should be and divided into casi
Mainly it is divided into three paragraph, into easily readable paragraphs.
o [Initial lines
o Mainbady
o Concludinglines
(m) 1was so gladdelighted/pleased .
1o read its contents, toreceive your letter. | was even more delighted
| have not received
(b) 4 received any letter from you since long/for a Soug e, 145 reall
¥ ¥

very unkind and thoughtless
love and care for you, of you. Ptl'haps you' don't know how e

WRITING LETTER

50 {1 should have the look of a personal
in the first instance. "Every paragrap

'of the reader
eld, "should be so clear and unambiguous that 1

important characteristic of a standard
be forgotten to communicate o

over the liner graces of style.
4 \
f
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€)1 ¢t pardon for this inordinate delay in replying to your letter. Iy,

= w::.go!:tmof station/ | was not quite well / 1 was overbusy in "’"Winnar‘,-u:
my sister's marriage. This slackness will not oceur in future.

(d) Thanks for your kind and affectionate letter received just now / last wegy e
couple of days ago / on 10th March. .

{e) Many many thanks for your kind letter. | am sorry | could not repjy toj
earlier, as | was out of station / owing to very heavy engagements / Owing y,
pressure of studies / work.

(f) | am sorry for not having replied to your kind letter 5o long / for such 5 long
time. The delay was due to overwork / pressure to work / very heavy pregg, -
of studies. But this does not mean that [ love you inany way less / remembe,
you in any way less / care for you in any way less.

(g) 1am sure you will be pleased to read the contents of this letter.

(h) Received your long awaited / eagerly awaited letier only yesterday. You cany
realize what a relief it gave 1o me.

The closing of letter following sentences can be written

—» With heartiest love and blessings.

— With regards to you and Mummy.

—» Kindly reply by returning post.

— Hoping to receive an early reply from you / Expecting an early reply.

—+ With sweet remembrance and love, A

~+ Wishing you all the best.

—» With best wishes / With best wishes and love,

~ Trusting this finds you in the best of health and happiness.

= With regards to your parents and love to the younger ones.

~» With regards to you and Mummy.

* fﬁ;ﬂ:&m to your parents and love and good wishes to younger

(iv) The Subscription : This s the ; :
close. I it bow the ot e o b oy o b e e s e

of the . Thi i i
Ly psge is also depends on the degree of relationship between the writer and the

Yours faithfully,
Your sincerely,
o  For parents, brother-sister or for elderly people
Yours affectionately
Affectionately yours,
mm\’ou; affectionate son { nephew / daughter / niece, et
e : It can not be Your affecti ; p
! onately/Affectionately your 's also can't be
e  For parents and eldely relatives
Affectionately yours,
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yours affectionately,

your affectionate father / uncle / mather / aunt

(v
l::;&aiomclr-
s’# ﬁmhi

Note

99

) The Signature : This is written below the subscription of the leave talking

,5:1 apostrophe (‘) should never be put before 's' in ‘yours'. It is wrong to

- X
(iv) Enclosures : If you want to attach some enclosures with the letter i.¢. Draft,
¢ eic. then attach it at the back of the letter and give its detail,

Forms of Salutation and Subscription

] Relation Salutation Subseription
7. [ Blood relations My Dear Father, Yours affectionately,
Mother, Brother etc., OR Or
Dear Brother, Sister, Yours very
| etc. affectionately,
| Or
| Your loving son,
Brother, etc.
Z | Friends My Dear Vivek Yours sincerely, |
Or Or
| Dear Saurav Yours very sincerely,
Or
Ever Yours,
Or
Yours always, etc.
3. | Acquaintances Dear Mr. Mishra, Dear Yours truly,
Prof. Rawat, Or
My Dear Sir, Yours very truly,
Or
-] ¥ ours sincerely,
4.| Application for Sir, Yours faithfully,
3. | To Teachers, Sir, Yours obediently,
Headmasters, Principals Or
== Y ours faithfully,
.| A trader or the Manger Dear Sir, Yours faithfully,
of or
| A business firm Dear Madam, e bt
7. | Editots of ne: Sir Yours faithfully,
(@) for publication Dear Sir, g Or I
~—1 {b) for other busi . or Your truly,
8. e ' Yours faithfully.,

2l To High Officials [
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Note : In many cases 'the subscription’ de

purpose. It means subscription for the same person

PEFSON 10 person.

1. Personal Letters -

A personal letter is informal, intimate or even chaty. Itis like a conversatjey,

paper. However, the informality of the letter depends on the degree of intimacy betyg,,
the two persons-the writer and the reader.

1. Lay out of a personal letter {Indented Form)

pends on who is writing and for
or post  authority may vary from

I. 175 Mangal Vihar, Alwg,,
1. January 25, 2015

Dear Alok,
1.

v
Format of Informal or Personal Letter

The Address of the Sender

(i)
(i)  The Dawe
(fii)  The body of the letter (divided into Paragraphs)
(v)  The Subscription
{vi)  The Signature
(vii}  Enclosures (if any)
(viii)  The name and address of the person to whom the letter is sent.
Note : It has become common to write all these headings on the left margin,

Some Specimens of Personal Letters
tfcl-l:vw we are giving some specimens of personal letters, including friendly and
c!escnplm letters. These specimen letters, however, are not intended to be adhened 1o
rigidly; they are offered as a guide in so far as they apply to the particular circumstances
lef.h which the writer of a letter may have 1o deal, their purpose is o give some general
indication of the manner in which this may be accomplished.
1. Letter from the father to the son.
617118, Pratap Nagar, Jaipur
January 14, 2015
My dear Suneet
I received your letter only yesterday. We all are very glad to learn that you have 0
well at lhe‘ practical examinations, Our best wishes and blessings are ever with Yo"
Hard and sincere labor never goes waste. Luck also favors those who work hard. Keef
an working in the same spirit. You will certainly get the first class,
Your mummy, Versha and brother Sandeep also remember you very much, but *¢

_ETTER T
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jte to you because we didn't want 1o disturb you in your studies. We are all

| it :
adn jooking forward 1o your coming home afier the exams.

ysdesired, | am enclosing herewith a Bank Draft for rupee five thousand. Don't
1o write if you need more money,

Mummy sends you her blessings, and Vershu and Sandeep say "Hello' to you.
with love and blessings. Yours affectionately
_ S. K. Awasthi
5 From @ student to his father, giving his first impression of the college.

To :
Shri

Room Mo. 31,
garder Patel Hostel,
Jaipur University,
Jaipur, (Raj.)-
From

Ashish Bhawan,

193, Mangal Vihar,

February 15, 2015

My dear father,

You asked me how I liked college, and in what way it is different from schools.
Yes. it is different in many ways, and | like it ever so much.

Just as first, | did not like it at all, and almost wanted to run away. The senior
students treated poor fresher as if they were fools, and played unpleasant jokes upon
them. It was not very nice, but | know that the best thing to do was to pretend not to
mind and to laugh at my own foolish mistakes. When I did this, they soon left me
alone; but some students who got irritated and complained to.the Hostel Superintendent,
were teased worse than ever. .

College discipline is not so strict as discipline in a school. A student in a college
fives like & heir-apparent in kingdom. He sleeps much, plays a little, talks a great deal,
nd studies accasionally. He is responsible to none, and is afraid of nobody. The only
punishment to which he is liable is the fine, and this fine he charges from his parents
ith the vigour of an Income-Tax Officer. Here the students roar like lions, fellow like
bells, and sing all sort of songs in the verandahs. The professors‘are different from
ichoolmasters, They treat us in quite a different way. The latter are always a terror and

¥ 10 impose their authority on us, but the professors treat us like gentlemen, and so
bongas we are polite and respectful, they leave us alone. One day a friend of mine made
# beroic resolve 1o sit on the first bench and took down every word of professor’s
lecture, Just imagine, dear father, what a storm of remarks and nicknames burst upon
the poor fellow. | sympathized with him. | took his side. They made a butt of me. They

53
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ENERAJ ENGL]S],
gaveme all sorts of nicknames that hurt me ve i
e ry much. Then | real
saying "When you are in Rome, do as the Romans do. gz "‘ulh.,;h
This spirit of freedom is in the
where he likes, do what he pleases,
many princes, the servants doing

art of this place, and everyone s a li

and say what he has in his mind, We live |'mb
1

%

everything for us, They cl ke
|.w=sh our clothes and mh&ewlhodsandwrb{p:k:" il e $Weep oy
n short, dear father, this is a jol| life. | wi

Please convey my love to mydu: m!odurl t- PRI S e

Yours affectionately

Rahul Shukla.

3 l.cllfr n:nm a som to his father informin
final examination and asking him for some
Room No. 101,
Senior Boys Hostel,
LECR.C Jaipur
January 10, 2008

ResTecled Papa/My Dear Father,
am somry | should not write 1o you for such a long tj
. time. B
to worry about me. | was only busy with preparations fu:gthe fi e
practical examinations finished on| I

ly yesterday, i
done excellently well at the P‘r.u::lit:n?lt.Bf R

Our classes are going on in full swi
- : ng these days, | :
finish my course in all subjects well before A iona:n Tng my level best to
as and when | need their help and gu -+ B0 to consult my teachers

¢ idance. All my teachers are ki i
me. On the basis of my preparation, | feel confident that | wnu;:danﬁrorginﬂdmm
rest depends on my luck and your blessings. i

Papa, I am running short of money these da;

vs. | have to settle 1
Hostel. I have also to buy a few books which | need very urgenily, \LI:U?:M““;::!::
enough to send me rupees five hundred more 10 ; ey

g him of his preparations Tor the
more money.

here is nothing
nal examination, My
ad to know that | have

| % meet these extra expenses?
very much miss mummy, younger brother and sister. Kindl
to Mummy and love to Parul and Rahul, S L
With regards
Yours affectionately,
Sharad.
2
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write a letter to your younger brother, who has taken to smoking, telling
&

w._luﬁ"“ o

5, cuilLines

N e 26, 2015

My dear mohit. . . -

disturbed to know from your friend Avinash that you ha:.-c recently got i

.::;n habit of smoking. This is really dangerous for you and painful to me. If Papa

- know about it, he will really be shocked, Mother and elder brother Maneesh

m:: be shocked. Dear Raman, you are hurting so many people by your nasty

habits. : e L g

ing i inking ‘is a bad habit and once you get into it, there is no easy

mimc;k:;gn;k:’;r\; whf people smoke at all. In the beginning ﬂ_::y take to smoking
mi;'oy but soon become addicted to it and fall victim to many diseases. A foul smell

e from a smoker's mouth. His fingers get stained and his lips h&ﬂ?mt ugly and

msh. The smoke harm lungs of the smoker and regular smoker gives bouts of

hollow cough after some time. So smoking is very harmful. i

Dear Raman, | do not think ill of you; in fact, | pray for your I}tallh. There is gt'ln

time and you can easily get rid of this habit with a little determination and sll:ng m'ﬁ

S0 give up smoking at once or it will lead to disnms e!ﬁ.m' lam sunle-mg.;e;e; W';u

prove a timely warning to you and encourage you in giving up smoking y

become a chain-smoker.

Yours affectionately,

ABC

5. Write a letter to your friend advising him not to use smuggled foreign goods,

356, Basant Vihar

Alwar

September 24, 2014,

m‘“#tjm P

Many thanks for the beautiful imported transistor sent by you. | really liked it very
much but you haven't sent the voucher without which it will be difficult to get a radio
licence. It appears from your letter that the transistor was purchased from a shop
selling smuggled goods.

Dear Arjun it is true that the craze for foreign goods is increasing in our country
and the Indians working in the Gulf States have helped in encouraging this year for
foreign goods. You 100 seem 1o have'a great liking for them, Actually,.l don't want to
criticize people using foreign goods, but | would like t6 emphasize that we should not *
purchase and use smuggled ariicles. Smuggling has an adverse effect on our production
and economy. It causes a great loss 1o the i—;whm]uer and encourages unlawful activities.
A large sum of government revenue accumulates with a few people. It gives rise to
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black money and pushes up price. It is also a greal blow to the indigenous, To
appears to be an anti-national activity.

I, therefore, suggest that you should not purchase and use smuggled forejg,,
in future. | am sure you will sericusly think over my suggestion and follow jy lni:t
the spirit of nationalism.
Yours sincerely,
Shivam Mudgal

6. A friend of yours is living in abroad. He has read in newspaper repo,
about frequent incidents of violence in our country. Write a letter to hip uim
him what you feel about these incidents. Sign yourself as XYZ. "
35, Vaishali Nagar,
Jaipur
10th August, 2014
Dear Amit

Thanks a lot for about your letter received a few days back. In this letter you hyy,
also sh_mm. your anxiety the frequent incidents of violence happening in India, Repors
appearing in Wwestern press about these incidents seem to be highly exaggerated. Sych
mc;deﬂlls are happening all over the world, in every country. Just think of South A frics
or Israel-occupied Arab territories or the treatment met out 1o the LIOEs of
Indians in the U.S A, itself. - S
: BuT exaggerations apart, we are really ashamed of some of the violent incidents
1appening ht‘re. There are some created by terrorists who are encouraged and helped
Iraayapflghbonng munlp_e. ]‘hen there are communal riots which are incited by religious
mr;as u.‘; and s:!ﬁsh politicians who incite illiterate ignorant masses for their own selfish

ds. W hat pains me most is that the intellectual classes are not playing their-part in
mitigating this satanic evil. Even our national press has not been able 1o educate the
:nass(-:‘m the right drmcl_iun_. Corruption has gone deep in our blood that doesn't allow
rls::t |nlrclng!||ly and objectively. Still the position is not beyond repair. | have full faith «
i the collective genius of Ind; 3 i : \
it i gen ndian people; they will sooner or later overcome these
Pay my respect to your dear parents.
Yours always,
XYZ
7. Letter to a friend describing how
1™ June, 2014
Dear Shreya,
Hope this letter of mine finds you ina
a break of one and a half months. It is suc
again. | can't believe that | am already i

GENERAL E”‘-}usn

Me

You speat your summer holidays.

:inkufhwfllh_ I have just joined college after
= a refreshing feeling to be with friends 0n¢¢
the secong year of Engineering. I'm wriling

W
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o tell you about my summer vacation, Unlike the last year these summer

e " were put to & very good use.

gefore preaking for summer ‘mcahun our teachers gave us a blue print for utilizing
cacation in @ purposeful way. Various tasks were given in the blue print, which
‘n.clﬂd"d juining computer classes, personality development sessions, English
! nt classes, hobby classes, amongst many other tasks. | joined computer

in which | learnt € and C** programming which will be of lot of help this year.
josddition 1o this, Ia.isojoine_q English improvement classes. There | learnt the correct
pethod of pronunciation, writing and speaking skills. | feel a lot more confident after
gtending these classes. _

Now, | don't feel the hesitation in talking to my fellow mates or my teachers. Many
of my teachers have appreciated the effort put in by me. My confidence level has also
ncreased and 1 feel the world around me changing for the better,

Hope my letter will give you some inspiration. Please convey my regards 1o your
P'-’““’"" best wishes 1o your sister.

Your lovingly
Shefali.
8. Write a letter to your younger sister advising her to take part in outdoor
games regularly.
House No. 169,
Scheme Mo. 5
Alwar (Rajasthan)
My dear Daoll

How are you? | haven't received any letter from you for a long time. Perhaps you
were busy in your studies and could not write to me.

In your last letter, you complained about general fatigue and failure to concentrate
on your studies. | have a word of advice to offer you. First and foremost, vou should
keep your body fit and healthy by taking regular exercise. Outdoor games are the best
solution, They give a good exercise to your body and also a healthy relaxation to your
mind, Additionally, Such qualities as being a member of @ team, and sometimes, its
leader, also develop during outdoor games. So take a decision right now and join some
Outdoor games from today itself.

Give my regards 10 our parents and love to youngers.

Your loving,
it
(2) Business and Official letters
A business letter is that which is written for the business correspondence. It is

'“""H! differently from a personal letter. Much formalism is done in it. We do not use

_ml‘nrmal or chatty words, Several forms are used for writing business letters. The

ety forms are .
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(a) The Indented form

(b) The Fully Blocked form (complete block)
(c) The Semi-blocked form

(a) The Indented Form : This is perhaps the oldest form of a busineg,
it each line of the address of the writer, the date and the complimentary clog,
the right hand margin. All other parts are placed at the left hand margin, The

are indented.
(a) | (b) FULLY-BLOCK STYLE
| e | E——
| | e - —r—¥]
p R | I
| e ¥
......... -3 gl
I mee————3]
|| e, || e
....... -4
5 5
_________ -5
ey, S | il
........ 3% i
Smm—m———y
— e

(b) The Fully-blocked
The address, the salutation,

signatures are all blocked. Even the

paragraphs is marked by a lj

(c) The Semi-blocked Form :

blocked forms. The body of t
etc. are blocked.

Style : In this, all
the body of the |

ne of space.

he lette

the lines begin from left hand margi"
Her, the complementary close and ¢
Paragraphs are not indented. The division betwee’

OBVERAL By,
|
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® Format of an Official Letter : The official letters have eleven major parts :

@ The Address of the Sender : If the letter is written in the printed letter-pad
ghere is no need of writing the address separately,

(i) The Date : The date is writeen in the same manner as it is in the informal

yaro LETTER

!wh.[,
Comes 4
Paragryy, (iiiy The Designation and Address of the Receiver : We have to write the
nation (sometimes name) and the official address of the receiver on the left hand
(©) ey, de. We should not write the residential address of the receiver.
i | Format of Formal or Official Letters
|
2 |
N (i) The Address of the Sender
e | (With Telephone No., if any)
R (ii) The Date
. (ili) Designation and Address of the Recipient
B ' (iv) Reference Mo,
T (v) Subject
- " (vi) The Salutation
e | (vii)  The Body of the Letter (divided into Paragraphs)
————————— (viii) The Subscription
(ix) The Signature
' (With Official Stamp)
3 (x)  Enclosures (if any)
e (xi) Copies to be sent, if any
e (i) Reference No : In the official letter pad or in official letters we have to write
[ J— the letter no. i.e. - PCE/ADMIN/2014-15/001.
e (¥) Subject : It is one of the most important part of the formal letter. In it one
& Wites in the minimum words the topic of the letter; the subject matter about which the

It a combination of the indented and the Ul
ris indented while he heading, address, salutati®”

letter is concerned to. We always put a dash ( - ) after a subject.

(vi) Salutation : There is a definite pattern of writing the solution in the formal
letters on the Joft hand side :

(@) For the higher officials, for teacher and for senior officers we use 'Sir

(b} For the officer equal in rank and for junior officer we use 'Dear Sir,

(€} For any higher officer of any department we use 'Sir’,

(vii) Body of the Letter : It is the main part of a letter. It is generally written in the
three Paragraphs but this Iilﬁi.l may exceed if required. But the most important aspect is
mh&i"m"‘@ﬂ'ﬂh& letter. One has 1o concern most about its beginning.

(viii) The Subscription : Asitis already in the personal letters that the subscription
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I5 written just above the signatures. Subceri
the official letiers or applications :

(@) yours faithfully
(€) yours sincerely

ption is wrillen in the followin
2 ﬂ'lan;h.
1

(b} yours truly

(d) yours obediently
been submitted then give g, 1
ow the letter, e Wty
z ‘(l.xl The Signature : The designation of the signing authority has alsp
Biven: i.e. Manager, Secretary, Chief Accountant etc. The office seal is also 5 b

(X1) Copy : If the copy of the | ithes
give their detail on the miﬂe bo!l::‘:ri::f MR ey e
Copy to;
(i) The Director of the college,
(i) The H.R. head of the college,
(iii} The Department heads,

(X) Enclosures : If some enclosures have also
the same number of enclosures on the left side bel

Some Specimens of Official Letters
(1) Write a letter to the Collecto

use of loudspeakers (microphones) IItr of your district complaining about 1k,

iy night during examination days,
211, Mangal Vihar,
Alwar
The Collecior MRS

Alwar District
Alwar
Subject : To stop the use of microphones-
Sir,
Respectfully | bring o your kind notice that i : .
use microphones (or loud-speakers) at night mlll;th:;:l::;gﬁl;jl;::fjm Pﬂ:ﬂ:
restaurants also in the locality. They also use microphones til] Imnig}.;_ It di ,_:fs our
studies. Our examinations are near. It is the valuable time of ou fige, We ha st e
them many times to stop the use of microphones, but they do not care r:i:tquﬁ
Kindly order to stop the use microphones during examinaiop days,
Please look into the matter immediately and do the needfy), '
Thanking you
Yours faithfully,
Sumeet Awasthi

GENERAL E““us;,
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i t
i1e 3 letter to the Senior Superintendent of police of your distric
@ wﬂg about the assembling of unsocial elements in your locality.

e

AnS-

n genior guperiniendent of Police
The

U.P)
Kﬂs::lﬁ‘ . Insanitary Conditions

" i i «our kind notice that 1 live at Mangal Vihar,
Iy, | wish to bring to your I
SMMM‘I‘ ':np;ﬂ:iw 1 want to attract your kind attention towards the p'rcbIE:l:
: Nwd h) unsocial elements, We can see anll-sn_c‘ml elements wa:'ndernﬁf,“cml
WE;;; The women and school going girls are feeling unsafe. They pass
“’ s

mﬂlﬂ‘j on them.

1, therefore, request you to look into the matter and take immediate and prompt

; s jviti ial elements of the area.
HEG S RERLRSIERS Yours faithfully
Thanking you. i
20th August 2014

3 u\:ﬂw a letter to the sub-divisional officer (Teilppone] of yours district
regarding frequent telephone disorders in your locality including yours.

Ans.

The Sub-divisional Officer

Depit. of Telephone

Alwar (Raj.) o

Subject : Iregularity in Telephone Communication.

Sir, ‘

1 want to draw your kind attention that inspite of my r:pud med';mll mmf‘:au:!;a: .

i hone disorder in my locality,

your department's oral assurance to streamline the telepl
action has been taken even now. It seems that your department has !umed a deal;p;:%r
of our complaint followed by several reminders verbally/telephonically from i
Most of the telephones in this locality are lying dead. '

Please get the needful done without any further loss of time.

Thanking you
Yours faithfully
K.C. Rawat
Bhikham Saiyad Mohalla
20th August, 2014

Mear Bus Stand, Alwar
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4. Write an g
requesting him for
Ans,
To

The District Supply Officer
Kanpur, (U.R)

GENERAL

pplication to the District Supply offi 0
! cer of Yoy i

the issue of permit of sugar for the marri.s 5
r

€ 0f ygy m"lu

iy

i bject : Application for a Kerosene Permit :

With due Tespect, | wish to brip
1o be celebrated on 10th Novem

Kerosene for the Purpose,

L theref: . i
L ¢|-|c|:s:;| re?ust youto 1S5Ue me a permit fior 30 liters of kerosene. Ay iy, -
; with this application in Support of my statemen .
shall be gratefu] 1o you for your kindness. .

& 1o your Kind notice that marriage of my cousip
it

ber, 2014 at my residence. So [ peeq 30 litreg
of

Sth November, 2014 Koy ﬁhhm"‘*’

; Anoop Dixit

: utarkhana, Kanpur {p,
tive Officer of the municipality of Your 'ﬂ*}
itary conditions jn your locality, '

5. Write 3 letter to Execu
complaining against the insan
Ans,

To

The Executive Officer,
Municipality Depariment
Fatehpur, (U.P)

Subject : Insanitary conditions
Sir,

Most respectfully, | wish 1o iin| i i i
our locality, Ashish l'ydagar Mhnarg ::t{o:ril- :Emﬁmlmﬂi@wmndhinn in
!Ji[s have become the breeding places of mosquitoes and germs
inflation diseases. The drains are blocked. They are not e
do not come regularly. The heap of garbage can be seen here

All these things show that the sanitary staff is not doing jis 4
rainy season is on hand. [t will be no wonder if malaria or other 4;

So I request to take a quick action 1o remove this prob
lead a healthy life.

Hoping for a quick action,

uty properly. The
ease breaks gut,
M <0 that the ejtizens may

Yours fajthy 1y
R

15th April, 2014 Hhul Shykg
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+  Comespondence concerning parents, tran
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TER
nies.
ness Listie¥ i

icati ween two com|
iness letter is the basic means of communication bet
The busin

i Ily of a company.
i internally and externally e
b ﬁm :.o;cn;od and communicational turn. It should be properly
e -
' “M'!d formal salutation and closing. . )
Mw:m;h should be preferred as it is the manipulated.
§
; x of a Business Ie‘lter‘
f. A Simple business transactions.
+ Enquires and replies 1 the same.
Offer solicited as well as unsolicited.
s+ Execution of orders.
¢ New fulfillment of contact. - s

rt transaction.
SO Tips to write effective business lefter
lings or ideas)
Empathy (. care about someone's fee B "
o To write it effectively put yourself in the reader's shows & wry 1o anticipate the
reader's reaction to your comment.
® It shows that the writer has care for the reader.
Persuasion )
® Plan according to the reader’s reaction. .
® Writer with the 'you' attitude the state of mind where you always emphasize the
benefits to the reader and subordinate.
®  Write positively with concepts. e _
® 1t is use of accent and inflection 1o express a mood or emotion in speaking or
writing. ) ,
® What you say in a business letter is less important than how you say it.
’ Types of Business letter
(1) Order letter :

This letter is writeen for a manufacturer, wholesaler or a retailer. When writing an
order letter includes all the information one should mention :

S ki ® Material & Capacity
® Dimensions ® Model Mo. ®  Price (not needed)
(2) Inquiry letter :

The purpose of this letter in-to obtain information from the reader.,
Same guidelines

& Siale your purpose

o List your questions or requested actions,

& Offer something in return to Encourage action.
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®  Follow up with a thank note,
with your request,
(3) Sales letter :

It is imponant to have g good attitude §
attitude in order to sel
Four past strategies of a sales letter « I,
: s
Ez; giI;h_lllt reader’s eye : Attract the reader’s atiention,
ribe the product or service that you have to sell

(3) Convince yoirr reag
er that vour clai
researcher and facts, Your claims are good back up of your comments vy,

GENERAL EN“lIgﬂ

email or phone call to the person Who hey
Ped

Identify the product

Explain the problem.

Fropose a solution

End the letter respectfully,
(3) Letter to the Editor -

®  Normally written as a reader's reaction to the

A i i MeWs or article published either in a
®  The letter can be written within

published. 3 2 praise or a strong comment on the issue
® Also written to highlight any matter of miracle, so k
Characteristics:
® The language matters a lot.
®  Salutation : Sir, Complementary Close : Yours truly
® Discuss the matter without much interruption.
® Ifthe letter is reaction of any article then mention the heading of b o

NOWN as open letter,

(3) Business Letters
Herbert caisson has rightly said that, "A good letter is master key that gpene —
doors. It opens markets. It opens the way for your goods or services, |t tells the
of the real character of your firm. story
Qualities of a Good Business Letter : Whereas the of persong, B
characterized by its informal, easy-going, conversational style of writing, i =" '

e
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RTNG LETTER

. +: o it the business of a business

£ ned by the very opposite qualities. "It is the i
1s distinguished bY | b i room in a business letier |

WM‘; be as businesslike as possible.” There s 1o o be shunned like

our, SIANE: colloquiali a ¢ things are 1
loquialism, or personal matter. These things
i sm"l‘n:ial cnm:slpcndmwc. The following are the qualities to
plage®
‘ ing : The opening
(1) An Attractive Beginning : pen

ness letter.
< Jetter, It makes or marks the fortune of the s
its mark on the reader, the reader may ﬂ'll'l):-’-' it
nder will be lost. In the opening sentence,
1o follow a fresh method of approach to 1

be looked forina

sentence is the most impnrtanl. ina
sender. If the first sentence fails to
into the waste paper basket, and
we should avoid wom-
,ugmms,oﬂtetse he reader. Creativeness
out phrases an )
F‘ ]
w?:}r;mtnm : The language of aht!samm i
Comectness adds as much as to the effectiveness of:} letter as —
(3) Completeness : In being mmpaots‘::'ezumlse, completeness shou
ificed, Each fact should be accurately i
m&rdm“m + It means that our thoughts in oﬂ'ncir.l qomspoa‘tde_mc !;nust be:;
clearly expressed that there is no possibility or any ambiguity. The written letter m
be such that it is understood at one reading only. )
(5) Conciseness : Conciseness requires that letter must be as short as possible.
We should write as we actually think, wish or feel. B : .
. It is said, "courtesy costs nothing but pays everything,” In writing
2 m{mﬁm should never beﬁpnred, The person 1o be addressed should be
treated like a gentleman.

letter, must be grammatically correct.
urtesy or politeness.
be

Format of Business Letters

() The Address of the Firm
Sending the letter
(With Tel. No., Fax No. etc.)
(i) The Date
(i) Designation and Address of the Officer of the receiving Firm
(iv) Reference No.
() Subject
(vi) The Salutation -
(vii) The Body of the Letter (divided into Paragraphs)
(vili) The Subscription
(i) The Signature
() Enclosures (Ifany) (With Official Stamp)
{xf) Copies to be sent, if any
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GENERAL By,
: : Ib"!‘hl.ls_n
_ (3) Format of Business Letters )
(i) The Address of the Sender— Letter pad of organization already cepy,:
(ii) The Date~ It is written an left side on the for. S

(iiii) The address of Receiver : Be a Fim or party or person. The Fj
have many owners write messers instead of mister. | I

Messrs Shyam Narayan & Sons or

Messers Taneja Brothers,
_ The forms which are not named
Travellers.

(iv) Ref. No.- It must aways be writen No. 181/orders/2007-08
(v) Subject-Business Letter is an Subject important part of business letter

1
(vi Iua-tlﬂll'sn uat In BUS ness Letters Saiumlmﬂ 15 written on left ha-TIL angd

®  For an excutive of a form
Dear Sir
For Firm
Dear Sirs
ar
Gentlemen.

(vii) Body of the Letter— This is the main part of the letter

(viii) The Subscription— is written above si i
: gnature line and an rj i
Yours faithfully, T

or
Yours truly
ar
Yours sincerely
(ix) The Signature : Designation can be written below signature jine = Sacrnd
Manager, Partner, Proprietor etc. stamp of the firm is also requireq g
(x) Enclosures : If Enclosures Draft, R.R. are there it mus also be attached
(xi) Copy : If copy is to be sent to another executive then it myg be written
Copyto: '
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’ Specimen of Some Business Letters
|, From 8 retail dealer to a wholesale dealer placing an order.
; 15, Deendayal College Road,
Agra
- Aug. 20, 2014
To F
Tie Stationary Supply Co. Ltd.,
Deansgate, Manchester.
Dear Sirs,
{ am in receipt of your letter of the dth instant, enclosing account for 56. 6s. 8d.

for goods supplied to me. Before sending you my cheque for the amount, | should like

1o remind you that you have allowed no discount as you have done on all previous
accounts. S )

As your goods suit the majority of my customers very well ask you to be kind
enough to send me at once six dozen boxes of H.B. pencils, six dozen boxes of Reynolds
pens, eight bundles of black penholders and six dozen boxes of paint-brushes. | shall
be waiting for envelopes and note paper, but | will telephone you tomorrow as to the
quality and quantity | require.

The digital notebooks which 1 ordered last week, and which you said you would
send me by Saturday, have not yet arrived. | hope you will send them at the earliest, as
I have very urgent orders for them. If you cannot send me the whole quantity 1
ordered, perhaps you would be able to send me two or three dozen, as | have promised
them to several customers for tomorrow. If you have faint blue lines, | would rather
Iiave them; if not, | will take red-ruled. Would you be kind enough to send a sample of
blue-black writing ink 7

Yours faithfully,

Suresh Chandra,

Alwar Stationery House,
Alwar.

2. Write a letter to M/s Balaji Enterprises Panipech Road, Jaipur complaining
that the washing machine you bought from them last week is not working

Properly. Ask them to get it checked and repair or replaced.
Ans,

'Pranam’
Jaipur
i — 26 September, 2014
Panipech, Jaipur,
Deear Sirs,
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A week ago | purchased a Voltas Semi-automatic washing machine from
showroom. But yesterday its spinner stopped working. lts guarantee periog ;sm"'
year. So I request you to send your mechanic to repair the machine or 'I'Ep]amum
spinner if needed. 1 shall appreciate an early action in this regard.. -

Yours failhfully,

GENERAL ENGUS“

ﬁmlsﬁxtﬂa

(3) Draft a letter placing order for the supply of book/goads.
Ans. Sharma Brothers
Manni ka Bar,
Alwar
24, January, 2015

Messrs Raj Prakasthan

SMS Highway, Jaipur

Subject : Order for the supply of books/goods
Dear Sirs

We have receiv_od your letier of 14th instant and also your price-list by the same post,
We send_ herewith order No. 3042 and shall be glad if you execute it as early as possible
forwarding use goods by passenger train.

Yours faithfully
for Singhania Brothers
A.S. Singhania
Manager
4. Complaint leiter against Inferior quality of goods.
Ans. Prem Kumar & Sons
32 G.T. Road, Ghaziabad
Ath July, 2006
Ref. No. SM-137

M/s Gopal Sports House
Suraj Kund Road
Meerut
Dear Sir

Thank you very much for the supply of goods against our order dated |5.7.2014
in 'I‘mw; are surprised 1o find five cricket bets and six hockey sticks defetive. prease
get them repeated by sending your man personally.

Yours I‘aimr“"),
for Prem Kumgr g Sons
Sdf-.......

Maﬂlgﬂ
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a0 LETTER
§) Write 3 letter to a publishing house regarding terms of payment and
{

,,nrlii’“'" Agarwal Book Dept
i Dhampat

20th May, 2014

To —
ﬂ* .
pharat Prakashan Mandir (Pvt.) Ltd.
Meerut

w\:el;m]l be highly obliged to you if you let us know your normal commissn:!n and
mode of payment either by cheque or cash or bank draft. “ﬁ!l you be able to give us

additional commissions if we place an order worth Rs. Five thousand ? Please also
let us know the mode of transportation of a consignment of books to us.

ly will be appreciated.
An carly reply Your sincerely.

R.K. Agarwal
Manager
6. Write a letter of complaint to M/s Gupia and Sons regarding wrong supply

of goods. Kallu Ganj

Najibabad (Bijnor)
6th June, 2014
To
Mis Gupta & Sons
Mandi Ram Das
Agra

Dear Sirs,

We regret to inform you that the goods sent by you do not tally with our list. The
whole goods differ widely from our order. Kindly send the required goods immediately.
We are returning the goods received by us immediately.

Yours faithfully,
for Agarwal Brothers

Letter to Editor
Importance : A letter 10 the Editor is written with the view of highlighting some
Peml problems, conceming the public, on something which is of public interest and
||'?p‘:;1::l.‘e. Letters to the Ediyor generally are concerned with various current problems
‘-"h;" m:"'m' "ﬂ“’r"ﬂ' these problems people can offer their suggestions. Make inquiries
u Beneral interes ¢, reply some other letter.
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Organization of the thought : Letter 10 the Editor can be both ¢gp;

elaborative. The length of the letter depends on the subject matter, Generally, i ::: t::

should be arranged in three slages :
_(i} In the first stage only
which one wants 1o tackle,

There should be a good coordination in these three stages. A forcefy

3 i I i
tone contains a good deal of argumentative appeal s
opinion.

Lay-out of a letter : i
O ey le to the Editor : (Semi-Blocked Form)
The Times of India,
New Delhi
Sir,
I
11
1
Dr. Surendra Jain
1550, Green Park,
New Delhi
September 15, 2014,
Qualities of a good letter to the Editor :
A letter to the Editor is purely a formal ! i
It should match the i:mguagz ar-dyslylr. of "lwﬂ;;le:hﬁl-lid e concise and oourteous.
Some Specimens of such letters :
1. Write a letter to the Editor of a local da
(careless) use of loudspeakers.
To
The Editor,
Rajasthan Pairika,
Jaipur.
Sir,
Through the column of your esteemed newspaper | would like to draw the agention
of public and the authorities to the evil of indiscriminate use of loud

Speakers,
Loudspeakers are very useful when large crowds are to be adq -

leaders. But the trouble arises when they are miSl.ISG_:d-. Some s . e i
to attract customers. It is generally ml'sulsed al E'“ time of the martiage, oucaely
very small religious occasions are ma.dr:]n ;:uhhr.' by Inudspeak:: ”"‘}'m iy
temples, mosques and gurudwaras, During ‘Bhagwati Jlg.c:r:?sm 'iﬁl,wsjl“ 2iuial
kers and they foree us to keep awake rlm_:uy'm_ ¢ - The Organigen a
Iouﬂ‘w:a her there are students preparing for examination in 1 neighborhong i

:::p;i;:s who need rest and sound sleep.

v

ity criticizing the jﬂﬂlﬂ:rimlnar_e

62

SR ENouyg, | RITING

the information is given about a particular subjecy i
'

and is most likely to effeq Publ

/
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F it is necessary to put some restrictions on the use of Ingdlnspcakers.
T u;: be asked to seek special permission from the district aumnnues. for the
W’m:wkm and there should also be some time limit on their use. People

| wedl ”:0 pe made aware that the indiscriminate use of loudspeakers creates noise

M,-:. and that is dangerous to health.
de;,, vinod Goyal,
p-125, Hari Magar,
oy 2014
f;“‘ﬂf'. letter to the Editor of a newspaper on the shortage of cooking gas
ja your town.
The Editor
The Times of India, '
New Delhi.

ﬁn the columns of your prestigious newspaper [ would like to bring to the

iti hortage kin, in our town for the last two

ﬁrﬁl;smxirﬁs:owed sﬂz:;m :Ee%':;’s fo consumers on the plea
oylinders are not being delivered to them by the Mathura Refinery. According o the
local dealers the Mathura Refinery has been discriminating agalnrs‘t |hen:-. :

Being a housewife, | have been experiencing great di_i'!icu!ti\?s in n.lnnlngli'n.: kitchen
for want of gas cylinders and more so when kerosent is also in short supply.

It is suggested that the Petroleum Ministry should order a probe and resume the
gas supply 5o that consumers get LPG cylinders regularly.
Mrs. Shalu Gupta,
House No-169
Scheme-5, Alwar
25 August, 2014,

3. Write a letter to the Editor of a newspaper on the necessity of a public
park in your town,

Examination Hall
4th July, 2014,
The Editor,
The Times of India,
Mew Delhi
Sir,

J want 1o draw the anention of the authorities concerned to the need of public

P"";i'“ :‘:h“:':" nd towns in general and my town (Sangangr).in particular.
The hwsﬂn b:ul increase in Population, our residential arcas are under great pressure.
"B CONSIUCed ey days have hardly any open spaces between them,
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leading to congestion. Again, the houses are spreading only vertically with :
stores climbing on top of each other, thus stopping completely the circul i
between and around buildings. In such conditions, public parks are im[;!tmn oy
They provide open air spaces to the Tesidents_and playgrounds to the chim:m i
they function as lungs to the suffocated residential areas of our town, = e,
Sanganer is one such town. It is ap industrial town with multistorey builg;
There are hardly any open spaoes‘between the building. The children have ng =
play nor the old men to relax. A big public park is just the right thing that the .
this town need. | request the concemeg authorities to develop a public park inle >

town. ﬂk
With thanks
Yours faithfully
Mudit Shukla
EEN
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