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This question comains‘wriling aletter based on a verbal input. Letter types include (a) business or official
letters (for making enquiries, registering complaints, asking for and giving information, placing orders and
sending replies; (b) letters to the editor (giving suggestions on an issue); (c) application for a job.

i you may be 4 Lo write formal or informal letters, job application letters,
s ediior on a given issue, making enguiries or complaining.
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Business letters serve two main purposes: First, they open the lines of communication to help you receive a

desirable response, whether it’s solving a problem, making arrangements, or seeking information; and

second, they serve as official records of correspondence, so that you can strengthen your case, if need be, with

physical proof.

It is vitally important to follow a few simple fules in order to write effective business letters that capture the

attention of the recipient and enable you to get what you want.

@  Get to the point! State your reason for writing in your first paragraph and stay on track.

o Always include specifics that will help ease the recipient’s task. For instance, if you are writing to a bank,
mention your account number.

5 If you refer to other correspondence, mention those by date, check number, etc. Include copies whenever
possible. .

% Gently and respectfully direct the recipient’s course of action.

@ Always be courteous! Even if you are frustrated or angry, it will benefit you more to maintain a cool, calm
approach.

The most common form of written communication is the letter. Different kinds of letters follow different

conventions.
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Conclusion

Yours sincerely,

Signatory|—>| Rohan Mathur
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Format : 2 marks
Content : 4 marks

Expression : 4 marks

W
Upto 2 marks may be deducted for not using proper layout. Layout should include date, receiver’s designation
and address, salutation, subject, complementary close and designation of writer.

CONTENT :
It includes your creativity in presenting ideas which are relevant to the topic of the letter. If the letter is one
to an editor of a newspaper, you should try and present both sides of the picture. If the issue raised is one
which requires argumentative presentation or highlights a discursive topic, remember to present the pros
and cons of the situation. Always give useful suggestions to overcome the problem (if any).
EXPRESSION :

Tueney is your ability to present your ideas in a coherent and organised way. Before answering in the fair,
you must jot down your ideas. The process to follow before attempting this ‘letter’ answer is :
= Think about the letter/topic.

Collect all the ideas and put them down roughly.

* Organise the ideas by putting common ideas together.

Arrange them sequentially.

End on a positive note.

Acenracy involves grammatical correctness as well as structuring of sentences. Your effort should not be to
use complex, long and unwieldy sentences, but to present your content in simple, straightforward language.

iThaue the honour to state ...... I

is obsolete and is no longer used. N
It is easier and simple to say ......

Pioase Note : No maris are allotted for the tayout if the content is wrong.





