F3) i

Formal Informal letter writing

E mail 31 modern technology &

3R & A1, 99 fel@el T concept
T Ueh U T I of o § olfeheT writing
style §/=iT Tgdl & 3R o1 email for@a
THT SHHT YT Hd ¢ 197 Torgelr
AT EATeT St T AT AT 81
ST for@T ST @T §, 38 aR H Il
I AT 31T Ugel Sfleld ¢ letter
writing & 3¢63-

1. Communication gaps T & T
2. SRTEhdT YeT &1/ SATThRT YeTed THiaT
3. [aaRY T 37TET USTeT el

319 SITAd & types of letters & &K #-

1. Informal Letters

3¢ personal letters 3 name ¥ ¢t ST SITAT &, ST 3MHAR 9T IRAR, arear, Redert, g=ifaay ar
gRdr & o S 81 39 letter & fol@st &7 o1 &ROT &1 dT TohaT & 3R A8T 8T 3¢ haer
experience share &I, fhdll & IR H YBSATS FA, general BTN & ATV fhdY T update T
3nfe & fore forar o geahar g

Parts of Informal letter

PERSONAL LETTERS/ sIf&ddrd 9=
Example-

i) Letter to the family (ARER T 7=)

ii) Letter to relatives (R2dGRT &l I7)

iii) Love letters (937 )

iv) Letter to elderly people ([T @131t &1 T )

SOCIAL LETTERS/ |6 99

Example-

i) Letter to friends (FA=T &l T)

ii) Letter of condolence/ sympathy (FagaT / H%Fgaﬂj?r CIRSE))
iii) Thank you letter (¥=JdTg 9H)
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2. Formal letters

S8 o & 9T business T AT e, job apply I, ITRIE ¥el, RIS gof et 371fe & forw
fore Stra €1 3 93 B¢ 3R T (to the point) 81 &1

Example-

i) Business letters (camadTiAe I7)

ii) Letters of application (371d&sT 9= )
iii) Official letters (TR T)

iv) Letter to the Editor (FdTeeh hl I)

379 313U SITed & letter & main elements T

1. Senders address

S8 g4 sender IT mailing address %gd g1 Formal 3T Informal letter , il 7 &7 & mention =T
SR &1 39 return address #T T SATAT &, dTfeh 319K letter aT9A 31T 3T AT HAolel aTel & Id O Tal
HlTHd 31T ST Formal letter SATGIAR company & letterhead TR 81T & df 84 address 37eler &
forg=) 1 Y w761 TSl Formal letter forad aehd o =iail &l w2t 18-

Line 1- Sender T Ug (designation)

Line 2- Organization/ company T =TH

Line 3- Building number/ street/ a

‘rea

Line 4- Country (¢2T)- 3R U= 2T ¥ S8R $S1T ST T &

Informal letter F% sender &T 118 3R TaT for@a &1

Example-

Formal Letter Informal Letter
The Manager 23, Wazirpur
Hinkhoj Ltd New Delhi-110024

274, Defense Colony |India
New Delhi- 110024
India

Ref no 229/3A/2020
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2. Date

Date for@ar s & arfes 519 8 reciever &1 9T &l A 98 1< ST & fohdell STed) SaTe &1 § 3T
Y for@e &1 FEY alienT &-

DD/MM/YYYY

MM/DD/YYYY

10th June’ 2020

June 10, 2020

Jgl DD dRi@forma & faw §, MM #8 & fow 3R YYYY @1t & forw AT ifSiw 3masy 99 23rd
AT 2020 @ for@r, af 39 date 39 @R forg T §-

DD/MM/YYYY- 23/03/2020

MM/DD/YYYY- 03/23/2020

3. Receiver’s Address

IET 37T address for@ar & o 3T g 57 arel &1 e for@s & format & &5 38 date F a1
for@a §1 Informal letters & receiver &T address &7 8% envelope W for@d &1 W 3091 39
formal / official letter for@ & & dT =il T 1T ==t vt ofF ford-

Line 1- Name of the receiver with title if any (If¢; #1$ e g1 AT 3T ATY receiver T ATH)
Line 2- Name of the organization (F3T&+1/ company T 1T#)

Line 3- Building number/ street/ are

Line 4- State/ Town (with Pincode)

Line 5- Country

Example-

The Manager

Hinkhoj Ltd

19/B2 Defense colony
New Delhi- 110024
India

In advanced English (,) comma is not entered after every line
4. Subject

Wﬁﬁbnefﬁﬁ@ﬁ%ﬁ%ﬂﬁﬁﬂ‘rﬁﬁm%l IE receiver I 3 TF & 36 I
determine &t & Hee HaT &1 I8 subject & Ugel 81T § 31K receiver & address & ST T@T SATAT
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%@
€1 519 & formal writing ¥ SHT ST Yl § af SUBJECT & §H JXI1 letter &7 reference STeld & |
Example -

379 3719 leave apply s & foIT letter for@ Tg aY 3T subject # ToIkId1- leave application for two

days. 08 & complain letter 3 3719 subject T3 - filing a complaint. 3TT S8 g &A1 3@ T
subject STTGT &3T T &1, TIse, FfQIed gf 3R, maximum 10 words T W df TEr g1

5. Salutation

Salutation Teh dXg & THET T address FTeT T dIHT &1 T§ sender 31K receiver & 17T intimacy/
relationship TR T8 YT §13THAR 9 & 'Dear’ word & [ g1l &, Toreeh 1e title-
(Ms/Mrs/Mr/Dr) 3R TR ST ST Ugell 118 81T &1 Example- Dear Ms Lisa.

379 37T ATl dTel ST gender T A& IdT &, d 39 f&% Sir/ Madam for@ @erd &1 319 38T
STd & Formal 3R Informal letter 3 SEeRT 3T rule §1 39 3T Informal letter ford a 3mg s few
31T salutation use T ohd &-

(a) For blood relations (3791 & §3 3#) -- Respected

(b) For blood relations (3791 & B¢ 3H) -- My dear, Dear, Dearest

(c)For Intimate friends and relatives (f&31 31k RedeR) -- Dear, My dear, Dearest
T T S 8fY 319 3e7ehT Jellel/ TRl & a8 Tl Jehel €1

39 g formal letter @ &, a9 gH g ET I salutation TG 81T &1 T8I 319K 37TT FHThr
senior & letter for@ I& df 'Dear’ word &l use #T Y| Dear FI meaning &idT & - T’ S g1 formal
communication 3 FgT use Y Jehdl | 3T I&T A ST 1T salutations T T HL3T-

(a) Editors, Postmasters, Police Officers, Government officials -- Sir/ Madam/ Ma’am
(b) Principals and Head of Institutions -- Respected Sir/f Madam/ Ma’am
(c)Official Letters -- Sir/ Madam/ Ma’am/ Hi Mr Singh/ Hi Ms Singh

379 318V ST & Miss, Mrs 31X Ms & &= &7 difference

Miss- 25 & i1l Ueh 3ifaariee gar gehl| 8 2 conditions & -
i) 3T HHT QST LT T

ii) € g BIT &1

Mrs- T faarfegd A St 3r9er Shiaar-arefY &1 surname faa1g & §1€ 379=11dT 81

Ms- FfgaT St 3R aftta ot Aforat & & el & Hafta 716 &, 38 87 7o conditions -
i) 3ThT 337 25 @ 31T § 3R gg JfaaTied AT Tellhler & 1

ii) I ATEICT & SHehel 3T gl ATH T 3T & |

i) 3TIhT 38k TR & Fe ol g1 7T 8

6. Body
The body, letter writing &I Hed HgcaqUT dcd &1 TG 3T writing & YIe ST SHROT STl &1 SHA
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g8 TeQr AMfAdl & [ sender &1 A18dT g1 Personal/ informal letter T body part 319 fSid=1r amg
3T ol Tl ol §1 $8H emotions, feeling, 31e737al, TATE, news 3TTE & details AT 81 &1

SR, Ueh formal letter 7 body part 3T subject ST TIST et o Tol@T ST &1 Formal letter &
three sub-parts g gehd &-

Introductory paragraph-- main point start &3{=T|

Middle paragraph-- fei@st & importance and need @ justify &eT|

Concluding paragraph-- letter for@= & purpose T ftht & TclTeAT 3R Hee T FS action & & faw
request sh{dT|

7. Concluding Line
g body part & end # for@r SITaT §1 3 2T new paragraph ¥ start #=1T A1fgT) Different STt
& T 319 different aig ¥ 37191 letter Y conclude &Y Hhd & -

(a)For friends (AT & foiT)

With best regards/ With best wishes

(b)For parents and elders (HATAT-fdT 3R a3t & forw)

With love and respect/ With respect and affectionate regards
(c)For younger relatives (37 & @I¢ R2adeRT & faw)

With love/ With best wishes/ Best wishes

(d) For official letters (38R T3T & foIT)

Thanking you/ With best regards/ Thanks & Regards

8. Complimentary closure
g respect & ATY letter FI end FHLat FHT Teh polite AT &, so you can follow the below rule-

INFORMAL LETTER
(a) For friends and acquaintances (@Rdt 3R 9RfdT) - Yours sincerely
(b) For relatives and friends (R2deRT 31X gIEdrl) -- Yours affectionately/ Yours loving

FORMAL LETTER

(a) Principals, Headmasters etc (FT89er, g8ATEEX 317S) -- Yours obediently

(b) Editors, Government officials, shopkeepers, Private firms etc (H9Tgeh, TRPRT SRR,
gehleiaR, TSl el 3711e) -- Yours faithfully, Yours truly

(c)Strangers (3eT1a1ToT)-- Yours faithfully

(d) For employment, from one official to another, complaints or requests to officials (JST9TR

fore, ven 3ifRerrly & g@v 31Ty & fRIsRId a1 31e[1e) -- -Yours faithfully

9. Signature line
Ig I 1 3T 19T § ST sender 3194 first 3 last name & |1 §EAT&R T 81 I ITYF 81
dl signature line sender & title/post & TeIT formal letter 7 g&T line #fY AT T Tehcl B
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Some Examples for your reference

1. Write a letter to your friend congratulating him/her on his/her success in class 12 board exam.
(INFORMAL)
HETT 12 T §15 TI8TT F 3R FhAdT W 3 TUTS ol & [T 3791 fAT 1 vah 97 ford)

B-32, sector-11

Rohini

New Delhi-110034 (Sender’s Address)
July 10, 2020 (Date)
Dear Muskan (Salutation)

My happiness knew no bounds when | got to know that you have topped your school and
achieved your dream. | felt so pleased that | wish | were there to congratulate you personally.

The result has proved that hard work, determination and perseverance bring good results.
You were so laborious and passionate about it. | know you were very nervous too, but | was
always very confident that you would come out with flying colours. | apologise that | couldn’t
even attend the celebration party despite my wishes.

Hope to see you soon. Please be encouraged and continue your hard work. Your future is
very bright. My parents and elder sister have sent lots of love and heartiest congratulations.

(Body)
With lots of love and best wishes. (Concluding Line)
Yours lovingly (Complimentary closure)
Shefali (Signature Line)

Q: Write a letter to the editor of a daily newspaper complaining about the construction work on
your road in the middle of monsoon season causing inconveniences to the people of your
locality. (FORMAL)

ATYA o AIGH & e 7 Hgeh 9T [FHTOT 1 Y Tofg & 3Tk Felleh H W91 T g1 W@ giaen &
aﬁﬁ%ﬂﬁﬁﬁ%‘@mﬁmaﬁmu U7 & GUTcah &l Teh 97 ford

6 For feedback and queries you can write to us on support@hinkhoj.com




F3)

Mumbai 400 008. (Sender’s Address)
11th June

2020. (Date)

To,

D- 1801, Neptune Society,
DS Marg, Lower Parel,

The Editor-in-Chief,
Hindustan Times,

Main Street,
Mumbai 400 001. (Receiver’'s Address)
Sir (Salutation)

Subiject: Construction work in our locality during monsoon season causing us difficulties.

Through the medium of your esteemed and respected daily, | wish to inform the municipal
authorities of the difficulties the residents of my locality are facing due to the construction and
repair work currently happening in our area. Monsoon season started a few days ago and is
compounding our problems.

The repair work has been ongoing for five weeks now and is falling way behind schedule. And
now with the current weather conditions, we are having persistent problems of waterlogging
and flooding in our area. Another worry is about the accidents that may occur due to the
debris lying around the road. Diseases caused due to waterlogging are another one of our
concerns.

Therefore | wish to draw the attention of the concerned authorities with the help of your
newspaper. Hopefully, you will be able to help us in drawing their attention and resolving this

matter at the earliest. (Body)
Thanking You (Concluding Line)
Yours Sincerely (Complimentary closure)
Anirudh Sharma (Signature Line)

Q: Write a letter to a friend who has passed with the first division. (INFORMAL)
Teh GIed T Th I fored i first fclster 3 @mer o g31m &

H No 506 Gopal Bari
Kolkata

7 For feedback and queries you can write to us on support@hinkhoj.com




F3)

July 10, 2020

Dear Rakesh
| was delighted to hear from your sister yesterday that you passed the BA examination with
distinction in two subjects.

You really worked hard and indeed deserved it. This is the result of your dedication, devotion
and hard work. | am indeed proud of your success. | hope you will keep it up in future also.
What are your plans now?Write to me soon.

Convey my regards to your family.

Yours lovingly
Rejendra

Q: Write a letter to a friend consoling him on the death of his grandmother. INFORMAL)
379 &Y T Feg TR 3/ Hicde1T &4 arel fas &t o= ford

B-147 Haripur Colony
New Delhi

October 12, 2019
My dear Shresht

| am very grieved to hear from Ramesh about the death of your dear grandmother, and | can
well imagine how greatly you must be missing her every minute.

You have one consolation, however, that of having been the best grandson to her, and of
having given her the most devoted care during her long illness.

At such a time, as this, little can be said to comfort you, and time alone will lighten sorrow for
the loss. | feel that | have lost a great well wisher in her, and indeed all who knew her cannot
forget as she was so kind and selfless.

Please accept my heartiest condolences on this tragic happening. | shall be meeting you very
soon.

Your affectionate friend
Kushaal
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