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St.Mary'sCo-ed.School,Harda,MP.

Class-VISubject-EnglishGrammar

Writing-2FormalLetter

___________________________________________________________________________________________________

Writeaformalletteronthesetopics.

1.WriteaformallettertothePrincipalofyourschoolinformingaboutmanydamagedandtornbooks
intheschoollibrary.Requesttheprincipaltolookintothematterandimprovethefacilitiesinthe
library.

Ans:

Wardno.24,

SubhashWard,Harda-461331

09/10/2020

TothePrincipal,

St.Mary'sCo-edSchool

NearRailwayStation,Harda(M.P.)-461331

Subject:Damagedandtornbooksintheschoollibrary.

RespectedFather,

Iwouldliketodrawyourkindattentiontothemanydamagedandtornbooksintheschoollibrary.

Sincethepastfewdays,Ihavebeennoticinganumberofdamagedandtornbooksinourschool
library.Theconditionsofsomeofthebooksweresobadthatonecouldnotpossiblyreadfrom it.If
thesituationremainsunattendedthentheconditionwouldonlygetworse.

Therefore,I,asaresponsiblestudentofthisschool,wouldlikeyoutokindlylookintothematterand
takeupappropriatemeasureinthisregard.

Ishallforeverremainthankfulforyourcooperation.

Yoursobediently

RameshChand

2.YouhavebeenassignedtheresponsibilityofarrangingthecateringrequirementsfortheAnnual
PrizeDistributioninyourschool.Writeaformallettertothecateringcompanyaskingthem tosend
youthedetailsoftheirmenu,ratesofitemsanddeliveryterms.

Ans:

St.Mary'sCo-edSchool,Harda

Nearrailwaystation-461331

Dt-10/10/2020

ToTheManager,
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201,RadhaKrishnaPlaza

NearGeetabhawanMandir

Indore,M.P-452001

Subject:Requestlettertocateringcompany

Sir,withduerespectIhavetoplaceanorderforcateringtoanAnnualPrizeDistributionceremonyof
ourschool.Weareexpectingaround150members.Pleasesendmethemenuforlunchincluding
drinks.Also,mentionthebestpossibleconcessionyoucanofferandbreakdowntheexpected
expenses.Wewillappreciateifyousendyourratelistaboutcateringchargesperheadincluding
servicechargeanddeliveryterms.

Ilookforwardtohearingfrom yousoon.

Yourssincerely

RameshChand

3.Writeaformallettertothemunicipalcommissionercomplainingabouttheshortageofwaterin
yourareaandthedifficultiesfacedbytheresidents.Askforasolutiontotheproblem.

Ans:

CivilWard-6

HardaM.P

Dt-10/10/2020

ToTheMunicipalCommissioner

Harda,M.P-461331

Subject:Regardingbetterwatersupply

RespectedSir,

Withduerespectrespect,IbegtosaythatIliveinhardacivilward-6.Thewatersupplyinourlocality
isnotregular.Itismadeonetimeintwodaysandforashorttime.Sometimesthewatersupplyis
notmadeforthreedayscontinuously.Otherresourcesofwaterarenotinwellconditionhere.People
cannotgetwaterfrom them enoughtofulfilltheirneeds.Becauseofthispeoplehavetofetchwater
from alongdistance.

ThereforeIrequesttheconcerningauthoritiestolookintothematterseriouslyandtakenecessary
stepsforsolvingtheproblem.

Ishallbehighlyobligedtoyou.

Yoursfaithfully

RameshChand

____________________________________________
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