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Letter writing 
1.Complaining letter 
  I am …………………………..living in the above address. I am sorry to inform you that my ……………….………..is 
missing. 
  Please take necessary action. 
      Thanking you, 
2.Appllying for a post 
 I am ………………………..…………. living in the above address. I saw your advertisement. I have the expected 
qualifications. If you appoint me, I will do my best. Please consider my application. 
      Thanking you, 
3.write a letter to a sports company ordering some sports goods for your school. 
 We need the following item in our school. Please send the parcel through post. 
  1.food balls  - 10 nos 

2.cricket bats  - 5 nos  
3.cricket balls  - 10 nos 

             We’ll send the amount soon.      Thanking you,   
4.Write a letter to your cousin ask him to celebrate a festival in your home. 
 I am fine. How are you? We are going to celebrate bakrid in our house. I cordially invite you for the 
function Kindly bring your digital video camera. I expect your presence. 
     Convey my regards to all 
5.write a letter to your friend describing about your last visit.   
 I am fine. How are you? I went to ooty last week. It was pleasant experience. The beautiful flowers and 
the chill weather filled my mind with happiness. 
     Convey my regards to all 
6.Write a letter to your father asking permission to join excursion party. 
 I am fine. How are you? Our class teacher has arranged an excursion on next Friday to ooty. Please give 
me permission and send Rs.1000/- only for my expense. 
     Convey my regards to all, 
7.Write a letter to the postmaster of his village informing him of his change address. 
 I have shifted my residence to the address mentioned above. Kindly redirect all the letters addressed 
to me the new address. 
     Thanki ng you, 
8.Write  a letter to the collector of Chennai   district expressing your wish to contribute some funds you had 
collected for the victims of a recent flood in  your city . 
 I am ……………………..………… the SPL of Govt. Hr. sec. school, Chennai. We are very sorry for the victim of 
recent flood in our city. I here with enclosed a DD for Rs.15000/- please use this for the flood victims. 
9. Write a letter to your uncle to thank him for the gift. 
 I am fine. How are you? I received your gift of digital watch on my Birthday. It is very beautiful and 
useful to me. Thank you very much for your kind gift. 
10.write a letter to your uncle to ask him if you could spend your summer holidays with him. 
  I am fine. How are you? My exams are over. I like to spend my holidays with you. Kindly reply me. 
     Convey my regards to all, 
11.write a letter to a professor asking him to be the chief guest for a function in your school. 
 I am ………………….. , SPL of ABC Hr. Sec. School. We planned to celebrate our school sports day on 2nd 
January 2011. We are happy to invite you as the chief guest. We’ll happy, if you accept our invitation. 
     Thanking you, 
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12.write a letter to your headmaster requesting him to grant you leave for three days to attend your sister’s 
marriage. 
 My sister is getting married on 4th may at Madurai. I want to attend the function. So I request you to 
grant me leave for 3 days  
     Thanking you, 
13.Write a letter to the manager of a factory requesting his permission to visit the factory. 
 A team of 50 students and 2 teachers are willing to visit your factory. We want to know how your 
products are manufactured. Kindly give us permission. 
     Thanking you, 
14. Write a letter to a friend describing a particular bird you saw 
 I am fine how are you? Yesterday evening I saw a group of strange birds. What a beautiful sight! I never 
forget those beautiful birds. 
     Convey my regards to all, 
15. Write a letter to your friend inviting him to spend the summer vacation. 
 I am fine. How are you? I am very happy to invite you for the summer vacation. If you come, we can 
visit them. Please come 
     Convey my regards to all, 
16. To principal of your school requesting him/her to provide you with a bonafide certificate, enabling 
him/her to join a computer course. 
 I am a student of std X-A in our school. I wish to join a computer course. I shall thankful if you provide 
me a bonafide certificate. it will help me to join the course. 
     Thanking you, 
17. Write a letter to the municipal commissioner of your town complaining about the insanitary condition of 
your town. 
 I live in the above mentioned address. The drainage pipeline in our street got clogged and the waste 
water flew into the street often. This poses a great threat to the health of residents. so I request you to take 
necessary steps. 
     Thanking you, 
18.write a letter to the manager of a book company ordering some books for your school library. 

We need the following item in our school. Please send the parcel through post. 
  1. X-std English text book    - 10 nos 

2. X-std English way to success guide   - 10 nos  
3. X-std English way to success practice book - 10 nos 

                     We’ll send the amount soon. 
          Thanking you, 
19.write a letter to a scientific supplies ordering some lab apparatus for your school. 

We need the following item in our school. Please send the parcel through post. 
  1. Test tube   - 10 nos 

2. Test tube stand   - 10 nos  
                     We’ll send the amount soon. 
          Thanking you, 
20. Write a letter the manager of a bank asking him /her for information regarding the bank loan facilities 
for further studies. 
 I have completed my +2 with good marks. I option for medical course. I wanted to know about the loan 
facilities available in your bank please send me the brochers. 
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