
EnglishNotesforClass:-XI

WritingSkills

Topic:-Letter(LetteronPlacingOrder)

1.Aslibrarian,DishariPublicSchool,Agartala,writealettertoM/SMadanlal&Bros,

Booksellers,SaltLake,Kolkata-91placinganorderforbookstobesuppliedimmediately.

U.K.Debnath,

Librarian,

DishariPublicschool,

Agt,26thSept,2020,

ToM/SMadanlal&

Bros,Booksellers,

SaltLake,Kolkata-91.

Sub:-OrderforBooks.

DearSir,

Kindlyarrangetosupplyatyourearliestconveniencethefollowingbooksforourschool

libraryatthediscountrateapprovedfortheyear2020-2021.

(i)CurrentEnglishusage—Horby,5copies.

(ii)EnglishGrammar&Composition—Wren&Martin,10copies.

(iii)ElementaryAlgebra—R.C.Agarwal, 10copies.

(iv)SecondaryPhysics—M.Kunda, 20copies.

Beforedispatchingthebookspleaseensurethatonlythelatesteditionsarebeing

suppliedandthebooksarenotsoiledordirty.Alsocheckthateachbookhasfullpagesandno

otherdefects.

Paymentswillbemadeafterapprovalbythelibrarycommittee.

Yoursfaithfully,

—Name—

(HomeWork)

2.YouhaveplacedanorderforafewbookswithcitycentralBookshop,No-10,Paharganj,

Delhi.Youhavenotreceivedbookssofar.Writealettertothebookshopaboutnon

complianceofyourorder.



Topic:-LetterOnEnquiry.

1.YouareAman/Aratiof119,ChurchRd,Kanpur,youareinterestedindoingaShort-Term

courseinPublicSpeakingforyourpersonalitydevelopmentduringyoursummervacation.

WritealettertotheDirector,PersonalCare,Univ.Rd,Kanpur,inquiringaboutthedurationof

courseandothertermsandconditionsforadmission.

AmanAgarwal

199,ChurchRd,Kanpur,

27thSept.,2020

To

TheDirector,

PersonalCare,

UNIV.Rd,Kanpur,

Sub:-InformationaboutPersonalitydevelopmentcourse.

DearSir,

IcametolearnthatyourInstituterunsaShort-Term CourseinPublicSpeakingfor

personalityenrichmentduringsummervacation.IhavepassedH/S+2stageExam.Securing

morethan80%marksincommercewithGeographyasspecialsubjects.

IwasakeenparticipantinExtra-Curricularactivitiesschoollevelandwonmanyprizesalong

withstandingfirstintheinter-schoolElocutioncontestinthestate.

Pleaseletmeknowthedetailsoffees,duration,timingofthiscourse.Acopyofprospectous

maypleasebemailedtomeatyourearliest.Anearlyreplywillbegreatlyappreciated.

Yoursfaithfully,

—Name—

(HomeWork)

2.YouareVivek/VarshaMalhatra,Headboy/girlofZanithPublicSchool,AshokBiharDelhi.

YouhavetoorganiseashorttourtoAgra& Jaipur.WritealettertoGlobeToursandTravels,

235,Nehruplace,NewDelhi,enquiringaboutthefare,boarding&lodgingchargesandother

arrangements,date,time&durationoftheTour.



TOPIC:-POSTER

 WhatisaPoster?

Ans:-Aposterisaplacarddisplayedinapublicplaceorinacrowdedareaannouncing

oradvertisingsomething.Itincludesnotices,advertisements&invitations—allcombined

together.

 PurposeofaPoster:tocreatesocialawarenessaboutissuesrelatedtocurrent

problemsorneeds.

 APostershould(be)—(i)attractive,

(ii)eyecatching,

(iii)havecatchyTitle,

(iv)Date,TimeandVenue,

(v)Issuingauthority/organisation,

(vi)creativeintermsofcontent&design.

Example:1.PrepareaPosteradvisingpeoplenottodrinkalcoholortosmoke

illustratingthedangerofconsumingalcoholorsmoking.

SAYNOTOALCOHOL

SAYITNOW

Addictionleadsto:

 RuinedSelf

 RuinedHealth

 Ruinedfamily

 Finally—PainfulDeath

Callathelpline—JEEBAN

Phone—9862291211

JOINDE–ADDICTION

CAMP–TODAY

REGAINHEALTHAND

HAPPINESS



Example:2.Tourism department,Govt.OfTripurahaslaunchedambitiousplantodevelop

adventuresports&eco—tourism activitiesinthestate.PrepareacatchyPosterfordisplayat

publicplaces/publicationinnewspaper.

TOURISM DEPARTMENT

GOVT.OFTRIPURA

launches

itsambitiousproject

todevelop

Activitiesoffered:

# Jumpingfrom DunbarFall

#TrekkinginLontorai,JampuiHill,

# Boating&OtherwaterSports

#Visitingattractivespots

Instructors/Guidesavailable

atapprovedRate

Contact:

Secretary,Tourism.

Govt.OfTripura.

TOPIC:-ADVERTISEMENT

WhatisanAdvertisement?

Ans:-Anadvertisementisapublicannouncementmadethroughapopularmedium like

newspaper,television,radio,cinemaandmegazines.Itisavisualmessageregardingaproduct,

aserviceoranidea.

PURPOSE:-toarresttheattentionofthecommonmasstoenhancesalesorservicesalongwith

influencingthemindstastesandmotivesofthepeople.

ADVENTURESPORTS&ECO–TOURISM



Example:1.YouthesecretaryofInstituteforCareerGuidance,SectorV,Salt

Lake,Kolkataspecialisingincareerguidanceandcounselling.Draftasuitable

advertisementtobepublishedinnationaldaily.

CAREERCOUNSELLING

InstituteforCareerguidance,counsellingandDevelopmentofPersonalityholding

summercampsfrom 1stJune.Facilitiesforgames,Groupdiscussions,Personality

development,package,elocutionandinterviewstechniques.Trainingbyapanelof

experts.Careerorientedmayapplyby31stJuly.Contact-Secretary,InstituteforCareer

GuidanceSector—V,SaltLake,Kolkata,Phone—9862291271.

Example:2.YouaretheDirectorofNationalInstituteofVocationalStudies,Kolkata.

DraftasuitableadvertisementforpublicationinaNationalDailyhighlightingsome

specialfeaturesofyourInstitute.

VOCATIONALSTUDIES

NIVS offers diploma courses in Electronics LaserTechnology,Computer&

Television hardware/software, fashion designing etc. Duration—two years.

Eligibility—SeniorSecondaryPassed .Excellentfacultycomputerised training.Well

furnishedlabsandworkshops,Excellentpastrecordofplacement.Fees—1500/=only.

Lastdateforapplication—30May2021.DirectorofNationalInstituteofVocational

Studies.Sector—V,SaltLake,Kolkata.






