11th May, 2020	       JESUS AND MARY SCHOOL AND COLLEGE		MODULE 1
CLASS-4
ENGLISH-LANGUAGE
INTRODUCTION-

Welcome to your English class. Today we will be starting with your English language book which is Everyday English Grammar and Composition. The chapter we will be discussing today is “ Formal and informal letters”. So let us begin. 

LETTERS-
In letters, we first go towards the formatting of letters, all formatting is done either in intended format or block format. 'Intended' means, we start a letter either right side or left side of the margin of your note book. Block format means, we start a letter from the left side of your note book. (next to margin line).
So there are two formats of letters—

1-INFORMAL-LETTER
Informal letters are those letters which we write to our friends and relatives. 
Now, here we start an Informal letter in intended format. First of all write your address in maximum 3 lines (means whoever is writing the letter)and another thing is that after you finish the address, put their full stop and put comma where you have finish your area name for example—

:-Here, Anita is writing to her friend congratulating her on her success in the examination. 

House no. 17,
Tulsipark, 
Balrampur. 

5th May, 2020.

Dear Priya, 

Heartiest congratulations on your success in the exams! Your hard work and dedication  has finally paid off. I am so proud of you. Let’s get together and celebrate your achievement. I will be coming next week to meet you.

Yours lovingly / Your loving friend, 

Anita

Suppose, she is writing a letter, so her full address in 3 lines has to be there, after this she has to leave one line and write the date (Do not write the word ‘DATE’. That will be wrong) so write there whatever date it is, just like today (11th May, 2020). After this leave one line, then write Dear (your friends and relatives name) then put comma after this. Write your body of the letter, means subject matter on which you are writing the whole letter. Now, at last, write- Yours lovingly or Your loving friend, etc. So this was your informal letter. 

Let’s move towards the formal letter

2-FORMAL-LETTER
Formal letters are written to Government Offices, For Job applications, for leave and for many other reasons to people whom we are not on very personal terms with. They also include applications which we write for official purposes, for example- Schools, colleges, government offices to make complaint or request. 

Here is a format of a formal letter, how Radha wrote to her principal asking for two days leave. 

Sector-11, 
Gomtinagar,
Lucknow.
 
5th May, 2020.

The Principal, 
Jesus and Mary school and college, 
Dhusah, Balrampur. 

Respected Madam, 

Subject: leave application. 

This is to request you to grant me leave for two days on 18th and 19th May, 2020, as I need to go to Bangaluru to attend my Grandfather’s 60th birthday celebration. 

Thanking you, 
Yours obediently, 
 
Radhakumari

Signature

In this letter, Radha is writing a letter to her Principal for some days leave, so, she has written her address in 3 lines:

Gomtinagar,
Sector-11, 
Lucknow.
 
and leaves one line, then date,

5th May, 2020.

 again leaves one line, then writes her receiver's address i.e. who is going to receive this letter.

 The Principal, 
Jesus and Mary school and college, 
Dhusah, Balrampur. 

Then she addresses the person she is writing to as, 

Respected Madam /Sir, 

then the Subject comes, 

Subject: leave application. 


Then the body of the letter

This is to request you to grant me leave for two days on 18th and 19th May, 2020, as I need to go to Bangaluru to attend my Grandfather’s 60th birthday celebration. 

 and in the end she writes, 

Thanking you and 
Yours obediently. 

Worksheet- 1
Some assignments are here for your practice:-

1-Write a letter to your friend who has just recovered from a serious illness. 
2-Write an application to the principal of your school asking for leave for one week as you have to attend a wedding in pune. 
3-Write a letter to a friend inviting him/her to join you and your parents for a vacation at Kullu and Manali. 

Note:-(please do all this work in your old copies which will be checked when school reopens. Please consider this important.) 


			************************************************




