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English Grammar (Solutions)
LETTER

Question 1. SAF Public School, Chandigarh is planning to take a group of 40 senior students to Shimla on an excursion during the summer vacation. Mr. Mohan Das, the teacher-in-charge of ‘Excursions & Field Trips’, writes a letter to Tours & Travels, Chandigarh asking them to organize the tour. Write this letter giving details of preference such as dates of journey, transport, accommodation, etc. 

Answer:
SAF Public School
Chandigarh
18th April, 20xx
The Manager
jj Tours & Travels
Sector 40-C
Chandigarh
Subject: To organise an excursion to Shimla for 40 students
Sir
We are a group of 40 senior students and 5 teachers who are planning a five-day excursion to Shimla during our summer vacations. We would like your travel company to organise this trip for us. Our preferred dates for this trip are between the 20th and 30th of May. We would like to travel by the toy train to Shimla and rely upon your company’s expertise to book decent accommodation for us on a twin-sharing basis in a hotel on the main Mall Road. The cost of the trip should not exceed? 8,000 per student with boarding and lodging. I would appreciate a fast response from your end giving us the details and an itinerary for our trip.
Looking forward to your early response.
Yours sincerely
Mohan Das
Question 2. You are Navneet of 65, P.H. Road, Mangalore. Recently you bought a mobile phone from ‘The Phone Point’, 83, Mount Road, Mangalore. The phone instrument developed a problem within a month of purchase. Write a letter to the dealer giving details of the nature of the problem and asking him/her to rectify the defect or replace the set. 
Answer:
65, P.H. Road
Mangalore
17th January, 20xx
The Phone Point
83, Mount Road
Mangalore
Subject: Rectify/Replace Defective Mobile Phone
Sir
I had purchased a mobile phone Nokia E-63 from your showroom vide Bill No. 4020 on 22nd December. I was using it to my satisfaction since I bought it but for the past few days I have noticed that I now need to charge my phone after every 4-5 hours, unlike earlier when I used to charge my phone after almost 24 hours. Despite the fact that I am using the phone for the same duration as before the battery life has reduced drastically. It is my request to you to rectify this defect with the battery, or replace the handset that comes with a one-year warranty. The Phone Point enjoys a good reputation and goodwill, so I expect you to look into the matter at the earliest so as to enable me to use my mobile phone as conveniently as I. was using it before.
Yours sincerely
Navneet
Question 3.Read the advertisement given below and write a letter applying for the job. Also give your detailed resume to be sent along with the letter. You are Praveen Kumar of 95 HAL Colony, Bengaluru. 
	Situations Vacant
Wanted Post Graduate Teacher in English to teach Senior Secondary Classes in a reputed school in Bengaluru. Candidates should have a minimum of three years of teaching experience. Apply to Box No. 178, C/o ‘The Deccan Herald’, Bengaluru 500 015.


Answer:
95, HAL Colony
M.G. Road
Bengaluru
11th june, 20xx
The Advertiser
Box No. 178
C/ o The Deccan Herald
Bengaluru 500 015
Subject: Application for the Post of P.G. Teacher in English
Sir
This is in response to your advertisement in ‘The Deccan Herald’ dated 9thune, 20xx for the post of PGT in English for your institution. I wish to apply for the same.
Attached herewith is my brief resume and I would be too happy if I am considered for the above-mentioned post in your school.

Yours sincerely
Praveen Kumar
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If my particulars suit your requirement, I will be happy to come for a personal interview as per your schedule.
Praveen Kumar
Question 4. You are jolly of Class XII. You are interested in pursuing a course in visual communication. You have seen an advertisement issued by the National Institute of Communication, Pune, offering courses in Media and Communication. Write a letter to the Director seeking information about their courses, fee structure, placement opportunities, etc. 
Answer:
D-4020 ABC Lane
XYZ City
14th April, 20xx
The Director
National Institute of Communication
Pune
Sir
This is in response to your advertisement in ‘The Daily’ dated 12th April, 20xx regarding courses offered by your institute in Media and Communication. I have just appeared for my class XII examination and am interested in pursuing a course in Visual Communication. As very little information is available about this course, I would be extremely grateful if you could send me detailed information about it so as to enable me to move on to the next step and try to seek admission in your reputed institute. Please forward the following details at the earliest:
1. Procedure for Admission
2. Duration of the Course
3. Eligibility Criteria
4. Course fee (instalment for each term)
5. Placement opportunities available after course completion
6. Any other relevant information related to this course
I am extremely keen to join the above- mentioned course and would be obliged if you mail me a Prospectus for the same in the self- addressed stamped envelope enclosed herewith.
Awaiting your early response.
Yours sincerely
jolly
Question 5. Write a letter to the Manager, Furniture World, Chennai, complaining about the poor quality of office furniture you recently purchased from them. Give details of the nature of complaint, date of purchase, details of an invoice, etc. and seek immediate repair/ replacement. You are Mr. S.Reddy, Principal, P.S. Public School, Chennai. 
Answer:
P.S. Public School
Chennai
7th March, 20xx
The Manager
Furniture World
Chennai
Subject: Letter of Complaint against poor quality of office furniture
Sir
We had purchased office furniture from your showroom on 17thanuary vide Invoice No. FWC/2051.1 am sorry to say that most of these items sent by you are of poor quality and very non-durable. Not even two months have passed and the chairs are already creaking as the springs used in them are of inferior quality. The wood on the tables too has started chipping off at different places. Four of the seven wooden almirahs are defective as their handles are loose and they are not even stable. It is most disgusting that a reputed shop like yours has been unable to maintain the quality of its products. I would request you to have this faulty lot replaced by a new one, with the best quality at the earliest and would appreciate if you initiated action in this matter fast.
Yours sincerely
S. Reddy
(Principal)
Question 6.You are Indu, a student of Class XII living at 131, Hans Apartments, Agra. You are interested in pursuing a course in journalism. Write a letter in response to an advertisement issued by the Asian Institute of journalism, Delhi in a national daily, seeking information about suitable courses, eligibility, fee structure and placement opportunities.
Answer:
131, Hans Apartment
Agra
14th April, 20xx
The administrative Officer
Asian Institute of journalism
Delhi
Subject: Seeking information about Course in journalism
Sir
This is in reference to your advertisement in ‘The Dainik Bhaskar’ dated 12th April, 20xx. I have just appeared for my Class XII examination and am now interested in pursuing course journalism from your reputed institute. I would like to get complete information about the Degree Courses journalism, especially including the following details:
1. Procedure for Admission
2. Duration of Course
3. Criteria for Admission
4. Fee structure (instalment for each term)
5. Placement opportunities available after course completion
I am very keen to pursue the journalism Course from your esteemed institute and would be obliged if you could mail a prospectus in the self-addressed stamped envelope that I have enclosed along with this letter.
Awaiting an early response from your end.
Yours sincerely
Indu
Question 7. Write a letter to the Manager, Book World, Chennai, complaining about the delay in the supply of Class VII textbooks for the current academic year giving necessary details. Highlight the inconvenience caused due to it and seek an immediate supply of books. You are Rajini/Rajan, Manager, Book Store, Good Shepherd High School, Trichy. 
Answer:
Book Store
Good Shepherd High School
Trichy
5thuly, 20xx
The Manager
Book World
Chennai
Subject: Delay in the supply of Class VII textbooks
Dear Sir
It is hereby brought to your notice that the order we had placed for the class VII textbooks for our school for the current academic session, has not been received by us despite the fact that it has been almost two months since we placed the order. We had placed the order for these books in the first week of May and have not received them yet. The new academic session has begun and now the school is going to
conduct the first round of Unit Tests. The absence of textbooks is bound to hamper their preparations. We request you to make immediate arrangements to despatch the books within this week failing which we will not only be forced to cancel this order but will also be forced to reconsider placing any future order for books with you.
I hope you will look into this matter personally and take instant action.
Yours sincerely Rajan
Manager, Book Store
Question 8. You are Sruthi/Shira staying at R.K.Puram, Secunderabad. Your locality being away from the main city, the poor bus service adversely: affects the life of residents. Write a letter to; the Editor, Deccan Chronicle, highlighting the < problems faced and also giving a few possible solutions. (Delhi 2009)
Answer:
Be really Apartments
M.G. Road
Secunderabad
25th February, 20xx
The Editor
Deccan Chronicle
Secunderabad
Subject: Poor Bus Service on M.G. Road
Sir
On behalf of the residents of Berpally Apartments, I wish to draw the attention of the concerned authorities about the poor bus service in our area which is adversely affecting the lives of the residents who are commuting by bus.
Our locality lies on the outskirts of the main city, so a majority of our residents resort to use of public transport to commute to and from the | city. But the poor bus-service which has also I led to the buses being over-crowded is becoming a major problem for residents. Despite our repeated pleas the concerned authorities have turned a deaf ear to our problem which we now have been facing for the past almost two years. Our only request is that a few additional buses be assigned for our i locality so that commuting to the city is not a nightmare for us.
T hope you will publish my letter in your esteemed daily so that our plea is heard and action is taken to lessen our woes.
Yours sincerely
Shiraj
Question 9. Write a letter to the Editor, ‘The Hindu’, Chennai about rash and reckless driving by the people in your city, suggesting preventive measures. You are Kamal/Kanwar of 10, Mount Road, Velacherry. 
Answer:
10, Mount Road
Velacherry
31st October, 20xx
The Editor
The Hindu
Chennai
Subject: Rash and reckless driving
Sir
Through the medium of your esteemed newspaper, I wish to express my concern about the rash and reckless driving by our city drivers which has led to an unprecedented rise in the number of road accidents.
One now feels rather scared of these reckless drivers who it seems are all geared to drive over people and collide with other vehicles. Serious thinking and stern measures need to be taken up by the traffic police to prevent this problem. Heavy fines should be levied on overspeeding drivers and those who do not follow the traffic rules. After three consecutive fines the licence of reckless drivers should be confiscated for a minimum period of six months. The traffic police needs to deal very strictly with these careless citizens who indulge in such dangerous driving.
Through the column of your newspaper, I would like to appeal to the concerned authorities to give this problem their immediate attention.
Yours sincerely
Kanwar
Question 10. Write a letter to the Editor, ‘The Hindu’ about the mosquito menace due to stagnant water in your locality. Give suggestions to improve the situation. You are Raman/Renu, living in Rajaji Nagar, Tirunelveli. 
Answer:
Rajaji Nagar
Tirunelveli
16th August, 20xx
The Editor
The Hindu
Subject: Mosquito Menace due to Stagnant Water
Sir
Through the medium of your esteemed newspaper, I wish to draw the attention of the concerned authorities towards the mosquito menace due to stagnant water in our locality.
It is most unfortunate that despite the level of awareness created by the media and the municipal department itself not much has been done to improve the potholes in the roads of our locality. They have not been repaired and this leads to water stagnation at various places during the monsoon season which, in turn, provides an ideal breeding place for mosquitoes. Despite our repeated complaints to the municipal authorities nothing has been ! done to improve the pathetic condition of the roads. These mosquitoes lead to the spread of a: variety of deadly diseases like dengue, malaria | etc. The authorities need to look into this matter! urgently by making arrangements to pump out; the stagnant water or by spraying repellents or kerosene oil to check the breeding of this disease-causing mosquitoes.
Since the only permanent solution to this problem is repairing the road, I would be grateful if the concerned authorities pay heed to our problem and necessary action on this is taken at the earliest.
Yours sincerely
Raman
Question 11. There is a flood of advertisements on television channels these days. Useless commodities and even superstitious beliefs are promoted through glamorous and exaggerated presentations. Write a letter to the Editor, ‘New Indian Express’ about the negative influence such advertisements have on the minds of the people. You are Radha/ Ramesh of Mayur Vihar, Lucknow. 
Answer:
Mayur Vihar Lucknow
22nd September, 20xx
The Editor
New Indian Express
Lucknow
Subject: Adverse Effect of Advertisements
Sir
Through the medium of your esteemed newspaper, I wish to enlighten the public about the negative influence of advertisements that promote useless commodities and superstitious beliefs through glamorous and exaggerated presentations.
The advertisers present a superficial scenario that is far removed from reality and has a lasting effect on the minds of the people. These advertisements, which can be seen, heard and read almost everywhere on televisions, radio, newspapers etc., are more pervasive and less recognizable as a sales pitch. In order to capture the minds of the prospective buyers, advertisement companies are constantly seeking new ways to target their audience and resort to all kinds of means to present their products attractively. We can rightly say that advertisers these days have lost their moral scruples and have no qualms in resorting to even lies and deceit to sell their product.
I hope you will publish my letter in your newspaper so as to make the general public aware about the negative and harmful effects of advertising and thus enable them not to take their exaggerated and glamorous presentations seriously.
Yours sincerely
Radha
Question 12. You have shifted your residence from 10, Lajpat Road to House No. 232, Aurobindo Marg, Delhi. Write a letter to the General Manager, MTNL requesting him for an early transfer of your telephone line. You are Rohit/ Radhika of 15, The Mall, Amritsar. 
Answer:
House No. 232
Aurobindo Marg
Delhi
25th February, 20xx
The General Manager
MTNL, New Delhi
Subject: Transfer of Telephone Line
Sir
Through the medium of this letter I would like to request you for an early transfer of my telephone line from my old address to my new address. I am a customer of the MTNL and my present phone number is 011-26134252. I was residing in 10, Lajpat Road, Delhi and have now shifted to House No. 232, Aurobindo Marg, Delhi. So I would request you to transfer my telephone line with immediate effect as MTNL is also my internet service provider and without a telephone and an internet connection it will not be possible for me to pursue my official work. So I look forward to early action from your department and will be extremely grateful for your help.
Yours sincerely
Rohit
Question 13. Write a letter to the Manager, Haldirams, Nagpur requesting him to supply 60 lunch packets for your excursion party which would be travelling by G.T.Express from Delhi to Chennai. Your train would reach Nagpur at 12.15 p.m. Mention your coach number and the other relevant details. You are Priti/ Pritam, Co-ordinator of the Excursion Party of Sriram Vidya Niketan, Delhi. 
Answer:
Sriram Vidya Niketan
Delhi
1st December, 20xx
The Manager
Haldirams
Nagpur
Subject: Request for supply of sixty lunch packets
Dear Sir
We are a group of fifty students and six teachers going on an excursion to Chennai. We will be travelling by G.T. Express and will leave Delhi on the 13th of December at 10.30 p.m. Our train will be reaching Nagpur on the 14th of December at 12.15 p.m. We would like to request you to have sixty lunch packets delivered at Nagpur station at 12.15 p.m. on the 14th of December. Our coach number is SI and our bogie number is A2. I am enclosing herewith a Demand Draft of? 5,000 as advance payment and will make the final payment on delivery of the lunch packets. I request you to be punctual as the train halts at Nagpur station for fifteen minutes only. I would be grateful if you confirm acceptance of our order at the earliest.
Awaiting your early response.
Yours sincerely
Pritam (Co-ordinator, Excursion Party)
Question 14. Dog owners walking their dogs along the colony streets is a common sight. These pets relieve themselves on the pavements and dirty them. It is unseemly and unhygienic. Write a letter to the Municipal Commissioner of your city highlighting the situation and suggesting measures to keep the pavements clean. You are jyoti/Parmesh, 15 Mall Road, Delhi. 
Answer:
15 Mall Road Delhi
18th April, 20xx
The Municipal Commissioner
Municipal Corporation
Delhi
Subject: Pet Dogs making city unclean and unhygienic
Sir
I wish to bring to your notice a matter which concerns each and every one of us who lives in this city and is anxious about keeping it clean and hygienic.
Dog owners walking their dogs in the streets and parks has been a common sight. These pet dogs relieve themselves along the streets, pavements and in the parks and thus make them dirty and unhygienic. Urgent measures need to be taken up to prohibit this practise so that we can keep our city clean. Heavy fines needs to be levied on these dog owners who take their pet dogs for relieving on the streets and parks. Certain open areas should be specified where these pet dogs can relieve themselves. People in countries like USA, UK etc. also keep pet dogs but ensure that they relieve themselves without contaminating their cities. So dog lovers in our country should also be made to adhere to certain rules to keep our city clean and hygienic.
I hope you will look into this matter urgently and seriously to ensure the cleanliness of our city.
Yours sincerely
Jyoti
Question 15. A new advertising firm. Prime Ads Ltd., 2 Tolstoy Marg, Kolkata, needs office space at a prime location in Delhi. Write a letter to the Manager offering first floor of your building on rent. Give details of the premises, terms and conditions etc. You are Paramjit Singh, Manager Planwell Builders, Nehru Place, New Delhi. 
Answer:
Plainwell Builders
Nehru Place
New Delhi
25th Feb., 20xx
The Manager
Prime Ads Ltd.
2, Tolstoy Marg
Kolkata
Subject: Office space in Delhi available
Sir
We got to know through your advertisement on the internet that you are looking for office space for your new advertising firm at a prime location in Delhi. We, at Planwell Builders have a place that will be most suitable for your office at Karol Bagh in West Delhi. It is barely 2 kms from the Metro Station, in a prime commercial area and has three spacious interconnected rooms. We are willing to sign a registered extendable lease for two years at a rent of? 75,000 per month. We will require a deposit of three lakhs (refundable) and three months rent in advance. If these terms and conditions suit you we would be happy to sign an agreement with you at the earliest.
Looking forward to hearing from you.
Yours sincerely
Paramjit Singh
Manager
Question 16. Write a letter to the Editor, ‘Deccan Times’, Bengaluru about the inadequate parking facilities in Commercial Street, M.G. Road, which is causing a lot of inconvenience to the people. Offer your suggestions. You are Anoop/Ritu, 24 Hennus Road, Bengaluru. 
Answer:
24, Hennus Road
Bengaluru
26th November, 20xx
The Editor Deccan
Times Bengaluru
Subject: Inadequate Parking on M.G. Road
Sir
Through the medium of your esteemed newspaper, I wish to bring to notice the problem that many people are facing due to inadequate parking facilities in Commercial Street at M.G. Road.
This is causing a lot of inconvenience to the people who are forced to remain stuck in long traffic jams due to heavy congestion of vehicles, especially during peak traffic hours. Many times accidents occur due to overcrowding of vehicles and cause further chaos. It is my earnest request to the concerned authorities to take-up immediate steps to remedy this problem. This road leading to Commercial Street should be made a one-way road during the peak traffic hours, i.e., between 8 am to 11 am and 5 pm to 8 pm respectively. Heavy fines should be levied on people who wait inside their vehicles in the ‘No Waiting’ area. If these steps are strictly implemented it is sure to bring some respite to the daily commuters.
I hope you will publish my letter in your newspaper so that the concerned authorities take up immediate action to solve this problem.
Yours sincerely
Anoop
Question 17. Write a letter to the Dean, D.P.I. School of Management, Mumbai, requesting him to apprise you of the details such as eligibility criteria, fees, hostel facility, prospects of placement etc. for admission to P.G. Diploma in HRM. You are Ram/Romola of 21 Civil Lines, Bareily. 
Answer:
21, Civil Lines Bareily
14th March, 20xx
The Dean
D.P.I. School of Management
Mumbai
Subject: Information about admission to HRM
Sir
I would be grateful if you could apprise me of the details for admissions to the P.G. Diploma in HRM. I haveust completed my graduation in Commerce and am interested in pursuing this course from your reputed institute.
Please forward the following details about the course.
1. Details for Admission
2. Eligibility Criteria
3. Fee Structure
4. Hostel Facility
5. Prospects for Placement
6. Scholarships Available (if any)
I would appreciate an early response from your end so as to enable me to decide my future course of action. I am sending herewith a self- addressed and duly stamped envelope so that you can send me a prospectus regarding this course at the earliest.
Yours sincerely
Ram
Question 18. You are Rohit/Yasmin, a resident of 10, Civil Lines, Saharanpur. During your college life, you participated in various curricular and co-curricular activities with meritorious performance. Write a letter to the Principal of your College, i.e., Guru Nanak College, Ambala requesting him to issue you a testimonial including the details of your performance. 
Answer:
10, Civil Lines
Saharanpur
5thuly, 20xx
The Principal
Gurunanak College
Ambala
Subject: Request for issue of testimonial
Sir
I had the privilege of being a student of this esteemed institution during the academic years 2007-2010. During these years I was extremely fortunate to participate in various curricular and co-curricular activities and bring great laurels to our college. Given below are my personal details for your ready reference.
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I am sure the college records contains a detailed account of all my achievements. It is my request to you to issue me a testimonial that includes details of my performance and achievements as this will be extremely useful for my future prospects. Awaiting an early response from your end.
Yours sincerely
Yasmin
Question 19. Judith Public School, Pune has recently introduced Diploma Course in Lab Technology under vocational stream. The prospectus of this course are not clear to your mind. Write a letter to the Principal of the school inquiring about the future prospects of this course and requesting him to send a prospectus, if any. You are Chaman/Chanchal, 25 Ashirwad Apartment, Kolhapur. 
Answer:
25, Ashirwad Apartments
Kolhapur
26th April, 20xx
The Principal
Judith Public School,
Pune
Subject: Information regarding Lab Techno-logy Course
Sir
I would like to get information about the newly introduced Diploma Course in Lab Technology under the vocational stream. I have just appeared for my class XII examination and am interested in pursuing this course but am not very clear about the future prospects of this course.
I would be grateful if you could send me the following information regarding this course:
1. Eligibility Criteria
2. Duration of the Course
3. Fee Structure
4. Scholarships available (if any)
5. Placement opportunities
I would be obliged if you could send me a prospectus, if it is available, for this course. I am enclosing a duly stamped self-addressed envelop so as to enable you to send me all the relevant details about this course. Awaiting an early response from your end.
Yours sincerely
Chaman
Question 20. Write a letter to the Municipal Chairman of New Town, North Arcot District about the dilapidated condition of a public monument requesting him to take urgent steps for the preservation of this valuable heritage. You are Anarkali/Akbar, 10, Pudupet, New Town. 
Answer:
10, Pudupet
New Town
22nd December, 20xx
The Municipal
Chairman (New Town)
North Arcot District
Subject: Request for Urgent Steps to Preserve Valuable Heritage
Sir
Through the medium of this letter I would like to draw the attention of the concerned authorities towards the dilapidated condition of the public monument in the North Arcot district.
This valuable heritage needs urgent attention failing which it is bound to be ruined in the very near future. It is my sincere appeal to the authorities to help in the restoration and preservation of this valuable heritage. All the ancient monuments in our country are an integral part of our rich cultural heritage and so we need to take care of them. They serve as important reminders of past events and cultures and are a tangible representation of the civilization in which they were constructed.
I am sure you too are equally concerned about the preservation of this moment and will definitely take up steps to ensure its restoration at the earliest.
Yours sincerely
Akbar
Question 21. You are Raman/Rama, a member of the Parent-Teacher Association of Little Valley Senior Secondary School, Hyderabad. Write a letter to the Principal of the school asking him to introduce vocational stream in the school providing facility of teaching such subjects as computers, insurance etc. so that the students may not needlessly continue academic studies. You are residing at 15, Anand Colony, Hyderabad. 
Answer:
15, An and Colony
Hyderabad
17th March, 20xx
The Principal
Little Valley Sr. Sec. School
Hyderabad
Subject: Introduction of Vocational Stream
Sir
I am a member of the Parent-Teacher Association of our school and on behalf of the Association it is my earnest request to you to introduce vocational stream in our school to provide the facility of teaching subjects like computers, insurance etc. I am sure that the introduction of these subjects will prove extremely beneficial to many students who may not needlessly continue other academic subjects if their interest lies in vocational courses. The scope for these vocational courses has now increased like never before and so the introduction of this stream at the school level itself will prove to be very helpful for the students in planning their futures. Keeping the interest of the students in mind, we await a positive response from your end at the earliest.
Yours sincerely
Rama
Member, Parent-Teacher Association
Question 22. Write a letter to the Manager (Publications) of Little Flower Company, Hyderabad, placing an order for 4 books on Management and Administration recently published by them. You are Roni^Rohini, Librarian, H.P. Engineering College, Tirupathi. 
Answer:
H.P. Engineering
College Tirupathi
1st April, 20xx
The Manager (Publications)
Little Flower Company
Hyderabad
Subject: Order for Books
Sir
On behalf of our college, I would like to place an order for the four books on Management and Administration that have recently been published by your publishing house. We require three copies each of all the four books. Payment for these books will be made by an Account Payee cheque on receipt of books. Please send along with the books the bill for these books, mentioning the discount offered to our Institute. We will be grateful for early delivery of these books as the new academic session has already begun and students are keen and pressing for issuing these books. Looking forward to a fast delivery from your end.
Yours sincerely
Ronit
Librarian
Question 23. Write a letter to the Commissioner of Delhi Municipal Corporation, complaining about the mosquito-menace in your locality. Suggest urgent measures to cope with the problem. You are Lalita/Lalit, F-131, Nirvana Complex, Delhi. 
Answer:
F-131, Nirvana
Complex Delhi
26th August, 20xx
The Commissioner
Delhi
Municipal Corporation
New Delhi
Subject: Mosquito-menace in our locality
Sir
Through the medium of this letter I would like to bring to your notice the major problem of mosquito menace in our locality which has become a major cause of concern for all residents.
These days, particularly due to the rains, many sewages and lanes in our locality are full of stagnant water. This stagnant water is proving to be an ideal place for breeding of mosquitoes. The Municipal Corporation seems to have forgotten that sewages need to be cleaned and water-logging needs to be inspected on a regular basis during the monsoon season. The mosquito-menace has thus become a major health hazard for the residents of our colony. The incessant and uncontrolled breeding of mosquitoes is a very serious cause of concern and your department needs to take up immediate steps to clean our area and de-silt the sewages.
We hope you will look into our problem on an urgent basis and take immediate action to ensure that your department takes up effective steps to remedy the mosquito menace that we are facing.
Yours sincerely
Lalita
Question 24. There are many students who do not have the opportunity to get guidance about their future career or for the selection of subjects at the school or college level. Write a letter to the Director, Doordarshan requesting him to introduce a regular programme on ‘Career Counselling’ for students of the country. 
Answer:
ABC Lane
XYZ City
14th April, 20xx
The Director
Doordarshan
New Delhi
Subject: Request to introduce ‘Career Counselling’ Programme
Sir
Through the medium of this letter, it is my earnest request to you to introduce a regular programme on ‘Career Counselling’ for the students of our country.
Many students are deprived of any opportunity to get a medium for guidance about their future career or even for the selection of subjects at the school or college level. This makes them totally confused and quite unsure about the future prospects of the subjects that they opt for. By introducing a programme on Career Counselling on your widely viewed channel, you will be helping many worthy students to take the right decisions to shape their future. Professional career counselling addresses a person’s interests, skills and educational background in a strategic way. Experienced and trained counsellors can be invited on this programme to facilitate the process of selecting. a particular career option.
Doordarshan as a channel has a mass appeal and thus 1 hope you will consider my request seriously and introduce this programme which will prove to be extremely beneficial to numerous students all over the country.
Yours sincerely
XYZ
Question 25. You are Anu/Arun, 13 W.E.A. Karol Bagh, New Delhi. You feel very strongly about the ill-treatment meted out to stray dogs at the hands of callous and indifferent people. Write a letter to the editor of a national daily giving your views on why some people behave in such a manner and how these dogs should be treated. 
Answer:
13, W.E.A. Karol Bagh
New Delhi
17thanuary, 20xx
The Editor
The Hindustan Times
New Delhi
Subject: Ill-treatment meted out to stray dogs
Sir
Through the medium of this letter I would like to voice my strong thoughts against the ill-treatment meted out to stray dogs at the hands of callous and indifferent people.
It is indeed pathetic to see how these stray dogs are not even accorded the basic dignity and protection that we believe must be accorded to all life on our planet. The stray dogs are more than often denied the protection of the very laws enacted by the lawmakers, the provision for animal rights, animal welfare and the prevention of cruelty against animals. These dogs who have lived in our midst for more than 14,000 years have to be treated humanely. But unfortunately, most of these dogs live in a miserable state, suffering from ill-treatment and atrocities meted out to them by callous people. It is high time that the concerned authorities for animal welfare ensure proper implementation of laws relating to Animal Rights that can be the most effective weapon against the exploitation of these helpless animals.
I hope you will publish my letter in your esteemed newspaper so as to make people aware about the need to ‘be human’ with stray dogs who are also living beings.
Yours sincerely
Anu
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