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Letter to the Postmaster regarding the late delivery of mail. 140
Letter to the Superintendent of police about law and order. 141

FAMILY CORRESPONDENCE 142
A letter from a grandmother to her granddaughter,

telling her about her youth and family life. 142
A letter from a mother to her son giving him tips to build

good moral character. 143
A letter frqm a son to his father about an incident in which

he used his presence of mind to save innocent lives. 145
A letter from a father to his son advising him to take part in
games and other activities. 146
A letter from a brother to his sister dissuading her from

going astray. 147
A letter to a friend who lost his right arm in an accident. 148
A letter from a friend to another advising her to read
newspapers. 149
A letter to a friend who became a millionaire. 150
A letter to a friend who congratulated you as you

recently became a millionaire. 151
A letter to a friend discussing the advantages and
disadvantages of urban life. 152
A letter to a friend describing the advantages and
disadvantages of rural life. 153
A letter to a friend who failed to accept defeat with a
sportsman’s spirit. _ 155

A letter to a friend who did not play fairly during a match. 156
A letter to a friend persuading him to play outdoor games. 157
A letter from a mother to her son asking him to work hard

for the ensuing examinations. 159
A letter from a father to his son giving him a piece of

advice about the ill-effects of drugs. 160
A letter from a father to his son describing the poor

financial condition of the household and suggesting

austerity measures. 161
A letter from a son to his father asking for bifurcation of 5

family property.
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Letter from a bank to a prospective client.

Request for transferring the account to another bank.
Request for a locker,

Complaint against dishonouring a cheque.
Letter to a bank to open a Current Account.

Letter requesting to stop payment of a cheque.

Letter to bank claiming balance in the account of a
deceased customer.

Reply to the claimant for transferring the balance of the
deceased customer to his account.

Letter reporting the loss of a locker key.

Letter informing a customer about expiry of an overdraft
facility.

Letter to a customer regarding maintaining minimum
balance in the account.

Letter allowing overdraft facility to a customer.

TRAVEL TOURS AND HOTELS
Enquiry about fares, etc.
Letter requesting hotel reservation.

Letter inquiring about hotel accommodation.
Reply to the above.

Another letter seeking hotel reservation.

Reply to the above.

Letter to a travel agent for arranging a business trip.
Letter for chartering a tourist bus.

Letter about a seminar facility in a hotel.

LETTERS TO THE EDITOR

About the pollution created by a smoke-emitting factory
near a residential area.

About reckless driving.

About the nuisance of begging in streets and trains.
Aboul the need of opening a dispensary in your village.
Regarding the deplorable condition of your locality.
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100. Stressing the importance of N.C.C. training in schools and
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colleges.
Highlighting the scarcity of drinking water.

Regarding inconvenience caused to the general public
due to strikes.

Protesting against the opening of a wine shop near your
locality.

Highlighting the interference of politicians in public
appointments and transfers.

Stressing the need for introducing moral education in
schools.

You come to know that your country has won the

Miss Universe Contest. Write a letter to the Editor

of a magazine ‘Sunday’, expressing your views on the
futility of such contests.

Requesting for starting a new feature.

A letter to the Editor describing the poor law and order
situation around the globe.

A letter to the Editor of a newspaper describing an
urgent need for a library in the town.

A letter to the Editor of a newspaper describing how
obscene the newspaper has become over the years.

A letter to the Editor describing the chaotic conditions
in the city due to excessive traffic and suggesting some
solutions.

A letter to the Editor of a reputed magazine supporting
the anti-terrorism campaign of the magazine.
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