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[LETTER TO SCHOOL AUTHORITY]
	| ENGLISH| STUDY NOTES



CHAPTER NAME : LETTER TO SCHOOL AUTHORITY
	Sub - concepts
	·  A component of writing skills under Section-B of CBSE question paper.
· Skills, Tips and the Format of effective letter writing, both formal and informal.


	Step -wise Learning Process

	1
	Introduction to LETTER WRITING 
· It’s a component of Section – B of the Question Paper, under short-answer question category.
· Letter-writing is an art. So, it must aim at a certain standard of form and elegance. 
· While writing a letter we must always think of the person to whom we are writing. 
· The subject-matter, no doubt, is important, but we must write it in a way which will make the letter interesting to the person receiving it. 
· A letter written rustically may contain useful information, but it may be lacking in elegance, and violate the norms which requires a good taste. 
· So, one must observe certain standards of form and good taste in the order and structure of one’s letters. 
· This means that there should be no carelessness about it, and it should not suggest discourtesy and indifference to the person addressed.
· We should always remember that letter plays an important role in maintaining our communication and relations with friends and relatives, as well as establishing commercial and other kinds of relations with others.


	2
	Types of Letters  as covered under CBSE syllabus – Class-XI 

  There are predominantly Two types of letters - 
        - Informal   ( Personal)  & 
        - Formal      ( Official) 

    But in CBSE context, here are the letter types for Class-XI
    Letters may be divided into the following categories :
1. Letter to the Editor.
2. Letter to SCHOOL AUTHORITY 
(Both the Letters are Formal Letters ; so 

	3
	CBSE Perspective:

· Section –B of the question paper will have one compulsory writing of Letter to school Authority, carrying 6 marks.
Marking Scheme

· Letter writing carries 6 marks, with the following distribution.
        - Format        - 1 mark
        - Content       - 3 marks
        - Expression  - 2 mark
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	Basic Format of  Letter to the School Authority: 
                 
              - Sender’s Address (in three lines preferably) without sender’s name.
              - Date of writing the letter
              -Addressee (Person to receive the letter)
              - Subject
              - Salutation (Sir/Dear Sir …Madam/Dear Madam)
              - Body (In three paragraphs, as far as possible)
              - Subscription (Yours sincerely / Yours faithfully / Yours truly etc.)
              - Signature (If short signature, the full name should be written in the 
                bracket)
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	                         A Sample Letter to the School Authority
             The Principal 
Hariram Sr Secondary School. Dev Nagar , 
Sonipat 
 
15th November,  
 
 
Subject : Arranging Special Coaching in Maths 
 

Sir, 

I am the Monitor of class Xl - A. On behalf of my class, I am making a special request. Our teacher of Maths was ill with typhoid and was leave for more than one month. Our pre-board exams are approaching our syllabus has not yet been covered completely. If he now covers the balance topics of the course in a hurry, we shall not understand the lessons fully. 


This will not only impact our performance in the Board exams as well as in the Pre-Boards; but will erode our confidence severely. It will also affect the reputation of  our wonderful school.
Thus, we shall be highly obliged and thankful to you if you can arrange extra coaching classes in Maths, so that we get enough time to practice. 
Thanking you 
Yours obediently 
Rohan Sharma 
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	  Worksheet on the topic is separately available.


































