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[LETTER TO EDITOR]
	| ENGLISH| STUDY NOTES



CHAPTER NAME : LETTER TO EDITOR
	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 IN GENERAL & LETTER TO EDITOR IN PARTICULAR 

· It’s a component of Section – B of the Question Paper. 
· 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 : 

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

But in CBSE context, here are the letter types.
 Letters may be divided into the following categories :
1. Business Letters: For making enquiries, registering complaints, asking for and giving information, placing orders and sending replies.
2. Letter to the Editor : Giving suggestions or opinion on issues of public interest
3. Application for  Job : While forwarding your resume for a job opportunity.


	3
	CBSE Perspective:

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

· Letter to Editor carries 6 marks, with the following distribution.
        - Format        - 1 mark
        - Content       - 3 marks
        - Expression  - 2 mark



	5
	Basic Format of Formal (Official) Letter, as LETTER TO THE EDITOR is also a Formal Letter

(Communication where at least one office is involved)
                 
              - 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)


	8
	Letter to the Editor

· This is also a Formal letter, following the Format of Formal letter writing.
· Editor of a news paper is addressed to, for giving suggestions or opinion on issues of public interest. 
· Such letter should have minimum three paragraphs, one introducing paragraph, the 2nd being the problem-description paragraph & the third paragraph should be the solution-suggestion paragraph.
              A Sample Letter to the Editor

 25, Shishu Vihar                  
Infocity Road, Patia  


             
Bhubaneswar-751024

12th May, 2020

The  Editor
The Times of India

Bhubaneswar751001

        SUB: - Salvaging the dilapidated  Sun  Temple of Konark
Sir,

I am an avid reader of your national daily , with my admiration for its social concern. My present writing intendsS to bring to your knowledge the dilapidated and pitiable condition  of the great national monument of Konark Temple and  to request you to draw the attention of the appropriate authorities  to salvage it as a proof  of our heritage.

Due to the large influx of visitors to the temple, disfiguration  and breakages in several parts of the monument is easily discernible. The Temple ground and the adjoining areas are very often found littered with soft-drink plastic bottles, polythene bags, much to the disgust of the foreign visitors, who take a poor impression of Indian governance  and insensibility of our people. It’s a fact that  immediate appointment of sweepers and attendants be expedited  as urgent necessity  for  cleanliness of the area, while undertaking intensive repair works to the monument to protect it from further deterioration.

Therefore, I would like to request you to kindly publish my writing in the columns of your esteemed daily  to facilitate drawing  attention of the Director, Archaeological Survey of India for early solution of the issue.

Anticipating your kind response and thanking you.

Yours faithfully,
Munna Khandelwal 


































