


Before we start our lesson
today, let’s discuss...

Have you ever written a letter?
Have you ever received a letter?




Today, we are learning to:

ldentify the Recognise the Differentiate formal
purpose of letter unique features of from informal letter
writing letters writing style




What 1s a Letter?

A letteris a type of written
communication between two people.

Let’s discuss: What 1s the

purpose of Writing a letter?




There are many purposes
for writing a letter:

Can you think of any

® to share information or news 5
MOTe pUrposes:!

® to express thanks
e to make an enquiry
® to keep in touch




Feature

FORMAL LETTER

INFORMAL LETTER

Purpose

Used for official, professional, or
academic communication

Used for personal communication
with friends or family

Tone

Polite and respectful

Friendly and casual

Language

Formal and clear

Relaxed, Use emotions




I .et’s take look at

how to write a formal
letter!




Your Name
and Address

First, set your page up.

A 306
Migsun Greens

Greater Noida

12th August 2025

The Principal
Delhi Public School
GreaterNoida 1 — —

Receiver’s
Desighation
and Address




Dear Ma’am

Body of the Letter-
2 Paragraphs

1st Paragraph: INFORMATION : WHAT/ WHEN/ HOW

2nd Paragraph: WHAT DO YOU EXPECT FROM THE RECEIVER?

*Kindly grant me leave /permit me to stay back 1n class etc../

(always end with- I will be highly obliged(gratetul)

Yours obediently

Name

Class/Sec

Subscription




You have been suffering from viral fever for the last three days. Write an application to
your Principal, requesting her to grant you leave for a week.

C 1205
Paramount Greens
Greater Noida

7th August 2025

The Principal
Delhi Public School
Greater Noida

Subject - Application for leave




Dear Ma’am

| would like to bring to your kind notice that | have been suffering from viral fever for the past

three days and have not yet fully recovered. As a result, my doctor has advised me to take bed
rest for a week until | regain my health completely.

| kindly request you to grant me leave for five days, from 8th August 2025 to 12th August 2025. |
would be highly obliged for your consideration.

Yours obediently
Aarav Sharma
Class-VIE




Let’s write together

C.W
You need three days of leave from school to attend a family
wedding outside town. Write an application to the Principal
applying for leave. (Word Limit 100-120 words)

HW
You have been experiencing eye pain for the past two days and have

scheduled an appointment with the eye doctor. Write an application
to the Principal seeking permission for a half-day leave.
(Word Llimit-100-120 words)




