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BAL BHARATI PUBLIC SCHOOL, PITAMPURA, DELHI – 110034

Class VII

ENGLISH

Topic: Informal Letter Writing (Part II)

Dear students

 This e-lesson aims at giving you practice for writing informal letter.
 Attempt writing the letter given in the question. Do not copy the passage.
 The letter is not to be written in a box. The box around the letter in the question is

just to guide you to different parts of the letter. Please keep in mind that a letter
doesn’t require a box.

 The given assignment is in the form of a worksheet and you have been given
reference points as well so use them wisely.

 The answers to the previous assignment have been shared at the end of this
lesson, don’t forget to check.

QUICK RECAPITULATION

The following are different parts of a letter arranged in a sequence:
a. the address ( sender’s)
b. the date
c. the salutation ( Dear ...)
d. the body of the letter
e. the subscription

This includes: Yours affectionately /Yours lovingly/Yours sincerely..( to friends).
f. name

Points to Remember

 Write the address, date, salutation and subscription near the left hand side margin.
 No indentation.
 Leave space after a para or different parts of layout such as address, date and so on.
 Divide the body/ contents of the letter into three paragraphs:
 Introduction - beginning
 Content - main points
 End - conclusion/ suggestions, etc.

 Do not use any comma(,) after the salutation and subscription. There is no
apostrophe ‘s’ in Yours.

 Be accurate, specific and concise.
 Express your ideas in a coherent and organised manner.
 Word limit: 120-150 words
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Format

F 64
DLP Enclave
Delhi

16 April 2020

Dear ____________

Hello! How are you? I hope you are fine. Many thanks for your concern regarding
Marcus’s sickness. However the naughty fellow
was____________________________________________________
________________________________________________________________
________________________________________________________________
____________________________________!

I discovered his trick one day when
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
______________________________.

We decided to turn the tables on him.
___________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
_______________________________

Do visit us during your holidays.

Yours_________________
________________________
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Question
Given above is a guided format to write a letter based on the information given in
the passage below. The funny passage is about a St. Bernard (a dog). Read the
passage carefully and write a letter as the owner of the dog writing to his friend
describing what his dog did. Follow the given format. Happy writing!
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ANSWERS TO THE PREVIOUS ASSIGNMENT ON INFORMAL LETTER

a. Too
b. Loudly.
c. Proudly
d. Nervously
e. Proudly
f. Always
g. Encouragingly
h. Never
i. Finally


