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The sea waves lapping at my feet were roaring one moment and softening
the next. The experience was extremely soothing.

The next morning we hired a car and went to explore some of the
beaches. It was a bright day, not too warm. The bright blue of the
Arabian Sea hit my eyes as the first beach came into sight. The glistening
sand, the golden sun in the sky, and all the blue trapped between the two
– it was a spectacular sight. We lazed on the beaches all afternoon,
reading a book, eating snacks or going for a swim.

By evening we had enjoyed the sight and breeze of four beaches. Yet
I was not tired. We returned to the hotel and again went out to have
dinner in a shack overlooking the sea. The food in the dim lights and
under the silver sky seemed all the more delicious.

The trip was a great experience. It was a pleasant change from the
otherwise hectic daily routine of home.

Exercises

Write descriptive essays on the following topics.

1. Your visit to a hill station

2. A family member or a relative you are fond of

3. Your favourite video game or your favourite place in the house (e.g. your room)

4. An event in your life which you clearly remember

5. Your favourite book/activity

4. Formal letter

Formal letters are written for various official purposes. A formal letter comprises

❖ Sender’s address – written in the top left-hand corner of the letter.

❖ Addressee’s address – on the left, starting below your address

❖ Date – on the left, on a line after the name and address of the addressee
you are writing to
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❖ Salutation

● Dear Sir/Madam – if you do not know the name of the person

● Dear Mr Ghosh – If you know the name, use the title (Mr / Mrs / Miss
or Dr) and the surname only. If you are writing to a lady and do not
know if she is married or single use Ms, which is for women.

❖ Subject – what your letter refers to

❖ Body of letter – The first paragraph should be short and it should state
the purpose of the letter. The paragraph or paragraphs in the middle
should mention the reason behind writing the letter. The last paragraph of
a formal letter should state what action you expect the receiver to take.

❖ Closing – Yours sincerely / Yours faithfully (We write sincerely if we know
the addressee’s name, and faithfully if we address as Sir / Madam)

❖ Sender’s signature and name (Name and designation of the sender if applicable)

TIPS

❖ Do not use contractions (don’t, I’m, it’s, you’re). Write the words in full:
do not / I am / it is / you are.

❖ Do not use informal language (use ‘children’ or ‘pupils’, not ‘kids’).

❖ Do not forget to use capital letters and correct punctuation. Remember,
only the first word is written in capital letters.

FORMAT

Sender’s address

Addressee’s address

Date

Dear Sir / Madam

Subject
Body of letter (3 paragraphs)

Yours sincerely/faithfully

Signature

Name

Designation (if applicable)
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SAMPLE

You are a member of a charitable organization, WE CARE!, which
provides free education material to children in the slums. Write a
letter to the principal of Silver Bells Public School, appealing to the
students to donate their old textbooks and other school items for these
children.

WE CARE!
9 M G Road
New Delhi

The Principal
Silver Bells Public School
New Delhi

30 May 2008

Dear Madam

Subject: Appeal to students to donate material for slum children

WE CARE! is a charitable organization working to provide education to
children living in the slums. We are running many schools in slum areas
throughout the city. Our members visit these schools to teach the young
children and to distribute free books, stationery and clothes. Many of
these children attend our evening classes, but they cannot afford books
and the stationery.

We would be really happy if the students of your school could donate
schoolbooks, bags, and other school items for the benefit of the slum
children. This small gesture of the students would mean a lot to these
poor children who have never ever been to school.

We would be grateful if you could arrange to collect these items from
your schoolchildren. Our members would be visiting your school next
Saturday.

Thank you very much.

Yours faithfully
Mallika Pillai




