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INTRODUCTION

Dear Student of English,

\ GARA
Greetings to you! t .

4 April 1991

HIS being a book on ° Letter-writing’, I like to write its
Preface is the form of a letter.

Many pupils like you have told me that they do not find an
¢« EASY-TO-READ-AND-UNDERSTAND ° compact book in
English that explains the basic principles and serves as a guide
to Lettec-writing. Hence this little book to show you the
essentials in writing a letter.

Chapter One in this book from Page 1 to 19 explains in a
nut-shell all the principles or * do’s and dont’s” in Letter writing.

The rest of the book is devoted to specimens or models on
Personal & Friendly letters, Writing Postcards, preparing
Invitations in real life sitoations, Official and Business letters,
writing letters to the Press and applications for employment
purposes.

If you read and re-read all of them as many times as you can,
the more, the merrier; yon will be able to write letters yourself—
perhaps better and more interesting ones !

Please note that the names and addresses used in this book
excepting those of well known institations, are imaginary. They do
not refer to anyone or to any place. When you are asked fo
write a letter in an examination, you: are also expected (o use
such fictitions names and addresses — never your own !

I wish you all success in your study of English — a language that
holds the key to your progress.

1 am grateful to St. Joseph’s Catholic Press, Main Street, Jaffna,
for helping me to bring out this book under very difficult and
trying circomstamces towards the cause of education.

As one always inferested in your progress,

THE AUTHOR
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 WRITING 'LETTERF

Letter~writing is both an Art and a Scxemce Tt has. its ifbl_"ms,
style, rules, do’s and don’ts.

A letter must convey the writer's tho 'ima,,ﬁr nions, :
purpose, etc., clearly, Q@nci&él)‘, % mtcrem%ay n;.;g}ﬂmgly,
an smcerely ' § 10 [oiis)

To write a Iegter well, a writer needs three things, namely :
o~ ©The knowledge: of words, the ‘meaning of t‘ﬁe »wordmmd
“spelling, ~which!ig" caﬂeﬂ . v’y
'/{ A "kriuwledgs 'of the uses and re ationships of the Woi‘ﬂs,
_ which 15 called Tlié Use of Gra“mtnar a‘ﬁ‘d
<. A knowledge of; th@ correct arrmgemcnt of thcwo;ds
which is called ° M
It is ot encugh if you can write  several Bundred wopds,
in English; thé words muSt be p}anned rly and
arrangeﬂ in clear paragraphs '

With practlce anyone can wnte a good lettei‘ by uﬁng he' ipt
words and phrases

Model Tétters sefve as guidance; they are orily. eka"nﬁ les; it is
impossible fo provide mdd’é‘l% 46 suit’ every becdsion diid ¢iréum.
stance, Tt is, therefore, up fo the writer to Mmaster Hls or Ecr style
mmng to th'e‘ 'acch’pfea rl‘r!es 128

Business E'veryone todiy scnds and rcc' " per Of gLl
to_and from one's friends or “Strangers or Gobérqn‘lé:!f d'éi)aﬂ_-
ments, Flrms and other orgsmsattbns

Letters: are bwadiy classified (—t Personal or Fnendly or- Saclal d
into two groups or kinds. Jis] e has

They are; : ‘l....Oﬂ"lcial . Business or Profgss-
~ e ional. . :

0
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PERSONAL OR BRIENDLY; QR SQCiAL LEEFERS:

a. 'These letters are those that we write to our _parents, brothcrs

ags@w:&dﬁﬁg afdTrishds. bas BA as diod ef gmilitw-rsited
ei*nob f‘-{iﬁ z'ob .n"‘sa!.h algie
b. These are intimate, mformal affectionate letters expressing

fif priva ughts apd feeli 'Sﬁfifﬁwét@‘w&&rﬂtﬁer ‘may A
<V concern . i sonal’ fémﬁ G
some help, mfoﬁ’matmn or assmance, family news; ddeseripone
tions of how a haol 1da¥ was spe%t or abaut aweddn?lg,_ -
party or iﬁ Ut ilfiess or death of Hoar and dear odes ; 4 love
bietter,oa “létfer of (good- wishes) ancapglogy ol eﬁlse‘b&.
someéthing dong " . donigratuldtiohw; exptessions of
gondolences, sympallies e W%a;;g%thapkf Tor 2 predemt

or for hospitak yilations fo social
functions l:%%a ! a}%ecepuon and finally

a!amo%ag.ﬁg@ﬁgs : Avitatohtond A T~

jmye * bellso i doidw
ommmm&u&ﬁﬁ&ss @a;.&a ESSIONAL LETTERS:
bfiifodt, IS R

!q.k%’mmailai boog & stitw ano gmoyne soilogyq MW

b. Letters to Firms, Govt. Depts., the Press, aﬁﬂi&ﬁhbﬁ& foro"
5i Jabssjorders  for bpoks, and, other things, "fﬁi}}&‘“ﬂsﬁw
.about : e tﬂ;;g}l& %‘t‘ﬁf ,5 o1g oY sldieghgmi
aTie 1 10 &

o SPVLE O WRITING A BAGOONL O o

LETTER : ve o s :
MUMNOO HMATTIAW ‘o pos N0, 130 o) 918 21 el

§ 75, 0ol w‘ﬁ;“ by Hany o £ .“ ?ﬁe style g?riﬁmﬁ & e
y ]: Illj.lllli‘_ oy ., Armhol t(: “T“Q o A lef:f‘

o ,‘ = 1~ 3 J "\1.' p!q:g

L) %ﬂ'di?l L ..;r\& 03

ig bs-

1EE :.Tt.'E?

writer writes alm: ' ‘it a?r-,ll
4 sign of close friendship. [n at?m‘ WO ou imagine thal
the “DEISOE ‘mhdwqrﬁs. ars mtnfgm sitting.sjust epposites.|

0 ll:n *bm‘ 10 eQuUOIg oWl olni
‘Je‘!m‘i i a;-;:z..i I 2fiQ)
bs 1 : 8200 v/ interest in the persoK1§'eﬂﬂ

are Wrmng . Such ‘wdetter looks like a piciurs A Pen
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Pictute - that your receiver wolld VERy Wuth 1iRdtd recdive
and read witlegslish!( letitem ) livio bne %9z oY b

¢. Therefore, make your style intimate’ gonversatifadl! You
"iaiged ot lebsérve all details of /¢/The Standard Letter! Form .

Q Yoo may use just aiword or ar .phr&e}caaeam an idea,
e You may usgdje wnﬁrﬁqed,fwﬁmg “Pm’iford T am’;
°

‘You've® for you.hq,vc H ‘dc:m’t1 -,}QF Ido not’, ete,

PLEASE, READ  THROUGH %P@C'LME E&_T.Nﬂvarl?ﬁ L
Look; aj; the_ ﬂ% the; letter is Jaid ou: Bots th%ad@;ws
full name and, addiess pot given;, note the style; it is frizndly ;
the, seeipient 15, addrassed jn 2 friend) ;sf,,l &m%% %ﬂ#ﬁ%@n
s called_ by, I?"YS: mcg,.ggmgq,,a wsont, of Jokel, . g1syolqm

THE STYLE OF wwrm@ﬂmqwmmﬂlmﬂmssmss
LE{TTE%JOI“ madl bnse of ye W 1egxs  eamsvolgms wist1sD

:H P{f"]ls(ﬁ(llﬂ%eﬁﬂﬂhg égﬁm “’P&?Igﬁ:avva"%f é’”fé‘ﬁﬁm‘ 3%&&,
%ﬁ % @Fgﬁiﬁ Q{J ﬂaf“'jcglﬁ'f’ééﬂzk'nll_f dT * b;”b ozl

aaT jud 1asoflgge ns juvodg lis miginod vam sisb-oid A

nﬂwm@?éwfurn@nm@k.bes&wmémi. Every,sentencs, Joust

bnﬁmgﬁmlﬁﬁs and, earreet; grammatically, and.diomatigally.
There shonld besue -errosy ingspelling i punctuation.

c.rodfigpaittens; by, hands: the writing must.be Jegible,y 1 typed,
noibaaist beaneat mad aesurates oA badly; written of typed

letter with eirors or in faulty languagesserves no puspase.
It is discarded or ignored and brings no relief or reward

Y AT 183 GAHSE o ‘the! Wit 7 687 e sédiver. 1 ATINIO
WdATDIAH0 A0 JAMOZA39 21 TI . AHTIHW
é ABOUT LETTERS ASKING FOR - BMPEOYMENT: 14907

The letter of application iz most important forsyouws Quce

you-Jeave .schoolyiyou, ,wills haveote awrite ssuch, <letiers asking
for employment or answering adverhsemeu;s,,myﬁmg mpcanem

from those who are quﬁsﬁgﬂ 1o ggp],y fo yeq, jobs
Your: applicatién. faust;chave.ithesdfollowing: daaad;a :yoY .b
‘{IbauaiﬂY&gtﬁ lﬁﬁpe%ﬁmwbm;;i of izad i M 2599

: ayattsl
b. Your address in full, -
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. Your .age or date of birth.

o

Your sex and civil (marital ) /status.
e-  Ycur, nationality,

f. 1 Details relating’ to ivour school; || qualifications, - your
‘experiences if -an¥y to the pest: you are applying.

g | Positions ' of “responsibility “held, if “any.”
h. Names of Referees if asked  for.

When' you preparc ynur apphcahon oni ' the fines indicated

“above, ‘see that your -application 'is brief, clear, polite and

frank; see tbat your language is not fauity, yeur spelling

““perfect; vour handwriting neat ‘and ‘clean. Sometimes

employers insist on hand-written Ones; otherwise, 'you
may typewrite  your, application, -

Certain employers expect you to send them along with
your Letier of :Application Your Bio - Data, (B.D.) This is
also called * The Curriculum Vitag? ( .V ). or * The Resume °.
A Bio-data may contain all about an applicant but ‘ The
Resume’  contains only ~ the following: Name,  Mailing
address, telephone 'No, if available, edueational background,
work experienice & “refecrences OF recommendations.

gt 'is by ‘your “letter’ of 'application’ ‘that” the' Employer
makes his  first impression” of you; and the first lmpressmn
“is. the -best and fewarding! ©

GENERAL GUIDE LINES FOR WRITING A GOOD LETTER,
WHETHER IT IS PERSONAL OR OFFICIAL;

FORMAL - OR INFORMAL:

a. Be‘uneat.

h'" Use PROPER STATIONERY and INK This “is very

“very’ 1mp0rtant‘
e, Never write a letter in pencil.”

d. You:may use a typewriter  for' official =& ' ‘business :

fetters. It is best to handwrite personal and  friendly
letters,

L
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‘e, 'ALWAYS'LEAVE A MARGIN AT 'THE TOP, AT
THE BOTTOM AND AT THE SIDES. A margin
looks nice when the margins are, wide and equal.

f. Avoid all errors in language, spelling and punctuation.

If you follow the above guidelines, yout letter will be as
fine as{a picture!

GREETINGS OR SALUTATIONS AND COMPLIMENTARY
CLOSE OR_SUBSCRIPTIONS

PERSONAL AND FRIENDLY LETTERS
. My ‘deaf (father, mother,’ 1. (a) " Yours lovmg!yiaf?ectmn-

brother, sister, cousin, ately
uncle. - aunt, grand pa; or -
grand ma, ete.) (b) ' Your '(ioﬁﬁgs'aﬁ‘ectionate]

son, _daughter, = brother,
sister, cousin, uncle, aunt,
nzphew, niece, grand son,
grand daughter, etc.,
(&) Your Ever Loving..........,
©°7 Ever your loving..........
(d) Your (devoted / dutiful)
son, d'au”ghtcr, etc.,

). Dear friend, 2. (a) Yours sincerely, (lovingly,
" Dear Ananda, ¥ gl . cordially )"
My dear fnend e or

My dear A’mdr“““”—“_" (b): Your sincere friend,
—Dear Sir, (Madam) Your very sincere friend,

My dear Sir, (Madam) (c) Yours very sincerely,
Dear (Mr | Mrs. f Miss) (d) ' Always your sincere,
Kumar, (¢)  Sincerely,

(f) Cordially,
(g) As ever a friend,
NOTE: “MY ™ is used before dear® if the ‘pérson is very
close and very friendly to the writer. Do not use
“ MY " 'to persons who 'are not very intimateto you.
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T4 JGOFFICIAL BUSINESS 1& PROFESSIONAL/EETTERS
aigiemg;A ) FELE HHT TA AUAMOTIRE (FHbruny,
"’“%eﬁi‘%?b’%ﬁaﬁnﬁf Hgism 5”’03&*&1‘&@%? ﬂ%pst!tfuily,
-moiisutonug bak gnillsge sgeugnal m e10m19 s OR ;
o8 g ui[@fﬁgj?!rs‘] th{ggn eisbd Sv urs ﬁqtﬂ,lly !falt.lifully, /
smn OR"E e

ANTHESRETe S aua smora YETY Y H& Fowrmaasno
VG A R Yespectrutiy O

’De r'ﬂgg‘}[ *&é&ﬂ%&giar@aﬁed%ﬁ%g to Firms /
-nnmeﬁmmm{ AMerdames i3 usediodbowaiyngto au all-
women organisatign. nispos iz | 1odiod
1. Use & TRULY, FAITHPOLESS2 OREBIENTIV &
(stenoi BESRECHBU LEYY m(dyhe complimentdrylocios dbove :
“ﬂ‘m‘fjsec“’ﬁﬂp}l-tﬂﬂﬂtrangers elders, betters, officials

3
nus ooy g - SO SIS 68 aBOVE....cvr..enre civenses

Joe bas :mm
3,;1813, W&% nd Respectfully-to superiors, employers,
3: r$ & those worthy to be honoured,
saivo] 1 wo T

lgrﬁbg{aﬁwsq@@g personaliv known to you, you might, if

(!u'h!u Lb& ‘?p_, Ell}nyf flgﬁf}’ * Dear Mr. Ram, ™ OR * Dear
i% ﬁ&c{[&yn it with the closmg Yours smcerdj,

[ Ilg egin your tttras “Dear Sit ZOR < Dear Madam ™,
lgaive iRl ® inforrect. 1t shouRFobe: " Yours

t;gg_ cﬁt«!'*ﬁmfs W’“. sbusnk yee@— -

Formal L F YQURS FAITHED] -

'bm'ﬁ %ﬁﬁ e name of (‘ms‘ ddtesse b‘_; YOQURS
'(mv Q{bet%e{' (msbsM) ,1i2 188b vM

I, 5ﬁmliettm g@awfﬂhe(@mmﬂI@fﬂ}\ S{ﬂ’lqgfh)oﬁssnﬁcmi

busiess &i-psofessiongl leitersy ihe Following form is also
need:  yligibvod (1)

@brsﬁ'iam ﬁhﬁfdﬁadigiq _
vrav 2 ﬂc(iéggn%m fyu%ébﬁm%ﬁﬂ %;S?F%?C“Wf QMFFIY)

szu tont © R 2169 yibneti} yiev bns seolo

oy oiBlerd1emain, (son-wditplacaeli s, ham Yyis slso used.
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OFICOMMONTO COMPUIMENTARY  (CLOSEO TOS BOTH
PERSONAL AS/WELIWAS OFFICIALI LETTERS: 504
Yours truiy or Yours mncerelv, ot Truly yours or

.noH Sincerdly yours yoil wwesld 2l : 0 AM Yo %U .1
YOURY *Rifk atlibhaftrophe.

V. Do not write.  YOURS* as ?;n
woed Bbis 15 3bgomullh mistake; Aveid, it ‘Yom” miist begin

with a capital letter as * Youps feuly > ot
1V. In writing a POST CARD, Greetings and Subscriptions are
| Aot SO Wite! only theTHessage 6F What you'want to write
and put your sighidure Below it (18es the Model Post Cards

iven in this hook
26 Jeuy ybel 10 I1ig bsiviemen ne 101 olfir s "M .o

HOW TO WRITB THE DATE AT THE HE{ADING OF THE
sUPETTERee od) siolsd besy 2i {w:ahM) 28M
The Heading which is the first part gP tﬁe letter consists of the
[l Writeg svaddress ﬁlﬁﬂﬂlﬁﬂéﬁfﬁwi e date cames after thaaddress
and is written in 9ag-of.the follawiug ways.s|
b) . 4-3-1991

43 991 /
tdonath s- ES T as
voegaoD 10 é{}‘i i (=71 baﬁrﬁtbﬂa’wg]

.0 J ﬁ. 1024 msq & sad isdl

$ 100 mﬁomﬂy in personal and in-
1358 susgdsin  Official / Business

ifa%%gu %
grieers; 5 $he, %E‘ﬁﬁh I@om;g.gg% is the American form and
THP 43* iqﬂ?ﬁqw&ﬁbmw agrivu

WRITING FNVITAFIONGAE0T AHMAL

< elavitations ibelong to,the Personak-os:Sogial class of letter. It
could be either formal or informal W on the occasion and

the manner in which a party or function is held. The reply to &
‘ formal’ invitatiofowiist "‘bmgmﬂn;'éa x@ﬂ'orh{klﬂﬁyla while to
an ‘informal’ one, tha reply is also ‘ informal ”.

INVITATION o] Fori . * m?a;{dwu;m ~Formal
8 y0) ofiit ¢ sldswasV menfesmalid: aov) 10 mﬁ-—-lnformal

In Formal Imntatmns the lettorsosdbigyay, P appear at the

bottom of the left- h%ngi side m“ mv tion. [Itisthe abbrevia-
G 6 tHE S Pfench ﬁhfzﬁ?m 1'1 Plait* which
means:  Please Reply . Please read the $pecimens in the book.
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COMMON ABBREVIATIONS  OR SHBRTENED

FORME USEE) IIEL LBTTER— WRITING:

I.' Use ol' Mr Mrs Miss Mg. Messrs, Rev, Prof. Dr. Ven. Hon.

e w in the address.

=

a "« Mir.”' means “Mister® the form of address used before

i
B.

2 man's name.

‘a married woman’s name.

e Mis, * . means ¢ Mistress® the. formy of address bcﬁrﬁ

¢t Miss ° a title for an unmarried girl or lady just as

“ Mas, ’ (Master) is used before the names, of boys

- under 16.

e Me 0 is used in common before the mames of all

ladieg-married or unmamed

‘% is the shortened form Of Messi¢urs * (a french
word) used in addresslng a Firm or Company
that has a personal name like Johnson & Co.,
addressed ‘as: qu% Johnson Z This
term is ‘not use dressing 3 company with

* impersonal® or Trade fame as: THE

UNITED MERCHANTS CO., LTD or THE
LANKA TOBACEG,CO« LTD.;

o Rw. Betore names of mémbets of the clergy mean ing

Reverend

."Praf-.-’ Before the name of a: Professor.

_“Dr.”  Before the name of.a doctor.

“Ven.” or (Ven’ble) meéaning Venerable: a title for an
archdeacon.

‘H?n Pt address Members of Parliaments, Ministers,

etc.
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k. +Esqi'i0is thepbbreviation of ¢ Esquire’; [used jat sthe
_end of the name of a gentleman of honour.
Mi- ;md ‘Es are not “used’ at ‘the same nme
W Write o1 Her as? " Mr. “AT°B. C. ,Dag ‘or
A 'B. C. Das, Esq This is not ﬁs&d for Tadies.

T

if. Some common Wv&ﬂm& ussd in the Imlv Qf the letter :
inst.,, (instant)  mea#s” * of this month * :
ult., (ulimo) » “of last month '
prox., (pr'_i‘jﬁ;iniré)' | , “ of next month ’

algn

Re, or Ref, ,{, 'j' ‘wnlf; ;eference tu
enci. meang, ¢ enclosed’ or Csent herewith *

(It is wrong to vrite: “Enclosed herewn%
€

RS either it &hOul.fi be! ‘enclosed * or
hemwith ’? :
@&

P. S. ' 'means ‘Pg:st,sqnpt which means: written
after the letter has been finished; to writet
an additional information as an after;

S5 thought, Mostly used in Personal o1-
Friendly Isttérs. Avoid it in Business /

%maf lettefs
Abbreviations used in the Addreeq _
Ave. for Avenue ‘j);g; . for Department
Bldg. ., Building Ine b0 .» Incorporated
Co. .. Company ... .Rdy .17 ., Road
Corp. .. CorporatiomooStin i inl s, Street
Dept. . Deig\aﬁaﬁent’-‘ ggH odl ,, Square
Pvt. . Private 597 LAg)” ,» Limited
O "'-_;‘;'-:"-Care of -' Ty, - ,» District,
Regd. .o Rggmggsedq PQB or PR ,» Post Boy
No. ,» Number ¢ Apbsiole . Apartment
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sﬂwmm; mmgss!omrmfﬂ@my)?msi A

!
wnngdﬂgupgn;o > Jma . }D dr o which the letter
Joishie be m"m th to, ik sﬁgbt or centre of the
a-SRYE GbJ Yo i igd p?*i -—50 D a%A B

@), To alﬁgnd: R. S. Sri Kundar, ‘
tyaital e ’Jf’ ghod ol oi h?u T‘é%&é”"ﬂ&’a pommos sno? |1

Relation: 'Wmﬁﬂan (ngleni) ..%eni

om izl 1 ;LQR {omulu) g

e Sﬂl K;"%%:ﬁ%s X014
. Lk ‘empie Oad -
0y : - h e .i‘_ﬂ . A
. o1 mua:ah*sga?{l iour. Il 10 .0
s ftiwsisd inse’ 10 *bezolons ) nssm loas
- .

"’*iwwa-j bszolond™ :sitsl of gogtw i i)
2%

‘s‘ ‘40 * Boidbns ' fad BIMisS Mallika, Ranjan,
. —p— . R@dmgﬂ

45, Schob? Lane.

aodtitw zassm doidw ' Iqigeiacd . Ragsdi 2 9
$alinw of :bsdiind nesd 2sd izl ﬁb 1ils
s10fls . 08 25 noltsmroloi lsmoifibdes as
<0 lenosssd ni beey yhdMEs Scala, Ranjan,
\ sesaiewd mi 1 biovA . AesEheFibasivd
6241, ChurehyRoad,
Navapura.
s2eavbbs ol ei Besu amoitgivenddA
The Government Agent,

itlauﬁlsaéﬁ ‘Qf The 'ﬁ&&ebm, spasvA 10 SvA .

batsroqioont Kandyor! gniblivd . .abld
beos . The mg,gm yasqgmod ., 00 &

lsome ( International oUmityw™ .. g0

sBup? . The Bank of Ceylonc = gt

bstionid . Howig‘l_i Road, ;m v

Joigei ., The Commissioner Qg ﬁxamma.tjugs

t OCES
o o . SIp b SRR s
tmomiteqA . Colomba, 2 wdmu] . oM



e Wy -Jsu-
= : -, Wy

(c? II] BUSH]E 85 ol 7O HSVI SGB S'Ig%fa Sﬂpoﬂﬁ 3503’
o of U g g

Professions rince ston of tmiog
Letter: g Colombo. 3
@l .p2d 0odW .bobiovs 2i ,.pefQgbeeu 2i aM asdW :aloM (&)

The Generdl “Mafagiy ' + boev

s By Roland i &1.Cow M, siovr (4)
Sky Line Bldg.,
niftiw  asvig TOD 120505908, = 1o smen sl sio¥ (o)
OR 28mmoo Daltevai

ANTERCONTINENTA L EXPORTERS
0l juo boit bns 022918 MBOREERS o1d) best yirslimie
% bos b 2.0 19bouPdCs Bex eﬂ%&ﬂ; enonisv sd) Msewwoy

MAUTAA EHT) 50 ﬂ@yﬁﬁb&ﬁ‘c 10 PeaSAGA IHT
ol no oeliw sd nseo ( bsllso aamwoa 2i 3i 28 223AC0Q0A
10 sbiz basd-tdgh qot 38 :esoslg ssudt Yo emo ni eqolevne
sqolovns s} 1o sz10ves odl B %%ﬁ baged idgih 1o motiod Ie

The Daily News, - sueld
Lake House, wesss,
Colombo, ; '

(d) Addressing & lefter‘“f?"fo a “BoxNo.— G
The Advertiser, | BOX No. 987,
Box MNo. 987, C/o The Dfaxiy Nms
C/o The Da;ly News, DR Colembo.”

Colombo.
| _.QJ._Qlﬂmm___; il

*  The name of country Mr. N. D, Rengan,
must be_written last 29, Western Park,
in BLOPX letters. Londef, E I5 9SY,

. UNITED KINGDOM. *
. Alex T. Barathan,

Community Health Cehire,

112, Bay Bridge Street

Los Angeles, CA 987

THE UNITED STATES!OF AMERICA, *




Y

Note all the addfes'scs given gﬁbve.; in each _Q'n'e,' there isa
point to note. In ' b

‘a) Note: When Mr. is used; Esq., is avoided. When Esq., is
used ;. Mr, is avoided.

{(b) Noie the puﬁ-ctu'atidﬂ marks carefully.

{c) Note the name of the house ROSE COT given within
inverted commas.

{d) Note 'the lase of MISS & MRS,
Similarly read through all the/ ‘addresses and find out for
yourself the various points in''cach under b, c, d and e.

THE ADDRESS OF THE SENDER OR (THE RETURN
ADDRESS as it is sometimes called} can be wiitien on the
envelope in one of three places: at top right-hand side or
at bottom of right hand side or on the reverse of the envelope
thus : - '
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SOME USEFUL HINTS OR SUGGESTIONS TO BEGIN
THE OPENING  PARAGRAPH OF" PERSONAL &

OFFICIAL

(a)

(b)

(d)

(e)
(f)

@

()

(@)
Gy

)

I
(m)

(@)
{0y’

LETTERS. THERE ARE. SO  MANY WAYS;
SOME COMMON ONES.

INAL  LETTERS:

1 have your {very nice /interesting) letter telling me

I am rea]ly.( pleasaﬁ happy/ dal'ghied { glaki) to get
your letter this morning giving me the good
news, . o=l

It’s great relief to hear from you after a {long,
“very long) time that yﬁu are..

Thaok you (Ever so many thanks Thank you 80
much} for your lettfer...,.'..-...::' ....... o et aasveniis

1 don’t know whv you are very stlent ...............
Your letter telling: me  that.,.
1 ‘trust, you are ( well, fine, in -thq‘:hest of health).

Pray, you arg fine! T haven’t  héard from you
for many months now. What's the matter?

I trust that Time treating you' kindly.......] \e
ha

It ‘was' really 'so {kind / good ) of you to
thqught of me.

Please (forgwc ; pardon / excma) mie for my long
s:!cuoe

How is llfe Wlth you‘?

How very ( nice /greatlgood/kmd) of you to
think of me in the midst , of all YOur..

How, are things with you? at home?,

T'don't know: (r wonder) how L can thank you



-
vingda, OT 2M0oITedaDOUzZ A0 2TVIH JUdEeU BVOE
5 JAppcksmust apologiseido syoR A8 . .. oiE90  HHT
EYAW (Y Plase qgcaft? fay ?’a’}aﬁ lesforaa Lo, JAIDIAAO0
2310 MOMMOD 3MO2 A HZHHT
() I'm sure, you will not {take me a Wiss /[ mit- s

understand, be cross withirhd )i Forlmy.

= goilly) IWhh(wveleome  nows!! v Butelyia el L AL N
bl e s b A Y 4R jood -
() 1 (am/was) ( very [ really / exgem%iy) (sortry /
:31 ol (1 belsshboked P paited fgrieved') ) 19 sbears of [d)..........
il ivig enin T -1
% ) "7 needu’t tell you ow ( pleased, oyerjoyed / glad /
thrilled / ‘excited ) "to Bear ... e
.gnof 1071 _ Tei ; :
20 &) T Blesss St m haargst congiahigus  hesritel
condolenices ) Ol JOUL w.vyiuvvreninnsias
o¢ poy AnsdT .olosd) yosm oz 19yH) uo»(h AogdT (b)h 4
O . Just,a few lings, 4p gl yoRthaty], fam baving

“hope / intend / propose o have )

.............. tnaliz 19, v v | t'nob I, (3)

(x) u\a;!clyzlnﬁ.l gnéjﬁ;ilggée ég?v;)slwnc{g gugsos?ﬁgl ! évoxrying )
erseraeraraerane Please - dosfirite’ tpuinsé atti@ncartdling) me......
(rzisad(y) ewihgdiasel Fou vepysilent? Whatsrthe méatter with
poy gmoil FOHyt SUTEWnaee 1 tontl - wapr troy s ety

g offf @4adW .wom adimom yasm 101
CIARAETRERS itssr omiT tadi sewn I (i)
4 ofaypol thank yow fobygur letter/of Mareh 4 1991.......... P

(b) 1 have to acknowkdgé’%‘itﬁotﬂéjﬂf ryour letter of
guol vm 101 Mardedyoxs | nolnaq.) svigiol ) seseld  (d)

() While T thank joii fot vt letter 8 March 4, 1991
twoy dtiw otil e woH (I)

4

o} woglo ( baii)\ boog) #8513 \ 0in) viov woH (m)
IN-YRITING AppricahiroNg! o om o Sloidd
@ “Bigike Londider ﬂ%""aﬁﬂgﬁfyiﬁ%‘?ﬂt“ﬁﬁ' thé 'position

...... woy dnsof.oso 3. wed forbwhich) younkiaveadyertised in the
Ceylon Daily News of March 4, 1991,




—40

(by_ Your advertisegaent of March 4, 1991, in the Ceylon
50 RIS IR R e and tiOr AR D, ST

application for your considératiba 1AV 012289059

, bas :»f%}a“h?ﬁﬂﬂﬁnaﬁ\“ﬁi‘ft gwﬁnﬁg‘};i&%egﬁ'dsg]ig?%E& S
.3&15&“‘%‘5 %‘gﬂ:sx t% ni%g egu%n!\d{r n%ﬁ? s.l?f&fe &’g %M
requirements for the posiiion of'................for

which ‘youhl;gve advertised in the Sunday Times of
O  SHT 3 2effdul’ GHATIAW SHT o noifisy sy stk

aeltitw i eleb sds wod 992 .HTAA

[_',HIIEVIE GHT %o noitieog bog miol sdt svisedO
“OJIIAASH 99188 " oy bps WVIOITATUJAZ sdt  soboM

;dd.a).,sl}'}gﬁsgf?t 180 KPOF 1 HOUGONId, orauiess ssty - ssmwisd
smor by Wotldiyou plebise (sl hrd Fdetoniikngw finformd
(18220290 Sthelpavritermp).basH. . 6. axsiisl. hisw 10i-1dgigrie rode

_ (¢) I am sorry to (inform you /bring to your notice /
SAORIGEIRYG graw! yourcattention)inngy,, Jatial, 311 o (hodl odT
(d) T am writing to you'on the difestions of for"ar gﬁ'sb

_ " teachers { Dr. R. R. Robertson / Prof, 8. F, Mendis /
AO0IT = fiong of ey (AN out'Whetkeriedus | s T
30 'G?nggm s:gtji i ° aind? s.i'iatl‘&a]adz /Uthf;j MAO4
€) fe b BERCNP R8s olipwing -

books) by (\ﬁ. s g Eb.)

10 od Qﬁ’naﬁﬂﬂw L sent Ygi-h@“-&ﬁ‘!&f L Tepe————
. novig 2i ed b%éﬁ’ .‘!d'ia’ & ﬂﬂad g yﬁ?‘?&;ﬁ%&
Please....conneeirtisennsns ioalt ods Seid
(g) I should appreciate very much if you would please
(h) With reference to your letter of 4th March 1991, 1|
RV 100 iivesinaasairraes

(i} I wish to express my sincere thanks for...............

(j) This is to invite your (kind, early, immediate)
attﬁﬂﬁm ta'lllllilllitill'ltll aaaaaa
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THE B@RMAT OF A BUSINESS O& OFFIC[Al OR
PROFESSIONAL LETTER T

There are three forms, namely INDENjTED BLOCK and
MOﬁiFIED ‘But, the various pomts remain tﬁe same.

Note the position of THE WRITER'S, ADDRESS & THE
DATE. See how the date is written.

Observe the form and position of THE INSI&E ADDRES
Notice the SALUTATION and the “ BRIEF HEADING”
betweeti ‘the ‘salutation and the' body “Of "the letter. Ob
the: céntral’ pesition <of * THE - BRIEF, HEADING ™ In some
short, straight-forward letters a  Headingrmay mot be necessary.

The Body of the Letter consists: ;;;_f-- oie mmare paragraphs
depending on the subject-matter

The J"é.uﬁsqripti‘gn"' __gi* eomphmen(arywclose 1q the BLOCK
FORM is to the left while “in the INDENTED’ or
* MODIFIED'® 'form ‘it is" to. the ‘right, “

The name of the Writer and his'"“6r' Her désignation if he or
she"hat ‘one or ‘the' office held aé the ﬁ’aﬂe fna? be is given
below the slgnature



THE MAIN POINTS IN A LETTER

srw3vd e NN

.
" .
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HMOZAd9 / I 2TH109 iAM JHT
AATTAI YJAGHMELHA 5AC
o esaaiaiRe L LA
= —— 4()_ - > 3.2 . 8
ihe date.
sns8.] ass—giX 0l
Bih e - an §e . -
cor gt ouf s oen sOISERIEREEN (] 2 Taside Addse
e R] }Fg' ]
bi.';; ."'.;,.: .'_.I.E..g con (3) S e 73'$€¥u¥dtiﬂ!’*
JNEHIBG
(4)9 | 4 Briet Headind
}
ke
- "B
g ehiofl £, ..(0).

5 Bady of the
Letter

i
|
|
6 Epbscripticr.
Complisssat-

{

i '? S}Wﬁ""

POINTS 2 & 4 ARE NOT USED IN
PERSO{!AL OR FRIBNDLY LETTERS.
Wi—3 -



THE MAIN POINTS IN A PERSONAL
'OR FRIENDLY LETTER

s

e

bstboh obisal § | (1) Mangalagama,

s "J‘H&‘t"'"i"',."""""-"'-’P""‘-'"“ T O TR S

MR

10, Zig—#ag Lane, 1 Wirite s

i Marth 4, 1991,

gddress & the
daie

My dear -Uththami, (2) (€ .| 2 Grectings or

Bpall faitd » L AGad, e b
i e ot e i B PR S T ers by el e

 Salutation

.' (3).. | 3 Body of the

5o VROTAD Ry~ =t e BB vy Swe SRS pee it crdiaeEd

MODEL FRIENDLY /

PERSONAL LETTER

-

letter

|
..« Yours lovingly, (4) |4 Close.or.
Helen (5 | Subseription
..... 5 Signature

1 r
L= S LW - N |
19TTH CIOVRIaT S0 JAKDR
sl S 2 ._E. d N iR 4 4 e I’ 7l
.‘ — W



MODEL" BUSINESS / OFFICIAL / PROFESSIONAL LETTER

12, Maln Sireet
x oF 2 QNCW Town .
1211 Tune 20, 19910

- v,—':-(‘—

o8 2

The Secretary,
British Council,
_Cn!aml:-o.

Yours truly,

‘The Secre tary,
British Couneil
Colombao,

EEEE AN IESAREEA NN Hke

ErvEsvers

Yours ;ml;h —

= _Prmc:pai _ Pr;ngl - S Ty
1 West Rad” Sehool West Fnd Scho‘ol il
s New lnwm. i !

JeNEwhBewmaozls modw oT  udy

12, Mam Street,

5, A B ﬁwﬁl

ri" -

Temgmanay aivenar
i

S TBI0. ‘\{]

o

Bhannenas

me i

INUENTED FOR vi mocrt F@RM dangng .
s Qe ) o, Mg Sirech o8 €
1 g o deilgnd o z1etis]l NewrTewn,
UBE B L oger sy June 20, 1991
=i i 'ﬁ&‘-s 'ta"ry.'- . q O2IE 21
British Council, dailgnd yisdr svorgeli o
Colombo. ; ' i il
- L Dear Sic) el sidds oporw 1 2 10
E. Y B @ESE: wor 6 | stloss:
3()
gl 0l 1 1ty el
Iuoifiib dfow..segle .. Bk, 3 | QT R gif} Yo aro]
aloe(dte Vinydbhk malyllsw ol of slds ms I
- _ : R s Rajan
19118 3t nt Bew ob nmo 1 Jnoir  Prificipal;; v Fellond v
806es ks Hail ” West. dSchool o
- [ : st | N,,w Town Smilsmoz

MIXED OR MODIFIED

edeogs ool

FROM



A3TTadl JAMOI22470849 \ JAIDIRH0 \ 2gaviguda - 15gON

l. /PERFONAL / FRIENDLY: LETTERS |
Al LETTER FROM # SGN|TO HIS FATHER TELLING

HiM OF '{fs NEW SCHOOL AND PROGRESSIN CLASS |

E | e e
| | | Central Lang,
seie . .. an . . I ‘ Inbmpura
r T L S
My dear P4, | |

|
i ’ |
1 am sure yau:'f-:{.i:'t___e"-*-ﬁii}e,\ f" ?
t This is my figst 18tet in! English, and, X am, writing it to |
you. To whom elsemﬁ?ldari-‘w#_ite it but toryea lv*Writing leiers |
in " English i3 onc @fcthe Tessoils my newscheplBas faughtme |

Our English_teacher has taught us “all about Letter-writ-
ing. He wants us-tolwrite letters in English to pur friends
and others if t&]-ay also know English. This, 4 think, will hslp
students to improve their English, e deiin

! ) ’ ...":_ 1, "t i : ;s
Of courss, I wrote this letter and got it gorracted by tie

tcacher and |l am now reWrifing if. ° |

My new|school.is eertainly. a better place thag our local
school, Here] we Hhave many facilitis: onr teaclers are good ;
there are many. activities after school. The librdry is big;
students can [borrow-books every week. I think, -you|have really
belped me by puttitg me into this schoo! in Year|10. 1 have

lots of things to learn, I do not find my class. work difficult;
1 am able to do well ;in all my subjects. |

My English is \,}'qu:‘.;,} BE?’ I think, 1 can do WTP in it after
sometime, In| class, we (ry 1o speak in English; qur teacher,
too,; speaks %e-waﬂ&he-tmm English.  Theie iy 2 common

A } d3XIM
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p\'} Q(:j‘ > '_‘_‘J{:'“ Ci'_"i't—’i
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assembly eovery Tuesday; the Principal takes the assembly ;
speaks in very good but simple Bnglish, We enjoy it so much; Fme‘

TATIMore next time, 1Al at, &Emma aarqﬁa} My Kivd Regards,
HMAADKHMOD DMIe23 99X
Your loving son,

Appan.

[Q0].¢- 3
ol

TO ONE'S FATHER ASKING HIM TO SEND A BOOK
OR SOME MONEY TO BUY A BJOK, MENTION' THE

‘MME [RF -F#LE BQ?‘}’ i uvov 2ban 1otisl 2l 7 i |

smoz diiw leriqeod ni 918 woy IRd) VR -sﬁﬂ’l High' g‘;‘iaﬁt‘:i
ot QIS -Jii s povy Is0dw WwWomnA 1 Wﬂ vmyig |{J It ;.
dogaots 5.-“.-% sdomiogd [suen ooy ,.__.;--,.-_: bt Jghp_lgm poy 2qsiis
goiwe ei pmidion ye1qd .emoitesilqmos -g
Ly T fatn
otk ,.4&& o5 svom 3id & ad ot Svelide etd *

meseurmb HUigge BHest) mfnhema. }‘Ewcme smabrfor
ﬁ'ﬁuﬁfﬁﬁ* odi 11 *edd o urlih o P leasesget meva copy ofthe
latest edition of 7 The " AdwinsadV leative g0 Dictionaxy of

O‘Uur;ﬁ‘lt E‘;ﬂ:!"‘ﬂ bot ,00! 1siisl vm ol gnitiaw i

fon inghis baok “15%36'& availablsidaere, Byvénoifdt -mava;ﬂabm; it
§ 3h1d “#t0% higher” price, Moiher!'saysithath sho thasn’the
" Hi6hey. s ‘BBl costs' Rs 300/ vbat -inis wortH fhe: money.

It is ‘the’ dictionary for a student like me. Oug-qurg

d:ecqpa;;aenq[s{ it I‘Jsgltltl%rz So, let f%lf%tp:-eﬁ:gg 131rihday present for ;

me this, tune. ‘]‘ha ;/ou. 5 s : ' j
10} asdetw boog lis bos zisysig

I hope to hear from you sppn; if you ore coming home
1;[ ;che Pnd oi‘ the month, you may bring the book with you.

Yith, lots and lots of Love,

¢ Yo ave z‘nlbegt ]"}G?c?!'&;!,,l

flve)

...... . _ Your loving daughter,
Kunchu,

he besk

bfealbh:_

§

E

i
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of : vidmeteg onl zeda! laqionitd odi ;yabasuT
leni¥ (dovnt oz 3i voine oW .t ::'5’.7';'!.:3 slgmis tud boog vi1av ni edgeq
SHCPETTER. 70 ONE'S UNCLE» WHOQ 018 ‘1N HOSPITAL
. EXPRESSING CONCERN

102 .gaivol

{19ve yidmogas

JAsgah
i 105, Galle Road,
Colombo.
2-5-1991
A008 A QH3e OT MIH OWIJRA S3BETAT 28K«
Iy det0ogl IO(g A YUE OT YSVONM OMOZ S

Pray, this letter finds you in better héa&h just hd a
letter - framsister. to say that you are in hospital with some
complu_aucms; I.der not know what you are suffering from,
Perhaps vou are: affected with your usual backache and stomach
complications. Pray, nothing is serious.

Uncle, you have to be a bit more careful in your diet

“@nd habitso> You normally act against doctor’sadvice, Now

- othat yow are-in hospital ‘under  the -cafe: of | Dr., Ward}aiothf
© 3 ameosure Cyou s will -have -a-speedy recovery., -

I am writing to my father too, today, 1o “sse that 'you
+igetc thevbest  attention -pessible. It’s .a.pity -that 1 am not
orineaf yol o0 dormy , mite. You are ;n~-m;( prayers ; all the
stime and Tram snre, The Imd will. lglcss you w&h a qm.ck

azi:mﬁer;u 5[ :.-:- 8 30l t0ib *odl® 2l
ol qdesTq T = ,
R T hope to sce: you “Soon as a no;mal persoﬂ “W,tth m}'
E prayers and all good wmhes for your qu1ck recovery,
0.  omod goiwos 918 yoy 1 . ! 1s8d of ogod I
goy diiw Jood ed? gaitd vam wov

' Your 1ovmg nephew

ﬁ eertfn

Co

..,_4.., — " N
otrigusb ""-"“ 0%

=}

rrf\op ')'_'
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'TQ . FRIEND FOR 'THE _ VERY KIND HOSP[TAL[TY
RECEIVED DURING ONE S STAY A’I‘ HIS OR HE{ HUME»

smapevedil Paradise Lane,
A Mangalapura.
15-3-1991.

My dcar Krtshna -

T, wntmg this | letter soon after .my. amval hmne after
two wonderful weeks’ stay with you. I cannot express my
feelings in words for the very, very kind care ana comfurts
wwou have - given “me” 'during my stay with yon. Yours'lis ‘a
Home* away from ' ~Home ; Slovely U.placet-  Your “Pa
and Ma have looked after me hke ‘one _of their_own children.
What lovmg hospitality ! How can I“ever forgct the ,d‘c;hcn_ous
food and the rich variety! - Your Pa has gpent ma‘rry
hours dnrmg the ‘week-ends takmg me around and shosm;g
me places,. You are al] really. great' - ok

rper

_ [ look forward for ‘the day when you with ‘your pareuts
“will visit“us, T hope, ‘you will spend your chrlstma*s vacatton
.- w:th us and “make us l‘I happv o

My "lnvmg regards’ to y{ﬂlr parents and ‘my best mshé‘s
to you. Please write to me. With ots of “fove;:

A Taay i~ Sttt r- AT PO

Your ever lovifig ffiend,
atre T T _ ol b '\. o SR Ay . W 0 -,. P # rxm‘é}aﬁ.‘.}'“

.
Mleiur Bmon
e .,



f‘? 4? 8 ;g:a ;:.Ugr HL QFI THE
%{g{iﬁ%gi LE L"@Asﬁ ATI p 5 AR

24, New Road,

Snel szibsis' Uthayagama.
LwqslsynsM 4231991
100] = I
My dear 73 6*1 :
Lnder A 1g9b vM

I'sm very pisased to get your letter this - ,,0-'1” Thank
Ak TRO# T Tyt e HE 6 1:3}“0%*’ 4 ‘#R%ﬁ%f”’wﬁ’ﬁcn to
e f&ﬂ!{ﬁ]&ﬂw@ﬁ goy fiw ye¥e ‘pdsew luvheboow
?Ji‘(wﬂm..r bos 3180 baid vv ,pov edi 101 ebiow ni agmilss

* ailtisugand shol gou are '.kﬁeﬂ;r'eiﬁhbdﬂgrﬂnﬂiﬁﬂgc $vdd know
lﬁm eaad Gm-d-uek-,md alesy a%gisi!esi m'i vrwn * omoH

ablj w pwu 1is I am 1':., 3 L,m
20} J" 3:? {sw*fo ér:{?:ir “gnt f’)}-f t‘iia L“w 3 4"50? i

4 Wz u:, fee % Jﬂ,if,l e UHg qg(j oL, "b
gﬂ{ﬁ at ., gi te you age tg e to
i !
m, ?(Mf)y 3{"5 f‘g ™ ”‘\f' nw ‘é me rﬁ

‘l-!i

mean t} tol!ow a "ourss B C’o upmer g\..en leie g’lf‘u §0

AR, Plgss ka the ity wheig 1 gan study; pad sain 3 £ood

ofemtifcite, of, diploma, This, will definitely 4 gt e yia, 20pd
job with good pay somcwn% Perhaps, yg;;,fl-.qu Rovgibe
left school after the O level, followed a course in computer
seiencennd vBOWyohesihassa wice §obeinea Fipdn Colombo
getting a foupfiguce M}ﬁbs W .am of stiw sessld .woy ol

I can complete the courss in 2 year and can be sure of

ﬁrféak ‘;BQ‘!"'-' 1a9ve juoY

Writeuido me again when you find the time, With every
geed wish to wou,

As EBver a friend,
Ranian.
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amiaisad A OT A9T17T4.0 JAMAOCHHMI HMA
A ETTER TO A FRIEND ASKING HIM 10 EXCUSE
: Ii’W- % bHOR A QUARREL HE OR SHE HAD
With Hiﬂ: we{l sivod?
Syabro2 ixsn disd sez s twods woH --,,w‘q'&sgg,,v%lh;ﬁﬂﬂh
008 BI9MEB0 IWOY g[‘l;d Saimey 9 m{ 1 YRl
poy ,91u2 ptofde wsl g sidsi jewm I lesmsq é"“ﬁ:cﬁg !]BQ%;INFI

Dear Shankar ¢ voy Ynow smoo liw

Jfr.:rlqtﬁss ﬁéru%'diﬁ L@£ nm gd b rpnpab :;u%% af’y}'l#' sitot
you really think of me! You h'ne ﬂWuyE becn vory "y nice t

smg butjothgvothesnday cdn 1iseliooliok vas @t liktle supsdt. that
of) Had quarcelledswith .y inithdoPresencs of othgrs, tlsam
really sorry for what 1 did, Ifebléaw mian‘}imi? Hiwsnyour

}easc Em 1::5 Be,a nice boy o3 Aclise
Iestpe A R RRcFiS a2 o B G0

.tmm"h? aunie guy that [ shouldn’t bave acted in the way
I dmbodith you in class. '

-go0 gkl ojgod oagle? A i‘B? {‘? 55%51543 g *Shafind;,
siotfSP ol ST T 130 TR 0 UG ag 3% you
see me at my home on Su%iaj evening ? We must have tea
together; forgive and formet ail the silly things that have taken
& Dladesiv 6o ®woy 1o bosinl e soiteluigTgmos weiisl & SOW

tﬁldﬂ‘iﬁlnﬂu
¢ 0o DY, Patents are very, very angry with me that I have

heenhﬁﬁsg,ymgo you, Please come home once and make us
3l happy.) § bope to hear from you soon.
BVsH mzb .IM

o smen ooy we: 1 28 gooe 28 oiisl zidi gnm I@&Iﬂ,
giitesnigne ng now svsd voy 186} goivee “eweM vii 11:?01

1 _bosbal .ogbiidmeD ni 2sibuse sisobsig-leod - 101 q!ﬁm

teomnew ym uoy 19110 bas noilosisz 1woy Yo bucig olivp ms

vlotmid 8 2i 31 3 svisesh yldoin woy ,womd T |2noiislitssgoeo
| et ynem oy o nolingoosy
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AN INFORMAL IETTFR TO A FR[END

Homer SWeet Home,
“2nd Jung
Short:e Dear

Why “very” quiet? How about a sea bath next Sunday?
Will ryon "come? If you’re coming, bring your camera too.
Films at your expense! [ must take a few shots. Sure, you
will come, won’t you? -

_ Where's your dad? Did he scold you when you went home
late lasl week—-end? :

T've a lot to tell you about that fame guy, Soma. He’s
tagain “trying te gote Colombo, But, Where 5 he to fmd thc
money? That’s his pmblem j .

Your mcnd,
“Soma.

P, S, That bloke Hari borrowed. my Science book; He's keep-
ing it for months, Please ask him ta return it early. .
¥ S 8 B
Write a letter congratulating a friend of yours on winning a
scholarship. PR
svad I te _“--EswaraIVasg_f’
- “Shivapura, "
gl “ 6 October 199
My dear Nawa,
I am. writing this letter as soon as I saw your name in
todays “Daiiy News' saying that you have won an "Dgineering
am quite proud of your selectnon and offer you my warmest

congratulations! I know, you richly deserve it. It is a timely
recognifion of your many merifs !



-t 27 —

I am sur¢ your parents will be very glad although your
Mum would feel sorry to niis§ vou for two years.

Lt is my; stncere . msh aml prayer .that you achieve more
a.nd qmorein life. and bc gn, assct to all of us and to th,c country

J'When are wyouleaving? - | would - ll&e 0 586 “you., bg:{gpe
you go. Please remember that here is a good friend of yours
who will always glory in all your achievements waiching your
progress w1th _great interest !

May-:the Maker biess you well! Please write to me early.
\wth my Smcere Best Wishas,

As always a friend

Sankar

- NI .:f-'. J-..,,.. 9' - -.'. =y e ; -: 10%W

A friend of yours has invited You to dinner) ‘But you are unable

to attend. Write @ I%tter fel]’mg I:im the reasons tﬁat plmnt you
from domg §0. qgas

[ o mon “ wh odmoloT o “Ananda: Liodge”
slie on oV - loitsmimexe yonsiozocdAlagapérac: [haod
'My dear RanJLt g '

‘Thank you very “much for mvmng me to dmn.e{ on Fmday
the first of December. [ am sorry, I may ot be able to come

as’ I shall’®e ' away 90 "Kandy foF ‘ao week® fo attend the
Weddmg of my cousin.

“breally feelosad oto muss your dinner shich I know, wﬂl be

a grand one with lots of delicacies. How can I ever forgst the

choice food I had with you in January this year to celebrate
“your sister™s’ “Wedding,

@eavey my kind regards to all at home, I shall be seeing
you on my return from Kandy. | wish you all the best.

Yours sincerely,
Santosh.
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woy fAgvodiis baly viev od lhiw 2inersq 1wov swe ms 1
2185V owi 10l Do Y 19 .'-;v,-.g'; a1 bivow oM

3"%?4 gtter ?é %IMPI 58? )’%i"’ fﬁﬁer “in”'Coloimbe’ to find
wcii" er “yon conld “sta? with Bl for a week, Tell %im ‘you
Wﬂ e in’ Colombo fora week snd the purpose eﬁ@wsmﬁlt

2100y 10 bnsitl boog s 2f 919d isd) dmamer 978s 03 UoY
ey goidotsw uemsveifdos woy le ni violg evswis lliw -'-ri-'
!l2svaini 1Bang 10

5 : = School Laue
Ji1ee sm 03 slnw oessi9 llisw wvoy a2 ,in “{’ffeﬁ"t}ah{a
“Miiréh 92, 19,
W

This letter will cause yop some surprise. If is does, 1
won’t be surprised since met only once before two
pears ago wwhenayousswere oinuJpna,@n..a bt visit, ik am
ithae teldost; 150 «0f.. MryiiRillai . niyour, friend, .BoW Weiking in
Kawait, I hope vyou are well and happy. ve gaiob moy}

“sbchvebitenfe in Colombe for a week from the 15th of
April tossitisamldccountancy exarination. As I have no suitable
plgtk 14dristayy! My mother wants me to write to you to find
out whether I could stay with you. In cise u have any
difficuity, pleass do not worry, 1 could stay‘xﬁ hfé’gé}“’ér
RS Wit Sifabgeants, | 1oum U0V oy SlosdT

o100 03 oids =d o vem 1 .y1102 ms | ‘1517%::.'-3'?}';(} Yo teut ady
ot Please let meoknow by themext,post.if I gould sfay with
you. misvoy ym Yo goibbew
od llivp Ty eay! Home'join"rmé inveending yow:theirs Kind-Regards.
ol 31537101 19vs [ ns0 woH .2siosoileb 10 2iol diiw smo bus s
aterdslsn of yeey 2id! vieunsl of woy dliw bed I boe? agiodo

| r-:;a‘énm-sw%i;.-
gaisse sd Hede I smod 38 lis ot sbisgsr buid ‘[n f%@%l'
Jeed sdd llg woy deiw 1 yboed monl mnis 10 HOY

Viersomia 2ywo0¥Y

dzolns?
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28 30 S0 LLER evewls a1 womd ! domdw yiisq 1uov
Suppoqe 2 frrend or someone from Colombo wriles @i similar detter,
to you 33 Nimal d;ﬂ to his, fathvfs friznd to hmi out whe!her
hg, cmalr; be your uest for ? Week; write the Jrepld” ﬁia will

send him or her. o lsde., 20180 HEe o

Kirigama:iosdD
10 November 199.,.

.‘_‘{- i \_‘4 . Uov

Dear Moil@ﬁ: s

I am pleased to receive vour letter, Thank you. Pleass
be assured that oothing will delight us more than playing
host to our friends. Our dogry are always open. You can
walk in anytime and be with us as long as you wish. It
will be our pleasure to make your, &ﬁ}ghgylt&ﬂgﬁtpf;’l}r@!}
pleasant and enjo_‘;ablci

Sc no qmre Iettcr wntlug* Drop .n any tims I am

As everd agfficnt

rauy e £T ~ i H . Sankﬂre
(IOY L TI8 IW 19502 Doog m1 woy eboil 1381s] aidd vey9

1 Teilas 18 1T .3asbi: 32--,. vode 1ssfl of bashni bs
1 sd oooz ooy isd Liig JGIT92 1603 loa B :Jri;

Having acceptec.. an invitation to a%tezﬂ your fl;s@@’s,, Q;:mﬁ,;g
mfty something happens to yon the day before it that provents
w‘m*ﬁ‘dtﬁ‘*aﬂemﬁﬁﬁl "Write'# %ﬂﬁ"lﬁbﬁ“ﬁnl&fmﬁg] iﬁw u‘éﬁs*mc

*S:at‘ pi‘e‘?’ﬁﬁfs §on “aﬂil é%t‘mss y&nr ‘Wﬁ%@’ joy s
' 1nsbios ewoi + 10, Lanke Koad "
Prettygama,
i1 il 5"I"" i II102 !if ;Ilﬁth‘)‘ﬁeﬁem&ﬁ 199
B&r’ G;eﬂfgé' 18 (E,an eyt 28 hiw oV woird 1 i W
"\v 2 2w Sl oW sdw sy1oM

This letter will cause you some sorrow ‘asd dnxicty” A
all, T won't be able to attend your party tomorrow. 1 have O'f‘ slt
Hﬁﬂ"ﬁr feadtite “ih my right hand after a fall from my hike. It's
a minencofe and my hand is in plaster. [ am advised complete
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bed rest for a month by my decior. I'm terribly sorry to miss
your party which T know is always a thrilling one bat it's
1o} 'ase worrying over tits © Lo o1l snosmor 30 Laaid

.. You ‘are in I'_I'lynlthhﬁg{h{-‘g_.lgﬁd"%l f,'évjéi‘:["’;yd}i ‘many happy
returns. Remember me to all ‘onr filends. Please give my N gards
to your,, parents, ). shall sec you when I'm better, =% “99

Cheersl 1.4

L | 't::im:fmﬂ Ol .
Yours sir_l\qerely,

UL IV] LAOU
Peter

gzpol9 .voy doedT 159l wov ovisdst 0 Dbo2Rsiq
i 1041 ab Iliw Tigtion

) 134 1wl .2 i
} 7 oy & ol 2a 2u diitw od b
MBI _._" 153 -"_:i:_s'.. VB JIUDY SABLKT Of OTURE .'_-
Write George’s reply Peter. L
e e i s e s 22, RiYerside, o
TR omi} ¢as o1 [ gosnw 19%sl  VI0@ OO " 0C

. New Town

am1aw 1o voy boe2 ev Jo HA .Isvims 1ONAJHIEWS iy
»LVEE U Dedember, 199-..

My dear ‘PSIEI:,_ 2A

Pra);“tﬁié letter finds you in good cheer. We are all very
sad indeed to hear about your -accident. It’s great roliefl that
you are after all not that serious and that yowll soon be up
gt 3bout g, 07 bustis o) coltalivai nn betgezon gaiva

PeT £ .
m ’v{‘f M =

;oo Of course; we. missed NQR-a"lDL".;f-MY parents, hgparliéulﬂ;,
felt your absence. Nothingcan be,done now., We plan to have
another party as soon as you recover—more in celcbration of

your W&ﬁdeffdi‘;-eﬁqa@ from a serious accident !
L | hﬁiiﬁitmmi?ﬁ“ with some of our friends anytime next

weck. T know you will take things nicely, and wem't be too
miserable in bed. More ‘when we meet. Wish you a_swift

{=55TA VislY [E WOl S0z DOy QBUSY it

;l'. ,Y LB | ' - : =} - £ g P - : » -
,-,Eg.‘q.-:q [ -wonomod \{J16q 100y Dnalls of 9108 90 Jnow 1 Ll
‘3 _.odlid : {ydoin v As Bver a friend

orelqmos bezivbe ms 1 .eseslq ol ei busd ym bos Meorgesin s

4
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This is a ¢ Pen Pals * adverrlsement that appeared ia ﬂ:e Dan,-,
News of yesterday; 1, am student and my mother tongue s
English. 1 like to: write to. boys and girls in Sri Lanka who
are inferested in having pen-friends in Canada, | Please write

t0: A B Char!ee Apt. 20, Broadway, Toronto Canadg, »
Answer this advertxsement

Sunny valley,
Subhalokapuri,
Sri Lanka, .

-~ 14th. March 199,,,

Dear Charles; "¢ [000s el apiviy yidsiine
- éféeﬁﬁgf'td you from Sri Lanka!

I am. wntmg this letter as soon as I saw your advertise
ment in the Dagy News of yesterday. Well, T hope you
will find me a good friend.

You can see what I lock like from the Photograph I
am “enclosing.” T am ‘a' lad 15 years old, about 5feet 4 inches
in helgﬁt and ‘of fair complean My photograph is l]OL a
recent one- and I am afraid it is an jnformal shot I shall
send you a befter one next time.

I dttend” a secondary school and ‘am in the G.C.E.
class. T am smmg the final examination in Degembgr thls year. I
hope o continue my studies. and 80 10 the. University., . 1 like; to,
do law. My favourite subject is Mathematws, my, hobby ,S

phllate!y I can send some very good stamps of qn Lanka
if? you hke . S

s £ LR my famﬂy I have Awo, smters and
a brother. They are all scnool-gomg My father is a mech-
afie. and’ ‘my mother~ does not' ‘go“to w*ork She runs the
home and ‘looks ‘after ug.© odwsm &8 ws 1 .81



1 have many things to tell yyou of my c>uatry and its
people Just now, I like to be brief. Renember, I am very
mieh! itk redtod 1 ianys ke VG PR e Wl #89mo® al Wl
mé move! abolibr yowr Ene #ebuknowe yhir (iakeEssl 1army
next lefter) Tishall tiyito tel yewlmorcsbivnw add my homed

sl Eﬁ‘éﬂqdo@“%ﬁ ni sbmsitl-meg goived ni bomeowinl om
® shanaD) oimotel .yswbeond 0L gt a‘)l%s ﬁnéerélﬂ
inomseii ;mk éfkia ﬁmm&

yeilev yaaue 15

Imagnﬁé“’lfé'l.’! I reccived a letter for the first time from 2
Pen-fricnd/frbh ‘A2 overseas counfry wio has got your address
feoliPla I PHE  Ciun,

Reply bim suiiably ziviog all detalls about yourselfindD) 1ss0

lgdnel ne morl wovi®yHespital.Road
Protty Ga na

-seiltavbe Wwov Wee 1 28 no02 28 siisl 21 T—-’H’ﬁ;\
poy agod T JlsW thlD Vi ‘m pwall ¥ (rh,g:lgg/a:wm

basiti booz r stit bod [iw

Dedr Edward,
wolodg odi _morl sdil dool 1 isdw 968 nsd oX

'i Your lettsr ;}5}3523 5 40P youn pedspal cams;de, Me A3
a%easam %ﬁﬁgg%gmﬁﬂﬂﬂlﬁﬂ@i uch. Infagt, £ aavealways,
1o sgmsone in,.yeur couniryy This, being my

ff‘lahcr Eﬂu me ke you allr?.aot} SER.\’-"{?A{: sitsd g woy bnse

Iam8 mkar md ami' ourteen in the ext gorth
off S, 1?& Lsgove J} %13? }g W&il glgf

Colds S I“‘ﬁ’é@"@ h8o% aqm rx‘n { )m “flilii
“OBK 291 iile mm
ST b L i, o o

siog] 12 1o eqmsle boog yisv smoz bose nso 1 .yl mllﬁn
1 attend a senior school in town and I am Dow in the

‘0" Level class. I play cricket 'TIS much as_you do andllam

i’f‘meﬁiﬁﬁ'of"'tﬁe-’%ﬁo | cricket tedm, © obTe o iE

-doam & 2i 15t yM .zaiog-lo ,m» lie 18 vodT .tediond &
01 s h&'h}"y ﬁ&FOFﬁEW}m&;ALagfﬂo B0k, DavE A Very: 2ood
camera. I am a member of the sohoel’s,cameraginb, I thisk
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I can send you some very ‘good shots. " Feor a ‘start, '] am’ en.
closing a ‘photograph of “mine’ and a few 'others showing 'some
of the typical local scenery 'of aSri 'Lankan willage. i

1 also collect stamps and I would like to have from y;iu'-
some very good stamps of your country, If vou are interested
in stamps-of my country, ['can send you Some nice ‘ones from
time to time, - i ]

I must stop now as T have some homework to do. I hops
you:will 'write and tell'me more gbout you and: vour country.

Yours sincerely,
S, 8, Sankar,

16

A feter to an ,A'meric.an' friend who ﬁaé aSk_e,d you _:'fogr_ 2
description of a typical Sri Lankan village, its environment,
people, occupation. efc., ete.,

¢ Farmi View 7,
»Paradise Lane, -
: Uththarapuri.
iASr Lanka) ©
| -y "'Ogtohqr_._léé;...
Dear Ben,

1. have your yery interesting, leiter telling me. about life
in the cities in your country. Thank you ever;so much, |

Your; cities  are, certainly fascinating.,, 1 very. much like
to visit them! :

You bave asked” me for a''description’ of 4 typicall Sii-
Lankan: village. ;Well, almost all ourvillages are, very much
alike, . We bave more, villages than towns or cities. . Nature
reigns supreme in our villages with trees, gardens, _ fields,
open lands and a variety of birds,

The a'\'rer-agi‘é: size of a village is about two or thyee
square’ miles in size. The village is not crowded. The people
WL—3
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knows ong another intimatelyor thchas vits: social (customs: aky 1
is fraditioniwboundsdidt whiss fiss templesiochirehes: caid cotherols
social welfare ceafiies. n¢The ilanessdnd vroads inod m:lhaa»am to
parrow but they are well- 1§ud out. Trans ort trq ? afrt
of ‘thé ’ﬁ&unti‘y" %o"auﬁfﬁef“’f 3;1 i‘é:@ ¥6 a*&r"‘* Ta

bajestsliu S1f l.!l 1WOY
oo Most rof she apmplaoarnnﬁarws; mfmmemmﬁmmkm o
of course, there are also the white-collar workers sand q@rasni

fessionals,
sqod | .ob o} Arowemod Smog SVEL | &8 won qole fesm |

tﬁmdecadm zorbetwmrargwmik villages: were Hm:kmrd.mﬁw W
thin lés have cha?ged now, For instance, electricity or quick
trai pbrf or facilities for recreation were absent then. Today
every’ ‘“#ﬁﬁfge is electrically lit and has all that makes life

SN 0e

comfortable. a1
t h
a iqut;gr' f2 e 5 ry a1 “weﬂgl_%ke%r\}crv 208 13t?ult A
oderaity that coimes with ‘?{Da‘i e un t .inhangf-.-j the .

the

rura ?im" ene )dfllr villages ight s ?
cheerful atmosphere and the urhaﬁ poﬂi’fﬁozj 0!‘ l'lm orts
might affecti thenral sweetness and simplicity. That is some-
thing mhdoﬂ?mﬂwant to happen !

Théh’% dm%}a ?ur villages is its farmers, craftsmen and
work rq ‘simple, unspoilt people; they are innocent
and eéply reI;g:ous Our farms and gardens arc a feast
to the eye. g8 el

1w Ofriend, “iS° Vety ‘ﬁu&*]m&és‘@bdﬁmadé‘oi‘he* ééuttry
and mmnﬁdéﬁtﬁcﬂm Fﬁd NlouoD 8OV O 281010 afld o1

oAif SREN entlose’ ith”“ﬂf&%tf#"‘é’ﬂ"few“”inéﬁﬁ“dé'b‘i)c‘hng
our village and its general scemery. Perhaps e dohld @
[ev'gal“%@ H‘% W’qi;-'@ulé w t@l’_ﬂwﬂwx‘, ri ”f'\.’

dopihi! 1 Have? Hikd '8 |divE g0l 4 fhir Iae& of it |

vlﬂ §’ shall 'ellVyotl” 1‘3%)1‘&“"3 oy’ rdxe "1 sHall cldse now' *
Sy Best wishies! 07 ’,“““" Wo ni" omewque eagion

ebuid 1o vyishiev & bos ebaoel mego
3 : . Yours si
souly 10 owl Juods ef sgelliv & lo oxie 33118;;:,?062?

slqoaq odT .bebwow lon &f sgelliv sdT a9 Saravauan.. ., ..

E—IW
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eqadisd " i z2im  ton ob YfPwoo o 01 2iofiziv Jeom bns
Jiauoo aidf siziv woy Y lszwwoy i esz bluos woy vab sao
A Jette a# pen-pal describi b
a0 l?!wf 15iis IEBHI? L.f»\(e 341?% Ff]g .».lrl:ﬂs .?I Sr,'l 1%‘%‘1
uDv' m()‘}
Mount Road

yls1somiz 2iw0Y Kandagiriya,

trnsdidsU I3 November 199, .,
My dear Catherine, 1!
mgaﬁi"‘trﬁﬁj’?nﬁ%t?‘ﬁeﬁ?ﬂ}g ai%ﬁfus jﬁiﬁgﬁou’fﬁfﬁavé 2ot fd

ﬂ J

earheriﬁetiiel‘ by now. i’ ant ﬁ%e or a f%w ht}mfis today,

Lithowght {hmuld;q(mite and tell you something of the
birds in.<Spidbanke.s?

As 1 told ya:%ua in' one of my earlier letters, gur r, . dsland,
is a miniature aviary. You could see a lot of them, a
Varigty ‘6 “the &‘*f#rg"é" srifall “5did "fin§ onke 6f wiftiitolours
Happil Adiosa g Ol >Rty ol &Ver 16oking “for waa‘*

pecking at berries and feeding on grains, insects and “grubs. °

A1 ;u. id _ ¢bis bisg sved Jeum woy .189b slonl

! am ﬁa gﬂ Ognﬂyn}*nke “@i}' $RIEEON: IWM?“’}_&@ “T
day Iswx, thesﬁ?x%ﬂ%m;shsssok%mﬁ magpies. mynahs,
green parrots, long beaked honessnmk%mbaﬁbﬁi% f@lbm&!
km E-gst}ers, wood (peckers and . the cuinmrrnﬁ black crow of

cowrse all Birds fcp mﬁ“ mers by Galing, & O s :F%.mif‘fd

segis,dhpts 3‘51?0%,}3;3% §r§ arg, some who, are c e“ver

builders like the weaver-blr s and the ta1lor bxrds w o ma e

lft?ﬁ]leaf‘eh%{s“j o1 woy 1sdi midi sM bos g9 ¢M
148 uoy

goideiw oi bae woY goldosdy ni s miof

“\?F say somet n ‘dﬂ thr rpeia(,pock one Qf the
most b[g.utlfu'fﬂ IS with feathers of - many bi

many l'rl é:‘a fgfs}_
with its long, blue, thick tail which it can opcn Y(e
Itods: grandv/tosed a peacock dance. Have you not heard

of the simile, ““as proud as a peacock™?
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We have a special bird sanctuary. It is a paradise of birds
and most visitors to our country do not miss it. Perhaps
one day you could see it yourself if you vigit this country,

'"must stop now. Shall write to you again after hearing
from you,

Yours sincerely,
Uthihami.

18

A letter fo_ your uncle thanking 'im for the blrthday present
he cem you State what the present is and why you JlLe it’

B i - 5117 Opp: "Rural Hospltal,
Suntharagama. !
19-5-199.,.

}

My ﬁear uncle,

& cannqt :hank you e,neugh for the 1ovely preaent of a'
Paikﬁl‘ pen! I like its golour, the gold cap - and tl;p nib. thh.

a fine pomt' L A W R

Uncle dear, you must have paxd ttdy b;g sum for it.
I am teally touched by your " very kmd thoughts “fat ' me !

You''are, indéed a charming au_d wonderful unclc' And I’m

your very, very, lueky meca'

~ I'm wrltmg thls letter wnth your Pen Oh 1t wz‘ites
beauhfn]ly‘ This pen will rermnd me of Jou | everytlme “Y'dse

Thanks a ‘million for this" Verv grancl and uaeful ‘present.

My Pa and Ma think that you are vers! lavish, _ TJ:;ﬁy,

]om me in thanking you and in wishing you all the best.

My prayers for your health and hagpmess. Wlth Lote.
‘md Iots of love

H  sonsb Jooossq » Your'loving: niece)
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A letter to your encle whose son is staymg with you and
atfending’ the schnf;l yau g0 to. Ht joined your scheol al the
"beginm:ffz of "this" term ‘and " your uncle wants fo know hew he
is progressing. Write to him all about his son and his’ pmui“ess
in class,

disl 25, Second Cross Road,
Vasanthapura,
3-3-199...

My dear unele,

We are very glad to hear from you. Thank  you,mever
so much. Your son Mohan too has got yours. His reply
is enclosed. " s _ 01 flover ¢ sosd

Have no more worries about him. You will be glad to
know that he''is 'making ' good ‘progress; “His ' ‘classmaster is
full of “praise for ‘him. ‘He doesn’t think 'that 'he i3> a dud.
Of course, he is weak in Maths, but, he'§simproving. ‘We
have arranged a private tutor for l:nm. He comes to help
hrm durmg weck-‘ends ' i, O ¥

Mohan s nat the carelcss &r mugnfey b,(;y as; you . tb,mk
-@f_.hlﬂa, He uisi veryonice!. Of . course,o heomisses both you
and auatie.| ‘Why 1;not both of dvou.. visil,|bs,on a sheet
.*hslrday" ’Ihis will pep up ‘n@han oivise Isivo? ol mo1

He hkes us and our home after ali Wﬁ.:..‘li‘ieli';(lj stréiiéérs
to him, We are doing oun bestito make hus | stay | quite
enjovable | here, Socrsedie = 4 .

Please teﬂ aunllt ot to woary about h;m

All join me in semmg you their best mshew Kind
Regards,

You_r.é loyvingly.
iafdl 01 SiB@avi.ine
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41 le’“ﬁir rg_ ““:}!ﬂqp}lt n? %ry‘uurs; wlm 1_! ;Iflgg ‘anxqu )tpﬁhggr
gom ym:u after;d !l;g news _ﬁat = ]; ”ar?& was badly Int hg,_llﬁe
rec“m g ? !m raln_) jvode lls mid o) sIiW  .opisesigolg 2i

21L
poply ni
Market lane.
Upputhurai,
5-9-199..,

DearuFernandé] vov motl 1esd ol bslg viev s W
g1 elH  .z2woy tog 2sd oo1 nsdoM nge 1w oY .dovmn

Thank you so much for your very kind lettoﬁaa,qg gour
concern for us.

ot bely sd lliw voY .wmid jvodeg esimow siom on sve

o ma‘hwnaperslhavqemd;ra little tm‘:mhfpfafthehgaleuaﬁm
and Mosds:cheres I ithink ' :And <50 _yob ore.impsét, after
adadingivthe;papersd Jud  adieM o desw 2 5ri szmpoo 10

]

qlad o) 2smoo sH .mid 101 ‘10lud Sisving & Dsgnens n.;,r-
Of course, my parents and elde;gnshgrg,,say pthet e
haven‘t had such a gale and continuous down pour in recent

iyedis.JoBut; the 1688l or damagessoare!! ndi? shatsilatming.
UAY aYeal onvisach’ occasions,!(the  vpoortliving “in lowdying
Iareds, ‘in'mud-huts “ were 'badly ‘hit! bat" they! ‘Had. «timely help
from the Social Services .oBepartmentiogndiwothed Vahintary
bodies. How sansfacﬁory or plentifal it was, 1 nq_t[ tell.

e13308712 00 218 118 Mol 150 DOB .q_, gad
21ip Thetlgale” mprooied @il 'old tides 3.!."lt'ﬁér@*§ra§ "‘losé'"l!é the
poor cuitivators; their crops were destroyed. Almio'¥‘alPthe fields
and gardens went &mde; flood  waters_ but  fhe, flogds, soon
subsided. Roads at certian pomts were impassable for a day
bep Atwozodziw Jeed Tid) wpoy gaibmee ni om miof (1A
LDTER3 N
As | said, the poor had to be evacuated; they stayed
ih"s6hools! Otemples and churches for a few days and then
went ‘back to their homes.

AL A = Y
!
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no longer there. It was a fine tree that gave us shade and its
sweet fruit. When you come here next, you can feel the
difference yourself! assd T209 AHN

it wddfe_is back to« normal:have no (wormigs s mote when
rrolie mcel, next, . Conyey “our, regards to, vour parsiis., God
~ou§£§%’> sommmoy 1o iozestond e Yo “blido rigyd od) * azmw
islz09 sdi vd bsovbouni zsw 1l .usmivsH Logsmm! IV 20im
beeasley pigtinfl 18510 098] aadeiO U no sivtesA Yo 3gadl
01 1mew bnsd eild Yo seu odi :0V81 ami bisd 1209 vl eﬁf"'
ni 203832 botinl) od) of EVBI mi sdasd 12 & sibal ,aqm
thieD) Inteoq art © belles od of smso 3 .2 U sy ni EV8]
taotied gaibnogesviod ¢ 3 bsllss asmieH o1

Dbigo teoq 8 ovisost 10 sew see ywd Ixsm Woy hedw 02
! g2ls gridivravs s 1i boided yiolz s esd 1i 1ed! tsdimomon

mol bysad aved voy 2duvest polisnimexd oJ .A ssorfw businl & oT
1 Jalony gid

f

sa8l bnoos2
SswEisA ‘¢ & e
leES

bng 2’A owT lanoieluisrgnoD lesitiseH YM

mov neo woY !sopsmioheg bibuolge & ef o' owT

gorlaiW 1208 .nooz poy 992 lisd2 .1i twods buog od llsw
! bayos-lig

baiviA

-



_+ WRITING POST CARDS

fHE POST CARD

Do yod' know the “stofy of - *The' Post Card* — 'the liitle
Ceommereial weitder? The idea 'of this cheap postal sfationery
was °the brain child® of a Professor of Commerce & Econo-
mics, Mr. Tmmanue) Herman., [t was introduced bv the Postal
Dept. of Austria on 7 October, 1869. Great Britain released
‘the first Post Card in 1870: the use of this card went to
Europe, India & Sri Lanka in 1873; to the United States io
1873. In the U. S. it came to be called ° the Postal Card®.
Prof. Herman called it © Corresponding Karte °.

So, when you next buy, ses, use Or receive a post card,
remember that it has a story behind it as everything else!

To a friend whose A. L. Examinatiou resolts you have heard from
his uncle,

I

Second Lane,
Rajawatte,
2391

My Heartiest Congratulations! Two A's and
Two B's is a splendid performance! You can very
well be proud about it. Shall see you soon. Best Wishes
al=round !

Arvingd,

i =
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To'a mend who fikes o own ® raéﬁgbm- abm:r year decrs’hm to
-sell yours and why you want o 5ell it .

Church Roadf-r
Koilkandy, |
12-5-01,

Dad- wants' some - money - badly ‘and 0. am
dplling my wacibgohikeyo Ifioaduridre interested dn it,
1/ please 216t e “know’ or Psee “Wie “Hs soo “As “this
" card finds vou', ‘otherwise,“'pass this ‘informution ta-
|, those who are interested. Thank yon.

Nelson

HOII9R V1

TO A NEWS - AGENT ASKING HIM TO RENEW YOUR
SUBSCRIPTION' FOR  THE MONTHLY ‘STUDENT’S
DIGES¥

Navagama M, V,
iiNavatkali.
“15-501 10 9l
My svbscription to The Student’s Digest cxpires
next  month. "P}easg' renew it for another yedr
begmnma July, 1991 and bill” ‘ine the cost to make
my. rgmittance. My Subs, . No: 778, Ihank yﬁu

. St:resh_.
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Suppose you are the Secretary of the Youth League of your village;

o write, @, post. cavd Jinforming, committee members, that the meeting
fixed for next week-end has been postponed. State,the,)easous.

Rising Star Youth Leagum

rbasdlio Priyapura.
i"‘ )-gl 10'3'1991

Ibh'\. ] ! I“ﬁ‘ }

s~ ThensExecutive *Committee” Meetingbrfixed for
i nextt- Sunday-hasobeen | postponed oas the Bn&!dent
idis .away. . The .next,.date will, be .informed, in du

|
f
i by course,, AnY inconyenience,, caused 19, you s regratied

soy Ansdl .beieswslui 918 ofy -pegii.it
Secretary.

nozls¥l

Write a post card to a Bookshop drawing attention to an order for
books you have sent two weeks ago, asking for early action.

5' J(i( :-'v;_.‘.-::; "‘\‘ ’J'L‘{ -‘-“'! g T""lk\)' 1% ¥ b lrﬂ l}'l 1}{:‘-
2TVRAUT2* YJIHTHAOM HHT 409 sdﬁﬁdl‘-l Tanef 12
Navagaing; TO1C]

s 1991

vV .M pmegsvs¥
Lilishallsthank you for an early reply 1o m
letter of j@rdz (October for a copy of ¢ Hlustrat
Longman’s English Dictionary’ and for a copy
| ** Practical English Grammar” by Thompﬁ‘on
arigqrs $2eei(l 2'tnshuiZ sdT o) noblgimoedu: yM
Jf’ the | books are agg}!able and if you. ar
" unable to ‘;gnd lhemr, oy ¥V P L. shall, be glaﬁ
to sencf you ,tfu: égst aﬂ?d tj:e nostal charge:, 0
‘Hearig from you. Thank e you  for Proipt adfion.

BV

rf' 2] R, Sankad.
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Your) friead dn' Cotorbe bas’ wWritten (to’' yoir“to '$a% tha'lie 'is
‘visiting you!) during thé Decenbeér' vacution and likes to’ spedd 'a
few days with yow. Send him a post card that yﬂu‘lw“hoﬂﬁg
f?mayi U R P MEPNSY.

L0Bd  piqias )
Lmsgidingde Tank View,
0] 1adotoD ! Uththaragama,
26 October, 1991

Qulte plcaspd tu recewq our ;. I;te;r Thank
'y?‘“‘ My par?nts and q_r;; ‘th ;ﬁled va\ﬁ’t you w;ll
' with _us in pcember 'Yqu gan be heIc any
tinie"band Stay ror as many  days as you like. It
Jwilb1be oursspleasurento hive byou nwithous ‘and do
everything | spossible sto make yodr v stay - quite 1¢om- |
fortable and enjovable. Can mest you atothe'station
yqy InIPr&l me in time. Best wishes,

s pi————p sl IR

I'TT

& A rfriendof yoiirs borrowed n story book fromyou. " He'proniibed
to retorn it in a week but he hasn’t, Write a post ¢a¥P td ‘him

askmg hm to retorn the book early.. . -
! L0811 10000% i
| s1ugsisd Main Road,
1]...0e1 2 19don0 Santhipura
i pura,

6 August 199 .

gonivodustie fewvlined touremind wyou ofiay book
#t The (Frojam! Hors¢' "’ swhich you' rethowed’ fromomy |
|| | bookbiase! neathy!la’ month' agol frast “og would |
| | | have! gomy threugh itcby WowovAs 1! aed ittrgently, |
| “please sel it 1oeackes whe | as205001h sasothis! -caédmseeb
you. Thanks. Lotdei'W 1298 1@ sd) eo

uAis? Sankar,
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. Write, a post card . to, your friend: iaviling ' him toluttend a
. function. at home. Specify  time aml date and. (e vatdre; of
the fonction,. 189 eoq g : rEb v

HiPiy  FU

Temple Lane, |
Shanthigama, |
2 October 199,

|

I shall fike to have you, with me on the pcoasmn
“off ﬁry birthday party on- ?IO-EQQn at 4 p,m. This|
is an :nf'ormal ote and I am metmg only i fow
“of my ﬂ{!:ii and dcar ones., No [presents, pleasg, |

If :youwican find tht t:me, ‘please beopresent.
Your  presence - will dein@ht me - ami all nat | home |
Thanicyou; 1oy m ; ) old

'Rbh’i;m K'um'aa.}

4

Wntp, an mformal ;epiy of; -aueeptamﬂw the aboveion/ a
upmt m'd. 200 1§ o531 W 1281 i} W & i - th

o oy A% r13ds il oy
rlvpa d_add pag 0} _jgn A

MR =, et —Seti5oT Tare—
beos nisl Rajapura, |
October 5, 199.,,

4 Thank. you Iso much fon vour cardyinviting
| ymes ko) your birthday omithe 9th. | How cedan ' iss |
| | Lit2. ,Its  something, L aw, waitingfor..andisoq | |
shail .be: ptesent, - Even . without | yourinintimation, [ |
would . have come because 1- know your blrirhday falls |
on the 9th. Best Wishes,

Satkunam,
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Write: 2 (postreard’ (6o vour cuncle felling bim' thist: voar - father
who: was; il sometiie ngm:md Was in bospmﬂ hias) Come Iwm
and is better now. oo ; e 0

Alagapura,
10-10-199. .

You will be glad to know that Pa has come
home" after a’ week’s stdy in’ I:rospﬂal Hes very
much bette; now, “almost ﬂormal' The doctor has
adyised _him _to rc.st for_a few days befom he conld';
resume  worlk,, Pa hlmself wxll write.. you soon and.
wants me to tell you not to worry about him, Of

COUrse, “he would like to see you over the week-and
~if-you_find the time. Thank yow.

Saravanan,

Write a post card to a pablishing firm in Colombg asking
for the latest catalogme of Eaglish hooks,

Free Town High School,
Navapura,
y 10-108-199...

I shall be glad to receive from you your
latest catalogue of English Language and Literature
books. As spon as I get your catalogue, | shall
send vou an order for some of the books that
will interest me. Thank you for an early reply.

A. B. Charles,




Yeouliare il apd!) bavé pofl: porier to "ischool) for«overom - week)/
Waite a..post. .cardiido- your friend:  telling -him,about vow: and~
asking him to see yom during the week-end. .von 19119 2 haw

! S1Ugeysis Cross Road,
I ... eRI-0[0] Paranagama,
‘ 9-10-199...

!
i omoy  ead !;:1 iedy womd of beig sd Hiw woY ;
| ¥ v?_é'gl-lm‘,mqa%ﬁ“s’%i Yol W?-.ﬁ“&?ﬂ}@ms 1.8
@?aneoi @ Ez;elff _ Wﬁbnﬁl}, -.'Iai-tﬂ%?klsa “ﬂ)u q’%ge {5l
absence (0 34::091 for a week now. Could 'you
miebt > mé iiring “the week-end”if T ant ndt trotibiing”
ybu? Mote "whed! We méer! THENK ‘you, 0w i |
10  .wid wods 110w of ton wov llst o1 sm 20sw
bos-dssw sdl 16v0 UOY sse of adil bluow oHSUNSfso

por JdpedT st .dJ_MH_

BNRVEISE

goides odmoloD mf wall goidelidug & o bwes deog & SNIW
Edood deilgad Yo osugolstgs i=siel adt 10}

Joodo?d dgiH nwoT sofi
SBIqEVEN
€ ...QRIW-0I ki

woy Doy moil svisos1 of bele sd lede 1
sunsroiid bos sgsugosld deilgnd Yo sugolsizo  Izsssl
ligdsa 1 ,sugolsiss oy Jo2 1 28 nooe eA  .zlood
1sis - 2dood erdi 1o emaz 101 1B e wov bnse
xlger viwse os 10! voy AnedT .sm feswsini lliw

saliedD 8 A
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INVITATIONS & REPLIES
FORMAL & INFORMAL

An Infornialcinvitationio” a friend inviting bhim / her to your
birthdaspaityoll 12 21
Bmg2ei s

...@@I I 19dms0sd 25, Play-way Lane,

Pleasant Town,

December 10th;s1991:50

Déﬁﬂol}h’ﬁ&bﬂ,l o080 woH .moustivii bnid woy 1ol oy dasdT
ﬁ@lq d lis u I $sdt ewe od ngo woY !noizsvoo luhebnow
reetmgs ‘
yi a birthday party on December 25th at 4 p, m.
and I s'hou n&é you to come. Your presence will make us ali
happy. Would*yo@l please let me know if you can ?

Yours sincerely,
David.
Ja1geH geirasngzri

W
29819 tolisM BE1
LS1gidiasd? i
001 rsdmsosU ditl “Rose Cot

Garden Lane,m M 180l

Peerpura,

vsbdiiid ooy of noilslivel sdi 101 dod6: Deceraber, 19947

131 yabavé oo viisg

Dear Kamala,

a{;l.ﬂ&i}? & 9 ﬂ ne Hi'['ﬁi
%Aj%f fmv’l i?w‘{h “Pete %ﬁfﬁfb 3 ?nw
and "1 §Ball “be"Gelighied to e You. ' Your prasefice |

will make the occasion quite enjoyable. Pleddd c?dn’f@'{m ? S

Thank you.
~Yviswemoiz swoY Yours sincerely,
slamad . _, Mary. o

el s | ‘Df.v,-ml' B, Ve v

hessas. Sonsign Tg‘ (’“\



Informal Replies:

B
il
L

&)

MADSHE 8 A
Accepiing the Invitstion

*The Creseent ™ " ©
15, Sky Blue Road,
Rajagama.
December 12, 199...

Dear Dawid,

Thank you for your kind invitation. How can I misssucha
wonderful occasion! You can be sure that I shall be present.

Yours sincerely, |
Dinesh

Expressing Hegret.

124, Market Place,
Shanthipura.
13th December, 199...

Dear Mary, s
Thank you'wery much for the invitation to your birthday
party on Sunday 16th.

I am afraid 1 shan’t be able to attend as { have to be in
Colpm‘bo ﬂ;af week-ead 10 see my, tlncle who is leaving for U. B .
I am._ Very ‘disappointed. 1do hope that all, goes well and 1 wish
you many happy returns,t

iorsoniz eivoY Yours sicnerely,

Kamala



v
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Writing a Formal fnvitation to a Birthday Party

Mr., and Mrs. Shan Devendra
request the pleasure of the company of
N. Ram Shankar
on the occasion of the 20th birthday celebrations of
their son
Theva Alex Bharathan
at 225, Bo-tree Road, at 5 p. m.
on Sunday December 25, 199..

R.S. V. P,

Formal Acceptance:

Mr. Ram Shankar thanks Mr, and Mrs. Shan Devendra
or their kind invitation to their son’s 20th birthday and has
great pleasure in accepting it.

December 10, 199...

Formal Reply expressing regret:

Mr. Ram Shankar thanks Mr. and Mrs, Shan Devendra
for the kind invitation to their som’s 20th birthday but very
much regrets that he is unable to attend owing fo a previous
engagement.

December 10, 199...
WL—4
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Prepare a2 Formal .vitation iaviting friends and ceiatizas Lo the
weddiag of Laxshni danghter of Hr. Siri Siva and his wife and
¢s the seception following it af Hotel Paradise. The bridegroom
is W, Kaberan The marriage will (ale place on 154-91 af
9 a.wm at the All Holy Temple, Sakthipura. Address the invitation

fo anyone whom you may fancy.

Mr. & Mrs. Siri Shiva

have the pleasure in inviting

Mr. & Mrs, Miss Rohan (Q“gugf_'.'ﬁ.......-.._

on the occasion of the murriage of
their daughier
LAKSHIMI
with
KUBERAN
son of Mr. & Mrs. Vishnusri
at
The All-Holy Temple, Sakthipura
on
Friday, April 15th, 1991 at' 9 a.m.
.and afterwards to the reception at

Hotel Paradise

10, Sunshine Road,
R.S. V.P. Paranagama.

et



e ]
Answer aceepting the invitation in formal style.

Mr. & Mrs. Rohan Ragulan thank My avd Mrs, Sivi Shiva
for their kind invitasion to attend the wedding of Lakshim: with
Kuberan at the All Holy Temple on Friday, April 15, 1991 and
afterwards at the reception.

Mr. & Mrs. Rohan Ragulan have much pleasure in
accepting the invitation. :

Answer in formal Style expressing inability to be present.

Mr. & Mrs. Rohan Ragulan thank Mr. and Mrs. Sici Shiva
for their kind ivitation to attend the wedding of Lakshimi with
Kuberan at The Al Holy Temple on Friday, April 15, 1991
and afterwards at the reception

Mr. & Mrs. Rohan Ragulan, howsver, regret thit becanse
of their child’s illness they are unable to attend. Th.y heartily
wish the couple every sactess,

Write a letter to a friead of yomrs who has recently married
wishing him well.

¢ New Castle
55, Park Road,
Anandapura.
2-2-199, .
Dear Sri,

All of us at home are delighted to hear of your marriage.
Aceept our Hearty Congratulations! It was a pity T couldn’t be
present at your wedding; 1 was away in India. I kpew of your
marriage only after my return. So I take this opportunity to
wish you and your partner in life the best of everything,
long life and everlasting prosperity.

With Every Good Wish,

As always a friend,
Sankar
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The Principal of your school is retiring from service. The
Students’ Union decides to accord him a fitting farewell. Suppose
you are the Secretary of the Union, prepare a formal invitation
card that could be sent to all parents and well.wishers asking

them to be present at the fumction.

THE STUDENTS’ UNION
of
THE NEW ROAD NATIONAL SCHOOL
willl be pleased to see

at the farewell function

to be held in honour of

C. D. VIDYA KALA GURU, ESQ.,
Principal,

on the eve of hig retirement on
Friday, December 5, 199... at 2 p. m.

in the school hall.

R.S.V.P.



OFFICIAL / BUSINESS LETTERS

A letter to the Head of a State Corporation asking for
permission to visit their factory.

Free Town Maha Vidyalaya,
Free Town,
April 2, 199...

The Manager,
The Chemical Corporation,
Paranthan.

Sir,

[ am writing this letter t> obtain your psrmission for
a group of forty Science pupils of the G.C. E. O™ Level
and “A” Level classes of our college to visit the factory
on any working day preferably on the 24th Apcil. We will
be accompanied by two of our teachers. We like to visit the
fastory to study the working of the machinery and the
manufacture of chemicals. We should be graweful to you
if one or two of your technical officers help us by explaining
the working of the factory when we visit it

We solicit an early and favourable reply. Thaok you,

Yours ftruly,
T, Sankar.
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A leitfe asking for o testimoaial from the: Head of your ald
schnal, '

* Sea View "
3, Galle Rood,
Colomb .
29 August 150,
The Prinsipal,
Green Strest College,
New  Towa.

Dear Sir,

This letter comes o you from Mohan Roy whe was a
pupil of yours for five years and left school in  December
last year after sitting the G. C. E. “0» Level Examination.

1 shall be glad to have from vou a testimonial as I am
applying for a job in a Firm in Colombo.

1 wish to mention, Sir, that | was a2 member of the
college athletic ieam and acquitted mysell creditably year
after vear in sports and games. | was also one of the
Junior Prefects and you have yoursell commended e
more than once on my high sense of duty and loyaity.
Mr. Roberts, my class master, will bzar testimony fo my
diligesnce and hardwork. The fact that T was a member of
the college debating team and did well in public spe akin-g
is well-known to vou,

{ trust that in the midst of many of your pressing
duties vou will e pleased to send me a testimonial early

Thank you.
With my Respectful Regards.

As ever a loval pupil,
R, Sankar

<
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TO THE HEAD OF ONE'S SCHOOL APPLYING FOR
LEAVE. STATING REASONS
Market Lane,
Manag:la Pattu,
4 April 1991.
The Principal,
New Town High School,
Navapura.

Dear Sir,
1 am a pupil in Year Eleven ‘B
] am confined to bed with a very bad attack of

dysentery. T am under treatment and my doctor has asked
me to take complste rest for a week.

I am, therefore, unable to attend school. [ begto apply
for a week's leave from today. Thank you.

I am, Sir,
Your obedient pupil,
L. T. Narayanan.

Ansther specimen on the above subject:
- Temple  View,
Sundaragama.
Anril 4, 1991
The Principal,
Government Girls” College,
Managalapura

Dear Madam,

I am sorty to inform you the passing awvay of my
grand father yesterday. The funeral will take place tomorrow.
As such, 1 shall not be able to attend “school the whols
of this week. Please excuse :ny abssnce.

I am studying in Year Ten. [ thank vou Yor your kind
permission. ;

I remain, Madam,
Yours respectfully,
A. B, Chandrakanthi,



i R e

Write a letter to a Book shop ordering for some books you
require. ;

‘ Merry Cot™
Mangalagama,
4th December 1991

The Lake House Book-shop,

Lake House,

Colombo.

Dear Sirs,

I shall be glad fo know whether the following books
are available with you:

1. Webster’s International English Dictionary
2. Dicken’s David Copperfield
3. Handbook of Modern Accounts by Sam & Ram,

If so, please despatch them by V. P. P, and mail me
the advice.

In case you are unable to accept a V. P. P, order, please
let me know the cost of the books and the postage so that
I shall send you the ‘amount by money order or cheque to
enable ‘'you to execute the order early.

Yours faithfully,

S. A. Barathan.

A letter to the Head of the C.T.B. of your region asking
for a special bus te carry a party of schoel children.

Free Town Maha Vidyalaya,
Free Town,

2nd March 199...
The Regional Manager,

Ceylon Transport Board,
Free Towa.

Sir,
SPECIAL BUS

I shall thank you to let me know whether you will be
able to provide us a Special Bus on 16th April 1991 at 8a. m.
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to take a party of forty pupils and four teachers to the
Paranthan' Chemical Factory. We will' be back the same
afternoon by 3 p.m. If you can comply with our request,
please reserve a bus for us and we shall be glad to pay
the rates as fixed by you, if necessary in advance,

We solicit an early reply.
Yours truly,

M. N, Kirthiraj,

A letter to the Chairman, Regional Transport Board complaining
about irregolar bus services.
Temple Lane,
Balagama,
1 September 199...
The Chairman,
Regional Transport Board,
Rajapura. :

Dear Sir,
IRREGULAR BUS SERVICE

This is to draw vour kind attention to the plight of the
commuters by bus from our village to the town,

The service has come down to such a state that hundreds
have to wait for long hours to get a bus. If and when a
bus arrives, it is jam-packed that children, the old and the
sick could not travel in them. Employees and school children are
the most affected. There is no school bus service although over
hundred children from ‘this area are attending the urban schools.
On many occasions several are forced to keep away from their
work for wantof a bus in time. It appears that buses plying
on this route do not follow a time table.

Hence I appeal to you on behalf of the people of this
area to remedy this situation. Your kind intervention alone
could bring about a solution. We shall thank you for prompt
action and speedy relief.

Yours Respectfully,
R. Shankar,
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A letter to the Head of yoor Locs! Authority asking bim to destray
all stray dogs in the area

Temple Lane,
Alagapura,
November 12 199 .,

The Chairman,
Local Development Council,

Sir,
STRAY DOGS

I am writing this letter to draw your kind and immedi-
ate attention to the problem of stray dogs There are as many
as two to three huuured stray dogs within our Council area.
Most of them are old and diseased. It is very likely that
some of them are rabid too.

These stray dogs are not only a nuisance but also a
danger to the people Most of these stray dogs are found
in or near the Jocal hospital, the market and the schools.
During the last five days, six people have been bitten by
stray dogs. Amongst them was an old lady. She was bitten
by u dog near the market while she was reiurning home from
the temple. She w@as admitted to the hospital and doctors
sav that her condition is rather bad.

As it is, little childre. and old people are not safe on
our public lanes and roads. We are afraid that unless you
take prompt action to have these dogs shol or otherwise
destroved. none of us are safs. Therefore please take immediate
action for which we shall be grateful. Thank you.

Yours truly,
D, Dharma Sri



.
A letter #o the Losal Authority on the problem of siray caftle,

No. 46, Temple View,
Inbhapura,
12th November 199...

The Chairman,
Village Coungil,
Alagapura.

Sir,
STRAY CATILE

This letter is sent to you to draw to vour immediate
attention to the considerable damages caused to ouf farms and
gardens by the siray cattle of the area. There ate over a
hundred stray animals that wander abouf both by day and
by pight destroying the crops in our fields and gardens.
Last weck over iwo acres of paddy plants were eaten by
these animals and last night .a whole vegetable garden was
destroved by them. They are a. nuisance to ihe poor, hard
working farmers of the village. We have on many occasions
told the owners of these animals not to allow them to wander
about. But, they are indifferent.

You may personally see the damages caused to our gardens
and fields if vou are interested,

We appeal to you for immediate action to put an end
to this inenace otherwise we will not b able to do any cultivation,
Any delay on your part would mean more damages and bardships
to the poor farmers, Therefore please take prompt action,

Thanks vou,

Yours faithfully,
A, B. Chandra



S (-

You find a lady’s hand-bag containing a few thoosand rapees
and other  valuasbles under the seat of a bus in which vou were
travelling. You also find in it ap envelope with an address written
on it. You entrust the bag with all its contents to the City
Police and write a leiter to the address found in the bag, Write
the letter which you wrote.

10, Central Road,
Navalokapura,
12 October 199...

Mrs, Margaret Joseph,
44/10, Northern Road,
Shanthipura.

Dear Madam,

This letter will cause you some surprise and perhaps lot
of joy if you have lost a hand-bag yesterday while travelling
in a city-bound bus, 1 was a passenger myself in the bus and
found a bag containing money and some valuables. Your address,
too, was found in the bag written on an envelope.

I therefore consider that the bag may belong to you. If
so, please claim it from the City Police to whom I have
entrusted it. It is up to you to establish your identity and proof
of articles you had in the bag to the satisfaction of the police:

In case you need any further assistance from me, you
may contact me at my address above. '

I shall be giad to know if you are the absentminded
owner of the bag,

Yours tuly,
A. Neethiraj.
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A letter to the Post Office that serves you to readdress all your
mails as from 1st April stating vour reasonms.
Temple View,

Palameoor.
20 March 1991
The Postmaster,
Post Office,
Palamoor.
Dear Sir,

REDIRECTING MAILS

As we are moving oui following the transfer of my father
to another station, I shall be glad if you will ensure that
all mails addressed to our address above are redirected to.
543, R. R.S. Road, Navapura. As from [-4-1991,

Thank you for your assistance,
Yours faithfully,

M. M. Majeed.

To the Local Aathority about its failure to remove daily the garbage
from the town.

New Road,
Old Town,
15 August 199...
The Chairman,
The Urban Council,
Old Town.
Sir,

STINKING GARBAGE

I am writing this letter to draw your kind and immedi-
ate attention to the highly insanitary condition of our town. It
has become an eye-sore, The health of the people are threatened,
All the refuse, dirt and garbage lie in heaps and thrown about
at every nook and corner. Almost at every door step one could
find all the left-overs. Flies, gnats and mosquitoes find these
rubbish heaps a safe haven to breed in. Even the drains are
stinking filled with garbage
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This is bacause the garbage is not removed daily and most
of the residents themselves are irresponsible.  The Council’s
truck does not go round daily although there isa truck in run-
ning condition. We understand that this truck is used for
other purposes but, it is primarily meant to be used for the
removal of garbage.

Our personal requests and protests to your staff have had)
no effect. Hence I make this appeal to you for your persona
altent io and immediate action in the interest of the health and
good life of your rate-payers. Thank. you.

Yours fruly,
R. Sankar.

A friend of yours is visiting Sri Lunka. He wanis you fo hook him
a room in & hotel for a short stay. He expects maximom comfort
with meals provided. He will stay for a week from March 10th
to March 17th.
Write to a hotel to make arrangements giving all details
16, Galle Road,
Colombo.
15th Janvary, 199...
The Manager,
Hotel De Luxe,
Colombo.

Dear Sir,
RESERVATION

1 shall be glad if you will be able to reserve a single rcom
with all facilities with meals provided for an overseas friend o
mine who is visiting Sri Lanka in March this year. He will be
staying for a week from March 10th, 1991, An advance deposit,
if necessary, will be paid as specified by you.

Please let me know whether you will be able to comply -ith
this request and how much the stay will cost for all facilities
provided. _

An ecarly reply will be appreciated.

' Yours faithfully,
8. 8. Panjan



Write a letter accepting an appointwent as Typist-Ulerk
offered to you by the Director of the Urban Tievelopment Council,
Anandapura, as from the first of next month.
10, Station Road,
Inbhapuri,
19th November 199...

The Director,

Urban Development Councl,

Anandapura,

Sir,

APPOINTMEN{-TYPIST CLERK

I have to acknowledge with thanks your letter No, 85/675 of
15th November, 1991, appointing me a typist clerk in your office
on the resalts of the interview held on 10th November, 1991,

While I thank you for the offer, I shall report for work on
the due date as indicated in the letter of appointment under
reference and assure you of my loyal and conscientious services

at all times,
Yours Respectfully,

S. Ray

Write a letter declining the offer siating reasons.
10, Station Road,
Srinagar.
19th November, 199...
The Director,
New Town Development Council,
Anandapura.
Sir, :

While I thank you for yoor letter No. 85/675 of 15-11-1991
appointing me a typist-clerk in the office of vour Council with
effect from 1-12-1991, 1 am sorry to inform you that as 1 have
already been chosen for a position in a Bank which is more
prospective, I am unable to accept your kind offer.

I am much obliged to you for the consideration shown.
Yours Respectfully,
Kumar John
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Transworld Trades, Ltd., Prince Street, Colombo has selected
you for appoiutment as Accounts Clerk as from the first of next
month and has sent you its letter of appoiniment. As you are
unable to assume duties on the first of next month, write a letter
accepting the offer and asking for time till the 15th of next month
to report for work stating valid reasons.

Church Lane,
Palaya Kulam,
24th November, 199...

Transworld Trades Ltd.,
Prince Street,
Colomba.

Dear Sirs,
APPOINTMENT-ACCOUNTS CLERK

I have great pleasure in accepting your appeintment with
thanks,

I am, however, unable to report for work on the first of
December as required by you as my present employers want me
to perfectall work entrusted to me before I leave them as the
year is coming to a close and a successor to take my place could
not be found immediately. As I have an obligation by my present
employess under whom I have worked for three years, I feel if
imperative that I clear all work in arrears before I get my release.

I shall therefore be glad if you will give me time till the 15th
December to assume duties at your office,

I shall thank you for a favourable repiy.

Yours faithfully,
R. A. Roy



We deal in all kinds of Farm Equipments, tools,
ploughs, Trailers and Tractors of Japanese manufac-
ture. Ample spares and after sales service available.
Please contact our Marketing Manager. RONSON
& CO., P. O. Box 1234, COLOMBO-3.

You read the sbove advertisemenf and is tempted to bmy « mini
tractor. Write a letter (o the Firin expressing yoor inteation and
asking for defaiis. Find out whether easy-payment ferms are
available,

Mo. 10, Model Farm,
Central Tank Scheme®
inbhapura.
15th December, 199.,.
The Macketing Manager,
Messrs. Ronson & Co., Ltd,,
P. O, Box 1234
Colombg-=3,

Dear Sir,
MINI TRACTOR

Your advertisement in the Ceylon * Daily News ™ on Farm
Machinery inferssts me. I am a middle class farmer growing
several crops on a five acre plot and desire to buy a mini tractor.

I should bes grateful if you would sead me further details
about models available, their prices and whether vou could sell
one on hire-purchase terms.

Also, let me know whether you have an acoredited dealer of
yours in our district with facilities for uadertaking routine main -
tenance and repair work as and when the need arises,

I look forward to heariog from you soon.
Yours faithfully,

(. Niranjan
W L—5
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« Wanted — Houses, Flats, Bungalows, Rooms, in Colombo
and suburbs for foreigners and nationals. Attractive terms arranged.
‘Write with all details to: Reatals and Property Sales Ltd.,
Colombo-5. »

Asssming vou have a house or houses and desire to reat or
sell them, respond to the above advertisement giving all details and
your expectations. The details you furnish mast give an exact
account of your premises :

SPECIMEN — 1

6, Lotus Road,
3 Colombo-3,
{5th December, 199...

Rentals & Property Sales, Ltd.,
Colombo-35.

* Dear Sirs,

1 am making this offer in reference to your advertisement in
he Ceylon Daily News of 10th December.

I have a fully furnished, warm, comfortable house with all
modern facilities in 2 posh residential area at Nugegoda, just a
quarter of a mile from the main road with three bedrooms, an
office room, two rather small rooms, a spacious verandah,
kitchen, a good bath room and a garage. There is an open com-
pound in front and a garden at the back.

This house will ideally suit a foreigner or a professional who
prefers quiet and clean surroundings.

R
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The house is now vacantiand is available in a day’s notice
It could be inspected, if necessary, at any time. For more

details, you may write to me or I could myself meet you at any
time. ]

Yours truly,
S. R. Premkomar

SPECIMEN—2

6, Nelson Avenue,
Colombo-10
December 25, 1991

Rentals & Property Sales Ltd.
Colombo-5.

Gentlemen,
ROOM—TO LET

This is in reply to your advertisement in * The Island  of
yesterday.

A room with attached toilet, separate entrance and other
facilities is available in a respectable home at address shownp
above.

I would prefer to let the room to a lady or gentlemen with
respectable references.

1 expect a monthly rent at currently prevailing rates, A
concession may be shown depending on the person that will come
into occupation as we prefer a sober person of respectability.

For further details, if necessary, please write to me or call
46321 between 4 and 6 p, m.

Yours truly,
R. R+ Keerthisri
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% Available for oceupition as from January two-bedroomed hoase
with all facilities, Quiet location. Close to schools and hospital-off
Galle Road, Dehiwela. Inguiries to: S. S. Stephen Senanayake,

50, Norris Road, Colombo. »

Write a letter in reply to the above advertisement stating that
you aeed it giving brief details of yourself that would interest the

landlord.

14, Trincomalee Street
Kandy,
25th December, 199...

S. S, Stephen Senanavake Esq.s
50, Norris Road,
Colombo,

Dear Sir,

f should be glad if you would consider my offer to rent out
your premises, which you have advertised as available as from
January, next vear.

T am in the Executive Service and am transferred to Colombo
as from the Ist January 1991, Tam married with two children,
both school-going. [ find fr:m the details you have advertised that
your premises would suit me. 1 could assure you that you would
find me an acceptable tenant in every way.

If you are willing to consider my request, [ shall be glad to
ses you anytime in Colombo. I shall thank you for an early

reply.

Yours truly,
S. A. Francis

N
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To the Local Authority of yonr area who plan to build a saper-
market pointing out its unsuitability and suggesting alternative plans:

-

5, Cross Road.
New Village,
14 December, 199...

The Secretary,
Village Council,
Navagama.

Dear Sir,
SUPER MARKET

We understand that you plan to put up a super market
within the council’s area. A supermarket in a typical village as
ours is a luxury. It will not bring the income that is expected.
Besides, a lot of monay will have to be spent to maintain it. In

every sense, a super market in a village area will not help anyone.
It would only prove a white elephant !

A single row of stalls is all what we need. A stall for selling
fish and meat will be popular and paying. The cost of maintain-
ing these stalls wil! not be heavy. The rental from the stalls
would be quite sufficient for meeting the cost.

Hence, we urge you to reconsider your decision to put up a
super market which we repeat will not help anyone.

Y ouirs truly,
8. S. Dzshabhanu
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A letter to an important personality inviting bim to .ﬁec!are open an
exhibition organised by your School Science Association of which
you are the Secretary. '

New Town High School,
13th November, 1991.

The Secretary,
Ministry of Education,
Colombo.

Dear Sir,

We should be glad if you would kindly consent to declare
open an exhibition in our school organised by the Science Associ-
ation on the 10th December 199] at 9 a. m.

While we are aware that this request of ours may cause you
some inconvenience, we trust that you will kindly accept our
invitation and grace us by your distinguished presence.

I shall thank you for a favourable reply,

Yours respectfully,

R. ). Chandran,
Hony, Secretary,



LETTERS TO THE PRESS

A letter to a National Daily or to the Editor of a Newspaper spoi-
lighting the conditions of our roads.

10, Riverside,
Mahapura,
5th, September, 199...

The Editor,
“ The Daily News?*’,
Colombo.

Sir,
ROADS IN RUIN

May I through the courtesy of your paper draw the attention
of the authorities to the state of almost all the main roads in our
district after the last raing and floods.

Never have our roads been so neglected as they are now,:
Even before the rains came, the roads were in a bad state but aftet
the heavy rains, conditions have become deplorable with pits and
pot-holes all over. All road-users, are badly inconvenienced.
Travel by anyone, anytime, cither on foot or in a vehicle ha®
become a severe test of physical endurance.

You will agree, Sir, that if these remain as they are now, they
are bound to affect progress, communication, commerce and trade
which in turn would retard our economy.

Hence it is high time those responsible gave immediate
thought to the repairs and proper maintenance of our highways
now in ruin,

Yours truly,
S. Deshapriya -



A letter to the Editor of a newspaper urging the need for a play-
ground io your tawn or village, '
Red Hill,
Santhipura,

17 September, 199...
The Editor,

““ The Times ”’,
Colombo.

Sir,
A playground is a long felt need of the village. As private

appeals to our local ¢ suncil have so far been unheeded, perhaps,
a little publicity will bring about the desired cffect,

Children returning from a hard day’s work at school must
play some outdoor games if they want to preserve their health
The value of physical exercise can hardly be under—estimated.
Unless necessary steps are taken by our local council to
construct a playground, our children are likely to neglect their
physical exercise, or will continue to play on the public road.
Surely it is highly dangerous for children to play on
public roads as there is every likelihood of their being knocked
down by passing vechicles, especially buses and lorries which
are most often driven at reckless speed.

Unless a proper playground is provided for children to
assemble and to spend their time playing useful games, there
is every likelihood of their taking to all sorts of bad habits
such as smoking, gambling and bullying one another. Disorder,
confusion and quarrels among children will breed indiscipline,
And children not under discipline from their early age are sure
to grow into men of low character given to all sorts of viees.
Such men will not make good citizens. :

I appeal to all who are interested in the welfare of children
to urge the need for a playground to this village or for a
matter of that to any village.
Yours truly,
R. Rohan.
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APPLICATION FOR JOBS

Answering advertisement for Employment Purpose

Narayanan, a lad of 17, from a poor home and jest out of
school is keen to get a job to help his parents. He sees the
foltowing advertisement and decides fo apply.

« A Firm needs young and intelligent people for employment
on casnal or temporary basis, Permanancy possible for the
smart and efficient,

Apply:- Elarm & Co., 25, Narrow Street, Broad Town.
Write the application that Narayanan will send.

Lotus Lane,
Suriyapura,
11 Japuary 199...
M/s, Blarm & Co.,
25, Narrow Street,
Broad Town.

Dear  Sirs,

I am writing this letter as soon as [ saw vour advertise-
ment in today’s ‘Sun’ inviting applications from young people
for casual and temporary employment,

To be brief, I may say that [am a lad of 17 just out
of school after sitting the ‘0" Level examination. I do not mean
to continue my siudies. I am looking for a job anywhere that
will suit me. I have the will to work and the capacity to
learn anv type of work quickly and to acquit myself well.

I am without any experience, Should you be pleased to
give me a trial, [ shall be able to give you every satisfac-
tion in my work and conduct. -

I shall be glad to supply vom with further deiails if necess-
ary or to ses vou at any time as vou may desire.
| look forward to hearing from vou,

Youss faithfully,
D). Naravanan.
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Answer the following advertisement: ‘ Wanted an Accounts Clerk
with or withont experience. Apply stating all details fo Box
No: 6688, C/o, The Daily News, Colombo,

No. 10, Green Tree Lane,
Prettygama,

New Town,

20 October 199, .,

]

.{0.

The Advertiser,

Box No: 6688,

Cjo. The Daily News,
Colombo.

Dear Sir,
ACCOUNTS CLERK

1 should be glad if you would consider how far my qualifi-
cation and other attainments meet with your requirements for the
above position for which you have advertised in the Daily News
of today.

I am a citizen of Sri Lanka, bachelor (spinster) aged 20 and
have got through the G, C. E. “ Q" Level examination of
December, 1990 with credit passes in English, Mathematics, and
General Science,

T have 2 good knowledge of Elementary Book-keeping and
Accounts and could use a type-writer with speed and accuracy.

I have some experience in Accounts having worked in a
temporary capacity as a Junior Clerk in the Accounts Section of
ABC Stores, New Town.

-
I am genuinely interested in 4 mercantile career and wish to
specialize in Accountancy.

_ 1 enclose copies of my educational and character certificates
which will bear testimony to my intelligence and integrity.

Should you be pleased to select me, I assure you, Sir, loyal
and conscientious services at all times,
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I should be glad to present myself for an interview atany
time most convenient to yourself.

I solicit the favour of an early reply. Thank you.

Yours respectfully,
A, B. C. Speedwin.

Wanted a smart, young, personable lady for appointment as
Receptionist in a Star Class Hotel. Attractive prospects offered
Apply: The Secretary, Hotel Paradise, Colombo.

18, Sunray Lane,
Mangalapura.
10 October, 198...
The Secretary,
Hotel Paradise,

Colombo.
Sir,
RECEPTIONIST
Your advertisement in today’'s “ Observer ” appeals to me
very much.

I am a Sri Lankan girl, unmarried, aged 20.

On completing my secondary eduocation, I underwent a
course of training in Secretarial work which included typing at
the Jasmine Finishing School for girls in my town. I have a good
command of written and spoken English while [ could also
speak some French and a little German. Even as a student,
I wanted to take to a job that would bring me in contact
with persons of all walks of life.

As Head Girl of the school during the last two years of
my stay, | had been a link between the teachers and the
taught and served in several student committees in charge of
arrangements and reception to visitors to school functions For
two years in succession, T was awarded the all-round stodent
badge.
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Presently, 1 am serving as pcrsonal clerk com typist to
the Managing Director of the Glamour Garment Factory in
the city.

As | am keen on securing a job that fascinates me as
you have advertised for, I offer my services.

Should vou be pleased 10 select me, 1 shali endeavour )
to give you every satisfaction.

h.

Yours faithfully,
(Miss) Kamala Ranjan.

ANSWER THE FOLLOWING ADVERTISEMENT:

Vacancies exist in the gensral and accounts section for intsiligent
clerks with or without experience. Knowledge of Accounts and
Typing would he an advantage but not essential. Submit your
Bio=data in the first instance to: The Personnel Manager,
Modern Equipments Ltd., Colombo,

NOTE: WHEN YOU REPLY TO SUCH AN ADVERTISE.
MENT, YOU MUST WRITE A COVERING LETTER TOO
AND ANNEX IT WITH YOUR BIO-DATA,

PART “A” is a specimen of the covering letier; PART “ B~
5 a gpacimen of the Bio-data.

PART “A" : The Letter to be sent along with the Bio-data,

15, Beach Road,
Mangalapura,

20 March 199...
The Personnel Manager,

Modern Equipments Ltd,,
Colombo.

L+ )

Dear Sir,
Cleriea! Position vide Adve, Daily News—March 18

I like to offer my services for one of the vacancies you have
advertised.

My Bio=data is annexed.
y {/Mﬁi

e *

a_ﬂ.ﬂé
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1 shall be glad to furnish you with further information that

you may requirs,

I trust that my application will receive your very kind con-
sideration. Thank you.

Yours Respectiully,
R. L. Srinimal.

PART “B " e
A SPECIMEN BIO-DATA. )
s D
Name; R. L. Srinimal P
Address : 15, Beach Road, Mangalapura. __,t_j
Age: 25 Years 04 Months, %
Nationality: Sri Lankan o
Civil Status : Unmarried, g.;

School attended :

Educational
Qualifications :

Present job:

Reasons for
applying for
this job:

References:

Other details:

R, L. Srinimal
Signatuze.

National College, New Town.

1. GCE " A ” Level.
2. Certificate in Book-keeping - Associate
Stage,
3. Pitman’s  Intermediate Certificate in
Stenography

Temporary Clerk ay Messrs. Ray & May
Co., Lid.,

Limited scope at present place; to seek
better prospects.

R. E. George, Esq., Principal, National
Collsge, New Town,

H. N. Ananda, Esq.,

Accountant, Motor Dept.,

Orient Motors, New Town.

Available for work at short notice.

Thank you
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Wanted for immediate employment in 2 Multi National Firm
a Shorthand Typist. Aypply giving deiails of qualification and
experience to: Box 679 C/o The Mail, Colembo.

“The Speed Cot,”
6, Narrow Lane,
Navagama,

20 October 19...

The Advertiser,
Box No. 679,
Clo The Mail
Colombo.

Dear Sirs,
SHORTHAND - TYPIST

With reference to your advertisment in today’s < Mail»
for the above position, I wish to apply for the same.

I am a Sri Lankan, bachelor aged 20 and [ am presently
serving as a stenographer at United Printers, New Town.

I was educated at the New Town High School and got
through the G. C.E. ‘O’ Level two years ago.

1 could take down with accuracy in shorthand about 80 W.
and type over 55 W. per minute respectively.

I desire to leave my present employers to better my
prospects and to gain more experience by engaging in res-
ponsible work in an office like yours.

I could give you satisfactory and loyal services.

I shall thank you for an early apply.

Yours faithfully,
S. 8. Seeralan

*-a <)

E
£

1
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A Modern Office needs a smart and intelligent stenographer,
Apply early giving all detals and salary expected to The
Secretary, Association of Architects, Colombo.

6, Rosewood Road,
Rajapura,
4th October, 19.,.

The Secretary,
Association of Archliects,
Colombo.

Dear Sir,

I am applying for post of English Stenographer advertised
by you in the Daily News of October 3, 1991.

[ am a spinster, aged 23. I received my entire education
at the New Town Madhya Maha Vidyalaya and left it in 1989
after passing the G. C.E. 'O’ Ievel Examination. ' Thereafter I
attended the National Commercial College and followed a course
in Stenography and General English and got through the final
Examination in both Shorthand and Typewriting held by
Pitmans, London. My speed in Shorthand is 110 W and in
Typing 60 W p. m. respectively.

Presently, 1 am working with a welfare organisation where
I do stencil cutting, duplicating, correspondence and filng.

I could present myself for an interview at any time that
may Suit you.

I should ask for a commencing salary of Rs. 1500/- monthly
besides other benefits that you offer your employees.

I enclose copies of all my certificates, one of which is
in my own handwriting while the others are typed, also by
me, to Serve as a sample of my typewriting.

Yours faithfully,
Ranee King
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If you are young and intelligent with aot Joss than 3 A-Level
passes including athematics and like fo make accountancy
your career, We could offer yoa a position a@s au Accounis
Trainee, Apply stating detsils to Meswrs Tall Young & Co.,
Ltd., Rainbew Street, Colombo. :

20, College Road |
New Town, o
215t October, 19... f
Messys Tall Young & Co,, Lid,,
Chartered Accountauts & Tax Consultants,

Rainbow Street,
Colombo-

Dear Sirs,
TRAINEE ACCOUNTS CLERKS

I should be glad if you would consider how far my attain-
ments meet with your requirement for the above paosition
advertised in this Week’s issue of *The Mercantile Review ™.

1 am 19 vyears of age and have just got through the
G. C. E. “A"” Level Examination with a distinction in Accounts
and passes in Economics and Mathematics.

{ am generally interested in a mercantile career and like
to gain professional competence in Accountancy.

I enclose a copy of the testimonial from the principal of
my school which will bear evidence to my integrity and intelli-
gence. Moreover, he has consented to give further information
about my capabilities to anyone who may write to him,

The fact that you are a reputed firm of Chartered Ac-
countants, I consider, will offer me the advantages I desire.
Should you be pleased to select me, 1 shall do my best to
give you every satisfaction in my work and conduct,

I solicit a favourable reply. Thank you.

Yours Respectfully,

N. R, Sankar
4 k4 €
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ERRATA
Section II, line 7, read ‘sen’ as ‘sent’ -
(e) read ‘yi.ir’ as ‘your’
Line 2, read ‘HB’ as ‘HER’

Para, 2, line one,. read ‘forward for’ as
forward to’

Letter No. 9, para. 2, read ‘choicc’ as ‘choice’
read ‘Dear Uenle’ as ‘Dear Uncle’
Para. 1, line 1 ¢ as ‘it ¢

Letter- No. 13 — insert ‘to’ in the instEuctions
after ‘reply’

Line 10, read ‘ivitation® as ‘invitalion’

Read ‘Thanks’ as ‘Thank’at the end of the letter.

Para, 1 last line *A’ in ‘as’ must be a small a*

and the words ‘as from 1.4.1991° form part of
the sentence. '

Line 9, Read ‘attentio’ as ‘attention’

Reéad ‘o’ as ‘*of” in line 2 of the letter below,
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