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                      LETTER TO EDITOR 
 
                             FORMAT 
 

Sender’s Address                                             JG/37, Jindalgarh 
                                                                           JSPL, Raigarh (C.G) 
 
 

                                                                                                           ----------------------------------  
 

                                                                                                          27 July,2021                 

  
------------------------                                                -------------------------------- 
 
DATE                                                                 The Editor                                                                                

                                                                                                         The Hindustan Times              
----------------------                                                New Delhi         
                          
                                                                           ----------------------------------     

           
Receiver’s Address                                           Subject: Regarding…   

                                                                                                         
                                                                                                        ------------------------------------ 

 
---------------------                                                   Respected Sir 

 
SUBJECT  

 
----------------------                                                  Body 

 
Respected Sir 



 
 

 
 
 

BODY OF THE LETTER                                   Thanking you 
 

 

                                                                                                        Yours sincerely 
 
                                                                                  Wasim A.Q. 

----------------------- 
Thanking you 

 
---------------------- 

 
Yours sincerely  
 

 
 

             HOW TO WRITE A LETTER TO EDITOR  
 

 

Letter to editor is always written in three paragraphs. 
 

                                        Paragraph 1 
 Define your purpose of writing the letter. 
 
You can start by 
 
Through the columns of your esteemed newspaper, I would like to draw 
the attention of the concerned authorities/ concerned readers to the 
problem … 
 

                                         Paragraph 2  
Define the problem in detail. 
 
Specify at least three effects of the problem.  
 

                                         Paragraph 3 
  



 
 

Write the conclusion and the solutions you have if any. (Minimum of 2 
preferred solutions). 
 
 You can end by  
 
Through this letter, I request you to look into this matter seriously and take 
the necessary actions/steps. 
 

                                   SOME VALUE LINES 

 

1. Many times, complaints have been made but the authorities have 
turned deaf ear to our problem. 

 
2. The negligence of authorities has added fuel to the fire. 
 
3. The situation has gone from bad to worse. 
 

4. The authorities are just peeping through a distance and not taking 
any action. 
 

5. The problem has taken the shape of a hydra-headed monster. 
 

6. I think this problem is getting step-motherly treatment.    
                         

                     EXPECTED TOPICS  
 

1. About the bad condition of roads  
2. Misuse of public parks  
3. Falling law and order in your city  
4. Increased mobile addiction among students  
5. Liquor shops in a residential area and near schools 
6. Monkey Menace in your city  
7. Clean Yamuna/ Ganga River. 
8. Energy Conservation  
9. Rising prices and difficulty faced by poor people. 
10.Duty of individuals in COVID times.  

 

 



 
 

SAMPLES 

 
 
Q) You are very upset about the rising prices. You are convinced that 
inflation has made life difficult for the common man. Write a letter to the 
editor of newspaper describing the difficulties faced by poor families.  
  
JG/37, Jindalgarh 
JSPL, Raigarh (C.G.) 
--------------------------------------------------------------------------------------- 

27 July, 2021 

-------------------------------------------------------------------------------------- 

The Editor  
The Times of India  
New Delhi  

Subject-Regarding rising prices and inflation  

 

 

Respected Sir  
Through the columns of your esteemed newspaper, I wish to draw your 
attention towards the problem of inflation which has made life difficult for 
the common man.  
Nowadays, prices are rising at a high speed. The common man is the worst 
sufferer. The prices of essential commodities like wheat, rice, pulses, oil, 
milk, vegetables and groceries etc. are rising almost every month. This 
problem has crushed the common man and poor families. He cannot bear 
even the daily expenses of his family. This is giving rise to 
disappointments and dejections in their life. Corruption is also on the rise. 
In order to avoid a financial crisis, people are turning towards bribery 
which is the root cause of all evils. The society is taking a bad turn only 
because of inflation. 
It is high time that the concerned authorities should wake up to this social 
cause. I’d request the concerned authorities to take steps to control the 
rising prises and take action against the black marketeers. 

 
Thanking you. 

 
Yours sincerely  
Sahil Saxena 

 



 
 

 

Q) You are Aman /Amrita, a resident of Kotra Road, Raigarh. You are 
concerned about the water logging in your area during the rainy season. 
Write a letter to the editor of a newspaper highlighting the need to improve 
the condition of the road. 

 
H.N.24, Kotra Road 
Raigarh (C.G.) 
--------------------------------------------------------------------------------------------------- 
10th November 2020 

-------------------------------------------------------------------------------------------------- 
 

The Editor  
Delhi Times  
New Delhi 
---------------------------------------------------------------------------------------------------- 
 

Subject - Waterlogging and bad conditions of the road  
 
 

Dear Sir 
Through the columns of your esteemed newspaper, I would like to draw 
the attention of the concerned authorities towards the problem of 
waterlogging and bad conditions of the road. 
 
During the rainy season, water gets collected on the road. Due to this, 
there are now many potholes on the road which has become dangerous for 
the commuters. These potholes lead to long traffic jams and are the reason 
behind increasing road accidents day by day. Moreover, the staggered 
water has become a breeding ground for many insects and can lead to 
water-borne diseases. Drains are also left open which leads to people 
drowning in them. The situation is getting worse. 

 
An awareness drive must be created highlighting the situation. Concerned 
authorities should take steps in maintaining the drainage system and the 
conditions of the road as soon as possible. I hope you will give a wide 
publicity to my views. 

 
Yours sincerely  
Aman Agrawal 
 
 



 
 

Q) You are Aman Agrawal of Friends Colony, Raigarh. Write a letter to the 
Editor of ‘The Hindu, Raipur about the scarcity of water in your locality 
suggesting ways to improve the position of water supply.  
 
23/8, Friends Colony 

Raigarh (C.G.) 

--------------------------------------------------------------------------------- 
27 July, 2021 
------------------------------------------------------------------------------- 

 
 

The Editor  
The Hindu 
Raipur 
----------------------------------------------------------------------------------- 
Subject - Water scarcity  

----------------------------------------------------------------------------------- 
Respected Sir  
Through the columns of your esteemed newspaper, I would like to draw 
the attention of the concerned authorities towards the problem of water 
scarcity in the locality. 

 
 For the last six months, there has been the scarcity of water in the locality. 
The water is only supplied for 3-4 hours. Due to this, it becomes difficult to 
do household chores and store the water. People are facing problems. 
Many a time it has been seen that water supplied is unclean and dirty. 
Many complaints have been made but the authorities have turned a deaf 
ear. The situation is becoming worse. It may lead to severe scarcity of 
water and affect the health of the people. 
I request the concerned authorities to improve the quality and quantity of 
water supplied. I hope that it will find a place in your column and will act as 
an eye-opener for all. 
 

Yours sincerely 
Aman Agrawal 
 
 
 
 
 
 



 
 

 

 

EXTRA QUESTIONS 

 
1.You are Ram/ Rajani, a resident of Nagpur. You feel students 
should use the internet mostly for gaining knowledge rather than 
wasting away time merely on entertainment. Write a letter to the 
Editor of the newspaper, “The Harbinger”, 9 Bund Marg, Hyderabad 
pointing out how schools can control students’ net surfing at 
school and enable them to use the internet fruitfully.  
 

 
2.Along with air and water pollution, our cities are also under an 
attack of noise pollution. Marriage processions, DJs during 
wedding receptions, loud music from neighbourhood flats, etc are 
all sources of noise which is not good for the old, the ailing, and 
students. Write a letter to the editor of a local newspaper describing 
the problems and making a request to the concerned authorities to 
solve it. You are Karan/ Karuna.  
 
3.You are a social worker. You are upset as some reputed schools 
are admitting as many as 50 – 60 students in a section just to make 
extra money. This inappropriate teacher-student ratio adversely 
affects academic standards. Write a letter to the Editor, The Nation, 
Delhi highlighting this unfair practice. You are Rahul/Rashmi, 
41/178, Hind Colony, Delhi.  
 
4.You are Kamini/Kamal of 21/14, Civil Lines, Indira Nagar, Agra. 
The main road leading to the colony has three uncovered manholes 
which have caused a couple of accidents. Describing the accidents, 
write a letter to the Editor, ‘National Times’, drawing the attention of 
the Municipal Commissioner to this problem of the residents, 
requesting him to take appropriate action. 
  

 
5.A 72-year-old Municipal Councillor of your area expired last 
Friday and as she had desired, her body was donated to Army 
Medical College. It would be a second life for some persons 
receiving some vital organs retrieved from her body. Write a letter 
to the Editor, ‘Indian Times’, Chennai, highlighting the importance 
of donation of eyes and other organs to persons in need. You are 
Navita/Namit, 125, Sohna Road, Kodaikanal.  


