
Class Notes 

Class: X 
 

Topic: Letter to authority 
 

Date: 29 December,2020 Subject: ENGLISH 
 
 

A letter is a form of written communication. Letters are of two 

types: formal and informal. Formal letters include business letters, 

letter of complaints, letter to the editor of a daily, letter to an 

authority, letter to government officials, etc. While informal 

letters are written to friends, family and relatives, formal letters 

could be official letters, business letters, job applications or letters 

to editor. 

Language: Formal, assertive 
Format: 

 Self Address (Sender’s address) 

 Receiver’s Address 

 Date 

 Salutation (Sir/Madam) 

 Subject:  

 Content 

o Refer to previous communication or source of news or 
information 

o Status (position/issue) 

o Analysis and reasons 

o Suggestion/Action required 

 Closing: 

 Yours sincerely/truly 

 Signature 

 Full rank/name, if any 



 

 

Samples of Letter to an authority: 

As the Head Boy of your school, write a letter to the Principal 
requesting him to organise an excursion to Haridwar for an 
adventure holiday like white water rafting, rock climbing and 
mountaineering. 
Answer: 

K-257 
Kartan Nagar 
Delhi 110071 

6 February 2020 

The Principal 
Bhagirathi Public School 
Kartar Nagar 
Delhi 1100XX 

 

Subject: Request to organise an excursion for an adventure 
holiday 

 

Respected sir 

On behalf of the students of class XI, I request you to kindly 
arrange an adventure holiday for us. As this is our last year in 
school, we would like to have a four-to-five days holiday in the 
Himalayas where we can go for white water rafting, rock climbing 



and mountaineering. We feel our March holidays, following our 
final examination, are ideal for such an excursion. The time 
between sessions can be utilised for this purpose. 

I hope you will consider our request favourably. 

Thanking you 

Yours faithfully 
XYZ 
(Head Boy) 

Question  
You are Nishant/ Navya, the Head Boy/Girl of your school. Write a 
letter to the Principal requesting him to make internet facilities 
available to students in the library. 
Answer: 

B-66, Shahid Nagar 
Agra, U.P. XXXXXX 
4 April 20XX 

The Principal 

NavSikshaNiketan Senior Secondary School 
BholaNath Nagar 
Agra, U.P. XXXXXX 

 

Subject: Request for internet facilities for students in the library 

Sir 



On behalf of the entire students’ body of our school, I request you 
to please provide internet facilities in the library. 

Due to dearth of internet facilities, we feel quite inadequate when 
we come in contact with students of other schools. This facility 
will improve the quality of our work in all areas. Our project 
presentations will be more meaningful and our debates and 
speeches well researched. 

As you always put the students’ growth on top priority, please 
consider our request favourably and thereby oblige. 

Thanking you 

Yours faithfully 
Nishant Singh 
(Head Boy) 

Question  
As the Head Boy of your school, write a letter to the Principal 
requesting him for improvements in the school canteen. The 
hygienic conditions as well as the menu need to be looked into. 
Answer: 

222 A 
Vidyasagar Lane 
Kolkata 700019 

15 April 2020 

The Principal 
English Grammar Senior Secondary School 
Kolkata 700069 



 

Subject: Request to improve the school canteen 

 

Respected Sir 

On behalf of the entire student community, I request you to 
improve the school canteen. 
The canteen needs to be improved in all areas. The menu it offers 
is extremely limited and boring. The staff is unable to cope with 
the rush during recess; therefore, a self-help counter would be of 
great help. Most important, the hygienic conditions in the kitchen 
need to be looked into. Regular treatment is essential to eliminate 
cockroaches and other insects. The owner/contractor should issue 
gloves and aprons to the staff to ensure cleanliness. 

I hope you will consider our request favourably. 

Thanking you 

Yours faithfully 
XYZ 
(Head Boy) 

Exercise: 
1. As the Head Boy of your school, write a letter to the Principal 
requesting him for improvements in and updating of the school 
auditorium especially, the lights and sound systems which are old 
and outdated. 
2. You are Raghu/ Rashmi, Secretary of the Student’s union, Sri 
Ram College, Delhi. Write a letter to the Head Librarian requesting 



him for updating the library with encyclopaedia and other 
knowledge-related books. 

Content prepared at home. 


