
   Class Notes 
Class: XI 
 

Topic: Writing Skill- Formal Letter 
             Type- Letter of Enquiry 
      Subject: English Core 

 

 

Purpose: To ask for information about a product or service. 
 

Points to Remember: 
 

• Read and understand the question carefully.  
• Note the key details to be included in the letter. (product/service required, nature of information 

required- quotation, brochure or any other detail, terms of payment like credit etc, any other 
relevant details) 

• Use formal language at all times. Language must be appropriate to the enquiry. 
• Keep it precise and to the point. 
• Avoid any unnecessary details. 
• Avoid colloquial language/ short forms (contractions). 
• Word Limit: 120-150 words. Maximum Marks( As per Rationalised Curriculum 2020-21): 5 marks 

(Format- 1 mark, Content- 2 marks, Expression- 2 marks) 
 

Steps/ Format of a Formal Letter: 
 

1. Sender’s Address (Be clear and precise. Preferably use not more than 2 lines.) 
Example: -   Ward-09, Subhash Chowk 
                       Raigarh-496001 
 

2. Date ( Use DD Month 20XX format) 
Example:     11th July, 2020 
 

3. Receiver’s Address ( Write in 3 lines) 
Example:     Receiver’s Name/Designation 
                      Organisation 
                      Place 
 

4. Subject (Be very specific. Must express the main purpose of writing the letter.) 
 

5. Salutation (Formal greeting to whom the letter is addressed) 
Example:     Sir/Madam or Dear Sir/Dear Madam (keeping in mind the gender of the addressee, if      
specified in the question) 
 

6. Body  ( Must include 3 parts) 
(i)  Introduction ( Must state the purpose of writing the letter)  
(ii) Information ( Include all the necessary details depending on the type of the letter)  
(iii) Conclusion ( State your comment, request, suggestion etc) 
 

7. Complimentary Close ( Courteous way of ending the letter) 
Example:    Yours truly/Yours sincerely/Yours obediently etc (Remember: No apostrophe (‘) must be 
used in ‘Yours’. The first letter of the second word; here, ‘t’, ‘s’, ‘o’; is never written in capital letter) 
 

Note:   
 One must not use a comma at the end of each line of the address. 
 Always leave one line space after every step and in between two paragraphs. 



Letter Of Enquiry (Sample Question- Product): 
 
You are Avinash/ Aneja Kumar, librarian of Swami Vivekananda Sr Secondary School, Vikaspuri, New Delhi. 
You wish to buy dictionaries and encyclopedias for your school library. Write a letter to Universal Book 
Suppliers, 14, Chandni Chowk, Delhi, asking them for a list of such books available with them, their 
publishers, special discounts for institutions, time taken for delivery and mode of payment.  
 

Sample Answer: 
 
Swami Vivekananda Sr Secondary School 
Vikaspuri, New Delhi 
 
11th July, 2020 
 
The Marketing Manager 
Universal Book Suppliers 
Chandni Chowk, Delhi 
 
Subject: Requirement of dictionaries and encyclopedias for school library 
 
Dear Sir 
 
We require the following dictionaries and encyclopedias for our school library. 
      

Sr No Product Description Quantity 

01 English Dictionary 20 

02 Hindi Dictionary 20 

03 English to Hindi Dictionary 15 

04 Children’s First Encyclopedia of Knowledge 30 

05 Encyclopedia of Aviation and Space Sciences 30 

06 Etymological Encyclopedia 10 

 
Kindly send us the list of such books, the publishers and the quotation mentioning the GST being charged 
on each product. Also do inform us about the suitable mode of payment and the time required for delivery 
of the books at the above address. We also request for the special discount available for institutions. 
 
You can mail us the details at library.swamivivekanadasrsecschool@gmail.com. 
 
We look forward to an early response. 
 
Yours truly 
Aneja Kumar 
Librarian 
 
 

Question For Practice: 
 
Write a letter in 120-150 words to the Export Manager, Overseas Fabrics Inc. Tokyo, a leading provider of 
fabrics for all sorts of clothes, enquiring about the availability of fabric in bulk quantity. You are Abraham 
Samuel, Purchase Manager, Apex Apparels Private Limited, a leading garment design house located at 
Mumbai. Also ask for the mode of payment, time taken for delivery and discounts available for bulk 
purchase. 
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Letter Of Enquiry (Sample Question- Service): 
 
You are Hardeepak Singh, a brilliant student who has completed his Class X from a small town in Himachal 
Pradesh, where not many facilities are available. Your friend showed you an advertisement published in 
‘The Telegraph’ about a reputed coaching centre in Delhi that offers coaching to IIT-JEE aspirants. Write a 
letter of enquiry to the Director, Surya Coaching Institute, Delhi asking for more details in 120-150 words.  
 
 

Sample Answer: 
 
4/44, Sadar Bazaar 
Manali-175131 
 
11th July, 2020 
 
The Director 
Surya Coaching Institute 
Delhi 
 
Subject: Enquiry about IIT-JEE Coaching classes 
 
Dear Sir 
 
This is with reference to your advertisement in ‘The Telegraph’ for IIT-JEE coaching classes for the session 
2020-21. I have completed my Class X examination under the CBSE board with an aggregate of 98.97 % and 
I am keen to join your institute to take coaching for the IIT-JEE examinations. 
 
Kindly let me know about the application procedure, duration of the programme and the frequency of 
classes per week. I also wish to be informed about the fee payable and the provision of study materials. I 
would also like to receive a brochure of your institute. 
 
You can send me the information and the brochure by post or at my email address 
singh.hardeepak@gmail.com. Your early response will enable me to decide fast. 
 
Thanking you in anticipation. 
 
Yours faithfully 
Hardeepak Singh 
 
 
 
 

Question For Practice: 
 
You are Manish/Manisha Verma fom 56, Saraswati Enclave, Rohini, New Delhi. You wish to make a 
pilgrimage to Badrinath, Kedarnath and Haridwar with your family of four members. Write a letter to Ideal 
Tours and Travels, Connaught Place, New Delhi enquiring about the schedule of their conducted tours by 
deluxe buses to these places. Also enquire about the charges per person, stay arrangements and total 
duration required for the tour. 

 

 

Please Note: Content Developed/Prepared Purely at Home                                                        Prepared by- PKL                                                                                                                          
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