
   Class Notes 

Class: VIII DATE: 14.09.2020 

TOPIC: FORMAL LETTER SAMPLES Subject: ENGLISH 

 

FOR UNDERSTANDING PURPOSE ONLY 

QUESTION 1: You are Sanjeet of 122, Arjun Nagar, New Delhi. A number 
of scooters and cars are parked in your locality without any order, causing 
blockage of the streets. Write a letter to the local Secretary of the 
Residents’ Association complaining against this problem. 

Answer: 

122, Arjun Nagar 
New Delhi 

20th February, 2019 

Secretary 
Residents’ Association 
New Delhi 

Sir 

Subject- Complaint regarding the issue of bad parking habits in the locality. 

I would like to drive your attention to the bad parking habits of residents in 
our locality. It is resulting in a lot of chaos and no place for parking for 
those who come back late. 

Despite defining the area assigned to each vehicle, cars are parked amidst 
two parking spots. One vehicle occupies the space for 2-3 vehicles leading 
to mismanagement. Two-wheelers are placed nowhere near the allotted 
zone. This creates problem for other people as they have to then spend a 
lot of time finding parking spots in other localities. It induces frustration 
and tension for safety of vehicles. 

Various notices and warnings have been given to the rule-violators, but to 
our dismay, no betterment can be seen. I request you to take strict action 
as this is leading to fights between the residents. An effective and speedy 
action is expected considering the depth of the situation. 



Yours Sincerely 
Sanjeet 
A concerned citizen 

 

 

QUESTION 2: Write a letter to the in-charge of text-books section of 
NCERT, New Delhi complaining about the non-availability of text books 
even one month after beginning of new session. You are Rohit Rana 
reading in St. Xavier’s school, Delhi. 

Answer: 

Examination Hall 
St. Xavier’s School 
Delhi 

1st May, 2018 

North-west Supervisor 
NCERT Office 
Pitampura, Delhi 

Subject- Complaint regarding non-availability of textbooks. 

Respected Sir/Madam 

This is to bring to your notice that even after a month of commencement of 
classes; latest NCERT textbooks are not available at any bookstore. 

Students have to attend the school without textbooks. Some are borrowing 
the older versions of their seniors with out-dated syllabus. This is resulting 
in problems in learning and understanding. The lectures teachers are 
delivering are not having an effective impact on the students. 

Books play an important part in learning and Sir/Madam; I hope you 
understand the intensity of the situation. I request you to undertake a 
quick action in making the books available as soon as possible. I hope my 
complaint does not fall into deaf ears. 

Yours Sincerely 
Rohit Rana 

  



 

QUESTION 3: Write an application for a week’s leave to the Headmaster 

of your school as you are unable to attend school because of viral fever. 

Answer: 

A/12, Himalaya Heights 

Raigarh, 496001, CG 

 

10th September, 2020 

 

The Headmaster 

Model School, Abid Road 

Hyderabad-1 

Sub: Application for leave 

Sir 

I, Rakesh Parbhu, am a student of VIII E. I am in bed with an attack of viral 

fever. So I will not be able to attend school for a week. I request you to be 

kind enough to grant me leave for six days. I shall be absent from 11th 2020 

to 14th  September 2020. 

Yours obediently 

Rakesh Prabhu 

 

QUESTION 4: Write an application to your Class Teacher asking for a day 

leave for some personal work. 

Answer 



 

141, Pink Villa, 

G.T. Road, Punjab 

 

3rd March, 2020 

 

The Class Teacher 

The Senior Study School, 

Amritsar,Punjab 

 

Subject: Request for a day leave for personal work. 

Respected Sir/Madam 

With due regard, I ask to express that, I am an understudy in Class 7th B in 

your school. I have required a day leave because I have to go airport with 

my parents to see off my uncle who is going to aboard. 

In this way, I wouldn’t be able to attend to my classes tomorrow. 

Generously, permit me leave for one day (date). 

I will be obliged to you. 

Yours Obediently, 

Amber Shamim 

Class 7th (B), Roll No. 33 

 

CONTENT PREPARED AT HOME. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


