
SECTION B- WRITING & GRAMMAR 
FORMAL LETTER 
Word Limit: 120 words 
Marks: 5 
IMPORTANT POINTS 
● Formal Letter is written in formal language. Sentences should be short and to the point. 
● Use Passive Voice where possible. 
● State the purpose clearly and concisely. 
● Be positive and polite. 
● Write one idea in one paragraph. 
● Always plan your letter. State the reason for writing the letter clearly and present the facts in logical order. 
● Subject should be brief. 
● Write within the word limit. (150 Words) 

AVOID THESE COMMON ERRORS 
● Don’t write Your’s instead of Yours. 
● Don’t write the entire letter in one paragraph. 
● Don’t ask the editor to do something about a problem. Students fail to realise that letters are meant to draw the attention of the concerned authorities to a particular problem. 
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FORMAT OF FORMAL LETTER TO THE EDITOR OF A NEWSPAPER 
SENDER’S ADDRESS 
DATE 
RECEIVER’S ADDRESS 
SUBJECT: _______________________________________________________________ 
DEAR SIR 
PARA 1 - STATE THE PROBLEM (Through the columns of your esteemed newspaper….) 
PARA 2 - CAUSES OF THE PROBLEM AND RESULTS OF THE PROBLEM. 
PARA 3 - SUGGESTIONS/ HOW TO COMBAT THE PROBLEM 
PARA 4 - CLOSING STATEMENT (I hope you will publish this letter in your newspaper and bring this problem to the attention of the concerned authorities.) 
YOURS SINCERELY 
SIGNATURE 
	(NAME) 7 Hemkund Towers 
Secundrabad 
14 May 2017 
The Editor 
The Secundrabad Times 
M.G. Road 
Secundrabad 
Sub: INADEQUATE SUPPLY OF WATER DURING SUMMER MONTHS 
Sir 
Through the columns of your newspaper, I would like to draw the attention of the civic authorities to the inadequate supply of water to our colony during summer months. 
It is unfortunate that the concerned authorities have failed to provide this basic amenity despite 



	constant reminders. During the summer months water is supply becomes erratic and is often supplied for only an hour in the morning. Also, the water is unfit for drinking purposes and the residents have to buy the expensive distilled bottled water which is a strain on our finances in these times of global recession. 
The government should ensure that more water purification plants are set up to cater to more people across the city. Also, steps like rain water harvesting can ensure that enough water is stored to meet the needs of the people during the peak of summer. The Jal Board should ensure that the water pipes are in good condition and repair the leaks to minimize the wastage of water. 
I hope you will publish this letter in your newspaper and bring this issue to the attention of the concerned authorities. 
Thanking you 
Yours sincerely 
Rakshita/ Mohit 



1. We are now hearing more and more cases of Dengue and Malaria, not just during the 
monsoon season but in other seasons too. Using your own ideas and those given in the unit ‘Health and Medicine’, write a letter to the Editor of a leading national daily, telling him what you think about these medical issues and what should be done to prevent them.

	Gauri saw the following information regarding an exciting discovery. She decides to write a letter to the editor of a national daily about the advancement in science and its effect on our lives. Write the letter in 120 words using your own ideas and those in the unit ‘Science’ in the MCB. DOWNSIZING TRANSMITTERS 
A radio transmitter as small as your thumb could be used to replace the gigantic mobile telephone masts. This will definitely change the structure of the world of telecommunication. This gadget has been designed by an electronics expert at Leeds university, England. 




3. It is said “You educate a man; you educate a man. You educate a woman: you educate a generation”. But you recently visited a village in Haryana and were shocked to see the condition of women. Men dominate and ill treat them. They are not even given the basic facilities and have no say in the family decisions. The reason according to you and others is illiteracy because girls are not allowed to get education and hence no nothing about their rights.

Using your own ideas and those given in the MCB unit ‘Education’, write a letter to the Editor of a leading national daily, telling him what you think about the condition of women and illiteracy and what should be done to set things right.

4. The discrimination on the basis of Caste and class is a major hurdle for National Integration of India. The people engaged in weakening the unity of the country tried desperately to create divisions and rifts in the name of caste, creed and culture. 
Using your own ideas and those given in the MCB unit, ‘National Integration’, write a letter to the Editor of a leading national daily highlighting the significance of national integration.

5. In a world which is rapidly getting digitised, people depend on computers and related technologies for their entertainment too. This has led to a sharp decline in reading habits of children as well as adults. Write a letter to the Editor of a leading newspaper highlighting the ‘Joys of Reading’.

ARTICLE 
Word limit: 120 words 
Marks: 5 
Why do we write articles? 
An article presents information on a variety of themes in a long and sustained piece of writing. It usually expresses diverse opinion on some issue of social interest. 
Points to remember 
● Give a title at the top followed by the writer’s name 
● Title should catch a reader’s attention and encapsulate the theme. 
● The article should contain: 

-An introduction to the theme/topic (one paragraph) 
-Body –causes/ effects/ present state of things (two or three paragraphs) 
-Conclusion –suggestions/ measures to improve the situation, personal observations, predictions and summing up of the main points raised in the article. 
● The article should be well organized, systematic and coherent. 
● Write simple, short sentences with emphasis on flow and connectivity. 
● Pay attention to grammar, vocabulary and spellings. 
● Make your article as interesting as possible. Originality of ideas is required. 
● Read newspaper articles regularly and be in touch with what’s happening around the world. 
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● Write within the word limit. 

The recent ban on polybags in Delhi has sparked off a debate about the necessity and effectiveness of such a step. Write an article on the need to ban polybags. 
BAN ON POLYBAGS 
- By Pushpa 

The recent decision by the government to ban the use of polythene bags in shops and other commercial establishments is a step in the right direction. Though the consumers may face a problem initially as we have become used to the convenience of carrying goods in the light, cheap, durable and waterproof polybags. But their effect on the environment has been immensely harmful and to save the earth we have to find a solution to this menace. 
The non-biodegradable polythene bags which have been used indiscriminately for the past twenty-five years or so in India have had irreversible consequences for the environment. These plastic bags are non-porous and hence choke the soil and suffocate the roots of plants. When disposed off they clog drains and the toxic chemicals in them make the soil unsuitable for plants to grow. Many cows and stray animals who feed on garbage dumps have suffered due to consumption of plastic bags. When used for storing food, the bags cause contamination of food and thus health hazards. 
An alternative to the plastic bags has to be found. Many shopkeepers have started using cloth or jute bags but many are deterred as they are expensive options. The authorities have to ensure that these environment friendly options are available at low cost. Also, awareness amongst people is required so that as customers they refuse to accept plastic bags. Along with the ban the government should publish advertisements in the newspapers and in other forms of media informing people about the need of such a ban. Enforcement of such a ban would require active cooperation from the people. 
The onus for saving the environment is on us. Many environment friendly decisions have to be taken by the government even though they may be unpopular. It is imperative that we take these steps now before it is too late to save our planet. 
1. Many precious lives are lost in road accidents. In most cases rash or negligent driving is the major cause. Using the points given below write an article on the topic, Prevent Road Accidents. 
Deaths on roads…… matter of serious concern…….losing dear ones….. Indian roads particularly notorious…… too many vehicles…. poor condition of roads…… non adherence to traffic regulations…. stringent traffic rules…..strict compliance…..punishment for non compliance. 
2. You are Anil/ Anita of Class X. You are quite impressed by the Cleanliness drive launched by the Indian Prime Minister. This campaign was officially launched on 2 October 2014 at Rajghat, New Delhi, where Prime Minister NarendraModi himself cleaned a road. The campaign is India's biggest ever cleanliness drive and 3 million government employees and schools and college students of India participated in this event. It has been carried forward since then with famous people from all walks of life joining it. (Source: Wikipedia) Class X / English/33 

Using your own ideas and those given in the Unit ‘Health and Medicine’, write an article for your school magazine highlighting the importance of Cleanliness. 
3. You are disturbed when you witness that children are victims of many hateful factors. It is strange that a large chunk of children are still languishing in the hell of child labour. Though there are talks of abolishing child labour yet a lot more needs to be done. As Akhil/ Anahita write an article for “The Radius News” expressing your concern and the need to take concrete steps to abolish child labour. 
4. Internet surfing, I-pads, Tabs, Mobile phones and other such gadgets are making us accustomed to digital word. Parents are now getting worried and feel that these might hamper their academics and also the social development of their child. 
You are Rupen/ Rushika. Using your own ideas and those taken from the Unit ‘Science’ of your Course book, write an article for your school magazine stating the benefits and the harmful effects of these gadgets. 
5. Earlier, a journey to "Incredible India" was desired by most foreign tourists. But unfortunately India has now become synonymous with tourist harassment. Foreigners are afraid of coming to our country. It is becoming worse and it’s imperative now to promote tourism and make it a safe destination for tourists. 
As Salina/ Subir, write an article for your school magazine discussing this issue. Also discuss how important it is to promote tourism as it is an important source of earning foreign currency. Also use ideas given in the Unit ‘Travel and Tourism’ of your Course book. 
SHORT STORY 
Word Limit: 150 words 
Marks: 10 
Begin with the basics of a short story: 
Once you've chosen an idea, you need to remember the basics of a short story before writing one. The steps to a good short story are: 
● Introduction: introduce characters, setting, time, weather, etc. 
● Initiating action: the point of a story that starts the rising action. 
● Rising action: events leading up to the climax or turning point. 
● Climax: the most intense point or turning point of the story. 
● Falling action: your story begins to conclude. 
● Resolution: a satisfying ending to the story in which the central conflict is resolved—or not! You don't 

