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Hfy vres w1 e ‘e’ 9 71 a fepeed! 1 wHigedt
Ui % T § S faeR (ufEdd) B 7, 9% | wea
21 =l G & fFrEmgEr fael oo 1 g ger srEwen § o
I® # fE w1 Gfu-fat wEd B
Afer

Gy % B 9uf % ITER THE o 9% fRd S €, S
frefateEd &

e TS gfY o fowi Hfy

T @R H A W W R (Redd) S e §, 9%

R Y Fear Bl

ISTEIUT: T + e = Toane™, 1l + STl = Herdl
W gy # dfg 9T (FRR) B ©, S FEfafad 2-

@R i & uier 99

v v v
gfg dfa =0 wfy senfs gy

I
et "y o gl
g air
TH YR H 9y H 9 T W sye & v S/,

3/ % A 3/F TS 3% % NI 38 A a1 A T R
et <d wR Bl 9 €, Sa-

M + i9fal = Tarsifar
= + At = w@neft
Ad + ATEARN = HATTEAR
™Y + e = gy
9 + MH = FA00
Ud + &R = GiareR

> MW + WA = R
> 3 + e = STEfed
> T+ RE = e
> U% + MR = MR
> T + IS = BIEAMIR

3T + 3T = 3T
> Hel + 3RME = HeR™A

3+3:=% 3+3=%
> 9 + 35 = Wi > AT + Tor = SredeEn
> 4fF + 3% = THIg > T + TR = AR
> 3 + 3= = apvfiw > 3 + Zeror = erefteroy
> Wi + 3F = FHdlg > fafa + sw = fardiwr
> afd + 39 = ofdla > ufd + 3faa = gdifem
$+3:=% $+3:=%
> I+ 3F = IS > T+ TIR = YR
> HEdl + 981 = TWEdreSl | > Tl + 30 = TSI
> TR + TOO1 = ALHITIN | > A4l + YR = IR
> T+ 3% = IdiR > ST + T = SR
> A + 3% = Aig > Gdl + 39 = Tdw
S+3 = S+ Hh =2
> W + ST = AT > Ty + = = fayfd
> e + STY = TEWRA | > @Y + HH = e
> @Y + 399 = A > Y + el = e
> 9] + 339 = A > I + STAT = e
> HY + 3T = HYHd > O + I =
F+3=% F+FH=F
> 9 + 3UR = PR > Y + Y =
> TY + ITHR = FYTHR | > TG + S = q9GH
>‘31+3?\’:|Tf=‘1f\qﬁ >‘11+E%T>f=’1ﬁ
> 9y + S = af > 9 + I = 9O
> 7+ 3FN = R > 9+ Tl = o
T |Er

3 YRR w1 G & g AR fRE T W osven &
TeeTd ¥/E ST @l Sl et ‘U B S 1 sE WehR Afg
/3N & UREN 3/F AT @ qE Al et ‘e’ ud svem
% qTE & T A S ARt ‘3R’ Bl Sl ®, 99—

> Tl + a0 = Famon
> e + 31t = gdremeft
> A+ A9l = A
> feum + 3@ = feorw
> U+ Y = G

> drdl + ST = Sty
> TRUM + STEIE = YOTER
> Hal + 3ATHT = HBIHI
> T&T + 3R = YR
> qA + g = qunfy

> HME + 3% = AMAS
> WO + 35T = Wit
> 9F + 35 = TS

> Wi + T = Ak

A+3=T H+3=10
> 9N + 35 = ANAS > 9 + TIR = FITR
> J9 + 3% = IR > WH + T = 9w

>§I+'§&F=F=ﬁ&1$
> 3T + ST = e
> 377 + 3eT = TUeT

(S...)

(ST...)
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> T+ T3 = g > T+ 39 = WY > R + D = S | > o + A0 = THEY
> WO+ 36F = WA | > TR+ I = WeW > T+ 3ty = ety
T+ 3 =3 AT+ H = ol T + 3l = 3fY T + 3t = 3ff
> U + 3TH = UTRh >H’5§+$ﬁf=@i@ﬁ > TEl + 3N = WElS > TRl + A = wemty
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> M + ]I = IARA > W + S = S R
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> W+ STER = WMIAR | > W + ITHR = WIHR AR F A F G ACE, T, F IAE F WA
> TE + TN = T S T+ e - gy | P SR A gE W E A E S e YR I
> o + s = g ‘9w E H T E S E, -
M+ 3 = 3 AT+ = ol T+3A=9 T+ 3=
> WEl + S8E = Wel|d | > T + SHfH = T > UM+ oTd0 = yedw | » eifad + ATAVIAF =
> T+ I7F = TEA > T+ S = gAfH > Gt + @y = T AAETIF
> em + Sfed = weifad | > W+ Sl = were > #fd + tfesk = sty | > fa + sTem = ST
> TR+ I = WA | > W+ O = W > TR+ SR = TEERY | > S + STER = SeTER
> HEl + W] = HEw > af + ST = ST
A+ 3k’ = I AT + 3k = 3T T+3=79 T+FH =7
> < + W = e > TR+ R = T > T + SUHR = TITER | > 1+ OF = A
> FUF + HH = FHoa > TS+ %W = T >aﬁ+3ﬁﬁ=3ﬂﬁﬁ >W+%=W
> U@ + HBY = g@
) > f9 + e = 1Y | > fa + 5 = o
gt @i > A + 3T = AT | > AT + HH = A
TH WHN i WY & gRI AR TRl T W e & | sfq + 39w = qeH
A WY ST o A et ‘T S R e weR Atk T+T=9 g+a1=9
Sy % uvEd S/sh oy Al g fuerRt ‘el @ S €, | > U + Tk = g > A + STV = ey
Y- > Y + TN = FFAwm | > & + e = I
+ 3T =91 + 3 =
LA SR A+ >€T=ﬁ§a:|mi€mm >ﬁ+§3ﬁﬁ=§qﬁa
>Fﬂa¥+m=?ﬁ%@ﬂ >qﬁ+ﬁ3}q=ﬁ7>ﬂ > TE + 3H = T >:|ﬁ+3"r?lﬁ=:ﬂ§raﬂ
> [ + TH = yER > 39 + Uy = v s e oo S oos
> fa + woon = femwon | > foeR + T = foere i — > g + T - @
> &+ T = o > foed + T = forere > T + IR = AR > T + HARY = I
> o+ TR = e > 7@+ Uy = Taver > 3] + 3 = > HIY + 30 = HIEATR0
> TF + TF = T I+T=7A S+ =ar
WM+ T=T WM+ =1 > 3T + T = SFAY | > AY + IS = ALAS
> W+ T = TR > WA + T = HAA > 39 + U = 3T9F | > T + 3T = TEisd
> U1 + TH = add > TEl + Uy = Heved %+ o = & F+3=1a
> THT + T = THET | > T + Qo = TREE > Y + SEET = TN | > T+ 3 = T
> Sl + T = ageE > 9+ Mg = g
(ST...) (S...)
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Yoot 1 wfes 31ef 2 fordlt faom = form =1 foreamy
3 dia e 41 fomr w1 oo e fme S ®1 wEd
# 38 fww w1 el § ‘Uoclen’ wed € qe gEienL,
Tererdtentor, HergH, Wia-fasir 311 Jeotaq & 3= 91 &

wo fedt foar & #9-9-%9 vl ° ghe foman s
2 W 3O gfedl & w9 § wgd fR S 2, ok ot
W TEU HE H i Bt 1 UH fefa A zw oa@ w6
HTEITHAl Bl € foh S ferdl b1 sameAtd fehan e, aifen
3% ol 9 99 S 9|

Tooled & H@q THl IRT I Ufd H S RS
Yoolod 1 3 WeAl § uRwtd fRer ST Hehar ®, ‘e
grfed wo Tfthd fo=R =1 99 % fa=R #1 gooed #ed 717

Yooidel &) 3Taedhdl

o Hifh HU-U-&Y V= H fod U fo=ari qen wei H
S Tyl e et €, T wel e @ gHm gl

o Hifeh TH TR ciEsh ‘TR H R’ W g AdH el
o erferad ol 1 foes 1 T wa ¢, T et
Y o Tysear & & 9uen S gl

o wifr et & UE el Ghral iR wemed yofea €
a1 31ef T T B IAH1 P -faEIR A SEvAS
Bl 2

o FHifeh 7-foaR w1 T qa A | 0 o=
&1 I9GF (WD) 21 TS &1 YA fohaA S G|

Ueerael &ty fadreeand

o TooleH e A1 foeR 1 faedR © wfehd 97 saren e
aqrened ¥ fa= 2

o TooleH, SRS Al WialY H difteh Al Bl

o Tooad o fHfed W 1 forar g 2

o Tooad H YEU-TEY & W efee qen iehr-fewuit
FH F g Tl 7, o TR w1 ge ‘oren’ A
et B

e TUTHAA ¥ U W Hi TR HH b fod o-fawr gah
FE A A P 5, P e A w e d e
e I T2 HH F Fay | Bl 2

o Tooled % NI ‘e’ gl ‘M’ Sl R & ffed et
I Tehe T S 2B

- 1

Uoeidel | Halia §8 Agwaqe! e

o ToTed & fold @ S0l &% HYU W& & W TWe
W IHEH & YA H

o AW I AR & W-Fy MU A1 Ferask fT=ri i
ot ToeH FT =T |

o o1ef-fowR 3G % I A oA ot I W HHA T

o I T TYEAl, Hifeehdl qe TRetdl i1 =1fed | S99 g4
foha TU BR-BR e Afieh ST B B STeiehd T
foes 9 == =nfed

o TooEd H YA oi@sh % WAINE! I &l fawr g el
epr-feoqult =1 everre T H =fe

o TToleH HHE-IC i W A3t § foe =ed
Mg THH qeF wi fawr ¥ fawn s owfed gad
qrIfaes TRl T YA TE HE =l

e UTHAT i Tl 3= G&W H Tl =

TooTa = & ISTELUT

e & P IGIENUT (GET/30Y Aigd)
1. STEYIhHAT SR it T &1

T &1 ST STl | WL aad faefad sTawen
Tk FEUAS & A H EvIsane @ WO
AETIHA-Ufd 2q 7 ®H & ford Ua @R areA g
2 SN 3@ v § S9 S ovd eifhd g €, 39
STl STITTRd-gfd § ST el T T R oft
ST TRl H Ugd WU, STh! SAERIHA RAT
Tt B

STCHTEN | oA SToXel & Hed &l eafy H oFd
SEvgRay off, {52 TH-TF o IR H A q7A
for= =hY fershrereiiet steren © Wg= 21 @111 A A
YE@-HTHA 1 STAR & deSE 7 A STewahareti i
Zfasht g © @R A € wgea orot e -gHifE wee] gy
WY 93 T B Al g8 § R ane o @ik
Teheiieh 1 SAfKA G@-Faen ¥ e fae & ==
&5 % oFd gR @id &3 2, f8 sagaearetl & IR
ff ITEEA B T €| Herd: TIA i At &1
ff HIET o T B GROTHA: A TG SRR @l
® B AFEg fEvashdd iR Skl gfd B HHEE

197’
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TG T FRE ufma &, S et gera 2R aret T8t
21 3d: IE HUA FW: TA B T STEvIAEHAl
s &1 S 2

2. T % TR ER T, U9 & a4l

-7 | ST 1 HuR IR ren & el sl
1 ot Wit ¥q A e 71 ded-wifd # T | 3¢
Hheq ¥ A7 fowd arensdi, wenfr qen @l @i
GOAYE® IR HH § Gha B S €, Fifh TR
e T T ¢ T ST HEHh STcherane s sff
TaH oY Hew ®, Qe Sa qeh A S 7 @,
T T 3T ST W@ GIHoR ff R Hiferd
T T R wed-wiftd w1 G efir e Tt R
STEOEEY IS FE B FTHT | 78 71 o o o7
e H 9% W el Bl Tohal A 953 YK TS I
WEEE g3 gt oft s fod froass & fag e
g fouda, 9t =mae 1 9 difed =afaa siada o 399
T 1 Hehed A W, AN ITHT I8 FoSiifow 3T 31T
AT 1 FEAR HL AT A TR Ye1 w2
AR Te ¢ fom ofadd o foaan e qedisey WHigs®
qIAd & WA-HY IR H A& yg@ st @i
Tfadt USH el 7, for e Sfiar-gg e ® Aeg fgerdt
2?1 orqud, W o % el 8 | Sfid w1 yedel dee
IR wiiferer @rwed @ el erfueh AMfge umom @ R

3. OX Rl WA ST, 3T Tia ot gl

WE: @ T FE Gl Bl @ Tk o ST SIEdry
qad 39 A Hl HeW 7 <L Gel H ds
fafere AMER foviy wewa <9 €1 afama 7 © fR o
Y AU F UM AT FI HIST B 96 3 g
THE A YIRS FW T, &l [ F GERO-F A
= fig Al At fR-sffel ® de1 o €1 36 gu
HRU I8 B T 3feU AT oAfe 1 HH SUGeud 9
AU YeaM o St 21 qivehe | Suere At SR
TRIA ® FHRU @l & fed ewfaw ¥R % @R
wWfas ®9 9 37 T H Tes 9@ &1 deg 9eR
I HAT B TR FE SRR A &% Fqr § SHe
Hod A o e AH T BT O IqA A
T 2 zEe faudia, frerey wes suee T =t
% Yfd AU A AME FH el S| THA-FHd Bl TS
forgar €1 wel STt fop o oTae STEu & A A
(SIt) =1 Hew g™ AMHY 3R i 9o | S
FEdl § q I B AR A w1 Cfag A
HFL X § A ® 9 o6 T del a1 81 39
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el H wmerEa ff yEfed B SR i @i fRfend amet
1 g Hiar'|

. el 7 uger e, 9t uge Wi

T I Hew-vieR UR el 8, S AHa-TT & 39
AT W § g 1 wwed @t €, el gd
I T T R A e % et
Ur-ted 9% & Hifd ¥, Ry Hfa w1 wouAmfiaa st
G 37 2| Hia T Hore g i & Sd-sied %
Ay 3R 315Yd Al k1 UReheuHl H gehdl €, S
a0 rep-sra % i & off waw e 21 ol wed
% HIEH 9 hid ST, STfavaeia Ua foraemn seist,
I Td e # gfe FX 9H T8a i [ Hogel
den faaeor gfg w1 e foamum w1 y&ga |
qufd: Gerg g 2l

wel sl § wfa gued A w1 ohEw d B & R,
FHeql-dieh 1 W T IuH ReusR gar €1 wia &
FHfd AFE-TT H RN TF YRR T Hl TH B
e 1 Sl uF T R e #) e es
TH AR AT SHAE & HeX, A, T AR
TR Hdi-hfaai 7 & @ e o

. Tomr faem <t &R, |1 U usaEl

i off s fo fomm =l e =ifed) famm & eamE
o wrl & T fewn 7 e wreht @)1 foeR e 9 v
F1 IRYF GHAR=a B S }1 398 wE-Heeh atea
o HHSN 98 T2 € Sd &1 erd: Hrd i Teh SR
9 St FTE H N A 8 S 21w
Yol 1 G off Yeel € Sl ¢l 3Td: i fie
FHH & Too g faar-famet w2 o =ifed, S99 =
fofar & 9wE &1 Twen ST Wen| S Af Sfaa-egfea
1 foam #= frdlt frepd @ g €, 9 e fofa
¥ e ®a B s fauda el sowEn A e |
ferd Tu fof, a1 o gv=EET S SR a9d 21 36 aE
fo fomm <& et M@ &1 foran STa1 © @ SR
% A H TR IHY ARl B oAl § qefl 3Had:
YA & usdl 2l

. UTAAT o X 31 & del § e wEet g

gfas SESd gl g1 ufas w1 osm SR ey g
o <1 gear 21 Rt e 1 Frergds G H
B AT HT B AEYIE B A9 T FRER A= g
gfas 1 dGrga § i e s gear 21 98 fafea
® o T om & wfgen ot Su=ntt = et 21 o1a: S
Hfasr SR W 1 Wi e ®, e i et



4

WET-OEA & a5 oId ol oy eqH @ T e
o o™ wRmEie (T fafae) den 9hen & wedewd |
fra-frg TR = ‘yreu-oi@A’ 1 il fean mn @ qen
foma auf o USRAM @ YAl TEN gRI A T
wematt (fafge) o wden § 18 S a9y i g
F GEEd U U 1AW & Siava SifegE, fafemr, uRuw
we fomfta onfe 1 w&qd w1 &1 = feman w4 2l

siféraen (Notification)

T foRi J&R &1 oA e JeheH qHER-u |
T TR AR % T (o) % & g1 feman <man 2, 39
AR FEd 7

T YR i YA THEM: TLAfd a1 TSI & A
¥ W R S 1 EH qStata rfueRtE i gl
g o1k gea wfmfe

Hifafeh/srA o T STRen i = qen vt
(FT &1 wferd) 1 G0 99 Geeft soonet w1 aees |
TR G & ford sifergern 1 wan faan s 21

g Wy fagreand
o IOH ool YSHES SUYEl 1 € =i feman S € (1AS/
IPS etc.), Qeforer SuTferi =1 =T

e TR Tl 3R W AT SHHIYURY T TN el
% ford off St &1 S 2

o I ¥ 7T Heheq Bl § T T g WRd A1 T
% T & fRE 9 g we | s

e I TNYH (TSE) Feveh, YA ThR 1 T6F ThL, g
U I S ST R

o TUR HUIf W TR T T4 ferad T

(S

yfafafa : frefafed & gomed ©d emavas e 2
ftra

1.

2.

3.

B. oo
3T °
FEIER
ATH cevvveeeeevnnnenes
e 1= SN

ST &1 A
(faea =t )

T 104/104/f4. T9./X11-20205FRR, fA1 03 e, 2020

( rfergerT)

Tore | TR fastell Hehe &1 SEd g e gr gt
el ® foaga st & w1 fofa foen w0 21 oo qea
o9 el geerd & < W SR o garet ® fF 9 AR
oS fastell weidl w1 M qen iy &9 § 4 H W@ 3
=Ath | 8 for[@ Sgfd w1 S

SR
(BRI
(F.@.T)
il
yfafafa: frafafea ® gemd wd seveas wEaRt 2
—
1. faga foaon frm fafids, sEQ
2. ToeH T TR yem/sared frm fafids, saqR
3. Yoy ek, TewH T fagd frm, segR
A E
(FEER)
(F.@.T.)
wi=al
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Drishti Publications




General Hindi & General English

feifereT (Tender)

e e T 9 IR-TeH giaser g ot feret
frafor & &1 wam, fFd amE Ft Sa @ e g
T Y enfs ¥ Hafud s &l wEH & fod, 39w &
G H gum FfRE I gEded qo FHER-w e &
e 9 EEl et S STHAv YRR R S §, 9%
fafear =1 fafoer gern weam 2
fferretl & < yHR B B~
o Hiftyq ffaemd
o ol fafa=n

difua Tafaard

3 HE H HEH, S HH AR F B qA S ST FE
& A ° ga fed (Hifa) 8, w1 99 @ ey 9 S
= et waE & o gEa & Wemm 9 st wi
St @ w ffaegen w1 g ffaed wed 2
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There are two ways to report the words of a speaker in
English language.
1. Direct Speech, 2. Indirect Speech.

Direct Speech
In this kind of speech, the actual words of the speaker are
reported exactly without any changes by some other person.

® |t will be noticed that in Direct Speech, inverted commas
or quotation marks are used to mark off the exact words
of the speaker. Comma is always used after ‘said’ which
shows the words of one who says it.

Example: Vaibhav said, “I am watching a movie.”

Indirect Speech
In this kind of speech, the actual words of the speaker
are changed by the narrator without changing its meaning.

® |n Indirect Speech, inverted commas or quotation marks
are not used to mark off the exact words of the speaker.
“That” is added in the beginning of the spoken words.

Example: He said that he was watching a movie.

Rules for converting direct speech into indirect speech
Rule-1: Conjunction word “that” is used by removing
comma and inverted comma.
Example: He said, “l write a letter.”
He said that he wrote a letter.

Rule-2: Changes in Pronoun: According to the situation,
there are changes in pronouns of sentences.
® Sometimes, the pronoun of the reported speech (or
subject) changes according to the pronoun of repeated
verb/object.
® Passive pronouns like his, her, my, their, your, etc., are also
changed according to the subject/object of the first sentence.

There are two components of direct speech:

® Reporting verb: A reporting verb is a verb (such as say,
tell, believe, reply, respond, or ask) used to indicate that
discourse which is being quoted or paraphrased. It’s
also called a communication verb.

® Reported speech: The second sentence (actual words
of speaker) enclosed in inverted commas or quotation
marks, used to mark off the exact words of the speaker
is called reported speech.

Narration

A. The 1% person pronoun of direct speech changes
according to the subject of the reporting verb.

Example:
She said to me, “I like your book.”
She told me that she liked my book.
They said, “We will not permit this.”
They said that they would not permit this.
In two of the situations, “We” is not changed:
1. When “We” is used in general meaning.
2. When Object ‘me’ is in the form of subject.
We said, “We need to buy some clothes.”
We said that we needed to buy some clothes.

B. 2" person pronoun of Direct speech changes according
to object of reporting verb in direct speech.

He said to me, “You have to come with me.”

He told me that | had to go with him.

She said to him, “You can go.”

She told him that he could go.

If reporting verb is not followed by an object, then “you”
is changed according to 3" person (He, She, They) or 1% person
(1, we)
® Ifthe subject of the reporting verb is 1 person, then ‘you’

can be changed from 3 person.

| said, “You can’t cook the food.”

| said that he/she couldn’t cook the food.

If the subject of the reporting verb is 3™ person, then ‘you’
can be changed from 1% person.

He said, “You must concentrate on your studies.”
He said that | had to concentrate on my studies.

C. The 3" person of pronoun of Direct speech (He, She,
They, It) is not changed to Direct speech.

He said, “She is a good girl.”

He said that she was a good girl.
She said, “They have invited us.”
She said that they had invited them.

Note: The case and number of new pronouns remains in
its original form.

® Say/Said — remains unchanged in Indirect speech.

® Say to —changed to tell

® Said to — changed to told.
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| ——— He, She, You or It

We ——— You or They
You— 1, She, He or It

You —— We or They

He, Sheand It ———— |

They ——— You or We

Me —— Him, Her, You or It
Us —— You or Them

Singular You ——— Us or Them
Plural You ———— Us or Them
Him, Her or It ——— Me or You
Them —— Us or You

My —— Yours, His, Her or It's
Our ——— You or Their

His, Her and it's ——— My or Your
Their ———— Our or Your

Change of Modal Verbs

® Shall/Will ——— Should/Would
May ——> Might (Possibility)
Can—— Could

Must ——— Have/Has/Had+
Has/Have to ——— Had to

Rule-3: Change in tense of The Reported Speech

Tense of reported speech is changed to convert direct
speech into indirect speech.

A. Tense of reported speech remains unchanged if the
reporting verb (First Sentence) is in present/future tense.

Example:
My father says, “You must pay attention to your study.”
My father says that | must pay attention to my studies.
The tenses may not change if the statement is still relevant
orifitisa:
® Universal Truth
® Scientific Fact
® Proverbs
® Habitual Facts
Example:
The teacher said, “The sun rises in the east.”
The teacher said that the sun rises in the east.
(Universal Truth)
The saint said to his disciples, “God helps those who help
themselves.”
The saint told his disciples that God helps those who help
themselves. (Proverbs)

@
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“She hates smoking,” complained the husband.

The husband complained that she hates smoking.
(Habitual Facts)

B. If the reporting verb of direct speech is in past tense,
then tense of reported speech is changed according to
the given rules:-

1. Ifreported verbs are in the past tense and reported
speech is universal truth, phrases/idioms, then
there will be no change in tense of reported speech.

2. If the reported verb is in past tense and reporting
speech is not any idiom/phrase, then changes will
be according to given rules.

® Present Tense
QO If reporting speech is in simple present tense, then it
gets converted into simple past tense.
Example: He said, “I eat mango.”
He said that he ate mango.
O Ifreporting speechisin present continuous tense, then
it becomes past continuous tense.
Example: He said, “My brother is writing a novel.”
He said that his brother was writing a novel.
O Ifreporting speech is in present perfect tense, then it
becomes past perfect tense.
Example: He said,”| have passed the examination.”
He said that he had passed the examination.

O If reporting speech is in present perfect continuous
tense, then it is changed to past perfect continuous
tense.

Example: They complained, “We have been waiting for
hours”.

They complained that they had been waiting for hours.
® Past Tense

QO |If reporting speech is in simple past tense, then it is
converted into past perfect continuous tense.

Example: Nilesh said, “You came very early.”
Nilesh said that | had come very early.

O If reporting speech is in past continuous tense, then
it becomes past perfect continuous tense.

Example:

Ms Vimla said, “I was going to college.”

Ms Vimla said that she had been going to college.
® Future Tense

Q Theshall of the future tense is changed into should. The
will of the future tense is changed into would or should.

Example:
He said, “I shall play there.”
He said that he should play there.



LETTER-WRITING

Letter-Writing is an important channel of communication
between people who are geographically distant from one
another. In earlier times when the telephone and e-mail were
not available, the only means of communication between
people was through letters.

Letter-writing is a skill that has to be developed. In general
there are two types of letters: formal, that are written to
convey official business and information and informal, which
are personal letters to communicate with friends and family.
Formal letters are sent out when we need to write to various
public bodies or agencies for our requirements in civic life. For
example, we might have to ask for a certificate or to inform
a change in our address. A letter is usually one in a series of
exchanges between two people or parties.

Formal Letters
Let us now examine some of the steps in writing formal
letters.
1. (i) Introducing oneself if it is the first time you are
writing
(i) Referring to an earlier letter if you are responding
toit.
2. Stating the purpose of the letter
3. (i) Stating action/information required from the
addressee
(ii) Explaining action taken/supplying information
4. (i) Urging action to be taken
(i) Offering assistance in future

This is the basic structure of a letter. It will have to be
modified according to the purpose for which it is written and
the person to whom it is addressed.

While writing a letter, following points should be kept
in mind:
1. Purpose
2. Person to whom it is addressed
3. Tone you should adopt
4

. Completeness of the message

Letter Writing & Report Writing

5. Action required
6. Conciseness of expression

This was regarding the content of letters. A letter also has
a typical format, which is as follows:

1. Name and address of sender

Companies have printed letterheads with the name of
the company printed on them. A letterhead may also
carry the name and designation of persons in
responsible positions.

2. Name and address of addressee
3. Date
4. Mode of address or salutation

Salutation is the mode of addressing a person. We may
have the following forms.

(i) Dear Sir/Madam (when we are writing to a total
stranger whom we do not know at all).

(ii) Dear Mr/Ms/Dr/Professor + Surname as in: Dear
Dr Sinha, (when itis a formal relationship with the
addressee and the writer does not know him or
her personally).

(iii) Dear Sujata (when the writer knows the addressee

personally and the two share a semi-formal

relationship).

5. Reference to previous correspondence, if any.
Most official letters carry a subject line just above the
salutation. This is for quick reference to the subject.

6. Content of letter
The content of the letter begins on the next line and is
arranged in two or three paragraphs.

7. Complimentary close and signature
Letters usually end politely with the following phrases:
Thank you, With regards, With best wishes, Hope to see
you soon, Hope to receive an early reply etc. The
complimentary close is followed by ‘Yours sincerely/

Yours truly’, and the writer’s signature in the next
line.

Given below is an example of the format of a formal letter.
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Ritu Patel

Manager, Customer Services
Vijayanagar Gas Company
121, Ameerpet

Hyderabad 500 016

12 November 2005

Mr Shagun Thomas

801, Vijay Apartments

Begumpet

Hyderabad 500 016

Sub: Your application No. F323 for a new gas connection

Dear Mr Thomas,

With regards,
Yours sincerely,

Ritu Patel

Hyderabad
12 November 2005

Dear Sujata,

Byel
Yours affectionately/With love/
All the best/Take care etc.

(Signature)

Nowadays all the parts of a letter are aligned on the left.

This style is called the Full-Block style.

® The date and signature are very important in letters.

® We do not use commas after every line in the address.

® Do notbegin your letters with hackneyed expressions like,
‘With reference to your letter dated 10 January’. Instead,
use personalised variations like, ‘l was glad to receive your
letter of 10 January...” or ‘We were happy to note from
your letter that the goods have reached you safely...”

® Never end your letters with hanging participles like
‘Thanking you’ or ‘Awaiting your reply’. Instead write,
‘Thank you’ or ‘We/I await/look forward to your reply’.

Informal Letters

Informal letters include personal letters. If it is a personal
letter the format is flexible. We might just write the name of
our city on top, followed by the date.
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The flexible format of the informal letter may also be used
to seek information from concerned authorities. Given below
is an example.

179 University Campus
Sri Aurobindo Marg
New Delhi 110 016

9 September 2005

The Manager
Himachal Tourism
Mall Road

Shimla

Dear Sir,
We are planning to spend our vacation in Dharamsala,
Himachal Pradesh during Dussehra and would like some
information regarding availability of lodging in the area.

We would like to have information about inexpensive
hotels in and around Dharamsala. Could you please send
me a city map and brochures about the activities and sights
in the city?
Thank you.

Yours faithfully,

(Suryadhan Kumar)

Given below is the format of the informal letter.

® Your address (but not your name) usually goes in the top
right-hand corner, but may go on the left too.

® The name and/or job title (if you know them) and the
address of the person you are writing to goes on the left.

® Toaddress someone whose name you do not know you can
write: Dear Sir, Dear Madam, Dear Sirs, Dear Sir/Madam.
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