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 Rywbqi ¯‹zj mvwU©wd‡KU cixÿv mnvwqKv
Class Eight : English Second Paper ( 121


[image: image1.emf]Question  Type – 9      F ormal Letter/E - mail  

B 1  


formal Letter (Application)
1.
an application to the headmaster of your school praying for a transfer certificate. 

2.
an application to your principal seeking permission to go on a study tour/excursion. 

3. 
an application to the Headmaster of your school seeking for increasing common room facilities.

4. 
an application to the headteacher of your school praying for setting a computer club. 

5.
an application to your headmaster for setting up an English language club.

6.
an application to your headmaster for a full-free studentship. 

7. 
an application to your headmaster for opening a common room.

8. 
an application to the headmaster seeking permission for organizing that club.

9. 
an application to the Headmaster praying for a seat in the school hostel.

10.
an application to your Headmaster requesting him to install a canteen in the school premises. 

11. 
an application to the Headmaster praying for admission.

12.
an application to the headmaster praying for a half-holiday to witness this match.

13. 
an application to the Headmaster for holding morning school. 

14. 
an application to your Headmaster praying for leave of absence.

15.
an application to your Headmaster of your school for advance leave mentioning the beginning and ending date of your leave.

16.
an application to your Headmaster asking his permission to leave school earlier on account of sudden illness.

17.
an application to the Headmaster of your School for re-admission.

18. 
an application to the Headmaster for an English Newspaper in the common room.

19.
an application to the Headmaster of your school to provide facilities for games and sports.

20.
an application to the Headmaster seeking his permission to observe international mother language day in your school.
21.
an application to the Headteacher of your school for buying current books for your school library. 

(
Application †jLvi mnR Tips : 

(
cÖ‡kœ cÖ`Ë Z_¨ e¨envi Ki‡Z n‡e| †hgbÑ Student Gi bvg, school-Gi bvg, Roll no BZ¨vw`|

(
Date, subject mn Av‡e`bc‡Îi mewKQy LvZvi evgcvk eivei wjL‡Z n‡e|

(
m¤ú~Y© Av‡e`bcÎwU GK c„ôvq †jLv DËg|


(
mswÿß K_vq wjL‡Z n‡e|

(
Application-Gi structure (÷ªvKPvi ev KvVv‡gv) cwiwPwZ :

Suppose, you are Sumon Sarkar, a student of class VIII of Bogra Zilla School. Your father, who is a peon of a private farm, is unable to bear your educational expenses. Now write an application to the Headmaster for a full-free studentship.
[image: image3.jpg]10 February 2017  ...........................................................................................................................

The Headmaster
Bogra Zilla School.   .............................................................................................

Bogra.


Subject : Prayer for a full-free studentship. –––––––––––––––––––––––––––––––––––
Dear Sir, .................................................................................................................................


I beg to state that I have been reading in your school for the last two years. I always obtain good marks in examinations. My father is a peon of a private farm. our family consists of five members. So, my father is unable to bear my educational expenses after maintaining our family. It is a great barrier to my studies.
May I, therefore, pray and hope that you would kindly grant me a full free studentship so that I can continue my studies properly.
I remain
Sir

......................................................................................................
your most obedientpupil

 eq \s(Sumon Sarkar,Class VIII( Roll-5)           .............................................................................................................
1.
ZvwiL (Date) : cÖ‡kœ ZvwiL D‡jøL _vK‡j †mB ZvwiLwUB e¨envi Ki‡Z n‡e| Avi cÖ‡kœ ZvwiL D‡jøL bv _vK‡j myweavgZ ZvwiL D‡jøL Ki‡Z n‡e| 10 February 2017 A_ev February 10, 2017 GB `yBfv‡eB ZvwiL †jLv hvq| ZvwiL †jLvi ci wb‡P GKUz duvKv RvqMv ivL‡Z n‡e|
2.
cÖvc‡Ki c`ex I wVKvbv (Designation & address of the recipent) : hvi Kv‡Q cÎ †jLv n‡”Q Zvi c`ex (†hgb : The Headmaster) I wZwb †h cÖwZôv‡bi cÖavb †mB cÖwZôv‡bi bvg I wVKvbv (†hgb : Bogra Zilla School, Bogra) wjL‡Z n‡e| G‡ÿ‡Î c`ex I cÖwZôv‡bi bv‡gi cÖ_g Aÿi eo nv‡Zi Aÿ‡i wjL‡Z n‡e|
3.
welq (Subject) : †h wel‡q cÎ †jLv n‡”Q †mwU GLv‡b wjL‡Z n‡e| (†hgb : Prayer for a full-free studentship.)
4.
m‡¤^vab (Salutation) : hvi Kv‡Q cÎ †jLv n‡”Q Zv‡K m¤§vbm~PK m‡¤^vab (†hgb : Dear Sir) Ki‡Z n‡e|
5.
g~j Ask (Body of the letter) : cÖ_‡g wb‡Ri cwiPq, Gici wba©vwiZ mgm¨v I Zvi mgvav‡bi Aby‡iva Ki‡Z n‡e| 
6.
we`vq (Subscription) : cÖvcK‡K h_vh_ m¤§vb Rvwb‡q cÎ †kl Ki‡Z n‡e|
7.
bvg I cwiPq (Signature & Identity) :  cÎ †jL‡Ki wb‡Ri bvg I cwiPq wjL‡Z nq| †hgb : Sumon Sarkar, Class-VIII, Roll-5|
1.
Suppose, you are Salam. Your father has been transferred from Feni to Rajshahi. Write an application to the headmaster of your school praying for a transfer certificate. 
01 March, 2017
The Headmaster

Joypur Sorojine High School

Joypur, Feni.
Subject: Prayer for issuing a transfer certificate. 

Sir, 

With due respect and humble submission, I would like to state that my father has been transferred from Feni to Rajshahi. Our family is going to be shifted there soon. This naturally makes me leave your school also. 

I shall, therefore, hope to you for issuing me a transfer certificate and oblige thereby. 

Yours obediently

Md. Abdus Salam

Class: Eight

Section: A

Roll: 03
2.
Suppose, you are the students of class 8. you want to go on an study tour/excursion. Now write an application to your principal seeking permission to go on a study tour/excursion. 

5 April, 2017 

The principal 

Bogra Zilla School

Bogra.

Subject: Prayer for permission to go on a study tour/excursion. 

Sir, 

We, the student of class 8 of your school would like to state that our 1st term examination is over and now we are free. So we want to go on a study tour at Mohasthangar. Study tour is not only interesting but also educative. It widens our knowledge and refresh our mind. Our three teachers have already agreed to guide us during the tour. 

We, therefore, hope that you would be kind enough to permit us to go on a study tour/excursion and oblige thereby. 

Obediently yours, 

The students of class 8 

3. 
Suppose, you are a student of class Eight. The facilities of your common room is not up to the mark. Write an application to the Headmaster of your school seeking for increasing common room facilities.
20 May, 2017
The Headmaster

Sher-e-bangla Nagar Govt. Girls High School

Dhaka-1207

Subject: Application for increasing common room facilities.
Madam,

We, the students of your school, would like to draw your kind attention to the following fact that our common room is not well furnished. It does not provide much scope for our entertainment. We cannot enjoy our leisures for want of indoor materials. There is no TV set, newspapers, magazines etc. All these things are the mirror of the whole world. We also lack adequate indoor sports item which help us to keep physically fit.
We therefore, hope that your would be kind enough to realize the problem we face and consider the matter sympathetically.  

yours faithfully,

Sonia

On behalf of the students of Sher-e-Bangla Nagar Govt. Girls' High School

4. 
suppose, there is no computer club in your school. But the students of your school feel the need of it. Now, write an application to the headteacher of your school praying for setting a computer club. 

10 February, 2017 

The headteacher, 

Lalbagh model high school, 

Dhaka. 

Subject: Prayer for setting a computer club.
Sir, 

We, the students of your school, have the honor to state that ours is a reputed school in the city. But it is a matter of great regret that there is no computer club in our school. We live in the age of science. And we can not think of a day without computer. It is of great use in all sectors of life, especially to the students. The students of this school are much interested in acquiring knowledge about computer. If a computer club is set up in our school, many students will learn how to operate and use it effectively. 

We, therefore, earnestly request you to set up a computer club in our school and oblige thereby. 

Sincerely yours, 

The students of Lalbagh Model High School

5.
Suppose you are Murad and you read at Hazipur High School, Magura. Your school has no English language club. Now, write an application to your headmaster for setting up an English language club.
10 July, 2017
The Headmaster

Hazipur High School

Hazipur, Magura.

Subject: Application for setting up an English language club.
Sir,

With due respect, we, the students of your school, would like to draw your kind attention to the problem that we have no English language club in our school. You know that English is an international language and modern communication largely depends on it. English is essential for our academic and national improvement. If a language club is set up, we will be greatly benefitted by getting the opportunity of practising English.

May we, therefore, hope that you would be kind enough to consider our application and take necessary steps to set up an English language club in our school.

Sincerely yours,

The students of Hazipur High School.
6.
Suppose you are Fatema and you read at Kumarkhali High School, Kustia. Your  father is a landless farmer. Now, write an application to your headmaster for a full-free studentship.



    

15 February 2017
The Headmaster

Kumarkhali High School

Kustia.
Subject: application for a full-free studentship.
Sir,

I have the honour to state that I am a student of class eight of your school. My father is a landless farmer. He cultivates other people’s land to bear our family expenditure. Our family consists of seven members. My elder brother reads in class ten and my younger brother reads in Class six in your school. This year our crops have been destroyed due to flood. So it is impossible for my father to bear my educational expenses. So, I need a full-free studentship to continue my study.

I, therefore, hope that you would be kind enough to grant me a full-free studentship so that I can continue my study.
Obediently yours,

Kaniz Fatema

Class-8, Section-A

Roll-2

7. 
Suppose, you are a student of class Eight. You do not have any common room in your school. Write an application to your headmaster for opening a common room.

3 January 2017
The Headmaster

Joypur Sorojine High School

Feni.

Subject : Prayer for setting up a common room.
Sir,

With due respect, we beg to state that our school is one of the famous schools in Feni district. But it is a matter of great sorrow that there is no common room in our school. For this reason the students spend their off periods without doing anything or gossiping here and there. As a result other classes are disturbed. So we are badly in need of a common room.

In the circumstances, we pray and hope that you would be kind enough to make necessary steps for setting up a common room. 

We remain

Sir,

Yours obediently

Kabir Hossain

On behalf of the students of your school.

8. 
Suppose, you are Rumana. You are your friends are interested in organizing a literary club. Write an application to the headmaster seeking permission for organizing that club.

3 January 2017
The Headmaster

Siddeswari Girls’ High School

Dhaka.
Subject :
Prayer for the permission of organizing a literary club.
Sir,

With due respect, we the students of your school beg to state that we want to organize a literary club in our school. This club can help the students who are interested in literature. It fills the gap of co-curricular activities. But at this moment there is no scope for this club. 

In these circumstances, we pray and hope that you would be kind enough to grant our prayer and oblige thereby.

Yours obediently

Rumana Siddiqa

On behalf of the students of Siddeswari Girls’ High school

Dhaka.

9. 
Suppose, your father hasbeen transferred from Khulna to Dhaka. Your family is going to shift there very soon. Now, write an application to the Headmaster praying for a seat in the school hostel.
3 January 2017
The Headmaster,

Khulna Zilla School,

Khulna.

Subject : Prayer for allotting a seat in the school hostel.
Sir, 

I beg most respectfully to sate that I am a student of class VIII of your school. I have been living here in Khulna with my parents. Unfortunately, my father who is a Govt. employee has been transferred recently from Khulna to Dhaka. He will join his new post on the first day of the next month. Mother and other members of our family will also leave for Dhaka soon. I have no close relative here with whom I can stay up to my S.S.C Examination and can continue my studies.

In the circumstances stated above, I earnestly hope and pray that you would be so kind as to allot me a seat in the school hostel so that I can continue my further studies in your school.

I remain

Sir,

Your most obedient pupil

Selim Khan
Class-VIII, Roll no: 04

10.
Suppose, you are a student of class Eight. There is no canteen inside of your school. That's why you are facing some problems. Write an application to your Headmaster requesting him to install a canteen in the school premises. 

3 March 2017
The Headmaster,

Chhagalnaiya Pilot High School

Feni.

Subject : prayer for starting a canteen in the School campus.
Sir, 

We, the students of your school, beg to state that our school is one of the best and the biggest schools in Feni district. Many students come from remote places by bus or train. As our school begins at 10:30 AM, some have to start from home as early as 9 a.m. naturally they feel very hungry at noon. But unfortunately there is no in our school. So, students have to take unhygienic foods from the nearby restaurants outside the school campus. As a result we often get sick which hampers our regular study. 
In this circumstance, we request you to consider the inconveniences suffered by the students and make arrangements for opening a canteen in the school premises as early as possible. 

Yours obediently

A K Rana 

On behalf of the students of your school.

11. 
Suppose, your father has been transferred from Khulna to Dhaka. Now you aslo have to shift your school. You have chosen Azimpur Girls High School to get yourself admitted. Write an application to the Headmaster praying for admission.

3 January 2017
The Headmaster,

Azimpur Girls High School

Dhaka.

Subject : Prayer for admission.
Sir, 

With due respect and humble submission, I beg to state that I wish to get myself admitted into your school. Previously I was a student of Khulna Zilla School. Recently my family has shifted from to Dhaka due to my father’s transfer of job location We are now residing at Azimpur Govt. Quarters which is very close to your school. My parents keenly desire to get me admitted in class VIII in your school. I have also a special attraction for your school for its exceptionally brilliant results and high reputation. I also want to add that I passed the last Annual Examination securing 95% marks in all the subjects. 

The attested copies of my transfer certificate and progress report along with transfer, release and joining orders of my father are enclosed here with for your kind perusal. 

I, therefore, pray and hope that you will consider my case and permit me to get myself admitted into class VIII in your prestigious institution and oblige thereby. 

I remain

Sir,

Yours obediently

Rukshana Parvin

12.
Suppose, your school football team is going to participate in the final match of inter-school District Football Tournament. Write an application to the headmaster praying for a half-holiday to witness this match.

9 June 2017
The Headmaster

Joypur Sorojine High School

Feni

Subject: Prayer for granting a half-holiday.
Sir,

We, the pupils of your school beg to state that the final match of the Inter-School District Football tournament will be held today at 3.30 p.m. in our school playground between our School Eleven and the Joypur Sorojine High School Team. The game will be an exciting one because both the teams are equally strong. Our presence in the playground will certainly be encouraging to our players. we do not want to miss the opportunity of enjoying such a game.

We would therefore, like to pray that you would be kind enough to grant us a half holiday today which will enable us to witness the game and cheer-up our players.

I remain

Sir,

Yours obediently

Rimon Khan 

On behalf of the students of your school.

13. Suppose, you are students of class Eight. It has been very tough for you to be attentive at the class due to scorching heat. Write an application to the Headmaster for holding morning school. 

3 April 2017
The Headmaster

Kurigram Govt. High School

Feni

Subject: Prayer for holding morning school. 
Sir, 

We, the students of your school, beg most respectfully to state that the summer season has already set in. There is no rain for a long time. Due to excessive heat of the sun, it has become very difficult for us to continue our works in the classroom at noon. Moreover, the students coming from a long distance face a lot of troubles in the glaring sun. So, it will surely be suitable for all of us if the classes are held in the morning. 

We would therefore, feel much obliged if you are gracious enough to hold classes in the morning from tomorrow until there is an appreciable change in weather. 

I remain 

Sir 

Yours obediently

Rimon Khan 

On behalf of the students of your school.

14. 
Suppose you could not attend your school from three days due to illness. Write an application to your Headmaster praying for leave of absence.

March 10, 2017
The Headmaster

Doleshwar Adarsha High School

Keraniganj, Dhaka-1311.

Subject: Application for leave of absence.
Sir,

I beg most respectfully to state I could not attend school from the 7th to the 9th instant on account of fever.

I, therefore, most humbly pray that your honour would be kind enough to grant me leave of absence for those days only.

Yours obediently

Bornali Chowdgury

Class: VIII 

Roll: 01

15.
Suppose, your elder sister's wedding ceremony is going to happen very soon. Write an application to your Headmaster of your school for advance leave mentioning the beginning and ending date of your leave.

18 July  2017
The Headmaster

Gaforgaon Govt. High School

Gaforgaon.

Subject : Application for leave in advance.

Sir,

I beg most respectfully to state that the marriage ceremony of my elder sister is held on the 20th July. So, I shall not be able to attend the school from the 18th to the 25th instant  

I, therefore, most humbly pray that your honour would be kind enough to grant me leave for those days only.

Yours obediently

Farzana Chowdhury 

Class: VIII

Roll: 01

16.
Suppose, you are Rima. You are feeling unwell at the class. Write an application to your Headmaster asking his permission to leave school earlier on account of sudden illness.

March 27, 2017
The Headmaster

Kurigram Govt. Girls High School

Kurigram.
Subject : Application for early leave.
Sir,

I beg most respectfully to state that after reaching school I have been felling severe headche. I am quite unable to stay in the class any longer.

I, therefore, most humbly pray that your honour would be kind enough to grant me leave for the remaining periods.
Your most obedient pupil

Rima Haque

Class: VIII

Roll: 01

17.
Suppose, you could not pay your school fees timely. That's why your name has been struck off from the roll. Write an application to the Headmaster of your School for re-admission.

27 March  2017
The Headmaster

Mirpur Bangla High School

Dhaka

Subject: Application for readmission.
Sir,

I beg most respectfully to state that I am a regular student of class eight in your school. my name has been struck off the register as I could not pay up my school fees for the month of March. The cause of my inability is the hardship of my father.

I, therefore, most humbly pray that your honour would be kind enough to consider my problem and pass orders for my re-admission on usual fees only.

Yours obediently 

Abida Haque

Class: VIII 

Roll: 03

18. 
Suppose, you are a student of police Line High School, Faridpur. You have felt the need of a English newspaper for the common room. Now, write an application to the Headmaster for an English Newspaper in the common room.

March 27, 2017
The Headmaster

Police Line High School

Faridpur.
Subject: Application for an English newspaper for common room. 

Sir,

I, on behalf of the students of your school, have the honour to state that our common room is not well furnished. We do not have the chance to read English newspapers. Reading such newspaper, would be helpful for us to practice and know better about this language.
I, therefore, most humbly pray that your honour would be kind enough to provide us an English daily in our common room.

Yours obediently

Mahmudul Islam

On behalf of the students of your school.

19.
Suppose, you are Samah. The facilities for games and sports in your school is very poor. Write an application to the Headmaster of your school to provide facilities for games and sports.

May 13, 2017
The Headmaster

Harimohan Govt. High School

Chapainawabganj.

Subject: Application for adequate sports facilities.

Sir,

I, on behalf of the students of our school, beg to state that although we are provided with sufficient facilities for co-curricular activities, the facilities in our sports section are rather poor. We need more facilities for playing table tennis, badminton, cricket and hockey. Some instruments for the gymnasium are also necessary.

I, therefore, most humbly pray that your honour would be kind enough to take steps to provide us with more facilities as mentioned above in consultation with our game teacher and oblige thereby.

Yours obediently,

Sarafina Samah

On behalf of the students of your school.

20.
Suppose, your name is Sabrina. The students of your school want to observe the International Mother Language day. Write an application to the Headmaster seeking his permission to observe international mother language day in your school.
February 19, 2017
The headmaster

MDC Model High school

Dhaka

Subject: Application for permission to observe the international Mother language day.
Dear Sir,

I, on behalf of the students of your school, beg to state that we are interested in observing the International Mother Language day at our school on 21 February this year we have planned to arrange a cultural function at the school auditorium. For this purpose we need your kind permission and some money to make necessary arrangements.

I, therefore, most humbly pray that your honour would be kind enough to give us permission and sanction a sum of taka 5,000 from the cultural fund of our school and oblige thereby.

Yours obediently, 
Sabrina Haque

On behalf of the students of your school.

21.
Suppose, your school library is a modern one. But you are in need of the sufficient books on current topics because of the revised syllabus and the introduction of new subjects. Your school library does not have such books. So, write an application to the Headteacher of your school for buying current books for your school library. 
10 February 2017
The Headteacher

Rangpur Zilla School, Rangpur

Subject : Prayer for buying more books for the school library.

Sir

I, on behalf of the students of your school, have the honour to state that we are suffering greatly for want of current books in our school library. Ours is a famous school and our school library is rich and spacious. But the library has not sufficient books on current topics which are necessary for our present revised syllabus, newly introduced subjects, reference books for teachers and other purposes. We need them to study, prepare our notes and widen the horizon (w`MšÍ) of our knowledge. 

I, therefore, pray and hope that you would be kind enough to take necessary steps for buying current books for the school library and oblige us thereby.

I remain
Sir

Your most obedient pupil,

Samsul Arefin

Roll no 12, class 8

On behalf of the students of Khulna Zilla School, Khulna

E-mail
1.
an e-mail to your friend inviting him to the marriage ceremony.

2. 
an e-mail to the railway Station Manager asking him for booking a ticket for you.

3.
an e-mail to your father informing him about your preparation for JSC examination.

4. 
an e-mail to your friend about the annual sports day of your school.
5.
an e-mail to your father for sending money to buy new books for new class.

6.
an e-mail thanking your friend for sending birthday gift/present.
7.
an e-mail to your younger brother congratulating him for his brilliant result.

8. 
an e-mail to the manager requesting him to send you a membership form.

9.
an e-mail to the railway station manager asking him for booking a ticket for you.

10.
an e-mail to your father in Singapore telling him about your result in your JSC Exam.

11. 
an e-mail requesting him to visit your house during the Eid vacation.

12.
an e-mail to the editor requesting him for sending you the guidelines and other information of the competition.
13.
an e-mail to your friend requesting him to return the book.
14. 
an e-mail requesting your headmaster to increase facilities in the common room.

15.
an e-mail to your brother or sister advising him/her to study regularly and not to adopt unfair means in the examination hall.

16.
an e-mail to your brother or sister advising him/her to be regular in his/her studies.
17.  An e-mail to your younger brother congratulating him/her on his/her brilliant success.

18. 
An e-mail to your friend inviting him to join the picnic.

19. 
An e-mail to your friend about your preparation for the JSC examination.

20. 
An e-mail to your friend inviting him/her to spend the summer vacation in your village.

E-mail Kx?

B-†gBj n‡jv B‡jKUªwbK †gBj Gi mswÿß iƒc| GwU Avm‡j GK ai‡bi wPwV| B-†gBj cvVv‡Z Ges MÖnY Ki‡Z B-†gBj wVKvbv cÖ‡qvRb| eZ©gvbKv‡j †hvMv‡hv‡Mi †ÿ‡Î B-†gBj ¸iæZ¡c~Y© f‚wgKv cvjb Ki‡Q| B-†gBj Gi gva¨‡g Text, Picture, Audio Ges Video-I gyn~‡Z©i g‡a¨B †cÖiY Ges MÖnY Kiv hvq|
E-mail †jLvi mnR Tips :

1.
B-†gBj AvbyôvwbK ev AbvbyôvwbK n‡Z cv‡i|

2.
m¤§vbm~PK Awfev`b †hgb : Dear Sir/Madam Ges AvšÍwiK Awfev`b †hgb : Your sincerely, Yours faithfully BZ¨vw` e¨envi Kiv hvq| wKš‘ hw` Nwbô e¨w³i Kv‡Q †jLv nq Z‡e GB iKg AvbyôvwbK aib e¨envi Kiv nq bv| 

3.
B-†gBj evZ©vwU mswÿß I mywbw`©ó nq| B-†gBj evZ©vwU cvVv‡bvi Av‡M fyj n‡q‡Q wKbv Zv cixÿv K‡i †bIqv DwPZ|
E-mail Gi KvVv‡gv :

E-mail Gi wewfbœ Ask e¨vL¨vmn †`Iqv n‡q‡Q| g‡bv‡hvM mnKv‡i c‡ov|

[image: image2.emf] 

Zz wg †h B - †gBj wVKvbvq evZ©vwU  cvVv‡Z PvI Zv GLv‡b wjL‡e|  

Carbon copy - Gi mswÿß iƒc  Cc | hw`  Zzwg GKB evZ©v GKvwaK e¨w³i Kv‡Q  cvVv‡Z PvI Zvn‡j GB ev‡· Zzwg Zvi  ev Zv‡`i B - †gBj wVKvbv wjL‡e|  

Blind carbon copy - Gi mswÿß iƒc   Bc c | GKB evZ©v Kviv †c‡q‡Q Zv hw`  g~j MÖvnK‡K bv Rvbv‡Z PvI Z‡e Zzwg  GwU e¨envi Ki‡Z cv‡iv|  

†Zvgvi B - †gB‡ji g~j welqwU Zzwg   GLv‡b wjL‡e|  

hw` Zzwg †Zvgvi B - †gBj evZ©vq †Kv‡bv  WKz‡g›U †hgb:  CV, Picture, Audio  Ges  Video file  mshy³ Ki‡Z PvI, †Zvgv‡K  'Attach F iles'  wP w ýZ  NiwU e¨envi  Ki‡Z n‡e|   

samin@yahoo.com  

To  

Insert address | Remove CC - Remove BCC    

Cc:  

 

Bc c:  

 

Subject:  

Attach Files  

 

B - †gB‡ji g~j AskwU GLv‡b wjL‡e|  

Dear Samin   How are you? I am  fine. How have you  spend your summar  vacatim?   All the best   Nadia   <                                >  

Use my signature  

'Send'  evUb - wU‡Z wK¬K Ki‡j gyn~‡Z©i  g‡a¨B Kvw•¶Z wVKvbvq †Zvgvi B - †gBj evZ©vwU †cuŠ‡Q hv‡e|  

Send   Save as a Draft   Cancel  


1.
Suppose, your elder sister's marriage ceremony comes off soon. Now write an e-mail to your friend inviting him to the marriage ceremony.
To : nusrat@yahoo.com

Cc :

Bcc :

Subject : Invitation for marraige ceremony.
My dear Nusrat

Take my cordial love. Hope that you are well. You will be glad to know that the marriage ceremony of my sister will be held on the next Sunday. All of my friends will attend the marriage ceremony. I would request you to come to our house at least three days earlier. Best wishes to you and all.

No more today. More when we shall meet.

Yours ever,
Sumon

2. 
Suppose, you will go to Dhaka to attend the marriage ceremony of one of your cousins. So you want to book a train ticket for a fixed day. Now, write an e-mail to the railway Station Manager asking him for booking a ticket for you.

To : ailwaybookingdha@gmail.com

Cc :

Bcc :

Subject : ticket booking
Mr. Manager,

I would like to inform you that I have planned to go from chittagong to Dhaka by train on the 7th instant. I need a ticket of the Subarna Express. I am requesting you to keep a second class ticket for me.
Thanking you,
Rohan Chowdhury

212, Port Colony, Chittagong

Phone No : 0192.................
3.
Suppose, you are Sumon. You are going to appear at the JSC examination. Write an e-mail to your father informing him about your preparation for JSC examination. 
To : kashem@yahoo.com

Cc :

Bcc :

Subject : preparation for JSC examination.
My dear father,

At first take my salam. I am very glad to receive your letter. I assure you that you need not think so much about my studies. I am preparing very well for the JSC examination.

Well, you will be delighted to know that I have got G.P.A.-5:00 in test examination. I have already completed my revision. 

Convey my salam to mother. With lots of love.

Your affectionate son, 

Sumon

4. 
Suppose, you are Sumon. Your friend Nusrat wants to know about the annual sports day of your school. Write an e-mail to your friend about it.
To : nusrat@gmail.com

Cc :

Bcc :

Subject : annual sports day of my school.
My dear Nusrat

I have just read your email. You have wanted to know about the annual sports of our school. The annual sports of our school came to an end yesterday. You will be glad to let you know that I won three prizes in different events.
The District Education officer inaugurated the function and the Deputy Commissioner was the chief guest. There was a big gathering of spectators. Main items of sports were high jump, long jump, races and discus throwing. After the end of the function, the chief guest distributed the prizes. It was really a day of great joy for us.

No more today. With best wishes,
Sumon

5.
Suppose, you have been promoted to new class. Now you need some new books. Write an e-mail to your father for sending money to buy new books for new class. 
To 
: shagar@yahoo.com

Cc 
:

Bcc
:

Subject :
Need money to buy new books my classes are.
My dear father,

I hope you are well. I am also well. My classes are going to start from the next sunday. I have to buy some books. I need 2000 tk to buy those. Please send the money as early as possible.

No more today. Take care of yourself.

Your loving son,
Akash
6.
Suppose, you are Kushum. Your friend Sujana has sent you a nice birthday present an e-mail thanking your friend for sending birthday gift/present. 
To : Sujana@gmail.com

Cc :

Bcc :

Subject : Thans for sending birthday gift.
Dear Sonia,

My heartiest love to you. It would be a great pleasure if you had joined my birthday party. I know you could not attend due to your illness, but the beautiful watch that you sent me on the occasion of my birthday party gladdened me most. I have had a lot of presents on that day. But of all the presents yours is the loveliest. I thank you heartily for sending me such an attractive present.

We are all keeping well. Please convey my best regards to your parents Hoping you be hale and hearty.

Yours loving friend,

Kushum
7.
Suppose you are Rafi and you live a city. Your younger brother is Bappi who lives in your village home. Recently, you have informed that he has scored a brilliant result in his annual examination. Now, write an e-mail to your younger brother congratulating him for his brilliant result. 
To : bappi@gmail.com

Cc :

Bcc : 

Subject : congratulations for brilliant result.

Dear Bappi,

I’ve just received your message. I’m very happy to know that you have got GPA 5 in your PECE exam. Congratulations for your brilliant result. I hope you will do better in future. Please start from this time so that you can do well in the JSC and SSC exams. 

Go ahead. I bless you from my heart. With best wishes your elder brother,

Rafi

8. 
Suppose Bangladesh Foundation has an advertisement in the national dailies to form a young learner's group. Now, write an e-mail to the manager requesting him to send you a Membership Form.
To 
: faruk@yahoo.com

Cc 
:

Bcc
:

Subject : Request for sending a membership form.

Dear Sir,

From your advertisement published in the Daily Star on 5 July 2015 we have come to know that you are going to form a Young Learner's Group. We, a group of students from class eight, are eagerly interested to join in such activity.
We have read the prospects of Bangladesh Foundation. The goal and objectives of this organization attracted us very much. So, we want to take part informing the organization.

We request you to send us a Membership Form. It will also be helpful for us if you also send as the terms and conditions for installing the group. 
Thanking you,

Shafi
9.
Suppose, you will go to Dhaka to attend the marriage ceremony of one of your cousins. So you want to book a train ticket for a fixed day. Now, write an e-mail to the railway station manager asking him for booking a ticket for you.

To
:
officerailwaybookingdha@gmail.com

Cc
:

Bcc
:

Subject
:
Regarding booking ticket.
Dear Sir,

I would like to inform you that I want to go to Sylhet on the night of the 16th instant. My journey of the fixed date and time bears a great importance and so I want to book a ticket of a chair coach. I would also request you to fix up a seat for me in the middle row by a window. I assure you that I'll collect my ticket the day before my journey.

Hope, you will confirm my ticket and give me an opportunity of enjoying a happy and comfortable journey as before.

Regards,
Rohan roy

Dhaka

10.
Write an e-mail to your father in Singapore telling him about your result in your JSC Exam.

To
:
shahin@gmail.com

Cc
:

Bcc
:

Subject
:
JSC result.

Dear Father,

Hope that you are in good health. You will be glad to know that I have done well in the JSC examination. I got GPA 5 by the grace of Almighty Allah. I am very much exited. But if you were here I would have been happier. 
We are doing fine. Please take care of you health. No more today with best regards.

Yours loving son,
Mahin

11. 
Suppose, you are Jahir living in Pabna. Your friend Shahrukh Kabir is going to have an Eid vacation next month. Now, write an e-mail requesting him to visit your house during the Eid vacation.

To : Shahrukh < skabir2000@yahoo.com> 
Cc :

Bcc :

Subject : Request to visit our house.
Dear Shahrukh,

Accept my cordial love. Hope you are well. Friend, I would like to invite you to pass few days with me in my village during the ensuing Eid vacation. You will be able to enjoy the wonderful natural beauty here. Here in the river Chitra you can enjoy boating and taking a thrilling bath with great pleasure. My parents will be highly glad to have you amongst us. Hope, I am getting a good news from you very soon.
Yours cordially

Jahir

12.
Suppose, you want to participate in the Inter-School Debate Competition-2014 organized by The Daily Prothom Alo, one of the leading national dailies in Bangladesh. Now, write an e-mail to the editor requesting him for sending you the guidelines and other information of the competition.

To :  office@prothom-alo.info
Cc :

Bcc :

Subject :
Request to inform details about the Inter School Debate Competition-2014.

Dear Sir,

I would like to inform you that I want to participate in the Inter-School Debate Competition-2014 organized by The Daily Prothom Alo. But while I was going through the daily, I found that all types of information were not provided. Firstly the entry fee of the competition was not mentioned. Secondly, the topic of debate was not provided too. I will be highly delighted if you make a reply though e-mail informing me about these matters in detail. 

Respectfully,
Shahriar Mahmud

13.
Suppose you are Mugdho. Your friend Niladry Raiyan borrowed a book from you. The Junior School Certificate Examination 2015 is knocking at the door. You need the book immediately. Now, write an e-mail to your friend requesting him to return the book.
To : nraiyan2012drmc@yahoo.com

Cc :

Bcc :

Subject : Request to return a book.
Dear Raiyan,

It is pretty long time you borrowed a book titled “A Book of English Grammar and Composition” from me. Perhaps you have forgotten to returns it. However, Junior School Certificate Examination-2014 is knocking at the door. I have revised the syllabus of almost all the subjects except English Second Paper. At this moment, I need the book badly. Friend, I think you have already realized the importance of the book. So, I would be highly delighted if you return the it as early as possible.

Thanking you,
Mugdho.

14. 
Suppose, in your school the common room facilities are not adequate. Now, write an e-mail requesting your headmaster to increase facilities in the common room.

To : office.headmaster@gmai.com

Cc :

Bcc :

Subject: Request for increasing common room facilities.
Dear Sir,

I would like to draw your kind attention to the fact that we scarcely find any opportunity to enjoy or utilize our free time.

The condition of the common room has been deteriorated much. Only two dailies are supplied which are insufficient to meet the need of all the students. There is no arrangement for playing indoor games. Even the number of chairs and tables in the common room is not sufficient. So, the students waste their free times roaming here and there and gossipping.
In the circumstances stated above, I hope that your honour would be kind enough to take necessary measures for increasing the common room facilities of our school.

Yours sincerely,
Mehenaj Mirja
Class: Eight, Section-A, Roll: 1

On behalf of the students of your school

15.
Write an e-mail to your brother or sister advising him/her to study regularly and not to adopt unfair means in the examination hall.
To : sumon31@gmail.com 

Cc :

Bcc :

Subject: advice not to adopt unfair means in the examination hall.
Dear Sumon,

How are you? What about your preparation?

Remember, PECE is an important public exam your student life. So utilize the time before the exam by studying heart and soul to make a brilliant result. You should not adopt unfair means in the exam. If you do so, you will darken your life.

Hope you may do well in the exam.

Your sister,
Sanjida

16.
Write an e-mail to your brother or sister advising him/her to be regular in his/her studies.
To : sumon31@gmail.com 

Cc :

Bcc :

Subject: be regular in studies.
Dear Sumon,

I am greatly hurt to know that you are not regular in your studies. I am informed that you are mixing with bad boys and passing in the timer. It has broken my heart. Student life is the best time of one's life. You should use your time properly. You should be regular and serious in your studies. I hope that you must follow my advice.

Your sister,
Sanjida 
17.
Suppose you are Salam/Salma. Your best friend Arif/Arifa made an excellent result in the last JSC examination. Now, write an e-mail to your younger brother congratulating him/her on his/her brilliant success.

To : arif@gmail.com

Cc :

Bcc : 

Subject : Congratulations for your brilliant success.

Dear Arif,

I’ve just received your message. I’m very happy to know that you have got GPA 5 in your JSC exam. Congratulations for your brilliant result. I hope you will do better in future. Please start from this time so that you can do well in the exams. 

With best wishes.
 Yours ever,

  Salam
18.
You have arranged a picnic. The venue has already been selected. Some students of your class will participate. Now, write an e-mail to your friend inviting him to join the picnic. 
To : hasan@gmail.com

Cc :

Bcc : 

Subject : Invitation for joining the picnic.

Dear Hasan,
Hope that you are keeping well. From your last letter I have come to know that your examination is over and so is ours.

Well, we are going on a picnic to Kuakata on 29 March. We all are interested to take you with us. We shall do many things and enjoy many sights and sounds on the way to picnic. If you are with us, we will enjoy the picnic greatly. So, I do invite you to join the picnic.

More when we meet. Love to all of your family.
Yours ever,

Shuvo
19.
Suppose you are Labib/Lubna. You have a friend named Rahim/Rahima. Now, write an e-mail to your friend about your preparation for the JSC examination.

To : rahima@gmail.com 

Cc :

Bcc :

Subject:
About my preparation for the JSC examination.
Dear Rahim,
Hope that you are well by Allah's mercy. I am also fine. In your last letter, you wanted to know about my preparation for the JSC examination. You know that our exam is going to be held in November this year. For the Preparation of this exam, I take help from our English and Mathematics teachers. They help me greatly and sincerely. I have revised all the books thoroughly and practised them again and again. Now I am well prepared for the exam.

No more today. Write to me about your preparation.
Yours ever,

Labib
20.
Suppose you are Jahin/Jarin. You have a friend named Ortho/Orpa. Now, write an e-mail to your friend inviting him/her to spend the summer vacation in your village.

Or,
Now, write an e-mail to your friend describing your village.
To : ortho@gmail.com 

Cc :

Bcc :

Subject: Invitation to spend the summer vacation in my village.

Dear Jahin,

Hope you are well. I am also fine. In your last letter, you wanted to know about my village. Well, I am giving you a short description of my village.
The name of my village is Sohagpur. It is situated by a small river. It is about three kilometres long and two kilometres wide. About two thousands people live here. The people of my village are very friendly. There are many tress and plants in my village. Many delicious fruits are also available here. I think you will like my village very much. My parents will also be glad to see you here. So I invite you to spend the coming summer vacation in my village.
No more today. Write to me about your village.

Yours ever,

Labib
ZvwiL (Date)
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