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PREFACE

Thirty day’s Speedily English Self Letter-Drafting Course s a
umque book of its kind  There are hundreds of books on the subject available
in the market but the book 0 question (s the best and the cheapest and most
useful that has ever been published It contains letters and applications on
vanous subjects namely Private & Personal letters, Wedding letters Officral
letters Business letters letters to editors and congratulations sympathy and
complaints including application for jobs etc

The language of these Istters and appligations 1s very simple luctd and
Impressive that even a lay man can easily understand 1t Every possible effort
has been made to make it self contained exhaustive and sllustrative

The aforesaid book Is very useful for one and all whether he 1s a business-
man or a serviceman a student of a school or a college
¢ Besides this, 1t contains Business Terminology Phrases & ldioms most
appropnate with the subjects contained in this book The Phrases and idioms
have been explamned with ther meanings and usages in sentences It also
contains words confused and mis spilt to avoid ptt falls in writings

It can Be said authontatively & confidently that the book in question )s a
boon to whosoever will possess 1t

It will be advantageous to all students 1f the authonties concern approve it
as text book or a guide for educational institutions

1

Suggestions for the improvement are most welcomed from our readers from
all corners  We are highly indebted to Shn Radhey Shyam Gupta who has
extended his best co-operation 1n compilation consolidation and editing of this
hook and offer our thanks

We shall be grateful, If any, errors, ommissions and other suggestions afe
brought to our notice for tmprovement of this book

AU
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l [ Letters to Editor of News Papers

1 A lstter to the Editor of Hindustan Times about the
short inadequate supply of water
F-10/17 Moade! Town
Deihy;

' efht
Date 10 June 1982

To
The Editor,
The Hindustan Times
s New Dalhi
i,

It wul be very kind of you if you allow me to draw the attention of the Municipal
Corporation through your esteemed paper regarding insufficrent and short supply of water
In our locality

It ts one of the most important duty of the Corporation to provide essential civic
amenities to the citizen who pay taxes in lieu there of

It is teally deplorable on the part of the Municipal authonities to ignore the legiti
mate demands of the citizens They sleep over thelr problems and fail to make necessary
arrangement for adequate supply of water and electrnicity which is the basic need of the
people these days

Duse to the shortage of supply of water there are frequent quarrel on the public water
taps  There ts a long queue of ladies on these water taps and they get a small quantity of
water ‘i'vhlch Is quite insufficient to meet their domestic needs All this leads to frequent
quarrels

The higher authorities must be moved 1n this regard and do the needful and find out
& permanent solution of this problem They must make proper awangement and earn a
good name for the corporation They should make every possible effort to redress the
grievances of the citizens

Thanking you

Yours faithfully,
HARI SHANKAR

2 A letter to the Editor regarding evils of begging
Subzi Mandt

Delh
Date 20 July 1982

’

To
The Editor,
The Tribune
Chandigarh
Sir \
| request you to publish a fow Iifies in your Newspaper under the coll ! Letter to

the Editor” regarding evils of begging
Begging is a great evi! in the soctety It Is an admitted fact that India is not a rich
countty but begaing is no profession The people should work to earn their fving It
should be discouraged Itis a crime it makes men Jazy and they fall a victim of many evil
habits The lon of the should drawn towards it for some special action
Thanking you

Yours farthfully
v UMA SHANKER



3 A letter to Editor Times of India New Delhi
regarding insanitation of the locality
2530 New Seelampur,
Dethi
Date 15 July 1982

To
The Editor
The Times of Indra,
New Delht
Su,
Permit me to draw the atteny of the M i Corp Dot 1 h

Columns of your renowned paper regarding insanitary condition of our locality There is
no proper arrangement of the drainage and underground sewers  As a result of this the
water collects In small parts and has become a breeding place for mosquitoes The place
nfafs beté'ome malarious and the health of the people of this locality has been adversely
affecte
Dunng ratny season the people have to walk in kneep deep diwty and filty water
The Health Officer of one zone was personally contacted by the people but no fruitful
result was achieved The colony has become a mini hell in the Capital The people have
been leading a very miserable ife Words fail me to express their misery If this state of
condition continues the inhabitants of the locality will fall a victim to epademic diseases
The higher authonties should take immadtate steps and final outa suitabe solution of this
problem and save the people from the clutches of death
Thanking you
Yours faithfully
ROSHAN LAL MEHRA

4 A letter to the Editor of a newspaper drawing the attention

of the suthornities to the increasing number of dacoities

murders and lawlessness

16 A Kamla Nagar
Delhi
Date 21 August 1982
/

To The Editor
The Indian Express

New Delh
Su Through your esteemed paper | want to draw the attention of the Government
the fawlessness prevailing n the Capital It 1s really deplorable that dacolties

:ﬁﬁgﬁi are being committed in the broad day hght under the nose of the police suthorities
The crimunals roam here and there freely and go scot free having committedthe crime The life
of the respectable citizens has become quite In secure  They are not free from danger even
durning day tme The chastity of the ladies 1s always at stake  Not to speak of night they
cannot g0 safely from one place to another even though accompanied by therr husbands
There frequent cases of chud abduchon and rapism  The Government should take strict
tion against these cnmunals and also enforce such measures to mimimise such cases
ac The occurrance of such events bring a slur on the fair name of our Government
ety possible effort should be made to remove the Gundaism Lawlessness and
E‘g scipline fram the country to enable the citizen to lead a peaceful ife  The most severe
ind hment <houtd be given to the criminals without discnmination so that others may learn
umssun and be discouraged for committing a crime
8 18850 anking you
) Yours faithfully
VIII UTTAM KUMAR

o



SECTION 1 B]

LETTER-WRITING

PERSONAL AND PRIVATE LETTERS

Letter-wnting like essay wnting 1s also an art [t 1s an expresston of
magmative facully of a wuter The practice of developing this art has its
ongin in the need of conveying messages and expressing our, views on some
particular subject to @ person living away from you Owingto increasing number
of lirerate persons n this world, this art has achieved greater importance It can
mostly be scquired by constant and regular practice Private and Personal
letters ate generally written 1o relatives friends acquaintances or strangers
The language of this type of letters should be simple, direct courteous and

Impressive

PARTS OF A LETTER

.

1 The Heading or the address of writer ' It consists of two parts
(i) Thedate Itshould be wrtten on the top nght hand corner of
the first-page of the lstter
(i) The addrass It is wntten just-above the date such as
20 Barakhamba Road,

New Delhi
Date

2 Salutation . Different kinds of letters begin with different forms of
Salutation It 1s written on the left hand side of the letter It differs with the
different type ofrelationships with the person to whom the letter Is being written

3 The body of the letter or the message This 15 most important
Part of the letter Its style depends upon the kind of the letter that 1s being
Written

4 The subscription or the complhmentary close
have different Subscriptions. It consists of the leave-taking words in polite
manners just at the end of the letters

5 Slgnatu‘-o In the letters written tostrangersthe signature should be
very clearly put down It should come below the subscription

Different letters
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Letter of sympathy to a friend on his tailuro to

1
seok admission In a college
31 Esplanade Road,
Delhi~110 006
Date
My dear Krishna, ‘ Lo

1 am really surprised to learn that you could not get admission for further
styches 1n any college Delhi 1 know that this must be very disappointing to
you especially when you secured very good marks in the Higher Secondary
Exarmnation  Knishna you should not be disheartened about this Nowadays
it 15 not essential to get admisston and degree or diploma in the near future bu;
it ts more essential to secure a job in some good company with a bnght
praspect | hope you would agree with me that many degree and diploma
holders are being seen roaming on the roads in search of some suitable
employment So 1 shall advise you to find out some suitable job rather to be
disappointed on not getting the adnussion for further studies
Incidentalty. | have seen an advertisement in the English Igally——THE
INDIAN EXPRESS wherein some vacancies for the post of an Assistant and
Private Secretary in the Office of Consultants Corporation of Industries Chawn
Bazar, Detht have been advertised 1 shall sincerely advise you to apply for one
of the same | am confident that you would have a good chance since you

ossess a very good academic record 1 hope and trust that you would act upon
my advise

o

please also let me know whether | could be of any help to you
1

Hoping for your sure success
* t
!

b
. ) S ~ ¢ Yours lovingly,
f RADHA
a Knshna Aggarwal, '
Radh No 331 Bernwala Bagh, .

House
Noar Ti8 HB22™

pethi
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Application for the post of an Assistant/Private Secretary in the office
o! the Consultants’ Corporation of Industites Chawri Bazar Delhi

To
The Manager

- House No 331 Bernwala Bagh
Near Tis Hazan,
Deltn
Date

Consultants Corporation of Industries
113 B Chowk Barshabula, Chawh Bazar,

Delhi

v Subject

Sir

Application for the post of an Assistant/Private Secretary

With reference to your advertisement published recently in THE INDIAN
EXPRESS about some vacancies of Assistants Private Secretaniesetc | beg to
offer my services for one of the same My academic and other particulars are

given below —
Name
Father s Name
Address

Date of birth
Educational
qualifications

Sports

Health
Extra

Miss Radha Krishna Aggarwai

Shi Ram Sarup Aggarwal

House No 331, Berriwala Bagh,

Near Tis Hazar, Delhi

June 20 1960

Passed Higher Secondary Examination in the year
1978 with 1st Division from Government High
School

Partictpate at the State-level Volley Ball
Championship

Possess sound physique

Know Enghish typing and can type at the speed of
40 words per minute

Have sound knowledge of English and can handle
correspondence independently

Can speak English and Hind fluently

Keeping tn view the particulars given above 1 have every hope that your
goodself would consider my name sympathetically and would favour me by
giving me a chance to serve your organisation

Hoping for a favourable decision

Yours faithfully
RADHA KRISHANA AGGARWAL



12

3 Letter from Consultants’, Corporation of Industries
» 113 B, Chowk Barshabula Delht for interview
Ref No Dated '
CONSULTANTS CORPORATION OF INDUSTRIES
113-B Chowk Barshabula
Delhi-110 006

Subject Regarding Interview

PR

Dear Miss Knishna

This refers to your letter dated regarding appomtme};t to the
post of Assistant/Private Secretary in dur concern Keeping mn view your
educational and other particulars we are pleased to consider your name for the
post of an Assisstant in our concern

You are hereby requested to appear for interview on alongwith
your all certificates and testimonrals 1n onginal for venfication
! Please note that no T A will be paid -
Yours farthfuliy
’ for Consultants Corporation of Industries
MANAGER

.
i

! t
4 Letter from the Manager Consultants Corporation of Industries
113 B Chowk Barshabula Delhi to Miss Krishna for appointment

Ref No Date
CONSULTANTS CORPORATION OF INDUSTRIES

113 B, Chowk Barshabula,
Dellm-110 006

]

Miss Knishana

House No 331 Berniwala Bagh Near Tis Hazan

Delht

Subject  Regarding appointment on the post of Assistant

Dear Miss Knshna -

You appeared for an interview for the post of an Assistant on
Considering  your academic qualifications and experience we are pleased to
appoint you as an Assistant with effect from

The appointment is purely temporary and the period of probation ts for six
months and only thereafter the confirmation to the post will be considered

You are hereby requested to repart yourself for duty’ immediately failing
which your appointment will stand cancelled

Yours faithfully
for Consultants Corporation of Industres
MANAGER

/.

[
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5 Write a letter from a father to his d:aughter advising her to work hard
56 Mode] Basti
Detht
Date

'

My dear Reeta .
May God bless you 1 am well here and wish you to be the same 1 know

your, examination 1s drawing near and | also hope you must be working very
hard these days It 1s high time for you to make best use of it You should
waork day and night to get mentorious position n the class but not at the nsk of
your heaith You know you are a worthy daughter of a worthy father You
should always keep In view that work 1s worship and there 1s no substitute of
hard tabour which may pay you n the long run  Everybody at home 1s worried
about your studies We all have high hope from you  Our ambition 1s to see
youi at the top of the list n your M A Final examinations | hope you shall not
leave any stone unturned to fulfd our wishes

Wish you a bright future and hope to hear soon
Yours loving Daddy,
RAMESH

6 Letter to the father who 1s away from home requesting

tim to return due to sudden iliness of the sister
33 Knishna Villa,

Market Place
- Bangalore
Date

Respected Daddy, ;

! hope you are hale and hearty You may be astontshed to find mn your
hands my letter as 1 am not i habit of wnting letters to you when you are away
on bustness tours -1 also know how busy you are durning your business tours
1t does not look mice to disturb you any more !

1 am somy to write to you dear Daddy that Aneeta has fallen il We had
consulted the local Doctor who had advised us to take her to the hospital  Today
we have got her admitted 1n the hospital The Doctors attending to her have
told us that it would take some time more to cure her well  Dear Mummy 1s very
wmuch purturbed on this account

Dear Daddy we are very much worned and mentally disturbed over this
sudden misery and request you to come back as early as possible In case we
could have managed ourselves, we would not have bothered you

If for one reason or the other you are not in a position to cut short of your
business tour, please Daddy write to us soon as to how we should handle this
situation

Dear Daddy | hope you would not mind it

Hoping for your early reply Your affectionately,

ANURADHA



7 Reply from the daughter to her father
2025, Sector 26
Chandigarh
Date
Dear Daddy
| have just received your kind letter advising me to work hard and nise to
your expectations | assure you, Daddy that | am doing my best and will
certainly top the list of successful candidates of M A Final which may bring
good name and honour for our family | am burning mid night oIl nowadays
and also get up early in the morning say at 4 AM

Dear Daddy | know your expectations and assure you that | will leave no
stone unturned to fulfil your chenshed amibition | always have high regards for
your valuable advice

Daddy, let me also know how my Mummy 1s these days | am always worred
about her health | hope all will be well at home  Kindly pay my respects to her
and elders  Love to dear Bittoo and Ram

Hoping for an early reply

with highest regards
Yours loving daughter,
REETA

1

g Letter from a father to his son regarding enquiry about his studies
2018 Chandnt Chowk
Delh

Date

My dear John, . ;
it 1s after a long interval of time that | have recewed a letter from vou
1 think you will be getting on well with your studies Time at your disposal s
very short You should also know that time and tide wait for none  So | advise
ou to the best use of it by making necessary adjustments | may also tell
ou that time once lost will never be regained and one has to repent for whole
Zf fus Iife If he fails to understand its value well in time o
Yesterday | had a chance to go to Chawn Bazar  There | visited the shop
f Dehatt Pustak Bhandar 1 spent most of my time at this famous House of
8onks All of a sudden | had an eye on one book entitled ‘How to Get Furst
\ision 1n the Examination  Having gone through the contents of the book
D fully | found it very useful for you | have purchased the same and it s
care sent to you separately | advise you to read this book thoroughly and act
3;|:r?the guidelines given 1n the book | hope this would help you a lot

Yours loving father’
GEORGE

/‘(’!
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9 Letter from the son to his father informmng him ebout studies

75-8 Gupta Colony,
Ghaziabad (U P )
: Date
My dear Daddy,

I have just received your letter dated alongwith the book  Dear
Daddy the back sent by you is really very good and useful too it s very help
ful 10 every student The study of this book can defimtely ensure first position
it the exammation | have read it thoroughly Al of my friends have hked 1t very
much  This book really deserves appreciation from atl

Kindly pay my respects to dear Mummy and love to Renu

Yours loving son,
JOHN

10 letter to & Father sesking poermission to go on a historical
tour of Northern India
56-D, M M Road,
‘ Aliahabad (U.P )
Date
My dear father,

My examsnation has been over and the school is going to break up for
summier vacation n a few days My dear Daddy | wish to go on a histoncal tour
arranged by our school authorities  The tour will go on a tnp to North India to
visit important places such as Agra, Delhi and Jaipur  This tour is very beneficial
from educational and cultural point of view it will certainly increase my general
Fnowledge My friends are also going and it will be a happy time n ther com-
pany  This tour 1s not an expensive one It will only cost Rs 200, including
all expenses | hope you will accord your permussion and send me the amount
by money order | am awaiting your reply anxiously  Pay my respects to dear
Mummy and fove to Pappu

Yours loving son,

RAJESH
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11 Lotter from a father to his son according permussion to go on tour

44 Mutiny Memoral Road,
Meerut City
Date P

My dear Rajesh,

{ récewed your letter and | appreciate your tdea to go on a tour.  Itis very
good to pass the holidays and give final touches to your education It would
certaigly add to your knowledge and expenence, You know that expenence is
a great teacher and will undoubtedly broaden your mind | have no objection to
pernuit you to take this journey and ) am sending Rs 250 00 to meetthe expenses,
{ only advise to avord bad company dunng this penod  Always keep a good
associaion  Bear n mind, society mouldsmen  Rest s OK  Your Mummy
remembers you very much

Yours loving father,
MAHESH BANSAL

12 Letter of thanks to Uncle for Birth-day gift of 8 wrist watch

N 17118 Mode! Town
Dethy
Date !

My dear Uncle,
My happiness knew no bounds when | opened my 15th Birthday gift
arcel sent by you 1 was really happy when | found the wnst wateh | was m
2eed of it since long  The gift is really of my choice 15 a ot | shall treasuse
for many vears to come  Alf my friends liked tt very much  Now will never bg
fate for school It will make me regular and punctual in attendance | wyl} keep
1t as a token of your fove and memory for ever Pay my respects to aunt and love
10 Sangita
. Yours loving nephew,
BIPIN
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13 Letter to his mother who 1s away informing her
about things at home

38 Ganesh Pura
Delht
Date
My dear Mummy
I hops that grandma will be improving in health and you will be back very
soon Everything s going on well here and you should not worry about 1t 1
am looking after everything nicely 1 instruct the cook to bring vegetables and
eatables from the bazaar Ali the domestic servants are doing their work properly
Lalita and Geeta are both behaving well according to their age  They are not
at all giving trouble to me  They help themselves with therr work  Everything
15 goingon welland smoothly here  Dear Mummy you should not hurry back for
my sake You should come at your own convenience after complete recovery of
Grandma
Rest 1s all well
Yours loving daughte r,

MINI

14 Letter from an elder brother to his younger brother advising
him not to neglect the study
Statron Road
Amntsar (Punjab)
Date
Dear Dinesh
| have received a complaint against you from your Prncipal that you do
not work properly and loiter away your time  You frequently play truant from
the school  You know that work 1s worship  If you do not work properly you
will fail and bring dishonour to the family  Father 1s a stnct fellow  In case he
comes to know about your negligence and misbehaviour at school he will get
Your name struck off from the rofl He does not want that you should bring
discredit to s fair name
! therefore advise you to be careful about your studies  You should avord
bad company and put your heart and soul in study There ts still enough time at
Your disposal and you stand a farr chance to get through the examnation

Your loving brother
NARESH
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15 Letter from a tenant to a landlord for immadiate repairs
4231, Gal Naiwah

Karol Bagh
New Dethi
Date
To
Shn Bishan Dass,
D-42, Kamla Naqar
Delhs
Dear Suw

} ast month [ requested you to effect the urgent repairs in the house accupied
by me But | am sorry to note that no action has been taken by you so far
The house has not been white washed for the last two years The plaster of the
walls has come off and it gives a dirty look to the house  The rainy season has
set 1 The roof of the drawing room leaks badly It has spoied our furniture
The floar of the kitchen has been damaged badly

You are therefore requested to carry out the repairs as early as possible or
[ shall get it done myself and adjust the cost from the rent payable to you next
month
Thanks
Yours fasthfully,
BRIJ MOHAN

16 Write a letter to your uncle who hves at Agra telling him
that you wish to see him after the examnation 1s over

26 Gowvind purn,
Meerut City
Date :
My dear Untle
You will be glad to know that my examination s over | feel completely
ured and exhausted 1 want to come to see you and visit some fustorical places
{ will have a change of atmosphere Dunng the examination days | have run
down in health  The doctor has also advised me to go somewhere for a change
of chmate  Moreover | wish to see my aunt and causins fwham { have not seen
since fong 1 am reaching on next Sunday by morning tram Please send some
one at the Ratlway Station

please pay my comphments to elders and love to youngsters

Yours loving nephew,
SUDHIR
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17 A letter to a friend requesting him to come and
spend winter vacation with you
15 Shah Zaffar Road,
Lucknow
Date
My dear Raju
I am sure that you wili be enjoying the best of health This time ! am
writing to you purposely  The schools are going to break up for winter vacation
It will be very kind of you if you come here fora week to stay with me | wish
1o enjoy your company | will show many histenical buildings and picnic spots
You know that Lucknow is a old historical city and there are many places worth
seeing Please do come My parents niss you very much More than two years
have passed since you came here
Pay my best comphiments to your parents and love to your younger brothers
and sisters  Rest when we meet Inform me by telegram about your arnval
so that | can receive you at the station

Your sincerely,
MANIK LAL

8 A letter to a friend giving hum an account of the
match witnessed by you

21 Himalaya Club

Simla

Date
My dear Surendra,

| have not received your letter for a pretty long tme | hope you will
be enjoying good health

Yesterday | witnessed a foot ball match between Ramjas College and Hindu
College 1t was very interesting match The match was well contested by both the
parties The teams were equally strong  There were loud cheers of Hurrah from
the supporters of the both colleges The team of Ramjas College rose to the occa
sion and played more vigorously than before  They scored agoal in no time  The
team of Hindu College tried its best but did not succeed in sconng a goal Thus the
team of Ramjas College carned the day Everybody praised the players of Ramjas
Team A good refreshment to the plavers of both the teams was served by the
management  No doubt it was a well contested match | have ever witnessed

Yours sincerely
RAMESH CHANDRA
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19 A lotter to a frlend congratulating him on his recovery from illness

18 Mahatma Gandhi Marg
Bhopal
Date
Dear Ra)
| receved your letter yesterday about your recovery trom illness Itisa very
good news indeed on this happy occasion | send my heartiest congratulations
to you and your parents  You must be weak yet | advise to take care about
your health You should act upon the advice of the doctor about your diet
you should not start your study for about a week unless you are fully recovered
you should come here for about a week for change of cimate The chmate of
this place 1s very invigorating for health
Please do come You will enjoy yourself and gain much health Rest when
we meet Please read out this letter to your mother Please pay my respects to all

Yours sincerely,
ARUN

20 A letter toy ger sister ting her to see
elder married sister who 1z 1ll
F10/17, Model Town
Delht

Date

My dear Manorama

| received your loving letter today | do remember my promise to get
you a wrist watch on your 15th birthday 1 will definitely fulfil it

Last Sunday | went to Kanpur and saw Seema She had been suffening
from malana for the past five days Due to her illness she has become very
week The doctors have advised her to take complete rest and not to move
from bed for another week You know that there 1s nobody to look after her
Brother In law goes to office in the morning and comes in the evening Her baby
1s very small and keeps on crying and so she 1s forced to leave  the bed and
exert herself

| would therefore advise you to go to Kanpur for a week or so to look after
her so that the work may run smoothly and she may get complete rest

Kindly keep me informed about her progress

with best wishes
Yours loving brother,

SUMAN

/4
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21 Aletter to a younger brothar advising him to be regular in his work

70H Nehru Place
New Delh
Date
My dear Rawi,
1 received your first test report It 1s really disappointingand discouraging
You are very weak tn English and quite at sea in mathematics  You have secured
poor marks in Hindi and Social Studies The report shows that you have shghtly
madea some progressEconomics Yourteacher has complained that you often play
truant aftertherecesspenod You have become a cinema fan and pick up quarrels
with your classmates
My dear Ravi try to improve yourself and avoid bad company Always keep
a company of good boys You know that society moulds man  Make up your
deficiency in English and Maths {f you put your heart and soul in work you can
surely show a better result  Man 1s the architect of his own fate  You can make
your future sublime by dint of hard labour Take care of your health also Work
and play should go together  Either of the two should not be obtained at the
cost of other Also take part in hiterary activities 1 hope you will work according
to my advice

All1s well here
Yours loving brother
RAJ

22 A letter to friend congratulating him on winning first prize in Lottery
Tell him the way to meke the best use of the money
432 Queensway
Mathura U P
Date
My dear Bhushan,
| offer my heartiest congratulations for winning the First prize 1n Haryanz
Lottery My joy knew no bounds when | found your name in the list of prees
winners It s really a good luck to win two lakhs of rupees  You have a bno*¢
future before you It s all due to your firm faith in Almighty whose omnipo =<
You never dared to challenge
May 1 advise you tospendyourmoneyfor a good cauze [t ys my A"
advice to You to spend a major pottion of it on your higher education ho_ S
can become a good and proficieat doctor to serve the kumamity  Also =™,
to poor fund for the continuance of the study of poor stydents fes2 == we
discontinue for want of money  You may start corme scholarships a5 s
of your grandfather who was always eager to e2rve goor people
Please convey my best compliments to yo.s~ Ezeents fg’"\

N Yous< ‘:w
LT
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23 letter to a friend informing him what you intend to
do after passing your High School Examination
512 Lal Darwaza,
Bazar Sita Ram
Delh;
Date
My dear Prem
I received your letter today wherein you have asked me what | intend to
do after passing my high School Exammation  You are aiready familiar with my
chenshed hope to become a Doctor  So ! want to join some medical college
After cpmpleting the medical course | will become a Doctor and start private
practice in some big city

Medicine is a noble profession There 1s a great scope for serving the
humamty It 1s a paying and humanitanan job | hope you will agree with me
and approve my choice of profession | will speciaise myself in the diseases
of children as number of children die of one disease or the other in therr infancy
The rate of mortality 1s very high among children  There Is a dearth of doctors of
this line

| trust you would inform me about your views on the subject

With kind regards

Yours sincerely
SHASH! BHUSHAN

24 Letter to brother describing how you spent last

summer vacation holidays at uncle s house
35 Hastings Road
Indore
Date

other .

My dEl!al{!:\;e recetved an invitation from uncle to spend a few days with him
dunng the summer vacation at Jaipur | am going to give a short description of
the Journey and stay at uncle s house

| took the eventng train and reached the destination in few hours Uncle
was already there to recewe me at the Raillway Station He took me to his
residence by car  He served me with hght refreshment  In the evening he took
me to club and introduced me to his fnends Al of them treated me nicely and
played indoor_games with me He showed me many historical buildings and
picnIc Spots The city of Jatpur 1s worth seeing  All the members of the family
gave me a warm reception  Therr service was excellent ! spent the ttme happily
and its memory still hovers in my mind

| hope you are enjoying the best of health

Yours affectionately
VIDYA SAGAR

s
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25 Aletter to your friond inviting him to dinner on the
occastonof sister s marrisgo

49 D Knshna Nagar
Delti

Date
Dear Mohindra,

You will be glad to know that dear Sheela 1s gongtobemarned The
auspicious ceremony comes off next week  She 1s very fartunate to have a hand
some match  Her in-laws are very ich - They have good posttion n the saciety
It 1s expected that she will have a very smooth sailing fife  We are extending
mvitatien to our alf friends and relatives

Dear friend, you are on the list of our special invitees  Sheela wants your
participation on this happy occasion

We will be waiting for your amval well in advance so the programme may be
well arranged

Please do come and do not forget to pay my respecls to your patents

Yours sincerely,
HARI SHANKER

26 Lotter to father narrating an eccudent that happend to you

90-E Kamla Nehru Marg
Bombay
Date

My dear father,

Yesterday ) was going to the bazaar to buy a book | saw a car coming
from the opposite direction | was on the extreme left so | did not bother for
the car  Suddenly a small girl tned to cross the road  She was unmindful of
the traffic ndes  The driver applied the brakes He was rather perplexed He
tried to save the gurl and turned the wheel in my direction The car hit my cycle
My cycle was broken and | was shghtly hust

In the meantime the lady sittng in the car came out  She apologised to
me very sincerely She asked the duver to get my cycle repared  She was
very sympatheuc towards me She also offered Rs 2000 to get the wheel of
cycle changed 1| dechned the offer because t was very much moved by the
words of sympathy My cycle s thoroughly repaired  tis working as usual
kindly pay my respects 1o dear mother

Yours loving son
RAM

’
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the Hing for S reasgp, "t wish 4
appear at the pg, Mingy, oul, * the Xt exa inatop
Bunt Sineering College
Pilap,
Date
My dear father
For last foy, days have be very uch Ofrigy and hay, Spent
Sleeplegs Mights e EXaminat,, N IS pe. at hap, and | p, Ve ng Ideg ¢, fake up
the examlnatlon t Year g¢ li t fuilp, Preparey for it are fully aWarg
Of the fact thay Um " Vacation |, Pentine ons Sight Seemng 1n
Kashm,, llmprove Y heaith at the t of Studigs 1 Ough | , n ‘dnighy
ol yot €7 1S pittle hop 10 mage Up the deficrep, Ort peroy a
disposat Inspyte of my St effory Ot beap, e yp With the
amouyng Work as abpear e examlnanon Fwany get o Secong
Divison and my, areer v,y € Spoyf, d
I 4 erefore Qur Permys on to alioy, W sit for the exammat/on n th
next year
Wit best COmplimen, to Mumm,
ours affectlonatel
Y
28 Letter 0 fathe, Who s Way on tou, tolling him 5 Hinggg
of your Mother any how ¢he housg ho, affairg are p, nged
Greater Kailagp,
New Delp,
Day,
My dear father
! recere letter nd alsq Oney o, Yester, Its goo
that yoy gy, quite wejy Mothg IS at py, sent suffermg igh b, Pressyre
I took her ¢ the fam, dacto who dviseq her to take ¢o, t atleggy
@ Week angd 3150 restrcyve diet
Lam dojng all the domegt; Work ang 9o not 441, 10 worg the
kitchen | Cook the §, Myself and othe, Work of Sting ang Cleap, lone
by the Sérvant  vg, Need noy Worry € Will pg 4 I9htun 5 few g
I wilt drop g letter S Soon as sh Com, Ietely recovered
With regayq,
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29 A letter to a friend showing sympathy on his failure in the examination

2880 Pahargan),
New Defhi
Date

Dear Knishna,

Words fall to express my deepest sorrow when | found your Roll Number
missing from the list of the successful candidates published in the Indian
Express | sympathise you for your unexpected fallure We were expecting
that you would get through the examination with flying colours hut God was
willing otherwise  Of course 1t 1s a great loss to you but what cannot be cured
must be endured  You made every possible effort but what 1s lotted cannot be
blotted Strange are the ways of God Now you should not be pesumst,nor
take the failure to heart Failures are the pillars of success Who knows you may
come off the examination with sparkling success next year

With deep sympathies,
Yours sincerely,

URMILA

30 Letter to a friend condoling the death of his mothor

840, Nabi Karim,
New Delim
Date
Dear Suresh
The news of the death of your mother came to me Iike a bolt from blue
| was surpnised to read about the untimely death of your dear mother She
was quite hale and hearty when | saw her Jast month on your birthday It was
due to her that you attained such a high position  In fact the lamp that kindled
in your heart has now extingurshed for ever God has taken the sweetest smeliing
flower from the garden of your family Do not lose heart Of course you have
suffered an irrepairable loss but who can fight agamst the will of God
Please console your brothers and sisters on my behalf
May God grant peace to the departed soul

With deep sympathies Yours smoerely,

AVINASH
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31  Letter to mother showing your inability to see her
due to your examination

1035, Gandhi Marg
Gwalior
Date
Respected Mother
I have been much worrned for the past few days for not receiving any letter
from bome To day | recetved a letter from elder brother wherein he informed
about your tliness | am very sorry to know that you have been laid up with
fever cough and cold  Dear Mother | am very eager 10 see you and serve you
but due to my examination | am unable to see you As soon as my examination
1s over | will call at you
Please consult the family doctor, take medicine regularly and all other
precautionary measures | hope you will recover soon from tiness

Pay my respects to elders and love to youngsters

Yours lovingly,
JOHN

32 Letter to a friend inviting her on your birthday

56 Patel Marg,
Indore
Date

ema
Dear ?i ve not receved any letter from you since long  You will be glad to

hqt my birthday falls on next Sunday My parents are arranging a grand
know t ahl auspicious occasion  He has extended invitation to all his friends
feast ont Ss They have also asked me to invite my friends as well | shall be
and re(!ja:;ﬂ;‘ou give us the pleasure of your happy company on this occasion
Ob",g:ope you will not fail to comply with my request and will grace the occasion

with your presence
Warting for an early reply

Yours sincerely
REKHA
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33 A letter to a stranger thanking him for sending you back your lost bag

35 D, Green Park
New Delht
Date
Dear Shn Gupta
| heartily thank you for sending me my bag which | had lost in the bus on
my way to see a fiend of mine It 1s very kind of you to take so much trouble
for me In fact the bag was very important for me [t contained the onginal
certificates and testimomials of my daughter and some important court documents
Words fail me to express my thanks to you

{ again thank you for the trouble

Yours sincerely
YOGENDRA AGGARWAL
Address
Gopal Knshan Gup*a
A-12, Hauz Khas
New Delhi

34 A letter to a neighbour requesting to his their radio at a lower pitch

J-13 Rajoun Garden
New Delhy
Date
Dear Sir
It 1s my personal request to you to slow down the voice of your radio You
are fully aware of the fact that the annual examinations of the children are going
to take place next week
They want to devote their time to study but your radio s a disturbing factor
It tunders their studies considerably
| hope you will kindly accede to my request

Yours truly,
RAJESH
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35 A letter to a neighbour fequesting him to keop his dog chained

3580 Model Bast,
New Delh;
Date

Dear Sir,

I am sorry to inform you that your pretty dog whom youy deorly love some
times goes astray and the children of the locality are very much frightened and
are afraid of coming out of their houses to play in the street

It would be imuch appreciated If you keep your dog chained

| trust you will not mind my suggestion and accede to my request

Yours truly
SUDHA MITTAL

A letter to your friend who has come to spand his winter vacation
% inviting him to visit a picnic spot

A-5/13, East Patel Nagar,
New Delh;
Date
dear Rajv,
My really glad to know that you have come here to spend Your winter
| al’ﬂI would request you to go to Okhla on next Sunday It s a beauttful
vacation t on the bank of River Jamuna We will start at 9 AM after breakfast
p'cmchsaﬂoreach there at 10 AM and eat dnnk and be meny till the sun ssts
We ;othel’ will prepare a dainty lunch for us
My Please do come and also not forget to bring your camera with you Rest

when we meet

Yours sincerely,
MAN MOHAN
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37 Lstter of condolonca on the death of a child

40 North Avenue
New Delhi
Date
My dear Robert,

We were deeply grieved to hear the sad news of the death of your child
Words fail mo to sympathise with you on the loss of your child These are the
things that just happen and we can only bear up as best as we can Have
patience and gnieve not your care worn heart We cannot go agamst the will
of the God Please do not hesitate to wnite for anything for me

With loving regard,

Yours sincerely,
JOHN SMITH

38 Letter of condolence on the death of a hushand or a wife

10 Marine Dnive,
Bombay
Date
My dear Prem,

My heart was filled with sorrow when | heard about yoursad bereavement
Only the wearer knows where the shoe pinches | can well understand the loss
you have suffered on the loss of your husband/wife whom you loved so dearly
Try to patch this loss  Have patience and bear up the Joss What cannot be
cured must be endured One cannot challenge the will of the God  You have
your sweet baby to live for

If there 1s any thing we can do for you please write without hesitation
With love and sympathies from ali of us
With sincere regards and sympathies,

Yours sincerely,
RAMESH
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39 Reply in responsa to a lettor of condolonce

145, Irwin Road,
New Delht
Date

My dear Ramesh

Thanks for your kind letter of condolence and sympathies | appreciate it
immensely 1t is understood what this great loss means to me  Now there 1s no
alternative but bear it calmly | have resigned myself to the will of God Thank
you for your sincere offer for help In case I stand in need of anything ! shall write
toyou You are the only man who can come for my rescue in need

i shall be too glad to come to you

With regards,

Yours sincerely,
PREM

40 Letter of condolence from a lady to a mother on ths death of her son
1020/32 Sector
Chandigarh
Date

My dear Mrs Ahuja
| was daep'y grieved to hear the ternble news of the death of your son
The death’s newsis bolt fromblue have no words to express my sorrow of your
bereavement 1 understand what a blow it must be for you to lose your son m
the prime age of his fe Mystertous are the ways of God Death keeps no
lender In fact a mountain of misfortunes has fallen upon you [t was the will
::: the Almighty God Who can fight against him ?

Have patience and console yourself

Yours incerely,
MRS DEEPAK GUPTA
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41 Reply from n mother to lady in response to a condolence letter

1080 Jain Colony,
Sonepat, (Haryana)
Date
My dear Mrs Deepak,
| deeply appreciate your words of sympathy My loss 1s unbearable and
trreparable ! cannot resign myself to 1t as yet My son was the only help and
support in my old age Now the whole world has become dark for me iIn
such hard times, the sincer words of sympathy from dear friends like you are a
very great help  They are a source of conforts and relief in my bereavement
Please come here for a few days so that my sufferings may be lessened and
mtigated

Yours sincerely
MRS AHUJA

42  Lettor of consolation to a friond who has suffered a monetary loss

195 DN Road,
Bombay
Date

My dear James,

I am really very sorry to express my sympathies for the severe loss you
have suffeted The blow 1s heavy but you should take consolation that you
have always acted nghteously and honestly It 1s not attnbutable to your
negligence  You should not be discouraged by this loss  Whatever God does it
1s for the benefit of a man Who knows some good may come out of it There
are many years in front you and they will bring you back tenfold all you have lost
| am sure that you compensate this loss by dint of hard labour

With my deep sympathies,
Yours sincerely
RICHARD
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43 Letter to a friend in response to his letter of consolation
for the loss he had suffered

35 Jain Mohalla
Varanasi, U P
Date
My dear Richard
lam grateful to you for your kind letter expressing sympathy on the
monetary foss | have suffered  Of Course, it 1s a heavy loss to me but | do not
tntend to give way under 1t
I tned my best to avord the loss but could not succeed It seems that it
was tn stare for me  You may be sure that | will make up for the loss Your
good wishes will help me greatly 1 will have no stone unturned to compassionate
my lost fortune

Thank you
Yours sincerely,
JAMES
44 Raply to a letter of )f from hi about noisy dogy
12 Alpur Road
b Delh
Deat Mt Patel, Date

{ recewved your letter on my return home and | was very sorry to read its
contents ! had no 1dea that our dog wWas being such a nwsance 1o you and the
members of your family

We alwavs take care to see that our dog doesn t bark at any unreasonable
nour or for any fength of time But | was not aware that he enters your compound

the flowers and frghtens vour children Please rest assured that this
:"V“Rssmp \mmediately and you wi) have no further cause for annoyance or

1
mplaint
" pMay 1 1n ending offer my apologies to you and the other members of your
famuly for the trouble and mconventence that may have been caused to you
a
Yours sincerely,

- J N VERWMA
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45 Lletter to a friend describing the best way of spending a holiday

22 Churchgate
Bombay
Date
My dear Shyam,
| was very happy to recewve your letter in which you descnbe how you
intend to spend your coming holidays
It seems you have made up your mind to spend a month by the sea
swimming and just lazying about the whole day long My dear Shyam don t you
think there are better and more healthy ways of spending your holidays? If 1
were you | would collect a few friends and spend my days hiking over the hills
near you, sleeping out tm the open 1f necessary, living on simple country fare and
fresh air Would t that be preferable from the health paint of view than days by
the sea, just downg nottuing?  Of coutse you Know best whatis good for youand
what you want | hope you won t mind my having made all these suggestions
and Wniting like a stuffed-up adult  But then | am so much older than you
With all good wishes for a happy holiday wherever 1t may be
Yours sincerely
KUMAR

46  Lettar to fathor oxplaining how you would spend the Rs 10000
received as a prize for proficiency sn English

75-A Janakpur,
New Delht
Date
Dear Dad
} am sure you will be pleased to hear that | have won the Rs 100 00 pnze
offered by the school this year for proficiency 1n Engltsh and for secunng the
highest number of marks in this subject ol
Of course | am ve; about it myself | am sure you will allow me
to spend the prize n‘llorr\‘éyhz‘r)\p\{he purchase of some good books mostly on”
English Iiterature and works of reference | would very much like to have a
comprehensive dictionary preferably the ‘Oxford Concise Dictionary  An
authontative book on the ustory of English hterature would be my next choice as
well as some well-known classics | feel that | should also have two or three
good books of modern fickon What would you advise? You are so well read
that { would hke to be guided by you Please send me your suggestions
With all my compliments to you and Mummy
Yours loving son,
RAMESH
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51 Letter to fathar saying that you would rather
work and help him than go to college
Govt Boys High School
New Delhi
Dated
Dear Father,

Thank you so much for cogratulating me on passing in the Higher
Secondary Examination You wnte that you would now like me to join a college
and enter on a degree course  But | fully realise how difficult 1t will be for you
financially especially as the burden will be for at least four years

Considening the pros and cons and I have thought over this matter very
senously | would prefer to get a job now and thus help in shouldering some of
your financial burden  Ours 1s a large family and whatever | earn even if it be
not much 1n the beginring will be a great help 1 could of course continue my
study 1n my spare ime and perhaps take up practical courses in Private College
to help me 1n my future career

please write soon whether you approve my proposal

My best compliments to all at home Yours lovingly

RAKESH

ar to uncle asking advice about a career
52 Lett Church Road
Calcutta
Date
hi
My dear unclinigt z: aware | am due to finish school in a few months time
As younderlng what kind of career to adopt when the result of my final
and am WO wn 1 am very fond of art and am rather good at sketching and
exams 15 kf;oam therefore wondening if there would be any field in commercial
pamtlng f so what course of training | could take in 1t
art an ou are 1 Bombay and familiar with all these things | would very much
Ast;’ your considered advice 1n this matter My dad told me to wnte to
apprecxame best person to consult especially as you have my welfare at heart
you alsf you think that an art career would not be advisable please suggest what
4 of job 1 shouid go i for Any help you could give me 1n this matter will be
l\j‘er:'y welcome and gratefully received
with fove to you and aunty Your loving nephew
SUNIL

"

[t
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63 Letter to & friend who Is on a long hollday in a foreian country

A SAJ1A Janakpurt
New Delht
Dated

My dear Kumar

| hked very much the picture post-card you sent me It 1s so colourful and
so well phintea How do you ke Rome ? | am told that 1t 1s a beautiful city and
1s famous for its many fountams Have you learned to speak ltalian yet ?

Next time please send me some stamps as | am making an album and have
already over 5000 stamps from different countries  So try to send me as many
used stamps as possible from italy, preferably of different denomimations

Have you been to Veniceyet ? In school we were told yesterdaysthat 1t 1s
a very picturesque place with its narrow canals and burldings  Please wnte fong
letters, [ am interested in foreign places and love reading geography | find even
the school geography lessons very interesting

| send you my best wishes  Keep well and enjoy yourself

Your true friend
HARI

B4 Letter of ragret to friend unable to aftend a birthday party
Patel House
Peddar Road
Bombay-26
Date
My dear Gita,
1 was so sorry you couldnt come to my buth day party on account of
your indisposition | hope you are quite well by now
Thank you very much for the book you sent me as a birthday gift [ am
feading 1t and enjoying 1t very much
1 hope you will come to see me as soon as you are quite all nght agamn
| want to tell you about such a lot of things and the new games we played at
my party They were ever so much fun
My Daddy has promised me a puppy We are going to bring it home on
Sunday 1 am so excited and can hardly wait for the day ~ You will see 1t when
we meet next | am going to call it Paps
Dear Gita thanks once again for the book  Hurry up and get well soon

With love
Very smncerely yours,

USHA



56 Letter to a friend thanking him for sending a birthday gift

31-A Kamla Nagar,
Delht
Date .
My dear Bipmn
Thank you ever so much for your lovely gift It amved exactly on my
birthday, too and | think 1t ts very nice of you to have remembered my birthday
although you are so far away at present | have always wanted a Parker Pen,
and now at last | have 1t | received quite a few birthday gifts but yours 1s the
best and the most useful | will always treasure 1t and remember you when I use
it, which will be every day once the school reopens  As a matter of fact | am
vx;mlng this letter with 1t It wnites well on the paper without any effort at all
And the ntb 1s just right for me
Thanking you once again, my dear Bipin
Your very sincerely,

ASHOK

56 A latter to your father asking for money

Govt Higher Secondary School,
Dev Nagar New Delhi
Date

r father,
My deIaiam awfully busy with my admission test The admission fee for the

ediate Examination shall be sent up immediately after the declaration of the
Intet 1t would not be therefore possible for me to see you this week end
Kindly send me the admission fee and monthly expenses by money order
A sum of Rs 200 00 will do
It s very cold now a-days [ require a pull over or a jersy for morning or
evening wear, when { cannot put on a coat  Besides | want to purchase a pair of
hoes, since the soles of my boots have worn out
s 1t will, 1 hope, find you n the best of health

result

Yours affectionately,
RAM KISHAN
Class XIl Section A
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67 A lottor to a friend tolling him of a pleasant dreasm

35-B Moti Bagh, R K Puram
New Delht
Date

My dear Han,

You will be glad to learn that | had a pleasant dream last might and you will
be anxious to know what my dream was

In my dream, [ was carmed in an aeroplane to a very distantandfioweryvale
where there was a fine palatial bullding set admidst a grove of mangotrees | was
hospitably received by the inmates of this place who were dwarfish people dressed
ingold and Jewels What was my surpnse when | was toid by one of them that |
was chosen as the king of this place and palace { straight forwardly rule my dreamy
kingdom My first project was to banish unemployment by forctng alf idle hands
to dig the earth and plant trees and garden  Befote | could go to other projects [
was rudely woken up and found myself hving in my own room Although my
fust impression was one of disappointment | have ever seen, yet | loved this dream
of mine and | hope to see 1t realized sooner or {ater

More when we meet

Yours sincerely,
RAM NATH

68 A letter to your father explaining the cause of neglect in studies

Govt Higher Secondary School,
New Delht
Date
My dear father,
| am really ashamed of my unsatisfactory record | readily confess that it
was more or less due to my participation 1n game and race in the annuaj tourna
ment | being a regular hockey player had to attend the ground in the morning
and (n the evening without fail
| had to attain a high standard of efficiency in races under the strict gutdance
of my coach whao s very exacting
1 could not stand the stran and felt very much tited by sunset 1 retired to
bed early while other students were up with therr books
But now | assure you that | will secure good marks and good position In
the annuaf promotion examination  You need not worry oh that scare
How 1s sister 7 She might be putting on more flesh now

Affectionately yours

o BHUSHAN



59 A letter of condolence to your friend on the death of his father

Han Nagar,
New Delh;
My dear Parveen Date
I was greatly shoched to learn about the sudden untimely death of your
dear father | can hardly express how deeply | sympathise with you in your
sotrow It 1s an irreparable loss indeed But so was God s will What cannot be
cured must be endured  You should therefore take heart and bear the calamity
patiently
When | recall to my mind his kind words and gently nature | cannot
sustain myself How deeply he loved me It must be a ternible shock to you all
May God grant peace to the departed soul and give you strength and courage
to bear this loss
Remember me to your dear mother and convey to her my heart felt

sympathies
Yours sincerely,

PARVESH KUMAR

60 Asking for reduction of rent

45 DN Road
Bombay
Date
LLP Joshi Esq
gsplanade Road
Fort Bombay
Dear Sir
Thank you for the prompt reply to my enquiry about the rent of your
vacant flat in Peddar Road However, | am sorry to inform you that it 1s much
mgher than | care to pay at present although | like the flat very much My limit
1s Rs 450 00 per month  Please excuse me for having troubled you In case
you dectde to reduce the rent kindly inform me
Yours truly,

PATEL

2 1.
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64 Lettor of thanks for Jklndnnss shown during finess
Maryland,
Chestnut Avenue,
Bangalore

Date

My dear Bretto,

{ am writing this to You as soon as | was allowed to be out of bed, as |
want ts express my deep gratitude and thanks for alf your kindness to me duning
my diness and for the many things you sent to me 1 value your interest in me
very much and wish | could express my thanks better tell you how much
your kindness cheered me up dlnng alf those long days when § was m bed
You may be sure [ shall never forget what you have done for me

With kindest regards and thanks once more

Yours very sincerely,
PARKASH

g5 Acknowledging a gift from a lady frlend
66 Colaba Causeway,
Bombay
Date

My dear Miss Elsa,

1 can hardly tell you how happy | was to receve your excellent gift and
kind letter  Misa splendid pipe 1 just could not resist the temptation of trying
1t at once and, as a matter of fact, it is going full blast now as | am wnting this
to you | cannot thank you enough for having thought of me 1 hope you are
keeping quite well these days  Please remember me to all at home

Yours sincerely,
PHILOSY

66 Acknowladging a gift from a gentleman
8 Duplex Road,

Calcutta

Date

My dear Hart
Your letter and parcel amved this marning  Thanks very much for your

kind wishes and for the excellent gift  The ties are really good ~ As a matter of
! ct, § am wearing ane already Just could not resist the temptation to wear
mhén may | expect to see you? Why not come aloneone day soon and have

dinner with us? Any day will smt us  Let me know when you can manage it
Yours stncerely

RADHEY
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67 Lletter to a landlord asking for per fon to P
premises
10 Alexandra Road,
Bombay
Date

°
Dear Mr Gupta,

Having heard that the second floor of your house Court Side at
Churchgate 1s to let | would like to see if it 15 suitable for us Will you be
good enough to grant me the necessary permission? | am free every evening
after 8 o clock  Could you instruct your man in charge to admit me at that time
one of these days ?

Yours sincerely,
NARAIN DASS

68 A letter from a ¢ t to the Landlord req ing him
to reduce the rent of the portion in his occupstion

45, D N Road, °
Fort, Bombay
Date

Dear Mr Joshi

Though with a certain amount of hesitation | am yet compelled to approach
you about the scale of our rental  We have occupying the first floor of your
house In Laburum Road for last two years on 2 monthly rental of Rs 150 But
now due to many reasons, It is not possible for me to keep on paying this
amount | have to request you, therefore, to cansider the question of lowering
the present rent &t least to Rs 125 per month in constderation of the long period
for which we have been your tenants  If you cannot See your way to lowering
the rent 1am afraid 1 shall have to think of vacating up the tlat, though much
against my wish It is no longer possible for me to pay the present rent

Yours sincerely,
1 GOVIND PATEL
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69 A letter from the Landlord in resp to a req from &
tenant to reduce the rent of the portion in hus occupation

17 Esplanade Road
Bombay
Date
Govind Patel Esq,
45, D N Road,
Fort, Bombay
Dear Sir
| was surprised to learn from your letter that you consider a rent of Rs 150
a month high for my flat in Peddar Road in spite of its excellent situation and
ample accomodation | am very sorry that though | would like to have you asa
tenant 1t 1s not possible for me to lower the rent

Yours truly,
MJ JOSH!

70 Letter of introduction to a friend to use his influence for
sacuring an appointment for bearer of the letter

67 Welsely Road
New Delhi
Date

My Dear Aslam,

The bearer of this note Mr Aslahuddin 1s the son of a very old and good
friend of mine He has appled for the appointment advertised in the Times of
India by the Globe Manufactuning Company and [ am very anxious that he

hould get this job 1 beheve that you are on very good terms with the
s and 1if you would give my young friend a recommendation to him 1

tor
P':oI;;rLee very grateful [ know Mr Aslahuddin very well and can vouch for his
ismaegmy intelligence and enthusiasm for hard work | hope he will be able to do

something for him
You have not been to visit us for a leng tme now  When may we hope to

have that Pleasure ?
. Yours sincerely

HAMID KHAN

—



45

71 A letter from a gentleman to a lady congratulating
her on her engagement
20, Mount Abu Road,
Ajmer
Date
My Dear Renu, .

| have just received a message from one of my friends about your engage-
ment | heartily congratufate you on this happy occassion [ have not the
pleasure of personal acquaintance of the gentleman but | am sure that he 1s very
fortunate to become your life companion | am anxious to meet him ana
congratulate him personally

When are you coming to see me? | hope very soon with your life partner
too  With best wishes,

Yours sincerely,
PARTAP MEHRA

72 A letter of thanks to a gantlaman n response to
his latter of congratulation at her engagement

45 Mahatma Gandhi Road
Allahabad
Date
My Dear Partap
| thank you for your letter of congratulations and all good wishes it
contains | am really fortunate and born under a lucky star to be engaged with
Sunil  He 15 really a good and deserving match ~ Hs 1s an excellent handsome
young man  He has a sound mind 1n a sound body You will yourself agree
when you meet him personally He s an enbodiment of all virtues and vice
none He neither smokes nor dninks  He 1s very dear to me and both of us love
each other  You will appreciate my choice when you see him
Rest when we come to see you
Yours sincerely,
RENU
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73 A letter from a gentleman congrutulating a lady on
the engagement of her daughter

5070 Kingsway Camp,
Delhi
Date

My Dear Mrs Aggarwal,

Only today | came to know through a common friend of ours about the
engagement of your daughter to Mr Sunderlal This news thrlled me very
much The match s very good  The boy 1s handsome, smart and good-looking
He 18 highly educated 1know him since his birth  The family background 1s
well reputed  You are really lucky to find such a fine match for your daughter

Accept our best regards to you and to Mr Aggarwal

Yours sincerely
‘ SONI MEHTA

to the gentleman in response to his letter

¢ of thanks
74 Letto of her d T

of congr ing her on engag
5

45-B Maunce Nagar
Délht
Date

My dear Mehta
| heartily thank you for your kind letter of congratulan?ns on the engage-
my daughter Rashmi with Sunder Lal We are pleased to find such an
¢+ match for our daughter The boy 1s handsome, smart and has attractive
He 1s tall and healthy  His nature 1s very good | will mntroduce you
to fum on the first opportunity  You will also appreciate his pleasing manners
Ne are really jucky to have such a fine match for our daughter
Thank you once again My husband sends you tis best wishes

ment of
excellen
features

Yours sincerely,
SANGETA AGGARWAL
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75 Letter to younger brother advising him not to study
too much at the cost of health

3880 Naya Bazar,
Delh:
Date

My dear Parkash,
I received a letter from your mother wherein she told me that you burn
r’:ud I;:ght ol and work too hard and as a result of this you have run down in
ealt
Dear Parkash, health 1s wealth Health once lost can never be regained
No doubt, work ts worship, but you should not study at the cost of health  You
know that always work and no play makes jack a dulbboy You should devote some
time to games etc and maintain good health A sound mind resides in a sound
body tncaseyour healthisgood mental faculties will simultaneously be developed
In view of this | advise you not to study too much lest you should deterio-
ra‘te your health Your moto should be work while you work and play while you
play
With best wishes,
Yours well wisher,

ARUN

76 A lotter regarding enquiry about a servant from his
previous master before his employment
16/24 Shakti Nagar,
- Delht
Date

My dear Sharma,

| had been n search of a domestic servant for a pretty long time and now
Shn Jag Mohan has approached me and says that he was in your service for
about two years | would be grateful to you if you please let me know about
tus character and behaviour while he was 1n your service  Rest assured | will
keep 1t confidential Please excuse me for the trouble or any mconvenience
caused to you lam anxious to have this information to avord future trouble
that might anse due to employment of a wrong person

His integnity and bonafides may be communicated to me secretly,

Thanking you,

Yours sincerely,

' SUNIL DHAWAN
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77 A reply from a previous master regarding antecidsnts of a sarvant
in response to a latter of enquiry from ths naw master v

35 A Lajpat Nagar
New Delht
Date

My dear Dhawan, ,

I received your letter today wherein you have enquired about the character
of Shnt Jag Mohan who was in my employment for the last two years 1 am to
inform that he 1s the most sincere and trust-worthy fellow He 1s a willing worker
and avouds procrastination  For him duty i1s above all  He bears a very good
moral character The fact 1s that due to my financial difficulties | had to dispense
with his services | assure you that no complication will anise from his side  He
will leave no stone unturned to please you lie 1s a dependable person You
may engage him without hesitation

Any service for me

Yours sincerely
ML SHARMA

78 An inwvitation at Dinner

60 Under Hill Road,
. Deths
Date

My dear Mrs Martha

it will be a pleasure for me if you and your husband attend the dinner party
Sunday at 8 P M on the auspicious occasion of the birthday ceremony of
on grand son  It1s a quite informal affarr as | have extended the inwitation only
;r:’ya few selected frnends of mine | do hope that you will adore the occasion
with your gractous presence |

Please do come
Yours sincerely
MRS MARRY

i
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73 (i) Letter of acceptance

8090 Daryagan;
Delht
Dated

N

My dear Mrs Marry,

My husband and | thank you very much for your kind invitation  We shall
be glad to participate in the Party on Sunday at 8 PM  We shall be happy to
meet there

Yours sincerely
MRS MARTHA
{n) Lettor of Regret

8090 Darya Gan),
Delh
Date
My dear Mrs Marry,

My husband and 1| thank you very much for your kind invitation to dine
with you on Sunday, but we regret very much and cannot accept it due to a
previous engagement for Sunday at 8 P M
| hope you will excuse me for our absence
Yours sincrely
MRS MARTHA

80 A letter from a father to the Principal of a school
regarding tis son s progress

4/45 Roop Nagar
Delh

Dated
Dear Mr Harnson

| have recewed the quarterly report of my son named Rustam the student of
X class of your schoo! From the report it transpires that 1t is not upto the mark
The Matn reason for it 1s that | hqd been away on tour for more than a month and
could not supervise my son’s studies durning this period and unable to pay
adequate attention to his studies | will make arrangement for his p ivate
:gacr:'hmg to make up his deficiency and would catch up with other boys very

o

| hope to hear from you as early as possible to ehable me to take necessary

steps s.or his further improvement | am anxious to have your advice
hanks,

Yours smcerely,w_
A RONALD};’r <



81 A letter from the Principal in response to a letter
from a father regarding tus son s progress

Bnght College,
E-35 Kamla Nagar,
Delh
Date
Dear Mr Ronald
Your son Rustam had been a quite bught and hard working student but
during your absence he had fallen into a bad company and often played truant
from the class As a resuit of which s studres suffered a lot  He requires a
constant watch and extra coaching and | am sure he wilf come up to the mark
i a very short period  He 1s mtelligent and  will make up the deficiency i all
subjects | made engumes about his progress from his class teacher who
informed me that s progress 1s satisfactory and will definitely show a better
result next time

{ will take this apportunity to keep you mformed about your son s progress
tn his studies

Yours sincerely
HARRISON

logy to a neighbour in resp to his
% ﬁ::::a;foson;'plaln; for the trouble caused to him

460-8 Mot Bagh
New Delhn
Date

nshna
My dP;B:V:s very sorry to learn from my wife that you were greatly troubled by
last mght  We had no sntention to cause any trouble to you We will
our Radmﬁ dio at lower pitch to avoid any inconvenience to you The chidren
keep our ad to hear the songs and the commentary on the test match | shall take
are mwre‘-:gnaw mearures to keep the sound low which may not be distruthing

all precad bed ph nform me straight forward and we assure
ou feel disturbed please 1 9
you "Qxig:%ur full co-operation as best as possible  We do not wantto create
E%‘;:ess 1n our neighbourly cordial relations
v

ice for me
Any servi Yours sincerely
MOHAMAD ALl

- .
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83 A letter of apology to a naighbour for a damage
caused to him by his sor

382, Kuncha Rehman

Ballimaran

Delhi

Date
My dear Aslam

| have come to know through my wife that my sons while playing cnicket

broke one of your window pane | am really very sorry for the loss caused to
you and apologise to you sincerely  You very well know that there 1s no play
ground 1n our locality and the children have to play either on the road streets or
the court-yards | have reprimanded the children and assure you thatin future they
will take precautions and avoid such mishappenings | will get’the window panes
replaced

Sorry for the damage and inconvenience caused to you

Yours sincerely
HABIB-UR REHMAN

84 A lotter from a husband to his wife who s away
on an official tour

32 Kali Ban
Bareilly
UpP
Date
My darling ,
It 1s only a week since | came here on an official tour but 1t seems as f years
have passed 1 always think about you and it is very difficult to erase your

;nemory from my heart even for 2 moment. _Words fal me to express my love
or you ~—

How 1s Sumita, our little daughter Has she completely recovered from
cough and cold 1 am a hitle worned about hertliness  You should properly
look after her and consult a good doctor if necessity arses

How are Mummy and Daddy ? | think they will be alt right. | advise you to
look after them properly They need much care in old age Please brning medicines
for them regularly As soon as my work is over | will come Your memory hovers
1n my mind day and night | have passed three weeks like three decades My
darling you are the only source of happiness for me n this world | am anxiously
waiting for your early reply Pay my compliments to Mummy and Daddy
and love to Sumita the flower of our love

Yours lovingly
PRADEEP
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85 A letter from a wife to her husband who 1s away
in response to his letter
45-UB Jawahar Nagar,
Delhi
Date

N

My dearest Raje,

Your loving letter came to me this morning like a ray of Sunshine and my
happiness knew no bounds I cannot descnbe my feeling on reading that you
love me so much | read your letter many times but still | feel Iike reading it
agamn and again  Your loving letter has given me so much of relief from the
loneliness | have been facing since you left | am anxiously looking forward for
the day when you will come back from your tour  The suffering of separation 1s
really untolerable Every thing 1s fine here except | miss you Sunita has comple-
tely recovered 1 properly look after Mummy and Daddy They are every thing for
me n this world They are dear to me next to you [ daily bring medicine for
them and get them medically checked up  You need not worry yourself Sunita
remembers you very much  Please bring a nice frock for her

Yours beloved wife

DEEPA
86 A lstter to a friend requesting hum to find out a suitable
accommodation n Pune for a short period
for change of climate
54 Gali Uggar San,
Panipat

Date

My dear Parveen

| am sorry to inform you that my mother has not been keeping good health
for the last few months  The doctor has advised us to take her on a long change
o rovement of health I at once thought of Poona but | have never been
for Im%d do not know anything about this place It will be very kind of you if
there auld let me know from your long experience about the climatic condition of
Yos cclJace In case It 15 invigorating for health | would request to find for us a
this b modation 1n Poona consisting of two rooms with all facilities for a

e accom
;:‘:.?;%' of two months at the most | am anxious to hear from you at an early

date so that | may make necessary preparations
Mother sends you her best wishes
Yours sincerely,

MARY DAVER
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87 A letter from a friand in response to his letter wherein he
had requested him to find out a suitable accommodation
for change of climate for her ailing mother

15 CliveSquare
Pune-6
Date
My dear Marry,

| was deeply sorry to hear about the illness of your mother [ advise you to
bring your mother as early as possible | may tell you that Puna 1s a good health
resort and a good sanatonum for sick persons The chimatic condition of this
place 1s temporate and free from ardent passion | assure you that health of your
mother will definitely improve in a very short period You need not worry yourself
about accommodation problem | have suffictent accommodation consisting
four rooms kitchen, Store room and a bath and Laterine All facilities and
amenities of hfe are available here | will treat your mother like mine and serve
her ltke her own son  Come soon without hesitation

Any service for me

Yours sincerely
PARVEEN

88 A lotter from a father to his son in Foreign Country
informing him that he has purchzsed a plot of 1200 sq yds
and intend to install a cinema

180 Faiz Bazar Daryagany,
Dell

Date
My dear Naresh

| hope you will be enjoying good health and pulling on wel! with your studies
All of us remember you badly You will be glad to know that 1 have purchased
a plot of land measurning 1200 square yards in Industnial Estate of Narela and
ntend to construct a Cinema Hall  This will be a paying business as there is no
Cinema Hall in that colony Now I want that you should acquire technical know-
ledge of this line and leam about the mechamsm so that you may run the
business proficiently and independently By the time you qualfy yourself as an
Electncal Engineer | also advise you to specialise yourself in this line  side by side
You should make the best use of the time at your disposal and let the opportunity
not shp at any cost | am anxiously awating for an early reply Your mother
K 1ss you very much and sends her blessings

Your loving father, '
MOHINDRA AGGARWAL



89 Lottor from the son to his fathor who I8 studying In West
Germany as an Electrical Engineer in response to his letter
65 Lover s Lane,
Berhn
West Germany
Date
My dear respected father
| received your letter which gave an immense joy that you are planning to
establish me 1n my hife | assure you that | will acquire sufficient knowledge and
all necessary techniques of the cinema line 1 will learn 1ts modus operandi as
well so that I may carry out the work independently | will not waste a single
munute and learn all 1ns and outs of this profession In addition to my present
work as an Electrical Engineer  Please write about the capital cost involved and
the future prospects of this line  Rest assured | will prove myself a worthy son of
a worthy father | kesp a good assoctation of qualified persons and denve the
maximum benefits from them 1 will fulfil your ambitions and earn a fairr name
for you | work day and mght and burn midnight oil to achieve my goal in life
Please do not think that | am squandenng your hard earned monay n leading a
luxurious hife 1n the company of foreigners
Pay my best compliments to mother and love to younger brothers and
sisters Yours affectionately
NARESH AGGARW *

90 A letter to a friend in England enquiring about the
posstbllities of finding work there during tus stay
1030 Santa Cruz
Bombay
Date
Ny dear John
How are you these days ? It 1s long since I heard from you | am wnting
to you purposely because | need your help | am planning to come to England
next year for the improvement of my Enghsh | wish to stay there for about
a year Or SO Naturally | cannot afford a year s holiday as | am not financially
strong | want that you should find out any job for me for which | would apply
| am sorry to bother you but | have no tdea from where to make such
enquines myself It would bea great help if you could put me in touch with a
firm or agency to whom | could wnte too It would be very kind of you If you
could extend your co-operation
When are you thinking to come to [ndia?”~ You will be most welcome to
th us
stay i Yours sincerely,
HANS

/i
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91 Heply the letter from the friend 1n England to
an Indian friend in response to his letter

65 Canning Road
London
Date

My dear Hans,

It was nice to have a letter from you after so long and to hear that you are
planning to come to England Unfortunately, | cannot help you much over a job
As faras | can gather foreign students work mostly in hospitals shops or restau-
rants but this job 1s available only when they are physically here  Such types of
jobs tannot be secured by means of correspondence You would look for in
advertisement columns which advertise jobs for students

The best thing 15 that come for a holiday trip and try to find an employment
foryou 1 wil also extend all my possible co-operation  We will be delighted to
have you here Please inform me of your probable date of arnval 1 am anxiously
looksng forward for your early reply

Yours sincerely,
JOHN

92 A letter from Shri Vijay Kumar Gupta Delhi to his friend
Surinder Mohsn lives at Dehra Dun inviting him to visit
the historical ptaces at Delhi during Summer vacation

4/54 Roop Nagar,
Delm
Date

My dear Mohan,

Day after day and month after month have since clapsed but nothing
has so far been heard from you It seems you have erased my memory from
your heart 1 think the examination fever has since come to an end and your
college will be going to break up for summer vacation by nuddle of May [t will
be a pleasure if you come here for a few days for a change of climate and visit
the histoncal place in Delhi Besidesthis there are other things worth seeing such
as Parliament House Rastrapatt Bhawan, Deltn Zoo etc etc You will really
appreciate when you see the hughest tower, In the woild Qutab Minar, Himayun
Tomb, Old Fort, Jantar Mantar These buildings are symbolsof the ancient
artmanship | again request you to come here some how or other for a few days

1 will have happy time i your company

Yours sincerely
VIJAY



56

93 Letter from Surinder Mohan to Shri VK Gupta Dolhi
1n response to his letter from Dehra Dun

28, Dhakre a Road
Dehra Dun
Date

My dear Vijay,

| receved your letter today which gave me a great jov  Dear friend how _
can | forget you Dunng our school days you had been ali along my helper,
well wisher and sympathiserandiatrust-worthy friend You always stoodbymein
weal and woe and shared my sorrows and hapmess How can | forget your act
of gratitude  Don t think me an ungrateful person | will remember you till the
last drop of blood runs 1n my veins Come what may | will come to see you
during my summer vacation and also visit the old historical monuments of Delh
It was my keen desire to see the old relic of Delm which had been the seat of
many Governments and Dynasties Your memory 1s stll fresh in mymind |
am really indebted to you for the timely help you gave me

Pay my compliments to your parents

Yours sincerely
SURINDER MOHAN

A lotter from & gentleman requesting a lady for donation
s Pandara Road
New Delh!
Date

94

Dear Mrs Mehra N
You are fully aware of the fact that there s a lot of poverty and unemploy-

ment among the youth of our country  They are unable to get a square meal
despite best efforts Considering the pros and cons we have decided to start a
Rehef Fund for such people tll they get a suitable job We are collecting
donations for this purpose N
| know how sympathetic you have been towards the poor  In view of this
1,request you to contribute some thing to this noble cause | also request you
t:) exercise your nfluence among your friends to contnibute itberally towards this
und
f | shall be highly grateful to you
Yours sincerely,

KAMAL BHATNAGAR
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95 Reply from the lady in response to the letter of a
gentleman rsquesting for the donation

6-B, Janakpun

New Delh

Date

Dear Mr Bhatnagar,
| have received your letter for the request of the donation towards the
Relief Fund for the needy persons of our country | appreciate your noble action
but | am sorry to inform you that due to some abnormal financial difficulties | am
not In a position to contnbute anything towards the Relief Fund i question |
will suppgrt the cause strongly and persuade my friends to contnibute as much as
they can | myself will go from door to door and ratse the funds for the scheme
I wilt also induce all my relations to contribute liberally
Rest assured | will leave no stone unturned to make the scheme a success-
ful launched by you | wish you every success in your noble efforts
Yours sincerely,
MRS AMARNATH MEHRA

96 A letter from a lady to a gentleman requesting him to sell
tickets of a chantsble concert organised to raise funds
for the Educationsl Institution for orphans

550, Manne Dnive
Bombay-23
Date

My dear Martin,

Yau will be glad to know that Members of Welfare Society for the poors
have decided to amrange a concert to raise fund for an Educational Institution for
the orphans  The money 1s badly needed for the continuance of the education
of the orphans who entirely depend on the society for financial help In case we
do not pay attention towards their education their future will be doomed and
career spoiled

The function will take place on next Sunday in the Community Hall at
7-30 PM  1am sending you a booklet of 20 tickets and hope that you will sell
them among your friends relatives and acquaintances If you can sell more the
better 1t would be and | will send another booklet of 20 tickets

Many promunent people of the locahty have promised to make this concert
a successful one and extend therr fullest co-operation and sympathies FPlease do
your best on behalf of the Institution which s< i fact a deserving one

Any service for me
Yours sincrerely,
MRS N BROWN
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97 Reply from the gentleman to the lady in response to her fetter
assuring help for the sale of tickets for charitable c-ncert
45 Lover s Lane
Bombay-45
! Date

Dear Mrs Brown,
| am glad to hear that the Members of the Welfare Soctety for the poors
have arranged a concert for ratsing funds for the benefit of the orphans It s
really a noble cause and deserve co operation sympathies and help fromvall
comers | will do my best to sell the tickets as many as |l can | will make all
possible efforts to make the concert a successful one In case | want more
tickets | will write you to send me another book-let of 20 tickets I assure you
that | will try my best to dispose all the tickets as early as possible Humimty
demands to work earnestly for a noble cause It matters a little if you have to
undergo some trouble '
My good wishes are with you and | am always at your service
Yours sincerely,
LUTHER MARTIN

g8 A letter from a lady to a gentleman regarding some
Information about the character of a young boy for
matrimonial slliances of her daughter

6-A Rajourn Garden,
New Delhi
Date .

My dear Chopra,
Today | am going to ask you about a very delicate question but | hope you
|l understand and realise my position and answer it accordingly  There lives a
will u med Ashok in your neighbourhood  As a matter of fact he is getting very
bo gla with my daughter Nargis Of course, we all of us ike him very much
fnen Z healthy and smart boy but | wish to know more about him Whatever
He s Il me | will keep 1t to myself in the stnctest confidence  Please inform me
you teh s family background educational qualifications occupation nature and
about :JI' etc Is he alman of character and what 15 his future propects of hife
behavll“:lJ request you to take personal interest and make thorough enquiries about
| wou the hght of above points ,

mother | wou'd like to know as much as possible about the boy

t know you will try to help me in the matter

the boy 10

As a
pefore the match 1s finalised

d regards
With kind reg: Yours sincerely
. PRABHAWATI GOEL
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99 Letter from the gentleman to a lady in response to her
lotter regarding matrimonta! all of her daughter

12 Hathi Khana,
Rohtak Road
Date
My dear Mrs Prabhawati
| have Just received your letter wheretn you have asked me the particulars
of Mr Ashok for matr,momal alliances of your daughter Miss Nargis | may tell
you that the match 1s ‘suitable for your daughter in every respect  He belongs to
a respectable Aggarwal family  His father 1s a leading businessman n Bombay
One of his uncles 1s an eminent lawyer in Delht High Court and 1s earning a lot of
money His father has his own house in Model Basti  The nature of the boy is
very good He neither drinks nor smokes He s strictly a vegetarian The whole
family lives in Delhi His father generally remarns out of Delht on business tours
The mother of the boy is a gentle fady She 1s religious minded The boy has
three slder brothers zfd all of them are married and are well settled in ife  The
boy 1n question 1s also financially sound and is a partner in the business with his
father Prabha, | asgure you not to worry about the antecedents of the boy and
finalise the match for your daughter  Your daughter will roli in weatth and will
enjoy a comfortable and happy married Iife
Yours sincerely
P C CHOPRA
100 A letter from an elder brother to his younger sister who
has been recently married enquiring from her how she 15
feeling in new atmosphere and what kind of treatment s
met out to her by her in-laws
4/24 Roop Nagar

Delhi-110007
Date
My dear sister
1 have not received your letter since you have been marned All of us
 muss you badly How are you feeling in new atmosphere ? Have you adapted
yourself to the chmatic condition of Bombay ? | think the climate of Bombay
wili suit you because it 1s neither too cold nor too hot [t 1s moderate throughout
the year How do your n-laws behave with you ? Does any dispute arise
over the question of dowery ? What kind of treatment i1s bemng met out to
you by your husband? | presume that he is every inch a gentleman and 15
above board in his dealings  Since you possess the qualty of adjustability it
1s not difficult for you to steer through any odd circumstances You have the
spint of patience and preseverance and can overcome mountains You can do the
most difficult work successfully without complaint from any corner | advise you
to be an opportunist and handle the situation mtelligently and tactfully You
should not be prejudiced against any person unless you have tned him Always
do unto others as you wish to be done by them If you follow my advice you

will make your Iife sublime  Please pay my compliments to your n-laws
I am ever,

your well-
SURESH
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2 A lottor of Congratulations from a girl to has friond
on hor engagement
18 Tilak Marg,
Bombay-35
Date
My dear Miss Somanathan Pillay,

A few days ago mother wrote me about your engagement and we want
to wform you how much delighted we were The boy with whom you are
going to be married 1s really handsome and possesses a charming personality He
comes of a good and respectable family He would be an excellent match He
has all the good qualities of a good husband | am sure you will have a happy

life with him
Please accept our good wishes and also send our congratulations to your

would be husband
Yours sincerely,
* PADAMANI

3 Letter of congratulations to a Couple on their marniage

487-Jail Road,
Ahmedabad
Date

Dear Naresh and Nargis

The news of your marnage filled us with joy beyond expression We were
thnilled to hear about your wedding My wife and I jom i sending our love and

ent
contel:::ase wnte to us when are you going to pay a us visit us ? We wish to
shower our blessings and congratulation in person
Your well wishers,

Mr & Mrs Kulkuman

.

or of congratulations to a bridegroom

4 tett 17-A Mode! Town

Modi Nagar (UP)
Date

My dear Gopal
| cannot express my deepest pleasure to know about your marriage

ishyoua happy prosperous marned Itfe | hope you wiil be contented with

w wly marnied wife  Please accept my heartiest congratulations  Please

sit to us some day  We miss you too often

!
your né

vi
pay @ Yours sincerely

Mr & Mrs Kulkarn)
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5 Letter of congratulationcto a bride on her recent marriage

45 Satyavatt Memonial Road
Gandhi Nagar, Allahabad
“ Date
My dear Sushma

It gave me an immense pleasure and happiness when Lcame to know about
your marriage  After all your long chensed desire has been fulfilled  The match
you have got possess the quality of head and heart He s really a befitting match
for you | am sure you will get desired happiness tn his company

Accept my heartiest congratulations
Yours sincerely
VEENA

6 Letter of congratulationson the birth of a son
35-Mohan Niwas,
| Ram Gali Calcutta
Date
My dear Chattery,

We are all very happy to hear the good news that you have been blessed
with a son | think the newly born baby will be quite healthy and a charming
child  After all God has granted your long chenshed ambition tn your ife | and
my wife both send you our best wishes and congratulations Please do pay a visit
some day  All of us miss you very much

Yours sincerely,
Mr & Mr SURESH

7 Letter of congratalationson the birth of a daughter
197-Pilla) Street,
Shillong
Date

My dear Ramachandaran,

You have been waiting for a child since long  In the absence of a child the
home laoked like a desert The loneliness has taken away your charm and mirth
After a fong time God has rewarded your patience  The daughter 1s 2 fortunate
child and will bring you happiness Now both of you will be busy and a state
of vacant atmosphere will be removed

The birth of a daughter 15 a stepping stone for a son  Thant God that the
daughter and her mother are in good health

Accept my congratulations and best wishes
Yours sincerely,
ANANDAN

&
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8 Letter of congratulationson birthday of a friend
705-Bara Bazar,
Calcutta
Date

My dear Banery,

Accept my heartiest congratulation and good wishes on your birthday |
hope that ensuing year will bring you happiness and prosperity May you succeed
1n your mission ' Your efforts will be crowned with success

I am sending a humble gift ‘Biographies of Great Men asa birth gift |
hope you will enjoy it Every chapter of this book carries a good lesson that men
have attained perfection in therr lives through patience and perseverance Wishing
you many happy returns of this day

Yours sincerely
CHATERJEE

9 Letter of congratulationsto a friend on winning an honour/title
35-Prem Gali,
Bombay-35
Date

My dear Kamra)
Accept our heartiest congratulations on wining Padam Shree’ You have

rtunate among our nearest and dearest fiends  You have besn
2922:.2? Tv%sr:(:: and took great pamns in the service of mankind Really you
deserve this award more than any one | can think of  After all your labour has
borne a sweet frutt We are sending you our best wishes  Please do come one
day and have a cup of coffee with us
Yours sincerely

VENKAT

tter of congratulationsto a friend on winning a
1 fa\ll:ard prize in Olymplec games
42-La! Darwaza,
Delht
Date
My dear Rajesh
It gave me an mmense pleasure when | came to know that you have won
the Ist pnze 1n cricket olympic games It s really encouraging and worth-praising
It 1s a wonderful thing you have achieved  You have shown your worth and your
work deserves appreciation
Please accept our heartiest congratulationsand best wishes
Yours sincerely
RAMESH

£
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11 A letter of congratulationsto a friend on the occasion
of winning a scholarship'
Pratap Bagh,
Jaipur
Date
My dear Shyam

My heppiness knew no bounds when | came to know that you have topped
the ment hst of the successful candidates Please accept my heartiest and
enthusiastic congratulations on your winmng the scholarshup It is really wonder-
ful and worth appreciation that you have achieved your long chenshed goal of
your life Work 1s worship, you burnt the mid-night oi and your efforts have been
crowned with success

Best wishes on your success from all of us

Yours sincerely,
RAM

12 Letter of congratulationsto a friend on recovery of
his mother from long illness
Savitrt Bhawan
Ganga Nagar
Date
My dear Al,

It gave me immense pleasure when | came to know about the recovery
of yourmotherfromillness | was very much perturbed when | heard this sad news
She had been very gentle lady and always showed her love and affection for me
Please accept my heartiest congratulation and bring her here in Delhi for a change
of climate

With best wishes

Yours sincerely
MEHMOOD

13 A letter of congratulationsto younger brother on his
success in | AS Examunation
, 1480 Sadar Bazar
Gurgoan (Haryana)
Date
My dear Subash
Accept our heartiest congratulations on your brilliant success in the 1AS
Examination Your Bhabi was extremely happy when | disclosed the news of
your success 1t 1s really creditable on your part You have won a farr name for
our famly You burnt the mid might oil and your labour has borne a sweet frut 1
wish you success In your future hfe We miss you badly Please do come soon

Yours sincerely
DINESH
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14 A lettor of congratalationsto a friend on his recovary from fliness

355-Aryapura,
Varanasi,
Date

My dear Bhargava,

I was very much delighted to fearn that you have completely recovered
from your ilness You really suffered a lot due to this typhoid fever Your health
has considerably reduced Now you should take alt precautionary measures for the
noxt four days because there is always likelihood of its relapse and such relapses
generally teke a senous wrn  Now you should avaid exertion and follow the
advice of your doctor

| am sending you some nteresting novels of Munsht Prem Chand to avaid
bordemn  Please do come at Dehra Dun fora change of cliimate  itis invigorating
for health

Accept my congratulationsand best wishes

' ' Yours sincsrely,
KAPIL

Letter of congratulationsto a friend whose son has won

% Councit s Natlonal Award for outstanding act of
bravery and courage awarded by Indian Councii
for Child Welfsre
2797, Gali Rajputan,
. Subzs Mands, Delty
Dated
My dear Mathur s
Words fail me 1o 8xpress my joy when | came to know that your son aged
8 years has been swarded a gallantary award from the indian Councit for Child
Welfare for showing doubtiess courage and Act of Bravery It is reafly wonderful

and commendable for a hittle boy to get a child hifter arrested by the Police Really
your sof 15 & brave and courageous boy who possesses such sense of responsi-
pility and presence of mind at such a small age
Please accept my congratulations for this act of heroism and fearless
courage
Yours sincerely,
TULS! RAM
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16 A letter of congratulationson recovery from d
tllness of a friend s wife
Rana Pratap Bagh
Delht
Date
My dear Aggdrwal

| was very much delighted to learn that your wife has completely recovered
from iliness due to matermty Now you take every possible care and precaution
test see should fall a prey to some other disease Yol should give her nounishing
diet  Avoid exertion and provide her complete rest for at least a month  After
matermity she has gamed a new ife  God is very kind to you that she is now
quite out of danger ana completely recovered

Accept my heartiest congratutations and best wishes

Yours sincerely,
VIRENDER
17 Letter of congratulationsto a friend on Silver
Jubilee wedding aniversary
AfI-330, Janakpun,
New Delh
Date
My dear Ramesh,

My heartiest congratulations on your silver Jubilee wedding aniversary Now
you have completed 25 years of happy married life It 1s really a great achievement
in ones bfe to pass such a long period without any worry It ts a creditable
thing on your part We are sending a small present a siken saree for your wife
and a fountain pen for you as a token of our sentiments  We wish you enjoy more
such anniversartes much happier than previous one

With love to children

Yours sincerely

18 Letter of congratulationsto a friend on winning a lottery
53-D, Kamla Nagar
Delht
Date ’
My dear Vijay,

It infused a thrll of happiness when | read your name in the list of winners
of Haryana Lottery  Really you are very fortunate to have one lakh Rupees over
a mght How do you to propose to spend such a huge amount

| with all my friends congratulate you on this happy occasion and also join
\fmth your relatives In offenng my good wishes and felicitation on your good

uture

When are you going to celebrate this happy occasion 2
Yours sincerely,
AJAY
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19 A lattor of congratulstionqto a friend on his promotion

B-6, Janekpur
New Delht
Date
My dear Parveon
It is a pleasure for me to learn about your promotion  After all your labour
has borne a sweet fruit  You deserve it since long My joy knows no hmit seeing
a fuend promoted
No doubt your responsibiiity will be increased considerably in the new
appointment but | am confident that you will discharge them most efficrently
since you possess a quahty of adaptability and command a respect among your
colleagues
It 1s needless to say that all of us congratulate on this happy occasion and
wish you the best of luck in your new post

Yours sincerely,
RAM RATAN

LR

20 A lottor of congratulationsto a friend on his brililant
in the ination

H No 20, Sector-16,
Chandigarh
Date
My dear F;asr‘;e;:'ea sant surprise for me when | read your name at the top Iist of
I;f‘:’l condidates tn the Higher Secondary examination

succeSP lease accept my heartiest congratulation on your brilliant success Your

;ent 1s worth-apprectation and you should he proud of it  Your labour
achlzvf:ne fruit 1 hope you will win a scholarship in the university if you continue
has bo o tempo of study My parents are very happy on your glorious achieve-
the saml would like to suggest that you should take seience sublect in college so
ment 4 may be benefited in the long run
that yfw,sh you a bnilant career in future

Your sincerely
NAVEEN
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21 Letter of congratulati brother on the
gag of his daughter
39 Kaisthan
Mohallah
Kanpur
Date
My dear Suresh,

| was very happy to learn that your daughter Ranjeeta has been engaged
with Anil | know the famuily of the boy He belongs to a respectable family
You are really fortunate to have such a good match for your daughter

My younger son and Anil had been college mates He often used to tell
me that Anil possesses all the good qualities of a man | assure that 1t would
be very good match for Ranjeeta We are anxiously awaiting for the date of
wedding

Please wnte without any hesitation for any service

Yours sincerely,
N RAMESH

22 A letter of congratulationsto a friend who has won
special achievement in cricket match

4/43 Roop Nagar
Delhi
Date
My dear Sumi!
Accept my heartiest congratulations on your long chenshed achievement
At last you have been able to win the ‘Hind Kesan title through your
well planned scheme and hard labour | had always been listening the running
commentary of All India Radio and cannot help myself to admire you for your
skill courage and achievements you have made
| wish may your patience and persefverance bning happy fruits and bring
more laurels to you in the future
With best wishes
Yours sincerely

KAMAL
-

/7
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23 A letter of congratulationsto o friend on his winning
the election of MLA
3240 Khan Baol,
Delhr
Date
My dear Dwarnka Parasad
| heartily congratulate you on being elected to Haryana Vidhan Sabha from
Sonepat constituency The voters of your area have acted wisely and judictously
In casting their votes tn your favour They have placed their confidence in a man
of high moral character and unquestionable integnty
I hope you will perform your duties without fear or favour, 1ll-will or affection
You will consider all alike—rich or poor and high or low  With best regards

Yours sincerely
RATAN

24 Letter of congratulationsto uncle who has racently

built a new house
320-Vaish Colony,

Sonipat Haryana
Date
My dear Uncle
Words fail me to express my happiness when | came to know that you
have built a house of your own It goes without saying thatit 1s a symbol of
your bard labour It 1s really creditable to construct a house 1n these days when
the price of everything has touched the sky  You have done a wonderful thing
with meagre source of income
Anyway the fact cannot be denied that you worked day and might and
your labour has borne a sweet fruit
Please accept my heartiest congratulations
Yours affectinately
PARTAP

Letter of Congratulationsto a naighbour on his father s

% recovery from a protracted iliness

45-B Tilak Nagar
Delhs
Date
My dear Mahesh
The news gave me imense pleasure when | came to know that your father
has recovered from illness Now you should take all precautionary measures
advised by the doctor You should know that health is wealth Give him complete
rest for two or three months  Now you should regulate his diet  Prevention 1s
petter than cure Please come here with your father for a few days for a change
of cimate With best regards  Accept our congratulation from all of us
Yours stncerely
RAM
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26 Letter of congratul 5to a neig whose son
has been recently promoted n the office

875 Sikh Mohallah,
Amntsar
Date

My dear Sukhbir Singh,

My joy knew no bounds when | came to know that your youngest son has
been promoted to the cadre of IAS  Belteve it or not 1t is the highest achieve-
mentin his official career it 1s out of place to mention that he 1s intelligent and
wise He bears an old head on young shoulders It 1s the resuft of his honest
labour that God has rewarded him adequately

Accept my heartiest congratulation When you are going to give a
sumptuous party on the account

With best regards
Yours sincerely
BALBIR SINGH

27 A letter of congratulationsto a neighbour whose son
is going to abroad for higher studies

l

355 Srnmivaspun
New Delly
Date
My dear Thompson

It gave me much pleasure when a fniend of mine disclosed the news that
your son has been selected by Government of India for Technical Higher Studies
in West Germany  Hes really a shining star of your family ~ After completion
of his education your financial worries will come to an end  He 1s a promising
boy and will undoubtedly earn a good name for you as well as to your whole
family

' Please accept my heartlest congratulations on this happy occasion What

about our sweets

Rest is O K With best wishes
Yours sincerely

VINCENT

1
o
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28 A lotter of congratulations to a friond who is going
to celebrate Honey moon
16/20, Shakti Nagar
Delhi

Date
My dear Sumil
Accept my heartiest and happiest good wishes and congratulations on
your marntage  The news that you are going to Kashmir for your Honeymoon
pleased me very much Really Kashmir s a worth seeing place in the world It
1s next to Switzerland 1t 1s a mint heaven on Earth  You should draw some
snaps of natural scenery  Wish you best of luck and happy journey

With best regards and love
Yours sincerely
ANIL

29 A lettor of congratulations to a friend who 1s going
on a pilgnmage after retiroment
Murad Nagar,
(U P)
Date -
My dear Khurana,
It 1s a thrling news for me that you have retired quite hale and hearty
aftor rendening 35 years of service and going on a pilgrnimage to haly shrines
| congratulate on this happy occasion from the core of my heart There
are a few persons so fortunate like you who discharge therr habilities before
Now you are a like free bird to move freely wherever you wish |

retirement
vs:sh a happy Journey and return safe and sound

With best regards
Yours sincerely,
SHARMA

£ congratulations to a friond whose son
30 ﬁa!sa:&rrr?ed a foreign girl
4/43, Roop Nagar
Delhi
Date

Dhawan
My d‘;fry,elded me the highest pleasure when | came to know about the
marnage of your son to a foreign girt | felicitate you on this happy occasion
Marnages are pre destined We should be happy on such alliances A thing
of. beauty 15 a oy for ever We should not attach much importance to nches
ess does not lie 1n nches We should think ourselves fortunate if our

happin
-srtralr’\z an?i daughters choose a suitable hfe companion and lead therr Iife happily
Accept my heartiest congratulatromon this happy occasion of marniage of
yourson With best regards
Yours sincerely
NARESH PATHAR
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31 A lsttar of congratulation on the birthday of an eminent
leader of the country (vz President, Prime Mimster
Governor, Chief Minister Member of Parliamant) or
legislative Assoembly etc
Mohan Niwas
Kali Bari,
) Bareilley,
ure
Date
Dear Shn Kumarj
Accept our heartiest congratulations on your birthday  Ijwe the citizen of
India look forward to your leadership in building a strong nation based on the
principles of Socialism, Secufarism and Democracy on this great occasion of joy
We pray to Almighty God to give strength and courage and longer life to serve
this great nation and people for many years to come
With all love regards and respects

Yours sincerely,
CHANDER BHAN

32 A letter to congratulations to a friend on getting
8 good job
735-A, Ashok Vihar,
Delhi
Date
My dear Arun
- | was very much happy to learn that you have got an appointment In a
leading English concern it would be very much beneftcial to you in the long run
as you will get expenience in this reputed firm  Your appointment 1s an honour-
able and responsible one | am sure that you will leave no stone unturned to
discharge the duties allotted to you
It 1s a golden opportunity for you to show your worth  God has rewarded
you for your labour Now you will have sufficient money at your disposal to
meet your requirements
Please accept my heartiest congratulations on this happy occasion
Should I expect invitation on celebration of this happy event 2
With best regards
Yaurs sincerely
KRISHAN
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33 A lotter of congratulationsto a friend on the
ovo of inauguration of his factory
17 Laxmi Nagar,
New Delh;
Dare
My dear Sukhbir Singh,

Accept my happiest and heartiest congratulations on the occasion of
inauguration of your factory 1t s the most excellent achievement you have made
in your life  There are very few persons who can build up such a brlltant career
at such a young age It 1s really creditable on your part It 1s the resuit of your
hard labour and now you will reap its fruits in the years to come  When do you
wish to come here  We loak forward for your early visit Please do wnte 1n
detail about the prospects of your future progress

Your early reply 15 awarted

Yours sincerely,
ARUN

34 A letter of thanks to a friend for a marriage gift
351 Mode! Basti
Delh)

Date
My dear John,

The gift you have sent on the occasion of my marriage 1s one of the most
beautfull have received It occupres the most prominent place in our mind The
statue of Mahatma Gandhi, the father of the Nation sheds a calm and peaceful
atmosphere tn our drawing room  The statue depicts the true qualities of Gandhiy
1e Truth and non-violence

Please do come ‘t(m any day most convenient to You and see yourself how

statue looks
beamilf'lflllagl‘(eyou so much for a lovely gift you have sent
Yours sincerely,
¢ STEPHEN
ratulations to a friend who has
35 ﬁol::tt:t:c::dc:nl?oun of his own .
B 35 Rana Partap Bagh
Delhi
Date .

dear Snivastava '
My | congratulate you on this happy occasion You have completed an

uphill task of your ife  Construction of a house 1s not an easy work It involves
yme labour energy and what not Such people can be counted on fingertips
who accomplish such an amazing work at such young age You have done a
very good work for the coming generation You have brought a fair name for your
faimly  You have proved that labour never goes waste It always bears a sweet
frit When you are going to celebrate this occaston ?

Yours sincerely

SAXENA

°
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36 A letter of thanks to a friend who has shown favour
during You stay at Bombay
288 Bara Bazar
Dehra Dun
Date
My dear Nigam
i thank you from the core of my heart for the hospitility you showed for me
dunng the period of my stay at Bombay Words fail me to express my thanks for
you You are really a gem among my friends | had a wonderful fortmght at
Bombay and cannot remember when | will have such a pleasant time 1n my hfe
We shall remember 1t with pleasure and appreciation
Thank you for your favour shown to me
Yours sincerely,
RAMESH

37 A letter of thanks to aunt: for a wedding gift
' F-17 Model Town,
Dethi
~— Date
Dear Auntti——
| thank you heartily for the rharriage gift you have sent to me The electnc
grinder 1s 1n perfect order and 1s very useful for domestic use We have arranged
for a dinner and you and dear uncle will be our first guest on this occasion You
will see yourself how beautiful your gift looks 1n our kitchen
Dear Aunti your choice 1s very nice and thoughtful ~ You are generous too
by sending such a nice gninder We miss you very much
Yours affectionately
SAMPAT
38 A latter of thanks to younger sister who has sent a
birthday gift on the birthday ceremony of har nephew
42 Prem Nagar,
Dethi
Date
My dear Kusum
“May God bless you’
1 think you are a mind readerand a Psychologist Your selection for a toy
train for Munna 1s really befitting his taste  He has liked it very much more than
any other toys brought by my several friends
Munna 1s very much excited and missesYou too often
We are looking forward eagerly to your eatly visit
Accept my thanks for the gift
Yours sincerely,
LALIT
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39 A letter of thanks to uncle for a birth day gift
132-D, Kamla Nagar,
Delh;

Date
My dear Uncle,

Many many thanks for lovely watch you have sent on my bithday The
present 1s really very lovely and beauttful ~All my fuends liked 1t very much and
appreciated your choice

Now I will never be late in school and will do my work in time Its golden
dial 1s very attractive | will keep it safely as a token of your memory Pay my
respect to Aunti

Yours loving nephew,
SUNIL

40 A letter of thanks to a person who has returned
your brief case that you left in the train
Village Jalra
Uttar Pradesh
Date
r Aggarwal,
My d%o“?sgfa” me to express your thanks When | recetved my brief case easly in
the morning It contamed my important documents and my official files In case
the same was not delivered to me | would have suffered a great loss It would
have been very difficult to obtain the duplicate copies of all these papers Really
you have done a very good service for me
| wonder that stll therefmte a few honest persons like you
ard | am sure of 1
God will rew Yours faithfully
SUNIL
41 A letter of congratulation to a friend who had a
narrow n

350 Model Town
- Sonipat (Haryana)
Date

My dear Khanna

I was vety soiry t0 hear that you met with a scooter accident but many
thanks to God that you had a narrow escape  Really you are lucky enough it
was all due to the graciousness of the Almightly God ~ Now | advise you 1o avord
rash dnving  These days there 1s great rush  on the roads and 1t 1s very difficult
to control the speedy vehicle

Nothing will 0 cheer my heart as to read a few lines wntten with your
own hand

Accept my congratulations for your safety

With best regards

Yours sincerely
SURINDER

e
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42 A lotter of thaonks to a friend for a wedding gift
190-WZ Ranyt Nagar,
Amntsar
Date

My dear Gandhi,

Thank you for your wedding gift you have sent for my wife The silken
saree 15 really very beautiful My wife and her friends liked 1t very much The
gift 1s a testimony of the fact that how deeply you love me The san suits my
wife very much as the colour and design is of her taste We are gving a party
to all my dears and nears Please do come on the occasion with faimly, my wife
wishes to see your children Thanks

Yours sincerely,
NARESH

43 A letter of thanks to a neighbour who has saved
your son from a child ifter
4/43, Roop Nagar,
Delhy
Date
My dear Shyam,
| find no words to pay my thanks to you You have done a very good
job by rescuing my youngest son from a child hifter We are all thankful to you
and will remain indebted to youn Yuture How can 1 reward you for the brave
and gallant work you have done You have saved the boy at the nisk of your life
Who knows thesg child lifters should have stabbed my son to death  You have
kept the lamp of my family kindled for years to come Nothing can be a befitting
reward for brave deed
| wish you a long and prosperous Iife | am sending a humble gift please
do accept (t
Yours sincerely,
PRITAM

44 A latter of thanks to a friend for his timely financial help
Begum Pull,
Meerut City,
Date
My dear Sarvan Kumar,
| am very much indebted to you for your timely help  You have saved my
honour in the saciety, but for you help my prestige would have been lowered
Thank you fram the core of my heart You are a friend in deed  You have proved
the veracity of the proverbs that a friend in need s a fnend indeed Misfortune is
the touchstone of fnendship | have no words to pay my thanks
rospen
May God bless you with happiness and prospenty Yours sinceroly
SUDESH
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45 A fletter of thanks to a neslghbour who saved your House
belng burnt In your absence
A 1-330,
Janakpun,
New Delh
Date
My dear Parkash,

A goaod neighbour 1s a heavely gift  It1s a blessing  Those who have a
netghbour like you are the most fortunate tn this world  In case you would not
have taken remedial measures my hguse and all belongings would have been
burnt to ashes It s your fortitude and spint of courage that has saved us from
being ruined  If you had not informed the: fire brngade the house would
have been reduced to ashes and we would have been reduced to poverty | find
no words to pay my thanks to you You have done really a praise-worthy and a

wonderful work
Yours sincerely
DUR

# these to your classmate from whom you

letter ©
4% A k during examination days

borrowed a bool
45-B Andha Mughul,
Subzi Mandi
Delht
Date

My dear Pritam Singh
The book which I borrowed from you did me good service during examination
| am very much thankful to you for your timely help  You have saved my

S
‘:gney and time as well  You gave me the book when 1t was also required by you
This shows that you have a great regard for your friends and possess a quality of
sacnfice

But for this book | would not have secured even pass marks | hold you
in tigh esteem Please accept my thanks How shall | pay the act of kindness
you have shown to me

Please accept my heartiest thanks on this ocdasion

Yours sincerely,
GURMEET

rar
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47 A letter of thanks to a neighbour who has savad
your son from a drowning tragedy
388 Kasturba Road,

Allahabad
Date
My dear Verma,
God had sent an angel from heaven in the guise of a neighbour to save my
son from drowning | have no words to pay my thanks to you In case you

had not been there he would have been drowned All of us are indebted
to you You have filled our lamp with o1l and it will burn 1n your honour  Your
memory will always be every green in our hearts

We wish you a long happy and prosperous life in the years to come

Please accept my thanks

Yours sincerely
PRABHA
48 A letter of thanks to a stranger who has restored
your lost child in the the Industrial Trade Fair
F 10/17, Model Town,
’ Delhi
Date
My dear would be friend,

It gives me immense pleasure to thank you on the restoration of my lost
child 1n the Exhibition We had lost all hopes of his recovery  All our efforts
had proved futile to search him

It infused a new life in the family when your goodself brought the child
safe and sound The joy of the mother knows no bounds when she gether lost
baby We have no words to pay our thanks to you Please let us know the
expenses you have incurred on him so that the same may pe remitted to you

Please pay a visit to us one day  Accept our thanks

Yours sincerely,

PARDEEP KUMAR

49 A letter of thanks tc s friend who helped you

to secure a job aft aduation
oF your gr 275 Sadiq Nagar,

New Deltn

Date

'

My dear Ganeshan, -

1 am very much thankful to you for your help to find a job for me Sincé my
graduation [ tried my lavel best but could not succeed |applied for a job in many
offices but unfortunately luck did not favour me The entire credit goes 10 you
who has done so much for me to find a job  Now | will be able to make both
ends meet dunng these hard days Words fail me to express my thanks to you
In true sense you are my real benefactor, well wisher and sympathiser

we all miss you badly Please pay a visit some day

Yours sincersly
SURESH

o~

P
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50 A letter of thanks to a friend who helped to finaiise the
metrimoniaf elifances of your daughter

H No 2016

Fatahpur, {Rajasthan)

Date .
My dear Sanghania,

Many thanks for co opration and help 1n finalisation of a switable match for
my daughter You have been putto a great trouble and inconvenience in the
settlement of this match | have no words to Pay my thanks to you Really
you have taken much trouble for my sake  You are a tive friend n words and
action A very few persons have such type of sympathetic attitude, hke you on
whom the world can feel proud May God bestowupon you all the riches of the
world

With best regards

Yours sincerely
PRAN

a to a friend who fooked after you
B :u:lal:;e:hzf;:rlzz.of your hospitalisation/ifiness
526 D Kidwai Nagar
New Delh;
Date
My dear Rapindera Prased
{ thank you for your service during my iliness in the hospital  Even my
dearest and nearest furned their back during this ensis period but it were you
who came forward boldly and helped me physically and financially  How can |
forget your true sympathy You have proved the old saying Misfortune 15 the
touch stone of friendship | have no words to pay my thanks to you You are
really an embodiment of all virtues of heart and soul  You have g warm heart
under a rough skin 1t is all due to your sincere efforts that | have been survived
otherwise there was little hope of recovery There was no sign of pessimism
and despondency on your face  You always encouraged my family and did your
best. Please accept my thanks
With best regards

<

Yours sincerely,
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71 Roman English Hindi

Teacher

(LEARN HINDI IN 20 DAYS)
[J Benoficial for foraign students ard other
persons Keonly interasted to learn Hind:
This Book Is very useful for majority
of ths people of the worid
Price Rs 2100

Learn How to Develop sweet Voice
€3 AWAZ SURELI KESE KAREN

These days sweet voice Is a Secret of
progress & happiness In every walk of life
sweet voice IS a natural gt but it can be
developed and maintained by artificial means
Our book is a unique guide in this respact
it helps eveory individual how to make sweet
voice It attracts and fascinate every one
Qur book contalns every technigue for the
development of sweet volce Readers ara
advised to make tho best use of this book 21/

4 Perfect English
Knowledge Book

The knowledge of English is essential
these days Without the knowledge of English
men women are in complote To speak
correct English is an art it can be achieved
by constant practice Our book Is an
encyclopaedia of English knowledge
Every thipg concerming English language has
been exh ly d d in it syst,
ally and methodically It has been written
with great pains and overy possible effort has
been made to make it a complete English
knowledge in all fespacts It 1s a marvelleous
book of its kind It is beneficial for aln
individuals  Price Rs 28 00 Postage 6 00

A Book on Ladlas Sangest For
Auspicious Occasions
t' is an Or of Ladies

thout Sangeet s like a flower
wnthAnLatdgem:me a nver without water ar a
clock without a pendulam The music of
ladies adds to the beauty of every occasion

‘G

5 AHond Book on Musicar Instruments
(Learn how to play or Musical
Instrument in 4 Weeks)

Mi [ ltsr like Har
Bansuri Tabla Statar Pipe Jal Tarang &
Guitar Banju etc are musical instruments
The proper use and modus operana; help to
a great extent to learn music We have elabo
rately brouht out the significance and how
they can be used Our book 1s very useful
and 1s a guide hine 1n this respect All most
all types of musical instruments  with
] have becn d dn this book

t v
musicthe look una

:msleh'lnll:;xr charm Our book 1s very useful
D de for ladies sangeet for auspicious
oo Readers aro advised to make the

gest use of‘(hls book They should avail them

it 1s a boon for every individual or an artist
or a professional Sangeet master The
Readers are advised to study it and denive
atmost benefitout of it Pryce Rs 2100

selves of this golden opportumity  As 27 00

Dehati Pustak Bbandar Chawrs Bazar Dells 110 006

- various reasons of sickness
- REVIVAL OF SICK INDUSTRIES

Rush your order {0

DELHI 110006
Phone Office 261030

If your ludustry 1s closed or sick, or is runming in loss

or the benefit of small/medium scale unit hoider which
A baok £ 1ts remedies and precautionary measures

would give

Price Bs 45 00
Wrnten by
Shri BN AGARWAL
t C I

dustrial and M

CONSULTANTS CORPORATION OF INDUSTRIES
(INDUSTRIAL CONSULTATION SERVICE
113 B_Inside Mukat Ras Niwas Chawr: Bazar

DEPARTMENT)

Post Box No 1462
Res: 224289
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BUSINESS LETTER WRITING

In modern days entire business depends on correspondence The people
manufacturing or producing things at one end of the country supply ther
products to different dealers in different parts of the country In order to achieve
this object there 1s always a necessity of correspondence These days the
correspondence 1s the soul of Every Business We can, therefore, classify the
different types of correspondence In the following categories

1
2
3
4
5
6

7

' 8

Quotation enquires

Placing of orders,

Business queries 1e asking for information and'rates,

Making complaints and adjustments,

Enquines to promote bustness,

Information regarding Import & Export, Banking and Insurance
facihties etc,

Applications for jobs 1n response to advertisements of certain
firms and companses or general advertisement tn the newspapers,
Terms and conditions .

The salient features of a ggod business letter are as under -
(1) Company’s name and address
(It 1s erther printed or typed at the top of the page )

(1) Telephone number or Telex if any

(m) Telegraphic address

(v) Date
(v) Reference number

(v1) Salutations

(v} Subject matter

(vin) Signatures

(1x) Enclosures if any
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MODEL LETTERS
{PLACING ORDERS AND QUOTATION ENQUIRIES)

1 Write a letter from a supplier to M/s Piston Cranks Ltd
Faridabad regarding supply of steel scraps

41-A, Mayapun

' Dehl;
Da

To te

Massrs Piston Cranks Ltd , ‘

Fandabad,

(Haryana)

Subjegt Regarding supply of steel scraps

Dear Sirs

1 wauld like to thank you again for your order of last month for supply of
10 tonnes of steel scraps to your esteemed orgamsation out of which we have
already supplied you about 2 tonnes, the bill for which has already been submt-
ted to you in tnplicate as required by yourlAccounts Branch

;

] am somry to inform you that both our loerry davers  have suddenly
fatien 1l and as a result of which we are not 1n a position to forward to you our
next supply at present  Moverover 1t 1s very costly to send the delivery of the
goods through hired transport

In view of the position asexplatned above [ would request you to kindly
allow us some more tme for the next delivery of the goods till our dnvers

recover
1 hope you will kindly consider the case favourably Thanking you ;ar your

valued consideration (

, Yours farthfully,
AK MEHTA
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2 Mr Mohan Lal had been staying in Obero: Hotel
New Delhi  He paid the ill by a crossed cheque
and the same was dishonoured as he forgot to
put the date Write a letter on behalf of ths
Manager requesting the customer to return
the cheque duly corrected s
h Hotel Oberoi,
New Delhi
Telephone No
Telegram -Oberot
Date
To
Shn Mohan Lal
13-B River Valley Road '
Madras
Dear Shn Mohan Lal,
| may draw your attention to the fact that you had patronised us by your
kind stay m our hotel during the month of January 1980 You had signed a
cheque for dues for Rs 500 I am sorry to inform you that you had forgotten
to put a date at the top and as a resuit of this the cheque in question could not
be cleared The cheque is returned herewith for necessary correction
May ! request you to return the cheque duly corrected at your earliest
Thanking you We assure you of our sincere services
' . ' ' Yours Truly,
. e . -

B - Manager,
Encloure One cheque for Rupees 500
y N ' | . . -

¢ 1Y
‘3 Asking for goods on approval
35 Curzon Road

o ! \ - Bangalore
o Date
To ™~
Messrs Smith & Co,
Book Sellers & Publhisher .
15 Rajendera Marg o
madras .
Dear Sirs

| have been introduced by one of my friends that a vanety of novels and
story books are available with you Will you please send me a few novel written
by Kah Dass for approval 1 will beaLr the cost of postage, o}h ways on any book
returned e
Thanking you

oo

h Yours truly
S LAL

]
V!

s v
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4 Write a {stter to the Sales Managar of New Indis Name Platers
& Anodisars New Delhl, Who ere the designers and makers of
Name Plates for different purposes, enquiring about the terms
and conditions (i) Bulk purchase (li) Taking agencles

N MOHAN LAL & SONS
(Dealers in Aluminium Name Piates)

Telephone No Ram Nagar,
Telegram D-95, Bhopal,
Reference No Date

To

The Sales Manager,

New India Name Platers and Anodisers,
115-A, Phase 1, Mayapun

New Delhi

Subject - Regarding Terms and conditions for the supply of Name Plates stc

Dear Sir,

We have come to know that your firm designs and makes Alummium
Plates of the world staudard for different purposes We are pleased to introduce
ourselves as Dealers in Aluminium Name Plates otc

Woe are Iinterested to purchase your goods in large quantity and also wish
to enrol ourselves as an agent for the distnbution of your goads 1n our area We
assure you of our best services in Delhy, Haryana and Uttar Pradesh

Woe, therefore, request you to-intimate us your terms and conditions

Looking forward for your early reply

Yours truly
For MOHAN LAL & SONS

ds to be sent as per bearer
5 Ortor for 609 117, Aymal Khan Road
Karol Bagh New Delh

Date .
To Messrs Brown & Co,
Chandm Chowk
Delht
Dear SiT,
The bearer of this etter 1s a personal fnend of mine and 1s most trustworthy
and rehable  Kindly send the following articles through him  The bills should be

to me at the end of the month as usual -
poﬂeq‘ & pens (Parker)

2 One dozen Exercise Books
Yours truly,
RS SHAH
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6 Shalimar Export Corporation of India New Delhi deals .
n ready made garments and supply the same to Middlo
East Countries 1e Iran Tehran iIndonesia stc through
authorised agents Write a letter to the Managing
Director Shalimar Export on behalf of Usha Garments
Co regarding terms and conditions for (1) Speification
of readymade garments for bulk Purchase (1/) For
taking agencies

USHA GARMENTS CO
(Export Qualty Traders)

Date
Telephone .
Telegram
Reference No
1
'y ~ oA
To !

The Managing Director, !

Shahmar Exparts Corporation of India

Karol Bagh, LS 1 LY

NewDelht, ¢ v > . - +n
'Subject -Regarding terms and conditions for the supply
of the readymade garments

v Dear St " mee gL 4 T Tt

AN ! ' g Sy [ ) Yo

We understand that yod’ deal n readymade garmems and also export them
tu Mndd\e‘East Coumnes through your authonsed agems " We have pleasure to
|mroduce ourseives as the' agents of’ valrous compames who also expcrt the
readymade garments to dlfferent c0untnes We have good reputanon and possess
all the requisite qualities of a good agent We are mterested to makea bulk

«purchase for the export of your goods through our agents  Please send us tne
specification of your readymade garments

Kindly appraise us of your térms and conditions for taking agencies

Hoping for an early reply, e
- ‘f; Your truly

For USHA GARMENTS CO

mIn RE.
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7 Write a letter from the Manager of the firm Massrs
Gupta Bros Korol Bagh New Delhi dealing in
School Furniture ie Black Boards and Desks etc
to tho Principal of Govt Boys Higher Secondary
School Raop Nagar, Delhi The Pripcipal has
asked for the printed price list

GUPTA BROTHERS
Karol Bagh, New Delh
Dealers in School Furniture

Telephone Date
Telegram ’
Reference No
To
The Principal,
Govt, Boys Higher Secondaty School
Roop Nagar,
Dell
Reference Your letter No dated
Subject - Regarding supply of Printed List of furniture
1e Black Boards and Desks etc
Sir,
Dear Wa thank you for your esteemed enquiry for the supply of furniture foryour
school We are pleased to enclose herewith the printed hist of the class-room

ck boards as deswred by you in your letter under reference
ﬁliil;sss::vd dl:a,':amls are contained therein  We may also add for your jnformation
that we have been dealing 1n the school furniture for the last thirty years and
command a very good reputation in the market  We supply the article stnctly in
accordance with our stipulations and terms and conditions.

We hope our terms and conditions would surely meet your requirement and
approval
Looking forward for your early and esteemed supply order

Thanking you,

h Yours Truly
Manager

M/s GUPTA BROTHERS

‘

« =
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8 Ordar for goods from a shop
25 Cresecent Road
Bombay-45
Date
To
The Manager
Cheap Silk Stores
Horn Road
Calcutta
Dear Sir
Please send the following articles as early as passible by VPP | am
remitting Rs 200 by Money Order in advance | assure you that { will take the
delivery of the goods —
1 5 dozen silk stockings @ Rs 30 per dozen
2 2 dozen handkerchiefs @ Rs 15 per dozen (Ladies sized
3 15 metres light blue stk nbbon » Re 1 per metre
4 dozen Baby Frocks @ Rs 8 per piece
Thanks,
Yours truly
MOHAN LAL
Encloure
Money order receipt

f -

3 <
8§ Retalning goods on approval (Reply of the above)
35, Curzon Road,

Bangalore
Date
To v N
Messrs Smith 8 Co
Booksellers & Publishers
15, Rajendra Marg,
Bombay '
Dear Sirs, troovTen

| heartily thank you for sending me for approval the Novels sent by you
All of . them ate réally very good and to my taste ,1 am retaining them all
Piease debit the cost as well as postage and transit charges to my account |
will write for more when | have finished them
Thanking you, Yours truly,
S LALL
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10 Roturning goods sent on approval
36, Curzon Road

Bangalore
Date
To
Messrs Smuth & Co,
Booksellers & Publishers,
15, Rojendera Marg,
Bombay
Dear Sirs

| thank you for sending me novels by Kali Dass according to my letter of the
25th instant | am sorry to inform you that the novels sent by you have already
been read by me | am, therefors, returning the same  The charges incumed by
you may please be detited to my account

| am really sorry for the inconvenience caused 10 you Please acknawledge
the receipt

Thanks

Yours truly
S LAL

11 Retaining & part of the goods sent on approval
35, Curzon Road

Bangalore
Date
b h&C
Messrs Smit 0.
Booksellers & Publishers L )
15, Rajendra Marg ‘
Bombay -
Dear Sits,

Thank you for sending me a dozen novels on approval accordm)g} to my
letter of the 25th instant  Although they are just the type | like unfortunately
o ady read seven of them | am therefore returning” these at my own

: hav:s:‘m Kindly acknowledge the receipt  Please debit to my account the cost
ﬁ’,"}ﬁ,e books | have retained as well as the postage charges on the twelve books
My bill may be sent ta me as usual ¢ v i
Thanks o .
oy Yours truly

o S LAL
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12 Letter to a firm who has not suppiisd goods according
to the orders of the purchaser 4

35, Crescent Avenue

Bombay
Date .
To
The Manager,
Messrs Modern Silk House
Rouse Avenue,
Bombay
Dear Sir,

| received the goods in accordance with my orders dated 3rd of this month
If you please refer to my order you will come to know that | asked for 30 metres
of hight blue silk nbbon but inadvertently you have sent me the same of navy
blue colour | am sending the same as it 1s of no use for me | shall be thankful
to you if you please despatch 30 metres of hght blue sikk nbbon

Thanks
Yours truly
MRS S BROWN
13 Letter of enquiry for supply of goods
Ref No Date

From
Punjab Shoe Company,
Kamla Nagar,

Delh .
To *
Messrs Amar Shoe Company,
Raja Mandi
Agra
Dear Sirs, -

We have come to know that you have been manufacturing shoes and
leather bags of various qualities shapes and design for the purpose of export
Nowadays 1n Delht there 1s a great demand of such articles among high gentry
provided they are made of pure leather and natural matenal Such good canfetch
a good price if made according to the, latest fashionable designs

| would request you to'send the catalogue along with full details for the
supply of your manufactured goods Terms and conditions and mode of payment
may also pleasc be intimated ~ Please send us few samples approval also

We are looking forward for an early reply

Yours faithfully,
For PUNJAB SHOE CO
Manager,
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14 Lotter In response to a lettor of onquiry regarding supply
of goods and terms and conditions etc

Ref No Date
From

Amar Shoe Company,

Raja Mandh,

Agra
To

Messrs Punjab Shoe Company,

Kamla Nagar,

Delht
Dear Sirs, ..

Wae thank you for your letter of enquining regarding supply and manufacture
of our r;‘roducts A copy of the export catalogue of our manufactured goods 1s sent
herewit

We assure you that the colour and design will sut you and dehmtely‘ appeal
to the discnminating buyers

Besides this our representative Mr Suresh Gupta will be there next month
and he will call on you and discuss the terms and conditions for the supply of
our products He s fully authonsed to enter into any contract on our behalf

We would feel pleasure to serve you

Yours faithfully
For AMAR SHOE CO
. Manager

Letter to a firm for estimate
" ’ . «33-D Green Park,

New Delht
Date
To L
The Manager, .o o
¢+ Messrs New Era House Dgc?rators, ~ ‘ . o
Chandm Chowk ,~.T ” ’ ) ‘ ) 5
v Det 0 N Wy b - L ‘ ‘
Dear Sir, ! “' o L,

' oLt ooy ~ 1

1 wish to have‘a rough estimate for the redecoration of three.rooms the

work to nclude oil painting of the walls and ceilings~ Will you please send your

resentative to see me as early as poss:blev | should also Iike to have from vou
;?)?ne idea of the time in which you wili be able to complete the work

hanks -~
I DRI 10y J; i Yours truly
O B er o Fours truly

4
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168 \Letter to a firm for acceptance of the estimates

33-D, Rajoun Garden,

New Deih
vor ! Date e

To

The Manager,

Messrs New Era House Decorators,

Chandm Chowk I s

Delhy
Dear Srr,

| have recewved' your estimate for re-decorating'three rooms After due
consideration | have decided to entrust the entire work of decoration to you for
Rs 1200 00 subject to the condition that the whole work must be completed
within 'a period of one month without fal  Please \nform me of the date when
you intend to take up the work so that { may vacate the rooms 16 enable you to
work smoothly N

Thanks - ,
Yours truly,
PS GUPTA

¢
17 Letter of acceptance for the estimate
33-D Green Park,

» New Delhi
Date .

To Lo

The Manager

Messrs New Era House Decorators,

Chandm Chowk,

Delhy , ,
Dear Sir R

| have recewved your estimate for decorating three rooms After a thoughtful
consideration 1 have decided to get the work done by you | am enclosing a
cheque for Rs 1,200 00 betng the total cost of the work Kindly acknowledge
receipt as in full settlement ot

Thanks, ! .
- Yours truly

PS GUPTA
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18 Letter of enquiry for supply of aloctrical poods

Ref No Date
From

High Light Electnc Supply Co Ltd,
Chandm Chowk

Delht

To
Messrs Astan Cable & Electrical Co Ltd
Calcutta

Dear Sirs,

We have come 1o know that you have been the leading and prominent
manufacturer of electric bulbs, tubes and cottan Hnsulated w:res.g e

It would be lighly appreciated if you send us fow samples and also let us
know the terms and conditions of business and the quantity upto which the
supply can be made to us

Thanks
Yours faithfully,
For HIGH LIGHT ELECTRIC SUPPLY CO LTD
Manager

19 Reply to tho abova letter

Ref No Date
From

The Manager,

Astan Cables & Electrical Co Ltd

Calcutta

To Messrs High Light Electnc Supply Co Ltd,
Chandm Chowk,
Delln

Dear Sirs,

We thank you far your letter of enquiry regarding supply of electrical goods
1e bulbs tubes wires etc
We can supply the goods for any quantity to the exact specification of your

\ N
sampl&sle are looking forward for your early order L
Thankihg you.
¢ Yours faithfully
For ASIAN CABLES & ELECTRICAL CO LTD
Manager
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22 Lotter of onquiry for supply of goods
Ref No
From

Parkash Radio Co,

Industrial Estate,

Date

Fandabad
To
Messrs National Carbide Co
Pahargan}
New Delhi
Dear Sirs

I am to inform you that fastmonth your representative called on us snd
showed a few samples of new Dry Battenes for use in Radios and Transistors
Now we have started the manufacture of this stem and can meet your requirement
Our prices are the lowest in the market and quality s also superior to that now
available in the market

We are looking forward for your early order for execution

Thanking you,

Yours faithfully,
For PARKASH RADIO €O
Manager
23 tetter of enquiry for the supply of hoslery goods
Ref No Date

From
’ Shyam Lal & Sons
Hosiery Stores,
Sadar Bazar,

Delhi-6
To
Messrs Kuldesp Hostery Works,
Ludhiana
(Punjab)
Dear Sirs

There is a great demand for hostery goods m Delht these days and we
would hke ta have your quotations 1n respect of the following wems —

s 1, 32+ Men's sandow cream colour
2 30 Mens sandow white colour '
3 Men's underwear 3 dozen

4 Stockings {cotton) {do} 8 dozen
5 Socks (Nylon (do) 8 dozen
, , Yours faithfully
. For SHYAM LAL & SONS
Manager
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24 Reply to ahove
Ref No Date
From
Messrs Kuldeep Hosiery Works,
Ludhiana
{Punjab)
To
Shyam Lal & Sons,
Hostery Stores,
Sadar Bazar, Delhi-6
Dear Sirs,
We heartily thank you for your lefter of enquiry and glad to supply the
rates of the hostery goods as desired by you -
1 32 Mens sandow cream colour @ Rs 60 per dozen
2 30’ Men’s sandow white colour 3 Rs 62 per'dozen
3 Men‘s underwear (white colour) @ Rs 48 per dozen
4 Stockings (Cotton) @ Rs 48 per dozen
5 Socks (Nylon) @ Rs 50 per dozen
The quality of the goods is very good and the same will be packed in boxes
of a dozen each The goods will be despatched by passenger train
The above prices are inclusive of packing and forwarding charges
- Your faithfully,
For KULDEEP HOSIERY WORKS
Manager

25 Letter of enquiry in pursuance of an advertisement
Ref No . Date
From

Mehta Fancy Stores

1025/25 Sector,

Chandigarh '
To
Messrs Willson Pen Co , 2
Venkateswara Road
Madras-34
Dear Sir ‘ -

In pursuance of your advertisement 1n the Hindustan Times’ we wish to
place an order for a few dozen on tnal basis  Since there 1s no detarled nfor-
mation is available in the advertisement 1t would be highly appreciated if supply
us sufficient information and send a few pens as samples

Thanks,

Yours farthfully
, ! - For MEHTA & CO
) Manager
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28 Reply to the abova letter
Ref No
From
Willson Pen Co,
Venkateswara Road,

Date

Madras-34

To
Messrs Mehta Fancy Stores
1025/25-Sector
Chandigarh,

Dear Sus,

We are pleased to note that you have been favourably impressed by our
advertisement for pens We are sure that the quality of the fountain pens 1s very
good and undoubtedly will confirm your opinton

Fortunately our salesman 1s in Chandigarh these days and will call on you
with full range of samples Meanwhile we are sending you the latest list of prices
We are looking forward for an early tnal order Thanks,

Yours faithfully,
R . For WILLSON PEN CO
. ‘ Manager
27 A letter of enquiry to Dehati Pustak Bhandar, Chawrs Bazar
Delhi In pursuance of thelr advertisament on radio for
*Speedily Speaking Course *_

Ref No Date

rom
Nihal Chand & Sons,
Publishers & Booksellers,
24 Man Road, Dadar,

Bombay-14
To
Messrs Dehati Pustak Bhander
Chawri Bazar
pDelhi-6
Dear Sis

In pursuance of your advertisement on Radio regarding Speedily English
Speaking Course ¢ | am to inform you that there is a great demand of this book
The advertisement does not indtcate full particufars and sufficient details In view
of this | would rejuest you ;to send a few copies of the book In the first instance
1o enable us to place a bulk order for execution )

We are looking forward to hear from you early ..

Thanks

v, » Yours faithfully,
-, .. For NIHAL CHAND & SONS
Manager
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28 Reply to the above

Ref No Date
From

Dehati Pustak Bhandar

Chawn Bazar

Delhy
To

Messrs Nihal Chand & Sons

Publishers & Booksellers

24-Main Road Dadar,

Bombay-14
Dear Sus

We note with pleasure that our advertisement has favourably impressed you
for our book, namely, Speedily Speaking English Course  We are confident
that the study of this book from cover to cover will confirm the wordings of our
advertisement  We are sending you as a specimen copy for your kind perusal

Hoping to be favoured with an early order Thanks

Yours faithfully
For DEHAT!I PUSTAK BHANDER
Manager

29 A lotter to the Manager of a Hotel regarding
asking for hotel rates

110-C Defence Colony,

Agra -’
Ref No Date
To
The Manager
Oberoi Hotel
New Delh
Dear Sirs

Will you please inform me the rates of accommodation you can provide me
during the month of February | require single roomaccommodationwithattached

bath-room faciities  Please also mform me about the entertanment charges per
day

Thanks

Yours fathfully,
For RAM NARAIN SHARMA

zfl"
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30 Reply to the above latter

Ref No Date
From

The Manager,

Oberot Hotel,

New Delln

Ta
Shri Ram Narain Sharma,
110 C, Defence Colony,
Agra

Dear Sir,

We acknowledge the receipt of your letter regarding enquiry of hotel
charges for accomodation etc We assure you to prowide all facilities and ameneties
duning your stay in our hotel  Our charges are very moderate and reasonable
We charge Rs 20 per day person incluswe of lodging and boarding charges

I We are looking forward your visit and hope +*  «t would be a very pleasant
one \
Yours faithfully,
For OBEROI HOTEL
Manager

317 Lstter, asking quotation for cloth

Ref No ~ Date
From
Gulab Rai & Sons,
Marwan Katra, ¢ oo,
Na) Sarak, Dethy-6

To
The Manager,
Messrs Bombay Century Mdls Ltd,
Bombay

Dear Sirs

We would be glad to recewve the particulars of Khaki Dnl! and Green Dul}
for the purpose of umform of Military and Pofice personnels Our requirement
throughout the year IS very heavy and there is every likelihood of aceruing a large
profit to you

. We are Government Contractors for the supplies of the umiform for Army and
Police personnels and so we’,are nterested in the Dnill Cloth as mentioned above

" 77 We hope that you would be the manufacturer of this type of cloth of various
quilites  We Jook forward for an early reply to enable us to place an order for
the supply and its execution  Thanks v

Yours faithfully,

2 For GULAB RAl & SONS
Ve Manager

fdu

F N ¥ i

3
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32 Reply to the above

Ref No Date
From

The Manager

Bombay Century Mills Ltd

Bombay

To
Messrs Gulab Rai & Sons,
Marwan Katra Nai Sarak,
Delhi-6

Dear Sirs,

We thank you for your letter of enquiry and have the pleasure 1n quoting
as follows —
(1) Khakt Dril! 64 cms in pieces of 45 mts © 4 85 per metre
(1) Green Dnll 64 cms n pieces of 45 mts (, 3 75 per metre
The qualty of the dnll 1s very good and unshrinkable and hard wearing
and 1t 1s weather proof The quahty of the dnll 1s popular both at home and with
Military personnel
Orders would be executed promptly and at reasonable rates
We enclose a comprehensive selection of samples  We trust that we shall
have the pleasure of supplying your needs
Thanks,
Yours faithfully
For BOMBAY CENTURY MILLS

Manager
i
33 Letter for asking rates and quotations etc
Ref No Date
From
Dunlop Rubber Goods Co (Pvt ) Ltd .
Queensway,
New Delhi
To - ~ [
Messrs Goodyear Tyres Co’ o
Bombay-35 !
Dear Sirs

We should be glad 1f you would send us as early as possible the [atest
catalogue of your Rubber Products The lowest price of the Rubber Products
available may please be intimated and also indicate the terms and conditions on
which you are prepared to execute our orders Thanks

Yours faithfully
For DUNLOP RUBBER GOODS CO (PVT) LTD
Manager
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34 Reply to tha above

Ref No Date
From
Goodyear Tyres Co,
Bombay-35
To
Messrs Dunlop Rubber Goods Co (Pvt) Ltd,
Queensway,
New Delln
Dear, Sirs

We thank you for your lstter concerning our price list and quotations etc
We enclose herewith our letest price list and it would be seen therefrom that the
same are the lowest in the market

Nommally we supply goods on one months credit and the penod 1s
extended under special circumstances depending upon the goodwill and firms
reputation We take every guarantee of our goods and assure refund of money
n case of non-acceptance

Looking forward for your early order for immediate complance

Thanks,
Yours farthfully
For GOODYEAR TYRES CO
Manager
35 Letter of enquiry and for quotations
Ref No Date

From
Bhana Mal Guizan Lal,
Chawn Bazar,

Delhi-6

To
Messrs Gupta Steel & fron Works Ltd,
Bhila

Dear Sits

We require Metal Scraps and Bowls in farge quantity We have been given
to understand from the Bengal Chamber of Commerce and Industries that you
are the prominent leading manufacturer for the same We therefore are looking
to you for our requirements

We are sending you a sample piece to guide you to manufacture the same
accordingly It will be much sppreciated f you let us know your terms and
conditions and your capacity to supply the manufactured goods to us

nks
Tha Yours faithfully
For BHANA MAL GULZAR) LAL
Manager
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36 Reply to the above
Ref No

From

Gupta Steel & Iron Works Ltd
Bhila:

Date

To
Messrs Bhana Mal Gulzan Lal
Chawn Bazar,
Delhi-6

Dear Sirs

We thank you for your letter of enquiry for quotations etc regarding Metal
Scaps and Bowls

We are glad to inform you that we can supply any quantity of wires from
our stocks according to your specifications of the sample
We assure you of our immediate compliance and execution of your orders

We look forward for your early orders
Thanks

Yours faithfully
For GUPTA STEEL & IRON WORKS LTD

Manager

37 Letter for order for electrical appliances
Ref No ‘ - Date
From

The Manager

Hind Electric Supply Co

Agra (UP)
To

The Manager,

Messrs Electnicals Ltd,

Bhagirath Place,

Delhi
Dear $irs

Kindly refer to our earlier letter dated regarding the supply of electnic
goods

I shall be glad If you please supply us as sample of 6 lamps of vanous
sizees suntable for streets hospitals and schools offices and residentral premises
Kindly send the invoice at your lowest price as far as possible
Thanks
Yours faithfully,
For HIND ELECTRIC SUPPLY CO
Manager
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38 Reply to the above

Ref No

From
The Manager,
Electnicals Ltd
Bhagirath Palace

Date

Delht
To
The Manager,
Hind Electnic Supply Co,
Agra (UP)
Dear Sirs,

We acknowledge the recetpt of your letter and thank you for your esteemed
order you have placed on us We have booked your order in accordance with
your Instructions and requirements We will send the goods as soon as the
same have been manufactured We hope that this initial order will lead to further
business

Thanks

Yours farthfuily
For ELECTRICALS LTD

Manager
39 \l.ntcr axtending the period for the supply of goods
Ref No Date ..
,From
Girdhan Lal & Sons
Watch Dealers p

Ghaziabad (UP)

To
The General Manager
~ Messrs Hindustan Machine Tools Ltd

New Delhi

Dear Sir,

We have recewved your letter regarding extension of time for the supply of
goods we accept your proposal to have the delivery of goods within a fortnight

Wae request you to execute the order within this period to avoid further
\nconvenience to us  Every possible effort should be made for timely execution
of the order as no further extension of time will be allowed at our end

Thanks '

Yours faithfully,
For GIRDHARI LAL & SONS
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40 Lottor requesting for extension of period for the
supply of goods

Ref No Date
From

The General Manager

Hindustan Machine Tools Ltd,

New Delht
To

Messrs Girdhan Lal & Sons,

Watch Dealers

Ghaziabad (UP)
Dear Sirs

We are sonry to tnform you that due to the strike of the workers in the
factory we find ourselves in great difficulty to comply with your order for the
supply of watches and clocks Though we tned our level best to fulfill our
obligations but no frntful result has been achieved

Negotiations for reconcidiation with the Union leaders of workers are in
progress and we hope to supply the goods with a perod of two weeks We
therefore request you to extend the penod of your order

We apologise for the inconvenience caused to you

Thanking you,

Yours faithfully
For HMT LTD
General Manager

41 Lotter’ordormg for Machinery,
Ref No Date
From

Hansh Brothers

Engineening Works,

Naya Bazar Delts

.

To
Messrs Amntsar Engineering Works,
Jullundur

Dear Sirs

I am to nform you that the quotation and the sample sent by you have
been approved and we request you to supply a dozen of Pumping Machines We
agree to the prices quoted by you earlier

The delivery of the goods should be ensured by the end of the month It
may be further pointed out that a guarantee for two years for necessary repairs
free of charge may be given at your end

We shall be glad if you acknowledge acceptance of our order and
conditions noted there in

Thanks,

Yours farthtully,
For HARISH BROTHERS



42 Accsptance of Orderg

Ref No
From

Amntga, Engmeenng Works,
Jullundur
To

106

Date

Messerg Hangh Brothers
ngmeenng Works,
Naya Bazar,
Delp,
Dear Sus
We thank You for your etter ordenng for g zen of 1 ac
We may assyre You that we will qo our beg; for th executq f p %one h”;isr
entire satlsfact:on
e Sreby GUarantee Or the Periog of two Years fq, the epairs of th
Machinegg Ordereq by YOu freg of Charge
Thankg
Yours fa:thfully,
For AMHITSAR ENGG WoRrks
8nager
43 Letter qu. Sting fo, the Grant of 8pecigy dlscoun
on ord,
Ref No Date
From
Sun Light Traders,
Mahatmg Gandhy Road
Allahabag
To
Messrs Witson & Sons
Lucknoy, Road
Dely
Dear Sirs
€ acknowe the sampleg Sent by v, Tre ality ¢ goods
also tg gy, Salisfaction g quest yoy 14 us discount o least 20,
OVer and aboye the normy) Irade s, Stderay, Our orge, for huge
Quantity | g 00 sy sans e Wait f T earty canf:rmanon before the
order is finayy, Placed for execution !
nks

Yours fan‘h!ully
For Sun

LIGHT TRADERS
anage,
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44 Reply to above (For allowing special discount)

Ref No Date
From
Wilson & Sons \
Lucknow Road
Delhi
To

Messrs Sun Light Traders,

Mahatma Gandhi Road

Allahabad (U P )
Dear Sirs

We heartily thank you for your letter wherein you asked for an extra
discount extra 2% over and above the trade discount in consideration of bulk
purchase We apprepriate your order but inform you that our prices have already
been cut down to the mimimum  As a special case we shall allow you extra
discount of 2% if you raise the order for 1000 silken sarees

Your reply 1s awaited for compliance of the order

Thanks

Yours faithfully,
For WILSON & SONS

45 Reply to above
{Regarding no all for 1al d )

Ref No Date
From

Wilsan & Sons

Lucknow Road

Delhi

.

To

Messrs Sun Light Traders

Mahatma Gandhi Road,

Allahabad (UP)
Dear Sirs,

We thank you for your letter wherein you asked for an extra discount of
29 over and above the trade discount We are sorry to mnfarm you that our rates
of discount remain unchanged It i1s upto you to place your order or not

We awatt your Instructions  We assure that the quality of goods will be to
your satisfaction

Thanks

Yaurs faithfully
For WILSON & SONS
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46 A letter to a Bookseller ordsring for Books

Ref No Date
To
Messrs Dehati Pustak Bhandar,
Chawn Bazar,
Delhn
Dear Sus,
| shall feel tighly obliged if you please send me the following Books by
VPP atyour earlies conventence  The packing shou!d be good

1 Paikash Authentic Dictionary 5 copies (English to Hindi) @ 80/- each
2 pParkash Authentic Concise Dictionary 5§ copies

{Enghsh to Hindi) @ 40/- each
3 A Book for Improving English 2 copies

(Essays Letters & Stones) ¢ 25/- each
4 Speedily Letters Drafng Course 5 copies @ 18/- each

Total Amount  740/-
Less Discount  185/-

Please send the goods by Passenger Train to PDGR (Bombay) and R/R

through Punjab National Bank Kalbadevi Road Bombay-2
Yours faithfully,

For BHAIJI BOOK DEPOT
Kalbadevi, Bombay

47 A latter to & broker dealing purchase and sale of shares
78 Manine Drive

Bombay-1
Rer No Date
Shn PS Shah ' x
Stock Exchange
Bombay
Dear Sif N

| have come to know that the price of the shares of Paradise Cable
Company are hikely to go down due to slump in the market : In case the nfor-
mation s correct then 1 would request you to purchase 50 shares an our behalf
Keeping 1n View the marginal profit and adequate safety we are prepared to
purchase the shares at 150 per share

ng you
Thanking Yours faithfully

For MADHORAM & SONS

s
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‘ ' to above
Stock Exchange
T Bombay
Ref No Date
To
Messrs Madhoram & Sons
Marnne Dnve
Bombay-1
Dear Sirs

| am pleased to inform you that | purchased 50 shares of Paradise Cable
Company as instructed by you Having availed of the oppourtunity of temporary
slump in the share market | have purchased the shares at Rs 154 each.

| am to enclose herewith the necessary transfer papers for completion at
your end

There 15 every likelilhood of these shares going up 1n the near future as soon
as the market 1s stabilised

Awaiting early reply

Yours faithfully
PS SHAH

49 A lstter to a Bookseller returning the Books
which were not ordered
A-25, Shyam Nagar

New Shahdara
' Delhi-32

Ref No Date
To

Messrs Amir Book Depot,

Nai Sarak,

Delhi
Dear Sirs,

I received your VP Parcel in response to my order placed on you |
thank you for the same and sorry to inform you that two books are not the same
as ordered by me | am returning herewith the same as detailed below and
request you to replace them in accordance with my order

1 Inorgamic Chemustry by P L Soni 1983-84 Edition

2 Modern Geometry by KL Gandhi

| shall feel obliged if you send me the required books at your earliest
convenience -

Thanks -

Yours farthfully,
ANIL GUPTA
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50 A lotter to an optician asking him for an appointment
on a particular day

B-630, Janak pun,

New Delhi

Ref No Date
To

Messrs Katria & Sons

(Opticians),

Chandm Chowk

Delhi
Dear Sirs,

MY eye sight 1s causing me a great trouble My distant vision 1n all nght
it 1s the near wision that is giving me a great inconvenience while studying |
want to get them tested and if need be go for eye glasses | shali be glad if
you please fix the time for consultation and testing the eye-sight | shall feel
obliged if you please fix the appointment before 12-00 P M as | am free in the
morning hours

Thanks,

Yours faithfully,
SC AHUJA

51 A letter to & manager of a restaurant to arrange for a

dinner
126 Mukarjiee Park
Near Model Town,
Delhr
Ref No Date
To
The Manager.
Standard Restaurant
Pahargan]
New Delht
Dear Sir
| intend to invite about 15 friends for dinner on at8 00 PM

| shall be obliged if you please let me know whether 1t would be possible for
you to cater for them at your restaurant It would be purely vegetartan dinner
and | should like the whole party to dine in one sitting

On hearing from you | shall be glad to finalise the menu and other relevant

ith you
deta'[sA:vearK' reply will be much appreciated
Yours faithfully

SUNIL DHAWAN
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52 A letter to a watch dealer complaimng that the wetch
bought from them doss not keep correct time

10-A Kamla Nagar,

Delhi-7
Ref No Date .
To
Messrs Jayna Watch Co
Chandni Chowk,
Delht
Dear Sirs

| bought a HMT Kohinoor Automatic Wrist Watch from you on the 15th
November 1979 wide your Cash Memo No 2575 for two years free service
guarantee | am somy toinformyouthat it does not keepcarrect ttimeltgainsis
minutes in 24 hours  Its automatic winding system has developed some defect
| am sending herewith the watch for your check up and necessary repais 1f so
needed | shall feel obliged if you please return the same duly repaired at your
earliest convenience

Please acknowledge the receipt

Yours faithfully
MAHESH BANSAL

63, A lettar to a Sports Goods Dealer ordering sport materials

Ref No Date
From

Krishna Sports Club,

Gandh Nagar,

.

Delhi
To
Messrs Daleep Singh & Sons, '
Aymal Khan Road,
New Delhi
Dear Swus, oo

1 am to inform you that your quotations for the supply of sport matenals
have been approved by the Purchase Commuttee of the Club  Please supply the
following articles in accordance with the terms and conditions of the tender letter

The goods should be despatched as early as possible

1 Hockey Sticks 2 dozen
2 Crcket Bats . 6 dozen
3 Foot Ball Cover 1 dozen
4  Wickets . 3 dozen

Yours faithfully,
. PK MATHUR
Secretary
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64 A letter of anquiry for Shares for the purpose of jnvestment

54, Dalal Street
Calcutta-35
Ref No Date
To
Messrs Sruth & Harrison
Bank Street
Calcutta-30

Dear Strs,

{ have come to know that the ynvestment n Industnal Machine Tools Ltd
ts very sound wmvestment at present keeping n view the financial position of
the company There are feast chances of its Bankruptcy  In this case | would
ke to seek your advice since you have a vast experience in this field  Kindly
advice us as to thewr relative menits  In case the prospects of the company are
good we are ready to purchase the shares above par

| would appreciate your advice for the purchase of the shares of this
company which would at least yield 2 profit of 5% PA

The favour of an early reply is requested

Yours faithfully,
10BAL & CO

55 Reply to shove
Bank Street
Calcutta-30

Ret No Date

Messrs Igbal & Co
54, Dalal Street,
Calcutta-35

Dear Su1s, ,

Woe received your latter regarding investment in Jndustrnial Machine Tools
11d In this connection ! am to mform you that the future of the Industnal
Machine Ltd 1s very sound and will definitely prove benefitial to you In viev
of this we recommend you to buy the shares of the above concern

Sinca the market is going up day by day and there ys much demand of the
stock, we thersfore, advise yau fo purchase the shares immediately #

Yours faithfully
SMITH & HARRISON

’
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66 Lettar ragarding anquiry of shipping freight rates

Mayur Road,
Bombay-16
Ref No Date
To
Messrs india Shipptng Co Ltd
Ballard Estate
Bombay 1
Dear Sirs

1t would be very kind of you If you please let us know the present rate of
freight for the shipment of Plastic goods from Bombay to New York

Besides this, it 1s also requested to intimate the frequency of your sailing and
the time of voyage On heanng from you the order will be placed for shipment of
the goods

Thanking you,

Yours faithfuily,
For MODERN INDUSTRIES LTD

§7 Reply to above
Ballard Estate

Bombay-1
Ref No Date
To
Messrs Modern Industries
Mayur Road /
Bombay-16
Dear Sir

In rosponse to your lctter regarding enquiry of freight rates for shipment of
goods | am to inform you that the rates for the shipment from Bombay to New
Yotk 15 Rs 200 per 25 cwt or 30 cubic feet subject to the avalabiity of the
space at the discretion of the vessel

The frequency of the sathing 1s twice a month  The time-table and shiping
nstructions are also enclosed for your kind perusal

Awariting for your early order

Thanking you

Yours faithfully
For INDIA SHIPPING CO LTD
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58 Latter to a broker for selling the shares of a company

Gateway of Indiz

Bombay-1
Ref No Date
To
Messts Herman & Sons
Mahabat Khan Road
Bombay 3
Dear Sirs

The fast report in respect of the Accounts of Men Plastics Ltd has not
revealed satisfactory result and therefore we have decided to dispose of the
shares beanng Nos 9835 to 9845 The market value of the shares 1s farrly good
and could be sold at premwum In view of this we request you to find out a
buyer at Rs 125 per share We shall execute the transfer deed as early as possible
The shares are sent herewith for cancellation

The favour of an early comphance 1s requested

Yours faithfully
For KIRT! PRODUCTS

59 Reply to above
Mahabat Khan Road

Bombay 3
Ref No Date
Messrs Kirti Products
India Gate
Bombay |
Dear Sirs

In accordance with your instructions we have arranged for the disposal  of
the share of Men Plastics Ltd at Rs 125 per sharet The commussion 1/2 percent
has been deducted The cheque for Rs 128125 n your favour 1s enclosed

The receipt of the same may please be acknowledged

Thanks

Yours faithfully
For HARMAN & SONS
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60 A letter from a previous employer in respect of an
employee who has taken up the new employment
with a another employer
MADRAS MOTOR CO LTD
Ref No Date
To
The Secretary
Developiment Trust Ltd
Ghaziabad
Dear Sir

We have come to know that Shrt M P Sharma who was once our Accoun-
tant 1s trying to secure a job under your kind control [t gwves us pleasure to
recommend him as a most competent and capable Accountant He hadbeena
conscientious and panstaking worker He 1s willing and energetic in his duties
He has left our employment of his own free will for better prospects in his hfe

He wants to take the employment in Your concern which 1s more lucerative and
remunerative

We trust that Mr Prasad will meet the success he deserves

Yours faithfully,
For MADRAS MOTOR CO

61 A letter to Charterad Accouhtants regussting them to
audit the Accounts

MOHAN DASS & CO

65, Faiz Bezar,
Calcutta-6
Ref No Date
To

Messrs Patel & Co

Dalal Street

Calcutta-35
Dear Sirs

Due to the renovation of our building we have decided to close our
accounts by the middle of this month It will be highly appreciated if you please
start the audit of the annual accounts a fornight earlter so that our records and
books may be well arranged

1t 1s only after a careful consideration that we have dectded to make this
request and expect full-co-operation from you

Thanking you

Yours faithfully
MOHAN DASS & CO

P

E4Y
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62 Letter of laint for non I of orders

Ref No Date
From

Rafiq Brothers,

Sadar Bazar

Delhn

To
Messrs Mahabir & Sons,
Delhi Cantt

Dear Sirs

We inform you with regret that although you acknowledged our order placed
upon you In the last month but the goods have not so far been received This
has resulted in a considerable loss to our business

We are wondering whether you have mis-placed our order Kindly reply by
return post  In case you fail to execute our order within a week from the date
of the receipt of this letter we shall be forced to cancel the order

Your faithfully
For RAFIQ BROTHERS

63 Reply to above

gef No Date
rom
Mahabtr & Sons
Delhi Cantt
To

Messrs Rafiq Brothers
Sadar Bazar,
Deltn-6

Dear Sirs

We regret that we are not in a posiion execute your order promptly The
reason for the delay 1s that a few items mentioned in your order were out of stock
and we had to procure them from other dealers Unfortunately their offices were
closed due to Diwall Holidays and as a result of this the required items could not
pe obtamed Now your order has been completed i all respect and the goods
are ready for despatch in a day or two

Hoping to be excused for unavordable delay m execution of your order

Thanking you
Yours faithfully,
For MAHABIR & SONS
Manager
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64 A letter of complaint for defective goods

Ref No Date
From

Ramesh Aggarwal Stores

Kamla Market

Delhy
To
Messrs Madho Ram & Sons
Lucknow Road,
Delhi
Dear Sirs

We are grateful for your early execution of our orders placed on you
However we regret to inform you that two dozen of stockings despatched by you
are defective There are patche. of rust on them We are, therefore returning
these defective goods for replacement by a superor qualty

Thanking you
Yours faithfully
For RAMESH AGGARWAL STORES

65 Reply to the above
Ref No Date

Madho Ram and Sons,
Lucknow Road

Delhi
To
Messrs Ramesh Aggarwal Stores
Kamla Market
Delh;
Dear Sus

We have recewed your letter wherein you informed us that some of the
goods sent by us were found defective The matter was investigated and
enquinies were made and we find that your order was executed by one of the new
Workers, who fatled to pay proper attention to the work  The goods may please
be returned to us for replacement, at our expenses

Thanking you
Yours faithfully
For MADHO RAM AND SONS
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66 Letter of complaint regarding inferiar quality of goods

Ref No Date
From

Bawa Glass Works

Bandra Road

Bombay 35

To
Messrs Moon Light Glass Works
Bombay-20

Dear Sirs,

We are sorry to inform you that the Glass Tubes and Electric Bulbs suppited
by you last month are of very infertor quality The bulbs supplied are not durable
They generally fuse within two weeks We have received several complaints
from our customers and m such circumstances we have to cut a sorry figure are
putin a awkward posttion  The goods are being held at your disposal pending
recetpt of instructions from you as to how the goods should be returned

Yours fathfully
For BAWA GLASS WORKS BOMBAY

67 Heply to sbove

Ref No Date

From The Moon Light Glass Works,

Bandra Road

Bombay-20

To
Messrs Bawa Glass &orks
Bombay-35

Dear SUS

we have received your letter regarding complaint of inferior quality of goads
supplied to you we are really sorry and to s*ate that the goods have been
despalched to you madvertently The goods may please be returned to us for
replacement at our cost
The nconvenience caused to you Is regretted
Yours faithfully
For MOON LIGHT GLASS wORKS
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68 lLetter of complant regarding shortage of goods

Ref No Date
From

Bhagwan Dass and Co

Toys Emponum,

Allahabad
To
Messrs Ram Lal and Sons
Sadar Bazar,
Dell
Dear Sir

We thank you for the supply of toys but the same time we are sofry to
inform you that a few items have not been suppled to us namely Tov Railway
Train Aeroplane and Motor cars  We shall appreciate your sending the remaimna
1tems as early as possible 1n accordance with our earher order

Thanking you

Yours faithfully
For TOYS EMPORIUM

69 Repy to the above letter

Ref No Date
From

Ram Lal and Sons

Sadar Bazar

Delh
To
Messrs Bhagwan Dass and Co
Toys Empornum
Allahabad
Dear Sirs

Recewved your letter regarding short supply of the toys  We are really very
sorry for the inconvenience caused to you The factis that the work entrusted
10 a person who was rectuited recently and he could pay proper ettennon for
despatch of the toys  This 1s all happened due to inadvertance  The remaining
are being sent to you very shortly

Yours faithfully
For RAM LAL AND SONS
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70 Lettor to & managor of the firm requesting him to increase the pay

Ref No Date
To

The Manager

The Hindustan Times

New Delhi
Dear Shn/Madam,

I am wnting an appeal for the increase in my salary | have becn working
as a Proof Reader for the last 5 years and my work has been recognised satisfac-
torly by the higher authotitres

1 hope, therefore, you will consider favourably the application for an increase
in my salary as your honour may deem fit keeping tn view the services rendered
by me

| think that my case de erves sympathetic and favourgble consideration

Thanking you,

Yours Sincerely
MOHAN LAL SHARMA

71 A letter to the Manaser of a firm to enquire about a
firm’s financial position

Ref No —

From
Sushil Kumar & Sons
Cloth Merchants Chandm Chowk,

Delhi-6
To
The Manager
Kattan Trading Corporation, Karol Bagh
New Delhi
Dear Sirs

Messrs Ram Nath & Sons Chandni Chowk Delh have asked us to open an
account with them and have quoted your name as reference to enquire about
their financial status

We had no occaston of dealing with them i the past and have no know-
ledge about their financial position

We shall be glad to have your advice whether we may grant them credit
upto the monetary fimit of Rs 10000 Your reply will be kept confidential

Thanking you R

Yours faithfully
M/s Sushil Kumar & Sons
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72 Letter of thanks for the increase of salary

Ref No Date “
To

The Manager,

The Hindustan Times

New Delhi
S, -

| am very thankful to you for the kind consideration shown to me by
granting me an ncrease of Rs 100 pm  Words fail me to express my thanks for
your kindness [t 1s reafly a pleasure to Work In a firm where wotk 1s appreciated
and adequately rewarded

1 assure you to prove worthy of what you have done for me and to give
greater satisfaction by my work \n future

Yours sincerely
MOHAN LAL SHARMA

73 A letter req g to

p 1d goods

Ref No Date .
To

Messrs Ram Rattan & Sons

Ambala Cantt
Dear Sirs,

We recerved your letter whetein you have asked for settlement of Accounts
of the goods purchased from you on credit  We are sorry to inform you that we
are not In a position to finalise your accounts immediately due to the facts that
the season had been too slack this tme The bulk of the goods are lying unsold

In view of the position as explamned above we request you to accept the
unsold stock of the goods

1 am sure that you would kindly accede to our request At present we are
enclosing a cheque for Rs 500000 Please ackhdwledge

Thanking you

Yours fenthfully
For MAHESHWARI PARSHAD & SONS
Manager
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74  Roply of tho above

Ref No
Date

To

Messrs Maheshwan Parshad & Sons

Bombay
Dear Sirs

We thank you for the cheque for Rs 5000 and sorry to note that you have
not been able to sell much of our goods Generally 1t 1s not our practice to
accept the unsold quantity of the goods  The sale for the current season 15
expecied to continue for next two months and we hope that you will be able to
dis pose of the remaining stock within this perod

We therefore request you to send the cheque for the remaining goods
afterats disposal 1n full and final settlement

Yours tathfully
For RAM NATH & SONS

Manager
75 A letger to a firm patronising 8 naw ostablishment of a
business
Ref No Date
To

Messrs Ram Behan Lal & Sons

Sardar Bazar

Sonepat (Haryana)
Dear Sirs

We have the pleasure to inform you that we have established a cloth
bustness in Sonepat under the supervision of Mr Manohar Lal who 1s well versed
in this ine  We have sufficient capital at our disposal and hope to make our
store big as stores in Delhi or Meerut The quality of the goods will be the
pest and priced moderately with different vaneties saleable at our store

We are sure of receiving your patronage

Thanking you
Yours faithfully

For GANDH! CLOTH HOUSE

VAT
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76 A letter regarding announcement of a8 new address or
change of address

Ref No Date
To

Messts Ram Gopal & Sons,

Gandhi Nagar

Kanpur (UP)
Dear Sirs

Since our business transactions have considerably increased duning the past
few years we decided to shift our business at the address given below which 1s
considerably more spacious

There 15 aproximity of Rallway Station and transport facilities are eastly
available The accessibility to new premises 1s very convenient

During the penod of shifting we had much difficulty in the execution of the
orders promptly Now we have established ourselves in perfect working order
and ready to serve you again promptly

Thanking you

New address
63, Aymal Khan Road Yours faitnfully,
Karol Bagh New Delhi-5 For MOHAN BROS

77 A lotter to the Bank Manager for extending overdraft facilities
Ref No Date
To

The Manager

Central Bank of india

Chawn Bazar

Delhi
Dear Sus

We wish to have overdraft facilities up to Rs 25 000 for a period of six
months to avoid financial crises and hardships to us

Our past record would reveal that we have been enjoying this facility
without secunities but if any guarantee 1s needed we are prepared to arrange for
the same

We therefore request you to send us the necessary forms for completion
In case any other formality 1s required to be completed we shall be glad to
pravide the same

An early reply 1s requested 1n the matter

Thanking you

Yours faithfully
For MOHAN & CO
Manager

7
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82 Reply to above
Ref No Date
From

The Manager

Punjab National Bank,

Chandnt Chowk Delh:

To
Messrs Behan Lal & Sons
Cloth Market Fatehpun
Delht
Dear Sirs
With reference to your letter No date regarding loan for

Rs 20 000, we shall be glad to sanction it against your goads  We shall charge
interest at 15% per annum
We are enclosing herewith the necessary forms for the same
The forms may please be returned to us duly completed
Thanking you,
Yours faithfully,
For PUNJAB NATIONAL BANK

Manager
83 A letter to the Insurance Company to
insured in the stock pany get the goods
Ref No Date

From
The Manager
Plastic Goods Manufacfurers
Azad Market, Deltn

To
The Manager
Orental Insurance Co
Janpath Marg New Deiht

Dear Sir

We are anxious to get the Plastic goods Iying in our godown tnsured Please
let us know whether you can undertake the fire insurance of the goods valued
at Rs 50000 At present the goods are lying in a godown at Pahargan] New
Delhs If you can undertake the insurance of the goods mentioned above please
send the hist charging lowest rates and oblige

An early reply 1s resquested  Thanking you

Yours faithfully
. For PLASTIC GOODS MANUFACTURERS
Manager



127

84 A letter from the Manager of firm to the Insurance
Company to get the goods insured
Ref No ’ Date
From !
The Manager
Behari Lal & Sons
Naya Bazar Delh
To
The Manager
Lakshmi Insurance Co
Connaught Place New Delhi
Dear Sir
1 would request vou to insure the goods as detalled in the enclosed fist
n the name of Behan Lal & Sons worth Rs 100000 The insurance should be
comprehensive covering all nsks 1e fire earthquake and natural calamirtes
etc  The msurance forms duly completed are sent herewith The amount of
the premium may please be worked out and intimated to us  On heanng from
you the payment of the premium will be remutted to you by cheque i full  The
favour of an early repfy wilf be highly appreciated
Thanking you
Yours faithfully
For BEHARI LAL & SNNS

*Managet
85 A letter to the Manager of the Insurance Company
for over insurance
Ref No Date

From

The Manager

Bharat Electnc Goods Co,

Mode! Town Delhi
To

The Manager

International New General Insurance Co

Datyaganj Delh
Dear Sir

We are suipnsed to find out that the goods sent to Merers L Bhandan
Bombay have been insured for Rs 3 000 instead of Rs 1000 The mistake on
your part has caused us an unnecessary loss  Since the excesswve insurance 1S
contrary to our Instruction we shall not be responsible for the charges for aver
nsurance

It ts requested that a credit note for the excessive amount charged from us
may please be sent to us

An early reply 1s requested in the matter

Thanking you Yours fathfully

For BHARAT ELECTRIC GOODS CO
Manager
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86 A lottor to tho Manager of ths Insurance Company
for under insurance
Ref No Date
From
The Manager
Mohindera & Co (Rubber Products Div)
Pahargan; New Delhi
To The Manager
Bharat Fire & Manne Insurance Co Ltd,
New Delh
Dear Sir
We were greatly surpnised when the matter came to Iight that the goods
sent to Messrs Govind Bros Pune were insured for Rs 5 000 but the same
have actually been insured for Rs 3 000 only Presumably the mustake 1s on your
part 1s due to nadvertance ,but it contravenes our cantract In case of fire it
would have resulted a great loss to us  Now 1t 1s requested that necessary re-
adjustment may please be carried out and early intimation about the needful done
may please be sent to us at the earliest possible  Please also send us a Debit/
Credit note as the case may be
An early action in the matter 1s requested
Yours faithfully
For MOHINDERA & COMPANY
Manager
87 A letter from the Manager of a Company to an Insurance
Company In the event of damages reportad
by the Railway Authorities

Ref No Date
rom
Vinod Kumar Mehra & Co
Ajmal Khan Road
New Delhi v
To The Manager,
National Insurance Co Ltd
Jhandewalan New Delh
Dear Sir,
1 am to invite you with reference to your Policy No  dated for

Rs 10000
We enclose herewith a copy of the report from the party concerned which

shows that goods worth Rs 2000 have been received in damaged condition In
view of this 1t 1s requested that the loss may please be assessed and finalise the
claim for compensation
An early reply 1n the matter 1s requested  Thanking you
Yours faithfully
For VINOD KUMAR MEHRA & CO
Manager
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90 A lotter to the Manager of an Insurance Co for
chhim for losses due to firo
Ref No Date
From

Sudershan Kumar & Sons,

Kirana Merchants,

Khan Baoli, Detht
To The Manager

International Fire Insurance Co

New Delh

Subject  Fire Policy No dated
Dear Sir,

We are sorry to inform you{that a serious fire broke out in our godown
last might and as a result of this the goods worth Rs 40 000 have been comp
letely destroyed The godown was insured for Rs 25000 We are enclosing
herewith a certified cdpy of the circumstances which led to the fire, along with
the detailed list of goods destroyed  The claim for Rs 25,000 1s being submitted
for which the godown was insured

It 15, therefore, requested that the same may please be venfied and the
claim re-imbursed to us  Early settlemont of the claim 1s requested

Thanks

Yours faithfully
For SUDERSHAN KUMAR & SONS
Manager
91 A letter to the Manager of Life Insurance Corporation
of India regarding loan against the Poficy
Ref No Date -
355 Katra Neel,
Chandni Chowk

Delhi-6
To The Manager
Liffe Insurance Corporation of India
(Delhi Branch) New Delhi
Dear Sir
| am a policy-holder on my hfe beaning No dated sured

for Rs 10 000 for 25 years on Ist January 1980 | am paying the premium regularly
for the continuaton of my Policy Now due to my financial position, the circum-
stances compel me to apply a loan of Rs 2 000 against the aforesaid policy
Please inform me at an early date whether the loan appled forIs admissible
tome The rate of nterest and the penod of repayment of the loan may also
please be nttmated to me  The favour of an early reply 1s solicited
Thanking you,
Yours faithfully,
ROSHAN LAL MEHRA
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42 A letter regarding of Non delivery of goods
Ref No Date
From

Sumer Brothers,

Sadar Bazar Deltu

To

Messrs Kishan Swrup & Sons,

Karol Bagh Calcutta
Dear Sirs,

We regret to inform you that the goods despatched to us wvide your Bill
No and R[R have not been receved by us so far which we expected

them much earlier on the bases of the advice from you regarding despatch of the
goods The delay was resulted in disappointment to our customers who feel that
we made a false promise with them and have let them down =

Please find out from the Railway Auttonties what has happened to the
consignment and appraise the position to us when we may expect the delivery

The matter may please be treated as most urgent

Thanking you,

Yours faithfully,
For KISHAN SWRUP & SONS

N Manager

93 Reply to tha above [etter
Ref No Date
From

Kishan Swrup & Sons

Karol Bagh,

Calcutta
To

Massrs Sumer Brothers,

Sadar Bazar,

Delht
Dear Srs,

It 15 a matter of sur‘gnse for us to know from your letter that you have not
yet received the consignment despatched to you vide R/R on
We lost no time in execution of your order mentioned above Necessary
Investigations are being made to find out the cause of delay at our end.

We really feel sory for the inconveménce caused to you We have taken
the matter with the Railway Authonties at our level and as soon as we recetve
any information tn the matter the same will be intimated to you

Meanwhile 1t 1s suggested that similar enquines may also please be made
at your hend also

Thanksn u

g vo Yours faithfully
For KISHAN SWRUP & SONS
Manager

3
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94 A latter from the Manager of a Company to another Manager of a
Company who did not give response to the previous orders
Ref No Date
From
The Manager
Brook Bond (India) Private Ltd
Tea House Dalhousie Road Calcutta
To The Manager
All India Trading Company,
Bombay
Dear Sirs D
We are sorry to inform you that You have not placed any order for the last
few months We hope that there 1s no reason to be dissatisfied with the execution
of your earlier orders
You will be pleased to know that we have recently installed new machines
and it wili lead to an improvement 1n both quahty and quantity of our productron
We are sending herewith a revised catalogue which shows that our prices
are more favourable than before
We are sending the samples which would convince you that our services are
satisfactory We look forward to a renewal of your orders
Yours faithfully
For BROOK BOND (INDIA)

Manager
95 A leiter to the Manager of a Hotel for booking a Hotel
accomodation for V1Ps Chairman & Director
Ref No Date

From

The Secretary

Asiatic Tube Company Bombay
To The Manager

Tay Hotel

Jama Masjd Delhi

Dear Sir

The Chairman and the Ditectors of this Company will be on tour in
connection with some business activities duning the month of November Sowe
require suitable accomodation consisting of 3 rooms set combined with all
facihues for ten days from 2-11-81  If possible a room for the driver may be
provided on the ground floor for Director s convensence

Please let me know whether you can reserve this accomodation for the
period mentioned above I shall be glad to have a reply by return post with rates

Yours faithfully,
For ASIATIC TUBE CO LTD
Secretary
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08 A letter of Cancellation of Contract

Ref No , Date
From

Rajendra Chermical Industries,

Manutactures of Cream & Powders

Model Town Ludhiana
To

Messrs Shyam Lal & Co

Industnal Pattern Makers

Chawn Bazar Delh
Dear Sirs

it 1s with deepest regret that we are compelled to ask you to reconsider our
contract for the supply of plastic bags

We have found that our country manufacturers are able to make them
cheaper than your rate on which you are supplying us  As a result of this our
business has suffered considerably and has fallen sharply The manufacturing
cost has nsen to such a point which-Heaves us with no profit Considering the
present ctrcumtances we have decided to cancel the contract placed on you

We should be grateful if you please release us from our contract

Yours faithfully
\ For RAJENDRA CHEMICAL INDUSTRIES
Manager

97 A fetter from an employee of a firm/organisation
for his retirement from his job/service

Ref No Date

F-16-17 Model Town
Delhs

To

The Manager :
Messrs Delhi Pustak Bhandar,
Chawn Bazar, Delht

Dear Sir

| have been in your service for the last 35 years butnow the time has come
when | must retire from your service due to my illness and pressure of work Since
my health has run down considerably, and | am unable to do full justice to my
work | fear Jest it shoutd bnng dishonour to my fair name

In view of the positton as explaned above | request you earnestly to
consider the decision taken by me | assure you that even after my retirement
| would be coming now and then to suggest improvements for the development
of your plans or schemes

With all best wishes for the future

Yours sincerely
RAKESH KUMAR
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98 A letter to the Manager of a firm submitting his
resignation from his job service 'y
98-D Kamla Nagar
Delhi-6
Date

To

The Manager,

Consultants Corporation of Industres .

Chawri Bazar, Delhi-6

Dear Sir

| regret to submit my resignation with your company because | have been
offered a service of Assistant Sales Manager with Madho Ram & Sonsat a more
salary You would realise that this a golden opportumty that | cannot afford to
miss You will not be unduly inconvemenced as the above firm has agreed to
wait for two months or until you can relieve me conveniently

| have been very happy working for you and should like to thank you for
the kindness you have always shown to me

Wwith all best wishes for your future

Yours Sincerely,
RAJESH KUMAR

g9 Letter of complaint regarding oxcess electricity bill

Ref No Date

From Mohan Lal & Madan Lal

chawn Bazar, Delh

‘The Chief Accountant
Dolhi Electnicity Supply Undertaking Chandni Chowk Delhi
Reference your Bill No K 25300 for Rs 530 50
pear S¥
We are oxtremely surprised to receive such o large account of eloctricity
consumption for the last month In case it is compared with the provious bills
1t would be seen that 1t 1s nearly four times more
The meter appears to bo working but is moving rather rapidly and wo think
that it must be defective
1t would be very kind of you if you could send your enginoer 10 check it
and sot it nght of itis faulty
We look forward to hear from you at an carly date The bill in question is
gent herewith for ready roferenco and rectification  An early roply 15 requostod
Yours faithfully
for MOHAN LAL & MADAN LAL BROS
Manager
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100 A lstter of complaint from a customer to the Manager
of a firm dealing in electric goods

Ref No Date
543-Trnt Nagar
Defhi-6
To

Messrs Bajaj Electric Co
Chandnt Chowk Delhs

Dear Sirs
I am to invite your attention with reference to your guarantee No 345
dt and sending herewith a table fan which was bought from you last month

at the local Bajg) Electnic Stores Chandni Chowk Delhy  The fan has become
aut of order and does not working smoothly

I shall feel highly obliged if you could repair 1t or replace it by a new one
n accordance with the terms of your guarantee referred to above
The fan duly repaired may please bz returned at the above address
Yours faithfully

WH SMITH
101 A letter of complaint of Telephone Bill to a Telephone Authority
Ref No Date

From
Girdhan Lal & Sons
Naya Bazar Delh

To

The Manager,

Telephone Exchange

Near Tis Hazan Courts Delhy
Dear Sir

Reference your Bill No 4320 for Rs 1850
We have Just received our Telephone Account for the previous quarter [t
Is very much in excess as compared with previous Accounts It will be very
kind of you if you would send us further details of some ttems for reconciliation
From the bill'under reference 1t 1s seen that you have charged 50 Trunk Calls
where as from our records 1t transpires that we had only 20 trunk calls within the
sald period We keep complete records of the trunk calls made from our telophone
and generally the average comes six to seven trunk calls in a month
It seems that our account has been confused with another
Wa are returning the bill in question for your verificaticn and rectification
under ntimation to us A revised bill may please be sent to enable us to make
the payment Thanking you
Yours faithfully
For GIRDHARI LAL & SONS
Manager
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SECTION 3

WEDDING INVITATION LETTERS
(50 letters)



How to Become a
Beautiful & Attractive
Girl

In anclent days Beauty was considered to
be a divine gift and could be bestowed upon
the woman by the fanes But now a days it
1s not so the scientific age has gone to far
and has proved the rcverse Now a days 1t 1s
a burning toprc of the modern society that
everybody wants to become beautiful and
more attractive It cannot be demed lhatda
thing of beauty 1s a joy for ever and needs
no arnaments

caommands honour respect and
dlgr?l?;u:x the society A beautiful girl or a
woman s welcomed with a smiling face
where ever she goes Pessimism disappoint-
ment in life cannot dare to knock the doo:i
Beauty gains populanty prosperity an
moreaver 1t ts an admitted fact that beauty
unlocks the doors of friendship  Love
Happiness and confidence and guarantees
success perfection achievements progress
in very sphere of life
stion anses how to make our
selvl\é(sw;eaal?tll,ﬁll to make the bestof it Beauty
delightful quality to cultivate depending
o so many factors such as Reducing
uponht increasing one s height or dieting or
:&eclhgng facial beauty by glamorous cosmetics
and perfumes
helps to make the body symme
t Olu;n%o:llzractsle irespective of age and
o t goes without saying thatmen women
sex | gd girls  teachers and taughts are
bove anbenefmed It 1s very useful book for
equa"vueness and multifarious advantages
N ating to aid to beauty from Head to toe
remmgdoes not consist of only facial beauty
Beauty onfined to all parts of our body
but 1t 18 cSkln Nose

Harr Eyes brows

namely Necks Breast hands feet etc
Cheecksk IF::: clearly mentioned with il lust
Our bOf:,s to how the perfection of beauty
;glﬂa‘:lf:]z to these parts of body can be
achieve

Qur book is an asset for all throughout

the 8ges

Price Bs 36 00 Postage 6 00

(Choose A Good Life

Partner)
Selection of Sutable Match, A Life Partner
(Husband or Wifte)
Introduction

It is an old saying that marriages are
settledin heaven It 15 of coursetrue that what
1s fated cannot be blotted We have to recon
cile ourselves to the will of God One can
notdo any thing against hys wish Our book
hand 1s a unique book of its kind It contains
much useful information and Instructions
regarding selection Choice of ourlife partners
In selection of match may be wife/Husband
and should be judicious and wise enough
In case we are a bit careless and uncautious
life woutd be hell and the Very purpose of
marniage will be defeated The study of our
book s a guide lime and will save you from
pit fall at every stage The Salient features
are as under —

1 Selection of wife/husband Prima facie
attractive looks charming personality and
how to attain these qualities

How to inculcate the habit of good
manners and etiquettes which plays a very
important role in selection of a suitable
match

3 How to adopt Iiberal thoughts broad
ness of mind and how to dispel the habit of
narrow ded| and and
communism as they create a great hindrance
tn the choice of a match

4 How to achieve success in our selection
with regards to natyre thoughts views edu-
catonal quabifications  and family back
grounds etc
5 Howto bring success in selection of
a match (wife or husband) discarding  Inter
state and Internatronal barrienes
6 How to bring maxiuum  happiness
eternal pleasures and enjoyment with our iife
partners
Pages more then 200 Price 36 00
Iustrations more then 100 Postage 600

@ How To Speak English Correctly And
ntly

ue|

Now a days English has become an nter-
national language It helps being business men
and Indi lists for the devel of their
trade and business with foreign countres
Tourists and Salesmen are equally benefitted
as they can impress themselves to the other
parties favourably 1n every corner of the
Price Rs 36 00 Postagy 6

J world




INVITATION LETTERS

Man 1s a social ammal  He has to live in the society not only peacefully
but also amicably His social contacts pay him n Iife a lot 1t becomes essential
for him to increase his social mits rather than to live hke a frog n the well
For this, various occasions come 1n his life when he has to prove his social-
status

tn ancient times, the social-himit was confined to a particular area By the
pace of time 1t has increased a lot This credit also goes to the modern means
of communications A man who was once acquainted with limited number of
persons/families 1s now having a vast spehere of dears and nears

From birth to death, one has to perform manv ceremonies in his life when
he has to ihvite his dears and nears kith and kins and also persons known to
him One has to Judge the social-status of a person only when he witnesses the
gathering on the social, religious and other various ceremonial functions

It has now become not only difficult say rether next to impossible to
extend invitations 1n person to all orally Now a daysonehas to make the best
use of his time and for this it is essental to get the invitation cards printed
Like letter writing 1t 1s also an art to have an impressive and attractive invitation
card printed  The language of the invitation card should not only be simple but
also be an impressive one it conveys your heart-feelings to the person whom
you intend to invite It should be most cordial manners s

Broadly the followings are the occasions when the necessity of invitation
cards appears to be essenttal

1 Foundation-laying ceremony
Opening ceremony
Grah Parvesh ceremony
Mundan ceremony
Birthday ceremony
Havan ceremony

oM bhWN



~

8
9
10
11

12
13

14 .

15
16

140

Religtous ceremonies viz Durga-Puja, Devi-Jagran Akhand Path
Satya Narayan Ki Katha Akhand Ramayan Path etc

Marriage ceremony

Marriage reception

Marrnage anmversary

Annual Golden and Silver Jubilee ceremonies of a successful married
life

Receptiontoa VI P

Dinner, Lunch and Tea R

In honour of a fast frend ora VI P _
Kriya ceremony

Death Anniversary

These are some of the occasions when one has to invite hus nears and dears

kith and kins and others

.

On such occasions one has to search out the specimen of an nvitation
card either from his house or to knock at the doors of neighbourers or printing

presse

s Due to lack of time at one s disposal some times it becomes difficult

to fmd the matter of one s choice
Thls book intends to give you some of the specimens so that one may fmd
no difficulty m having an invitation card punted of his choice

COMMERCIAL SIGNS J '
x’: acoount « an d:’, sfier acceptance, Me menllc cumency
aid days date. m/d month sdate,
AIS accouns wales d /s month s sgh
d aferdare. dir day mgie e
S dolls. 2o pamber
@ atdserseof ofs on account
B/E Bl of Exchange feet.
b4 eent,
P/L Bl of Ladmg, fobfree on board I : thousind,
—— ot Reeonml £ pound sterlg
cto areol wcher. P/N Promusory Note.
JA  Jome account.
€/ ecoopon, RIT Radwo telepho
cop c.d.onacsay Lic Letter of Credir. o
* WIT Wireless eclegraphy




Printed Specimen For Invitation Cards

Tou ate most com’za[[y tnveted fo atfend on the

auspicious occastorn a}‘r

Foowwrsdirsoor 2”%”;, %/zwm/z//a

o/ our new-glu/t{mq

al

INDRA PRASTHA MARG
on 30th Decomber 1981

%ﬂ lf/é o% ﬁﬂf’ﬂo’, y a? \%/{ll/'ﬂ/lﬂ

has £lll(”y aggreet{ fo [ny the ?uum/nlmn CSln/w

@leuse make o convenient lo utlend the same

RSVEP With Best Compliments from
GHone 26 7030 Dhobants Gopstald Bhandor
%¢Mfl ﬂo /s
Dettbe-770 OF7

141




142 /

Printed Types and Layout should be similar
to the one shown on Page 141

2 Chawman & Members of the Delh Lions Club request the pleasure of your
pemign presence on the auspicious occasion of
FOUNDATION-LAYING CEREMONY 4
of a Chanitable Hospital on at830A M
Hon ble Vice-President of India Shn M Hidayatullah has kindly consented
to preside over the function
With-best compliments from
Chairman & Members of
Delhi Lions Club

New Delhi
RSVP R
Phone No .~
3 We feel pleasure 1n inviting you on the auspicious occasion of
FOUNDATION-LAYING CEREMONY
of our Five Star Hotel at on .at
‘ Kindly grace ths occasion and oblige
With compliments from
Oberots
RSVP
Phone
4 We intend to construct a new building for our Factory at

FOUNDATION-LAYING CEREMONY
has been fixed for and it would take place on at
You are requested to make it convenient to attend the same & oblige
With compliments from
RSVP

Pure Dninks,
New Dethi



143
5 OPENING/INAUGURATION CEREMONY

You would be glad to note that the opening ceremony of our new
Show-Room MILAN SAREE CENTRE .

1s taking place on at830 AM at
Pleese jotn us on the ausptcious occasion

With comphments from
RSVP

6 We feel pleasure to inform you our newly-built Cinema Building in Greater
Kaifash 1s ready for its [nauguration

»An evergreen Hero Shri Ashok Kumar has agreed to inaugurate the same
on at

Please make 1t convenient to attend the ceremony and obhge

With comphiments from

RSVP
Phone No (Valid for Two Persons only)

.
7 Hon ble Shn

will declare open the ‘Cnaintable Eye Camp on at
You arerequested to make 1t convenient to attend the ceremony and oblige

With best compliments from
RSVP
'

1
The pleasure of your company is solicited on the auspictous occaston of

Opening Ceremony of Five Star Hotel . at on
Please join us on the occasion and obhge
- Opening ceremony will take place at 9 15 A M sharp

With best compliments from
RSvp

. . v
‘
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9 Maharastra State Handloom Co-operative Federation Ltd
cordially invites you to the inauguration of retail shop on the 1981
at11 AM at

Chairman
RSVP

Telegram .
Telephone

. Prestdent
10 Py

. Members of the Committee of the

cordially invite you to the 51st Annual General Mesting of the
on Monday at M .
at Mavalankar Hall, New Delin
Hon ble Union Minister for Commerce Stee! & Mines
has kindly agreed to inaugurate

RSVP
Phone
1 President and Members of Orgamising Committee
o
Third International Seminar
) on
to the
INAUGURAL FUNCTION
on Sunday the 1980 at 930 AM

at
Vigyan Bhavan, New Delht

12 We feel pleasure in inviting you at the Greh Pravesh Ceremony of our
newly-constructed house at on Monday the at816 A M
We hope and trust that you will be kind enough to grace the occasion and

lige,
oblig smt & Shn

/1]
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13 If gives us pleasure to inform you that our SHEETAL-NIWAS has
completed 1ts construction  We have decided to step into 1t on
Kindly make it convenient to attend the Grah Pravesh Ceremony at 8 15 A M

Smt & Shn
(Guide map 1s Enclosed for your convenience)

14 Our newly butit ‘Sita Kutir at 1s complete to share our joys

Your berugn presence 1s requested to bless us on the Grah Pravesh Ceremany
on Monday at916A M

With compliments from
RSVP

PROGRAMME

8-15 AM Havan
9-16 AM Dwar-Puja
945AM Tea

15 h Our newly-constructed ‘PAVAN KUTIR'
at

welcome your presence at 9-15 A M to share our joys
Please come and bless us
With compliments from

RSVP
PROGRAMME

16 Smt & Shn

request the
pleasure of your company on the auspictous occasion of
MUDAN CEREMONY
v of our—grand son—
Sjo Smt & Shn
on Monday, the 1980 at 10-30 AM
Please grace the occasion and obhge »

RSVP With compliments from
Phone No All Relatives & Friends

-
&

e



atmy
he an, Picioyg OcCcasipn
Ours
Sio Smt g Shr,
With pe, t Mplimenss from
All Dg, S & Nej,
18 el pleasure
mvmng yo the ausplcto occas:on of
Rry DAy
Celebra!:o of m Grand-Son
Moy,
S/o Smt hn
0N Tupgy, y aA3py
With Compliments from
Al Relatyog & Friends
19 €ar Uncle
! hope o r, eMber my bmh-date
! hope You w, iy ot forge; 10 blggg me 4p Person o
Wednesday the 1980 5 630p M
Yours
Vikag
S/0 Smy & Shy,
Address 2
20 Dear Un, & Aypy
!inteng Cross 5 'S limit oy Tuesday the 1981
twill pe leasyr, 10 haye Your blessmgs on the day
Yours
. oGRAMME
?5 PM Tea
ddress

S/o Sme & Shy,

2
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| on behalf of my Grand Father Smt & Shp
invite you for LUNCH
on the auspicious occasion of
DASHUTAN
being held on Thursday the 1981 at 1116 AM
Please make i1t convenient to grace the occasion by your
presence
| await for your blessings

Yours
With comphments from

All Dears & Nears

Slo Smt & Shri
Address

Dear friends
My Mummy and Daddy have been kind enough to
celebrate my date of birth
Please join me on at 615 PM to share my
Joys and oblige
Yours
Slo Smt & Shn
Address
With compliments from
All who loves me

Smt & Shn
request the pleasure of your company
on the atuspicious accaston of
HAVAN CEREMONY

at our house
on Sunday

at9 A M

Kindly also join us at Lunch thereafter

With compliments from
[ 3



24

25

26

27

148

it 1s our pleasure to invite you

on at ..
as we mtend to perform
HAVAN

on the auspictous occasion of
Please grace the occasion and oblige
»  With compliments from

Smt & Shn
Address
On the auspicious occasion of laying
FOUNDATION
of for new building  We have decided to perform
HAVAN
on Monday the at at the factory site
With compliments from
Smt & Shn
Prop
Our spmtual head Param Pujya has kindly
consented to perform
HAVAN
on Monday the at

Kindly note you may not miss it
With compliments from

Smt & Shii
Address
Our yearly
‘DURGA PUJA CEREMONY
Falls on Tuesday, the at at our house
at

We hope you will like to have Her blessings
With comphiments from
Smt & Shri
Address



28

29

30

148

it 1s our pleasure to inform you, that our Guru f
has kindly agreed to natrate the
*‘SATYA NARAIN Ki KATHA *
on Wednesday the at 930 AM
1t1s hoped that you will join the congregation
With compliments from

Smt & Sh
Address

You know the importance of
‘RAM CHARIT MANAS"
in Jain religion B
It will be our pleasure if you can make it convenient
10 Join us on
AKHAND RAMAYANA PATH
on saturday the

at626PM With Compliments from
Smt & Shn
Address
PROGRAMME
Start 630PM
Completion 615 P M (Next day)
Dinner 845PM
Smt & Shn

request the
pleasure of your presence on auspicious occasion of
RAM NAWAMI

on Sunday the at
Please grace the occasion & oblige

With compliments from

PROGRAMME

Akhand Ramayana Path

Start, Saturday, the at6 PM
Closing on Sunday, the - at6 P M

Bhog on Sunday the at630PM



3

32

33

150

Smt & Sh
request the pleasure of your company on the auspicious
occasion of marnage of thewr son
(Son s name)
with
(Girl s name)
D o Shn as per programme
RSVP
Dears & Nears
With comphments from

PROGRAMME
Sehrabandi Monday, the at6PMm
Departure of Barat for brides place--Monday at 6 20 P M
(The Barat will assemble near at730P M)
On the auspicious marriage of our son
With
Do Smt & Sh
request the pleasure of your benign presence as per
programme
RSVP With compliments,from
PROGRAMME
Our Son
weds
(Gnrl’s name)
(D/o Shn )
on Monday the at 8 30 PM
Please share our joys and oblige

Smt & Shn

With compliments from
RSVP

PROGRAMME



a4

35

36,

151

We fcel pleasure in inviting your goodself on the

auspicious occasion of marnage of our son

RSVP
PROGRAMME

with
Djo Shn

as per programme
Smt & Shn

QOur joys know no bounds to inform you that the

marriage ceremony of our son

with
Djo
will take place on at
Kindly grace the occasion & oblige )
Smt & Shn
RSVP
PROGRAMME
Smt & Shn

feel pleasure n tnviting you on

the auspicious occasion of wedding of their son

with

(Djo )

Please do come and oblige

RSVP
PROGRAMME

With compliments from

-



182
37 ., (Sjo Smt ’& Shn Son’s Name)

weds
(Girl's names)

(Djo Smt & Shn )

on
Monday at820A M
Please grace the ausp|clous occasion
Smt & Shn
RSVP

PROGRAMME

! Smt
38 ' (Wife of Late Shn )

Requests the pleasure of your company on the auspicious
occasion of marriage of her grandson

(S/o )
with
. (Dfo
as per programme given below
RSVP With compliments from
PROGRAMME P

39 Dear friend,

I request the pleasure of your company on the auspicious
occasion of my marnage

; with "
(D/o
as per programme given below
(S0 o o)
RSVP X )
Phone No fan

PROGRAMME "
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40 The marniage ceremony of our son
with
(Djo )

has been fixed for Monday, the
Please grace the occasion and oblige

RSVP
Smt & Shn
PROGRAMME
4 Your gracious presence is solicited on the auspicious
occasion of marriage ceremony of my son
wirh
(/o )
Kindly attend as per programme overleaf
Smt
Widow of Late Shn .
PROGRAMME
42 It 1s our pleasure to inform you that the marnage ceremony
of our daughter
with
(Sto )
will t‘ake place on Monday, the as per programme
gwen below
Kindly grace the auspicious occasion and bless the
couple

L sme & Sh
PROGRAMME .
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43 Qur daughter
weds
(S/o Smt & Shn )
on Tucsday, the 1982 at the lawns of Ashoka Hotel
Kindly be kind enough to bless the couple
RSVP -
Smt & Shn

PROGRAMME

44 {Name)

Our daughter Is being married with

(S/a Smt & Shn )
on Wednesday the

Please grace the auspicious occasion and oblige
RSVP
Smt & Shn
PROGRAMME

(Place )

45 Your august presence is solicited on the pious accaston of
the marrtage of our daughter

with

(S/o Smt & Shn ) '

on at AM/PM
Kindly bless the couple
RSVP

Smt & Shn
PROGRAMME



46 To bless

our daughter on her martiage ceremony with

(Djo )
Your gractous presence is requested on as
per programme
RSVP
Smt & Shn
PROGRAMME
47 It 1s our pleasure to inform you that we have decided to
give a rousing RECEPTION to the newly weds
&
(Djo )
on Thursday, the at8PM
Please share our joys and bless the newly weds
RSVP
Smt & Shn
PROGRAMME
48 To meet our son
on his marnage with
(Do )
on RECEPTION being held on at
REVP your presence Is requested

Smt & Shn
Place
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49 RECEPTION 1n honour of
( . )
&
( - )
has been fixed for at

Kindly bless the couple

RSVP
Smt & Shn

PROGRAMME

A A S SN

50 Our beloved left for heavenly abode on Thursday
the The “UTHALA/KIRYA’ ceremony will take
place on atS PM at

R S A W

(This card has to be pninted with black corners )



SECTION 4

COMMON COMMERCIAL ABBREVIATIONS
AND
TECHNICAL TERMS

{Business Terminology)



C.C I. Indispensable Boo

C Cl A Handbook of Cosmetics
Industries (Technology of
Cosmetics)—K C Gupta

Ci end Tech y 15 an indis
pensable book of ita kind Fancy of body decoration 1s
peorhaps as ofd &3 Eve gnd now it has inveded Adsms
domain also A synthetic cosmetics and are prepared from
the natural resources no doubt but are most necessery
now Modern (iving conditions are such as leave_lttle or
no choice but to use the armficial beauty aids  The bock
provides a thousand and one valuzble ecoromical ard
receipes for preparanon pf Synthetic ccsmelics and

Beauty aids This book dispenses with the need af sny

other book With this bock in hand you are in ale hands

As 45-00
2 C C1 Technology of Dyes and Dye
Intermediates—V K Aggrawal

This book covers manufacture of impont nt dyes

and dye intermadiates such as auramine slizatin anthean)

fic acid basic dyes Rhodamine B Malachite green Methyt

BON Acd Chicago Acid CPC Blue 2 4 Dinitro

Chiorobenzene Direct Dyes Disperse Dyes Eosine

Gamma scid G Acid H Acd Indligo blue J Acd

Acld D MPD HPDS

Naphthols 4 nitro Z aminophenol Fen Acid Reactive

Dyes Sodium Nephthanate Sulfanilic Acid Sulfa Tobias

Acid Sulphur Btack Tobias Acid etc Rs 45-00

ks (Paclung & Postage Freeon all orders)

{6 CC1 Pesticides & Insecticides
Formulations—V K Aggarwal

It is much more than a mere guide The possession
of this extremely uselul boock will make its possesser
proud of it The wnter has taken great paims to present
the formutations In a way that even a layman can under
stand its techniques for him 115 e8sy 1o follow in przctice
The utitity of the hook 1s cnoiroLs It is needless to
say that Pesncides and Insecticrdes ate 1fe need of it
hour  They sre indi penseble in zgncultuie crd industiy
Far 11s utilty ard usefulners It hes been rrost meder vy
priced you witl have confidence wten you heve this bock
with you Rs 45,00_|
7 CC 1 Paper & Paper Based Industries

—VK Aggarwal

The book dives deep down the ocean of paper The
uses which paper can be put 1o ate pethaps as numerous
as the stars above The entire machmnery of Lfe woud
come to 8 scre¢ching halt it paper was 10 disappear This
book fuifills a fong felt need 1t teaches how make and
recycle paper The technique formulate of makinginnumer
8ble articles from and paper has been discused exhausit
vely the process has been so cleaily explained that a ltle
careful study and dilegent attempts wii enable any sincere
Individunl to make and semake a thousand and one paper
things _yet it is astonishingly low priced Rs

80CI Electropiating Metal Finishing
and Anodizing—V X Aggarws!

[ CC 1 A Handbook of Profitable
Chemical Industries
Technology of Chemical Industry fullils s
long felt need ot a hook which contains exhaustive infor
mation  Numerous items of cosmetics and toiiet can be
manufactured by any tum or any indvidua! who cares to
follow the recipes and guidance provided in this book
Thus is a book with a ditterence unlike other books this
Hand Book contains information to the point It is & true
fpend to those who are inierested in going in for the
trade with 8l sincerity and eamnestness  Afthough this
handbook contains such useful information yet it 15 very
moderately priced This handbook dispenses with the
need of any other book on the subject v 4500

it 15 a high valtage book  Contarning simost all that
a chemical Industriist would kike to know Efectroplating
i3 en enotmously important subject ebout which the fats
aaid the better The author has taken much pains for the
preparanon of his extremely usefut book 50 In credibly
low priced The beok treats of all types of eleciroplsting
and all pioces es formulated and functioning up fo dute
Yeur earch for a night beok cases when onca you have
bought a copy of this book fis 4500
Q9 CC1 A Hendbook of Rubber Products

The Beok carnies venous schemes such 88 Auto and
Cycle Tyre Tubes Rubber rathads micro cellufar sheet
rutber 1ubing rubbensed fabrics and orher more than 50
wtems  €ach contains maiket position mlnn[l'l funng

4 € C1 Most Flourishing Modern
Scented Tobacco Zarda &
Kimam Industry—V K Aggarwal
Tobscco ndustry 18 perhaps_second to not many
industnes in the world The use of Tobacco has been the
order of the day in the modetn gociety This baok dis
cusses in detail the procass of processing high quality and
igh standard 1obacco Zarda and Kimem For this surpus
ingly low price such vafuable information and guidance 1s
provided as no other manual can offer  The boak neither

says 100 muth nof too litle Enormous utility has besn
packed in 8 nutshell Rs 45-00

Protess Machineries requirement etc S 0

10OCC! A Handbook of PIRsic PVC & |
Polythene Bags—V K Aggarwa(

This book contains different schemes on Plastics and

other similar products 1t has more than 100 Projects

profiles Rs

Technology of Rubber

Plastic Products As 90-00

Technology of Lubricants

11CCT
Greases & Mobil Otls and

120 [}
Petro Chemicals—Suresh Bhatia

5 ©C1 A Handbook of Synthetic
Deotergent—V K Aggarwal
This book covers various formulation for ¢ ifferent
»f washing and Toilet s08ps with process in dotails
Acid Sturry Detergent Powder Detergent Liguid
are cevered with full process cost estmating
» o1 ftsms  Vim type cleaning powder
ave beeh taken up This book

1ypes

i
sto o1C

':‘ In th

her clean:
ive info

tiun on the subject Rs 45-00]

1n this book all types of greases such as Cup grease
exfe gresse ball baning gresses etc have been faken Up
It also centains rect mation of used mobii ol _lubrlcating
oil stc As

aap and Soap Powder Indus
Az

T"A Hand Book of Manufacturing
Process of Bakery Confec
tionery Products R1 90-00
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1 COMMON COMMERCIAL ABBREVIATIONS

The following is a list of commonly used abbreviations in Business

Abbr abbreviation
abr abndged
A|C alc acct account

A D anno Domim (in the year of our Lord)

admin ad ion ad

advt advertisement
agey, Agency
Agt agt agent
AM am ante mendien
(before noon)
annon anonymous
Apr Apnl
apt apartment
arsth  anthmetic
art artucke
assn assoc 8ssociation
asst assistant assorted
Aug August
aux auxiliary
B A Baccalauresus Artium
(Bachelor of Arts)
bal balance
bbl barrel
cf compar
Chr chr chap chapter
chem chemical chem:stry
chg charge
chgd charged
Chm chairman
B C before Chist
bd bdl bundles
BJE bill of exchange
g';L b:nlk fb s
ill of lading bldg busldin

blk black bulkg ¢ s
blvd boulvard
B/P bills payable
B/R bills receivable
Brig Gen Bngadier General
Bro(s) Brother(s)

Sc_ Bachelor of Science
bs balance sheet
bushel (s) bureau

x , box

with their meanings

€ c cent(s) centigrade
ca cuca about

¢ & f cost and freight
cal calendar

cap capual capitalize
Capt Captain

C C carbon copy {1es)
cc cubic centimster (s)
cent centimeter

deg degree (s)

del deliver delegate
dep dept department
di dia diam dimameter
disc  discount

dist distance district
chron chronological
C/Lc!l carlad carloadlots
clk clerk

cml commercial

Co Company

co cfo care of cared over
C O D cod cash on delvery
Col Colonel

Comdr Commander
comm commissioner committee
conf conference
constr construction
contn continued

contr contract

Corp Corporal Corporation
corr Correspondence
correspondent

cpd compound

cps, coupans

Cr creditor

cu cubic

cur current cuerency
cwt hundred weight
Dec December

Feb February

££ following {(pages)

fig figure

fin financal

FOB fob fres on board

159

’



fr1 Fnday
fut future
gal gallon
gaz gazette gazetted
div dividend division
do ditto (the same)
doz ,dz dozen
dr debit debtor dram
Dr Doctor
ds days after sight
dup duplicate
ea each
ed edited edition edito
educ eduacation educational
eg examph grata (for example)
enc encl enclosure
engr engraved engineer
eom end of month
equiv equn;:/alemB
Esqr Esquir
?Ei‘t‘ estqabhshed estimated
eotc etcoetera (and so forth)
ex example
ex each exchange
exam examination
exec executive executor
axt , extension
FF Fahrenh(elt
nstitute
::z:r .‘ instructor instrument
introd introduction
Inv invoice
Invt inventory
fouU, | owe you
irreg jrregular
Jan January
Jet ]c(nds]uncﬂon
00!
%(::1 %eneul (military title)
an general
Govt govt government
are, gmssnss welght
%rTvét ggtic good till can called
"hesd ary
honor
h‘;','p hospital
HP hp horse power

lust lustrated
:l,:.‘p‘ jmpf imperfoct
In inch (e3)
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inc including, incomplete
inf nformation
1ns Insurance

. mem d
mfg manufacturing
mg, mm mligram (s}
Mgr manager
min minute (s) minimum
Misc Miscellaneous
MO mo, money order
mo month (s)
Mon Monday
Mr Mister (p!, Messts)
Mt mt mount mountain
mtge mortgage
N Nn northern
nat national
natl national
Jour journal
Jr gr junior
Jul  July
k kilo {thousand)
kilo kilogram kifo meter
kt carat
kw kilowatt
1 lirpl I
lab laboratory
L/C letter of credst
Lt Lieut Lieutenat
Ltd Limited
M mas masc masculing
m min  minute(s)
M A Master of Arts
Maj Major
Mar March
math mathematics
max maximum -
mdse merchandise

pd pad

Ph D Philosophiae Doctor

(Doctor of Philosophy)

PM pm post meridiem

(afternoon) Pnme Minister
Post Office

pres Present presidency

Prof prof Professor

prop property

propr proprietor

pub public published

qr quarter

qt quaet(s) quantity

Bnb nota bene (mark well)

neg negative

No no number
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Nov November rec record

ofc overcharge recd received ~

Oct October recr receiver

O K all correct reg registered regular

opp opposite reg required requistion

p page {(p! pp) ret retired returned

P and L. profit and loss rom rpm revolutions per minute
pt patent R R railrvad Right Reverend
pc piece price(s) {per cent) RSVP rsvp respondez sil vous pliat
sec secy secretary (please reply)

Sept September Ry Ralway

ser senes senal s signed

Sgt Sergent Sat Saturday

sh share term termunal termination
shpt shipment terr temntory

Sig sig signature Th, Thur Thurs Thursday
sing singular to turn over

8q square tr transpose

Sr Senior Treas Treasureer

SS SS §S stemship Tues Tuesday

St Street Sant vid wide (see)

stge storage w1z, videlicet {(namely)

Stk stock vol volume

sub;  subject VS versus

Sun dund Sunday WWw west

Supt supenntendent Wb w/b waybil

syst system Wed Wednesday

tb tnal balance w1 when issued (stocks)

te telegram telephone wk week work

rd road round yd yard

2 WORDS OFTEN CONFUSED OR WRONGLY USED WITH MEANINGS

Accept 10 take something offered  Except to exclude

Adapt To adjust or to fit Adopt to take receive or assume as one s own

Affect Coinfl Effect-To lish

Agree to a proposal or plan Agree with—a person

Alright Incorrect Use all right

Among Used when speaking of more than two

Between Used when speaking of two (Among those present—Between New Dethi
and Agra)

Amount Applies to mass or bulk  Number—To units (A large amount of money
a large number of employees)

apt Suited pertinent inclined capable of learning Liable Responsible for

q Likely Probable They are often incorrectly used as

synonyms

As regards In regard to—Common misuse In regards to  The word about js

normally prefarable to either of the above phrases Hari wrote nothing
about the Joy order is clesr than Hary wrote nothing In regard to or as
regards the Joy order
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Awful Its proper meaming s awe nspinng or appalhing itis loosely used as a
synonym for ugly bad shocking ludicraus very because 1f Introduces
an adverbial ohrase due to an adjective phrase

Our entire sales plan had to be changed because of this aeal
Our abandonment of the plan is due to this delay

Besido Besides Beside means at the side  besides 1n addition

Contact Becoming acceptable as a synonym for get In touch with but its over use
has led to supply substitutions for many otherterms Better use specific
terms such as wate tor talk to meet telephone call upon, snform ask
about where these are meant !

Continual Implies regular  but interrupted , ous, and

uninterrupted succession

Techmecally data is the plural of datum  but datum s seldom used and data

functions as a collective singular as well as the plural  The plurel verb
1s preferred

Disinterestad Means impartial uninterested means not interested

Disrogardless lregardless misused for regardless

Doubt that Implies some uncertainty doubt whether Imphies constderable uncertainty

Jmigrant One Whl'!J Isavss his country  Immigrant one who enters another country to

settfen 1

Equally asgood A confusion of equally good with as good as Esther of the two latter usages

s preferable

Ete Abbreviation for etcetra Latin—for and so fourth Use spanngly and avoid
and etc which means and so forth

Less Fewer apphes to countsble things less to measureable (The fewer the
mistakes theless the cost)

Good 1s an adjective only Well may be used ss an adjective or an adverb (This
product ts good but not this producer sells goods)
it Introduces a conditan  Whather introduces an (ndirect question an
expression of doubt or an alternative
1f the strike 13 called we cannot guarantee delivery
He asked whether the stuke had been called
He wondered whether thers would be a strike
He guaranteed delivery whether there would be a strike or not
Imply Infer Imply means to suggest or hint infer means to conclude of
derive from
The chairman implied that a stnke was imminent
His audiences inferred from his remarks that it would be wisa to stock up
on this item
Individual Party Person—Party means a group of people _evcept in lega!
terminology where 1t means one mvolved 1n a transaction Person and
individual both mean a singla human being but personis a somewhat
more respectful term than indwidual
n Into Inimples | P into implies direction or motion
1owards a location
Inindia strict observance of theso regulations has effectively bared the
' entry oY foreign products into the country
Incredible Incred Incredible \believableor too far fetched for
belief 1 dul means sk { or disinclined to belief

Data

Faweor
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¥
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3 WORDS OFTEN CONFUSED OR WRONGLY USED WITH MEANINGS

Accept
Adapt
Atfect
Agree to
Alright
Among
Batween

Amount

Apt

As

As ragards

Awful

Because of

Bssldes
Contact

Apphcation
Appreciate
Competitive

Contidence

Concession
Fabric
Fittings
Quotation
Specitication
Supply

EX Works
Ex mijl

to take something offered Except To exculde

To adjust or to fit  Adopt to take recaws or assume as one s own

To influence  Effect To accomplish

a proposal or plan  Agree with a person

Incorrect  Use all nght

Use whon speaking of more than two

Use when speaking of two (Among those present~Between New Delth:
and Agra)

Applies to mass or bulk  Number—To units (A large amount of money
a iarge number of omployees)

Suited pretinent lined pable of | ing Lrable—Responsible for

consequences Likely—Probable They are oftan incorrectly used as
synonyms

Used to introduce a clause Like—Most correctly used to introduce a phrase
General usage howerveris making the two interch. ble colloquiaffy

Comman misuse 1s in regards to  The word about is In regard to normally
preferable to erther of the above pharases Han wrote nothing about the
the Joy order is clear than Han wrote nothing in regard to or as regards
the Joy order

Its proper maaning is awe inspinng or appalling it Is loosely used as a
synonym for ugly bad shocking ludicrous very

Introduces an adverbial phrase due to an adjective phrase  Our entye
sales plan had to be changed because of this deal
Our abandonment of the plan 15 due to this delay

Besida meang “‘at the side of besides 10 addition

Becoming acceptable as a synonym for get in touch with butits overyse
has Jed to sloppy substitutions for many other terms Better use specific
terms such as \vrite to of sale money collected,

request appeal of an applicant

(1) value think highly of (2) increase in value of money etc

able to win trade favourably comparable with rival firms goods or
services

a feeling of trust In confidence means trusting someone with private
information

a right or privilege granted to someone

woven matenal

smaller parts accessoties of a product

price offer ed

detailed desctiption of a product a8 standard

stock reserve Abbreviations used in asking or giving price quotations to

indicate what amout of fraight and other chasges 1s mncluded in the prige,

factory } pricewithout any transport



FOR

FAS
FOR

C &F
CIF

Ex dock
Free delivery

Rise, Raise

Reason
1s because

sad
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(free on railway) F O R (free on truck) price includes delivery to the railway
and loading on a truck

price includes delivery to loading point along side ship

(Exporrl‘l port named)——price includes delivery to docks and loading on to 2
ship

{destination named)—price includes allcostsup to the named destination
but not insurance

(destination named)—price includes delivery to the named port of dest
nation the seller 1s responsible for the goods until the Ship arves

(import port named)—price include all costs unloadings custom duties etc

prnce includes delivery to the premsés of the buyer consignee customs
duties paid by seller or consignor

Raise is a transitive vetb

The audience rises when the conductor raisedtis baton

Use either the reason is or because which means for this reason

The reason | am late 15 because the train delayed (Incorrect)
When used to mean previously mentioned, should be restrictedto legal
documents

Some place

No place.

Every place J
there They re- Confused because of the same sound  There 1S 8 possessive

Thelr

Unique

Advise
Already
All ready

Appraise }
Evaluate
Asspss
Approve
Can
Composs
compriss
farther
Further
Litarally
Figurativaly
Given our
protection

}lnconectly substituted for somewhere anywhere nowhere, everywhere

pronoun there an adverb meaning at that point they re 15 & contrac
tion for they are

It ‘het\‘! 16 ready to settle we Il be thers too ready to consider any offer of
theirs

Means the only one of its kind  Should not bo confused with unusual, té
of outstanding

To notify

By this time

Entirely ready

To ascertain valus or amount of

To value for tax purpose

To sanction

used for ability

To make up or to constitute
To include

To a greater distance

To a groater degree or additional
In the exact sense

Symobhieally

honoured on presentation
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AConsignment  Without fixed prices

Under advice drawee 1s to be notified

Proceeds results

To pay freight charges to be paid by the buyer

Paid all ¢ost paid by the sender

coD goods to be paid for by buyer cash on dehvery

Accordance In accordance with 1n aggr t with 1n keeping with conforemty with

Advice information for commercial use

Bargain something obtained at a price below its value

Brand kind type registered mark

Congsignment goods In transit from seller to buyer

Cosignor sender

Cosignea receiver

Consignment mean the goods are sent to an agent or a shopkeeper

basis, on a to sell at his own discretion  Sale & Return basis

Consumer

goods articles In daily use—clothes household goods or asticles ete

Demand & firm request the leve! of public requirement

Despatch the sending of goods

Discount allowance made by sellsr from the normal price Trade Discount—
difference between wholsale and retail pice

Cash di 1 for diate payment

Handing use treatment having in the hands to deal with

Instruetion order, command , information on how to carry on the particular job

Market where goods are sold

Obligation duty, commitment

Pattern ple of designed | as cloth or any fabric

Premises building land and property

Prospoct aview a possible customer

Range sefection choice variety

Replenish to refill replace what is consumed

Sample a specimen model

Shipment placing goods on 2 ship quantity of goods sent by ship

Statement something said or wnften extract from an account sent as request for
payment

Stock goods held 1n store or shop

Party Party means a group of people except in legal termin ology

Individua) where 1t means one involved in 2 trénsaction  person

Person 2nd individual both mean a single human being  but person 1s a some
what more respectful term than individual

in mto in lies | positi into impltes drection or motion

toward a location
In India stnct observance of these regulations has effectively barred
thes entry of foraign products into the country
Incredibyy Int dible means unbsiievable or toofsr fetched for




Incredulous
Latter, Last

Leave
Let
Lie Lay

Loan, Lend
Borrow

Nowhere
Nowheres
Off of
Keep off

Continual

Data

pisinterested
Disregardless
Irregardless
Doubt that
Imigrant

Equally
as good

Etc
Fewer
Less
Good

14

+00

Belief incredulous means skeptical or disinchined to Belives

Latter means the second mentioned of two things When there are more
than two use last named or last mentioned

Leave means to depart Let means to allow They should not be used
terchangeably

Lie 1s an intransitive verb meaning to recline fay 15 a transitive vetb
meaning to put or place  The trouble spots are thesa

le (present)

lay (past) To recline

lain (perfect)

lay (present)

laid (past) To put

laid (perfect)

Both loan and land may be used inter changeably although lend Is
preferred but neither may subsititute for borrow, which means 1o
accept a loan In general the giver lends the taker borrows

1| will barrow a hundred rupees from Jones (not lend or loan)

The former only is correct

1s superfluous Off 1s sufficient by itself

This properly 1s correct , keep off of this property is incorrect
talk to, meet telsphone call upon inform esk about where these
are meant

Imples regular but with interrupted i
and with uninterrupted succession

Technically data s the plural of datum but datum is seldom used and
data functions as a collective singular as well as the plural The
plural verb 1s prefesred

Means impartial  uninterested—mieans not interested

Misused for regardless

Implies some uncertainty doubtwhather—Implies constders uncertaiaty

One who |eaves hiscountry immigrant one who enters another country
to settle i 1t

A confusion of equally good with as good as  Either of the two latter
usages 1s preterable

Abbreviation for stcetra 1n Latin for and so forth Use spaning and efc
which means and so forth

Fewer applies to countable things lass to measurable

(The fewer the mistakes the less the cost)

Is an adjective only—Well maybe used as an adjective or an adverb
(This product is good but not this product sells good)

Introdi a dition Whether introd! an ind q an
expression of doubl or an alternative {f the strike Is called we
cannpot guarantee delivery

He wondered whether thers would be a strike

He asked whether tho strike had been callsd off

He g d delivery whother there would be a strike or not
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Imply Infor Imply means to suggest or hint infer means to conclude or denve from
The Chairman implied that a strke was immunent

His audience Inforred from his remarks that it would be wise to stock
up on this item

Stock taking  to make list of stock

Trade buying and <elling exchanging of goods manual occupation the trade
means the dealers of particular goods
Ware old word for goods now used only as Earthen hardware, Chinaware

Terms to the price to the dealer e the man who buys to sell again
trade

Not subject no discount s allowed

to discount

Provided on the conditlon that
Slum in prices heavy fall in prices
Market changes in the market price
fluctuations

4 Printed Matter Supplied by Manufatcurers or Supphers

(2) Catalogue—price List

(b) Brochure booklet—a few pages in the form of a small book

{e) Leaflet Folder—usually a single page or a sheep giving information
about goods

(d) Advertising matter— May be a kind of printed matter for use by dealers
wholesallers and retailers

{c} Prasp Terms 1< applied to the printed offer of shares n public
companies and to vanous kind of officers Jof services, and not
goods

Printed Matter printed papers sent by cheaper cost
Administration management and control

Publicity advertising making a thing known

Unsoficited not asked for

ﬁcces:ones fitings extra parts or useful items of equipment
Shortcoming defect nsufficiency , falling

Spare Parts replacement parts

Lothel deadly fatal dangerous

Maximum raturn largest possible profit on sales
With effect from on snd after
Will sall to schedule Will leave at the ime planned

Wil put in at will call at, dock at

Dus which should areivo at
Inward cargo imported goods arniving-at
Alternative snother possibiitty

ontent proportion percentage
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Contents what 1s contained m something
Contract Binding agreement

Declaration open admission or statement of fact
Extend make longer or larger

Grade class quality

Indent otder oneofasenes from a regular customer an order to buying agents
Match be similar to harmonise with
Negotiation dealings with

Notification formal information

Obliged lled, forced ful owing thanks
Observance compliance with obeying

Option choice first offer

Produce natural substance—fruit butter wheat
Rate a fixed level or scale of charges speed local tax
Seconds goods of second or rather inferior quahty
Slump rapid fall

Stipulate meke a condition

Inward port port of arnval o7 importing

Instructions strictly instructions exactly carned

observed

Catch up with to  bring work up to data

Schedule

Keep pacewith to execute all orders in good time although
the rush of orders orders are numebrous

Priceshave tended to risea shight upward mavement of prices
manufacture produce

Turn out
& Packaging Containers
(s) Bag made of strong paper hinen canvas rubber or jute
(b) Sack A large bag usually made of jute
(c) Carton Light but strong cardboard of fibreboard Double lids and bottoms
fixed by glue adhesive tape metal bands or wire stapies
Sometimes a bundle of several cartons 18 mad into one package
held by matal bands ! e up into one packsg
(d) Case suong container mads of wood
(s) BOX a small cast of cardboard wood or metal

Accessory before the Fact One who instigates or aids in crime but takes no part In its
commission
mommodlt\on Papsr Negotisble papst bearing the endorsement of a persen who
_ thereby lends his credit to the maker of the paper



Account

Accountant

169

Right to transact business n bank by depositing monsy of its equipment
therein a salesman s customer business transacted with firm or an
Individual right to conduct business with a firm by establishing credit
record of business tran=actions with a firm or an indvidual

One skilled in keeping the accounts of a firm and responstble for their
accutacy  Certified Public Account - (abbrev CPA) corresponding
to a Chartered Accountant in England 1s one who has qualbfed or a
certtficate from the State and is consequently engaged to check and
corufy the accuracy ofafirm s books

Account Sales Record delivered by a broker or commission merchant to the owner of a

Actuary

eminent
interesting
Interpretation
Interrupt
Invanably
lin;;:levant
aborato:
laid v
legitimate
oisure
length
liable
Iitense
lightning
Iiteratyrg
maintenance
Manoeuver
manya)
Manufacture
Metenal
Materal
Mathemat,es
Messenger
’f;llnlatura
Iscellanequs
Mischievaus
Misspelled
Misuse
Momentous
necessarly
Promissory
Prosecutg
Prove
Psycholo
purchasegv

consignment of goods showing the amount and sale prices of goods
and deduction for commissions and freight and other expenses

One whose profession is to calculate g nsks and pr
necessitate intercede
necessity permissible
nickel permitted
mnety perseverance
nowsily persistent
obstacle personnel
occasion perspiration
occastonally persuasion
occur pertain
occurred phase
occurrence philosophy
occuring prece
omission planning
omit plaustble
amutted pleasant
operate pOSSESSIOn
opmnion possibihty

oppriumity possible
ordinanly practically
optimistic preceds
onginal preferable
pard preference
pamphlet preparation
parallel prevalent
particulasly primitive
passed privilege
pastime probably
peculiar procedure
perform proceed
permanent profession
safety prominent
sandwich surprise
sarcasticism surrounding
saturday synonymous

scarcely tachnical



Per cont
Prima facte
prorata
sine dle
status quo
sub judice
ultra vires
versus

via media
vIZz

vice versa

absence
accept
sccrdentally
2cCOMPBNYING
accomplish
accumulate
accustomed
achievement
acknowledgement
acquire
actually
allotted

all nght
altogsther
analysts
analyze
annus!
apology
apparent
apparel
upp"vance
.ppucna\e
,ppmprmo
approximately
argument

dairy
dangerous
dealt
decewve
deferred
definite
darived
descilption
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Per hundred

On the face of it
In proportion
Without any definite date

As it s unchanged

Under consideration of judicrary
Beyond one s powers

Agamnst

A middle course

See above below namely
Opposite

6 Words Frequently Mis-spelled

assistant
attendence
balance
basis
beginning
behieve
benefited
biscuit
bookkeeper
britliant
bureau
calendar
candidate
career
careful
careless
casual
category
cerntain
challenge
changeabls
changlng
clothes
commitment
committed
emphasize
encourage
enough
enthusliasm
entirely
equip
equippad
equivalent

committee
communlity
comparable
comparative
campelling
competition
competitive
complimentary
conceivable
cenference
conferred
consclous
concensus
considerably
continuous
control
controlled
convenience
convenient
copyright
counsellor
courteous
courtesy
criticism
cnticize
cylinder
foreign
forward
{fourth
gavge
generally
guarantes
quard
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desirability erroneous
despalr especially
desparate exaggarate
device exceed
devise excel
defrence excellent
difficulty exceptional
dilapidated excessve
dilemma exercise
disappear exhausted
disappotnt existonce
disastrous exorbitant
dissatisfied expense
dissimifar experience
distrnibute explanation
dominant extraordtnary
dying extremely
effect facilitate
efficiency famihar
eighth fascinate
eligible feasible
eliminate February
embarrass fictitous

prophecy (noun prediction)
prophesy (verb to predict)

receipt (wntten acknowledgement)
recipe (formula)

fetgn (to rule)

rein (part of harness)

respectfully (with respect)
respectively (each in the order given)
Stationary (standing still)

Stationery {wnting matenals)

guess
guidance
harass
height
heroes
hesitancy
hindrance
hygienic
hypocrisy
dentity
iiterate
immediate'y
imminent
mncrdentally
incredible
mdependent
indefinite
indispensable
inevitable
influence
intellectual
inteligence
intentionally

therefore (for that)

there (consequently)

to (in the direction of) to also

two(Next after one)

walve (to forego)

vaive to (flutter or cause to flutter)

who s (contraction of who is or who has)
whose (possessive case of who)

your (possessive case of you)

you re (contraction of you are)

7. Foreign Words and Phrases itn Common use

Ad hoc for the purpose
advalorem According to value
bonafide To the point

de-facto Genuine in good faith

elite The choice part

on bloc As a whole

®n route On way to

en masse in a body

axit The way to go out

8x officio By virtue of one s office

ex parte One sided

fact accompli An established fact
impasse Deadlock

In camera In secret

lingua franca A common language

mala fide In bad falth

modus Oprand; Way by of special eminence
per capita Per head

per diem Per day
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8 List of Words generally leading to confusion

Do not confuse words that are similar i spelling or pronunciation but not tn
meaning  Distinguish varefully between the words 1n each of the following sets

accept(verb to take) blannual (twice a year)

except (vorb to leave out preposition biennial (once i two years)
leaving out) breath (noun respiration)

affect (verb to influence) breathe (verb to respire)

effect(verb to influence) calendar (tabulation of days)

effect (verb to bnng about, noun result) calender (a smoothing machine)

alt ready (completely ready) capital (chief city principal sum)

already (by this time) capital (state house)

all together (1n union) cloth (fabric)

altogether (entirely) clothe (to dress)

allusion (reference) clothes (apparel)

tllusion (deception) clothe (to dress)

appraise (to evaluate) complement (that which completes)

appnse (to inform) compliment (Commendation)

Representative Anyone representing the firm

Die-stamping thls is used for addresses on private note paper, it s not printed but em
bossed and usually coloured

To take over an offer to take over the business of the company concerned 1t may be
amalgamation or absorption

Molding the shares are said to be held by the owner who 1s a shareholder or stock
holder

Proceeds The results of the sale represented in money

Awkward difficult inconvenient

Bulk the goods delivered on a large scale

Check up see if everything is all nght

Cope with manage but always with some difficulty
Dispose of get rid of self

Finish the compieted surface of the article or matenal

Item used only to refer to something 1n a list in a catalogue
Ling the kind of business one deals m '
Missing what 15 not there but shauld be

Pilfarage petty theft
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Replacemsnt in the case ofbreakageorwronqgdelivery another consignment of the goods

ordored 15 sent to take the place of the broken demaged or wrongly
delivered goods

Staff the employees

Substential  big large

Take for granted presume

Textura structure of matenal thickness weave of fabnc
Account sales agent s statement of sales made

Draft agreement wntten copy of proposed contract

Market potential sates possiniity

Initial first

(7} Ball of Exchange an arder 1n writing from one person to a bank or to another person

to pay on demand or at a gven date, a certain sum to the person
named in the bit

(g) Lettar of cradit L/C An awangement with a bank by means of which a buyer
guarantees payment to a seller on fulfilment by the seller of certsin
agresd conditions  This Instruction must ba in wnting and 1f marked

irrevocable it cannot be cancelled

(h) Draft This really means a document used to draw ' monay from some source

but sometimes It is usad to refer to money ltself A Bill of Exchangé
is often seforred to In a letter as ’the draft

(/) Bankar's draft A draft or chegue drawn by one bank on another

() Banker's transfor Transfer of money from the bank accountof a debtor to the bank
secount of hus creditor by order of the debtor

() Overdraft A deblt balance of a bank on customer s current account

(/) Securnty A document of vajue given as cover for foan

(m) Trustes Person appointed to protect the interests and property of a parson deceased
(n) Exacutor Person appainted to carry out the wished of anather persan deceased

Association  An orgamzation that p the | of its bers but does not
trade

Saciety Cultural chanitable or of such organizations

Exacutive Applied to any director, manager or other head or person in authonty, 1"

business frm

manufacturing licence To grant a peraut oc licence ta a firm in other country 1o make
the products using the ‘Trade Mark aof the 15t Manf but not this

tock 8 cons'lrucnon used for altening the level of the waterin a dock river or
cannal

Quay the dockstde where ships berth and goods are loaded or discharged

Shed btore  the building where the goods are kept

wharf name for quay and shed

Wwharfage charge for stonng

pemurrage  the maney paid to the ship owner it the charter delays the sallng of the

vesssl, '
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Despatch a bonus to the charter for loading or unloading In less time than has been
money stipulated

Lay days days allowed for the loading and discharging of a ship

Knot the speed of a ship calculated as one nautical mile per hour

Tonnage (1) calculated as 100 cubic fest per ton to measure the ship s as

{8) Gross tonnage and

(b) Net registered tonnage (N R T) being the ship s cargo carrying capa
city

Ship chandlers suppliers of all the requirements of ships

Stevedors (1) contractors who arrange for the labour 10 load and discharge of ship
(2) the men who actually do the work of loading and unloading etc

9 Technical Terms used in connection with Banking Actions

(#) Current the account mnto which a chient pays his trading receipt and on which he
account  draws his cheques
(6) Deposit  surplus funds from the curtent account are held in this  and recewe
#ccount  interest
(©) Interest  the charge or profit dus for lending money
(d) Cheque  an order tn wrnting from a person to his bank to pay on demand a certain
sum to a named person

Duty the tax levied on the import of goods

Entry g word used by the Custorrs referring to the particulars entered in a book
can be either entry 1n or entry out

Toritt used for all types of charges

Freight cost of transport )

10 Category of Ships/Vesssls

Coster a ship on the coastal trade only
Coflier a ship that carnies only coal and coke
Craft any kind of ship but usually means a small vessel
Launch a small vessel for nver and harbour to transport
Motorahip 4 vessel dnven by motor
f: Samer, a vessel driven by steampower
%amship
Tanker a ship that carnes bulk |Iqulg$ c,ci?ﬂy gll the name 1s used for road and
radl vehicles that carry o)l and bulk iquids
Tug : ‘sn‘\ra:; :oweuul vesse] that s used for towing other ships  either Iaygo or
i

smal
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11 Techascal Terms used in Dockyard

Berth a p')ace at tha quay jetty or dockside when the ship may load discharge
or hie

Bonded warghouse a store whore goods ara kept unti the duty has bean paid

1

Bunkers the pans of the ship reserved for canrying the fuel necded

Crane name used for hfting machmery m docks and on ships ¢

Gransaries stores for grain pecisily used in with the discharge from
gramn camying ships

Groupage ratas small i a1e grouped  together In one bill of
tading this ts usually done by forwarding agents

AIM, UMt ghised abb on (n roulis far above mentons?
and Under mentioned
Routing ordar instructions concerning the ‘route by which the consigmant is to be 59

~By first opportunity this Is sn axpression usad in shipping and means the first opport
nity to ship the goods by s suitable vasse!

Bulk carga  this mesns that the goods do not requue packing such cacgoss are usvd!
coa! timber oll wheatetc

Tranpoship  this is 2 vessel that does nat oparate on 8 fixad route as a * Liner dobs
Fixturs particularlv used in connection with chartenng

Turnvound  asapphied to & shipis the unloedmg reloading and canying out of ¢
necossary formahties before the ship can sall agan

n accordsnce this refers to the requlations fald down by different countres concernin
the crews of thesr ship

Delivery order a dacumant from the awner ar holdet of the goods requesting the relest
with acticles  of goods hsid under warrant

pock warrant there are receipts issued for cargo dep at dock t

Warehausa warrant

Tally the record or List of carge loaded or discharged s¢is checked by & 1l
clerk thecelore to tally means to he corect

Drawbatk an afl [ d by the € on export of goads on which dd'
was paid on unportation

Dues Charges made by port authonties ~dock duss port dues

Crate a case but nat fully clossd

Drum Cylindrical shaped i for carrying hiquids chemicals pamts et

Barrel & wooden drum

Cask o very lacge barrel

asle a package of soft gaods{e g cotton wooletc)

Can (or Tin) & small metal container

Bund! 13 goods packed without a cantainer
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12 Terms Used in Connection with Transportation of Goods

Ven truck lorry
canal

WD DWN -

-
- 0w

Wrapping paddi

waterway overland railway road
To load unload to discharge wagon load lorry load ship load
To transport transport carnage cartage freight charge dues
To pack to stack to stow porter stevadore carter

To despatch to consign to send
Weight bulk mass dimensions capacity volume
Crane hfiting gear derick hook chain tackle siing
Barge tug hghter totow, ontow towage
Bolted screwed nailed battend cleated locked braced
1lling I

covering

tight sealed insulated

I lining waterproof arr-

13 Technical Words used on Packages/Parcels

This side up
Use no hooks
Do not drop
Glass with care
Perishable

Fecilitate to maker easter
Medium

Ordeal

Secure

Unscathed

Carriage

Clericel error

Current hability
Diserepancy

Warrant

To query

Induigence

To waive

in adjustment
OQutstanding

60d/s

Meeot

Punctually met
Without resonsibility

Fragile

To be kept cool
Top

Keep dry

Acid with care
Handle with care

“Stow away from heat
Open this end
Do not stow on deck

Inflammable

Lift here

half way position, neutral between Extremes

1t or p
safe not n danger

uminjured undamaged unmarked

fretght cost of transport
office error

present debt last account
error disagreement
Justfy entitle to us

to question rarse a question

understanding forgiveness
to cancel ovetlook

to put the matter nght
unpaid

60 days after sight

pay

paid when due

no nsk can be accepted
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14 MARINE-TERMS

Mate the first officer of g ship, next u rank fo the Master of Captain

Document of titte 5 doumant that reptesents the goads or money and gives the right op
title to the goods or money

Stlospers the szppor}t,s for ratlway hinas placed at rogylay intorvals at right angles to
the ralls

Pa}coi n commercial language th

Is does always mean goods wrappsd upn paper
but indicates one particular * ot

Por 20 ewt or 40 Cuble Faat at Steamer 5 Option the ship owners ean choose whether

to charge freight on the walght o measurement 40 cubic feet 1s taken
s equivalent 10 20 cwt

Commence loading loading dates are given by :hlfowners 80 that the cargo can be
assembled at the docks in good time

Close for cargo a date 15 also given when the shipownars wilf close loading

pursust sclentfic temperament
quantity seceda temperature
questionable secretary tendancy

quset seize theory

quite sense thorough

realize sepsrate thousandths

realm sergeant tolarance
tacognize several tract

recommend sigmlicance transferred
raference similar treacheroys
referred simufated treasures

reward simultaneoys truly

regrattad sourca tussday -
relevant specifically twelfth

relisve Specimen typlcal !
remembrance Sponzor unanimous
reminiscent stationary undoubtedly
ranowned Straight unwersally
repetiton Stestch unnecessarily
reprosentative strfetly usage .
resousces substantial vacancy

response summanzed vorioly
responsiblity superintendent various

secrilegious Superceds vegetable

scene suppose vigilance

schedule

-



LT

[l
{5

yerk

178

15 Technical Phrases andWords Genorally used
1 Buswiness Corraspondence

Abstract of Title Record summanzing deeds mortgages and other documents and transac
tions affecting title to a piece of real estate

Accessory after the fact One who knowingly aids a cniminal act freight eg railroad,
bus or trucking company ete

Cartel International combination allocating markets and supplies and fixing prices
in order 1o eliminate competitive buying and selimg

Catalogue A Iist usually with illustrations and textual description of items for sale at
announced prices

Ceiling Maximum wage rent etc fixed by the Government

Certified Check Bearing the signature or stamp of the cashier of the bank on which it 1s
drawn  Its significance s that the sum has been withdrawn from the
account of the drawer and the bank assumes responstbility for

payment

Chawp Store  Branch of a large system of stores belonging to a single ownership

Chamber of Commerce A board of trade an 1on to p the ¢ co of a
community State or Nation

Charter Certificate from the State approving the org of a y and
authonzing it to do business in the approved form

Cheque A standard form of written order to a bank to make a designated payment

out ot a depositor s balance

Circulation In a periodical the ber aof purct ] bscup or ind
in a store movement to customers tn and out

Clearing House Organization maintained by a banking group to exchangs cheques and
ad)ust accounts among 1ts members

i

| sales,

By C It on of jal

B Cycle Re t of busiess fi foosely divided into pros-
perty crsis hquidapon depression recovery

Call Purchased rights to demand a certain amount of goods at a fixed prlece or

within a fixed time demand for payment of money as on a stock holder,
member of a mutual insurance company etc to pay instalmentof sub
scuption ta capital or & contnbution to mest loss

Call Lozn One which may be terminated by esther party at any time

Call Money  Money that must be returned when demanded

Cancel To annal an order for goods or services

Capacity Calculated space of any form of contaner from warehouse or ship to

n

Capital A stf:':'l:oof lated wealth of property and funds as distin
guished from income

Capsitalism An economic system In which capital plays a leading part in production
and distnbution

Capitatist One who uses capltal for investment caputal stock shares of a corporation

congidered as an aggregate
Caprtal Surplus Profits such as from sale of stock above par valus, other then eamed

surplus
]

- b4
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Bank DI Interest deducted in ad:
Banker Officer of a bank— Private Banker gerally lends money to finance projects
may also nc Tal banki

Bankruptcy  Conditton of a company unable to meet 1ts debts  In Voluntary Bankruptey
the company petitrons are to be declared bankrupt in Involuntary Ban)
ruptcy a creditor or group of creditors i the petitioner

Bargain #greement or terms of a sele, puichase of mstenal at an advantage
Barter Direct exchange of commodities without use of money
Boar One with a pesimistic stitude toward business one who anticipates down

swings in the market, as opposed to Bul!
impose a contnbution as a lodge aseessement

A A wval of property  a fine, on imposed contnbution  Assessor—one
appointed or elected to value property for taxation

Assst Currency  Currency secured exclusively by the genersl assats of the rssuing

(in banking) bank as distinguished from the secured by special deposits of gavern
ment bonds commercial paper etc

Astets (Property) In accounting i1tems. on balance sheet of business showing book values
of its resources as at a given date Fixed or Permanant Assets—land
building machinery capital stock of another company which can be
used repeatedly

Current, Liquid or Floating Assets—cash or matenal which can bo immediately disposed
of without loss

Asscociation Organization of a large ntmber of people 10 traneact business  if not sncor
porated members are l:able for its debts a5 in 2 partrership

Attachment  Court order authorising seiztie of property, ususlly pending outcome of

Actionser A person whose Job is to conduct auction sales

Audit A venficaifon of sccounts to make an audit
Auditor A person authorized to i
Backlog Amount of orders rerainirg to bo filled

Balance (In book keeping) To prepare an accounting of as<ets and lisbilitles the manoy
ina bank

Annuity (in Insurence) Annual or pencdic incormr e of the insured fot life or for a specified

long term

Appeal . ' Resort to a higher court for review of lower court s decision In the hope of

having 1t reversed or the cace retired

Appraise To set a value on goods fand tho estate of a deceased person o esti
mate loss as by fire etc  Appraisal—act of appraising or the stated
result after appraising App ane di d by court or appoin
ted by ggresments to set a value on proper property

Appraciate  To i In value Appreciation—a tise in valuo

Arbltrauu Purchese of stock in one market for profitable resale in another

Arbitration  Submission of a dispute to Judgment by 8 third party agreed on by both

' parties to the disput.
Assi Forma! d into court whete indictment Is sead to him

g of
and he |s called upon to plead whero indictment is read 1o him
Assignment  Formal summoning ©f socused Into court where Indictment is called upon
to plead guilty or not gulity”

-
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Arclval Notice A by postation y of coslg when  shipment
reached destination
Argon Delubo]rate burning of & houss (in some state of any propsity), 8 statutory
crime
Assess To set a value for taxation to Improve with the purpose of sverding
>

possible litigation
Administeator, Administatrix A person app

1

d by a court to settie an estats

Advertising P lon of b thruogh in the public by prints on posters
radio, television or other media

Classitied Advartising smail ad ts histed alphsb ity

Athhiate A pany in financial intion with h (Attachment)

Agent Person or company acting for another person or company

A t  Mutual n terms of trade or employment usually In wriiten form

Allocatlion  Apportionment of goods in short supply o that all companies when the
Go! 15 the ail or ali cust when & pany 15 the alleca
tor may secure share assigned sccording to thelr regular consumption
or they are assigned sccording 10 thelr regular cousumption or their
comparative immediate need

Alt A y ded from tho pross welght of goods In law asum i

sddition to regular texable costs awarded by the court 8 reduction
in cost alfowesd 1o the purchaser by the seller

ization Gradus! liquld for 8 martagege or other debt by perodic psymentin
Amortiz addition to Interest
Announcer A person hued by a Jadxo station or Tal 0 duce tadi®
prog and perf
befors the fact One who Instigates or aids in cnme but takes no part In tis
Accexsory commussion

ation Papsr Negotiable paper bearing the endorsement of a person who thereby
Accommod lg:ds his credit to the maker of the paper P '

t Right to transact business in a Bank by depositing maney or sis equipments
Accoun therein a sal s b d with a fum or a8
dividual right to duct b with a firm by establishing credit

recard of business wrapsactions with a firm or an indnaduat

Accountsnt  One skilled 1n keeping the accounts of & fum and responsible for thei
accuracy Certified Public Accountant (abbrev CPA) corresponding
to a Chartered Accountant m England is one who has qualihed ford
certificate from the State and 15 consequently engaged 1o check an
to certity the accuracy of fum s books

Account Sales Record delivered by a broker or commission merchant to the owner of
a consignment of goods showing the amount and sale prces of goods

sold and ded for and other

Actusry One whose profession is to late i nsks and permivms

Adjust (I insurance) T'o determing the sum to be paid in sett) of a loss d by
a policy

Adsustor Adjuster D’nla lwhcs makes the settlement i claim ausing out of losses or com
plaints -

¢
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coo Abbreviation for **cash on delivery In C O D transaction %)ods must be
paid for at the t:mw of delivery

Code An arrangement of words, letters or other symbols to active secrecy or brevity
in communication 8 set of rules governing the conduct of a bustness

Codicil Addrtion to a will mBdifying some provision in it

Coliateral Property used as secunty for a Joan

Collective Barganing Negotiations between employees and a tee of ther ke
and/or representatives of the umon

Co Maker Ons who shares obligations of another by endorsing contract

Commercia! Paper Promissory notes of a large reputable finn  dealt in by note hrokers
and sold to banks which discount them and in that way realize interest

on them

C if P ge or 2llowance mad# to broker or agent for transacting business
for another eg sal s

Company A of persons for carving commercial or tndustnal enterpuse,

may be partnership corporation or other joint enterprise

Copyright Other prece or creative work are copynght after publication

Corner To secure such control of stock or commodities as to able to dictate
quotation prices

Corporation A b 1

P g on a State franchise and with lrability fimi-
ted to the amount of the investmént

Co Sign To tomntr bility 1n indebted byi

Cottage Industry One where operations are petformed by workers at home

Countermand  To reverse a personal order

Courts Where cases involving offence against the law of claims protected by the
, law are filed

Covenant Promise of some future action made in contracts and other legal papers

Coverage . The amount and type of protection against nsks agreed on in an insurance
policy .

Credit Financtal standing influncing sale to & concern onceferred payment permis-
sion to defer payment for a certain penod

Creditor Ons who extends credit lender

Cust G ly pted p pany practice s

Customer Personor concern purchasing goods

Cut “  Inpnnting zinc etching or copper or zinc halftone usually reproucing
a picturg-or hand writing

Cutblach Red! n prod hedule r Insalary or other compensation

Complaint Statement of the cause of an action the person initiating the comptaint

(in 1aw) 18 called the ) In ¢ s charge of faulty

goods delivery or other services
Comptroller  Auditor with the rank of executive

Cosign To send or address goods by bill of lading etc to an agent on another place
to be stored sold or otherwise cared for

Conzsignea Ons to whom goads are shipped

¢ or . Ul purch or users of h

¢ T in which purchase is not final unsold goods may be returned

to consignor
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Contrace Witnessed 8greemany usually i Writing, the terms of which gy fagally
enforconpe

Contractor One who SPocializes N & certajy typo of work o g bulldmg COniractor §yp.
Contractor, one who performs Part of 4 Piece of Work g g Plombing
sub Contracto,

(:ooporauv. A businegs Onterpyisg or 2350ciation With the Object of Produ
Sing selling o, occupymg Quarters g¢ COMmon savings
by ahmmatmg middle may, 8 feos ang Profits

Copy Text of advemsmg, duphcate of Orginiaf Iotter or of ap article
commerce Ordma(y Carbop copy duphcanon of typing

Copyrighe Exclusjvg Publicayigg nghts

Demage Loss 1 Metchand)se Machingry Setvice Productiyg Capacity op {rade stan,
n, ol U med dy,

om, Stich damuge may be Clalmed g, Pending o
the chcumsmnces ing court of Jay,

Deed Stock Unsaleapis Merchand,ge
quontura Synonym for deby dacumenrary evidence of deby,

Debit ang Credit M-morcnda Issued by €Ompanjee o effocy necessary adjustments
in the Course pf transactlons
Dacontro) Removal of 90vernmeans festnctong on prices fente g0

D.ducﬂcn Sum or Mmoney Subtracteg from an amount o be pa;g for goods o Services
Deed

NG purchy
10 members

Contrary by which real es1ap, IS Convgyey by ong Party 1o another
Defalcation Mtsappmpna tion of Money pyy, ed in trust, the sum masappmpnatedr
Dafauit O fail 1ny !umumg 2 contracy Or other hnanc:al ob"ganon "
Deficst maunt by Which OXpenges 8xcoed assqpg Productign falls below expecta
hon
Deftlation Decling in Brices volime °f producton ¢t usuaiyy accompaniey by unemy
Oymont
Demand Desire 1o Purchasg €O mog)yy, logelherwuh Capecity 1 pay for ¢

Demand Biit o Draft A p,y Pavable a1 5,gpy ©f on demang

Demand itam Artictg 1 COnstang demang which Mmust e Carned i Stock constantly
Demand Loan Loan Payablg gr, demang

Demand Note Note Payable on demang

Demurrage Charge by transporauon €Ompany o, deliver,

Demurrage Charge by, ransporanon €ompany 1o, detention of cartier beyond aogged
tme

Dsposit Monay or €quivaleny Ontrustey for sale-keepmg with another a5 Ina bank
- Money Siven a5 Partiay Payment 4, 8 ransagtiop OF as a binder (n a
€ontraet

Deposition Tesnmony grven by Witnesg Unabie tp eppear i court

reciation Deching 1 valup Usuajly 55 , result of jogs throyg Wear neglect 8Xposurs
Dep ote Machlnary 13 usuary, Caleulate, 1o suffer g, annval depreciation
of 10%n value througy Wear
Depression Deep ang Prolongey deching of Industyy) and gengryy business actlvity
T

Dateriorate © Spoil or 0ss Quality With time eg fooq and certain Mmanufactured
) articles sy, as phorographlc films -
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Detriment Damage by intangible cause such as injury to a firm's reputation through

rumors
Davise To will property in real estate
Director Person entrusted with determining policies and decisions of a firm
Disbursements Payments to meet bills
Discount Allowance for cash on quick payment Trade Discounts are discounts from

wholesale pnces allowed to customers and scaled according te amount
of purchase and other consideration

Distributor Person or company through whom goods reach the consuming pubhc
Wholeesale Distnbutors supply to Retail Distributors who serve the
public directly

Dividend Money paid to shareholders or depositors as (profits on shares)
Dock R pt Signed by st hip pany for freight delivered to dock
Draft Papers by which one party usaully the seller orders another party, usually

the buyer to deliver to a third party usuvally a bank asem 1o be
credited to the account of the first party  Used to assure payment and
to secure settlement of unpaid accounts since rejection of a draft
when presented by the bank 15 recorded and affects creait standing

Drawse Bank on which cheque or draft 1s drawn

Drawer Person who draws money from bank account by cheque

Dry Goods Commodities made from fabrics

Due Bill in brokerage business a type of {OU by broker promising to deliver certain

stocks not avalleble at tme of sale slso used for promised future
delivery of dividends etc

Dummy Sample of proposed book magazine or booklet to show size format and
sample pages
Buplicate Copy of 1di 11 eg dupl of bilt
Duty Payment imposed by the Government on goods imported exported or
d such as duties etc

Earned Income Income denved from wages salary or fees in return for labour advice or
management services

Earned Surplus Balance of profits and after di
and transfers to capital stock, etc

Earnest Money Deposit or binder a sum of money pard to seal a bargain and to be
deducted from purchase payment

losses dividend:

3 Y Org ton of the prod distribution and consumption of goods tn
a community

Efficiency Engineer A person whose profession 1s to plan or th, prod hod
10 secure greater economy and effiuiency

Emb A lently appropriation to one s own use of property entrusted to um
by another

Endorse (also Indorse) To sign one s name as a payee or to indicate co responsibility
for payment on a checked bill note or ather document R R

Enterprise In case association with the word free or private has come fo replace
capitalism to differenciate the non soctahst from the socielist type of
economy

Entrepreneur One who takes commercial nsks entpriser

Entry Item 1n & business record
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oy Geodwill Intangible asset resting on a special earning power ganed through
advertising reputation good business methods favourable location

¢

i business standing etc

'y Gross As a number 12 dozen or 144 as an adjective mdicating a complete sum

i before deductions have been made e g gross income before deduction
of taxes, expenses etc

f’“’ Handbill Pninted announcement handed out to passersby

" Hendicrafts  Goods produced by hand e g certain pottery woven goods embroidery
(X basket work etc
Herr Parson entitled by law or terms of a will to an inhentance
 + High Pressure To make sales of goods not actually needed or deslred
Holding Company One organized to buy and hold stock of another company
Hypothecation Pledping of collateral, Government may hypothecate tax ravenue as
secunty for a loan  Property may ba hypothecated’ for payment of a
' debt Its earnings may be so used and the property remamns with the
322 debtor but if payment is defaulted the creditor may demand sale of that
eprtl property to secure payment of the debt
Implement To find means to carry out an agreement
2 Impulse Item  Something marketed to 8ppeal to sp d of ", usually
novelties and fuxuries as opposed to staples or necessities

Income Group Classification of people according to earnings

Indemnify To make certain against loss or damage to make good a loss or damage
g7 Indenture Sale agreement of which each concerned part holds a signed copy .

Index Stock market term referring to listed price quotations of securities traded on
the market end enalysed for trends

Industey Collectivaly f: @ &s contrasted to agriculture any branch of
production e g shoo industry paper industry

nflation Rise in prices where income advance fails to keep up with prices

Insert Something added in a d t an encloure i a mailing

Insolvency Inability to meet current financial propagation

Instalment  Perodic payment or a tme payment forpurchese The Brtish Equivalent 1s

- hire purchase

Instrument Person or d useful in phshing a stated purpose

Interest Payment by borrower for use of borrowed money, measure in percentages
and units of time Simple tnterest is payment of accrued Interest
added to capital

Intestate Description of a property holder who dies without leaving & will  Division
of property will then be made according to State Inheritance Laws

Investment  Money or other property nsked with expectation of profit
1

ne

and bond rssue

ks it Trust Company whose busi 15 n
' and markets 1ts own securnities on the basis of these investments
Invoice A bill itemrzing goods shipped and thew prices
toy Document beanng the letters 10U and a notation of & sum of money
Joint Stock Company Large partnership with some of the features of a corporation
4 Journal Book keeping record 1n which transactions are fust entered

Know How Technical skill as gained through training and experience



186

Equity In real estate difference between value of property and owner’s debt on
it In margin buying difference between market value of 8 stock and
customers s indebtedness for 1ts purpose

Escrow Papers or money in kesping of responsible party such asa bank hold
until certain conditions are fulfilled

Estate Property in lands or i ly used for propeity
other than lands or 1enements tota) property lett by a decessed person

Esti S of t of goods to be produced or stored or of sum for
which certain work wtll be dona

Exchange Transfer of goods, place where business interests of a certain sort meet for

transaction e g stock exchange, cotton exch. etc
f rix) One desig d to canry out terms of a will
Exscution Canying out of terms of a will or a court order

£ 19, .

Expedite To accelerate production or dxstnbuuon of goods on rendering of service

Expeditor One whoss job is to exp or facil bust and other jtraneactions

Fascimile Exact copy not necessarily of same size, photostata can sarve as satis
factory fascimile

Factor Commercial apent who sells or buys goods for others on commission,
commisston agent

Factory Building where manufactunng of goods is carned on

Fall To bscome msolvem

Fee C {or ) or special services fixed charge for service of
a publc omcer e g Sheufts fee

Free simp! Jdr d titte to prop

Folony Crime whose penalty Is death or prison sentence

Feduciary In trust a feduclary Is a trustee 4

Fi M. t of money

Fi 1al Bating Fi fal inf cenied In directory .

Firm Cotract 15 par hip in usage In any business organize
tion )

Fiscal ‘Relaggﬁe c!‘:d'm!nce eg fiscal yesr—period in which annual taxes an

Fixtures Fixed eq tforb for prof { 1?

Foreclosure  Transfer of property to mortgagee when mongagor dsfaults on interes!
payment

red b tation dered H
Fraight Bill P'Bp: pandn‘r'rg on who vsK:Jaymg the he:ggt charges 0 ver or sonder

Freight Clsim’ Also called Loss and Damage Claim or * Overcharge Claim , clam of
tation pany for loss d or overcharge

Fund ". Cash or specified assets set aside for a specific purpose
Funded Dabt Fund set up for payment of long term indebtedness
Funded Reserve A reserve for which a fund has been invested to eamn income

Futures In o ba-'vosted for subsequent delivery as of a crop not
¥

gold Stendard Rating of currency in terms of supply value in gold

o
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Geodwall Intangible asset resting on a special earming power gained through
advertising teputation good business methods favourable location
bustness standing etc

Gross As a number 12 dozen or 144 as an adjective indicating a complete sum
before deductions have been made e g g10ss income before deduction
of taxes, expenses etc

Handbist Pnnted announcement handed out to passersby

Handicrafts  Goods produced by hand e g certain pottery woven goods embroidery
basket work etc

Heir Person entitled by law or terms of a will to an inhentance

High Pressure To make sales of goods not actually needed or desired

Holdlng Company One orgamized to buy and hold stock of another company

Hypothecation Pledging of collateral, Government may hypothecate fax ravenue as
security for 2 loan  Property may be hypothecated for payment of a
debt 1Its earmngs may be so used and the property remains with the
debtor but f payment 1s defaulted the creditor may demand sale of that
property to secure payment of the debt

Implement To find means to carry out an agresment

Impulge ltem Something marketed to appeal to sp d of , usvalty
novelties and luxunes as opposed to staples ot necessiies

Income Group Classification of people according to earnings

Indemnify To make certain against foss or damage 1o make good a loss or damage

Indenture Sale agreement of which each concerned part holds a signed copy
(ndex Stock market term refersing to bisted price quotations of securities traded on
the market and analysed for trends
Industry Collectively factuning as d to sgriculture any branch of
produclion e g, shoe industry paper industry
Inflstion Rise in prices where income advance fails to keep up with prices
insere S added 1n a d t an encloure In a mal) ‘
::‘fj"y'ncv Inability to meet current financial propagation
Perodic pay or a ime payment forpurchase The Bntish Equivalent is
I hire purchase
nstrument Person or d useful In accc hing a stated purpose
Interest Payment by borrower for use of borrowed money measure In percentages
and units of time, simple interest is payment of accrued Interest
1 added to capital
Ntestate Description of a property holder who dies without leaving a wilt  Division
i of property will then be made according to State Inherl Laws
Westment  Money o other property nsked with expectation of profit
Investment Trust Company whose b 1s 1n in jes and bond ssue
! and markets its own securities on the basis of these Investments
Ig"‘"“ A bill temizing goods shipped and their prices
u Document beaning the letters 10U and a notation of a sum of money

Joint Stock Company Large partnership with some of the features of a corporation
Kﬂurnll Book keeping record 1n which transactions are first entered
Mow How  Technical skill as gained through training and expenence
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Landlord Owne, of regy estate Usuajy, reforence is 1o Owner of 5 Specifieg bulldmg
f Store

Layout Skeich [ "Oposey , vemsnwnt. booklet etc tor, merchandmng
alrangment of merchand:ss

Leavq A Contrac, Or the remporary conveyance of pmpsrty, Usually In €ONsigory
tion of renp

Ledge, Account boog In large, Sensg accoummg Journnl

Lagacy Inhernance througp a Wy

Lega) Standard €asure of Vélue gold o, Silver esrabhshed byagovomment for ipe
Taling of 1 cunency

Legay Tender oney that may lawlu!ly be Used setllemenr of dopys

Lossag Tenant Under 5 loase

Lozso, e whe grants g lease

Liab:hly Indebredness Curreny hablllues are shoy, term debis Such gg taxes unt
Payapjy BlC 1o be ot withi th lia llmenrolong 10m depey
such Cligages bon, ¢ defersoq liabity;, edva nts

uch as toresy befory th o

Liable eren xt?ernent helg 10 be dumagmg to Person o, buunass aboyt which
1tis made

Llcensa Legar pemﬂslaan to sejy Corta;n B0ods

Lien Legal right to Property Paymey,y of depy usuellyhu Priority over othey
claimg ©g tay |, 8chanj, hen efc ,

Limje Orde, Order o buy Or se}y 8tock g9 Of abgy, or bejoy, L] Spocifieqy Price

Ling Type of marchandlso offereq for ga1e ®Q peay burrcns

Liquig Convemble intg cash ¢ ghllquid ajlse;s . \ foane

13 into cag nerally i 1 Srence g0 tiness i, inan
quuidato To co,l;lll':{,'n’y': d in Need rgead yh To conllscaﬁou o

Lise Price Selling Price as Iisted i Catalogye
Loan eresy

1
Lockout shuulng out of eMmployess during 4 leboy, digpyte Now Hlega)

To be 1ong 18 10 hotg Stock eXPectation, of 8 risq 4, Be shorg jg 10 self
Long ang Shere Socks ong goge ot own " falling Markey sXDectation of buying
hem at g st lowe, quomlon and promlng from the d:llerence

Lot In rea) estate Specifieq arnngemanr of Sroung ,, the Stock Market Aumber
ots ‘of shares tradeq in
Manifese Involce of 8ship g Cargo 1o, CVidence 1 Customs hoysg
r Convers:on Of ray, terials into o finlshey foduct ¢ Converting
M.nufactu ° 10N 1nto Steg/ blat b 9

oney depaslted With 5 broke, as Securjy, on stock Uotationg tako zq
Margin 3dverse tyrn 4 a

Markdown Loworlng Of prices Usualy, 0 mak, Sales 15, slow, Moving goods

Marker In genery the tange for buying 2nd golling In Pasticy,, field o4 the
Stock Markey ® cotton Markey ele

Markeg Order Orde, to gely at the Marker Price of the day o Which the Order s issyeq N

Make up Amoyny addeqd In Solling Price jp whclesale Price ¢ Covgy Overhead ang '

Profyy
Mass Mcrk-t The Goneray bubljc consldored as Polenyia) €Onsyme, A ’

by

|
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Mass Producten Lipe scx e, teciyond peadinctor C2F e 12 fowver pradioter ooty
10 P 1 poahase by he 2 ory o potenty conEtwes

Maximur Howes Lams ¢f e . wertees mav B emmcaend wnee s VIRt~ paveacy,

Medisvron Fese =0 thod pomy - Cinotes Batner~ e~20ves 3~F woesters o9t ey

rutiten

Merger Cengel 23 oncf tno 00 ore 0200 S 0 oy

Ml Arathee foo ofClng prESITE. £ ETDOE O 8TOSt ey mpet™N\e
POCESE: 2 DeTINg O ©TrD ©fF ROTREAES ot Ag Mt inen =y
sk

Mimmru— Wegs Lowes® e c¥wages *S® mavbe ped % norkas,

Minor Persc b ~Carfagal 200 toreru=e 0%y ~ reeno~gNT vos, The age A3t

15 et formamags fo 03 ~tss b ansroton, o foe LN of ede
rutal charges.

Modat Change Over Reorgrruzation of manufscmn~g process for 1™ manJfachore of 8
rew model (sorotimes callad market of an s tgle)

Monopoty Exclus-ve control of an ndostry or scma forn of trade

M°n§l§l Trans{er of nghts in prepe-ty as secunty for & loan or cther considaratians
Real estate—rortgagss av2 o1 la~d and irpeovements bpon it 18 ore
wh ch has prionty in any claim on t™e property over subsequent mot
gages {Second and third mortgagas, etc )

Mortgage Cortificats Certificates for small shares or large first mortgages or fust moet
gages bonds Issued by mortgage customers to investors

Negotiabte Salab's or transferzb's as payment for debts, income after expencey, taves
etc, have been taken out.

Number {tern of manufacture usually refers 1o item n & catalogue

Omnibus Clause Section in a contract covenng general items not specilically covered
elswhere in the document

One day Ordar Order for stock transaction on certain day, and cancelled if not executed
on thst day

Open Order  Order for 8 transaction to be executed inany time and to haold good unjl
notice of withdrawal 1s recaived  Also calfed GTC (Good till cancetled)

arder

Option First chorwce or right to obtain goods desired for purchase

Order C s i d description of goods d d for purchase

Overhead Fixed expenses such as rent, salaties maintenance costs etc

Overstock Goods tn excess of current demand

Package Combined merchandise andfor services offered as & unit In a “package
deal” ®g tadio ot televion programme In which script ~actors

announcement etc 8re all provided ass unit ina’ package programme ,
Paper—covered booklet used as advertising or to convey information about

Pamphiet
a business R
Panic Sudden widespread fright over in) situsti ing artificial dep:
through sales of securities and other proparty
Paper Documents of any sort, negotiable notes bills etc
Par Normal or face valuo of secunities
Parcel *ackage of goods prece of property to apportion merchandiso In small lots,

10 provide some supply to all accounts,
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Pattern m Industry A el ma or dupl:car:on 3510 meyg; Casting dress Manufactyre
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Patter, Maker One who Makes p, NS needs, Ndustr,
Pay O Mmake ,, Ceeptapy fetur, Y 1N mope, Propery,, delvereq o
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Petition nitten 2pplicayop, 2 coyrs msmunna an actigp or lequesrmg acton "ity
on g Matte, befora it ,/,"
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Planned Ei y E ical organization, usually or a state in which production 1s
arranged to prevent or reduce fluctuation and waste

Plant The building machinery etc taken together that are used 1 a ynitof indus-
trial production

Planation Large scale farming operations carried on by hired labour rubber plantation

Plastics (In industry) Synthetic matertals manly produced by molding process

Pledge Prico of property given as secunty for loan

Policy Contract of f guiding pt les of a concern usually datermined
or governed by a Board of Directors

Pool Merger of property or financlal interests of a group usually with the expecta
tion of mantpulating the market 1n its favour

Position On produce exchanges undertaking to make delivety in a given eg

October position

Possession Such control of property as to give exclusively legal enjoyment of it

Power of Attorney Legal authonty to act for another not as a lawyer but to carry out
transactions

Pratice Professional setvice e g legal practice customary procedure of a firm

Pre Feb A prefabricated article usually a house or smail industry building to facili-
tate speedy erection

Preferred Stock Issue which recelves preference over common stock 1 dividends or distn
bution of assets

Premlum (insurance) Money or other consideration paid by the msured according to
terms of contract  (in economics) Greater value of one currency over
another additional payment for loan of money (On the stock market)
Amount above par thaf securities are being quoted at sum pard for an

option
Prapaid Paid in advance
Price Value at which goods are exchanged for service rendered
Pricing Setting & price on goods -
Primary Markets Markets in farm produce such as foods or fibers
Principal A mutual party to as gutshed from agent Money or other
property on which interest is earned
Priority Precedence s in transportation goods production delivery of order etc
Privilega Option on the sale or purchase of on specifieq terms
Probate Proof bhished by legal p d eg probe of a will
Process A method of manufacture or of rendening services o
Production  Creation of goods having value to purch eg agr pr
ndustnal production .
Profit What remains after production and sales costs have been deducted

Profit ang Loss Accounting after a given period at determined condition of a business
"fomlssory Note Note undertaking payment of a debt at a specified ime or occasion '

Promoter One who )n of a company {loating of secunties or other
business undertaking
Property Things owned real property is property in real estate refers to all other

possessions of value t
Proprietor Owner ons with legal nght of possession
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Proxy

To act for another One 58 v ting tight, NMrusteq to nothey the
Usual toforency boj fo voy, of ck holg, i
Pubjie Utlhty Company sorv:cmg the 8enaryy Pubij h ag Tadropy Supplier or elect:lcty
elc
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Ouahﬁed Fit 1o do th Quireq Work
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Rglmbursi for Costs j Urrad durmg his Operayapn
Re organizatioy, ] estabhshmen f 1nsofy, M busingge With the COnseng o0 Creditors and
Unde, Coury SUberyison with the am of avcudmg recelvershlp costs
a orced sqlg losgeg
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Y
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Royalty Share of profits paid by manufacturer to inventor (or owner of aninvention)
author etc or to his heirs

Ssbotage Obctucticn  malicious waste of matenals o spollage of produtts by
waorkers during labour trouble

Salvage Goods rescued fromshipwreckor other disaster

Sample A representative piece of an article offered for sale eg prece of cloth

Schedule Systematic histlng of tme for production or other petformance in many
factuning transportation distribution et

Search To venfy status of a property e g mortgage utle search patent search ote

Seat Membership in the Stock Exchange entithng one to share in its assets and
the p vtlege of trading there

Security {Cnefly uced in the plural) Stock certificates bonds or other documentary

evidence of indebtedness giving the possessor the nght to ¢lam
property secured by the document histed secunty ts one which by
meeting certain requrements 1s listed for trading on the Stock
Exchange

shortage Someth ng missing {rom inventory or from cash due to theft loss, or error

Silvor Standard Rating of currency in terms of specified value in silver

Sinkirg Fund Fund cort nually added to and invested towards the payment of funds or
other matuning debts

Sitdown Strike One whete stnking employees siay in or at their places of work to prevent
operation of machinery by others

Slander Oral held to be d to a person or bustness about whom 1t
15 made

Slowdown Slowing down of wortk cofperatons without actual walkout as a warker
tactic «n 1abour dispute

Smong Saturation of air with smoke or other industrial exhausts leading 1o fog
condifions

Social Security System and fund set up under the Act to insure secunty In old age  The
fund 1s made up cf compulsory contributions by employers and em
ployees ESIC

Soliest To seek business accounts

solvency Capacity to meet firancial obligations

Specie Metal (harc) mreney as distinguished frcm paper currency

Specimen Samrp'e of mirerals cres plents or ott 1 things tl at are complete units ot
their kind

Specu ations Buying or selling with achance of high profits and nsk of considerable lose
Spot D+lwvery In stock marker immediate delivery of stock
Staple An established product eg ol 1s a staple of Taxas
Statement List of unpaid items 1n a business account financial statement s a hsung
of estates and habihties
Statute of Limitations Law cetting time liemt for legal action
Stipulation Condition specified tn agieement o1 contract wsually <omething under
s taken by buyer to bolster credit v of merchandise o
t arated business supply o T r
oek Shar:atlanf mganr::xsag‘r? Isr;::kmlgo'oprdmaly stock as distinguished trom preferred
stock which takes precedence over 1t n distnbution ¢f a<sets af
dividends Guaranteed slock 15 ¢npe whose divicends are gueranteed
by snother company
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Tarfs chedyje of duies lmposed on Importerg and ©xporterg
Tax O exacr Paymeny Usualty, Payment exacted by Govemmenr o fprovde
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Tax Salg Salg of Property 4 recove, Unpaq taxes

Technolomcal Ralernng 1 techn,gay Processes o, changes 0 1ndustyy o 9 technology
unemploymant

Tendgys Sealeq bids or off,, for Secunyes
ash
Terms of Paymeng prearranged Conditinng for Paymeny of depy 8y ¢
Terms n 30 days £ 5 down Ndg£q Week gpe
Testator One who Makes g Wit
Title Al factors Combineq which accord pgp, to exclusiyg Possession of property

Trade Acceptance Bilt of exchangg 9overnn, Urchage PICO drayyn by seyrar Upon buyer
fa whose 8ndorsemegny COnstitytes aCcepranpg

!Ixmg Wages hours working

Edition or Tragy Book Editiop, des:gned
Trade educanonal and profess:onal
Trademark Coned Name monogram lcgotype Signatye Pietury d:snncnvely decsgned
Words o Name Symbo} 8Mblem, or dovice ich © registored
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Transcript Letter—perfect copy of document which does not seek to reproduce exact

appearance of onginal
Travellers Chequaes Issued by banks by travel agencres for the convenience of travellers

Treasury Bills Short term Government offenings beanng no interest but sold at a discount
to buyers

Trust Holding of property by a responstble person or bank (trustze) for the good
of another person (bensficiary)

Turnover Number of times within a specified period such as a year in which a
given commodity 1s also sold out

Upgrade To advance an employee a work process or a product :n rank earnings
p ice or quality

Venue Place where case 1s tned A Change of venue may be granted with the
object of securing a fairer tral

Volume Amount of business done

Voucher A receipt or other proof of money paid voucher for the accuracy of the
terms of a transaction

Wages Payment for labour

Waive To voluntanly forego a nght

Warrant Order for the payment of money or delivery of goods documents in bank
g primanly wntten order for the payment of money

Wharfage Fee for use of piers

Wholesale Sale of goods to dealers for resale to retail merchants

wilt Testament of a property holder directing the distnibution of his property
after his death

Withhofding Income tax payment deducted at source as from wages dividends etc

Without Prejudice A contract term sigmfying that the agreement will not injure any
prior or subsequent nghts
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SUPPLEMENTARY 'LIST

Business Terminolgy and Commerctal Terms in Alphabetical Order

ABC Code This 1s a tefegraphic code mamly used for foreign telegrams Each word
indicates a complete sentence which can be only decipherered bya
person who Is 1n possession of a code book

Above Par When the puce of 1he stock 1s higher than the nominal prce of the stock
it ts termed as above par or at a premium

Accept a Bill When the name of a person who has to make the payment 1s writen accross
the bl 1t 1s said to Accept a Biil

Acceptanue Supra Protest When a Bill of Exchange under protest s accepted by third

gany to save the honour of the drawer 1s termed Acceptance Supra

rotest

)

Acceptor When the drawee of a Bill of Exchange writes his name in the ?8%97 of the
bill binding himself to pay when 1t 1s due 1s called the accept
Account In commerce a statement showing the amount due by one person to

another on account of goods purchased either by cash or credit In all
such cases accounts are compiled

Account Books This term 1s used in or those books which a trader mantains for record
ing cash received or cash paid Purchase/Sales made on cash or credit
basis

Account current A statement s drawn out 1n Dr and Cr contaiming transactions for a
particular period between twao parties These statements are generally
made on the expiry of an adventure or at intervals mutually agreed
upon

Account Days The days which ars allowed for settlement of bargains entered into by the
parties -

Accountancy The process of analysing classifying or recording transactions
time quantity or money is termad as  Accountancy

Act of Bankruptcy It means when a person by any act ecomes insolvent and is unable
to make any payment to creditors and files a declaration in that count
of his inability to make the payments of his debts

Acceptance  An accepted bill the act of accepting

Agent Any person who acts on the authonty of another person s

Allotmont A share or number of shares 1n a public company granted to persons who

have formally applied for them by sigmng the application form and

paying the company s banker a proportion of each share they destre to

hold

Allotment Note A note signed by seaman and drawn on the owners of the ship
authorizing the master to pay part or all of his wages while he is at

see to his wife and family or to a bank |

Allottee The person to whom shares 1n some public company or concern are allotted
by a farmal allotment

Appraisers  Are persons licensed to value property /:'99

n terms of

f
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Double Eatry s that mode of bonk keoping 1 which two entnes are made of every
transaction in order that the one entry may check the other

Direct Taxes Those fixed taxes which are imposed uvpon and payable directly by
individuals

Drawings Account In accountancy the account used to record all sums drawn by the
propnetor of or partner in a bueiness for personal use

Duties Taxes on merchandise and manufactures payable either through customs
of excise and all orders imposed or levied by the Govt as a means of
revenus for the country

Debit To debitis to charge a person or his account with the cost of anything of
make some charge upon hum for out of pocket or other expenses

Debit note When a firm retutns goods owing to some imperfection or corrects an
overcharge itis usual to send a Debit Note gwing particulars of the

overcharge
Days sight Days after the sight of a hull ;¢ after 1t has been presented for acceptance
Equity In real ostate difference hetween value of property and owner s debt on it

In margin buying difference between market value of a stock and
customer s indebtedness for its purchase

Estate Property in lands or tenements sometimes inacCurately used for property
other than lands or tenements total property left by a deceased person

Estimate Statement of account of goods tc be produced or stored or of sum for which
certain work will be done

Endorsee The party to whom a bill deliveryorder warrant etc 1s transferred by endor

sements This enabling lim to deal with the documents in the same
manner as If it were actually made out to his order when first 1ssued

Endorsement Anything written upon the back of d or mits g { senses
writing one s name upon the back of bills of exchange warrants etc
so that they may be paid away to or collected by other parties

Endorser A person who endorses a bill of Jading bill of exahange prommssory note
cheque warrant delivery order etc

Ednowment In insurance a fixed sum of money payable at the end of a certain number
of years 1n the event of a person surviving the given time

Entered Entered in and entered out are shipping terms  To  enter n s to report
to customs the amival of a ship in port so asto gain permission to
commence unloading Entry out 15 the report to customs preparatory
to taking cargo on board

Eouity share Capital Is defined by the Companies Act as a company s Issued share capital
excluding any part which carnes any nght to participate beyond a
specific amount 1n a distnbution

Equity shares The shares entitled to the balance of profits after claims of share holders
with propsietory nghts have been usually the ordinary shares but some
tmes deferred funds (or management shares) constitute the equity
holding

Estate Duty A duty imposed upon the pnncipal value of all property real or personal
settled or not settled which passes on the death of any person

Ex Gratia Payment A payment made as of grace when thera 1s no legal liability to do so

Ex officio By virtus of office
Executiva A term much used now a days for the r
tration side of a business

bl offictals on the
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Hard Currency A term used to denote those currencies which are 1n short supply and aré
thus hard to obtain

Handse! Earnest monsy /e monsy paid to bind a bargain
Harbour Dues Sums paid by ship for entening in certain harbour and for the use of lading
stages etc

Income Group Classification of people sccording to earnings

Identification Drniver s license soctal secunty card or other documents required as idert
fication in check paymants a* store hotels, or other public places

Implement To find means to carry out an agreement

Impulse Itam S hing keted to appeal to spontaneous decision of customer usually
novelties and Juxuries as opposed 1o staples or necessities

Incorporate  To secure a charter of incorporation from a state, and to organize opera
tions under its provision

Indenture Sealed agreement of which each party concerned holds a signed copy
Indictment Formal grand jury charge agaimst a person accused of a ma,or cnme
Inflation Rise in prices where income advance falls 1o keep up pace with prices
Injunction Court order restraiming certain action

Insert Something added 0 a do or snclosure in a

Insolvency Inability to meet current finan=ial obligations

Installment Peniodic payment, or a2 time payment purchase The bntish equivalant is
hire purchase

Instrument Person or d useful 1n hshing a stated purpose
Interstate Commerce Commerce within a state

Intragtate Commerce Commerce across state bounderies

Investment  Money or other property nisked with expectation of profit
Invoice A bill temizing goods shipped and their prices

Inland counter Table displaying of carrying goods for sale In such a position 1n a store
that customers may walk around it

Jud Court d n a civil tnal for damages the sum awarded to the plamtitf

Jetsam Goods inta the sea from a ship 1n order to highten the ship and kesp her
aflot

Jetty A timber pier to land goods or passanger on

Judgment Creditor A person who has brought an action for debt or damsge agamst
another 1n a court of law and has obtained judgment for the whole or
part of the amount claimed

Joint Account Two or more firms in the same line of business sometimes trade upon Joint
:ccount with some particular article in which they deal The meaning
of this Is that the profits or losses which each of them makes upon the
tranactions n that particular article are equally divided among the rest

Kick back Unauthorised payment cut of wages prices or fees as extortion or bribery
Kraft Strang brown papsr used 1n packing for shipping
Knot A unit for measuning speed at sea a nautical mile of 6080 feet or one

sixtioth of a degree per hour

-~
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Overhead The cost of indirect mate 1al, indirect labour and indirect expenses Over-
heads may be sub divided into  (a) Production overhead (b) Selling
ovethead (c) Distnbution overhead and (d) Administration overhead

Omnibus clause Section in a contract covering several items not spectfically covered
elsewhere in the document

One Day Order Order for stock transaction on a certain day and cancelled 1f not executed
on that day

Open Order  Order for a stock transaction to be executed at any time and to hold good
untid notice of withdrawal 1s recetved  Also called GTC (Goods till
cancelled) order

Option First choice or right to obtain goods or services without competition for a

— spectfied period, e ¢ ten days option

Overstock Good in excess of current demand

Over The Counter Trading Trading by private dealers in secunties not listed on the stock
exchange

OK With Signature constitutes endorsement or approval of something presented
in wnting  According to popular belief from Old Kinderhook brithplace
of Martin van Buran and used by his supporters in his campaign for
the presidency

Policy A document contamning a contract of insurance

Policy holder One who has in his possession or under his control a policy of msurance
Post Date Means to date anything after the real time

Pro Rata in proportion

Prohibited Goods These are commodities which by law are forbidden to be exported or
imported into the country

Party Rate of exchange at which different parties acquire equal purchasing
power

Pass Book A book borne by customer containing records of credit/purchases also
bank book

Passing a Diwvidend  Failure to declare an expected dividend

Patron Customer

Patronage Business given by a customer

Pattern Maker One who makes pattern needed tn industry

Pay To make an acceptable return usually in money for property divided o

service rendered , remuneration such as wages or salaries
Paymaster One under whose management wages/salary payments are made

Pay roll Paymaster s list of those entitled to wages or salary payments

Peculation  Embezzloment v

Pay To hold market prices at a set value by manipulaung purchases or sales

Piace Goods  Fabrics sold by pieces of fixed lengths

Piracy Enfringement on copy nighted or patent property rights

Pivotal A stock whose quotatians influence the course of the market

Pledge Piece of property given as secunty for loan

Point Unit uses 1n quoting prices on stock n the Untted States One point usually
stands for a share

Position On produce exchanges undertaking to make delivery in a given month eg

October position
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Possession Such contiol of property as 10 give exclusive tegal snjoyment of it
Pasthumous  Taking effect after death

Practica Pratesstonal service e g legal practice cus.omary procedure of a firm
Pro pawd Paid 1n advance

Price Valus at which gaods are haing quatad at sum pald for an aptien
Pricing Setting a pnee on goods

Paid up capital The total amount of capital paid on shares which are not fully paid up
tharoughtully subscnbed for
Parent Company A holding p whuch also angages in trading activiies on dgawn

Perishable goods This means such articles as frunt fish butter pulses poultry msat, et¢
which if not delivered quickly would go bad or perish

Patitioning CreditorA bankruptcy term for the craditor who hasfiled a petition tequestiog
the court to maks him a debtor a bankrupt

Patty Cash Baok A book wherein are recorded all small paymeats so that they may

be posted ina d of sey fy

Pool A combination of persons who put their money together to operate on ¥
farge extent for their own benefit

Proceeds The actual sum produced by any sale after deducting all charges and autef

pocket expenses upon 1t
Prumary Market Mackat i firm produce such s foods or fibres

"

Pracass A method of £ a or of g service
Profst What remasns after production and salss costs have been deducted
Profit and loss Accounting after a given period to d d: ofab

Promussory Note Note undertaking payment of 8 dabt at a specified tme or oceasion
Quotations Statements oral or wniten of market puces of stacks bonds or commadtlies

Quantity Theory of Monay Economic theory that changes in quantity of money i
ciculation affect price levals and currency values

ate flepayment of B p of sum ved i p for goods 1 8
Rabat service  Aisbate may be allowed for damage del'ay or saving In ship
ping costs et

Roliing Stock € es the 8 trucks and car of railways and tram way®
Recept Slgaed paper in evidence that goads or money has been raceived
Receipts Earnings of a business for a given pertod

Retall The sale af goods n small quantities or 1 single artcle

Retallers Those who sell goods in small quantites only

Rummaged A ship is said to be rummaged afier she has baen properly searched by the
Custom House officals

ing TheJ hing of a ship by the Custom {House Officers to see that poither
nor prohibited goods are tad on board

Rescued Withdrawal of order o instructions
Aequistion Order for supphes matanals eic
Recalver Person or bank appointed by court to conduct a business declared bankupt:
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Redemption  Payment of outstanding loan e g reduction of & bond i1ssue

Refund Return of entire amount paid for goods or services usually because of
thewr understanding nature

Reimburse Rapay money spended by another As an agent will be retmbursed for
costs incurred during his operation

Re organization Re bhisk of inso'vent business with the consent of creaitors and
under court supervision with the arm of avording recevership cost and
forced sale losses

Ravenue Source of income usually referring to governmental income from taxation

Restrictive Limittng A restrictive convant 1s a clausa in a document setting certain
conditions as n real estate contracts restricting residence to certain
races

Ragisterad Office Under tha Comnpamie, Act every company incorporated under that Act
may bave a registered offico and notification must be given to the
Registrar of Companies

Shipment Any goods or march indise sent by a vessel from one part of a country to
another

Short Bilis Bills of exchange payable on demand sight bills or bills having less than
ten days to run

Short loans  Advances made for short perrods or rate of intersst

Sight bulls Bills of exchange payabla at sight or soon as they are presented

Salicit To seek business accounts

Social Security System and fund setup under the Act to ensure secunty in old age The
fund 15 made up of compulsory contnibutions by employees and
employers (ESIC)

Solvancy Capacity to meet financial obligatrons

Spocial Metal (hard) money as distingwished from paper currency

Specimen Sample of minerals orders plants or other things that are complete units
of their kind

Speculation  Buying or selling with chance of hugh prohts and risk of considerable loss

Sublet To rentall or any premises one has rented

Subsidiary A company control of whose stock is held by another company
Substandard Below standard quality

Supply Amount or goods for sale at a given prnice

Swindi To defraud dishonest b tr 10n

gwmdler One who defraud

Strike Refusal by employees to work unless demands generally for pay Increaes,
vactions and other benfits are met

Teller A banking term for the cashiars who receive and pay aut money over the
counter of a bank

Tenant One who helds property house or land under angther by payment of rent

Trade Discount A special allowance made by sellers to people in the trade who buy goods
for the purpose of re sale

Tanff Schedule of duties impesed on importers and exporters

Tax To exact pay t usually pay d by government to provide
revenue for iIts operations

Tax Sale Sale of property to recover unpaid taxes, N
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Technological Relernng to technical processes or changes in sndustry eg  technological
unemployment

Tenders Sealed bids or offers for secunties

Terms of payment rearranged conditions of payment of debt, eg cashu

Terms
30 days £ 5 down and £ | a week ete

Testator One who makes a will

Title All factors combined which accord nght to excluswve possession of
praperty

Trade Agreement Agreement between employer and union fiung wages hours working
conditions

Trade Edition or Trada Book Edition designed Hor general public as distinguished from
educatinal and professianal use

Trademark Cained name, monogram logotype signature picture distinctively disigned
words or name symbal emblem or device which may be registered w
the Government Patent Olhice for exclusive use by the applicant

m

Travellers Cheques Issued by banks to travel ag far the of tr

Venture This consists of goods sent by sea at the senders nsk to be sold at thew
place of destination

Vendor A person on whose behelf a sale 1s made or the person who himself 15 the

selter
Value received A term used upon bills of exchange when thﬁ drawere has recawved erther

money or goods from the drawer of the by

Indispensable Books

@}

stries

t cCt Hand Book of Casmetics Industries (Technology of Cos 45/
45;

est
L‘\ s’i\‘\@-\ 2 ¢Cf Technology of Dyes £ Dye intermediates &

18 CCI Menufecturing Process of Bakery Products 45/
19 CCl Manufacturing Procers of Bakery and Confae Products 907

Co

20 CCI Aluminlum and Related Producta Industrles
5037 121 CCl Profitable Camphsr (Kapoor) and Peppermant tndus 45 i

C.C.L. Feasihility-Cum-WMarket Survey Projes
R As. 500 each

5 \“d“ 3 cct Hand Book of Profitable Chemical Industnes 2 ’é‘ 8-
J EC T' 4 CCl Most flautshing Mod m Scented Tobacco Zarde Kinem 457 =8 ES
’ PBO 5 CCI Band Book of Synlhenc Dmraems 45/ _x_.'.‘ A )
' URTS & CCtF a1 45/ b~
' B EP 7 CCiPaper & Papel, zned n;d(usme:ﬁ R 45/ : f E
Technology of Electroplating Matal Fialshin,
f oV AL B o atinng ¢ 4857 e 4=
EMIC 5 CCl A Hand of Rubber Products 45/ K
' ¢ CAL 10 CC! A Hand Book of Plastic & PVC Products 45/ =y
‘ Tm 11 CC1 Technology of Rubber & Plastic Products 25
EL qICAL B 12 ceiTechnology of Lubricants Greases & Mobile Oils 75/ £ R
f HA 13 CCl Moutding Clay (Plasticina) Plaster of Pans Paper @ =
M DN Mashing Pottenes Guide L £
‘ & \14 CCl Soap and Soap Powders industries 1 45 @ 88
' MANY 16 CCl Technolopy ef Palnts and Vamnishas Products 45/ [
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MISCELLANEOUS APPLICATIONS
AND .
APPLICATION FOR JOBS

anan 2w "

To write an application i1s an art It should be
well-worded and should always be written in courteous
and impersonal language .1he way of writing should be
solicitous and wmpresswve, 5o that the parsen to whom
it 1s addressed may be com‘nnced of your genumeness

Similarly, the apphcatnon for jobs to take up an
smployment i1s the most impoFtant, as the career of the
applicant depends upan it to a great extent Such
applications give an impression of applicants’ skull,
ablity, capability, traning and promptness of service
In view of this, 1t 15 imperative that such apphcations
should be convincing to such an extent that the applicant
(s the most switable person for the post apphed for The
applicant should try his level best to create the interest
of hus prospecpective employer Besidas this, copies of
character certificates letters of recommendation and
testimonials should invariably be enclosed with the
application for reference and perusal of the employer
Specimen of various types of applications have given to
facihtate easy and prompt attempt R
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!r A Handbook on Ready Made

Garments
8y BN Aggarwal
{ Ready made Garment lndugtry becoming
| Increasingly popular now a-days with a rapid
development in India s export Trade

Within & short span of 10 years number
of units have come up In the market Thece
units are workinig to their full capacity but
~{ stll are not 1n a position to mest with the
requirement  Out of these units few of them
are working efficiently only while rest are not
Thi> 15 all due to lack of knowledge technu
| cal as well as Administrative

How to start a garment Industry 2 What
should be the capacity ? What ts to be pro
duced and How to produce are some ques
tions which always come to the mind of an
enterpreneur  These Questions are however
ekmentry but have much Importance for
successful running of the Industry

In order to provide the all basic informa
tion (investment and feasibility of the Industry
the type of garments tt cost various other
factors which affect the unit) the above book
18 published by us  This book 15 witten by
Sh BN Agarwal Industrial & Management
Consultant

The important features of the book are as
below

A Book on Foot Wear Industry

By B N Agarwal

With the rapid development in the civili-
zation and the standard of Living the use of
Footwears have been Cansiderably increased
As a result of which the demand for the
Footwear has gone up Like any thing

The Footwears are now a days manu
factured In various designs and sizes The
designs are so attractive which can match
with all  The conventional type of footwears
are now a days out of market the success of
footwear Industry depends upon the frequent
changes in the designs as per market trend

The above book 1s wnttenby Sh B N
Agarwal Industnial & Management Consul
tant In order to provide the detalls of the
Footwear Industry

Footwear industry consists of various artt
cles which are made from different type of
techmiques are also used It can be produced
In two bastc Matenals

1 Leather Footwear

2 PVC Plastic/fRubber Footwear

Both the type of Footwear sre having
good demand in the Market The manufactur
ing process of both the types of Footwear 1s

quite different to each other  There 1s Lot of
b 1 devel in d ing and pro

This book gives an idea r the
vanous types of garments 1ts Method of pro-
duction cost of investment in the unit the
Quality control procedures etc

It also provides basic information on

atketing internal as well as externaf
Various export marketing procedure govern
ment policies and agencies which are involved
in the development of Expart and incentive
avalable The directory of foreign buyers is
al*o given at the end of the Book

This boox 1n addition to the above gives
an idea regarding vanous types of cloth
designs international code numbers and the
Vanious operations which are to be performed
for the production

In Jast chapter  The detalls of plant the
machinery and equipment supphers the raw
materlal suppliers etc are also provided for

@ Sake of Convience of the reader
be Ofver all this book 1s fully exhaustive and

e Oof much use to the Person who wants to
(—2lter/has already entered in the line Rs 50-00

L©

cess of manufacture which not only effects
the cast of production but alsa the quality of
the product

The above book deals with all the new
techniques which are recently developed
this line It gives clear picture of the Industry
the type of Plant Machinery and equipment
required the specitications the process of
Manufacture the cost of the production and
the profitability of the project

It also deals with various raw materlals
required for this irdusity the sources of
supply and varnious grades of it

The emphasts 1s given on the manufactur
ing process and Footwear designing The
formulation chapter contain various plastic &
Rubber farmufations as per requirements
The details regarding marketing present
positton and expected trend 1s also discussed

We hope that this book would be very
useful nature to the enterprenture

Price 30

CONSULTANTS CORPORATION OF INDUSTRIES
113 B fnside Mukat Ray Niwas Chwari Bazar DELHI 110 006



Practical knowledge of
21-Natwnal & Internationat

Languages

1 English 12 Urds

2 Maharaths 13 Simdm

3 Gujaraths 14 Assamese
4 Bangla 15 Kashmune
5 Sansknit 16 Mahajant
6 Punjabs 17 Nepalt

7 Onya 18 Amntsan
8 Tamil 19 Huney

8 Telugy 20 Aratie
R dge P

This book s very useful for Industsalists,
Solesman Businessman Agents Journalists
and Tounsts The study of ttus baak anables
a person to express his views and ideas
the languags of the state in which he is
sesiding o7 tounng 1t enables the business-
man ta correspand with the peopfe of other
counties  Genarally it happens that a man
feels imsell like a fish out of watar when he
does not undecstand the language of a State
whete he istemporanly pauting up This
boo¥ in hand solves this problem He feels
homsly among the peopls of the state/country
whete ho 1s on tour This book remavas

y and 1fenonty pt among

3
the people as thoy are fully acquamted ;V#)’;
the i or g
book hss been wistten with great pains and
every possible effort has been made to make
it casy understandable to every (ndustnahst
This book has been wnitten methodically and
systematically that aven a fay man can under
stand it and aiso can acquire knowledge of
fanguage of the vanaus states and countoes
1t can be sad authortatively that this baok
1s undouletedly useful to one and all to
whatever categety he may coms under {4

selt condid and el 10 every
person to spank fluently all the fanguages
contmned theroin {5 nuarantees smooth ryn-
wming of 3 business for alt whether living 1n
India or abrosd  Keeping in view s usaful
ness every body Is advised 10 keep a copy of
s book

Suggestion fsom every corner are wel
comed  and will be Incorporated in the next
ediian Pages 496
PricoRs 5100 Postage Rs 10 00
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JUST our .
LATEST PUBLICATIONS

! ULTRA MODIRN GATES WINDOWS GRILLS
AND SHOW PIL( ES CROUP

.%% AT A
et WRADAAINAY
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\

Price Rs 96/
Postage Kl
{Centaiptog 72 latest designs wn hatftone)

This aibum 1s very uscful lor Archstects Decoratony
Bukding Contractars Cant Fagineers  Manulzcluny (04'
ron Loty & grifls ot and sl ool persons cones
with th  Coatruction wnd Decoratiea of 3 Wm"e.‘z
Thev ¢an ot ho.c orders by showng ths slbum ’\
customees s utractie album contans 72 n";
modern designs of Gates  Rahings  Windaws &6,
Shuttery used 1a developed countries ke Japan Rmmd
Amenca Germagty England  Switzerland  Poland 1':"
Smgapoic wic  with their omginal pbotographs .
types of designs of gates windows shutlers aad 120 m‘xz
for palaval buildms offices bunglows gasdens gelled .
“nd factones are avaifable i this album  Ruh you!
wedes immediately as lunited gumber of albums 30
avorable in stock

2 THF EXCELLENT GAIRS GAYRS AVDRAH
WNGS COLLECTION

1513

=i

ByS® Singh Artat price Y14/ pormose 10 153

This 13 our second pride prevepsapon  which alx!“a
quivalent m the eatrre {ndian macket Thh’- i
cuntains 88 excel ent denigne of gates geutls and e u;l' .
modern and ancient histoneat buildmgs of Scotfand I
G rmany  fraly  Jlapan  Ching  Amercx [m-lv
Sinpape te ete Ocngas of Steel Sheet gatecss 4 'P“mpl:
of this album,  You wilf find most attracive '“d)y‘;mn
devgns T gates and gnlls fue H tely and Coffee Hond,
faetanes ¢ workshepn Kathies and lluulo-lb ot
o ol sforeyed bty Seme old )37«1 Muyha Dr’r‘M
designes with mudeen {Luch & sccond special ",\\om
abum SEND YOQUR ORDER AT ONCE TO
DISAPPOINTMINT

DEHATI_PUSTAK BHANDAR _Chowr) Bozar_Dothi 110096
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Applications

1 An zpp'ication for transfer to the Director of Edtcation of 1 tesch ¢
from one school to another

To
The Director of Education
Old Secretniate Alpur Rozd
Dethy
Sir

I am to submnt the follov ing facts for your favourible and sympathou.
tonsideration

1 am a Post-Graduate teacher in Govt Higher Secondany School Shahe u
Dethr 1 want to be transferred from this school to any other schoot i Subsi
Mand; Area 1 have Leen v orhing m this schoo! for the last fhe voos Ny
permanent restdence ts tn hantla Nagar Delht and | e to cover 1 long distince
in gomg and coming  Much of my energy 1s wasted and mdirecth hampers m
the performance of my official duties  Due to my fanuly cucumstances it s also
not possible for me 1o shift my fanmly at Shahdara

In view of the position explained above 1t is recuested 0 teensfor mo 1o
some place near my residence

Thanking you

oy Yours faithfully,

RAM LAL
Date

2 Aa application for the grant of casual leave on account of llness 1o
the Manager Punjab National Bank Subzi Mandi Dolhi
To
The Manager
Punjab National Bank
Subz Mandh

Delhs
Sir

With due respect, | beg to submit that 1 have beon lmd down with fover
since last night and | am not 1n & positan to attend the office  The dactor hos
advised me to take complete rest for 2 or 3 days.

1, therefore request You to grant me casual leave for 2 days

Thanking you tn anticipation Yours Toithful

Date SHYAM
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3 An application tor gront of casunl leavo on account of some urgent work

To
The Administrative Officer,
Detht Cloth Mifs Lid .
Delin
St .

Respectfully { beg 10 state that my mother is coming from Allshabad
today by Janta Express reaching a1 9-00 AM af Delhy Raslway Statien  Shets
very old and it 15 very difficult for her to reach home from Ramlway Station bY
herself  There ts no other male member in my famly  So §will havetogo
to the station to receive her )

it 1s, therefore requested that | may kindly be granted casual leave for on¢
day for (mention date)

Thanking you n advance

Yours faithfufly

MOHAN LAL
Oate

4  An spplication to the Principat for the grant of three days loave
1o attend the marriage party of my elder brother

To
The Principal,
Govt Boys' Higher Secondary School
Kashmere Gate,

Delln
Sir,
{ am 1o state that | am a student of Class Xth-A of your school The mariag®
of my brother comes of on {give date) The marnage party wil go
Kanpur !

{ therefore, request you to grant me three days leavg and oblige
Thanking you in advance
o Yours obediently
KRISHAN LAL
Date
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E An application to the Headmistrass for tha grant of leave on
account of elder sister s marriage

To
The Headmistress,
Birla Middle School
- Karnal
Madam,

Respectfully | beg to state that the marnage of elder sister will take place
on There 1s nobody t6 assist my mather in her domestic work
She 1s an old lady and entirely depends on me for out door duttes | therefare
request you to grant me leave for one week from to both days
inclusive

Thanking you 1n anticipation
Yours obediently,
KUMARI SUNITA

Date
8 Application for fee ton to the Pr pat of 8 Govt Higher Secondary
School Pahargany New Delhi
To
The Principal
Govt Boys Higher Secondary School,
Pahargan)
New Delht
8,

Respectfully | beg to say that my father 1s a poor man His monthly income
15 Rs 400 only He has a large fanuly consisting of six members  Duning these
days it 1s very difficult for him to make both ends meet  So, he 1s not In a posttion
to pay my school fee

Besides, | am a brifliant student 1n my class and always stand fist | am
" the good books of my teachers Last year | was also a free student | therefore,
request you to grant me full fee-concession so that | may continue my studies

Thanking you 'in anticipation .
Yours obediently,

ANIL KUMAR
Date
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Appllcnrlo { ission of fing to thy Hoadmlsrrou of py Iddly Sthooy
Kamy, Na Ih,
To
eadm:srress
Midge School,
Kamig Nag,
Delpi.7
Mag
h dy t 1 bg, to s t ould nog altong the Yesterdzy
dug Sudden Hingsg f my Mothg, Sincg therg fiveg no &, dy | My peigh
bourhood ! Couly not end the appl/carlon for @ave Iss-teache
fimay fineg Mo Rs g 00 am g State ¢, Other ;s a Widow
nd we hardly Make oy bot ends Moot IS very, difficyy
the fing Mor, Ver ad beon always Tequlay a
tism firsg chance dunng the Perigq of
to fepeay Such g m
! the,

" her to Pay
Punctyay n
Y stay in the Schogt I
art in futyrg
ereforg feques; You to OmMit the fing
I shap be ighly Obligey 10 yoy ¢,
Thankmg You

Or this act of klndness
Date

k
Yours obed:ently,
ASHA

An appllcatlon for

8chooy Iaavlng carrmcate
To

Pnnc:pal
ghe oys Highe Secondary School,
Sant Nagar, ‘

Doty

With due reg,
School

pectlbeg Statg that ¢ tudeny of Xth class of your
My fathor ha, een transferred o Am, 4 Cangy of
€ whole g, 'S going ¢, rharp/ace No 1t dlfflcultf fo coptinye
My studies ;p, Ur scho,
! qUuest 0 4ss, aVing ceryf, ate to €nable mg
0 get Myself tted 6 rag, Iiseq Schogt at Ambal
shayy ghly Oblig 0 yo T th kindne,
Than, Pation
Yours Taithfyly,
Gopy
<
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9 An opplication for a testimonial or a Character Certificate

To
The Principal,
Govt Girls* Higher Secondary Schoo!
Arya Pura Subzt Mand:
Delhi-7
Madam,

With due respect | beg to state that | passed my Higher Secondary Exami-
nation from your school 1n 1980 in 1st Division | also got distinction 1n Maths
and History | was the Captain of Hockey Miss Som was my class-teacher
Now I am in need of a testimonial as the same 1s required for the purpose of my
service which 1s to be shown at the time of interview

I, therefore, request you to issue a testimonsal thereby wishing me a
prosperous and successful ife

Thanking you in advance

Yours faithfully
NEENA

10 An application to the Principal of a School for apologising for
{sbehaviour in the {

To
The Pancipal,
Mahawvir Jain Higher Secondary School,
Qutab Road,
Delht
Sir,
Respectfully, | beg to state that | am a student of IX class of your school
*My name has been struck off the roll for my misbehaviour in the school
in this connection | am to submit that the fact i1s that the mschief was
done by one of my class fellows but since | was with him, [ have been tmpli
cated for nothing | am not a boy of this type | belong to a very respectable
family 1 am in the good books of my teachers My behaviour has always been
very good
I, therefore, request you to pardon me this ime | assure you that in future
[ will not keep the company of such bad boys | will keep myself a!oof 1 will
follow the principle that it is better alone than in a bad company
Please do excuse me this time

Thanking you Yours faithtully,
RAMAN

Date
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11 An apphication to the Principal seeking his permission to play a ’
friendly match with the team of some other school

To
The Principal ' " s
Vaish Higher Secondary School, ' v
Sonipat (Haryana).
Sir

With due respect, | being the Captamn of the cricket team, beg to submit
that we want to play a cricket match with the ‘team of Jat Higher Secondary
School Sonipat The captan of that team'has also accepted our proposal
informally to play the match on our ground  Since both the teams are equally
expert, the match will be well-contested and an interesting one ™

I, therefore humbly request you to accord permission to pla\‘/ the match on
our ground and also fix the date accordingly
Thanking you i anticipation ”
Yours faithfully,
KAMAL
Date
‘e f

12 An application to the Principal for half fee concession due to the
reason that one of your elder 1s siso studying n some
Government School and paying full fee s

:

'

The Pnncipal '

.
t . .
Sir ‘ i ; ' ! 4 n
With due respect ! beg to state that my elder brother i1s a student of i
class 1n Government Higher Secondary School Deltt and has been
paying ful[ fee there [P
| am'also a student of 9th class of your school and request you to grant mé
half fee-concession on that account (1e Brother's fee-concession) as admlisé'vlble
under the Rules and Regulations of Central Board of Secondary Education New
Dellw  The proof of my brother s studying in Govt 'School will be produced tf 0
desired
Thanking you n anticipation ¢
3 Yours faithfully
. GOVARDHAN
Date
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13 Anapplication to the Princlpal for ption from
duo to father s illness
To
The Principal,
School

Sir

Respectfully | beg to state that my father has been 1l for the last one
month and | have to look after him There i1s no other male member in our
family except myself | have to go to the hospital daily in the evening to brnng
medicines for im  In view of the position explained above 1t 1s not possible
for me to attend the games/gymnastics 1n the evening | therefore, request you
to exempt me to take part in 1t and also 1ssue necessary instructions to the P T
accordingly

Thanking you

-

Yours faithfully
KAMAL
Date

14 An epplicstion to tho Headnustress to exerrpt her from school umform

To
Ramjas High School for Girls
Daryagan)
New Delts
Madam,
Respectfully | beg to state that| am a student of class 8th-C of your schoo!
My father 1s @ poor man with meagre source of income which 1s hardly enough
to make both ends meet during these hard days It 1s very difficult for him to
provide a school uniform for me
| therefore request you to permit me to attend the school without dress
Necessary instructions'may &lso be issued to the class teacher not to object my
attendance without umform | shall feel highly obliged _

Thanking you Yours faithfully,

_LEELA
Date



Pnnc:pal for ocat:onal Trammg
To
The Pnncrpal
Goy; Oys Highe, Secondary Scho !
Shahdar
Detp,
Sir
th dyg "especy b tate that dent of cl; Of your
SChogy ang alwgys Stang n my las, n d Ok oOf
teachers Ir quest Yoy that My na may Pleagg cons:dered for Caliona;
fainp, as g Woyjq neflcrall my Ure Iif, Twy be able ¢ earn
Ilvel/hood afterm acagy, ic aregr ver May Given traln/ng either 1n ;
oto, Phy o Tv iCing all be h b, ed t, rith act of
kmdne
Yours faithfyjy, M
RAMESH
Date

An pphcaho to Prlnc:pal of g Sche,
arr, ng. nts for tutor,sy Classeg
To
e Pnnc:pal
High School
Paharg

New Delhl
Sir/pa d
pectfu”yl g to State that my sq ghter is 5 udent fIx Class
and ,h " Quarteyy, "Ogress po Ot Showye that he/on, Is very °ak 1n Engliep and
lam afrarg 4 that pe sh il 8 able 1o get rhrough the Nnuygyy ! ex, Mination
refor, €quegt Yo that he/she May pe Oiven €Xtry

up h,s/her deficye, ncy n Engpep, Fwyy Pay the fee for th

hankl You N
Date

%8ching 1o make :
tutory; Classpg . U
S,
Yoyrs fa/rhfully
GANESH



T TN LSRR Y T e eRa AR e TN

I OTOIT ITORDT R T WP eter & T eaag

o=
t
T Tz
Eot Bz s T e
e - T
,
oar Ve
H
14 Froemi, ISTTTSTD OO M OIRSTT Shwag e s 3w
'_,..—‘ CITigmeraf eI OSLOSTOT.L S et oty YNov g e SEONNR NS R
M TEEmoezars FESSHT INITTOSI T IS 2R D S
}z;' -~::‘=—_ ve She R eI IS I rrme SERIN RN D AN
! .
g SoETFTET EILAS ST ITOUDIIDOTSARDT S S0 STUham Y o8
il oo s
y TFplzeTET ITOTIN L DTCINEATD L UTaSR
-y T T
TR TN
TR
P
D o -

11 2y grmicr o T The TURSTRE e Fhwnr Sap e AN Tan

—mz ST
e e ST
‘ e —————— e Pty e n
Sr.
Al st ant

SOATTI SN NN RN NI v e
LIRS S AR RS A R R AR

i

L= = ek LE SN ]

CiFrozzcfixrsioo. Tamz

S v GEUSET ST 10 BAIT I AL 0T NSRS N ey
Tzmmoczvs 1 OTETUSR vaw gt A st T s Moo ot W e
Fomz ¢z somdl w2 eI M fp oo B ad e an Bra e ot

Brrrem mams o vormsehaed b i AN oW e ey

TEIANE WU I e
e ATNENE IR LI

SURVERARN N



222
An apphcarlon to rlncipal r
toyr durmg Winte, vacatlons
To

The Pnnc:pal,

a histoncal
€ LY '
.
School, , : “
Sir
Il Wing ents of ( ang e, est y, U to ki,
arrange Orica) ur dyy, th hter Vacay, stourwl/ be beneﬁc
to yg fi Caty al p W ang wilf dd g ral-knowledg(
Therg IStoricgy n Agrq and Jasth, SIg"It-SEEI (
Of sy ldings dly rofr sh oyy hlstoncal 185 of the Past
Svents 7 Penseg f be faiseq Ntrp, U of ¢
Thank:n -
Yours fanhfully
Ram PARKASH
Datg
20 plic. 0 thy Prmcm to cons:‘dsr Your Namg for
ot st for scholarshlp )
To ' t !
The Pnnc:pal -
Schog;
Sir
Wy respe, 9 to st at | p, hat the uca
tion Denary, it of pgy, rmmstrat has p, Tangn, a Mpetitiye Test
of High Ndary, g, dengg or the 9rant Scholarshl e deserwng
Candidage uest yq Orwary MY name OUr sehog, to
appear 4 Compegy, Ve ammauon I am One of 4 € best Study, f
SChoof g assy, Yoy that : Qual, ths tes; With fly,
@ good p, e for ur Inst:tutlon m confldent of m
Than, nr:c/patlon
¥
Date
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21 A application to the Principal of a school/college for issus of
books from the library
To
The Principal,
College

. 3
Sir,
! Respectfully | am to state that | am a student of B A Ist year of your college
and aim n the good bdoks of my teachers Now a problem has ansen that no
books are available 1n the market on Economics Theory and Advance Accountancy
I shali be grateful to you If you please order the Librarian to i1ssue the same to
me from the hbrary for a pertod of at least 2 months It is expected that by
that time the books In question will be available 1n the market and | will purchase
. of my own
Thanking you n anticipation
Yours faithfully,
MADAN LAL

Date

[

22 An application to the Pr I of your College requesting him to allow you to
take part in debates and also for enroliment of membership of Literary
Association

To

The Principal,
Hans Raj Coliege
" Delh
Sir .
Respectfully | beg to state that | am one of the best students of you college
1 am very much terested in hterature While | was at school, | had been a
secretary of library association  In view of the facts as mentioned above | may
request you to consider my name for the membership of the college literary
association and allow me to lake part in debates | assure you that | will leave no
stone unturned to please my superiorsfsentors
Hoping to be favoured and early reply

Thanking you ! Yours sincerely,

' SURESH KUMAR

Date



dye D eg to State ¢, tlg astudent A of Your Schoof
and m YOunge br her , also 5 Stidap, ofIX.g Of ths Schooy Sing My father
1S 4 Poo, an Canngp afforg to purchase a S®parate Set of bo ks for €ag;
of ys { therefore Upst u Cither ¢ transfer to Sectyg, or Younge,
brothe wn m Section at we ¥ map, ge to Study, With op, set of
Opks Will ba Y myg, onvemenrt Us boy, in Schogy d at p,
I'shay be p, oy act g Ndnesg king You
Yourg fa/thfully,
Date INDgR Fo
4 n appllcatlon o the Pnnclpal of g College for o ch
Pnncrpal
Ra

Mya
Deipy
Sir

Respectfully g
Pasg COurge

help

ed Ac
be allowey tog ange the sup,
Thanklng You 1n g a

Date
25 An appllcatlon to the Prmc
To

The Pringipgy
Shya,

m La) College
Deipy
Sir

Respectfully i
for BA

g 1o State thag hag
St year ang also d 1n e of
Campyg N dmlssron in y,
y res/dence
he that ;

applie
O% I haye beegn rantey
College S far off from

eforesald college
me eccordmg

feg haye
0 the Bye-la

y

0 Statg 1
acc0rdmgly !
and my Parents w,

ws of the Un

t the timg of ad,
Sranteq Now, the g
ISh that shoylg lake g
me to qo Chartay, d

M pass
Yo Shal,

1 ba g
lew of the P

OSIIIOII as

\
Mission !
TCU sy,
Courge
hi

]

Pal of a College for fofup,

ple,
ankmg You

Yours
SURINDER

mlSSIOI) n

self

Yours falthfully
Si l?s TRA

Ih

90 of Subjact

3Ppigy for BA

Neeg hay,

his Suby,

ygrateful 10 you ¥ 1 may
explamed ab,
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Tfan,
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® changeq
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26 Application for the post of & clak 17 resporss to an zfvertisement
1n Soma newspapear

To
The Adve-tiser
Indian Express,
New Delhs
S,
In response to your adverisement 11 the Indizn Express  dated
tegarding the post of a clerk 1 o%fe- myself as 2 ezndicate for the s=ne
As regards my qua'ifications | passea tbe Higher Secondzy Examinaten
from Central Board of Secondzn, Educaticn Ds'hitn 1972 and was placedan
Ist Dvision
I have *soked 1n a pvate concem fo- about 2 yezr as clevk-cum-typiss.
My typing speed ts 40 wo-ds psr minute. | have sufficient expanence of business
Comrespondence | am a young mzan of 20 yeats with gocd physique and actne
habuts, tf | zm given an opportunrty to serve [vall lzave no stone urtumed to
Please my seniors and supenvisors
Hoping to be favoured \ 1th & favourab'e reply  Thanking you
Yours faithfully
Date ASHOK KUMAR

27 Apphication for tha post of a Stenographer

To
The General Manager
Delht Cloth Mills
De'ht

Sir

1 have come to know from some rehab'e soutces that some posts of steno-
Graphe s have fallen vacant under your kind control i the scale of 425-700 1
offer myself as a candidate for one of them

At present 1 have been working in some pnvate concern for the last 3 years
and have acquired much expenence

As regards my educational qualifications 1 passed High School Examination
M 1965 10 {st Drvision from Central Board of Secondary Education Delhi My
short-hand and typing speed 1 120 and 40 WP M respectively | can teke
dictation straightway on type wnter

1 enclose my testmontals from previous employer which wall sho;\ that
My work has bezn greatly appreciated 1 hope you will consider my application
faVOurabry 1 assure you to work to your entire satisfaction

Thanking you Yours fa thfully

Date ' TILAK RAJ
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] 1 e R
28 Application for the post of an Accountant °° ' ' T 1 v g

* oo

To
Messrs Mahabir Prasad & Sons, M
Chandm Chowk ! T
Delh te ut
Dear Sir
n response to your adverisement in Hinduston Times ' dated - 3!
for the post of an Accountant | submit my apphcation and hope thatithe same
will be considered Tavourably TR [
i
As regards my qualifications ! graduated mysell from Sn Ram Coliege™m .
1978 a)r)dl secured) 2nd Dwision oy A0
{am a,young man of 25 years and possess a sound mind end Sound body,
t used to work hard and can work 1 late hours too Tog 4y 0t

{ have two vears experience of office wark and can type with a speed of 401 -
words per minute and am well conversant in Book keeping and Accountancy '

| hereby enclose my tesimonials and character certificaté from my Prncipal
and previoys employers for your kind perusal with regard to my abdlity + Hoping

10 be faYotirkd with o favourable reply Thanking you
- R Yours fauhfully, ¢

KRISHAN GOPAL

Date N
T ot rainoiy o’ AT
29 An appheation for the post of & Trained Gradunte Teachor o7
Tyt nr D aaT
To .
The Manager B AT R A o]
Birla Higher Secondary Schoal, * tteg ,
o1 Delht e120q 9mon Jold) cavm g i gy Mt 1 Y o . mng mrp

W OTs Yo alro, oo
St 1 }?ave ‘éo;ne. toqlgnaow from so’}ne r@hgble source that there’ 1s ’vacapcv for .
a trned araduata 1&'35‘,“!‘}3’:1!,“, ygu«;,sxcprg'ol It s0, I'offer myself asa condidate ¥ ?
for the same HLs s ae oA Jaanmyy 1A
ncAs, 8PS MY = Aualificatons, | graduated™ from< Meetut"University ein’ 02
1972r,0nd ywas pplaced, i first dxvx§zg]n) | then tookithe B Ticourse from SL
Traming College Ambala‘City, and also’passed 1t ' isticdivision  securing wery ©
oods marks | worked in Ramyas Higher Secondary Schoot for two years i short
termy Jpave Yacancy, "T) t)u? en’closedr certificate will show that my work had been o
Sal'f’f?m‘?]YMWF Nert1ubg c ‘” IS e vt m Y e |
1 sm a young tan of, 30 years and possess good physique and personahty \”
{ have a keen interest 1n games ‘also  In‘case | am selected f wiilifeave no, stone vo!
“mu\rﬂﬁ"nf? 1sa}{'s£y you with my honest and devoted service un¢ o tasdT

(T hanking you
CRARARSY Yours faithfully 1,0
Date PARKASH CHAND
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Y
30 An application for the post of a Cashier 1n some trading Company
a0 30 € fa3 Yot mogeny, ’
To
The Manager . R
4
I[()eﬁu Khosla Trading Co, 2 uhal Tone e we
[ LN

Dear Sir,

bin response to your advertisement.in ,Hindustan Times dated
for the post of, Gashier,jn yout concer | offer myself as a candidate for the same

rAsiregards ‘my qualifications, | begito submit that | am a post-graduate from
DelhtiUniversity~ | passed my,B Com Examination from Sn Ram College in 1975
| obtained a diploma n shorthand and typing for some Government Institute |
am well versed tn maintenance of gccounts ;and ,can handle cash transactions
effictentlynagcurately (| cap, furnish,cash secunty,for Rs 5000' I hope that
my apphcation will recewva;a,fayQurable and sympathetuc‘gen‘sujerahon’ "

V'TH‘a';}thgﬁy“oU of vi havioz e ronsoh o yicte ier o R

1ty
YOINTRHL2 s 10 Oy ¥y o s1e mo vt + i Yours fathfully
K L ROY,
Date noeI en v Adptor e n sy o

Vvt wweY
3A0He!  anan
31  An application for the post of a Machanical Engineer
To Hey il andad § > P
The Manac};e‘r VN g i orsr vy o f 1 N
Hindustan Machine Tools Ltd .

New Delhi " P
Sir (LN R atbia g
| am to invite your attention with reference to your advertisement n
HmduSIE}p Jlmﬁs ’dated for the post of a Mechanical Engineer
~ e it 3

A -
1otl passed, B ScxExa‘rﬁlknlatlénﬁrgrjpglm‘any‘g{ra'ltyj |unilst Pn{:sion n1970
At presentY7ar Working a51/Production Engineer with M/'s Sadhu Ram and
Sons7t Ghhaziabad 1| Wish to shift myself to Delht as my parents are living there
I shail Ba'Sthd Y61 g/e me an'opportunity to presefit myself befora you
for%an’ interview « T am_ applying for this post with the previous consent of my
Dre@ed!"erﬁbléVer"’iNb ‘objection certificate 1s also enclosed herewith
« a4 + y -
L~Hoping o be (f'a\‘/’ouir’eé\ wnh: a fagllouggible’ rqply T
In Thanking you 1n anticipation; ~ 1y f

[

Yours faithiully,
E NARAYANAN

Datelunddne} vyov
ATSUD
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32 An application for the post of a Manager

To
The Manager,
Cansultants Corporation Industries
Chawn Bazar, Delhi

Dear Sir

| understand that you are m need of the services of an expenenced
Manager for your tum | offer my services for the same | am 40 years of age
and possess a vast expenence i the field of management and admstration
t have worked in many fitms of good reputation as 8 Technical Engineer as 15
apparent from my enclosed certificates

I took a regular course 1 business management and have studied modern
methods of Publicity, Sales Promotion and Accountancy If | am qiven an
oppartunity 1 can assure you that the business of your firm will go up tremend
ously | may pomt out that salary consideration 1s secondary to the opportunity
than the position to be hold by me | am sure we can anve at a satislactory
arrangement

Haoping to have a favourable consideration

Thanking you

Your fathfully.

Date NAND KISHORE
33  An zppheation for tho post of & Libearian in Dolhl Unlversity -
To

The Chief Libranan
Detht University Library
Delht

| have come to know from an advertisement in the ‘Hindustan Times',
dated that 2 post of an Assistant Libranan has fallen vacant under
yeur kund control i beg to ofter myself as a candidate for the same

} am a young man of 25 vears of age and have a good educational quah
ficayons 1 passed M Com from Deltt University from Sp Ram Colege

1 took my diploma i Libraty Science from Meerut Universty 1 have
practical expenience in Library work also as | have worked 1 Delht Public Library
and Mahavira Jain Pubhc Library for more than three years

I enclose my testimontals and character cesbificate from my Pnncipal and
employers testifying my character and abilities  In case ] am given appontment
1 will work to your entire satisfaction

Thanking you

Sw

Yours fathfully,
pate § K GUPTA
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3% An zzpiication to the Prncipal for supph of Text-books

To
The Principal
St. Michels Grammar Schoo!
Delht

Sir

Respectfully 1| am to state that | sm a student of Nl ¢liss of y our schoo!
My father 1s a low paid employee in Delti Cloth Mills He has a large tanuly
consising of 7 members My two elder brothers are studyirg 1n college It s
very difficult for him to purchase text books for me | have all along a very cood
student in my class and all my teachers hold high optnion about me

I request you to kindly grant me some financial help from the Paor Boys
Fund to enable me to purchase the required text-books In the absencoe of these
books 1t 1s very difficult for me to continue my study

Thanking you

Yours obediently,
HANS RAJ

35 An application for the post of an Apprenticeship

To

Gupta Iron & Steel Works (Pnivate) Ltd,

Lawrance Road

Delh-35
Dear Sir

In response to your advertisenient in the ‘Times of india dated .
| beg to apply for the post ot an Apprentice-mechanic in your factory

1 passed the High School Exammation with scionce subjoct from Contral
Board of Secondary Education, Delhi in first division | also obtained 2 yoars,
Diploma Course Certificate 1n Motor Mechanics from Delhi Polytechnic

I hereby enclose my testimomals and character cortificatos from my Head
Master and Principal of Dalli Polytechnic with regard to my character

| hope you wil! give a chance to appoint me as an Apperontico | shall do
my best to satisfy you with my work

T
hanking you Yours faithfully,

RAM KUMAR
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wdavoT Yo vioque g0t L parn® ol ot noirs i L ot
36 An apphestion for the post of s Draftsman tac A B

To ol
The Manager ' fLmon 1% ) 4T
The National Rubber Products 007 v mmsid Lot 12
Indusrial Area Azadpur, Delhs iwha g
Dear Sir ne

In reply to your advertisement forthe post of a Draftsman in the{Statesma
I offer myself for the sams 1 My particulars-and; academic, qualifications; are &
under ! ol oy Ty nidima Vo poipreags
1 Age — 2Blyearsv ' <Jd v 1 o donwg ol mid ol Hucitib vy
2 Educational quahficatibns! ¢ 17397 vin I bus 2aslo v as tnsouk
(1) Higher Secondary in Ist Dwvision from ' Ramjas’-Higher' Seconday
School, Pap'a,gan, NeW Delhl;’ o1 l(l‘()' v cldrrg of b‘ Wi
(n) Secured 1St Diision’ i’ Diblonfs Ekamy!'fiom! Déthj! polytechne
Institite Kashmin Gate, Delln woy prt Y AT
3 Previous Experience
1 have worked 1n many private firms for about 5 years as Apprentice Jun®f
draftsman and designer
The main aim to work in yourfactory is to acquire more practical expenenc®
I enclose here my character certificate and other testimonials for your ki
petusal so that my application may recewe dus and favourableconsideration
Thanking you in anticipation or
Yo Ty 4 » Yours faithfullf
brl{meviy 4 Wi ',C»?nngl‘w§SU§H'L KUMAR

Fo-it g

tryat z

An spplication 1o the Princip from
& g:mepspdua to protracted diness
botoh bl Y0 23miT 26 M 30 m)>o4 5. WOy of e2n0q” 1

o i 2 1 anedoam oosun e oy b
"’?{é"}’yfr’w&paf SHABCTA 05 10 3 0g a1 101 \iqas 91 ped |

1sn3d me g IcallimbusSchodliivy rovsaum 23 toodu2 gt adt poe=i4 |
2oy Shorgew Oath A0 syt i alnd  oyroubd visk o0e2 o bisoB
aunrtat yin dio@ ol 2unerda votoM agcradit 33 6 W03 ga ol

14
18 11,0

i
baot v 1Re‘spe'ctf{lI’l{z’("l beg ':tr'f s’ubmnt"rth'atil “attendéd the school'today ﬂf‘“’ea
protracted ilnesé of four months and as a restlt'of whith'l have bécome exirem
ob Hsnwehk “The doGtor Has advisédime to avord exertion as;far as possible :
tn view of this, 1 therefore request yoli'to exempt medrom compulso

games at least for a peniod of 2 months for the recovery of my health
Vluldiet Z'fgélnkmg you !
TAMUA IAA Yours fashfully j

SURESH KUMAP
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= An application for the pet of & Brivate Seoratary of & Paisnul kavietan

"Messrs Khanna Jewaltais
Ajmal Khan Road
Karol Bagh Now Deltes &
Oear Sirs R B N o
\ N 1 RO ETRANINLL

have come to hnow fiont my fend Mis Ronwdiady Bimind” " uin A iy
¥l be Teaving your employment atter 2 montha when sho gels famell it
Since she had boon vory hapy with her assignmantt undar yaur fid Comtid

e you will consindor o i an applicant for tho samé patt, ", ™,

My educational Bio data 1 a6 utidor § IR

1 1 am 26 years of age (unmarrod},
{nilvi \ )
st .2 | pasgod '"Y l'! /\.Ipfln‘nln‘mmn from uolnlx il ::”a'uy !c ,','" Mvinton

" ‘TmJ in 1078 ' ! | 15, sppeinlly 1 fdmingay
i e]m ‘3 ' uded 1o (ake nillve partin sports, specially i iamingon

1l "
"4 1'war, o mon

oot o) bl gy o etk i
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fiand,
o 5 1 ynow typing and shor .
«nv?,djl,fr( am’ giyon atl GppONNity. 19 carve you Lvitl b s ingtjngg o yooe
entire 'satisfaction Lo e ’ it
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Ly anving you. 1y ‘/MM'.I M"’:'.
AL -
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40 An Application to the Principal suggesting ways and means fo
of sport facilities in the school * for Improvamest

To
The Prncpal,
St Francis School,
Delhs

S

We the following students kindly draw your attention towards the Jack
of adequate sport faciities in our schoo!  Only a few students can take part #0
the game while others do not get opportumity for the development of physique
and mental faciities
Since the games are also 8 part and parcel of education and strengthen the
e ——uallties of team spint leadership, confidence among all the students so the
faciities for partcipation i the games should be provided to everyone
Needless to say that it will help to a great extent for improvement of diciphne
among the students and the school will also eern a fair name We hope that ouf
suggestion will receive a favourable and sympathetic consideration

Thanking you
Yours obedently,

RAM LAL
Li ite an spplication to the Pr { of your school for
zz;rtnapﬁ:n from participation compulsory in games

To

The Prncipa!

Govt Highet Secondary School,

Narela, Delhs ‘
S,

Respectfully, | beg to submt that I attended the school today after a fonf
time of about two months | had a senious attack of Typhawd This made mé
extremely weak My doctor has advised me to take camplete rest and also 10
avoid exertion as far as possible

|, therefore approach you with the Tequest to exempt me from compufsory
participation i games for a period of about one month | will take part m the
school games as soon as | completely regain my health

Thanking you

Yours fasthfully,
ANIL KUMAR



Yooos ebooemy
Dzve |, SUNIL \UNAR
SkRawt LAt
NIShORE
f{a- Writs an applrcation to ths Prninarps! of your school for & testimomal
]
The Pancipal
Ramjas Higher Secondary School No 2
Anand Parbat, New De'ly

1 beg to state that { was a student of Xith class section 8 of your sclocl and
passed the Higher Secondan Exermunation of the Central Board of Secondary Ecuca-
Ug1 last year tn the first division with distinction in Msthematies and Chemustry

Mr RK. Shama M.A, BEd was my class-teacher and Mr Alalh was my

House Incharge
1 took a keen intetest in the co curmcular actmties of the school and won

Pnizes in Enghsh elocution competiion and one mile race in Basant Tournaments

of Ramjas Institutions.
The teachers concerned will testify to my good moral character and good

Conduct duning my stay at schoa!
1 request you kindly to 1ssue me a testmomal at your earhest.

Thanking you.
Y Yours fathfully
RANESH AUM

Sir

Date
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43  An application to the Principal of your school supgesting woys ¢ s

T and means of improvinD sports faciities In your school o

[*] ol
The Pnncipal o1y
Govt Higher Secondary School, AR S I T B
Roop Nagar, New Delhy W ,

Sir 12

| beg to state that there is lack of proper facilsties far sports and games »
aur school  Only a handful of boys take part 1 them, while majonty of themge!
1o opportunity to develop their physique and acquite the guahties of s team pat
leadership confidence and mtiative e b

| therefore suggest that games and sports should be considered an mpor
tant part of education it wilf also go a long way i improving the disoiphre of
the school Games should be well-organised and made compulsory 10 of
schou! Games for all, and not for a selected few 1s the first requirement of 2
good school  Athletic events should be made mare popular so that all (may b
able to take part in them o ! 1

All the students shauld be divided mto four Houses There should be mier
house matches once in a month  Annual Sparts-Day should be celebrated evey
year and house wise compettions shouid take place In this way,our-school wil
be able 10 score very lugh position in the zonal tournaments 1 of

| hope that my thoughts and suggestions will receive a favaurable

consideration  Thanking you i anticipation o5
¢ Yours fahfully
Date SOHAN LA
it Joutas v Fo L oy f cntve B
450 Apphcano:\ ot the past of & Nurse ! S o';
The Medical Officer, ' e nd Vifg
All india Institute of Medical Seiences, - I - u
New Delht 37 vz

?v'acanc;es of
,vacar!

1 offer ‘miyseifies 2
R i ot

3

+ [ {

v S.“ Hanls come £o know from Sofie fefiable sources thaf sontb
¢ *'Niirses have fallen vacant'under your kind ‘controt for which'
1+t candidate for,ane of them - R

Vit v My ‘qualifications are as under ' ! R -
el 1)) 1 passed B Sc Exammahon(from Delly Upiversity in ‘197? tHind wi

By G T~ Placedyn ist Division ' ! A i

<3070 1 T am a' Registérelt Member of TramedNdrses Assotiation of 184
(i) | also hald a certidicate of Proficiency 1ssued_by St John.! 'Ambutanct
* Medscal Association’ v v T .
(v}, | have three years experience at my credit for sérinhg'tn 2 t}’;aspﬁals ad

¥

poog bee

*1'Possess’ nlirdiag bertificatednd ' also expert miMLed‘iéél 2ahd Surgct
1, g b o«

cases n
\lotdhied jaun g otm
RANL éiipJ ), case | am gwen an opportunity | will serve tothe entire satxsfacet]l?&

{ors" "Thanking you

Yours fathfull
Date " ASHA
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11'0Q¢ o1 gicsppllentioh~toTtha Principal of your schoolito theckrout;; nr <

qrowing 1adisciphne T
To [ STT N
The Principal, WO i 0 e o Ay
Govt Higher Secondary School, wihg)
Nehru Ganj Delhi 3

23S vllst dadv s 2 svind vot eotitnoe 7 wne A TR |
1 begto bring.to your kind notice that dunng the fast few,cfaYJS, there have
been some cases of indisciphine in our schpol They are losing all respect for the
teachers Some of them behave in very imresponsthle wWay . .4
pminrsdo VThe greatest cause of indiscipling lies in our, defective, educational system

No attention Is given to the formaton of character in our'schodlé Students
should be made to follow the rule of conduct themselves The n mber of
students{m_(\e,ve Flass(should nogbe,large pecause it décr'ea‘s%sithe personal
lnabB?,“,'a,.Ct,S,lLH:bé‘ ,Q%H;t?za’(g:ﬁeﬁl‘lﬁr ’t)a‘&‘"g‘t"?h’q’ggbourag‘e“s"mdls’clepne]
ananiey of &l, fuither, submi that n.a dg’mbd ey, studehts jSh* o' ekpess ' themselves
Therefore 1 suggesz’ That' thére’ should ‘b‘cle’ 2 Goliicil oférstudenlts It should
slgmfecommend, measures to bring about an (deal discipling 1n thé"schoo!
¢ nr;“ the ‘féa’éﬁ‘ér‘s“%hgﬁ'lﬂ’bé asked 16 maKe \fﬁéfnjflezsso’ns' more inferesting and
lin  bnformatve Gamesiand sparts;for,all the sul.l‘deq}ts“shjogld also b’elaﬂqued Extra-
curncular actities, |like /debates matchgsugorlcjjmgsxuc, compéhgns f?hox‘;"d be
yiutintroduced ' - T

AALWU.: %Mh6pe your honour would give a thoughtful and favourable consideration
to my suggestions 200D o 10 feon 3df G aod Mlges nA R
Thanking you A1
oy Jpat 1 Yours fasthfully
Date Is oM 10y MOHAN LAL
uwlt2G oy ol
47 An application to the Principal to condone his short attendance  ”
w0 due to illness P0- At wo oy o« nled ey e |
lo 1’-olmnw D boagoy i 1 e nulliro e b e o GO0 wnud
The Principal 10 140 0n0 10t stshinnd o dovr
wolsd no #iGovt: Higher SecondarylSehools 1 ~veClo e vy 500
sver rg vii.Kamla NagarsDelht | 511, sy toordo2 st ¢ 7 (g
Ir

rot QG hall m P aaclg sy on d f

Biuoled nRespectfully,-libeg to state that my,son named . 1s,a student o
asoy Xth gl?ss%f\ygilrys’%r[]%o?) ;}‘Fema‘me“d absent from the school dug,to his dliness
His attendance, have, fallen,short by 30:daVS 1115+, ~ o9 [— h

The boy 1s/nteliigentiand hardsworking. | am sure that he w lt ma fhlyt)tl::

not> deficiency’s and 1 get through the;Examipation, (intherefore, rlequgs O o vear

* 17 nshortage of his attendance,may kindly be condoned  This will;save,njs ong, v
o bizno + Goal

iRIn Y o Igenkmg you oy parasAT 04019012003 ot srtegrive Ybonurrs fa({trhfully,

Lt\fbbiém MAQA}Y‘!‘ LAL
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48 An apphcat:on for he
To

Post of 2 Dryyg, n Doy, Transport Corporano D
The Chamnan,
Delp, Transport Corporat:on
Delp,
Sir
! be O State here 4, Some ancigg
g unde, Yoy king tro] Offer Myself
My qQualificy, unde
thn

Yours Tarthuply 4
ASHOK KUppan "
Post of a Cook ,
The Manager,
Obero; Hotey
N
oW from Some reliapyg Sourceg that thipe are some
" orave fallgr, Vacant Under o, kind " contres I offer
date for One of them

My B, data g iven below
rom Punj b

nlversny n 1972
0m the Coljege of Catering Calcutta
n Ran/:t Singh Hote
a cemflcate fro t
Xpert 1, the
N case 1

W Depy, for 4 years
Hotey

tan dishes
fo Seryg

OU [ wyyy leave no Stone i
my fequegs Will tecerye a favour
king You

fVu}
Yo faithfully by
éﬁJ RAJ 2

]
b,



237

5 An application for the post of an Air Hostess

To
The Chairman,
Indian Arr Lines,
New Delh:
Srr
In response to your advertisement m the Hindustan Times dated for

the post of an Air Hostess, | offer myself as a candidate for the same

My qualifications are as under
(1) I passed B Sc Examination from Delh; University in 1978 in Ist Diviston

and possess sound basic general knowledge

(if) I can speak English Hindr and Southern lanquade very fluently

(lr) | possess a charming personality with good manners

(v) Tama young gitl of 24 with good physique

(v) ! am still unmarmed and can undsr go any vocational training and
physical tests to prove my suitability for the post of an Ajr Hostess

In case [ am given an opportunity, | will serve you honestly dilligently and

satisfactonly

Thanking you
gy Yours faithfully,
Date INDU BALA

51 An application for the post of a Travelling Agent/Sales Man
To

The Manager,

Poddar Paryogshala

Azad Market, Dell

In response to your advertissment in the ‘Navbharat Times dated for
he post of Travelling Agent[Sales Man | beg to offer myself as a candidate for
he same  Ag regards my qualifications the sama are as under
(1) 1 am a graduate from Bombay University .
(1} 1'am young man of 30 years with a sound physique
(m) 1 have 8 years experience of sales from door to door of vanous
consumer products
(v) | am habituated to undertake long journeys all over the country
(V) | have all the requiste qualities of sales manftravelling agentie,
pleasing manners and courteous behaviour and quality of adeptabinty
) | have a polished and persuasive manner of speach mpressive
personality and convincing and argumentative power of speach
(v} | am sure and confident that | can fetch a business for you in lacs
?ﬁpmg to be forwarded with a favourable reply
anking you Yours farthfully,
ate VIJA! CHAND

i,
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t § v

Specimen  (Indirect refu'sal) Reply for the post of a Salesman

Date

To !
Shn/Shnmati/Km/Miss
Mulitary Road, .
Ambala Cantt ‘ !
Dear Sir ! i
| With reference to your application dated we would like to know
whether you have any expenience of outdoor Salesmanship
In fact we are looking for person who possesses ability and capacity to
canvass well and promote our business Write soon so that we may consider
our application in the light of that information s
t
Thanks . R
Yours faithfully b
be ' RAJESH -
3 i
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SECTION 6

OFFICIAL LETTERS

Letter & Applications to Government Official &
Other Authorities {71 letters)
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LETTERS AND APPLICATIONS TO

GOVERNMENT OFFICIALS AND

OTHER AUTHORITIES

Letters to Government officers and other authorities are
most formal of all types of letters The proper form of
address and close of these letters must be strictly attended
to, while writing such letters the following rules must be

followed

1

2

The language of such lettors should be courteous and
impersonal

They should not be written in an offensive manner or
a tone of anger

They should be bref and to the point but it should
always be remembered that brevity should not be
obtained at the cost of completeness A brief and self-
contained letter attracts the ofticers’ attiention
promptly

Whatever s required from officers or the authority
should be mentioned clearly in lucid language

All documents certificates and relevant papers in
support of the claim should be attached and
mentioned clearly

The writer should bear in mund that all official letters
should conform the rules mentioned above to make the
letters impressive and forceful
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F4PFY NEWS TO ALL BUILDERS 22
101 DESIGNS OF MODERN BUILDING @!

By 8P SINGH Deslgner
This book b v:a vaeful for Boddding Construction Archntects, Dengnert Towa Plansers aod for 21 those
wha intend to consteuct their own buildiog on the fstest modem designs

Housiog I8 ote of the prmary necesstties of e Eveey one bat hus personal deay abouta house wbich is
bascd on the past traditionat style of liviog  Our w3y of kving bas changed 1o thus “Jet and Space 1ge  The modes
bomse mast be desigeed to suit the pe-sonal e and habuts of & modern Family

‘The average person 1 accustamed to many new forms.
The (reedom of mod>ra plaoming slfows ra unlimited use of windows doors end roofs which must &
acconding to our medera views with complete symmesry of design,

Never before 1 the histary of this country the book *207 Designs of Moders Bulldings was publisbed ol
book will solve the lapout problems fike the best Guide

Tho ahape of a plan may be changed according to the climatic condhions of the place

Any oot who works at & job sbould bave pside fn what be doey snd the way be does I Hener out
patieras would sppresiste your own v}:m vpos the emzx edition perfect willingly  Price 7000 Pastage ©

Wnh alf good wishes to the buiiders, plasners and srehitects

Plesss Cut ooy this Jlae - v e am = o Plese Cat alowg this e
To " e CONCESSIONAL COUPON Hs. 2200

o Btae et (Portagh) e
Pleass send one book 101 DESIGNS OF MODERN BUILDINGS Rs. 724 1082 22w60] by V.EP &

Bender 2 Name “ M e e e e q
Fall Address . - o b e

- o T

WANTED AUTHORS ENGINEERS & COSULTANTS s
{a vase you possess capacity and abihity fo wnite Books 0 Techokes! $adustrig) Chemical lmrgun’.‘ e
weits t0 us or contactin person with ful an to Shss R P Guopta
teadiog and prozoment concern in the spbere of publications in Yadia and 2broad
CONSULTANTS CORPORATION OF INDUSTRIES phone: 26109
ENSIOE MUKAY NAJ NIWAS 313 B CHOWK BASHAHBULLA CHAWRI BAZAR. DELHI 110 008

T reeT
FREE ATTENTION ! Manufacturers and Dealers FREE
re you Manufacturing eny itam 2
c%Fs'r ﬁrs ‘\’(ou desler of agy project ?} Then c0st
Yasest your Name & Address with yoor activlifes la Oae fourtheomiog CCY DIRECTORY OF lNDUS'lmEs
FREE OF COSTS
791 followiry nformation may kiadly be sent withawt deloy —~
{  Name & Address of the Company » o “
2 Telephone No Office Residence . - e
3 ltemsof Manufsctunng
4 Dateof lncorporation of the Compeny - -
$  lontalied capanuty of your products v " -
¢ Production capacity of your productte. - « -
7 Nawe of the ProprictorManozag Director/Charman » -

@ Signature & Seot of the FIR

Consultants Corporation of Industries 551030
113-8 { Ioside Mukut Ral Niwss) Chawrl Bazur, Delht-510 006
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LETTERS AND APPLICATIONS TO
GOVERNMENT OFFICIALS AND
OTHER AUTHORITIES

Letters to Government officers and other authorities are
most formal of all types of letters The proper form of
address and close of these letters must be strictly attended
to, while writing such letters the following rules must be
followed

1 The language of such letters should be courteous and

impersonal
2 They should not be written in an offensive manner or
a tone of anger

3 They should be brief and to the point, but it should
always be remembered that brevity should not be
chtained at the cost of completeness A brief and self-
contained letter attracts the officers attention
promptly

4 Whatever 1s required from officers or the authornity

should be mentioned clearly in fucid language

5 All documents, certificates and relevant papers n

support of the claim should be attached and
mentioned clearly

The writer should bear in mind that all official fet ters
should conform the rules mentioned above to make the
letters impressive and forceful
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1 Aletter regarding a complaint to the Health Officer
about insanitary conditions of the area
25-Mandir Marg
(Near Brrla Temple),
New Delhi
To Date

The Health Officer

New Deltn Municipal Committee

New Delh:i
Dear Sir,

I am to bring the foWowing facts for your sympathetic consideration and
prompt action in the matter and in the interest of the inhabrtants of our locahty
The drainage system of our locality Is not at all satisfactory  The drains are not
regularly cleaned and have become a breeding place of the mosquitoes The
poor people have no sanitary conveniences and factlities and as such they throw
their rubbish and dirt on the road or in the street  The streets have become a
breeding place of flies and germs The ND M C has not supplied dust-bins n
the street and as a result of this, the neighbouring houses dump their refuse and
rubbish on the roadside It 1s feared that if such a state of affairs continues
there 1s every possibility that any epidemic may break out |, therefore, request
You to inspect the place In person and issue necessary Instructions for taking
immediate remedial and preventive measures

Thanking you Yours faithfully,
KAMAL

2. A letter of laint to the Ci of Munic: r. Corporation
T of Dethi regarding mis t of tho p Y
)
The Municipal Commussioner, Date

Town Hall, Delhn
Subject —Regarding mis management of the Dispensary in our ward

Dear Sir,
| am to bnng to your kind notice that the Municipal Dispensary in out
ward is not properlygmanaged by the authonities for the last few monthsd The
other day | saw that a senous case of accident was treated 1n a very ordinary
Wway The victim was seniously wounded but he was not attended properl]y The

The patient was crying with pain as the blood was flowing prof;se \é he
doctors attended him only when the medical officer was approached and ma

aware of the senousness of the case
I therefore request you to nstruct the staff running the dispensary to

attend the cases of emergency with immediate care and attention
Thanking you Yours faithfully,
KIRAN
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Cttor ¢, the Chajy, an of the Munlclpa
or :mrned:are fepayrg of bag Condye,
To

! Comm:ttao Kunpur
on of the foay
Date
e Cha:rman
Unicipg, Comm:tree
Kanpur (Up )

Deay Sir

! beg ¢, br/ng 10 y oy, kind Notice on behalf 0 S| S of my Colopy

the gnevances againg; the hornble condmon of the d that | ks the with
the Main road
Nce the fainy Seasop h t Pasg, g through s becop,
:mposs:ble and the resldents are pyg O greg: mconveme e are pits here
and there and 4 ;o Very dangerous for Motorg and Carnage 10 pag,

ESides ¢, there 4, heapg Metal on bo] Ides © road gng

3 regypy of hich 1t dlfflcult f Pede, train 0 walk on foor on the
pavements
The residen, Of the colony are pys to 5 Great
for,g due ¢ the condmon of the road S
roag May Pleasg be got Tepairgq With

Thankmg yoy

/nconvemence and discom.
t therefore equestey that the
out furthe, delay

Yours faithfyyy,
KANWAL
Of yoyr Zong
E-395 thwal Nagar
Ney, Dejp,
To Date
The Postmaster
General Post Office
New Deipy
Sir
Dearl May dray, Your fpy altenty,, Towargg the p 9hgence of duty of Shry
N Lal the ost, of Ur z0ne
Mioha €15 mogt Careless pe 50n 8 d 0t pe his utre, Propery, He
alwa Comes [aq and doeg no deliyg, e lotterg Proper;, He “doeg not
distribyt, éven the Portang 20d Urgeny lette by thray, M in the Verandapg
or hand-cverr em to Some o4 er p, SOns in th, Neigh h this many
etters are blowp, away and Jogf fo er
have aussted hm o timeg 1, be regysy, mthe ischarge of s dyty
but he turpng €af egr to m tvice
therefo,e Uesteq 4 he May b Given 4 Stricy Warning o Some
Seher discipyy, o Ction Y be takep, 9amnst pyp SO that "p, his
uties erly ang smcerely ' fupypy
Th, kung You
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5 A lottor to tho SH O of the Police raporting for the theft of a bicycle

345-Kucha Rehman,
Chandm Chowk
Delhi
To Date
TheStation House Officer
Kotwali Police Station
Delhs
Dear Sir
I have to lodge a report for the of my bicycle No B-007643 from the main
bazar of Chandmi Chowk | went to the bazar to make some purchases at about
1030 AM | locked my cycle outside the Deths Cloth House and went in to buy
a mece of cloth for suiting There was a great rush at the shop and 1t took me
more than half an hour to make the purchases
When | came out | found my cycle nussing | made many enquines from
some vendors sitting on the footpath of the road but farled to get any clue from
them and it 1s untraceable so far The make of my cycle 1s Robin Hood bearing
No B-007643 My name s engraved onits handle It 1s dark green in colour
| therefore request you to trace the cycle and restore it to me as early as
pessible  Thanks
Yours faithfully
KANCHAN

6 A letter to the Sanitary Inspector of your area complaining
against the sweeper of your street
E A 180, Ranjit Nagar,

New Delhi
To Date ..

The Sanitary Inspector

South Patel Nagar,

New Delhi-8
Dear Sy,

1 have to lodge a complaint against the sweeper of our street named Shn
Dhanna He does not sweep the street for many days The heaps of dirt are lying
atevery step The flies are buzzing and the mosquitoes are breeding on them There
15 evory likelthood of some epidemic breaking out in this street  The drains gwe
out a foul smell Life has become a hell for the residents of this street We have
warned him many times but he seems a man of his own will He does not care
for other difficulties

It 1s, requested that you may kindly pay a visit once before taking any
Suitable action against im He may be warned to work regularly in future
Thanking you Yours fatthiuily,

GURNAM



1 expecy

S dong ,, 3 Wweek 4 Wil ges it dor-
amoy fiom the fent gye to yo
arly altention

Yours Tarthtyqy
LAKHAN LaL
A letyq, 1o the Dirgcto, of Educati,,, requesting him res:d,
Over 5 Cultyryy function in the &chooy
Modeyy, Higher Secondar Schoot
New Dep,
To Date
The Direceor of Educar:on,
Delp; Admlmsrrauon

Delp,
Sir

As g secretary Of the Sociay and Cyp,

10 Spare Some timg 10 pregide Over o of Th unction
Will be peg on The Programme inchiges MUmber o Sultural stoms
and a shop, play Will not last More thap one hoy and 5 half

Educanon Ministe, has 4 agreed ¢, maugurate the fype n

ope yo,, Woujd g, Y grace the o as, Y preg, over the function |

Kindly Nlmate our declsmn by, to eNable s to our MVitation 1o
Some guests an, CMbers of the Parents-Teachers SOCiation Wellin time

Obing 1t be favoured a favourable reply
Thanklng You i annctpatlon

Yours falthfully,

4 ol
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9 A letter to fho District Magstrate drawing his attention to the
disturbance caused by a loud speaker 1n your area
620-Roshanara Road

Subzi Mandi
Delht
To Date
The District Magustrate,
Delht

Sir

I 'am to invite your attention to the nursance of loud-speakers in our locality
for your sympathetic constderation and necessary action These are the days of
elections and loud-speakers are used at high pitch Moareover reception of
marriage parties 1s a regular feature of the day in our locality because there are
many communtty halls They are making our lives miserable It 1s very difficuilt
for the students to prepare for the examination which is quite near at hand

I hope you will consider the matter and take proper action to provide us
telief from this nuisance

Thanking you in anticipation Yours faithiully,

RAKESH

10 A latter to the Editor of a Newspap p 8
the high prices of the necesities, of hfe
+

F-10/17, Model Town

Delthi
To Date
The Editor,
The Hindustan Times,
New Delt

o h thont oncerned to check the
| want to draw the attention of the authonties c

nsing prices through your esteemed newspaper The population of ourx; Iotcas'::walrs

mMofe than 50 000, but there are only five fair-price shops ta supply whea ot g "

fice etc at controlled price Naturally and usuvally the goods are not ?\Ga;e ble an

these shops and the people have to purchase the bare ngcess“:ietsﬂocklkerosene

Market at a very ugh prices  Coal Foodgrains vegetables, ghee an wa k kerosone

oil are not atall available The middleclass people and the poor are v éo 1 Siiferers

i“ leading a very miserable hife It 1s a pity that the basic necessities

ot available eve

i therefo‘:enrequest you to impress upon the Government‘ :o open more farr

Price shops to meet the requirements of the people of our locality

Thanks Yours faithfully
RAM PARKASH
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A lottoy 1o the Edito, to p Pubjgp fow W Iin the, paper ~
complammu Agaynsy the ¢ Suffg,, mgs of he people d to
shortage of fooq Stuffg Othe, Odiblay and p, igh p
Kamig Nagar,
De/hl
To Date
e Edlror
Ti Hin Ustan Times,
ew Delh
Dear Sir
Quest th Ntion o e Ough yoy,
steg, ed p, Ndustan Time, S Yoy k Prices of ¢ dgralns and
ther €Ssitigg of fif, ave en pg, 9 rapg, he I3 It has
add, d t the g erings of e Mmon Peoplg to agreatexrent Not o nlythethOf
d

0
but the Midd)e clagg hag also been hit 1o the Worst Edible o!ls apg breags s have
dlsappeared from the Open Markap They are being Sold at 5 very high Prce i
blacy Markgt The long Queos of Persong at fay, Price shops ¢ Super " bazars ang
co-operat:ve Storeg Presen; a hornble SCene of scarc:ty The bla ck m, Market 15 1n
fuly Swin, Tl Oarderg and Stockysts dictate termg and the Poor cyygy omers

t

OPe yo,, y S|
esteemed neWspaper at yoyr €arliest co

i
Yours Taithfylyy [
AJESH

12 A lotte, of complamt to the Comrmss:oner Of the Mumc:p t Corporatlan
of Dojp, for Inadequate Water Suppp, 0 the areg
7 Pahay, Dhiry M
Delh Yoy
To Date S,

I am ¢ draw Your kyny attentyo,, 10 the fact that the e Water " SUPply 1n our
locaity ¢ very Inadeqyaye and the Quality of the Water ;s also pg, 0t Worth drinking
wat,

e Supply of e 1n the 1ap 15 g4 SCarce tha; ach fap, Mily gets S hardyy, Sufficient Jon
Juantity of even fo, rinkyng PUIboses g fot thls they haye g wait for g Nl
ong time The Milies fy,n °n Ist floor have ¢, € Much pay, "dship The ey do ) I’ﬁlP
ot get eve, ths Quanyy,, f wate, ”“éd;

Ssides py, o t ahty Of the Watep ;o also Very pag So OMetimes ll’glV'-’S oy
fouy Smell Tha chlorlnanon of the Water IS npg systernatrcally altendeq 4, ! f’" !
:herefore fequegy You ¢q take :mmedlate Steps for Proy, dmg SuUffie, Crent Watef fo &g
the 1nhabeqpo of the locayy, Itis the,y Mayn Probjep, 1 Muyst pg o altendeq too “"’sm,e
With quycg attenton Thankmg you Bt

Yours faithfuly er
RAJ yip s
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13 A letter to the Manager DESU Chandmi Chowk Delhi
for a separate meter of elactricity
3980 Nai Sarak
Delht
lo Date
The Manager,
DESU Chandm Chowk,
Deths
dear Swrs
| am to state thatl am a resident of House No 3980 Nar Sarak, Deih
want to have a separate meter for domestic ight for the use of electricity for my
1ousehold consumption  The forms duly filled 1n are sent herewith for necessary
iction at your end
It would be much appreciated if an early action In the matter is taken at
‘our earliest convenience

Thank
anking you Yours farthfully,

RAMESH

4 A letter of complamnt to the Post Master of Kashmiri Gate Dol
regarding wrregular deliveries of Industrial newspaper

leference No Date

‘rom
Messrs Mohan Lal & Sons,
Manufacturers of Chemicals,
Subzi Mands, Delh

The Post Master

Kashmin Gate,
. Dely
itr

1 am o bring to your kind notice that | am a regular SUbscj'b” ‘I’;S'J‘:‘éfg:’;
“roblems  1ssued by CC! Delli butl have not received the utnha( e Samo
ndustrial Problems 1 have made enquines from that offt*ge m’a oot ] oot
¥as already despathed to us a week ago Under Postal Certificat® , Bt ' BT °
1loss to understand why the same has not Teached me it apt% A the
YoStman has nusdelivered 1t to_someone else | request yau per to some
Tatter and instruct the postman of our area to deliver the n:w.:.{r:‘apomm oo
‘®sponsible person of our firm as the paper in question is v Y
s loss causes s a deprivation of important Industnial news

Thanks Yours faithfully
For Messets Mohan Lal & Sons
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16 A lottor of complaint ¢o the Managor of DES (4 Kamia Nagap Branch
Dolhi about tho otcaglonaf broak down of thy olucrrlclty

97-D, Kamia Nagar,
Delh
To Date
The Man ger,
DESUy, Kamla Nagar, Branch
Delhy
Dear &y,

Fam to bring to your kind notico that the electcity bregk down i this
area are too often ! shalf bp arateful f yoy ploase depute S0me senior officer to
find out the ¢ause of repeated breakdowng The residents of this locality have 10
face great difficulties ang 819 put 10 3 greay incanvenienco

It 15 alse blought 1o Your kind natice that the residents have made many
telephonic and wntten complaints byt nothing has so far been dong  As a result
of these breakdowns the norma) actvity and business 1s disturbed ang hampered
considerably

1 shall feg} hughly obliged if yoy please laok nto the matter bersonally and
da the needfy;

Thanking you

Yours taithfully
NISHA

18 A fotter to the Deputy Commlulonor. Jullundye for a passport

325-Jam Colony,
Jullundur

To Date
The Deputy Comm:ssioner,

Jullundur (Punyab)

| am to subnut that § haye been selecteq g5 8 Techmcal Engineer for tugher
sfudies and have also been offered 5 scholarstup fop this purpose | want to
proceed to West Germany 1o study 10 Berlin Unversity for tWo years

The forms duly filled in, and attesteq alongwth Passport s;ze photographs 1
duplicate are sent herew;th for necessary action at Your end

itis thersfore requested thay necessary Passport may pleass be jssued m
my name as early ag possible

Thanking yoy

Yours faithfully,
MOHAN LAL
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17 A letter of complaint to the Post Master regarding
enquiry of a lost magazine
566-Kaban Bazar,
Ambala Cantt
To Date . .
The Post Master,
Sadar Bazar Post Office,
Ambala Cantt

Dear Sir,
I am to bring to vour kind notice that | have not received the manthly 1ssue
for the month of of the Reader’s Digest |l have made enquines from the

office concerned that the same was despatched a fortnight ago duly stamped at
the above address | am fail to understand why the same has not been delivered
tome Previously, | had a similar experience on one or two occasions but did
natpursue the matter  But this time | apprehend a negligence on the part of the
postman of our locality
It is requested that necessary enquines may please be made in the matter
and the defaulter should be severely dealt with to avoid such incidents in future
Thanking you Yours fatthfully
UGGAR SAIN

18 A letter to the Post Master regarding Non receipt of a parce! of books
1065, Rang Mahal,
Naya Bazar, Delhi
To Date

The Post Master,
Jama Masjid,
Delhi
Dear yr, [ ed a letter
I'am ta bring to your kind notice that about a week ago | recerv
from the Messrsg De}Zan Pustak Bhandar, Chawn Bazar Delh'h \alhlet';el:aem;\y/'
tntormed me that a parcel of books has already been deSP‘;ﬂC ia, { shall be
egistered Post on . but | have not received the parcel s0 {so written to
Gratefu] to you if you kindly make enquines 1n the matter 1 have g o
e fim and asked them the Number and Date of the Registration s to have the
book: My examinations are near at hand and | am very much anxiou
OKs as early as possible orm me
I hope you will look into the matter personally and promptly and o
85 5000 as the same 1s traced
Thanking you in anticipation Yours faithfully,
AVINASH



Went 1o get my, Scooter fr0m |
terfoy of the ticket ISsued to /
C as rnlssmg from my Pockes ! weny fo
ote, wasatlhepl € Where 4

You to o 1
d take necessary Steps 4, flndmg out the Same
o s 1958 Modey Itis g new scooer
and hag ru, aboyy 500 Mileg only The licence No g DLo 1405
[*] est 1o trace ¢ aMe ang let me Mow ¢ $00n as yoy N
haye anythmg to report Thanklng yoy
Yours Taithfupy
DINESy 2,
Worke, h
123.p Kamjy Nagar
To Delhr-?

The Gen, ral Datg
Delp, Telephones
h

! the Oneq fequesy that May pe Sranteq telephoneg Connection
As | am a0 actyyq Socaf and Politicq, Worke, of the Iocalny 1 haye begp taking
4 9 Pohtigys Iotvities o the arg, ! have been the
Secretay of YoL'l'ng Atheletlc Clup ¥, last ree
and hg

asso,

e ve OMmytteq of the Karo; B39h branch [
lam Gteary, hand:ca ed OIng the Service ¢ the commumty Without 4 Gy
telephone " ;; kIS requesfed that May pg Given 4 telephone C0nnection at the N
ng you

Yours Taithfutly ty L
MUKesy J



22 A jetter sbout theft to the.Superintendent of Rulway occurted inthe tra
Date
To

The Supenntendent,
Raitway Police
Agra
> h f my box contaiing ¢ Wy
I am to repo e loss of my box s 5 AR
\orth Rs ‘20088 l;atntd some costly Sarces of my \\nlo‘\;‘(‘\ h'n\: :‘\b\‘\."\‘n';‘\wm N
vhile 1 was travelling 1n Bombay Express from hota to ka T
berthin Ist Class compartment 3nd got into the train At ho e 1 1ot i
my box under my seat and want to sleep Eorly in the nlxlnm e ! W
at Mathura station 1 found my box missing | made cn(\]\l',htl"l Jom oot O e
passengers but could not get any clue about 1t e o 11
passenger informed me that he sww o pascenger W 1‘"‘?’ ey e toas
compartment with a box  He also told me about the "T{I?N‘ o L o
© person was tall statured follow and was werng W D o sqain oy
I hope you will kindly trace the man and take neces
and help mo trace my box Thanking you Yg‘m‘" ,

ash of Bs SO0 lowe oy



256

23 A latter of pl to the | Tox Authorities
regarding excessive assessmont of Woalth Tex
B-10/375,
To Mot Nagar, New Delty
The Assistant Commusstoner of Income Tax, Date . . '

CBR Building | P Estates
New Delhi-110 002

Dear Sir,

t beg 10 bring 10 your kind notice the injustice done to me regarding evaly
tion of our property at Mot Nagar for the purpose of assessment of Wealth Tax

While assessing the value of our property the basic pnnciple of evaluation
of the urban property has been ignored and as a result of which the assessment:
has been worked out at double the prevailing market price

The value of the residential property is fow due to thae fact that this area s
industral and (s unsuitable for residential purposes  The factonies in this area 1s
a constant source of nuisance to the residents of this locality  Apart from it, the
wastés of the facto 1es have made the atmosphere unplessant  The continuous

steam smoke is tngurious to the health of the residents
Due 10 these factones the value of the residential property has constderably

falten in this area as compared to other similar property ﬂ" ather parts of the city
in view of the facts as stated above, 1t 1$ req the for the
purpose of wealth tax may be revised  Thanking you

Yours faithfully,
CHAND!
m iy Subzl Mandi, Dethi

g cler!

Krishi Bhawar,
New Delln
Date e

24 A letter of plaint to the Stauo
vegarding musk our of the

The Station Master

Subz Mandr Delht
Dear Str

Ibeg to bring to your kind notice the incident of misbehaviour of the
boaking clerk an duty on {

1 wanted to buy a ticket for Karnal bound train whose time was 8 AM
{ reached the booking window fifteen minutes earhier but to my surpnse the
booking clers was nat in his seat  As the time of arnval of train drew nearer the
rush began to increase The cletk concemed came only five mimutes earfier
Instead of being sorry he began to use abusive language to those who protested
against fus late coming He also msulted me and by passing ssued a ticket to 2
passenger wha was belundme  He turned adeaf ear to my requests and protests
I had to russ the tratn as he did not 15 sue the ticket to me i ume

| am a regular traveller by this train It s requested that the concerned
ofhiia) may be warned to behave properly and be sincere to his duties

Thanking you
Yours faithfully.
BRIJ RAJ
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25 A Letter to Raillway Authorities for Reservation of Railway
Compartment for Educational Tour
To Date

The District Suprintendent,

Northern Railway,

New Delht
Dear Srr,

I am to state that an educational tour of a Group of students of Birla Higher
Secondary School, Delhi has been arranged  The tour will start from Delhs and
will go to Agra The party consists of 50 students and two teachers we wish to
travel by ‘Taj Express by Ist Class | shall be thankful to you if you please
teserve 50 seats for (mention date) in a separate bogey for facilities and
conventence sake of the students

It 1s requested that the reply may be sent at an early date so that necessary
arrangements may be made accordingly

Th
anking you Yours faithfully

(Principal of the School)

26 A lotter to the Station Master for rofund of unusod Railway tickot
3310 Prem Napar
Delht
To Date
The Station Master,
Delht Main Railway Station
Dethi
Dear Sir
| am to state that a few days ago ! resreved a Ist Class scat from Dclh:’ xl;)
Amntsar by Bombay Express Owing to unavoidable c1rcumslan;cs I,Ind o
Postpone the journey | enclose herewith the ucket and request ”‘3‘: ~te ”"’c"v
fare according 10 tho rules and regulations of the Rath ay Authonties may £163
be made 10 mo at your earliest convemence
The inconvenience caused to you 1s regretied
Thanking you in anticipation Youts feFu s

o NAPESH Y UTAR

One (st Class ncket
No dated "
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27 A Letter to the Healh Officer Municipal Corporation Delh:
regarding ragisteration of birth day of a child and Issue a
date of birth certificate
20, Naiwalan,
Karol Bagh,

New Delh

To Date

The Health Officer

Municipal Corporation of Delhi

Dethi
Dear Sir

I am to inform you that by the grace of God we have been blessed with 2
male child on He was born in St Stephens Maternity Hospital,

Tis Hazan, Dethi | am a resident of 20-Narwalan, Karol Bagh New Delhi  itis
requested that his birth day may be registered and a date of birth certificate may
please be 1ssued to me for future reference and record
Thanking you in anticipation
Yours faithfully
GOBIND RAM

28 A letter to tha Health Officer Municipal Corporation of Delhi
for registration of Death and issue of Death Certificate
4 1028, Shora Koth,
Subzi Mandi
Delht
To Date
The Health Ofticer
Munictpal Corporatton of Deth; '
Delhu

Dear Sir
1 am to inform you that my father named Shn resident of

1028 Shora Kothi Punjabi Mohallah, Subzi Mandi Delh; breathed his last on
\n All India Institute of Medical Sciences, New Delhi Itis requested that the
death may please be recorded i your records and a certificate of death may be
1ssued to me for future reference and record
Thanking you In anticipation
Yours faithfully,
HAR! RAM

/".4
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29 A letter to Ministry of Work Housing & Supply
Government of India for loan to construct a house

To Date
The Secretary,
Ministry of Works Housing & Supply
New Deltn
Subject Loan for Construction of Building

Dear Sir

I am to state that | am a member of Jain Housing Co-operative Society
I have a plot of land measuring 240 sq yards in Kalkar 1 want to constnuct a
fesidential house on it and need a loan of Rs 30 000 for the purpose !am
working as a Section Officer tn Delht Admsnistration New Delhi 1 am drawing
a salary of Rs 850 PM The certificate of Income duly certified by the
Establishment section 1s sent herewith for necessary action at your end

The Building Plan of the house 1s also sent herewith for your perusal

It 1s requested that the loan applted for may please be sanctioced to me
All formalities for the grant of loan will be completed latter on

Th
anking you Yours faithfutly,

VINOD

30 A lotter to Exacutive Engineer Mumcipal Corporation of Dolhi for
sanction of the building plan for construction of a house
1165, Mukerp Nagar
Delh:

To Date

The Executive Engineer
(Building Deptt ),

Municipal Corporation of Dethr
Dethy

Dear sr, o
1am to submit a building plan of a Plot
f““w Delhr  The buwiding plan has 'been prepared b
M accordance with the Municipal Bye laws co br oqnen
e s that . pormsion o buld o b oy i L 12
35 early as possible so that the construction work of the bu
Menced before the rany season sots in
Thanking you tn anticipation Yours fathfum

NARAINDER XU'AR

€ 324 in Green Pary
e y a Regustered Architect
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31 Alotter to tha lncoms Tax Authorities for extension of
time for submission of Incomo Tax Return
93-U 8 Jawahar Nagar,
Delhi
To Date .
The Income Tax Officer
Salaries Circle
Mayur Bhawan
Now Delhi

Subject Regarding extension of timo for filing Income Tax Return
for the year 1980-81

Dear Si,

1 have been asted to submut my Income Tax Returns for the assessment
year 1980-81 by 30-9 1880 but due to certain unavordable reason, | couid not
file the income Tax Returns by that scheduled date My wife was admitted i
the hospital and 1 was the only male membor in the family to attend her dunng
her illness  Due to her iliness ¥ also ran short of money

Now ! request you to allow me to submit the same by the end of

Thanking you in advance
Yours faithfully,

SURINDER MOHAN

32 A lettor to the Postal Authoritles for making enquiries
rogarding saving cartificatos
134-D, Kamla Negar.

Delhi
To Date
The Post Master
Kamla Nagar
Deltu-110007

Subject Regarding Purchase of Saving Certificates

Dear Sir
| am to state that | want to invest the surplus amount n Post Office Savings

\cates/National Saving Certificates | have been told that these Certificates
fetch a good rate of mterest and a rebate is allowed for the purpose of Income
Tax | shall be grateful to you if you kindly intimate me the rate of interest and
the period of investment far such certificates

Please let me know also how the money can be realised back in case | wish
to withdraw my investment
i shall be much obliged to get an eatly reply
Thanking you in anticipation

Certsff

Yours faithfully,
PRABHU DAYAL
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33 A letter of complaint against the indifferent attitude
in case of murder

To Date

The Superintendent of Police,

Gurdaspur

{Punjab)

14

I bring to your kind notice certain facts relating to the recent case of
murder in village Sukala of tehsil Batala The S H O 1s not taking any interest in
this case and even after repeated requests from the residents of the village he has
not taken any vigorous step to trace out the culpnts

On the night of a person was murdered in the village Sukala
The matter was reported to police early next morning but no constable reached
the spot of murder til] evening The dead body lay there unattended for about
18 hours and after such a long penod 1t was sent for postmartem examination

The relatives of the deceased live in Snhargobindpur but they were informed
fiext day about the tragedy They named certain persons who were tmimucal to
the deceased and whom they doubted to be mvolved in the case  But so far no
actron has been taken against them None of them has been called to the police
Station and interrogated  On the other hand the relatives of the deceased aro
being constantlyharrassed by the police They are called to the police station and
are made to sit there*for long period  Embarrassing questions are put to them
I request you to take personal interest in this matter and help bringing the culpnits
to the book  Hope to have a favourable consideration
Thanking you Yours faithfully
KANWAL NAIN

3 f Roads
4 A lettor to Collector requesting him for repairs o Lol Bazar
To Meerut City
The District Collector, Date
s Meerut (U P)
ir
t  sulfer
That we the inhabitants of the town Chhaprauly, of your distnc
Considerable inconvenience because the roads leading to our tos n ga'\f/g rﬁost‘l));
fallen in, that in consequence We feel more and more every year the b iUl i‘wlr Y-mh
£arying on our trade and that from a nearby village kankers can be broug
the least difficulty and render useful in repainng the roads

In these circumstances we pray is that you will be P"";I“-‘d r‘° r:rdcr the
TePair of these roads and your petitioners as 1R duty beund vl ever pray

Thanking you Yours fai hﬁgly
PRI HATI
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35 A letter to the Deputy Commissioner complalming agamnst the
opeming of a new Cinema House in the locality !

49, Sadar Bazar
Ambala

fo Date
The Deputy Commissioner
Ambala

Sir,
We the residents of Jain Colony, strongly protest against the allotment ofa
site in the focality for opening a cinema house

We may remind you that when a temporary permission to open a temporary
cimema house n this locality was given the residents of this locality strongly
protested against that We expressed the apprehension that 1n opening of a cinema
house tn an area near so many educational institutions may prove harmful to the
students and other young men of the area and the atmosphere conducive to the
studtes may be spoiled

Our worst fears have proved true  Within the last six months since the
cinema house was opened there has been a slant increase of delinquent behaviour
many cases of which were so senous that they had to be reported to the police
The college and school students can often be found loitening outside the cinema
while normally they should be in their school or college  The young gitls are
generally teased by the uncivilised persons while they are going to the schools or
colleges for studies  There have also been one or two cases of stabbing also
These persons can be seen outside the cinema house nearly all the twenty four
hours singing indecent and tmmoral songs and use all the filthy language

We may remund you Sir that when the temporary permission to start the
cinema house in the locality was given we registered our strong protest but then
we were told that the permission was purely temporary and 1t would be finalised
after due consideration

It 1s requested that the permission to the opening of a permanent cinema
house may be cancelled and the licence contract for running the temporary
cinema may also not be renewed 1n the light of the above facts brought to your

notice 1
Thanking you
Yours faithfully

Sd/-

New Delht THE SUFFERERS
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36 A letter for regulation of traffic at a crossing

To Date
The Supernintendent Police (Traffic),
Delhi Police,
Delh,

Dear Sir

1 bring to your kind attention the dangerous state of traffic at the crossing
of Hardhyan Singh Roed Karol Bagh and Knshna Marg

| remember the time when there was no traffic prob'em on this road There
Were occasfonal cars or scooters to be seen But now the traffic here has
increased so much that it has become a real problem to cross the road There
have been several sertous accidents and deaths during past few weeks

The main cause ot the accidents on this crossing 1s that any vehicle coming
from Krishna Marg to Hardhyan Singh Road can not see the vehicles moving on
Knshna Marg and specially those coming from the direction of East Park Road  The
house owners of the buildings on the corner of the cross roads have developed
smail gardens on the corporation s land n front of their houses Its natural result
Is that the vehicles approaching the cross roads cannot see each other and collide

Something should be done to improve the situation In this regard my
suggestion 1s that the house owners of the corner buildings at the cross roads
should be asked to remove the gardens with immediate effect Secondly a
Policeman should be posted at the crossing durning the peak houts of the traffic
Thirdly the speed limits of the cars and trucks plying on these roads should be
reduced to 15 miles per hour

I hope that something will be done tmmediately to avord frequency of the

Incid
aents Yours faithjully
OM PARKASH

37 A letter to the Manager, DT C for bus factlities
To Date

The Manager,
Delhi Transport Corporation Delht

he
We humbly beg to request that you will be so good as to consider {
Question of extg\dmg tt(l‘)ua gT c Imesyto the Delhi Railway Station  The 5“"“‘:”;
'3 regular rendezvous for passengers of all kinds and classes and als ma‘smost
these men are poor they cannot afford to pay hackney carnage fares  It1s ac Tos
certain that the people will avarl themselves of Mim Buses in most casehs spe ‘vnl);
In the hot and ramny months of the year suffice 1t to say that by doing t ;;ymfjbhc
:{’Ia“ a [new field for traffic and the same time confer a great boon on the p!
arge

Thanking you Yours fanhhﬁl{‘
SURAJ BH

Ir
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38 A letter to the Manager of a Bank for the post of a clerk
5/24, Shakt Nagar,
Deltu-7
To Date
The Manager
The Punjab National Bank
New Deltn
Sir
| have come to know from your advertisement in the newspaper that a few
post of clerks have fallen vacant under your Kind control | beg to apply as a
candidate for one of them
As regards my accademic qualifications | beg to state that | passed my High
School examination from Pungabi University in 1978 and stood i 1st Division
I 'am a young man of 20 years and belong to a noble family 1 am an excellent
athelete and had been a captain of cnicket team | bear a good moral character
and possess a sound mind in sound body
If 1 am given an opportunity to serve you | assure you to perform my duties
sincerely and honestly and | shall leave no stone unturned to please my supervisors
Hoping to be favoured with a favourable reply

Thanking you In anticipation
Yours faithfully

SATISH KUMAR

33 A letter to the Director Afl India Radio New Delhi suggesting
some improvements in the Schoo! Radio Programme
98-D Kamla Nagar,

Delhi-7
To ! Date
The Director
All India Radto
New Delht

Sub)ect Regarding some Improvements in School Radio Programme

Sir | am a regular listener of your Schoo! Radio Programme It 1s really an
interesting and healthy programme of your daily routine It 1s an educative and a
stepptng stone to the students in advancement and improvement of therr know-
ledge n the field of Industry Agnculture History and Science

It keeps the students In touch with current topics of general knowledge
However | would request to add some plays and dramas which mnfuse a
a spint of enthusiasm and patriotism among the students Besides this much
emphasis should be fard on industnial education and such other topics concerning
with cottage industries

| hope that some favourable and constructive action will be taken on my
suggestions  Thanking you

Yours fathfully
PANNA LAL

e
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40 Write a lstter to the Deputy Comnussioner of Ludhiana
for openingy of a dispensary n your village
Khera Kalan
Ludhiana

To Date
The Deputy Commissioner,
Ludhiana (Punjab)
Str
I on behalf of the people of the vitlage Khera Kalan beg to submut that
there 15 no dispensary 1n our village and as a result of which the inhabitants of the
village are put to a great inconvenience They have to go to a neighbouring
dispensary which 1s at a distance of 3 miles from our willage for treatment
The present population of our village 1s more than 50 000 and 1s a fit for
opening a new dispensary In our village
!, therefore request you to open a new dispensary with immediate effect to
provide relief to the inhabitants of our village  The village Panchayat will make
Necessary arrangements for the land of the dispensary
Thanking you in anticipation
Yours fatthfully,
ASHOK KUMAR

41 A letter to the Deputy C for opening a new
Post Office in vour village

Khera Khurd
Jullunder

To Date

The Deputy Commissioner,
. Jullunder (Punjab)
1, on behalf the resident of the Khera Khurd willage submut that there 1s no
Post office 1n our village
" The population of our village 1s about one lakh  The only
the people go 1s more than three miles away from our village
ere for sending money orders & parcels etc
" We are put 1o a great difficulty and msecunt
feady accurred where people have been way lad
Ot their money post office
1 therefore request you to consider our request for gpeming a
" ourvilsge The land for the post office will be pravided by our village
ha
7king you n anticipation Yours faithfully

RAMESH

post office where
We have to go

y Two or three incidents have
by bad characters and deprived
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42 Write a letter to the Editor of a newspaper to appeal to the Public
donate hberally for flood stricken people of Uttar Pradash

F-10/17, Model Town,

Delhi-100 007
To Date
The Editor,
Indtan Express
New Delhr

Sir,

I would request you kindly to publish the following few lines in your
esteemed paper under the column ‘Letters to the Editor  Recent floods in Western
U P due to heavy rains have caused a great loss of men property money and
livestock In some of the towns the streets have been turned into flo ving
streams Many cattle have lost their hives The crops and mud houses have been
washed away  The people have been temporanly accomodated n schools and
community halls and other butldings situated at some high level Some poor
people have been camped on embankments of the nvers

It 1s therefore, requested that the people may be persuaded to donate
liberally to help the flood affected who are at present homeless and helpless

The timely help will enable them to rehabilitate themselves

ng you
Thanking y Yours farthfully
RAM PARKASH GUPTA
43 Whnte a letter-to-publish-few lines in the newspaper

the evils of begging
describing e 67-D Kamia Nagar.

A Delhi-7

To \ Date
The Editor
The Hindustan Times,

Dell
New De Subject Regarding evils of beqging

Sir. { request you to pubhsh the few lines in your esteemed, paper under the
column * Letters to the Editor depicting the evils of begging

Begging ts 8 great evil It should be discouraged It I1s not a solution 10
solve poverty, buton the contrary 1t makes a person lazy and dependent It takes
away the sehse of manual labour self-respect and dignity  The importance of
work should be infused in them Work 1s worship  Everybody should work
God has given two hands to fill one’s bally Begging 1s a soctal evil and a cnme
It should be eradicated altogether The inner conscience of the people should

be awakened so that they may look down upon the begging  Thanking you

Yours farthfully
PREM MITTAL
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44 A letter to the Principel of a College for getting certain
information about admission n the College
386, Jan Mohalla,

Amntsar (Punjab)
To Date
The Pnncipal,
S D College,
Amutsar (Punjab)

I,
Respectfully | beg to submit that | passed my Higher Secondary Exanunation
from the Punjab University in 1980
1 have come of the examination with flying colours | got 640 marks and
have been placed in Ist Division Now | want to join your college | have come
10 know that the staff of your college 1s very much painstaking and teach the
students with much interest and always ook forward for the betterment of the
students
| therefore request you to send me a copy of the Prospectus for necessary
nformation about the admission in your college

| again request you to help me to join your college
Thanking you n advarice Yours faithfully,
BRIJ RAJ DUBEY

4 A letter to the Editor of a newspaper complaining

a stiff 1on paper 90, Ram Nagar
New Delht
To Date
The Editor,
The Hindustan Times,
S New Delhi

d paper
Kindly permit me to express through the columns of your esteeme
the d|scon¥e'r)nmertnmpreva|||’r)19 among the students and the public reﬂa{ﬁ;ngggf
very stiff paper of Physics A, set at the Higher Secondary Exammzuo;l,w uldyfmd
At least 53% of the questions were so stiff that even a B Sc stu ten tgf d find
"t difficult to answer them It appears that the paper setter 18 rfwn e ou
With the standard of the Higher Secondary stadents of the Def t: matter They
It 1s hugh time for the authonities concerned to examine rtl Bstudents ey
should take immediate steps to set nght the wrong done ‘IO t ef 2 precious year
Carelessness on thelr part 1n this request may result in the loss of 8 p

Or many ho Is
I hyﬂpe‘gfoznv(\illlgllimdlv see your way to publishing the above some day this
ek Thanking you Yours farthfully

KANWAL NAIN
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46 A letter to the Editor of a newspaper for drawing the attention of the
authorities to the increasing number of road accidents in Delh
125-C, Lucknow Road,

To TimarPur, Delhi

The Edttor, Date .
s The Indian Express, New Delhi

A

Through the columns of your esteemed paper, | want to lodge a strong
note of protest agamnst the reckless driving of scooters, rickshaws motor cycles
buses and trucks In doing so | am voricing the feelings of the common man
The problem of heavy traffic has been causing a great headache to the public
duning the recent times  Traffic jams and road accidents have become the arder
of the day Everyday, we read about fatal accidents to passengers and pedestrains

The privileged few, who own scooters, motor cycles should not try to
monopolise the roads They must keep 1 mind that the roads are the common
property of the public  They have no nght to endanger the hves of the others
by their reckless dnving If they adopt safety first as their principle, accidents
can be easily avoided

The police should also check the speed of the vehicles and should heavily
punish the reckless drivers  Those, who transgress traffic rules should also be
brought to book | hope the authorities concerned will devise ways and means
of mimimising the road accidents  Thanking you

Yours faithfully,
RAJESH KUMAR

47 Write a letter to the Chairman Central Board of Higher
Secondary Education for upgreding your school
From  Ram ChandraM A
DAV Middle Schaol
Pahargany New Delht

e Ch Date
e Chairman
y;ntral Board of Secondary Education
Inderprasath Marg, New Delhi
Subject Up grading of the school—

Sir R

| have the honour to draw your kind attention fo the acute shortage of
seats 1n the Higher Secondary School of Pahar ganj area  The students have to

walk a mile or so to attend the school  The people of this locality have made
many persistent demands through the press and deputation that our school
should be up graded to a higher secondary stage | hope that you will take an
early action in the matter  Thanking you
Yours fathfully ~
INDER KUMAR
Manager,
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48 A letter to the Lditor of a newspaper about the need of
playground In the different localities of the city
Secretary for Excursions

37/2, Shakti Nagar,

To Delfn
The Editor, Date
The Hindustan Times,
s New Delh;
Ir,

lam to draw the attention of the public and the Government through the
columns of your esteemed paper to the need of open places in all the localities
of the city  Delhi has become a crowded city The population 1s increasing
day by day Open fields and beautful play-grounds are now being turned into
fesidential areas The conjected area 1s dangerous to the health of the citizens
The narrow, dark lanes of the city are enemy of good health Thecitizens of Delb
are badly in need of fresh air and open space Play ground can help in providing
fresh air It s well said, ‘Play-ground are the lungs of a city They give pure
and fresh air to our bodies and keep them healthy  The voung and the old men

and women, can take exercise In these play-grounds
Children must play just as the fish must smim  The fish have enough of
water to swim in  But unfortunately our children do not have play grounds
and find fields where they can play and develop their bodies they run a nsk of
therr lives They pose a great problems for traffic also [t 1s necessary that the
Government and the Cotporation should provide a paly ground in every locality
Thanking you Yours faithfully,
LAKHAN LAL

49 Letter from the Principal of a Schoo! to the D E
tequesting him to the condone shortage attamg_r;tr:.r(:
The Principal
Govt Higher Sec School
Shakti Nagar, Delhi

To
Date

'lI;he Director of Education,
o Subject  Condonation of shortage 1n attendance
d | have the

With refere ur office letter No date .

hanour to lnformnigutrihya‘: t;1e attendance of Knshan Kumar Sjo Shn Sant Lal has

e o d hardworking
The boy bears a good moral character and 1s ml:e"cl:gﬁ?ilo?r:d

! therefore request you that the shortage may findly be

:fhankmg you ;%ﬁ, f'gm\;lglé

Sir
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50 A letter to the Area Municipal Councillor about the
nsanitary conditions of your locality
F-10/17, Model Town,

To Delhi-110 008

The Area Municipal Councilior, Date

Model Town, Delh
Swr

I am bringing to your kind notice that the santitary condition of our strest 1s
far from satisfactory Heaps of rubbish can be seen lying at different places
The stagnat water of the ditch nearby gives out a very offensive smell As a
result of these the whole streetis infested with mosquitoes and flies  The drainage
system too i1s not working effectively A report of the occurrence of a few cases
of cholera has been received

I therefore, request you kindly to wvisit the area personally for a fust hand
information about the whole thing In case something 1s not immedtately done the
situation may take a senous turn | hope the matter will recewve your kind and
prompt attention

Thanking you

Yours fathfully
CHARAN SINGH
51 A lettér to the Chairman of the Delh: Transport Corporation

d o bus service in your city
regarding q and unsat 14 Y30I12, Shakt Nagar,
Delhi-110 007

To Date

The Chairman B

Delhi Transport Corporation

New Delfu
Sir

to draw your kind attention to the inadequate and unsatisfactory bus
se,vlcle ?:gD;htf lt‘::annot be dented that the D TC bus s the cheapest mode
of travel 1n Delht  But the service is very irregular and unreliable

Everyday an average bus-goer fails to reach his destination in tme He
curses the DTC daly So waiting for a bus 1n a queue on the bus-stand has
become very commOon in the caprtal city )

Moreover travelling by a D T C bus 1s very nsky and difficuit during peak
hours Passengers have to jump into orget down a running bus  The dnivers
and conductors have become very careless and irresponsible  They are neglectful
of therr duty too  Sometimes a number of buses ply on the same route while
at a ather time there 1s no bus for hours

} therefore request you to take proper steps to improve the bus-service N
the city Checking staff should be on ther duty regularly The rude corrupt an
dishonest officials should be punished  The bus-fleet should be made adequate
enough to meet the needs the public  Thankmg you

Yours faithfully

KARAN SINGH
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52 A lettor to the Muni pal C , Municipal Corporation of Delhi
drawing his attontion to santitary condition of your locality and
complaint of low wator and break down of electricity etc

2797-Gali Rajputan,
To, Sabzt Mandi Delh

The Commussioner, Dated
Municipal Corporation of Delthi, Delht

r
| am a resident of Rajourt Garden ) want to draw your kind attention to
the deplorable condition of this neglected locahty It 1s a tiny hell on earth itss
an ugly blot on the fair name of the city and a reflection on its administration
It1s full of pits where water collects and breeds mosquitoes The sweepers do
not sweep the streets  As a result heaps of refuge lie everywhere The whole
locality 1s infested with flies

Besides the water pressure 15 very low It takes fifteen minutes for a pale
of water to come to its bm  The tap water 1s available only for two hours mn
the morning and two hours in the evening Complaints to the local officials have
not been heeded to

There are frequent powe: failures also  The electricity plays hide and seek
With the inhabitants ~ One feels irritated and cureses the officials when 1s seeing
apicture in TV and the electcity breaks down

| therefore, request you to take proper action and remove our grievances

Soon  Thanking you in anticipation Yours faithiully
SHYAM

53 A letter to the Manager Indian Dairy Farm Clg(r:gﬂ:etlon New Delh;
requesting him to open a mulk booth in your 4/43 Roop Nagar
hi

Delht
To Dated
The Manager,
Indian Dairy Farm Corporation, New Del
to open a mlk
I, on behalf of the residents of our locality request you
booth of your Dalryf Farm in our locality Tne Corparation o"‘:'ﬂf 22}':9'8;2? "jﬁ
all the private dairy owners from the tocality  They have 902 o vandors come
Blace of the city They have taken their buffaloes with themh ome vendots Sk
10 sell the milk which 1s not pure They sell the milk at high ra Il the residents
ooths of Dethy Milk Scheme do not serve all the people as 8
Ve not got the tokens It Is not issuing new mkensh \a new milk booth of
Under these circumstances it 1s most essenttal tha Sble  Hoping for an
Your Dairy Farm be opened in this locality as soon as pos
fatly reply 1n the matter Thanking you Yours farthiully,
ATMA RAM
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54 A letter to the Civil Supply Dfficer inviting his
attention to the non-availability of items of
daily consumption at ration shops
Bhaisali, Meerut
Dated

To,

The Civil Supplies Officer,

Meerut (UP)
Sir -
I beg to invite your kind attention to the non availability of items of daly
consumption at the ratton shops in Meerut It has added greatly to the hardships
of the people of this town They have to purchase the food articles n the black-
market at very high prices  The poor people, as well as the middle-class people
have been hit hard They cannot afford to buy them in the black-market They
are leading a miserable hife  They can hardly have two share meals a day

Essential commodities, Itke vegetable ghee kerosene o1l and coal have
disappeared from the market The hoarders and stockists are at dictating terms

| therefore approach you to [ook into the matter personally and arrange for
the regular supply of articles of daily use at ration shops | am sure you will help
the people of this town and punish the shopkeepers in case they are found guiity

of creating artificial scenes of scarcity
Yours faithfully
L

1

55 Write a letter to the Director of Food and Civil Supplies
Controiler complaining aganst the fow quality

wheat supphed at the ration shops
o h B-154, Ashok Vihar,

Delhi-52
Dated
To
The Chief Rationing Controller
Directorate of Food and Civil Supplies, \
Cvil Lines -
Delpi-110 007
St

I am sorry to bring to your kind notice that the wheat supplied at the Ration
Depot No 841 near D E S U Office Ashok Vihar, 1s of inferior quality It 1s not
indigenous The owner 1s distributing this wheat with low quality wheat
| trust that the shopkeeper mixes some other wheat after bringing it from
the stores  He also sells cereals of inferror quaiity | made a complaint to the
Inspector who was on his wisit but he seemed to have taken no notice of my
complaint | am sure you will personally fook into the matter 1 request you for
an early action 1n the matter  Thanking you

Yours faithfully,
h ROSHAN LAL
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56 A letter to the Director All India Radio New Delhr  suggesting
improvement in the Sclioo! Radio Programme
B-143, Rana Partap Bagh,
Delhui-110 007

To Date
The Drrector,
All India Radio,
New Delh

Syr

The All India Radio has been rendering a very useful service to the student
tommunity through the School Programme On the whole, the schaol broadcasts
are very good  But certain improvements can make them better | may kindly be
Permitted to suggest the following improvements

Reviews about recent books meant for children should also be broadcast
This will encourage young poets and wrnters

| therefore suggest that even during holidays and vacation programmes for
the school students should be broadcast The students will thus remarn m touch
with therr studies | hope that these suggestions will be found useful

Thanking you Yours faithfully
KAMAL

57 A letter to sport dealer about the defective
matorial supplied by him Ramjas Hr Sec SchooiNo 3

Kucha Natwan
Dethi
To Date

Messts Uberor Sports Ltd,
Connaught Place, New Delhi
Dear Syrs

As secretary for games and sports,
oder placed with your firm on December
dem‘ }:0 our school were found defecm;e o ad

er that yau should supply the matenal accor
:: the time of sslection  But unfortunately most of the articl
€ ot of the quality approved by us bmented

The cricket bats are not made of English Willow Thevei;emle’z:r::‘u"e 3
We Never ardered these The football covers are not of the shap e ous yours

Your firm has been supplying quality goods 1o us dunng, cz pthese S
20d we had no complaint whatsoever | hope you will repla
Hihout any delay  Thanking you Yours faithfully

PANNA LAL

ntto invite your attention to our
'11wa1 5;7t9 Some of the articles supphied
" We had clearly mentioned in our
he specimens kept by us
es suppled by you
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58 A lettor t5> the Manager Deths Cloth Mills Del
askmg hun f the students can wisit the
mslls an any Saturday afterncon
Govt Higher Sec School
Jama Masyd, Delm

Dated
To,
The Manager,
The Dettn Cloth Mills
Del
Sir,

The students of our school are very eager to see the working of your mils
They want 1o have a frst hand knowledge of thé manufacture of cloth Our
science students are Interested in {ooking at the machmery that manufactures cloth,
while the civics students want to study the working conditions of the labourers

As Secretary for excursions 1 request you to alfow us to visit the milis on
any Saturday afiernoon  Qur Principal told me the other day that you had been
a student of this schoo! for five vears | was very glad to know this Now 1 fee!
that we are the members of the same famuly [ hope you will readily grant per
mission to your brethren to see the mulls

We have 45 students in the Class X, Al of them will vis't the mulls | assure
you that all of them will behave in an orderly manner  Kindly arrange for & guide
who may explain the working of the various machines

Kindly et us know the time and the date when you will allow us to visit
your mills

1 shall be eargerly wasting for an early reply  Thanking you
Yours faithfully,

RAMESH

53 A letter to the captan of a team for a frendly match
Ramyjas Hr Sec School No ¢
Chutra Gupta Road New Delht
Date

The Caplain

Hockey Team,

Butler Hr Sec School New Dethi
Dear Si
1 request you kindly to arrange to play a frendly match with us on ouf
school grounds on February 22 1876 at 4 pm  Please let me know ff this
arrangement will suit you

Ssh G M Bhatia has very kindly consented to act as one of the referges
{ hope you will arrange for the second referee

Kindly inform me 1f you accept our request  Thanking you
Yours truly
AAMESH
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Eastern Court, New Delh: requesting him to restor.
your telephone connaction

60 A letter to the Ganeral M Tele tions
e

435 Lucknow Road,

To, Delhi

The General Manager, Dated

Tele Communications,

Eastern Court,

New Delh
Str,

| request you to restore my telephone connection No which was cut
off last month through some misunderstanding

| have now personally explained the position to the bill clerk concerned My
explanation has convinced him and he has 1ssued me a clearance chit  Herewith
lam Sending this chut in oniginal | hope you will kindly look nto the matter and
take necessary steps to get the needful done

Thanking you Yours farthfully

SUBHASH

61 Aletter to the SHO reporting a case of theft
4/24 Roop Nagar
Delhi-110007

To Date

The Station House Officer,
S Roop Nagar, Delh
' Il the
! beg to report a case of theft in our house We had locked up a
doors of tﬁe hou‘;e befores going to bed In the morning, when we woker l'l’;;u\;;e
sund that all the locks had been broken Some threves broke out tohue rooms
U clothes and other articles were lying scattered here and th;re n way - The
il our gold ornaments weighing about 150 grams had been ta f" a r(eg to the
thieves had taken away Rs 500 which I had kept in my suit case re{)o A
neatest police-post and requested the incharge to accompany ftne rge with me
eft first hand knowledge of the whole situation  But he did not co

my best requests 1 think
could not persuade him to come to my house inspite of v):esugatmg o iy

his vigyy t d him 1 mn
o the pI, f theft might have helpe fields
I think thapt ?;: go:r:l:ds wgo have pitched their tents jn tlhe cg::rgfythlf;t n
have commtteq the theft Some days back there was a stltng; ar
our locality Unfortunately no action was taken in the ms sttute a through
ingu\ 19D you will very kindly look into the matter and 11
quIry and get the culpnits rounded up Yours faithfully,
KANWAL NAIN
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62 p lJtter 10 the lnspector Policq Station Kotway, Delhi darting that
your brother has nog roturneg 1, om schoq Grve Particujars of
Your brothg Ris dregs ete ang requesy that the Mlssmg Persons

quad shoyjy take IMMmed;ate action

B/154 Ashok Vihar-f
Deth;. 110052
To, Dateq
The Inspecter of Police

City Paofice Kotway, Delpy '
Sir

I beg to 'eport that my Younger brothey has not feturneg home from sche~'
today 1S a studen; Of clags'isy of Government Higher School of this Jocayy
His SChogl closeg ot 3B pm CCOMes gark WhEn fus schpoy Isaver T4,

S Schoo! wyeh tus glage feilows Latér each togk his way Buth
has not SO far reacheq home anpears spme bag character of the locality ¢
Some chyyg hfter has Musled hym

e1s 1 year o) He has fair Complexign His hay IS curly ang long
There 15 5 Small mofe under pyg 'y, ht eye e Was wearng the schogy dress s
s bly, He was Wearing

e S ca
Whole o the famyly IS Upset gt s sudden dysappearanc:e His mother
s having fyq 10 learn 1,5 I therefore request yoy ¢ inform the Missing Persons
quad tmmedlately and take tmmediate action 1n the Matter 1o trace the boy
Thankp (1]
7 Yours Tathfutly
PREM DEEP

63 A letter fo, mcrement/Promotlon
4/24, Shakt Nagar
Delhy

To B Date
The Manager,( '
Consuitant Carporation of Industnes .
Chawr Bazar Delhy

Sir ! eg 1o bring to Your natice for favourable and SYmpathetc Consideratign
! have peen 0 the service of yoyr CaMpany for the Jast three yegrs and | hgd
Performed my duties 1o Your entire Satisfaction dunng this benod o
| had been ofﬁc»atmg as an anp Accauntam N leave Vacaney ang d:scharged
my duties efflt:lently dtlhgemly and sansfactonly during thys Period
avo not heen 9'ven any Increase 1 MY pay go far despyte additiona) work
entrusted to me ! '
' It will be Very king of YU 10 rawary me an Increment ang also copsider my
case for Promotion a5 g, Actcountang Thankmg Y6y
Yours fasthfully
MOHAMMAD EuBAL
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8 A letter to the Superindental of Police drawing his attention
to the dederiorating law and order situation n your locahty
Freegan; Mohalia
Delhi
To Dated
The Supenntendent of Police
North Distnict Delht
It
I'beg to draw your kind attention to the deteriorating law and order
Stuatton In our locality Theft pick pocketing and cheating have become the
tommon things of hife  Murder robbery and kidnapping are on the mcrease
large number of bad charactets of Delhi haunt this place thinking that
the fong arm of law will not reach them They are busy in domg therr activities
2 all hours of the day  They go about kmive’s in hands terranising the people
They demang money from the shopkeepers and threaten them 1n lieu of There
ave been several cases of rabtery in broad day night
These bad characters also haunt gtls schools and colleges They tease
them gy passing filthy remarks  The people of the locality are vety much afraid
of them They dare not 10 raise. therr httle nnger against them for fear of being
Stabbed or murdereq These rogues commut all sorts of crimes knowing full welt
that the People dare not to report the matter to the police h
! therefore, request you to take prompt action tn the matter and improve the
deplorable law and order situation | am sure that you will nse to the occasion
and come to the restless of people of ow locality Thanking you
Yours faithfully

8 Letter of resignation from the post 10 Nawala

Karol Bagh,
New Delhi-56
To Date

The Manager,
Consultant Corporation of Industries
St Chawn Bazar, Delh

5 -bond
1beg to submt that | have been appointed as a Mansger in SL:Z?; (I;lz:er:c
e Company ' Delh Branch and have been asked to resumefmyn futies there
poina Period of ane month | therefore tender my res:gnauoz '10 my present
Post Was a pleasuie for me to work mn your company atn;\1 eanr::]ouragemem
;g't;y 0 leave it | shgll always remain indebted to you for the
Experience | recerved in your company o
Preger . Nerefore request ym}, to accept my resignation from the post | em
8sent holding from the first of next month
rerking younn advance Yours faithully
JAGMOHAN
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66 A fetter to the Postmaster complaming against the Postman
for Irregular defivery of the post
18 Bunglow Road,
Dethi~110 007
To Date
The Postmaster,
s G PO, Kashmin Gate Delh
HA
t am very sorry to bnng to your kind notice that my letter are not properly
delivered at my'residence The Postman throws them near the door in a careless
manner He does not take the trouble of putting them into my latter box that |
have put up just near the entrance to my house My name 1s written oh this
letter-box in boid letters | have,requested lum many timas to putalff my lettess
into this jetter box  Unfortunately alt my requests have fallen on deaf ears
Recently { did not teceive two very urgent letters  Consequently | had to
suffer a grest loss | am, therefare, obliged to complain aganst this careless
Postman of the area | am sure you will personally look into the matter and
nstruct him to put all my letters into my letter box | hope you will teke a
prompt action in the matter Thanking you
Yours fanhiully
MADAN LAL

67 A lotter to the Director Television Centre New Delh:
teling fum about the TV pragrammes you (a) enjoy.
{b) distike, and (c) those you would fike to be introduced
30/12 Shakt Nagar
Delhi-110 007
To Date
The Drrector,
Television Centre, New Delht

Sir | beg to bnng to your kind notice my impression about the TV programmes
TV 1s proving to be a very useful medium of education and entertainment It enter
tams as well as teaches us  The subject-matter becomes hving and meaningful

{ enyoy the TV programmes Ghar Panwar School TV Programme  hnsh
Darshan and Feature Film in Hindr  'Ghar Panwar programme teaches us 10
make our home sweet and happy in School TV lesson in English improves our
manner of speaking Lessons in science subjects are very useful because students
can pict up things easidy by seemng a pracuical demaonstration on the screen

1 would request that lesson in all the school subjects should be telecast, so
that TV may prove to be a useful and more attractive

} hope you would understand and meet the needs of the common people
w a nght manner and my comments and suggestions would also be given a
{avourable consideration  Thanking you

Yours faithfully
RAM DHAN
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8 Aletter to th
o Transport Comnuss
oot 1oner Dellr raport
ter driver who has charged fare 1n excoss ofp:‘.)he"}?x;t?il:ts: ?
To R/909 New Rajendra Nagar
New Delhi

The Trans
Delhy port Commsstoner Date

Str
Yesterda
Station to my reslxé?:gge;: gV th%SCOOIEF rickshaw No DIR 840 from the Rallway
noted down the read ajundra Nagar  Before getting 1to the scooter |
scooter druver gl reading of the meter which stood at 1947-5 | asked the
Youdonot pay mso to note the reading  But he said to me | would not mind if
00k hum to be e even a single parse | am not dishonest like other scooterdniver’
After aboutas goad as his words and felt happy
stooter dnver HO minutes the scooter reached my house | sad to the
Tpees | ook ow much should | pay?  He saia to me  Pay me oqly two
It stands at 1953 e;j at him with a great surpnise and sard  Just read the meter
&@nnot charge It means | have travelled less than € kilometess So  you
¢Onvince the =come mo e than one rupee and ten paise My argument did not
He said s oter-driver  His soft tongue now became ver/ sharp
further a’gumeo many other inswiting things | thought it vise not to enter into
Some "elghbounr with that rude fellow | paid lim the money In the presence of
ow 1 re s Thus, he nsulted me as well as overcharged me
NSt this sen oot YOU T0 look mnto the matter and take necessary acfion
scooter-drniver  Thanking you Yours fathfully
OM PARKASH
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t
spor¥: :‘:‘ﬂf'nes Sechetary of the school a letter to 2
ealer ordering some sports goods
To Ramyas Hr Sec School No 3
Kucha Natwan Delht 6

MesS.s Ub

Co eror Sports Ltd Date
Dear Slrsnatht Place New Delht

W,
itk yg?,fre Pleased to place the following order for sports and games matenals
Of this org fitm  The articles sJould be supplied with n 3 weck of the receipt
P e They should oe according to the speci s selected by the Sports

g to the qualty and type

Urchas,
e Committee I they are not found accordin
der will stand cancelled

Meny
oned below, we shall reject them and our or
S No Name of articles Quantity Make
1 Football covers one dozen Matchless
2 Bladders one dozen Standard
3 Inflators one dozen Supervisor
4 Cricket bats half dozen Hazara
5 Cricket balls two dozen Victory Spcl
6 Hocky sticks one dozen Dhyan Chand
Hockey balls one dozen Uberor Special
Yours faithfully

7
Tha"k'ng you
GYAN CHAND
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7 Loteg, T from M the Pargne regardmg enqumng
Chid ¢ Progre, ess i the Schogy

aboyg
733~D. Kam, Nagay
Dejp,
To Date
The Pnnclpal
Ra Igher r Sec School
Cha, ndn: Chow, wk p Deip,
Dear S
0 State that SN name, ed student of g Class of
Your scho l
ha en oyt of sta alion fo, r the last4 Mops, on off, Cial toy, and
dunng th enodlcould not pay atrem: on d the td: S of my Y Chilg
It Woulg Ve y, Very kmd of y, Uit you plea e me kpo W how W he s Progress
g in pg Studigg
In cage h:s Work s not y, 0 the Mark II m ake age, equa I"angemens
at home for extrg coachlng so that he Mmay mak his def:clen the subjects
N Which Ok 1S gy sansfactoy I'sha IIf Ih rthe
O Operay, In the Matte,
Thankmg You

Yo urs falthfully.
Jos EPH .
eply lette, from he Pnnc:p Al in re, ®3ponge o the Parang, !
enqu:ry about ns Ogresg i
To The Prlnc:pal
Ramj, 43S Hr Sep School
Degar Vinog n Sharma Chandnl Chol wk D,
133-0 Kam, agar Dejp, 7

Dear
efe € 10 o, letter dateq fegardl ng yoy, p Ogress ¢ am to
our sop, Nameq Studen; of 9 h cl S 15 3 pyt Careless
and remg, tentlve n the class and s ¢, Much talkatiyg
oy 3 an eas:ly Come 0 the mark
€ Studye, a attends the ¢y Sses regulal '
! may Uggest that pe Needg ¢ ec:al co; Englsh and May athemarcs
n cag, GIve 3 by, ~attenyq,, 3rds hyg h ® Work hus e Cficiency vy
nside, erabjy
am sy, he can Stter eSult p, Next time
Tough the wnh fly,, Ing ¢,

tis certam that he wy
olours thl

if he takes

Yours fa:thfully
'S KHog 4
. Pnnc:pal
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IDIOMS & PHRASES

Language ts a living thing and it changes by passaqe of ime  In this
very change the enrnichment of vocabulary forms a very important part  The
use of new terms and phrases is a part and parcel of the knowledge

Word language 1s one of the most powerful media of communicatton
of expression of thoughts and tdeas It 1s not only important to convey our
.deas but also 1t 1s essential that the same are communicated clear'y,
affectively precisely and lucidly 1t should be remembered that preciseness
15 not at the cost of completeness Howsoever, good and sublme our
ideas and thoughts may be, but if they are not expresed in an expressive
language the very purpose s defeated and fail to achieve the destred result
The object remains obscure The purpose of good language s clanty of
axp ession and effective and impressive communication of our ideas so that 1t
s understandable even to a lay man Our expression should not lead to
ambiguity English Janguage s a vast store of idioms & phrases and so 1t 1s
very essential that we should know their appropriate use befitting to ihe
It 1s, therefore necessaly that we should have command over
English language  The idioms and phrases are like flowers and adu to the
beauty of our expression  Ihey give a peculiar hght and glamour 1n our
conversation when the same are properly used We cannot dispense with
the use of ldioms and Phrases in our dally hfe as it makes our language
tflowery Ther use plays a very important role in English language Itis as
important as salt to our vegetables The prospenty and development of
znghsh language chiefly depends upon the use of Jdioms and Phrases

In case we possess a good knowledge of Idioms and Phrases 1t will
He writing or speaking it ensures confidence tn a
udience or a congregation of people

orcas on

e very useful to us wh
speak;lr while addressing the a

Every possible effort has been made to compile an exhaustive and
Mustratve list of Idioms ard Phrases of daily use along with their appropnate
uge (n sentences

{ am Confident that my labour will bear a sweet fruit and the

readers will be benefitted to & great extent

82




IBIOMS & PHRASES

Above board (Ho \est)
He s abov. board 1n his aealings
Abide by (Follow)
We should abide by the canons of morality
Abeyance (In a state cf waiting)
This post has been held in abeyance
ABC (Elementary knowledge)
He does not know ABC of technology of radio mechanism
In accordance with (According to)
Your deeds must be 1n accordance with your promises
In agreement with (According to one s agreement)
The supphies should always be in agreement with previous quotations
According to (1n corfirmity with)
You should act according to the advice of your parents
Above all (Before everything)
Mohan 1s gentle and industnous but above all he i1s humane and sympathetic to
others
Again and Again (repeatedly)
1 nave warned him again and again not to keep a bad company but he turns a deaf ear
to my advice
Al and Sundry (Everyone)
He invited all and sundry to his mantage party except Ram
After all (inspite of all that has happened)
After all he ts your father you shouid respect him
Abplo of one s eye (Very dear)
y dear) (Valuable)
He 1s the only sf:n of his parents and as such he 1s the apple of his mother s eye
As a matter of fact (In reality)
As a inatter of fa(ct he s r¥o! a party to this case so the question of his involvement
daes not anse
Atarm s length (Keep away avoid)
He 15 3 rogue of the first water keep him at arm s length
Ata stretch (Continuous!
v}
Mohan lg a labonious student he can read for exght hours a* a stretch
At all costs {Whatever the cost may be) (even adverse circumstances)
Come what may | will hglp you at all costs
At all events (Whatever mdy happen)
I promise to stand by you at all events
At the advent of (Very soon before the occurence of the event)
At the advent of monsoon | got my house repaired
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To raise an alaram {To shout ,oudly 1n the state of panic)
. When the thieves braxe into the house the ladies raised an alarm
All moon shine {False or untrue s.atement or far from reahty)
. The assurance given by the officer to consider the case favourably s notlhuing but al
moon shine
All over (Completely thoroughly)
The account 1s very important pleass check 1t all over once again before submission
the officer
pOnce for ail (Finallh
1 have told you once for all that | am not going to help you in this matter
All round (In all respect)
India has made al round progress since independence
To come of age (To become major) or (To attain the age of maturity)
Now she has come of age and has a legal rnight to choose her lite partner
To hanker aftar (To seek eagerlv)
He 1s a muserly fellow and always hankers after maney
To give an affront to (To insult some body)
He 15 very mucn out spoken and dares not to give an affront fo his officers
At a stone s throw (Very near)
My house 15 at a stone s throw from the office and | can eastly walk on foot
At One s finger s ends (Thorough ¥nowledge)
Tha tables are at iny finger s end
At One s discretion (One s own choice or pleasure)
| can permit you to leave office early at my discretion
At stake (In dangei)
My honour Is at stake you should help mz at this cnitical hour
At the eleventh hour (at the last moment)
He has changed his &emsmn at the eleverth hour and left me in the lurch
At the risk of (Facing danger of one s Iife)
He saved the drowning ch [d ot the nisk of his ife
& top of one s voice (Tocty at the pitch of voice)
Acth Segx?\g the lion he rals(eu a hue and cry and cried at the topof his vaice for his re cue

d (To gain personal motives)
An a,gof:’tgbl;,:akgn lngby f?ls oilly tongue he has an axe to grind in this matter

throughout | |
All a‘fﬂgd(a}l]{amgng co)ns'mared fum my well wisher hut he has played false with me
cord (cause of str fe bone of contention)
Applgn?; :r:lsall pmx(;erly has becoms an apple of discord betwesn the two brothers and now
they are not even on speaking terms with each other

h arms interhinked)
Arm !rnth:\r:w(S'rlna?rrled coupie walked arm 1n arm in the Talkatora garden
B

t of (to be

£t

d a
To nltl‘é%agvzoa good account of his knowledge 1n teaching the ancient History of india

lowance)

into avcounts (To consider or to make an al

To (a'f;e DII‘E(‘:Or took Into account his past sarvizes and dismussed him for his negligence
ccount (useless worthless) .

To “?r:e goods (cannot he accepted as the same are of ro eccount to us

toa t (to hotd 1 ble)
To br_;_r’\]g clerk was brought to account for ks m s behaviour
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Act of God (A result of natural forces unavoidable event)
The act of God must be endured becacse they are beyond our control
Act upon (To do according to our advice)
;ou should act upon the advice of your elders otherwise you will come to gnef ona
2y
Act upto (To do one s duty, to act in a sustable way)
t'am sure you will act upto your promrse and cisar your account by the end of this
month

Bad Blood (i1} feelngs)
The property created bad blood between the two brothers
Backbone (essential part)
Mr Mohan Is the back lone of his family
Back up (To support
The commar?der)backed up the soldiers of his Army to fight bravely agamnst the enemy
Bag snd baggage (completely leaving nothing behind)
He feft Indta bag and baggage
Beast of prey (carnivorous beast)
The llon 1s a beast of prey
Beast of burden (Load carrying animals)
The donkey and the mule are beasts of burden
Bad of thorns (full of troubles)
The life of a military man s a bed of thorns
Bed of rozes (camfortable life)
Lie 15 not a bod of roses
Below the mark (less than the required standard)
e was dismissed from the services as hts worl
Besido tha mark (not to the poit” not relevant)
R A major pant of his speech was beside the mark
2d debt (irecoverable debts:
. Every business man maka)s a provision to write off bad debts
ad Coin (base coin
Millions of bad o):oms ara still in circulation lnf(()uv c:usr;l':\(/mg)
ack out (to go romuse to refuse after con dependable
Gene(ra?h‘l; laﬁas\'r(ag:h%??rfeﬁds back out of their promuse  They are not dep:
To keep the ball rolll he conversation)
ng (To continue the co
T Thus silence 15 unbr%a(kable we should set the ball ralling
9loss balance (To he upset to get angry)
Yorar® should éo?lose balance even [n edverse circumstances
ok, t solved} dence
e‘r"\% ::'r;mﬂ: ::‘f‘ p?:s'ﬁﬂﬁfh(::ﬁl:n sI':Janf;mg In firce since Indme)got her indefen
To Strike a balance (to be within means to maintain the balanc

t fncome and diture
One should always strike a balgnce between one s v ,

k was below the mark
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To Bank upon (To depend upon)
We cannot bank upon the selfish frends

Into the bargain (extra quft as an additional item)
tbough two TV sets and got a g hine into the b
Batween you and me (stuctly contidential)
it 1s stisctly between you and me, do not divulage the secret please
Betwean two fires
He 15 between two f res and gonnot decids whether he should appear mn the exams
nation or sorve s ating mother

Bevond dispute (undisoutable)

it1s beyond dispute that the property s Hindu undwided famidy property
Beyond daubt (undoubtedly)

His horesty 1s beyond doubt
Better half {wie)

One should slways seck the advice of one s batter half before taking any step
Birds of feathers (Persons of same views)

Buds of a feathers flock to gether They are all birds of a feather

Birds of passage (Migratory one who travels from ona place to another)
He has passed his High School examination and now he is only a bird of passage

Biack and white (In wntng)
Every contract should be entered into black and white
By cint of (by means)
He passed the examnation by dint of hard labour
By its and starts (lrregulatly)
Those who study by fits and starts never succeed in *he examination
By laaps and bounds (To progress rapidiy)
India has been progressing by leaps and bounds since independence
To bear a grudge (to carry il will)
He bears a grudge agamnst me
To boat about the bush (To talk of here and thare}
Don t beat about the bush come to the point
Ta beat Black and Blue (To beat mercilessiy)
The Police Inspector beat the thief black and blus i order to fi1d out the twe facts
of tre case
To biunder away ch {To lose cF }
W se rren never blunder away opportumties

up (To dissolve}
To b'(g::‘scgo(ol viit break up for summer vacations on 15th May

orse than bito (Vo use harsh language but 1o act midly)
His b%l; ':hmld have learnt by this tme that my father s bark s worse than h s bie

hot and cold (To support and oppose at the sametime)
Yo btf:;nno\ {rust you hecause you blow hot and cold in the same breath

ook into {To entar secretly)
To b|'The thef b(roke to the house at midmght

To start speaking)
To brg:ekr;;‘: d‘\f:vﬁ,s sllent it was Mohan who broke the ice
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To break one s spint (To discourage)
It 1s not good to break one s spint
To bring round (To persuade)
| will try to bring him round to my views

To bring to mind (To recollect)
| cannot bring to mind what he had said about him
To bring to hight (To reveal)
His statement has brought all tha facts to light
To build castle in the air (To make imaginary plans)
You should not build castle in the awr 1t 1s very difficult for you to fight against um
To burn the candle at both ends (To spend lavishly)
One should save money against a rainy day 1t is notgood to burnthe candle at both
ends

To burst into tears (To break into tears)
As soon as she heard the news of her mother s death she burst into tears
To bury the hatchet (To mzke peace)
Let us bury the hatchet and be friends again
To bear one hard (To be un fnendly)
Coarse cloth bears me hard
To bear a hand (to help)
We should bear a hand In difficulty to each other
To bear in mind (To remember)
You should bear in mind that falr weather friends are not depandable
Bed ridden (confined to bed)
. It1s long since he has been bed ndden
© beg pardon (To or forgiveness)
Thg clderk gg;:c'; 'pzraydo% for his negligence and the officer was kind onough to for
give um
Beggars cannot be choosers (Those who want favour should not cniticise)
Foreign aid 15 always acceptable beggars cannot be choosers
To bell the cat (To run the nsk of facing an enemy)
Itis admllte(d farct that the officer 1= very corrupt but none dares bell the cat
Below ane s dignity (below one s position)
1tis below my dignity to ask for his help
To hit below the belt (To strke unfarrly)
Itis bad to tit below the belt of your frien
O betray the trust (To deceive)
The clerk ofsthe(f"m betrayed the trust cf his master and dt
business to the Income Tax authorities
Yo talk big (To talk boastfully)
. He always talks big and do nothing
Albird (who frequently goes to jail)
He1s a jail b?rd andya confirmed offender
ABlack sheep (A disteputable man)
A o soctety is free from black sheep
bird 1n hand (that is actually 1n possession)
Abird in hand js worth two in tho bush

ds to discass their private hfe

sclosed the secrets of
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Black mal (Money exorted by threat)
1t15 very difficult to get money by black mailing me
Black market (1legal market where thingsare sold at high rates)
Imported goods are generally available in black market
Block head (Silly fellow)
She looks upon her husband as a block head
A wet blanket (to kill a joy)
Don t take him an picare he 1s nothing but a wet bianket
A bleﬁ:;?h:; 3::'-}?:5"%) (Sometking which appears unpleasant in the belonging but proves
A teacher s beating often proves a blessing in disguise

To call on (To pay a visit at some body s house for a short fime)
To morrow morning [ will call on Ram to finalise thig ssue
To call for (To demand)
The Police called for some other men of the focality to investigate the case thoroughly
To call in (To sand for)
The condition of the patient is ¢ntical please call in the doctor at ance
To call 1n question (To doubt the bonatides of some one) )
Ram ss very sincere and his honesty cannot be called i question
Capital punishment (Death sentence)
Hs was awarded capital punishment in the murder case
Cat s paw (To be a puppet in the hands of someons)
He is a cat s paw in the hands of his wife
Cat ¢nd Dog life (Quarrelsome)
The husband and wife have been leading a cat and dog life since therr marriage
A chicken hearted fellow (A coward person)
He is a chicken hearted fellow don t expect any herote deed from him
Cheap and nasty {Things which are very cheap and are of poot quality)
He 1s a stingy fellow and always goes for cheap and nasty things
To speak by the card (To speak well and to the point)
° plge has‘;’a balanced mind and always speaks by the card
To care a fig (Not to give much smportance)
He may come or not | care a fig for him
To depress or lower down)
Cast (G’g‘dlvl?ag supreme power to cast down or uplift  His ways ate always mysterious

1l story (A false story)
ceckﬁlﬁustatem;,ng 1s incredible 1t appears like a cock and bull story

tooded murder (Mercilessely un p d murder)
comThe assassination of Mahatma Gandht by Nathu Ram Godsay was a cold blooded
murder

le tears (False tears)
Croc?ﬁ; lentemmé s malafide you should not believe his crocodile teass

.
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Close fisted man (A muserly fellow)
Do not expect any financial help from him, he s a close fisted man
To call off (To withdraw)
The demands of the abourers were met and consequently they called off theu strike
To call to mind (To remember or to recollect)
1 cannot call to mind what he had remarked about his character
To call to account (To call for an explanation)
He was called to account for his misbehaviour and neghgence
To call names (To abuse)
it does not behaves gentlamen to call names to others
To call a spade a spade (To speak frankly and clearly)
Only a man of principle and character can call a spade a spade
To cap the chmax (To cross the limit)
His rude and insolent hehaviour capped the chmax and as a result of it he had to
suffer a lot for it
To carry the day (To win to be successful to be victonious)
Babar carried the day in the first battle of Panipat
To carry weight (To be forceful nfluential)
Yaur arguments do not carry weight
To cast a sfur (To denounce to disgrace to bring bad reputation)
He 1s a notorious man and his bad deeds have cast a slur on the fair name of the
family
Change one s mind (To change Idea or one s opinion)
He has changed his mind at the eleventh hour
Change hands (Change owners)
This property has changed hands once only during the last decade
Clean slate (A frosh start)
Let us have a clean slate once more and be friends again
Cock sure (Very certain definite)
He was cock sure that Ramesh was a party to this case
Come by (To get)
How did you come by this book ?
Come about (To take place
How did this slatg of ()hmgs come about Is still a secret ?
To come round (To agree)
e has come round to my views
To cut no ice (Fail to make any impression)
Your suggestion was quite germane to
Tocraw over (To praise over his success/achiavements)
He Is in the habit to crow over his achievements
0 cut a sorry figure (To make poor show)
e cut a sorry figure in his marden speach oach)
Tocry for the moon (To ask for a thing which i beyond ano s ¢
To ask for his financral help rs just to cry for the moon

Comg to
grief (To fall into trouble)
Mind YOUr(ways otherwise you will come to grief one day

the 1ssue but cut no ice the meeling
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To come to light (To be revealed)

Now his underground policy has come to hight and

oty tongus fel nobody will be take in by his
To come to point (To speak clearly/frankly)

Do not beat about the bush, come to the paint atonce
To come to a stand still (To stop)

He has fallen short of funds and tus whole scheme has come to a stand stilt

To speak daggers (To speak bitter words)
The officer spoke daggers with the clerk when the latter attended the office late

At daggers drawn (bitter enemies having bitter hostility)
The two brothers who were friendly with each other now are at daggers drawn over
a small property

tn the dark (In tgnorance)
| am completely in the dark about your plans and cannot offer any comments at
present

Broad day hght (Openly 1n the presence of all during day time)
There is no law and order tn th country and the dacoits commit dacoity in broad day
hight and go scot free

At dead of might (In the mid-mght)
The rich merchant was killed at dead of might and his house was plundered by the
dacoits

Dead lettars (A letter whose addressee 15 untraceable)
Generally the dead letters are sent to the senders by the Post Office

discretion (Time of maturity)
hae ?l‘fhe airi has nogN reached the age of discretion and 15 at hberty to marry at her will

Beyond Dispute (ACwhich Conte e osa boy

Te d%feu(l‘llén:‘s:‘ncaerg‘(}:t?‘: 2;:;nl)ge::23;%u§:ggubted his capability to do full justice to
Dy l;Xd?:‘t’\a(se‘llng::ﬁgmssmg day by day since independence

D janauage (4 g ST o070 0

mpletely exhausted)
Deadltalfrf:os??ie:d tired and cannot walk further

nceon (Try to please a person)
o dal—?:?:l:r};::gtatendanca(on his officer to get promotton out of turn
Failure)
To drg,‘;;‘llargl:ig;‘pésd through for want of suffictent fund
somewhaere {To be restuctive at some place)
To d’$‘£{, :rI::/eeryamuch out spoken and talkative these days, you must draw a ling some

where
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To dispersa with (To finish to end to termmnate)
His services were dispersed with for frequent absence
To draw blank (To get nothing)
Prem Chané sm?ggled through his whole life but drew a blank in the end
To draw near (Approaching fast)
The examination 1s drawing noar you should work day and night
Todie in harness (To die while in service)
Mahatma Gandhi served the nation and died tn harness
Todo a good turn (Noble act an act of kindness)
It should be our aim in life to do on good turn every day

By dint of (Due to one s continued efforts)
She w<(m tho scholarship in the examnation by dint ¢ her hard Iabour
To do away with (To abolish to get rid off)
We should do gway with untouchabilty as 1t 1s a sociat evil
Todio out {to come 10 end)
The cagte system has nearly died out 1n India as 11 1s a soctal evi!
To die 1n shoos (To be slaughtered)
The Piime Ministor of Congo died in shoels )
Todnink hard (To qive wine in excessive quality
Asheisa hardgdnnker he has completely ruined himself
Drink off (To dunk at a draught)
He drank off whole glass of syrup and wished for one more
At the discretro to ane will)
The Qrant'ofnle(aa\‘/:g?;dz;?%h:dwcretwn of the officer It cannot be claimed as a matter
of nght
© do away with (To get rid off)
® cannot dc(awa?/ with the essential servcies
Double Mind (A persan who ts mdecesive in mind)
T Do not depend upon him he s double minded
©run down (to speak against)
' We should not run down our near and dsar
Dog steep (Light sleep) ,
o hGeneraHy the old men enjoy a dog s s'eep
ouble dealing (A dezentful person)
e has :langax(e toeg:nd sg fe is following a pol cy of double icaling
Doath s Door (Near deatr bed aboJt to die) p
His day s are numbered he 1s at the death s door

To ond
N smoke (Come to nothing) smote
E c°“59went°u£on s fadher s death all hus hopes ended 1 S0
Vergreen (Always fresh and green)
by "nng(of bezulv Is a joy for ever and it I|; ever green
everlasting (God the Almighty Immorta s
o evor lazn(ng knows better what has been Instore for u
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Seo eye to eye with (To agres with)
I'hope Ram will see eye to eye with us in this matter
Eye witness (The man who has seen the tncident with his own eyes at the time of its
accurrence)
The eye witness made the clean breast of the fact that the driver killed the baby due
to his rash driving
To eat the words (to back out one s promise)
Do not bank upon him he s in the habit of eating his words
To turn a deaf ear (To refuse to pay attention)
The gamblers turned a deaf ear to therr friends/Parents/relatives advice
To keep an eye (To watch carefully)
Please keep an eye on the new servant he seems to be a pick pocket
Every now and then (very often)
{ will be coming to see you every now and then
Every inch (Completely)
You can trust him  he 1s every inch a gentle man
To end 1n a draw (To end without any decistve result)
The cncket match between India and Australia ended in a draw
To eat words (To ga back one s promise)
Do not believe what he says as he 15 habitual to eat his words
To eat the humble pie (to face humination)
It 1s all due to him that he had to eat humble pis before all and had to cut a sory
figure
To eat the air (To be deceived by hopes)
He had to eat the air when his relatives refused to help lim financially
Eatinto (To enter by corroston)
Rust eats into ron
To no end (Without any resuit)
All hig plans finished to no end
No end (limitless bdundless)
There 1s no end to God s mercy

one anather)
Foco It?ua:::tc?o(gnps‘::ﬂ?s“gmh him face to face to dectde the matter amicably

thcult situation)
Fish ?{%t;:sv;:::z?eg;g;‘gt C‘:Icuua and felt humself ltke a fish out of water in the new city

Fair and square (Honest) | h
be fair and square in our dealings with our friends
A Fa.‘ﬁvai';‘iﬂfff'ﬁ':ﬁ (Friends who fall of or desert in adversity/trouble)
Falr weathe=r friends are not dependable and rellable they can turn hostile any

moment

Everywhere
Far a!{I‘SI:?(zI;\glnvfa‘r,md nzar for his hospitality and chgri(y

{ tent
Far agd B}::/yng? T.ala';r’\ya::u w)as far and away an oloquent speaker and always delivered

extempore speoches
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Far and wide (From distant places)
Ta) Mahal 1s a umque building in the world and people come to see 1t from far
and wide

Few and far between (Rarely)

Your visits are few and far between as you only come once 1n a blue maon

First and foremost (First of all)

It1s our first and foremost duty to serve our country
For good (For ever)
He has left his country bag and baggage for good

Flesh and Blood (Human nature)

No flesh and blood can stand such a contemptuous treatment at the hand of his
telatives

For want of (In the absence of)

His scheme fe!l through for want of funds

For the seke of (Purposely)

Mahatma Gandhi sacrificed his hife for the sake of Nation

A Fool's Paradise (Imaginary world s Pleasure)

It you think thgt yogu ca|¥ become a multimillinaire over night you are hving in a fool s
paradise

Fatal disease (A disease that ends in death)

Tuberculosis ts a fatal disease

Feather headed (Stupid fellow silly fellow)

This thing is beygnd his understanding he 1s a feather headed person

To flog a dead h: T te one s labour)
T% ask ammo;:? r(ngn:lt:s;yehelp \s nothing but to flog a dead horse as he 1s a miser ot
the furst water

French leave (Leave without permission)

He 1s in the habit enjoying french leave

From time to time (Occasionall
| wilt snform y%é lfom Itlme (yo)tlme about the latest developments of the case

From top to Bottom (Completely)

T The high peaks of Himalayas are a

o fall back upon (To depend
When he aas éxsomxssednfr)om his services he had none to fall back upon

To fall out with (To quarrel)
1t does not behave you to fal

To fall flat (Not to pay any heed)

Yot ll\lll my advices fell flat upon him
all a prey (To become a victim)
in case ym(1 do not leave your bad habits you will fall

T ftha whole life b "

© tall short (To be deficent lacking to be in wan e
When we(l:Il sehgyet Igf ?unds we had mortgaged the property to some of

To be fad up with (To be tred)

Inth am fed up with you as your treatmen

" the family way (Pregnant)

These days s‘{le(ls n tho family wey and cannot do

Jways covered with snow from top to bottom
| out with your fnends on tnfles

| a prey to vice one day andrepent

t 1s always partial

much labour
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In a family way (In a domestic manner)
It 1s always good to settle the matter in a family way
In the face of the day (Openly)
He murdered his opponent in the face of the day
To pull a long face (To look sad a state of despondency)
Whan | refused to help him he pulled a long face
Fair name (Good reputation)
He 15 a slur on the fair name of his family
Fair eim (Good aim with a weapon)
He took a fair aim with his gun and fired
A Fair hand (Leglble hand writing)
He got good marks in the examination due to his fair hand
Fair deal (A far and just transaction to both the parties)
He has earned a good name due to his fair deal
Fair Sex (Ladies)
He has a soft corner for fair sex
To find fault (To cnticise)
He does not work but finds faults with others
To fish in troubled water (To gain an advantage by interfening in the dispute of other)
When the two parties fought with each other the third party tred to fishan the
troubled water
To follow suit (To follow example)
He joined the unton and all the rest followed suit
To foot the hill (To make payment)
When they fimshed the lunch the host had to foot the bill
To feel for (To feel sorry)
He felt for what he had done
Free from (7o release)
This point 1s still not {ree from doubt

Flat demal (Blunt refusal)
She flatly denied that she was not a party In the case

One flesh (As one person)
ne Tﬁi na(wlv marged couple are one flesh and soul

To fight shy (To hestitate)
Never fight shy speaking the truth

To prepare for a combat Preparation in earnest)
To Gl{ge"'f’.r?ar;e:x;‘;:;saxfon ‘l’s near at hand now gird up your loins if you want to get
through 1t doroaty
@ 1n (To surrender admit defed
To glém‘ne \(/vhat may he ts not going to give In

To reverse a promise not to keep one s words)
To gll,tl:: (r::':)tu ﬂ?rno(n %ur part to go eack upon your stipulated promise
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To make good (To compensate a loss)
You shall have to make good of my loss
Great with a child (Pregnant)
These day she 1s 1n the family way and seems great with a child
Green eye (Jealousy grudge)
Her green eye will bring her downfall one day
Against the grain (Contiary to inclination)
It 1s dificult to work against the grain one can take the horse to water but cannot
make him to drink
To grease the palm (To bribe)
It ‘ls very difficult to get the work done unless you grease the palm of the concerned
officer

To baon good terms (To be frendly)
These days | am not on good terms with Kumar so | cannot recon mend yaur case to
him for prometion
In the prime of grease (Fit for being killer)
The ¢oat is in the pnme of grease
Abig gun (A very important person)
Mohan Lal s a big gun and can get your work dcne in no time
As sure as gun (defemtely surely)
He will pass | A'S examination as sure as ¢ un
Gnim Visaged (A stern looking)
Hts mother 1s a gnm wisaged old woman
To get id of (To leave)
He is a constant headache for me | want to get nud of him
To get through (To pass in the exam )
It 15 certain that he will get through the exam
To gain the ground (To progress)
India has been gaining the ground since indopendonce
To gain the day (To be victorious)
India wiil gain the day in tho Cricket match agawst Pakistan
Yo give up the ghost (To die)
T He gave up the ghost last evening
© go ahead (To go in front or before}
Ram went ah%ad and informed the bride s parents of Barats attval
To go without (Lacking some thing)
I can go without milk , | have control on myself
To go hand in hand (To work unitedly)
In case we go hand in hand we can surely achiove success
To go through fire and water (Vo be ready to face any difficulty)
T 1 8m always prepared to go through fire and water fof you
© 80 to tha dogs (To be ruined)
T Let him go to the dogs | care a fig for him
©go to bed (Slecp
Dunng ox(amma!)lon days | generally go to bed late bours at night

9 go off (To be §
Due .é rain:(l:‘:‘;)un did not go off snd thus the Iifo of the nch me chanty
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To gwve way (To sink)
The wall of the room gave way and the house collapsed
To get into hot water (To get tnto trouble)
You should mend your ways otherwise you will get nto hat water

Hand 0 Hand (Jointly)
¥ we work hand in hand success can be guaranteed
Hand and glove (Very intimate)
Once they were hand and gloves but now they are at daggars drawn
Hard of hearing (Somewhat deaf)
He 1s hard of hearing please speak a it loudly
Hard nut to crack (A difficult probiem)
To the sotve Kashmir problem is a hard nut to crack
Half hearted (lacking courage)
He made hatf hearted efforts and thus he failed in the examination
From hand to mouth (hardiy)
He cannot help you he himself is living from hand to mouth
To hang on (To ching to)
This business 1s not paying at all but even then we will hang on to it tilf the close of
the financtal year
Head over ears (absolutely blindly)
She 1s head over ears in love with my son
Hair standmg on end (To be ternfied a sign of fear)
Seeing a lion he was bewildered and his hair stood on end
A hair breadth escape (A very narrow escape)
My scaater s(rut‘:’k a(gamst a car but thank God I had a hair breadth escape
A handful of (Small quality)
He gave me a handful of wheat
To wash ona s hands off (To disclaim the responsibility)
He did not hke his propasal and so he washed his hands off in the matter
Hard boilded {Unfeeling)
The hard botled crinunals are constant terror to public and a threat to law and order
Mead over heels (Quickly soon)
Seeng the Police the threves ran away head overheals
s head above water (To avoide insolvency)
o kevev(':s:r;:en always keep their heads above water and mimimise the chances of bank
ruptey ,
task (Very didheult work
Her‘n‘;":%'l‘:mb tht(s Mg’unt Everest is a herculean task
Heart and soul (To work with a zeal enthusiastically)
Ha put his heart and soul in the work to achieve completian well tn time
With & heavy heart (Sadly)
She took Jeave of me with a heavy heart



297

Head over heels (Upside down)
da fell off the horse head over heels and was badly wounded
Hide and seek (a kind of children s game to avoid pursuit)
The children were playing hide and saek in tne mght when it started raining heavily

High time ((a time when delay may cause harm)
{t is high time to seek premature retirement and start your business
To nde the high horse (To be vain)
Since he has got a lion s share of his father s property he 1s nding the high harse
To hit below the belt (To be unfair to play foul)
It 1s below the dignity of a sportsman to hit below the bal
To hit upon (To think to discover to recall to mind)
The thursty crow hit upon a plan how ta quench his thirst
To ride a hobby (To follow a favounte persuit)
Nevertheless some ladies have hobbtes which they nde with persistance and try to
bring round their husbands
Hog wash (eye wash)
To adveruse a post in the newspaper Is nothing bat a Hog wash
To hold water (To be sound forceful convincing)
Your explanation for absence doses not hold water and so 1t 1s not acceptable to me
To hold tn check (to control)
The Government that fails to hold the prices in che®k has no justification for its
existence
To hold good (To be valid) (To be 1n vogue)
This rule holds good 1n all civihsed society
To hold the key (To hold the trump card)
Generally big industnalists hold the key/trump card of political forturnes 1n elections
To hold one s tongue (To keep quiet)
One cannot hold one s tongue for long In the face of injustice
Hole and corner (Secret underhand)
| do not want to follow a hole and corner policy to suppress opposition
A point of honour (a question of prestige)}
1 will help him at all costs 1t 1s a point of honour
Hush Money (bribe)
He has made his fortune by accepting hush money
Hue and cry (To rase a noise)
Seeing the dacoit with a knife in his hand the ladies raised a hue and ery
To hold ground (To stand firmly)
Come what may | will hold my ground
To hang fire (not yet finalised)
This case has been hanging fire since long
To hold out {To give false hopes)
T Never hold out false hopes to your friends ; )
© have an old head on young shoulders (To be wiser for one s age
Heis ogly twenty years ol% but he has an old head on young shoulders and his advice
15 alway s sound

High and 1ow (Everywhere)
1 searched(for n-zly lost brother high and low but could not trace him
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Hen pecked husband (A husband under the cantrol of tus wife)
Hen pecked husbands always remamn under the thumb of their wives They cannot
exercise thew independent opinton n any matter

At home (quite good on easy terms)
Ram 1s at home in Enghsh, but he 15 at sea in Mathematics

In due course (By passage of tme at the proper time)

You will come 1o know all the mns and outs of the business 1n due courso
In apple p1e order (Spick and pan neat and clean Impe fect order)

Always keep your things in apple pie arder
In cold blood (deliberately and unprovoked)

The domestic servant killed the landlady in cold blood
Ina fix (In a state of uncertaimity to be at a loss)

1 am n a fix and cannot decide what to do
in a nut shell (In short briefly)

He summansed the whole matter in a nut shel!
In round numbers (Near about approximately)

The meeting was attended 1n round about by five hundred membets
In vogue (In fashion current}

The untouchability 1s no fonger 1n vogue 1n India since independence
In weal and woe (Happiness and sorrow through thick and thin)

| promise from the core of my heart to stand by you in weal and woe
Inch by Inch (By degtee by and by gradually)

He was a patient of T 8 and died inch by inch

in the nick of time (In right tme)
The paper was a(boutgw start and he reached the examinauon hall in the nick of tire

{n the prime of life (In the bast part of hife)
Hg died 1n the pnme of Nife and fus death was mourned by all
in the teeth of opposition (In the face inspite of)
He won the election In the teeth of opposition
In the twinkling of an eye {In a moment 1n a very short time)
" That naugh%y bay stole my wnst watch in the twinkling ot an eye

§ (Under the appearance of}
tn th?n?eu:isai;ts (cama n the vﬁlags n the gutse of police men and plundered the village

o th?{laas;.;ts %SOTZIIT:;:;%ZS)m the least at his tailure

I v:eﬁn‘: SVfas( '\"1‘0‘:(::]?::1?1‘:’51‘:101?\ ‘\’I?ew of his old age

o an;igs;:::al('sélaittzgc:gene 1n an instant

tn m?ufg(’:,%‘::“ﬂ,‘?s scheme outnght or accept it n toto
I o teom e an ahe was st 1 hor oens
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In the arr (wide spread)
It 1s1n the air that he is in Jove with her
in token of (As a mark of)
| wilf ¥eep your birthday present as a token of your love
n store for (destined)
| do not know what Is instore for me
In lieu of (In place of)
A compensatory feave was granted to me in lieu of attending office on Sunday
In full <wing (At its peak)
The fair was in full swing

In the light of (To decide after taking into account)
The judgment was given in his favour tn the light of the latest information
In the dark (sgnorant)
He kept me in the dark about this case
The iron aga (A bad age when there 1s no fellow feeling)
We ars living in the ron age n which there 15 no love lost even between real
brothers
Aniron hand (Firmly) (with force)
The Britishers crushed the mutiny of 1857 with an iron hand
An tron will (Strong determination)
Sarder Patel was a man of an rron witl and quick action
To have too many trons in the fire (very busy)
e It1s very difficult to see him he has too many irons in the fire
Anirony fate (Contrary to expectations)
1t was nothing but an irony of fate that Lord Rama s coronation ceremony was tumed
Into exile
Ipso facto (In the fact itself)
Ipso tacto the deciston of the officer in this case was nght
In the wake of (after the event)
Famine disease epsdemic stalk In the country are in the wake of war
In keeping with (In accordance with)
Your deeds are not In keeping with your promise
In the long run (in the end)
Honesty pays in the long run
In favour of (Agreeable to supporter of)
Pnima facie | am in favour of reservation of jobs on the extraneous grounds
Inferionity complex (Beimg inferior)
He cannot impress the officer due to his iferiornty complex
In the gloa d
nga‘s“m(?:e )gloom 1l he came to know that his wife has given buth to a son
in mem of
Tajolu:mal(x’a;hguw:mor:\yemgnam of Mumtaz Mahal the beloved wife of Shahjahan

To be ill at ease (drsturbed in mind)
He felt i1l at e(ase in London in the absence of his nears and deats

Ins and outs (Secrets)
The accountant knows the ins and outs of his business

In bad od
SIHC::; I(sl?ndés;gv:é:‘;{” of his officer he may be dismissed at any moment
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To yoin hands with (To associate)
When ment joins hands with patience and per<everance success is sure
To jeer at (To make fun of to make a mock)
Why do you jeer at im  when he has done no harm to you
To have a jaundiced eye (to be prejudiced)
Don t expect a fair judgment from him he has a jaundiced eye
To hold one s Jaw (To stop speaking)
Women are chatter boxes they cannot hold their jaw even for a minute
A jail Bird (a condemned crimtnal)
Hes ajal bird  You should not plead his case
Ends of yustice (aims of justice)
The ends of justice 1s forfaited when 1t 1s tempered with mercy
To sump to a conclusion (To arave at a concluston)
w thout considenng the pros and cons of the case you should not jump 1o 2
conclusion
To jump one s bail (Forfeiting one s bail)
| stood a surety for him but he has jumped his bail
To join hands (To become a party)
In case you jotn hands with him you will come to gnief one day
In jest (By way of joke) -
| had said this only in a jest you should not feel it
To join a fray (To jumpin a contest)
In the recent election film comedian Shn | S Johar Joined the fray
In a )iffy (at once without delay)
He come back In a jiffy
By ningo (a mild oath with no definite meaning)
By jingo 1 did not mean any offence to your honour
Jack of all trade (Knows everything but expert of none)
He 15 a jack of all trades but master of none
To pass jud t (To give a judicial opinion)
One should not pass a judgment without verifying the facts of the case

Kith and Kin (relatives)

In adversity even the kith and kin desert .
o keep aloof (To keep away from others)

He 1s a rogue of the first water always try to keep a loof from him
To keep an eye (To watch carefully)

He is a thief keep an eye on him
To keep an open mind (To coms to no decision)

{ kept an open mund and did not interfere i their decision

To keep away (To avoid)
Always keop away from a bad society otherwise you will spoif your career
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To keep an opan housa (hospitable}
He 1s both nich and generous and always keeps an opan hauss for all
To keap abreast of {To be 1n known of it not to fall behind)
You must keep abreast of what is happening in the world to day
To keep cool (Not to lose temper)
All keep oneself cool even i1n adverse circumstances
To knock down (To strike down)
Yesterday a cyclist was knocked down by a motornist
To knock out (To take out)
In case you behave rudely | will knock out your brain
To knock about (To loiter aimlessly)
He was knocking about the niver side
To kiss the dust (To kill)
A large number of people kissed the dust in the Ist battle of Panipat
To keep pace with (To pull on to progress upto the mark)
Weak students cannot keep pace with the mtelligent students in the class
To keep the pot boiling (To get a living)
It 1s very difficult for salaried people to keep the pot boiling 1n these hard days
To keep up appearance (Outward show of wealth)
Though his income 1s meagre yet he keeps up appearance In the society
To keap one's self {To keop secret)
You should kesp it to yourself otherwise the matter will take a senious turn
To keep body and soul togather (To maintain base existence)
Poor people work day and night to keep body and soul together
To keep the powder dry (To be ready for any work)
He 1s a man of strong determunation and always
tances ol )
To keep the woif away from the door (To avoide hunger and trouble
Tne prices have goyne up to such a point that the salaried parsons cannot kesd thy
wolf away from the door
To keep ona s head above water (To be out of debt)
Extravagant people cannot keep their heads above water

To kick up dust (To carry on \ess/worthless b
It1s no use to kick up the dust aver this tnfling matter

To kick the buckaet (To dte)
Sooner o later every body has to kick the bucket one day

To kick up a row (To be voilent in behaviour)
1t does not be(haves you to pick up quarrel with your friends on petty matters

To kill two birds with one stone (To gan double objective with a single effort)
His visit to Bombay killed tvso birds with one stone he made new fuends and

finalised old debts ! d way)
To kick aga cks (To oppose a thing 1n an unplanned wi

He cﬁt:é?g:dtg:vg:; sy’su(am and kickad against the pricks but made very little progress
To bow the knees before (To yield)

A person who has self respect wi

To kmit ons s brow (To get angry)
One should not knit one s brow o

keep» the pawder dry tn all circums

I1 not bow the knee before his relatives

ver the remarks made only in jest



302

On akmife edge (Cnucal stage)

The match s now evenly balanced on a knife s edge
To knock the bottom {To challange an argument)

Ho wever the best fawyer he may be but § can knock the bottom out of fus argument
To knuckle under (To submit)

Ho attacked himbut had to kunckle under hus kntfe and tock to fus heals fike a beaten dog

At farge (Absconding)
The dacost is still at large
A gentleman at large (A person having a9 senous occupation)
Only a gentleman at large can take part in social and religious activities
Late inthada (Too fate)
The clerk was marked late attendance as he attended the office late in the day
Late at mght (Too fate at night)
During i days the stud generally go to bed late at night
Yo gtva latitude (To give a free hand to be too hiberal)
Never gve latitude to your friends or telatives to rix freaty with your sisters
To laugh 1n sleoves (To be serious outwardly whereas to smuls inwardly)
One should not faugh 1n steeves at the shortcomings of one s fnends
To laugh to scorn (Hatred laugh)
Many people n pre independence days laughed Gandhijt s principtes of truth and non
violence to scorn
Law abiding {Ons who foliows the faws faithfuily)
1t 13 the firstand foremost duty of every good cttizen to be patriotic and law abiding
To lay the corner stone (To make a yeguiar beginning)
Hard labour 10 early days lays the corner stonie of future prospetity ond happiness
To make a laughing stock (To make a fun to ndicule)
His uncivibised manner of talking made him a faughing stock 10 the society
To win taurels {To gan a good name or honour)
His sacial activities and amable manner have won him faurels in the s-ciety
On a 1arge scale (Above average) f
The factory works day and might and the productian is on the large scale
By and farge (in genetal)
By and largs he has better avenues of promotion in the office
To 1ay heads together (To cansult jo ntly)
')(’he members of committes faid their haads together to soive the rroblem of water
supply 10 urban srea
Yo lead astray (Yo mis guide)
Bad company will tead you astray and spoilt your career
To lead a cat and dog hfe (Constant quarretiing ife)
The couple has been leading a cat and dog hife since marage
To fead a hand to mouth existence (To lead a hard hifs)
Many people lead a hand to mouvth since
both ends meet

and can hasdly make
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To lead by the nose (To force to follow blindly)
Ladtes lead their hen packed husbands by the nose and get the work done as they wish
To lead a dog s lifa (A muserable life)
Those who do not work hard lead a dog s Iife
To be in league with (To have an agreement)
The police are said to bs in league with dacoits and as such they commit robberies n
broad day hight
To lsap 1n the dark (Unthoughtful action due *o lack of far sightedness)
Investment in an unsound company s a leap in the dark as it may go in hquidation at
any moment
To learn by rote (To learn by heart to commit to memory)
Important questions must be learnt by rote and reproduced as 1t 1s
To leava n lurch (To lve in difficulty)
Generally farr weather friends fall oft n trouble and also fail to recognise and leave
you in Jurch
To leave no stone unturned (To do one s best)
At the time of recrunment every body gives an assurance to leave no stone unturned
but later on they turn hostile
Last but not least (Mentionad in the last but not of {ess importance)
He 1s vety honest and sin~ere last but not the least ho s very kind hearted
Lame excuse (Baseless protext)
You could not attend the marnage party on the ground of ili health it 1s nothing but a
lame excuse
Alton s share (A large share)
He got a lion s share of his father s property
Little by hittle (By and by gradually)
He picked up the work httls by little
Loaves and fishes (Financial gain monetary Benefit materral gain)
He always flatters fus officers and sentors as he hanker s after the loaves and fishes of
the office
Lay by or lay aside (To save something for future to meet emergency)
Far sighted persons always lay by something against a rainy day
To lay hand on thing or a person (to seize/strike)
In case he lays hands on you | shall teach him a lesson
To lay out (To expand to Plant)
(1) It 1s not a wise act to lay out a large sum in the busi sess at p eliminary stage
(1) Jahangir laid out many beautiful gardens in Kashmir
To laugh away (not to take senously)
He laughed away my suggestion
To jau ace (To challenge openly)
thl:!?l;hg:r?:ntgef o(ﬁcgr s face and so he was placed under suspension for mis
behaviour
To lend ear (To pay attention)
One shogld ﬁan‘{j aar to what the teacher teaches in the class
To leave a word (To leave a message

)
In case he 1s not available you should leave a (word message) with his domestic
servant
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To let loose (To set free)

He let Joose the cattle to graze in the pasture
To let off (To discharge set free)

The othcer let him off with a simple verbal warming
To ist out (To divulge) {to disclose}

You should r}ot let out the secrets of tus private life

To hift vowce (To protest)
The people hited ther voice agamst tngh price but 1t was a cry i wilderness and the
Government paid no head 1o 1t

To lins onie s pocket (To feather his own nest)
The opportumsts always try to hins thesr pockets whenever they get a chance

To look after {To take cate of)
in case you do not taok after your son praperly, he witt get sporled and witt fall a prey
to many vices
To iook back (Discourage pessimustic)
You should not look back at your faiture as itis a sign of cowardice
To look blank {Confused peorploxed)
When § asked fum to solve this q he pleaded his g and fooked blank

To look blue (Depressed discouraged)
He looked blue when he was refused admission in St Ham College

To fook down upbn (hate)
You should nat fook down upon low caste people as untauchabihty 1s on its last jeg

To look daggers (To look angrily)
When he came to know that lus friend had an eye an his sisters ha loaked daggers at
mm and d s 1on with him diately

To look forward (To wait eargely)
The farmers look forward for early monsoon

To took 1n the faca (To be perplexed)
Miseries and difficulties are fooking n fus face

To look into (Examine carefully)
Please Io:(>k 1nto the case again 1n the light of the latest development

e to search for
T ’o;)r:‘ c"a‘;a(;rc?us;o not unders\ah’d the meamng of a word then look up n the dictionary

for its detailed meaning
f
e !oal; nllsnxtymth(emhs:gimgu? )(or a good job and as soon as he gets it he will submit fus
1esighation

charp {To hurry up)

Te )ogﬁaase lgnlg sharp lest you should miss the train
To lose one s wits {To lose knowledge)

Seosng the lian he lost s wits
To lose tima {To waste time)

He was an opportumst angd los!

To be defeated)

To lo:ﬁu“:::c‘li(ﬂ t(eam Is strong enough and will not lose the day

ne s MING,
o ‘orsq?a&??oi: 3:5: S,E‘Z,é".‘n"t‘r’.a hour of Langer Have pahience and perseverance

t no tmo to gain his ends
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To lose one’s face (To lose reputation)
I you fail to keep your promise you will fose your face in the public
In the lime light (In the full glare of publicity)
The newspapsrs are bringing in the ime ight the sufferings of the Harjans
To give lip seryice to (To give hip support)
You are giving only [ip service to me how can | bank upon you
To bite ona’s lips (To get angry)
I saw him brting his lips at my carelessness though he did not say anythingon my face
In tha long run (before all 1s over}
Truth and honesty win n the long run
At logger heads (To quarrel)
The employees are almost at logger heads with employers on the question of thew
wages and bonus
To add lustre to (To eatn good name)
The fice of our ! leadors has added lustre to the name of India
Lost to all sense of shame (Shame proof)
Our political leaders are dishonest and lost all sense of shame
Lumpsum (Sum given in one imstalment)
I paid him a lumpsum to clear my outstanding debt
To lose ground (To decrease)
Joint family 1s losing ground in India these days as a result of western education
To e in glass house (Open to cnticism)
Thase who live in glass houses should not throw stones on others

Malden speech (First spesch)
Although it was his matden speech yet i twas impressive and thought provoking
A man in the moon (A man of rare quality)
Shri Jawahar Lal Nehru was honoured in the whole world as he was 2 man in the
moan
Man In the stree
t (An average man)
1tis very dl“lcls't for a man in the street to follow the underlying tdea of his spoech
A man of lotter (a learned man)
Sardar Patel was a man of fetters
A man of the moment {famous man)
Our Pume Mrmuster was a man of the moment
Amen of parts (A man of extraordinary talent)
T adha Knishnan was a man of parts
©make fres with (To use without permission)
Y gentlaness made him free to use my cycle as and when he | ked
© mako eyas at (To look amorously of love)
enera'ly paople make eyes 1t younger baautiful ladies
© mzko good sate) -
Thave suifc(;%?vrgnrg:?lg:s)du to you ono day or the © ~eryog wil hevo @ b
good for it
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To make short work of (To destroy)
The locust made short-work of the corn field 1n no time
To make a hiving (To earn a fiving)
He s nesther industnous nor intelhgent but makos his hving by flattering tus officers
To maka a hole in one s packet {a major part of income)
The monthly expenditure on boarding and lodging has mads a big hole in my pocket
To make one s mark (To show some remarkable thing)
Kalidas made his good matk as a writer
To make hash of (To spoil, to ruin)
He has no business tacts and | amsure that he wifl make hashof itn a vety shorttime
To make head way (To progress)
By dint of tus hard fabour he made hoad way in business
To make an ass of one s self (To make one s self fool)
Don t make an ass of yourself by washing dirty hinens in the public
To maks up ons s mind (To resolve to determine firmly)}
She has made up her mind to Iead a life of celeba.y throughout life
To make friend (To reconcile)
He 1s a nice man and will soon make friends with you despite the fact that you
misbehaved with tum
To make amends (To compensate for wrong action)
Ho apologised in black and white to make d
A man of word (Truthful person)
He 1s & man of word and will not daceive you in any case
A man of straw (Undependable)
A man of straw doss not command any respect in the society He s always looked
down upon by everyone
A man of parts (A man of extraordinary intslligence)
A man of parts can easily make his own head way where ever he goos
A man of spirit (A courageous man)
Only a man of spint can stand firm 1n the face of danger
Might and main (with full force)
The players played with might and main to win the match
e a clean breast of (To confcss)
To mﬁl; mado & clean byeas\(ol the facts that he had kitled tis neighbour
To make both ends meet (To live within income)
° lax 1s very ditficult for him to make both ends mest during these hard days
cod one s po (To be pe}
To m:‘t(\: tgmevas broke into the houss and took away everything and made good their escape
$ish one and fiesh of anathsr (To treat differenily)
To mgl;edxd not trest all the guests altke he made fish of ons and fiesh of another
ke hight of (To treat lightiy}
To m:le made llght(oi my suggestion and did as he wished
To make much ado about nothing (To make fuss over ordinary things)
Neither | abused fum nor g iled tie is only much ado about nothing

To make nesther head or tail (To understand nothing)
He couid nct make any head or tail of my spaech, as 1t was beyond fus ynderstanding

for his misbehaviour in the class
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To move heaven and earth (To make all possible efforts)
1 will move heaven and earth to achieve my o%ject
To mind one s business (To at'end one s own business)
You should m'nd your own bus ness and don t disturb me

N

A narrow escape {Escape from a great risk)
} had a parrow escape of being run aver by a car
A new lease of life (New chance of living happily after tecovery from illness)
Since 1e-overy from T B he had got a new fease of Iife
To nurse a grudge (to have a grievance)
He nurses a grudge against you since you have superseded him at the time of promotion
To nip 1n the bud (To roor out an evil thing in the beginning)
We should nip the evil in the bud otherwise the matter will take a serious turn
Null and void {No fonger operative nvahd)
This law has become nuil end vord
Now and then (Occassionally)
1 will be coming to see you now and then
Nothing short of {Nothing less than)
Nothing short ot death can separate me from you
Not in the least (Not at all)
| 2m not n the least nterest tn service as it amounts to slavery
Neck and Neck (Racing side by side)
The horses ran neck and neck in the horse race
Neck break (At full speed)
The train was running at Neck break speed
Nack and crop (head long)
I will throw you out of the house neck and crop
Next door (Very near)
He Is my next door neighbour
in the nick of time (Just in time)
The police appsared at the scene 1n the n ck of time
Under the nose
He misappropnated the money under the nose of the Cashier
Ina nut shell (la short)
in nut shell both of us will be married next month
To count nases (Supporters)
Let us count the noses who are behind us
To turn one s nose at (Hate)
He turned his nose when he was offered that job of a clerk
Next to nothing {Almost nothing about it)
© knows nothing abouJt this case he cannot offer any comments
A ning days wonder (An mnteresting event which s short hived)
Life on this earth is only a nine days wonder
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To no purpose (With no resuft) (invain)

I tned my best 1o bnng him tound to my views but {o no purpose
To hut the nail on the head (To find out a real remed

y far/of anythin

During the course of argument the fawyer hit tho nall on the zlead%)nd won the case
To drive a nail homa (To make one fosl full force of 8 scolding)

He 1s a past master in the art of dnving 2 nail home
To catch one napping(To surpnse one while sleepin,

The offices caught lum napping and st.rcpem:!eg;> mﬂz
To come to naught (Disregard)

He has become a bankrupt and his position has coms to naught

To no avail (Useless)
Ha 1s very obstinate it Is of no avail to advise him any mote

Qut of pocket (Having no maney)
I am out of pocket now a days | cannot help you financially

Out of heart (mn low spint)
He has been out of heart since his wife had died
Over head and ears (Deeply sunk 1n)
It 1s as bad to be over head and ears in love as to be in debt

Over ones head (Beyond one s understanding)
The teacher may have been learned but he was throughout talking over our heads

Off hand (Without preparation) (there and then)
1 can make public speech off hand

On the square (Farrly honestly)
He 1s trustworthy to act on the square

Other fish to Fry {Qther business to attend)
The principal declined to talk the Union of the students saying that he had other fish

to fry

Qut of the runming (have been disqulified)
Our Indian team is put of the runming in the olympic games in view in the diiferences

with,the sport ciub

An odd job (Unimpartant job)
He lis a’qualified person and will not accept an odd job

An oily tongua (A flattening person)
D‘L notgbo taken 1n by his oily tongue he 15 a rogue of the first water

d head on young should More exp d as compared to ane s age)
An °|0ur Engluslz, teacher is only thirty year old yet he has an old head on his young

shoulders
An open sacret (A secret that 1s known o all)
It 15 an oper secret that ho is in love with her

An open mind (Without being prejudiced)
He has an open mind and will give a fair judgement in this case
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Off the mark (Not relevant)
Your speech was totaly off the mark
On and on (Continuously)
He was wrelevant 01 and o9 till ) checked him
On the afert (Careful watchfut)
The dacoit was on the alert to escape from the Pol ce
On ao account (Not under any clrcumstances)
! shalt an no account help you as you have disobeyed ms
On the point of (Very near)
On the verge of
He 15 on the verge of/on the point of retirement
On the contrary (On the other hand)
1 always extended my co operation but on the contrary ne tned to defame me
On the eve of (On the accasion of Immediately before)
The Hindus dust and decorate thelr houses on the eve of Diwal
On the fook cut (Looking for some thing)
Ho is always on the look out of a good job and as such he does not take interest in the
office work
Out of quastion (Impracticable)
To become a millionnaire over a mght is out of question
Out of the way (Nothing usual)
You have done nothsng out of the way to accommodate me
To oif the hand (To bribe)
He oiled the hands of the Police officer and thus got scot free

Owing to (Because of)
| could not participate in fus marnage owing to my mother s iilnsse

To open fire {Ta start finng)
The police had 10 open fire in order to disperse the mob

Out of the wood (Out of danger)
You need not worry “the patient is out of the wood

Out end out (Completely)
He 15 out and out a rogue
Out at elbow (M b d ) (fi jally broken down}

{
He s hinangally weak and is always ou} at elbow

I
To pull one 8 weight (To share the wark equally)

Team work means that every one pulls hs weight

To pull a long face (To (el sad)
When he failed 1n the examination he pulled a fong face

To Pull through (To recover)
The patient has now pulled through the disease

\
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1 To Pull the wires (To do something secretly)
Wise people always pull the wires from behind the scene
To pull on (To live, to carry on)
It is very ditficult for me to pull on with any longer,
To pur forth (To announce) .
The arguments put.forth by the auditor d2 not seem fo be convincing and reasonable
To put into practice (Yo carry Into action)
Your suggestion is not practicable and cannot be put into practice
Put up with (To stay)
With whom will you put up with in Bombay ?
To put off (To postpone)
Do not put off 1:ll tomorrow what you can today
Point Blank (Without hesitation to refuse flatly)
He Is very selfish  Once { asked him for financial help but he refused point blank
To pay truant (To run away from ths class)
He is 1n the bad books of teacher as he is In the habit to play truant
To play a second fiddle (To play the inferior role)
Ho is a man of self respect and cannot play a second fiddle to anyone
To play tricks (To try to deceive)
One should not play tricks with his friends
To pay one s debt to nature (Todie)
Every one has to pay his debt to nature one day or the other
Point of view (To consider it essential)
From my point of view his salary Is too high
To pocket an insult (To tolerate an insult
The poor clerk ha(d to pocket his msulz when the officer rebuked him in the sectlon
To play a doubla game (To act openly In one capacity and another in secret)
Boware of such friends as are In the habit playing a double game
Par excellence (aboue all others)
p She is & dancer par excellence
art and Parcel (Inseparable part
Music and da(ncing isa pnprt aZld parce! of every artist In the Song and Drema Diwision
Past Mastar (Expert)
P He 1s a past master 1n making lame excuses
19 headad (Qbstinate
1t s very difficult tg bring round a pig headed person to our views
Pros and cons (Arguments for and agarnst)
We should (cor?slder tha pros and cons of the case before gving & judgment
Pass away (To die)
. The patient had passed away fast mght
0 play with fi ething dangerous)
T The ‘muaglr;sq:ugﬁvsg{:y whg fire as thoy are indulged in unlawful activitios
O plough th, soless work)
¥You thin that ho wi holp you imancally fou 10 shmaly pauging e V0
To pois against another by spoaking il of fn
e T (0 O s gsin: me and loweiod my mprsion
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o poke nose in the affairs’of others (To nterfere)
Why do you poke your nose into the affairs of others
To pqu.'l]r °|':I tlm troubled water (Tocalm a disturdance)
o Police came in time and poured ol on the trouble
would have taken & sonous Ty ubled water otherwise the matter
To pay off old score (To take revenge of the past wrongs)
He murdered him in the broad day light to pay off old score
Patticoat Govt (Govt of the women)
Genorally patticoat Government are not liked by men
To pk:‘k holes in another coat (To cnitictse others)
Back bitters generally pick holes in other coats
To pave'the way for (To make conditions easy for others)
He has paved the way for a friendly settlement of the dispute
To pick up ears (To be attentive)
When the Pnime Minister made a speech the audience picked up ears
To play ducks and drakes (To spend lavishly)
After the death of his father he began to play ducks end drakes with his property
To play fast and loose (in a deceitful manner)
1t doas not behaves you to play fast and loose with your friends
To play a lone hand (To do alone)
When his dears and nears deserted him he played a lone hand in completing his
education
To play one false (To deceive to cheat)
| never expected that even my brother would play false with me
To put an oars (To interfere)
Do not put your oars into my affairs
To put one s heart and scul into (Te work sincerely)
You should put your heart and soul in the study, if you want to secure good position
1n the examination

To put forward (To propose o supgest)
It 1s roally appreciable that you have put forword a good proposal

one s shoulder to the wheal (To help one s self)
To ptllr:; case you want to succeed in hfe you should put your shoulder to the whee! and
do not depend on any body
before the horse (To reverse the natural process)
Te p"ll!:otaaea:;?the? before learning himself 1s like that to put the cart befare the horse

To make a fun)
To pul!l‘e‘::::glrsg:m(h souabecause you always try to demoralise him and pull his legs

1
11 down (Demalish)
To qu’he house was pulled down 1n emergency
To pull the strings (To use influence) .
ep He puiled the strings to get his son n the medical colleg

er (lgnore
pass \'I)Vve shfn?ld pazs over his shortcomings bacause he 13 still immature

for (To pose falsely)
Te pal?ﬂor:\b(ay l?a passes himself for a docter though he 1s merely a quack
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In quick successlon (Ata stietch)
He drank two cups of tea in quick succession
Qualified Praise (Restricted Praise)
He wrote book on Grammar but only won a qualified praise
Qualified success (not brilliant success)
He has secured only pass marks, it is nothing but a qualified success
Queer fish (Strange follow)
1 have never seen such a queer fish like you
Queer streat (In trouble)
He is in the queer street due to his own mischievous deoeds
To quarrel with his bread and butter (To Jeave his source of livelthood)
In case you pick up a quarrel with your employer it would mean to quasrel with your
bread and butter
Quixotic project {Impracticable)
The proposal for reconciliation after judicial separation is a quixotic project
Qualitying fon (Not p )
1t is always easy to pass a qualifying examination
Quack Doctor (Inexperienced unskilled doctor)
Beware of quack doctors They are very dangerous to the soctety
Quack with (To shiver with cold)
She is quack with cold give her some hot dnnk
In quantity (In bulk In a great quantity)
I have to buy sugar in quantity for the marriage of my daughter
Queen of heart {Beautiful woman)
It is the keen desire of every woman to be a queen of hearts
In quest of (In search of)
Mahmood Ghazni invaded India many times in quest of gold and jewellery
In question (Mentianed referred to)
The person in question has a very bad reputation His charactar 1s not free from doubt
Quick witted (Intelligent clever)
He 1s very quickwitted boy and will soon nse to high position
Vexed question (A very difficult problem)
The best age of marnage is & vexed question

Rack and ruin (Com
pletely destroyed)
Due 1o the recent floods the house has gone to rack and rutn
Rein or Stune (In all weathers)
The postman daily comes here in rain or shine

Reign over (A
n empire country a natton)
Peace agd Pfos;emy re:gngd over the land In the days of Akbar the Great
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Right away (Immediately)
He stole my watch and left the house right away
Rest with (To hold responsible)
The responsibility does not rest with me in this case
Right hand man (Supporter)
< The Vice President is the nght hand man of the President and is dependable for all
purposes
Ring leader (Chief)
Makhan was the ring leader of this mischief

Rise in the world (To become tinancially impoitant) ’
He has nisen in the world by dint of hard labour and honesty
Roll of honour (One who has sucnfiséd his hife for the country)
The name of Mahatma Gandhi is at the top inthe roll of honour ~- -
A rolling stone (A person who does not stick to one job)
A rolling stone gathers no moss
Rotten egg (A worthless fellow)
My partner 1s a pig headed and a rotten egg as well
To be rough with (To be harsh)
One should not be rough with the fair sex
Rough D d (Not ed d by worthy)
Mrs Mohan Lal Is a rough dismond‘as she 1s well versed in her domastic duties
To Rub shouiders (To mix with ordinary peopie)
Mr Nehru was popular in the country as well as abroad as he always rubbed shoulders
with them with a smile on his face
To rub hands (To be satisfied)
When he succeeded i his aim he rubbed hands
To rub the wrong way (To go against the wishes of somebody)
He annoyed hss officer by rubbing him the wrong way
To run down (To speak against) | n _
He 1s always running down hts friends and to his obyj
To run short (To lack to be short of fund)
He has run short of money during the course of journey

Run over (Trampled collide with)
The child v?as tun over by the car and was removed to the hospital

W)

Run through (Pierce pl )]

The need!te ran through her finger while she was sewing
Run away (To make of with)

She ran away with her paramour
A raw hand (An inexperienced man)

He Is a raw hand in the field of business

d betwaeen the lines (To read thoroughly)

To meotrzztm::tnund:mand t(he contents of the passage unless you read between the lines
Ready monay (Money readily svailable)

| have no ready money to honour this.cheque
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Red handed (In the very act of committing a ctime)
The thief was caught red handed and was handed over to the Police thete and then
To rackon on (To count on to depend)
You should not reckon on fair weather friends for financial help
Red Tape (Ollicial delay)
(i) The case was delayed due to red tapism in the office
(i1) Red tapism s general evil In every government office these days
To ride rough shod (To troat others with atrocity or cruelty)
The Pakistan Government rides rough shod over the Hindus in their Country

To rise to the occaslon (To prove equal to an emergency)
He Is an opportunist and always tries to nse to the occasion for his personal gains

A royal road (A road without difftculty)
Hard and honest labour is royal road to happiness in life and leads to prosperity

The root of all evils (Main reason of vice)
Money is the root of 21l evils and brings the downfall of man

To give a long rope (Too much liberal)
Donotgive a lon(g rope to children they will be spoiled and become disrespectful

To rule out (To exclude)
In case the cashier ts not vigilant the chance of fraud cannot be rulled out

To run amuck (To go at a headlong pace)
The elephants of Porus ran amuck and kiled the soldiers of his army

To run a risk (To expose to danger)
You should net run & nisk of your setvice by taking private employment side by side

To run a rig (To play a trick)
At the t(lmapof marnage the ladies ran a ng upon the bridegroom by mixing salt in
syrup

The rough side of tue tongue (To rebuke)
The officer showed the rough side of the t

To ruffle one s feather (To make angry)
We have taken the uz(;th of allegiance to be fasthful to our country and should not
ruffle the feathers td jeoparadise the national interest

To Rip up old sores (To reopen old quatre!)
It 15 not good to np up the old sores an
tnfles

Red lettar day (Important day or happy day)
15th August is a red letter day in the history of India

A Broken Reed t which will fail you)
One shgzld fiﬁpsel:a%pg:‘l one s merit and strength as the support of a broken reed may

result in a failure
To run roit (To roam without any restriction)
Seeing the natural beauty the poet s imagination runs roit

To run out (To come to an end) :
One day the mineral coal will run out and we wi
To run at (To attack)
When | scolded tum he ran a

ongue when his subordinate disobeyed huim

d pick up quarrels with your neighbours on

| have to depend on solar energy

t me with a knife and wanted to kill me
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To roll in wealth (To be very rich)
A person who rolls in wealth commands respect in the sociaty
To root out (To remave)
We should root out the evils of untouchability castism and provincialism as they hinder
the progress of a tountry
To rup after (To follow or pursue)
The police man ran after the thief but he soon got out of his reach

To get the sack (to be dismissed from the service)
The poor clerk was got sacked due to his hgence and I
In sack clothes and ashes (In gnef and repentence)
Throughout his whole life he had been a sinner and now in old age he is seeking God s
mercy in sack clothes and ashas
Safe and sound (Out of danger)
He went ta Bombay by train and has coms back safe and sound after the completion
of his journey
To sail under false colour (To try to cheat)
The persons who sail under false colours are not at ail trust-worthy
To be worth one s salt (Of some value, serviceable)
Every man who s nich and worth his salt cannot be fres from enemies.
True to one s salt (To be faithful sincerse)
One should always be true to one s salt otherwise he wili be a sinner bafore God
With a grain of salt (with some exception)
He 1s in the habit of exaggerating the matter but a few of them with the grain of salt
be taken as correct
All the same (With no difference)
He may come or not it 1s ali the same for me
The sand has run out (The appomted term has come to end) .
The old woman 1s on the death bad, presumably the sand has ruh out
Poor man s sauce (hunger)
The dainty and delicious dishes are for the rich whereas the unbuttered bread atone 1s
the poor man s sauce
To save the situation (To control the critical position)
The factory workers went on strke but the factory owner intelligently saved the
situation by promising them to grant bonus

‘s in {To avoid personal Joss)
To “g:r;"l;:;y’skhou(ld try to save his skin before committing anything before the officer

)

ale down (To bring down}
To “:The prices o(f essential commodities have gone too high and cannot be scaled down
despite the Praventive Detention Act
A scapa goat (To involve a persan for the fault of another)
* '?hegPolxctS could not trace the real murderer they made the innocent domestic servant
4 scape goat
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A scape grace fellow écumplele wicked person)
The officer was fed up with his 3cape grace auditor
Scot free (Quite uninjured)
Tha culprit commutted the crime but got scot free through his influence

Ascraw loosa (Something wrong with the brain)
He has a scrow loose In his head and turn a doaf ear tothe advice of tus elders
At sea (Quite blank i)
hough he 1s a good toacher but is at gea In Mathematics
To see double (To be drunk)
He has drunk wine too much ard boegan to see double
To see the light (To be revealed)
1 am sure that your conspiracy will see the hght one day or the other
To see off (To go upto the place of departure)
He went to the Railway station to see off is mother
To ss0 eye to eye with (to agree with)
da not ses eye to eye with you 1n this case
To serve one s own ends (To exploit othars for some selfish gasn)
8 pol are very ning they make false promises 1o serve ther own ends
To sell like hot cakas (at once in large scale)
This book 1s seliing hike hot cakes
To sarve & man right (To punish a man deservedly)
To keop the sgalu (of justice even, 1t 1s not opposed to laws morality to serve 3 man
tight
To atrike work {To stop working)
Tha fabourers have struck the work
To atraln avery nerve (To do one s best)
1 strained every to narve convince him but failed
To stir a fingar (To make the least effort)
T Ha is a solfish parson and will not stir & fingor to help you
Ostem the tide (To check
ItIs very d:fﬁgh to stc?m tho tde of unemploymont in India un'ess new industnes
are set up
To stars in the face (To be quito near) -
. Dezth Is stering him 1n the face but his are shll
0 3tand on ona g legs (self supporting)
One should stanet?un( his ow?l legs on attaining the age of matunty
To stand in good stead (To prove helpful)
This Doxgstood me m(good stoad In tho oxamination.
To stand by (7o help)
T | promis®to standby you in trouble N )
O 8tab in the back {To defame ons In one s absanco
To o B pretends to ba(my friond but always ":'b)'m In the back.
© spree 0 spread very qunckly,
.pThe‘r'\e"wk: :1' I‘I;lafél;:g of tphe Pnme Minister sproad like wild fire

seaoft ble
After :;:tél;’gr:;thx’;o&m')r he found himsell in the ses of trouble

A
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A sleaping partner (A partaer who does not taka active
pact i the business
A sleeping partner 1s not given equal share 1 the profits of the businass)
A siip of pen (An ordinary mustake while wiiting somothing)
A shp of pen generally occurs whils wiiting a long passage
A stip of tongus (A shight mistake while I}
Sometimes a slip of tongue leads to a quarrel between two patties
A snaka v the grass (A hidden snemy)
Do not depend upan hun he will prove a snake n the grass
Spick and span (neat and tdy)
Afwavs kesp your things spick and span
A squara meal (satisfactory maeal)
He works day and mght and hardly gets a square meaf
A squara deal (A fair treatment)
Wi should give 3 squars deal to down trodden psople
Sum and substante (List)
The sum and substance of s spesch was that we should be patniots to our country
A squsre peg in a round hole {Not befiting to a post)
He was a good wrter but when ha was app ias an A he proved to be a
square peg i a round hole
The school master 15 abroad (Education 1s spraading sverywhare)
The schoo! master 1s abroad even in small vilagss of India alter independence
By the swoat of ona s brow {By dint of hard work)
{ fiave earned the money by the swaat of my brow and cannot spend it lavishly

To split hawrs (To exanune cnitwally) |
We should not sphit hairs on this"point but take a decision immediately

To smaell a rat (To suspect something}
When he discussed the case } smelt s rat

To shake in one 8 shoes (To feel temfied)
Whe:\ he was called ag the Police Station he began o shake in his shoes

To show wiute feather {To show cowssdice}
Do no‘: make a m:{sndsh:p with_tim he will show white feather sn trouble snd sun

away as he 1s a chicken hearted fellow
d To agree with)
o sagn;?i?ogld nogt say ditto to the afficer when he is in the wrong
To seo ona § way {To manage)
Ploase see your way to ear

h (To understand]
o se&:‘t‘\ra%ue?n a(xre 1o grnd and t saw through fus trick

n semething

To start
Set a\‘la\ﬁal;; f:lo you u?nend to sat about your new factory

To set apart (To put ande}
1 hava set apart twenty

To set asida (To reject}
The Supreme Court has set

thousand rupess for the and fage of my d

aside his convictign by the High Caurt,
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To set at ght (To under te, to under value)
Only the naughty boys set at naught the orders of thsir teachers
To set at liberty (To set free)
The pusoners of war have been set at liberty
To set fire fo (To set on fire)
The house was set on fire by the mob
To set 1n (To begin)
The rainy season has set in and | want to get my house repaired
To steer clear of (To avord)
In case you do not steer clear of bad society you will come to grief one day
To stand in one s way (To hinder to oppose)
Rest assured { will not stand in your way
To spin a yarn (To tell long story)
A person who 1s In the habit 1o sp:n a yarn loses his populanty
To speak volumes (A solid proof)
His rude behaviour and vulganty speak volumes of his wickedness
To sow one s wild oats (To live foolishly while young repent m old ages)
He who sows wild oats in youth repents tn old age
To set the Thames on fire (To do hing impossible or imp ble)
If you have gained a scholarship you have not set the thames on fire
To sat at ease (Peaceful)
When 1 found my lost nng my mind was set at ease
To set up (To start)
He has set up a jawellery shop in Karol Bagh
To set by the ears (To cause to quarrel)
He Is very :}tpxoma: and is in the habit of setting the people by the ear

To throw dust into one’s eye (To cheat to deceive)

He thinks himself too clever and always tnes to throw dust into my eyes
To throw cold water (To discourage)

1 took him my favounte but he has thrown cold water on my plans
To turn up (To appear)

I expected him to be well in time but he has not turned up so far
To turn up one s nose at (To hate)

Seeing his enemy he turned up his nose at hm
To throw light on (To explain to reveal)

tasked him to shrow ﬁght on the subject to facll easily disposal of the case
To throw mud at (To abuse)

The mischievous boys throw mud at the strangers

To throw stones at (To attack
Thoss who live lg glass hozxses should not throw stones at others
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To throw into shade (To render less attractive)
The rose has thrown into shads all the flowers in the garden
To throw off the masks (To reveal one s ttention)
When fis work was done he threw off the mask and opposed me openly
To turn the tables (To reverse the position)
The now Act has turned the tables on big industries It aims at to encourage small
scale industries
To be taken a back (To be sutprised to be astonished)
| was taken a back when I heard that his father had died on account of heart 5 failure
To take fright (To be ternfied)
The thieves took fright at the sight of the Police
To take the cue (To understand a hint)
The servant took the cue and fled away at once
To take to the road (To become a highway man)
After the expiry of his jail term he has again taken to the road
To take to heart (To feel too much)
The officer rebuked him and he took 1t to heart
To take tn hand (To undertake)
Her relatives should have taken in hand to giwve her financial help
To take the law into ona s hand (To settle the dispute by forcefillegally)
The landlord took the law tnto his hand to get the house vacated
To teke to heels (To run away as fast as one can)
The thieves took to thelr heels at the sight of the police
‘To take the bulf by tho horns (To face the situation boldly)
The Prntipal made up his mind to take the bull of indiscipline by the horns
To teke hold of (To occupy)
After the death of his father he took hold of his property
To take place (To happen)
His marniago took place last month
To take to task (To reprove)
Thoe officer took him to task for hus neghgence
To take turn (Td supervise alternatively)
Every body should take his own turn to avoid friction
ki defend,
To taﬁe[gpaﬁvrgzmﬁ:eg ?act thar) the Mushm countries all over the world will take vp
arms in favour of Pakistan
To take a man at his word (To believe)
e A selfish friend cannot be taken at his words
o s head (To think)
To ta}l}g lllt;tsot:l?an mlg his (head that he ts competent to do the v or! himself
into account (To consider) -
To ‘a‘}’(:e t(;mmar took mt(o account his good work whifa wating his confidontial report

ke time by the fore lock (To lose no opportumty)
Tot Re who do‘c'rs take timo by the fore lock repents throughout the whole Ife, as time
onee lost cannot be regained
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To tell upon (To influence) (To aflect)

Hard work has told upon his health
To talk Greek (Beyond ane s understanding)

Tha students did not follow him as he talked in Greek
In the Teeth of (Despite opposmong‘

He won the efection in the teeth of opposition

Inong s teans (Between 12 years and twenty years)
Ha 15 unable to run the factory as he is stll in his teens

A thankless Task (A service without credit)
Social service has become a thankless task in these days
Thick as thievas (Very intimate)
They are as thick as thieves and help oach other in the time of need
The thin end of the wedge (Something of small mportance in the begmming and good in
the future)
The occupation of Tibet by China is the thin end of wedge and will lead to many
adventures
Thick headed (Dull headed
This thxng(ns beyond hll understanding because he is a thick headed person
Thick skinned (Not sensitive
Some clerk(s are thick skl)nned and cannot recognise the rebuff
Thurd rate (Of low degree
Teachu(m isa lhlrg rat)e occupation these days as the students are idisciplined
Through thick and thin (In troubie)
Hep d to help me through thick and hin
To throw dust into eyes (To deceive)
~ He tried to throw dust(ﬂ;to my eyes but | saw through hts trrck
To throw stones (To find faults with)
Wa should not thraw stone on others as it would lead to quarrel

A tight corner (A difficult situation)

You have put me in a tight corner and | do not know what to do
A tower of strength (A great source of strength)

Sardar Patel was a tower of strength for India
Then and there Immediately at once on the spot)

He had a sergse of perception and declded the case then and there

Time and again (Repeatedly again and again)
have delse(d him tlmayand apain but he turns a deaf ear

To all intents and pur, oses (Practically)
For all intents gnd‘;)urpos(es he 1s the leader of the Congress Party

Tooth and nay| (With full force)
+¥Ve will tightkhe enemy tooth and nanl

Te take a fan
cy (Liking for a thing)
| have taken(a iarcgy to Shakespeare s writings
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To take a leap in the dark (To act without thinking)
it 1s not adv:lsablcfa :r? take a feap 1n the dark without considenng the pros and cons
quently) of the ti

To take after (To resemble)
The son has taken after his father

To take by the storm (Captured by a sudden attack)
Sardar Patel was a man of rron wiil, he taok Hyderabad by the storm

To take far granted (To accept as true)
Don t doubt his bonafides take it for granted that he 1s not a party to this case

To take stock of (To think carafully)
We should take stock of the situation before his impl of the new schems

To take the lead (To take the furst step)
He is a bold man and would take the lead in this case

To take to heart (To feel intensely) >
He took his remarks to heart and cut off his relations with him

To take up the cudgels for (To defond)
He 1s a true friend and wiif take up the cudgel for you and save your honour

To thank one s stars (To thank one s Juck)
Thank your stars that you were npot involved in this case and thus your honour was
saved
To throw up the sponge (To admit defeat) -
When he saw that he was not a match for him he threw up the sponge
To tighten the purse strings (To cut expenditure)
You shoula tignten the purse strings ahd save some monay fac emergency

To turn tail (To flee like a coward) -
The Indian soldiers never turn tail in the battle field

Turn over (Output)
The turnover of the factory is not at all satisfactory

To turn turtle (To capsize)
The bus turned turtle and fell into the river

To turn the corner (To change for the better)
u';he 3anem has gumed the corner but he 1s not quite out of danger

Turning point (A point of change)
Tr?eeage of(twemy 15 a turaing polnt 1 @ man s life

T n turk (To grow ilf)
° tuIram a'; a sossgto understand why he turned turk with me

he amount of)
Te thl:et ‘llr:/‘:s(::c;( In%:ne; in the businass to the tune of Rs 20 000 00 at prasent

The t#’a?ef ‘,’;a;w(v.l;%: "augt%l;) of war between the members of Congress Party and the

opposition \

Te 'h:htlguef;\%sl::vga:ggll’mustrlallsts supported Mrs Gandhi to the hlffin the election
Ian absolutely ineffective)
To tol{/lpr.g?n:a'l”l:grpg:o;%a';ﬁ 'll;l‘; F;’:lans to keep India united with the help of Britishers

‘
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Tom Dick and Harry (Everyone)
Every Tom Oick and Harny should not be allowed to join the cotiege

To tickle to death (To amuse very much)
The tuck of magician tickled us to death
To tide over (To overcome a difficuity)
He borrowed money from his relatives to tide over his financial needs
To throw to the dogs (To sacnifice)
He threw all decency and manners to

To throw open (To give admission)
The educational exhibition was thrown open t0 the genaral public

To touch one s heart (Moved to pity)

His pitiable condition touched my heart and | helped him financrally
To toe the line (To accept the i1dea)

Indha ts self sufficient and will never 108 the line
To touch to the quick (To pain)

Your remanks touched him to the quick and he will taks revenge of this insut
To turn down (To refuse)

The officer turned down his proposal
To turn over a new leaf (To change for the better)
. After marriage he has turned over a new leaf an

'© twist ona s tail (To annoy)
Why do you twist her tail for nothing on the question of dowry

To turn one s back upon (To abandon)
He has turned his bagk upon gambhing dunl

To talk under o
ne s breath (To murmur
thl? Conspiratots were tal(kmg under Zhelr preath and | could not make any head or tail
ofit

To talk throu
gh one’s hat (To talk nonsense)
Do not take him to the fa.cmc Party he will tatk through his hat there also

the dogs 10 order to gan s personal interests
of any Big Power in the world

d given up all bad habits

king after mainage

U]
"9‘"“{“’ motive (Some selfish motive)
8 Is helping you with some ulterior motwes

Up to the hilt
(Completely,
Uph It has been proved that) he Is a rogus (up) to the m
P Illftask (Difficutt task)
0 Solvs th Kashmir problem is on uphil tosk

v
nder the spell (Under the influsnce of)
8 gave him all what he had undet his spell

Under en iy
sion belle!
Il along he hg‘J'L‘L‘:’n“:,'SL“,,“,";‘n musi)oﬂ that hls relatives would hetp him in neod

.



324

Under one s belt (In one s possession)

He 15 a very tactful man and keeps everybody under s belt
Under the table (Secretly)

The conspirators were making plans under the table to dethrone the King

topian project of Sch (An Imp ble sch or Project)

To set up a new library in J'J Colony Is & utoplan project
Under a cloud (Doubtful suspicious)

It seems hts movements are urder cloud
Under lock and Key (In safe custody)

Always keep your ornaments and documents under lock and key
Under the thumb (Under influence)

Generally h ghtly educated ladies keep therr husbands under the thumb
Under the rose (Secretly)

He 15 playing some mischievous act under the rose
Under the Sun (On the earth)

Taj Mahal 1s the most i t | building under the Sun
Up and doing (Active)

He 1s very smart and active you will always find him up and doing
Ups and downs (Various events in hife)

He hds seen all the ups and downs of hife Nobody can cheat him
Upto the mark (Upto the required standard)

You cannot be given promation as you are not upto the mark
Under the nose (In the presence)} -

The boys made a notse under the nose of the class teacher..

In vain (without any freitful resuit)
He(tued \n vain to bring him round to hts point of view

To venturs on (To dare to take up a difficult job)
It 1s very nisky to venture on this new business

On the verge (On the point of) o .
He1scn lgw verge of his t but his are shll

Well versed (Thoroughly acquainted)
He s wel(l versed In audit and accounts

Via media (Middle path)

We should try to find a via media to settle the disput “the two

varsa {Making an interchange of position)
Vice 1 thcug(nt him my fnend but the vice versafhe is not true

stion (A disputed question)
Vaxaid(;:::n" Sro!glem lf g vexed question for both India and Pakistan,



325

Vacant frivolities (Useless momentary pleasurs)
He always wastes his time and money in vacant frivohties
Valvet tread (Walking softly)
I saw the queen walking with valvet tread
Virgin soil (Soil never been cultivated)
In Inda there 1s still virgin soil
To vie with (To compete with)
Both of them ate working hard to vie with each other in the exammation

To wait upon (To call on somebody with a petition)
He waited upon the duector for two hours to get his grievance re dressed

To wash one s hands of (To disown the responsibility)
When he saw that :hé things were going against him he washed his hands or the
whole atfair

To wash dirty inen 1n public (To discuss prnivate matter in public)
It 1s not wise to wash dirty linens 1n public as it lowers the prestige m the soctety

Ways and means (Necessary funds and manners of procunng them)
It1s for him to find the ways and means for repayment of his debt

A wasp s nest (A place infested with enemtes)

Itisa wasxs s host you should not thrust your hand in it otherwrse you will come 1o

gnef
Weal and woe (happiness and sorrow)

He promised to stand by me in weal and woe
Wear and tear (damage by constant use)

Wise busmessmeg alv“ays make adequata provistons for wear and tear of therr mathi-

nery and plant
Well in hand (Under control)

Tha city 1s now quret and the situation ts well in hand
A white lie (A statement which is verbally true but essentially false)

Vtold a white lie to save the Iife of my fnend
A whita elephant (Costly but )

An Amencan lady for an Ind:an 18 a white elophant.
To show white feathers (To show cowardice)

He always boasts his ge and fearl but sl
. robbers attacked him

© win laurels (Te win honour,
he Indian army won laure)ns in the battle against Pakistan in Kashmir
To wink at (to singal wi
t
He told hig mglhw.l ani'l’d?:a)ﬂ mo that ho hes farled 1n the examination

h 8 white feathers when the
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Wishful thinking (A wish which cannot be fulfilled)
it 1s only a hful thinking that the prob) of
solved 1n two years
To wile away (To waste)
You always wile away your time in idle gossips
Well off (Prosperous) _
He 1s well off these days
A wild goose chase (A fruitless attempt)
For a matnculate to think for IAS exam is nothing but a wild goose chase
Well-waded with conceit (Proudy)
1 do not want to be friend with him he is well-wade with concet
Woet Blanket (One who discourages others) !
Never seek his advice he 1s a wet blanket '
Whip and Spur (With utmost haste)
He packed his buggage with whip and spur
With open arms (cordially)
He received his friend with open arms
With might and main (With full force)
He fought the enemy with might and main
With fiying colours (With great success) .
He passed the examination with flying colours
With one voice/with one accord (Unanimously)
They chose him the monitor of the class with one voice
To worship the rising sum (To respect a person in power) ’
Thus 1s order of the day that every body worships the nsing sun
To wipe one s eye (To give comfort)
Nothing can wipe the eyes of a young lady who has lost her husband

.
To X-ray (To examine thoroughly)

| X-rayed hss face to examine his real feelings

‘o spin a yarn (To tell atale)
T ’pslor:eystude(ms are expert In spinning yarns to prove thew absence from the schoo!

ung for one s years (To look younger than actuaf age)
To ID‘?:eygnngpal of our Collegs is more then 50years old but he looks younger for his age

vice (Great service) (substantial work)
To d%z:,:n’a;e?%d a ye(oman s service in the cause of the integration of the States
Za 1rregular) \ N
Z19 Wge re(ached the top of the hill by zig zag way

Power (At the height of powasr)
Zemtll:' g‘r‘lment day(s the glory of Indta was at the zenith of power

I (With great enthusiasm) .
wnh}z{:sst(aarxt‘:dzhen: bs.lsmesg with zest and zeal and made a wenderful progress

d out (Year-after year)
Year'n"r;an ot "hl(s as he suff

ployment and poverty will be

d a loss year in and year out

1d up tha ghost (To die)
o vI:Nher?dld he yield up the ghost



SECTION 8

ESSAYS

(10 Modern Essays )



1 The Holi Festival

+
Holi1s one of the most importsnt festivals of Hincus It 1s celebrated with great pomp
and .how by the Hindus all over India  This festival 1n fact 1s a gala day and 1s called
festival of colours It s celebrated in <pring season the best season of the year 'tis
neither too cold nor too hot in this season

There are different oprmions about the celebration of this festival Some people say
that it1s celebrated 1n the honour of Lord Krishna who killed his maternal uncle Kans the
cruel demon king  The people were fed up with his atroctous treatment They thanked
Knshna and celebrated the occaston by playmg with coloured water

Some people hold the opinion that this festival is celebrated in the honour of Prahlad
the son of a proud king Hirna Kashyap who thought himself better than God  Prahlad did
not kke the behaviour of his father He worshiped God the supreme creator of the whole
univer<e  His father was annoyed with him and ordered that he should be thrown into the
burning frre _ Since he was the true devotee of God not a single hair was mjured  Truth
tnumphed  Evil and falsehood were defeated  From that day Hindus celebrate this festival
as a symbol of Victory over evil

Ladies and Gents throw coloured water on their friends relatives and even on strangers
No body feels annoyed on this day They beat drums and stng songs and go from door to
door with Gulal n their hands

At night a heap of fire wood 1s made  The ladies throw nce incense mnto 1t ltis It
and burnt to singnify that the evil has come to an end  On this old differences are dissolved
and fcergotten  Friends and enemies become one on this happy day They sit together
and enjoy dainty and delicious feast Everybody looks in a jolly and happy mood

2 Importance of Games in hife

Games play a very important role in our life A mans Iife i1s incomplete without
games They are a part and parcel of our hfe The development of mans mwnd & spint
depends upon games  The healthy mund resides in a healtpy bo'tliy We F.a""m deny nln'ys
fact that the games contribute a great deal in making a man phy y y and
fit The games are a key to physical fitness He who plays games regularly maintains a
good health  They increase appetite and keeps man s digestion i order

Games are a source of recreation and a wonderful diversion of the mind A man
forgets worries and anxieties for some time

that all work and no play makes Jack a dull boy So wecan
There 1s an old a¥1n0 e, 1 he d of body and mind  We cannot expect

Vi for the P
AN Ithy spinit in body _which 1s suffenng from one disease or the other

a healthy mind & a heal

Games brmg out a total personality na man Games bring a spint of cooperation and
brotherhood One can learn team spinit and discipline thlough games We learn honesty
integiity and some of the nobl; )| ife the of games

The games nfuse a quality of delig p
The games lead a man to work out the path of progress and restore confidence tn him
3

and p m a man
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3 A Visit to the Zoo

A visit to the 200 1s veryeducative It 1sa source of enjoyment and happiness A
day in the zoo 1s more interasting than reading ten books on animal life A zoois a place
where birds beasts and animals are kept Some of the ammals are smpotted from abroad
for the 200 The wild animals like tigers Tions and leopords are seen foaming sbout freely in
therr enclosures  Delhi has many places of iterest and amusement & Delhi 200 1s one of
them A 200 1s a place of fun espocially for children  Once | along with my family visited
Dethi 200 1t is situated on Mathura Road near Purana Qula We reached therby D T C bus
Wa were n high spint On that day there was a great rush of wisitor A path runs throughout
the 200 and a ditch filled with water runs along the path It prevents the animals from
escaping from there cages At the same time it adds to the charm of the place The zoo s
divided into different sections -

The first section starts with the birds  On either side of the path there were larger
tages  Pigeons parrots and sparrows were twittering and hopping on their perches in the
cages There were many strange types of birds which we had never seen before

i The next attraction was the section of the water birds There were swans the king
ishers herons cranes & ducks They provided colour and excitement to the visitors We
saw different kinds of fish in a big pond  We saw tortorse and crowcodile also

The section of the wild animals was the most thnlling for all of us There were bears
lions tigers and panthers

Wo enjoyed a joynde on elephant The day was very happy at the zoo It was very
INtetesting and added to our knowledge The memory of the zoo still hovers in my mind
and will remain ever green

4 College Life

College hie has its own charm and attraction It s the burning desire of every student
10 enjoy college life  The hfe of a coll dent 1s quite different to that of schoo! going
Student It s an old saying that no knowledge without college The college is a stepping
stone to our knowledge ~ Everybody wants to command great power & authanty but the
secret of power lies tn knowledge which we get from college Before enterng thi ‘“’”egghg

majonty o k some of percephion and judgment
y of us are like dumb drniven cattle  We lacl P o owlatge s a dange

knowledge of eve, llow which proves that a
fous lhxn% It ; uﬁl itflcjsd:untthles valr sh?/vlhu:h hes us ettiquates and how dm move
I Society It cannot be denred that ed dand d p have always anha(‘::?dtsgs
over those who are erther 1gnurant or possess little knowledge  itis the callaga L
9ur brain faculities and 1t 1s the brain power that distinguishes his man from abime, * 20
of knowledge 1s better than physical strength College hife gives m!elhgenfe asdw i
cerass with persons of different | qual it is the expenil G f;’q.,.,e
among learned man that makes a man master of knowledge At col ega" nce over
Stienufic k ge and technol | ad t and these exercise great In u;al’é:
the developing nation of the world  All such knowledge 15 attnbutable to cor
Besides ves us fashion in almost everything We can think o
hamely fashlol':?;sdriehses z(v’r,\l;rglznlt';emgalnners etquette customs foad dunks, D?h'"‘"es and
aMusements  Everybody becomes crazy for fashion At college boys and guls seen caro
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froe  They wear showy dresses They believe in eat drink and be merry no one know:
tomorrow you may die  Some acquire knowledge and make the bost use o¥thelr ﬁ':nek\';/(l,ulz
others waste therr valuable tims in useless activities They squander their parents hard
earned money in unprofitable occupations However the college life 1s a thing of beauty and
Joy for ever It s the chenshed ambition of everybody to have a taste for 1t

5 Hd <

1d ts an important festival of Mushms 1t is celebrated at the end of the month Fastin
ie Ramzan It1s obligatory for each each and Muslim to observe one month s fast dunng
Ramzan  After the expiry of this period of thirty days the celebration of Id takes place

;rhe fasting for thirty days dunng Ramzan 1s one of the foundaton of Islam which are
namely
() *Kalma God s one and umique and Mohd Sahib was His Prophet

= (i) Prayers 5 times a day

(/1) One month s fasting duning Ramzan

(v) Zakat  donation to the extent of 2%, of ona s savings

(v) Pignmage to Mecca called * Haz once in hfe subject to availabthity of ones

resources
Fasting for thirty days is obligatory for overy im durtng Ramzan The fasting for

this period 1s a sort of whare Musli h lves from evils and lead a
prous hfe duning this period This period of fasting has been laid down 1n the Holy Quran
1tself symbolising the period of Purification

At the end of fasting celebrations are made and 15 called Id ul Fitar

On this day fastngitself 1s prohibited The Mushims eat and put on the best clothes

available with them They go outside the city walls 1n large congregation at a place
called 1dgah and offer therr prayars and thanks to the Almighty God by offering two

Rakats of Namaz collectively
wheat or iIls equiva- '

Moreover every well to do Mushm s ardatned to give 12 Kg of
lent cash to thewr needy brothers This donation s called Fitra '{ This 1s given on behalf
of each member of the family The very purpose of itis that no one should go without

tood on this day

6 Punctuahty

tuality means observance of time Time is money and must be valued by all
Punctﬂgﬂfyliz azuahty and virtue which 1s chenshed by all it differs from man to man.
For king s and tigh dig itis therr g and p For a man itis
tis duty and for a business man 1t is a pecessity
1 s 4 and infused in a child since bith  The duty

'Tha e havant h aind guardians it leads a man to prosperty and greatness

upon p:
it creates a sense of duty and responsibility In a person -
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Non observance of punctuality causes annoyance dis respect and hatred It logses the
Wesﬁge of a person in the eyes of others

History Is a witness that due to non-punctuality by one of the generals of Nepolean he
lost the battle and had to suffer imprisonment at the hand of Allies

Punctuality gives a sense of duty securnity order and discipline  In case a man is
punctual in us appointment he commands respect in the soctety and on the other hand a
person who lacks this quality has to cut a sorry figure and becomes a source of annoyance
drspl , dis respect and Inco for others

Punctuality 1s a symbol of national charactenstics
character of an individual

We should be punctual in every walk of ife 16 n our prayers morning walks meals

ttending office or b or sleep

P ity has untold ad! and no vice or disadvantages It 1s a key to success

In every sphere of life of every individual

It 1s a murror which reflects the

7 lala Lajppat Ra

(A great Freedom Fighter and a National hero)

Lala Lajpat Ral ‘The Punjab Kesan or the lion of Punjab was born 1n a small village

of Punjab in 1865 He was not born great but achieved greatness He was a true patriot
® was both interested in literature and politics  He started his practice as a lawyer and
later on gave up this profession  He becams the follower of Mahatma Gandhi and joined
Freedom Movement He had a firm faith and behef in the prnciples and missions of

Arya Sama; He was a great reformer He fought against umouchabmtx’ and always
s ed A Biahad

Worked for the uphft of Haryans He was in favour of
many educational i He p d 1l I qual He was a great wniter
and speaker  He wrote a hook Unhappy India  This shows that he was a man of high

Calibte He opposed the Brtishers and cnticised their policy and consequently he was
.

ransported to Byrma in 1807
On the expiry of the term ho jomed Non-Co operative Movement started by
Mahatma Gandhi and went to sall many times  He opposed Simon C Vos & grea
8 Was Lathi charged by the police as a result of which he died His death was a great
blow to the freedom movement  His death was mourned by the whole country

Thete wero open demonstrations throughout the country against Butish rule in India

His devotion cannotpbe questioned He was% true patriot and fover of his country He
Wwas honoured in the country for his patriotism heroism and self sacnfice  He faid stress
for the nead of Hindu Muslim Unity He was 2 helper sympathiser benefactor of all human
ings His name will ever shine as long as the sun existinthe sky He has become

Mmortal dus to his sacrfices and patrictism

. 8 Modem Fashion in Dress
nd Chitdien

t tho day Men Women a
To wear Qandy and showy clyothss is the order?“ 10 day 20 fashlcnablo that it has

all have b tor fashi oun s
™ to Nudity of':::feé’.;m Exposuvagof the bady to the maximum has become 2 pant ang
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parcel of the modern fashion  Today s fashion 1s leadin

g men and women toward:
ags w~here men know no dress and lived naked like ather wild beasts With the gsrg\r/‘v?;{ng?
intelligence and passage of time he started to cover his body

Now a days the fashion in dress has been under
going a rapid change In olden da
the very purpose to clothes one self was to protect agamst’%old gnd heatguf the Sun v

With the ad m and Technol ficit
to fashion and varnety oy the ¥ 10 dress has given way

Today fashion m dress 1s n full swing The showy and dark coloured clothes are
equally hked by young and old  The fashion |g dress has ggne afast change thatt has
become vety difficult to distinguish a boy from a girl  Now there i1s no difference In dress
of a male or female Today their craze for the fashion s touching the sky The girls wear
sleaveless shirts bell bottoms Lungis in Burmese style Jeans and prefer maxis They
look like butter flies  On the other hand the boys are alsa not lagging behind in pursuit
of fashion Mose than half the belly and back of a madern woman s oxposed to the wind and
weather and their Sarees have also gone below hips If seems that they are going to beauty

ion  This fash. has ads ly affected the young people and has resulted in

distraction of their studies and work ’

Fashion Is not an ewl if 1t is adopted to a proper it We must draw a hne  We
should not follow others blindly Nudity 1s not a symbol of ad t o i

but on the contrary it will lead to the earliest stage of men where the man covered them
seveles fo the minimum ”

9 Importance of Work

Work 1s worship 1s an old saying Worker gains populanty and a shirker is condemned
by al!l Some people think themsslves happy if they have no wosk to do but it is not true
Idleness 1s the root of all ewils Life becomes a burden for them We feel tired of work
and not because the work 1s tiresome or unpleasant It is overwork that tells upon our
health A fair amount of work gives happiness and is afways pleasant

It 1s the work that commands respect in the soctety and on the other hand an idler 1s
always looked down upon by all  He s like a beggar who lives at the mercy of others
Handsome 1s that handsome does is the quality of a worker Regular work keeps a man

healthy and developes personalities 10 @ man and builds up his character
) 1 h N and

It s the work that infuses a spint of p Y .
sincenty 10 an individual A man who1s always busy about his work finds no time for fa!
ing a victim of vicious habits Itke gambiling dnnking etc Thus work keeps lum away from
many vices and serves him from being ruined Honest work keeps a man s head high in the
eyes of others and his prestige is never lowered A Poet has nghtly saxd

AWork apace work apace Honest labour beats a lovely face
Work plays a very important role in every man § life There is no substitute of hard

and honest work N
It s the work that [eads a man to the path of glory and progress
o ocean no height of the mountain remain invincible if aided by
eama;h::c;shnooneds?‘:'vg:k‘h It s the wo:g that brings alround happiness in Ife as a man
He enjoys self re! 14 topend from all corners
Thus we can say that rest s rust work is worship o

~

)

¥
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10 Good Manners

Good manners are symbols of civility  They cost nothing but pay n the long run
They show the nature of a man and also deprct their family background Good manners
::?Stlst in to behave politely and speak gently andto actin a night manner and nght

]

No legislation can be made t bad Anill d 1s o plated and
despised by all and loses his populanty He is calledrude and impertinent and is not at all
respected by any body

Good manners add charm and beauty to a man’s bhfe  He earns a good name where
ever he goes He 1s honoured in his own land and abroad as well  They make man s
Personalities and help him to gain popularity in the society

Good manners demand that while speaking 1n the society we should be polite with a
feasonable loud tone and give others to share a fair portion of the conversation It should
not be one sided talk

Wo should pay due regard and respect to young and old We should acknowledge a
service done to us and feel sorry for our wrongs Good manners make our hfe smooth
unning  They work ke oil in a machinery They gwve birth to wisdom honesty truth
fullness and many other such qualities that form our personalities They make our hite simple
and well discipline They make the atmosphere congenial and pleasant but on the other
hand bad manners spoil 1t

Such as evil begets evil love begets love, hatred, begets hatred in the some way good
mannots also act Good manners win friends and bad manners turn them into enemy Good
:‘:gr&ers make the atmosphers in the soctety peaceful calm and quiet and mtmimise quarrels

isputes

iy “ of men and At buitd but of the same beight
I ight Tha | than for one of Iight bu of the sa
::.Ilhl;lvlndl o "“:4:: n:ltuﬂd “-:;;":l. % cal { Ideatly ag® ~old should waigh within % 4 uou:h
soclated with ou health - can otthawe theve tebles The ldeal q'hl they
heaviet for & man of large bulld rises by & out® 20und 8 year until the sge of L)
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CCI Market Survey-cum-Detailed Techno Economic
@ Feasibility Reports Rs. 1500 each

Speedily English Grammer & Composition Course

Our “Speedlly English Speaking Course’ and “Speedily
English Letter Drafting Course ’ are well known among our
readars Thaese books have been mighly appreciated by our
readers and encouraged us to publish the third baok closely
connacted with these books mentioned above namely
* Speedify Grammer and Composition Course’” This book 1s
ready for publication Every possible efforts has been made
to make this book self contained and exhaustive it contams
the basic rules of Grammer and Composition so that even a
lay men can understand it eastly and derive the maximum
berefit out of it  The knowladge of English Grammer s very
essential for every man who wants to learn this fanguage
In the absence of this very purpose of learning the Enghsh
language wili be defeated the expression will be poor and
commussion of errors of basic rules cannot be ruled out The
knowfedge of the basic rufes of the grammer 18 very essential
to attan proficiency in English language Simufarly composi-
tion also plays can equal role These two subjectsi1e grammer
and composition go side by side and one mutually inclusive
composition oh any subject can be attempted wall if a person
posses a thorough knowledge of grammer It will mimimise B
mustakes and errors of principles and will represent an impres-
sive unpression upon the readars It brings fluency in the
speech of a person, commands, self confidence and avoids
hesitation and disregrards f usm and despondency in a
person It leads towards perfection and optimism  The study
of this book guarantees eloquency in speech and ensures

success 1n extempore masden speeches to the entire satisfac-
tion of thewr audhances ~

The study of this book 18 suggested for one and all It has
been priced very lown despite of high price in the markst,
keoping in view that our readers may avail themselves of the
opportunity to purchase it and read it

White paper
Price 2800 Postege 600

Crown Big size

Rush your order (Only Limited Copies are Avallable)

E K BHANDAR
%%%E EEOQV‘I\(TB‘aggastﬁ, Chawari Bazar DELHI-110 006

Phone 261030 .



SECTION 9

Words Commonly Used in Official
Noting & Drafting

z
Above mentianed
Acknowledga rece pt
Action a3 at A above
Action~—departmental
Atjoumed SINE DIE
Administrative approval may ba obteined
Administrative funcuons
Al cancerned to note
Allotment of funds
APpezy for fnterviaw
Application may be rejected
Approved as proposed
Approved subject to the observations at A
Amreary statement
A3 abave
As diected
As early as possible
As far 23 possible
Asfar o3 practicable
As may bs necesyary
As modified
As regards
As reguired
As rovised
As the caso may be
As tha Cireumstances of the case may requira
A may be

asa
As utust s an interm

At any rate

Attached to

Attention I8 invited to Clrcular No
dated

At the Jast,
y s ance of the Dirsctor

Awelt further comments
Await further report
Awage capty

Better accapt the pro,
Brnk In strvice proposal
¥ tetumn of post
By virtus of xﬁ‘i.cq
{30} Catt for recommendations

Caswia tlosed now
Sons :‘l.;z'bn reviewad
Corras,

Charscter ang lmgg:: ot
Circulate ang then deposit
Circulate and than tils
Cotnmunicarjon Meany
Confidentipy record
((:Tem?fém o} Court

Ontenti
Context, ntme:E € untable
Copy #00tied far

Copy encloreg
Or tek
Copy torwsrded "‘n dy rafarence

on} of Government Servants

Day ta day edmmistrative work
Delay (s regratted

Depattmental action

Deposited in record room
Deputation to forergn service
Despatch

Ditcrepency in accounts
Duscrepancy to be reconciled
Discuss

Disaussed

Draft as emended

Draft for sppraval

Draft reply as suggested above
During the pendency of the case

Eatly orders are solicited

Efficency of administration

Efficient 2nd successful working

Enquiry 10 be completed and report submpted

(To} Enl"n' the proposals in the hight o! observation
t

a
Exclusive Junsdiction
Executive power

Ex officio

Ex parts statement
Explanation de catted for
Ex post facto sancuon
Expressly enjoined
Extract should be teken
Extra terntorial operations

Failing which senous action will be taken
Filo

Fair coj

Financia! irregulanties

For approval

For comments

Fot communication to all concerned
Far compilance

For consideration

For disposal

For enquiry and report

For gn expression of oplalon
Forguidance

For information and necessacy action
For the purpose in question

For perusal and return

For ready reference

Fat sych action #s may be deemed necessary
Far suggettions

Forwarded for consideration
Forwarded for orders

Forwarded for comp jance
Eunctlons*adminiswative

Further ordsrs wilt fallowe

Gavernmans deare that
Government consider it desfeable thet
Government is of the eplnlon that

Comy "Llhm.‘.p.,. €Opy forwarded to the Controfler for Held in abeyance
Compongoros Hergwith enclosed
Pondencs resting with yoit D O Ietter No *xPlanstion $hould be obtsined

’ 335



| am directed to

! am desired to

1t 15 submutted

1 have the honour

Immediate action

1n accordance with orders

In an existing vacancy

In case of doubt

In certain cases

Incidentally it may be observed
In with your

In consequenca of

n cansistent with orders

In continuation of my latter
Incumbent on an office

in due form

In favour of

In Inviting your attention to
In partia} modification of

[n preference o

In persuance of

1n response to

instructions are ewaited

In supersession of

n support of

In hese circumstances it 13 requested that
In the course of time

1n the interest of public service

In t1he light of the facts mentioned above
in originat

In this connexion 1 have ro stats that
In this manner

Is 1n order

Is refersed tQ

Issue as modified

Issue of this Is authonzed

1t has stnce besn decided that

{t will be appreciated 1t

Joined duty
Judgment in appeal
Justfication for the proposal

Keep poramg
Keep with the file

Last pay certificate
Lot A &

Maintenance of discipiine
(To) Make interim arrangemants
(To) Make reference to Government on this polnt

Marginally noted

Matter may be refetred to the Duector
Mazter is under conslderation

Muy be considered
May the D
May | know when orders in the reference may bs expe

ot
Mentoned above
No action necessary File
Nutl and vold
Objections have been dealt with

Qbservations made above
Obtaln formal sanction

Office proposes

OMfice regrots

Office suggests

Otfice to note caretully
On the contrary

On the other hand

On relief by

Orders passed

Personal attention is required
Please discuss

Please give sarly attention o
Pieass put up previous Papers
Please refer to letter No
Pleass teke a special note of
Please treat it as most urgent
Practically expenenced
Preferance in order of
Provision shall apply

Mutatrs Mutandis

Pubhshed for general information

Receipt acknowledge
Recognition already granted witl be withdrawn
Reimbutsement of medicel charges

Reject

Remarks adverse

Removed from office

Reply not yet received

Retrospective effect

Returned duly Endaorsed

Rule making control

{A) Ruling from Government of India should bs obtalned

Sanction

Sanctlaned as proposed

Sanctian s hereby accorded

Seen File

Salf contaned nots

Self-contained note is put up

So far us practicable

Subject matter

Subject to the approval of N

Submied for informaron

Submitted for orders

Submutted for approvat

Sumbmitted for perusai

Submttied with refersnce to the orders on the previous
Page

Temperate and courteous language

Tentative propasal

The undersigned is directed

The question at issus

There is no reason fo interlecs

There 1s no cause to modify the orders already passed

Under intimation to this office
Under patagraph

Urgently required

Vested nterest

Voted sxpenditurs

With reference to your letter

Yours faithtully
Yours sincerely

%= Phone 26 10

sl DEHAT! PUSTAK BHANDAR
%,%' Chowk Barsh;g)ula, Chawari Bazar DELH{-110 006
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JUST OUT

| ULTRA MODFRN GATES, WINDOWS GRILLS
AND 31(0W PIECES CROUP

Price Rs 96
Postage ks 15H]
(Containing 72 latest designs t halftone)

By—SP Singh Attist

This album 15 very useful for Architects Decorators,
Bul ng Ci v A f: o
iron yates & gnlls eic and all other persons coucerned
®ith % Construction and Decoration of a_bulding
They can ger hu.e orders by showing this album the
eustoners  Tins attractive album contmns 72 ultra
modern designs of Gates Railmgs  Vindows and
Shutters used 1n devcloped countries hke Japan Russia
Amtrica Germany England Switzerland Poland and
Smgapore etc with thewr omginal photographs  All
bpes of designs of pates windows shutters aad railings
for palatial buildins off es bunglows gardens gallenes
and factories are avarlable in this album  Rush your
order immediately as hmited mumber of albums arc

Nailable 1n stock

LATEST PUBLICATIONS

Two Beauufil and attractive Albums wi b original Half one phot graphs of —Gates
Bundons Grills Railings  Shuwers and shon pieces for Bu rdows Office Budddings
Cinemia Houses Factories Gardens Galleries Kottt s Temples ani Gurudwaras

2 THE FACELLENT GATES GATES D RAIL
INGS COLLLCTION

XI—,
m— ]

By—S P Singh Artist Price 114 G0 postoge Rs 1500

This 15 our second pride presentapion  which has no
equivalent 1n the entire Indian market This album
contains 88 excellent desigos cf gates grills and railings of
modern and ancient fustoncal buildings of Scotland Pang,]
G reeany  Italy  Japan hwwa  Amenca Epglama
Singapore etc Designs of Steel Sheet gates is a specality.
of this album  You will find most attractive and simple
designs of pates and gnills for Hotels and Coffee Houses
factorses and workshops hothies and Dupglowns and
multi storeyed buildings  Some old styled Muchal period
designes with modern touch is a sccond speciality of thus
album SEND YOUR ORDER AT ONCE TO AVOID

DISAPPOINTMENT

SPECIAL OFFER, SAVE Rs

Ord:

By sending (I

by M O /Dy

rajt/r rder
ITbadvnn:e you_can get complete set of both th above
2oums ata e Thelight In YourFutureCareer.

Rush your Order by V P P_st€onsultants Cotporation|
of Industnies 113 B Chawn Bazar Delhy porttion

Lat, ccl 14 €CL Soap and Soap Powders [ndustres 9000 | pt
1 é!élhoms hoow How Books for Chemical Inds 15 CCI chgnoIOgy of Pantsand Varmshes < g X
Hand Bo C Products LS w
(Trehuolony of goocucs Industnies. R | 16 ocy Worldwide Gum Adbeaive Resin oo |m 28
2 €C1 Techoology of Dyes & Dye Industries kt N a
3 Intermediates 45-po) 17 €CI Manufacturing Process of Confec 2,4
€T Hand Book of Profitable Chemical tionery Products 00 1227
. Industrres 45-00]| 18 €CI Manufacturing Process of Bakery 500 k3 I E
€CI Most Flounishing Modern Scented Products 4 5<%
obace Zarda & Kimam Industries 4% 0§ 19 CCI Mabufacturing Process of Bakery [+
3 CCI Hand Book of Synthete Detergent 45 00 and Confectiopery Products 90-00( 53 ©
§ CCT Pesticides & Insectiades Formulationsd-00f -0 €C1 Allumiotum and Relsted Produces o -
& SC1 Taper & Paper Based Industries 45 00 inoustnes =83
ca Fechnology of Electroplating Metal 21 CC1 Profiable C[‘fg&;'{;""’"’)'“‘ o0 (3 =
sk eppenment In
2 ca A}l‘aﬂ‘;&;’k‘:‘;?ﬁ'gg‘. Products 22 33 22 C©C1 Mavusl on Stanless Steel Utensst 7500 1 3 g g
10 CC A Hand Book of Blaste & PV 93 CC1 A Hand Book on Protiog Inb Jod 7560 | 3 G &
roducts 4500 24 CCT A Hind Bock on World Fame — _ J £ &
M CC1 Technology of Rubber & Plastic Edible Ouls Industry =R
1 oo l."!oducu 90-00§ 25 CC1 iAdHl::d Book on Food Presenation i8¢
echnal, ndustry -
13 oy Mobile Ol a0 pommars o1ia"? 2500] 26 CC1 A Hand Book of Rewnalof Sict __;:8 s
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