ENGLISH
FORMAL LETTER WRITING

Objectives

Analyze and compare various informal and formal letters to note differences of
conventions, vocabulary, style and tone.

Follow conventions of formal letter with respect to layout, solutions, etc.
Recognize and demonstrate use of appropriate vocabulary, style and tone in formal
letters.

Write formal letters to people in immediate and extended social and academic
environment for various purposes.

Definition

A letter is a written form of communication that is addressed to a specific person or
specific organization.

Letters are of two basic types: Formal Letters and Informal Letters.

Formal Letters: These include letter to the editor, official letters and letters to
government departments.

Informal Letters: These include letter to parents, relatives, friends, etc.

Purpose of the formal letter:

To express one’s opinion on a wide range of issues.
To express and share one’s observations and views in a public forum, for example a
magazine or a newspaper.

Language of the Setter:

Formal language must be used.

Repetition of ideas must be avoided.

Sub-paragraphs should be used in an organized way.

Personal outlook must be included but biased language should be avoided.
Word limit must be kept in mind.

Parts of the Letter




« Your Address
At the top of your letter, you will put your address, so the reader will know where to send
their reply to.

« Date
Put the date on which the letter was written in the format Month Day Year i.e. 15th June,
20XxX.

o Inside Address
The inside address is only required for a business letter and will include the address of the
person you are writing to, along with the name of the recipient, their title and company
name.

« Salutation
The salutation will address the individual that the letter is being sent to. This is usually
completed in the form of “Dear Sir/Madam”.

Sender’s address(2-3 lines)

Date- 4™ August,2021




Recipient’s address

The Editior

Hindustan Times

DELHI

Sir/Madam

« Do not use contracted forms — write all words in full.
« Use formal standard — no slang
. Keep sentences precise and get straight to the point

. If complaining, be polite and use intelligent vocabulary.

Sum up your main point and state that you look forward to a response to your

letter/query/complaint etc if appropriate.

Yours faithfully — (if the greeting is to Sir/Madam)

Yours sincerely — (if the name is given)




Note:

The Introductory Paragraph

The first paragraph will generally outline the purpose of the letter and the reason that the
letter is being sent. This can address any issues that are outstanding and is used to set the
tone for the rest of the letter. In this first paragraph, the summary of the letter can be
found and the intentions which will be displayed through the rest of the letter should be
outlined. From the first paragraph of the letter, the introductory paragraph, the individual
should be able to note the tone of the letter.

The Body

The body of the letter will expand upon the introductory paragraph and the individual can
extend their thoughts and feelings further when it comes to the letter. The body of the
letter can be anywhere from multiple paragraphs for personal letters, to one or two
paragraphs for most business letters and other types of proposals.

Conclusion
The last paragraph should sum up the issue raised in the letter. It can include suggestions
and methods of solving the issue. It should be concise and to the point.

Format of a Formal Letter

Complementary Signature/name

close

Formal Tone

Solution



1. The date can be written as:
March 1, 2010 or 1st March, 2010 or 1 March, 2010

2. The address must be complete and must have the pin code of the address to which it is
being sent.

3. Never write ‘Your’s truly’, always write “Yours truly’.

Question 1:

Solved example (To be Done in Notebook)

Write a letter to the editor of* The Times of India’ complaining about the nuisance created by
the use of loudspeakers. You are Piyush Sharma, a resident of Sector 15, Vasundhara Enclave,
New Delhi.

%44_
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ANnswer:




Sector 15,
Vasundhara Enclave
New Delhi — 110096

10" January, 2021

The Editor
The Times of India
New Delhi

Subject Regarding the indiscriminate use of loudspeakers

Sir,
| would like to draw the kind attention of the concerned authorities towards the
indiscriminate use of loudspeakers through the columns of your esteemed newspaper.

Now-a-days, the use of loudspeakers at religious places, political gatherings, marriages etc
has become a very common sight. The organizers of these events do not bother to turn off
the loudspeakers after the stipulated time. In a lot of cases, the use of loudspeakers
continues till late in the night. This creates a lot of nuisance and disturbance for a lot of
people especially students and senior citizens.

| would want the authorities to look into this matter and put stricter rules in place. They
must ensure that the use of loudspeakers does not continue after the stipulated time is over.
Their efforts in this regard would be much appreciated by one and all.

Yours truly

(Sign)
Piyush Sharma

"Question 2 ACTIVITY
Observe the following visual and write a letter to the editor of a local daily regarding the
condition of bad roads in your locality.

PRACTICE QUESTIONS/HOTS



Write a letter to the Editor of the ‘“Times of India’ regarding the frequent traffic jams on the
roads of your city because of poor road conditions.

VIDEO LINKS

https://www.youtube.com/watch?v=UyN7ygWyRfk

https://www.youtube.com/watch?v=2oucelJY MRO

FOR REFERENCE

OPENING LINES

e Through the column of your esteemed newspaper | want to draw your attention of

the authorities towards the problem of

Through your newspaper, | want to bring to the kind attention towards

| regret to inform you that

I wish to draw your kind attention towards

Through the columns of your esteemed newspaper, | would like to highlight the
nuisance caused by the

CLOSING LINES

As the condition is really miserable, | request you to highlight this issue through
your newspaper so that the concerned authorities resolve the issue by taking
necessary steps.

We would appreciate your immediate attention to this problem for the well being of
the residents.

I would like to request you to highlight the above-mentioned concerns for the
benefit of the people and take actions against it at the earliest.

I hope you will pay attention to this issue and publish it in your newspaper so that
strict actions can be taken to resolve the problem.

I hope you’ll publish this letter in your esteemed newspaper so that some actions
can be taken in this matter.

HINDI

f&dt st

https://www.youtube.com/watch?v=HGS630JuHto



https://www.youtube.com/watch?v=UyN7ygWyRfk
https://www.youtube.com/watch?v=2ouce1JYMR0
https://www.youtube.com/watch?v=HGS63OJuHto

Note- please refer to the above given link to study the chapter before answering the
following assignment
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Class 7 Maths - Chapter Lines and Angles | Lines and Angles - Bing video
GENERAL OBJECTIVES

1. Students will be able to differentiate between line and line segment
2. Students will be able to classify the triangle on the bais of the sides and angles
3. Students will be able to relate with day to day life situations.

Line:

A line is a straight figure which doesn’t have an endpoint and extends infinitely in opposite
directions.

Ray:
A ray is a straight line, which starts from a fixed point and moves in one direction.

Line Segment

A portion of the line formed with two definite points is called a Line Segment. A line is a one-
dimensional figure and has no thickness.

Angle

When we join two line segments at a single point, an angle is formed, or we can say, an Angle
Is a combination of two line segments at a common endpoint. This common point is called
Vertex of the angle and the two line segments are sides or arms of the angle formed.

C

Angle

Types of Angles
There are basically 6 types of angles which are:

1. Acute Angle: If an angle is less than 90 degrees, then it is called an Acute angle

2. Obtuse Angle: If an angle is more than 90 degrees, then it is called Obtuse Angle

3. Right Angle: If an angle is exactly at 90 degrees, then it is called Right Angle.

4. Straight Angle: If an angle is exactly 180 degrees, then it is called Straight Angle.

5. Reflex Angle: If the angle is more than 180 degree but less than 270 degrees, it is
denoted as a Reflex angle.

6. Full Angle: A 360-degree angle is called a Full angle.


https://www.bing.com/videos/search?q=VIDEOS+ON+CHAPTER-+LINES+AND+ANGLES+CLASS+7+MATHS&&view=detail&mid=11A687812D1C763A649311A687812D1C763A6493&&FORM=VRDGAR&ru=%2Fvideos%2Fsearch%3Fq%3DVIDEOS%2BON%2BCHAPTER-%2BLINES%2BAND%2BANGLES%2BCLASS%2B7%2BMATHS%26FORM%3DHDRSC4
https://byjus.com/maths/types-of-angles/

TYPES OF ANGLES EEYyIus
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ACUTE ANGLE RIGHT ANGLE OBTUSE ANGLE
Less than 290° Exact 90° Greater than 90°
and less thamn 180°
STRAIGHT ANGLE REFLEX ANGLE FULL ANGLE
Exact 180° Greater thamn 180° Exact 360°

Complementary Angle: The sum of the measures of two angles is 90°
Supplementary Angle: The sum of the measures of two angles is 180°

Adjacent Angle: Adjacent angles have a common vertex and a common arm but no common
interior points

Linear pair: A linear pair is a pair of adjacent angles whose non-common sides are opposite
rays

Vertically Opposite Angles: when two lines intersect, the vertically opposite angles so formed
are equal.

Pairs of Lines

Intersecting lines: Two lines intersect if they have a point in common. This common point O is
their point of intersection.

Transversal: A line that intersects two or more lines at distinct points is called a transversal.

Angles made by the transversal: There are different angles formed when the transversal cuts
the lines. They are:

« Interior angles
. Exterior angles
. Pairs of Alternate interior angles
« Pairs of Alternate exterior angles
« Pairs of Corresponding angles
« Pairs of interior angles on the same side of the transversal
Transversal of Parallel Lines: We know that the parallel lines are the lines that do not meet

anywhere. Transversals of parallel lines give rise to quite interesting results.

Checking for Parallel Lines

If a transversal cuts two lines, such that, each pair of corresponding angles are equal in measure.
Similarly, if a transversal cuts two lines, then each pair of the alternate interior angles are equal.



Also, if the transversal cuts the lines, then each pair of interior angles on the same side of the
transversal are supplementary.

WORKSHEET

Q1. When the sum of the measures of two angles is 90°, the angles are called
(a) supplementary angles

(b) complementary angles

(c) adjacent angles

(d) vertically opposite angles

Q2. The sum of the measures of two complementary angles is
(a) 180°

(b) 60°

(c) 45°

(d) 90°

Q3. The measure of the complement of the angle 30° is
(a) 30°

(b) 16°

(c) 60°

(d) 160°

Q4. Which of the following statements is true?

(a) Two acute angles can be complementary to each other

(b) Two obtuse angles can be complementary to each other

(c) Two right angles can be complementary to each other

(d) One obtuse angle and one acute angle can be complementary to each othe

Q5. The measure of the complement of the angle 46° is
(a) 90°

(b) 44°

(c) 16°

(d) 136°

Q6. What is the measure of the complement of the angle 80°?
(@) 10°

(b) 100°

(c) 36°

(d) 20°



Q7. Which pair of the following angles are complementary?

7

A

(b)
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55° _ 45° N
(d)

120° 80°
» & »

Q8. The measure of the angle which is equal to its complement is
(a) 30°
(b) 60°
(c) 46°
(d) 90°

Q9. Which of the following pairs of angles is not a pair of complementary angles?
(a) 60°, 30°

(b) 66°, 34°

(c) 0°,90°

(d) 160°, 30°

Q10. What is the measure of the complement of the angle 90°7?
(a) 90°
(b) 0°



(c) 180°
(d) 46°

Q11. When the sum of the measures of two angles is 180°, the angles are called
(a) adjacent angles

(b) complementary angles

(c) vertically opposite angles

(d) supplementary angles

Q12. The sum of the measures of two supplementary angles is
(a) 90°

(b) 180°

(c) 360°

(d) none of these

Q13. The measure of the supplement of the angle 120° is
(a) 30°
(b)45°
(c) 60°
(d) 90°

Q14. Which of the following statements is true?

(a) Two acute angles can be supplementary.

(b) Two right angles can be supplementary.

(c) Two obtuse angles can be supplementary.

(d) One obtuse angle and one acute angle cannot be supplementary

Q15. The measure of the supplement of the angle 90° is
(a) 45°
(b) 60°
(c) 30°
(d) 90°

SCIENCE
Acids

« An acid is a chemical substance that has a sour taste.

« Many food items such as lemons, curd, vinegar and orange taste sour because of the presence
of acid in them.

« Acidic Substances are the substances that contain acid in them.
« Natural Acids are the acids that occur in nature, for example, acids found in fruits are
natural acids.



Bases
« A base is a chemical substance that has a bitter taste and a soapy texture.

« Bases are found in different substances such as bleach, ammonia, washing powder and soap.

« Bases are also called Alkaline.
Basic Substances are the substances that contain a base in them.

Name of acid Found in

Acetic acid Vinegar

Formic acid Ant’s sting

Citric acid Citrus fruits such
as oranges.
lemons, etc.

Lactic acid Curd

Oxalic acid Spinach

Ascorbic acid Amla, Citrus fruits

(Vitamin C)

Tartaric acid Tamarind. grapes,

unripe mangoes, etc.

All the acids mentioned
above occur in nature
Name of base Found in

Calcium hydroxide Lime water

Ammonium hydroxide| Window cleaner
Sodium hydroxide/ Soap

Potassium hydroxide

Magnesium hydroxide | Milk of magnesia

Figure 1: Acids and Bases found in Nature
Neutral Substance is any substance which is neither acidic nor basic in nature.
Indicators

« We cannot taste every object and find its nature. Therefore, we use indicators.

« An indicator is a substance that can determine if another substance is acidic or basic in
nature.

. The indicators indicate the presence of an acid or base in a substance by changing their
colour. For Example Turmeric, China rose petals and Litmus are some natural indicators.
Natural indicators the indicators that occur in nature.

Litmus

« Litmus is a natural indicator which is obtained from Lichens.

« Litmus is available in a solution form and paper strips (red litmus and blue litmus paper).

Acid Base
-
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Figure 2: Litmus test



S. No. | Test solution Effect on red Effect on blue Inference
litmus paper litmus paper
1 Tap Water No change No change Neutral
2 Detergent Solution Changestoblue | No change Basic
3 Aerated Drink No change Changes to red Acidic
4 Soap Solution Changes to blue No change Basic
5 Shampoo No change Changes to red Acidic
6 Common Salt Solution No change No change Neutral
7 Sugar Solution No change No change Neutral
8 Vinegar No change Changes to red Acidic
9 Baking Soda Solution Changes to blue No change Basic
10 Milk of Magnesia Changes to blue No change Basic
11 Washing Soda Solution Changes to blue No change Basic
12 Lime Water Changes to blue No change Basic

Figure 3: Testing Solutions with Litmus Paper

Turmeric as an indicator

« To use turmeric as an indicator it is generally mixed with water to form a paste which is then

put on blotting paper and dried to form thin strips of turmeric paper.

« The turmeric paper is then put into the solutions in order to determine their acidity or
alkaline nature.

« Sometimes turmeric solution is also used as an indicator.

S. No. | Test solution Effect on turmeric solution Remarks

1. Lemon juice No change Acidic or Neutral
2. Orange juice No change Acidic or Neutral
3. Vinegar No change Acidic or Neutral
4. Milk of magnesia Changes to red | Basic

B. Baking soda Changes to red Basic

6. Lime water Changes to red Basic

7. Sugar No change | Acidic or Neutral
8. Common salt No change Acidic or Neutral

Figure 4: Testing Substances with Turmeric Solution
China Rose

China Rose petals are kept in warm water and a coloured solution is obtained from that. This

coloured solution is used as an indicator to test other substances.




Actd Indicator Base
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Figure 5: Using China rose as an Indicator

China
rose

5. No. | Test solution Initial colour Final colour
L Shampoo (dilute solution) millcy Green
2. Lemon juice Dirty white Magenta
3. Soda water colorless Green
4 Sodium hydrogencarbonate solution colorless Green
5. Vinegar colorless Magenta
6. Sugar solution colorless No change
7. Common salt solution colorless No change
Figure 6: Testing solutions with China rose
Name of . Effect on tumeric Effect on China rose
S.No., . Effect on litus paper .
Acid/Base paper solution
1. Hydrochloric acid Bl [ (221967 No change Turns dark pink
turns red
2. Sulphuric acid Bl [ (221967 No change Turns dark pink
turns red
3. Nitric acid EUUE Tt peloe No change Turns dark pink
turns red
4. Acetic acid B L0 a1 No change Turns dark pink
turns red
5. Sodium hydroxide R8 LTS PR3 Turns red Turns green
turns blue
6. Ammmomum Red litmus paper Turns red Turns red
hydroxide turns blue
7. Calcium hydroxide e ML 2512t Turns red Turns red
turns blue
S.SCIENCE

How the State Government Works?




Learning Objective: Students will learn about the three levels of government and the works of State
govt.

Video Link: https://www.youtube.com/watch?v=gsIR6Q4LR1U

Government works at three levels-national, states and nearby.

In states, it is the MLA (Member of Legislature Assembly) who speaks to the general population.
MLASs enter the gathering and shape the administration.

Every MLA is chosen from one region. This region is known his body electorate.

A political gathering whose MLA's won the greater part the quantity of bodies’ electorate in the state
get larger part. The political party is known as the decision party.

All alternate individuals are called resistance.

Working of the Government:

the leader of the state is the Governor while the leader of the administration comprises of the
committee of priests headed by the Chief Minister.

The pioneer of decision party who frames the legislature is the Chief Minister.

All the MLA's sit in a place called the Legislative Assembly.

The authoritative gathering is where pioneers wrangle about and examine on critical issues and make
essential bills.

Notwithstanding authoritative get together, question and answer session is likewise a method of
comprehending what the administration improves the situation the general population.

The administration works through different offices like open works division, farming, wellbeing and
instruction.

The administration has the ability to make new laws for the state with respect to wellbeing and
sanitation.

Laws for the state are made by the state administrative get together.

Laws for the nation are made by the Union Parliament.

WORKSHEET
1. Who appoints the Governor of a state?
(1)
2. Define the following terms: -
(2)

a) Legislative Assembly
b) Constituency
3. The government works at three levels. Name them.

(1)


https://www.youtube.com/watch?v=gsIR6Q4LR1U

4. What do you mean by an MLA? Is it necessary to become a member of any
political party to become a MLA?

3)

5. What is role of the party that does not form government?
3)

6. Why should decisions taken by the Chief Minister and other ministers be debated
in the Legislative Assembly?

(3)

7. How did some MLAs become Ministers? Explain.
(5)
Fill in the blanks
1. MLA stands for :
2. is a particular area from where all the voters living there choose their
representatives.
3. All MLAs (from the ruling party/opposition) meet and discuss things is the

4. Each state is divided into different areas or

Match Columns
Column | Column i
(i) Chief Minister (a) Head of State
(ii) Discussion of Issues (b) Legislature
(iii) MLAs (c) Press Conference

(iv) Governor (d) Executive

Tick the correct answer: -
1. The overall head of the government in a state is the

a. Prime Minister
b. Governor



c. Chief Minister
d. President

appoints the Chief Minister and other ministers

a. President

b. Former Chief Minister
c. Prime Minister

d. Governor

3. The Chief Minister is a part of the

a. Legislature

b. Executive

c. Judiciary

d. none of the above
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