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of the city life. You must be in desperate need of an escape (/1/) from the polluted (1,7T)

atmosphere to some place where, in the words of Wordsworth, "rivulets (Ui£) dance in their

waywardness () with murmuring (&E7) sound”and whera, in the words of Keats, Mrds
“In some melodious (i =) plot

Of beechan green and shadows numberless

Singest of summer in full throated-ease."
Aromatic (Lss7#) lush green meadows (U13/) fragrant (&Q} with colourful flowers add
(LzZ /561 to the beauty of my village. In the words of Ralph Waldo Emerson, an American
philosopher, 'Earth laughs in flowers,’ and here, you will witness (t£5) this mirth (§%)
personally. The sky-kissing peaks (U¥z i ) playing hide and seek (SAFT) with the dark
brown clouds present (u‘n}fq_‘) a splendid (v.#) sight. They remind us of John (ub) Muir's
(is—se) words, 'The Mountains are calling, and | must go.' This is the place where we can
shake off (¢./ U br8L) the monotony (2+U1) and weariness (2s%7) of the city life. | hope,
you will bless me with your jovial (be_») company at my paradisiac (§%) village.

Hoping a fairly prompt ((.7) reply from you,

Yours sincerely,
X.Y.Z

Write a letter to your friend inviting him to spend the summer vacation /
a few days with you. (Standard)

CeJedLe Pl /10

Lo

e S O SV ORTT )
Examination Hall,
A. B. C. (City).
April 02, 2024.
" Dear Aslam, N
| take pride (tfu'r"}) in inviting you to spend a few days of the summer vacation
(UL%) with me at my village. You know my village lies in the heart of mighty (‘Ll)
mountains. John Muir (i ssas\s), a Scoltish-born American naturalist (=—y= ), aplly said,
‘The Mountains are calling, and | must go.' The mountains are covered with lush greenery.
The tall towering trees growing all over the hills add to the beauty of my village. The
colourful flowers bloom (%) here in abundance (=Gz«=2). They make the whole valley
fragrant (b s=7). It is the world of beauty and colours. You will love to sit among these
flowers. In the words of Ralph Waldo Emerson, an American philosopher, 'Earth laughs in
flowers,' and here, you will witness (L'af;) this mirth (=) personally. The fresh cool air
and the peaks (UlZ) covered with dark clouds enlighten (tss,~) one's spirit. Nature
exerts (< (75) its magical effect here. The scenes of sunrise and sunset are particularly
(¢s#UC)unforgettable (U3 tat). The water of the running brooks (£*) is so cool, crystal
(Ju4) and refreshing that you will really enjoy it more than the cold drinks served in the city
bars (). Leonardo (,5,\x,-Y) da Vinci (~=2413) observed, 'Water is the driving force in
nature,’ and here, you'll feel Its rejuvenating (J‘t.,-p) power. | cannot tell how much fun and
Joy is waiting for you here. Just tell me the date of your arrival (4T) so that | may receive
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you at the bus-station. | hope, you would not disappoint (L/ng.) me.
Waiting anxiously (=(!2) for your reply,
Yours sincerely,
X.Y.Z.
3 Write a letter to your friend sympathising with him on his failure in the
examination. (Outstanding)

Examination Hall,
A. B. C. (City).
; April 02, 2024.
Dear Yaseen,
I am extremely sad and grieved (uﬁo) to know about your failure in the examination.
No one can expect that a shining (¢73) and promising (ui/x) boy like you should fail in the
examination. But | must consider (t4,54) the adverse (J*) circumstances (= L) that have
contributed (t:.») to your failure.

"There is divinity (=) that shapes our end". (Shakespeare)

| know well the critical (J®*) circumstances that you had to face just two months
pefore the examination. The accidental ((]P: L) death of your dear father and then the
nervous (Y1) breakdown (J17) of your mother are the root (()1t) causes of your fallure.
still 1 can view in my vision () your gloomy (u2)#) face, weeping eyes and sad soul.

Friend, do not let these discouraging (th/{L) circumstances (=) vex you. Try to
repress (tU 24G) your grief and face all this courageously (<= Uale). Helen Keller aptfy
(¢#~—) said, ‘Although the world is full of suffering (==~), it Is also full of the overcoming
(:&zﬁ'{) of iL' Great men in the world are those who accept the challenge of time. They never
succumb (U13,L57) to difficulties. | know that you are a brave and courageous (u»=i2) boy.
You must not yield (tbF) to these distressing (JE#) circumstances. Be ready to take a
new start with an unbridled (< )enthusiasm (Jh). You will have to unveil (¢ W) the
vigour (J'%) which you have often showed in your performance (50, Be prepared to
plunge (t€ib#) into ever Increasing business of life. Such an attitude (1) would assist you
to realize the shattered (&< ) dreams of your grieved (r:") family. You should be a
ighthouse top (;ﬁﬂ’u’u) to determine (£/2.) the path of your younger brothers and sisters.
compose (/&) yourself and console your family with your attitude and work. Remember
the words of Winston Churchill, 'Success is not final, failure is not fatal (_8): It is the

! courage to continue that counts (:.n("l).'i am the one ever praying for your success and

comforts in life.
Yours sincerely,
X. Y. 2
W.... Write a letter to your friend sympathizing with him on his failure in the
examination. (Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Naveed,

| am really sad to hear about your failure in the examination. | still have a slight

—
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(L£) doubt as to whether the news is true. Even if it is true, you cannot be blamed (ki)
for it. | know well the circumstances (=yL) that have caused your failure. The sudden
(..fyl) death of your father and then the illness of your mother are the real causes of |t. |
can still feel the pain and grief you bore (£/=21,.2). It was really a hard time for you. Surely,
you could not have paid full heed (?) to your studies after those painful events. Remember
the words of Winston Churchill, 'Success is not final, failure is not fatal (L) It is the
courage lto continue that counts (tx0)."

Friend. you should not be hopeless. One should be ready to fac?_ theqdacrae of
fate (L7¥.=—") with courage. Accept the challenge of time and console (esd?) your younger
brothers and sisters with your words and acts (.JLN). | am sure that a courageous (.c».:.?z)
boy like you can face all these difficulties. Helen Kéller aptly (;.#—~t) said, 'Although the
world is full of suffering, it is also full of the overcoming (tL£6;) of iL' You should be ready
to work with new determination (¢ 7). Your Interest in work would be a source of comfort to
your family. Support (uUls) your family like a brave boy. And you can do this by taking
interest in your studies. | hope that you would honour my humble (3D wish. Soon | will

come to see you.
Yours sincerely,
XY.Z
4. Write a letter to your mother telling her why you dislike the hostel life,
(Outstanding)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Mother,

I am highly delighted to receive an affectionate (I4=3:*) letter from you. A letter
from parents is no less than a lavish (c)r}l.‘r) gift for a son living away from home. In this
letter, you have asked me about my views(=\/) and experience(.-,-}.’) of the hostel life,
Honest!v speaking, the hostel is lacking in any real charm. This letter of yours is the only
thing that has provided me with genuine (L}'Jli) joy since my stay at hostel. | feel nostalgic
Cerean, ME S for homely (€0 caim (W) and comfort. Maya Angelou rightly said, 'l long,
as does every human being, to be at home wherever | find myself." it is a place void (J&) of
every pleasant (4£#) thing. It is not a place worth living. Many naughty and mischievous!?)
(@) boys are staying here. They do every nasty () and hideous (}:(I..-.j;) activity. They
make a big noise all the time. Many of the boys are idlers (&) and sluggish (=—) fellows
who do nothing except raising slogans (<) and uproar (G#u#) at an ear-splittingJ y¥)

(Jisz> treble (1T). All this fuss (&) exerts (& 013) an Irritating ().-.ﬁdlv'-'-l) effect on my
nerves (L), Mother, you know, calm (uﬁg) and peaceful environment (J#4) is my
appetite (JU7). | love to be alone and isolated (). Martin Luther King Jr. rightly said,
“Peace is not merely (J°) a distant (¢.) goal (L&) that we seek (t/Uw), but a means
(2.5) by which we arrive at that goal." | do not like any sort of disturbance (=WL) or
interference ((iLs1f5). | cannot tolerate (£/=210) the Intruding (Uls /=Y. attitude of the
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boys. Whenever [ sit to study, there occurs (¢ t7£:25) some commotion (&) that breaks
.my concentration (Ut#s<27) on my lesson. What a horrible (JT#) idea it would be for me to
stay here for two years.

Moreover, the food served here lacks both nutrition (=#1%) and taste. The kitchen
staff does not meet the basic hygiene standards. Their unkempt appearance and lack of
cleanliness are a matter of great concern. Moreover, the utensils used for serving food are
not cleaned well. They emit offensive odour that further lessens the appeal for meal. |
cannot eat unhealthy food here. Virginia Woolf aplly (;.*~) said, 'One cannot think well,
love well, sleep well, if one has not dined well. Furthermore, the water here is contaminated
(#T) and somewhat salty (uﬂa).

| have discussed my situation with two of my friends who currently reside In a
rented apartment located outside the hostel. | have a!pproached /S du)) them with a
request to allow me to share their accommodation (J}4). They have very kindly expressed
their willingness (J&1>,) to accommodate me. It would undoubtedly (24) provide me a
more conducive (4T¥) and comfortable living environment (J7V. I want to Join them with
whole my heart. Confucius (jui.433 .5), a Chinese philosopher, rightly said, "Wherever you
go, go with all your heart.” Now, | am eagerly waiting for your permission to change my

residence.
Hoping for a positive response (),
Your loving son,
XY.Z
< Write a letter to your mother telling her why you dislike the hostel life.
(Standard)
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Mother, ‘

I want to tell you that | dislike living in the hostel. A shudder (/) of fear runs through
my being at the idea ) of living in the hostel for two years. The hostel is full of many
naughty ([34/‘) boys who seem to have nothing to do except to make a noise all the time.
They play the tape recorders, shout slogans (L-/J) and sing songs in loud voices. This is a
place void (k) of peace and calm ((§t). Jane Austen once wrote, ‘There is nothing like
staying at home for real comfort,’ and this hostel certainly lacks that homely (Le. )
comfort. All the fuss (~&) exerts (< 01$) an Irritating (LI effect on the nerves (=lt)
of those who live here. The superintendent of the hostel seems to be indifferent (ngl) to the
affairs (= 1~) of iiostel. | do not want to stay here at all.

Mother, | miss the comforts () of home. I love to live in peaceful and calm dﬁa
(surroundings(J#\). In the words of Maya (1) Angelou (»lyn2), 'The ache (43) for home
lives in all of us, the safe place where we can go as we are and not be questioned.'1 also do
not like the food served here. The cook and the waiters remain dirty (<) and unclean.
The utensils () are not cleaned properly (¢#~t). They emit(t/%.¢) bad smell. | cannot
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eat unhealthy food here, Virginia Woolf aptly (;.#usir) said, 'One cannot think well, love
well, sleep well, if one has not dined well.' The water here is contaminated (2/T) and
somewhat salty (:.',Co). Presently, | am suffering from diarrhoea (Jli!) and dysentery (J&)
due to this polluted water. Currently, | am taking medicine. The doctor has advised me to
drink purified water and eat fresh food. But these things are not available (ﬁ') here. It is the
matter of my health and studies and | cannot compromise (&/t ) on these two things,
Please help me to get rid of this boring (({£2+0") life. Ernest Hemingway said, ‘There is no
friend as loyal as a book,’ but even books cannot provide me any solace (=") in this
distressing (c};rlg{) environment (J?L). Waiting impatiently (=) for your reply,

Your loving son,
XyY.zZ

< Write  a letter to your mother telling her why you like the hostel life.
(Outstanding) g
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Mother,

| have just received your kind letter. In this letter, you have asked me to express
(2/ok) my views (=UL>) about the hostel life. Mother, it is truly a novel experience CA) for
me to live amidst a multitude (%) of students. Hostel life has unfolded (e 7) a new world
before me, one that is brimming (24) with a medley (J¢T) of diverse (Lfr')) perspectives
(€) and invaluable (JY) experiences (={£). It reminds me of the sagacious Carefly)
words of the renowned (ux~) American writer, Mary Anne Radmacher ( <23 22), 1am not
the same, having seen the moon shine on the other side of the world.' The sheer (U”) joy
and fun of living in a hostel are indeed unparalleled (fé.-ﬂ:). I am thoroughly relishing
(td) my time here. My roommate is quite a noble soul. He is an extremely hard working
and painstaking (J”®) student. He extends _(t/J_*) immense (Fl=x) support In my
academic ((*) pursuits (Z7). The discipline (J’:f) in our hostel is remarkable (wf=cl).
Our hostel superintendent is a man of principles (Jr1. He enforces rules with an
unwavering (J/2/7) commitment (). His ethos (Fi5) echoes (/) the philosophy of
Aristotle, who once said, ‘Excellence is never an accidenL It is always the result of high
intention (.+-), sincere effort, and intelligent execution (G¥)." He is intolerant (W, ) of
violation (JJi,s—51) of rules or discipline.

The serene (cpc{) and tranquil (u~T) surroundings (;_,?ﬁuf) of the hostel provides
an ideal backdrop (J7L) for academi¢ pursuits. Mother, the cleanliness (86) here is
exemplary (). The punctuality of timings (=@ and the exemplary standard of food are
quite impressive. The strict rules of study hours reflect (tfu“") the insightful :L#) words
of Jim Rohn, ‘Discipline is the bridge between goals (.~-) and accomplishment (Jf' ).'The
enforced (2) silence during this period is a testament (=) to this belief.

Currently, | am acquainting (tkug k) myself with numerous (.0=) fellow students,
creating an atmosphere (1¥) of healthy competition (5-) in studies. This cooperative splirit

(~4) among the students vividly (y* ) illustrates (/" E7) Helen Keller's savvy (:\%)
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statement, ‘Alone, we can do so little; together, we can do so much,' Furthermore, the
presence of a doctor ensures our well-being, providing essential medical facilities. In
summary, my experience here is immensely gratifying (szﬁa). Be at ease, there is no need
of worry about my stay in the hostel.
Your loving son,
XY.Z
.. Write a letter to your mother telling her why you like the hostel life.

(Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Mother,

I have just received your kind letter. In this letter, you have asked me to express
(/i) my views (=U13) about the hostel life. Mother, it is really a new experience (,,,z’) for
me to live among so many students. Hostel life has unfolded (tL6B7) a new world for me. It
brims (=2 7) with valuable experiences (=}£). | feel like the famous American writer, Mary
(s.+=) Anne (. D) Radmacher (,S\_.31,) when she says, 'l am not the same, having seen
the moon shine on the other side of the world." Indeed it is a great feeling of joy and fun to
live in a hostel. | am really enjoying my stay here. The discipline ('_;J;f) in the hostel is
wonderful. Our hostel superintendent enforces &/7D) rules strictly. He seems to think like
Aristotle when the later sald, ‘Excellence is never an accident. It is always the result of high
intention Cu<>), sincere effort, and intelligent execution G)."

Mother, the cleanliness (JK-) is wonderful here. The standard of food are very good.
The strict rules about the study hours remind me of the American motivational speaker, Jim
Rohn's words, "Discipline is the bridge between goals (.~i-) and accomplishment 5"
No student can make a noise during this period.

Mother, now I am getting familiar with (b i k) many students. They help each
other in solving their problems, showing the spirit of what Helen Keller stated, 'Alone, we
can do so little; together, we can do so much.’ A doctor is here to provide the medical
facilities to the students. In short, | am really enjoying my stay here. You need not worry
about me at all.

Your loving son,
X.y.2Z
b Write a letter to your father telling him about your health and studies.
(Outstanding)

S e SO el S AR U gl B i 1180
Examination Hall,
A. B. C. (City).
April 02, 2024.

¥y dear Father,
In yesterday's mail (J13), | received a letter from you. It vividly revealed (&%) your
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concern (JL?{) and worry about my health and studies. What a divine (B"") gift the parental
(f ") affection (=35) is! Bernard Shaw aptly said, "A happy family is but an earlier

heaven." .

_ Father, | am quite hale (.>=%") and hearty (U/?). | daily take exercise early in the
moming and play hockey in the evening. | am quite healthy and high-spirited (J2¢). John F.
Kennedy beaulifully articulated, “Physical fitness is not only one of the most important
keys to a healthy body, it is the basis of dynamic and creative intellectual activity." You
should not bother (teF) about my health. Recently (L2($JV), | have also joined a health
club and have begun training In gymnastics (_£L%). | have high aspirations to become a
professional athlete (JI¥). Father, you rightly say that a healthy body harbours (<C5) a
sound (¢/7) mind.

As far as my studies are concerned (Emj‘;). | am wholeheartedly committed; for |
am well aware of its advantages (17) and benefits. | agree with Bacon that “Studies serve
for delight, for ornaments (s\r) and for ability". How can | possibly neglect (¢/7£15) my
studies? Why am | living away from my kind parents? | am staying away from you only
because | want to learn. | have devoted all of my time to my health and studies.

Father, you would be pleased to learn about my performance (LCVCU') in the
December Test. | topped my class securing 92% marks. | am sure that | will show you even
better result in the annual examination. The target (d)") for which | am struggling is to win
distinction (GL51. | am burning the mid-night oil (u:flf:f_-af__.i') to get this aim fulfilled. | want
to turn your cherished («.k) dreams into reality. | do agree with Nelson Mandela when he
says, "Education is the most powerful weapon which you can use to change the world."
Your blessings and support are what | cherish (£bz?) the most during this journey.

Your loving son,
X.Y.Z
y - (o Write a letter to your father telling him about your health and studies.
(Standard)

(eSS st

S g PO )
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Father,

Recently, | received a letter from you. In this letter, you have inquired about my
health and studies. Father, you will be pleased to know that | am enjoying good health. | am
quite hale (=) and hearty ((?). James Leigh Hunt once said, "The groundwork of all
happiness is health." Therefore, | daily take exercise in the morning and play football in the
evening. | agree with Edward Stanley when he says, "Those who think they have no time
for bodily exercise will sooner or later have to find time for illness.” it is my effort that has
won me the honour of being the captain of our football team.

Father, | take special care about my diet (J1.#) also. | eat meal (¢W) in time. | also
drink milk daily. Monthly medical check-up is also a part of my routine job. You need not

worry about my health at all.

\

4
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As far as my studies are concerned (g.(j;J, | am making wonderful (d:-;,()
progress. My teachers are particularly (;.#/) pleased with my work. In the recent college
test, | have secured 92% marks. This achievement (%) fills me with confidence for the
upcoming (L1ZT) exams. | am sure that | would get very good marks in the annual
examination. My teachers are paying particular heed (>7) to my academic () progress.
They believe that | would attain (/) distinction C¢') in the board examination. | do
agree with Nelson Mandela when he says, "Education is the most powerful weapon which
you can use to change the world.” Your blessings and support are what | cherish (£227)
the most during this journey.

Your loving son,
xXyzZ
7. Write a letter to your friend and describe an accident you have recently

seen. (Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Ali,
| cannot tell how much depressed (i3,77) | am! What a horrible (J/55) accident it

was! | saw this accident last week. It was really a dreadful (JT7) accident | was going to
Multan by bus. On the way, the driver abruptly (;5"..{) applied full brakes. We were alarmed
(12-37). He told us about the accident that had just happened on the road. We rushed out to
help the injured. It was a high-speed collision (5'/) between an ill-fated (,.:/:g) wagon and a
bus. The bus driver, in an attempt to save a cyclist, unfortunately (= g"i) veered (Facr)
into a wagon coming from the opposite (%) direction. The accident was so horible that
ten people died on the spot (4Zr). Shakespeare recites (*/uL):

“As flies to wanton boys are we to gods,

They kill us for their sports.”

The surviving (+4J) five passengers were carried to the hospital. They were also in
critical condition (=’ t5). The wreckage (£ . # L /) of the smashed (;L-‘E) wagon
was lying on the road.

Moved by the plight (=) of the injured ({%), | went to the hospital and donated
(L&) a bag of blood. In the words of Ralph Waldo Emerson, “The purpose of life is not to
be happy. It is to be useful, to be honorable and to be compassionate.” | finish this letter with
the prayer that ALLAH might bless the departed ({:i_r=7) souls with eternal (J”hl peace!

Yours sincerely,
X.Y.Z :
K. Write a letter to your friend and describe an accident you have recently

observed. (Outstanding)
Examination Hall,
A. B. C. (City).
April 02, 2024.

My dear Naveed,
1 am miserably depressed since | observed (L)) a harrowing (J5#) road accident

"
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two days ago. Words fail me to describe how nightmarish (/b/%) and gut-wrenching ../)
(% it was! It was indeed a heart-rending (¢ 2 2 /(L) and soul-piercing (L L) sight. |
could not believe that a minor () negligence ($&) of the railway gate-keeper could
have resulted in such a lamentable (/u+}) tragedy. William Shakespeare aptly said,
“What can be avoided

Whose end is purposed by the mighty gods? (Julius Caesar)

It was nighttime when | saw this gruesome scene. A train, at an ill-fated (=)
moment, struck an unfortunate wagon. The wagon's driver, oblivious (r’u) of the upcoming
train, got trapped on the rail tracks. The collision (5./) between the train and the wagon
was so big that it rendered the 'wagon to fragments. The mournful (J%.0) cries () of the
passengers were swiftly silenced (...f";:) by the thunderous crash (). The site was

“littered (u;d.‘{(.;’) with the scattered remains (»141) of the victims. Our bus that was trailing
just behind the doomed wagon stopped abruptly. The passengers of the bus rushed ($x)
(=, out quickly to lend aid. But it was all in vain (u»&.) as death had already claimed all the
lives instantaneously (1.#). Only the blood-soaked (=¢.=/=#) parts of human bodies were
lying there across the track. The utterly smashed and fragmented wreckage of the wagon
was also lying there. Charles Dickens once wrote, “Suffering has been stronger than all
other teaching. "

The emergency services arrived swiftly. They quickly cleared the wreckage P}
(£ ._# and took the dead bodies to the neighbouring hospital. | stood still and pondered
(2/77) over the fleeting (I#L8) nature of life. Shakespeare's words began to echo (¢/) in
my mind, “Life's but a walking shadow, a poor player that struts (t171.05./21) and frets w2
(2o his hour (25701139 upon the stage and then is heard no more.”

' Though a fortnight (g».2) has passed, the chilling (_,':ﬁ..-.a') memory of that
dreadful accident lingers (s.:-lj.ﬂgf) in my mind. | conclude my letter with the prayer for the
departed souls. May they be blessed with eternal heavenly bliss! With thoughts of deep
reflection (Fu#) and a renewed appreciation ((i..3) for the gift of life,

Yours sincerely,
b Gl A
8. Write a letter to your father for an increase in your monthly allowance.

(Outstanding)

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Father,
I hope this letter finds you in good health and spirits. With a hopeful heart, | humbly
request you to increase my monthly allowance a little bit. | anticipate (:fé?) that you will
consider my request with your usual fatherly affection. Father, you know, the prices of food,
transportation, utilities, and other essentials have reached tremendous (J7#) heights. The
cost of living has escalated (t#x) so sharply.
For the past nine months, | have been meticulously (= 4> =) managing all my

—
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expenditures (=4L/) within the limits of my monthly allowance. In this endeavour WFN.

the wise words of Benjamin Franklin always kept echoing (t¢/) within me: “Beware (¢ 3)

of little expenses; a small leak (Lu») will sink a great ship." His words always stopped me

from even the smallest unnecessary expenses lest they may accumulate (tx7) into an
~ unbearable (qf"b) burden.

| understand this request of mine will place an additional burden (Z£) on your

shoulders. | know you support (kL) a large family and work relentiessly (= Jt.'-'-?l...) to
make both ends meet (t/1..2). | deeply admire your steadfast (§) and unwavering (J#27)
commitment (osfi:) to the welfare of the whole family.

In an attempt to alleviate (:fﬂ.-) some of your financial pressure, | took up a
pan-time job. | wanted to meet some of my personal expenses. However, this attempt of
mine interrupted (t/=YL..) my study time and resulted In sheer wastage of valuable hours.
Now, as the annual examination is gerting near, | cannot afford this continual wastage of
time any more. Shakespeare aplly said, "Make use of time, let not advantage slip."” Father, |
need your help. | humbly request you to Increase my monthly allowance a little bit for the
upcoming three months only. These months are very crucial ((5) for my academic
pursuits (u?&). This little support of yours will enable me to focus properly on my studies.
After the examination, | will resume my part-time work to meet some of my expenses.

Father, your belief in me has always been the wind beneath (é) my wings. It is the
matter of my future and | want to secure it at any cost. Abraham Lincoln wisely said, “The
best way to predict (*./§/#) your fulure is to create it." With your help and blessings, | am
ready to navigate (t»x ZT) this journey. | promise that | will work my fingers to the bone
(t/=7=7) to transform your cherished («.k) dreams into reality. | hope you understand
the necessity of my request and will not disappoint (tf..rzt} me. Please convey my

warmest compliments (_LT) to the whole family. Looking forward to your favourable
response (-,..I.z). :

Your loving son,
xy.z
¢  Write a letter to your father requesting him to increase your monthly
allowance. (Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Father,

I hope this letter finds you in good health and spirits. | trust you will not mind my
demand (J&~) for a little increase (JL1) in my menthly allowance. Father, in these times,
when everything Is becoming expensive (€), life has become a challenge. The prices of
necessities (;—LJJ/;) have soared (tox(u;?) to unusual (Jr"}f) heights.

| have been meeting all the expenditures (.=-I_-l}'l) within my usual allowance for the
last nine months. The wise words of Benfamin Franklin always echo &) in my mind:
"Beware (te..1s,2) of little expenses; a small leak ({,u») will sink a great ship." Father, | know
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well that this demand of mine will put an extra burden (/<) on you. You are supporting
(%s4r) a large family. You work day and nlght‘ to make both ends meet Wi 1 indicates
(2/7%%) your unwavering (J72#) commitment (ds!h) to our welfare.

In an effort to alleviate (:/ﬂ‘) some of this burden, | started doing a part-time job 1o
meet some of my personal expenses (=¥.7). In this pursuit (£%), | found that much of my
time, which could be devoted to my studies, was wasted. My annual examination is very
near now. | cannot afford this wastage ({5) of time any more. William Penn aplly said,
“Time is what we want most, but what we use worsL"

Therefore, you are requestad to increase my monthly allowance a little bit just for
three months only. This period is critical (J3:) for my academic (f) pursuits (ie). After
the examination, | will resume my part-ime job. | hope you would riot disappoint (T./J{I.)
me. It is the matter of my future. | just need your help and blessings to navigate (oo LT)
this journey. | agree with Abraham Lincoln when he said, “The best way to predict (&/38/3)
your future is lo create iL" Let us change our dreams into reality by collective efforts.
Waiting anxiously (=) for your response (1),

Your loving son,

XYz
9. Write a letter to your friend congratulating him on his brilliant success in
the examination. (Outstanding)

Examination Hall,

A B. C. (City).

April 02, 2024.
Dear Rehman, .

| hope this letter finds you in good health: and spirits. My heart swells (teJ) with

immeasurable joy and pride at your remarkable triumph (;}yr) in the examination. It
testifies your diligence (=) and brilliance (=4}) that ever shine like the brightest stars in
the darkest sky. Dalai Lama aplly said, "Happiness is not something readymade. It comes
from your own actions.” Your success Iis not only a feather in your cap (L2 ) butalso
a glorious (LL£1*) chapter written in the annals (f.%) of your academic (L;D) journey. You
have soarsd through ('.'f;)"r(}kl’) the examination with flying colours. The glow of your
distinctive (J151) success makes cur hearts swell with pride. You have surpassed L =3-)
(t% our expectations (=7). This momentous (L)) occasion has sent waves of joy among
your family and friends. Your parents surely bask (¢ < ) in the radiance (U&¥) of their
dreams, which you have so magnificently turned into a splendid reality. On this joyful
occasion, Coleridge's sweel words echo in my ears:

“Joy is the sweet voice, Joy the luminous (u\*«/3,) cloud-

We in ourselves rejoice!”

Your father is a beacon (tzc) of dedication ()£2#) who toils from dawn () to
dusk (dc=¥72) to facilitate you to get quality education. Barack Obama aptly underlines the
thing that makes a man a true father, “Any fool can have a child. That doesn't make you a
father. It's the couragé to raise a child that makes you a father.” You have superbly ({#0./)

regtied to your father's Herculean (J*(i71) efforts with a symphony (¢/77) of success. You
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have paid off (/1) his labour in the best possible way. Your admission to a medical
college is as sure as the dawn follows night. In near future, you will don (&) the white coat

of a doctor and enjoy a new realm of respect and esteem. Very soon, | will be there with you
to revel (8052213 in the glow of your splendid triumph. | extend my warmest congratulation
to you and your family on this auspicious () milestone (J_£).

Dear cherished (z_.;k) companion, you must continue to keep your nose to_the
grindstone (&/=¥_7#) in order to sail through your MBBS examination with flying colours.
This pinnacle (&) of success must be your goal. May the Almighty lend you strength to
transform your parents' dreams Into tangible ({;'r,) reality! | look forward to (e.JUW) hearing

from you soon.
Yours sincerely,

XN.Z _
- - Write a letter to your friend congratulating him on his brilliant success in

the examination. (Standard)
Examination Hall,
A. B. C. (City).
7 April 02, 2024.
Dear Aslam,

I hope this letter finds you In good health. | feel overjoyed and proud of you brilliant
success In the examination. It Is Indeed a great achievement. Your performance (J;):b’) is
really admirable (—¥7}7). Dalai Lama aptly remarked, “Happiness Is not something
readymade. |t comes from your own actions.” You have passed the examination with
distinction CL31). We all expected (o?t‘.':?) such a big success from you. All of your relatives
(s2%) must be happy at this great occasion (Z»). Most certainly, the proudest of all must
be your parents. You have turned their dreams into reality in such a marvellous way.

Your father toils from dawn to dusk to help you to get education. Barack Obama
aplly indicates the thing that makes a man a true father, "Any fooi can have a child. That
doesn’t make you a father. It's the courage to raise a child that makes you a father.” You
have rightly paid qff your father's hard efforts. Your admission to a medical college is
certain. In a few years, you will be a doctor, enjoying a superior status (ri;-) in sociery.
Please convey (t?:) my heartfelt congratulations (bL24+) to your family. | will come to you
soon to celebrate your superb success. Eager to hear from you,

Yours sincerely,

XYV.Z
10. Write a letter to your father telling him the causes of your failure.
(Outstanding)
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Father,
I hope this letter finds you in the best of health and spirits. With eyes brimmed (%)

"
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with tears, | want to tell you that | did not succeed in the midterm examination. A severe
(<+*) storm of intense emotions whirl (einte ,.L:f) within me as | write down this letter, |
could not find the right words to express my deep depression (§{sJ%) and rueful (JSi#)
regret (1558%). My heart is burdened with the heavy weight of this humiliating (;¢7=/) failure.
Itis a setback (—..~) that baggers description (L J¥t). However, | find it appropriate to tell
you the reasons behind this embarrassing (Jub‘g{) failure. | hope you will understand and
guide me how to proceed (£~x) further on my path to success.

The first hurdle (.2,¥.) on my academic ((C") path was my active Involvement
(ds‘":) in co-curricular activities. Though these activities are supposed to enhance (tlex) our
learning experience (- £), they actually blurred (t/U.) my vision and deflected (4./3/)
me from establishing my priorities. My enthusiastic participation (=4*) in sports and
cultural events consumed (W) a significant portion of my time and energy. This
emotional association (xFIJ) inadvertently (;.#»*V) made me compromise (/=) on my
academic activities.

After the tournament, my healith declined (J;( ) unexpectedly, Severe (+4*) stress
and extreme exertion (=2) of the tournament culminated (/%) in serious illness. It
further distanced me from my studies. | could not keep up with (U #\-4-) my academic
pursuits (%7). The doctor advised me complete bed rest. All this potentially ((JJI’A)
disrupted (U3J¥) my preparation for the impending (U:T) exams.

My constant ( ~") absence from class was perhaps the biggest hindrance (.¥)
to my academic success. | missed key lessons and valuable academic sessions. Essential
() ideas and sophisticated (+.%) concepts slipped through my fingers (£A). This
created significant gaps in my knowledge and readiness. | could not bridge (lfx:) this huge
gap within the limited available time. The words of William Penn began echoing within me,
“Time is what we want most, but what we use worsL"

| thought that | could pass the examination with some meager (i) preparation.
Benjamin Franklin aptly said, “By failing to prepare, you are preparing to fail." 1 could not
equip wud myself with necessary stuff to sail (tZ) successfully through the stormy sea
of exam. | Just kept on skimming (L/JDU//) the surface, thinking it would suffice (t=J¥),
while the examination demanded a deep dive into the very depths of knowledge.

All these challenging clrcumstances culminated (é{b:fﬂ) in severe (44*) stress .

and heightened (§%) anxiety ((¥#). The psychological turmoil (4 #1}1) cast a dark shadow
(W3212) over my mental faculties (UZ1Ls). The relentless ((»4-) grip of anxiety impaired
(47 L) my memory and disturbed my concentration (27;¥). It inhibited (42-43s) my ability
to collect information, think clearly and apply my insight (=-17) with precision (Lb -.f:’,}.
Within the desperate (/Uzl) environment of the examination hall, all these adverse (Ji¥)
effects got magnified (£ »%), impeding (¥.,) my way to perform well. They proved to be a
tangible (€1 barrier (246 that stood between me and the academic success. Alexander
Graham Bell aptly said, "Concentrate (./3{7.57) all your thoughts upon the work at hand.
The sun's rays do not burn until brought to a focus."
I promise that | would try my best to address (DU') all these issues. | would do my
best to improve my -study habits, manage stress and seek supports from my teachers and
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fellow students to enhance (ilx) my ovaerall performance in the upcoming annuial
examination. Expecting encouragemont from your sida,
Your loving son,
X.Y.Z
Write a letter lo your father telling him the causes of your failure in the
examination. (Standard)

y -

Examination Hall,

A. B. C. (City).

April 02, 2024,
Dear Father,

| hope this letter finds you in the best of health, With heavy heart, | want to Lell you

that | have failed in the midterm oxam. | am really sad and grieved (s2;#) at this. | am feeling
humiliated (s~2) and depressed (U1h). However, | want to tell you the reasons behind this
setback (J}:)‘ | hope you will understand and guide me to find my way back 10 succesus,

The first reason Is my active involvement (;f"'b) in games and sports. They actually
caused me lose my focus and neglect my studies. | spend a lot of time and energy on them.
Resultanty (GF), | could not pay proper hoed (>7) to academic (&‘JJ activities. | missed my
classes and this created big gaps in my knowledge.

After the tournament, my health got worse. Severe (-.*) stress (GZ (%) and hard
work made me seriously ill. The doctor advised me combplote bed rest. | could not keep
pace with (s #L-L) my studies. All these hurdles (Z1¥,) did not let me prepare well for the
upcoming exams.

My continuous absence from class further worsened (42202 7) the situation. |
missed my important lessons. This created a big gap in my studies. | could not bridge this
gap instead of my hard efforts. Time was too short to cover the missed lessons. The words
of William Penn began echoing within me, “Time is what we want most, but what we use
worsL"

I thought | might pass the exam with purial (f:2) preparation. But like Benjamin
Franklin said, "By failing to prepare, you are preparing to fall." | could not realize the
toughness of the exam. | only studled a little bit, thinking it would suffice (J¥), but the

exam needed deep knowledge.

All these problems made me very worried. High stress affected my memory. | could
hardly understand things. My mental faculties (=) ceased (L)) to work propariy. |
could not focus upon my work. Thus | could not perform well In the examination hall.
Alexander Graham Bell aplly said, "Concentrate (:/3/7.57) all your thoughts upon the work
al hand. The sun's rays do not burn until brought to a focus. "

I promise | will try my best to overcome (:}£F) all these difficulties. | would handle
stress and seek (&/U"‘b) help from my te.achers to do well in the upcoming exams. | hope
you would encour~ge me. Expecting (& C7) a positive response (S5 trom you,

Your loving son,
XY.Z

SUNSHINE ENGLISH 11 (Comprehensive))
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11. Write a letter to your friend condoling with him on the death of his
mother. (Outstanding) _
Examination Hall,
A. B. C. (City).
‘ April 02, 2024.
Dear Kaleem,

1 just cannot deéstribe t/UL) how deeply sad and grieved (rr") I am at the news
of your mother's death. It Is really a shocking (;!!....w) and lamentable (15D event. |
know how futile (#1&-) and fruitless would be my words of consolation ((”) at this time
of bereavement (..#) and grief so overwhelming (k). The tender motherly love Is no
less than a heavenly (G"") gift. Nothing can substitute (txJx) the maternal ($ul) affection
(==3).

Dear friend, you know In this world of transience ((sL7{t), every thing, with no
exception (Jr®) of man, Is short-lived and fleeting (%\). Man Is helpless before the Divine
decree (W¥=-). Paradoxically (¢ #£ 519, man dies to become immortal  (J51). He
bears (£/=>1.c) the pang of death to relish (€2« ) the bliss of heaven. Every virtuous soul
flies far beyond the lofty clouds to somewhere among the stars to enjoy the perpetual (J'l:)
divine bliss. -

"Death lles on her, like an untimely (=3,2-) frost (u})

Upon the sweelest flower of all the field". (Shakespeare)

My fellow, | pray that our Heavenly Lord may assuage (tfrr) the anguish (¥) of
your sorrow and bless you with patience (). You should console yourself with the
cherished (.k) memory of the loved and lost. Be brave and get over the pain of this
bereavement(f’). Console your family with your words and deeds (JU1). Please accept my
condolences (-:-c);) at this moment of grief: | end my letter with the prayer that ALLAH
Almighty may bless the departed soul (-7) with eternal peace.

Yours sincerely,

%Y Z
... Write a letter to your friend condoling with him on the death of his
mother. (Standard)
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Rashid,

| cannot tell how sad | am at the news of your mother's death. It is really a shocking
(}cﬁ.uﬂ) news. It is a huge loss for both of us. But we can do nothing to avert (t/¢) this loss.
Man is helpless before the will of ALLAH. Everyone who is born will die one day. No man Is
Immortal (Juv). But, you know, death Is not the end of life; It Is rather the beginning of
eternal life. We can only pray for her peace In the life hereafter (U4 L ). We should
do such deeds (JU1) as may be a source of comfort to her.

My friend, your mother was really a great woman. She always treated me like her
own son. She was helpful to the needy. She was particularly (¢#*/%) popular with the poor

bi
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women. She always tried to help them. They have also lost their benefactress ). 1 have
never seen such a generous W), kind and God-fearing (U7Ws) lady In my life. | console
you at this moment of grief and sorrow. Soon, | would come to you to offer my

‘condolences.
Yours sincerely,
X.Y.Z

. Write a letter to your friend about your first day at college.
Examination Hall,

A. B. C. (City).
April 02, 2024,

12

Dear Faheem,
At last we have succeeded in escaping the whipping (I7) and flogging (i) of school

teachers. It was my dream to be a student of college. You even cannot imagine how excited
I am to tell you about my first day at college. Dressed up In a white clean suit, | with some of
my class fellows proceeded to college. We were just a furlong away from the college
boundary (Jbl) when we observed (h{:) a group of horrified (w7#) students running
towards us. We were alarmed (£.}), When they came near us, they told us about a few
senlor students who were making the new students first year fool'. We were for a moment
stunned (ZLiw=x7). We began thinking whether to go onward or return. In the meanwhile, a
group of senior students arrived there. They assured (i) us that they would save us
from this serious hazard (=2+«*). We accompanied them all the way to college. When we
entered (f_;r;hv) the gate of the college, they themselves asked us to dance and sing. We
were stunned (=7). We could do nothing except to obey. After that, a few other students
came there and asked us to stand on our toes for ten minutes. Then | realized that the
punishment (/) at school was far less than this humiliation (=/5). However, when this
predicament (=-z*") was over, we came to our classroom, where one of the professors told
us about the difference (J/) between the school life and the college life. The reality (=3>)
was that we had already seen an obvious (fh) difference. While coming back home, | was
comparing (t./=J1) the punishment at school with the disgrace (=/J) we had to endure
(/=210) on the very first day of college life. This is how | spent my first day at college.
Yours sincerely, '

XY.Z.
13, Write a letter to your friend about your future plan/profession.
(eSS Rl O O gL G i i)

- Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Saleem,

Recently (L2 (FJ), | have received (& YU a letter from you in which you have
inquired about my future plan/profession. In this letter, you have also told me about your
fture plan/profession. From your letter, | have learnt that you want to be a doctor. This Iis
indoubtedly a noble profession (22). Doctors serve the unhappy and the sick (k). As far
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as my tuture plan/profession is concerned (-:— JLJ). I want to be an engineer. | want 1o
serve (:}:-.-A-‘-J my nation as an engineer. They are the enygineers who work for the
construction () of a country. | \:rant to bulld new roads, hospitals, dams and universities,
Our country Is a developing (¢4 7) country. | want to play my role in the development of
my country. To get my aim realized (!f'.-(). | work day and night. | am sure that | would get -
admission 10 an engineering university. May both of us succeed in realizing our sacred
(L) aims! Ameent!*
Yours sincerely,
XYz
14. Write a letter to your father about your first impression of college life.
anot Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Fat_her.

Recently (ZEJe), | have received a letter from you. In this letter, you have asked
me to tell you about my first impression (7t) of college. Father, it is really a wonderful life
of freedom and learning. The professors aro very kind and generous (J”0). They guide us in
every matter. They treat us politely (c.d:r)) and kindly. In school, we ever remained afraid
of our teachers. We could not even discuss our problems with them. We were always
reluctant (£ ,& ) to face them. But now in college, we have gained confidence (LP) to a
considerable extent. The professors always encourage (Z l»x2.1e?) us to ask questions.

The second thing that attracts (q..fl’(ﬁi) me is the free discussion (&%) among the
students. We debate (uzl.f_‘-i) about the topics of studies, political issues (=t t) and
current (12Z7) international affairs. Sometimes, even the professors join us in the
discussion. They guide us properly in every matter.

The most attractive () thing of the college is its library. Books of many kinds are
available (<) there. The students, during their free periods, come into the library and read
books and newspapers. The grassy playgrounds of the college are also wonderful (Jube).
All sorts of games are played in the college. Father, the truth is that | am enjoying the
college life. | think it Is really a golden period of my life. Please pay my humble greetings
() to mother and other members of our family.

Your loving son,

Xyz
15. Write a letter to your father telling him about the co-curricular aclivities
at college.
A Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Father,
Recently, | took part in a debate contest (). The topic was "Old is Gold". The

Debating Society of our college arranged (Y1) this debate function. The principal -

presided over the functioh. The students of all classes took part in that competition (L&),
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gut the good news is that | won the first prize. The principal greatly admired me for my
speech. He nominated me for the inter-collegiate debate contest that will take place the next
month. Our principal encouragea(uj’z.fgjlﬁl.bf) the co-curricular activities very much. He
says that the co-curricular activities (uy//g}l.-i(-') are a necessary (/) part of education.
On the tenth of February, the intercollegiate competitions will start. | will take an active part
In various games. | hope to win the award for the best athlete (§264). | am receiving hard
training for these competitions. Father, you must know that my interest in games cannot
divert my attention from my studies. | am also taking full interest in my studies. | have
topped the class in recent (»227) examination of the college. | believe that a good
sportsman ($;64) can also be a good student. | just need your blessings.
Your loving son,
X.y.Z .
16. Write a letter to your father seeking permission to spend a few days with
your friend in his village.

L LETTERS

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Father,

Father, our college will be closed for the summer holidays next week. Saleem, a
fiend of mine, has invited me to spfnd a few days of the summer holidays with him at his
village. His village is situated (& &) in the heart of mountains. There is no problem of
accommodation ((_ﬁ;) as he has an annexe (234¥=.t5) to his house. Father, the
summer is at its peak now. It must be very hot in our city at this time of the year. | want to
spend some time with my friend at his village. We would do the homework of summer
vacation together. We would play and walk among the mountains. It would be a pleasant
(4/##) change for me to spend some time in the cool and refreshing atmosphere (J#1) of
nills. | expect (Ust/E7) that you would happily allow me to go there. | promise (Ut ies)
that | would take care of myself. You need not worry about me. Ijusﬂt need your blessings.

Your loving son, -

X.Y.Z.
17.  Write a letter to your father asking him about the health (== of your
mother.
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Father,

I am much worried (..-'/;J about my mother's health. She was not feeling well
when | departed (Fi»=0hs) from home last week. She was suffering (2 from slight (L&)
wld (J#) and flue (r¥3). She Is an old patient (.2 /) of bronchitis (JirJ Ut d’u“lr) and
fabetes (J7*). Father, it is the advent (JGT) of terrible (JT#) winter now. She needs to be
wrsed (&/U,2) and looked after (&/Ju £2) adequately (¢ #*—t). She finds it difficult
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() to breathe (¢4 /1) when she suffers (& Jr8) from the congestion (i) of lungs
(<2#%). It has been raining shadlly(f) for some days. The lcy (J5.0) winds (1) are
roaring (U7 (5,/€¢) all the time. In such grim (1) weather(/7), she should be asked to
keep Inside and wear warm woolen () clothes. Please keep In touch with the doctor
conﬁnuously(.fv). Enough (3¥) care is needed to ensure (thgf) that she takes her
medicine regularly (= Jtﬂ). Roquest ([/=~15s) the doctor to pay her fortnight (hus)
visits. If these measures (=\13) are taken, she will be all right. It Is a famous (™) proverb
(.fi.,../') that prevention (7z¢) is better than cure (&), So the aliment (U,&) should be
shunned (:)I-ﬂ..fu) before it strikes us with its nasty (%) effects (=12)). | am sure that you
will be very careful (48) in this regard ((2<_.}). Please inform (/) me about all this
matter (1b=) in the earliestClriLdr),

Your loving son,

XY.Z

18. Write a lelter to your friend to borrow books from him. (Outstanding)
(e JESLL Pl i A S G T hun L o O oss 1S40

- Examination Hall,
- A. B. C. (City).
April 02, 2024.

Dear Friend, )
I hope this letter finds you well and in good spirits (%&1»). The arduous ("fy) phase

of the examination has come to a close. An unprecedented (W7if) stillness (t) has
embraced (t%) me tightly. | am feeling lazy and lethargic ((J¥). Days have become listless
(.;t‘:l_z;) and spiritless (,»2.). Time seems to drag (24, and life has come to a standstill
(ﬁh‘-‘f). | have grown so accustomed ((§:%) to reading that, without books, | feel like a sallor
(L) without a sea. As Emily Dickinson said, "There Is no Frigate G\z /- LE) like a Book to
take us Lands away." '
My love for literature s Insatiable (;-}'-agh't). Books bring me such ecstatic v#&.)
(=— Joy that a day without them seems an eternity (=<s4!). | remember Jane Auslen's
famous line, '1 declare, after all, there is no enjoyment like reading!"1 know that your library
is studded (=-UT) with the jewels of literature. Once, you spoke of your cherished (/)
collection of books. | love prolific (L.b.i:ﬁu) authors and their literary works. They leave
an indelible (w41 mark (J®) on my memory. Truly, a good book Is a wellspring (%) of
wisdom. A French Romantic writer, Victor Hugo, rightly sald, "A good book Is an event In
my life." By that yardstick (=), your library Is a priceless treasure.
| often get captivated (.#") by tales of Dickens' bustling Wﬁ-d&) streets,

Austen's gentle landscapes (Jt-(.5), and the windswept (1{) terrain (J3) of Bronts. The
allure (u”;'/) of literary narratives (=}6) Is Irresistible (zsTJ,). Fascinating (M) storles
provide an escape (4}) from monotonous (/4 life. They are the gateway (>-L) to realms
(Z*) where genuine (LYC) emotions are felt. Every scene they unfold (t/7) looks
beautiful and charming as If they were scenes “painted by the fingers of the dawn (i) and
dusk (4.45)," to quote the Bengall poet Rabindranath (3t 1)) Tagore (<),

N
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Dear friend, | want to borrow a few of these literary masterpleces from your
collection (2. Your kindness In this matter would be like a lighthouse (u#rte) guiding a
lost sailor back to the shores of his beloved sea. /In the words of Shakespeare, 'l can no
other answer make but thanks, and thanks; and ever thanks." | promise to handle £ 1)
(tv them carefully and return them once | have relished (t21¥) their narratives ((X6).

1 eagerly (= (k&) await your response (1) with a hopeful heart. May our mutual
love for literature, /n the words of Helen Keller, “be the tie (¢/’2) that binds (t=:}) our hearts
in closest friendship!" (369 words)

Yours sincerely,
XY.Z
Yx...... Write a letter to your

friend to borrow books from him.

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,
| hope this letter finds you In good health. Our examination has come to a close.’

Now, | am feeling slow and lazy. Life has come to a standstill ((J*). Without books, | am

feeling like a sailor (Z1) without a sea.

My love for literature is insatiable (cﬁaz)ﬂ). Books bring me pure joy that is never
given, In the words of Coleridge, "Save to the pure, and in their purest hour". | know your
library is rich in fascinating (,:(f/) books on literature. | love literary works. Truly, a good
book is a wellspring (6") of wisdom.

Dear friend, | want to borrow a few books from your collection (;G._.P’). 1 hope you
will not disappoint (/Ugl) me. | promise to handle (tU2J=1) them with utmost (Jl:-‘l) care
and return them as soon as | have read them.

Reading takes me to amazing Fe2) places. It makes my life exciting () and
delightful (ﬂﬁﬁ). Every scene they unfold (R&W) looks beautiful and charming as if they
were scenes "painted by the fingers of the dawn (i) and dusk (¥.=)," to quote the
Bengali poet Rabindranath (3% ,25,\,) Tagore (,,55).

N I eagerly (={r¢) await (Un ) your response (/) with a hopeful heart. May our
mutual (U7) love for literature, In the words of Helen Keller, "be the tie () that binds
(e=2() our hearts In closest friendship!” (203 words)

Yours sincerely,
X.Y.Z.
y - Write a letter to your friend to borrow books from him.
(O Y A e G 7 L GO U TS C T )
Examination Hall,
A. B. C. (Clty).
< April 02, 2024.

Dear Friend,
| hope this letter finds you In good health. Our examination has come to a close.

Now, | am feeling slow and lazy. Without books, | am feeling like a sallor (L) without a sea.
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You know | love reading fiction (71 books. Books bring me pure joy that is
never given, In the words of Coleridge, "Save to the pure, and In thelr purest hour". | know
your library is rich In great books on literature. Truly, a good book is a wellspring (.-"3/) of
wisdom.

Dear friend, | want to borrow (¢4.4=~) a few books from your collection (=6..3). |
hope you will not disappoint (¢/Ut\) me. | promise to handle (tU 2 Ji>1) them with great
care and return them as soon as | have read them. | am eagerly (s{r&) waiting for your
response (12) with a hopeful heart. (132 words)

Yours sincerely,
xXYZ
19. Write a letter to your friend thanking him / her for his / her hospitality
WaAuk) during your visit to her/his house.

Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Nadeem,

What a marvellous (J&'J',Z) experience (.._.j) it was to stay (:)}1_3) with you in your
scenic (S=}%) village. | am writing this letter to express (/) my big thanks for your
generous (=) hospitality (k). Really (§%£2), the people living among the hills are
generous (J") and big-hearted ({1 J;<%). | can never forget (t/») the long and joyful
() rambles () among the lush green (1% ¥ ) mountains surrounding ) your
village. The vast (&3) meadows(/1js), the green tablelands ('+), the foaming (Jj;-fbf)
streams (UL2), and murmuring (Z-t&”) brooks (L t) had a magical (Jnlg) effect on my soul
(L ). The snow-clad (J{Jx) peaks (ULZ) often (1) played hide and seek WAFT) with the
silvery clouds. The usual (J~) delicate (Lﬁ) drizzle (U£Lig), the revitalising (uglas)
fanning strokes (L) of balmy (bs<#) breeze () and the shady clumps (<) of
whispering (L../ul_f"f/) trees...... all was so wonderful (;:)“::JLZ) and charismatic(g-}\-‘-f}
Thank you for all you did for me. | can never forget (/) the kind (i) and gentle (UZ)
people of your village. Especially (;y.#/%), the loving face of your kind mother and
affectionate (=8>) manners (J¥/) of your warm-hearted () father imprinted (W) an
indelible (41 impact (#) on my mind. My stay (¢¥) in your village is one of the happiest
experiences (.:.}j) of my life. It would ever shine (t&) in my mind's eye like the lonely ()
bright (¢/54) star in the blue lake () of sky. Please convey (23) my humble Wn
gratefulness (,-/a) to your parents.

Yours sincerely,
X.Y.Z
20. Write a letter to your sister thanking her for a gift.

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Sister,
The purpose (u%*) of writing this letter is to express (£/k) my big thanks for the

]
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glorious (=J 2) gift you gave to me on my blﬂhday(wo'lf). All the gifts | got are valuable

(mj'} and precious (J‘:') but your gift of a book, "Jane Eyre’, is really (d’h) wonderful =.2)

(,a{l. It demonstrates (.,:.L-&u»‘) that you are well acquainted (L7.531) with my taste (Ji3). it is
the only gift which got my rapt (§,7) attention (7). It is one of my favourite (s£4¢) books on
fiterature(—s1). It makes a significant (J#(*) addition (31 to the valuable (i %) collection
(%) of books in my personal (J15) library. It is one of the celebrated (ux") romantic (§/\..)
novels of English language(w}J). Most of the fame (=) of Charlotte Bronte rests upon
(& 3/2L) this novel. It is about a young orphan () girl who gains (&J/JV) a job as a
governess (Zt1) and finds love with her employer (J1). Its exceptional (%), emotional
(Jtie) and narrative (=) power (#1) makes it a great success (di¥). 1 thank you again
for such a marvellous (F1.=.2) gift. Please convey (/%) my humble (21ZL) greeting (r)
to father and mother.

Yours affectionately,

xX.Y.Z.
21. Write a letter to your parents to attend the "Open Day".

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Parents,

I am quite healthy and hope that you will also be enjoying sound health. Father, the
object of writing this letter is to inform (k> W) you about an important event that will take
place soon In’our college. It is the function of "Open Day". All the students have been asked
to ensure (f l'«(.":") the participation (..-z?) of their parents in the ceremony (.,.;/'-). Father,
you know that the parents-teacher meetings are exceedingly (Jﬁf) important. The teachers
Inform the parents about the shortcomings (Uk*¢) and merits (Ul #) of their children. It is
necessary for the parents to attend such meetings so that they may be aware of (=51) their
children’s progress in studies. Father, | request you to ensure (/& (2) your presence
(&zr) in this function. | hope that you will come and enhance (tls%) my honour in the
Institute Cesls1),

Your loving son / daughter,
XY.Z
2 Write a letter to your father telling him about your progress in the
December Test. '
Examination Hall,
A. B. C. (City).
April 02, 2024.
\y dear Father,
| have just received a letter from you. It reveals to me your concern about my
edormance in the December Test.
Father, you would be pleased to learn about my performance in the December Test
lhave topped my class in this test. In English, | have got 90 marks out of 100. In the science
tbjects my performance is even better. | have secured 92 marks in chemistry. In physics, |
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have topped the class securing 98 marks. You know mathematics Is my favourite subject.
As usual, | have got 100% marks In mathematics. | am a bit weak In Urdu. But now | am
paying special heed to It. | am sure that | would get good marks even in Urdu in the annual
examination. | just need your blessings.
Your loving son,
. XY.Z :
23. Write a letter to your friend telling him about your impression of the
college teachers.

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear All,

You know college Is a wonderful place to leamn. It is totally a different place from a
school. The school life is boring; while the college life is full of charms. The thing that
attracts me the most in the college Is the behaviour of the college professors. Unlike the
school teachers, they are kind, affectionate and even friendly. They are ever ready to help
the students. And the students also do not hesitate to talk to them. They discuss their
problems with their teachers quite confidently. The professors feel happy in solving their
problems. They advise them to be practical In life. | love to talk to them. | would dare say |t
is their presence that makes a college an ideal place for students. | think your impression of
college teachers would be as good as that of mine.

Yours sincerely,
XY.Z
24, Write a letter to your father requesting him to increase your monthly

allowance for the purchase of new books and new uniform.
Examination Hall,

A. B. C. (City).
April 02, 2024.
My dear Father,
| hope that you would not mind If | request you to Increase my monthly allowance
for this month only. Father, | need a few new books. For this purpose | need some extra
money. Moreover, now It Is winter. | cannot use the thin uniform of summer season.
Therefore, | want to buy a new thick uniform. | hope that you would not disappoint me.
Please pay my compliments tc all at home.
Your loving son, *
X Y.Z
25. Write a letter to your father about your progress In studies.
Examination Hall,
A. B. C. (City).
April 02, 2024.
My dear Father,
I recelved a letter from you In the yesterday mail. In this letter you have asked me to
tell you about my progress In studles. | have devoted all my time to my studlies. Father, you
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would be pleased to learn about my performance in the December Test. | have topped my
class In this test In English, | have got 90 marks out of 100. In the science subjects my
performance Is even befter. | have secured 92 marks In chemistry. In physics, | have topped
the class securing 98 marks. You know mathematics Is my favourite subject. As usual,|
have 100% marks In mathematics. | am a bit weak in Urdu. But now | am paying special
heed to it. | am sure that | would get good marks even in Urdu in the annual examination, |

just need your blessings.
Your loving son,
X. Y. Z
26.  Write a letter to your friend requesting him to lend you his camera for a-

few days.
Examination Hall,

A. B. C. (City).
April 02, 2024,
Dear Ali,

We have made a programme to visit the Kaghan valley. You know It Is one of the
beautiful valleys of Pakistan. Friend, the purpose of writing this letter Is to request you to
lend me your camera for a few days. | want to make every lovely scene of the valley a part of
my album. | promise that | would use your camera with care. | think you would not
disappeint me. | am waiting for a positive response from you.

Yours sincerely,
X Y.Z
27. Write a letter to your sister asking her to take part in the speech contest
in your college.
i Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Sister,
| have come to know that a speech contest Is being arranged soon In your college. |
am very happy to hear about It. | would like you to take part in the contest. You should write
me down the top of speech. | may help you In this concern. You must know that the
co-curricular activities are as Important as the academic actlivities. | advise you to make full
preparation to take an active part in the contest. | hope you would not let me down.
Your loving sister / brother,
X.Y.Z
28, Write a letter to your friend requesting him to lend you his English book
for a few days.
Examination Hall,
A. B. C. (Clty).
April 02, 2024.
Dear Ali, ;
Two days ago | lost my English book In the school. | went to bazaar to buy a new
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one but it was not available. | asked the shopkeeper to arrange one for me. | even made the
payment of the book. He promised to arrange the book within four days. Still | am to wait for
the new book for two days. But | could not keep pace with what our teacher taught us In the
class during the last two days. | would be thankful to you if you lend me your book for a day
only so that | may complete the missing homework. Certainly | would be grateful to you for

this kindness.
Yours sincerely,
' X.Y.2Z
29 Write a letter to your father to allow you to join the college trip to Murree.
Examination Hall,
A. B. C. (City).
April 02, 2024.
My dear Father,
1 am well and wish you to be in good health. Next week our college trip is going to
Murree. The purpose of writing this letter is to get permission from you to join this trip. The
college has made the full preparations for this trip. Even a guest house has been booked
there. This is not a recreation trip; it Is rather a study tour. | hope that you would allow me
to join this trip. | promise that | would take care of myself. Waiting for a positive reply from

you,
Your loving son,
XY.Z
30. Write a letter to your friend condoling with him on the death of his

father.

e gt o T T )

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Ali,

| am very sad to hear about the death of your father. It is a shocking news for me.
What a huge loss it is for you! But man Is helpless before the will of ALLAH. Everyone who
is born will die one day. We can only pray for his peace in the life hereafter.

My friend, your father was really a great man. He was helpful to the needy. He was
very popular with the poor. He always tried to help them. | have never seen such a kind and
God-fearing man in my life. Soon, | would come to you for consolation.

Yours sincerely,
X Y.z

31. Write a letter to your friend about annual sports in your college.
Examination Hall,

A. B. C. (City).
April 02, 2024.

Jdear Ali,
The purpose of writing this letter is to tell you about the sports day in our college. It
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was held on 20th March this year. The playground was elegantly (= J) furbished =uT)
(@Y. Plush (i) chairs were arranged for parents and esteemed (¢ 7) visitors on the
stage. The principal of the college presided over the event. The event started with the
recitation (=s1r) from the Holy Quran.

After the athletes had paraded in the march-past, various events of the tournament
began to take place. First of all, students from various classes ran in a hundred metre race.
It was the most sensational (ﬁ));) event of the tournament. It was followed by a 400-metre
race. Then there were high jump and long jump competitions. The next event was very
exciting for me. | felt thrilled when a student of our class won the 100-metres hurdles ().
Then there was a tug-of-war (¥2)) contest (45-) between the visitors and the teachers. The
last event of the tournament was the game of musical chairs. Only the parents of the

students were allowed to play this game.
Finally, the prizes were given to the winning athletes. The principal made a short

speech and thanked the guests for honouring the college with their comforting (=)
presence (;,9)_ It was really an exciting and thrilling day. | enjoyed it immensely. | request
you to invite me if such an event takes place in your college.
Your loving friend,
AN Z

32 Write a letter to your younger brother to inquire about his new school.
Examination Hall,

A. B. C. (City).
April 02, 2024.

Dear Brother,
I have recently (L2FJb) received a letter from you. The letter reveals to me that you

have changed your school. But you have not told me anything about your overall
experience (,.f) of the new school. The thing | want to inquire of you is your understanding
((_(T) of this new school. Speak of your new teachers, your class mates, the school
discipline and your impartial judgement of the school. Remember, the most important of all
are the teaching techniques. If you are satisfied with the way your teachers teach you,
everything is fine then. | feel deeply concerned (.w;) In this respect. Just Jot down a few
lines for me about your views, observation, experience and anything else that you think is
worth-mentioning (ﬂ;}?). Waiting anxiously (=(f,1,%) for your early reply,
Your loving brother,
XY i

33. Write a letter to your younger brother advising him how to improve his

English language. (Outstanding)
SRR ; A ST

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Brother,
I hope this letter finds you in radiant (:4t) health and jubilant (Uls#*) spirits (&1r).
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Rocently (L& (8 Jb), you have revealed (t/x¥) your keen desire to improve your English
language. Charlemagne (o—is -,\—2), a medieval (&iy»/) European ruler, once said, "To
have another language Is to possess a second soul" | approciato (knb) your passion and
onthuslasm (2). English Is a “global village," as Marshall McLuhan (opi=X3) putit, and a
doorway (Mbe>-L) to countless opportunities. | suggest a fow practical strategles (d” =F)
for Improving English. Thoso ways of loarning will help you a lot on your journey te
mastering English.

First, read English books, newspapers, and magazines carefully and widely. Try to
road particularly those toplcs that interest you. “Reading maketh a full man,"” observed y|,)
(& Sir Francls Bacon. Reading will enhance (tl%) your vocabulary and help you
understand sontence structure. Second, try to speak English as much as you can. The more
you spoak, the more confident (¢ ) you will feel. Get yourself engaged In English
conversation (5. For this purpose, you may joln some English-speaking groups. Third,
besides speaking English, try to listen to English broadcasts (=), movles, and songs,
This will Improve your listoning comprehension (£247). Gradually, you wlill get accustomed
(W) to the English accent (_#). Fourth, road some good books on grammar. Reading
English grammar will help you have a strong foundation. Fifth, learn now English words
dally and expand (&s=) your vocabulary as much as possible. 4 British author and poet,
Rudyard (8,\35) Kipling, said rightly, "Words are, of course, the most powerful drug used
by mankind". Sixth, try to Join online English leaming courses. Such courses will provide
you with a structured G¥|) learning process (.3L4). Seventh, try to write as much English
as you can. Start writing short stories, dairy, news, letters, and summaries. Writing will help
you structure (/%) and organise your thoughts. Continuous practice In writing will
improve your writton communication (L),

Lastly, learning a language Is a Journey that continues forever. “Success Is not
final, failure Is not fatal; It Is the courage to continue that counts (s 51)," Winston §.
Churchill once sald. Never get disappointed (UZ\) about making mistakes; it Is a part of the
learning process. Try to be persistent ({-.J)-J’:") and steadfast (f.0=:#) In the learning
process. If you follow these steps, you will make remarkable (U{W) progress In achieving
) and keep on learning, as Albert Elnstein encouraged us by

your goal. Stay curlous (

saying, ‘1 have no special talent (). | am only passionately (=2} 22 curious.”| wish
you all the best in this arduous (l:f") Journey of yours. (403 words)
Yours sincerely,
XY.Z
p - Write a letter to your younger brother advising him how to improve his

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Brother,
| hope this letter finds you In good health. Recently, you have shown your will
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(J*'#) to Improve English language. Charlemagne ( ;i ~I,\—2), 8 mgdjgyﬂ(,}"’,qf,})
European ruler, once sald, “To have another language Is lo possess a second soul.” |
appreciate (k) your passion (.4). | suggest the following steps for Improving your
English.
First, read English books widely. "Reading maketh a full man," observed (t/u\) Sir
Francis Bacon. Reading will help you understand sentence structure (.=3L-), Second, try to
speak English as much as you can. For this purpose, you may join some English-speaking
groups. Third, try to listen to English broadcasts (.:.},"). movies, and songs. This will
Improve your listening skill. Fourth, read some good books on grammar. Reading English

grammar will help you have a strong foundation ({4). Fifth, try to learn new English words
every day. A British author and poet, Rudyard (3,\37) Kipling, said rightly, “Words are, of
course, the nrost powerful drug (») used by mankind". Sixth, try to join online English
leaming courses. Soventh, try to writo as much English as you can. Continuous practice In
writing will Improve your written communication (Lw). Lastly, learning a language Is a
Journey that continues forever. Try to be firm (rju'f.’) In the learning process. | wish you all
the best in this journey of yours. (207 words)
Yours sincerely,
X.Y.Z
Yx--..- Write a letter to your younger brother advising him how to improve his
English language. (Easy)
(e JESTE st S PO D3k o hsr )

Examination Hall,

A. B. C. (City).

April 02, 2024.

Dear Brother,

I have heard that you want to improve your English. It Is really great news. |
suggest the following steps for Improving your English.

First, read a lot of English books. This will help you see how sentences are put
together. Second, try to speak English as much as you can. The more you talk, the better
you will get at it. Third, try to listen to English broadcasts (={ ) and talk shows. This will
improve your listening skill. Féunh. read some good books on grammar. This will give you
a solid (#") base (LY. Fifth, try to leam some new English words every single day. The
more words you know, the easler it is to talk about different things. Sixth, try to join online
English learning courses. Seventh, try to write as much English as you can. Last but not
least (=} (), remember that learning a language takes time. It Is a long trip that never
roally ends. Stick (s.4_3) to it, and do not give up (CdwL.p). | wish you all the bést in learning
English, (172 words)

Yours sincerely,
xXY.Z
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3. Write a letter to your father informing him about the new motorbike you

have bought recently.
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Father,

First of all | want to thank you for the mon‘ey you sent to me to buy a motorbike. |
was In dire (=) need of It. | had become sick of travelling in public transport. The major
drawback (JV) of travelling In public transport was that | ofton got late for work. Now | have
got my own ride (.l~) and can reach anywhere in time. Thank you very much for this
massive (U%) support.

My experience of riding a bike Is wonderful. | feel quite excited and thrilled (J.r‘:.a
while driving It. But never entertain (&2.£_2%)) the Idea that | have a rough (£) ride. While
driving, | experience marvellous (vfulz.) feelings of comfort and cosiness (w;'). | never
take any risk whatsoever. You need not worry In this respect. | do take safety measures
during my ride. | wear helmet and never drive fast. The most wonderful thing about the
motorbike is that it saves much of my valuable time. Moreover, | enjoy its ride. Its ride is
easy, flexible (Fﬂ-). economical, exciting and cosy (uLT). | feel tdiumphant when I find my
way through slow moving traffic and reach my destination In time. | assure you that | will
take utmost care in riding and will always follow your good advice of safe driving.

Your loving son,
XV
35. Write a letter to your younger brother telling him the evils of cramming.

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Brother,

First of all | want to congratulate you on getting admission to a renowned ™)
college of the city. Brother, it is a hard fact that you will have to live away from us for a
period of two years. But, remember, these two years are the most crucial period of your life.
The short period of these years will determine (&/c2) the path of your life, | know that you
want to serve the suffering humanity as a doctor. What a noble and glorious (k)
profession you have chosen!

The purpose of writing this letter is to tell you how to pursue (b-.'c) your course of
studies. Now you are no more a student at school. At school level students usually
memorise things and cram (tde;) answers to key questions. But this practice is
discouraged at college level. Do not cram things now. Read your textbooks voraclously or)
(=, study the most illustrated (J;*) reference books and strive (D'U}f) to understand the
core (ﬁl) concepts (=) of various linguistic and scientific theories. Do not leamn things
by heart; rather use your brain to grasp (&) them. Never memorise things with little
understanding (rl’) of them. If you cram things, you will rust (t5/T_£) yéur talent.
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superficial (J’) knowledge is fruitless and futile. It cannot enable you to answer the tricky
(125) questions. Make sure that you do understand things. | hope that you have got my
point. Waiting for a quick response (1) from you,
Your loving brother,
XyY.zZ
36. Write a letter to your friend inviting him to attend the marriage ceremony
of your sister.

PO Lo B b i)

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Friend,

| feel delighted to inform you that the date of my elder sister's marriage has been
fixed. It has been scheduled to take place on 20th April at Rose Garden Marriage Hall near
our residence. | am writing this letter to you with a view to informing you In advance about
the event. The marriage invitation card would be sent to you soon formally. Indeed, it would
be a big event for our family. | have Invited all my friends to participate (D".:a?) in the
marriage ceremonies (=4 ). it would be a great gathering Indeed.

You with your family are requested to participate in all the marriage functions. |
hope you will accept my Invitation. Do ensure your presence (=/7) at our residence a day
before the start of wedding ceremonies. We will indeed be grateful to you and your family.
Convey (L{:W) my regards to your parents. Walting anxiously for your reply,

Your sincere friend,

X Y2
J7. Write a letter to your sister sugge- “ag her some interesting books to
read.
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Sister,

I am really delighted to read your letter that | have recently received. In this letter,

| besides informing me about your well-being, you have revealed (q_ggfl.b') to me your interest

in fiction (UL UL, You have sought (q..sﬂ) my help In this regard making me a request
b tell you the names of some useful and Interesting storybooks. | am proud of you for
having such a nice. literary taste. Really, the books are an extensive (x) source of
inowledge and information. They feed our soul and broaden (k,==3) our views. They
impart (7 @) profound (%) wisdom and brilliant insight (=.c%) to us. There are many
tooks that | would like you to read but considering your age and interest, | suggest you
tree books to read first. They are: "CHARLIE AND THE CHOCOLATE FACTORY™; "LITTLE
HOUSE ON THE PRAIRIE" and "THE LITTLE PRINCE".
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"Charlie and the Chocolate Factory" is a story of a young boy who wins a tour
through the most magnificent chocolate factory in the world. "Little House on the Prairie" is
the story of a family which travels from the big woods of Wisconsin to a new home on the
prairie. There they build a house, meet the neighboring Indians, dig a well, and fight a
prairio fire. “The Little Prince” is a fairy tale about a pilot whose plane lands in the Sahara
Desert. There he meets a little prince who describes his planet and adventures. | hope you
will enjoy reading these books. Waiting for your early reply,

Your loving brother,

LETTERS

X Y.2Z
38. Write a letter to your sister congratulating her on her success in the
compelitive exam.
‘ Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Sister,

It is beyond description (ul_.dib) how happy and delighted | am to hear the exciting
news of your spectacular (Ji) success in the competitive exam. This is really an
admirable (b J¥) achievement (t.F). You have won the hearts of your friends and
relatives by coming up to their expectations (=7). The happlest people among us must be
our parents whose dreams you have realized in such a marvellous (L.£1>) way.

Now a decent job awaits you. Surely, you will be posted to some administrative
post Though there is no need to tell you the qualities of a good administrator, | think it
worthwhile (LT¥) to mention some high administrative qualities. | hope you will always
keep them in your mind and follow them.

Public office must be accountable (11 }) and transparent (Ji3). Public officers
must serve the community with utmost responsibility, integrity (J..£U), loyalty and
efficiency (SUe=tF). Welfare of the people must be their chief concern. They must do
justice in all their dealings. Principles of good governance (=~#~) also include equity
(=iL~) and impartiality. A good administrator undertakes (q.&'.al) an In-depth investigation
and then makes firm decisions. There are many other things that | want to tell you. But we
will discuss these things later. | want to tell you that the whole family Is waiting anxiously
for your arrival at home. Visit us as soon as possible.

Your loving brother,
X. Y. Z
39. Write a letter to your younger brother advising him to avoid bad
company and pay attention to his studies. (Outstanding)

Examination Hall,

A. B. C. (City).
April 02, 2024.
Dear Brother, .
I hope this letter finds you well and in good spirits (%1#). Since you left home and
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began to live in the hostel, | have missed you terribly. | often recall (/51 the fun and thrill
(J2£7) we enjoyed together. | am writing you this letter because | genuinely (§8) love
you and care about you. Emily Dickinson has rightly said, "To love is to care".

| have heard that you are spending time with some friends who do not have a good

reputation (=¢"). Read what Jim Rohn (v..), an American motivational (vl .u_5)
speaker, says, "You are the average of the five people you spend the most time with,".
Every person we meet can influence (¢32) our views (LO!) and outlooks (£5). It is but
natural to make associates (=). But "4 false friend and a shadow attend only while the
sun shines," as Benjamin ( =\ o-i3) Franklin warned. Bad company can distract (¢¢.27) you
from your goals and hinder (U;J) your personal growth. On the contrary (u".’(). “A real
friend Is one who walks in when the rest of the world walks oul," said Walter Winchell
(U—isd w3 an American commentator ( ~<). Thus, | bid (Q:r;) you distance (st.1) yourself
from dishonest and fair-weather (™) friends immediately.

Whispers (u?.(/) have reached me that your passion (.4 ) for your scholarly
C:lesDpursuits (%%) has subsided Ctey1#). "Education is the kindling (58-) of a flame, not
the filling of a vessel (ilf.d/i-dy )," as Socrates (55\,5S\L.) said. Your recent (&) test results
reflect (&/7¥) your declining (£iJ1)) interest in your studies. Reignite (G¥%) your
dedication (%) to learning and let it “shine like the whole universe is yours," in the
words of Rumi.

In Hiilton's words, education Is a “golden key that opens the palace of eternity
(-:-:-t‘)'- “It paves (£1»4.1) the way to marvellous He2) opportunities (Z1»), phenomenal
(U2 success, and enormous () growth. "Genius (=349 is 1% inspiration (et ),
99% perspiration (§z.37)," Thomas (U*) Edison declared. Sometimes, it seems
somewhat tiresome (/uLx), but “The roots of education are bilter, but the fruit is sweet,”
Aristolle once wisely said,

Brother, you own a brilllant (¢/i,) mind and a golden heart. You have the potential
(=:47) to get what you want. Protect your future, cherish (¢4) your dreams and “keep away
from those who lry to belittle (ced) your ambitions (f'c?)," in the words of Mark Twain.
Remember, today's choices (1) shape (&sJ) our future. | believe you will make the right
decisions. May ALLAH help you to choose the right pathl (368 words)

Your loving brother,
xX.Y.Z
W..... Write a letter to your younger brother advising him to avoid bad
company and pay altention to his studies. (Standard)
SRS I i A O L SEE O e ag)
Examination Hall,
A. B. C. (City).
April 02, -2024,

Dear Brother,
I hope this letter finds you in good spirits (/7). | am writing you this letter because
llove you and care about you. Emilv Dickinson has rightly said, “To love is to care”.
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| have heard that you are spending time with some friends who do not have a good
reputation (=¢*). Every person we meet can influence (&) our views (Li0). It is but natural
to make assoclates (=—~v). However, “A false friend and a shadow attend only while the sun
shines," as Benjamin ( g+\> i) Franklin warned (t./;1,2). Bad company can distract (tees?)
you from your goals (U2)*). On the contrary (%), “A real friend Is one who walks in when
the rest of the world walks oul," sald Walter Winchell(g—— 3%, ), an American
commentator (). Thus, | bid (l‘;qi) you distance (s.13) yourself from false friends
right away wn.

Whispers (UL-:'J(/) have reached me that you have lost your passion (Urw i) for
studies. Reignite G¥¥) your dedication (J#¢”) to learning and let it “shine like the whole
universe is yours," in the words of Rumi. Education is a golden gateway (=L) to a rosy J)
(< future. It paves (£0154) the way to bright success. Sometimes, it seems a bit tiresome

/43), but the fruit it yields (kblx) is very sweet.

Brother, protect your future, and "keep away from those who try to belitile (ted)
your ambitions (..z'l:?)," In the words of Mark Twain. May ALLAH help you to choose the
right pathl (218 words)

Your loving brother,

XYZ
Write a letter to your younger brother advising him to avoid bad
company and pay attention to his studies. (Easy)

e

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Brother,
| have heard that you have made friends with bad boys. Every person we meet can
influence (8/2t) our views (=13). Bad company can divert (t¥.;7) you from your goals
(@j'). On the other hand, a good friend supports (t/54) you in your hour (%) of need.
Thus, | bid (l‘;)f) you part (txJ01) from false (J}¥) friends.
| have heard that you have lost your interest in your studies. You must develop a
real passion (%) for learning. Education is a golden gateway (=L) to a rosy (.J:J) future.
It paves (£/£1»1) the way to bright success. Sometimes, it seems somewhat dull (d':l,b). but
the fruit it yields (ki) Is lovely. | hope you will follow my advice. (105 words)
Your loving brother,
XY.Z.

40. Write a letter to your mother about your performance in the examination.

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Mother,

| hope this letter finds you in the best health and spirits (Z-,I)-). Our examination has
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finally come to a close. Now, | am feeling stress-free and relaxed (UFQ. | am breathing
(¢J /L) soft sighs (V) of relief () and tranquillity ().

As far as my performance ((./0¥) in the examination is concerned (= ), it was
like a rollercoaster (IM’IJ'JZ'.";'. é(f‘d)( J"LL 1) ride (1), | want to toll you how | did each
paper, and then | will describe my overall () performance in the examination. First of all,
| tell you about the paper of Physics. | felt pretty (<) happy and confident P when |
saw the paper. | did it well and answered all the questions to the best of my ability. Finally, |
walked out of the examination hall with confidence (s@1). | hope to get good marks In this

paper.

The paper of Biology was a bit (<..3) trickier (+4%). Some questions were relatively
(&) easy. However, a couple (») of unexpected (8?/}) questions made me slightly («..3)
nonplussed (BYerli). Nevertheless ("t), | applied (K<) all my knowledge and
experience (.,f) to answer them. Alberl Einstein rightly said, "The only source of
knowledge Is experience.” | became pretty successful in my attempt WN. My last
thorough ( revision (tz5) made the difference (Jfrl’), and | pulled off (u‘)f) decent
(J#) answers.

However, the paper of Chemistry was quite challenging (J’-‘-ﬂ)_ Some questions
seemed to have come out of the blue (/7). | applied my in-depth (L) understanding (ri’)
and superior skills to answer them. My rigorous (=¥) preparation did me a good turn )

(Jfr(, and | managed to complete the paper In time, leaving no questions unanswered.
Confucius (uw—-= y—A -5, a Chinese philosopher, rightly said, “Success depends upon
previous (3\-) preparation, and without such preparation, there is sure to be failure."

My overall (J£) performance in the exam had been convincing (Jue!) and
creditable (..'}JJ). Doing some papers made me feel confident (;PID. while others made me
feel that | needed more proparation. Nevertheless ((5t), | assess (t€:Ji41) my performance
as commendable (rﬂ"J?). This exam, beyond (& 4<-) Just grades, was a real test of my
resilience (=) and dedication (o). Winston S. Churchill appropriately (¢.#*.-t) once
said, "Difficullies mastered (t( %) are opportunities won."

I just need your prayers. | will visit you at the end of this week, and we will discuss
things further. (343 words)

Your loving son,
xX.Y.Z ‘
+ Write a letter to your mother telling her about your performance in the
examination. (Standard)
: (e JEULL LRI Rl S 0 O bt o O b i)

Examination Hall,

A. B. C.
April 02,

(City).
2024.
Dear Mother, p
| hope this letter will find you In the best of health and spirits (&!»). Our
examination has finally come to a close. Now, | am feeling stress-free and relaxed (d:‘{). 1

—~
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want to Wil you about your performance In the oxamination, It was full of ups and downs,

Firat of all, | tell you about the papoer of Physics. | did It well and answarod all the
questions to the bont of my abllity. | hope to got good marks in this paper.

The paper of Blology was a bit difficult. Some questions wore vasy, but a fow
surprised (§2/12) mo. Howaver, | attempted (&£ ) them with whatovor experlence GO
had. | managed to do It woll overall (‘J)drf ). Albert Einstein rightly sald, "The only source
of knowledge Is experience.”

The paper of Chomistry with some unexpected (d?,_‘) questions was tough. My
thorough (J**) preparation did me a good turn (JT(Q"..,(). and | answerod all of them In

LETTERS

time,

I did well in the oxam overall. | found somo papars easlor than others. This exam
was a real test of my knowledge and dedication (7). Winston S. Churchill appropriately
(¢#~—t*) Once sald, "Difficulties mastered (ty£v¢) are opportunities (&) won."

| just nood your prayora. | will visit you at the end of this weok, and wo will discuss
things further. (209 words)

Your loving son,

X.Y.Z
Write a letter to your mother telling her about your performance in the
examination. (Easy)

L

(ce JESe il

Examination Hall,
A. B, C. (City).
April 02, 2024,
Dear Mother,
| hope this letter finds you well. My examination has finally ended. Now, | am feeling
relaxed (gFD, | want to toll you about your performance In the examination. It was full of
ups and downs.
First of all, | tell you about the paper of Physics. | did it well and answered all the
questions. | hope to get good marks in this paper.
The paper of Biology was a bit difficult. Some questions were easy, but a fow
surprised ({,/01.2) me. However, | managed (Y./=-:4) to do it well overall (¢ 2875,
The paper of Chemistry was very tough. My careful preparation did me a good turn,
and | answered all of them In tUme.
| did well In the exam overall. This exam was a real test of my knowledge. | Just
need your prayers. | will visit you at the end of this week, and we will discuss things further
C+7). (150 words)
Your loving son,
X.Y.2.
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Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Mother,

I hope this letter finds you well and in good splrits (&17). Today, | want to share my
exporionce (.,-}’) of sponding my first day at college. It marks (& =~i) the beginning of a
new chapter in my life. Shifting from the dull (cfgf,b) life of school to the thrilling CZ.44) life
of college feels like a giant (UJ) leap (FUfi=).

| woke up early In the morning. | was feeling extremely (is})=) excited (2D anda
little nervous (r,qr,.;) too. | oagerly (= (¥Fs) proceeded (I7211) to the campus and reached
thero In timo. It was an enormous (%) bullding bustling (JF) with activity. The old red
bullding adomed (=T) with trimmed (,.£17) gardens looked majestic GAD. There stands
an old oak (+#4:%) tree right in the centre of the campus, watching over the students like a
sitent guardian (ULF). The pleasant (zbaf) oenvironment (J7L) and the splendid (i£l2)
surroundings (#n/) of the college impressed me lavishly (»¢.). T.S. Eliot rightly said:
“The grealest proof of our cullure's greatness Is the appreclation (31..5) of elegance (=-%)
and the beauty of our surroundings."

| attended my firat class of Psychology in a huge (i¥) hall. The professor was
angaging (ﬂlu"‘jfnﬂ.):). and | cannot tell how interesting the lecture was. | think this is going
to be one of my favourite classes.

My next class was that of Mathematics. Calculus was the main topic discussed in
the class. The professor explained the concepts (=l»<) clearly and concisely (LS. The
class of History was also fascinating (2s05). The lecture was about anclent (£.3) civilizations
and their Impact (1) on the modern world. The professor was very knowledgeable (('u'}).
He interestingly explained things, making the lecture Informative and enjoyable. The way he
delivered (U¥L#) things made the subject matter ({»») quite understandable ((U‘?).

After classes, | met some of my class fellows. We explored (l;’l;lfa) the campus
togother and checked out (Us#L) the library and the student centre. Finally, we went to the
cafeteria and enjoyed a lavish (U999 lunch there. The food quality was quite impressive
(44L). The sumptuous (¥ meal reminded me of Virginia Woolf's words, “One cannot
think well, love well, sleep well if one has not dined well."

Overall (£#U4), my first day at college was a great success. | met many students,
made some new friends and experienced (y;;’) several ((f) exciting ZF) things. | have
formed an Idea of college life, and | am excited to explore (t/C2uls) it further, Mark Twain's
inspirational (:1.1%) words began to echo (t#/) softly in my ears, "Sail away from the safe
harbour ¥\, Calch the trade winds in your sails. Explore. Dream. Discover.”1 expect to
face new challenges (L) and gain &/ V) new experiences., | will try my best to make the
most of this opportunity @) and keep on sharing my academic ((£) Journey with you.

T
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You can rest assured (l):',':-‘f) that | will always hold onto the high values you Instilled (2¢/75)
(/15 In me. (440 words)
Your loving son,
xXy.zZ
... Write a letter to your mother about your 1st day at college. (Standard)
(e JPSLE Rl A 0 Oyl G eis i)
Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Mother,
1 hope this letter finds you well and In good spirits (z1»). Today, | want to share my

experience (._.,!7) of spending my first day at college. It marks the beginning of a new
chapter in my life.

I woke up early in the moming. | was feeling both excited ((/z{) and nervous wh
(. 1 eagerly (= (Jt£) proceeded (in21,) to the campus and reached there in time. The old
red building of the college looked majestic (9. The lovely surroundings Wnl)
impressed me greatly. T.S. Ellot rightly said: "The greatest proof of our cullure's greatness
is the appreciation of elegance (=) and the beauty of our surroundings."

| attended my first class of Psychology in a vast hall. The professor was engaging
(w245, and | cannot tell how Interesting the lecture was. | think this is going to be one
of my favourite classes.

My next class was that of Mathematics. Calculus was the main topic discussed in
the class. The professor explained the concepts (=ls®) clearly and concisely (LU}, The
class of History was also fascinating (J‘;). The lecture was about ancient (£.5) civilizations
and their impact (1) on the modem world. The professor explained things in an exciting
manner.
After classes, | met some of my class fellows. We explored (lfkl-fs) the campus
together and checked out (V+#¥) the library and the student centre. Finally, we went to the
cafeteria and enjoyed a lavish (W lunch there.

Overall (), my first day at college was a great success. | think that college life is
going to be quite thrilling (2'.!!:). and | am excited to explore it further. | will keep on
sharing my academic ((£) journey with you. (260 words)

Your loving son,
X.y.z
1&' Write a letter to your mother about your 1st day at college. (Easy)

O T e d o SO e T ey
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Mother,
I hope this message finds you well. | am writing to tell you the story of my first day
at college. | woke up early in the morning. | was feeling excited (J:’.Q as well as nervous
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(b..p,;). I got ready and reached the campus In time. The old red bullding of the colloge
looked lovely.

My first class was of Psychology. The professor was engaging (w.d.#’d;), and the
lecture was Interesting. Next, | had a Math class where we discussed calculus. The
professor explained the concepts (=Lr) clearly and concisely (LSUp), My History class
was also interesting. We learned about past civilizations and their Impact Cn) on the

modern world.
After classes, | met some of my classmates, and we explored (l'-flr-t-f:) the campus

together. Finally, we went to the cafeteria and enjoyed a lovely lunch thore. Overall ()
(¢«*, my first day at college was a great success. | will keep you In touch during my stay at
college. (152 words)
Your loving son,
X.Y.Z
42 Write a letter to your father requesting him to allow you to join the
educalional tour.

N e V8 O S T PO o))
Examination Hall,
A. B. C. (City).
Aprll 02, 2024,
Dear Dad,

I hope this letter finds you In the best of spirits (&1). The purpose of writing this
letter is to seek (t/U1) permission from you to undertake (£L71) an educational tour that
my college is going to arrange. | believe this tour will benefit me not only in my academic
(L") journey but also In practical knowledge. This tour Is expected to impart (k) valuable
information about historical sites (=\l-), museums and other such places. It will allow me
to broaden (ks ==3) my knowledge about various cultures, traditions and civilizations. /
agree with the famous American author Elizabeth Gilbert when she says: "To travel is
worth any cost or sacrifice.”

It is not just a sightseeing (/) trip. The itinerary (_»*¥/*) has been planned in
such a way that every destination (J)‘f) should broaden our learning experience. Wo will
visit various places of historical and scientific importance. Our teachers will be there to
hold discussions to enrich (tl-%) our understanding. Saint Augustine uttered only truth
when he said: "The world is a book, and those who do not travel read only one page.”

Father, you know, trips give unique (I.Pog...) exposure (_Ii}fl') to practical knowledge.
Assimilating (&) various cultures gives a broader (&73) perspective (f;l‘-':) on life. | often
heard you saying, "The world is the best classroom,” a sentiment (U1>1) echoed J& =25
(v» by Confucius, who said, "Real knowledge is to know the extent () of one's Ignorance."

Dad, it is natural to have concerns (2_.;1-/’) about my safety and well-being during
the tour. However, the school has taken all necessary measures ( 1.31) to ensure our safety.
Experienced teachers and professional guides will supervise (1/5';) the tour. The college
has finalized proper arrangements for our lodging (J’p). conveyance (J5) and moeals
(tW). 1 promise to stay in touch and update (ks7:Jt) you on my whereabouts (=t1).
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However, | agree with Helen Keller when she says, "Life Is either a daring (21»\¢) advenlure
(Jz¢) or nothing.”

Indeed, this educational tour wili be a valuable experionce for me. | do not want to
miss this invaluable (J/l) opportunity for loarning. | am looking forward to (f./:}"}) boing a
part of this enriching (-2 /AIL) oxporience. Ploaso consider (t.54) my roquest and grant
me the honour of embarking (t:1,) on this tour, (343 words)

Your loving son,
xX.Y.Z

... Write a letter to your father requesting him to allow you to join the
educational tour. (Standard,

Examination Hall,
A. B. C. (City).
- April 02, 2024,

Dear Dad,
I hopo all is well with you. | am writing to ask If | can Join an upcoming ¢4Lhq<c )

(vl educational tour that my college Is organizing. The purpose of the trip Is to enhance
(tl-x) our knowledge In academlc (UZ7) and practical torms. We will visit historical sitos
(=\&), museums, and other places of sclentific and cultural Interost. [ agree with the
famous American author Elizabeth Gilbert when she says: "To travel Is worth any cost or
sacrifice (01/)."

You have often told me that "The world Is the best classroom,"” and | gonuinely §)
(& believe that this tour embodies («,'_J’Jr’) that idea. It is a unique ((.Pt’_—) chance to learn
about various cultures and traditions. Salnt Augustine uttered (vs) only truth when he sald:
“The world Is a book, and those who do not travel read only one page.”

Dad, it is natural to have concerns (Z.9) about my safety during the tour.
However, the trip |Is secure and well-planned. The college has made solid )
arrangements (=\W) for our lodging (;f}a). travel, and meals. Moreover, | will keep in
touch with you throughout the tour. However, / do agree with Helen Keller when she says,
“Life Is either a daring (212») adventure (§z¢") or nothing."

I think this tour is an excellent opportunity for my education and personal growth, |
hope you will consider (¢2#) my request. | await (t/*) a quick response (/%) from you.
(220 words)

Your loving son,
XYZ
p ~ L Write a letter to your father requesting him to allow you to join the
educational tour. (Eas
R (PR

Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Dad,
I hope all is well with you. | am writing this letter to seek (t}) your permission to

LETTERS SUNSHINE ENGLISH 1 (Comprehensive))

joln an upcoming (1 LTJ%) tour boing arranged by my collage. The purpose of the trip s to
enhance (tl%) our practical knowlodge. We will visit historical sitss (=A%), museums, and
other places of cultural interest.

You often tell me, “The world is the best classroom.” This tour embodies (< Lu#)
that idea. It s an oxcellent chanco to learn about various cultures and traditions.

Dad, the college has made suitable arrangements (=L1) for our ledging (f};),
travel, and meals (ﬂf). Moreovar, | will keep in touch with you throughout the tour, | hope
that you wil] allow me to go on the trip. | am waiting for your reply. (118 words)

Your loving son,
XY Z
43. Write a letter to your father justifying your poor performance in the
examination. (Outstanding)

e[ § I8 O oy T

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Dad,
I hope this letter finds you in good health and high spirits (&17). | am writing to you

to explain my poor performance in the recent (J¢) examination. First and foremost, | want
to express my doepest apologies (=..1+) for not meeting your expectations (=437). “To err
/) is human, to forgive, divine,” as Alexander Pope once said. | know you give
immense (%=r) value to education and provide me with the best opportunities for
success. | am truly sorry for letting you down (:fagl),

I deem (Untl) it necessary to tell you the causes of my poor performance In the
examination. First, my elder brother's accidental death and then my mother's nervous
(wa)bmfkdown (J?) are the root causes of this poor performance. Still, | can view the
angelic (34) face of my brother and the weeping eyes of my mother. George Eliot has
rightly sald, "Our dead are never dead to us until we have forgotten them.” This
embarrassing (J:-)L‘g{) Incident exerted (U1}) a disastrous (\.'}(-P) impact () on my mental
and emotional well-being. It did not let me focus (£/3/7.;7) on my studies. The stress and
anxiety (J&¢) hindered (¥s) my way to academic ()excellence G,

Secondly, due to this accidental distraction (>751), | found some of the topics of
my course of studies to be quite (=cl/) challenging (uﬁ’tiﬂ. Despite putting in my best
efforts, | could not grasp (&) them fully. Besides this, the paper pattern of two subjects
was changed just before the examination. | was not prepared for this change, and it added
to my difficulties.

Thirdly, | won the title of the best athlete of my college last year. This time, |
excused (J=.i~) the college authorities for not being able to participate ((42) in the
college's annual sports. However, "The besl-laid plans of mice («£) and men often go
awry (&), " as Robert Burns, a Scottish poet, wrote. But despite my flat refusal, they
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forced me to take part in games. Thus, | had to get Involved (t#J1®) in several
extracurricular activities, which took up a lot of my time and energy. | may have neglected
(£/31515) my studies daring this period.

This setback (&g«r/) is just a temporary (“4) one. In the words of Winston
Churchill, "Success is not final, failure is not fatal (_0¢): It is the courage to continue that
counts (tx(51)." | have started working actively to fix (t.r+-) my academic (tﬂg) problems
and improve my grades. | am getting extra Help from my teachers to understand my lessons
better. Furthermore (UTes ), | have significantly (Fa (¥) reduced (tfrr) my participation
(J_-);}) in extracurricular activities and have decided to devote (t/_5) all my time to my
studles.

| hope that you will understand the circumstances (=Uk) that led to my
unsatisfactory performance in the examination. Your support during this challenging (._.f"')
time would mean the world (< (7l=x) to me. | promise to work harder and do better in the
future. (449 words)

Yours sincerely,

xXyY.zZ
Write a letter to your father justifying your poor performance in the
examination. (Standard)

>

R L O e o)
Examlination Hall,
A. B. C. (City).
& April 02, 2024.
Dear Dad,

| hope this letter finds you in good health and high spirits (&1»). | am writing to tell
you the causes of my poor performance in the recent (J¥) examination.

First, the accidental death of my elder brother is the root ((3t) cause of this poor
performance. Still, | see the lovely face of my brother in my mind's eye. George Eliot has
rightly said, "Our dead are never dead to us until we have forgotten them." This sad event
did not let me focus (£/3{/>7) on my studies.

Secondly, due to mental (J%) stress (5{s), | found some of the topics of my course
of studies to be quite (=) tricky (14%). Despite my best efforts, | could not grasp (&)
them fully. Besides this, the paper pattern of two subjects was changed just before the
examination. | was not prepared for this change, and it added to my difficulties.

Now, | am working actively to fix (t/lss-) my academic problems. | am getting extra
help from my teachers to understand my lessons better. | hope that you will understand the
circumstances that led to my unsatisfactory performance in the examination. | promise to

work harder and do better In the future. (193 words)
Yours sincerely,
X.Y.Z
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D+ Write a letter lo your father justifying your poor performance in the
examination. (Easy)

e USSPl A PO DU B bt 20 80)

Examination Hall,

A. B. C. (City).

April 02, 2024.

Dear Dad,

I am writing to tell you the causes of my poor performance in the examination.
First, the death of my elder brother is the main cause of this poor performance. It did not let
me focus (£/3/27) on my studles.

Secondly, due to mental (J%) stress (542), | found some of the topics of my course
of studies to be very hard. | could not grasp (&) them fully. In addition to this, the paper
pattern of two subjects was changed just before the examination. This added to my
difficulties.

Now, | am working hard to fix (t.l-s) these problems. | am getting extra help from
my teachers to understand my lessons better. | promise to work harder and do better in the
future. (119 words)

Yours sincerely,

X.Y.Z “
44. Write a letter to your father requesting him to hire d private tutor for you.
(Outstanding)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Father,

I hope this letter will find you in good health and high spirits (=<<7). | have
struggled hard to delve (tﬂ(pf) deep into my studies during the past few weeks.
Resultantly (6), | have realized that there are certain concepts of English grammar that |

cannot comprehend (&). Despite my hard efforts, | find myself unable to grasp (&) them
fully. This thing has shaken (t/U%>) my confidence and affected my academic (
performance ((3/¥) adversely (g.#JIrt). However, | agree with Winston S. Churchill when
he says, "Success is not final, failure is not fatal (_): It is the courage to continue that
counts (tsepm). " ‘

| have sought (r,ﬁ) help from my teachers and classmates In this regard. | have

attended group study sessions to grasp these rules, yet | am unable to master them. | need
individual attention from a pr'Ivate tutor for this purpose. A tutor can give his students
technical guidance. He can explore (:ﬁc-,f) their specific areas of difficulty and help them
strengthen (/=) their basic knowledge. | am confident (@19 that a tutor can teach me

these rules properly. Henry Adams, an American historian rightly said, "A teacher affects
eternity C=c./); he can never tell where his influence stops." U

N
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| know this will Increase your financlal (Jl) burden, but | assure you that this
investment in my education will produce Incredible ($s*#) results, it will help me eamn high
grades and boost (tl-x) my confidence. It will enhance (tl>%) my understanding of the
subjoct. | have researched a fow famous tutors who enjoy a high reputation and are
affordable.

| will work diligently (-c:..JI:‘d'l-_-) and strenuously (= (§£) to take advantage of this
golden opportunity. | belleve this extra coaching will transform the rough track (=) of my
academic (") Journey Into a royal road. Dad, | awalt (Un *) your views on this issue. |
hope you will support me as |Is your wont W)

Your loving son,
xXY.Z

Y-.. Write a letter to your father requesting him to hire a private tutor for you.

Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Father,
I hope this letter will find you In high spirits (G %=4). Recently (.28 JV), | have

realized that there are certain concepts (=ur?) of English grammar that | cannot
understand. Despite (22:4£) my hard efforts, | find myself unable to grasp (&%) them fully.
This thing has shaken (‘;.LJ‘JI.I,) my confidence and affected my studies.
| have sought (tft) help from my teachers and classmates to understand the
concepts, yet | have not succeeded In mastering them. | need Individual attention from a
private tutor for this purpose. Only a tutor can teach me these rules properly. Henry Adams,
an American historian rightly said, "A teacher affects eternity (=c+); he can never tell
where his influence (2¢) slops.”
| know this wlll Increase your financial (JL) burden, but | assure you that this
investment In my education will produce good resuits. | have researched a few famous
tutors who are affordable. -
| promise to take advantage (.4%) of this opportunity (£+). Dad, | await _(un}uﬁﬂﬁ'l)
your views (=UL3) on this issue. | hope you will support me as is your wont W™
Your loving son,
X.Y.Z
45. Write a letter to your friend advising him to participate in games and
physical activities. (Outstanding)
O E iy s ) R

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,

| hope this letter wlll find you In good health and high spirits (=2t gn).

.
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Receontly (LEJL), | have received a letter from you. In this letter, you have mentioned H)
(4_( the increasing pressure (5}s) of classwork and studies. It bespeaks (&/7$) your busy
and hectic (Jy*) life. It impels (£/f) me to tell you the importance of living a balanced

life.

I still remember the days when | was a schoolboy. | can still recall (32U (£ /) the
solace (c}:g) and joy that we derived (&/JV) from games and sports. Physical activities
not only keep us healthy and active but also Improve our stamina and sharpen &/Z) our
focus (27). They break the routine of our boring life and Invigorate (V3 k) us to retumn to
our tasks ((¥) with newfound (:Jt) energy.

Keeping your extra working hours in view, | suggest you spend some time in
physical activity or sports. | genuinely (£ 8) believe that physical actlvity will be immensely
(wre) beneficial (e46) for you. It will relax and becalm (:qu{) your turbulent (u’}) soul,
Beslides, it will help you develop a disciplined (,4“’) approach (Ji£1)-to life. Read a famous
proverb: "All work and no play makes Jack a dull boy."

Moreover, games refine (£4/) our life skills. They make us patient and tolerant
C24). They teach us to foster ({2 ls;) teamwork, enjoy victory, and face failure.

Even a quick jog in the moming or a ramble (_—}'/") at the weekend can make a
world of difference. It Is rightly said that a healthy body is the harbinger (Jf;f?) of a healthy
mind. John F. Kennedy, the 35th president of the United States, rightly said, "Physical
fitness is not only one of the most important keys to a healthy body, it Is the basis of
dynamic (7") and creative intellectual (:1>6) activity.” You can tackle (¢%) challenges
with more clarity and vigour (=7) as a healthy man.

I am not advising all this just because enjoying health is a popular notion (/&) but
because | have experienced (t/~ ) it personally. | am feeling more energetic (t/7), less
stressed (W), and more focused (&) since | have included (&/U) physical activity in
my usual routine work. [

I hope you will follow my advice. Man Is not merely () a workhorse; he should
live a joyful life filled with the pleasures of games and outdoor activities. Roald Dahl, a
British author, rightly said: "Life is more fun if you play games." Stay healthy, happy. and
active. | hope to meet you soon for a game or a run. Take care,

Yours sincerely,

X.Y.Z.
p Write a letter to your friend advising him to participate in games and
physical activities. (Standard) Wi
[ A o 1 Y G G PR o)

Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Friend,
| hope this letter will find you in good health. Recently (L2 Jb), | have received a
letter from you. In this letter, you have written about the incrédasing pressure G2 of



e 992 LETTERS SUNSHINE ENGLISH 1l (Comprehensive))

classwork and studies. It reveals (t/;¢) your busy and hard life. It forcos me to tell you the
importance of living a balanced (J17) life.

You should spend some time in physical activity or sports. Physical activities keep
us healthy and active, improve (tff:‘) our stamina, and sharpon (U7 JI.-:) our focus (yi=).
They break the routine of our monotonous (d‘:u}) life and boost (tl=%) our energy. Read a
famous proverb: "All work and no play makes Jack a dull boy." it is rightly said that a
healthy body keeps a healthy mind. A sportsman feels energetic (t/#=3) and focused
(L),

One should not work all the time. He should live a carefree life filled with the joys of
games and outdoor activitles. Roald Dahl, a British author, rightly said: “Life is more fun if

you play games."1 hope you will follow my advice. Stay healthy, happy, and active.

Yours sincerely,
X.Y.Z
46. Write a letter to your friend inviting him to attend the marriage ceremony
of your sister.
(e S Pl 0 O g Lo B Ge i :04)

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,
| feel delighted to inform you that the date of my elder sister's marriage has been

fixed. It has been scheduled to take place on 20th April at Rose Garden Marriage Hall near
our residence. | am writing this letter to you with a view to informing you in advance about
the event. The marriage invitation card would be sent to you soon formally. Indeed, it would
be a big event for our family. | have Invited all my friends to participate (;)’.:}}) in the
marriage ceremonies (=l ). It would be a great gathering indeed.

You with your family are requested to participate in all the marriage functions. |
hope you will accept my invitation. Do ensure your presence (=) at our residence a day
before the start of wedding ceremonies. We will indeed be grateful to you and your family.
Convey (/s7) my regards to your parents. Waiting anxiously for your reply,

Your sincere friend,
XY.Z
47. Write a letter to your friend who had met an accrdent. (Oursrandmg}

CedhitdieeilE

Exammatlnn Hall,
. A, B. C. (City).
April 02, 2024.

Dear Friend,
| am desperately (L) sad to hear the shocking news of your accident from one of

our chums (= d"}). I am very worried about your well-being and health. | am extremely
eager (JC*) to know your physical condition and wish you a fast recovery (= {Jix).

AT T LETTERS SUNSHINE ENGLISH Il (Comprehensive))

Such unfortunate (Jlfl.‘) accidents make us realize how fragile (=#) and delicate
(._ﬁ':) life is and how Important our health is. | can just Imagine the painful feeling of
discomfort, pain and frustration (zl) you are going through, but | know you are a man of
strength and resilience (7). 1 am sure you can endure (£/=>1ic) this affliction (=2*) with
patience and fortitude (Ji&>1). Read the beautiful words by John Ruskin, "Endurance
(=>u.) is nobler than strength and patience than beauty."

Remember, you are not alone in overcoming (¢7,/6) this challenge; all your friends
and family members are there to soothe (tg’l:ﬁ-a) you with thelr comforting company. Don't
hesitate (_—i1>) to tell me If | can help you in any way. | am sending my love, good vibes
(=t1>1), and heartfelt prayers through this letter. | am sure these heartfelt feelings of mine
will heal (2¥i:3) your soul. Helen Keller truly sald, "The best and most beautiful things in the
worid cannot be seen or even louched - they must be felt with the heart "

1 will be there with you In a day or two. Then, we will recall (¢U = /fJ) our old
adventures, happy moments and oxciting CFum episodes (=\3ls). We will chat together for
hours and watch our favourlte movles. We will have great fun together, and | will do
anything to brighten your days. Maya Angelou rightly sald, "Life Is better when you're
laughing.”

Friend, stay strong, and dornonstraln (b-g-lf) love and positivity. This accident Is a
temporary setback (), and | am sure you will be back on your feet soon. Every recovery
takes time. With every passing day, you will be one step closer to regaining your usual zeal

(,.U.pq_?.-t) for life. You have an army of well-wishers praying for your swift recovery. | am
sending you lots of love, healing (J*4) vibes (=L-L>1) and positive thoughts. Get well
soomn.

Yours sincerely,
X.Y.Z.
Werite a letter to your friend who had met an accident. (Standard
) [ O e ) iy Y S S Y PO &)
Examination Hall,
A. B. C. (City).
April 02, 2024.

S

Dear Friend,

I am sad to hear the news of your accident. | am worried about your health. | wish
you a fast recovery (=#"Uls). Accldents make us realize how fragile (=8) life Is! I can
Imagine your discomfort and frustration (Uzt). But | know you are a strong man. You can
bear (£/=210) this paln with patience. Read the beautiful words by John Ruskin,
"Endurance (=>1.2) Is nobler than strength and patience () than beauty.”

Remember, you are not alone In overcoming (tU (2 <%F) this misfortune (=3T); all
your friends and family members are there to soothe (L% ) you with their comforting
company. Don't hesitate (tv@) to tell me if | can help you In any way.

I will be there with you In a day or two. Then, we will recall (£/}) our old adventures

(ﬁ) and happy moments. We will chat (bf,/.‘f) together for hours and watch our

-
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favourite movies. We will have greal fun together, and | will do anything to brighten (th;l;ﬂ})
your days. Maya Angelou rightly said, "Life Is better when you're laughing."

Dear friend, stay strong and be positive in your attitude (22,).1 am sure you will be
back on your feet soon. | am sending my love and heartfelt prayers through this letter. Get
well soon.

Yours sincerely,
xXY.Z

48. Write a letter to your friend telling him about your performance in the
examination. (Outstanding)

O it e B use

Examination Hall,
A. B. C. (City).

April 02, 2024,
Dear Friend,

| hope this letter will find you in the best of health and spirits (Jt17). Our
examination has finally come to a close. Now, | am feeling stress-free and relaxed (u:ﬁ()_ |
am breathing L) soft sighs (u“tr) of rellef (F) and tranquility (w#). | am eager CessT)
to hear about your experience (-_.f) of the examination. |1 want to know how you did your
question papers on various subjects. As far as my examination experience Is concerned
(bn,'pu ), It was like a rollercoaster ride.

We have always shared our academic (ﬁ) pursuits (UP//). | want to tell you how
| did each paper, and then | will describe (tfu}k) my overall performance in the examination.
First of all, | tell you about the paper of Physics. | felt quite happy and confident (@19 v}hen
| saw the paper. | did it well and answered all the questions to the best of my ability. Finally,
| walked out of the examination hall with confidence. | hope to get good marks in this paper.

The paper of Biology was a bit trickler (qﬁ). Some questions were quite easy and
stralghtforward (;L-). However, there were a couple (1) of unexpected (g?,-f) questions
that made me slightly (<.3) nonplussed (uUi¢). Nevertheless (fit), | applied all my
knowledge and experience to answer them. Albert Einstein rightly said, “The only source of
knowledge Is experience."| became falrly successful in my attempt (). | think our last
thorough (J‘b)ravlslon made the difference, and | managed to pull off /) decent
(J-;’;) answers.

However, the paper of Chemistry was quite challenging. Some questions seemed
to have come out of the blue (5?,_‘). | applied my in-depth W wwim) understanding (rl’)
and superior ((J1) skills to answer them. My rigorous (¢ Lu|) preparation did me a good

turn Gue=fUl), and | managed to complete the paper in time, leaving no questions
unanswered. Confucius rightly said, "Success depends. upon previous preparalion, and
without such preparation there is sure to be failure."

My overall performance in the exam had been convincing (unl&h) and creditable
(-é’;;}'ﬂ'). Doing some papers, | felt quite confident (P10, while others made me feel that |

needed a bit more preparation. Nevertheless ((4t), | assess (t€+J1£1) my performance a3
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commendable (v}-’?;)?). When | recall (t/j}) the stress we took, our late-night study
sessions, and our strenuous (Ut¥y) efforts to understand complex (:2%) topics, | genuinely
(48) feel that this exam, beyond (kL) Just grades, was a real test of our resilience ((fr=)
and dedication (/). Winston S. Churchill appropriately (;.*\¥) once said, "Difficulties
mastered (t//2") are opportunities (£1») won."

I am eager (JC*) to learn about your exam experience. Seeing your unwavering
(J?27) commitment (,f‘-'u}. infinite (w <) diligence (=¥), and fierce (7.2 dedication to
your studies, | can expect a matchless (f.g...) performance from you. | am looking forward
to your response (/) and our upcoming (Whirluee ) chat (-,-:-r/),

Yours sincerely,
X.Y.Z
Write a letter to your friend telling him about your periormance in the
examination. (Standard)
T Ce e T T

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,

I hope this letter will find you In the best of health and spirits (Jtl}). Our
examination has finally come to a close. Now, | am feeling stress-free and relaxed (u;{). 1
want to hear about your performance in the examination. As far as my exam experience is
concerned (q.-JU). it was full of ups and downs.

First of all, | tell you about the paper of Physics. | did it well and answered all the
questions to the best of my ability. | hope to get good marks In this paper.

The paper of Biology was a bit (< ..J) difficult. Some questions were easy, but a
fow surprised (LJ::JL!) me. However, | attempted (E"J) them with whatever experlence |
had got. | managed to do it well overall (4*U$s%). Albert Einstein rightly sald, “The only
source of knowledge is experience.”

The paper of Chemistry with some unexpected (8?/_’) questions was tough (J).
My thcrough (J’b) preparation did me a good turn (JT(U’). and | answered all of them in
time.

I did well In the exam overall. | found some papers easier than others. This exam
was a real test of our knowledge and dedication (*). Winston S. Churchill appropriately
(4+*+t>) once sald, "Difficulties mastered (}") are opportunities &) won."

I am eager (JC**) to learn about your exam experlence. Seeing your hard work and
dedication (ufo’). | expect (t/27) a great performance from you. | am waiting for your
rsponse (1) and our upcoming (Jisd_slhic”) chat (-,-/'\-;f)- i

Yours sincerely,
X.Y.Z.
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1. Write an application to the head of the institute to be the chief guest on
the "Sports Day".
The Princlpal,
Govt Collngn.
A B.C. (Clty).
Subject: Request for Being the Cheif Guest on the "Sports Day"

(- 996 -

Sir,

Most respectiully, it Is to state that we are going to celebrate (tt~7) a Sports Day
in the college. We raquest you to preside over (t/=.li#) the function. Sir, you know that
sports are zlso a part of education. Now, even the government has announced /) such
activities as co-curricular activities (uyf/L}U(?) instead of extra-curricular activities.ltis a
famous maxim (J7) that a healthy body has a sound mind. No one can deny (t/J61) the
importance (=<1) of such activities. Nowadays, our young men are falling prey to ._a.;.mb)
(U7 various (G() ovils. Whan they find no positive actlvity to display GtU5) thelr skills, they
get involved (L7Z bras) In evils. Sports provide them with opportunities @) to
demonstrate (2LF1) thair superior () qualities In a positive way. Your participation (=/)
in the ceremony as a chief guest would be an encouragement (Ji;iu-‘f) to the players and
the athletes (J}45). We hope that you will honour us with your presence (=/2).

Yours obediently,

Dated: April 02, 2024. X Y. Z
2 Write an application to the principal of your college for sick leave/leave.
Outstanding)

e UL Tl i/

Tha Principal,

Govt. College,

A.B.C. (City).

Subject: Request for Sick Leave / Leave
Sir,

' Most respectfully, It Is stated that | have been lll with fever for the last three days. |
expected (Jc‘,’:—') to recover (tx | =) soon, but the fever prolonged (Wnd). Ultimatsly
(771, | decided to have my medical checkup. | went to a doctor and explained the whole
problem {¥+) to him. He asked me to get for blood examination. After the blood
examlination, | got the reports and proceeded (kr.J)J) to my doctor. After reading the
reports, he told me that | had caught typhoid. He prescribed (UZ2#) medicines and advised
me a complete bed rest for two weeks. Therefore, | am unable to attend the classes at least
for a fortnight (u.2). | request you to grant (uf't}ﬂv) me leave for fifteen days l.e from May
10, 2024 to May 24, 2024,

The recommendations (1) of the doctor and the request for the leave from my
parents are attached (7). | promise, as soon as | join the class again, | will make utmost

B L T APPUCATIONS
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efforts to make up for (t/ 3 1) the missed lessons. My prior academic (Lﬁpu{) rﬁcord
validates (q.-l')tf.b‘") my diligence (=) and dedication (J) to studies. | will undoubtediy
(A1) be utterly (»U';) obliged (/) if you take my application Into consideration.
Yours obediently,
- Dated: April 02, 2024. X ¥z
 « O Write an application to the principal of your college for sick leave/leave.
(Standard)

(B (V7T S ST OV T | = ))

The Principal,

Govt. College,

A. B. C. (City).

Subject: Request for Sick Leave / Leave
Sir,

Most respectfully, It Is stated that | have been ill with fever for the last three days. |
expected (%) to recover (—4=”) soon, but the fever prolonged (YY), Uitimately (1)), |
went to my doctor for a medical check-up. After a thorough medical check-up, the doctor
prescribed (w.rz.é’) some medicines and advised me a complete bed rest for two wesks.
Thus, | am unal':le to attend the classes at least for a fortnight (Un.2). Therefore, | request
you to grant (\f L) me leave from May 10, 2024 to May 24, 2024.

The recommendation (i) of the doctor and a request for the leave from my
parents are attached. | will undoubtedly (21t) be obliged () if you consider (LA my
application sympathetically (= (f.n).

Yours obediently,

Dated: April 02, 2024, X Y. Z.

3 Write an application to the principal of your college for the issuance of a
character certificate. (Outstanding)
e JeSTL Rl 1 )7

The Principal,

Govt. College,

A.B.C. (City).

Subject: Request for the Issuance of Character Certificate

Sir,

Most respectfully, it is stated that | have been a bona fide (+.£F}) student in this
college for the last two years. | passed F.Sc. in first division from this college. Now | want to
apply for admission to the medical colleges. | am to apply for admission within due date. The
submission (L/‘:B) of character certificate with the admission form is compulsery ().

Sir, | have been a diligent (3*) student. | also took an active part in the co-curricular

‘activities (uk)}ujl-'j‘t'). I was the captain of hockey team of this college. Under my captaincy,

the college won the first prizes in hockey in the District Tournament and Inter-Collegizto
Tournament. | also won the first prize In the annual debates (/%) on the topic “Literature
and Society”. | always played a vital (fl-d.ul_-i).role in arranging functions and the annual
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games. My performance in games and studies was always outstanding (UtW). The
cenrtificates of appreciation Gt ”) given by you for the arrangement (k2 %) of such
activities are also attached. It is my humble request that all these qualities and merits of
mine may please be mentioned (;.C'ng.f/l) with pride in my character certificate. Sir, | assure ~
(tus™) you that | will ever endeavour (¢./U*7) to uphold (l:&ﬁi‘) my exceptional (»*~#)
performance in future. | only need your blessings and encouragement (JI;‘U.-?).

Thanking you in advance,

Yours obedienty,
Dated: April 02, 2024. x Y. Z
g~ Wrile an application to the principal of your college for the issuance of a
character certificate.

The Principal,

Govt. College,

A. B. C. (City).

Subject: Request for the Issuance of Character Certificate
Sir, '

Most respectfully, it is stated that | have been a regular student of your college for
the last two years. | passed F.Sc. In first division from this college. Now | want to
apply (g2=~17) for admission to the medical colleges. Please issue me a character
certificate, as the submission (Lf'!) of character certificate with the admission form is
compulsory (Ja”).

Sir, | have been a diligent (&) student. | always participated (U—<) in the
co-curricular activities. | was the captain of hockey team of this college. Under my captaincy
(=»0), the college won the first prize in the District Tournament and Inter Collegiate
Tournament. | also won the first prize in the annual debates on the topic “Islam and
Democracy”. It is my humble (1) request that all these qualities and merits (Uk#) of mine
should be mentioned (..f(_-g!t-,n) in my character certificate.

Thanking you in advance,
Yours obediently,

Dated: April 0Z, 2024, X. Y. Z
4. Write an application to the principal of your college for the remission of

absence fine / fine. (Outstanding)

[ CoJede i

The Principal,

Govt. College,

A.B.C. (City).

Subject: Request for Remission of Absence Fine / Fine

Sir,
Most respectfully, it is to state that recently ((2(#JV) my teacher has fined me Rs:
50/- for being absent from the class for five consecutive (2'?) days. It is true that | have

(- 999 - APPUCATIONS

been absent, but it Is not my fault ). 1 was gravely (44%) ill with fever, as the prescription
(JJ) and the advice of the doctor are attached. Presently, | am living In the college hostel,
Last week, | went to my village to see my parents but eventually (Fi&1) fell ill there. My
village Is forty miles away from the city. | could not reach college from such a great
distance. | consulted (i) the village dispenser and got the medicine but the fever
prolonged (Y5J). In my village, there was no one to take my application to college. | posted
the application to you after two days but it was delivered (Jﬁ?ﬁ) late due to the Inefficiency
(1) of the post office.

After five days, though | was still very weak and feeble (u/). I made haste (i)
to reach college. Though still | am taking medicines, | attended the class today. My class
teacher was so furious ((2<2) at my absence that he did not even listen to me and fined me
Rs: 50/-. After the school time, | met my teacher and made every thing clear to him. Now, he
is satisfied and has recommended (?JJM-) my application for the remission (b of
fine. Sir, 1 belong to a poor family. My father cannot afford (¢/=21.¢) the expenses (=b//1) of
my education. It is my uncle who supports me financlally (¢+*Jl). | can hardly meet the
expenses of hostel. Hence | cannot pay the fine. Therefore, it is requested that my fine may
kindly be remitted (Z- & b-). If you take my application into your kind and sympathetic
(b)) consideration (7), | would certainly be obliged () a lot

Thanking you in advance,
i Yours obediently,

Dated: April 02, 2024, X Y. Z
b * OO Write an application to the principal of your college for the remission

(dw-) of absence fine / fine. (Standard)

o Jedie ke 1/,
The Principal, .
Govt. College,
A. B. C. (City).
Subject: Request for Remisslon of Absence Fine / Fine

Sir,

Most respectfully, It is stated that recently ((£(#J\) my teacher has fined me Rs:
50/- for being absent from the class for five days 'com.lnuously (Jy). It is true that | have
been absent but it Is not my fault (4" ). | was ill with fever. In proof of my claim, a medical
certificate Is attached. | live in a village forty miles away from the city. | pcsted an
application (=—174) to you but it was delivered (J’J(?) late due to the inefficiency ((#t) of
the post office.

Though still | am taking medicine, | attended the class today. My class teacher was
too angry to listen to me. He fined me Rs: 50/-. After the college time, | met my teacher and
made every thing clear to him. Now he is satisfied (&’:nuf'b) and has accepted my
excuse (=..»). He has recommended (.,-_Ju’zu-) the remission ((1=) of fine. Sir, | belong to
a poor family. | cannot pay the fine. It is humbly requested that the fine may kindly be

SUNSHINE ENGLISH 11 Iﬂmpnh:n:l@ I
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remitted (£ Ib-). Your kind and sympathetic (slir) consideration (+#) In this regard
will certainly oblige (J;_;.);ﬁ') me a lot.
Thanking you in advance,

Yours obediently,

Dated: April 02, 2024, X Y. Z
5. Write an application to the pnncfpa! for full fee concession. (Standard)

The Principal,

Govt. College,
A.B.C. (City).
Subfect: Request for Full Fee Concession

Sir,
With utmost reverence (¢/77), | beg to state that | belong to a poor family. We are

eight brothers and sisters and | am the eldest one. My father Is a clerk In the District
Accounts Office (A.B.C.). He eams too small a pay to bear the expenses of our education.
This year, | passed the matriculation (/<) examination with distinction (J¥1) securing
92% marks. | am a studious ((§¥) and assiduous (blj'J‘:") student. | assure you that | will
show you an excellent result if your kind co-operation enables (tk}0) mo to get admission
to your college. | must pay my admission fee by tomorrow but | admit that | have not yet
made any arrangements (=\1£%) for it. | request you to grant me full fee concession so that |
may get admission and continue my studies. Surely, you would oblige (tkws) me a lot if
you grant me full fee concession. Please consider my application sympathetically (gatzlosan)

and kindly. :
Yours obediently, ¥

Dated: April 02, 2024. X W2
Write an application to the principal for full fee concession. (Easy)
e JeSe L o1 /0 Ul e L el
The Principal,
Govt. College,

A.B.C. (City).
Subject: Request for Full Fee Concession

o P

Sir,
With respect, | beg to say that | belong to a poor family. We are eight brothers and

sisters and | am the eldest. My father Is a clerk. He cannot bear the expenses (—--I_-lﬁ) of my
college education. Therefore, | request you to grant me full fee concesslon (=<b,) so that|
may get admission and continue my studies. | hope that you would consider my application
sympathetically (f.#2lun).

Yours obediently,

Dated: April 02, 2024. X Y. Z
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6. Write an application to the principal for the remission of library fine.
The Principal,
Govt. College,
A. B. C. (Clty).
Subject: Request for Remission of Library Fine

Honourable Sir,
Respectfully, it Is stated that the librarian has fined me Rs: 50/- for being late in

returning the library books. Sir, a fortnight ago, | went to my village to see my parents,

Unfortunately, my mother fell gravely ill. Sho was admitted to the hospital. | had to stay
_there to look after her. | sent you an application for leave. You very kindly granted me the

leave. | came to college after a fortnight. | immediately went to the library to return the

books. But the librarian told me that | had returned the books ten days late. He asked me to

deposit the fine of Rs: 50/-. Sir, | belong to a poor family. | cannot pay the fine. You are

requested to remit my fine. In future, | will be careful in returning the books in time.

Thanking you In anticipation,
Yours obediently,

Dated: April 02, 2024. X Y. Z
7 Write an application to the principal for the refund of library / hostel

security.

-LJL"&J”&JJ}:D‘I)" (1 WJ);iJJ-kvM'iJJ- :t.l’-l)
The Principal,
Govt. College, ;
A. B. C. (City).
Subject: Request for the Refund of Library / Hostel Security

Honourable Sir,
Respectfully, it Is stated that | have completed my college education. The annual

examlination is over. | want to go back home. You are requested to refund my library and
hostel security. | have paid all the dues of the library and the hostel. The N. O. C. from the
concerncd office is attached.

Thanking you in anticipation,
Yours obediently,

-

Dated: April 02, 2024. X. Y. Z.

8. Write an application to the principal for financial help from a special fund.”
The Principal, s
Govt. College,
A. B. C. (City).
Subject: Request for Financial Help from a Special Fund

Honourable Sir,
Respectfully, it is stated that | belong to a poor family. | have been granted

admission to intermediate class In your college. The classes started last week. | tried my
best to buy books but could not. My father is too poor to buy me books. You are requested
to help me with some money from a special fund so that | may buy the books. Sir, | assure
you that | will leave no stone unturned to get good marks in the annual examination. It may
be pertinent (—t+) to mention here that | got third position in the matriculation examination

-
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in the Lanore Board. | hope that you will not disappoint me.
Thanking you in anticipation,

. Yours obediently,
Dated: April 02, 2024. X Y. Z '

9. Write an application to the principal for re-a dm:ss:'on.
The Principal,
Govt. College,
A. B. C. (City).

Subject: Request for Re-admission
Honourable Sir,

Respectfully, It is stated that | went to my village to see my parents a fortnight ago.
Unfortunately, my mother fell seriously ill. She was admitted to the hospital. | had to stay
there to look after her. | sent you an application for leave, but unfortunately, the application
could not be delivered in time. Only the post office Is responsible for this negligence.
Consequently, my class teacher has struck me off the college roll. Sir, you'ara requested to
grant me re-admission to the college. | assure you that | will be careful In future.

Thanking you in anticipation,
Yours obediently,

Dated: April 02, 2024, X Y. Z
10. Write an application to the principal for college leaving certificate.
- (Standard)
The Principal,
Govt College,
A.B.C. (City).

Subject: Request for College Leaving Certificate
Sir,
| have been a student in your college for six months. My father has worked in this
city as a superintendent in the Irrigation Department. Recently, he has been transferred to
Lahore. He has tried to get his transfer orders cancelled but to no avail. Now my famlily is
shifting to Lahore. | have to go with them. | cannot stay behind alone. Therefore, I cannot
carry on my studies In your college. You are requested to issue me a college leaving
certificate so that | may get admission to a college there. Your kind consideration will
oblige me a lot. | thank you in advance.
Yours obediently,
Dated: April 02, 2024. X Y. Z
T Write an application to the principal for college leaving certificate. (Easy)
The Principal,
Govt. College,
A.B.C. (City).
Subject: Request for College Leaving Certiﬁcata
Sir,
I have been a student in your college for six months. My father has worked in this city as
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a teacher in the Education Department. Now, he has been transferred to Lahore. My family
is shifting to Lahore. | have to go with them. | cannot stay behind alone. You are requested
to Issue me a college leaving certificate. | hope you will oblige me.
Yours obediently,
Dated: April 02, 2024. X Y. Z

11. Write an application to the principal for the change of a subject
(Standard)

The Principal,

Govt. College,

A.B.C. (City).

Subject: Request for the Change of a Subject

Sir,
| am a student of intermediate class In your college. The college offered seven

optional subjects at the time of admission. | wanted to take up geography as a subject of
my studies. But unfortunately, there was no professor of geography in our college at that
time. Therefore, | took up Urdu as one of the optional subjects. But recently, a professor of
geography has joined our college. Now | want to take up geography in place of Urdu. It is
my favourite subject | request you to allow me to change the subject. | hope that you would
take my application Into your kind consideration. | thank you In advance.

Yours obediently,

Dated: April 02, 2024. x Y.L
p* O Write an application to the principal for the change of a subject. (Easy)

The Principal,

Govt. College,

A.B.C. (City).

Subject: Request for the Change of a Subject
Sir,

I am a student of Intermediate class. | took up Urdu as a subject of my studies at
the time of admission. But now | want to take up geography Iin place of Urdu: You are
requested to allow me to change the subject. | thank you in advance.

Yours obediently,

Dated: April 02, 2024. X Y. Z
12 Write an application to the principal explaining your m!sbehawour

towards a teacher and giving your humble apology. (Outstanding)

The Principal,

Govt. College,

A.B.C. (City).

Subject: Offering an Apology for Misbehaviour
Sir, .

Yesterday, | was listening to the lecture of economics in the class. It was the sixth
period at about 12 pm. | was sitting Just under the fan. | do not know when | fell asleep.




(- 1004 - APPUCATIONS SUNSHINE ENGLISH 1l (Comprehensive))

Obviously | could not listen to the lecture and see the dlagrams the professor had drawn on
the white board. After finishing the lecture, the professor awakened me and asked me the
reason of sleeping. | tried to ‘explain that | had not slept Iintentionally. It happened just by
chance. But the professor was Infuriated and considered it Insolence (/) on my part. |
tried again to explain the whole situation. But he did not listen to me and ordered me to
leave the class immediately. | feit insulted at this. | refused to leave the class. As a result,
he himself left the class.

Sir, no doubt, it was my mistake. | should have left the class In accordance with the
orders of the professor. But it was a natural reaction to what had happened in the class, |
had been insulted for nothing. Anyhow, | offer my humble apology for the misbehaviour. |
have also apologlzed to the professor and he has forgiven me very generously. Sir, | assure
you that in future, | would be extremely careful about my behaviour towards professors. |
hope that you would accept my profound apology in thfs regard. Thanking you In advance,

Yours obediently,

Dated: April 02, 2024, x Y. Z
Yr---- Write an application to the principal explaining your misbehaviour

towards a teacher and giving your humble apology. (Standard)

The Principal,

Govt. College, o
- }

A.B.C. (City). /_../‘.‘-.

=

Subject: Offering an Apology for Misbehaviour
Sir,

Yesterday, | was listening to the lecture of Economics In the class. It was sixth
period at about 12 pm. | was sitting Just under the fan. | do not know when | fell asleep.
After finishing the lecture, the professor asked me the reason of sleeping. | tried to explain
that | had not slept intentionally. It happened Just by chance. But the professor was angry
and ordered me to leave the class. | felt insulted at this. | refused to leave the class.

Sir, no doubt, It was my mistake. | should have obeyed my teacher and left the
class. Anyhow, | offer my humble apology for the misbehaviour. | have also apologized to
the professor and he has forgiven me. Sir, | assure you that in future, | would be very
careful about my behaviour towards my teachers.

Yours obediently,

Dated: April 02, 2024. Wy e

13. - Write an application to the principal for the grant of scholarship.
(-l’-Jﬁdquc"wairrk'/'/gﬁl"vD’Jid-:-'—-'-ﬁ-r't.""”'}”z 14 §ud)

The Principal, -

Govt. College,

A. B. C. (City).

Subject: Request for the Grant of Scholarship

Honourable Sir,
With utmost reverence (¢/1), | beg to state that | belong to a poor family. We are
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eight brothers and sisters and | am the eldest one. My father is a clerk In the District
Accounts Office (A.B.C.). He earns too small a pay to help us to get education properly. This
year, | passed the matriculation examination with distinction (J{*) securing 92% marks. |
am a studlous (Jy) and assiduous (f.lb}_.)f'l’a._fk‘l) student. | assure you that | will show
you an excellent result in the coming examination. | request you to grant me scholarship so
that | may continue my studies. Surely, you would oblige (/#/) me a lot If you grant me a
scholarship. Please do consider (tl.l;f,;)) my application sympathetically and kindly.
Thanking you in anticipation,

APPLICATIONS

Yours obediently,

Dated: April 02, 2024, XN &
14. Write an application to the principal to seek permission for a study tour.

The Principal,

Govt. College, ;
A.B.C. (City). ‘} Fa
Subfect: Request for a Study Tour 1

Sir,
We, the students of geography want to make a study tour during the forthcoming

(J14-T) summer holidays. Wo want to study varlous aspects (#%) of our course practically.
Our teacher Intends (q.ﬂ:ubl) to take us to the plains, deserts, rivers, hills and even to the
ocean. The study of all these things is included (a,‘-l.)") In our course. For the time being
we want to study the rocks, hills and mountains. For this purpose(.*) we want to go to
Gilgit, Hunza and Skardu. You are requested to grant us permission to go there. You are
also requested to help us with some money from the particular (%) funds allocated (™)
for this purpose. We hope that you would consider our application sympathetically(e—{fun).
The recommendation (.t ) of the concerned (54) teacher is attached.
Thanking you Iin advance,
Yours obediently,
Dated: April 02, 2024, xX. ¥. Z
15. Write an application to the principal to grant you one-month leave.
The Principal,
Govt. College,
A.B. C. (City).
Subject: Request for One-Month Leave
Dear Sir,
I have been ill for a week. Though | have been taking medicine, | have not got well.
Today | went to my doctor for a thorough medical check-up. After various tests, he
concluded that | am suffering from hepatitls C. This Is a serious disease. He has advised
me to take a complete bed rest for a month. Therefore, | request you to grant me leave for
one month. Surely, | will be grateful to you for this kindness.
Yours obediently,

Dated: April 02, 2024. X Y. Z

~-
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16. Write an application to the principal for condoning the shortage of
lectures. .
The Principal,
Govt. College,
A. B. C. (City).
Subject: Request for Condoning the Shortage of Lectures

Honourable Sir,
Respoctfully, it ls stated that all tho studonts of the Intermodiate class have been

asked to fill in the admisslon forms for the board examination. The clork has refused {,./201)
(4~ to glve me the admission form as | have fallen short of the required(_ ) percentage of
lectures. My attendance(U~V) In the subject of English is 67% percent while the required
porcentage Is at laut(r‘—c.{) 70%. So | have fallen short of lectures by 3% only in the
subject of English.
Sir, you are requested to condone(ks./J-) the shonage(ur) of lectures. | assure
(eus®) you that | would fill the required percentage by remaining presont(~L) In the class
during the remaining (dp) three months of our academic (,_cw) sosslon (Jlrn=s). Surely, |
would be obliged to you for this kindness (=32).
2 Yours obediently,

Dated: April 02, 2024." X Y. Z
17. Write an application to the principal for the availability (Jv») of

medicines in the College Dispensary.
The Princlpal,
Govt. College,

A. B. C. (City).
Subfect: Request for the Avallability of Medicines in the College Dispensary

Honourable Sir,
I humbly (a5 Inform(t&t/i€ T you that | am the best athlote( ) of the

college. Yesterday, while playing, | got In]ured(k(nu’l) by the hockey of a player. | went to
the college dispensary for first (JU}J) ald (:LLIU'-"). The dispenser sald that he did not have
any medicine to glve me the first ald. Even bandages (Ltf/) and ointment ((7/) were not
available (—133) in the dispensary. | simply got shocked(i#.#) to hear this. Though | was
not seriously (44*) Injured (JJ). I needed the first ald. Luckily (;-J;J}). a professor of our
college was slitting in the dispensary. He took me In his own car to the nearby W)
hospital. In this way | reached the hospital In time.

You are requested to take notice of that daﬂclency((f) and provide the college
dispensary with necessary((§,1/) medicines. Surely it would help us to handle(t¥) any
mishap (4:L.sL) In future.

Yours obediently,

Dated: April 02, 2024, XY Z
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18.  Write an applicalion to the principal for leave of absence to do an urgent
piece of work. (Outstanding) :

The Principal, o>

Govt. College,

A. B. C. (City).

Subfect: Application for an Urgont Piece of Work
Honourable Sir,

| am writing this application to request you for a leave of absence from school for
three days, i.e. from [starting date] to [end date]. | am making this roquest because | have
an Important plece of work to do at home. The work Is related to my family matters and it
requires my personal presence and unwavering () commitment. The family matter is too
important to be postponed (t/#). My involvement (=2,”) is essential (/) to ensure that
overything Is handled properly.

I know that this absence of mine would be very detrimental (L) to my studies. |
doeply regret (txrUsh) this Interruption (S41U5) In my studies during this critical period.
Nevertheloss ((7t), I assure you that | will leave no stone unturned (t24=/J/) to offset
(/i) this academic (L") 1oss. On my return, | Intend (txnbl) to collaborate W/ FD)
closely with my peers W to complete my missed assignments (¢¥). My pervious (1)
academic record shows that | am a painstaking (u”l'e) student and will not disappoint JzZ\)
¢/ you In future. | am confident (2.9 that with a strenuous Glul) effort, | will bridge
(t/Lg) any gaps In my studies and maintain the academic quality (ules) you expect (£7)
from me. | hope you will consider my request and oblige (£ 2JL>) me. Expecting a positive
response (_12) and support from you, B

Yours obediently,

Dated: April 02, 2024, s Y
p ~ O Write an application to the principal for leave of absence to do an urgent

piece of work. (Standard)
(eSS L ol 1 S

The Principal,

Govt. College,

A. B. C. (City).

Subfect: Application for an Urgent Piece of Work
Honourable Sir,

I am writing this application to request you for a leave of absence from school for
three days, l.e. from [starting date] to [end date]. | am making this request because | have
an Important piece of work to do at home. The work Is related (l.rrJ"') to my family matters
and it requires my personal presence. ’

| know that this absence of mine would be very harmful to my studies. | deeply
regret (q..w)l) this break (%) in my studies. However, | assure you that | will try my best to
make up for (£/31°) this loss. My pervious (%) academic (L") record shows that | am a
painstaking (Cs"”) student and will not disappoint (/U?\) you In future. | am sure that | will

' lTJ];,{ —_:_',.'_6-._.- El‘%_"/b;):,_- Tmd )
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bridge (&%) any gaps in my studies. | hope you will consider (t/2/) my request and oblige
(2/:44>1) me. Expecting (/1 27 a positive response (—12) from you,
Yours obedlently,
Dated: April 02, 2024. X Y. Z
 « R Write an application to the principal for leave of absence to do an urgent

piece of work. (Easy)

The Principal,

Govt College,

A. B. C. (City). .

Subject: Application for an Urgent Plece of Work
Honourable Sir,

Respectfully, | request you to grant me leave of absence from school for three
days, l.e. from [starting date)] to [end date]. | am makling this request because | have an
Iimportant piece of work to do at home.

| know that this absence of mine would be very harmful to my studies. | am sorry
for that. However, | assure you that | will try my best to make up for (l;t.jﬂ') this loss. | hope
you will consider (£#) my request and oblige (t/2xL>1) me. Thanking you In advance,

Yours obedlently,

Dated: April 02, 2024. XK. Y. &

19. Write an application to the principal for leave to attend to the sick

mother. (Outstanding

e Jeiie rida
The Principal,
Govt. College,
A.B. C. (City).
Subject: Leave Application due to Mother's lliness

Respected Sir/Madam,
it Is respectfully stated that two days ago | reached to my village to spend my

weakend with my family. Last night my mother fell seriously (4+*=7) Ill. We tock her to the
village hospital for examination (£~) and necessary (s/~) medication (4i+&w). The
doctor there examined (Y~) her carefully and said that she had gone through a severe
(=) cardiovascular (3= Usen S Wit Js) pain. He advised us to take her to some big
hospital in the city and get her thorough ({;)J‘r) examined and treated. Without any delay
(2*¥), we rushed her to a famous cardiac (¥J;) hospital In an ambulance. There, the doctor
examined her carefully and suggested (é:z).’) various blood tests, urine test and ECG.
After numerous (") diagnostic (") tests, the doctor finally recommended (Y%£) that
she must undergo (I the bypass surgery at the earliest. This sudden and threatening
(St emergency threw my whole family in a whirl (s%) of big challenges (=I4*) and
quick (4.?) decislons. As | am the only male member currently (J&T) available (<) in
the family, the whole responsibility ((§,».-3) lies on my shoulder.
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Thus | must stay with her to ensure that she gets proper medical care, psychological (Jg-if)
support (=5b-) and post-surgery medication. My stay with her will certainly alleviate (¢/7)
her feelings of sickness, anxiety () and fear.

Keeping in view (rf....ﬂ?_r.rg!uﬂi) my present circumstances (=U) and the time such a
_patient takes to recover (::r.,-F—") after bypass surgery, | request you to grant me leave of
absence from the college for a week i.e. from (start-date) to (end-date). | will definitely (E2)
join the classes If | get free earlier but the usual routine tells that a patient going through
such a big operation takes at least one week to recover. | hope you will not disappoint Jg\)
/" me about granting me leave. | have attached (U'U:;) the patient's report and the
doctor's recommendations (={%4-) for your kind perusal (£b-).

1 know that this absence of mine would be very detrimental (»oL¥) to my studies. | déeply
regret (bt this interruption W) in my studies during this critical period.
Nevertheless ((5F), | assure you that | will leave no stone unturned (CJJJ/J)’) to offset
(U'L‘) this academic (l,Cg) loss. On my return, | intend (tsasld) to collaborate (:)?l’fd‘-‘.})
closely with my peers (L”"’) to complete my missed assignments (¥). My pervious ()
academic record shows that | am a painstaking (J{fe) student and will not disappoint Jzh)
(& you in future. | am confident (¢#4) that with a strenuous (7)) effort, | will bridge
(:fug) any gaps in my studies and maintain the academic quality (Ll~) you expect (c‘j?)
from me. | hope you will consider my request and oblige (£/zL>1) me. Expecting a positive
response (_12) and support from you,

APPLICATIONS

Yours obediently,
Dated: April 02, 2024, X Y. &
- Write an application to the principal for leave to attend to the sick
mother. (Standard)

D O3 O o170 1A G)

The Principal,

,  Govt College,
A. B. C. (City).
Subject:

Leave Application due to Mother's lliness
Respected Sir/Madam,

Respectfully, | request a leave of absence from college due to a family emergency
(Je =S E). Last night, my mother fell seriously (x4 ill. We rushed (£ L = () her to
the hospital, where she was admitted (i_f?fJb) to the emergency department. The doctor
thoroughly (4. ) examined (<) her and gave her immediate (.#) treatments (&b).

I am the primary (1%) caregiver (uw'_.fd,_i?) for my mother at home. | need to be
with her during this difficult time. | know that missing classes would be a great loss for me.
But | promise that | will cover the missed lessons later. You are requested to grant me five
days' leave. The doctor's prescription (37) is attached for reference (7). | will definitely
(E2) be obliged (eayl>/) for this kindness.

Yours obediently,

Dated: April 02, 2024. X Y. Z
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Yx-.- Write an application to the principal for leave to attend to the sick

mother. (Easy)
(-r_JI.'rd’-J".:)“Jrrf-eI/Ifr‘ R v | S Y718 GO A A P ITIR CT +) )

The Principal,

Govt College,
A. B, C. (City).
Subfect:

Respected Sir/Madam,
Respectfully, | request a leave of absence (Us/~2) from college. Last night, my

mother fell lIl. We took her to the hospital. The doctor examined (Q:Clr-) her and gave her
treatments (-G i), =

| want to take care of my mother at home. | need to be with her at this critical (J")
time. You are requested to grant (t/l») me two days’ leave. The doctor's prescription ()
is attached (7). | will certainly (EX) be obliged (172 for this kindness.

Yours obediently,

Dated: April 02, 2024. XYz

20. Write an application to the principal for leave to attend a funeral.

(Outstanding)

Leave Application due to Mother's lliness

(gl §77 18 U8 SO ASHF SR~ ) )

The Principal,

Govt College,
A. B. C. (City).
Subject:

Respected Sir/Madam,
Respectully it is stated that my grandfather who resided (£.2_.) in a remote Jls.s)

(L village passed away (£1J=¥)) this morning. This sudden and severe (1%) loss Is a
tremendous (%) shock (-+#) to our entire family. | with my family have to go there to atten
his funeral (J£527) ceremonies (=t»). 2

"Though nothing can bring back the hour

Of splendour (=/#»x\*) in the grass, of glory In the flower;

We will grieve (txs7#) not, rather find

Strength in what remains behind." (Wordsworth)

The village's distance and the assoclated (=1 rituals (=\»2) necessitate (tk (V)
my presence there for a span (=) of three days i.e. from (start-date) to (end-date). You are
requested to grant me leave of absence from the college for the above mentioned (f2)
period. Surely, | will be greatly obliged.

| know that this absence of mine would be very detrimental (ul¥) to my studies. |
deeply regret (t/U#) this interruption (&./=Y1) in my studies during this critical (Jt#)
period. Nevertheless (/it), | assure you that | will leave no stone unturned to offset (t/(}r)
this academic (d_g) loss. On my return, | intend (k1) to collaborate (:fr'fflfd'ﬁ) closely
with my peers (U’V) to complete my missed assignments (rb’w&?—‘ﬁ). My pervious

Request for Leave to Attend a Funeral
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academic racord shows that | am a painstaking (™) student and will not disappoint (&/Ugt)
you in future. | am confident (20 that with a strenuous (J7) effort, | will bridge (:fl;g)
any gaps in my studies and maintain (54 J¢) the academic quality (i) you expect (2/27)
from me. | hope you will consider Lf) my request and oblige (&S tot) me. Expecting
(t/27 a positive response (1) and support from you,

Yours obediently,

Dated: April 02, 2024, vE
.. Write an application to the principal for leave to attend a funeral.

(Standard)

l (e JESRE T e Ok e B a1 P05 i 8d)
The Principal,

Govt Collegoe,

A. B. C. (City).

Subject: Request for Leave to Attend a Funeral

Respected Sir/Madam,

Respectfully, | request a leave of absence from college due to the sudden death of
grandfather. My family and | are deeply depressed (»;#) about this loss. The funeral (+Jt2)
and related (=i rituals (=t») are scheduled (YYE J:4*) from [start-date] to [end-date],
and my presence with the family is necessary (/%) during this period.

I understand the importance of my studies. On my return, | will try my best to
complete the missed academic task (rb’). | request you to grant me leave for three days,
from [start-date] to [end-date]. | hope you will consider i) my request sympathetically
(eUseam). | will certainly (E2) be obliged (eawls1).,

i Yours obediently,

Dateod: April 02, 2024, X Y. Z

+ S Write an application to the principal for leave to attend a funeral. (Easy)

(c=J eSS L RaLie 1S 0

The Princlpal,

Govt. College,
A. B. C. (City).
Subfect:
Respected Sir/Madam,
Respectfully, | request a leave of absence from college due to the sudden (£
death of my grandfather. My family and | are very sad about this loss, The funeral (:Jt2) and
other rituals (={»~) will continue (t.b) for three days from (start-date) to (end-date).
Therefore, | request you to grant me leave for this period. | will certainly (&%) be obliged

usP).

Request for Leave to Attend a Funeral

Yours obediently,

Dated: April 02, 2024. X Y. Z

NP, . JUCIUIOL, . AN,
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Grammar Exerclise - 10
‘ (taken from English Grammar & Composition by PCTB, Lahore)
1. Write a letter to your friend inviting him to attend yourlyour sister's/your
" brother's birthday party. (Outstanding)

(- 1012 o

Examination Hall,

A. B. C. (City).

April 02, 2024,
Dear Friend,

I hope this letter finds you in good spirits ({1 /%) and perfect health. We have not
met for a long time and | miss you badly. | want to discuss many things with you especially
my future plans and academic (Ub) pursuits (). | am writing to you with great
excitement and pleasure. My parents have decided to celebrate my/my sister's/my brothers
 birthday on (date) of this month. Walt Whitman rightly said: "Celebrate yourself, celebrate
" fifel" You are cordially (=) Invited to grace ((2%.) this occasion with your presence. It
will be held at our residence commencing (an:}) at (starting time) and concluding around
{end time). It will indeed be a big event for both my family and friends. | hope you will join
us making our day even more special.

We have arranged a lot of fun activities, including games, music and a delight
photo booth for our guests’ amusement (£7). It will be a wonderful opportunity for all of us
to spend some quality time togethor. Michael Jackson sald, "Always appreciate (:./25) the
gift of life. Be happy and have fun." Your glorious (J141*) presence would surely enhance
(ksrx) the charm and attraction of the occaslon. Paulo Coelho has rightly said, "Our time
on this earth Is sacred (), and we should celebrate every moment."

We have arranged a menu (¢l w—/) of tasty dishes. It includes traditional, local,
national and Chinese dishes. A variety (J(LJI.UJI) of drinks and desserts ('} (f"p!ﬁ W)
have also been arranged. The most prominent (UiW) thing of the party would indeed be the
birthday cake. We have ordered a chocolate cake with vanilla icing (¢) and dry fruit
sprinkles G¥2¢). Julla Child, an American author said, "A party without cake Is just a
meeting.”

| cannot tell you how much joy and fun is waiting for you. You are my closest and
dearest friend. Therefore, | want you to come to me one day before the event. Just tell me
the time of your arrival so that | may receive you warmly. | hope you would not disappoint
(£/U7L) me. Hoping a prompt (.7 positive response (I2) from you,
Yours sincerely,

XiViZ
... Write a letter to your friend inviting him to attend your birthday party.
(Standard)
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear All,
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time) and end at (end time). We have arranged a lot of fun activities and games for our
guests to enjoy. Michael Jackson said, "Always appreciate (t/(31.5) the gift of life. Be
happy and have fun," | hope overyone would enjoy the delicious (.lx>) dishes we have
arranged. The birthday cake will indeed be served to everyone.

I would love it if you could come to me one day before the party. You are one of my
best friends and | always have a great time with you. Please let me know the exact time of
your arrival. Hoping a positive reply from you,

Your friend,
X Y. Z
p £ S Write a letter to your friend inviting him to attend your birthday party.

(Easy)

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Ali,

1 am writing this letter to invite you to my birthday party on (date). It will be held at
my home. It will start at (starting time) and end at (end time). We have arranged a lot of fun
activities for our guests. Everyone will enjoy tasty (Llx ») food and the birthday cake. | hopo
you will come and enjoy with me. Waiting for your reply,

Your friend,
X. Y. 2
2 Write a letter to your friend inviting him for a trip or a holiday fun.
(Outstanding)

Examination Hall,
A. B. C. (City).

April 02, 2024.

Dear Friend,

I hope you are doing well and enjoying your life. | am writing this letter to invite you
for holiday fun. | want you to go on a trip with me to a hill station. Mark Twain, an American
writer, says, "One must travel to learn." :

Nowadays, summer is at its peak ({UssJ). | am thinking about fleeing (/) away to
some peacoful place that may soothe (ks c}‘F) our heated spirits (&1») and cool our fiery
tempers (G1» 7). | have made a programme to visit the Murree hills. The scenic (%)
and serene (U views (ft*) of Murree are my appetite (J2). Its lush green valleys,
forests of towering (U}1ck) trees, pure refreshing air, cool hazy (=) mist (), light fluffy
(ﬁl) clouds and twisty (§4) metalled roads attract me a lot. It Is one of the popular hill
stations in Pakistan. Moreover, its local customs, traditions and culture add to its beauty. |
think it would be an exciting experience to explore (t:/) this fascinating 3] place. Helen
Keller says, “Life is either a daring (s1,) adventure (§z() or nothing."

It would be a three days' tour. We will start our journey early in the moming on
(date). The trip would be a great opportunity to relax and refresh ourselves with tranquil

N

I hope this letter finds you in good health and spirits (&1). | am writing this letter to

(w# i 7L). We together could plan the tour Itinerary (JL¥/). We could
Invite you to my birthday party on (date). It will be hld at my home. It wil start at (starting /-¢) Surroundings (70 P vy (e

include all our favourite spots (L2 ) and activities In the schedule.
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1 hope this tour of us would be full of excitement and adventure. It would be an
excellent addition to our mesmerising () memories. Chief Seattle, an American tribe
leader, says, "Take only memories, leave only footprints.” Do inform me about your
program so that | may finalize the meticulous (o&.L,|) preparations and necessary

arrangements. Eagerly waiting for a positive response from you,
Yours friend,
XY.Z
Y. Write a letter to your friend inviting him for a trip or a holiday fun.
(Standard)
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Friend,

I hope you are doing well and enjoying your life. | am writing this letter to invite you
for holiday fun. | want you to have a trip with me. Mark Twain, an American writer, says,
“One must travel to learn.” | intend (4 wli) to visit the Murree hills. It is a beautiful and
peaceful hill station in Pakistan. Its green valleys, fresh air, cool mist (/") and winding (Qa
roads attract the visitors. It will be a perfect escape (,1/) from the summer heat. We will
also explore (C-!:") the local culture and traditions. It will be a three-day tour. We will leave
early on (date). We can relax (U{"bf) and have fun in the nature. Let us plan it together and
include (&/U) all our favourite places and activities. | think this trip will be exciting and a
great addition to our memories. Chief Sealtle, an American tribe leader, says, “Take only
memories, leave only foolprinls.” Please let me know your plans so that | may arrange
everything in time. | hope it will be a memorable (Lf;}) adventure (|’.’) for us. Looking
forward to your reply!

Yours friend,
xXY.Z
- o Write a letter to your friend inviting him for a trip or a holiday fun. (Easy)
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Fnend,
| hope you are enjoying your life. 1 am inviting you to join me on a trip to Murree
hills. Mark Twain, an American writer, says, "One must travel to learn.” Murree Is a
beautiful place in Pakistan. It has green valleys and cool air. It will be a three-day tour. We
will leave early on (date). There, we will enjoy nature and learn about the local culture. Let
us plan our activities together. It will be an exciting trip. Let me know if you can come so
that I may get things ready. | am waiting for your reply.
Yours friend,
XY.Z
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3. . Write a letter to your friend/father/uncle/teacher/wife/husband
apologizing to him/her for your mistakes. (Outstanding) '
Examination Hall,
A. B. C. (City).
April 02, 2024

Dear Friend/Father (etc.),
| am writing this letter to convey (&/uk) my heartfelt apology (=) for the
dreadful (£1«) mistakes | have made. My heart is racked (;,C_g) with tremendous (Jtx)
guilt (=~1£) and profound (1x) regret (&%), | know my rude (—i~#) words hurt you badly. |
feel really sorry for that. Nicholas Rowe, an English poet and wrilter, rightly said, “Guilt is
the source of sorrows, the avenging fiend (=) that follows us behind with whips (<))
and stings (£5)."
| hold our bond (JI'J) in high esteem (¢ 7). You always supported and encouraged
me whenever | faced a crisis (/£). You made me smile with your help and kind words. | do
not want to lose you at any cost. Helen Keller rightly sald, 'l would rather walk with a friend
In the dark, than alone in the lighL " My careless and Iinappropriate (—t-t) attitude towards
you was really disgraceful and shameful. | am deeply depressed (s2”1) and utterly ({p’u“f)
upset at my stupidity (5br).
| hope you will forgive me. | promise that | will try my best to acquire (tg!) high
moral values. | am ready to do anything to restore (tfdlﬂ) our rglation. | want to hear from
you in the earliest. | miss you desperately (1}J=¢) and want to talk to you and even meet
you. | resolve («wlLIg) to be very polite, sincere and loyal to you. | want to make our
relation warm and strong. Shakespeare said rightly, "Those friends thou hast, and their
adoption () tried Gs37), / Grapple (t =) them unto thy soul with hoops (,4.5) of
steel." Eagerly (=(}t&-) waiting for a positive response from you,
Your friend/soniwife (etc.),
XY.Z
P+ OO Write a letter to your friend/father/uncle/teacher/wife/husband
apologizing to him/her for your.mistakes. (Standard)
Examination Hall,
A B. C. (City).
April 02, 2024.
Dear Friend/Father (etc.),

I am writing this letter to make apology (=.5) for the mistakes | have made. | am
feeling very guilty (UbW) and sad. | know | hurt you deeply with my rude (=6t/) words. | am
truly sorry for that. You are very important to me. You always helped me and made me
happy. | do not want to lose you. Helen Keller rightly said, ‘I would rather walk with a friend
in the dark, than alone In the light"| am ashamed of what | have done. Please forgive me. |
will try to be a better person in future. | will do anything to restore (&/U) our relation.
Please reply to me scon. | miss you a lot and want to talk to you and see you. | will be very
nice, honest and faithful to you. | want to make our bond (-)m:!u) meaningful.. | am waiting
for an early reply from you.

Your friend/soniwife (etc.),
X.Y.Z
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- Write a letter to your friend/father/uncle/teacher/wife/husband
apologizing to him/her for your mistakes. (Easy)

Examination Hall,
A B. C. (City).
April 02, 2024.
Dear Friend/Father (etc.),
| am wnung this letter to make apology (=.>) for the mistakes | have made. | am
fealing very guilty (L»a?) and sad. | know my words hurt you a lot Please forgive me for
that You are my good friend. You always helped me and made me smile. | do not want to
lose you. | am sorry for what | did. | will be a good person in future. | miss you and want to
sae you. | am waiting for your reply.
Your fnend/son/wife (etc.),
XLY.Z
4 Write a letter to your friend congratulating him on his success or

achievement (Outstanding)
Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Rehman, =

I hope this letter finds you in good health and spirits. My heart swells (3% JA) with

immeasurable joy and pride at your remarkable triumph (i¥) in the examination. It
tastfies your diligence (=) and brilliance (=5}3) that ever shine like the brightest stars in
the darkest sky. Dalai Lama aplly said, "Happiness Is not something readymade. It comes
from your own aclions.” Your success is not only a feather in your cap (5§ }%) but also
a glorious (LsT) chapter written in the annals (&.5) of your academic (Ucp) journey. You
have soared through (&/ % Jirf) the examination with flying colours. The glow of your
distinctive ((J151) success makes our hearts swell with pride. You have surpassed L =3-)
(z¥ our expectations (=457). This momentous (Lf}) occasion has sent waves of joy among
your family and friends. Your parents surely bask ({4 ) in the radiance (L) of their
dreams. which you have so magnificently turned into a splendid reality. On this joyful
occasion, Coleridge’s sweet words echo in my ears:

“Joy is the sweat voice. Joy the luminous (Uys/ss) cloud-

We in ourselves rejoice!”

Your fathar is a beacon (.22 /1.) of dedication (ILK.:}) who toils from dawn (/) to
dusk (£€2~§-C) to facilitate you to get quality education. Barack Obama aplly underlines the
thing that makes a man a true father, "Any fool can have a child. That doesn‘t make you a
father. It's the courage lo raise a child that makes you a father." You have superbly (y.s)
replied to your father's Herculean (%) efforts with a symphony (/) of success. You
have paid off (/i) his labour in the best possible way. Your admission to a medical
college is as sure as the dawn follows night. In near future, you will don (£) the white coat
of a doctor and enjoy a new realm of respect and esteem. Very soon, | will be there with you

to revel (22251 5) in the glow of your splendid triumph. | extend my warmest congratulation
to you and your family on this auspicious (L) milestone (JE_£).
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Dear cherished (../4) companion, you must continus to keep your nose to the
grindstone (/=7 in order to sall through your MBBS examination with flying colours,
This pinnacle (£2/) of success must be your goal. May the Almighty lend you strength 1o
transform your parents’ dreams into tangible (C:,) reality! | look forward to (2. ) hearing
from you soon.

Yours sincerely,
XY.Z
Yr... Write a letter to your friend congratulating him on his success or

achievement (Standard)

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Aslam,

| hope this letter finds you in good health. | feel overjoyed and proud of you brilliant

success in the examination. It is indeed a great achievement Your performance (d:):ﬂ is
really admirable (27 }7). Dalai Lama aplly remarked, "Happiness is not something
readymade. It comes from your own actions.” You have passed the examination with
distinction (G51). We all expected (;fc;) such a big success from you. All of your relatives
(22%) must be happy at this great occasion (gr‘). Most certainly, the proudest of all must
be your parents. You have tumned their dreams into reality in such a marvellous way.

Your father toils from dawn to dusk to help you to get education. Barack Obama
aptly indicates the thing that makes a man a true father, "Any fool can have a child. That
doesn't make you a father. It's the courage lo raise a child that makes you a father.” You
have rightly paid off your father's hard efforts. Your admission to a medical college is
certain. In a few years, you will be a doctor, enjoying a superior status (.rl.'—) in society.
Please convey (t%7) my heartfelt congratulations (Y7-) to your family. | will come to you
soon to celebrate your superb success. Eager to hear from you,

Yours sincerely, '
Xy.z
5. Write a letter to you father asking after the well-being of your mother.
(Outstanding)

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Father,

I hope this letter of mine finds you in good health and high spirits (& J?). | am
writing to show my concemn ((2#) about my mother's health. This worry of mine has been
bothering ({fwb,() me since | left home last week. She was not feeling well when | departed
from home last week. At that time, she was suffering from mild cold and flu, the ailments
(Ui/e) that apparently ({#s&) seem minor () but turn out (tx=:#) to be quite
threatening (Jt4*) sometimes If not managed well in time. As she is an old patient of
:r;%chitis (s¥Us22%) and diabetes, she is more likely to be affected by such disorders <)

=.




.
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Father, the advent (&T) of harsh winter has intensified (&jilex) my worries. The
howling (J##*) icy winds and continual chilly (&) rains have made the weather (¢#) even
more formidable (Jtx). Such nasty () weather may worsen her affliction (=2+). she
needs to remain indoors and keep wearing warm woolen vestures (UV/). | beseech (/] L)
you to take as much care of her as possible. A famous US poet and critic, John Andrew
Holmes Jr. rightly said, “There Is no exercise belter for the heart than reaching down and
lifing people up.”

Breathing becomes a challenge for her when she suffers from chest congestion
(,f‘-'.d;’;). Consistent (77) communication with the doctor is essential (.2/%). Enough care
is needed to ensure that she takes her medicine regularly. Request the docter to pay her
fortnight (ges2) visits. If these measures (rl;ﬁ) are taken, she will be all right. It s 5
famous proverb that prevention (j2¢) is better than cure. Benjamin Franklin, the Founding
Fathers of the United Stales, once said, “An ounce of prevention Is worth a pound of cyre. "
The ailment (/&) should be averted (¢ before it strikes (¢/1r) us with Its nasty (iy)
effects. | am sure that you will be very careful in this regard. Please keep me updated (ﬂ)
on this matter.

Your loving son,
_ XY.Z :
... Write a letter to you father asking after the well-being of your mother,
(Standard)
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Father,
| hope you are well and happy. | am worried about my mother's health. She was
sick with cold and flu (f'l'.i) when | left last weak. These can be dangerous for her because
she already suffers frém bronchitis (¥Us222%) and diabetes. Father, the cold winter makes
me more worried. The Icy winds and chilly () rains make the weather worse. This can
affect her badly. She needs to stay inside and wear warm clothes. Please take good care of
her. Maya Angelou, an American poet once rightly said, “As you grow older, you will
discover that you have two hands, one for helping yourself, the other for helping others."
Keep in touch with the doctor and make sure she’s taking her medicines regularly. Ask the
doctor to visit her once in a week. If you do this, she will be fine. | am sure you will take
good care of her. Keep me updated (7} on this matter.
Your loving son,

XY.Z
Yr-.. Write a letter to you father asking after the well-being of your mother.
(Easy)
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Father,

I hope you are good and happy. | am worried about my mother. She had cold and

LEIT_ERS & APPLICATIONS EXCERCISE SUNSHINE_ENELISH 1T (Comprehensire)

flu when | left. These are bad for her. Father, the cold winter has started. Make sure she
stays warm. Please keep in touch with ‘her doctor and make sure that she takes her
medicine in time. | know you love her and take much care of her. Pleaso keop me updated

(_71) abaut her health.
Your loving son,

xXY.Z

6. Write a letter to your friend seeking his help to do the missing
assignment. (Outstanding)

.

Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend, S
| hope this letter finds you in good health and high spirits (JE{J&). | am writing to

seek (t/d’b) your help to do an assignment that | missed due to my absence from the
class. You know that | could not come to college during the last four days due to a family
emergency. Now | have to catch up (l)’lzg) the missed lectures and do certain assignments.
I need your help in this regard. Maya Angelou, an American poel once rightly sald, “As you
grow older, you will discover that you have two hands, one for helping yourself, the other

. for helping others.” | have to submit (t/U#) an assignment on the topic of "Noun and its

Types'. | have done It well but | do not have any idea of what an 'abstract noun' is. | request
you to help me to understand it. | know you are good at English Grammar and have already
submitted your assignment on the topic. | want you to give me some tips on how to write it.
I am not asking you to do my work for me but just to guide me a little bit so that | may
complete my assignment well. | just want to grasp (&) the concept (Jr1) thoroughly. You
are my best friend and | know you love to facilitate (tQS‘./-JVT) others. | always appreciate
(t/.5) your efforts that you make to help your classmates. Oscar Wilde rightly said, "The
smallest act of kindness Is worth more than the grandest intention (11)."1 am sure you will
help me and oblige (t/us4). Waiting eagerly (=(r&) for your response,

Your friend, oL
XV
p * o Write a letter to your friend seeking his help to do the missing

assignment. (Standard)
. uvs Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,

| hope this letter of mine finds you in good health. | am writing to get your help to
do an assignment that | missed due to my absence from the class. | have to submit (t/{%)
an assignment on the topic of "Noun and its Types'. | have almost done it but | do not have
any idea of what an "abstract noun' is. You are good at English Grammar and you have done
your assignment. | know you like to help others. Albert Einsteln rightly said, "Only a life
lived for others is a life worthwhile."| do not want you to do my work for me but just to help

N
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mo a little bit. Just give mo a few tips on how to write it well. | will surely bo obliged (<),
Waiting for your reply, J
Yours sincerely,
XY.Z
Yr.... Write a letter lo your friend seeking his help to do the missing assignment,

(Easy)

Examination Hall,
A B. C. (City).
e April 02, 2024,
Dear Friend,
| hope you are doing well. | need your help with an assignment | missed it because
| was absent from the class. The topic of the assignment is "Noun and its Types". | have
almost done it but | do not have any idea of what an *abstract noun' is. You are good at
English Grammar and you have done your assignment. Please give me some tips on how to
write it well. | will surely be obliged (1J/2). Waiting for your reply,
Yours sincerely,
XY.Z :
7. Write a letter to your friend seeking his help with a little money.

(Outstanding)

Examination Hall,

A. B. C. (City).

April 02, 2024.
Dear Friend,

| hope this letter finds you very well. | am writing this letter to seek a little financial
(J4) help from you. Helen Keller once said, "The unselfish (=./.) effort to bring cheer (§#)
to others will be the beginning of a happier life for ourselves." You know | hardly make both
ends meet (://.rfc-u“'): Though | am trying my best to cover my expenses, | have not yet
succeeded in doing so. | am working as a part-time tutor to cover my expenses (=b171),
You know very well that | am a son of a mason (L~). My family lives from hand to mouth
(C‘Jhrtlfk). Last week, myafather fell'ill and could not get to work. Rather | have to send a
little amount of money for his treatment (&), Resultantly (=), | have fallen short of ()
(tLse money. | am left with a meagre (((u'c:—&) amount of money to meet my expenses this
month.

1 tried to get a loan from the bank but my application was rejected on the basis G
of a poor credit score. | beseeched (.=~17») some of my relatives to help me but they
themselves were hard up (waht). You always help me in my hour of need. Therefore, |,
with a heavy (U0 heart, have turned to (t/2.2.) you for help in this embarrassing (c){ulgq)
situation. A little ﬂnapclii support from you would be a big relief (L) for me during this
stressful (St 2#~) ume. Oscar Wilde rightly said, “The smallest act of kindness Is worth
more than the grandest intention (11)." | hope you will consider my request sympathetically
(=Us.n) and help me with a litde money. Eagerly (= (Jt4-) waiting for your reply,

Your friend,
Xy .z
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p ~ Write a letter to your friend seeking his help with a little money.
(Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024,
Dear Friend,
| hope this letter finds you well. | am writing this letter to request you to help me
with some money. You know | can hardly meet (:/a..fg) my expenses (=L'7). [ also work as
a part-time tutor. My father is a mason (\»). Last week, he fell seriously (=) ill. He could
not get to (t) work. | had to send him some money for troatment (T ). Now | am left with a
litle amount of money. | tried my best to arrange some money from somewhere but could
not succeed In my efforts. You always help me in need. So, | n'qtfut you to help me with
some money. It would help me a lot. Oscar Wilde rightly sald, "The smallest act of kindness
Js worth more than the grandest (c;7/%) intention (.4)."1 hope you will not hesitate (:¢)
to help me. Looking forward to ) your reply,
Yours sincerely,
XY Z
¢~ Write a letter to your friend seeking his help with a little money. (Easy)
Examination Hall,
A. B. C. (City).
April 02, 2024.

Dear Friend,

I hope this letter finds you well. | am writing this letter to request you to help me
with some money. You know | can hardly meet (t/c—sf) my expenses (=lL?). | also work as
a part-time tutor. Last week, my father fell ill. | had to send him some money for treatment
(Lw). Now | am left with a litde amount of money. | request you to help me with some
money so that | may meet my expenses. | hope you will not disappoint (:fdzt) me. Looking
forward to (LS your reply,

Yours sincerely,
XY.Z
8. Write a letter to your friend informing him about the'death of your uncle.
(Outstanding)
Examination Hall,
A. B. C. (City).
“*Kpril 02, 2024.

Dear Friend,

I am writing to you with heavy (J%0) heart and great grief ([)). | want to share the
sad news of my uncle's demise (J&). He died from heart attack two days ago. /n the words
of Shakespeare, he has gone lo “The undiscovered (tv) country from whose bourn (s1«)
no traveler returns." His tragic death has wrapped (¢{,22) my spirit (&) in a heavy cloak
(V) of sorrow. It has left all my family in massive (Ix) shock (.#).

My uncle had been battling with cardiovascular (JUs)-diséase for quite some time.
We all hoped that he would overcome the disease. But unfortunately, his condition
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worsened (d’:].n.,-lf) gradually during the last few weeks. Two days ago, he suddenly

collapsed (£.)) at home. We hurriedly took him to the hospital, but he expired (Lnz? on

his way to the hospital. The doctors said that he had undergone a massive (I2) heart attack
and could not survive (tese2). Bul | belleve with Carson McCullers, an American wriler,
when she says, "How can the dead be truly dead when they still live in the souls of those
who are left behind?"

He was a wonderful man. He possessed (J.01) exceptional (4rZ) qualities of
integrity ((,L*},), wisdom and compassion (Uess). He was a disciplined man with
remarkable (stUtW) resilience (=>10). People loved and respected him for his amiable
(A>) and cheerful disposition (&!»). We all are missing him very desperately (wki=g). It
takes centuries to fill the vacuum (%) left by such people like him. But he will live forever in
our hearts. Thomas Bailey, an American historian and author, rightly said, "What is lovely
never dies, but passes into other loveliness."

His last funeral (3 ”) ceremonies (=4») will be performed at my house on (date)
at (time). Your presence at this difficult ime could be a great source of solace (W) and
comfort for all of us. Soothe (k&) our perturbed (%2.) souls with your presence and
preserve (t/55") the cherished (,) memorles of the departed soul. Richard Puz, an
American historian rightly said, "Death leaves a heartache (_./| 3b1s) no one can heal J.r)
(t/. Love leaves a memory no one can steal." | do hope you would come to share our
sorrow. Waiting anxiously for your arrival,

Your friend,
XY.Z
... Write a letter to your friend informing him about the death of your uncle.
(Standard)

Examination Hall,
A. B. C. (City).
April 02, 2024,

Dear Friend,

| am writing to tell you that my uncle died yesterday. His death Is a big shock (...)
to all of us. My uncle was suffering from heart disease. He was under treatment. Things got
worse recently (LLEJe). Yesterday he fell sick and was taken to the hospital. Though the
doctors did their best to save him, he could not survive (tb§:45).

He was really a great man. He was known for his kindness and wisdom. It is really
hard to find people like him. We all will miss him forever. But he will live forever In our
hearts. Thomas Balley, an American historian and author, rightly said, "What Is lovely
never dies, but passes into other loveliness." His last funeral (3 ”) ceremonies (=t») will
be held at my house on (date) at (time). You presence at this occasion (8r) would console
(ko L}J) us a lot You musticome to preserve (t/55) the cherished () memories of the
departed (3) soul. Richard Puz, an American historian rightly said, “Death leaves a
heartache (..~},) no one can heal (t/ }J=»). Love leaves a memory no one can steal." We

are looking forward to (;,gq_afakc") seeing you.
Yours sincerely,
X Y. Z
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Y- Write a letter to your friend informing him about the death of your uncle.

(Easy) ‘
Examination Hall,
A. B. C. (City).
April 02, 2024.
Dear Friend,

I am sad to say that my uncle died yesterday. His death is a big shock (.s#) to all
of us. My uncle was suffering from heart disease. Yesterday he suddenly fell sick and died.
He was really a great man. People respected him for his kindne$s and wisdom. We will
miss him forever. His final funeral (3 ”) ceremonies (=l»~) will be held at my house on
(date) at (time). Your presence at this difficult time would really console (ks JJ) our sad
souls. We are looking forward to (u_h,-.u':ll:'l) seelng you.

Yours sincerely,

X¥.2Z
g Write an application to the principal for college leaving certificate.
(Standard)
The Princlpal,
Govt. College, :
. A.B.C. (City).

Subject: Request for College Leaving Certificate
Sir, :

I have been a student in your college for six months. My father has worked in this
city as a superintendent in the Irrigation Department. Recently, he has been transferred to
Lahore. He has tried to get his transfer orders cancelled but to no avail. Now my family is
shifting to Lahore. | have to go with them. | cannot stay behind alone. Therefore, | cannot
carry on my studies In your college. You are requested to issue me a college leaving
certificate so that | may get admission to a college there. Your kind consideration will
oblige me a lot. | thank you in advance.

Yours obediently,

Dated: April 02, 2024. X Y. Z . e
 + SO Write an application to the principal for college leaving certificate. (Easy)
The Principal, )
Govt. College,
A.B.C. (City). -

Subject: Request for College Leaving Certificate

Sir,

| have been a student in your college for six months. My fathec has worked in this city as

a teacher in the Education Department. Now, he has been transferred to Lahore. My family
Is shifting to Lahore. | have to go with them. | cannot stay behind alone. You are requested
to Issue me a college leaving certificate. | hope you will oblige me.

Yours obediently,
Dated: April 02, 2024. XY Z

-3
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10. Wirite an application to the Principal requesting him for leave to aftend a

seminar. (Outstanding) v

The Principal,

Govt College,

A. B. C. (City).

Subject: Leave Application for Attending a Seminar

Sir,

I am a student in your esteemed ((fln.) Institute. | am the captain of the football
team of your college. | have been selected to attend a seminar on 'Sports and Physical
Educatlion’ organized by 'Pakistan University Sports Board (PUSB)'. | am writing this
application to have your permission for leave from college for three days l.e. from (date) to
(date) so that| may go to Islamabad to attend this seminar.

Seminars polish and enlighten (t€) our minds. They provide people with
opportunities (1) to share their knowledge and experiences (= /). Oscar Wilde, an Irish
poet, rightly said, “The only thing to do with good advice Is to pass it on. It is never of any
use lo oneself." This seminar is a great opportunity for the students who take Interest in
sports and physical activities. | am very enthusiastic ((/2£) about learning new skills and
techniques from experts (c/41) and scholars in the field of sports and games. The seminar
would involve (:/-J_-'}) me to Interact (Drr(f;)\:J) with other students who have the same
passion (-&). Benjamin Franklin, an American statesma, rightly said, “Tell me and | forgel,
teach me and | may remember, involve ./ )h*) me and | learn." This seminar covers various
topics lLe. the Importance of physical education, the value of health and fitness, the trends
(=t¥-,) and innovations (=k1) in sports and games, the challenges and opportunities for
sports loving people and the career prospects (=tE1) for students In this field.

| assure you that | will do my utmost (J's?'d;g) to cover the missed lessons by
coordinating (f.f(l’f #J) with my classmates. | will try to minimize the academic W
loss. My dedication (")) to my studies is evident (f:b) from my past academic record. Sir,
this is also an academic venture (¥) that could contribute (V1) a lot to my personal and
academic growth. You are requested to grant me leave for the dates mentioned (42) above.
I will definitely (L) be obliged (1?). Thanking you in advance,

Yours obediently,

Dated: April 02, 2024. > Sl PR 4

p o Write an application to the Principal requesting him for leave to attend a

seminar. (Standard)

The Principal,

Govt. College,

A. B. C. (City). )

Subject: Leave Application for Attending a Seminar

Sir,

| am a student in your college. | am also the captain of the football team. | have
been invited to attend a seminar on 'Sports and Physical Education’ organized by 'Pakistan
University Sports Board (PUSB)'. The seminar will be held in Islamabad. It covers various
(J(J topics i.e. the importance of physical education, the value of health and fitness, the
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trends (=t¥-,) in sports and games, the challenges (=) and opportunities (Zi») for
sports loving people and the career (=~Ji) prospects (=tC/) for students In this fleld. |
want to attend the seminar. This event Is an excellent chance for me to leam from experts
(eLAv) and scholars. It would involve (/£7) me 1o Interact (L{ﬂ’fJ‘J) with other students.
Benjamin Franklin, an American statesman, rightly sald, "Tell me and | forget, teach me and
I may remember, Involve (t/ ) me and | learn.” You are requested to grant me leave for
three days from (date) to (data). | will definitely C‘du‘g) be obliged (/#/). | assure you that |
will cover the missed lessons with the help of my classmates. Thanking you In advance,
Yours obediently,
Dated: April 02, 2024, Xy z
p - AT Write an application to the Principal requesting him for leave to attend a

seminar. (Easy)

The Principal, .

Govt College,

A. B. C. (City).

Subject: Leave Application for Attending a Seminar

Sir,

| am a student In your colliege. | am also the captain of the football team. | have
been Invited to attend a seminar on 'Sports and Physical Education’ organized by "Pakistan
Unlversity Sports Board (PUSBY)'. It will be held In Islamabad. | want to attend It It will be a
blg event for me to leam from oxperts (¢{s4) and scholars. You are requssted to grant me
leave for thres days from (date) to (date). | will certainly be obliged (w»). Thanking you in
advance,

Yours obedlently,

Dated: April 02, 2024. X Y. Z
71.  Wirite an application to the Principal sceking his permission for

organizing a sports gala. (Outstanding)

The Principal,

Govt. College,

A. B. C, (City).

Subject: Request for Permission to Organlze a Sports Gala
Sir, .
1 am the president of the Sports Club In your Institute. | am writing on behalf of the
sports club. The purpose of writing this application Is to obtain (&) your permission to
organize a sports gala (-,cf) in our Institute. It will be a two-day program. The event aims
to promote (k:3>) sports, physical fitness, teamwork and the spirit (_J) of sportsmanship
(Jr’l’ulf) among students. It will be a great opportunity (gr) to celebrate (¢t+¢/?) the
achlevements («-t¥) and accomplishments (Ukl¥) of our sportspersens (JJ¥). We also
intend (trr wl!) to Invite the local sportspersons to grace ((4X)171) the occasion (@) and
Inspiro (&/1%) the students with their Insight (=2%). The program will include (tx ) the
following sport actlvities and athletic skills.

There would be competitions (4-6-) of 100 metre sprint (Uu ), relay race Uuid}),
dart throwing (bg)!). long jump and high jJump. The team sports tournaments will consist of

SUNSHINE ENGLISH 1T (Comprebeasive) l
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the matches of football, hockey, basketball and volleyball. Moreover, there would be single
and double matches of badminton and table tennis. Fun activities will include sack race
Cnda0), g-of-war (§) and musical chairs to amuse the spectators (c//~L). In the end,
the winners and the runners-up will be awarded trophies, medals and appreciation (&;)
certificates. Dan Gable, an American wrester, rightly said, "Gold medals aren't really made
of gold. They are made of sweat (=), determination (¢#), and a hard-to-find alloy Ji-»)
(/7 called guts (Jer)." ,

The Sports Club with the help of college staff will organise the whole event. The
funds will be raised through sponsorship (sluf) of gentries (§7), teachers and students. All
the necessary measures (=1.31) will be taken to make the event a success. Trained medical
staff with adequate (Us)»*) first aid kits will ensure prompt (fs#) medical response W) in
case of injunes or medical emergencies.

The event will be helpful in promoting sports culture. It will urge (£/iT) the
participants (LZ_/=/7) to pay heed to their health, physical fitness and well-being. John
F. Kennedy, the 35th president of USA rightly said, “Physical fitness Is not only one of the
most important keys to a healthy body, it Is the basis of dynamic (U7 and creative
Intellectual (=u>@) activity.” it will enhance (tlex) the reputation of our college and attract
more students to get enrolled in our college.

You are requested to grant us permission to organise the event and help us to
make It a successful and memorable event. We will take avery measure to ensure that there
would be no violation (fJ»J1¥) of rules and regulations of the college. Looking forward to
your positive response,

Yours obediently,
Dated: April 02, 2024, X Y. Z
Y. Write an application to the Principal seeking his permission for
organizing a sports gala. (Standard)
The Principal,
Govt College,
A. B. C. (City).
Subject: Request for Permission to Organize a Sports Gala
Sir,
I am the president of the Sports Club in your college. | am writing to seek W/ your
permission to hold a two-day sports gala in our college. The event will promote (k. J})
sports, fitness, teamwork and sportsmanship (G2 among students. John F. Kennedy,
the 35th president of USA rightly sald, "Physical fitness is not only one of the most
important keys to a healthy body, it is the basis of dynamic (%) and creative W
intellectual (:4»5) activity." We will celebrate (:2%) the achievements (<—t¥) of our
sportspersons. We willl also Invite the local sports stars to come and Inspire (l'u..._rf) the
students. The event will include race of 100 metre, relay race (J»!%}), dart throwing t540),
long jump and high jump. It will also include matches of footbail, hockey, basketball and
volleyball. There would be matches‘ of badminton, and table tennis. Fun activities will
include sack (f.{) race, tug-of-war (tf:ﬂ) and musical chairs. In the end there will be prize
distribution ceremony (o< _¥). )
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The Sports Club with the help of college staff will organise the whole event. The
funds will be raised through sponsorship (i) of gentries (1), teachers and students.
Trained medical staff will ensure prompt (4,#) medical response (J}.) in case of medical
emergencies. You are requested to grant us permission to organise the event. Looking
forward to your positive response,

Yours obediently,

Dated: April 02, 2024. X Y. Z
Y- Write an application to the Principal seeking his permission for

organizing a sports gala. (Easy)

The Principal,

Govt. College,

A. B. C. (City).

Subject: Request for Permission to Organize a Sports Gala
Sir,

I am the president of the Sports Club in your college. | want your permission to
organise a sports gala (—,c/'?) in our college for two days. The event will promote (ks %)
sports, fitness and teamwork among students. It will include (i J1*) race of 100 metre,
relay race (Jul%}), dart throwing (¢%4,), long jump and high Jump. It will also include
matches of football, hockey, basketball, volleyball, badminton, and table tennis. Fun
activities will include sack () race, tug-of-war (uy;;) and musical chairs. In the end, the
winners (£6) will be given prizes. The Sports Club and the college staff will arrange the
event. We will get funds from sponsors (L f.). Medical staff will be there for
emergencies. Please let us hold this event. Looking forward to your reply,

Yours obediently,

Dated: April 02, 2024. X Y. &

12 Write an application to the Principal requesting him to arrange make-up
classes for English. (Outstanding)

The Principal,

Govt. College,

A. B. C. (City).

Subject: Request for Arranging the Make-up Classes
Sir,

Respectfully it is stated that | am a bona fide (J?) student in your college. Last
week | fell seriously ill and could not come to coliege for four days. | sent my application for
leave which you sanctioned (J/2#*) very graciously (- (). The doctor's recommendation
(J26-) and prescription (’) were attached for your kind perusal (Z1>). Now | have sought
({_Jl)‘b) help of many students to catch up (t/rt_;{) the missed lectures and do the
missing assignments. | have succeeded in my efforts to some extent (.) except some
missed lectures on English grammar. Abigail Adams, a former first lady of USA rightly said,
“Learning is not attained by chance, it must be sought for with ardour () and diligence
()"

| request you to arrange make up (dlstdng) classes for the subject of English.
English Is my favourite subject and | am one of the brilllant (¢13) students of my class. |
cannot afford to lag (tk &%) behind In my studies. Henry Ford, an American business
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magnate (<) rightly sald, "Anyone who stops learning Is old, whether at twenty or eighty.
Anyone who keeps learning stays young." | want to prepare (/) myself fully for the
upcoming exarination. | can attend the make-up classes after school hours or on
weokends. You may schedule these classes as It Is convenlent (L-T) for you and as per
(L) the avallabllity (Ji21) of the concemned (54>) teachers.

 assure you that | will work my fingers to the bone (t/=%.#) to catch up (/i) my
missed lectures. | agree with Thomas Jefferson, the third president of the USA, when he
says, '1 find that the harder | work, the more luck | seem to have.”| promise that | will
submit (&/J8) the missing assignment and homework as soon as possible. | know you
value the studies of your students. | am sure you will consider wif) my request favourably
(= JV}. enabling me to overcome (}{{¥) my academlc (ob ) problems. Thanking you In
advanco,

Yours obedlenﬂy.

Dated: April 02, 2024.

e Write an app.'!catron to the Principal requesﬂng him to arrange make-up
classes for English. (Standard)

The Principal,

Govt College, '

A. B. C. (City). ;

Subject Request for Arranging the Make-up Classes
Sir,

I 2m a student In your college. | was sick and could not come to college for four
days. | sent you my leave application for leave which you very kindly granted (dﬂﬁ"). I am
really obliged (u#/) for that. After coming to the class, | tried to catch up (t/e) the
missed lectures. | did most of the task (¢¥), except (1) a few grammar exercises. |
request you to arrange make up (Jis Lfdag J) classes for the subject of English. | will
attend these classes whenever it suits you and the teachors. As you care about our studies,
I am hopeful that you would accept my request. | promise, | would not disappoint (t/U71)
you in leaming lessons. | agree with Thomas Jefferson, the third president of the USA,
when he says, '1 find that the harder | work, the more luck | seem to have." | am looking
forward to ((2.U) your response (i2).

Yours obediently,

Dated: April 02, 2024, XY Z
y o Write an application to the Principal requesting him to arrange make-up

classes for Enalish. (Easy)

The Principal,

Govt College,

A B. C. (City).

Subject Request for Arranging the Make-up Classes
Sir,

| am a student in your college. | was Ill and was granted (drd.l) leave for four days.
As a result, | missed a few lectures. Now, | have done most of the missed work except
(Z_1») a few English grammar exercises. You are requested to arrange make up }_fda{lf)
(Jis classes for the subject of English. | promise, | would try my best to learn the missed
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lessons. | hope you would accept my request. | am looking forward to (/) your
response (12).

Youra obodtenuy,
Dated: April 02, 2024.
13. Write an application to the principal for a manth 's medical leave.
The Principal,
Govt College,
A_B. C. (City).
Subject Request for One-Month Medical Leave
Dear Sir,
1 have been Il for a week. Though | have been taking medicine, | have not got well.
Today | went to my doctor for a thorough medical check-up. After various tests, he
concluded that | am suffering from hepatitis C. This Is a serious disease. He has advised
me to take a complete bed rest for a month. Therefore, | request you to grant me leave for
one month. Surely, | will be grateful to you for this kindness.
Yours obedlnntly,

Dated: April 02, 2024. X. Y.

14. Write an application to the principal for condonin g the shortage of
lectures.

The Principal,

Govt College,

A. B. C. (City).

Subject: Request for Condoning the Shortage of Lectures
Honourable Sir,

Respectfully, it Is stated that all the students of the Intermediate class have been
asked to fill In the admission forms for the board examination. The clerk has refused l—ucm)
(4 to give me the admission form as | havae fallen short of the roquired(, ) percentage of
lectures. My attendance (J~V) In the subject of English Is 67% percent while the required
percentage is at least (lr'-"fo 70%. So | have fallen short of lectures by 3% only In the
subject of English.

Sir, you are requested to condone (k,./Uib-) the lhortage(lf) of lectures. | assure
™) you that | would fill the required percentage by remaining present(“%) In the class
during the mm:lning(dD three months of our :cademlc(uv_") session(Jl-a=u). Surely, |
would be obliged to you for this kindness (=35%),

Yours obediently,

Dated: April 02, 2024. i XYz
15. Write an application to the Principal for taking one week leave for your

sister's marriage. (Outstanding)

The Principal,

Govt. College,

A. B. C. (City).

Subject: Leave Application for Sister's Marriage

Dear Sir,

| am a bona fide (L?) student In your college. The purpose of writing this

7
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application is to request you to grant me one-weck leave from school due to my sister's
marriage. It is an important family event and my presence at home is very necessary as | am
the sole () brother of her. Maya Angelou, a famous American poet says, 'l sustain (V=)
myself with the love of family”| have to help my father in making proper arrangements for
the marriage. We have to make a lot of preparation (({.£) to make the event impressive
(/%% and memorable. Albert Einstein rightly said, “Rejoice (e %) with your family in
the beautiful land of life."

The marriage is scheduled (f_d’da.,é}) to happen on (date). The marriage
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... Write an application to the Principal for taking one week leave for your
sister's marriage. (Easy)
The Principal,
Govt. College,
A. B. C. (City).
Subject:
Dear Sir,
| am a student in your college. | need one woek leave for my sister's marriage. It Is

Leave Application for Sister's Marriage

celebrations (.:.I,;/"’-) will start two days before the marriage. Thus | have to be there at
home three days before and two days after the marriage so that thorough ((J*) preparations
and arrangements (=Ll&1) should be made well In time. Therefore you are requested to
grant me leave for five days l.e. from (date) to (date).

| do understand the importance of studies. It is true that | will miss a few lectures
and assignments. But | assure you that | will complate all the missing assignment within a
short span (=5 J?) of time with the help of my classmates and teachers. | have already
asked my class fellows to take necessary notes for me. | promise that my absence will not
affect my studies. | agree with Thomas Jefferson, the third president of the USA, when he
says, 1 find that the harder | work, the more luck | seem to have.”1 am sure you can 16.
understand the importance of this occaslon (6,») and will not hesitate (tk@) to approve

a big family event (w< /7). | am_to help my father in making arrangements (=t&"). The
celebrations (.:.!_(,/'7) will start two days before the marriage. | need to be at home for five
days i.e. from (date) to (date). It is true that | will miss some classes but | promise that | will

catch up (:fb{) the missed lesson with the help of my class fellows. | hope you will grant
me leave. Thanking you in advance,

£

Yours obediently,
Dated: April 02, 2024. X Y. Z
Write an application to the principal of your college for seeking apology
for misconduct. (Outstanding)

i my leave for absence. The Princlpal,
) Yours obediently, Govt. College,
Dated: April 02, 2024. X, Y. Z A.B.C. (City). -
¥¢.... Write an application to the Principal for taking one week leave for your Subfect: Offering an Apology for Misbehaviour / Misconduct
sister's marriage. (Standard) . sir,
e Rriesionl, Yesterday, | was listening to the lecture of economics In the class. It was the sixth
Govt. College,

period at about 12 pm. | was sitting just under the fan. | do not know when | fell asleep.
Obviously | could not listen to the lecture and see the diagrams the professor had drawn on
the white board. After finishing the lecture, the professor awakened me and asked me the
reason of sleeping. | tried to explain that | had not slept intentionally. It happened just by
chance. But the professor was infuriated and considered it Insolence (;j"r,-f) on my part. |
tried again to explain the whole situation. But he did not listen to me and ordered me to

j. leave the class immaediately. | felt insulted at this. | refused to leave the class. As a result,
he himself left the class.

A. B. C. (City).

Subject:
Dear Sir,

| am a student in your college. | request you to grant me one-week leave from
school due to my sister's marriage. It is a big family event and | need to be at home. Maya
Angelou, a famous American poet says, 'l sustain (¢\>~) myself with the love of family" \
have to help my father in making arrangements (=\&1). The event will take place (txCh) on
(date). The celebrations (.:-15/'7) will start two days before the marriage. | want to be at
home three days before and two days after the marrlage to help with everything. You are
requested to grant me leave for five days i.e. from (date) to (date). | know | will miss some
classes but | have planned to catch up (lflag) the missed lessons with the help of my
classmates. | promise that my absence will not affect my lessons. | agree with Thomas
Jefferson, the third president of the USA, when he says, 'l find that the harder | work, the
more Juck | seem to have."| hope you will grant me leave. Thanking you in advance,
Yours obediently,

X Y&

Leave Application for Sister's Marriage

Sir, no doubt, it was my mistake. | should have left the class in accordance with the
orders of the professor. But it was a natural reaction to what had happened in the class. |
had been insulted for nothing. Anyhow, | offer my humble apology for the misbehaviour. |
have also apologized to the professor and he has forgiven me very generously. Sir, | assure
you that in future, | would be extremely careful about my behaviour towards professors. |
hope that you would accept my profound apology in this regard. Thanking you in advance,
Yours obediently,

XY Z "

A

Dated: April 02, 2024, Dated: April 02, 2024,
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¥X.... Write an application to the principal of your college for seeking apology
for mlscomﬁmt. (Standard)p g , .
The Principal,
Govt. College,

(v aBc. (City). | .
' Subject: Offering an Apology for Misbehaviour / Misconduct
Sir, . .
Yesterday, | was listening to the lecture of Economics In the class. It was sixth '

. period at about 12 pm. | was sitting just under the fan. | do not know when | fell asleep.

After finishing the lecture, the professor asked me the reason of sleeping. | tried to explain
that | had not slept intentionally. It happened just by chance. But the professor was angry
and ordered me to leave the class. | felt insulted at this. | refused to leave the class.

Sir, no doubt, it was my mistake. | should have obeyed my teacher and left the
class. Anyhow, | uifer my humble apology for the misbehaviour. | have also apologized to
the professor and he has forgiven me. Sir, | assure you that in future, | would be very
careful about my behaviour towards my teachers. ‘

- Yours obediently,

Dated: April 02, 2024. X Y. Z

17.  Write an application to the principal for the change of a subject.
(Standard)

The Principal,

Govt. College, - . ;

A.B.C. (City). : -~

Subject: Request for the Change of a Subject '
Sir,

| am a student of intermediate class In your college. The college offered seven -
optional subjects at the time of admission. | wanted to take up geography as a subject of
my studies. But unfortunately, there was no professor of geography in our college at that
time. Therefore, | tock up Urdu as one of the optional subjects. But recently, a professor of
geography has Joined our college. Now | want to take up geography in place of Urdu. It is
my favourite subject. | request you to allow me to change the subject. | hope that you would
take my application into your kind consideration. | thank you in advance.

y ’ Yours obediently,
Dated: April 02, 2024, b A (A A {
¥¢... Write an application to the principal for the change of a subject. (Easy)
The Principal, ’ _ ;
Govt. College, '
A.B.C. (Clty).

Subject: Request for the Change of a Subject

the time of admission. But now | want to take up geography in place of Urdu. You are
requested to allow me to changa the subject. | thank you in advance.
Yours obediently,
Dated: April 02, 2024. - XY Z
e Yoo THE END Wi

| am a student of Intermediate class_..'l took up Urdu as a subject of my studies at

v
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