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1. B-26, Sector-20

Noida 

18th March 20XX 

The General Manager

Full Marks Pvt Ltd.

New Delhi

Sub: Application for the post of an Editor

Dear Sir,

With reference to your advertisement (a) 

'The Times of India' dated 16th Mrch, 20XX, you

(b) English Editors. Will you please

consider (C)  an applicant for the same

on–––

needs ––––––––

 I–––

https://dl.doubtnut.com/l/_R55exIwZNs8G


position? I am postgraduate (d) E lish

Literature and possesses nearly �ve years of

editing experience 

So, kindly give me an opportunity to face an

interview with your esteemed organisation.

Thanking you 

Yours sincerely

Kapil Gupta
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2. C-115, Vikas Puri 

New Delhi 

20th April, 20XX 

The Editor The Times of India 

New Delhi 

Sub: Corruption in India 

sir 

May I have (a)  honour to express my opinion

about the prevailing corruption in our

country? While India is (b)  the threshold of

becoming superpower, the (c) GDP and

the progress of the country is being (d) 

a––

in––

 rise –––––––

eat –––––

https://dl.doubtnut.com/l/_InRxcBANwrZl


by the corrupt leaches of the country. In our

country, the corrupt people are not punished

as harshly as they should be. They are only

sentenced to jail for a few years which they

don't fear at all. In my opinion, besides

sending them to jail, they should be told to

return the whole amount of money that they

steal have stolen.

Yours sincerely 

Arushi
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3. M-5, Sector-12, 

Noida

15th July, 20XX 

The Editor 

The Times of India 

New Delhi 

Sub: Adverse impacts of water logging 

Sir,

Through the column of your (a) 

newspaper, I would like to draw the attention

of the concerned authorities (b) the

woes faced by the commuters in National

Capital Region Due (c) the heavy rain, NCR

esteem –––––––––

 on ––––––

for –––––

https://dl.doubtnut.com/l/_9c8CFhuQ8f22


inundates vast stretches of roads, triggering

mile-long tra�c snarls and a nightmare for

thousands of o�ce (d) 

. So, I request the concerned department to

take corrective actions immediately, 

Yours sincerely 

Bhavesh
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goer
–––––

4. C-105, Sector-9 

Vijay Nagar 
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Ghaziabad 

20th October, 20XX 

The Editor 

The Times of India 

Sub: Misuse of space on roads 

Sir,

May I have the honour to bring (a) your

kind attention about the misuse of space on

roads. The roadside vendors (b) 

most of the space which (c) the

smooth �ow of tra�c. Moreover, it causes (d)

 di�culties even to the pedestrians. 

Therefore, I request the concerned authorities

in ––––

Occupying 
––––––––––––––

 disturb ––––––––––––

bearable –––––––––––
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to penalise the vendors who create such woes

for the commuters. 

Yours sincerely 

Manish Malhotra
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5. B-18, Tagore Garden

New Delhi 

10th June, 20XX 

The Chief Claim O�cer 

Northern Railway
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New Delhi 

Sub: Compliant about damaged goods 

Dear Sir

I regret to point out that I (a) from you

yesterday �ve parcels (b) printed books

for which I signed as 'received damaged'. I

have now examined them (c) and

found that the two books out of the �ve (d)

completely torn and have

become useless for me, 

Kindly �nd the enclosed details of the damage.

My claim for compensation amounts to 1200

only. Please let me have your cheque for this

receive––––––––

 for –––––––

careful –––––––––

uνderl ∈ e(is )
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Ii Omission Of Words

amount after satisfying yourself of the

damage done.

Yours sincerely 

Bhargavi
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