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     LETTER TO THE EDITOR 

 

 
 
LETTER TO THE EDITOR 

Writing letters to the editor is a great way to engage with a topic you are passionate or concerned about and 

to influence public opinion. 

Purpose of the Letter 

 To express ones opinion on a wide range of social issues. 

 To express and share ones observations and views in a public forum, namely a magazine or a 

newspaper. 

Body of the Letter 

 The presentation should be concise 

 It should clearly establish the cause - effect relationship. 

 Efforts taken to rectify the cause of the issue must be stated. 

Language of the Letter 

 Formal Language must be used. 

 Repetition must be avoided. 

 Sentences should not be very long. 

 The letter should be divided into three paragraphs. 

Important Points 

 The letter must be written in the appropriate format. 

 The word limit of 100-120 words must be kept in mind. 

FORMAT 

Sender’s Address 

 

Date 

 

Address of Addressee 

 

Dear Sir/ Madam 
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 Subject  -------------------------------------------------------- 

 

Body of the letter 

 

1. Statement of problem 
2. Causes of problem 
3. Results of problem 
4. Suggestions 

 

Yours faithfully/ Yours Sincerely 

Name of the sender 

 

SAMPLE 

You are Sunil Kumar of 7, Club Road, Hyderabad-13. Write a letter to the Editor of The Hyderabad Times, 

P.O.Box 350 Hyderabad-1, about the bad quality and inadequate supply of tap water in your locality.                                                                                                                                                   

  

7, Club Road (Senders address 

Hyderabad                                                                                                                                        not name) 

 

April 10 2018    (Date) 

 

The Editor  (Designation of               

The Hyderabad Times                                                                                                                     receiver) 

P.O.Box 350 

Hyderabad -1  ( Receivers  

                                                                                                                                                              address) 

Sir  (Salutation) 

Subject: Inadequate Supply of Water  (Subject  

 It is shocking to know that water being the essential need is now inadequate in our 

 locality. People in our locality find it difficult to obtain good quality water. The              ( problem) 

 problem is quite complex . Our locality has not been receiving normal water supply     

for many weeks.                                                                                                                                                       

It is unfortunate that the civic authorities do not take care to provide the citizens 

with even the basic amenities such as proper and adequate water supply. In our     ( Effects of problem) 

locality, water is supplied only for an hour in the morning.  For the rest of the                           

morning the taps remain dry. Also the quality of water supplied is unhygienic.  

There have been some cases of diarrhoea and dysentery. It is feared that these 

diseases may break out in an epidemic form if the quality of water is not 
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PRACTICE QUESTION 

1 . You are Revathy/ Ramesh and you happen to see a news item in the newspaper about the popularity of 

Indian handicrafts abroad. But you are unhappy about the lack of recognition given to the artisans by the 

Government. Write a letter to the Editor of the newspaper about the difficulties they face and the steps to 

be taken to solve their problems. Using the information given below and your own ideas, Write the letter in 

not more than 120 words. 

                                                        INDIAN HANDICRAFTS SOUGHT AFTER 

New Delhi: Indian Handicrafts are in great demand in the US, Europe and the Gulf countries. However 

the artisans feel their products are not given the required publicity. Further, the products are bought 

from them at very low price by the middlemen and sold later at high prices abroad. The artisans hope 

that the government would do something in this regard. 

 

2. You are Suman / Sumegh Sinha of 13, Dilshad Garden Delhi. You have observed that the subways in Delhi 

are seldom used by the pedestrians. You have decided to write a letter to the Editor of a National Daily, 

highlighting the dire need of awareness about it. Based on the points  given write a letter in not more than 

120 words. 

 Infrastructure unutilized 

 Pedestrians prone to accidents 

 Causes of apathy 
(a) Accumulation of filth and garbage 
(b) Stagnant water 

 Need improvement in regular cleanliness and proper supervision 

 

 

Improved. 

It is hoped that instead of ignoring the matter, the authorities concerned will             ( Desired future   

take immediate steps to ensure adequate supply of good quality tap water in          course of action) 

our locality. I also appeal to people to use water sagaciously. 

 

Yours  faithfully 

Sign                                                                                                                                                 ( Signature) 

Sunil Kumar  


