HOW TO MAKE BETTER DECISIONS
ABOUT YOUR CAREER

Text type: Essay/Article
Theme: Soft Skills/Innovation
Subthemes: Decision making

In this unit the students will be able to

* Deduce the meaning of unfamiliar words from the context using contextual clues

* Use the knowledge of literal and figurative meaning, grammatical gender and syntax to translate passages
from English to Urdu

* Analysis of pattern of text organization

* [llustrate the use and all functions of modal verbs.

* Llse active and passive voice appropriately in speech and writing according to the required communicative
function.

= Use conditional sentences.

* Recognize silent letters in words and pronounce them with developing accuracy.

« Demonstrate heightened awareness of conventions, dynamics of group discussion, interaction and expression
to show agreement

* Use summary skills to write summary/ précis of simple passages / poems.

* Write and revise formal letters to people in extended social and academic environment for various
purposes. Write the address on the envelope clearly and in proper format.




Pre-Reading

« What are some common challenges people face when making decisions about
their career?

«  Why is it important for a career to align with one’s values and emotions?

How to Make Better Decisions About Your Career’
By TIMOTHY YEN :
Picking your college major subjects, choosing the perfect career, trying to decide if you should
leave your job and move to a new one — decisions like these can feel daunting. We all spend a
huge amount of time at work, and we all want (and deserve) to love what we do. But the path to
finding that work isn't always clear.

Luckily, there are actions you can take to help you figure out what's right for you. Use this five-
step framework to narrow down your options and focus on what's important.

1. What are your feelings telling you?

If you want to find a fulfilling career, it needs to align with your values. Your feelings can help you
discern this, even if you haven't consciously named what those values are. Think of it this way:
When you're faced with an important decision, what's the first thing that happens in your mind
and your body? Usually, before logic kicks in, ~~ -~ -~ il s A e
you'll experience a strong emotion. Pay ,f = N x’,,i"? 'j%
attention to that. Your emotions are connected -~/ ¢ | /
to who you are at your core and can provide 7/ » Y //
important insights about your identity and the =/
values that may be driving your actions but that '
are also, at times, beyond- your conscious
EWIEFEHESS.

AN

e e
i

S0, think about the kind of work you're doing ~ "7~~~ =
now, or the kind of work you're planning to do. ==/

Brainstorm and jot down ideas of different careers youre While-reading

considering. What feelings come up? If you feel anger,  According to the text, what is
sadness, or even fear and anxiety when you're looking at the  the significance of paying
choices on your list, consider those red flags. If, on theother ~ attention to your feelings
hand, you feel happiness or excitement, that's an indicator W hen making career
that what you're considering might be a good decision. decisions?

If you don't come up with anything that elicits positive emotions, go back to the drawing board.
Keep looking for different careers until you find something that is in alignment with your
emotions.

2. What matters to you?

Once you've connected with your emotions, you're ready for the next step: consciously identifying
your values.

1 https://hbr.org/topic/subject/career-planning
m
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What are values? They're simply defined as what really matters to you, or your “why.” That is, they
can help you define why a certain decision feels more meaningful to you than another.

Understanding your “why” will allow you to make choices that align directly with the things you
care about — choices that will keep you fulfilled longer term.

For example, let's say you're trying to decide between two While-reading

jobs that you've been offered. One is a high-paying How does identifying and
corporate job and the other is a job working at a nonprofit understanding your values
with a reasonable, but lower, salary. If you take thetimeto contribute to making
identify your values and find that helping others is one of = meaningful decisions?

them, but money isn't high on your list, that makes your

decision to work at the nonprofit a bit easier.

There are a number of ways to figure out what your values are. One of the best is through formal
psychological assessments. My favorite is the Enneagram personality test because the results
describe your personality traits and motivations in the context of ideal circumstances and
stressful situations, which can give you a more holistic look at who you are.

3. What matters to other people?

None of us exist in a vacuum. Just as it's important to get While-reading

clearnnwhat.rr_latteTst.uyuu,itsalsmmpurtanttncons]der What aré some methods
how your decision will impact your loved ones —because it  ,,00asted in the text for

probably will. discovering your values,
Whether it's a partner, family member, or friend, ask the Dbesides formal psychological
people who will be affected by your choices for their own- assessments?

thoughts, input, and feelings. This is especially important if

you're making a decision about your career. Often, these kinds of choices have a strong influence
over your finances and living situation, as well as the amount of time you can dedicate to certain
relationships.

For example, let's say you are offered a job that you're excited about that aligns with your values
and requires you to commute two hours into work every day. You may be okay with this personally,
but you must acknowledge that this is time you will lose out on spending with your significant
other, family, or friends. Your decision, then, not only impacts you — it impacts those you care
about.

This doesn't necessarily mean that you shouldn't take the job. However, it might mean that you
should take the time to negotiate the offer to make it more closely aligned with both your values
and those of the people around you. In this case, you might ask the hiring manager for a flexible
work arrangement, one in which you come into the office only three days a week to limit your
commute.
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4, What is the reality of the situation?

The goal of asking yourself this question is to make sure that you are making your choices for the
right reasons. You want to ensure that the decision you are about to make is based on correct data,
not an erroneous interpretation of your situation. Otherwise, you might end up having false
expectations or feeling disappointed by the choice you make.

To answer this question, you have to be objective and consider the realities surrounding your
options, not your assumptions.

For example, let's say you're thinking about changing jobs ' "

because you think your coworkers aren't friendly. Before you
make the big decision to leave your organization, ask, “Do| Why does the text emphasize
have information to back up my logic or am | making an considen‘ng' the impact of
assumption?” Maybe your coworkers seem unfriendly butare  YOUr decisions on others,
actually just shy. Maybe they're too focused on work to g;r;ﬂgire:?he context of
socialize. Or, maybe you're right, and they really are :

unfriendly. You won't know for sure unless you step back and

look at the situation objectively.

Write down a description of the experiences you've had that back up your logic, but don't include
any interpretations. Just describe what happened. Taking time to pause and describe creates an

opportunity for you to evaluate things more clearly — and you can apply this tactic to any kind of
situation.

If you're still in doubt about whether you've come to the correct conclusion after you've done this,
double-check your conclusions with someone you trust, such as a friend or counselor.

5. How do | put the pieces together?

Once you've answered these four questions, you've laid the foundation for making an optimal
decision. But there's still one last step: putting all the pieces together.

How do you do that?

Start by reviewing all the information you've just discovered. For example, if you are trying to
decide on a career path, consider the emotions you felt as you looked at your potential job
choices. Ask yourself, “How do | feel and why do | feel this way?”

Next, review your values. Do the job choices that excite you align with those values? What about
the values of your loved ones? This should help narrow down your list.

Finally, give yourself a reality check. Are there any factors driving your decision that are based on
assumptions rather than information?

It will take time, but giving your full attention to each of these points should help you reach a
rational, appropriate decision about what career path is best for you, no matter what your current
situation is. Not only that, but you'll also know, on a deeper level, that the decision you're making

is in full alignment with your values, your emotions, yourself, and the people you love. And when it
comes to a major decision like finding your perfect career, that's exactly as it should be.

Notes:

Timothy Yen is a clinical psychologist with a doctorate from Azusa Pacific University,
practicing in the East Bay area, and leading conferences and retreats around the globe.

%
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Between his years in private practice and another eight years as a Mental Health Staff Sergeant in
the US Army' he's empowered hundreds of individuals, families, organizations, and teams to
develop authentic relationships and grow into their best selves. He currently resides in Northern
California with his wife and son.

. Glossary

Given below are the difficult words from the unit. Look at their meanings and use these words in
your own sentences.

Y R -

framework | a structured appm or set of Stﬂ‘psn as
mentioned in the text, for making decisions
| abnut unes career.
enneagram e a formal psychological assessment mentioned in
personality test: the text, used to understand personality traits

and motivations in various situations.

umerlﬂed haliefs or cnnclusiuns that may lack

potential pitfalls in decision-making.

the process of objectively evaluating and
verifying the information surrounding options to
ensure decisions are based on accurate data.

a work schedule or setup that allows for
variations, such as reduced office days, as
i -,-_dfsmssed in the context of negotiating job oﬁers.

-Cu-

warning signs or tndlcatars, in this case, negative
emotions like anger or sadness while considering
career nptmns

A mmprehensive view th_at considers various aspects
* as suggested in the Enneagram persnnalit\r test .. ®
- description. ot

~ Being aware and mindful of one's thoughts, feelings,
- and motivations, particularly in the con text of
dedsinn-making

" Adecision that is well-informed, aligns with one's
. values and emotions, and is made for the right
reasnna, according to the text. L. =

Having sufficient financial resources, mentioned
in the context of imagining what activities one
i would pursue if financial constraints were removed.

B1



Negotiate 'Ih engage in discussions with the aim of reachfng
an agreement, as suggested in negotiating job
ufﬁer; for a more n.ﬂtable arrarrgement

. ~ Making choices that cnnsider emotions, values,
peusgeDachon Mty the impact on others, and the reality of the
situation, as advocated in the text.

2. Reading and Critical Thinking Skills

A. Reading Comprehension Questions:

i. Summarize the five-step framework outlined in the text for making better decisions
about your career.

ii. How does the author suggest putting the pieces together after answering the four
questions? Explain the process.

iii. Reflect on a personal decision you've made or are currently facing. How might applying
the five-step framework outlined in the text be beneficial in your situation?

iv. In the fourth step, what is the purpose of asking, “What is the reality of the
situation?“and how does it contribute to decision-making?

Extended Reading

Read the given paragraph and examine how an author develops and contrasts the points of view of
different characters or narrators in a text.

The Adventure

The rickety bus rattled its way up the mountain pass, spitting out puffs of smoke that clung to the
air like wispy ghosts. Inside, Maya, her face pressed against the window, felt the familiar thrill of
adventure. Each twist and turn, each crumbling stone wall, whispered tales of forgotten
civilizations and hidden secrets. Her father, perched beside her, however, was less enthusiastic.
He tugged at his collar, his brow furrowed with worry. "This is too dangerous, Maya,"” he grumbled.
"This road is barely passable, and we haven't seen another soul for hours.” Maya, though, could
only point excitedly at the breathtaking vista sprawling before them - snow-capped peaks
piercing the azure sky, valleys carved with jade rivers, and an ever-shifting tapestry of emerald
green and burnt sienna. For her, this was not a dangerous journey, but a thrilling exploration, a
chance to lose herself in the wild beauty of the world. Their perspectives, father and daughter, so

vastly different, yet united by the shared journey, mirrored the paradox of adventure itself: a
dance between fear and exhilaration, risk and reward.

B B o e e ——
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Questions:

« What did you find interesting in the given narrative? State the reason too.

« Think about a similar happening/ adventure and reproduce in similar manner linking new
facts, terms, and concepts with prior knowledge.

» Choose words and phrases from the given paragraph and deduce the meaning of
unfamiliar words from the given context using contextual clues.

3. Vocabulary and Grammar

A. Build up Dictionary skills

: i. Choose five words from the glossary provided on page 81 for the given text. Look up

each word in a dictionary or use an online dictionary resource. Write down the
definition of each word in your notebooks.

ii. ldentify and list at least two synonyms for each word given in the glossary.
iii. Find and note down an example sentence using each word from the glossary in the
correct context.
B. Formation of Nouns
i. Change the given words into noun.

Feel Valued Emotion Assessment Framework
Reality Situation Negotiation Conclusion Alignment
C. Synonyms

i. Choose five words from the list below, taken from the original text. Find and write down
the synonyms for each chosen word.

ii. Construct sentences using both the original word and its synonym to ensure proper
context.

Word List:

Feelings Values Emotion Assessment Framework

D. Read each question carefully and choose the correct option based on the information
provided in the main text.

i.  When making career decisions, why does the text emphasize paying attention to your
emotions?

a) Emotions are irrelevant to decision-making.
b) Emotions provide insights into your core values.
c) Emotions distract from rational thinking.

d) Emotions hinder the decision-making process.

.ﬂ
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ii.

iii.

Y.

What is the Enneagram Personality Test mentioned in the text used for?

a) Assessing physical fitness.

b) Analyzing financial abundance.

c) Identifying personality traits and motivations.
d) Evaluating job offers.

According to the text, why is it important to consider the impact of your decisions on
loved ones?

a) It adds unnecessary complications.
b) Loved ones don't influence career decisions.
c) Decisions often affect finances and relationships.
d) Personal decisions should be kept private.
What is the purpose of the “Reality Check" mentioned in the text?
a) To create unrealistic expectations.
b) To verify decisions based on correct data.
c) To ignore actual situations.
d) To,make decisions without consideration.
How does the text suggest putting the pieces together in the decision-making process?
a) lgnoring emotions and values.
b) Reviewing information discovered and conducting a reality check.
c) Making impulsive decisions.
d) Disregarding the opinions of loved ones.

Grammar

(Modal verbs, Active Passive voice, first conditional sentences, silent letters)

Modal Verbs:
E. Complete the sentences with the appropriate modal verb:

i. She___speak Spanish fluently.

ii. You___ bring anumbrella; it might rain.

iii. You___ exercise regularly to stay healthy.

iv. We___goto the concert if we finish our homework on time.
v. Students____ wear the school uniform.

vi. You____attend the meeting if you want to.

vii. Students____finish their assignments before the deadline.
viii. You __borrow my book if you promise to return it.




98

uapply e 03 aw 3udallp ‘dew papod e Inq 4aydid aJaLW  Jou sem adessall 3yl - Aueydida ue
paJaBBi] uolIe|aAal SIY | "SIUSAS |B1152]30 0] papuodsallod sjoquids ayl 3liym ‘yuel uo julod
Jyioads e wWolj 3qISA suolIe||2Isund pajuasasdal ‘pazijeal | ‘siaquinu ay| “ejep dijoeyd
KBuiwaas ay) wouy adiswsa 03 uedaq uiayied e ‘Aimo)s “sasiiealy jeojydosoyyd pue ‘sueyd
1es1wouosyse ‘saBendue) Jualdue Padualaal-ss0.d A|SNOINDIISW | SB SH@am 03Ul palin)q sheg
sBulueaw Jenyuaiod pue sjajjeled Buiyaas ‘S1xa) |BILIOISIY SINIS0 OJUL PAAIEP Y2Jeasal Aw
*2AISNS pauUleWwal UoL2auuod J1ayy Ing ‘@duedyiudis anbiun e pjoy o] pateadde juawa)a yoe3
*sjoqwiAs pue siaquinu wopues A)Sulwaas Jo aduanbas e pajeasas ‘woya Supjersuled yim
pasaydidap ‘aBessall ay) *12423s J1jeWEIUS UR pUe UCIIEZI|IALD 150)-8U0) € JO S31e] pasadsiym
‘12318au pue awyy jo siake) Japun 31qisia Ajaseq ‘yduds pape) s3| o184 ay3 uodn pajquinis
' | asaym ‘fuelql) ua1108.104 € Jo saAwydse L3snp ayy ut uedaq Aauunol Ay aw ulyam Ajisound

JuaAI2) B pajwuBl ‘)j04os Juaoue ue uodn pamesds ‘adessaw 213dAiD e jo AisA0dsip Ayl

uoIIN|0SaY pue A1aA03siq Jo AI0IS Y :pUBH U33suf ayL

‘A10]5 JuaIayod aalsuayaldwod e
ayew 0} $aJuauas Y] aBuelseay ‘(uonn|osal Jo ‘Ymoas ‘asuadsns Aua3sAw jo asuase "5°a)
aWodIN0 pue auo) Jejnaued e piemo) p)ing pue ajoym juaiayod B ajeald o] Jayjoue auo
uo pjing Aay3 3ey3 0s SJUaA3 aduanbas 03 (Bulpn)ouod ‘uoisayod Bulleald pue suollisues) suisn
1 Suidojaaap ‘21do) e Buianposut) sanbiuyda) jo AJaLea e as() “Au03s uaALS ayl peay 1 A3ARDY

Aess3 aanesedwor -

Jainng
a]geuteIsns e 0] UOLIISURI) pue $1234a 3say) a1e811il 03 paJinbau st uolDe JuaB.n "SPooYIaAl]
uewny pue A31sI2ALpoLq ‘swasAs0da 0] JeaJy] JUBDYLUSIS © 5350d ]| "SIUSAS JAYIEaIM ILBIIXD
pue ‘sded 221 Suyaw ‘saunjeladwal 12qo)8 Sulsu Ul Juaplaa st aBueyd ajewtd jo edwi ayy,,

:a8essed

*3aouaJlayod pue fjue)d Sulurejulew uo sndo4 "Yisua) |eulsiLIo ayl Jo £/ Inoge uL
sjutod Aay ay) Butzuewwns ‘s1ald e a1um pue aSueyd ajew)d Jnoqe aBessed uaals ay) peay

SupM s1ald 'Y

SIIYS BULILIM*G

Jalyoea] ayl Aq uasoyd aalyejuasaidas dnosd
ayy Aq uolypjuasaid Ag pamo)jo) sdnols up ssNISIA j1X3) UOSS3a) Ayl Ul pauojuaw se ‘Bunjew
-uojsidap 12a.1100ul 03 pea) ydiw suopdwnsse aJaym soLeuads Jo sajdwexa Ajuapt nok ue) *y

S||I3S UOLILDIUNWWOY) el ‘§



1]

N, A B
— d —a - o
= = — d
M R R
:1519319] JUSIS YIM SpIoMm Byl aJlMm I
15191397 JUS|IS
*(jooyos Joj @3e) aq) — ‘(snq ayissiw) T nok § A
*(asnoy ayy Jajua jJou) — ‘(shay JnoA 38810)) T noA J| ‘AL
"(daa)siano) — ‘(uueje ue 3asjou) T Ay | "
"(Buneaw ayl Joy 31e) aq) — ‘uresd ayl ssiw Asyl ji U
"(apeJB pooB e 398) — ‘pJey salpms ays j|

:s3dwoud ayj uo paseq sasuajuas |euoljipuod 3say ajeas) ‘H
*synoAn) ayy (ssed) — ays i weay ay (utol) T ays "uA

"(uewMOUS B pING) — am ‘(Mous) T 11l (A
*(awo3) 7 noA ssajun (08 Jou) T am A
*(sopesd pood 3a8) — ays ‘(Apmis) — ausy M
‘uoljedea e 5338 ays Ji (12Aen]) T ays

"wexa ayy ssed M nok ‘(Apms) nok 4| ‘i
“§lem e Jo) 08 juom am ‘(ulel) b {00 !

{Jeuol3ipuod 351y ayj ul qaA ayj JO UL 1291100 3y Y3m syue|q ay3 ut jitd
"YeISiW e ajew noA j1 adnou J)m ApoqoN
jaueyd ay3 ssiw noA ji1 op nok Jm Jeym
19133) 1BY] ysiuy 11 ‘swiy ey | 4|
sajdwex3
*|ead si uolleniis ayl pue ainjny Jo juasaid ayl st swl Iyl ‘saduIuIs
Jeuonipuod | adAy uj "sBujuiem aAIS 03 S3JUBIUSS YONS IsSN USIJO I "suolIeniis Jejndiyied
INOGE pue ‘pPlIoMm Jead U3 INOJE SIUSWIIE]S 3YeW 03 pasn aJe Aay) pue ‘s1oej Uo paseq aJe
$3JUaUas asay ) “Jnsat a)qeqo.d st pue uollipuod 3jqissod e 03 s1aja4 jeuolllpuod | adky ayl

*aJnyny 2)dwis ayj st asne|d ulew syl
Ul 3sua) ay) pue “‘Juasatd aydwis 3yl s1 ASNB)D L JL, B4 UL Isua] Y] ‘32uIU3s jeuollipuod | adhy e )
1$30Ud3USS |eUOIIPUOD ISIId D

Ajea aaea)ojuoissiwiad ayey ™ ays A

‘awnuopsfosdayjysiuyoyage™  aH Al

Wlomue njaneagaleasn—  iBuljuied Jojjuajey eseyays Ut

Jajejutes™  jisAesisedalo)ayjeamayl U

yBuoy Apnys IMOLIOWo) Jsayeseyays |

s uoissiwdad/Ajliqe/A311qissod /uotjeBlqosAissadau

ssa.1dxa 03 qJaA |epolu e Buisn SaJuajuas LM 4

-




location. Armed with this newfound knowledge, | embarked on a thrilling adventure.
Following the celestial clues, | traversed desolate landscapes and treacherous terrains,
driven by an insatiable thirst for discovery. Each step deepened the mystery, leading me to
believe that the destination held a profound truth, one that could rewrite the narrative of
our history. Finally, after weeks of relentless pursuit, | reached the designated location - a
hidden chamber deep within a forgotten temple. Inside, | discovered an intricate device,
powered by a celestial alignment the message had predicted. As the sun reached a specific
point in the sky, activating the mechanism, a hidden passage revealed itself. The passage led
to a concealed library, overflowing with knowledge from the lost civilization. The scrolls and
tablets within unveiled the civilization's remarkable achievements, their profound
understanding of the universe, and their wisdom in preserving this knowledge for future
generations. This discovery, a testament to their ingenuity and foresight, inspired awe and
humbled me with the realization of our own potential. This journey, initiated by a cryptic
message, transformed me. It awakened a profound sense of wonder and instilled in me an
unshakeable belief in the power of knowledge. The unseen hand that guided me through this
journey, hidden in the message itself, revealed a truth far greater than any individual. The
lost civilization's legacy, preserved within the hidden chamber, serves as a beacon, reminding
us of the boundless potential that lies within the depths of our collective human spirit.

Choose two novels from your English Textbook's suggested readings and create a
comparative essay exploring their themes, characters, and writing styles. Use a mind
map or graphic organizer to outline your ideas before writing the essay. Highlight both
similarities and differences.

C. Letter Writing of Complaint

Imagine you purchased a faulty electronic device. Write a formal letter of complaint to the
manufacturer, detailing the issues you've encountered and expressing your dissatisfaction.
Provide specific details and suggest a resolution following the prescribed letter format.

Teacher's Point

Guide students to produce legible work that shows the correct spelling of the conventions of
punctuation and capitalization. Also help them recall and practice construction of sentence patterns

and structures learned in earlier classes.

F = == P— =
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Letter Writing Format

In general, everyone needs to be aware of the format of letter writing, more so candidates
appearing for examinations. A letter is composed of different elements that change depending
upon its nature. The format for both the types of letters is given below.

Letter writing format of Formal Letter :
Aformal letter must adhere to the prescribed format. The letter writing format of a formal letter
is as mentioned below:

Sender's | « One of the most essential components, also known as the return address.

address | o s the mailing address of the sender.

« The address and contact details of the person sending the letter are
written here.

Date « Immediately after the sender’s address comes the date on which the

letter is written.
+ Candidates, while writing the letter in the exam, can follow any of the
formats to write the dates: DD/MM/YY OR MM/DD/YY.

Receiver's | « The corresponding address, i.e. the address of the recipient of the mail is

address written here.

« Candidates must start with the receivers’ designation followed by the
name of the organization and then the full address.

Subject « This highlights the aim of writing the letter. The subject of the formal
letter should be very brief (6 to 8 words) and must be preceded by the
word ‘Subject’.

« The receiver, through the subject, understands the purpose of the letter
at a glance.

Salutation | « This is a customary greeting to the recipient of the letter.

« |f the name of the recipient is known, the salutation starts with 'Dear’
followed by Mr/Mrs/Miss, etc.

« |f the person is unknown or even the gender is not known the recipient
can be addressed as Dear Sir/Dear Madam.

Body of « The most important element of any letter. It furnishes the reason behind

the letter writing the letter.

« For formal letters, candidates should use short, clear, logical paragraphs
to state the subject matter.

+ The body of the letter is generally divided into 3 paragraphs:
a) Introduction that states the main point.
b) Middle part: Supporting points and details to justify the need and
importance of letter writing.
c) Conclusion: Request for some action or what is expected.

Complime | « This is to end the letter with respect in a polite manner such as Yours

ntary faithfully’, 'Yours sincerely’, etc.

closure

'—_-___-'—_—_-—___—__-______
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Signature line: sender’s = This is the last part where the sender of the letter signs off
name, signature and with his first or last name.

designation « The signature line may also include a second line for the
title or designation of the sender.

Candidates writing formal letters in the exam must remember the following pointers.
« Use of colloquial words, short forms, slang language and abbreviations are restricted.
* The letter must be to the point, precise and clearly indicating the message.
+ The subject line is very important in formal letters.

1. Letter of Complaint

A complaint letter is written with the aim and hope of finding a suitable solution for a problem
that has not been resolved. There are various problems faced by people. Making complaints to

bring these problems to the attention of the higher authorities is the only way to resolve the
problems.

Making complaints against someone is never easy, and doing it in writing is far more challenging

because everything would be recorded. In light of this, extreme caution should be used while
writing a complaint letter.

When you are displeased with a service or have an issue that needs to be resolved, you should
write a complaint letter to the relevant authorities. Make sure to compose the letter in a
professional manner. A formal letter is formatted similarly to a complaint letter. The sender’s
address, the date, the recipient’s address, the topic, the greeting, the body of the letter, the
complimentary ending, your signature, and your name in block letters can all be included in a
complaint letter.

The usual format is as follows:

Sender's address ' T B

DD/MM/YY
Receiver's address

Subject: |
| Sir/Ma'am, (Salutation)

Body of the Letter explaining the reason for your letter and the complaint. '
State the issue and its causes ‘
|

State the problems arising from the issue

Give some suggestion/recommendations

Thanking‘yuu

Yours faithfully, (Complimentary Closing)

Signature ‘

| NAME in block letters
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HEADING 1: Address of the

applicant, can be written on right or
left hand corner. Either no
punctuation or the given format
should be used. Use formal format of
date. Don't use 12-10-13

HEADING 2: Address of the person L
you are writing to. Should be written
in a box form. Designation + Name of
the Office + city. Notice the

| punctuation marks.

Subject: Write the subject dearly
and underfine it 50 it becomes

highlighted.

Salutation: It should be according to
the rank and the writer's relation 1o
him. Use Sir/Madam or Dear
Sir/Madam, or Respected Sir/Madam
with a comma at the end.

Body: Body of the application/letter
can be written in several paragraphs
depending on the subject. It can be
indented, starting after a small space
of three or four letters or in a BLOCK
STYLE, starting from the margin.
There has to be one-line space
between two paragraphs. important
points can be written in a bulleted
form.

Ending: "Yours™ WILLNOT have a
comma.. Your's is WRONG.
Different ending salutations can
be used according to the
designation and the relation. Most
commonky useu are - Tours truly™
and “Yours sincerely”™. Put a
comma after it

\/

Examination Hall,
City, ABC,
17% January, 2016.

The Chairman,
Union Council-23,
ABC.

ubject: Defective Drainage System.

ir,
I would like to bring into your notice the extremely
bad condition of the drainage system of my locality.
Here are some facts for your consideration:
e The underground drains along the smaller roads
or street get chocked every second or third
month with dirty water overflowing from the
manholes.
The rainwater is not properly drained out with
the result that roads and streets get broken. The
flooded roads become a great problem for traffic.
The clothes of passersby get soiled and their
movement becomes nisky.

It 1s suggested that the present drainage system be

cleaned thoroughly and repaired completely. New
drains should be dug where necessary.

I hope you will try to solve this grave problem at
your earliest.

Waiting for a favourable response.

. Yours sincerely,

XYZ
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