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Objectives : 

� 
At the end of this lesson you will be able to : 

 5 explain the classification of Letters. 

 5 identify the parts of a Letter. 

 5 find out the rules of letter writing. 

 5 develop the skill of writing business letters. 

 5 gain experience of writing job-application. 

AvÍxq ¯̂Rb I eÜz-evÜ‡ei m‡½ †hvMv‡hvM i¶v, wewfbœ ’̄vb I †`‡ki msev` Av`vb-cÖ`vb, e¨emv msµvšÍ 
KvR-Kg© cwiPvjbv cÖf…wZ Avgv‡`i‡K wPwVc‡Îi gva¨‡g m¤úbœ Ki‡Z nq| myZivs wbf©yj I my›`ifv‡e 
wPwVcÎ †jLvi Af¨vm Kiv GKvšÍ cÖ‡qvRb|  

Letter may be divided into the following classes : 

[ wPwV¸wj‡K wbæwjwLZ †kªYx‡Z wef³ Kiv hvq| ] 
(a) Private letters and telegrams [e¨w³MZ wPwV I †UwjMÖvg| 
(b) Social letters. [mvgvwRK Abyôv‡bi wPwV ] 
(c) Business letters.  e¨emv msµvšÍ wPwV| 
(d) Official & Demi-official letters.  [miKvix I †emiKvix Awdm msµvšÍ wPwV Ges miKvix 

wel‡q †emiKvixfv‡e wjwLZ wPwV ] 
(e) Letters in response to the advertisements. [weÁvc‡bi wPwV ] 
(f) Letters in response to the advertisements. [msev`c‡Îi m¤úv`‡Ki Kv‡Q wPwV ] 
(g) Circular letter or Notice & Draft. [ wb‡ ©̀wkKv ev weÁwß ] 
 

Parts of Letter (wPwVi wewfbœ Ask) 

Formal Letter †Kvb D‡Ï‡k¨ e¨eüZ n‡e Zvi Dci wbf©i K‡i Gi g‡a¨ †Kvb †Kvb Ask _vK‡Z n‡e 
Zv wba©viY Ki‡Z nq| ZeyI me ai‡bi Formal Letter Gi Rb¨ GKwU mvaviY web¨vm _v‡K| GKwU 
Formal Letter-Gi cÖavb Ask QqwU- Heading, Salutation, Subject, Body of the Letter, 

Subscription and Signature.  

Ab¨w`‡K, Informal Letter-G Subject e¨ZxZ Ab¨ Ask¸‡jv _v‡K Ges AwZwi³ 
Superscription Ask _v‡K|  
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G Ask¸‡jv‡K wb‡æv³fv‡e mvRv‡bv hvq t 
  1. Heading 

2. Salutation 

3. Subject 

4. Body of the Letter 

  5. Subscription 

  6. Signature 

From 
.......................... 
.......................... 
..........................

To 
.......................... 
.......................... 
..........................

Stamp

  
 
1. The Heading (wk‡ivbvg) t G As‡k cÎ †jL‡Ki c~Y© wVKvbv I ZvwiL, wPwVi G‡Kev‡i Wvb w`‡K 
Dcwifv‡M wjL‡Z nq| 
2. Salutation (m¤¢vlY ev m‡¤̂vab) t GB As‡k hvi Kv‡Q cÎ †jLv n‡”Q Zv‡K m‡¤̂vab K‡i †jLv 
nq| GwU c‡Îi evg w`‡K Heading hZLvwb Dc‡i _v‡K Zv n‡Z GKUz wb‡P GK jvB‡b wjL‡Z nq| Gi 
cÖ_g A¶i Ges wZb kãwewkó n‡j Z…Zxq k‡ãi cÖ_g A¶i Capital Letter n‡e Ges me©‡k‡l GKwU 
Comma (,) em‡e| cÎ‡jLK I cÖvc‡Ki m¤ú‡K©i wewfbœZv †nZz Salutation I wewfbœ iƒc n‡q _v‡K|  
(i) AvÍxq-¯̂R‡bi wbKU- My dear Father, My dear Mother, My dear Brother.  
(ii) Nwbô, eÜz-evÜ‡ei wbKU- My dear Karim, My dear Mr. Chowdhury BZ¨vw`| 
(iii) mvgvb¨ e¨w³i wbKU- Dear Mr. Karim, Dear Haque, Dear Rina BZ¨vw`|  
(vi) AcwiwPZ e¨w³i wbKU- Sir, Madam  BZ¨vw`| 
(v) †Kvb e¨emvq cÖwZôvb ev e¨emvqxi wbKU- Sir, Dear Sir, Gentlemen, Dear Sirs BZ¨vw`|  
(vi) †Kvb miKvwi Kg©Pvixiv wbKU- Sir, Dear Sir, Gentlemen, Dear Sirs BZ¨vw`|  

3. (wPwVi g~j welq) t c‡Îi G As‡k ms‡¶‡c (m¤¢e n‡j 1 jvB‡b) wPwVi g~j e³e¨ ev †h cÖm‡½ †jLv 
n‡q‡Q Zv D‡jøL Ki‡Z nq| GwU m¤¢vlY As‡ki wb‡P eivei gvwR©‡b wjL‡Z nq| Z‡e A‡b‡K GKUz Wv‡b 
mwi‡q wj‡L _v‡Kb|  

4.  The Body of the Letter (wPwVi g~j Ask) t wPwVi GB As‡k †jL‡Ki e³e¨ welq _v‡K| 
Kv‡RB GB Ask me‡P‡q cÖ‡qvRbxq| GK ev GKvwaK w`K (points) Abymv‡i e³e¨ welq GK ev GKvwaK 
Paragraph-G wjL‡Z nq| m¤¢vl‡Yi GKUz wb‡P Wvbw`‡K mwi‡q Capital Letter e¨envi K‡i GB 
As‡ki cÖ_g jvBbwU Avi¤¢ Ki‡Z nq|  

5. The Subscription (f ª̀R‡bvwPZ we`vq MÖnY) t g~j wPwV †kl n‡j e³‡e¨i †kl jvB‡bi wVK 
wb‡P Wvbw`‡K †jL‡Ki ` Í̄L‡Zi wVK Dc‡i Avjv`v jvB‡b GwU wjL‡Z nq| Gi †k‡l GKwU Comma 
emv‡Z n‡e| cÎ †jLK I cÖvc‡Ki ga¨Kvi m¤̂‡Üi wewfbœZv Abymv‡i Subscription wewfbœ cÖKvi n‡Z 
cv‡it 

(i) AvËxq-¯̂Rb I eÜz-evÜ‡ei wbKU- Your affectionate or loving (father, mother, son, 

daughter, friend etc.)  

(ii) Nwbô eÜz-evÜ‡ei wbKU- Your sincerely or sincerely yours, Ever yours or yours 

ever BZ¨vw`| 
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(iii) AcwiwPZ ev mvgvb¨ cwiwPZ e¨w³‡`i wbKU- Yours truly or Truly yours. Yours 

faithfully or Faithfully yours BZ¨vw`| 

(iv) `iLv¯—, Av‡e`b cÎ BZ¨vw`‡Z- Yours obediently, Yours faithfully.  

(v) wk¶‡Ki wbKU- I remain, 

  Sir, 

  Your most obedient pupil.  

6. The Signature of the Writer (cÎ †jL‡Ki ` Í̄LZ ev ¯̂v¶i) t Subscription-Gi wb‡P 
GKUz Wvbw`‡K †jL‡Ki Signature ev `¯—LZ Ki‡Z n‡e| AvZœxq-¯̂Rb I Nwbô eÜz-evÜe‡`i wbKU 
cÎ †jL‡Ki WvK bvg, ev Nick-name e¨envi Kiv DwPZ| Ab¨‡¶‡Î m¤ú~Y© bvg wjL‡Z n‡e| AvaywbK 
ixwZ‡Z Personal Letter-G signature-Gi ci mvaviYZ Full-stop †`Iqv nq| wKšÍz Formal I 
Official Letters-G GLb cÖvqB Full stop †`Iqv nq|  

7. Superscription (cÖvc‡Ki wVKvbv) t GB As‡k cÖvc‡Ki m¤ú~Y© bvg, Dcvwa Ges wVKvbv wjL‡Z 
nq| gymjgvb‡`i bv‡gi c~‡e© Moulvi, Janab Ges wn› ỳ‡`i bv‡gi c~‡e© Babu, Sri, Srijukta ev 
Ae ’̄v‡f‡` Dfq‡K Mr. wjL‡Z nq wKsev G mgy`‡qi cwie‡Z© bv‡gi †k‡l Esqr. †jLv hvq wKš—z Av‡M 
Ges c‡i GB ỳB cÖKvi m¤§vbRbK kã GKm‡½ e¨envi Kiv P‡j bv A_©vr Av‡M Moulvi ev Mr. Ges 
c‡i Esq. T; Moulvi Tofazzal Ali, M. A. ; L.L.B; Prof Badaruddin Omar, M.A. BZ¨vw`| 

GKvwaK eskbvg ev c`wei (Personal name or surname)-Gi mgwó‡Z MwVZ †Kvb Business 

Firm--Gi bv‡gi c~‡e© Messrs e¨eüZ Kiv nq| †hgb- Messrs Khan, Chowdhury and Co. 

Firm-Gi bvg ˆbe©¨w³K (impersonal) n‡j Messrs em‡e bv| †hgb- Blue Printers Ltd.  

Note : wPwVi KvM‡Ri evg w`‡K AšÍZ GK BwÂ cwigvY Margin _vKv cÖ‡qvRb|  

1. Write a letter to your friend congratulating him on his success in the 

Final Examination. 

  10, Dakshin Khan, 

  Uttara, 

  20 Sep. 2006. 

 My dear Saju, 

 I have just heard of your result of the Final Examination. I convey my 

heartiest congratulations on your brilliant success. To secure A+ in five 

subjects is not a matter of joke. All your friends and relatives must be proud 

that you have won such distinction. We are specially happy that you 

performed so well, even though, you had fallen ill just before the 

examination. 

 I am sure, this result will encourage you to do better in your higher studies. 

If you come out successfully of the admission, I hope, you will choose either 

Science or Engineering course. If it is Computer Science, you should prefer 

BUET. 

 I think, you are being flooded with letters from your friends and relatives. I 

wish you a still more glorious future. 

  Yours ever, 

  Arif 
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2. Write a letter to a friend inviting him to spend the summer vacation 

with you. 

  Rajshahi 

 My dear Tareq, 1.2.07 

 Many thanks for your sweet letter. 

 I came to know that your college will be closed for the summer vacation from 
the 20th May. I would like to give you a proposal for spending the vacation 
with us at Rajshahi. After a long confinement in the city you will feel happy 
in the country-side. The rural environment will refresh your mind and 
restore your energy. The Padma and the mango grove are special 
attractions. Besides, my parents will be very glad to have you with us. 
Please do come. 

  Your loving friend, 

  Ahmad 

3. Write a letter to your friend inviting him to join the birthday party. 
  Dhaka 
 My dear Arif, 1st January, 2007 

 You will be glad to learn that my fourteenth birthday comes off on the 10th 
instant. All our near and dear ones are expected to join the celebration. 
Mother asks me to invite you to come and dine with us that evening. There 
will be a lot of fun and merry-making on that day. 

 So be sure to come. With love to you. 

  Your loving friend 

  Anis 

4. Write a letter to your father inquiring about his health. 
  Satkhira 
  The 10th July, 2006 
 My dear Father, 

 It is a long time since I received your letter. So we are very anxious at home. 

 When you left home for your place of work, you were a bit unwell. How are 
you at present? We are waiting for your letter. Hope, you will kindly let us 
know the present condition of your health. 

 We request you to come home in the next month. I shall be glad to have you 
in our midst. 

 Hope, this will find you hale and hearty. 
  Yours lovingly, 
  Awal. 

5. Write a letter to your friend for the loan of a book. 
  Pabna 
  August 5, 2006 

 My dear Asad, 

 I am sorry to write to you that I lost my book of Grammar, Translation and 
Composition, last week. I have learnt that you have two copies of the same 
book. So I am requesting you to lend me a copy of yours for a fortnight. I 
shall receive money from my elder brother within fifteen days. Then I shall 
buy a new copy and return your one without fail. Hope, you will not mind.  

 Thanking you, Yours ever, 
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  Anis 

6. Write a letter to your friend about a visit to a place of interest. 

  Dhaka 

  July 18, 2006 

 My dear Mazid, 

 You will be surprised to hear that during the last short holiday, I along with 
some friends went to the Dhakeswari Cotton Mills at Narayanganj by train. 
It was a wonderful new experience to me to see hundreds of people working 
there. It was really interesting to me to find raw cotton being made into fine 
thread and then into the fine cloth. It would have been more interesting if 
you were with us. 

  Yours sincerely 

  Khaled. 

 

7. Write a letter to your friend inviting him to the marriage ceremoney of 

your sister. 

  Muktagacha, Mymensingh 

  Dated : 20.07. 06 

 My dear Abul, 

 You will be glad to know that my elder sister's marriage ceremony will be 

held on the 30th March at our village home.The bridal party will reach here 

at 12-30 p.m. All of our relatives and friends will attend the ceremony and 

join the party. You will also come to our house on that day earlier and if you 

join us I shall be very much glad and so my parents. 

 With best love to you. 

  Yours ever, 

  Kamrul. 

 

8. Write a letter to your friend invinting him/her to join the picnic. 

  Dhanmondi, Dhaka 

  Dated : 16.01.06 

 My dear X, 

 You will be glad to know that we have arranged a picnic which is going to 

take place on the 31st of this month. The place we have chosen that Kotbari 

Comilla is undoubtedly a very beautiful and renowned historical place. We 

also have hired a 40 seated luxurious coach which will carry us there. 

 You are also cordially invited to join us to attend the picnic. I request you to 

come to our house on that day at 7.30 a.m. Really we shall be very glad to 

have you in our midst. 

  Sincerely yours. 

  Y. 
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BUSINESS LETTERS 

9. Write a letter to a book selling firm for catalogue of library books.  

  Comilla Zilla School 

  The 15th January, 2006 

 To 

 The Manager, 

 ........................ 

 ........................ 

 Dear Sir, 

 May I request you to be so good as to send me per book post a catalogue of 

your library books at your earliest convenience.  

  Yours faithfully. 

 Dated : Comilla Sk. Abdur Rahaman 

 the 15th January............. BBS 1st year 

10. Write a letter to the manager of a publication requesting him to send 

you some books. 

 

 To St. Paul High School, Satkhira 

 The Manager The 1st February, 2007 

 ........................ 

 ........................ 

 

 Dear Sir, 

 I shall be highly obliged if you kindly send me the following books per 

V.P.P. at your earliest convenience.  

 List of books : 

 1.  

 2.  

 3.  

  Yours faithfully. 

  Shafiqul Bari 

  BBS 1st year 

 

11. Write a letter to a sports goods selling firm ordering some sports 

goods. 

  

 To Chandana High School, Gazipur 

 The Manager, Dated : 10.01.06 
 Shialkote Sports 
 1 no. stadium market, 
 Dhaka-1000 
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 Dear Sir, 

 I shall be much obliged and glad if you kindly send me the following sports 

goods per railway parcel at your earliest convenience. 
 

 List of goods :  

  1. Two footballs 

  2. Two football pumpers. 

  3. One pair of gloves. 

  4. Two cricket bats 

  5. Three stumps  
 

 Thanking you. 

  Yours faithfully, 

  Azmol Hossain 

  Chandana, Gazipur. 

12. Write an application to the Circulation Manager for subscribing 

newspaper. 

 To 

 The Circulation Manager, 

 The Daily Janakantha, 

 Dhaka. 

 Subject : Prayer for enlisting as yearly subscriber. 

 Dear Sir, 

 I, the undersigned, wish to be a yearly subscriber of your esteemed "Daily 

Janakantha" with effect from the 1st May 2007. I am also remitting here 

with Tk. 2000 (Two thousand) only by M. O. for its subscription. 

 I shall be highly obliged if you kindly enlist me as a yearly subscriber. 

  Faithfully yours, 

 Dated : Goripur Atiqur Rahman 

 25th April......... Goripur, Comilla. 

13. Write a letter to a book-seller at Dhaka to send per V.P.P. some books 

which are not available at the local market. 

 To 

 The Manager 

 ..................... Library, Dhaka  

 Dear Sir, 

 I shall be highly obliged if you kindly send me per V.P.P. at your earliest 

convenience the following books which are not available in the local 

market. 

  Yours faithfully, 

  Abul Mazid, 

 List of books : Bagerhat College, Bagerhat. 
 1.  ................ 
 2.  ................ 
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 3. ................ 

14. Write a letter to the publisher for cancelling an order. 
 
 To Azad store 
 M/s. Mullick Brothers & Co. Dakhin Khan 
 Banglabazar, Dhaka-1000. The 18th April, 2006 

 

 Dear Sir, 

 I beg to draw your attention to my order dated 12-2-06 and to say that this 

delay on your part in executing the same has caused me great 

inconvenience and some loss too. 

 Will you be so good as to let me know if the goods ordered have already 

been despatched.  If they do not reach me within three days, you are 

requested to cancel my order. 

  Yours faithfully, 

  T. Chowdhury 

  Manager, Azad Store. 

15. Write a letter complaining about a damaged and a defective books.  

  Azad store, Dhaka 

  The 26th May, 2006 

 To 

 The Manager, 

 Globe Library, 

 18 Bangla Bazar 

 Dhaka. 

 

 Dear Sir, 

 I regret very much to inform you that of the books sent by you in execution 

of my order dated March 20, 2006. T. Chowdhury's  Biology is in a 

damaged condition and Nazrul's Grammar is wanting in 20 pages (pp. 100-

110). These are, therefore, returned to you in a registered cover. 

 May, I request you to replace them at your earliest convenience. 

  Yours faithfully, 

  T. Ahmed.  

 

16. Write a letter to the Manager / Branch Manager of a Bank for a Bank 

draft. 

  Ashkona 

  Dhaka-1230. 

 To 

 The Branch Manager, 

 Janata Bank 

 Dakshin Khan. 
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 Dear Sir, 

 I shall be highly obliged if you supply me with a Bank draft of Tk. 2000/- 

(Taka two thousand only) in favour of Globe Library. 

 Please debit the amount to my currect account. 

 Thanking you, 

  Yours faithfully 

  T.Chowdhury 
 

17. Write an application to the authorities concerned for the post of a 

clerk. 

 15 December, 2006 

 The Manager 

 Lecture Guide House 

 38 Banglabazar, Dhaka. 

 Subject : An application for the post of a clerk. 

 Sir, 

 In response to your advertisement in the "Daily Juguntar" on 12th 

December, 2006, I have come to know that a clerk is going to be appointed 

in your office. I beg to apply for the post. My necessary particulars have 

been given below for your kind consideration. 

 Name : Md. Nazrul Islam. 

 Father's Name : Md. Insan Ali 

 Present Address : Vill- Chinishpur, P.O. Narsingdi College.  

   Dist. Narsingdi 

 Permanent Address:  Vill-Chinishpur, P.O. Narsingdi College,  

   Dist. Narsingdi  

 Educational qualifications :  

   (i) 1997, Dhaka Board; SSC (Second Division) 

   (ii)  1999, Dhaka Board; HSC Second division. 

 Nationality : Bangladeshi 

 Religion : Islam 

 Date of Birth : 4th July, 1981 

 Experience  : Working at Sure Success Publication, Dhaka since 

2000. 

 May, I therefore, pray and hope that you would be kind enough to consider 

my case and appoint me in the post prayed for and oblige thereby. 
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 Yours faithfully, 

 Md. Nurul Hoque.     
 


