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[bookmark: bookmark8][bookmark: bookmark9]A. Letters of Congratulations
Remember
Congratulations mean extending best wishes. When the individuals or a group get succeeded in work, promotion in job and so on, the well-wishers extend congratulations in either forms of letters or notice.
Messages of congratulation can be both formal and informal. Formal congratulations are normally published in the newspaper. Informal congratulations are sent to the persons concerned. These, informal message of congratulations are also considered as personal letters.
[bookmark: bookmark10][bookmark: bookmark11]1. Congratulations on Birthday	|
               Panchthar-Mechi
1st July, 2011
Dear Arati,
What a pleasant surprise to know that the coming Sunday is your birthday! It will be a matter of great pleasure for me to attend your birthday party.
Please accept my best wishes on this happy occasion. I wish this birthday to be followed by many more such happy occasions in your life. It is really very kind of you to invite me to your birthday party, but, I am sorry I won t be able to join as I will be out of town on that day.
Very shortly you will receive a small gift from my side as a token of my love and affection. Wishing you the best of luck and congratulations!
With regards, Yours sincerely Jiten Rai

2. Congratulations on Birthday
Shree Antu, Illam
June 14, 2011

How delightful it is to learn that you are celebrating you are celebrating your birthday next Monday.it is very kind to you to have invited me to your birthday party,but, I regret that will not be able to join it as I will be out of the village on that day.
 I wish this birthday to be followed by many more such happy occasions in your life. My best wishes to you on this occasion. You will, very shortly,  receive a small gift from my side as a token of my love and affection..
Warm personal regards and the best congratulations!
[bookmark: bookmark14][bookmark: bookmark15]3. Congratulations on Engagement/ Marriage
Inaruwa, Sunsari
December 15, 2011
My happiness and joy knew no bounds when I came to know about your marriage. With many thanks for the invitation, please accept congratulations and best wishes on this memorable occasion in your life I certain that you two will make a happy and ideal couple. One thing you should not overlook is the fact that marriage means many compromises , adjustments. I take this opportunity to wish both of you a long and happy married life. It has been very thoughtful of you to have chosen December for wedding when the weather is going to be pleasant.
Congratulations and wish you a happy married life
With love and regards
Your sister
Sauravi
4. Congratulations on Engagement/ Marriage
Dhankuta, Patle-2 October 15,008
Dear Rekha,
the happy news of your engagement has given tremendous pleasure to all of us here. God bless you on this happy occasion. I must say that you really are very lucky to have an engineer as your life-partner. You are committing yourself to a great responsibility and I wish you all success in sailing through it please let me know when the marriage is going to be solemnized. I am eagerly looking forward to joining you on this occasion. The best congratulations for a happy turn of life. With love and best regards.
Sincerely yours' 
Susmita
[bookmark: bookmark18][bookmark: bookmark19]5. Congratulations on the Birth of a Child
London, UK
January 20, 2011
Dear Binda,
How excited I am to learn that somebody has arrived to fill the gap of loneliness in your life! My wife joins me in sending you the best wishes. I join you to welcome the new member of your family. We are truly concerned about your health. We hope everything will turn out well. We hope you have consulted a good astrologer to cast the baby's horoscope. We are sure your child will be the shining star of your family. There are occasions when We really curse us for being in a foreign strand, unable to see the dear ones. With regards and the best congratulations!
Sincerely yours'
Pam and Sue

6. Congratulations on the birth of a child
Illam, Mehalbote
March 10, 2011
Dear Kamana,
lam delighted to learn that you have now become the proud mother of an. little girl. Please accept my heartiest congratulations on this occasion. I can well imagine how thrilled you are as you always wished for a baby girl. I both the mother and the child are keeping good health. Please inform me the name giving ceremony is going to take place. I am dying to see you your baby. With regards, and congratulations!
Sincerely yours’
Manisha
[bookmark: bookmark20][bookmark: bookmark21]7. Congratulations on Success in Examination
Urlabari, Morang
Ashad 5, 2068
Dear Neha,
How excited I was to find your roll number in the newspaper and know that you have passed the SLC in distinction. Congratulations! You have kept up the tradition of being always higher in the merit list. With your excellent academic record it will not be difficult for you to get a good job soon and share JR father's responsibilities. Why don't you drop in one of these days, so that we I discuss about your future plans ? It is all the more creditable that you have achieved such a brilliant success despite your recent illness. I wish that the you have chosen offers you more satisfaction and successes in the coming days ahead. Wish you all the best!
With love,
 Hira

[bookmark: bookmark24][bookmark: bookmark25]8. Congratulations on Getting a Job
Dharan- Laxmisadak
February 25, 009
We are extremely thrilled that you have got a fantastic offer from an office in the united states. My Congratulations and good wishes are on your new assignment in a foreign company. It proves that every effort is paid sooner or later. Take it as a good beginning and discharge your duties with heart and soul. For a person of your back-ground, it is easy to ascend the peak of excellence. Bright young men like you are assets to any organization in the world. I am sure you will contribute something substantial to the healthy growth of the organization.
With good wishes,
Yours’ Sincerely
Arunima
[bookmark: bookmark28][bookmark: bookmark29] 9. Congratulations on Promotion
Necha, Solu
Feb 30, 2011
Dear Appa,
How delighted I am to know that you have become the Marketing Manager of the firm you’re working! The news of your promotion has come as a great delight to all of us here. Please accept my heartiest congratulations on your elevation to a higher post. Promotion means more accountabilities and I am sure you will be able to accomplish your tasks efficiently. As you have been given a position where you have to take decisions, your responsibilities have increased, but I am confident of your abilities to shoulder them. I am sure you will continue to climb the ladder of success. Your company has, of course, taken a very wise decision in promoting you to such a key position. Hope, tolerance and foresightedness guide you while discharging the new duties Good luck for your future successes and keep in touch.
Take care, see you soon.
Your elder brother
Sonam Tsering

 10. Congratulations on Winning a Prize/Successes/Awards etc.
Itahari, Sunsari
March 10, 2011
Dear Arya,
 How delighted I am to know that you've been awarded the scholarship for
higher studies abroad! Please accept my hearty congratulations on securing a  higher position in the merits list. I was sure that brilliant boy like you could definitely top the list. You have made your parents and friends feel proud of yours achievements. Having won this high recognition, you can now make a name in the national as well as international competitions. All your friends are extremely proud of your distinguished achievement. I wish you to add many more feathers to your cap. Once again, best wishes for your bright
With regards,
Yours’  sincerely 
11. Congratulations on Recovery from illness
Belbari, Morang
Dear Rupa,	            January 10,009
 It is a great relief to know that you have at last recovered from your prolonged illness and have started walking again. Accept my heartiest congratulations on your recovery from the severe illness. I understand your illness had made everybody panicky. Now that you are better, everybody can take a sigh of relief. I am sure you will be up and about within a few days. Please be sure to take some good tonic in consultation with your doctor. As soon as I get some time, I will come to your place to see you.
Wishing you all the best to the days ahead.
With love and regards,
Sincerely Yours’ Sangita
12. Congratulations on Success in Elections
Baluwatar, Kathmandu
October 25, 2011

Dear Hariram,
Your victory with a large majority in the university election has filled me with great joy. Accept my heartiest congratulations on your magnificent and glorious success. Now you will be able to put things on the right track a great deal with your extra-ordinary qualities of leadership and administration. I am sure you won't forget the electorate which has sent you to the Assembly of University, and hope that you will make a difference in the current political scenario. With the gift of the gab you are blessed with, I am sure you will open the eyes of many others to the real problems of the people and the concerned group. Your dedication has made your victory in the election more realistic. I hope you are able to shine more because of your brilliance.
Best of luck in your political career.
Yours’ sincerely 
Mahesh





12. 

13. [bookmark: bookmark38][bookmark: bookmark39]Congratulations to an Author on His Work
Hetauda, Makawanpur
May 20, 2011
DearAngeela,
I am delighted to learn that you have been nominated for Paropakar Puraskar 2011 for your famous book The Widow's Life’. My wife joins me to congratulate you on this great recognition and achievement. I feel proud of being associated with a great writer like you. Hope you win more and more awards and gain recognition in the years to come.
Sincerely, 
Ankita

14. [bookmark: bookmark42][bookmark: bookmark43]Congratulations on Getting an Academic Degree
Charpane-4, Jhapa
September 10,2011
 
Dear Madhav,
How excited I am to know that the Tribhuvan University has conferred upon you a 'Doctor in Philosophy' degree in 'The Post Modernism In Nepali Literature'. Please accept my congratulations on this great achievement My wife and son also join me to congratulate you. In fact, I never had any doubt about your getting the degree. Hope you keep on winning more and more fame in this field. Congratulations on this great achievement.
Best wishes
Sincerely,
Sukrit

[bookmark: bookmark44][bookmark: bookmark45]15. Congratulations to an Artist / Actor / Singer on Winning an Acclamation
Surkhet Road, Nepalgunj
April 25,2011

Dear Dhurmu,
It is really exciting to learn that you, have been selected for the President's award for the best acting in 2010 ! Please accept my heartiest congratulations on this happy occasion. In your case this award, in fact, was long overdue. Anyway better late than never, your fans and well-wishers must be feeling extremely proud of you.
Wishing you all success and fame in the years to come.
With regards, Yours’ 
Magne Budha
[bookmark: bookmark48][bookmark: bookmark49]16. Letter of Congratulation for Being Succeeded in Examination
Itahari, Bagaicha Tole
 January 5,2009
 Dear Mamata,
Please, include my warmest congratulation to the many others you have received, on your great success in the SLC examination. Your grand success and achievement have delighted me beyond measure. I knew that your achievement in SLC examination would be very nice, but it was a pleasant surprise to know that you stood first in Board. It makes me swell with pride. It’s really a grand and great achievement. I came to know this, from Nepal television, this morning in the national news.
Mamata, my best wishes are always there for your higher studies. I am in hope that you will conquer still higher peaks in your higher studies. I wish,  I would present there to shake by the hands and to hug you by the body and congratulate you on this happy occasion.
Wish you all the best for the days ahead.
Truly yours’
Raksha

[bookmark: bookmark52][bookmark: bookmark53]17. Letter of Congratulations on Your Cousin Birthday	
Florida, America
19 September, 2019
Lovingly Neha,	
Birthday comes once a year but the real and actual day of our birth never I comes ahead. I wish I would be there with you and my brother and sister-in- law. I feel I am so unfortunate that I am very far from you now. If I were there,  I would hold you up high and congratulate you saying ’’Happy Birthday to you,  happy birthday to Neha, ”on that very auspicious day, that once comes in a I year. Now the only option left to me is to send you my warmest! congratulations, love and best wishes for this day.	
You are there in Kathmandu far away from America, beyond your thinking you know you are always with me and in my thoughts. Your birthday is re a very great occasion for me and so I remember you with much love affection. I have sent you a nice birthday gift and guess what it would be. Once again, a very happy birthday and many happy returns of the day.
Your uncle
Binod

18. Thanks for Wedding Presents
Morang, kerabari
January 5, 2009


Dear Sadhana,
thanks for your unique present on my wedding. As I opened I knew it would be from you only. The gift you sent was lovely and a utility item, and I really liked it a really chosen item. Thanks a lot for your wonderful gift I hope you will be able to visit us soon and see how well the gift presented by you looks on Thanks for your nice gesture.
With regards,
Sincerely yours’
kalpana



19. [bookmark: bookmark56][bookmark: bookmark57]Thanks for Birthday Gifts
Kathmandu, Anamnagar
                     January 5,2009
Dear Sister,
It has been really nice of you to have sent a precious gift on my son's birthday. My husband joins me in thanking you for the lovely gift you presented to Arya on his birthday. The little baby simply adores the cute little doll. If he could write he would have told you that you were the best auntie in the world. You have definitely made a perfect choice of the toys as they are not only playthings but also good mental exercise for our child. I wish I could find words to express my thanks! I am sure he will be quite grown up when you come to Nepal next year.
With best wishes,
Your sister
januka

20. [bookmark: bookmark58][bookmark: bookmark59]Thanks for Congratulations on Marriage-1
Dhankuta, hile bazar
Mangshir 26, 2067
Dear Srijana,
Thank you for your nice words congratulating me on my marriage. It was very  nice of you to send us your congratulations and best wishes on the very With your blessings and wishes, we look forward to many prosperous peaceful years together. Your high opinion about my husband speaks for the kindness of your heart. Thank you once again for your good wishes. Thanks  for your thoughts.
With best wishes,
Sincerely, 
Bandana
21. [bookmark: bookmark62][bookmark: bookmark63]Thanks for Congratulations on Marriage-2
Biratnagar, Nepal
                        Jestha 15, 2068
Dear Mamata,	 |
Thanks for your letter of congratulations on my marriage. I knew it was coming. Both my wife and I deeply appreciate your nice gesture on the occasion. I am sure your good wishes will bring us all the happiness. TW groom could hardly get to know you on the day of marriage. Please do drop to one of these days.
.
With best wishes,
Sincerely
Vijay kumar
 22. Thanks for new year greetings
Bhadrapur, Jhapa
Baishakh-1
Dear Anushka,

Your greetings will definitely lead us to a happy and prosperous New Year. J was nice to receive your Greetings and Best Wishes, reciprocate you sentiments and wish you all the best in the New Year and my family joins me in thanking you for your good wishes. I return your sentiments and wish you too all the best in the New Year.
Best regards,
Yours sincerely
Pingala


B. Message of congratulations

23. Message of congratulation in a National Newspaper
Message of congratulations in a national newspaper-I
Heartly- congratulations!

Mr Keshar Bahadur Malla
For the success on National Level Essay Competition
We know that your achievement in this national level essay competition would be very nice but it was a pleasant surprise to know that you stood first. It makes us swell with pride. It is really grand and great achievement. Your grand success has delighted us beyond measure.
We request you to include our warmest congratulations to the many others, you have received on this bright success in the competition.
The Entire Family 
CNHSS, Bhaktapur
	
[bookmark: bookmark74][bookmark: bookmark75]24• A Formal Notice of Congratulation
Imagine that one of your classmates has won the best student award of the year. Write a formal notice of congratulation to put up on the school’s notice board. 


Pawan Bista….. Grade IX….good at studies and co curricular activitie

A formal Notice of Congratulation -ii
!!! Congratulations !!!
Our special thanks and tribute to our friend" Pawan Bista " (the student of class ix) being anointed with The Best Student Award-2010 for being good at studies and co-curricular activities during the whole academic year.
Ram Dulal
Billiard High School

[bookmark: bookmark6][bookmark: bookmark7]Hearty Congratulations !!!
We extend our hearty congratulations to Pathivara FM Radio Station, Damak, Jhapa being awarded with The Best Radio Station for its broadcast knowledgeable, informative and entertaining pro since its establishment We also extend our sincere best wishes or i s better broadcasts system to the days ahead.
well-wishers
of jhapa district

[bookmark: bookmark4][bookmark: bookmark5]25. A Formal Notice of Congratulation
Extend congratulation	 Name of the radio station
establishment	Broadcasts	knowledgeable, informative and en
programmes since its establishment	Extend best wishes
■k

[bookmark: bookmark76][bookmark: bookmark77]c. Letter of Condolence
Introduction
A letter of condolence is generally written to send the bereaved person in the name of the dead. The letter of condolence bears message about the death, which is always untimely. Demise is always untimely whether the dead is in her/his old age or infancy. This sort of letters are short in size and sent at once after hearing the bad news of the death. In the letter, one should describe the moral conducts of the dead one. This sort of letter is always full of matters of love and affection.
Some of the beginning sentences are given below:
· It was with deep regret that I learnt the heart-rending news of the passing away of……	.
· I was greatly shocked to know about			death	from the
telephone call/the newspaper/E-mail/letter.
· I was saddened to know about the sudden and untimely demise of from the tongue of righteous Devi Rawan....... etc.
In the second stage of the letter of condolence, we must describe the moral conducts of the dead one to identify him/her what sorts of life he had been leading. It is therefore, his/her good conducts would be right track of life that directs others soon to follow his moral way.
Some of the sentences are given below:
· He was not only popular with friends but also among other adults.
· The God has snatched up a bright jewel from our midst in the prime-time of his life.
· He was a source of strength and inspiration to many of his fellow beings.
· His remarkable achievements would transcend his memory beyond his Physical death.	
· Most of his pioneering works will go long way to benefit many future generations.

In  the third stage of the letter of condolence, one should express heartfelt condolence once again that should expose the relationship between the dead one and yours to light on the meaning of intimacy as well as immortality. 
some of the sentences are given below
 
May God grant enough courage and for bearance to withstand this heart beating pain and sorrow.

· May his departed soul take rest in peace in paradise in full comfort.
· We express our most sincere sympathy to you in your great bereavement.
· I hope that the garden that he has made thrives well to provide protection to his famiy.
[bookmark: bookmark78][bookmark: bookmark79]26. A Sample Letter of Condolence:
Janakpur, Nepal
19 September, 2010
 Dear Rahul,
I was saddened to know about the sudden and untimely demise of	
the tongue of righteous Devi Rawan. The God has snatched up a bright jewel from our midst in the prime-time of his life.	,
His remarkable achievements would transcend his memory beyond H physical death. May God grant enough courage and forbearance to withstand this heart beating pain and sorrow.
I hope that the garden that he has made thrives well to provide protection to his family.	
Yours’
 Samat lal
A letter of condolence to the parents of your foreigner friends who hl recently lost their son in a plane crash while flying home after completion the project in Nepal.
Dear Fricks,	,J
I was very sorry to hear about the sad demise of David. Words fail me onto to express my emotional feelings. He was a man of intelligence and hard work. He will be always remembered for what he did to uplift the range of ad literacy and conserve the environment in our village. I can’t imagine what? feel about the death of your son whom you haven’t seen for a long &D Through he is no more with us, we will strive to achieve what he stood for.
May God give you courage and strength to bear the tragedy!
Yours since
Peshal
[bookmark: bookmark82][bookmark: bookmark83]27. Letter of Condolence
Dear Uncle and Auntie,
I was shocked to hear the news of Shukhdeo, he had the habit of punctuality, and he was a man of peace and co-operation. It is difficulty to say anything at  this moment. I, too felt a heavy loss with tearful eyes and rending- hearts. He was one of the best friend of mine school. We studied together for nine years at shree Vir Amar Singh Secondary School, Charpane, Jhapa. He was equally popular with the teachers and the students. He always helped the persons who really needed the help and assistance. He was funny, too. He always used to crack jokes. All of us were fond of him.
I can feel how you must have felt in this painful moment. I miss him very much. He remains in my heart and memory forever. Please try to reconcile with the tragic situation. I pray God for giving great strength to bear this hurricane of life.
Sincerely Yours Tej Prasad Luitel


	
[bookmark: bookmark88][bookmark: bookmark89]28. Minister's message to Lady June Hillary 
[bookmark: bookmark90][bookmark: bookmark91]Madam Hillary,
| With profound grief, I, on behalf of this Ministry and myself, would i express my deepest sympathy and condolence to the sad family of the mountaineer Sir Edmund Hillary who was not only the first to step on the and the highest peak of the world Mt. Everest, but was also one of die loved personality amongst the Nepalese people. His unflagging contribut this country especially to the Sherpas of Nepal as well as the inn. contribution he made in fostering and enhancing the tourism in Nepal always be tucked in our hearts. Sir Edmund Will always be remembers true friend of the Nepalese people for playing a leading role durin celebration of the Golden Jubilee of Mt. Everest. May the Lord provide I strength to the grieve stricken family to overcome this un-repairable loss may his soul rest in peace.
Mr. Prithbi Subba gurung
The then Minister
Ministry of culture, tourism and civil Aviation
32. Letter of condolence 
Kathmandu, Nepal
Dear Uncle,
I was very much shocked to hear the news of Anirudra Sharma. He has only crossed 45 years of the life. It is difficult to say anything at this moment. He was always very much curious to trace the good conducted career for the students of Bharatpur Higher Secondary School enjoying as Founder Principal. He was very much honest, helpful, hard working and a popular social worker.
I can feel how you must have felt in this moment. I miss him very much. He always remains in our heart and memories. Please, try to reconcile with the time. I pray the Almighty for giving great strength to bear this hard-blow of the irreparable loss. The heart-rending bellow of the students can never be forgotten
Sincerely
Suman Shrestha
33. Letter of condolence	
Kathmandu, Nepal
Dear Uncle and Auntie,
I have no words to express how shocked I am to hear about Juneli s accident.
We never know when and what happens to us. It is the rule of nature though are extremely hurt in her demise. We had been appointed there as English teachers on the same day. She was very honest, hardworking, and helpful. Besides, she had been my best friend since we met each other.
I can’t even imagine how big blow of fate you all had to suffer. We can do nothing against it but we can keep her in our memories forever. I pray to god that you gain power to tolerate his great loss.
Gopal Kausik
D. Question Based Condolence Writing
Suppose you are Dayaram and your friend is Harkaman. Both of yoi working at Harka Hosiery House, Hetauda. Unfortunately Harkman was in a plane crash flying from Bhairahawa to Kathmandu. Write a formal no condolence to be published in a newspaper.
34. Heartfelt Condolence
Heartfelt Condolence
I extend my heartfelt condolence on the sudden
untimely and unfortunate demise of
Mr Harkaman
We joined Harka Hosiery House in Hetauda on the same dav and had been working there together for 4 vears. He was killed in the plane crash just after taking off the Bhairahawa airport. He was 26 years old and working in the post of office secretary. He was cheerful and co-operative. He will always remain in heart and memories of his neighbours and friends. I pray to God and the breaved family and relatives to overcome this great loss.

Dayaram Sapkota, an officer, Harka hosiery House, Hetauda	
Write a newspaper condolence on the untimely demise of your friend.
35. A formal Notice of condolence in a Newspaper
I express my deep sympathy and grief at the sudden and untimely demise of  

Miss Zeena Oli
A 35 year old, sociable and helpful lass, killed in a car accident on Monday, 26
of March near H.le bazaar, Dhankuta. I extend my heartfelt condolence to her
bereaved family and relatives and pray to the God that her departed soul will
rest in peace m heaven. She always remains in my heart and memory. I missed
her much and forever.
Elina Subedi  Dhankuta Municipality - J, Kachchinde
 Mr. Binava Ojha studied in Nilgiri Higher Secondary School. He was killed in a bus accident while going to Taplejung. Write a formal notice of condolence in a newspaper.
[bookmark: bookmark94][bookmark: bookmark95]37. A Formal Notice of Condolence in a Newspaper
Formal Notice of Condolence
We express our deep sympathy and grief at the
sudden and untimely demise of
Mr. Binaya Ojha
A student of Nilgiri Higher Secondary School. We extend our heartfelt condolence to his bereaved family and relatives. We studied together for 10 years and he was found a very helpfol and sociable boy. His soul will rest in peace in paradise. He will always remain in our hearts and memories.
  The Students of  Nilgiri Higher Secodary School


E. Condolences: Sincere Sympathy
A letter to your friend’s parents who have lost their only daughter in plane crash.
1
38. With Sincere Sympathy
With Sincere Sympathy,
I was very sorry to leam about Sita’s death. It is difficult to know what to say. As you know, I worked with her for ten years she was a wonderful person. She was always ready to help the destitute. She will be sadly missed. I know how you must feel. May God grant you strength to overcome your grief?
Yours Sincerely 
Anju
F. letter of sympathy


In the second stage of the letter you can express happiness only if there is no more damages and loss. Some sentences as model.
But I am sure the regular treatment will make you get rid of it in the near future.
However, the loot of properties in the theft was not major.
Don’t worry, if you couldn’t get your promotion this time, you may get in next year
Failure and success are a part of life, and should be taken as stride.
Nevertheless  failure is the first step toward betterment than the best success.
In the third stage of the letter, make the letter receiver confident that there is no mistake in hearing the news and give him consolation.

Take rest in comfort and follow the instruction directed by physician
If you take troubles today, pleasure will be yours tomorrow.
Do not feel upset as I am told it was insured.
Success and failure are a matter of luck because everyone  is an architect of his own future.

[bookmark: bookmark102][bookmark: bookmark103]In the fourth stage of the letter you can place your proposal of assistance to the person who is suffering from pains.
please do not hesitate in asking any financial support or help in case you need.
you’d better visit the specialist to get better treatment.
Why don’t you come to me for the convalescence
In the end of the letter of sympathy, express your sympathy OnCe That’s why the point and sorrows should be shared equally misfortune that happened to him has hurt you too.
So you have all my sincere sympathy on this fatal accident. May God bless you for your speedy and prompt recovery. 
You feel greatly concerned about your love.
[bookmark: bookmark104][bookmark: bookmark105]39. A Letter of Sympathy
Bhaktapur
20th Jan, 2010
Dear Mina,
It was with great sadness that I learnt from the newspaper about your failure in the S.L.C. examination this year. Failure and success are a part of life and should be taken as stride. Nevertheless failure is the first step of betterment than the best. Why don’t you come to me for the convalescence? I feel greatly concerned about your loss.
With love
Ghanashyam
[bookmark: bookmark106][bookmark: bookmark107]40. A Letter of Sympathy
U.K. London 1st July, 2009
Dear Rama,
I am sorry. I haven t been able to write sooner. Even now it is not easy. My travel plans to Nepal failed when I fell off my bike. Yes again! only this time it was a lot worse than the first time. I’m in hospital for two weeks.
I won’t bore you with details, except to say I won’t be able to walk properly for sometime. But I just see it as a setback for a while then (hopefully) life will be normal again which means traveling again.
Best wishes
Louise
[bookmark: bookmark108][bookmark: bookmark109]

41. Letter Sympathy	
'	Singha Durbar
14th of July 009 
 dear Louise,
I was so sorry to know that you fell-off your bike and had to remain in hospital. Anyway, thank you very much for your letter. Well, it was, however, nice to know that you are getting recovered. My best wishes are always there and I pray God for your speedy recovery. I regret for this misfortune. I hope you will soon be here in Nepal, after you get well completely.
Friend, we must know that pain and pleasures, happiness and sorrow, trouble and smile are parts of life. Sometimes we must bear even the unbearable. In short, life is a struggle. Anyway friend, get well soon. I am waiting eagerly for your arrival here and then will be again here in the lap of nature enjoying its beauty and panoramic scene.
With Best Wishes
 Rama
[bookmark: bookmark110][bookmark: bookmark111]42. Sympathy on Accident
Kavre, Thulopersal 
Ashoj- Dear Shankar,
I was quite disturbed to know that you slipped down the staircase and injured yourself. But, it is a great relief to learn that although it was a major accident, you had a narrow escape. Luckily, your son is a doctor and I am sure he will look after you well. I will drop in at the hospital one of these days. Don’t take it to heart. All these are in the game. I wish you a speedy recovery.
                     Best regards,
Sincerely
 Uddav Parajuli


[bookmark: bookmark114][bookmark: bookmark115]43. Sympathy on Loss/ Damage
Dhulikhel, Kavre Bhadra-25
My dear Basu,
It was very distressing to learn about the theft in your house last Friday and the loss of valuables. At the same time I am relieved to learn that all of you are physically safe. I suggest that you get your household goods insured now, Have you reported the loss to the police? You have all my sympathies on this unfortunate event.
With good wishes,
Sincerely
Shanker Nepal


[bookmark: bookmark118][bookmark: bookmark119]44. sympathy on Illness
 Satdobato, Lalitpur Shrawan 05
 My dear Hira,
I am quite disturbed to learn from your brother that you have been hosptalised for quite a few days. Has your surgeon advised an operation ? My wife can take care of your children while you are away in the hospital. I am sure; you will be back from the hospital soon. With good wishes,
Sincerely, Kriti
	
G. Letters of Regret 
In the beginning of the letters of regret, thank one from your heart for his invitation, that makes him feel positively.
Some of the beginning sentences as model.
· Thanks a lot for your kind information/invitation to attend the nation
symposium of	
· I was absolutely glad and happy to receive your letter of invitation to attend
· It was an honour to have received your courteous invitation letter.
· I express my happiness for remembering me on the occasion of	
X
Express your regression in the letter that you have piled up the desire to attend the programme being glad and happy but you can’t give a good participation because of your important other work.
I
· I was too excited to receive your invitation and was looking forward to
meeting you but owing to	
· We were all very keen to have a good participation in ... but	
· I have much pleasure in accepting your invitation but deeply regret having to refuse owing to a previous engagement.
[bookmark: bookmark124][bookmark: bookmark125]While expressing regression, jot down only the suitable phrases sentences.
· I am very sorry, unfortunately I am not well, I have been suffering -
· 	but, I am going out on the same date to attend my convoca
programme of the university.
· 	but, I am preoccupied with the arrival of the delegates (g11
on the same date.
 Wish one’s progress and prosperity long life and peace living on such a good fortune time.
Nevertheless I convey my heartiest good wishes for the happy occasion.
My entire family joins me to congratulate you for your bright, prosperous, peace loving and progressive life in the days ahead.
Best wishes for this grand event of your life.

Budhabare-6, Jhapa[bookmark: bookmark100][bookmark: bookmark101]45. Sample Letter of Regret
Dhambojhi, Nejpalgunj
21th Oct
My dear Indira,
I was absolutely glad and happy to receive your letter of invitation to attend 	I was too excited to receive your invitation and was looking forward to meeting you but owing to to

but, I am going out on the
same date to attend my convocation programme of the university. Never theless I convey my heartiest good wishes for the happy occasion. I sincerely regret the disappointment, I’m causing to you.
Yours sincerely,
 Seema

25th  Sep.
46. letter of regret
My dear Indira,
Thanks a lot for your kind invitation to attend your marriage ceremony on 	I’ve much pleasure in accepting your invitation but I deeply regret h laving refuse owing to a previous engagement. Nevertheless, I convey my he; artiest good wishes for the happy occasion. How I wish I would have reached there, I hope you would appreciate me and my position.
Yours sincerely,
Shusila Bhattarai

,

H. Letters of Apology 		_
[bookmark: bookmark130][bookmark: bookmark131]Remember
Human beings, knowingly or unknowingly make mistakes. It is a life long process too. And it is a good idea and good identification to realise mistakes he had made. The letters of apology is at once written as feeling of mistakes to the person who is suffering the loss because of your mistakes. The letter should written with the words that come out from the core of hearts and emotionally.
Beginning of the letters of apology should bear the reasons of asking apolog y. Some of the beginning sentences are given below
· My family told me that the fence of your garden had been damaged while she; was trying to avoid a potential accident over two playing kids on the roe id.
· I  regret to inform you that the Trust did not elect you for the Punya Memorial Educational Scholarship this year.
In the second stage of the apology letter, ask hearty apology placing your seIf as a polite man.
· I am extremely sorry to know about it and render my sincere apology.
· I believe that you may not take it seriously because I compensated the da mages.
In the third stage of the letter, throw light on the matter that there were no prejudiced actions over the accident/damage. And place yourself to reform the repair the damage as a wise man.
· It happened unintentionally and I am ready to compensate for your loss.
· I 1 tope I would be there to prevent it, anyway you can penalise me as you Will.
In the next stage of the letter, make a commitment that such work won happe n again that’s why the mistake that happened is considered as it too place unknowingly.
I make you feel confident that such things will not happen in future.
I make my commitment for future I will be much careful.
make your letter effective, in the end of the letter beg an excuse again Vout the event.
in the end, I again ask for your excuse.
Once again I beg pardon with you about the	
Repeatedly I extend my abundant apologies,	
Bhaktapur, Kausaltar 
28th of Oct
Dear Sir,
My family told me that the fence of your garden has been damaged while I was trying to avoid a potential danger over two playing kids on the road, as well as myself and my kids in the car. I am extremely sorry to know about it and render my sincere apology. It happened without intention and I am ready to compensate for your loss. I make my commitment for the future. I will be much careful. Repeatedly, I extend my apology.
Sincerely yours Madhav



[bookmark: bookmark136][bookmark: bookmark137]47. Apology for Damage done by Children/ Pet
Ason, Kathmandu
May- 20
Dear Ashish,
1 have been told by my wife that one of your window panes has been broken by my son while playing cricket. This is indeed regrettable and I apologize sincerely for the damage caused. I am sure you will appreciate the fact that in crowded locality children have to play wherever there is a little space. Still I have asked them to be careful in future. Anyway, I would feel relieved if you get a windowPane and charge me for that. I have reprimanded the children and assure you that they will be more careful in future while playing with each other. Once again I express my regret for the mishap. With regards.
Truly yours
Akshaya Sharma
48. Official letters of Apology
Dear Madam,
I saw your announcement in Kantipur. My name is Sunita Limbu. ] passed S.L.C. in the first division.
I am from a poor family. My parents cannot expense my higher study, j therefore, applying for the Kriti Subba Trust (Scholarship).	
The photocopies of my certificates are attached here-with.
Yours’ Sincerely
Sunita Limbu
[bookmark: bookmark138][bookmark: bookmark139]49. Official Letters of Apology
Shankar Nagar, Rupendehi
May 3
Dear Sunita,
I regret to inform you that the Trust didn’t select you for the Kriti Subba Trust this year. A team of experts evaluated your application along with others. Yow curriculum vitae (CV) were impressive and the proposal was considered in high quality but the competition was fierce. All the same, thank you for taking] an interest in the Kriti Subba Scholarship. I am sure that you will find other scholarships to further your study.	
Yours Sincerely
Jayanti Subba
The Secretary, Kriti Subba Scholarship
[bookmark: bookmark140][bookmark: bookmark141]	
[bookmark: bookmark142][bookmark: bookmark143]G.Letters of Job Application
Remember
Letters of job application means the letter for getting a job. In composition of this kind of letter, the applicant should use polite language and purpose of jotting an application should also be mentioned clearly. Often personal  details are also submitted here with.
The job application is written with the suitable salutation along with the and address of the office. Some of the examples are given below as model-
The Director
poverty Alleviation Project
Site office
phankuta, Nepal
In the second step of the application, mention the matter and purpose of jotting the petition in a phrase or short sentence like.
Sub: - Application for the post of Computer Engineer
· Petition for the post of Programme Officer
· Petition for the post of English teacher
· Application for the post of Receptionist
Again, make a salutation like,
Sir, Sirs, Respected sir, Dear sir,
In the next step of jotting a petition, mention the media from where you got the information. Some modal lines are
I have come to know through the reliable source that you have a vacancy
	for the post of	in	this organization.
I come to know from your announcement published in the Rising Nepal, dated	 that you have a vacancy for the post of	 in your
esteemed organization.
Being widely given to understand by your advertisement as appeared in the Kathmandu Post daily that the post of	has fallen vacant.
 Again, give a motion to the application thinking that you are a good candidate for the post.
Since I meet the required qualification and other expected qualifications and experience and training, I would like to place-forth my application for same, thinking myself as a candidate.
As I possess the requisite qualification I beg to offer my service for same.
In response to the aforesaid announcement I wish to offer my Candida, for the same and supply here-under my personal-details relevant to the job
In the next step the applicant can give his/her physical identity, if necessary like,
I am a Nepalese citizen of 25 years with sound physique.
I am 20 by age along with healthy body and healthy mind.
Format of job application
1. Heading (Address of Sender and date of letter)
2. Subject to apply
3. Addressing the post,
inside address and salutation.
4. Body, main information of the application
5. Subscription and signature
1. [bookmark: bookmark146][bookmark: bookmark147]Heading
(Address	
Date :	)
2. [bookmark: bookmark148][bookmark: bookmark149]Addressing/inside address
(The Director
Pioneer Publication Nepal
3. Subject
[bookmark: bookmark150][bookmark: bookmark151]Salutation
(Dear Sir)
4. Body
5. Subscription (Yours faithfully) Signature :

[bookmark: bookmark152][bookmark: bookmark153]H. Some Samples of Job Application
50. petition for the post of Accountant
The principal
Glacier International College
Minbhawan, Kathmandu
Sub’ Petition for the post of Accountant	I
Respected Sir,	I
Being widely given to understand by your advertisement as appeared Kathmandu Post daily press; in yesterday’s issue I came to know that the Accountant has fallen vacant. Since I meet the required qualifications are expected experience and trainings as well, I would like to place forth my app for the same thinking as a right candidate.
Regarding my cognitive qualification, I am a graduate of Commerce The enclosed copies of my testimonials will show you my other training experiences.
Finally, if an opportunity is awarded to me, I shall discharge any hard- favour of your esteemed college under its rules and regulation.
Hoping for the positive response.
Yours sincerely
Geeta Subedi
)

	








51. application for the Post of Sales and Marketing	 Executive
Baglung
24 March, 2009
The Administrative Director
P.O.Bd x 2236, Kathmandu
Sir/Maam,
It is known from the today’s issue of the newspaper that there is a vacancy for  the post of Sales and Marketing Executive in your esteemed organization and wish to offer myself as a candidate for the same.
I am a 31-year-old girl. I did my B. Com. from Tribhuwan University M years a£ 50 and had been working in Surya Tobacco since then in the same post.A year ago, I resigned from the job and went to Canada for 1-year degree Business s Organization. Attested copies of my certificates and testimonials n encloses 1 herewith.
I am positive that my experience and training in the same field will prod beneficial. I am confident that if I am given this post I can handle this work with ease and efficiency.
Hoping for the positive response.
Yours Faithfully
Chakra Gurung
	
52. For the Post of Asst. Accountant 
Charpane, Jhapa
22th April
The Manager
Nepal SBI Bank 
Birtamod, Jhapa
In response to your advertisement published in the Purwanchal Daily, on the 21th April, for the post of assistant accountant. I have submitted my application as a qualified candidate for the same.	
I’m a 19 year old Nepali citizen. With regard to my qualifications, I passed S.L.C. exam in 2057 B.S. in the first division and then I. Com in the s division from Mechi Multiple Campus, Bhadrapur, Jhapa. I have also taken course in computing and bookkeeping. I have enclose my testimonials and would refer you to the chief of Mechi Multiple Campus for my character references concerned.
lf I am given an opportunity to work in your bank, I assure you that I will do n best to satisfy you and the bank as well.
I am looking forward to receive your positive response.
Yours faithfully,
Achyut Sharma
53. A Sample of Personal Detail (Bio-data, Resume)
Name :	
Address :	(a) Permanent:	.	
(b) Temporary:			
(c) Telephone:				 P.O. Box	
(d) E-mail	.....
Father’s Name :	  ...
Husband’s Name: (If married woman)	.	
Religion	:	....
Marital Status	:.	.	  ....
Nationality	:	,		*
Academic Qualifications:
	S.N
	Degrees
	University
	Division
	Years
	Subjects 1

	1.
	Masters
	
	
	
	

	2.
	Bachelors
	
	
	
	

	3.
	Plus 2
	
	
	
	

	4.
	SLC
	
	
	»
	




61. Post And Vacancy Based Letters For Job[bookmark: bookmark154][bookmark: bookmark155]						
	
[bookmark: bookmark156][bookmark: bookmark157]						
ir

Read the given advertisement and write an application for the post.
Vacancy
post: Assistant Lecturer Helping Mission to Nepal
required: 3 (Three)
salary: Rs. 11,233.00 to Rs 14,149.00 + Other benefits depending on experience.	
Job status: Time Bound Contract (Renewable)
Qualification:	



	


62. [bookmark: bookmark158][bookmark: bookmark159]Application for Assistant Lecturer
Dokhu VDC, Taplejung
March 10
The Principal
Taplejung Nursing School
Taplejung, Nepal *
Dear Sir,
It is known from the today's issue of the newspaper that there is a vacant I the post of Assistant Lecturer in your esteemed organization and I wish to«3 myself as a candidate for the same.	
I am a 26-year-old girl. I have recently completed my M.Sc.in nursing $J Australia and waiting for the result. I did my B.N. from Tribhuvan Univ3 teaching hospital seven years ago and worked in the teaching hospital forjj years before I went to Australia in Dec. 2000. I am registered in Nepal NURJ Council and my NMC No.01305. Attested copies of my certificates^ testimonials are enclosed herewith.	

I am confident that if I am given this post I can handle this work with easeaJ efficiency.
Yours faithfully,
Damini
[bookmark: bookmark160][bookmark: bookmark161]Read the given advertisement and write an application for the post.
[bookmark: bookmark162][bookmark: bookmark163]Wanted Immediately
Yeti Parcel Service
3/60 Mahendrapool, Pokhara
YPS, a leading parcel service in the region, is looking for an Office Secretary-1
Requirements:	- B. Com. or equivalent,
· Strong computer skills,
· Excellent written and spoken English,
· 25 - 35 years, - Nepali citizen, preferably a woman
Application along with PP sized photograph, photocopies of certificates
complete bio-data should reach the above address.
[bookmark: bookmark164][bookmark: bookmark165]63* Petition for the Post of Office Secretary
Dadeldhura
2 March
The Chairperson
Yeti Parcel Service
3/50 Mahendrapool, Bokhara
Sub: Petition for the post of Office Secretary
Respected Sir,
As I come to know after reading the newspaper The Rising Nepal dated the first of March, about the vacancy of an Office Secretary.
I would like to place forth my petition thinking myself as candidature for the same post.	fl
I am a young Nepalese girl having robust body and sound physique 25 by age. Regarding my academic qualification, I passed the SLC exam in the year 1993 and joined at Mechi Multiple Campus where I studied Intermediate and Graduation in the stream of commerce.
Besides, my academic qualification, I have excellent English in writing and speaking too. I’m a computer graduate. I did my graduation form Nepal Computer Institution’ Bagbazar, Kathmandu in 1999.
Hence, I've submitted my P.P. sized photograph, copies of my certificates and complete bio-data. If an oppQrtunity is awarded to me, I'll discharge any hard stone in favour of the office.
I'm looking forward to the positive response.
Thank you
Sincerely yours
Mina 				
Read the advertisement and apply for the post of Front Office Manager.
VACANCY ANNOUNCEMENT
-.•a. . .	...	w . 4*.
A hundred rooms Deluxe Hotel in Kathmandu requires the following:
1. Front Office Manager
Applicants must possess a Hotel Management degree from a recognized ^stitute with at least five years experience in a Deluxe Hotel. Should have a Pleasing personality with fluency in written and spoken English. Working

knowledge of a foreign language and computers will be an added Applicants must be well versed in standard front office procedures ana good administrative skills.
Please apply within 17th April with your CV and a recent Passpon photograph to: P.O. Box: 7869, Kathmandu
[bookmark: bookmark166][bookmark: bookmark167]64. Application for the post of Front Office
4/226 Kalimati Kathmandu
16 of April
The Manager
P.O. Box 7869, Kathmandu
I '	1	. >
I Sub: Application for the post of the Front Office Manager
I As I come to know that the post of the Front Office Manager has fallen vacant]
I year hotel. I’d like to place forth my solicite petition for the post of the san thinking myself as a right candidate for the post.
I’m a young Nepalese citizen, 30 by age with energetic and robs body .Regarding my academic qualification, I passed the SLC exam in the fol division from Board of Nepal in 1995. In 1997,1 passed the +2 and Bad™ 1999 from Tribhuvan University taking the stream of Commerce. I cornpm the degree of Hotel Management from Kathmandu University in 2003. W doing my graduation, I was also learning the computer at Advanced Instituted Technology from there I completed diploma course. Since 2003,1 have bet working as a an Assistant Manager in Hotel Marshyangdi.
I Hence, I have submitted the copies of testimonials and personal detail. H opportunity is awarded to me to serve in your hotel, I will discharge any h stone in favour of the hotel under its rules and regulations.
Hoping for the positive response.
Thank you Sincerely yours RadhaTamang
Read the advertisement below and write an application for the post Kamali Suspension Bridge Project is looking a dynamic candidate » following post.
Post	:	Engineer
Qualification : Bachelor in Engineering Experience : Previous experience is a must

	 Writing Letters • UT. per company rules with visiting allowance and provident fund
Executive Engineer CBC Company
Kamali S.B. Project
Babarmahal, Kathmandu[bookmark: _GoBack]'"for the Post of Engineer

fhe Executive Engineer CBC Company Babarmahal, Kathmandu
Sir.
With reference to your advertisement, which was published in the Rising Nepal in Yesterday's issue for the post of an Engineer, I wish to submit by candidacy as a qualified candidate for the post. I would also like to present the following particulars for your kind perusal and consideration.8 |
J
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I have a B.E. degree from the Engineering College Pulchowk and have worked as Junior Engineer for the Seti Bridge Project in Pokhara. I was personally responsible for the design of special reinforcements on the river and for suggesting the strength of the pillars. For various reasons the work has been suspended for a year now and I am looking for a new opening.
1 have much heard of the name of your company in the field of suspension bridge design and wish to work for you.
Yours respectfully [Shankar Nepal
Read the advertisement and apply for the advertised post.
VACANCY
deputed travel agency requires young energetic person for the post of tourist He must be in good health and fit for walking. If you think you fit for the post apply with your recent passport size photograph by 25th December.
A.ge
: 23yrs above
^J^stion ; SLC or above				

: Fluent in English and Nepali; Knowledge of Frencf^> added advantage. The Managing Director, P.O. Kathmandu		Language

[bookmark: bookmark168][bookmark: bookmark169]66. For The Post of Tourist Guide
Anamnagar,Kathmandu
20 December
The Managing Director
P.O.Box 1695, Kathmandu
I
Dear Sir,
With reference to your advertisement in the Kathmandu Post, dated Decen^. for the post of Tourist Guide, I offer myself as a candidate for the same.
I am 25 year old boy enjoying sound health. I passed my SLC examination^ City Secondary School, which gives me an advantage of having very good on] and written English. I have even completed two years of French speaking course. I possess four years experience in tourist guide from Sun Koshi Trekking Agency.
If I am given this chance, I assure you that I shall shoulder my responsibilities with sincerity.
Yours faithfully	;
Kamala Gautam 
Read the advertisement and apply for the advertised post.
[bookmark: bookmark170][bookmark: bookmark171]WANTED URGENTLY
An NGO working in the field of technical education based in Kathmandu requires a young, energetic person for the post of Office Assistant. If you think you deserve the post, apply to The Director GOP Box 1346, Kathmandu, Nepal. Post: Office Assistant
Minimum Qualification : At least SLC with accountancy
Computer knowledge : Proficient in MS-Office package
Interested candidate must apply with his/her CV by 30^ November. 	

the Post —Writing Letters - 169

> 	
\'&v«"ber
'/ Hie piree(or
So Box 1346 / Ltfunandu, Nepal ii pear Sir,
I wish to apply for the post of
I am 24 years old. I passed	on Monday,
examination I joined Path Find.p 'ln the firs, division computer software from there . °mputer Academy I oht, 46 the financial difficulty of mVf?“, h°Wever ^ble tofoin thT dlP'°ma desktop operator in 4™	Silce I K w"T
school will be helpfol in dischargingm^dutylXend0^ my experience8 m this Yoins&itl^l^rUSa^	aPplication.
INetra Phuyal
	
I. [bookmark: bookmark172][bookmark: bookmark173]Certain Important Points for Job Applications [footnoteRef:1] [footnoteRef:2] [footnoteRef:3] [footnoteRef:4] [footnoteRef:5] [footnoteRef:6] [footnoteRef:7] [1:  {Here certain important points are given which must be borne in mind while applying for a job:
1. Remember that the immediate objective of your application is not to secure the job but to get a chance for an interview.]  [2: 2- Highlight your qualities briefly.]  [3: 1 Give complete particulars, as desired by the prospective employer, in a simple and straight forward manner.]  [4: - Avoid using stereotyped sentences like hoping for the favour of an early,]  [5: during of my best services ! .... etc.]  [6: Write the application neatly and correctly.]  [7: ^Jgformat should be like that of a business letter.	_] 

~L.eners &	dKcunuary LtCvei
1. Do not send cyclostyled applications, or pre-printed application form with details filled in.	'
8. Always send die original hand written copy and not the duplicate copy.	
[bookmark: bookmark174][bookmark: bookmark175]168. Application which includes the details of ResumeJ
Aijundhara -3 Jhapa December 24,009
The Chairman,
Kantipur Publication [P.] Ltd.
Kathmandu, Nepal
Dear Sir,
In response to your advertisement in the Kantipur daily dated Chaitra 3,1 wish to apply for the post of Private Secretary to the Managing Director.
I graduated from Tribhuvan University in last year securing 92% marks in B.A. majoring English.
This was followed by a one year Secretarial Course at the well-known Universal I Secretarial Institute Kathmandu, from where I acquired Proficiency in Business Correspondence, shorthand, Typing, Operating Computer and Secretarial Practice too.
At present I am employed with Apex Publication Nepal as an Office Assistant The present job calls for handling of routine correspondence besides other secretarial work. My shorthand and typing speeds are 120 and 60 w.p.m. respectively.
Having lived in various parts of the country I can speak Nepali, Newari, Doteli, Dhimal, and internationally English, Hindi, French, Japanese so far. I also have working knowledge of Chinese and Korean.
I am 25 years old, excellent in health and sound physique. My work with the present employer has been highly appreciated (testimonials are attached) but I feel that your job offers greater scope for career growth and use of my potentiality.
I take the job with a great sense of responsibility, enjoy the challenges of ne* situations, and expect to make a positive contribution to your organization.
Hope to get an interview call from you.	<	J
Thanking you
Yours faithfi*®' 	Encl: Copies of testing
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& expect- « contribution- %RIH interview- wmf
^application with the covering letter and res«"»" | At the present scenario the letters for job are seen slightly different. It is because the letters having personal details in them are lengthy. It is therefore the short types of letters are seen in practice. The applicants send their letters for the job having a oaring letter and a recent resume.
[bookmark: bookmark176][bookmark: bookmark177]59T Model -i
Charpane, Jhapa
22th April
Dear Sir,
With reference to your advertisement in the Himalayan Times, the national daily dated Kartik-2, for the post of an Executive Secretary. I wish to offer my candidature.
I have enclosed a copy of my bio-data for your inspection and kind consideration.
I hope to hear from you about the date of interview.
Yours sincerely
Achyut
[bookmark: bookmark178][bookmark: bookmark179]^2 Model -ii	|
a1> April
^ar Sir,
Na??01156 your advertisement in the Employment section of the Rising KPa dated Jestha-2 for the position of an Accountant. I would like to apply for

172 - Academic-E&ays, Letters & Compositions - Secondary Level
I am sending herewith a copy of my resume/ curriculum vitae f°r consideration.
Could you let me have an interview with you at an early date?
Yours sincerely
Sajana Subba			—— 	—
[bookmark: bookmark180][bookmark: bookmark181]69.3 Model -ill
Dear Sir,
I have come to know through reliable sources that there exists a vacant post o Engineer in your esteemed organization.
Please find enclosed a copy of my resume for your perusal and ki^ consideration.
Should you require any further information; the same will be provided to you atl the time of interview.	;
Hope to hear from you,
Yours sincerely	~	!
Anish	~	 I
[bookmark: bookmark182][bookmark: bookmark183]J.	How to Frame a Good Resume/Bio-data 1z* *-.
1!

			 writing Letters- Y13
j^ake i1 °eat c^ean* in g°°d stationery absolutely error-free.
· using the pronoun T like I have conducted ... etc., Use only
· ^conducted^	
^Various Job Applications
^Starting the letter [For all the posts)
In response to your advertisement				r			
Chaitra 3. I wish to apply for the new r /S^’ a na,10nal daily dated institution.	P 7	P0S* of Offi“ Superintendent in your
I have learnt from reliable sources that th^ r • publication fallen vacant.	P°S‘ °f assistan*edltor ” X»“
* 'n'er^Stpd m *e vac®ncX you have advertised in the Rising Nepal dated July 8, for an Asst.-editor and wish to offer my services for the same
This is to inquire whether you have a vacancy of an Office Assistant in your office.
I understand from Mr Luitel, one of your suppliers, that you wish to appoint a Sales Engineer.
This is to apply for the post of Sales Manager in your office which you have advertised in the Himalayan Times dated 8th of September.
With reference to your advertisement in the Gorkhapatra dated 21st October, I wish to offer my services for the post of secretary in your organization.
I have learnt from a reliable source that the post of an Accountant is lying vacant in your office. I wish to offer myself as a candidate for the same.
In response to an announcement made in Kantipur Saptahik on 10th September wisMo apply for the post of a Translator Nepal, to Enghsh or English to Nepali.	sjtuation of a lecturer in
Going through Employment Ne ,	myself as a candidate for the
English is lying vacant in your college. I offer mys
'ame'	t mnn(hlv bulletin of your Department, that
having come to know through a	services for the same post	
need a trailing salesman. 1^—.	

74 - Academic-Essays, Letters & c-omposmons - aeconaary l^evei
L. Middle parts of the application for all
SB I have completed M. B. A. from the College of Business Administration, USA, securing 87% marks and have done a one year course on Compu ers.
7+ T ♦[footnoteRef:8] [footnoteRef:9] SB I have three years experience as Assistant Manager in Sell-in- Bhairahawa. [8: SB Having wide-ranging interests I have sound basic general knowledge.
SB I am fluent in English, Japanese, French and Urdu as well as 1 including some dialects of Nepalese societies and interested in hosp industry.]  [9:  As desired by you in the advertisement, I have a pleasing personal] 

SB I can handle matters regarding Accounts, Finance, General Administration, and Board Meetings competently.
SB My work, with the present employer has been, highly appreciated, as 1-have managed to establish harmonious relation between the sta an the management.					
[bookmark: bookmark184][bookmark: bookmark185]72. Teacher		I
SB I completed M. A. History/ English/ Sociology/ Economics/ Mass media/ Journalism/ Geography ...etc, from the Tribhuvan University securing distinction ranks.
SB I got B. Ed (Bachelor of Education) from the same University securing first class marks. I have been teaching English and Geography to IX and X classes for the last two years, in an English medium private school in Kathmandu.
■ SB For more than five years I have been giving private tuitions to high school students.
SB I have an impressive personality and have the knack of handling students well.
[bookmark: bookmark186][bookmark: bookmark187]73. Air-Hostess
am modest in approach.

Zfam unmamed and
f >mmethods of education.’"1"’^ ^'eKlty -~— I j have 15 years of experience as a se ■	* ”2M
aptitude and

I’ 1S an Assistant Headmaster in SeniOr ,eacher and tw«
“-i	s“»i»Si'zss
I , am fully conversant with A .
> ...^t	3,^^ fUnCtlOns of ,e(jucational institution.

j have a knack for handling children and i
I Ign win their confidence and lnw ’	Wne Wlth maintaining discipline,
75jAwyerforfadiMtrial Concern
P Ihsve five years experience as LegalAdvisertoApexPubiicationN^aF Js ltave	h M- !xamination and have sound knowledge and
I experience of industrial Legislation, Company Act, Labour Law etc.
|& On a number of occasions I have represented my Company in legal I disputes in the Appellate Court and the Supreme Court too.
lx For more than three years I have worked as an Assistant to the reputed legal expert of Patan on industrial Legislation, Mr Kausik.
1 I generate most of my documents and affidavits on a computer without
| depending on a typist.  [footnoteRef:10] [footnoteRef:11] [10: ]
IS /have a Diploma in Journalism from the Purwanchal University.	j
Ip lam excellent in handling English language besides being good in Nepali]  [11:  and other local languages.	*	I
p 1 am a computer literate and can generate reports on computer.	I
if ' was closely involved in the publishing of the students’ newspaper brought wy^tby the University Department of Journalism.__________.•
1 As'fcTsole representative of Herbal Cosmetics for entire Kathmandu valley I have built up personal contacts with all major cosmetic] 
76. Press Reporter

Although I am new to this line I am confident of Perf°nning^E^ business on account of my old contacts in the city.
I am confident that my connections in the trade circle will result ’ I turnover for your firm in this region.	*73.
73

I could negotiate the agency terms at an early date and I would acr^ reasonable offer.
78. [bookmark: bookmark188][bookmark: bookmark189]Lecturer
Apart from having a good academic record I have also PublisheJ^> literary journals like Humanities Reviews, and some others.73
73
73
7a

I am a writer and one of my books was chosen for an award by the Literary conference last year.
I am a good orator and have often compared many cultural j during college days.
I am fond of teaching and I make it interesting for the students.
Despite the fact that have done M. A. in English, I have also gJ command over the Nepali language.		'
79. [bookmark: bookmark190][bookmark: bookmark191]Engineer
I completed my B. E. (Electrical) from Pulchowk Campus securing 90S marks.73
73
73
73

I have worked as an apprentice engineer for 4 years with Kausik Bridj Company, Kathmandu, and am very familiar with computerise environment.
I have more than 2 years of experience in working at power generaw plants.	|
I have also been designing and making small electrical gadgets i everyday domestic use.	 	J
80. [bookmark: bookmark192][bookmark: bookmark193]Proof-reader
I have a sound knowledge of English and am very good at spellings.73
73

I know all the signs of proof -reading and can read proofs omissions.
I have read proofs at home for the Apex Publication Nepal, on basis.
I am quite used to working on a computer and very familiar with the types/fonts, designing magazine lay-outs and book pages etc1_^x>
W’ ■ * —	
mber of die Trained Nurses Association of

1 ^Tant wi'11 APex Publication. AlthoughTdJZ ^l?yed “ “ OffiC! ^fideni that you wtll find me a competent Private Secret * for nlore than two years I have been working as P. A. to the Manager, fpC Company- I am confident that I would prove to be a compel person^ Secretary to your chairman.
although I am working in the same capacity in Media Network. I am applying for thls J°b as y°ur company is well-established and can offer greater scope for career advancements.
I have good know ledge of word processing and can work on MS office, heside handling emails and surfing the Internet.
[bookmark: bookmark194][bookmark: bookmark195]j^Accountant/ Accounts Assistant
1 am a Commerce Graduate from Tribhuvan University and have good knowledge of Accountancy, Auditing, income-tax procedure, and company law.
lean also draw up Balance Sheets and Profit and Loss Accounts.
Apart from my work as Accountant you may find my knowledge of Secretarial work also useful.
Now I have enough experience to take independent charge of maintenance of Accounts, preparation of bills and writing of account books.
[am computer literate and friendly with the software Tally. 	
1 1 have never been challenged even for minor violations of the Traffic Rules.
lhave fairly good knowledge of automobiles and can do minor repairs. ,arn ready for a trial any time, at your convenience. [footnoteRef:12] [12: ^^gjiy five years of driving career 1 have not had any accident
SC in Nurxnr. fr^e MaJiarajg^j Nurshing Campus, TU \\epa^ar and am a registered met—] 

Level
■23k I also hold the Hospital’s Ambulance Certificates of Proficiency in First
Aid, Nursing, and Hygiene.
My work has generally been appreciated by my superiors.
*23 I can undertake both medical and surgical nursing and have long)experience in handling children and the aged.

•	•	1	11*	1 ’1J—
exoenenrp m hon/iii"/-
[bookmark: bookmark196][bookmark: bookmark197]85. Stenographer"23.
"23
*23
■?3k
^3

My short-hand and typing speeds in English and Nepali are 140 and 70 w. p. m. respectively.
I have also completed a course on book-keeping and secretarial practice.
I am good at English and thus can handle correspondence independently. If required, I can also work in the capacity of a Secretary.
I am good at MS Office Software like Word, Excel, Power Point, and Access, besides handling email and Internet.
[bookmark: bookmark198][bookmark: bookmark199]86. Asst-Editor
I also have a diploma in Journalism from the Pokhara University.
Since October last year I have been working as an apprentice with Quality of Life" and as a result have become conversant with the process of producing a paper.
I am proficient in English and can process data in a computerised environment.■23.

I am of good health and prepared to work even in night shifts.
[bookmark: bookmark200][bookmark: bookmark201]87. Closing the application
I look forward to hear from you."23
"23
■23k

I trust you will consider my application favorably and give me a chance to meet you.
I would appreciate an interview with you when I could give you ®0It details about myself.	I
I can come for an interview, at any time convenient to you. I enclose a se addressed and stamped envelope so that you could respond to me.
I look forward to the opportunity of a personal interview. I shall be to you for an interview call at your convenience.		
ointment Letters

/’ am P<eased t0 offer you fte "e'd on fast Tuesday .
I Comply-	P attton of Pub^^,ll>^ Manager, fj
I , am pleased to offer you „	,Cer “ our
/ Adviser, Mr Mishra.	P°St of Personal A ■	I
I ■ ■ . a-	Assistant to our Leeal
This is to confirm the offer We m,.	S
Monday.	e made to you when v	/
, J ■	you caUed on us <*,
1 am pleased to inform you ofvn,
our publication.	Uoryour selection fnr ,k	/
	—-	_____^Jonhepost of proof-reader in /
gjosing the letter	
r^T^^riting to confuTn the offer we made to you when you called
^yesterday.			
go7~Tenns and Conditions
C”four duties will be as explained to you at the time of interview, but more particularly you will be directly answerable to the Divisional Manager.
k Your appointment carries a salary of Rs. 10,000/- permonth during the probation period. After the satisfactory completion of this period, we may consider a further raise in the salary.
4 The office hours are 9:30 a. m. to 4:00 p. m. The atmosphere is pleasant and it offers better prospects for the right candidate.
Tou will be entitled to four weeks' leave every year.
The appointment may be terminated at any time by either side giving two Months' notice.
engagement is for one year initially which can be renewed by mutual ■^Sgge^for further periods subject to three month's notice on either side.
il

Please confirm immediately your acceptance of this appointment on the terms enclosed and let us know if you can join your duties from the 1st of the next month.
■a. Should you decide to accept the appointment, please attend the office at I sharp 10:00 a. m. on Monday and report to Mr Arya Kausik.
[bookmark: bookmark202][bookmark: bookmark203]Frontier Publication Pvt. Ltd.
Kathmandu, Nepal
Tel. 01-4216224
Dear Madam,
With reference to your interview held on last Tuesday with our Manager, I am pleased to offer you the position of Publication Officer in our Company. Your duties will be as explained at the time of interview, but more particularly you will be directly answerable to the Divisional Manager. Your appointment carries a salary of Rs. 10,000/- per month during the probation period. Please confirm immediately your acceptance of this appointment on the terms enclosed and let us know if you can join your duties from the 1st of the next month. You will be entitled to four week's leave every year.
[bookmark: bookmark204][bookmark: bookmark205]£□ Difficult word meanings (&&9T T 3Rls^)
with reference- ^4	interview- 3T-d<dldl pleased- Fd answerable-
appointment- ffrtfxF salary-	probation period"dfrsRT
confirm- ^EF	TH immediately-
acceptance- ^EFR terms -	enclosed- ^RTRRT	let us know-
^fr-RFlfr far

L You will be paid a sum of Rs. 20,000./- (Twenty thousand only) per month ' as consolidated salary.
You will abide by all the standing orders/ rules and regulations of the company as may be in force from time to time which inter-alia provides
that:
(i) You will accept transfer anywhere in the Kingdom of Nepal and also to an concern/ concerns in any section/ plant/ deptt./ unit under the same ownership/ management.
(ii) You will not engage yourself in any outside work over the above your legitimate work in the company while you are on duty, on holidays or leave.
(iii) After confirmation, you will retire from services on completion of 55 years of age or after 30 years of service whichever occur earlier, unless the management in its discretion for special reason permit you to continue thereafter.
1 (0 In case you absent yourself from duty without prior permission or proper leave, you shall be deemed to have voluntarily abandoned your
6. Your services shall be terminated without notice and without assigning any reason due to loss of confidence, gross negligence, inefficiency of work or any other willful misconduct on your part.
7. In case you leave your service during the aforesaid period, fifteen days salary shall be deducted from your salary or management reserves the right to recover the same.
If you accept and agree to the above terms and conditions of your appointment, Please sign the duplicate copy of this letter of appointment as token of your acceptance.
Thanking you,
Yours faithfully
Managing Director,
'	 Frontier PublicationNepalPvt. Ltd.
£□ Difficult word meanings (urf&H 7 3f2fc^)
Management-	terms and conditions- VFT T	probation-
'tft’SPTFt expiry- 3PTRT jpj automatically-	accept -
transfer -	rpf confirmation-	retire- 3TPH7T completion- T’t
W permit -	fat prior permission- ^4-31-in Pi voluntarily-
^H+11 compensation- Si Hi MW loss of confidence-	inefficiency of
work- «*i4+ii 3rer$pr?TT misconduct -
[bookmark: bookmark206][bookmark: bookmark207]g^firmation Letter
Writing Letters -183
I]	1V-
as salary from Baishakha 1.
	can be termir

Frontier Publication Pvt. Ltd.
Kathmandu, Nepal
Tel. 01-4216224
§jr/ Madam
management is pleased to confirm your appointment as StenJ Secretary tn our company on the following terms and conditions: you will be pan! a^sum of Rs 20,000/- (Twenty thousand only) per month
I	(
Your services can be terminated by giving one month notice by either side, without assigning any reason whatsoever.
You will abide by all the standing orders/ rules and regulations of the I company as may be in force from time to time.11.

Your services can be transferred to anywhere in the Kingdom of Nepal and also to any concern/ concerns in any shift/ section/ plant/ deptt./ unit under the same ownership/ management or on deputation to any other firm.,4.

5 While in the employment of the company you will not engage yourself in !any other business, occupation of profession whether part time of full time without the written permission of the company.	I
Your services can be terminated without notice and without assigning any reason due to loss of confidence, gross negligence, inefficiency in work or any other willful misconduct on your part.
You will retire from service in the Company on completion of 58 years of age to after 30 years of service, whichever occurs earlier.
In case you absent yourself from duty without prior permission or proper leave, you shall be deemed to have voluntarily abandoned your service. The rights in any order, contracts, or jobs secured by you or in any process. Discovery/ invention or copyright of writing/ exposures/ recordings etc. made during the course of employment with us shall belong to the company.
If you accept and agree to the above terms and conditions of your appointment please sign the duplicate copy of this letter of appointme °ken of your acceptance.	_	. .
r	Thanking you
Yours faithfully Company Director

[bookmark: bookmark210][bookmark: bookmark211]CQ Difficult word meanings tasfow sras <
letter of appreciation- SRfm awarded-	senior- resident
tirelessly- 3mq<a^M*n, Hitachi efficiently-	^MHI patiently
34di«FT wr hardworking and punctual-	T TFPFJTW precious service
admired-	concerned people-	♦ufi’Hp** preachy
- uiM'b TJT3 P’Mebi'd^/M<i|vd^ appreciate-T^r^TT ^FT
[bookmark: bookmark212][bookmark: bookmark213]P. Letter of Appreciation	
NASA INT’L HIGHER SEC. SCHOOL	"
Kathmandu, Nepal
Tel. 01-4224216
This letter of appreciation is awarded to our respected senior English teacher Mr. Komal Luitel, a resident of Charpane, Jhapa, for having taught in this school tirelessly, efficiently and patiently for considerably more than two decades.
We always found him to hardworking and punctual. His precious service in this school was very much admired by all the concerned people and the students were equally grateful and loving to him. The school’s authority always remembers him for his kind suggestion will keep his preaching as motto of life. I, on behalf of the entire school family appreciate and thank for his precious service in this school.
We wish him his better days in the days ahead.

rvaf[bookmark: bookmark208][bookmark: bookmark209]bribing and Inviting

oanks a lQt t°r y°ur2etter congratulation on our achievement in your niPuter stu^’ m eX eme /	as Im mforrned your immense progress,
y God bless you to move ahead!
uvS.L-C. exanl is gomg t0 start from 25th of this month. The S.L.C. exam /thought to be the iron gate for the Nepalese students. This is the last exam of school level- 1 get success» I'm thinking of getting admitted to a science colleSe' $° I'nl working to meet the destination I've specified. What about your coming exam?
Immediately after finishing my S.L.C. exam, my elder sister, 'Arpana' is going to get married. The marriage ceremony will provide you pleasure and knowledge of our culture, won't it? Certainly, I heartily invite you to attend her wedding on the lO^[footnoteRef:13] [footnoteRef:14] of the coming month at our own residence. Please attend to the ceremony at any cost. [13: Friend,]  [14:  w
n?s Ve7 glad to receive your letter in which you have asked me to desenbe <-S!5!}es’What I am going to do after the final examination.	
©©
Tahachal, Kathmandu
July 12
received.
I'll pray that the God may grant you a long and prosperous life.
As a friend I'll advise you to take an oath on the vary day that you time. I wish this birthday may bring happiness and prosperity to you.
"Many many happy returns of the day".
With best wishes] 

Please inform me the date and the time of your arrival. I am looking forward to seeing you at the airport to welcome.
With best regards, Sapana>»
d

[bookmark: bookmark214][bookmark: bookmark215]2 Difficult word meanings sue 7 3Rfc^i
Achievement-	computer study-	extremely-
“Wnse progress- 3{?*nferF dHcfl 'the iron gate'- 'bMH <JHFT W WISIO success- tf’hd estination- elder sister- fenft marriage lemony- faqif? heartily invite-	HH attend-	jFt
0Wn residence- WT at any cost- ar^rnn
Bhandara, Chitwan
May 5, 009

[bookmark: bookmark216][bookmark: bookmark217]94. A Letter to a Friend on His/Her Birthday
I birthday, and include my warmest congratulations to the many others you've.

[bookmark: bookmark218][bookmark: bookmark219]^fflcult word meanings toft,Writing Letters ■ 1X1
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0 Lylate- W? W w birthdav-
*{? n’arriage’	ma81n®- *3^ rKby. party-	vitsr
grfl candles-'Com Of Sud^'T^"8 off'—		< ' irv^y	»•
^1*11^ «J>f*ici»i forget-
' ' \ J advise- for

flOSP^
Minbhawan, KathmandupearNisha,

April 25,009
Vnu have asked me about the subjects T am n •	. .	,,
fye decided to take commerce in preference toT^ t0 ™	*’ standard.
Jege.	Preference to science at Glacier International
As you know I am not very good in studies. A student of science should be very b„ hant otherwise one can not get admission in an engineering o meS *ge .Moreover as I am to enter business after my graduation, cl^neme wfl be helpful. I may go m for chartered Accountants course.	mmerce win
Nisha, which discipline have you decided to take up. You are a ve.y good student and I think the stream of science will suit you.	6
Finally, please convey my namaste to your parents
Your closed friend
Tripti
I Q Difficult word meanings (<PIB<N 7 3Rfcs)
decided- fWT commerce in preference to science-
’	brilliant-	otherwise- 3FW, WFt admission- T^T,- W
it medical college- ilfecH graduation- FTRFF chartered accountants course- tjTpf stream of science - taH
[bookmark: bookmark220][bookmark: bookmark221]	■„	,-^^oreo-eurteula.AetivlUe.
Bagbazar, Kathmandu
September 06, 009
Brother Ajit,
Sig student life the co-curricular activities play a vital role in order to get °VeraH development Co-curricular activities are generally concerned to the co- J’Mun toTZea? extend. That's why co-curricular activities are much ^SJjJJjbr our overall progress.			—			

In our school, on every Friday, such quiz, oratory, debate, singing and dancing, symposium are the main ones. If we participate fresh and we can concentrateprograms are conducted. Among them, r - act of caricature, race, literature | . s in activities, they will make us I our minds in studies with renewed vigour. | J activities develop creativity as f

AAAiuua in Activities develop our mind and body. These well as imaginative power.
Well, we are not so happy to learn that you don't take participation in among those. Contrary to what you said it doesn't use up your time but frames yow leisure with productivity. You should however not make it an instinct.
With the great hope, you'll be encouraged to participate in your co-curricular activities.
Your loving sister
Mala
[bookmark: bookmark222][bookmark: bookmark223]£□ Difficult word meanings ivfdar ?i«ar 3Rfc^)
during student life-	jfntd+i	co-curricular activities-
vital role- W ‘MTHCFT to a great extend-	overall
progress-	wfr conducted- stRfnPTT TF’ft quiz- tufa fl -	oratory.
qncMQ’cii debate-	act of caricature-	atfrrrq- literaturesymposium- -HlfM nftgr participate-	concentrate our minds-
I'Pbcb'd MHisd-cA I creativity- ^pTT^THrtT as well as -	imaginative
power-	artFTT leisure-	productivity-	encouraged-

[bookmark: bookmark224][bookmark: bookmark225]97. A Letter to a Friend Telling About Plan to Visit
Write a letter to a friend of yours telling about your plan to visit somewhere including the following guidelines.
- The place you are going to visit - Who you are going with - Where and for hos long you will stay there - What things or places you will see - What things you wil do there.
tlimandPharping, Kai	
August 2

I Dear Shreshu,
As a human I wish to learn more through various ways. Beside reading books learn something through traveling. You know we are getting a fortnight holidfl during the greatest festival Dashain. I plan to visit Gorkha with my parents. W have our relatives there. My dad says that we are staying there for 24 hours.® a very historical and naturally beautiful place. There are many places to vis

P ?odle there’^Kurin^ ? mra 7 gondola <cab'<~a')- h deed JI stay >n a lodg®	S "tar for a day and a night. The other places ofrrnung Zeners - igy
e
s
r.
$

> ,be V,S *ed “en °Orkha	R°yal palaces, and natural beauty of
«h Himalayas that can be seen front Gorklta Darbar. Now I am so much rited to nde on the cable car and visit the palace.
finally’ I request you to join us. It s not only a trip but also we have a chance to see the people, watch their cultural activities and their way of life. We can learn through traveling as it broadens the mind.
Your beloved friend Mouse
[bookmark: bookmark226][bookmark: bookmark227]g Difficult word meanings (®f&ct srcs 3rete^i
various way-	dP^iF^ traveling- ^TTT fortnight holiday- ^4ildl*l fw
'greatest festival- jre relatives-	historical-
gondola-	(fqsnTiq *hWH«ue di<HI CFR) in deed- HI Royal
palaces- <M<?<=II<6^ natural beauty- 9I+FH+ ^<dl excited to ride- cultural activities- <iiW<i<i>
Charpane-4, Jhapa
March 30
Dear Anjulee,
)n the last letter you informed me about your place. I loved your letter from my core-of heart and that made me know an account of your place i.e. weather. Stations, and so on. And you have asked me to jot something down as an account of my pl ace.	j
4s you know, I live in the Terai region. Jhapa district, the southeastern district ;fNepal. Morang and Illam surround it in two sides whereas other two sides 'llkto India. The place where I live is very much peaceful and calm because of ,? *ver smelling and friendly behaved people of this place. The place is an
Part of the country with the majority of different castes and creeds. We e °Ur own culture and tradition.
i father is almost hot in the Terai except in winter. The maximum kP,erature in the summer season reaches upto 40°C. The vegetables grow well C? of well irrigation system. Most people grow green vegetables So green- V ls a profitable business here. The visitors who are fond of watching L Certaiftly get an ample opportunity. Sparrow, nightingale, cuckoo, rook,
’ Peac°ck, pigeon crane duck and other hundreds of birds species can also

[bookmark: bookmark228][bookmark: bookmark229]99. A Letter to a Friend Describing Nepal and Features
Dear Florence,December 21,008

I begin by praying to the lord Pashupatinath, our patron deity for your personal health and happiness and for the regular progress and prosperity as well.
You know Florence although man bom absolutely blanks to this land. The way it differs gradually to every individual as they go on developing i.e. feelings, the field of interest, style of living, and the way of perceiving the world. So it is of great wonder to human beings. As to the same I too have my own way of visualizing the world and interest. I am very much pleased myself making you know something about my mother Nepal.
Nepal is a landlocked country, where Mount Everest, the roof of the world, stands resolutely as a nature's pillar with all its beauty and dignity. Let me relate you first about the fascinating beauty of Nepal and her other dazzling and sizzling aspects. Stretching wide south to north, this picturesque land has her unique types of climate, culture, geography and history. The snow capped peaks, the green forests, the roaring falls, the tranquil lakes, the deepest gorges, the simmering rivers, the murmuring streams, the singing rivulets, the antique and artistic temples, fine flora and faunas are all the beauty and blessful ornaments of our mother Nepal. As you are fond of traveling, don't miss to visit Nepal if you haven't been here before.
The people of Nepal are friendly and ever smiling. They are kind hearted and so religious. The motto of our life is simple living and high thinking.

i iilllLX	y
Kotfl- Most of NePale7eTen ? 016 re« of th		
Socially we seem to be div^°P e f°Uow th ''^dasa^ "?			
a^Sai differences, we Je „V,ded into dZf^ H‘nd“ reli^
K—	«’■ - We, N„’ ■
)Jy, Florence, friendship is a (a)	- 61 Session of/
p3 ring winch doesn't have its ei£ ‘^s bli( a	|
k	W °k fee hop^1?eadshV « like i
Lmamaandpapasaynamestetov	satne 'fee as
yOUrP^nts.pleasecon
/	“leir regard.
—- 	y°ur friend
Daniel

[bookmark: bookmark230][bookmark: bookmark231]7 Difficult word meanings taster ?R5 =t 3Rfc^)
n deity-	personal health and happiness- atfvMid T
ess and prosperity- RRRb' T jrqft the field of interest- tolutely -blanks-	Hls/l,	style of living-	way of
Reiving the world- WTWt faqioA	stand-	resolutely as a
Nature’s pillar-	3TZH td+^<^l	beauty and dignity- ^<dl I
fascinating beauty-^i*^*	stretching- ^^*1 picturesque land- d^fi<Hyl
?n roaring falls-	tranquil lakes- VTFRT diw deepest gorges-al,

5^ nfcft Trtfr antique and artistic-	fine flora and faunas-
w	d'4T TPIT ornaments-	3jnrr*T kind hearted- WR
simple living and high thinking- ?TKT	faw superficially- «d£i^H*ti
castes and creeds- dlddrfH ?	united- «’<i£ld, i^^d common roof of
Nepal- flPFT 37T WH common voice of Nepali- WTH'	sweet
expression- W^pTh unity among diversity- ar^FdTHT x^rr
[bookmark: bookmark232][bookmark: bookmark233]^General Letters Describing Festivals
[bookmark: bookmark234][bookmark: bookmark235]jjjjj’About the Merry Christmas
^^alpasaWashington DC USA
January 01

It's a
ChristT/atter of happiness for us that we are going to celebrate our festival.
‘lie Chn
^lebra^^s Estival falls on the date of 25th of December every year. It is ed °n the auspicious occasion of the birth of Lord Jesus Christ. Jesus

was bom on 25th of December irt Jerusalem it is believed. Christmas important for us as Dashain for you. We prepare a Christmas tree and decorai with lights and other at our home. The Christian people express their fie'* wishes and say 'Merry Christmas' to one another. We exchange our gifis ^1 presents on this occasion. The children feel very much happy as they rece^ lots of gifts and bars of chocolates and toffees at night.	I
With good wishesYour friend
William Dig^
I
I
I
I
I
=□1

[bookmark: bookmark236][bookmark: bookmark237]Q Difficult word meanings (a>ld*i W5
matter of great happiness- McHF tjsfrFT Christmas auspicious occasion- fcririt Jesus Christ-	(SJUIHHF) Jerusalem.
tiefl 9Tff	Believed- fajHRt TRTT Prepare- ’W? rpj
Decorate- JJII *R, ’RTFSH Express- ®*irh good w’s^es ' receive- 7TR *R chocolates and toffees- xi<*^d
[bookmark: bookmark238][bookmark: bookmark239]101.About the Festival of RamjanMurli-chowk, Birgunjl {
May 09 '
I1

Dear Jim,
I'm very much pleased to get your letter containing much curiosity about our festival Ramjan. Hence I am writing to you in a brief account.
This festival is celebrated by the Muslims to make them pure. It is celebrated for the whole month known as Remjan month according to Muslim calendar. We take fasting at day time during the festival. We neither eat nor drink anything. We start the celebration of festival after seeing the second moon in the next month.
The final day of Ranjan is called ID. We wear new clothes and prepare nice dishes on the occasion of ID. We pray to our Allah. On seeing the moon of the ID, we all feel much delighted. We also embrace (hug) each other with the recitation of ID Mubarak HO’ on the completion of Ramjan.
Your Nepalese friend 	Warish All
Difficult word meanings tajf&or 7 3refc^)
pleased - ’TT^rr curiosity- fajtrar a brief account- TIZT ^STTT fwvi Muslims 11 -	rr-TH*41-1?!* Pure- Muslim calendar- HTWH trn fasting -	*
Allah- 3i^it4,	Delighted-	embrace (hug)- JriTHmi gfcH, I
recitation- MI^-I, HSH '-MH completion - MHIP-I,	I
ZJ
Shikhar - 3 Darchula
January 06
learP®nilliVe’
i pleasure to make you know about the festival of Gaura; a festival among R /se women. This festival is also known as Teej' for the women of Far- i tegion of Nepal as well as the women of northern India and Utter Pradesh Ecially Kumanu and Garawal.
festival is celebrated in the month of Bhadra according to the lunar "j15 jgj. starts a day before the birth anniversary of Lord Krishna and is ^ued for a week. The women of the castes of Brahmin, Kshetries and! , Juries mostly take part in the celebration on the name of wife of lord Shiva.
'gaura is also the name of Parvati. They form the idols of Shiva and Parvati of
, ffass They not only worship the idols but also offer a mixture of five kinds
■	' -•	‘	—1	'	m -’-i Biruda’. So, it is
enjoy themselves "1 ringing and dancing and ask blessing for their families, particularly for j husbands. The unmarried girls worship the goddess with a belief that they will jet married soon and have a good mannered husband. And they get any incarnations of Lord Shiva.
] of grain i.e. Pulse, pea wheat, kalai,and guras known as 'Pancha J called the festival of Biruda. Women on the occasion e:
ir
With best regard Shankar
jr
'e g- xt
ce lie he
Q Difficult word meanings (a>ld<n 7 •sidco)
According- TOTR, WfaRthe lunar calendar- ■=<’■«+<l<i RTt (f^ RTF) birth inniversary-	continued- pRlfaTT HRt castes-	idols
grass- URT worship- W RJ, 3FRTW TRRT RJ mixture- fk’SHT Micularly- farR TR< unmarried- ^fadlfe'ct,	belief- WTT RM good
•annered- to Rfhr mj/FT incarnations- yfcTMT
[bookmark: bookmark240][bookmark: bookmark241]^About Chhatha Festival
nd
Mi
nis
Janakpurdham, Dhanusha
April 04
’"'Navina,
I feel	.	_
tsli .much Pleasure to make you know about the festival of Chhatha. The i BhChhatha falls on the sixth day of the bright fortnight of Kartik fourdays %ed k^' 11 is the greats1 festival for the Hindus in Terai, especially Xtd Maithily people. In this festival people worship the sun. It is ed for two and a half days. The women keep fasting and make

[bookmark: bookmark242][bookmark: bookmark243]the Gaura Festival


I everything pure during the festival. They go to the river or pond and w setting sun in the evening and rising sun in the next morning. Peopie°IS^P(L much happy by seeking the blessing of goddess for their prosperous Hu also celebrated in India mostly in Bihar and Uttar Pradesh.	re. j| j
Flowers and burning lamps are important for worshiping the sun believed that after the festival people get remedy for skin diseases s°^* v take baths invert cold water at the time of sun rise.	1I1Ce
I Navina, I have just known this much about the festival of Chhatha, p]ei to me about the cow festival (Gaijatra) celebrated mainly in the Katk "fy valley.
I’m eagerly waiting for your response.	i
RamkhelawanyJ
[bookmark: bookmark244][bookmark: bookmark245]Q Difficult word meanings <a»fdei
bright-	fortnight- (IK	especially - jnt? observe
keep fasting-	pure- ’rf^setting sun_
sun-	prosperous future-
burning lamps-	the sun god-	remedy for skin diseases.
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August!
Tahachal,

Dear Bimal,
I feel it’s my pleasure to make you know about the festival, mainly celebrated] our locality the Gaijatra.
This festival is celebrated in the month of Bhadra before Krishnajamastami. w the Newar people celebrate it to worship our ancestors. It is started fromahous where a death has been taken place during the year. The procession starts wfl the people particularly with the children who put some cow heads on thej heads. People also wear cow-masks on their faces and join the procession an go round the city.very sad at fl z%i n ITY'IPH that fl

In the 18th century, the queen of Malla king Pratap Malla was very sad at fl untimely death of their son. In order to console her, the king proclaimed thatli would present a good prize to anyone that could make the queen feel happy>
people wearing absurd costumes gathered in large groups in front of the Royal palace. The queen who was watching the processions burst into laughing. Since then it has ^een celebrating as a festival. Thank you.
Yours’
Palpasa
[bookmark: bookmark248][bookmark: bookmark249]Difficult word meanings (uridar T 3Rfo^)
Krishnajamastami-	ancestors-	death- procession- cfhfr,
qfca cow-masks-	century-	fl 00
3^) untimely death- swiWcb console-	far
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Manang, Chame I
April 02
Dear Sushila,
Nepal is the nation of festival as we have made it known in the rest of the world through our cultural performances. I'm now telling you about Lhosar.
The word Lhosar is formed of two words. 'Lo' refers the meaning of year and ’Sar’ refers ’new', that’s why Lhosar means new-year. It is according to the Sherpa language.
Lhosar is celebrated at the beginning of a new year in the Himalian regions. Mostly Tibetians, Sherpas, Gurungs and other Kirati people of Nepal celebrate it. It falls in the month of Paush or Magha. In this festival people wish happy new-year' to one another. They wear new clothes, prepare delicious food While celebrating they perform singing and dancing.
11 look forward to hearing from you.
W	Yours’
I	I
Mingma |
| Difficult word meanings I<PI3<JI
Ite rest of the world- aW cultural performances- «MOM> Lhosar- SW
jP celebrated- narsr® beginning-	the Himalian regions- frrrnft Waaw
J P'epare- aart mf delicious food- wifas ar^r singing and dancing- ifra SV =rr^	*
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Ramananda Choock, Janakpur
November 03
Dear Smithson,
Nepal is like a garden where various flowers of festivals bloom regularly. Im indebted to you as you have fulfilled my wish by letting me know about your festival.
Holi festival is called the festival of colours. It is celebrated in the month of Falgun during the full moon day. It is one of the greatest festivals of Hindu. In the Terai the festival of colours celebrated with the great enthusiasm. People smear red powder one to another and pour coloured water on one’s body and face to have a fun. People enjoy a lot during festival beating drums and musical instruments. On this occasion people wish for happiness and prosperity by exchanging gifts and cards.
According to Hindu mythology, Holika, a daemon woman, was burnt to death. In pleasing memory of the burning of Holika, people celebrate it with pleasure.
Your friend
Rambilash Yadav
- - —1
[bookmark: bookmark254][bookmark: bookmark255]Q Difficult word meanings (oRta wr
bloom-	tpr regularly- fHRfRR ^MRi indebted-	$
full moon day- R^TRFFt far enthusiasm- fasiRT smear- <35 powder- RRt MH'S? beating drums- SR (RTRT) Rsrat musical instrument RTftrfcFF dMcKW happiness and prosperity-	exchanging
fafa-RR Rf, RTZTRIZ R# gifts and cards- SRKR T RRRTRRT	mythoW'
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flie business company should deal with
individuals in course of daily financial transaction^	comPanies and
accepts the letters as one of the important facto^ f ^US’ business comPany letters must be in a well format. Here is an examnl C°??,unications- BuZes^ letters.	30 examPle of the format of business
(i) The heading
(ii) Inside name and address
(iii) Subject heading
(iv) Salutation
[bookmark: bookmark260][bookmark: bookmark261]		
Message of the letter body
(v) Complementary close
(vi) Signature
(vii) Post script. (P. S.) (yiii) Enclosures
The buyers ask the potential sellers about the goods and services before being
~ ■* ”—-• buyers. Here is a model.			
Arva^nd Adi Enterprises
Birtamod, Jhapa
Nepal
F	July 10, 2010
The Marketing Manager,
Maruti Cabs India Ltd.
Gandhi Road, New Delhi
Sub : For catalogues and price list
Oear sir,	
Arya and Adi Enterprises (we) are one of the leading cabs dealers^Jjj> than a dozen branches throughout Nepal, are making a good import to fp needs to our requirements from Japan, Honkong and to some extend k European Union manufacturers.
As we visited the recent Industrial Trade Fair in Siliguri, India and impressed with the quality, finishing and designs oi your productions would therefore request you to send us a copy of catalogues, price list, terms J condition, time for payment, discount and methods of payments as soon1 possible in your convienience.'
We look forward to hearing from you.
Your faithfully AdityaKausj
.Procurement office
[bookmark: bookmark262][bookmark: bookmark263]108. Reply to Enquiry Letter
[bookmark: bookmark264][bookmark: bookmark265]Maruit Cabs India Ltd.
Gandhi Road, New Delhi
Aug 01,2010
[bookmark: bookmark266][bookmark: bookmark267]The Procurement officer
Arya and Adi Enterprises
n	j I
Birtamod, Jhapa
Nepal
Sub : Terms and condition, sales and payment
We feel happy to have your letter with the message of good impression to yo» being watched our products in the Trade Fair. We appreciate your interest an: hence we have enclose the items that you mentioned in your letter The pnC< list, terms and conditions, sales and payment, commission, and taxation attached herewith.
We feel pleasure to send this informations and are confident that our terms aid conditions will be acceptable to you. If so, you can place large orders with us. i
Looking forward to heaving from you.
Yours faithful Rahul Chaturve^
			Marketing Manag«JI

The letter written by the buver	,
and conditions of transaction time for Tr 'T* of iteras> <luantities-terms Xential factor is letter of or<C£ .slmodd meth°dS °f
Chautari Tea Marts
Anamnagar, Kathmandu, NepalJune, 21,2010

The sales manager
Haldibari Tea-state
Jhapa, Nepal
Sub : Request for the orders
Dear Sir,
Thank a lot for your quotation and for the supply of samples of multi-items of tea. The terms and conditions mentioned in the letter are suitable. So please supply the following items through Pravat Transport Comnanv.
[bookmark: bookmark268][bookmark: bookmark269]Up, Cnmplaint forthe OrderS. No.
Perticulars
Quantities
1.
Haldibari gold tea
200 kg
2.
Haldibari CTC
200 k^
3.
Haldibari green leaf
50 kg
4.
Haldibari dust
50 kg
5.
Haldibari silver tea
100 kg

The payment will be made conditions as per the samples.
items in accepted
Yours faithfully Annan
Sales Manager

r	nlaints Such letters are written and sent to the
jmplaint letters contain c0™p	transaction, if the wrong items are sent,
cllers or manufactures. During	p^ce becomes higher if the
the quality is low, if items are. se	’factors the letter is written by the
* fes are out of orders and such many om
Here is a model. 	

Sub : About the supply/ supplies Dear Sir,
We feel sorry to have your attention to the supplies you made us. quality of tea among the pockets we received differs from the samples pJi The tastes and flavours are very much low and price is bit high. Hence, we * the reputed suppliers, we never hope any complaint from our clients81 consumers. The quality tea is so inferior that we can't supply it to our retail® and consumers. Thus, we request you to replace the supplies as we can not de with such supply.
We look forward to hearing from you.
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• ~
Birtamod, Jhapa
2011 July 10
The Secratery,
The Ministry of Water Resources
Singha Durbar, Kathmandu
Nepal
Dear Sir,
We the people of Charpane village Development Committee 4, humbly respectfully beg to 		
	
yours sincerely
	
I •»•
Thaimian
C,n£Upabhokta Samiti
[bookmark: bookmark274][bookmark: bookmark275]JISTTO the Member of Constitutional Assembly
[Chandragan, Jhapa
12011 July 19
The Honorable .. .(Name)	,
The Member of Constitutional Assembly Singha Durbar, Kathmandu
Nepal
Dear Sir,
We, humbly and respectfully beg
Yours sincerely
Chairman
Village Devt. Committee
[bookmark: bookmark276][bookmark: bookmark277]113. To the Minister
Dharan-15, Sunsary
2011 June 29
The Honorable Minister
The Ministry of Education and Culture
Keischer Mahal, Kathmandu
Nepal
Dear Sir,
humbly and respectfully beg to state that	
**••••
^°urs sincerely
[bookmark: bookmark278][bookmark: bookmark279]To the Deputy Prime-Minister
he Honorable Deputy Prime-Minister The Government of Nepal Kathmandu,
Nepal
The Honorable Deputy Prime-Minister, We’d like to	
	




Yours sincerely 5. To the Prime-Minister
Dhanusha, Nepal	'	>
2011 June 29
The Right Honorable Prime-Minister
The Government of Nepal	>
Kathmandu, Nepal
The Right Honorable Prime-Minister
We, humbly and respectfully beg to state that	j
Yours sincerely
[bookmark: bookmark280][bookmark: bookmark281]115. To the Speaker of the Constitutional Assembly
Dhankuta-3, Nepal
2011 June 29
The Right Honorable Speaker
The Constitutional Assembly
Kathmandu, Nepal
The Right Honorable Speaker,




118.	President

Kathmandu Metropolitan City
Kathmandu, Nepal
2011 June 29
His Excellency Barrak Obama,
The President of United States of America
				 	
Your Excellency,	.
I sincerely and respectfully invite you to open
[bookmark: bookmark282][bookmark: bookmark283]119. To the Secretary General of The UNO
2011 June 29
His Excellency		
The Secretary General of the UNO The secretariat,
United Nations Organization
				
Yours sincerely
Mayor
Kathmandu Metropolitan City
Let us study how to frame a good resume, in the latest style, which is the first interface of a candidate with the potential employer:
· The employer should get an idea by the first glance itself. Thus, make rtj briefer and stick to the points only. Ideally a resume should be of one page a maximum two.
•	Make the 'experience portion' clearer, mentioning how long, in capacity, and what you have done for the previous organizations. It has to I* specific, measurable, action oriented and realistic.
· Be candid and unambiguous so that the employers feel comfortable in hW your services.
Microsoft_Word_Document1.docx
gemen,ber

■ Letters of sympathy are mostly written and sent when misfortunes like loss

· of properties, acc’dent, disaster, and calamities happen.

Only a few expressions of emotional feelings are in the letter so that the

· receiver of the letter should feel that love and hearty sympathy is with the sender for him. (receiver)

The letter begins with news of misfortune that you heard and regression over it.

Some of the beginning sentences of the letter are given below as model.

It was with great sadness that I learnt from the newspaper about your failure in the S.L.C. examination this year.

The news made me feel extremely sorry about your illness today morning through	

I was so sorry to know that you fell off your bike and had to remain in the hospital.

1 am really very sorry to learn about the theft you have suffered.
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