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             Formal Letter            

 

Day 1: NARRATION 

 

Read the following sentences: A. The boy says, "I read in B. High School." 

                                                 B. The boy says that he reads in B. High School.  

In the sentence A the speech of the boy is quoted in the exact words of the speaker. The 

speech quoted in the exact words of the speaker is a Direct Speech or Direct Narration. It is 

always written within inverted commas. 

 

[Note: The direct speech contains: 

a. Reporting speech: The boy says, ....... 

b. Reporting verb: says 

c. Reported speech 1 "I read in B. High School."  

d. Verb of the reported speech: read] 

 

In the sentence B the speech is reported in a narrative form without quoting the exact words 

of the speaker.  

The speech reported in narrative form without quoting the exact words of the speaker is an 

Indirect Speech or Indirect Narration. 

  

[Note: The reporting speech and the reported speech are joined by a linking word and the 

commas are omitted. -Remember: Narration is of two kinds. They are: (a) Direct Narration or 

Direct speech 

(b) Indirect Narration or Indirect Speech] 

 

 
General Rules  

 

[i] Assertive Sentence or Statement  

 



1. If the reporting verb is in the present or future tense, the tense in the reported speech 

is not changed. 

Direct: Nabil says, "I am fine."  

Indirect: Nabil says that he is fine.  

Direct: The man says, "I shall do it."  

Indirect: The man says that he will do it.  

Direct: He says, "I went there yesterday."  

Indirect: He says that he went there yesterday.  

Direct: He will say, "I am ready to go."  

Indirect: He says that he is ready to go.  

 

2. If the reporting verb is in the past tense, the verb in the reported speech is changed 

into the corresponding past form.  

Direct: Nadin said, "I am fine.” 

Indirect: Nadin said that he was fine.  

Direct: He said, "I want to go."  

Indirect: He said that he wanted to go.  

Direct: He said, "I am reading a book."  

Indirect: He said that he was reading a book.  

Direct: He said, "I have learnt my1esson."  

Indirect: He said that he had learnt his lesson.  

Direct: He said, "I have been learning English.”  

Indirect: He said that he had been teaming English.  

Direct: He said, "I had reached the school before the bell rang."  

Indirect: He said that he had reached the school before the bell rang.  

Direct: He said, "I can do the work.”  

Indirect: He said that he could do the work.  

Direct: He said, "I shall do it." 

Indirect: He said that he would do it.  

Direct: He said, "I shall have done it."  

Indirect: He said that he would have done it.  

 

3. If the reporting verb is in the past tense, and the verb of the reported speech is in the 

past indefinite tense, it (the verb in the reported speech) is changed into the past perfect 

tense.  
Direct: Urmi said, “I went to school.”  

Indirect: Urmi said that she had gone to school.  

Direct: He said, "I wrote the book."  

Indirect: He said that he had written the book.  

Direct: Kabir said to me, "I was sick."  

Indirect: Kabir told me (said to me) that he had been sick.  

 

4. If the reporting verb is in the past tense, and the verb in the reported speech is in the 

past continuous, it (the verb in the reported speech) is changed into the past perfect 

continuous tense. 

Direct: He said, "I was reading a book." 

Indirect: He said that he had been reading a book.  

Direct: Shimu said to me, "I was making a research to. solve the problem."  

Indirect: Shimu told me (said to-me) that she had been making a research to solve the 

problem.  



 

[Note: The use of the conjunction that between the reporting speech and the reported speech 

is not a must in the indirect speech.] 

 

5. If the Direct Speech describes a universal truth, constant fact, habitual fact, 

geographical fact and quotations, the verb in the reported speech remains unchanged:  

Direct: The teacher said, "The earth moves round the sun."  

Indirect: The teacher said that the earth moves round the sun.  

Direct: He said, "My father reads the Holy Quran every morning."  

Indirect: He said that his father reads the Holy Quran every morning.  

Direct: Keats said, "A thing of beauty is a joy forever." 

Indirect: Keats said that a thing of beauty is a joy forever.  

 

6. The First Person of the direct speech is changed into the person the man spoken to 

and the third person does not have any change:  

Direct: Rahman said to Mamun, "Your father will go to my office."  

Indirect: Rahman told Mamun that his father would go to his office.  

Direct: Salam says to you, "You did not help me."  

Indirect: Salarn tells you that you did not help him.  

Direct: They said to us, "He will meet you."  

Indirect: They told us that he would meet us.  

 

[Note: If the Reporting Verb has an object, it is not good English to write said to him before 

that, it is better to write told us/him etc.] 

7. If the Reported speech has two or more verbs occurring at the same time, the past 

tense of the verbs is not changed :  

Direct: The teacher said, "Mr. Ant worked hard while Mr. Grasshopper slept."  

Indirect: The teacher said that Mr. Ant worked hard while Mr. Grasshopper slept  

Direct: He said, "The children sang, danced and played."  

Indirect: He said that the children sang, danced and played.  

 

8. Words that express nearness are often changed into the words expressing remoteness:  

Direct Speech Indirect Speech 

Here There 

This That 

Ago Before 

These Those 

Hence Thence 

Come Go 

Hither Thither 

Today That day, the same day 

Tomorrow The next day, the following day 

Yesterday The previous day, the day before 

Last night The previous night, the night before 

 

 

WORKSHEET 1: Change the following sentences into indirect speech :  

1. The boy says, "My father is working abroad."  

2. Karim says, "I was right."  



3. He said to me, “I shall help you.” 

4. Anwar said to them, "You were absent from the class yesterday".  

5. The man said to Kalam, "You have not sent me the letter." 

6. Ahmed said to his father, "I am preparing my lesson."  

7. He said to me, “I did not see the boy going.” 

8. They said to me, "You have done well."  

9. The man said to the children, "Allah is kind."  

10. They said, "We came, worked and returned."  

 

Answer Key: 

1. The boy says that his father is working abroad.  

2. Karim says that he was right.  

3. He said to me that he would help me.  

4. Anwar said to them that they had been absent from the class the previous day.  

5. The man said to Kalam that he had not sent him the letter.  

6. Ahmed said to his father that he was preparing his lesson.  

7. He said to me that he had not seen that boy going.  

8. They said to me that I had done well.  

9. The man said to the children that Allah is kind.  

10. They said that they had come, worked and returned.  

 

Day 2: NARRATION 

[ii] Interrogative Sentence:  

Structure of indirect speech: 

(a) Reporting verb is changed into ask or enquire of. 

(b) If or whether is used as a linking word.  

(c) The auxiliary verb in the reported speech is used after the subject.  

(d) If the sentence begins with who, which, what, how, when, where, why etc., these are not 

changed and if or whether is not used. 

 

[ Note : The indirect speech becomes a statement and no question mark is used.] 

 

Nadim said to Nadia, "Are you reading now?"  

Nadim asked Nadia (or enquired of) if she was reading then.  

The man said to Shaila, "What is your name?"  

The man asked Shaila what her name was.  

 

[iii] Imperative Sentence:  

Structure of indirect speech  

a. Reporting verb is changed into tell, command or order, request - or beg or entreat or ask, 

forbid, according to the sense of the speech  

b. Reporting verb and Reported speech are joined by Infinitive ‘to’  

Direct: He said to me, "Do it now.”  

Indirect: He told me to do it then.  

Direct: The captain said, "Soldiers, march on."  

Indirect: The captain commanded the soldiers to march on.  

Direct: I said to my sister, “Please give me a glass of water.” 

Indirect: I requested my sister to give me a glass of water. 

 

[iv] Optative Sentence: (expressing prayer, wish, curse etc.)  



The structure of indirect speech of Optative sentences: 

a. The Reporting verb is changed into wish or pray.  

b. The Optative form is changed into a statement.  

c.‘That’ is used as a linking word.  

Direct: He said to me, "May you be happy." 

Indirect: He wished that I might be happy.  

Direct: Mr. Khan said, "May Allah save me. " 

Indirect: Mr. Khan prayed that Allah might save him.  

 

[v] Exclamatory Sentence:  

The structure of Indirect Speech of Exclamatory sentences in Indirect Speech: 

a. The reporting verb is changed into exclaim, cry, shout etc. according to the sense.  

b. New words and phrases like with joy/in joy, with sorrow/ in sorrow, in wonder etc. are 

used to express the meaning of exclamation. If the sense of exclamation is not clear, such 

phrases are not used.  

c. That is used as a linking word.  

d. very, great, indeed are used in place of how, what 

e. The changed form becomes a statement.  

Direct: The man said, "Alas! I am undone." 

Indirect: The man cried out in sorrow that he was undone.  

Direct: He said, "Hurrah! We have won the game." 

Indirect: He exclaimed in joy that they had won the game.  

Direct: He said to me, "What a funny boy you are"!  

Indirect: He exclaimed in joy that I was a very funny boy. 

Direct: He said, "What a fool I am”!  

Indirect: He cried out with sorrow that he was a great fool.  

 

[Note: 'great' is used before a noun] 

 

Direct: He said, "What a long journey"!  

Indirect: He exclaimed that it was a very long journey.  

 

Exception ---  

Direct: He said, "Who knew that it would happen"!  

Indirect: He said that nobody knew that it would happen  

Direct: He said, "By God! I have never done it."  

Indirect: He swore by God that he had never done it.  

Direct: He said, "Had I the wings of a bird!"  

Indirect: He wished he had the wings of a bird. 

 

WORKSHEET 2: Change the following into Indirect Speech: 

1. "Where do you live?” asked the stranger. 

2. The policeman said to us, "Where are you going?” 

3. He said to him, “Please wait here till I return.” 

4. He said. “Be quiet and listen to my words.” 

5. He said, “Alas! I am undone.” 

6. We said, “Bravo! You have done well.” 

7. Alice said, “May God bless you always.” 

8. Rama said to Arjun, “Go away.” 

 



WORKSHEET 3: Change the following into Direct Speech: 

1. He said that he had bought a horse the previous day. 

2. Our teacher explained that the earth completes one revolution in one year. 

3. She said that she didn’t believe me. 

4. He asked them whether they would listen to such a man. 

5. The judge commanded them to call the first witness. 

6. Amanda proudly exclaimed that she was very clever. 

7. They wished that their team might win. 

8. Sheila suggested me to sip ginger tea to get rid of cold. 

 

Answer Key: (Worksheet 2) 

1. The stranger enquired/asked where I lived. 

2. The policeman enquired where we were going. 

3. He requested him to wait there till he returned. 

4. He ordered them to be quiet and listen to his words. 

5. He exclaimed with sadness that he was undone. 

6. We applauded him, saying that he had done well. 

7. Alice prayed that God might bless us always. 

8. Rama ordered Arjun to go away. 

 

(Worksheet 3): 1. He said, “I bought a horse yesterday.” 

2. Our teacher said, “The earth completes one revolution in one year.” 

3. She said, “I don’t believe you.” 

4. He said, “Will you listen to such a man?” 

5. The judge said, “Call the first witness.” 

6. Amanda said, “How clever I am!” 

7. They said, “May our team wins.” 

8. Sheila said to me, “You may sip ginger tea to get rid of cold.” 

 

DAY 3: FORMAL LETTER 

 

LET’S LEARN THE FORMAT OF FORMAL LETTER 

 

1. Sender’s Address: 

 Put the sender’s (your) address on the top right-hand corner of the page. 

 The address should be complete and accurate. (3-line address including the pin code 

is a must) 

 

Date:  Leave a line after you complete writing your address. (on the right-hand side of the 

page) This is the day on which you write the letter. 

For example: If you are writing the letter on 12th May, then the Date should be 12th May, 

2020. Do not use abbreviation (short form). Write 25th September, 2020. Do not write 

25th Sep, 20. 

 

Make sure the ‘th’ after 12th should touch the line of the page. Likewise, if the date is: 

21st, ‘st’ should touch the line of the page, 

22nd, ‘nd’ should touch the line of the page. 

23rd, ‘rd’ should touch the line of the page. 

 

2. Receiver’s Address:  



 Leave a line; come to the left-hand side of the page 

 Don’t write ‘To’ above the address 

 Make sure you write the official title/name/position of the receiver as the first line of 

the address, that is, The Editor/The Chairman/The Officer-in-Charge etc. 

 Write the name of the organisation or institution to which the receiver belongs. For 

example: The Statesman/The Kolkata Municipal Corporation/Behala Police Station 

(whichever applicable). 

 Write the address with pin code. (3-line address is a must) 

 Do not use any abbreviations (short forms) in case of Pin code. Write Kolkata-

700061 instead of Kol-61. 

 

3. Greeting: 

 This is where you greet the person you are addressing the letter to. Since it is a formal 

letter, the greeting should not be personal. 

 Leave a line after the receiver’s address in the left-hand corner, and write Dear Sir or 

Dear Madam or only Sir/Madam. 

 Don’t write ‘Respected’; this is a wrong format. 

 Insert comma (,) after the Greeting 

 

4. Introduction: 

 Just below the comma used after the greeting, start the introduction. Don’t leave any 

line. Remember to maintain the same alignment (margin) for Introduction, Body  

 Introduce the topic of concern in the letter. 

 It should be very formal and compact mentioning all the points as given in the letter 

topic. 

 

5. Body of the Letter: 

 Do not leave any line after introduction. 

 This is the 2
nd

 paragraph which should carry the main content of the letter. 

 The tone of the content should be formal. 

 Write in a compact manner, without much exaggeration. It should be to the point. 

 

6. Conclusion: 

 Do not leave any line after body of the letter. 

 If you are writing to the editor, request him/her to publish your concern in his 

esteemed column/reputed newspaper so that it attracts the attention of the concerned 

authorities to take necessary steps as soon as possible. 

 If you are writing to the Commissioner or Officer-in-Charge, or the Chairman, request 

him to look into the matter of your concern and to take immediate necessary steps. 

 After the conclusion is written, without leaving a line, write Thanking you, following 

the same alignment (margin) of the sender’s address, in the right-hand corner of the 

page. 

 Insert comma (,) after Thanking you 

 Without leaving a line, write Yours faithfully, (note: comma should be put after 

Yours faithfully). 

 Starting from just below ‘Y’ of Yours faithfully, write your full name (without any 

full stop) 

 

Marks Division: Format=3  Content=2  Expression=5  [Total=10] 



 

Sample Letter: 

 

Q: Write a letter to the Police Commissioner of your city drawing his/her attention to 

the problems created by hawkers outside your school. Tell what dangers they pose and 

offer solutions for their rehabilitation. 

 

                                                                                                369/A, Biren Roy Road, 

                                                                                                Behala, 

                                                                                                Kolkata-700061. 

                

                                                                                                12th May, 2020. 

 

The Police Commissioner, 

The Office of Police Commissioner, 

6, Lindsay Street, 

Kolkata-700001. 

 

Dear Sir, 

              I am Sunidhi Mitra, a student of Shaw Public School in Behala, Kolkata. I would 

like to draw your attention to the problems created by hawkers outside our school, which has 

been causing severe inconvenience for the students and staff of the school. As a result, the 

smooth functioning of the institution is interrupted. 

             The hawkers sell food and toys from 8 a.m. to 3 p.m. A number of our school 

students and other children in the neighbourhood cluster around them. So, the lane in front of 

our school remains blocked and congested in the rush hours. The hawkers sell open food, 

without maintaining proper hygiene, thus, it has ill effects on the physical condition of the 

students. Due to the congestion in the rush hours, the students and the staff members are 

unable to use the shortest route to school. 

           I would request you to look into this problem and have the hawkers move into the field 

behind our school so that it is ensured they are not deprived of their livelihood and the area in 

front of our school remains congestion free. The hawkers should also be warned about the 

importance of hygiene and the sale of clean food so that the students do not fall sick. I hope 

you will consider my suggestions and take necessary steps as outlined in my letter. 

                                                                                                 Thanking you, 

                                                                                                 Yours faithfully, 

                                                                                                  Sunidhi Mitra 

 

EXERCISE: You want to visit a historical museum in your city to collect information for 

your History Project. Write a letter to the Secretary of the museum, seeking his/her 

permission to visit the museum and requesting him/her to provide you with a guide to help 

you. State the reason for your visit. 

 

 

                                                                                         Nabanita Mukherjee  12.05.2020 

 


