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Week 7 

Topics: 1. Narrative Essay 

             2. Informal Letter 

             3. Comprehension 

 

Day 1: Narrative Essay 

 

How to write a good narrative essay? 

 

1. Consider the topic: You have to involve yourself in your writing and share your experience 

with the readers, by merging truth into your story. 

 

2. Draft: Create an outline and think of all necessary details that will matter from the 

beginning to the end of the essay. 

 

3. Storyline: Your essay should contain description, plot, characters, setting and other 

components as in story writing. It should attract reader’s attention and should make her think. 

Check for proper use of vocabulary and grammatically correct sentences. 

 

4. The point of view: The reader should understand your role in the story and your behaviour 

in a particular situation. So, providing every necessary detail of the described event is 

important. 

 

5. Do not give irrelevant details as it will make the essay too lengthy. 

 

6. Clear writing: Use simple words and appropriate language to make the idea of the story 

clear. 

 

7. Describe events in proper order so that it is easily understood by the reader. 

 

8. Reading some narrative essay examples will help you create a well-developed plot, 

describe experiences and present thoughts appropriately. Remember to write the essay in at 

least 3 paragraphs: Introduction, Body and Conclusion. 

 

9. Remember to leave 2 finger gap before starting each paragraph. Give a title to your 

essay. 

 

Consider the following example: 

 

Q: You have recently been a part of an exciting adventure. Write about your experience 

and why you will remember it for a lifetime. 

 

‘An Adventure of a Lifetime’ 

 

    One day my friend Pemba and I were talking about vacations. She asked me if I 

wanted to go for a couple of weeks or more from our home to the other side of the 



mountains. This travel was about 2000 kilometres. I screamed “Yes!” I was very 

excited. 

 

    We began to prepare the things that we would need for our trip. We took a camp, a 

stove, two sleeping bags, gear, a few metres of rope and food. We had to take a bus for 

the first part of our journey. When we finally reached our destination, a rocky and 

rugged spot, surrounded by steep cliffs and forests, Pemba found a good place to put 

our tent. I made a campfire and cooked rice for dinner. After having dinner, we went to 

sleep with a pounding excitement throbbing our hearts. 

 

    The next morning we went fishing. The stream close to our camp was very beautiful 

with sparkling clear water. We took a couple of fishing rods and fishing nets. Pemba sat 

on a rock and accompanied me preparing baits for catching fishes. The wait was long 

but thrilling as we were startled at the slightest movement in the string attached to our 

fishing rods. After about two hours of waiting, when we were almost at the verge of 

falling asleep, Pemba cried, “It’s a pull!” and pulled out his fishing rod with all his 

might. We were amazed to find that a big fish was stuck on it. What a mouth-watering 

fish roast we had for lunch that day! 

 

    It is often said that the call for adventure is never-ending. Our first ever successful 

fishing mounted up our thirst for exploration. We decided not to take the shortest route 

to reach our campsite. We started walking along the edges of the cliffs, balancing 

through uneven rough roads. Suddenly we discovered a cave behind the trees and 

between two large rocks. The opening was shaped like ‘O’. We left our things behind 

and crawled towards the main passageway. We could hear our hearts beating fast as the 

distinct noise of flying bats and unknown insects was audible. Thousands of glow worms 

in the dark cave resembled stars twinkling in the night sky. We continued crawling 

towards the opening on the other side of the cave. On our way, we found a flashlight, an 

axe and a can, probably left over from a previous campsite. Our joy of discovery knew 

no bounds when we found that the other end of the cave had led us to our campsite. 

 

    We came back with lots of fun-filled memories, but at the same time we realised that 

the adventure had enhanced our seeking spirit – the spirit to explore the unknown and 

the new. The two-day experience had enabled us to be self-reliant and bold in the face of 

apprehensions. It was indeed an experience of a lifetime – opening our hearts and minds 

to the infinite possibilities of life. 

 

Exercise: Write about a time when you were late for an important function. What 

lesson on punctuality did you learn? (250-300 words) 

 

You may include the following points in your essay: 

 

 ‘Punctuality’, according to Louis XIV of France, “is the politeness of kings”. It is also 

the duty of gentlemen and the necessity of men in business. 

 I have always been notorious for being late. Yet I never really understood why it was 

necessary to be in time for everything. 

 Mention an important function where you reached late as a result of which you missed 

your performance for which you had been waiting for a long time. 

 Later when you saw the post about the function, you found that your photograph was 

missing. 



 You were disappointed, but you learnt to value time and promised yourself to be 

punctual for the rest of your life. 

 

[Avoid writing the same points, create something new and innovative and write the 

essay. You should complete writing within 30 minutes]. 

 

Day 2: Informal Letter 

 

Let us revise the basic guidelines of an Informal Letter once again: 

 Informal letters have a simple and natural style of a conversation as they are 

written to parents, siblings, friends, relatives, neighbours, cousins etc. 

 Before writing an informal letter we must observe basic rules of writing good 

composition like grammar, punctuation and spelling. 

 

The informal letter has the following parts: 

1. The sender’s address:  

 Written at the top right hand corner of the page. 

 It should be at least a three-line address, including city name and pin code. 

 Each part of the address should be written in separate lines, followed by a comma (,). 

Full stop (.) should be inserted next to the pin code. 

 Do not leave lines in between the parts of the address. 

 Maintain proper alignment. 

 An ideal address should look like: 

                                                                                                36/A, S.N.Banerjee Road, 

                                                                                                New Alipore, 

                                                                                                Kolkata – 700026. 

 
2. Date:  

 The date on which the letter is written should be below the writer’s address, after 

leaving a line.  

 The month should be written in full, and not as 05/06/2020 or Jun 5, 2020. The ‘th’ 

should be written on the line and not as 5
th

 .  

 There is a comma after the month and full stop after the year. 

 It should be written in the same alignment of the address: 

                                                                                                              

                                                                                                36/A, S.N.Banerjee Road, 

                                                                                                New Alipore, 

                                                                                                Kolkata – 700026. 

 

                                                                                                5th June, 2020. 

 

3. Salutation: 

 Leave one line after the date and come to the left hand corner of the page. 

 An usual salutation is written as Dear Mother, / Dear Aunt, (Note: insert comma after 

salutation). If you write letter to your sister/brother/cousins/friends, you may write 

their names, like: Dear Debarati, 

 

4. The opening sentence: 



 It sets the tone of the letter. (the letter could be in response to a previous letter, or 

refer to a particular subject, or be general in nature) A few examples of the opening 

sentence: 

Hope this letter finds you in the best of health and spirits. It has been a long time since 

I wrote to you. / 

Thank you very much for..../ I am sorry to hear that...../ I would like to congratulate 

you.....etc. 

 Keep in mind the topic of the letter before you write the opening sentence. 

 The first word of the opening sentence should be placed just below the comma at the 

end of salutation. 

 

5. The subject matter: 

 Like any other subject matter, it should be according to the topic on which the letter is 

to be written. 

 An informal letter should have three paragraphs: 

1. Introduction: the opening statement and expressing the reason for writing the letter. 

2. Body: The topic elaborated in detail 

3. Conclusion: Leaving a loving impression on the reader’s mind. 

[Note that the first word of each paragraph should follow the same alignment of the 

first word of the opening sentence. 

The lines that will continue thereafter, should be in the same alignment of the 

salutation. 

No line should be left in between the paragraphs] 

 

6. The Concluding Sentence: 

 A few examples of concluding sentences are: 

Convey my regards to uncle and aunt.../ Take my love and warm wishes.../ I am 

looking forward to meeting you..../ Wish you a speedy recovery..../ Looking forward 

to your reply....etc. 

 

7. The subscription: 

 This is a leave taking written below the concluding sentence, on the right hand side of 

the page, followed by a comma, in the same alignment of the sender’s address. Do not 

leave line after the concluding sentence. 

 It is written as Yours lovingly, 

8. The name of the writer: 

 It comes below the subscription, following the same alignment. 

 Your first name should be written. 

 No punctuation should be placed after your name. 

 An ideal subscription looks like: 

                                                                                                  Yours lovingly, 

                                                                                                   Rusha 

 

Marks Division: Format – 2.5  Content – 2.5  Expression – 5  [Total: 10] 

 

Consider the following sample of informal letter writing for better understanding: 

 



Q: Write a letter to your sister describing the medical camp, which was organised by 

your school, in a village to provide free medical aid and raise awareness about common 

diseases. 

 

                                                                                                        368, Banerjee Hat Road, 

                                                                                                        Maheshtala, 

                                                                                                        Kolkata-700141. 

     

                                                                                                        5th June, 2020. 

 

Dear Aishika, 

                      Hope this letter finds you in the best of health and spirits. I am writing you after 

a long time and it excites me to inform you that recently our school, in collaboration with 

Narayan Memorial Hospital, organised a medical camp in a nearby village, Amtala to provide 

free medical aid and spread awareness about common diseases. I took active participation as 

a volunteer in organising the camp. 

                    Last week a team of twenty students, four teachers and five doctors reached the 

village of Amtala to organise a medical camp, as a part of the programme of the social club 

of our school. Free medical check up and assistance was provided to the residents. The 

student volunteers were in charge of maintaining order and smooth functioning of the camp. 

The awareness programme that followed provided basic guidelines of preventive measures 

and treatment procedures of diseases like diarrhoea, dysentery, malaria and dengue. We got 

positive responses from the residents. The camp was an eye-opener for the students as we 

realised how a major part of our country’s population are still unaware of proper sanitisation 

and are devoid of a healthy lifestyle. It gave me an immense pleasure to serve the ailing 

villagers and be a part of such a noble cause. 

                    Convey my regards to uncle and aunt. Take my love and warm wishes. I hope to 

meet you soon.             

                                                                                                         Yours lovingly, 

                                                                                                          Iksha 

 

Exercise: Write a letter to your friend thanking him/her for sending you the notes for 

the classes you have missed because of your illness. 

 

Day 3: Comprehension: 

 

Before you start doing the following exercise, keep the following points in mind: 

 Read the passage at least twice 

 Note down words whose meanings are not known to you 

 You may look up for the word meaning in your dictionary 

 Remember to apply the word meaning as used in the context 

 Answers should be brief and to the point 

 Check for proper use of tense 

 Do not write two words or options for questions B. If you do so, only the first option 

will be considered. 

 For framing sentences, do not copy sentence from passage. You have to write at least 

8-10 words while framing sentences. 

 

Exercise: Read the following passage carefully: 

 



 

 
 

 

 

 

 



 

 

 
 

 



 

Q.A. Answer the following questions: 

1. What was the custom in Russia if one was to get married? 

2. Mention any two important customs a boy in Russia had to follow. 

3. What was the reason given by the Russian gentleman for the newly married couple visiting 

a war memorial on their wedding day? 

4. Describe the Peace Park in brief. 

5. How did the dress of the girl look? 

 

B. Find words from the passage which mean the following: 

1. rain lightly. 

2. in a friendly and peaceable manner 

3. persons, typically more remote than a grandparent, from whom one is descended. 

4. the quality of being thankful. 

5. the showing of politeness towards others. 

 

C. Make sentences with the following: 

1. monument   2.sacrifice   3.memorial   4.gallows   5.independent 

 

ANSWER KEY (Answers are written in points. Please do not copy the same; write full 

sentences) 

A.1. Visit important national monuments nearby, including a war memorial – boys had to 

serve in the military for a couple of years at least – regardless of his position, the boy had to 

wear his service uniform for the wedding. 

2. same as 1. 

3. Their forefathers had given their lives in the various wars that Russia had fought – Even 

though Russia won some and lost some, their sacrifice was always for the country – Young 

couple needs to remember that they live in a peaceful independent country because of their 

ancestors’ sacrifices – they must ask for their blessings and remember that love for country is 

more important than wedding celebrations. 

4.Huge park – pillars in the park is engraved with the names of battles fought – in summer it 

is filled with beautiful flowers – at night it is decorated with lights – every Russian is proud 

of this park – it is a tourist spot. 

5.Decorated with pearls and pretty laces – very big, so two young girls were standing behind 

her holding up the ends of the gown to prevent it from getting dirtied.  

 

B.1.Drizzling   2.Amicably   3.Ancestors   4.Gratitude   5.Courtesy  

C. Follow guidelines that have already been given. 

---------------------------------------------------------------------------------------------------------------- 

[Dear Students, 

Please note the following instructions to avoid further confusions regarding study 

materials: 

 Solve all WORKSHEETS and EXERCISES in your exercise books. 

 Sample Essays, Letters, Notice and Email should be copied in exercise books. 

 You are not required to copy grammar rules. However, the format of Letter,    

Notice and Email should be copied in exercise books] 

 
                                                                                       Nabanita Mukherjee  08.06.2020 


