3T 136: ST 3R g7 Gigae 3R 3=tgaRe)

3R IR boss! TS &7 910 3T HF forg 3R gasT formal (3g=mRer) 31K informal
(3TATATRR) emails 3R letters | AT ST STH-HTT & [T AT AT o ST H IS Al
a7 FRIedT foraeir 81| &S 7 58 Fgd & SHo IR g7

SAA IR ITFATEIT &2
e Formal email/letter: ST& g 3iiTthd, Tepel AT kel official 1 & forT fer@a
& | ST QTelleT HATYT 3R Uicielel o ATy |

e Informal email/letter: ST & gIEAT AT YRR &Y forgd § TgT AT qae k>iry
AT YT

& 3R FH Use H1?
(1) Formal: S §TH I, FS¢ I, IT 311 & HdT &I T mail HIAT 8T

(2) Informal: ST& SI€d IT RUAGR Fl AAGKR, sver?l—gv PT $TTST H AT AT BT
Boss, 2TST 376197 37eTol &, offehed Sl T8 6!
20 3¢Ia¥UT (Example Sentences)
(1) I am writing to apply for the job position. = H I Al & forw 3mded et & fore
for@ gl

(2) Please find the attached report for your reference. = or Teat & foT ofdaT ROiE
|

(3) Hope you are doing well, just wanted to check in. = 3TTRIT &h{dT i?fr & g1, 9d
gTel el ol o TolT |

(4) Can we meet tomorrow to discuss the project? = FIT 7 Fel Wolde TR T e

frer @oha 82

(5) Thank you for your prompt response. = 3T9ehr 2ffer 30X & foIT Yegarg |

(6) Hey buddy, long time no see! How are you? = 3R IR, sgd fesT g atu! A g

(7) Sorry for the late reply, I was busy. = X ¥ a1 &l o TIT AT AT, H eI&d aT|
(8) Looking forward to your feedback. = 3T9ehT AfcifshaT T SAIR G|

(9) Have a great day! = 31T9ehT f&=T Qo7 8!



(10) Please confirm your attendance by Friday. = 9T [hd deh 379aiT 3gTeAfa fr
qfse |
P}

(11) I am thrilled to announce our new product launch. = ﬂ? AR 70 3cUTE & olied
ST BIYOT 9l gU G 8T W@ &

(12) Let’s catch up soon, it’s been too long! = STecl [Aed g, a5d et & =181 fAer|

(13) I'm sorry, but I cannot attend the meeting tomorrow. = ATH HITAT, H Fel T
e & AGT 3T 9rFaT|

(14) Remember to bring the documents with you. = G¥draet 3791 TTY SAT=AT HcT HeleT|

(15) Can you send me the details by today evening? = T 3119 313? 37TST QA ek faavor
AT Thl &7

(16) How’s the family? Send my regards. = IRAR HH &2 AT THATT SgaTT|

(17) Please accept my apologies for the inconvenience. = 3rgfar & fov Foar A%
HTHT FHR H |

(18) Don’t forget we have a party on Saturday! = 3{eleIl Hd, IRl IIet 8!
(19) I appreciate your cooperation. = # 3Tdeh TEITIT hI ATGT hIcdT E,:VI
(20) Miss you! Hope to see you soon. = J&EgRY ITe 3Tl 8! STed! fAelel T 37dic & |

Vocabulary List
WordMeaning

Formal 3R
Informal tTaRe
Apply HTAGsT AT
Attach SSAT/TeTdeT hlel
Response  SIdld
Feedback  gfafshar
Confirm g‘f?cf CRGI
Announce  ETYOTT &l
Apologies ~ HTHY
Details fazor
Regards QTRIHATY
Cooperation HgIAT
Meet GG
Documents E&dTdol
Party qref




GIEATT Recap
e GIEd: “Boss, formal 31 informal mail 7 % 8 HHS?”

o JA: “Arre yaar, formal # official ST gl g, I8 919 & ‘Please find attached
report’, 3 informal & FXT FETT §Td =i ‘Hey buddy, how are you?””

o CITd: “Arey wah, A &leAl &bl TETSeT 3eTaT 37T BT 817

o JA: “Bilkul boss! 3R G TrE@alT ST §, TRAT boss STeldT, ‘arre yaar, F2T

confusion g?””

Boss, 319 formal 3R informal mails &=t & ol Uthere ST, 319a1T English &l next level
g of ST31! Arey wah, kya baat hai!



