3EITT 206: Formal vs Informal Letters/Emails — boss-level
Hinglish &

Arre yaar, boss! Email/letter foi@sT rocket science g1 &. Bas tone TgJ, structure T,
aur message clear. Aaj I%dr formal (professional) 3 informal (casual) fer@=T —
BI¢ templates, ready lines, 3R ASIGR tips & ATY.

(1) “Letters/Emails” FTgld & ? (Meaning)
e Formal letter/email (39aTR®): office, college, client, HR, applications —
polite, clear, professional tone.

e Informal letter/email (3TATTATR): GIEdl/TRAR/FHAET colleagues — friendly,

casual tone, simple language.
Simple line: Formal = suit-boot aTell message; Informal = €1-21€ & GREAT=T aTd.
(2) 79 3R HT use F? (When + How)

e Formal &4 job application, complaint, inquiry, request, report, meeting
follow-up.

e Informal &d: thank you to a friend, updates to family, quick plan, friendly
invite.

Core structure (G5 & &1H I):

Subject (emails): short + specific.

Opening: greeting + purpose.

Body: 1—3 BI¢ paragraphs (each = one idea).

Close: action/next steps + thanks.

Sign-off: Best regards/Thanks (formal), Cheers/Take care (informal).
Tone tips:
e Formal: polite verbs + neutral words (could, would, kindly, appreciate).
e Informal: friendly words (hey, hi, thanks a ton, let’s), emojis limited.

(3) 20 Example Sentences (English + Hindi)
(1) Dear Sir/Madam, I am writing to inquire about the vacancy. = 3TeIoiI

Hered/Herear, # Rfea & a7 St & fore forw w1/28r €|



(2) Could you please confirm the interview date? = &JT 319 Sl 56{0&(\@ SIRIEC]
Fothd I Tehd 67

(3) I would appreciate your prompt response. = 3Tah {fTer 3T AT ITSTRY TE MM/ |

(4) Please find the attached resume for your review. = $9ar HeldoT El'l'ﬂ’l?;IET/i,?qﬁ
g

(5) We regret to inform you that the meeting is postponed. = 5 @g, & foh HITEaT
AT T TS 5

(6) Kindly share the updated quotation by Friday. = $9T [hdR deh 3793¢E ShIeeeT
IS HY|

(7) Thank you for your support and guidance. = 39 GHIA 3R AN & folw
g4l |

(8) Ilook forward to hearing from you. = 31T9eh 3A3 T TlT&TT Tgai|
(9) Hi Riya, long time! How have you been? = & R3T, fohdst {1 1! Farar

(10) Arey wah, weekend plan SeTTdl §? = Arey wah, Tl Alchs TelleT SelTd & ?

(11) Thanks a ton for the help, boss! = #gg & foIT Sgd-Sgd YeIdIc, arg!

(12) Sorry for the late reply — crazy day! = I & STdTd & folT ATHI — T Sgd I EITAES
dTell AT!

(13) Let’s catch up on a quick call tomorrow. = &el Teh BIC] PIT I ITHT AT B
(14) Can you send the photos when you're free? = H&icl f&el aT Wrer & =T

(15) Please let me know if you need any further information. = 379K 3iR STeTehIr
AT AT AT TATT

(16) This is to inform you that the shipment has been dispatched. = Hﬁlﬁ HLeAT g Toh
RIv#e A figar T g |

(17) Could we reschedule to Monday afternoon? = T §H 38 HIHIR GI9g< o TolT
QAT el Y Hebel &7

(18) Keep me posted on the progress. = J9Tfd & dR & HI IS FI |



(19) Take care and see you soon! = 379=1T &ATeT TWAT, STeq ! Held o!
(20) Best regards, Nirmal. = ITex, &el|

(4) B¢ Vocabulary List
Subject: fawzr

Attachment: Heldsieh

Inquiry/Request: J&dTS/310E0
Apology: &THT/HThT
Postpone/Reschedule: T/ TR
Confirmation: Cljet'

Acknowledgement: WTfC-Fdihfd
Follow-up: e Y Eh‘l'iﬁ'lé/ 9%

Deadline: 3ifa# GAIAAT
Quotation/Quote: HeT-FEATT
Clarification: TTSEHIOT

Appreciate: HIgeT bl

Regards: TehRIHV /HIE
Venue/Agenda: ¥Te1/SHR-FT
Availability: 3Tele®Idr
Ready-to-use Mini Templates

Formal inquiry email:

Subject: Inquiry about [Position/Program]

Dear Sir/Madam,

I am writing to inquire about [topic]. Could you please share the eligibility, timeline,
and required documents? I would appreciate your response.

Best regards,

[Name]



Formal request/complaint:

Subject: Request for [Service]/Complaint regarding [Issue]

Dear [Title + Name],

This is to inform you about [issue]. Kindly look into the matter and advise the next
steps. Please find the attachments for reference.

Sincerely,

[Name]

Informal update:

Subject: Quick update

Hey [Name],

Bas quick update: [news]. Weekend pe mil:}? Let’s plan coffee at [place] — arey yaar,
kaafi time ho gaya!

Cheers,

[Name]

Meeting follow-up (semi-formal):

Subject: Thank you + Next steps

Hi [Name],

Thanks for your time today. Summary: (1)... (2)... (3)... Next steps: I'll do A by [date];
could you please share B by [date]?

Regards,

[Name]

(5) Funny Recap (GIEd! dTelT dg4hr)
e IEd: “Boss, email for@d €1 g1 &9 ST 8!”
e H: “Arre yaar, simple rule: SOS — Subject clear, Opening polite, Sign-off
sweet. Formal # ‘Could you please’ 3iR ‘Kindly’ 3Tell; informal & ‘Hey/Hi’ 3K
A1 friendly vibe. Attach ST & ${eTsTT — =TT ‘Please find attached’ fr@ert
%S 8T attached 7TEI! Arey wah, 379 writer-mode ON!”




