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A STUDENT OF LETTERS

ENGLISH

The success of any modern business, to a large extent, depends on the uses of business letters. Business letters
play an important role to enhance and establish a lasting relationship within the companies, institutions, and
organizations. A business letter is a formal way of communicating between two or more parties. A good letter is a
master key that opens the locked doors to expand the business. It can be informational, persuasive, motivational
or promotional. As a result of this, ‘A letter of students’, a three-day activity, was hosted from 27 to 30 January
2023 to the first-year students to enhance writing communication skills.

Purpose of a Business Letter:

Business letter has a unique purpose.
Such as, if you are writing a job-
application letter, the main purpose of
the application is to gain the job or
offering your services to your potential
employer. In the same way, if you are
writing a complain letter about
damaged consignment, the main
purpose of your letter is to inform the
company about the damage as well as to
request for a corrective action. Business
letters therefore are written for varied
purposes such as, to inform, to
congratulate, to enquire, to order, to
sell a product, to make an adjustment,
to request, to complain, to collect dues,
to apply for a job, etc.
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DETAILS OF THE LETTER WRITING COMPETITION

NAME OF THE EVENT A STUDENT OF LETTERS
DATE(S) 27", 28"™ and 30" January 2023
TIME 11:00 AM to 12:00 NOON
PLACE MCA seminar hall

MODE OF CONDUCTION Offline

PARTICIPANTS 2" year Degree students
CONDUCTED BY Department of English

EVENT COORDINATOR U. Raju

FEEDBACK COLLECTED? Yes

!
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URIVERSAL LEARNING

B.V. Raju College
Vishnupur, Bhimavaram

ENGLISH ECLAT

Vishnupur,
10", January 2023.

To

The Principal,
B.V. Raju College,
Vishnupur.

Sir,

Sub: Request to permit us to conduct letter writing competition in the dates
27", 28" and 30" of this month - Regd.,

As you directed us, the department of English planned an activity named
“A STUDENT OF LETTERS” to make the students build their writing skills. Hence, we
request you to grant permission to organize the programme on the dates mentioned
above in MCA seminar hall.

Thanking you sir.

Yours faithfully,

Department of English.

(U { fo/
Vv
HOD /K-principal Principal



VISHNU

URIYERSAL Lbammind

B.V. Raju College

Vishnupur, Bhimavaram

ENGLISH ECLAT

Circular

Vishnupur,
11", January 2023.

Our English club, named “English Eclat” is conducting a competition,
”A STUDENT OF LETTERS” in the dates 27", 28" and 30™ of this month from 11 AM
to 12 NOON in MCA seminar hall. Hence, all the competitors are requested to
participate without fail.

o /,.-’
HOD ice-principal rincipal



BV RAJU COLLEGE

VISHNUPUR, BHIMAVARAM
DEPARTMENT OF ENGLISH

VISHNU

URIVERSAL LEARNING

CIRCLULAR
Date: 03-01-2023

All the faculty members are requested to attend departmental meeting at
1.30 PM today without fail.
AGENDA:

1. Conduction of Letter Writing Contest activity to the students of 1* semester.

~

(="

HOD

SIGNATURES:

1.Mr. U.Raju (=

2.Mr. P.V.N. SwamyW

3.Ms.P. Harisha P ; HMQ

. N
4.Ms. K. Neelima

5Mr. K. Krishna ~ } —K* 7&»—)

L N

ncipal : Principal




BV RAJU COLLEGE

VISHNUPUR, BHIMAVARAM

T
DEPARTMENT OF ENGLISH
REVIEW MEETING
Date: 03-01-2023. Time:1-30 Pm
MINUTES:

s

Discussed and planned to conduct Letter Writing activity from
27-01-2023, 28-01-2023 and 30-01-2023 for the students of third
semester in different levels.

Decided and finalized the name A STUDENT OF LETTERS
for convenience and recognition.

Decided to take interested candidates from each class for the competition.
Decided to call all students to a certain place and organize a letter writing
completion by giving a question to prepare a formal letter in level one.
We do so to get the suitable candidate for the title.

As the competition is regarding writing skills, the department 1tself acts
as judges and finalizes the first, the second and the third prizes.

SIGNATURES:

1.Mr. U.Raju Cd——

2.Mr. P.V.N. Swam

3.Ms.P. Harisha p. w

4 .Ms. K. Neelima

5.Mr. K. Krishna {X\,ﬂ({«o

v QV\/
V%pal rincipa



BV RAJU COLLEGE

VISHNUPUR, BHIMAVARAM

DEPARTMENT OF ENGLISH

VISHNU

UNIVERSAL LEARNING

ACTION TAKEN REPORT (ATR)

1. As per the discussions of the previous meeting on 03-01-2023,
all the staff members of the department conducted letter writing
competition named A STUDENT OF LETTERS in different levels.

2. The department of English itself acted as judges and finalized the winners
by doing meticulous verification. :

3. Finally, on the day, the department announced the first, second and third
prizes.

Verified by IQAC coordinator HOD

Coordinator-IQAC. 4 of ;
B.V. RAJU COLLEGE DeS?rt??’UaioLLE?zoh

YISHNY Vishnupur, Bhimavaram-534 202.
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NAME OF THE EVENT: A STUDENT OF LETTERS

ENGLISH ECLAT
PARTICIPANTS LIST
LEVEL 1 (ROUND-1)

DATE: 27.01.2023

S.NO NAME OF THE STUDENT GROUP & YEAR SIGNATURE

1. K.MANASA 1IMPC Ao
2. T.BALA PRASANNA IIMPC 7.
3. K.INDRANI IIMPC > Sy ?

4, K.HARIKA 1IIMPC K HAYCRR
5. P.CHARAN 1IMPC R chhovown
6. G.TEJASWINT IIMPCS-A G- Teja swint
7. B.DINESH IIMPCS-A el

8. K.BHUVANA IIMPCS-A ‘Rh

9. K.BHAVANA IIMPCS-A Y= =
10. M.BHAVANA IIMPCS-A i W
i) " K.SURESH IIMPCS-A ko 4
12. S.SRAVANTHI IIMPCS-B A SrasodseAte
13. P.HYND®AVI IIMPCS-B P- HundoP
14, N.P.N.L. MANASA IIMPCS-B 1Dl Hanaa
15. S.AASRITHA LAKSHMI IIMPCS-B Aamlo loKalws
16. T.G.D. HARANI IMPCS-B T §.0 Havawi
17. R.VASANTHI IIMPCS-B % yasanth:
18. S.DURGA LAKSHMI 1IMPCS-B $Duvaa Lakshme
19. Y.L.PRASANNA, 1IMPCS-B \.). Dixasennio
20. U.LAKSHMI IIMPCS-B U.La ket

@3 B.LAKSHMI SOWMYA IIMSCS-A 1 B

22. CH.A P SAI ESWARI 1IMSCS-A che Avonta

23 D.SAI PRASANTHI 1IMSCS-A Q- Bu' 0 Udcss éﬁ} i
24, R.VISALAKSHI IIMSCS-B R -\fwalalil
25. Z.KUSUMA 1IMSCS-B Z - Kusun oo

26, P.ASWITHA 1IMSCS-B P.Aswitha

27. T.DIVYA SREE IIBTBCC T Olvya Ky
28, K.NAMRATHA IIBTBBC K: Narviyatie
29. SD.DEEPTHI IIBTBCC 8.n EP%Q}P\M



30. A.SUMA GAYATHRI IIMECS-A AT +Sumao G auodho
31, D.SRAVANTHI IIMECS-A D v Svavanthy
32. K.NAMITHA SRI IIMECS-B E Naaethe S0
33. V.MADHAVI DURGA IIMECS-B V. Maaller 9. 1meas
34. M.JYOTHIKA IIMECS-B M. TuoHA tleor . ?
35. M.VYSHNAVI IIMECS-B H.‘v%:$h niv,-

36. T.KOTI YASASWI IIMECS-B TRl 3

37. V.PRAVALLIKA IIMECS-B Ve D 0. ¢ Byanes (1] ke
38. K.RAMYA IIMECS-B K -Ranedo .

39, A.SOWMYA IIMBBTBC A:S.S D Tejaswsin
40. P.MOUNIKA IIMBBTBC oo

a1, K.GAYATHRI IIMBBTBC K Eauaths’

42. N. N TEJA IBCOM A« O \

43, K.LOHITHA SRI RAGHAVEE I1BCOM K. Ashithay

44, G.SWANTHANA IIMBBTBC

45. S.R.K.PRASAD IIMPC

46. R.HARSHITHA DEVI IIBTBCC

a7, K.DHANUSH 1IMSCS-A

48. B.DURGA BHAVANI IIBCOM 8. Rhavans |

49. V.INDRANI 11BCOM V- Shdrant_




VISHNU

UNIVERSAL LEARNING

B V RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

ENGLISH ECLAT
PARTICIPANTS LIST
LEVEL 1 (ROUND-2)

NAME OF THE EVENT: A STUDENT OF LETTERS DATE: 28.01.2023
S.NO NAME OF THE STUDENT GROUP & YEAR SIGNATURE

3. G.TEJASWINI IIMPCS-A (. Teloatdim
2. K.BHUVANA IIMPCS-A ¥ Bhouvana
3. K M.BHAVANA IIMPCS-A o .Bhavana
4. K.SURESH IIMPCS-A %
5. T.G.D. HARANI IIMPCS-B T 4.0 Havemd
6. R.VASANTHI IIMPCS-B P.voganh
7. Y.L.PRASANNA IIMPCS-B V. Labdwd Cratavne
8. U.LAKSHMI IIMPCS-B U- Lok hyem ¢
9. B.LAKSHMI SOWMYA 1IMSCS-A Rt e
10. D.SAI PRASANTHI IIMSCS-A D- S0 Dopsen 4.
11. P.ASWITHA 1IMSCS-B Pobie N ha
12. T.DIVYA SREE IIBTBCC (AT
13. D.SRAVANTHI IIMECS-A D" \ SX?& ot b
14, K.NAMITHA SRI IIMECS-B le :Nawitha t~;
15. V.MADHAVI DURGA IIMECS-B \/ ﬁ@g@a@%
16. M.JYOTHIKA IIMECS-B HA
17, K.LOHITHA SRI RAGHAVEE upcom | g ,zd/u}ﬁ;; e
18. K.DHANUSH IIMSCS-A ¥ Db -
19. K.RAMYA IIMECS-B

M_
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UMIVERSAL LEARMING

B V RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

ENGLISH ECLAT
PARTICIPANTS LIST
LEVEL 2 (ROUND-1)

NAME OF THE EVENT: A STUDENT OF LETTERS

DATE: 30.01.2023

S.NO NAME OF THE STUDENT GROUP & YEAR __ SIGNATURE
3 R.VASANTHI IIMPCS-B ¥. \ﬁﬁ.&a«cﬁ,@
2. K.BHAVANA IIMPCS-A K-
3. K.BHUVANA IIMPCS-A K-Rhapcana
4. K.SURESH IIMPCS-A = gm es k
5. V.MADHAVI DURGA IIMECS-B ’
6. K.NAMITHA SRI IIMECS-B ko dn woE
¥ M.JYOTHIKA IIMECS-B vy augm
8. K.RAMYA IIMECS-B i Raur
9. D.V.SRAVANTHI IIMECS-A D V- Svavamid
10. K.LOHITHA SRI RAGHAVEE IIBCOM K- Loohi
11. B.LSOWMYA IIMSCS-A




VISHNU

UNIVERSAL LEARNING

B V RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

ENGLISH ECLAT
PARTICIPANTS LIST
LEVEL 2 (ROUND-2)

NAME OF THE EVENT: A STUDENT OF LETTERS

DATE: 30.01.2023

S.NO NAME OF THE STUDENT GROUP & YEAR SIGNATURE
1 K.SURESH IIMPCS-A K- S
3 V.MADHAVI DURGA IIMECS-B v. Ma nui_lZ%
3. K.NAMITHA SRI IIMECS-B bada wiitbria S
4. M.JYOTHIKA IIMECS-B M .Juo ko -
5. K.RAMYA IIMECS-B Ky e
6. D.V.SRAVANTHI IIMECS-A D - V- Sydavity
7. K.LOHITHA SRI RAGHAVEE IIBCOM K Lpbithet
J



B.V.RAJU COLLEGE

VISHNUPUR::BHIMAVARAM - 534202

DEPARTMENT OF ENGLISH

A STUDENT OF LETTERS CONTEST

(JANUARY 2023)
SCHEME OF VALUATION
1. FROM ADDRESS im
2. DATE - CORRECT METHODS im
3. TO ADDRESS im
4. SUBIJECT im
5. SALUTATION im
6. CONTENT- Must be consisted of paragraphs 2M
e  Paragraphl - Giving reason
e  Paragraph2 - Giving the details of that
e  Paragraph3 - Writing what you wanted to happen for your request, complaint
7. Closing sentences im
Subscription im
9. Signature im
i0M

()M/ .‘.5“
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VISHNU

B.V.RAJU COLLEGE
VISHNUPUR BHIMAVARAM

A STUDENT OF LETTERS WINNERS LIST

S.NO NAME OF THE STUDENT YEAR & GROUP PRIZE AWARDEb
1 K.LOHITHA SRI RAGHAVEE 11 B.COM |
2 K.NAMITHA SRI 11 MECS-B 1}
3 M.JHOTHIKA Il MECS-B 1l
a D.SRAVANTHI Il MECS-A n

H.O.D.
Department of English

B.V. RAJU COLLEGE
Vishnpur, Bhimavaram-534 207




BV RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

VISHNU DEPARTMENT OF ENGLISH

UNIVERSAL LEARNING

STUDENT FEEDBACK FORM

Name of the activity: LETTER WRITING pate: 98[O0 2023

LU S

Name of the activity ~ febbeY wyit ing /
Are you satisfied with the performance of the judge / Yes /No
Rate the activity conducted 1 2 3 4 5
Do you want to conduct similar program Yes / No
Suggestions / comments ( if any)

1 impyove move skills in lebter wyiking

bg conduct dhe ’mmg‘ram

What kind of program should be conducted through the department in future you
expect

Similay 4o this bype of ackudbies

like £5say vumbing.
J d

Name: K- Yesu suresh Babu Signature: k,‘S,u,uL

RollNo: 213))1102017) Date: 28)o1l2023

Group: T MPCs (A)



BV RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

VISHNU DEPARTMENT OF ENGLISH

UNIVERSAL LEARNING

STUDENT FEEDBACK FORM

Name of the activity: LETTER WRITING Date: Q% (0! \ 2%

AU L e

Name of the activity LETIER WRITING, Ve

Are you satisfied with the performance of the judge Yes /No
Rate the activity conducted 1 2 3 1
Do you want to conduct similar program Yes / No
Suggestions / comments ( if any)
BN his actvity e (earn S0 saueh

20 e need e 'the of achwhes

mOye J

TN

What kind of program should be conducted through the department in future you
expect
L:‘ugoup discussion
_Serninay's
Avhcal wiih n% S

Name : (R‘\OO( San‘% Signature: R‘VGW'L\'/
Roll No : &\5\(3\0&“? Date: Q8&|0j(1>

Group: I MPCS B



BV RAJU COLLEGE
VISHNUPUR, BHIMAVARAM

VISHNU DEPARTMENT OF ENGLISH

UNIVERSAL LEARNING

STUDENT FEEDBACK FORM

Name of the activity: LETTER WRITING Date: 97 -p|-302.3

Name of the activity lLettey wT el ne

Are you satisfied with the performance of the judge _ Yes /No
Rate the activity conducted 1 2 3 4 5

Do you want to conduct similar program YE?/ No

Suggestions / comments ( if any)

condockt the pyegyan. &N o

;4{’nglp datJ1~ .

-l B

6. What kind of program should be conducted through the department in future you
expect

Recondvel thie activity once.
tonduct the aciivities which
Wwitt Ugef ol In oWr foture

Name: | Rhavana Signature: {m

RollNo: @ |3)#102096 Date: 2% -O1-R0R 3

Group: TT MPcCS-A



BV RAJU COLLEGE

VISHNUPUR, BHIMAVARAM
VISHNU DEPARTMENT OF ENGLISH
STUDENT FEEDBACK FORM
Name of the activity: LETTER WRITING Date: Z:flol[ 00%

L R

Name of the activity Zetbtey ~wyiking %
Are you satisfied with the performance of the judge o Yes /No
Rate the activity conducted 1 2 3 4 5
Do you want to conduct similar program Yes / No
Suggestions / comments ( if any)
dt helPs t0 U3 t0o tmProve
'wyiting  SkiC(s

What kind of program should be conducted through the department in future you

expect
Conluckt  QuzZ  ComTPeiritioms

Name: D.v-Syavamthi Signature: O V' Svavantit

Roll No : 2‘3“4|3=f32\ Date: 2}[0![7023

Group: MECS-A



