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Letter and Essay Writing

(A) Letters

Some Important Formal letter

l. Write a letter to the branch wmanager for availing locker
facility.

2. Write a letter to your friend asking him to take an insurance
policy.

3. Letter to Regional Manager for changing the Bank Timings, as
the current timings are inconvenient for customers

4. Letter to the Branch Manager to add your son’s name as a
second nominee for your savings account.

S. Letter to the Branch Manager for availing Overdraft Facility
which you stopped long ago with the bank

6. Letter to the Bank Manager to share a new idea on file
management system in banks and how to implement it

7. Letter to express your views on Corruption in India.
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8. Letter to express)‘ng your views on the effect of latest
technology and gadgets on today’s youth.

9. Letter to Bank Manager for reissuing your ATM Card.

10.Complaint Letter to the Branch Manager for the rude behavior
of one of the bank employees.

Il. Complain letter regarding trouble faced by comwmon people

due to demonetization.

Some Important Informal Letter

l. Letter to your father asking him to guide you in making the

career choice in Banking & Finance Sector.

2. Letter to your sister to inform her about the benefits of

choosing Fixed Deposit Service in the bank.

3. Letter to your sister to inform her about the benefits of a

Recurring Deposit Account in the bank.

4. Letter to your favorite novelist praising hisfher book.
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S. Letter to your brother advising him to take steps to improve

his health.

6. Letter to your friend telling him the advantages of a PPF

Account and suggesting him to open a PPF Account.

7. Letter to your younger sister/ brother of making early

financial investments in your career.

8. Letter to your brother requesting him to send you some

extra funds for payment of college fees.

9. Writing a job offer acceptance letter for the post of

Assistant Manager

10.Write a letter to your senior thanking him in career advice.
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(8) Essay
. Essay writing E)?gh‘ﬂf IuAnft 2w
2. T AgAYVl ZIAFA(Important topics) SBI PO UAHHT & foir
3. Recovery of Indian Economy after COVID-19 pandewmic
4. GST and its long-term effects
S. Benefits of Mutual Fund Investments
6. Is India a safe place for women?
7. Effect of cryptocurrency on economy
8. The Seventh Pay Comwmission
9. Digital India
10.Benefits of Sustainable Development
1. Role of Effective Credit Rating
12. Banking Risk and Management
13. Women empowerment
14. Ethical issues in E-commerce
1S.Influence of social media

16. Pros and Cons of 4 days working in a week
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12.FDI in retail sector

18. Pros & Cons of a NOTA while voting in an election.
19.Advantages and Disadvantages of Cashless economy

20. Micro Finance Institutions

2). Unified Payment Interface

22.The Viability of Presidential Form of Government in India.
23.Case: In Favour of Presidential System For India
24.Pros and cons of ‘one rank one pension’ scheme

2S. Financial Literacy

26.Banking Crisis in India

27. Growing trends of Privatization
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SBl PO Descriptive Paper

SBI PO Descriptive Paper Tah 30 minutes ahT online test & | &l HooT DI
& T &I &l € candidate @t English skills Y oTiest & foie foram amar &
) STH T letter 3T T Essay To1E=ir T & |

Letter Writing

SBI PO #H<aT THET & letter 71 TR T Y o7l & |
Formal letter

Informal letter

3ETET o oI Al 37T letter, teacher AT principal 5’7‘7?3‘} FTIT & foir for
X & dF T8 O Formal letter & |

AfF AT 9=t TR AT principal @Y TEF U invite 3T & AT letter foraga &
dr g T informal letter & |

T T points & ST ITIHT letter Tl JHT €17 H T&T =M |

> formal letter ToIFT THT TG Uger letter T 3297 YT EIAT STaSAF g

> letter TIFd THT Polite ?@WWWWWWW!

> letter I HH T HH 1S0 °T6gl A forzmair =nfed’ |

> letter forad TaT grammar, spelling, punctuation, 37 indentation T
7T IFAT AMH |

> letter I H3ft 81t points # & forzarm =mfear |

> letter #simple ﬁWWWﬂWWW!
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> letter @I TIT STTHT # TUE STTST H JUT BI2-DIE paragraph H Ja3
T 3 fer=T SraT =T |
> T letter & 55 HIT ST &1 &

! Address Heading — Writer's Full Address(FI& ATHATAT FTHT
TP ToIET SA1aT & o/ aH o1& &7 address 3 fRatianr Toraft
ot &)

2 Date( 7g off g1t qvw foredft et & )

3 Inside Address — Recipient Full Name and Address(fer@anr a5
foraT 38 &

Mz - forr wieaw! | 7E gremr (ToPIC) st odt T @idt gorm & o8 v&
duer 71T & | sTH 3 3 ot Fht i ugar gk & & AU SBI
BANK PO (T UAL) & 357 FaUclic Aea # Ugst &I R [ Afg simvabr
FHAIY FANEH & Aot 37=2 o9l & aF FHelIZ AIeT Taa & foir <=l f2r a3
FATY TS FAGT UL HieT B, g8 QU a4 & 13 & e st SBI BANK
PO (=1 URig) & TR 3 qUT e Fgg e, erAaTg /

HuF HE - 8233195718, 969498049063, 3509091672,

whatsapp- https://wa.link/hkad8t 8 website- https://bit.ly/sbi-po-mains



https://wa.link/hkad8t
https://bit.ly/sbi-po-mains

U!i INFUSION NOTES

WHEN ONLY THE BEST WILL DO

fa7r Zieat, o1 9@ AR A A W I U # AT ET
Ty & uRune -

EXAM (afizm) DATE FHRY AeHT # &
3T 0 T

RAS PRE. 202] 27 IR 74 (cut off- 64)
SSC 6D 2021 16 TaFTT 68 (100 7 3)
SSC 6D 2021 30 FaFR 66 (100 F3)
SSC 6D 202) 0 feaFaR 6s (100 7 )
SSC 6D 202) 03 feeae 67 (100 7 A)
JTTHTT S.). 202) 13 faqFw 113-(200 & F)
STETT S, 202) 14 AdJFa? N (200 #2)
ISTTYTT S.). 202) 1S faqsae 126 (200 # =)

RAJASTHAN PATWARI 2021 |23 3geR (Ist foiwe) |79 (1S0 & 1)

RAJASTHAN PATWARI 202) |23 s/gav (2 forre) | 103 (150 & 31)

RAJASTHAN PATWARI 2021 |24 s/geR (Ist oree) | 4S (150 & )

RAJASTHAN PATWARI 2021 |24 3/%eR (2nd o) |91 (1S0 & )

RAJASTHAN VDO 202) 27 fRgaw (1t fore) | S9 (100 7 )

RAJASTHAN VDO 202! 27 fedgae (27 forz) |61 (100 7 @)

RAJASTHAN VDO 202! 23 fegaw (1 forre) | S6 (100 7 @)
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RAJASTHAN VDO 202) 28 3w (2nd forre) |57 (100 & )

V.P. SI 202) 14 STaFgT 202) 1t fowrz |91 (160 A )

U.P. SI 202 219a552202) () o) |39 (160 § )

g, JTPT proof 3 & AT Y 7t ot foder W Ao AT ER
youtube aTeT YT 3H -

RAS PRE. - httpsi/fwww.youtube.compatch 2v=p3_i-34fDy8&t=136s

VDO PRE. - https:i/www.youtube.combwatch 2v=gXdAk856WI18&t=202s

Patwari - httpsi/fwww.gyoutube.compwatch 2v=X6mKGdtXyu4Lt=103s

T T3 & oft Tt avE F&T A & Proof 3HF & AT AR youtube
=T (Infusion Notes) T S oA 31 AT AT A YT HieT B9 /
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formal letter Y IH a?g#ﬁw SITT TR -

[Your Street Address]
[Your City]
[Your Postcode]
[Month, Day, Year]
[Name & Title of recipient if known]
[Company Name]
[Company Street Address]
[Company City]

[Company Postcode]

Dear [“Sirs” if the name of the recipient is not known or “Mr/Mrs/Miss

Surname” if the recipient is known],

[Main body]

Yours [faithfully/sincerely
= faithfully if you do not know the ...
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A — 7 urea! | g v (ToPIc) it &t TATT wigt gorr & o8 U
Huer AT & | STH I 3 ot wrht B2 Ugemr gibt & ol uFH SBI
BANK PO (5= UAgI) & 357 #euchlc AIea & Ugst I fAetarr / Al 3maahr
FAR SEH & AuoT 37=8 ofdr & dr HHefle AieT Fgar & foir <ft=r Rr a2
FHRY FUe ST UT PleT B , &1 Yuf fo&irer & a5 & ey 37mvsht SBI BANK
PO (F=r wtem) o) uderm & qof Tsra Agg ey, erTaie /
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Write a letter to your friend asking him to take an insurance policy.

XYz
House no-S,
Murli Road, Anand Vihar,
Delhi-73234S
Date: 21 / 07 / 202]
Dear friend,

How are you doing? Hope you will be fine? As you know | got the job in
an insurance company and studied insurance policies and got an idea why
a person needs an insurance policy. | want you to let you know that life is
full of unpredictable events and you can’t be sure about what will happen

in the future. No one has any control over external events.

So prevention is better than cure. These insurance policies are the means
to secure yourself from random dangers. These policies provide long-term

security and cover with affordable premiums.

There are various types of insurance policies available in the market such as
home, life, health, accident, etc. As | am working with a prominent insurance
company, | can assist you in choosing the right policy. You can call me

whenever you will feel to discuss this.

Your friend,

ABC
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Letter to Regional Manager for changing the Bank Timings, as the

current timings are inconvenient for customers.

H no-23 , Sec-16
Gagan Vihar
New Delhi-1002506
18th January, 2022
The Bank Manager
HDFC Bank
Gagan Vihar

New Delhi

Subject - Change of Bank Timings.

Sir,
| am an account holder of your bank since last 2 year and with due

respect want to bring to your notice that banks timings is not convenient

for customers.

In this winter season it is not possible to reach bank at 9:00 a.m. And
since the lunch break is of 2 hours from 12:00 to 2:00 p.m. which is the
most convenient time for customer, | request you to change the lunch

timing for your employees or either decrease it to | hour. And | also request
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you to change the closing time of your bank from3:00 p.m. to at least 4:00

p.m. so that customer get some convenient timings for their services.
Your concern in this matter is highly appreciable.
Thanking you
Yours Sincerely,

XY2

A - for wsar | 7E srearr (TOPIC) st zidt @A @it gorm & o8 v
Huer AT & | STH 3T ST ot bt FoE ugar didbt & o IuFHr SBI
BANK PO (37 UAgi) & 35T FFclic AICH #H Ugst &I [HAdN [ AlG 3ivehr
EHIY ANISH & JUeT 38 o791 & ar FHefie Fled Sdeet & folr = 2r a7
FATY TS FIT YT HieT B, &8 quf farsyer & 12 2 sy aimaht SBI BANK
PO (=1 URig) & TR 3 qUT S Fgg e, erAaTg /

HUFH FE - 8233195713, 9694309063, 3504091672,

7 e, 919 a% FAR AleH A I I uAgt A I 0
Tyl o yRumH -

EXAM (afim) DATE AT AT A I
34 gC TH
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FIl, FIHT proof 3ot @ felp i<t 3 art fetw w¥ faetw #R AT EAR
youtube ZHsToT YT FH -

RAS PRE. - httpsi/fwww.youtube.compatch 2v=p3_i-34fDy8&t=136s
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Writing a job offer acceptance letter for the post of Assistant Manager

S.K Joshi
163S Lincoln Ave

Charleston IL 61920

To

Ms. Mary Lou Nelson
Manager of Human Resources

XY2 Corporation 290!

Dear Ms. Nelson:

| am writing to confirm my acceptance of your employment offer for the
post of assistant manager on April 20 and to tell you how delighted | am to
be joining XY2 Corporation. The work is exactly what | have prepared to
perform and hoped to do. | feel confident that | can make a significant
contribution to the corporation, and | am grateful for the opportunity you
have given me. As we discussed, | will report to work at 8:00 am on July |
and will have completed the medical examination and drug testing by the
start date. Additionally, | shall complete all employment and insurance forms

for the new employee orientation. | look forward to working with you and
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your fine team. | appreciate your confidence in me and am very happy to be

Joining your company.
Sincerely,

S.K Joshi

M - 07 urea! | 78 v (ToPic) it 7t FATT wigt 7o & o v
Huer AT & | STF I 3T ot bt FoE ygem sibt & o IuFH SBI
BANK PO (37 UAYT) & 557 Faqelie AT #H Ugst I [HeAI [ Alg 3aahr
£ e 3 e T o @ A FHAE AT whed ¥ BT A9 e W
FAR AU o IR HleT Y, &1 QUF o4 & 1 o Fieer 3mvsbt SBI BANK
PO (72 wAR) & uder 7 quf Tsia g A, A /

HuF F9— 8233195718, 9694804063, 3504091672,
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Essay
SBI PO @ H=T yterr # auidicdias (Descriptive) TAeT &t & forma
qUISTIHE TRAYT 3 TTUahT 1eT 91T 93T # I 1 D U 1am7aT $00 oTeg!
T Db essay ToI==TT 21T &1 38 folT STAIR U 20 i smafed &id &
ST T U H 37Ueh! ool FdleAlhIS HaT EIaT &, alla §9 sid Sifde
ARz foree # adt o e 21

Essay writing & Fo 3ugll 2w

> HTUHT GAYT & topic & &3 fodheT [T ST IS I U I FFaTT
g, foIa Uz 31T 37679376791 gfeeahion & forey Tahel €, Faifan SiTay 2 STugi
#t ot & fa Rffe gfReavn 3 Irr-amy s e gfedior st vega
#

2% gaiat & §1¢ T P! ¢HAT & S AT oA H& e & fiFaar =g

& 3T points @I JOT Db I ffe G ANE 2 of] IHA 379 fAser & IJI=rar

AT & SITEart ST STueT T T UISeT BT AT T T

A - 07wzl | 7E sreama (TOPIC) st wg Famy sigh gorm & u¢ v
et AT & | sTF I 3T oft Frht FoE ygem gibt & o I SBI
BANK PO (T UAYT) & 5T FaqclIc AIEH H Ugst &I [HeAIT [ Alg 3ahr
EHR AT & TUeT 3= o9 &1 qr F&efIz AT Tt & forr off=r Qe 2
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Role of Effective Credit Rating

Credit rating means evaluation of the credit worthiness of an Individual /
Business Concern and to express opinion about the ability of a borrower
(individual or business concern) to make payment of interest and principal

as per commitment.

Credit worthiness depends upon various factors like willingness & ability to
pay for the obligations, financial health, market standing, market share,
technological competence etc. of an organization. Credit rating establishes a
link between risk and returns. An investor or any other interested person
uses the Credit Rating to assess the risk level and compares the offered rate

of return with that of his expected return.

Credit Rating also helps an organization in raising debts from the public with
a very minimal cost of borrowing. Credit Rating acts as a marketing tool for

the various financial instruments.

The first Credit Rating Agency in India CRISIL (Credit Rating Information
Services of India Limited) was set up in the year 1987. The other important
Credit Rating agency in India is LICRA, (Licensed Indian Credit Rating
Agency). With the rapid corporatization the investment options for the small
investors have increased manifold. The retail investors may not have the
necessary expertise to judge the various inherent risks involved in the various
investment options. To protect the interests of the retail investors, the SEBI

l.e.
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The Securities and Exchanges Board of India has made it mandatory for all
the listed companies to obtain credit rating, and credit rating is also
mandatory for all those enterprises willing to raise money from the public

issue of various financial instruments.

Banking Risk and Management

An appropriate risk management structure can be a centralized or
decentralized structure. The global trend is towards centralized integrated
risk management. The Board of the bank should set risk limits by assessing
the banl’s business risk and risk bearing capacity. At organizational level,
overall risk management should be assigned to an independent Risk
Management Committee with full responsibility of evaluating risk faced by
the bank and determining the level of risk that will be in the best interest
of the bank.

The line management is accountable for the risks under their control. Risk
Management Committee should identify, monitor and measure the risk profile
of the bank and also develop policies and procedures, and in addition identify

new risks that may arise and affect the bank.

A prerequisite for establishment of an effective risk management system is

the existence of a robust MIS, consistent in quality.

The design of risk management functions should be bank specific, dictated
by its size, complexity of functions, the level of technical expertise and the

guality of management information system. Asset Liability Management
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Committee (ALCO) deal with different types of market risk and the Credit
Policy Committee (CPC) oversees the credit risk [counterparty risk and

country risk.

Banks could also set-up a single Committee for integrated management of
credit and market risks. Generally, the policies and procedures for market risk
are articulated in the asset Liability management policies and credit risk is

addressed in Loan Policies and Procedures.

ALCO and the CPC and their consultation process should be established to
evaluate market and credit risks. Banks may also consider integrating market

risk elements into their credit risk assessment process.

Women empowerment

The word ‘Women Empowerment’ itself implies that women are not powerful
enough - they need to be empowered. This painful truth has been in existence
for a long long time. It is in recent years that noticeable work started
beginning to lift women out of the abyss of insignificance and powerlessness.
The patriarchal society suppressed women’s freedom across the world. Women
were not allowed to vote or even put forward any opinion. Women were
confined to their homes. As time progressed, they realized that their life
meant much more than just serving in the household. As more and more
women started crossing the man-made barriers, the world began to witness

the rise of women. Unlike men, women never try............
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