
PO Descriptive



Important points to remember when attempting the descriptive section:

➢ Strictly adhere to the word limit.
➢ Use simple sentences.
➢ Avoid complicated or very difficult words.
➢ Use connectors such as ‘for example,’ ‘additionally’, ‘on the other hand,’ to 

connect ideas smoothly.
➢ Keep a neutral tone. Do not use extreme or emotional words.
➢ Check your essay and letter. Keep grammar, spellings, and punctuation 

correct.



Writing an essay: 

➢ Carefully read the topic and make sure you are familiar with it so you can 
write the essay well.

➢ Decide on two or three main points that you want to make about the topic.
➢ Structure your essay. 

○ Introduction: In this section, briefly explain the topic. You can use a 
quote or thought-provoking statement to begin your essay.

○ Body: You can divide the body into two-three paragraphs. Each 
paragraph should talk about one point that you thought of earlier. 
Explain your point giving reasons and examples to support it. 

○ Conclusion: Restate your main argument in a fresh way. End with a 
closing thought or suggestion.



Writing an essay on ‘The importance of financial awareness in daily life.’

➢ Deciding the main points: The essay should explain why it is important to be financially 
aware and how this will help us in our daily lives. 
○ Main points: I. Financial awareness helps us track our spending, plan our budget 

and save for the future. II. Understanding the basics of finance help us make 
informed decisions and avoid falling into debt. III. It empowers us to make 
future financial decisions like retirement and investing and create a financially 
secure future.

➢ Structuring your essay: 
○ Introduction: Start with an introduction of financial awareness: what is it?
○ Body: Start with a sentence explaining each of the main points. Add 

explanations, reasons, examples. 
○ Conclusion: Summarise the main points starting with ‘in conclusion,’ and end 

with a final thought.



‘The importance of financial awareness in daily life.’

In today’s fast-paced and interconnected world, financial awareness has become essential 
for managing one’s personal finances effectively. This awareness equips individuals with the 
knowledge and skills needed to make smart, informed decisions about spending, saving, and 
investing, ultimately contributing to a more stable and secure financial future.

One of the key benefits of financial awareness is that it helps people create a practical 
budget and establish healthy saving habits. By planning a budget, individuals can track their 
monthly spending, reduce unnecessary expenses, and set aside funds for future goals, such 
as buying a home, funding education, or building an emergency fund. This disciplined 
approach leads to a more organised way of managing money, helping prevent impulse 
purchases and encouraging savings for the long term.



Additionally, financial awareness plays an important role in avoiding debt and making sound 
investment choices. Understanding basic financial concepts, such as interest rates, credit 
terms, and risk management, allows individuals to steer clear of high-interest debt traps and 
manage any existing debt more effectively. It also empowers them to pursue long-term 
financial goals, like retirement planning or investing in assets that can grow over time, 
creating a more secure and fulfilling financial future.

In conclusion, financial awareness is an invaluable life skill that everyone should cultivate. It 
empowers individuals to make thoughtful decisions, avoid unnecessary debt, and develop 
strong financial plans. By staying financially informed, we gain greater control over our lives 
and lay the foundation for a future of stability, growth, and peace of mind.



Writing an essay on ‘Technology: Boon or Bane?’

➢ Deciding the main points: The essay should discuss whether technology has a positive 
or negative impact on society. It should cover both aspects and conclude with a clear 
position. 
○ Main points: I. Technology as a boon: revolutionising different fields such as 

healthcare, education, entertainment, social life. II. Technology as a bane: 
increased reliance on gadgets, privacy concerns, mental health issues.

➢ Structuring your essay: 
○ Introduction: Start by introducing the role and prevalence of technology in 

modern life.
○ Body: Start with a sentence explaining each of the main points. Add 

explanations, reasons, examples. 
○ Conclusion: Summarise the main points and conclude with balanced viewpoint.



‘Technology: Boon or Bane?’

Technology is at the core of modern civilization, influencing nearly every aspect of life, from 
healthcare to communication. It has transformed society and made things possible that were 
once unimaginable. But is technology ultimately a boon or a bane?

On the positive side, technology has greatly benefited humanity in many ways. Medical 
advancements have led to life-saving treatments, early diagnosis of diseases, and more 
accessible healthcare. In education, digital platforms have made learning resources widely 
available, allowing students to study anytime and anywhere. These advancements have 
significantly improved quality of life and provided new opportunities.



However, technology also has its downsides. With people increasingly reliant on gadgets, 
there are growing concerns about mental and physical health problems, such as eye strain 
and stress from overuse. Moreover, the widespread use of digital technology has raised 
significant privacy concerns, as companies collect and use personal data without adequate 
transparency. This can lead to a loss of trust and a sense of invasion in daily life.

In conclusion, technology can be both a boon and a bane. While it brings incredible benefits, 
it also presents challenges that cannot be ignored. When used thoughtfully and responsibly, 
technology can serve as a powerful tool to advance society. Therefore, it is up to us to 
harness its power for positive change and minimize its potential harms.



Writing a formal letter: 

1. Sender’s Address
2. Date
3. Receiver’s Title and Address
4. Subject Line
5. Salution (Dear Sir/ Madam)
6. Body of the letter (three paragraphs - introduction, explanation of the issue, 

request to do needful)
7. Ending salutation (Yours sincerely, truly, faithfully)
8. Sender’s Name



Letter to a bank manager for requesting a waiver on credit card late payment fees: 

456 Maple Road, 
XYZ City, 123456 
13th November 2024 
The Branch Manager, 
ABC Bank, 
123 High Street, 
XYZ City, 123456 
Subject: Request for Waiver of Credit Card Late Payment Fee 
Dear Sir/Madam,
I am writing to kindly request a waiver on the late payment fee for my credit card (Account 
Number: 123456789) with ABC Bank. Unfortunately, due to unexpected circumstances, I was 
unable to make the payment by the due date.
I encountered unforeseen expenses this past month, which temporarily affected my finances. 
I have since made the payment and intend to keep my account in good standing moving 
forward. Given my history with the bank and my commitment to resolving this issue, 



I would greatly appreciate your consideration of a one-time fee waiver.
Thank you very much for your understanding and support. I look forward to your positive 
response.
Yours sincerely,
[Signature] 



Letter to the editor to publish an article on road safety awareness.: 

456 Maple Road, 
XYZ City, 123456 
13th November 2024 
The Editor,
The XYZ Times, 
789 Oak Street, 
XYZ City, 123456 
Subject: Request to Publish an Article on Road Safety Awareness 
Dear Sir/ Madam,
I am writing to request that your esteemed publication considers featuring an article on the 
importance of road safety awareness. With increasing traffic congestion and accident rates, 
this issue has become critical for our community’s well-being.



Recent statistics indicate a concerning rise in road-related incidents in our area, many of 
which could have been prevented with better awareness of traffic regulations and safety 
practices. Highlighting road safety measures, such as adhering to speed limits and using 
pedestrian crossings, could encourage safer behavior among drivers and pedestrians alike.
I sincerely hope you will consider dedicating space to this important subject. Raising public 
awareness could make a substantial difference, promoting responsible practices and 
potentially saving lives. Thank you for considering this suggestion.
Yours sincerely, 
[Signature]  



Most probable essay topics: 
The Importance of Mental Health Awareness in Modern Society
Mental Health and Productivity: How Are They Linked?
The Role of Social Media in Shaping Public Opinion
Social Media's Impact on Youth and Mental Health
Artificial Intelligence: Pros and Cons
The Future of Artificial Intelligence in the Banking Sector
The Importance of Cybersecurity in Banking
Data Privacy: Challenges and Solutions in the Digital Age
Work-Life Balance in the Digital Age: Challenges and Solutions
Digital Payments: Pros and Cons for Rural India
Challenges and Opportunities in Achieving Financial Inclusion in Rural India
Impact of E-commerce on Traditional Retail
Importance of Physical Fitness in Modern Life
The Role of Banks in Economic Development
Climate Change and Its Impact on Global Economies
The Rise of E-Learning in India: Opportunities and Challenges



Most probable formal letter to bank manager topics: 
To the bank manager regarding an incorrect charge on your account.
To the bank manager regarding poor customer service at a branch.
To the bank manager about the delay in processing your loan application.
To the bank manager requesting an increase in your credit card limit.
To the bank manager requesting a change in your contact information.
To the bank manager requesting a loan extension or modification of repayment terms.
To the bank manager applying for a new savings account.
To the bank manager applying for a personal loan.
To the bank manager requesting a credit card.
To the bank manager offering suggestions for improvement in services at the bank.
To the bank manager informing them of a lost or stolen debit/credit card.
To the bank manager reporting discrepancies in your account balance or transaction history.
To the bank manager regarding an issue with an ATM transaction.
To the bank manager requesting to close your savings or current account/ fixed deposit 
account.



Most probable formal letter to editor topics: 
Letter to the editor expressing concern over increasing pollution in the city.
Letter to the editor highlighting the need for better public healthcare facilities in rural areas.
Letter to the editor expressing concerns about the rising cost of private education.
Letter to the editor discussing the need for more awareness programs on mental health in 
schools and colleges.
Letter to the editor advocating for more green spaces and parks in urban areas.
Letter to the editor urging the government to ensure better digital literacy programs for rural 
populations.
Letter to the editor urging people to adopt healthier lifestyles to combat the rise in lifestyle 
diseases.
Letter to the editor urging the government to improve infrastructure in rural areas.
Letter to the editor discussing the importance of preserving cultural heritage.


