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Preface The right letter can make all the difference. From getting the right job to closing the sale, from obtaining a scholarship to offering thanks gracefully, letters leave a lasting impression. Packed with hundreds of examples that fulfill almost any goal, The Concise Guide to Letter Writing is an up-to-date reference for writing effective letters. The Concise Guide to Letter Writing starts with the nuts and bolts of letter writing but does not stop there. Going beyond the essentials, this book helps you: ƒ ƒ ƒ ƒ ƒ ƒ



Start with an attention-catching introduction. State your intention effectively. Sway your reader’s opinion. Close with an appropriate courteous clincher. Make a lasting impression. Generate the desired response or reaction from the recipient.



The Concise Guide to Letter Writing is intended for students of English, IELTS candidates, and all those in other walks of life who are interested in learning how to write effective English letters. This book offers its readers outlines and plans for different kinds of business as well as semi-formal letters. There are also plenty of model letters and sample sentences to help make readers flexible and competent on any subject. The book comes in six chapters. ƒ ƒ ƒ ƒ



Chapter One: Letter Format provides the readers with detailed information on the layout of business letters as well as different punctuation styles and letter forms. Chapter Two: More on Introductory and Closing Parts continues with the introduction and explanation of other introductory and concluding parts. It also addresses the envelope. In Chapter Three: Letters on Business Situations, four different kinds of letters are introduced and practiced: letters of inquiry, replies to inquiries, confirmation replies and order letters. Chapter Four: Letters on Social Situations is aimed at working on ten more letter types: letters of announcement, invitations, accepting and declining invitations, appointments, congratulations, condolences, apologies and complaints. The explanation in each part is followed with practical examples and sample sentences.



v



ƒ ƒ



Chapter Five: Employment Correspondence has to do with recommendation letters, cover letters and writing resumes. Chapter Six: Writing Business Emails covers email uses, formatting business emails, email logistics, and courtesies in using email.



In each chapter, lots of samples are included to help readers further internalize the material. Sometimes the sample letters do not completely match the explanations provided. This is perhaps because the authors wanted to give their readers the chance to view other genuine native written letters not just supported by the present framework of the book to broaden their horizon so as to be welcoming and liberal to other well-formed possibilities. Sample sentences at the end of each part provide the readers with guidelines to write letters that get results. Exercises and web tasks are also included at the end of each chapter to test the readers’ understanding of contents and provide them an opportunity to practicalize their competence. A punctuation guide, lists of social ranks terminology and abbreviations also follow for the readers’ easy reference. The authors hope that the concise yet to-the-point and comprehensive explanations in each part along with the genuine letter samples provided help the readers gain both an understanding and mastery over writing effective English letters.



Mohadeseh Amini, PhD Karaj Islamic Azad University



Sayyed Morteza Aghvami The University for Teacher Education January 2008
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writing but does not stop there. Going beyond the essentials, this book helps you: â–« Start with an attention-catching introduction. â–« State your intention effectively. 
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