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“Do not abbreviate anything—initials may be used in informal invitations and acceptances, but, in the
formal, "H. E. Jones' invariably has to become "Horatio Etherington Jones.”

“No one can go far wrong in writing any sort of letter if first the trouble be taken to set out the exact object
of the letter. A letter always has an object—otherwise why write it? But somehow, and particularly in the
dictated |etter, the object frequently getslost in the words. A handwritten letter is not so apt to be wordy—it
istoo much trouble to write. But a man dictating may, especially if he be interrupted by telephone calls,
ramble all around what he wants to say and in the end have used two pages for what ought to have been said
in three lines. On the other hand, |etters may be so brief as to produce an impression of abrupt discourtesy. It
isararewriter who can say all that need be said in one line and not seem rude. But it can be done.

“The single purpose of aletter isto convey thought. That thought may have to do with facts, and the further
purpose may be to have the thought produce action. But plainly the action depends solely upon how well the
thought istransferred. Words as used in aletter are vehicles for thought, but every word is not avehicle for
thought, because it may not be the kind of word that goes to the place where you want your thought to go; or,
to put it another way, there is awide variation in the understanding of words. The average American
vocabulary is quite limited, and where an exactly phrased letter might completely convey an exact thought to
aperson of education, that same letter might be meaningless to a person who understands but few words.
Therefore, it isfatal in general |etter writing to venture into unusual words or to go much beyond the
vocabulary of, say, agrammar school graduate. Statistics show that the ordinary adult in the United
States—that is, the great American public—has either no high school education or less than ayear of it. You
can assume in writing to a man whom you do not know and about whom you have no information that he has
only agrammar school education and that in using other than commonplace words you run a double
danger—firgt, that he will not know what you are talking about or will misinterpret it; and second, that he
will think you are trying to be highfalutin and will resent your possibly quite innocent parade of language.”
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From reader reviews:
Keith Taylor:

Inside other case, little individuals like to read book How to Write Letters: A Complete Guide to Correct
Business and Personal Correspondence. Y ou can choose the best book if you love reading a book. Provided
that we know about how isimportant a book How to Write Letters: A Complete Guide to Correct Business
and Personal Correspondence. Y ou can add information and of course you can around the world with a book.
Absolutely right, mainly because from book you can realize everything! From your country right up until
foreign or abroad you will be known. About simple issue until wonderful thing it is possible to know that. In
this era, we are able to open a book or maybe searching by internet device. It is called e-book. Y ou should
use it when you feel uninterested to go to the library. Let's read.

Jon Pittenger:

What do you ponder on book? It isjust for students since they are still students or theideafor all peoplein
the world, the actual best subject for that? Simply you can be answered for that query above. Every person
has different personality and hobby for every single other. Don't to be forced someone or something that they
don't wish do that. Y ou must know how great along with important the book How to Write Letters. A
Complete Guide to Correct Business and Personal Correspondence. All type of book can you see on many
sources. You can look for the internet sources or other social media.

Kimberley Bailey:

In this 21st one hundred year, people become competitive in each way. By being competitive right now,
people have do something to make all of them survives, being in the middle of often the crowded place and
notice by means of surrounding. One thing that sometimes many people have underestimated that for awhile
isreading. Sure, by reading areserve your ability to survive raise then having chance to stand up than other
is high. For you personally who want to start reading the book, we give you that How to Write Letters: A
Complete Guide to Correct Business and Personal Correspondence book as basic and daily reading book.
Why, because this book is greater than just a book.

Samuel Freeman:

The publication with title How to Write Letters: A Complete Guide to Correct Business and Personal
Correspondence posesses alot of information that you can discover it. Y ou can get alot of advantage after
read this book. That book exist new understanding the information that exist in this e-book represented the
condition of the world right now. That isimportant to yo7u to be aware of how the improvement of the
world. Thiskind of book will bring you within new era of the the positive effect. Y ou can read the e-book in
your smart phone, so you can read this anywhere you want.
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