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Publisher's Note



It gives us pleasure to publish this book on letter writing named Social Letter. It had been our cherished desire to bring out a book on letter writing for readers in a systematic and scientific manner.

This book attempts to present rules for letter writing in all possible situations and circumstances. Despite the availability of e-mails, telephones, mobile phones, instant messaging, etc., it is ultimately the correspondence made through letters that matters; whether it is an issue concerning, social, ties. Letters have retained their preponderance in a milieu of communications the way books have remained strong among all readable materials – whether available in printed or digital forms.

Using words in simple and day-to-day language, this book tries to exemplify every kind of letters ordinarily people take recourse to while writing on social subject.

This book, Social Letters is presumed to be completed within 30 days. All that is needed by a diligent reader is to devote time to comprehend a few pages each single day and then practise its usage. Ample examples have been given to simplify the process of learning.

We sincerely hope the readers would make the best use of this book to master the art and science of letter writing in all situations and circumstances.


Preface



Innumerable means are available that facilitate communications between two individuals or businesses. New technologies are coming up every other day that expand the sphere of communicating one”s thoughts and ideas. Despite the ease with which telephones and e-mails have made their way into our lives, the uninterrupted run of letter writing continues to flourish. The art of writing has not lost its significance one bit; the way printed books continue with their monopoly in all reading materials. Radios and TVs are just but a small diversion.

It is difficult to fathom the importance of the letter and of its writing. The letter plays a second part only to conversation and to personal contact. Because of the letter no one remains a stranger, and to the letter writer no part of the civilized world is inaccessible. New forms of communication have come up but they all remain the same in essence – conveying an idea or two.

The letter connects persons, and is the vehicle of the progress of humankind. While neither the writer of this book, nor anyone else, can teach by printed page, or orally, the great science or art of letter writing, it is hoped that the contents of this book will be of at least indirect assistance to everyone who uses the mails, and ‘every one” includes the whole world.

This book uses simple and everyday language to tell readers the correct way and polished manners to write personal, commercial, business and official letters on all occasions.

A number of model examples have been included to write skilfully individual, personal, family, social and business letters besides others forms of communications written for specific needs - jobs, banking, insurance, e-mails, etc. The examples are intended to help readers to learn the basics and master the science of perfect letter writing. Manner of writing official letters have been extensively given, such as, notification, oath, declaration, press communiqué, press note, ordinance, tender, auction, notice, government official letters, memo and sanction letters.

The book is to be used as a guide so that the reader develops a succinct way of writing high quality letters. I hope that by making the best use of this book not only the ones associated with writing official and other kinds of letters, even the private sector employees, housewives and other interested people would start writing impressive and attractive letters efficiently and easily.

I look forward to suggestions and criticisms for making the forthcoming edition of the book more useful.

– Arun Sagar ‘Anand”
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Letter Writing


Letter writing has become an important component in social life. The world appears to be interconnected by one way or another. No one has the time to meet another person as much as one would wish.

Letter writing is as old as humanity. Pigeons were used to carry messages in early times. There existed no postal facility then. Things moved on but what didn”t change course was the means of letter writing.

A person can continue to be in touch with another person, wherever he may be, by means of letters. Psychological studies reveal that:


❑A person wants to preserve whatever he things or visualizes. He wants to share this with someone close. This he can do by means of communicating through letter writing.

❑People who have spent years in jail reveal that but for maintaining touch with friends and relatives by letter writing, their thought processes, which is alive and kicking, would have dried up long ago.

❑Pandit Jawaharlal Nehru”s letters to his daughter Indira Gandhi has become historical in true sense. Its relevance is for the posterity. That”s one reason why letters of great people are compiled for the benefit of the coming generations. Letters written by Lenin, Churchill, Mussolini, Napoleon, Hitler and Abraham Lincoln have made them immortal.

❑Letter writing protects one from excitement, emotions, anger, etc. It is said that Abraham Lincoln used to start writing letters whenever angry. He would download his anger using the means of letter writing. Such letters he would always, instead of sending to the intended recipient, read and reread later to analyse what made him angry in the first place.

❑If a person talks about his pain, ordinarily others wouldn”t pay much attention. Instead, they would act out the ‘sympathy” part. No real feelings. But when the same pain is put down in writing, others try to understand the underlying idea behind the anguish and work out ways to help out.

❑Letters strengthen the bonds among people. Pen-friendship is a testimony to this fact. People across the world can learn about one another. This helps strengthen cultural and social ties.

Letter writing is a reflection of times. A letter written today may have words like mobile phone, computer, television, google, facebook, internet, etc. We can, similarly, know about the history or geography of one country or another. Dress habits, culture, etc. get mirrored through letters.

Mentioned below are a few points we must take into consideration while writing:

❑Nothing should be written that may compromise the social harmony.

❑Letters must keep one another”s interest in mind.

❑Letters should focus primarily on human welfare and not politics.

❑Nothing irrelevant should find space in a letter.

❑The language used should be easy and simple.

❑A letter should reflect honesty; not hypocrisy.

❑A letter should be brief and to the point.
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Letter Writing: An Art


Letter writing has a bearing on our personal and social life. They reflect the way we conduct ourselves in society. To know a person, reading a few letters written by him is enough. Letters would reveal the working and thought process of his mind at different times in different situations. The letters symbolise the psychology, emotions, sense of belongings, personal relations and social equations, a person maintains.

A person has become a combination of various pulls and pressures. This finds expression though correspondence. Without letters or other modes of communications, it is difficult to maintain equilibrium in friendship, relations, social mores, work culture, business, polity, etc. The success and failure in life also depends a great deal upon our methods of correspondence. The more successful one is in letter writing, the more successful he is likely to become in future.

The habit of letter writing starts developing right from the student life. Such letters are written to parents, teachers and friends. These reflect the bonds of emotional attachment.

As soon as one enters the adult life, the letters acquire the edge of love, feelings and attachment.

Where personal relations are concerned, letters mostly portray closeness and empathy.

If you want to become a prolific letter writer, please pay attention to the following:

❑Letter should be logical, short, crisp and clear.

❑The presentation should be scientific, not full of emotions. Official and managerial letters should be built around solid matters, straightforward and to the point.

❑The letter should be developed around proper reference and context. It must be clear, else confusion may arise. Before dispatching a letter, one should read it as if the receiver is reading it. Check everything is clear and accurate. If not, make changes where necessary.

❑Never write a letter when angry.

❑Always take care of your goodwill.

❑A letter should be balanced, short and precise.
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An unparalleled 30-day course to learn how

to write a simple, sharp and attractive letter






