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Part One

Introduction to Letter Writing



Introduction

In our modern world, letters of different types and formats provide a useful
means to have relation with others and successful correspondence will
definitely lead to favorable results. Yet skill in letter-writing tends to have
more to do with the environment in which we move than with anything else.
We may catch it easily and be free of all its worries or have problems all
through our life,
- Most of us experience gaps between what we think, what we can speak
about and what we are able to write. Being ablé to write good letters demands
more than words, phrases, sentences and paragraphs, it needs knowing how to
communicate clearly on paper and being able of self-questioning, or beginning
to question our thinking habits. On the ‘whole, letter - writing may seem a
difficult task, but it can be overcome. It can also be helped, to some extent, by
a useful and appropriate guide or source book on this subject.

In almost everyone’s life, a period comes that it is vital to be able to
+ exchange ideas in writing - to give or to seek information, to promote
relationship, or extend one. T we avoid letter - writing because of its difficulty,
we may never be able to meet the needs of our situation and lose important
opportunities.

We live in a world. that needs and seeks to solve prablems and
correspondence is one of the ways which involves the writer, the subject, and
the receiver. There are certain broad frameworks which are helpful and
appropriate and within each one there are numerous possible combinations
which a letter - writer may use. . '

This book is an attempt to provide some reliable references of letter-
writing for the-university students, business men and those who are interested
in this task. | :
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