How To Write a
J  Friendly Letter

Compiesiifiiein

Department of English / 2"¢ stage

Assist. Prof. Zainab Hasoon




(COMPESIICN

The format is up to the user.

Uses personal names , not titles.

Use a comma in salutation.

Discuss personal issues, not usually business issues.

It can either be printed or hand-written.
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Epart of a Fricndiy Letter

Greeting

Body
Tho matr

Signature

* we might write a
friendly letters to our
parents and friends,
classmate, and
neighbors.
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* The heading : it includes the

311 East Duke Street writer’s address and the date. It is
Stanley, N.C. 28164 i . R
August 16, 2004 written in the upper right- hand
DearPhi, | +—_ corner of the page.
* The heading should include the
How has your summer been? Not too hot | hope. Did you get to visit your grandparents? S-l-ree-l- Gddress oh one Iine, fo”owed

Did you go on your trip to Toronto as you had hoped? They say Toronto is a beautiful city? h N h I R
This is my second season at Camp Bellaire. | just passed my swimming test. Now | can by 1. e C”y, qufe, on 1. e neXT Ine.

swim out to the raft and also use the boats. To pass | had to jump into the water with my clothes on The 3 rd "nes is fo r fhe d Cﬂ'e.

(as if | had just fallen out of a boat). Then | had to take them off down to my trunks, even my shoes

and socks, and finally swim back to shore. It was tough, but | did it! ° Use a comma be-l-ween fhe d ate
I'm looking forward to seeing you soon. There is lots of news to catch up on!
and year

cosng — GUicaN [
* 1-if you are writing to someone

sinature\’ - you know, you don’t have to write

yours address.

* 2-write your address to those who
don’t know you well.
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The Greeting * The Greeting: it is written

under the heading at
Dear_ - The SR the left margin. It begins
blank is for the name of ' '
with a capital letter and
the person you are S Y 410
writing. Afteryou write | pearms. osbome, ends with a comma.

the person's name you * You can write (Dear)+

puta comma, ).

person’s name.

Greeting * Or Hi+ name,




Composition

Salutation

warmth and friendliness  Dear Aunt Gaga,
Hello Uncle Bieber

affection My dear Beyonce

a lot of affection Dearest Dad
My dearest Aunt Lucy
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Dear Mom,

25 Gentral Ave.
Needham, MA 02494
October 15, 2004

I'm sending you this friendly letter to tell you much fun 'm§
having at my friend’s house. We're having a blast! Y esterday
we went to the beach. Guess what? | learned how to swim
underwater! | was so excited. | can't wait to show you. |
kept diving under and finding shells in the sand. I'm bringing
hem home to you. Tomorrow we're gaina to a baseball

game.

| miss you and the rest of the family™ e

Body
now I'll be

home in a few days. I'll tell you all my adventures then. Give

everyone a big hug and kiss for me!

Closing

The body: is the
information you are
writing in your letter.

Be sure to indent each
paragraph.

"How are you doing?"
or "How have you
been2" are common
ways to start a letter.
Asking a question helps
make the letter feel
like part of a longer
conversation.

Referencing the time of
year is another
common letter opening
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oW ate va? How are things with Hows life treating
A you? you?
Are you and your What have you been

?
Are you well’ family doing fine?  up to?

| have not heard
Still alive and Survived your from you for
kicking? examinations? months. Are you
okay?
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blah blah blah blah blah b

Blah blah blah blah b[il:nhhbbhhhh_bhlmhbh
blah blah blah blah blah bla

Body T‘J
blah blah blah blah bla

hearing from you. When Closure
hope! Please send my regards to Uncle Tom. Take
care of yourself!

Please, pretty please\ruitecmn#m_mi

Love, Complimentary Close

Justin Bieber Sign-off Name or Nickname
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Ending an informal letterin
English

Examples of closing sentences - how to end an informal
letter in English?

| am look na forward to see Ng you

Fcan't wait 1o se¢ you soon,

[ can't wait to hear from you,

[ am looking forward to hearing from you,

| hope to be hearing from you soon

SOe youl Soon,
Send my love to .,
| hope you are daing well,

Give my regards to..,

Closing : in the closing the first word should be
capitalized and you put a comma after the
last word.

It is located on the right hand side of the
page below the body.

Ex: Sincerely,
Your friend,
Love,

very truly yours,
Your son,

Try to end the letter on a note that will leave
your friend with positive feelings.

Encourage your friend to write back. If you'd
like a response, write, "Hope to hear from you
soon," or, "Please write back!"

Signature : your names should be written
directly under the closing



http://www.wikihow.com/End-a-Letter
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Last but not least,

Check your
1. Spelling
2. Grammar

3. Fragment
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Recipient’s Ful | Nome
Street Address
City, State  Zip Code

¢

BEL ¢
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* Write a letter to your friend.
Try to apologize for missing
his birthday party and
explain why you missed it.




