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Part One

The Basic Rules of Successful Letter Writing

I. HOW TO WRITE SUCCESSFUL LETTERS

1. SEE THE IMPORTANCE OF LETTERS

A wide correspondence with friends can mean pleasure and satisfaction to you. Suc-
cessful letter writing can hglp facilitate social activities— often save you much time, trouble
and inconvenience. Considered as your personal representative, it goes to the hospital to
cheer a sick friend, goes to your hostess to thank her for entertaining you, conveys your
best wishes, congratulations, condolences, sympathy, when circumstances make it impos-
sible for you to be there in person. What is more, successful letter writing can also enrich
social life of human beings. Good letters can bridge any distance, bring friends closer in
intimacy and understanding, win affection, inspire love, promote friendship and enrich

social relationships.

2. ALWAYS TRY TO VISUALIZE THE PERSON TO WHOM
YOU ARE WRITING

If you think that talking is an expression of thoughts and ideas in spoken words,
then, writing is, or should be, those same words on paper. A letter is like a visit on pa-
per. So just write about the very same things you’d talk about if you were together, Al-
ways imagine that the person to whom you are writing is now sitting face to face in front of
you. It will help you express yourself in an easier and more natural style. As you know the
person’s interests, his likes and dislikes, his activities and his hobbies, you can write a

most interesting and stimulating letter which he loves to receive.



3. JUST WRITE AS YOU SPEAK

As stated above, the letter you write is your personal representative. It is simply part
of you, an expression of your personality. Therefore, it is not enough to write letters that
are mere patterns of form. They are correct letters, but not good letters because they are
colorless in personality. What you write must be letters that are warm and alive with re-
flections of your own personality. Make your letters sound the way you do. “Be yourself!”
So a natural, spontaneous sincerity is the first and most important thing you should strive
for in letter writing. Some people say, “Just write as you speak.” That is perfectly right
and the whole secret.

4. USE SIMPLE ENGLISH

The finest English in the world is simple English. It’s true especially in producing in-
teresting letters. As is known to all that letters with plain, understandable and familiar
words always sound pleasant and conversational. These simple, home-spun words of
everyday speech are usually more vivid, lively and expressive than those formal, bookish,

high-sounding words. For example:

do is a better word than accomplish
write is a better word than correspond
often is a better word than frequently
find is a better word than locate
g0 is a better word than attend

When you can use a single vigorous word, don’t use two or more. For example:

please is better than will you be good enough to
now is better than at the present time

like is better than along the lines of

since is better than inasmuch as

And try to use:

“I'm” instead of “T am”
“you’ve” instead of “you have”
“they’re” instead of “they are”
“don’t” instead of “do not”
“haven’t” instead of “have not”

Of course, writing simply does not mean writing obviously without beauty or style,
Your simple words should have meaning, substance and life. They should be colorful and
L] 2 *



