e

CORRECT
LETTER
WRITING;

an alsidyment dused on
£ SEtlocen Bechtor Walion's ram'f/_—ﬁ(maad

. ((STANDARD BOOK OF LETTER WRITING )

THIS AUTHORITATIVE GUIDE TELLS YOU HOW

TO WRITE CLEAR, SUCCESSFUL, EFFECTIVE
AND INTERESTING LETTERS FOR ALL OCCASIONS

MODERN + PRACTICAL + COMPREHENSIVE + EASY-TO-USE




THE BANTAM BOOK OF
CORRECT LETTER WRITING

An abridgment based on
: LILLIAN EICHLER WATSON'S
'STANDARD BOOK OF LETTER WRITING




RL7,IL7
wt

THE BANTAM BOOK OF CORRECT LETTER WRITING

An abridgment based on Lillian Eichler Watson's
STANDARD BOOK OF LETTER WRITING,
Copyright, 1948, by Lillian Eichler Watson.

A Bantam Book [ published by arrangement with
Prentice-Hall, :

Bantam edition [ April 1958 3
2nd printing ...... June 1958  3rd printing .. September 1960
antam Rderem‘e Library edition | March 1962
Sth printing ...... April1958 6th printing cssaees May 1963
7th printing ....... April 1964
Bantam Desk edition | March 1966
Oth printing ... October 1968  15th printing ... January 1974
10th printing . December 1968  16th printing ...... May 1973
11th printing ...... May 1970  17th printing ...... May 1976
12th printing . Decmber 1970 18th printing . . July 1977
13th printing . December 1971 - 19th printing July 1977
141h printing ... October 1972  20th printing .... August 1978

Library of Congress Catalog Card Number: 58-5993

© Copyright, 1958, by Bantam Books, Inc.

All rights reserved, including the right to
reproduce this book, or portions thereof, in any form,
except for the inclusion of brief quotations in a review.

For information address: Prenti¢e-Hall, Inc.
Englewood Cliffs, New Jersey 07632

ISBN (-553-12419-6
Published stmultaneously in the United States and Canada

Bantam Books are published by Bantam Books, Inc. Its trade-
mark, consisting of the words “Bantam Books” and the por-
trayal of a bantam, is registered in the United States Patent

ffice and in other countries. Marca Registrada, Bantam
Books, Inc., 666 Fifth Avenue, New York, New York 10019,

PRINTED IN THE UNITED STATES OF AMERICA



Acknowledgment

The author wishes to thank the following for permission
to use material in this book:

Printers’ Ink: H. D, Shaw, “How to Write an Effective
0 Letter.”

Victor O. Schwab: How to Write a Good Advertisement.

John B. Opdycke: Take a Letter, Please!

Thomas Y. Crowell Company: Curtis Gentry, Fifty Fa-
mous Letters of History. A

Doubleday and Company, Inc.: Captain Robert B. Lee,
Recollections and Letters of General Robert E. Lee.

Simon and Schuster, Inc.: M. Lincoln Schuster, 4 Treas-
ury of the World’s Great Letters.

Latham Ovens: “Letter to a Soldier.”

Pantheon Books Inc.: G. Selden-Goth, Felix Mendels-
sohn-Bartholdy Letters.

Charles Scribner’s Sons: Elliot Merrick, Northern Nurse.

R. H. Morris Associates: “How to Pre-judge the Effec-
tiveness of Your Letter.”



Table of Contents

BOOK 1
THE BASIC RULES OF SUCCESSFUL LETTER WRITING

1. Letter Writing as a Social Asset

What the ability to write good letters can mean
to you

A letter is like a “visit” on paper

How letters can enrich life—create more enduring
friendships

The busiest people make the best letter writers

Write the letters that don’t need to be written

Send personal letters instead of greeting cards
whenever you can

If you “don’t know what to say” in a letter

2. Personality in Letter Writing

Make your letters sound the way you do!

Visualize the person to whom you are writing

Just write as you speak—that’s the whole secret!

Use your customary words and patter

Some easy ways to make your letters sound con-
versational

Keep your language simple—short words are the
best

How to write with greater ease and clarity

People judge you by your letters

Avoid careless remarks that may be misunder-
stood

Don’t write anything you may later regret

The letter everyone loves to receive

3. The Physical Characteristics of Your Letter

The correct stationery for social and personal
correspondence

Short notes should be handwritten

Use of the typewriter

The spacing and arrangement of a letter

Sequence of pages and folding the letter

How to avoid mistakes in spelling and grammar

The use of punctuation

vii

17



i

i
viii Contentsf‘
il 4. The Parts of a Letter 25
i The heading ‘

1 The salutation

The body of the letter
The close

The signature
How to address the envelope

BOOK 1T
* YOUR SOCIAL CORRESPONDENCE

1. The General Rules of Social Correspondence 43

All social correspondence has a specific purpose

The difference between formal and informal cor-
respondence

What you should know about informal cor-
respondence

What you should know about formal corre-
spondence

2. Dinner Invitations and Acknowledgments 52

- Always respond promptly to a dinner invitation !
Dinner in honor of a special guest or guests !
Dinner to celebrate a special occasion |
Dinner followed by concert or opera
Dinner by sons and daughters in honor of parents
How to postpone or cancel formal dinner invita=
‘ tions
How to break a formal dinner engagement_
Inviting a friend to fill an empty place at dinner
Informal dinner invitations—and how to answer
them
i Inviting friends to dinner and the theater
| ‘When a daughter acts as hostess g
| Note to recall an informal dinner invitation
Note to break an informal dinner engagement
Note to an intimate friend recalling a dinner invi-
tation
Note to an intimate friend breaking a dinner
engagement

3. Luncheon and Supper Invitations and Acknowl-
edgments 69

Invitations for simple informal luncheons
Inviting someone you do not know
Supper invitations

el P T




Contents ix
4., Party Invitations and Acknowledgments 80

Card party invitations

For an informal bridge luncheon

For a formal bridge luncheon

For an informal cocktail party

For a formal cocktail party

For an informal tea party x
Formal tea parties

Garden party invitations

Invitations for house and week-end parties
Invitations for showers

Invitations for christenings

5. Dance Invitations and Acknowledgments 92

Debutante dances and dinner dances

Supper dance invitations

How to acknowledge formal dance invitations

Recall or postponement of formal dance invita-
tions

Subscription dances and charity balls

Invitations for informal damces

The friendly note of invitatien

Asking an invitation for a relative or friend

6. Wedding Invitations and Announcements 103
Announcing an engagement
The church wedding
b Church admission card
The home wedding
Train and direction cards
Wedding announcements
Enclosing “at home” cards with the announce-
ment
Wedding invitations for special and unusual cir-
cumstances
Invitation to a double wedding
The bride with one parent
When the bride has no parents
Invitations for a second marriage
When the groom is in the.military services
Recalling a wedding invitation
How to acknowledge wedding invitations
The informal wedding invitation written by hand
Bride’s note of invitation to a close friend
To a relative
If there has been a recent bereavement
To an old friend of the groom—a stranger to the
bride
To a business associate of the groom
Inviting a friend to the reception only
Invitations to wedding anniversaries




7. Letters of Thanks

When and how to acknowledge wedding gifts
To relatives
To intimate friends
To less intimate friends
To a business associate of the groom
To an old classmate of the groom—a stran-
ger to the bride 1
Shower gifts should be individually acknowledged
Notes of thanks for Christmas gifts
For birthday gifts
For wedding anniversary gifts
For a gift for a newborn baby or young child
For a “Bon Voyage” gift
The bread-and-butter letter
Thanks for gifts to a patient or invalid
Thanks for a favor received
Thanks for a letter of condolence
Thanks for a letter of congratulation
On a birthday '
On an engagement
On a marriage
On a wedding anniversary
On the birth of a child
On graduating from college
On winning an honor or distinction

8. Letters of Congratulations

Congratulations on an engagement

Congratulations on marriage

Congratulations on a wedding anniversary

Congratulations on a birthday

Congratulations on the birth of a child

Congratulations on graduation

Congratulations on winning an honor or distinc-
tion

Congratulations on a promotion or a new venture

Congratulations on a speech or a performance

9. Letters of Condolence

On the death of a parent

On the death of a husband or wife

On the death of a child

On the death of a relative

When death is a release

When someone is killed or commits suicide
Some famous letters of condolence

Contents

130

149

158




{

Contents

10. Notes of Sympathy on Illness, Injury and
Material Loss
To those who are ill
To those who have been injured

To those who have suffered material loss. or
damage

11. Letters of Introduction

To be presented in person

To be sent by mail

“Follow-up” letters of introduction giving addi-
tional information

A famous letter of introduction

BOOK I
YOUR PERSONAL CORRESPONDENCE

1. The General Rules of Personal Correspondence

Answer every letter promptly—it’s easier for you

You don’t need literary style to write interest-
ing letters

How long should a letter be?

2. Friendly Letters

How to begin a friendly letter
What to write in a friendly letter
What not to write in a friendly letter
Consider the person to whom you are writing
How to close your letter
Examples of letters to personal friends
Friendly letter from one man to another
Friendly letter from one woman to another
Letters to friends in distant places
Letters- from distant places to friends back
home
Christmas letter to a friend

3; ; Family Letters

The ever-welcome letter from home
To a daughter living and working in another
city :
To a husband away on business
To a married sister living at a distance
Letters to children away at school or camp

171

177

183

186

201



xii Contents

Excerpts from letters to children written by fa-
mous people

From a bride to her parents on her honeymoon

Letter to a relative who has asked for advice

4. Love Letters 215

Examples of love letters from women to men

Examples of letters from men to women

Excerpts from the love letters of famous men
and women

Postscript on personal letter writing

BOOK 1V
YOUR BUSINESS AND CLUB CORRESPONDENCE

1. The General Rules of Business Correspondence 223
The parts of a business letter
The inside address
The salutation
The body of the letter
The complimentary close
The signature
Addressing the envelope
Sulggestions for writing more effective business
etters
Write your letters from the reader’s point of view
Be sure it sounds sincere
Enthusiasm is contagious
Courtesy counts in letter writing, too
How to prejudge the effectiveness of your letter

2. The Tone and Language of a Good Business Letter 239

Abbreviations in business letters

The opening paragraph

Examples of effective openings for various types
of letters

The closing paragraph

Exlamples of effective closings for various types of
etters -

The use of postscripts in business letters

The Ten Commandments for writing a good busi-
ness letter

3, Examples of Routine Business Letters 248

Letters of order and confirmation
Letters of complaint and adjustment

o



! Contents xiii

Letters of inquiry and acknowledgment
Letters about credit

Collgction letters

Acknowledging collection letters
Miscellaneous business letters

4, Letters That Sell 265

Examples of effective sales letters
Letters that sell good will

5. Letters of Application i 272
Don'ts in preparing your letter of application
Examples of good letters of application
Letters of reference
Letters of introduction and reference
Letters requesting information from references
Thank-you letters for help in getting a job

6. Your Club Correspondence 287
Notification of election to office
Letters of resignation
Requests to speak or entertain at a club
Answers to invitations from clubs
Letterl %f thanks for speaking or entertaining at
a clu

BOOK V
CHILDREN’S CORRESPONDENCE

1. The Letters All Children Must Learn to Write 297

Children’s thank-you notes for gifts
Children’s thank-you notes for hospitality
Children’s personal correspondence

2. Children’s Invitations and Acknowledgments 306

Notes of invitation
Notes of acceptance
Notes of regret

Appendix » 311
Forms of Address



Book 1

*

The Basic Rules

of
Successful Letter Writing

% %k Xk
1. Letter Writing as a Social Asset

There’s an old familiar saying that you must have heard many
times: “To have a friend, you must be a friend.”

It’s equally true that to receive interesting letters, you must
write interesting letters. If you write only when absolutely nec-
essary, when duty or responsibility demands, you are missing
out on what can be one of the greatest personal enjoyments of
life.

But apart from the pleasure and satisfaction that a wide cor-
respondence with friends can mean to you, letter writing is an
- important social asset. The ability to write good letters can be as
useful to you socially as the ability to talk well or entertain
successfully. In some ways letter writing can be even more use-
ful to you, for it helps facilitate all social activities—often saves
you much time, trouble and inconvenience.

The letter you write is your personal representative. It takes
your place when circumstances make it impossible for you to be
there in person. It goes to the hospital to cheer a sick friend. It
goes to your hostess to thank her for entertaining you. It con-
veys your best wishes, congratulations, condolences—when you
are not able to do so in person.

WHAT THE ABILITY TO WRITE
GOOD LETTERS CAN MEAN TO YOU

Letters can be one of the most powerful and far-reaching in-
fluences in your life, if you let them be. They can do amazing
1




fact, few accomplishments can serve you so well, in so many
varied ways, all through life, as the ability to write good letters.

We are not here concerned with the great practical value of
letter writing, which is discussed in a later chapter. Everybody

typed, rubber-stamp Iletters.

But what is not so well-known and well-realized is the im-
portance of letter writing as a personal asset. Letters can add in
évery way, and in very great measure, to the enjoyment of life.
They can bridge any distance . . . bring friends closer in inti-
macy and understanding . . . enrich social relationships . . .,
increase personal popularity . . . win affection . . . inspire
love . . . provide a most satisfying means of self-expression!

A LETTER IS LIKE A
VISIT ON PAPER

If you “hate to write letters,” it’s simply because you have
not yet discovered the fun it can be to write and receive letters
that are good talk on paper. Do you hate to visit your friends
and talk with them face to face? Then why hate to write a
letter which is—or should be—a pleasant “visit” on paper?

Many people actually disregard letters from family and
friends, deliberately neglecting to answer them, Others put off
answering until the person who wrote has every reason to feel
slighted and hurt. To leave a letter unanswered is like saying,
“I can’t be bothered writing! I don’t think you’re worth the
time and effort it takes to write a letter.”

Surely you wouldn’t dream of saying that directly to anyone!
Then don't imply it by leaving letters unanswered, or by putting
off your answer for too long a time. Courtesy demands that
every letter you receive be answered . . . and answered
promptly.

This is especially true of family letters. It is not only a dis-
courtesy but an unkindness to ignore letters from relatives who
are concerned about your welfare, or the welfare of members
of your immediate family. Few things can give a greater lift to
the spirit, a greater boost to morale, than a cheerful, newsy
letter . . . an intimate visit on paper with someone near
and Adear,

The late General Smedley D, Butler said, “Give our fighting
men bullets and biscuits and a letter from home and they’ll
lick the world!”

He rated letters from home right up at the top with am-
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munition and food . . . the three most vital elements for a
‘fighting man’s well-being and morale.

How eagerly, in all times and all places, have people waited
for mail from home! How wistfully have they repeated, over

. and over again, that old familiar question: “Any mail for me?”

“I wonder what letter was ever received with such thankful-
ness!” wrote Thomas Carlyle’s wife, thanking him for a letter

. that arrived on her birthday.

“I long for a letter from you!” wrote Princess Alice of Eng-
land—happily married to Prince Louis of Hesse and living with
him in Darmstadt—but lonely for her mother, Queen Victoria,

' as any child might be lonely for a parent.

- “Your letter and mother’s have come at last! I was so glad
to get them I cried,” wrote Anne Sullivan Macy to Helen
Keller, her beloved pupil and lifelong friend.

HOW LETTERS CAN ENRICH LIFE—
CREATE MORE ENDURING FRIENDSHIPS

There’s a lot of truth in the old saying, “Out of sight, out of
mind!” But letters keep your influence and personality alive—
keep you in the hearts and minds of those far removed from.
you. Through an appreciation and understanding of the best
uses of letter writing, you can not only maintain your friend-
ships uninterrupted over long periods of separation, but you
can lay the foundations for much real pleasure and enjoyment
in future years. Letter writing brings its own great rewards;
and: not the least of these are more enduring friendships and

| far less likelihood of ever being lonely or bored.

History tells us of many beautiful and inspiring friendships
built on letters alone. A hundred years ago, Elizabeth Barrett, a
lonely invalid, published a volume of poems which brought a
friendly letter of praise from Robert Browning. Miss Barrett,
in her own words, “pounced upon the opportunity of cor-
responding with the poet” . . . and the whole world knows
the result of that correspondence.

George Bernard Shaw and Ellen Terry carried on a fascinat-
ing correspondence for more than twenty-five years—a
delightful romance on paper that enriched the lives of both.

Charles Lamb, Horace Walpole, Madame de Sévigné,
Madame de Staél, John Keats, Robert Louis Stevenson are only
a few of the notable letter writers of the past.

THE BUSIEST PEOPLE MAKE
THE BEST LETITER WRITERS

So don’t ever say, “I haven’t the time to write!” Everyone
has exactly twenty-four hours a day—no more, no less. The
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time is there; it’s up to you to use some part of it for writing
interesting letters if you want to receive interesting letters in
return.

After all, it’s the busiest people who usually make the best
letter writers! They have so much more to write about.

Washington, Hamilton, Emerson, Mark Twain—all were
conscientious letter writers who took time from their busy
careers to correspond regularly with family and friends.

Lincoln was often too busy to eat or sleep, but never too busy
to write the letters he wanted to write. Some of the most human
and touching letters in existence are from his pen, written when
he was most oppressed and most obsessed by the state of the
Union.

But by far one of the most brilliant and prodigious corre- |
spondents of all time was Benjamin Franklin. Scientist, states- |

man, philosopher, editor, printer, inventor—Frankin had so
many busy careers, you would think he had no time at all for
personal correspondence. Yet he wrote regularly to friends on
both sides of the Atlantic. He thoroughly enjoyed letter writ-
ing. He looked upon it as a pleasant relaxation and as an
enrichment of life rather than a dull, time-consuming duty.

The busiest woman in Labrador, one bitter cold Christmas
not very long ago, was an Australian nurse by the name of
Kate Austen. But Nurse Austen was not too busy to acknowl-
edge with a long, friendly letter every gift of food or clothing
received for distribution to the natives in that bleak and barren
-outpost of the north. Among the gifts was a box of knitted
things for children, made and sent by a woman in Toronto.
Nurse Austen, busy, harassed, and not too well that winter,
could have written just an ordinary routine note of thanks, cold
and informal. But that was not her way. She sat down and
wrote a real letter telling all about the viilage, and the names
of the children who were wearing the knitted gloves and caps,
and what they said when they got them, and how they looked
when they wore them. She wanted the woman who had made
and sent all those lovely knitted things “to see how much happi-
ness and warmth she had created.”

Here is the answer Nurse Austen received. It illustrates per-
fectly what I said at the very beginning of this chapter: that to
receive interesting letiers, you must write interesting letters!

Dear Miss Austen,

Your letter made me happy. I did not expect such
a full return. I am eighty years old, and I am blind.
There is little I can do except knit, and that is why I
make so many caps and sweaters and scarves. Of course
1 cannot write this, so my daughter-in-law is doing it
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for me. She also sewed the seams and made the button=
- holes for the knitted things.

I know something of the work you are doing. At the
age of nineteen I married a man who was going to
China to be a missionary. For forty years, with an oc-
casional year at home in America, we worked in China,
and during that time our two sons and a daughter were
born to us, of whom only one son survives. After forty
years, my husband’s health began to fail. We returned
to the States where he took charge of a settlement house
in Brooklyn, New York. A surprising number of the
problems we faced there were similar to problems we
had met in China. When my husband died, I came to
Toronto to live with my son and daughter-in-law.
They are very good to me, and I pride myself that I
am little trouble to them, though it is hard for a blind
old lady to be sure of anything.

What I most wanted to say, my dear, is this. For
sixty years I have been making up missionary packages
of such clothing or food or medicine or books as I could
collect. In various parts of the world and to various
parts of the world I have sent them. Sometimes I have
received a printed slip of acknowledgement from the
headquarters depot or mission board, sometimes noth-
ing. Occasionally I have been informed that my contri-
bution was destined for Syria or Armenia or the upper
Yangtze. But never before in -all that time have I had

. a personal letter picturing the village and telling me
who is wearing the clothing and what they said. I did
not suppose that ever in my lifetime I should receive a
letter like that. May God bless you.

Sincerely yours,
Laura N. Russell

WRITE THE LETTERS THAT
DON’T NEED TC BE WRITTEN

Comparatively few of us ever discover the joy of writing the
letters we do not need to write. How long has it been since you

_sat down to write a letter for no other purpose than to give

someone pleasure? Why not form the habit of writing little
notes now and then to those you like, and whose friendship

. you value? Try to make opportunities to write, instead of wait-

ing for some logical reason or excuse to come up.
~ For example, you might write a friendly little note of en-

' couragement to someone just entering college . . . or some-

one just starting out in business. You might write a few words
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of cheer to an invalid . , . a shut-in . . . or someone you
. know is lonely, worried or unhappy. Or you might try a letter
of congratulation to someone who has just had a promotion,
wishing him or her success in the new job. Such notes are
always received with gratitude, and often remembered a life-
time,

SEND PERSONAL LETTERS INSTEAD
OF GREETING CARDS WHENEVER YOU CAN

A good time to write personal notes to your friends is on
birthdays and holidays, instead of sending the customary greet-
ing cards. A personal message is more gracious, and means so
much more than a printed sentiment. Even the old traditional
“Happy New Year!” has more meaning—sounds more elo-
quent and sincere—when it’s in your own handwriting,

But perhaps you are thinking, “I must send greetings cards—
they save timel I couldn’t possibly write personal notes to all
my friends at Christmas.”

That's true, of course, if you have a great many friends and
acquaintances, It would be too big a job to write letters to all of
them; and a needless waste of time and energy when greeting
cards are so universally used. -

But among those many friends, aren’t there a few who would
deeply appreciate a personal message? Isn’t it worth a little ex-
tra effort for the intense satisfaction that an unexpected “visit
on paper” can mean to them . . . and to you?

IF YOU “DON’T KNOW WHAT TO SAY”
IN A LETTER

If you complain that you never know what to say in a letter,
it’s only because you stiil think of writing as somehow different
from ing. It isn’t! Talking is an expression of thoughts and
ideas in spoken words. Writing is, or should be, those same
words on paper.

The only person who can truthfully say he has nothing inter-~
esting to write about is the person who sits alone in an empty
room twenty-four hours a day-—seeing no one, doing nothing—
just sitting and staring. And even he could write an interesting
Ietter telling his impressions of complete solitude!

So don’t ever say that you don’t know what to write in a
letter! It’s an admission that you are leading a dull and empty

life. Write about the things you see, and hear and do—and"

plan to do! Write to share good news or relate an interesting
experience. Write to express your thoughts and ideas on what-
ever subjects are mutually interesting to you and your corre-
spondent.




