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Introduction to the Revised Edition

We all have to write letters, at home or at the office. Some
of us may write only on occasion, others almost every day.
In addition to our personal and business correspondence,
from time to time we send or answer formal invitations which
usually should follow certain accepted conventions in word-
ing. The purpose of this book is to give you recommenda-
tions, suggestions, and specific models for letters appropriate
to each and all of these various occasions.

Letter writing is often something that must be done, and

it often seems like a chore even for fluent writers. It is our
aim to help you remove some of the obstacles that can make
it a chore. If letter writing is easier and pleasanter for you,
your letters are likely to be better — more natural, and con-
sequently cleaver and more convincing,

At its best, writing letters is a normal and casual means of
communication, a matter of readily telling someone else
something that you know and he does not. Letters have to be
a little more exact than conversation usually is, because in
having your say in a letter your meaning has to be complete
and clear. You cannot ge on talking to clarify yourself. If you
have thought things through, however, and your thinking is
clear to you, you will probably have little trouble in trans-
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iv How to Write Letters for All Occasions

ferring your thought to paper. You then may need to know
only the technical formulas which you are expected to follow
in putting your letter together.

This book can help you in two ways. You may want to go
through it all, or parts of it, and practice writing some of the
kinds of letters that apply to your needs. In this way you can
develop for yourself the knack of writing letters freely, so
that you will be able to keep up your correspondence with
natural ease.

You can also use the book as a reference work, to look up
the formalities and some terms of expression. You may need
just an opening, to organize your thoughts and lead you into
a letter, or you may need just a closing to get you graciously
out of the letter. In this book you will find discussions of letter
writing that provide specific suggestions. The many examples
of letters making up the bulk of the book are models that you
can follow in whole or in part. You may want to borrow some
standard expressions from them, or you may be able to get
from our letters inspiration for your own phrasing or for your
own entire messages.

In its first edition How to Write Letters for All Occasions
helped many people to handle their various kinds of corre-
spondence. In revising it, we have tried to adapt it to current
needs and we have modified it accordingly; but we have kept
the original plan and most of the original material, both of
which have proved themselves useful. The book now, as then,
treats separately business letters and social letters, with a
convenient breakdown of subjects under this main grouping
— as shown in the Table of Contents — to help you find the
models for the particular letter you need. An index at the
back of the book will ma} e it all the easier to locate specific
points and pointers. We have brought the book up to date, so
that the letters refer to current circumstances in a style that
is now generally used. We hope you will find that they are
the kind of letters you will want to write.

M.S. A.
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