Introduction to
Personal Letter
Writing

Personal letters are a heartfelt way to connect with loved ones and share
your thoughts, feelings, and experiences. They offer a more intimate and
meaningful form of communication in an increasingly digital world.
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The Importance of Personal Letters

1 Strengthens 2 Preserves 3 Conveys Emotions
Relationships Memories The handwritten nature of
Personal letters help Physical letters become personal letters allows you
maintain and deepen cherished keepsakes that to express emotions and
connections with friends can be revisited and sentiments in a more
and family, fostering a shared for years to come. personal way.

sense of closeness and
understanding.
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Key Elements of a Personal Letter

Greeting Body

Start your letter with a warm and Engage the reader by sharing updates,
personalized greeting, such as "Dear thoughts, and anecdotes in a
[Name],". conversational tone.

Closing

End your letter with a sincere closing, such as "Sincerely," or "Best wishes," followed by your
name.

Goal: "

re comfortable with simple letters such as these, you are ready to movi
ng letters which are longer and a bit more formal. These kinds of lette
: computer to give a more professional look. Here are some samples of
5.

'sonal Letter:

Jane Doe
iress — 1000 A Street
Sacramento, CA 95814

ate.  ——— | February 13

Handy Supplies & Tools
ldress  —— | 876 Jefferson Avenue
Sacramento, CA 95845

aion. —— | To Whom it May Concern:

| visited your supply and tool store rece
was treated very well by your staff. | wi
you to know that | will visit your store a
because of my positive experience.

Body —m

| also plan to tell my family and friends
the great service at your store. Please
team to keep up the good work!

"6  —— | Sincerely,

name —— | Jane Doe
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Tone and Voice in Personal Letters

Informal and Authentic and Genuine Empathetic and Caring
Conversational _ _ o

Let your unique personality and Show that you are listening and
Personal letters should have a voice shine through, making the understanding the recipient's
relaxed, informal tone, just as if letter feel heartfelt and perspective and emotions.
you were speaking to the authentic.

recipient in person.
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or spou.

Formatting and Structure

Heading Closing
Include the date, recipient's address, and your End with a polite closing and your handwritten
address at the top of the letter. signature.
1 2 3
Body

Organize your thoughts into clear paragraphs
with adequate spacing between them.
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Addressing the Recipient

o T
f g
-
Formal Informal

Use the recipient's full name and Address close friends and family
title, such as "Mr. John Smith" or members by their first name,
"Dr. Jane Doe". such as "Dear Sarah,".

Q

Relationship

Tailor the greeting based on your
relationship with the recipient,
e.g., "Dear Aunt Mary,".
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Closing and Signing Off

Polite Closings

1 Use formal closings like "Sincerely,” or more casual ones like "Best wishes,". s

Handwritten Signature

2 Add a personal touch by signing the letter with your own handwritten signature. -

Postscript (PS.)

3 If needed, use a postscript to include any additional thoughts or information.
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Tips for Effective Personal Letter

Writing
Be Thoughtful
Write Regularly
Proofread

Add Personal Touches

Consider the recipient's interests and what they
would appreciate hearing about.

Make letter writing a habit to stay connected
with loved ones.

Check for any spelling or grammar errors before
sending your letter.

Include small gifts, photos, or other mementos
to make the letter more special.
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