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PERSONAL  LETTER
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Letters written to friends and relatives are called personal

letters. They are usually written in an

informal language. The tone and style are usually familiar



Personal letters, also known as friendly or informal letters, have generally five par ts.

1. The Heading

2. The Greeting

3. The Body

4. The Complimentary Close (The Subscription)

5. The Signature line


and intimate, depending upon the level of intimacy you have with the person you are writing to. Here, one should not use formal and elaborate sentences, instead short and loosely connected sentences should be used, that will give the letter a natural look. You may also use conversational idioms and colloquial expressions. Contracted forms like won’t, can’t, I’ll, etc., are also very common in personal letters.

A personal letter expresses the personality of the person who writes it. It should be in the way of a friendly talk and the reader should be able to feel the sentiments and feelings as he/she goes through it.

Parts of a Personal Letter

1. The Heading The heading contains the address, line by line, with the last line being the date. In using the letter head, the heading is usually printed in the middle. While using pre-addressed stationery, just add the date. The heading of a friendly letter contains the return address followed by the date.
If the correspondence is frequent and the recipient knows the writer’s address, or if the stationery is imprinted with the return address, the return address may be omitted. (Although, the return address is also a backup, in case the envelope gets damaged) But don’t forget to include the date.
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For example

129, South West Block,

Alwar (Rajasthan)

August 24, 20**

The date can be written in any of the following ways December 25, 20**, 25th December, 20** 25th Dec, 20**, Dec. 25, 20**

22 February 20**

(Most writers skip a line between the address and the date.)

2. The Greeting (The Salutation) In personal letters, the salutation could begin with Dear or My dear or My very dear. Note that My dear expresses more intimacy and affection than Dear. The greeting may be formal, beginning with the word “Dear/ My dear” and by using the person’s given name or relationship, or it may be informal, if appropriate.
Formal : Dear Uncle Jimmy, My dear Uncle, Dear Mr Walker, My dear Mr Walker

Informal  : Hi Joe, Greetings,

The greeting in a friendly letter capitalizes the first word and any noun. It might be all right to end the greeting with an exclamation point when writing to someone with whom you are very familiar and the emphasis is appropriate. (Occasionally, very personal greetings may end with an exclamation point for emphasis.)

Generally, if there are three words in the greeting, the second one should not be capitalized.

We should not use two adjectives together. It is incorrect to write: My dear respected mother.

‘Dearest’ should not be used for father, mother, wife, and husband, as that implies more than one person.

3. The Body The body of the letter contains the main text. This includes the message you want to convey. Normally, in a friendly letter, the beginning of paragraphs is indented. If not indented, be sure to skip a space between the paragraphs. Skip a line after the greeting and before the close. Skipping a line between paragraphs, especially in typed or printed copy, helps the reader.
	A  HANDBOOK  FOR  Letter Writing
	9


4. The  Complimentary  Close  (The   subscription)  This
short expression always contains a few words on a single line. The first letter of the first word of the complimentary close is capital and the first letters of all other words are

small. No apostrophe is used in ‘‘yours’’. It should be indented to the same column as the heading. Skip one to three spaces for the signature line.

Sincerely Yours
Truly Yours

Your Loving Son
Yours Affectionately

5. The Signature Line Type or print your name. The handwritten signature goes above this line, below the close. The signature line and the handwritten signature are indented to the same column as the close. If the writer and the reader are very friendly and if the letter is handwritten in the same script as the signature, the signature line or the last name in the signature line may be omitted.
Unless there is great familiarity between the correspondents, the signature should be in blue or black ink. For example:

Truly Yours

(Signature goes here) Suresh Gupta

Postscript
If  your  letter  contains  a  postscript,  begin  it  with P.S. and end it with your initials. Skip a line after

the signature line to begin the postscript.

