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TYPES OF PERSONAL LETTERS

Personal letters could be sent:

» To a pen pal

« As a fan mail to someone you admire

As a love letter

To bid someone farewell

To wish someone get well

To express condolences

To congratulate someone

As a thank you letter

During holidays/celebrations (birthday/Eid ul Fitr, Christmas, New Year, etc.)
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«| STRUCTURES OF A PERSONAL LETTER
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Body of the le

yo e to the other person

-€losure, the sender can end the letter with clear
ending stating what the sender expects and feeling O

7 Postscript P.S. (it’s optional)

After thought in letter, writer begin with
P.S. and end it with your initial

) close
of the writer



LANGUAGE FEATUR

= Accuracy of grammar is important.

. Complete sentences are expected.

. Slang can be used.

= Use the constructions such as “I'll”, “I'm”, “we’ll”,
. Use personal pronouns such as “I”, “we”, “you”.

. Use active voice.

. Language use may be personal like first- and second-person pronouns.

= Be warm.

. Use the person’s name you are writing to.

. Vary sentence length.

= Write in a natural, conversational style.

. Let your personality shine through in your writing.
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c EXAMPLE OF PERSONAL LETTER

Puri Anjasmoro B7/25 Address
Semarang, Central Java 50144, Indonesia

21 August Date

Dear Evan, Salutation
How are you? | hope you and your family are fine. My family and | are Introduction
fine, too.

Thank you for the bag you sent me. | like it very much. However,
my sister says | shouldn’t wear it to school because it is very big. My
sister is the best but sometimes | feel that she talks too much.

Do you have any plans to visit me? | hope to hear from you soon. Closure

Body of the letter

Your loyal friend, Complementary close

Zaba Signature




\
\

R

N




