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What is a personal letter?

A personal letter is a type of letter (or informal composition) that
usually concerns personal matters (rather than professional concerns) and is
sent from one individual to another. It's longer than a dashed-off note or

invitation and is often handwritten and sent through the mail.
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Parts of a personal letter
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27 June 2021
Dear lan,

Thank you 5o much for your
hospitality and kindness last
weekend. It was very Kind of
you fo put me up for a couple
of days at such short notice. |

hope | can repay you i(n the

same way some time.

Regards,

Justin




Iron man Public Co., Ltd.
414 AIS Tower 1,
Phaholyothin Road,
Samsen Nai, Phayathai,
Bangkok 10400

2. Styles of personal letters

e American style or blocked style October 11, 2021

Kraiwan Sripratak
Vice President - Marketing
Google LLC

1600 Amphitheatre Parkway,
Mountain View, California. USA

donownndouus:nousnkuuBanuniBisvoo

VOKUY

Dear Mr. Kraiwan,

Just a line to congratulate you on your
new appointment as vice president of
international marketing at Google LLC.

| would also like to take this opportunity
to thank you for your great contribution
to the work of the sales department here
over the past ten years.

| wish you every success for your new
position at Google LLC.

Best wishes,

s

Anutin Charncharoendee




Iron man Public Co., Ltd.
414 AlS Tower 1,
Phaholyothin Road,
Samsen Nai, Phayathai,
Bangkok 10400

11 October 2021

Kraiwan Sripratak

Vice President - Marketing
Google LLC

1600 Amphitheatre Parkway,
Mountain View, California. USA

Dear Mr. Kraiwan,

Just a line to congratulate you on your
new appointment as vice president of
international marketing at Google LLC.

| would also like to take this opportunity
to thank you for your great contribution to
the work of the sales department here
over the past ten years.

| wish you every success for your new
position at Google LLC.

Best wishes,

X

Anutin Charncharoendee

2. Styles o1 personal letrers

e British style
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Iron man Public Co., Ltd.
414 AIS Tower 1,

2. Styles of personal letters Cameen i, Phoyath,

Bangkok 10400

11 October 2021

Kraiwan Sripratak
Vice President - Marketing

e Indented style | Google LLC
| 1600 Amphitheatre Parkway,
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Dear Mr. Kraiwan,

awiBu o10egfonarontins:nvia:

Just a line to congratulate you on

ﬁOﬂo‘\UBﬂU'] n']\')ﬁ'] UﬁUH[I']UO‘]ﬁO ||a;D' N your new appointment as vice president

of international marketing at Google LLC.

ﬂ‘]SijﬁlI‘]ﬁ-OﬂO']UUODQﬂﬁU']ﬂ 7 | would also like to take this

opportunity to thank you for your great
contribution to the work of the sales
department here over the past ten years.

I wish you every success for your
new position at Google LLC.

Best wishes,

X ik

Anutin Charncharocendee
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4. Tones of personal letters

B ® Be warm. (inAuidnauguaNiTey)
NEIVEIOLLIREIM 9 Use personal pronouns. (4fassiunaunusules)

EIOGRITEERDRUNEILE (il |, we, you, etc.

Use the person’s name. (3andalunisdeu)

Use contractions. ﬂ%gﬂﬁi@) WU I’'m, It’s, | can’t,

We'll, etc.

® Write in a conversational style.

(WeulaglinwBeaunun)
® Leave out some words. (azu19a luiguuIaan)
WU axA1IN that Tuuselea I’m glad (that) | don’t

have to go back there again.
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