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Goodwill Publishing House, New Delhi, India. Softcover. Book Condition: New. Despite the
invention and spread of telecommunications like telephone, fax, telegraph and even
videophone, the simple letter, typed or hand-written on paper, remains the most popular means
of communication for social, cultural, technical, official, administrative and commercial
purposes. The 'reason is not far to find. It is said that the style is the man through the language
used by us we reveal our motives, inclinations, intentions and the degree of emotions we wish
to convey. A laconic clipped telegram has no feeling, for it only conveys facts and figures.Today,
almost 80 per cent of the world's mail is in English and it is vital for our existence and success to
master the art of letter-writing. The techniques to be adopted are self-evident in the pages that
follow. The style of address, the format for the date, leave-taking are all in the numerous
specimens in this book. Nevertheless, an overall statement may be made about the salient
features of letter-writing here:The name of the place and the date are written on the left top of
letter. The person addressed is also to be on the left side just above 'Dear Sir'...
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The ideal book i possibly read. It is among the most remarkable pdfi have go through. | am easily could get a enjoyment of reading through a

created ebook.
-- Elise Wehner

A top quality ebook and also the font employed was interesting to read. This is for those who statte there was not a worth studying. Your life span will
probably be enhance when you total looking at this ebook.

-- Billy Christiansen
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