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‘Practical Letter-Writing’ is designed for all students who
are studying English as a second langnage. When mastering
a language, one of the most useful things to be able to do
is to write a letter: also letter-writing is often a compulsory
exercise in written examinations. This book instructs in all
aspects of both personal and formal letters: layout, subject-
matter, modes of address, forms of signature. It contains
sample letters and exercises with world-wide application.
One special section covers letters of application for jobs.
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