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Dayton, Alabama 

December 28,2006 

Dear Aunt Ethel 

How could you have known I wanted a blue cashmere sweater more than 

anything else this Christmas? You certainly must be psychic. How's that for 

improving my vocabulary? 



I put the sweater on as soon as I opened the box, and I wore it all day. 

Whenever the doorbell rang, I ran to answer so that I could show off. But that 

really wasn't necessary, for our guests always exclaimed first! 

Thank you very much, Aunt Ethel. You are so good to me. 

Your loving niece, 

Alice 

2. The bread-and-butter note 
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1492 Daton PLACE 

New York City 5, New York 

February 5, 2006 

Dear Mrs. Abbot, 

It was a lot of fun to go skiing and sledding last week end! All that 

clean white snow in Connecticut certainly shows up the black slush in 

the streets of New York. 

I really don't know which I enjoyed mo-the skiing and sledding- 

or the roaring fire Mr. Abbot-kept going for us in the living room, or 

snacks you served us as we sat around the fire. They were excellent. It 

was a marvelous week end! 

Mother wants to add her thanks to mine. She says my weekend in 

the country has improved my disposition. 

Sincerely, 

Jack Wilton 
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3529 Newland Avenue 

Oak Park, Illinois 

December 15, 2006 

Dear Katie, 

Barbara Galvin and I thought it would be fun for some of us Lake 

Success Campers to get together h r  a reunion during the Christmas holidays. 

We'd like to have you come to a slumber party at my house On Wednesday, 

December 28, at 7.3, and stay through lunch the next day. We're asking Sally, 

Beverly, Joyce , and Pat, too 

If you will let me know whether you'll come out by train or bus, I'll 

have Dad meet you. 

You must come! We have much to talk about. 

Sincerely, 

Carol 

4. Notes 0 4  acceptance and regret' 
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409 Salem Lang 

Chicago Heights, Illinois 

December 18,2006 

Dear Carol, 

I certainly will come to your slumber party on Wednesday, 

December 28, at 7.30. 1 wouldn't miss seeing you, Barbara, and the othev girls 

again. The time since August has been so long! 

I'll come out on the Northwestern, arriving at the Ridge Station at 

7.15. It will be good of your Dad to meet me. 

I hope all of you have a happy Christmas. 

Sincerely, 

Katie 

409 Salem Lane 

Chicago Heights, Illinois 

December 18, 2006 

Dear Carol, 

I would love to come to your slumber party on Wednesday, 

December 28, but my sister Betsy is being married that evening, and I'm a 

junior bridesmaid. Believe me, a wedding in the family is the only reason that 

could keep me from coming. 

Please thank Barbara for me and tell her how sorry I am I can't 

come. Maybe we can all get together at my place some weekend in the spring. 

Sincerely, 

Katie 



5. Notes of Congratulatlon 
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5. Cheer-Up Notes 
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6. Notes of Apology 
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Exercise for Practice 

Exercise 1 Write out the followlng Ietler, correctly punctuated and set out. Use 

last Wedenesday's date. 

86 queens road newtown the headmistress high school for girls newtown dear miss 

ladda hope you Will excuse malinees absence yesterday and the previous day she had 

a severe cold and the doctor advised me not to send her to school for her own good 
I 

and for the sake of the other girls she is stilt not fully recovered but is so keen to return 

to school lest she miss some important Work that 1 a6sending her today I hope that 

under the circumstances you will excuse her from p e for the rest of the week yours 

sincercely chitra mrs. 



Exerclse 2 lmaglne your cousin has sent you a telegram from hls address at 25 

Old Street, London W.1, saylng that helshe has Just obtalned hls results from 

London Unlverslty. HelShe passed hlsl her flnal examination wlth first-class 

honors in Economlcs. HelShe has also sald that he wlli be fiylng home at the end 

of next month. Send 'hlm a telegram of congratulations, using'not more than ten 

words exciudlng hls address. 

Exerclse 3 Wrlte a formal lnvltatlon from the Headmaster and Staff of George 

Street School to attend their Annual Speech day at 5.30 p.m. on Friday of next 

week. 

Exerclse 4 Choose two of the situations described in the following list and write an 

appropriate note for each. Or, use your own ideas for the two letters. 

1. You have very much enjoyed a few days at a friend's summer cottage on a lake in a 

neighboring state. Your friend's M i l y  spent the entire summer there. Write a bread- 

and-butter note expressing your thanks for the hospitality shown you. 



2. You have received a birthday gift from one of your aunts or uncles, something you 

have been saving for out of your allownce. Write thank-you note expressing real 

appreciation for the gift. 

3. You and a brother or sister are planning a stirprise dinner party at your 

grandmother's to honor your parents on their twentieth wedding anniversary. Write 

a 

letter inviting your father's best man or your mother's maid of honor and their 

families. 

4. You received an invitation to spend a weekend at the slumber cottage of a friend 

you met at the camp last year. Write a note of acceptance and one of regret - 


