THE FRIENDLY LETTER
A friendly letter is a piece of writing (done by hand) to someone you feel that you have a friendly rapport with. I could be one of your friends, but not necessarily. It could be a teacher, a school mate you have not seen in a long time or even a co-worker (colleague).
The style is friendly and you will find a lot of idiomatic language and sometimes slang, which will be very cheerful and warm, usually. Of course, you have to consider the writer’s purpose who the person reading the letter is, and the relationship between the reader and the writer; that will decide the tone and register of the letter.
The friendly letter has 5 parts:
1. The address and date. Sometimes you can omit the address, if the letter is written to someone you are very close to, but the date should be put in on the left side of the page.
2. The salutation (greeting). This should be very friendly, and can be something like, “Dear Joe.”, but it is common to address the person in the way you would normally speak to them. “Hey bud!” “Hi mate!” If it is not someone you are VERY close to, it is best to use “Dear …….”
3. The body of your letter, which is your actual message.
This part of the letter must be in clear paragraphs. Many people will indent the paragraphs, but it is not really necessary, but a line should be skipped between them. Also, you must skip a line between every section, just like in a formal letter.
4. The closing (where you say goodbye)
This, like the salutation, depends on your relationship with the person. You can use closings like “Love”, “Best wishes”, “Take care”, or even something like “See ya!” In less casual letter you should use “Best Regards”, “Warmest Regards, or “Sincerely”.
5. Your signature. As this is your signature, you should sign with a pen directly onto the paper. NOTE: A friendly letter is always written on paper.
Below is a sample friendly letter from two people who have been writing for many years. You will notice that there are references to things you may not know about, since the letter is one of a constant conversation between them. You will understand the subject from the context. Can you comment on the level of formality and suggest the possible relationship between the writer and the reader (you might recognize the reader).
119 Rawin’s Cross St. John’s NL
CANADA A2H 4M2
Dear Sean,
How have you been. I hope you are feeling well, and certainly, warmer than I feel her in sub-arctic St. John’s. How I envy you spending winters in the tropics!
Today, at last, I had the time and concentration to enjoy listening to the YouTube link you sent me. Thank you for taking me to the concert! I particularly liked the second part of The Nutcracker: “Im Tannenwald,” because I like stepwise progressions. The choir, orchestra and soloists were all excellent, the best that Germany has to offer. Nice to see the conductor singing along. But I found it hopelessly outdated to give the two female soloists bouquets and not the male soloists. Let’s treat everyone the same way!
We are enjoying your splendid Christmas presents and their wrapping! The little “Merry Christmas” cards pick up the light and shine in the evenings. Katerine (who unlike Katia does not eat everything in sight) is enjoying playing with the red and white string you used to wrap her parcel. And she likes “Coconut Cat” who is affixed to the stairs up to her aerie. I saw her standing beside the cat sniffing along the outline of its ears. And yes, the shiny blue wrapping paper is still on our round table by the window, and the red wrapping is by the piano. Thank you so much for all the work you went to, to send us such a beautiful package.
Canada Post was knocked out here before the blizzard. In the first week of January, Mike the Mailman (Mike Lacey, actually) disappeared and no one replaced him. When a mail carrier finally showed up 11 days later, I asked about Mike, who is just 31 years old. He slipped on the ice and banged his head against the mail truck, resulting in a head injury. How terrible!
You mentioned noticing that you have grown larger since 1996. You certainly were thin in the first photo albums you sent us. It’s important to have some body weight, something in reserve in case of illness, especially now that the corona virus is taking hold.
It was exhausting clearing the snow. Much shoveling and chopping was involved before I could use the snow blower. It took me 3 hours one day just to cut a path around the parked car. Then there was the nightmare of the piles of compacted snow the plough had pushed in. However, I wasn’t doing badly compared to the army captain next door, He used to do all the shoveling, but now, at 85, has given up. The captain is overweight and his face turns beet red at the slightest exertion. I fear for his health. I hope that’s it now for snow this winter. The university has lost 7 days so far this semester.
I think of my teaching years as The Busy Time, the time when I let almost everything except the academic work go past me unnoticed or unremembered. Now that I am retired, I love every day. I’m part of the world again, practice the guitar, and rest. I imagine you, too, will enjoy your retirement when the day comes.
Onward to India in March!!! I live vicariously through your photos, stories and wonderful little things you send us from around the globe.
Love,
Jean, Jim, and Katerine Doll
1. What things in the text tell you that the reader and the writer have shared many memories and conversations?
2. What do you think the relationship is between the reader and the writer? 3. What is the tone and register of the letter?
Above is an actual friendly letter. Below see one from this website: http://www.writinghelp-central.com/friendly-letter-sample.html
1. What do you notice when comparing the two letters? 2. Which would you consider a closer relationship? Why?
3. What expressions or vocabulary look good for a friendly letter?
701-235 Sherbrooke St. Montreal, QC H3C 1L4
January 11, 20xx
Dear Frank,
All the best to you for the New Year! How are things going in the Land of the Rising Sun? I must say, I really envy you getting that Tokyo gig with the company. Somehow they overlooked me on that one and I am forced to slug it out here through another frigid and snowy Montreal winter. Brrrr!
I heard through the grapevine that business is going well there. Rumor has it that you guys are just about to close a big deal with the Japanese government for an M-750 Simulator. Great news! Good for the company and good for you. Keep up the great work!
Did you hear about Margie Bronson suddenly leaving the company just before year-end? It was a bit of a shock to say the least. She gave one week's notice and was gone. Nobody knows for sure what's up with her but rumors have been flying fast and furious that she went through a bit of a personal meltdown and has now gone underground to lick her wounds for a while. There could be some truth to that since her long time relationship ended recently and three months ago she was passed over for that director position that was up for grabs. I'll keep you posted when we find out more.
As for me, I am quite busy these days on the Branscombe Systems Project. We are entering Phase Two now, and that is expected to run for three years, at least. Frank Schindler is Senior Project Manager and I am Team Leader of the Embedded Systems Group. I am enjoying it so far. Whether I'll feel the same way in three years, I'm not sure. By then I might be ready to join you in Japan.
I'm still kicking butt in the squash court and am managing to get in two or three matches per week. What about squash in Japan? Have you been able to play any over there? Are there even any squash courts? I suppose since you are in Tokyo there must be some. Let me know.
I have to go now and attend to family duties. Jonathon needs some help with his homework and Angie wants me to fix something in the kitchen. You single guys traveling the world sure are lucky!
Keep me posted whenever you can. I really enjoy receiving your letters and getting the details of your life in Japan.
Your squash buddy,
Dave
