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Unit 1 Notes & Notices Lesson 1 Notes Lesson 2 NoticesUnit 2 Social Correspondence Lesson 3 Introduction to
Letters Lesson 4 Letters of Invitation Lesson 5 Letters of Thanks Lesson 6 Letters of Congratulations Lesson 7
Letters of Introduction Lesson 8 Letters of Complaint Lesson 9 Letters of Apology Lesson 10 Letters of
SympathyUnit 3 Employment Correspondence Lesson 11 Letters of Reference and Recommendation Lesson 12
Cover Letters Lesson 13 ResumesUnit 4 In-house Correspondence Lesson 14 Faxes Lesson 15 E-mails Lesson 16
Memos Lesson 17 Minutes Lesson 18 ReportsUnit 5 Advertisements Lesson 19 Commercial Ads Lesson 20 Job
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[0 O Letters of sympathy are some of the most difficult to write. Those who are shocked andsaddened find it hard to
write to people who are grief-stricken and vulnerable and who feel lifeis hardly worth living.[] [0 However[ it is
imperative to write a letter of sympathy to the unhappy family or friends ifyou have a personal or business
relationship with them.By sending the letter[] you are providingyour friend or family member comfort and
sympathy.You are also sending the message that youcare and appreciate their friendship enough to acknowledge
their loss.J [0 The main difference between letters of condolence and sympathy is that letters of condolence is
offered only in the event of death while letters of sympathy may be expressed for adeath[] but it is also extended to
those who have suffered from a fire[J flood[d storm or naturaldisaster(] burglary[] theft(] or violent crimel] a
lost job[ bankruptcyd personal reversesC] or other misfortunes.
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