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CORRESPONDENCE

TYPES OF STATIONERY
CORRESPONDENCE NOTE CARDS.  Either plain 
or personalized, may be used for short notes to 
relatives or friends, or to say “Thank you.” 

• The writing begins beneath the inside fold (on 
page three if you count the cover and the top of the 
inside fold).  

• Good etiquette says that you should never write on 
the back side of the folded note paper. 

FOLDED LETTER SHEET.  To reply to a formal 
engraved invitation or one that is handwritten in the 
third person, use plain, “unmarked” paper – either 
white or pearl color. Write with either black or dark 
blue ink. The same rule applies to writing a letter of 
condolence. 

Here are the rules regarding having your stationery 
“personalized.”
• The printing or engraving on letter sheets should be on the 

first sheet only. Get extra blank sheets for longer 
correspondence. 

• Your name may be either written in full, or you may choose 
to use a monogram. 

• Use a type size that is large in proportion to the note paper. 
• Center your name or monogram at the top of the sheet. 

When are Thank-you notes necessary? It is never wrong to 
send a Thank-you note in addition to your verbal thanks. 
Thank-you notes are sent for: 

• Gifts
• Parties
• Overnight visits.
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SAMPLE THANK-YOU NOTE:

Dear	 Aunt	 Jane,

	 Thank	 you,	 I	 just	 love	 my	 blue	 bedroom	 

shoes	 you	 gave	 me	 for	 my	 birthday.	 They	 are	 

just	 what	 I	 needed.	 Blue	 is	 my	 favorite	 

color.	 I	 will	 enjoy	 wearing	 them	 around	 the	 

house.	 

	 Thank	 you	 again,	 and	 I	 hope	 we	 get	 to	 

see	 you	 again	 real	 soon.

	 	 Love,	 Clark

March	 18,	 2011

Manners in 
the Home:

1. Always practice good table manners. 
2. Be aware of the noise you make.  Never disturb others nearby.  Always open and close 

doors softly.
3. When someone you love has received good news, or bad news - write him or her a 

personal note.
4. Before entering someone’s room, always knock or ask permission.
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Correspondence 

Power words
When writing thank-you notes and 
you are at a loss for words, try 
using a few of the following:

amazing
amusing
appreciate
astounding
attractive
awesome
beautiful
colorful
considerate
dazzling
delighted
ecstatic
enjoy
entertaining
exciting
exquisite
extraordinary
fabulous
fun
genuine
glad
gorgeous
grand
grateful
happy 

impressive
interesting
irresistible
loved
magical
magnificent
memorable
outstanding
overjoyed
phenomenal
pleased
remarkable
sensational
sincere
spectacular
splendid
stimulating
striking
stylish
superb
thankful
thrilled
touched
unbelievable
wonderful
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An example of how you place the notecard in the envelope:

An example of how to address the envelope:

Notes Cards 
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The return address can either be placed on the back 

flap of the envelope.  Or, if you have space, the 

return address can be placed  in the upper left hand 

corner on the front of the envelope.



The Etiquette of Silverware Sign LanguageTM

Forks

4 letters in the word LEFT

4 letters in the word FORK

4 lettered utensils go on the Left

Knife and Spoon

5 letters in the word KNIFE and SPOON

5 letters in the word RIGHT

5 lettered utensils go on the Right

Make an “ok” sign with your Left and Right hands

Your Right hand “ok” sign will look like a lowercase “d”.

The “d” will be your drink.

Your left hand “ok” sign will look like a lowercase “b”.

The “b” will be your bread and butter plate.

Knife

The blade of the knife always face “you”, not your neighbor.AMERICAN STYLE

CONTINENTAL STYLE

Resting position Finished position

Finished positionResting position
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Basic Table Manners for the Home 
SEATING.  The gentleman pulls out the chair for the lady and seats her properly.  He should not drag the chair on the floor.  The 

mother should be seated at one end of the table; the father at the other end. 

GRACE.  Offering a prayer of thanksgiving is a treasured custom in many homes. It should take place before anything on the table is 
touched (including napkins or water glasses). While most families remain seated with bowed heads, some families stand while the 
father or mother offers the blessing. Younger members of the family should be encouraged to take turns to say grace. 

WHEN TO START AND WHEN TO END THE MEAL.  Following the grace, with everyone properly seated, the signal to begin eating 
is when the hostess (mother) lifts her fork or spoon. To indicate that the meal has concluded she places the napkin on the table.

“PLEASE PASS.”  When something is out of reach, ask the person nearest to it “Would you please pass the jelly, Sue?’

BREAD AND BUTTER.  Before eating, break the bread or roll into smaller pieces (with your fingers).  Then, to add butter, hold a 
piece of the bread near the edge of the bread and butter plate. Next, using your butter knife, spread a small amount of butter for one 
mouthful. If a special butter knife is not provided, use a regular table knife. The bread and butter plate is also used for jam or jelly. 

POSTURE.  Sit with good posture – elbows off the table and one hand on lap.



CHALLENGE ASSIGNMENT
Season One - Class Four
(bring this Challenge Assignment to Class Five)

_____________________________Name:  

Assignment A:  Set the table properly at 
home a minimum of five times. 

Signatures:  

____________________________________ 

____________________________________ 

____________________________________ 

__________________________________________ _____________________________________________   

Assignment B:  Write a thank-you note to Junior Cotillion for the last event you attended. 
Mail to:  
Junior Cotillion
PO Box 720056
Oklahoma City, OK  73172

Signature: _____________________________________________    

Assignment C:  In one hundred words or less, write an essay about your “Best Mannered Teacher”.   The 
student with the winning essay will receive a half-price scholarship for his or her next Cotillion session and 
the teacher he or she honors in the essay will be invited to attend the Ball as our special guest.  Deadline for 
contest consideration is December 10.  Please email to:  CareySue@CareySueVega.com
 

Assignment D:  Memorize and practice Manners In the Home Rules for Class Four.

Signature:_______________________________________________    

Parents, please print this Challenge Assignment for your child to work on before the next class. Working on this Assignment with your child gives you an opportunity to review, reinforce, and help implement what we are teaching in class.
Students who complete their Challenge Assignment, and turn it in at the next class, will be eligible for prizes.  The prizes will be awarded at the end of each class for various activities such as:  participation, quizzes, contests, and challenge assignments.  Completion of the Challenge Assignment does not guarantee a prize.  

We encourage students to obtain a variety of signatures for their various assignments.

Next Class:  Please remember to bring your Challenge Assignment


