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Basic Knowledge of
Practical English Writing

Letter and Envelope Writings

Practical writings are the ones based on recognized or fixed layouts for application,

reflecting objective things and expressing real ideas. Among them, letters are the most
common ones.

Letter formation

In general, letters can be divided into two kinds: a formal letter and an informal letter. A
formal letter has six parts, and an informal one has just five parts except part two.

I. Heading: the writer’s address and the date of writing

2. Inside Address: the receiver’s name or title and his or her address

3. Salutation

1. Body

5. Close

6. Signature *

How to address the envelope

When writing a Chinese envelope, we should write the receiver’s name and address first,



then write the writer’s name and address. But when writing an English envelope, we should

write the writer’s name and address first, and then write the receiver’s name and address.

Practical English Writing Principles

Practical English writings do not call for the elegant language of the poem, but they do
require us to express them according to the following 5C’s.

I. Clearly: Use simple words and phrases.

2. Correctly: Correctness refers to not only accurate grammar, punctuation and words
but also right language, objective expressions and exact data. Avoid using such words as
“absolutely”, “completely” and “always”, etc.

3. Concretely: A good practical writing should be written in a concrete and factual
way, and the specific words will leave a clear impression on the reader.

” e

l. Courteously: Avoid using such words as “obviously”, “it is clear” and “as you are
aware”, etc., and we should often say “thank you”, “please” and “I would appreciate”, etc.
5. Completely: A good practical writing should include all of the specific points on the

subject.

Other Practical English Writings
There are still many kinds of practical writings except practical letters, such as contract,
e-mail, fax, schedule, notice, company prospectus, advertisement, resume, etc. Most of them
will be discussed in the following units of this book. Here is one example, Company

Development Plan.

BISHEHNSF

IS FH SC 5 AR 2 T A T Y s A s B R SO R TN R e U
DU A LS JEARL L rp A5 05 2 i ol f) — ol

BIEHAL

— ROk UL, BE AP EXBEMIEERBE, EXBEQEAABY, MIEER
P15 FATHE R 3840 LA SN 0 HoAth F A 3B 43

L A5k S5 Ak S 45 3 #9

2. {7 Wb A5 N B i 4% sk 16 A b

3. FRIF



BEHMNE X

DGR B R AT E e B UE AR 4 sl SR E S S5 AN IES
Ak (EE AT SEEAE B AN X E LS 515 AR 2 Mk | SR 5 5 i
5 N B k44 Fi ik

Rig B XSEIRMN

S R SO ME AR R W — A 0038 & BRI ER IR 2k i RESF <57 E )

1. BA T, FH R i A 4

2. TEf . HEA AN AUHE IE 5 A0 6 B b3 20 RUANE | 7 L8 0E B0 915 5 %0 00 3 35 RS
BOBOHE B G o AR S X ™ 58 4 ™ Rl jA R " 24

3. B — B (9 B R SOV % S 9 LT )4 52 B | LR B 5 T 44 S BT U 1Y
%,

4. FLIR 3B G 8 R T 5 UL QT L 07 < 8 AR A | T T 28 R AR
ol A RS

5. SRR . I 0 O P SC R %A A % A T A LR

HeRiBuBXSIFXh
SEIE N SCEAERR T 45 LS i A e SR SCE R, B A F B TR
H ORI HER A A RAA TSRS NG EE BT R AS 1 LU 4%
A FICH UFR A BT H AL 2 — ] . A R R TR

Layout 1 formal letter

- . Heading
Inside address

-
Salutation

i Body

& Close

Signature




Sample
. , No.16 High School
L 182 Pear Tree Road
Shanghai 200061
Y, PRC.
October 18, 2006

Admissions Officer

- University of Rochester

Rochester, NY 12156
-

USA.
-

Dear Sir,

| wish to apply for a place in the Dept. of English of your university in the fall of

2008. |’ m now a senior in'No. 14 High School, Shanghai, People ’s Republic of China. So
-~ far |’ ve got excellent results in my studies, and | am very interested in English. | hope

that | can further my studies in your university right after my graduation. Would you
- please mail to me your application form and all the related information?

I’m looking forward to your early reply.
- Yours sincerely,
it Li Dong
Li Dong
Layout 2 informal letter

- Heading
«.  Salutation

Body
-
i Close

Signature




Sample

-
68 Queen Street

- London, GB.
/V\ay 8, 2008

-—

Dear Li Lin,
-

I was very glad to receive your letter last Wednesday. | have been missing you.

Knowing that you are coming to London for a visit next month, | eagerly look forward

-
to seeing you.
When | first came here at the beginning of this year, | felt lonely on the strange
- land and my spoken English was very poor. Then one of my father’s friends helped me.
Now | am getting used to the life here.
-

This term | take four courses: English, computer basis, international law and
- market development. They are dll useful and practical. | like them and study them hard.

| am getting along very well with my teachers, classmates and friends.

- Best wishes.
= Yours,
— Wang Feng
Wang Feng
Notes: These letters can be written in block form
Layout 3 envelope
- Sender’s full name
Sender’s address Stamp
- Organization
Gate No. St
S State/Province, Post code
Country
-~ Receiver’s full name
Receiver’s address
- Organization
Gate No. St
. State/Province, Post code
Country




Sample
John Smith
- Overseas Trading CO. Stamp
24 Park St
b London EC4
England
William Z. Johnson
- 211 Broad Avenue
Ay Los Angeles, CA. 91640
US.A.

Layout 4 company development plan

; Company Development Plan

| Continuous Growth (4k4E K& J'2 )

i 1.
'Rapid Growth (R % Ji# ) 5
1.
Initial Growth (%] % &) 5
1.
'Start Up (B4 BT EL) )
Sample

Company Development Plan

. Maintain market position.

Continuous Growth
. Seek and expand market shares.

. Broaden business areas.
Rapid Growth .
. Rebuild management team.

. Capture market share.

N = N~ N =] N -

Initial Growth )
. Expand management team, train employees.

. Protect your intellectual property position and brand company.
Start-Up i

. Launch product, create platform to expand business range.
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1. principle n basic rules FEA B A, J5 N

2. concrete a. definite and specific 5% (1), HAK K

3. courteous a. polite, respectful and considerate FL5%

4. prospectus n. brief introduction to a school or a company 414 ; fii /i
5. further v. help sth to a progress PR i

6. apply for B 1K

7. application form HIE R A

8. strange a. unknown, unfamiliar PE 4

9. get along with sb YN

10. block form FrakE, ZeifIral

11. continuous . going on without stopping 4kZE A5 ; /N (6] Wi i)

12. capture v. to get sth belonged to one of your competitors # (5 , JU{E
13. market shares i 53

14. intellectual property HIRF=AL

15. launch V. put into action, set going &2, #f H

16. platform n. lever surface above the surrounding ground ‘¥ &

v <vpical Sentences 4

Letters
I The purpose of this letter is to inform you that /of...
A (H ) 245 FE AL F
We are obliged for your letter of the 5th of May.
WER AR A LHEA,
5. In reply to your letter of the 5th of May, I would say that...
FERISE AR A B H R
L We regret to inform you that /of...
AL R R W62
5. We are very sorry to hear (know) that...
AL AR, 9%
0. We thank you very much for your inquiry of the 10th of May.
SR A+ H B R,

7. Enclosed please find...



25 PR SR,
According to the instructions given in your letter of the 10th of May.
St A R I+ HRRTER
9. I will inform you more fully in the next letter.
KT, FEZEE,
0. We look forward to your early reply.
rHHREE
Envelope
I'1. If undelivered, please return to...
xR  HRAER -
2. After 7 days, please return to...
T RIGHAFEL -
3. Return postage guaranteed.
PRAEIR i BR %Y
Company Development Plan
|4, Develop continuous innovation system.
Bk R SRAIHT IR R
|5 Become a market leader, ward off competitors.
S AR S e i B D0 e
6. Inject relentless growth attitude in your people.
Bt 0 TIRFEAR I R RS
Start inventing your second stage of growth.

TRt & ISR — [ BL

I©. Prepare business plan and build project team.

A A b ML) A N7 T H N,

¢4 Translate the following sentences into Chinese or English.

‘ In reply to your letter of the 5th of May, I would say that we would cooperate with

you again.
According to the instructions given in your letter of the 10th of May.
Return Postage Guaranteed.
Start inventing your second stage of growth.
5 Prepare business plan and build project team.
0. BEPRM LT RGBT EIMN BB IE A,
KTV, T RZEE,
W5 H



