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Unit 1
Awareness for Effective BE Practical

Writing

One of the surprisingly sad facts is that many textbooks for
BE practical writing in China are full of sample letters, which are
composed of long and complicated sentences made up of long and
learned words. And some of the popular theories for BE letter
writing still advocate the use of the formal style in writing long
sentences and using hackneyed and stereotyped words and expres-
sions of greater length than is required. As the BE learners are
greatly impressed and affected by the above BE letter writing
style, the natural effect is that they tend to write very long sen-
tences by using very formal words without knowing that they be-
long to the traditional BE writing style and that they should have
been thrown away into waste-paper baskets, In order that they
can be exposed to the appropriate and effective BE practical writ-
ing style characterized by plentiful use of short sentences and
short words which naturally lead to building a sweet tone in com-
munication, the BE learners should be told about the necessity
and importance for developing the awareness for effective and effi-

cient BE practical writing.



1.1 Awareness for Effective BE Practical Writing

Awareness for effective BE practical writing is just the con-
sciousness made up of the ideas about what are the appropriate
principles and rules for effective and efficient BE practical writing
and the abilities of knowing how to apply the right approaches and
tones in BE practical writing. In detail, the awareness for effec-
tive BE practical writing is gradually acquired by learning how to
distinguish and select the right sound, spelling, word, phrase,
sentence, voice, tone, approach, organisation of text, principle,
etc. from more than forty opposite pairs. Awareness for effective
BE practical writing seems to be abstract, but it is a concrete con-
sciousness as is shown in the above, Below are the opposite pairs
which are available in BE practical writing for the writers to make
rhetorical optimization of.

A. Pairs of Opposite Rhetorical Phenomena & Language
Forms on Dimensions of Sound, Form & Meaning

words of same syllables vs words of different syllables
harmonious sounds & vs commonplace sounds &
rhymes rhymes

repetition of same sounds in vs commonplace & natural
balance sounds

deviated sound vs normal sound
big/capitalized letters vs small letters
acronym/abbreviation vs full-form word
abnormally-spelt word vs normally-spelt word

B. Pairs of Opposite Rhetorical Phenomena & Language Forms
on Dimensions of Word, Sentence, Paragraph & Text

long words vs short words



popular words
static words
single verbs
special use
metaphorical use
commendatory
positive

formal words
concrete

concise

written words
archaisms

long sentences
simple sentences
active

balanced

loose

normal order
loose paragraph
long paragraph

one-sentence paragraph

listing

comparative

vs learned words

vs dynamic words

vs phrasal verbs

VS common use

vs ordinary use

vs derogatory

vs negative

vs informal words

vs abstract

vs redundant

vs colloquialisms

vs words in contemporary use
vs short sentences

vs compound/complex sentences
vs passive

vs non-balanced

vs periodic

vs inversion

vs periodic paragraph

vs short paragraph

vs multi-sentence paragraph
vs stating

vs contrastive

C. Pairs of Opposite Writing Tones & Approaches

You-attitude
positive
personal

inductive

direct
4

vs We-attitude
vs negative
Vs impersonal/businesslike

vs deductive

vs indirect



D. Pairs of Writing Principles & Their Oppositions

conciseness VS unnecessary repetition
accuracy vs ambiguity

incomplete vs complete

correct expression VS wrong expression

unity vs disunity

coherence vs lack of logic or coherence
emphatic vs unemphatic
courteousness vs discourteousness

1.2 Role of Awareness for Effective BE Practical Writing

Directed and guided by the awareness for effective BE practi-
cal writing, writers of BE letters, reports, plans, notices, etc.
shall be able to choose the right choice from the more than 40
pairs of opposite words, phrases, sentences, writing approaches,
tones, etc. to do effective and efficient BE writing. For example,
writers with the above-mentioned awareness shall be able to dis-
tinguish the following pairs of sentences and judge which sentence
will be more appropriate for the right reader, occasion, situation,
time, purpose, etc,

(Da. Thank you for talking with me on the phone last week
regarding job opportunities,

Cf. Db. 1 wish to take this opportunity to thank you for talk-

ing to me on the phone last week about job opportunities with

your firm.
[Comment] Traditional BE writing is full of clichés (Bfial i
¥ TR M ETE) which are old-fashioned and produce a very dull
5



effect. The expression, “I wish to take this opportunity to...”,
is a typical example of clichés, which should be deleted to be in
conformity with the writing principle—KISS (Keep it short and
simple). (Taylor,2007;:32-33)

@a. We are sorry to tell you that we do not have in stock
any of the articles you said in your order of November 15.

Cf. @b. In reply to your order of November 15, we regret to
advise you that we do not have in stock any such articles as you
described.

[Comment ] The underlined words in Sentence B are formal
learned words, so the sentence is appropriate in a letter written to
new customers whom you are not familiar with. In comparison,
the words used in Sentence A are more popular and natural
words, which are frequently seen in plain modern BE writing.

®a. We are pleased to place an order for the products speci-
fied below.. ..

Cf. @b. We would like to place an order for the following
products;, ..

[Comment | Sentence A makes use of more formal words and
expressions than Sentence B, so the formal Sentence A is a good
one in an order letter for new customers. Words used in Sentence
B seem to be more colloquial and natural, so the informal style is
just suitable for e-mails written to close business associates.

In the following, let’s read and compare the different effects
created by the different choice of the given pairs of words or ex-

pressions before and after the slashes.
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Dear Mrs Denton,

Thank you/Thanks for your letter dated October 21.

As I am sure you will appreciate/understand, 1 am most
upset/very sorry to learn/hear that you were unable to/
couldn’t locate my suitcase. As I indicated/pointed out in my
original letter, the suitcase contained many/a lot of docu-
ments that I require/need for my work/job. I have had been
obliged/had to contact/get in touch with my publishers to ob-
tain/get hold of copies of documents that your airline mislaid/
lost.

Naturally/Of course, I will complete/fill in the claim
form, but it is not easy/I find it difficult to estimate/guess
the value of the documents. Approximately/About half of
them are irreplaceable,

I trust/hope that in the meantime you will continue to
look/are still looking for my case. Should you find /If you
find it, please contact me immediately/straight away.

I look/am looking forward to hearing from you.

Yours sincerely,
Philip Buik

[Comment | The words or expressions before and after the

slashes are synonymous in meaning, but not in style. The words

or expressions before the slashes are just popular ones which are

very common in BE letters, but the style of the words or expres-

sions after the slashes are informal, or even colloquial, so they

are usually used in letters written to close friends.

As can be concluded from the above, writing is a rhetorical

process of optimization, in which writers should possess the abili-
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ty to make the right selection from pairs of words, phrases, sen-
tences, organizations of text, approaches, tones, voices, princi-
ples, etc. to do more effective and efficient BE writing or written

communication.

Exercise

1. What is awareness for effective BE practical writing and its role
in BE written communication? Comment on the different stylistic

effects produced by the following pairs of words or expressions.

Phrasal Verbs Single Verbs
reach a conclusion about conclude
give consideration to consider
conduct a discussion of discuss
create a reduction in reduce
engage in the preparation of prepare
make an assumption of assume
make a discovery of discover
perform an analysis of analyze
take action on act
make a decision decide
make an adjustment . adjust
make a payment pay
make a referral refer
provide an assistance assist

2. Read and compare the different patterns of textual organization
and their effects,
<Letter 1>
Dear Susan,

The idea of starting an on-line toy store did not seem worka-



