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Chapter 1 Letters

PAFLENNT B E AT G EERMAL, R ATHE AR E
FHIEAT (5 B ATUR G 4 G Bk T AR AN — T A0 TR FE 4410
HRZERE RS, BfE kIS EENOER . — B3Rk am A5G
PRI, AMUATEAG X 77 B TR EN R, 3 By ATTREAT 2SI, AT 4%
BEAATZ B IARE T AR A, RIREA B T AT RE & k32
B, AT E A, falb & T RS ANE

Letter writing takes a very important place in our daily life. It is
an important way of communication for people to have information
communication, passion, expression, and further mutual understand-
ing. In the communicating process of modern society, letters take a
very crucial function. A properly-expressed, polite and well-spoken
letter can not only impresses people, but also helps people to ex-
change ideas, thus deepening the mutual understanding and friend-
ship of people, facilitating the social communication, saving time, and
avoiding various inconveniences and trouble.

B T E SR TR — 2 ik, SEC&-RPEERERZ HTEH
B, MR ERRINALER S ERBERERENEET
G —HAL AR BER. TEERAISR AN H— F a5 —
B AR R SECAE

With the further opening and reforming of China, various kinds
of letters are widely used in our country. This necessitates us to bet-
ter grasp the method of letter writing; to be able to write a polite and
elegant letter. Then we would try to analyze the way to write a polite
and elegant letter.
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1. Five Principles of Letter Writing
RXBESENEERERN

FEXCEEA AN, A HEEFR ) TCIR N . K A4
B FXAA R,

There are five basic principles of letter writing, which are called
the “Five-Cs” principles. Let us have a careful look at the five basic
principles of letter writing.

1) Consideration /&l

PR n, EERIEGIOCBERING, 56 ANIZZ 0T E
A, ARBIXT7 B AR, I T B AR IR .

Consideration chiefly means that the addresser of the letter should
think more about the situation and the addressee and respect the
custom of the addressee when he is constructing a letter.
eg: Your letter of July 1, 2000 arrived this evening.

2) Conciseness fiji

Ay AR TS PE M RIE N R 5 R, AR R RER
EREZAE AR, S5 ANIZHR A 5D i) S RIE 7 24k
EHER

Conciseness means that the expression of the letter should be
eloquent, brief, and comprehensive. That is to say, the addresser should
try to transmit the necessary information through as few words as
possible.

3) Correctness 1E#ff
FEEISCBERRE, SEANRT MIZERPES b BITEIL S
APV R A, FORT A B & A I | B 5t Y i o R



During the process of letter writing, besides the correctness of
the spelling, punctuation, and grammar, the addresser should also pay
attention to the precision of the examples, data, etc, which to some
extent are required to be reliable.

4) Courtesy L%

FoA5 2 E BARAS S T T, 1Rt (R PR B XUT LAALAS N - IR A
BRI, SE AN E TS A, 8 0 E o 77 R
BIERRIL T, TR R B2 — 2L e BALS A, Wiwould, could,
please, thank you %.

Though the addresser of the letter does not need to face each
other, the addresser and the addressee should also respect and be
polite to each other. Therefore, when the addresser writes a letter, he
should respect the addressee, avoid the insulting of the addressee,
pay attention to use appropriate expression, and choose more polite
diction, such as would, could, please, thank you, etc.
eg: Thank you for your letter of June 23, 2000.

5) Clarity %M

MR AR S5 AR A8 5 BRI 2, B I PR
fi# -

Clarity means that the addresser should express himself clearly
s0 as not to cause any misunderstanding.
eg: [ am writing to apply for admission to the school that you gradu-
ated from last year. (i5Hi7)

I am writing to apply for admission to your school.( 75 #)

B AR WE & T & A BE AR 5 BEN S, 5




ANEERFBENEFEZERHERN: SBAMRE. MIXRAAS
BME, ENESERIIHERN : MENEE,

“Five-Cs” mentioned above could be applied to all kinds of let-
ters. But as far as the business letters are concerned, the addresser
should grasp two more principles during the process of letter writing:
completeness and concreteness. And for the private letter, the
addresser should grasp another two principles: character and can-
dor.

2. Structure %y

TGRSR T T LA AN 5
The structure of the letter usually can be divided into six parts:

2.1 Heading 153k

&k FEAREEE ARHAERE(F B . 515 ko] LAbfs AxHE
MBS H—H TR,

The heading mainly includes the address and the date. The head-
ing can let the addressee be clear of the address and the date of the
letter in the first sight of the letter.

— UK, BB ERE RO BERA AL A RR: F kA
Zit .

Generally speaking, English letter’s heading can be divided into
two kinds:

block form and indented form.

D ATEF AR EREUTHRIIT S AR E 5.

The block form refers that the first word of each line should
juxtapose with each other.



eg:

Sunset Road

New York City, New York
US.A

March 18, 2001

2) T E ARG LW ATREITE AT R A 4R A
TR

The indented form refers to the first word of each line and should
be indented two alphabetic blocks from the second line.

eg:

Sunset Road
New York City, New York
US.A
March 18, 2001

BEHIIR, 56 AN R TR AR B BT . — ik, i
HER B S MY R 1 B /D BRI RS, BT AT S 4.
“ATEW4A, FEm LA MK, i SEMMZEHE ST,
MREREFIEIM, BAEFE=AT ENZE FEEA . BE—1TEXR
HH#.

During the process of letter writing, the addresser should care
more about the writing order of the address. Generally speaking, the
order of the address is arranged from the detailed one to the broad
one. There is the name of the street and the number of the doorplate
on the first line, the name of the city on the second line, and follows
the name of the province, state, or the area. Besides, there is a comma
between them. If the letter is going to be posted abroad, then there
should be the name of the country on the third line. And the date is on




the last line. ;

RERRZ: IS4 Z RA R RS RE—ATREH
ZHE AR R N AZFE 55 B 4 5% ] ME R4 5,
(R A Z5UE R EA AT BRI 77 4 MR R A)5: 465 LUE e inl
N E B AL RR B A0, FE1T & AT LA IS E 7 14 .

Pay attention that there is no punctuation between the name of
the doorplate and the name of the street, and that there is a comma
between the name of the city, the name of the province, and the name
of the state. The name of the street and the area can be abbreviated,
but it must be recognized by the people. Periods are used at the end
of the street and the area. And the article can be omitted at the begin-
ning of each line when writing the name of the company and the
name of the country.

FAER AR EESEARHAE R 7. B SENEN T
FIREI) :

The date is always written under the address of the addresser.
The writing of the date should follow such principles:

DS e B FE4, AR AR, A 98 A8 1998,
The number of the year must be a complete one. Do not use any
abbreviation. For example: don’t use 98 to replace 1998.

2) 4 ] DU AR s ER R S T,
The number of the month can use the complete one or the cor-

rectly abbreviated one. For example:

January (Jan.), February (Feb.), March (Mar.), April (Apr.), May,
June, July, August (Aug.), September (Sept.), October (Oct.), No-
vember (Nov.), December (Dec.).



30591986

3) HEARTMEFF£GA, e 1, 29, 3 4%, n] HIEEGA,
tl[]: 1, 2, 3 F#o
The date can use ordinal numbers or the cardinal numbers.

OFEM S A B Z RSB HE SRR .
Commas should be used between the number of the year, the
month and the day.

5) Bh#EAE BB ST mMAEARR, Bril H AT 28K H
6. 7. 20002 6/7/2000 FIEABE, HUEFHEIRME, &AL
BHRET. R EA I, EARHIANA 200097 A6 H; (H2ikd
B, FARBHIA 200096 A7H. X— M5 ESEARE
.

Because the different usage of the date between America and
Britain, the writing of the date cannot totally apply such form as 6.7.200
or 6/7/2000. Otherwise, it would result in misunderstanding and un-
necessary trouble. According to the habit of Americans, the date
above should be July 6, 2000. However, according to the habit of the
English, the date above should be June 7. 2000. This should arouse
the attention of the addresser.

2.2 Inside Address {54 Hulk

15 A U AR WS Atk . — KB, 15 P IR SR 5 28 2032 Tk
BESAE BT 77 s At 5 545 H 2 1], — e — A% sbit .
{5 A A0 FE X WSOAE A B AL TS PERRIE Sl (s A9 44 L SR At

Inside addresses are actually the address of the addressee. Gen-
erally speaking, inside addresses should be written from the left side
and under the date. And there should always be two or three blocks
between the address of the addressee and the date. The inside ad-
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dress should include the salutation and the name, the title, and the
address of the addressee.
eg:

March 18, 2001

Prof. Zhao Jun
Director of Market Division
Guangzhou of China 510400

Sl AR, T — R T BSOS A4, T
A% 5 1% AL 1 57 A RIER S 4 5K . Bl Wk The Manager, The Director, The
Chairman?% .

If the addressee is a company or a unit, then there is no need to
write the name of the addressee, but the title of the principal. For
example: The Manager, The Director, The Chairman, etc.

R, 55 NENZFERZ, EF—#E , F AN B S
XG5 5E AR B SN REE B, AN ZHFZEN .

At the same time, the addresser also should care that the form of
inside address and that of the addresser’s address should be identi-

cal.

2.3 Salutation FRFF

FRIF 2465 5 AXTIE NFRIE, B £ E AT L TP 5,
MZC ATk SREH B 17 FRIF S T 7 A8 AR i, — AR, 92
ANIBAES, XEAIBHES.

Salutation refers to the address of the addressee. It is always
written into an isolated line two lines under the inside address, from
the first block of the left side. Punctuation should be used after the



