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INTRODUCTION

Having read the title of this book, you may feel surprised at finding
a story narrated in Part A of the book and wonder why a story is included
in a book which discusses letter-writing.

To distinguish this book from other books on letter writing which
abound in bookshops, a more interesting approach has been adopted in
that a story plot is developed around a fictitious central character Abe
Yu. Yet the story of this central character only serves as a backdrop
providing various occasions which call for the use of different types of

letters in everyday life. By and large, these letters fall into the following
. categories:

application letters
complaint letters
adjustment letters

enquiry letters

reply to enquiry letters
thank-you letters and letters of congratulation
sales and promotions letters
letters of offer

letters of megotiation
confirmation letters
iuvitation letters

personal letters

Do you happen to spot any of the letters Abe Yu writes or receives
similar to what you haye written before? This fictitious character of Abe
Yu can, in fact, be any one of us in the context of contemporary society.
What he encounters can well occur to us; what he experiences can well
be shared by us. Of course, the letter types explored here are by no means
all-embracing, but these are just typical ones used in our daily life.

Significant as a common means of written communication, they provide
a wealth of materials which merits attention.

Introduction i



Part B of the book is therefore mainly concerned with analyzing the
sample letters presented in Part A. Their different styles, and the
organisation of information within each will be touched upon. Much
emphasis will be laid on language use, such as choice of vocabulary, and
appropriateness of tone, all of which play an important part in making
the writer’s intention effective. Expressions from the sample letters will
be drawn to demonstrate how the writing principles- apply, and the
intrinsic change in meaning and tone when using alternative expressions
will be discussed.

Unlike other books which focus mainly on the format of letters and
standard phrases to be used, this book attempts to arouse your sensitivity
to the subtlety of language-play and to introduce to you the wider
perspective of sociolinguistics.

i1 Introduction
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The Story of Abe Yu
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