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Part 1 How You Can Be Helped To Write Better Personal Letters

Many well-educated people have trouble writing a letter,
let alone those who have had little education or have just
started doing it. The trouble lies not in their lack of
worthwhile ideas, but because they feel they just can’t
come up with the right words. As for those who use Eng-
lish as a foreign or second language, writing a letter can
be troublesome. There are, in fact, more and more Chi-
nese students of English who wish to or who must corre-
spond in English and who, nevetheless, find themselves
unable to start their pen straight away, thus, feeling an
urgent need for a "short cut” to the writing of better per-

sonal letters.

Well, here is a "short cut!” In the chapters that follow,
you will be told how to do and what to do: you are pro-
vided with a wide variety of sample letters covering cir-
cumstances ranging from routine matters of everyday oc-
casion to difficult and sensitive situations, all of which
will immediately help initiate your own letters. After you
have read this book, you’ll never need to worry again or

draw a blank when confronted with a pen and paper.
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If you’ve ever been puzzled at the idea of writing a letter
to a lover or a friend, if you've ever been troubled by
writing an impressive letter to an important person, you’ll
not worry any more, for I’ll show you how to organize
and how to start your pen by providing you with sufficient
samples which you can tailor to your own needs. If you’ve
ever been intimidated by a letter from a hostile person,
you certainly know the feeling caused by such letters.
Well, 1 will show you how to turn the tables and put ad-
versaries on the defensive. By then, your unreasonable
neighbours, your unfair colleagues and. your unprincipled
authorities will soon feel the sting of some of their own

medicine |

Well, do you want to write a love letter to the person you
are head over heels in love with? Do you want to write a
business letter and tell your customer something about
your new product? Do you want to write a letter telling
your friend that you are in hot water and expect help from
him or her? Do you want to congratulate a friend of yours
on his or her success or achievements? Do you want to re-
ply to a hostile letter and tell the writer what you think?
Or, do you want to write a resume, a short message, a
notice, a postcard or anything? Well, whatever your
wish, you can find a similar sample letter in this book.
On the other hand, if you want to steadily improve your
writing skills, you can find necessary information con-
cerning good letter writing, All in all, your urgent need is
helped, so is your distant need. With this book, you will

040-
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- soon find letter Wwriting an easier and more enjoyable ac-
“tivity ‘rather than a‘headache as you have always felt. So,
" ‘move on, and you will develop a better liking of letter

" writing ‘which once bored you stiff.
Part 2 Time-saving Method in Simplifying Your Letter Writing

- For any oceasion or situation in which a letter is definitely
' required, P've provided a range of model lettérs you can
use ﬁfactically to initiate your own letter, changing per-
haps just a few words. In many cases, you’ll find the
samples provided contain the essence of what You want to
say. With minor adaptations you’ll be able to compose an
ideal and appropriate'lettéf_ tailored to your exact circum-
stance in a matter of a few minutes. If , say, you want to
write a letter of application to a foreign university or a let-
ter of congratulations to a friend, you may refer to the
samples categorized by subject. Everything you need is

readiljr available and all are right at your fingertips.

Letter writing, -likp almost anything else, gets easier with
constant practice. If one keeps trying and practising, it
will become a pleasure rather than a burden or a chore as
many people would think. With more and more practice,
you will find that self-expression follows self-confidence.
Once you’ve acquired both, you’re on your way to becom-

ing an accomplished wordsmith.

Your letters will become the medium for renewing and
nurturing old friendships, and for tactfully handling every
v 5%



social occasion. They’ll open the way to solutions of
problems that seemed insurmountable at first. And you
will soon experience the heady feeling that comes with the
realization of the influence your letter can bring to mat-
ters of importance. As for those Chinese students of Eng-
lish who are confident and ambitious enough to make a
better living either through going abroad to further their
studies or through getting a better and a more ideal job at
home, how rewarding it is to be better qualified in letter

writing is as clear as everyone can see.
Part 3 Getting Ready For Writing Better Letters

Why should I call "better letters”, not ”perfect letters”?
Generally vspeaking, " Perfect” is very much of subjective
value. It may be ”perfect” to one person or in one re-
spect, but not ” perfect” to all and in all respecté. Be-
sides, a sense of perfection, to some degree, hinders hu-
man progress. And, the purpose of this book is to help
Chinese students of English improve their writing skills
other than provide something for their appreciation,
therefore, "better letters” can be a better term than oth-

erwise.

Another reason for the use of "better letters” is due to the

fact that readers of this book need to write better letters

than the letters they have been doing. As readers move

on, they may indeed have such a feeling that the sample

letters provided in this book are indeed better in many
. 6 .



ways than their own writings. It is with this justification
that I would encourage my readers to prepare for better
letter writings.

As indicated in the FOREWORD), the present book aims
at providing something for the need-to-write-a-letter-now
peopie to consider and imitate as well as equiping them
with all the necessary skills for writing better letters.
Therefore, those who do not have time to read. the whole
book and who just want to find a sample to follow may re-
fer whatever they need, as each model letter stands on its
own. When a specific occasion calls for a particular type
of letter, turn to the pages covering that situation. Read
the sample, modify it, and finish your own product. But
if they are not compelled to write a letter now and do have
some spare time, they may read the rest of the book,
which, I bet, will do good to improving their letter writ-
ing skills.

Part 4 What Does A Letter Do?

If you say "Money can talk”, then, 1 would say a letter
can do much more;in many cases, a letter can talk better
and do better things which money cannot possibly accom-
plish. What follows are some of the things a letter can
do. Make a study of it and you may then have a stronger

desire for writing more and better letters.

A Letter, though small with one or two pages, can actu-
o7 e



» ally. 'do great many things;: it can hold a hand,-warm a
" heart, lend an ea?, pat a back, light' up a face, tickle a
funnybone, dry an eye, woo a sweethearty toast a bride,
shout a bravo, blow a kiss, quench a wishful thinking,
stop an evil desire, abate a hot anger, dismiss a fantasy,

- clear up a mist, mend a quarrel, drive away.a worry, let
up.a .stress, establish a new tie, .start .a: new relation,

* cheer up a dull soul, motivate a worn out body, and
above all, bring a change for the better. In deing busi-
ness, a letter can bring better luck, better chances and a

more prospective future. : »
Part 5 Why Do We Need to Write Letters?

When we are having amost all the necessary communica-
‘tion facilities such as telephone, computer, etc., why
~ should we still bother to write letters?

Read the following dialogue between a teacher and a stu-

~dent and you may then have a better idea of why.

Student: There’s one point I keep. wondering; why should
we bother to write a letter when we can just
pick up the phone and call?

Teacher; Well, that’s an interesting question. But you
won't contradict me if T say both phone calls
and letters are means of communications, but
nevertheless, they have different impact on the

recipient.



Student:

Teacher,

Student ;

Teacher

Student ;

Can you explain the difference through some ex-
amples, please?

Yes. Let’s assume that you have quarrelled
with your girlfriend and she seems quite hurt.
And we assume that you really love her and do
not want to lose her love. In a case like this,
do you really think you can ease her anger and
mend the quarrel just by picking up the phone
and say: "Hay, 1 was very sorry to have quar-
relled with you?” 1 guess not. But, after the
quarrel, you sit down and write a letter telling
her how stupid you were in the matter and add
a few other remarks showing your apology,
you will create a different feeling in her.

I agree to a case like this. But why should let-
ters create a different impact?

The point is: when you pick up the phone and
call, it shows your casual attitude with which
you’ve come to regard a cali — it’s easier and
quicker. But a letter involves more time and
thought, and when a person receives your let-
ter, he or she will certainly subconsciously add
all that to the content of your letter. In many
cases, friends will be touched to know that you
were thoughtful enough to take the time to
write. They think your doing it is to respect
them in some way.

1 now see the point,



