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Chapter 1
/?Basics on practical writing in English

1.1 Writing and practical writing in English

As we know, English falls into two fundamental types: written
English and oral English. Generally speaking, practical writing in English
belongs to the former. As far as written English is concemed, it is
composed of literature writing( 3L 22 E4F) and non-literature writing (I
XHE4E) . In literature writing, we have fiction writing and nonfiction
writing. In nonfiction writing, we have poem, drama, and prose. In a
broad sense, Practical Writing(SZFBE4E) is included in non-literature
writing. Practical writing, compared to literature wriling, is part of non-
literature writing for practical purposes, which has specific function and is
applied widely in our daily life. Figure 1 gives us a clear picture of the
relationship between writing and practical writing.

[ writing

T

[
{ literature writing, ] [ non-literature writing I
I

[ 1
[ fiction writing ] L nonfiction writing ] [ practical writing J

poem ]
drama J
prose ]

Figure 1 Writing and practical writing and husiness writing



1.2 What makes a good practical writing in English

Different from general writing, practical writing has several
characteristics of its own, which emphasizes practicability (32 FJ ).
Simply there are the following features, shortened as FICC.

Formal (F): Most practical writings have established formats such
as letters, certificates, contract, and etc;

Intelligible (I): Practical writings should be easy to understand. A
good writing must be clearly thought about, and well organized on paper.
Its message should be understandable to the reader and its appearance on
the page should be well-balanced, like a picture in a frame.

Correct(C): Incorrectly stating facts is not allowed in practical
writings. Any error in spelling, grammar or choice of words will defeat
the writer’ s image.

Concise (C): Nowadays people have been paying more and more
attention to efficiency. To save time, people usually put complex thought
into simple words by brief forms. Therefore, simple wording and short

writing are needed in practical writing.
1.3 Basics on letter writing in English

Letter writing takes up the biggest part in practical writings in
English, so it is necessary for us to understand some basics on letter
writing in English. Here are letter format and envelop address in the
following. '

1.3.1 General format

There is a general layout or format that is followed by almost any
letter written in English, where business letters and social letters are the
two types that our students are mostly likely to encounter in their life.

. 2 .



Here we mainly talk about the formats of business letters and social letter.

Either a business letter in English or a social letter has three
commonly used layouts as follows (refer to Figure 3 to Figure 8 ):

Block-style format. There are no indentations in this letter. All
lines are typed against the left-hand margin. The block-style letter is very
popular, because it is simple and reflects efficiency .

Modified block-style format. Different from a block-style letter,
mwodified a block-style letter has the dateline and the complimentary
closing typed to the right of the page center. There are no indentations.

Semiblock-style format. Paragraphs have indentation with five
spaces from the left of the margin in this letter. The dateline and the
complimentary closing are typed to the right of the page center.

1.3.2 Components in a business lefter and a social letter

As for a business letter, it generally has 12 parts: 1. letter head,
2. date line, 3. attention line (ATIN), 4. inside address, 5. subject
line, 6. salutation, 7. body of the letter, 8. complimentary closing,
9. signature ( hoth typed and handwritten ), 10. reference initials,
11. enclosure, 12. copy to (cc:). Not all of the above components are
always used. The notation, “Attention line”, “Subject line”, “Reference
initials”, “Copy to” and “Enclosure” are used only as they apply to a
particular letter.

A social letter mainly includes 8 parts: 1. letter head, 2. date line,
3. inside address, 4. salutation, 5. body of the letter, 6. complimentary
closing, 7. signature (both typed and handwritten) , 8. enclosure.

1.3.3 Understanding each component

1. Letterhead is the writer’ s address, which includes the
organization’ s full name, street address; city, state, postal code,

-« 3 -



telephone, fax, and (if available) the e-mail address. Numbered street
names should be spelled out if they are ten or less, but given in numerals
if they are 11 or above (for example, write the Third Street, but the 13th
Road) .

Letterhead can be placed in the upper middle of the letter, upper
right-hand or left-hand comer of your letter, which depends on the format
of the letter (look at Formats of a business letter) . When business letters
are written on a printed letterhead stationery, it is no need to write or type
letterhead again. Letterhead is always arranged in block form because it is
easier to set up and has cleaner lines.

Examples:

Hongxin company

36 Beijing Street, Dalian, China

Tel: 0411-846888888

Fax: 0411-846882222

E-mail: Newway @ 163.com

2. Date line in a letter is located two or three below the last line of
the letterhead. It may be placed flush with the right-hand margin or flush
with the left-hand margin. There are two major formats commonly used to
write a date. One is: the full name of the month (no abbreviations),
followed by the day and the year. A comma separates the day of the
month from the year. For example, October 12, 2007. That format is
regarded as standard dateline writing in the United States and various
other countries. The other format is widely accepted by Europe and many
other countries, which is: day, followed by the month and the year, such
as 8 August 2007.

3. Attention line is written as “ATTN”, placed two or three lines
below the dateline, which is seldom used in business letters. The words
“Personal” or “Confidential” are used popularly.

-4 -



Examples:

ATTN: Coniidential

ATTN: Emergency

4. Inside address is placed two lines below the date or the attention
line and flush with the left-hand margin. It identifies the recipient ’ s
name and title, the name of the department or office, the name of the

company, the street address, the city, state, and postal code.

Example A: Example B:

Mr. John Wooding Personnel Department

Sales Manager Dalian Vocational & Technical College
Paper Corporation 100 Xiabo Road

218 Weiye Street Ganjingzi District, Dalian, 116035
Dalian, 116038 China

China

5. Subject or reference line (often underlined or capitalized ) may
be the number of an order, the name of special project or a certain date in
the letter. The word “reference” is often abbreviated as Ref. or Re:, It
is used to get your reader to have immediate understanding about main
idea of your message, which is typed below the inside address (But some
companies place the subject or reference line below the salutation of the
letter) .

Examples:

Subject: Work Report

Ref: Order No. 321

Re: CONTRACT NO. 2548

6. Salutation, or greeting, is typed two lines below subject line or
below the last line of the inside address and is followed by a colon or
comma. When you write to an individual in a company, use the
individual s name (e.g. “Dear Mr. Jones:”, or “Dear Jones” if you

.5.



know Jones well). If the person io whom you are writing has a
professional title (e.g. Doctor, Professor) , it should be used (e.g. Dear
Professor Smith: ). When you are addressing someone, use the title
(Ms., Mrs., or Miss) that she prefers. When you write to a company or
to an individual whose name you do not know, use Gentlemen:, Dear
Sirs: , Dear Sir, or Dear Madam: . If you do not know whether the person
reading the letter will be a man or a woman, you could use Dear Sir or
Madam: or Ladies and Gentlemen: as a salutation. The salutation is
usually followed by a colon in formal letter and by a comma in informal
letter. (e.g. Dear Mr John Smith: ; Dear John, )Table 1 shows us a
clear picture about relation between recipient and salutation.
Table | recipients and salutation

Recipients Salutations

Jones White (whom you know well) Dear Jones,

1 Dear Ms./Mrs. /Miss Smith/:

Dear Professor: /Doctor Smith:

Dear Mr.  Smith: /Dear  Professor

Smith:

Mary Smith (whom you know ot well )

John Smith

Company or organizations Dear Sirs:/ Gentlemen

Dear Sir (if you know the recipient is a
man) :

A certain individual such as the | Dear Madam (if you know the recipient
Manager, Managing director, or | is a woman):

Secretary Dear Sir: or Madam (if you don’ t

know whether the recipient is a man or

a woman) :

7. Body of the letter, the main part which you wish to

communicate in your letter, begins two lines below the salutation. It is
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usually typed with single space hetween lines and with double space
between paragraphs or before the complimentary closing. Generally, the
information such as to whom you are writing and why you are writing 1s
often included. The massage you wish to communicate must be the main,
mosi obvious part of the letter, and you must state your message clearly in
your letter. As much as possible, you should write your business letters to
read as if you were present and speaking to the receiver. Otherwise, you
and your recipient will both waste your time to make the letter clear.
Maintaining a friendly tone by right wording is needed because no one
likes to make any enemy.

8. Complimentary closing brings your letter to the end of your
letter. It is usually typed two lines below the body of the letter, followed
by a comma. The first letter of the first word of the closing is capitalized.
It may be typed flush with the left-hand margin or with right-hand
margin. Here are some suitable complimentary closes for a business letter

arranged from the most formal to the least formal:

(formal cIosing) Yours truly, Respectfully yours,

(less formal closing) Sincerely, Sincerely yours, Cordially,

(personal closing)  Regards, Personal regards, Kindest regards

(from over 300 successful business letters for all occasions )

9. Signature is needed in both typed and handwritten format. The
typed signature is placed three or four lines below the complimentary
closing with the handwritten between them.

10. Reference initials indicate who the letter is from, followed by
who typed the letter, usually inclusive of both the initials of the writer
(e.g. Mary Smith) and the initials of the typist (e.g. . Robert Green),
with the writer’s initials first in capital letter (e. g , MS) followed by the

typist’s initials in lowercase (e.g., rg ).



Example: MS: rg

11. Enclosure is the part used to call the reader’ s aitention to
something (e.g. check, bill, or some documents) that you enclose with
your letter, indicating by the word “enclosure or enclosed”

Examples:

Enclosed: a copy of ID card

Enclosure: a copy of resume

12. Copy to, often shorten as “cc”, is typed directly below the
enclosure notation or the reference initials. It indicates that a copy of a

letter has been sent to the person who has been named.
1.3.4 Envelop address

The envelop for a letter usually follow the same style (block) that
was used in the letter head. The writer’ s name and address can be placed
either on the back or in the left-hand comer of the envelope. The
addressee’ s name and address should appear on the center of the

envelope. Be sure to write out in full the name of the addressee.

Writer' s full name stamp
Writer's address

Addressee’ s full name
Addressee’ s address

Figure 2 Model Envelope



(letterhead)

ATIN

Inside address

Subject or reference line

Dear Mr. Lee:

May 25,2007

Sincerely yours,

Fir S handwritten)
John Smith(typed)
JS:mw
Enclosure:
Ce:
Figure 3 Block-style business letter




