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UNIT ONE
PERSONAL LETTERS

Intﬁduction

Personal letters refer to a variety of genres that are used for
written communication between individuals, concerned with infor-
mation about the matters that interest both sides, usually private
matters. The function of the letters may be only to convey personal
feelings, greetings, attitudes, aiming at improving personal rela-
tionships, or just providing information on a particulaf subject,
public or private, or to persuade the other to take certain stand or
action, or to give or ask certain goods or services. They include let-
ters between relatives, colleagues, friends, those who have the
same or different viewpoints, those who are engaged in the same
profession, or simply those who share a common intterest, etc.

Personal letters are generally short and concise, directly con-
veying the information intended, but there are no set requirements
fot length, and some are indeed very long.

Personal letters are generally informal, concerned with person-
" al feelings, opinions, attitudes or judgements, however, the
slangy , vulgar words and ex’pressionsb should be avoided. And also
the formality of the letters also depends on the relationship between
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the writer and the addressee, or on the function of the letters. For
example, a formal invitation is really very formal.

Pers?nal letters are often characterized by their courteous ex-
pressions, honourary addresses and intimacy. That is the writer al-
ways appppears to be more polite thhan in otheer forms of commu-
nications, and to be more intimate than their actual personal rela-
tionship. '

Personal letters have set textual forms: the beginning, the
salutation, the body, and the close, all having to be written in a set
way. Any alteration may result in ineffitcient communication.

In terms of diction, formulaic expressions always appear, and
informal, attitudinal, or emotional words and expressions are fre-
quent. l

The syntactic structures of personal letters are characterized by
short sentences, but though short, there are few or no elliptical sen-
tences.

In letter-writing, especially in writing private letters, the writ-
er seems to talk face —to face with his addressee. Therefore, let- -
ters, in particular, personal letters, have_the strong characteristics
of spoken language. Words and structures that typically occur in o-
ral speech are used in letter-writing, such as well, by the way, just
think ... etc.

Here we have chosen three types of personal letters for discus-
sion: family letters, letters to intimate friend and correspondence
for scientific personnel.

Family letters are written for communication between family
members and close relatives. They are usually informal, intimate,
more concerned with personal feelings, and more colloquial in lan-
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guage.
Letters to intimate friends, on the other hand, are used for
communicaiton between friends. They are mainly concerned with
maintaining social relations, exchanging opinions or giving advices.
Correspondence for scientific personnel is utilized for communi-
cation between people engaged in similar, or the same profession.
Such letters are usually more formal and more specialized, con-
cerned mainly with specialized fields Thus words concerned with

that field, i.e. jargons, are frequently used.



1. Family Letters

A. Husband to Wife
My dearest Mary,

You’ll be glad to learn that I arrived here safe and sould last
Friday afternoon, and have been hard at work. I have to make it
clear that I have been unable to write to you earlier because of being
busy with work. Of course you are constantly in my thoughts. To-
day being Thursday, I am able to set apart a quarter of an hour to
write you a letter, telling you what has happened during my trip.
The time I spent of the train was very enjoyable indeed. 1 met two
of my old schoolmates who were on the way here on duty. We had
a pleasant chat which brought many recollections to our mind.

I telephoned your sister last Saturday, she asked me to go over
and see them, and I found her and her family in the best health.
Her husband has been very successful in his recent business work. I
am staying at the Asia Hotel. My feeling of loneliness in sorhewhat
relieved by the charming company of Mr. H. Brown, my former
English teacher. He is here awaiting the arrival of his son, who is
coming back from America, as a graduate of Cornell. I am going to
visit some of the famous places here, and will tell you all about it in
" my next letter. ‘

Take good care of yourself.

Your loving husband.
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B. Daughter to Father
Dear Dad, ‘

I am in a great quandry. To take them or not to take them.
That is the question. Put the college board exams for the object,
and my uncertain future for the reason for my indecision and you
get a fair picture of my mental attitude. If I go to the University of
Wisconsin where I do not need a record in examination, there is no
reason to go through the strain and stress of writing them; and I
shall be perfectly happy at Wisconsin and certainly have excellent

courses from which to choose, especially should 1 take history, sci-

" ence, or journalism. The historical library is second only to

Harvard’s, 1 understand, and the lecturers the finest to be found,
all of them truly scientific historians. There is no place where one
has more fun along with work than at Madison. I’ll have a grand
time there, Dad.

Then, on the other hand, I seem headed for the classics and
modern language. 1 can specialize in that, too, at the University.
And yet why have 1 studied so hard to prepare for the exams if 1
side-step them at the end? Do you think there is any likelihood of
my going to Westminster? I’ m glad I’ ve studied to learn all this
stuff. What shall T do?

In most profound perplexity,
Ruth

Reading Comprehension

A.

1. After arriving at the destination the husband wrote the letter
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A. immediately. - B. six days later.
C. one week later, D. thirteen days later.
2. From the letter we know that the husband
A. immediately set to work after arriving there.
had not found a job when writing the letter.

B.
C. was busy at looking for a job when writing the letter.
D.

was spending his weekend at leisure when writing the let- e
_ ter.
3. The husband went there by )
A. plane. B. train. C. ship. D. bus

4. When writing the letter the husband
~ A. had not seen his wife’s sister.
B. had telephoned his wife’s sister, but hadn’t paid her a visit
' yet.
C. had paid a visit to his wife’s sister.
D. was ready to see his wife’s sister.

5. This letter was written in

A. America. B. an American hotel.
C. Cornell. D. the Asia Hotel.
B.
1. In the sentence “ To take them or not to take them!”, ‘them’ .
refers to
A. college courses, B. some pictures.
C. college board exams. D. some books. ‘

2. From the letter we know that Ruth
‘ A. has a fair picture. B. has a clear object.
C. has no idea about her future.
D: has not decided whether to take the exams or not.
B




