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Introduction
B =
Letters form an important aspect of our life. Letter
writing is an activity in which every one of us takes part
from time to time, either to keep contact with relatives and
friends separated by distance or to maintainrelations with
people with whom we are doing business. The letters each
of usis called upon to write fall into different categories.
In the conventions of the English-speaking countrics,
letters can be classified according to style and subject matter
(content). As far as style is concerned, all letters can be dif-
ferentiated as either Formal or Informal. If letters are to
be judged by their content, they can be divided into three
types, namely, Personal, Social and Business. Since
much of the content of social letters will also go into per-
sonal ones, we intend to use only the two terms Personal and
Business for simplicity’s sake.
BEERMNEE TP EREARKS. BHEERINEGS
AGHNFRTES: S SETERER. MAEEELE &
FAMLEERNALFZRRMANMRGE R, RIOEBASANE
B fE A4 LA RS, HEEME R R, HETE
SCORFTA A 43 IRSCHRIE B, BT M 1R T IX 43 O IE R A
FEER. MRERFEHNERE, WRIGRZF, . BA
B, HFHMA ST BTRBHMIEH AR
AAANFNGGE, HREER, RIVTHRSHE: AR
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HMEEE,

Personal letters are those written to a relation or a
friend concerning private or social matter. Regular letters
home or to close friends to give the latest news of oneself
belong to this type. So do letters of invitations, thanks,
congratulations, condolences and so on.

NG RIS R AR E KT E 4 R
EffE. BRTX—RMAEHECEANSERNRERSA
RIS, CEBERE. BREE. IRERABRESS,

Business letters deal with business matter. They are
concerned with such things as applications, inquiries and
recommendations that an individual may have to write.
They also include those letters written between one business
institution and another. In that case, they are involved in
matters such as ordering and acknowledging receipt of
goods, making complaints and so on.

Y REFMRSAE, BOAATEEES M
W PR BIERERE 225, 210510 645 0 2047 2 16 3
EAE, AEE: THREY. R0 RFED, &bk
F%,

All business letters are formal in style. And most
personal letters are informal. But those concerning social

matter can sometimes be very formal. A letter inviting
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an old friend for dinner will be informal whereas an invi-
tation to a wedding party will be quite formal. There are
also degrees of informality in personal letters. A letter
to a close friend of one’s own age will be in much more
familiar language than one to a former teacher who has
also become a friend. It is important to decide before
writing a letter what type and in what style it is to be, be-
cause the layout and the language for different types and
styles of lctters are quite different.

AW BSE SR PR ERN, AEHEAAEL
TR AL, AL BT ESHE A B TN Y E
Ko —HHBIE— (LB A RIZRIET LIS 13 LLERERE, T
il AR S B LR R 13 E R AL RS
HBHRELHAR, —~#HE5 S~ MERBGHE RN
RUEEAYSREECWEN. FXRXRT AR ANEERE
FERET. EEEZHERREETHER THMA, 8
MR REEY, BARERA, RRXEE, #=X00
R+ S FE .

Letters are messangers that represent the writer when
he is unable to be with the receiver in person. A good let-
ter will not only get business done but also promote good
will. However, to be able to do those things, a letter must
have certain quality. The basic requirements of a letter in
English will be quite similar to those in Chinese.

fRHREE, REEFRFEESHBEARE-ENTHE
NEL R, —HE0 50 ER R S E Y,
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TREMBE XU R A . R EMBIXF A, —HERTESR
— MR, —HEXMREFWERGPXERET ML
e

In the business world, pcople often use five Cs to deter-
mine whether a business letter is well written or not. They
are conciseness, clarity, correctness, completeness and
courtesy.

e A, AR EA T C Ik i 18 R 45 &
—HUSZEHEREF SR XEAUCTLMAER. B,
BT, LW, ZZRAILE.

For a personal letter, one is expected to write with ease,
sincerity, clarity, courtesy and delicacy.

D—#FANEARSE, WERSEHRS. 2R, 9T,
LR Z .

It is one thing to know what a letter should be like;
it is quite another to put what one knows into practice.
Although our readers already have much experience in
correspondence in Chinese, they may still be puzzled as to
how to write normal letters in idiomatic English.

Wi, MB—HEN LT R4 E—EY, HHEAE
G HENRES —EHE, BRRITNEEBRAE R 5T
SCRRZR, EABATXE G HE T el A2 5 HIE ML 33005
AR iﬂﬁﬁ‘%o

This booklet is designed for the purpose of giying the
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prospective letter-writers some knowledge of the etiquette
of letter-writing in English. Itisdevoted solely to the Chinese
learners of English embarking on a course in correspond-
ence in the language. The four chapters will deal with the
following topics respectively: the Envelope, the Parts of the
Letter, the Body of Personal Letters and the Body of Busi-
ness Letters. Each chapter contains sample letters to give
readers a physical feel of the language used in dealing
with a variety of topics. At the end of each chapter
arc exercises for reinforcement. In the appendix section
readers will find various sorts of useful information in
relation to letter-writing in general.

XANMRF EES TFREARERET R GRS — &
VI3RS, THRENEEIEFREERET A A
WESRUTER: S8, ERLAS RAEFRIESCH
FHEHMEL, G A BEIH, DAREELEFF
BRI A — R R R IR, RSB R R HR A 45T LU
TOLE . MR MEaRE REENEXEHERNE R,

Exercise 1

1. Say whether each of the following letters should be
written in formal or informal style. Give reasons.
a. To a pen-friend in a foreign country.
b. To an old teacher of vours, asking him to come to
a family dinner.

c. To a well-known author, secking advice for writing



h.

short stories.

To the Sales Manager of a company, asking for a
catalogue.

An invitation to all the members of your class,
asking them to come to your New Year party.
To the Overseas Students Office of a university ina
foreign country, asking for information about schol-
arships.

To your brother who is now studying abroad.

To your aunt, who has been ill in bed for a few days.
To an old friend of yours, inviting him to go to a
show with you.

To a person who has rescued your child from falling
into the river. You have obtained his name and ad-
dress from the policeman who brought the child
back.

. Say whether each of the following letters is clear and

polite. Give reasons,

(A)

Dear Sir,

I want to get a place in your college. Send

me an application form before the end of this
month, or it will be too late for me to apply.

Yours sincerely,
Ding Ping



(B)
Dear Aunt Julia,

I was so sorry to hear that you can’t come to
our dinner on Sunday. You know how I've been
looking forward to secing you and Uncle John.
We are going away to Switzerland next week but
I hope we can arrange something again when
we come back.

Love,
Elaine

(C)
Dear Dr Wiiliams,
I feel greatly honoured to write you this letter.
Mr Wang told me that you would like to get
some information about Miss Ding Ping, a former
graduate from our school. I take great pleasure in
telling you that I'm very proud of Miss Ding.
She is one of my favourite students. She loves
her old school very much.
How is she doing at your college ? Please
write again if you need more information.
Yours faithfully,
W. L. Sun
(Sun Weili)
Principal of No. X School
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(D)
Dear John,

Mr Roberts has given me your name and
address. He said that you wanted to have a
pen-friend in China. _

Fm a Chinese boy. I'm 18. I'm studying
English in a college. I like music and English
literature but I don’t like sports very much.

P'm very glad to write to you. Could you
tell me what you like and dislike ? What are
your ambitions in life ?

I'm looking forward to hearing from you.

Yours sincerely,

Lijun



Chapter 1
H—E
Tke Envelope

=1 )

One thing that puzzles the Chinese learner in Eng-
lish letter writing is how to address an envelope. This is
not surprising since the English and Chinese use very
different systems in setting out an address. However,
the essential standards are the same. They are:

(i) the address must be correctly set out;

(ii) the address must be neatly set out. _

B 702 B 3 S04 o N BT A iy — AN TR B R 1 B B
B, XA AR, Efeiibm L, HEEMBUERA
MARTRE AR, A, ERERE-BHy, Wik

 AMHEEE IEH

Ak B B

Figure 1 (onp. 10) are two samples of well-addressed
envelopes in English and in Chinese.

Bl 1 RAF A BESCE BH(A) FI b SRS (B) B4~ 52
Bl

To acquire correctness and neatness, the following

notes will .be of help to the learner.

kR, TEILARHSBNEEFHTE.
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limly\;'.ar\cy Lee, i
| 4 Oxford St., | Stamp
é London, SW6,6DB,
| UK.
Mr Zhang %X X,
No 3663, Zhongshan Road,
Shanghai,
China,
Figure 1. The Envelope
(B)
HE L ExY
7l B 3663 5
k x x Ak i
RERHSBRE 4 FFF
"1 & #
Note: The dotted lines mean this part is not obligatory, s

E, BERSERIAHAL.
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