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Unit 1

Giving
Personal Information

Unit Objectives

After studying this unit, you should be able to
» know how to write a personal letter.
» know the layout of informal letters.
» know how to address envelopes.
» know the layout of envelopes.

Important Terms

The following terms represent key points of this unit. When you
learn the unit, please pay close attention to the definitions and mean-
ings of these terms.

heading date

~ salutation body of the letter
complimentary close signature
correspondent’s address return address

mailing method special notations
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Pre-questions

1. Do you often write letters?
2. Who do you often write to?

Lead-in Activities
Activity 1

Below is a letter of personal information. The letter has been di-
vided into two parts. One gives certain information. The other gives
different information. Student A will read the first part and Student B
will read the second half. Read the letter silently and when you’ve fin-
ished reading, work in pairs and exchange information by asking each
other questions.

Student A

NO.99
BEISTHUANDONGLU
 CHAOYANG DISTRICT
BEILJING 100101

CHINA

Sept. 1st, 2006

‘Welcome 'ta BIT (Bexjmg Inst:tute Of Tbuns | 'My name is Li Mei and I'll
be your wrmng teacher 1 hope you'll enjoy my :,ess‘c‘ms on writing. As you’ll be
seemg quite a bit of me, perhaps you'd hke to know s someﬂnng about me. So let
me mtroduce ,yself , =

r m from Beljmg I’ve been taachmg at nce 1992 I’ve taught dif-
ferent classes such as hstemng and speakmg, readin; language laboratory video,
‘ ‘Enghsh and s0 on. Many stu ‘gwntmg lessons aﬂd ﬁnd
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them very useful and necessary. So I would be very happy if I could give you
some help in writing.

In September 1989, I went to the United States and completed séme courses
for Overseas Teachers of English TESOL (Teaching English to Speakers of
Other Languages). The course was especially designed for native speakers. It
was not easy but quite beneficial. I also observed different classes given by American
teachers. I learned a great deal from my teaching experience.

Student B

Before I came to BIT, I taught middle school teachers at the Beijing Institute
of Education(BIE). It was a three-year course and the trainees attended classes
two days a week. At the same time, I also spent nearly a year teaching English to
college students as a sort of experience. But I preferred to teach college students
so I changed my job to BIT in 1992.

I like listening to music in my spare time and I love sports very much. Table
tennis, volleyball, and badminton are my favorites. I like traveling, too. I went to
Yun Nan on my summer vacation. If I have time, I’d like to do some reading, but
I don’t give myself too much pressure. I love to enjoy life.

Well, that’s all from me for now. I am looking forward to being with you and
I hope you’ll find my class interesting and helpful. Finally, I wish you a great
success in your studies.

Yours sincerely,
Li Mei(Ms)

Activity 2
Work in pairs. Read the letter paragraph by paragraph and try to
figure out what kind of information you have got from the letter . Then
make a summary of each paragraph.
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Paragraph 1:......cocoveiiiiecceeictccicnn s ,
Paragraph 2: ..o
Paragraph 3: ..o
Paragraph 4: .......cccoccoviiiiiiniiiii
Paragraph S:.....c.ocooiiiii s
Paragraph O .........ccoooviivininininiciiicc e

Activity 3
Note the use of tenses in the body of the letter. Find out when the
writer uses the present tense, and the past tense.
Paragraph 1:......cccooooiiiinieeee e
Paragraph 2: ..o e
Paragraph 3: ..o e
Paragraph 4: ...
Paragfaph Sttt s
Paragraph O: ...

Writing Instructions
1. Writing Plan
A letter of personal information is an informal letter written to a
friend, a relative or someone you know. Below is a general plan of an

informal letter.
Greeting: Using an informal greeting

Opening paragraph: — Opening the letter
(One paragraph only) — Telling why you are writing
Main part: — Developing the ideas
(Two or more paragraphs) | (Saying what exactly you want to tell the reader)
Closing paragraph: — State anything you want to emphasize
(One paragraph only) —Give closing message




Unit 1 Giving Personal Information §

2. Useful words and expressions:

Greeting:

Phrases for opening paragraph:

Phrases for closing paragraph:

Complimentary close:

3. Layout of informal letters

Dear Tom,
Dear Mum,
Hello Rose!
Hi Mary!

I hope you are fine.

It was nice to hear from you.
Thanks for your letter.

How are you?

How are you doing?

How’s everything with you?

What have you been up to?

Sorry I haven’t written for so long.

Well, that’s all for now.

Write soon.

Waiting for your letter.
I'mlooking forward to hearing from you.
Looking forward to hearing from you.

Yours,

Love,

Best regards,
Best wishes,
Bye for now,
Take care,

In personal letters, the way in which we lay out our letters may

differ slightly from person to person, but normally we adopt the

following style.



6 Unit 1 Giving Personal Information

(1) 17 Perkin Street " (1)Heading
Richland WA 29:
USA
(@) April 22,2006 (2)Date
(3)DearTom, ~ (3Salutation

) I’m wntmg to:llustmte the layout of letters. ___,_______ (4)Body of the Letter

o (S)Yourssmcerely, (5)Complimentary close
(6)Jack Lee (6)Signature

 (T)Postscript

(1) Heading:
We begin the letter with the heading which refers to the sender’s

address. It is on the top right-hand corner. It begins with the name of the
unit, school, college, office, etc; the number of the residence or building
moving through street to city and country. It is just the opposite order to
the Chinese address. For Chinese addresses we write in Pinyin. It is often

written as follows:

& Block form
Room 201 Building 1 Room number/Building number
Pan Jia Po Road Road name/Street/Avenue name

Chaoyang District District
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Beijing, 100020 City/Province, Zip code
China Country

17 Perkin Street House number/Street name
Richland City name

WA 29365 State, Zip code (AmE)
USA Country

If the letter is handwritten each line of the address is indented slightly.

& Indented form
Room 201 Building 1 Room number/Building number
Pan Jia Po Road Road name/Street/Avenue name
Chaoyang District District
Beijing, 100020 City/Province, Postcode(BrE)
China : Country
17 Perkin Street House number/Street name
Richland City name
WA 29365 State, Zip code(AmE)
USA Country
(2) Date

The date follows the sender’s address. Leave a space of one or two
lines from the heading and then write the date. It can be written in the
following ways: -

February 25%, 2006 / February 25, 2006 Month-date-year Style (adding
a comma before the year)

25 February, 2006 / 25" February, 2006 Date-month-year Style
25/02/06 (BrE) Date-month-year Style

02/25/06 (AmE) ~ Month-date-year Style



