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PART 1

WRITING WHEN MAKING APPLICATIONS

1. LAYOUT AND CONVENTIONS OF LETTER WRITING

Conventions of letter writing, like fashion, may change over the years. But there are some
that can be regarded as rules~—they are unlikely to change, if ever, for a very long time. Below
are examples of how people usually set out their letters in English. Read them with the {ollowing
questions in mind:

a) What are the major components of an English letter? How are they normally laid out?

b) How does business correspondence differ from personal letters, in layout and in language?

¢) Do you find any differences between Chinese and English in letter writing conventions?



Sample Reading

Sample Letter 1-—An informal personal letter

12 Overdale Road
London SW7, QZ5
May 14th

Dear Ulrich and Berthe,

I thought I’ d drop you a line to confirm the arrangements for my trip over to
Germany—I must say, I'm really looking forward to it.

I should be leaving Heathrow Airport at 10 in the morning of the 27th. The flight gets
in at half past eleven or thereabouts. Could you meet me at the airport? I’d like to stay
with you for three days, and then, on the 31st of May, I’ m going across the border to
Koge in Denmark to see another old friend for a couple of days. 1’1l be back with you on
about the 3rd of June and then we can go off on our travel through southern Germany. |
must be back in England on the 18th of June.

I hope these arrangements are OK with you. Till then.

Yours,
Derek

(From Jolly, D. p.31)

Sample Letter 2—A formal business letter

Thompson Trade Co., Ltd
12/F Kim Wo Plaza
Causeway Bay

Hong Kong

6 October 2001

Howells & Sons Ltd.
46 Park Place
L.ondon, SWIL3Z
UK

Dear Sirs,

We are a large chain of retailers and are looking for a manufacturer who could sup-
ply us with a wide range of refrigerators. Please could you send us details of the refrigerators
you advertised in Business Review (No.3 2001)?

Thank you.

Yours faithfully,

Martin Lee
(Sales Manager)




Sample Letter 3—A business letter with headed stationery

THOMPSON TRADE CO., LTD.
12/F Kim Wo Plaza Causeway Bay Hong Kong
Tel: 0852 — 25467867
Fax: 085225675869

Your Ref. ;
Qur Ref.: SW/DJ

Mr. David Lamb
Global Trade Co., Ltd.
Vulcan Walk

Torquay, TQ6 4JT
UK

4 October 2001

Private and confidential

Dear Mr. Lamb,

Re: Non-payment of inveice 345/14

I am sotry to see that despite several reminders you have not yet paid the above-mentioned
invoice. Unless, therefore, the account is cleared within 4 days of the above date, I shall

have no alternative but to place the matter in the hands of our solicitors.

Yours sincerely,

Mary Brown
p.p. D. Sampson

Finance Manager

c.c. Messrs. Poole & Jackson Ltd. Solicitors.




Notes & Analysis

1) The schematic structure of an English letter
As can be seen from the sample letters presented above, there are variations in laying out a

letter in English, in blocked form or in indented form. The following illustrates a traditional

layout:
| HEADING |
INSIDE
ADDRESS
SALUTATION |

BODY OF THE LETTER

| COMPLIMENTARY CLOSING |

| SIGNATURE |

Most business correspondence now, however, justifies everything on the left, without any
indentations, and the change of paragraphs is shown by a line gap. (This includes the complimen-

tary closing and signature. ) The date is often put below the inside address, like this:



| G ]

INSIDE
ADDRESS

| DATE |

| SALUTATION |

PARAGRAPH 1

PARAGRAPH 2

PARAGRAPH 3

COMPLIMENTARY
CLOSING

| SIGNATURE |

(Compare the English conventions with the format of a Chinese letter)

2) Mechanics of laying out a letter

a) Heading

Include your full address if you are writing a business letter, though it is possible for you to
write your address in simplified form for personal letters. (Compare the way you write your ad-
dress in a Chinese letter)

b} Date

The date can be written in a number of acceptable ways: 3 September 2001, 3 Sept. 2001;
September 3 2001, 3/09/01. . .etc. In business letters, however, the date is usually NOT abbre-
viated. So write “3 September 2001” instead of “3 Sept 2001” or “3/09/01”. Writing dates in
numbers can be confusing, as the British usually put the day first, followed by the month and the
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