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CHAPTER 1 INTRODUCTION

People write for many reasons. We write to convey
our thoughts and to express our feelings. We write to
communicate with others. We write to learn so we can
understand ourselves and understand the world in which
we live.

All the writing we do, whether in a classroom, at
home, on the train, at work, or even at a party, takes
place in a context. The context includes the place in
which we write, the time in history in which we live,
and the culture and society of which we are part. Each
of these influences the style and content of our writing.

All writing also has a purpose. The purpose can in-
volve completing a paper in order to pass a course or
writing personal notes to help us remember and learn
new information. It may involve tasks such as writing
letters to get into college, to apply for a job interview,
to acquire information, to voice one’s opinion, to com-
plain, to congratulate someone, to sympathize and so
on. We may also write just to keep in touch with both
important people and friends. Or writing can involve
such simple tasks as creating a shopping list or a
“things to do” list.
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Writing always involves an audience. Most of us
write differently when we know our writing will be read
by a teacher, a boss, a classmate, a friend, a lover, or
just for ourselves. We choose our words and express
our ideas in different ways depending on the audience
for whom we are writing.

Finally, our personal experiences influence our
writing by affecting our perceptions of the world. Each
of us has a unique way of presenting ideas.- No two peo-
ple see any event in exactly the same way, nor do they
write about the world in identical terms.

With this in mind, it is a good idea to ask yourself
a few questions each time you get ready to write:

Why am I writing this?

Who will read this?

What ideas do I want to communicate?

In this book we have provided you with samples of
different kinds of writing. These samples are based on
the culture of the United States and many of the occa-
sions, for which we have provided samples and practice
exercises, are particularly American. You will also no-
tice that the spelling and usage are American—although
there is not a great deal of difference between written

British and American English.
* 2 L]




In addition to samples of social and business writ-
ings, we have included academic and personal writing in
the form of essay and journal writing. The different
forms of essay writing, such as description, narration,
etc. » can be used when writing both business and social
letters.

Finally, we have included a section on e-mail writ-
ing which has rapidly become the most used form of
writing in the present days. E-mail is being used both in
business and social communication. It is replacing the
memo in many businesses and the. telephone in many
homes.

This book can be used as a reference for writing on
almost any occasion. It can also be used as a guide to
writing well and expressing yourself in English. Each
chapter has an introduction to the type of writing it will
present, as well as typical language used, samples, and
practice exercises.
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In the English-speaking world cards are very com-
monly used on various occasions. They are written for
different purposes, such as greetings, congratulations,
sympathy, invitations, thanks and gift-giving. Learners
of English will have to learn to choose and use

appropriate cards for special occasions and given
L




purposes.
2.1 Greeting Cards
2.1.1 Birthday Cards

When you write to celebrate someone’s birthday
and express good wishes, you send a birthday card.
You can buy a printed fill-in birthday card, or make one
of your own to show your particular considerations. It
is always nice to add a written message even on a ready-
made card with printed greetings. A personal message,
no matter how short it may be, brings with it special
meanings. If you really care about that person, always
include a personal note of congratulations on a birthday

card.
LANGUAGE NOTES

(1) Some commonly-used personal greetings:
~— Wishing you a wonderful birthday.
— Hope your birthday is a happy one.
— Best wishes today and always.

— Many, many happy returns of the day.



(2) Some more personal notes of congratulations:

— My love to you on your birthday.

— Thinking of you on your birthday.

— May all the happiness you are wished today
match the happiness of having you for a
daughter. Have a wonderful birthday}

— Thinking of you not just on your birthday but
every day of the year. .

Sample 1 A birthday note to an intimate friend

Dear Jane,

I know you hate to be reminded that you are a year
older today, but I just cannot let your birthday pass
without saying “Happy Birthday” to you!

Thinking of you on your birthday and just want you

to know how much I miss you.

Affectionately,
Bob

Sample 2 A birthday note to a former classmate
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Dear Lee,

Congratulations and best wishes on your birthday.
Feel like celebrating? Give me a call and let me take you

to dinner this weekend as a sort of birthday treat.
Allen
Sample 3 A birthday note to a sister

Dear Linlin: ‘

To everyone else in China, foday is Mid-Autumn
Festival. But to me, it is a much more special day than
that. It’s the birthday of my dear big sister — the sister
who helped Mother to bring me up and who always let
me light the candles on her birthday cake.

I wish you were still in Shanghai with me, dear sis,
so that 1 may help you celebrate as we always did. But
you are so far away in New York—so I’m sending this
card and a little gift, and of course, all my love for you.
I hope you have a wonderful birthday, and that you will
come back soon. It’s been too long since we last cele-
brated our birthdays together!
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