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Text A

The Art of Writins
LeGtters

Letters-writing is becoming a lost art—in fact the practice of writing
personal letters is diminishing to such an extent today that they threaten

/

to become extinct. Since daily events are
communicated by newspapers, radio,
television and e-mails with great accuracy
and dispatch, the circulation of general
news—which formed the chief reason for
letters in the stagecoach and sailing-
vessel days—has no part in the hurried
correspondence of the twenty-first century.
Yet people do write letters, and there are
still some who possess a gift for the fresh
turn of phrase that we see in old letters. It
may be, though, that in the past the
average writing was no better than the

average of today, for naturally, the unusually gifted letters are the ones
that have been preserved for us over the years.

Most people who wonder how they will ever fill a blank sheet of
paper find that the difficult part of a letter is the beginning. The instruction
of a professor of English—“Begin at the beginning of what you have to
say, go on until you have finished, and then stop”—is just about as much
help as was the instruction of the artist who proclaimed, “You simply take
a little of the right color paint and put it on the right spot.” Perhaps the

following suggestions will be more helpful.
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Even someone who loves the sight of your handwriting could hardly
be expected to enjoy a letter beginning, “I know | ought to have written
sooner, but | haven’t had anything to write about.” Or one saying, “I
suppose you think I've been very neglectful, but you know how | hate to
write letters.” Yet such sentences are written time and again by people who
are utterly unaware that they are really expressing an unfriendly thought.

It is easy enough to begin a letter in answer to one that has just
been received. You have fresh news to comment on and the impulse to
reply needs no prodding. Nothing can be simpler than to say, “We were
all so pleased to get your letter on Tuesday,” or “Your letter was so very
welcome.” Then you take up the various subjects in the letter, which
should certainly launch you upon topics of your own.

Remember to answer all of the writer’s specific questions. It is not
only unflattering to be given the impression that you read them hurriedly,
but often very upsetting if long-awaited information is not forthcoming.

Just as the beginning of a letter should give the reader an impression
of greeting, so should its ending express friendly or affectionate leave-
taking. Nothing can be worse than to flounder for an idea that will effect
your escape. “Well, | guess you’ve read enough of this,” and “You’re
probably bored by now, so I'd better close” are obvious phrases of
desperation. “The mountains were beautiful at sunset” is also bad closing
sentence because it means nothing personal to either of you. But if you
add, “They reminded me of when we were all in Colorado together,” you
have established a connection, and you can go on to finish, “How | wish
we were together again now.”

When you leave a good friend’s house you don’t have to invent a
special sentence in order to say good-bye. Leave-taking in a letter is the
same. In personal letters to friends or family it is not necessary to use
the standard forms of closing. One of the following is fine:

Will write again in a day or two.
Only have twenty minutes to get to work! So good- bye for now.
Counting the hours till next weekend!

ceeceecceeceeeeee

diminish [di'minif] v. B, BR, BK



accuracy ['zkjurasi] n. B# (F), ¥#

dispatch (despatch) [dis'pzt[] nfv. K%, JkiE

circulate ['sa:kjuleit] v. B3, #H, Kt

circulation [so:kjuleifon] n. #A, Wifs, #KidE

stagecoach ['steidzkout/] n. ByoE, EHAETE

vessel ['vesl]] n. M, 5B Bm

sailing-vessel A

correspondence  [koris'pondons] n. A, 4, M

possess [pa'zes] v. BA (A, BR%) ¥ (&%),
WA

though [8ou] ad. Y%, R, KT

preserve [pri'za:v] v. R, BB, R

wonder ['wando] v. REF, BE, FeH

proclaim [pro'kleim] v B, ¥, kx

neglectful [ni‘glektful] a. WAH, REQH, AR

utterly ['atali] ad. TAH, %HxtH, HEH

impulse [impals] n. Mah, —HEEX, X

prod [prod] v. 1REE, B, ER

launch [lo:ntf] v. Ki, B, K5, K

unflattering ['An‘fleetorin] a. FARGEH, HRE, FHAERY

forthcoming [f2:0'kamin)] a. KB ke, EFTHE

leave-taking [1i:v teikin] n. &%, 455

affectionate [o'fek[nit] a. BHREEWH, HTEHEHW

flounder ['flaunds] v. RBHKEEE

effect [i'fekt] v. FH, TR, TH

desperation [despa'reifon] n. ABZWE, Btér, %%

Phrases and Expressions

B4, B, Wi

in answer to (sth.)

7 the stagecoach and sailing-vessel days: I % k5 i 4% Bt 4% |
stagecoach & KW, WiEA "B L ", stage & “B3k", B & Bt
AXHABZREE REFPHE. %D WA, coach Z HE#y W4T %
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sailing vessel £ LA, T2 5 WA R B4 RAE 5 BIRF BAKAH KA,

. has no part in the hurried correspondence of the twenty-first century: £ —+—

HE R ERFLEARTEA.

part  “fEH". ‘HE" HERE, Flw.

I had but a small part in the event. 71X % F & R R NWIEA.

I have done my part and can do no more. % & & 2| & # 5 f£, HAEHFNE
Eee8, '

there are still some who possess a gift for the fresh turn of phrase that we see in
old letters. 1574 — ¥ A % T il 4K H 12 o % F R AF %, (BAAFE—#,
to possess a gift & 4 “HAEFRBREA ", turn of phrase: F #, REF
&, fresh H “WH#H HEE.

. Most people who wonder how they will ever fill a blank sheet of paper find that

the difficult part of a letter is the beginning. Xt % B & 4% w7 DEAE
5B AR L8, |

HAGA “HE", “HE WEE, XRELHE 5. filRT HE
XA X B, EAEE in, out fu up FH, .

Please fill in your name and address here. #{E# A fn it HE AKX E,

You should fill in all the blanks on the application form. #f 5 % 3 i#% # & & L
HENZ AR,

After Jack passed his driving test, he filled out an application for his driver’s license.
ARBEXROHE, AEERIBEFER.

If you require a passport, will you please fill up this form? WREREF R, &
HAEHER.,

Then you take up the various subjects in the letter, which should certainly launch
you upon topics of your own. #AJ5 , fREH R WK T HANMER, ZHF
EAE R E BRI HEA,

take up A A4 HA AR (Hb, W)" WER, i launch A MR
., BR" WEE.

Remember to answer all of the writer’s specific questions. It is not only unflattering
to be given the impression that you read them hurriedly, but often very upsetting
if long-awaited information is not forthcoming. 24, *tRf& A # Ak
MARE— &4, BN, FodxFABNAR. KEMHER, &Y
g ERNEY, ARERREAREGAEARE K, TEBRYT R
B LA E E R R, AR URE .



unflattering & flattering /i 5 4% un )& # ik 4 17 , flattering & “FE &K, “it
WE™, “MEBRE" FREXAX, 48 “WABRH", “SARMKE". ¥
B E BT %5 X X, A # B unflattering 2 flattering #]ﬁ)(ﬁ])(é’g)j
X, FBH “AHABRH", “SAXRE", K3l dFHh “FHEAEHK)
7

? . They reminded me of when we were all in Colorado together. ix 2 {# & [ {7, #&
BMN—REMZHEHAE T,
MHPHE, 2EMA, CTEEER, WKL RT LA, HHA®

(Denver),

X . you can go on to finish, “How I wish we were together agam now.” %'F—'E{’J"T
URXHERRIGE. "ERRNAELE—RE W,
goon EH W RAELREMN, K7 "REHTERGHE", WEFELR
RALEM, WRTHT “#THF—REHRHE". #Hlw.
He went on talking about his new house. ftt 4k £ 38 b By 31 B F W &=, (£ W
ZHMRR BB FFRMNFETFHE,)
He went on to talk about his new house. M3 EF R KT EFHE, (N
ZAATRRISHRAMER.)

Exercises of Text A 3

1. Choose the best answer for each of the following questions:
1. According to the text, letter-writing is becoming a lost art because

A. writing letters is time-consuming
B. few people write personal letters
C. it’s not easy to master the art of letter-writing
D. it’s not convenient to communicate by writing letters
2. According to the text, in the past the main reason for people to write letters was
to
A. circulate general news
B. make friends
C. do business
D. practice writing skills
3. From the text we can know that most people find it difficult to
A. write a letter
B. finish a letter
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C. answer a letter

D. start a letter
According to the text, what would be the result when people write in their letters
“I know I ought to have written sooner, but I haven’t had anything to write about™?

A. The letter must be an enjoyable one.

B. The letter must be a short and brief one.

C. The reader may forgive the writer.

D. The reader may not enjoy it.
What is the easy way to start in answer to a letter you have just received according
to the text?

A. To ask questions about the daily news.

B. To provide information of your own.

C. To show your pleasure on receiving the letter.

D. To apologize that you haven’t written back in time.
If you have answered all of the writer’s specific questions, he may feel that

A. you have paid much attention to his letter

B. you have not taken the letter seriously

C. his questions have upset you

D. he has not received the information he needs

. What impression should you give the reader when you end a letter according to

the text?
A. Impatience.
B. Desperation.
C. Friendly leave-taking.
D. Friendly Greeting.
The text has mainly discussed the art of writing
A. business letters
B. personal letters
C. invitation letters
D. public letters

11. Choose the definition from column B that matches the corresponding
word in column A:

ol -l e =

A B
diminish a. to give one’s opinion about
fresh b. tosetup
extinct c. showing one’s love or fondness for another
possess d. to reduce in size
proclaim e. tostart



6. impulse f. to announce
7. launch g. no longer exist
8. affectionate h. a sudden strong desire to do something
9. comment 1. toown
10. establish j- new

21.Fill in the blanks with the words given below. Change the forms where
necessary:
dispatch accuracy circulation  neglectful unaware
desperation  threaten personal remind standard
In T joined a physical exercise class.
The Daily News once had the highest of any daily in the country.
The fighting is to turn into a war.
Temporary staff have been employed to help with the of extra mail.
Most announcers on the BBC speak English.
Your hair and nose me of your sister.
The computer can predict changes with a surprising degree of
He was that the police were watching him. ;

9% N VTR B b e

She has her own secretary.

._.
e

My boss thinks I have been of my duties recently.

V. Translate the following senfences into Chinese:

1. Letters-writing is becoming a lost art.

2. People do write letters, and there are still some who possess a gift for the fresh
turn of phrase that we see in old letters.

3. Begin at the beginning of what you have to say, go on until you have finished,
and then stop.

4. Ttis easy enough to begin a letter in answer to one that has just been received.

5. Itis unflattering to be given the impression that you read them hurriedly.

V. Read aloud the first paragraph of the fext.

Vi. Writing
Write a personal letter based on the following information:
Situation: Your friend Lin Hua has moved to Xian. He used to live next door to
you. You had morning exercise together. You miss him now.
Task: Ask him whether he gets along well and whether he has made some friends.
Ask him whether he likes his work. Tell him something about yourself and
invite him to come back to spend the coming summer with you.



Monica: Hello, Nancy! Come to join us at last? | managed to persuade
Miss Kern that | was the best person to teach you all about our
filing system.

Nancy: | hope you are going to, because | don’t know anything about
filing at all.

Monica: Well, if you want me to be really technical, we have a central
filing system, which means that the filing for the whole company
is done in these rooms. We use lateral suspension files so that
we make the best use of our available space. As you see, our
filing cabinets reach from floor to ceiling. The less accessible
shelves are only used for dead files.

2 ° . . L)
Basic English Nancy: Dead files?

Monica: Well, that's what they are called. In this company, correspon-

for College dence which is more than a year old is transferred to the dead
Unit 1 : files, and weeding the files is a continuous process. In this way

we can get round to every file about once every six months.
Nancy: | see you have nearly a whole cabinet just for the As, it must
take you ages to find what you want.

- ~, Monica: If it did, it would be a bad filing system. The

' ‘ whole point of filing is to be able to find what
you want quickly and easily. If you look again,
you'll see the dividers that separate A-as
from A-bs, from A-cs, etc. and then we sub-
divide according to the third letters, the fourth
letters, and so on. For instance, Atkinson will
come before Attlee but after Athlone.

Nancy: What would you do if you had files for two
different Atkinsons?

Monica: Then we would file according to the initials of their first names.
But this is only one example. There are many more rules cover-
ing alphabetical filing, and it will take you quite a while to master
them all.

Nancy: What about these big, flat drawers?

>




Monica:

Nancy:
Monica:
Nancy:
Monica:

Nancy:
Monica:

Nancy:
Monica:
Nancy:
Monica:

Those are for horizontal files, where we keep plan, sketches,
photographs—in fact anything that is too large for the lateral
files or the vertical files, and that cannot be folded.

That'’s lateral and horizontal.

Yes, that’s the equipment used.

Are there other ways of classifying filing other than alphabetically?
Oh, yes. When you get to the accounts department, you'll see
that they store their documents in numerical order, but they
still need an alphabetical index with it.

Somebody’s just walked in with a big pile of documents.
That's Peter. He collects the documents for filing from all the
departments three times a day. We can get down to work now.
First we check to see that each document has been released
for filing.

How can we tell?

The documents are initialed for release.

After they’ve been checked, can | file them?

No. Before you do that you must sort them. Here, use this sorter,;
you'll find it saves a lot of time. I'll show you how it works.

cececcccceceee

file

lateral
suspension
cabinet
accessible
shelf
transfer
weed
divider
sub-divide

initial

[fail] v. -l A, R
no X (R), BiF
[leetoral] a. W, FHE, EEH
[sos'penfan] n &, %, BEY
[kabinit] n. A%, HE, HE
[ek'sesabl] a.  HERH, ZZHEwMM, TNERE
[Jelf] n.  MWE, #K
[treens'fa:] v. ®%, 8%, k%, #ik
[wi:d] v. B, FR RE
[di'vaido] n. [FEEH, ok, 28E
['sabdi'vaid] v. BRI, BRER
[imifal] n. HFE, (A%) (£%E) FL58
a. &AM, FHEHY, WAHEW
V.

FEREERLNETET, EE



