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CHAPTER ONE
$— =

The Structure of the Social Letter
iz ENERS

Social letters are different from business letters, They are usually
friendly letters written among friends and relatives, family members, or
communication concerning personal affairs and social functions. The
structure of this kind of social letters is also different from that of
the business letters.

MREBERMRZAZE» RN EE » HAEH TR o

Ine mechanical construction of the social letters is divided into
five parts. They are:

HEMES LA
The Heading {2 98
The Salutation F30F
The Body A
The Complimentary Close & E &R
The Signature %54

I. The Heading {258

The heading contains the addresser’s house number to be followed by
the street, city or country, if the mail is to be sent abroad, and then the date
should always be placed. The heading in the following is for the letter
to be sent to the United States.

{5 RREE AZ ikl » LIFT Rk Bt » 48880 17> 25> Bl 4 FMEMY

3



4 Applied English for International Trade

150 Lakeside Drive

Pacific Beach, California 92116
U.S.A.

January 20, 19—

If the letter is to be mailed locally, the name of the province or state and
the country can all be omitted. For example, a letter to be sent from Taipei
to Taichung does not have to contain Taiwan, Republic of China, in the
heading.

EAXAMZELE » FULBREREL

100 Chungcheng Road
Taichung
, January 24, 19—

The heading is intended for the receiver to communicate with the sender.

And remember that it should be written completely the same as the one on
the envelope.

[EEREIEZ 6 A& » Mt L ER 2, HERWAEEEH FEEE o
Il. The Salutation F&FF

The salutation is the greeting from the writer to the receiver of the
letter. It is used discretely because the salutation to use depends entirely on
the personal relationship between them. If you are writing to an elder or
a superior, you may use the following salutations:

BEEEPZMERE  HAEREEANKEAZHRENER -
DTHIPrE#®LE :

Dear Mr. Wang,
Dear Aunt,
Dear Mrs. Jones,

A



Applied English 5

If you are writing to your close friends or well-acquainted friends, you
may use the following saluation:

PUTRRBBREK :

Dear John,
My dear Ann,

It should be remembered that in the salutation ‘‘Dear” is capitalized only

when it is used as a first word: otherwise, it is in small letters.
“Dear " —F » RIEALHE  TAIRKE °
II. The Body A

The body contains the message you want to convey. Formerly, letter
writers were advised not to write about the writers’ themselves or their
activities and to be impersonal. But modern taste has changed it and you
can write just as you are talking to somebody.

AL hm BT EH o
IV. The Complimentary Close K E &2

Depending on the degree of intimacy in the relationship, the informal
social letter may close with the following:

xERER GRS UMGRNE - BHER ¢

Respectfully yours,
Yours gratefully,
Affectionately yours,
Devotedly yours,
Lovingly yours,
Fondly yours,




