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This book is not only a good textbook of prac-
¢ical English writing for college students, it is also
a practical and technical guide to the writing of
English for people who are going to English-speaking
<countries to study or work, and for those at home
dealing with foreign affairs.
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CHAPTER ONE

LETTER-WRITING

1. Letter-writing as a Social Asset

The ability of letter-writing as a social as well
‘as a personal asset,can add in every way, and in very
.great measure, tothe enjoyment of life, Letters can
bridge any distance, bring friends into closer inti-
macy and understanding, enrich social relationships,
increase personal popularity, win affection, inspire
love, and provide a most satisfying means of self-
-expression. As the old saying goes, “To have a friend,
you must be a friend.” [t’s equally true that to re-
ceive interesting letters,you must write interesting let-
ters. The letter you write is your personal representa-
tive. It goes to your hostess to thank her for entertaining
vou, conveys your best wishes, and congratulations,
or condolences when you are not able to do so in person.

2. Personality in Letter-writing

1) Be natural—Make your letter sound the way
you do,

A letter is a visit on paper. Talking is an expres-

sion of thoughts and ideas in spoken words while

writing should be those same words on paper.

1




The letter you write is part of you, an expression
of your personality. So the first and most important
rule is: “Be yourself ,” The whole secret is to write
in an easy, natural way,without self-consciousness—
like one friendly human being talking to another.
Make your letters sound as much as possible like
your conversation. Then they take on your persona-
lity. There’s no reason why you should write to
your friends differently from the way you speak to
them, except, of course, in strictly formal com-
munication, To talk one way and write another is
an affectation that betrays itself in the forced
and insincere language of your letters. So don’t grope
for flowery or literary words that just make you
sound affected.

’ Compare the following two paragraphs. Which
one do you like bettery 1 mean which one has the
freshness and charm of the writer’s personality that
are lacking in the other.

A. Thanks for a most delightful evening. The
dinner was superb and we enjoyed it very much,
We look forward to reciprocating in the near
future.

B. We had a lot of fun at your house last
night. The dinner was delicious, Jim is still

2




raving about that luscious dessert.
Thanks a million for a really wonderful
evaning. [t will be our turn next—soon,l hope.

2> Keep your language simple — Short words
are the best,

One of the most important factors in producing.
interesting letters is the use of simple, understand-
able language. Plain familiar words, short rugged
words, and the simple homespun words of everyday
speech are usually more vivid and expressive than
the bookish important-sounding words. Remember
that the finest English in the world is simple Eng-
lish. For instance, the Bible. Other examples:

do is a better word than accomplish,

write is a better word than Torrespond,

often is a better word than frequently,

find is a better word than locate,

go is a better word than attend,

please is better than will you be good
enough to,

now is better than at the present time,

since is better than in as much as,

~about is better than in regard to,

Writing simply does not mean writing without
style. Your simple words should have meaning, sub-
stance and life. They should be colorful and expres-

3




3sive——words that have force and vigor—words that
-3say something, Use lots of verbs, for verbs are busy

little motors that give movement and action to your
writing. A simple sentence in which somebody does
something, or goes somewhere, is more forceful and
effective than a long involved sentence with a iot
of adverbs, participles, and infinitives. So keep

your verbs short, rugged and expressive! Make them

say what you want to say crisply and to the point.

Verbs like come, go, run, walk, do, fly, jump,

send, meet, buy, cry, break, give force and aciion
to your sentences. Try to avoid long, rambling sen-
tences and long involved paragraphs. A letter com-
posed of short sentences and short paragraphs is not
only more inviting to the eye, but reads more easily
-and delivers your message or idea with greater speed.

Compare the following:

A. Married to a former war correspondent who
is now writing fiction, she is living with him
and his family in New York and studying
voice and dancing—prior to going to Holly-
‘'wood in the spring for 4 screen test.

B. She is married to a former war correspondent
who is now writing fiction. They are currently
living with his family in New York. She is
studying voice and dancing, and will go to




Hollywood in the spring for a screen test.

Now let’s see how the following letter 1 and
letter 2 could have their unnecessary words omitted:
arnd be rewritten with simple words and phrases.

Letter 1
Dear Sir:

On January 6 1 purchased a kit from your
establishment Model 316-B. Subsequently it came
to my attention that several of the components
were in absentia: the wing-nut boits, the six brass
screws and the lock wedge.The components ars
insignificant in monetary value, but without
them I cannot implement the directions and
conclude the project. I trust that you will
cooperate to the fullest extent possible by sending
‘these components at the earliest practicable date..

Yours sincerely,
George Widgen
Letter 1 rewritten:
Dear Sir:

On January 6 I bought a kit from your
firm: Mode! 316-B. When I opened it I discovered
that three parts were missing: the wing-nut bolt,
the six brass screws, and the lockwedge. Without
these parts I cannot complete the kit. Please send
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