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NOTES AND LETTERS

Notes and letters are very common means of passing your messages to other people when you
cannot talk to them in person. Usually, notes are short and not to be mailed; they are left at home, at
the office or with a neighbor or friend for people to read. Letters, on the other hand, are usually
longer and to be delivered by mail. Although both notes and letters are in written form, the writing
formats and the language used are quite different.

NO']‘ES : : = : “‘”W " R “"%,"‘ i "—"

' When we write a note to a friend, we do not have to write our address, nor, in many
cases, the date because notes are usually meant to be read on the day of their writing. But if you are
not sure when your friend will see the note, the date is needed. We usually write the date on the upper
right-hand corner of the paper, but some people prefer the left-hand corner. To write the note, we
begin simply with the person’s first name (sometimes with “dear” before it), and close with our own
first name, not having to write “sincerely”” as we usually do in a letter. But if the note is written to a
professor or a colleague whom you are not very familiar with, you write the person’s family name

with a title such as “Mr.” or “Professor” before it, and sign with your full name.

" In notes to friends or families, we tend to write in an informal tone, so informal
expressions and incomplete sentences are common. But sometimes we need to write notes to people
who are not our close friends; in that case, we write complete sentences and use more formal
expressions to show our politeness for that person.



Section One : Notes and Letters

Sample 1 Alice leaves a note in her country cottage to her friend, Bonnie, who is
. going to stay there for a while.

Dear Bonnie,

There’s a lot of food in the : fridge and drinks, too. Key to the back door on the dressing table.
Hot water from immersion heater. If you want fresh milk and eqgs, see Rosa next door. ‘

Happy stay “

Afice |

Sample 2 Both Mark and Sheila work in a library. Mark is explaining a problem
' about a book in his note to Sheila. The note is left on the library desk,
on top of the book in question.

Sheila,

Found this book on the top sﬁef Pages 5 to 10 are missing. Have ordered another copy again —
}{ should be here in one week. ‘

Mark

Sample 3 A manager leaves a note to his new secretary.
B

ii Miss Smith,

Please type this letter (two copies), and place them on my table. I will need them tomorrow
morning at ten o’clock.

Tom Jackson
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Sample 4 Jessica's mother called but she was not in, and her friend took the
; message for her.

Jessie,

\‘ Your mom called. Your uncle is coming this weekend. He wants to see you. |

Betty

| .1t In personal letters, the way in which we lay out our letters may differ slightly from
person to person, but normally we adopt the following style.

Heading
[ Greeting
Body
H Closing H
Signature

Heading: - We begin the letter with the heading that appears on the top right-hand corner. The
heading includes the return address and date, which is written as the following:

310 Madison Avenue House-number/Building-number and Street-name
Suite 201 Room-number/Apartment-number

New York, NY* 10020 City, State, Zip Code

U.S.A. Country

June 25, 2003 Date

218 N. Wood Street House-number and Street-name

Santa Barbara, CA 93106 City, State, Zip Code

July 15, 2001 Date



~ Section One = Notes and Letters

* NY is the abbreviation of the state New York. Americans use the 2-letter abbreviations designated

by the Postal Service in their addresses.

3 Lincoln Court,
Pitt Road,
London W19 8BN
29 May 2000

For Chinese addresses we write in pinyin:

57 Xuanwumen Xijie
Beijing 100803
China

June 25, 2004

7-2-52 Qijiayuan
Diplomatic Quarters
Beijing 100004
June 25, 2004

Jingguang Center, Suite 2801
Hujialou, Chaoyang District
Beijing 100020

PRC

June 25, 2004

House-number

Street-name

City, Postcode (BrE = Zip Code)
Date

House-number and Street-name
City, (Province), Zip Code
Country

Date

Building-Entrance-Apartment and Street-name
Area-name/District-name

City, (Province), Zip Code

Date

Building-name and Room-number
Street-name and District-name
City, (Province), Zip Code
Country

Date

We usually write the date in one of these ways:

March 21, 2004

21 March 2004

11/20/04
20/11/04

Greeting: After writing the heading, we skip one line and write the greeting or salutation “Dear...’

on the left part of the page.

Dear Mary,
Dear Aunt Joy,
Dear Dr. Johnson,

Month-day-year Style (adding a comma before the
year)

Day-month-year Style

(esp. BrE)

1]

(first name)

(family name)
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Body: We skip one line after greeting and begin the body of the letter. Some people write the first line
under the receiver’s name or title (if there is any); others indent about three typewritten spaces.

Dear Mary, Dear Mary,

I’'m writing to say... I’'m writing to say...

Closing: Closing is the end of the letter, which is placed on the bottom right-hand corner of the
letter.

Sincerely yours,
Truly yours,
With love,

Signature: Signature is placed directly below closing.

IWNETETETH In aletter we write complete sentences, though incomplete sentences may appear at
times, especially in letters to family members or close friends.

Sample 3.

186 Mill Street | Heading
Athens, OH 45701 |
February 25, 2003 i‘

Dear Pamela, ‘r_ Greeting

| I was very happy to receive your letter. I'm glad that you are enjoying the
Florida sunshine. Meanwhile, we received nine inches of snow in the past two
days. Jack and I made a snowman in the backyard. |
I like school this year, especially Asia Cultures and 20th Century Drama. I \_ Body
. work in the school library 6 hours each week. And — you’ll be surprised — I'm |
| appointed Treasurer of the Student Council. ‘;
How do you like Miami? How often do you get to Miami Beach? Are the ”
beaches and the hotels as beautiful as the pictures we saw? Be sure to give your ‘,
family my best regards. "
This will be all for now. I must finish my English composition. I hope to i‘
hear from you soon. w

Yours ever, . Closing
Nancy __ Signature
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Section One Notes and Letters

\N obes: 1. The punctuation rules in writing an English letter are, in some cases,
e rather different from those of Chinese letters.

A WD M a. Place a comma between the city and the state/province.
0 ¥ Athens, OH

b. Place a comma before the year when the date is written as follows:
February 25, 2002

c. Place a comma after the greeting.
Dear Pamela,

d. Place a comma after the closing.
Yours truly,

Capitalize each word in the greeting, and the first word in the closing.
Dear Pamela,

Dear Aunt Rose,

Yours truly,

There are some differences in punctuation rules between British style and American style. For
example, the British tend to use a comma after each line of the address while the Americans do
not.

Exclusive Card Co., 2334 Greenwood Road

17 New Broompark, Los Angeles, CA 34444

Edinburgh EH5 1RS

The styles of letters may change from time to time. For instance, British writers used to punctuate
the address like:

London,
W.19 8BN.
But now they often write:

London W19 8BN

What have been mentioned in the introduction are the general rules, and in fact in writing personal
notes and letters people tend to be casual rather than strictly follow the standard. For example,
many people would lay out their letters in the block form, in which every part — heading, greeting,
body, closing and signature — begins from the left side of the page as in business letters.



