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前   言

《英语写作———信函·申请·证件》( E nglish Writing - Let-

ter s , Application s and Certificates)与《英语写作———谴词·造句

·组段》( English Writing - Words , Sentences and Paragraphs)和

《英语写作———段落·短文》( English Writing - F rom Paragraph

to E ssay)为系列英语写作教程。本书不仅可作高校英语应用文

写作教材 ,还可为从事外事、外贸、外企的工作人员及其他涉外人

员和英语学习者提供切实的帮助。可谓一册在手 ,方便实用。

编写本书 ,旨在适应中国社会主义市场经济下广大英语学习

者学习与工作、谋职与深造等不同场合对英语应用文写作的新需

求。在中国加入 WTO 后 ,这种需求将越来越大。因此 ,本书特精

选了目前英语应用文中使用最为广泛和频繁的几种主要类型 ,如

业务书信、社交信函、电子函件、电话传真通讯、留学申请及请柬、

证件等 ,对其分别进行介绍。从写作方法、语言特点、标准格式等

方面逐一详细说明 ,并提供了各类文章的样本及写作练习。理论

技巧阐述简明扼要、易于把握 ;范例典型、新颖 ,能够代表不同层次

不同领域的现行应用文模式 ;练习形式多样 ,数量和难度适中 ,可

操作性强。

本书由余宝珠教授任主编。编写工作按参编人员的姓氏笔画

排列分工如下 :

王  锋  第三、四、八、九、十章 ;

田德新  第一、二、七章 ;
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余宝珠  第五、六章。

在编写过程中 ,西北工业大学出版社和西安外国语学院英语

系的众多同仁给予了极大的鼓励和支持 ,在此谨表感谢。同时对

所参阅的大量国内外书籍的作者致以深切的谢意。

限于水平及其他客观原因 ,本书难免有疏漏之处 ,敬请各位英

语界前辈、同行和读者不吝赐教 ,予以指正。

编著者

1999 年 10 月
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Chapter One

Introduction to Letter Writ ing

What Is Letter Writing

As an impor tant means of communication , lette r writing is

the expression of ideas and thoughts in writt en form . Everyone

has the need to communicate either orally or on paper . A let ter is

a visit on paper , which is usually the fir st and foremost step for

successfu l communication . Just as an executive stat es ,“ If the i-

deas are not presen ted well on paper , the chances are that the

writer will never get a chance to present them orally .”This is

especially true in the present world where in terviews might take

place only af ter effective lette rs of in troduction or application are

received . T herefore, letter writing still remains a surviving s kill

whose roles cannot be easily replaced by telephone or telegram ,

fax or telex .

In fact , lett er writing is still playing an impor tan t par t in

personal affairs , the social life and business transactions . In per-

sonal affairs , you write home and expect family letter s to bridge

any distance . You receive and answer let ters from and of friends ,

relatives and teachers to en sure closer intimacy and fur ther un-

derstanding . Wha t’s more , you write love lette rs to win affec-
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tion and inspire love . In the social life, there are more occasions

on which lette rs a re writ ten . For example, lette rs of application

and recommendation are written to hunt for jobs or university

seats . For another example , letter s of thank s , congratulations

and condolences are writ ten to s how gratitude, pleas ure and

sympathy respectively . For still another example, bo th formal

and informal invitations and announcements are made for various

reasons on differen t social occasions . In business transactions ,

let ter writing is perhaps of the most impor tance . On the one

hand , a very large amount of the business of the present world is

still conducted by means of correspondence . On the other hand ,

let ters a re regarded as the most au thoritative and t rustwor thy

written documents of reference . In a sense, a business let ter ini-

tiates or tran sacts business . I t is writ ten to establis h business re-

lation s , to make inquiries or orders , and to as k for credit st and-

ing or raise claims , etc .

T herefore, it can be safely said that in the present world of

high-t ech and global communication , letter writing is still an es-

sen tial s kill to master for not only English major students at

school but also English learners in the society as well . To obtain

this essential s kill and bring the functions of lett er writing into

full play , you may sta rt by familiarizing yourselves with the

types , forms and par ts of English let ters .

Types of English Letters

English let ters may be classified into differen t types accord-

ing to differen t crit eria . Generally speaking , English lett ers are

divided in to personal corres pondence and bu siness correspon-
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dence . T he former is made up of lette rs you write to your

families and relatives , friends and lover s , and teachers and sen-

iors . T he latte r refers to letter s in-between companies , and be-

tween companies and individuals , u sually concerning big or small

business affairs or significan t social matte rs . F rom the poin t of

view of uses or functions , Englis h lette rs can be fur ther catego-

rized in to per sonal correspondence , social correspondence and

business correspondence, which will be dealt with in detail in the

present tex t-book . As far as the style is concerned , most person-

al correspondence and some social correspondence are often infor-

mal while some other social correspondence and most business

correspondence are us ually formal . T hus , English let ters may be

grouped in to either t wo types: personal and business or formal

and informal or three types: personal , social and business ,

according to the three differen t crite ria .

Forms of English Letters

In general , English lette rs take three forms : the blocked

form , the indented form and the modified form .

T he blocked form includes the full-blocked form and the

modified blocked form . The former has all the letter’s elements

flus h again st the left-hand margin , and the fir st line of each par-

agraph is not indented . The latter is the same as the former with

three exceptions : the heading , the complimentary close and the

signature are placed on the righ t side of the page .
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  Example One

T he full-b locked form:

Depart ment of English

Xi’an Foreign Language U niversity

Xi’an , Shaanxi 710061

China

10 February , 1998

M r . Ronald Purvis

Depart ment of Education

Michigan State University

East Lansing , MI 48824

USA

Your s sincerely ,

( Signature)

⋯

T he indented form has each line in the heading and the

inside address indented 2 to 3 let ters . Besides , the beginning of

each paragraph is indented 5 lett ers .
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  Example Two

T he indented form:

          Depar tment of English

 Xi’an Foreign Language U niversity  

  Xi’an , Shaanxi 710061

   China

   10 February , 1998

 M r . Ronald Purvis

  Depart ment of Education

   Michigan State U niversity

    East Lansing , M I 48824

     USA

  

  

               Yours sincerely ,

( Signature)

 

⋯

T he modified form is a combination of the modified blocked

form and the indented form . It takes the same for m as the former

in the heading and the inside address , the complimentary close

and the signature . And it is the same as the latte r in the body of

the letter .
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  Example Three

T he modified form:

          Depar tment of English
Xi’an Foreign Language U niversity
Xi’an , Shaanxi 710061
China

10 February , 1998

 M r . Ronald Purvis

 Depart ment of Education

 Michigan Sta te University

 East Lansing , MI 48824

 USA

  

  

                Yours sincerely ,

( Signature)

⋯

Parts of an English Letter

T he par ts that usually appear in an English lette r are 1) the

heading , 2) the inside address , 3 ) the saluta tion , 4 ) the body ,

5) the complimentary close, 6) the signature, 7 ) the enclosure,

and 8) the postscrip t .

T he heading is the section that tells the address of the write r

and the date . The inside address is the section t elling to whom

the let ter is addressed . T he salu tation is your compliment ary

greeting , such as“Dear sir ,”or its equivalen t . T he body of the

let ter is the message you are sending , which has as many
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paragraphs as there are topics concerning the message . T he com-

plimentary close says“ good-bye”with phrases like“ Sincerely

yours ,”and“Your s tru ly”. T he signature includes the handwrit-

ten signature and the typed signature . The enclosure indicates

that the envelope contains additional mat erial , and the postscrip t

refers to your after thoughts .

  Example  

             1201 Linwood Avenue
 HEADING→ Peoria , Illinois 61650

February 16 , 1997

← Four S paces

 Wakey P roducts , Inc .

 1401 A Grand Avenue ← INSIDE ADDRESS      

 Det roit , Michigan 48239

← T wo S paces

Gentlemen : ←SALUTATION

← T wo S paces

BODY→

← T wo S paces

  

← T wo S paces

COMPLIMENTARY CLOSE→   Sincerely yours ,

← Four S paces

HANDWRITTEN SIGNATURE→

TYPED SIGNATURE→   Mun C . Tsang

← T wo S paces

 Enc . ←ENCLOSURE
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How to Write Good English Letters

H aving learned the types , forms and par ts of English let-

ter s , you may then want to t ry your hand at English letter s of

your own . But before anything else , you s hould again get famil-

iar with the general rules of English let ter writing and the

specific steps to be taken to write each par t . The general rules to

be observed here concern the physical appearance, the conten t

planning and the language style of English letter s . The specific

steps are the actual writing of each par ticu la r par t in an English

let ter and the ways to fold the letter . Last , but not the least ,

you should also k now how to address the envelope .

General Rules of English Letter Writing

(1 ) The Physical Appearance

Although the cont en t of a let ter is of first impor tance, at-

t ractive appearance is also necessary if the letter is to be effec-

tive . Good appearance requires that margins and overall layout of

the letter on the page should be pleasing to the eye . T he s pacing

and the arrangement of the par ts should agree with the accept ed

conventions of good taste . And the whole lett er must be nea t .

A tt ractive appearance calls for a margin of about 1-inch

(2 .5 cm) on all sides of a lette r . Margin s will have to be in-

creased all a round for let ter s that do not occupy a fu ll page . A

let ter mu st appear in the middle of the page and not on one side .

However , a very short lette r will have about 1/ 3 of the empty

space at the top and 2/ 3 at the bottom of the page .

A tt ractive appearance also calls for proper spacing in the
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let ter . Usually , each of the par ts of the letter is single-spaced .

Double-space or quadral-space is used bet ween the parts and be-

tween the paragraphs . T his means that the lines of the heading ,

inside address and each paragraph of the body are single-spaced .

T here is double spacing between the inside address and the salu-

tation , bet ween the salu tation and the opening paragraph , be-

tween paragraphs , between the last paragraph and the compli-

mentary close, and between the typed signature and the enclo-

s ure or postscrip t if either is included . Quadral spacing is used in

t wo places between the heading and the inside address , and be-

tween the compliment ary close and the typed signa ture ( See

Example on page 7 ) .

N ever theless , very s hor t letter s may be double-spaced

throughout . Long let ters tha t are more than one page long

should bear the name of the person or organization addressed ,

the page number , and the date at the top of the second and late r

pages .

  Example One

～2～

  Dr . Irvin B . Steadman         October 3 , 1997

(2 ) The Conten t Planning

Planning the conten t of a letter helps you to remember what

to write about . You can make a simple plan by ju st jot ting down

a few topics . The following question s will always help you to

choose the righ t topics . 1) Why are you writing ? 2 ) W hat facts

·9·



suppor t your reasons for writing ? 3 ) What would you like the

reader to do ?

By telling why you are writing the letter , you immediately

let the reader k now what is on your mind and provide him with a

signpost s howing him where to focus his at ten tion . Giving im-

port an t facts to support your reasons will impress the reader that

you are being thoughtfu l and reasonable . Describing wha t you’d

like the reader to do gives him something to act upon . You don’

t need to be too modest or beat about the bush . Otherwise , you

may either confuse the reader or fail to achieve the purpose of

writing the let ter .

If you are answering a letter , be sure to read it over again

before you star t writing . T he person you are writing to might

have asked you to do something in his letter . It is always annoy-

ing if you forget to answer his questions or fail to act upon some-

thing he int ended you to .

(3 ) The Language Style

Since a let ter is a visit on paper or a personal communica-

tion , you should keep the language in your lette r as in teresting

as that in a lively conversation . T he let ter you are writing is ac-

tually par t of you . If you want to give the correct impression of

your personality , you should , firs t of all , be yourself . T o do so ,

you may write in an easy and natural way by choosing plain , fa-

miliar words of everyday speech , writing simple , clear sen tences

and organizing shor t , meaningful paragraph s .

Plain homespun words of everyday speech are usually more

vivid and expressive than long , flowery expressions . Compare

the following pairs of word s and expressions:
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do—accomplish     always— at all times

write—correspond now—at the present time

give—furnish soon— the earliest possib le time

begin—commence because—due to the fact that

as—inasmuchas enclosed—enclosed herewith

I t is clear that the fir st word in each pair is more acceptable

in let ter writing because it is more often u sed and carries a clea-

rer meaning . However , this does not mean you may choose any

simple words at random . The simple words you choose s hould

have meaning , substance and life . Us ually action verbs are ex-

pressively forcefu l , which may bring movement and action to

your writing .

T he same rules apply to sentence writing in English lette rs .

Short sen tences of simple st ructure with rugged verb s or specific

noun s are more forceful and effective than long , involved ones

with abst ract or general modifiers . Moreover , let ters nowadays

are often dictated or writ ten rapidly and mailed in a haste . Long

sent ences are likely to become jumbled and misleading . There-

fore , simple and clear sen tences with variety are more desirable .

T his can be easily seen from the following three pairs of

sent ences .

1 . My brother’s wife has two children .

→ My sist er-in-law has a four-year-old son and a baby

daughter .

2 . We express our regret at being unable to fulfil your order

on this occasion with our customary promptness .
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