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[0 O There is a Chinese proverb that says: "a workman must first sharpen his tools if he wants to do his work well.
"As English majors,or just lovers of the English language, we should know how to put the skills we learn into
practice. The purpose of this book, Practical English Writing, is to teach us how to use the English we have learned
in the proper contextso that we can communicate effectively.[J [0 "Practical English" is not a special English
vocabulary. It is a straightforward English used in everyday work situations. Practical writing communicates specific
and factual information to a defined audience for a defined purpose. The information is useful in nature,and this is
what makes practical writing differ from writing fiction,for example.[J O Practical writing is based on the principle
that writing is a purposeful process involving discovery, precision in thought and language, and sensitivity to the
audience. It emphasizes how writers think, explains how writing affects promising writers, and offers clear guidance
in the writing process.[] [1 Found in any form of written communication, practical writing varies from language to
language. But they all have one thing in common: form and content. So far as practical English writing is
concerned, Chinese learners of English should keep in mind that practical English writing is somewhat different
from practical Chinese writing.
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[0 O Notes on Writing O O Your letter should be brief(] You should avoid unnecessary explanations or asking
the same questions in two different ways(] (I [ Your writing should be specificC] Some companies have hundreds
of brochures dewing with their products and services[] A vague request for information may not net you what you
need Ifyou do not know what other information might be alJ variable or useful] you Can add "I would
appreciate any other information you think might be helpful "0 [0 Reread your letter to see if your que~~ions
are easy to answer[d Most people sitting at information-supplying desks have too much mail and t00 little timed [
[0 Use a subject line to quickly orient your reader "Subject(] cel lular phone service";"Re[] airbag safety
information] "For simple or businesslike requestsC] no salutation is necessary[] the subject line cRn stand Hone[]
(0 O W1len you have several requestsC] number them and place each one on a separate line from most to least
important SO that the recipient Call tick off each item as it is responded tol] [J [J Be precise about the information
you want[J such as mailing instructions for the return of a hard drive[J The more precise requests you makel] the
more helpful is the information you receiveld [J [J Do not be apologetic unless your request is time[]

consuming or difficult to supplyl] Avoid phrase like"l hope this is not too much trouble"and"Im sorry to
inconvenience youll "
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