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Project Ⅲ
Writing for Practical Purposes

    Practical writing is designed to achieve a specific objective, which differs 

from other types of writing in that it is briefer and more concise. It has two 
basic functions: (1) to  inform, (2) to influence. Writing to inform is used to 
convey the vast information needed to complete the day-to-day operations 
or to explain instructions to the receiver, announce meeting and 
procedures. In addition to providing information, practical writing must also 
influence the reader’s attitudes and actions.



Project Ⅲ
Writing for Practical Purposes

　　 Generally speaking, letters are the most common form of practical 
writing, which is an important means of communication between people 
either for personal or for business purposes. Based on different 
communicational purposes, practical writing can be classified into social 
letters, office documents and employment letters. This project will mainly 
discuss some common types of practical writing according to their functions. 
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Learning FocusLearning Focus

 be familiar with different forms of five common 

social letters. 

understand the basic structure of social letters; 

understand the basic structure of social letters ; 

After learning this Unit, you will be able to: 



      Social letters refer to those which are written for a social 

purpose, such as letters of thanks, apologies, congratulations, 

acceptance or refusal of an invitation, and so on. In writing social 

letters, you need to take much care to conform to social rules, and 

you have to decide what appropriate form you use in your letter. 

The degree of formality determines what kind of language you use 

in the letter. The language you use when writing to your supervisor 

is quite different from the language you use when writing to a 

friend. Also the information you give should be complete and 

specific. 



Having a Clear Picture 



Letters of Thanks

               Module 1               Module 1



    A thank-you letter is written to express the sender’s gratitude 

and appreciation to the addressee for presents given, for services 

done and for kindness or bravery shown by the receivers. 

Compared with other kinds of letters, they are the easiest to write. 

A letter of thanks does not need to be very long but it must be 

enthusiastic and sincere, expressing your gratitude and 

appreciation to the addressee. You should explain why you write the 

thank-you letter, make suitable comments on what the addressee 

has done for you and express sincere thanks for his／ her 

hospitality, kindness and generosity. 



    Thank-you letters tend to be short and usually can be divided 
into the following three parts:
   (1) state clearly the purpose of writing the letter in the opening 
paragraph;
   (2) give positive comments on the services provided/action 
taken/performance made by the receiver;
   (3) reiterate the purpose of writing the letter and/or look 
forward to future co-operation.

1. Basic Writing Skills 



Sample 1
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2. Case Remarks 



Sample 2



Letters of Apology

               Module 2               Module 2



    Letters of apology are necessary when one wants to 

express his regrets for having made a mistake, having done 

something wrong or having caused a damage, trouble or 

inconvenience or having broken a promise, missing an 

appointment, failing to reply to a letter, or having found 

himself unable to satisfy the needs of others, etc. 



    It should be written as soon as possible to show respect 
toward the receiver. Such letters generally include apologetic 
expressions, explanations for the mistake or damage, and, if it is 
possible for the writer, offers to make up for the offence. Above 
all, they must be polite and sincere. The only aim is to make 
peace. Try not to let the feelings between you and your friend 
get hurt. A letter of apology may include the following parts: 
  (1) Express regret or apology;
  (2) Explain what has happened—the reason for your apology;
  (3) Express the wish to make up for the loss caused or to 
promise to remedy the faults;
  (4) Express the wish for gaining the addressee’s forgiveness.

1. Basic Writing Skills 



Sample 3 

2. Case Remarks 



Sample 4 



Letters of Invitation
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    Letters of invitations and replies are a very important 

kind of social letters. It is widely used in the business 

world, in foreign affairs activities, and in everyday life. It is 

usually brief and friendly and should be clear about 

everything: the reason for the invitation, the time, and the 

place. Invitations fall into two types: formal and informal.



    (1) Formal invitations and replies

　　Formal invitations are issued only for special occasions and important 
affairs or for some formal, elaborate social occasion like a church wedding, 
a ceremonial party, a banquet, an important reception or dance. They are 
usually printed on a beautiful card called “The invitation card” which should 
be sent out about ten days before the date set for the occasion.
　　A formal invitation has the following characteristics:
 It is written in the third person and the names of both the host and the 
guest are usually given in full and preceded by their titles. (If the person 
has only one given name, no initial is allowed; if the person has more than 
one name, at least one of them should be spelled out. And if there is no 
official, business or professional title, use “Mr.”, “Mrs.”, “Miss” or “Ms.” 
before the name.)
     The words and expressions used in the invitation are formal and in a 
set form, such as “request the pleasure/honor of your company at …” or, 
“request the pleasure/honor of the company of … at …”

1. Basic Writing Skills 



     The time given must include day of the week, date, and the hour.

 The reason for the invitation (i.e. on what occasion or in whose honor the 
entertainment is given) may be penned or typed at the top, in the middle 
or at the bottom of the card. 
     If the host requires a prompt answer of acceptance or regret, he may 
put such marks as “R. S. V. P.” or “Please reply” in the lower right or left 
hand corner of the card, together with the telephone number or address. 
When the host wishes a reply only in case of regrets, the wording “Regrets 
only” is used.
　(2) Informal invitations 
    Informal invitations are simply handwritten brief notes in the first 
person to acquaintances or friends for simple, informal social affairs like 
small dinners and luncheons. (Of course, informal invitations may also be 
made in person or by telephone.) They are similar to ordinary personal 
letters but a bit shorter. Nowadays, it is far more popular than formal one, 
even for important occasions.

1. Basic Writing Skills 



2. Case Remarks 

Sample 5 



Sample 6 



Letters of Congratulation
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    To write a message of congratulation is one of the best ways 
to express good will. There are many occasions in life when 
congratulations are used such as a friend’s getting promotion, a 
new appointment, an award of honor, graduation, an 
establishment of a business, success in an examination, an 
engagement or wedding, a marriage, and giving birth to a 
child, you send congratulation cards to share your pleasure and 
excitement with your friends. They can be either formal or 
informal, depending on the circumstances and the relationship 
between you and the person to whom you address. Formal 
letters of congratulations are brief and clear, while informal 
ones are longer. The most important and crucial thing is warm 
congratulation. Be sure to show feelings of joy in the happy 
event of the receiver. 
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