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Comments by English Society of Maria College
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We've seen “How bad is bad?” of the original letter from a local University.
Now we come to appreciate “How good is good?” of a rewritten one by our reader.
D¢ Ch['.l‘h'r'.

Rewrite-analysis by Dr Chow
Indeed, Dr Chow is so kind as to share with us the principles
he applied in the rewrite of the letter.He pointed out that a good reply
to a complaint should incorporate the following elements: L-S-C-P-A.
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Dear SirfMadam,

e 34 s o . * (1) Listen - expressing interest in listening, (2) Share - showing
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SINFEIEIRER R FET - S8ED - #s® We certainly understand the frustration Mr. X has when Prragraph 2: action.

This coherent paragraph lets readers see through the interrelationship of
details and sentences to the purpose of the paragraph. (Essentials of English
- By Vincent F. Hopper, Cedric Gale, Ronald C. Forte, 1990, p.153. Barron’s
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Comments by Dr Chin
Dr Chin, another reader, regards that Dr Chow's writing

he felt he had received unfair course grades. What he could
have done was to raise such query to the tutor or to the Univer-
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sity so that prompt investigation can be made. Our Student
Handbook contains clear appeal procedures for students on
query of course grades. | enclosed an extract of the relevant
clauses for your information.

Had he followed the appeal procedures in the Student
Handbook, he could have taken another examination, or he
would have obtained a satisfactory resolution to his case by
NOW.

The University encourages open dialogue with students.
We also have fair procedures to deal with students” complaints.

Please encourage vour client to talk to us. Should you have any
further queries on the subject, please give us a call at 1234-
5678. We would be very pleased to help.

This rewrite is only one of the alternate responses, and Dr Chow,
the writer, humbly says it is too good to be a model.

Educational Senies, Inc.)

Paragraph 3:
A single-sentence paragraph can be used to achieve an easy transition from
a preceding to a subsequent paragraph. (Pocket Guide to Punctuation - By
Merriam-Webster, 1995, p.286.)

Paragraph 4:
Usually a short'simple sentence in the last position will give rise to a force-
ful ending to wrap up the whole passage. but too many single ones gathering
closely will have an adverse effect. Yet, just with such a softening tone the
writer achieves his objective to ease down the nsing tension between the
two parties. Look at the two separate concluding sentences:

(a) “We would be very pleased to help.”- Rewritten by Dr Chow.

(b) “Any legal proceedings ... will be strenuously resisted.”- Written

by the University.
Conclusion:

The sentences of this rewritten letter are noted and admired; the
writing is unobtrusive so that its sense can be immediately apprehended and
the reader is never distracted from it. (Grammar & Style - By Michael
Dummett, Wykeham Professor of Logic, University of Oxford. 1993, p.62.)

could show us how a decent official letter looks like: be short, be
simple and be human(Sidney Greenbaum & Janet Whitcut (ed.),
1987, The Compilete Plain Words, London: Penguin, p22). As the
philosopher Ludwig Wittgenstein says,"It is very difficult to express

things clearty.” Unclear writing covered with pretentious complexity,
as the onginal “University letter” shows, demonstrates not only poor
grammar but also a mind poisoned by power: | am right because |
= am in the position to say so. Once you have this in mind, no gram-

mar can help.
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