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A Letter of Inquiry
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Teaching
Goals

After Teaching this lesson, you will

1.learn about the format and contents of letters:

2.write the Inquiry completely and clearly;

J.make your writing more accurate;

4.know what a good letter of Inquiry is like

5.master Three Criteria of Inquiry Letters-To be
appropriate/concise/To get to the point




#When do you want to write letters of Inquiry?

< Inquiry on advice

< Inquiry on appointments

< Inquiry on meetings

< Inquiry on interviews

< Inquiry on personal assistance

< Inquiry on contributions

< Inquiry on donations




Inquiry on
advice

Llnquwy on

appointments

Inquiry on
meetings

When To

Write Letters

Inquiry on
L personal
assistance

Inquiry on

Of Inquiry

Inquiry on
interviews

contributions

Inquiry on
donations




P Address Letters of Inquiry to = Who is the
recipient (receiver) ?

@ teachers

@ professors

€ managers
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What should be included in a letter of Inquiry?

®» Dear ,

= >»Why are you writing the letter of Inquiry?

=» FHBody Arrangements-— [ F i EAE RO (REEZWHJL M) =>4
£+ H )R ]

What information do you want to request?

> List the questions you want to inquire?

» FEnding - [} PR DPRAEE])

= Yours faithfully

» k%




Purpose of writing the letter [S{FEE-REECRITRIEER BIRIEERIRE]

#H [Part 1HE] RENMHEEC WESAIEA), RIBEEINER.

1. I am writing to see if it is possible for you to provide me with information regarding /
concerning...

sREEENERLETA TREER —LXT...HNER.

2. I’d like to acquire all the information relative to...

sRBR/E .. MRHETHER.

3. I am writing to ask for more information about the English Contest.
sREERMAESRTHRIELRNHELR.

4. 1 am writing for more information about the day tour to London.
sREGENT THREZSHRRB—HIFEKER

5.1 am Li Hua, attracted by vyour online advertisement and I am keen to inquire more detailed
information concerning...

sLRFE, BARMIM LSRG, WAEXNEBTHRT.. . KEKEFEER.




Body Arrangements [EHRFBEE (RP51%E+ZinazNiEME) ]

# [Part 2X{x1 RPRBBQAIBN/INAR, RIEINEIFATERIBONCR, FTREHRT

TViRIg)

1. As for the money you charge, does it cover the entrance fees for visiting the places listed?
sZ2TIREN A, B2REEBESHFIRMITHIE%HE?

2. It seems unclear to me that (where/how...) ...

SEBRMUFAKRFBE.......

3. In addition, would you be so kind as to introduce the conditions of board and

accommodations to me?

& F5h, IREERBEAA— T RIF R ?

4. There are some pieces of information that I’d like to share with you.

o —8H B RABENIRI

5. I want to ask whether the guides will provide accommodation for us.

BB — T PR B NBAMNRMRIE




Ending [HifFEISHFREESD>RERBE]

H [ER] REFENRY, HFHEURRROE, ESILR.

4+ 1. You early reply will be highly appreciated.
REERHER, BB

+ 2. Could you be so kind as to send me some...on the above-mentioned aspects?

REER &F—L 5 Bl R B RS ?
4+ 3.1 am looking forward to your immediate response.
SRR B B[] 52
+ 4. By the way, do you need any other help? Please don’t hesitate to let me know.

JRAE R —F, EH/FEEMAFEEIG? EAERKR, FERGREA].

4+ 5. Thanks for your attention and looking forward to a favorable reply.

B EHIRE, B 1TFalER.




Useful words and expressions

@ appeal @ consider

@ advise € contemporary
@ advisable @ expertise

@ assistance & favor

@® audience @ furnish

@ feature
& fiction

@ generous




Writing help: Useful phrases

& additional information/time

€ expect a favorable response

@ appreciate any information

@ appreciate your cooperation

€ appreciate your help
@ by return mail

@ hope you are able to

@ if you can find time in your busy
schedule to

€ I’m writing to ask you

@ interested in receiving information

@ interested in learning more about

€ 1 would appreciate your assessment
of

@ look forward to hearing from you




Writing help: sentences

= @ 1. Thank you for your time and consideration.

= U U VRS IS 9] =5 RS 3 B 18] AL

=» @ 2.1 am wondering if you have the time to give us a little guidance.
= RABRIEIRRTH B ETE SR

= @ 3.1 have a favor to ask you, but I’'m too shy to ask.

= RBFRBME, BRAKGEEBFO.

™ @ 4. Please forward this letter to the appropriate person.

» FIEXBEEREETERA.

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv

= REEAT IR ER R TURIE R ?




writing
pattern

S

OV Vv

@
®

Writing Purpose:

Dear , TH)

Beginning --- Purpose of writing the letter [ 5155 E-1ifH H CHITHRIE B K-> {E B KRR ]
»Why are you writing the letter of Inquiry?

I’m (BEEANY). Having read ({8 2RJKE), 1 feel interested and want to
join (¥&3f)) .1 am writing to see if it is possible for you to provide me with some specific
information concerning (EBHPANBER .

Body Arrangements--- [ FH EAFE 9> GRHEZWRIJLIANHE) > BE4F25+L A X ]
What information do you want to request?

List the questions you want to inquire?

First of all, could you be kind enough to tell me (BRI B —)? Besides, I would also like to
know (& e —). In addition, I wonder (& R =). Also, it seems unclear
to me that (R AR )R] 232 Hi ) 1))

Ending - [HAFEIEHRNRGHDIREEE]

Thank you for your reading, and your prompt reply to this letter will be highly appreciated.
= Yours Sincerely / Faithfully/ Truly,




Work in groups of four. Each student read the article and others comment on
others’ article. Then choose the best one to present in the class. When you are
discussing, you can pay attention to the following hints.

Evaluation

Goal Have you made the purpose clear?

Frame structure Does the structure conform to the requirements?

Are the sentences concise and accurate? FHave you used the proper punctuation, words, sentences

Language and paragraphs to convey yourself?
| Main points Have you included all the points of view?
PR
Proper details Abre the details suitable:

Does the letter meet three Criteria of Inquiry Letters-To be appropriate/concise/To get to the point?

three Criteria of Inquiry
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EMNJOY A RELANXNING 5TUDY BREAK

IN BEAUTIFL L IT.ANCASTLER

LANGUALGE CENTRE AND COLLEGE OF ARTS
i UNIVERSITY OF LANCASTER -
Languages * English * French * Spanish , start dates?

Arts * Politics * Sociology * History _
3wk, owk and 12 wk courses o closs size?
*x & XK

= hours per week?

Reasonable fees —
e R e how much?

Accommodation service ~—

type of accommodation

ER: 1. HWEB0LS;
2. AEZIGINATT, CAMEATSCER
3. Z%&WJL: £f8——accommodation
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Para 2: Body
Arrangements

How Much To Pay For The Course

m
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>

How Long It Will Last

How Many Class Hours Per Week

T e e e S e e A e e Ty

Contents Of The
Consultation About

The Summer School
(RIFREERS )

e ————

When To Start Course

Contents Of The

Type Of Accomodation
Host Family

University Dormitory

Consultation About Para 2. BOdy

The Summer School Arrangements

(BEFRKEERS ) B

v wl
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#HAWriting Sample-1
Dear Sir / Madam,

@I am a student in China and I plan to go to Britain to attend a
summer school during the vacation. I’ve seen your ad, and [’d like to know
something more about your six-week English course. @First, when will the
course start and how many class hours are there per week? Besides, I wish
there would not be too many students in a class. I’d also like to know how
much I have to pay for the course and whether accommodation is included.
®More importantly, Would there be a host family or university dormitory?

I am looking forward to your early reply.

Yours faithfully
Li Hua



SFiE1 #Writing Sample-2
Dear Sir/Madam,

I am a student in China and I plan to go to Britain to attend a summer school
during the vacation. I am writing to see if it is possible for you to provide me with
information regarding your six-week English course. (; HH Z1] [7] i N 25)

To begin with(5| H Z ) ja] i) [5] &), could you be so kind as to tell me when the
course will start and how many class hours are there per week? Also, what about
the class size? I wish there wouldn’t be too many students in a class, in which case
students can get more attention. Additionally, I'd also like to know how much I have
to pay for the course and whether accommodation is included. Also, I wonder if
there would be any host families or university dormitories.

Thank you for your Kindness, and your prompt attention to this letter will be

highly appreciated.(%} 15 A\ & 1X )

Yours faithfully,
Li Hua




g1

# Writing Sample-3
Dear Sir/Madam,

@My name is Li Hua and I am a student from China. I saw your
advertisement on the Internet and I would like to attend the six-week English
course you offer during my summer vacation. I am writing to ask for more
information about it.

@First of all, I’d like to know when the classes will start and how many
students there will be in a class. what’s more, how many course hours per week
will there be? Additionally, how much is the course? Finally, what types of
accommodation will you provide? (@) Personally, I’d prefer a quiet room where I
can sleep alone. Is this possible?

I’m looking forward to hearing from you.

Yours sincerely,
Li Hua
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"’:u"‘iﬁ.lrﬁ'z schedule

1 Content 1:

activity arrangements

1 Content 2:

other special requests

{1 Content 3:

Para 2: Body About
Arrangements

--- Contents Of J Diet

Para 2: Body
Arrangements -
Contents Of

Consultation

About Visiting
SchoolGF5&EiE )

Consultation
About Visiting

SchoolGF=F&1)

Chinese Food
ﬁ American Food

Eating Habits

Whether Allergic To Food




IR =2 FWriting Sample
Dear Elizabeth,

I'm president of the student union of our school. We are
that your group from Rossell High School will

I have some questions to ask you before vour arrival so that we could
make your visit o smoothly, First and foremost, could you please
yo of the visit? So we can get well-prepared for it

in advance, Besides, both Chinese and American food will be offered
during your visit. So please let us know whether there is something that
any of you are allergic to , please inform me of other special
requests you might have.

Please [avor me with an early reply, looking forward to
next Wednesday.

Yours sincerely,
Li Hua






