


Writing conventions





What's it about?


You have learned to write a letter using the accepted conventions of presentation. The format is important if you want your reader to grasp quickly where the letter is from, who wrote it, when, and what it’s about.





Until the telephone was invented all communication, other than face-to-face was by letters, and they often took a long time to arrive. For example, last century if a mother in England wrote to her son who was a convict in Sydney Town, Australia the letter would take many months to get to him. And by the time she heard from him, well over a year had gone by! A lot can happen in a year!





The telephone changed all that and it is an invaluable tool for communicating with friends and loved ones and doing preliminary business deals. But business transactions must be evidenced in writing so letters remain a most important means of communication.





The introduction of the Internet allowed the sending of written words as electronic mail (email) over the telephone system to all parts of the world in minutes. Email is much less formal than normal written letters. It is usually short and to the point. Compare the two letters in examples 1 and 2. One of the traps with email is that you can hurt people if you don't write your message carefully. 





Early email was sent on computers that had small memory and so creative writers used acronyms (a set of the first letters in a group of words) to save memory space. Even more creative writers have found ways of showing their emotions in writing. These symbols are called emoticons.





Let's look at some of these.





Acronyms


FOFL fall on the floor laughing	IRL  in real life


LOL   laugh out loud			BG   big grin


ITRL  in the real world		VBG very big grin


ROFL roll on the floor laughing	BTW by the way


TIA  thanks in advance		IOW  in other words


IMHO in my humble opinion		RTM  read the manual


TTFN  ta ta for now			





Emoticons





:- ) smile, or "I'm joking"		:- (  frown, or "I'm not happy"


;-)  wink, or a sly grin			:-o   I'm shocked


*    kiss				{ }   hugs


{{{***}}} hugs and kisses		:-P   sticking out your tongue


:,-{   crying				























Try these exercises 


Email Exercises





1. You have received this email. Read it and type a copy of it but convert the acronyms and emoticons into proper English words.





	Subject: Can't use your PC?


		Date:  14/09/07


	From:  Pat<pcexpert@mail.ozemail.net.au>


	Reply-To: pcexpert@ozemail.net.au


	Organization: ozemail


	To: you@student.sundown@ozramp.net.au


	CC: 





Hi you,


Having trouble with your PC?  Did you RTM?


Most people have trouble with PCs especially at school. It spoils the lesson doesn't it? I think


about it and ROTFL  :- )


IMHO they should expel all students who tamper with the school PCs as they cause lots of


trouble for others. ITRW these kids would be taken to court and charged with hacking.


If we could catch these crooks we could all LOL and get on with our learning.





TTFN





pcexpert








2. Write an email message to a friend. Use some of the acronyms and emoticons you have learned about.
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