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ABSTRACT

Formal correspondence now the bane of "business
organi sation has its specifics. Unfortunately, sone of
these specifics are either not fully known or are m xed up
fromtinme to tinme by many N gerian witers.

This study attenpted to assess how N gerians perform
in the area of formal correspondence witing. The study
identified the features of formal correspondence as they
are universally known and conpared themwi th the features
of formal correspondence as used by N gerians in their
wWite-ups.

N nety-two letters which were randomy collected from
three sets of institutions in Ngeria served as the data.

The study treated, reappraised critically:

(a) Informal versus formal correspondence

(b) UWniversally identifiable features of fornmal
correspondence against the locally inposed ones and

(c) The format of formal correspondence versus the

| anguage used by N geri ans.

It was found out that many N gerian witers of fornal
correspondence use these features of fornmality but are at
times inconsistent in the usage., The letters failed to
strike a bal ance between the requirenents of |anguage and
format.

The investigator has recommended a systenatic exposure

of both N gerian |earners and the executives to the

Vi i



requi rements of formal correspondence. |n addition further
study needs to be done on the academ c background of witers

of such fornal correspondence.
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CHAPTER 1

1.0  INTRODUCTIO!

y Backzround to the Study

Brandis (1970) defines communication zs “the
nrocess of transmitting (or exchanging) abstractions, such
as ideas or beliefs, through the use of symbols, usually
(not necessarily, however) through lancuage." It is, in
othar words, the sending of messages ¢ pecople in a manner
which stimulates responsr of one kin< i . uother.
Sometimes, that resncnse will be dir :ct tc the sender (e.g
whare two people are discussing, ¢ d ~~ting, the merits

of a particular action), Mut at oth:r

i

the response
is indirect (as when the tronsfer <f th- information giv-s
rise to an indepcndent action en the paot of the recipient).
Communication is a very importent =oci:z1l event in
auman life. Languape is a wonderfully vich vehicle for
cemmunication. LEverybody spends a great desl of time in
ccmmunicating with others c¢ither to achicve certain gzoals
personnl or organisational or to satisfy personal needs as
in, for example, 2 reassurance of fri-udship or to imprcocve
or chanre a situation within a short -~ crioa or to proviae
some feedback against a standard measurement, a norm or

informal judgement.



11 Forms of Communication

Different forms of communication ai. used by members
of any given soei2ty. It econ be verb:l or non-verbal.
When it is non-verb=1l, faecial expressions, “estures,
bcdily postures, and so con, form parts of communication.
The orel or verbal ecommunication is universally recognised
as the most natural ~nd most common form of communication
since it is only when the individual is ©ble to experiernce
direct feedback from the individusl or people to whom he
ig talking that it is reslly known what i: Leing heard
(or not heard). The complex nature snd the advance made in
business and technolorical areas have nccassitated other
forms of communication. Consequently, reading, writing,
the telephone znd the fax ~machines huvz 2ll hecome
integral parts of man's communicalbing rvstens.
Yhen we are engaged in communicating with one another
2t the very perscnal level, we use whot is described as
the informal correspondence, that is whern such
communication is written. For some situntions written
communications are indispensable and thoy have the following
advantages:
(a) they enable individuals to study the message at
leisure (vital, if the content is 1 'n. thy and complex);
(b) they provide a permanent reccrd.
White (1980) describes informal lett.r writing as

‘conversation on pzper." Informal let.:rs are letters

-
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whieh are written to friends or to people with whom the
is well aequainted. It may be written by a friend to her
cwn friend; it may be written by a child te her parent;
it may also be written by a student tc h r favourite

teacher.

1.1.2 Features of PDifferent Correspondence Forms

The characteristics of informal corrospondence
include cesual conversational style, the use of familiar
names, the forms of salutation are intenti mnally intimete,
intimate complimentary clcse and the t:ndency to include
# nect of items or issues. Here is an ex mple of an

informal letter:

F.C. Box 3L,
ojior.

6th Foay, 1994.
Uear Rose,

It is only three weeks since you left thce village
but it seems like years. I was glad to start school last
week because things were a bit lonely and 1 hadn't the
heart to go swimming on my own.

Now that you have had time to settle down please write
and tell me what life is like in the big city. Is your
new school as goasd as ours in the villaze?

What sort of house do you live in? !as it got a hig
zarden at the tack like your house in the village? 1 am
sure your father will be nnnoyed if it nas=n't. Everyone
used to say that he grew the best maize for miles around.

I suppose you do all kinds of excitini things now
and havemade new friends. 3Sc tell me all -bout them and
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don't forget to tell me clearly how to z:t from the city
bus station to your house. 1'll definitely keep my
promise and eome to see you at half term. Coodbye for now
rnd don't forget to write soon.

Your old i(riend,

Janc.- .

Howewver, when the circumstances chqa; ~, the individual

may find it necessary to engage in writing a formal or
semi~formal correspondence. A semi-formal style is used

by people who know each other without beir s really elose

friends. It may bte used cven by people who know each other

well if the subject of the letter is officizl or to do
with business matters. A typical possibility is provided
when an individual is giv n an official m=2esa; e in the
aebsence of the would-be receiver, she noy end up writing
a semi-official letter or memo. Suc . cerrespondence
will have trac®s of form:lity especinliy in the following
areas:

(2) Salutation

(£) Languege

(¢c) Subject-matter.

An example of a semi-formal letter is reproduced

Loelows
Federal Government Coll=az
Zaria,
28th S.ptember, 1994.
Dear Sir,

Good day. 1 called this afterncca =t about 1.50 p.m
but did not meet anybody in the hous: or your office.

(
-
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Our Prineipal, Mrs J.S. Robinson of .G.G.C., Zaria,
asked me to inform you that the workshopg of 3rd October,
1994, will not be holding again. She will inform you of
the new date.
Regards to the family.

I -(‘S .a..].-':‘.:a -

One notable feature of the semi-foris 1 letter is the
nccommodation ¢f some points that cannot bLe rigidly
deciared as forming part of the central fhvwe. Whatever th-
additional points are, such are usualiy not »llowed to
reduce the forcefulness 9f the main the :.

In style, too, th# lmnguage is busrincrs-like with the
wiriter usuzlly particulsr -bout speciivin; the main message.
This is why the writoer is commonly fong of spesking on .
behalf of an organisation cr institution. Formal
correspondence cover a wide spectruam including obusiness
letters and official invitations, and aonlication for
employment, scholarships or entrance into cducetional
institutions. Formal letters could be fur different
purposes. One could be a letter placing an crder for goods,
another a request for information or services, while others
could be written to make a complaint or sume recommendation
of an individual or a new oroduct. In terms of writer-
addressee relationship formal letters mny be in the
following pattern:

From Lo

i. an individual a fi.m (orgenisation)
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ii. a firm (organisation) an inzividuel

iii. a firm (organisation) anoth.r firm (organisation)

With regard tc the formet, all form:l letters have
almost the same formal features. The rules and eonventions
of formal letter writing stipulate th2i an effeetive
official letter should include the following:

i. The writcer's address
ii. The addressee's address
iii. Reference number
iv. Formal s=lutation
v. Subject of the letter
vi. Non-intimate complimsntary cloe=
(Anasiudu, in Oluikpe 1961). Here is sn exsmple of a formal
letter:
Lagos St~tae University,
Departmant of Thysical and
Health ..ducation,
Badagry txpress,
0jc,
P.M.B. 1087,
Apapa=-Lagos.
13th Septzmb-:, 1993.
The Editor,
Higeria Educational Forum,
Languages and Publicotion Division,
Irstitute of Education,
Ahnadu Bello University,

Z:.“.ria .

Lezar Sir,
Article for Publication

I refer to your letter of 3rd Lec-Lor, 1990, Ref.,
Mo. IE/LAN/S/NEF/A/12, in respect of my ~rticle titled:
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‘Protein-Energy Falnutrition in Childrca: its ITmplication
for the New National Policy on Edueation.”

I have made seversl attempts to hesr from you in
respeet of this paper. Wwill you be kind enough to let
me know your editorial decisicn as I intend to send the
D« per to another journnl.

Thank you.

Yours faithfully,

jgignegf

Pr., A.P, Agbov iinmi.

1.2.17 Prevailing Assumptions about Corcespondence

Formal correspondence has become thoe tane of business

crganisation. It is the madium th.oouth wihich corporate

affairs are discussed and sorted vut, 1% ‘s the most
efficient means of communication. Thiz '~ becruse of the
greet advanteges cf letters over varb~l u:ssape of any

kind. It is capable of preat precision. 1t can a2lsoc be
put on record. A carbcn copy insures that the writer cnn
refer back to the exact matters under discussion. Becnuse
of the speci2l functions as a means of direct personal
cummunication, a formal letter is sub,:ct Lo more explicit
formalities. As earlier stated it has snecifics.
unfortunately, however, scme of these rouirements are
either not fully known or are mixed up ‘rom time to time.
This is especially so in Nigeria where _n-lish is used as

& second language. Mony Nigerian users .0 Inglish often
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find it difficult to separate grammatic.l [rom non-
grammatical forms or constructions. Such weaknesses spill
over into their constructions when such usars of English
arc¢ involved in formal correspondencz.

Very often, Nigerians are present d with 2 situation
that calls for formnl correspondence. 4Yow for they rise
to that situation is scmetimes determin.d by such factors
like any of the following:

i. educationnl background or attzinu-nt
ii. professional expericnce
iii. social or economic status

iv. 1level of performance in English

Some observers insist that the lov . of professional
training acquired by the Nigerion greatly influences his
or her ability in performing tasks like @<:ding, writing
and reacting to formal letter. For such n observation
t> be taken seriously an investigation is necessary to

unhold or reject prevoiling assumptions.

y (- Formal versus Informal Corres.cndence

As earlier mentioned, the formrl corresvondence has
its own characteristics. In everyday exnerience the
formal letters tnke different shapes and =tyles becnuse of
their different contents, origins and in .-ntions. Formal

letters can further be placed under dirff-rent subgroups

which include:



i. Confidential formal letters
ii. Semi-confidential letters
iii. Open formal letters
These are all similar in terms of degree of formality.
The main differences reside in such ar:zas ¢s substance
specificity, organisation of subject mattor, the sensitivity of

the issues raised laneuage form and overall impression created.

The confidential formsl letter has 2 veory limited
circulation. Some effort is made so th L only the
addrecssee receives the letter. A copy may be kept in the
personal file which is usually under loc: and key. Below

is a sample of confidentir]l formal le:t.::

Pelkham uroup Nigeria Plc.,
2l Kakaw Street,

P.C. Box 8004,

Lagos.

18th May, 1993,

Mr Peter A, Uka,
205 0jo Road,
Ajegunle,

Apapa.

Dear 5ir,

With reference to your application for ¢mployment and
the subsequent interview, we are happy te inform you that
you have been offered a position as a Sceretary/Assistant
Fersonnel Officer with effect from 5th January, 1994, on an
annual salary of ¥24,000.00 and 2 housing allowance of
1,.920,00 per annum,

Attached is = copy of "Terms and Cor itions of Service
cf Employees of Pelkham Group Nigeria, Plc.®
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Kindly sign and return the attached form if you
accept our offer.

Yours faithfully,

(Signed)
General onoser.

The semi-confidential formal lettors are virtuslly the
same as the first category, especially in tocrms of the
contaent, the language and the format. However, it is not
as limited in circulation 2s the one m-rk < strictly
cenfidential.,  Some other : i Gividudals concerned might be
cepied or the same letter ray be writtou tc several persons
simultaneously. H:re is on example 27 = semi-confidential

formal letter:

Division of Distance Lducaticon,
PMB 1062,
Zaria.

27th July, 1994.

lkallam M.S. Abdullnhi,
Lrnguages Division,
institute of Education,
Ahmadu Bello University,
Zaria.

lbear Mallam Atdullahi,

You recommended 10 persons for paym=nt "or non-teaching
cuties. This number is unacceptable considering your total
enrolment. In any case, you should :ct your Head of
Division to consider the applicatioun.

-



™

1 do not expeet morec than 3 persons itc L: recommended for
vayment.,

Yours fzithfully,

(:‘51;:!1;:.‘.)
Gideon o, Tscj

-

Chairman, F &

a

C

o

cc: The Director, Institute of Education.
cc: The Finance Officer, Institute of _ducsztion.
cc: Head, Languages Division, Instituts of kducation.

The open formal letters, very often, bear the

characteristics of formality but difier frcm the first two

in circulation, especinlly =since they < ¢ siten made
available to the public. Again, hers s cn example of the

ocpen formal letter:

Academic Staff Union of Universities,
National Secrotarict

Flat 2,

Mellanby Hall,

P.O. Box 9021,

Ibadan.

30th December, 1973 .
i'c: All Branch Chairmen,

Academic Staff Union of Universitics (ASUU).

Summery of the Development Since llcorin (NEC)

Please find enclosed a copy of th: summary of develop-
ments of ASUU's on-going strike since the meceting of NEC
at the University of Ilorin on October ”2nd, 199Y.

You are to:

a. make available toc each member a copy of the summary.

. {
15 lM IS8 arpg ) Y -
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b, call a congress between January S and January 7 199}
and,
c. on the basis of congress appreciation of the summary,

congress should adopt one of the following options in
form of a resolution.

Option 1. Congress is satisfied and the strike should B¢
suspended .

Option 2. Congress is not satisfied and the strike sheyld
continue.

Option 3. Congress is not satisfied, nevertheless the
strike should be suspended.

The resolution of the congress shall be brought in
writing to NEC. o

Dr. Assisi Ascobie

(Signed)
National President.

Besides a letter may look informgal in appearance but
deeply formal in content. For example a Bank Mansger
writing to a prominent customer whose account is in the ved.

Despite their subtle and significant differences, Epeso
letters are very much like one another. This is essentially
because they share the mark of a stylistic uniformity which
is borne out in specific ways. What these are and how the
deviations from the ways can be identified constitute part

of the rationale for this research.

148.1 Statement of the Problem

Many authors and analysts have commented on the use
of English among Nigerians. Some have dwelt on the
weaknesses demonstrated by Nigerians in selecting
grammatical or appropriate forms of constructions (Otdsmu,
1981; Banjo, 1973).
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In identifying some of the characteristics of English
usage, Banjo (op cit) dwlls on the features of language
% tween the writer and the reader. He observed that a
picspective employee is conscious when composing an

application in which he/she seeks for employment. In his

words:

All the disadvantages, so to speak, are on
the side of such a writer. He dous not know
whether the man he is addressin: is a nice,
pleasant man or a fastidious buily. &o,

to be on the safe sidz, he assum.s that he
is the lalter. Marecver, the man

15

obviously hicgher in status than “h writer,
and therofore must - treatod with me
dererence ,., & letter written I ois
kind of situnticn "ns every rec:s a —. be

very formcl.

some other scholars have concentrated on the errors made

by Nigerians in th.ir use of English (Jowitt, 1990).
Dwelling specifically on errors, Jowitt (op cit) noted

that many Nigerian users of English become conscious of

certoin errors only under certain circumstances. According

te him when such circumstances like impending exemination or

D:er censure are no longer present, th: uscr's lapse easily

into such errors. In his words:

Errors become permanent, and certsin
registers remain stotic, especi=lly those
connected with the emotional 1if> and the
domestic environment. Other arcas of the
veocabulary expand, however since [he

typical learner is an infant or an :dolescent
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and is gradually teing exposed to new forms

of experience and their lexical correlates in
technical cr abstract registers.

So far to the best of the knowlcdre of this investigetor,
1c specific study in MNigeria has addrecsed this problem of
investigeting formal correspondence. More specifically no
investigator has researched into the degrce of success or
refinement with which Nigerians manipulate the constructions
of formal correspondence.

A cursory look at samples of formal correspondence
in Nigeria has revealed the occurrence of several levels
~f performance zmong Nigerians., This is eciicially so
whien some of the formal latters written by Nigerians are
compared with similar letters originaiin, irom similar
bodies from the native longuage environm:ant.

The problem to be addressed by this research can
therefore be stated in the following tecrms.

1. Whether the formal correspondence of some selected
institutions in Nigeria fall within the expected
level.

Z. Whether the features of formality are compatible with

those universally identifiable or known.

1.3.2 Objectives of the Study

This research aims at studying genzrally the

fellowing:
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2. Identify what the features of formal lctters as
revealed within the Nigerian envirorn-ut are.,

i, Are the features gradable (that is, 2r¢ some most
vital, some averagely important 2nd -r some less
important)?

c. How frequently are the features utiliscd and how
frequently are they vioclated?

¢. How much communicotion or content iz *raensmitted
through the lanage or grammatic-l cunstruction?

&, How much is lost or missed as a rezult of the

construction?
In addition to th= z2bove, the v : rch will endeavcur
to isolate those letters thest could bLe re:arded as models

for certzin types of situation. Cznv .c~s2ly, certain letters
will also be identified cn the basis »~T Uh. degree to
vhich they have deviated fror what could e regarded as

the norm.

1.3.3 Scope of the Study

This investigation will use corressvondunce from three
different sources:
i. Educational institutions
ii. Banking institutions

iii. Federal parastatals
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Selection of the letters will be based on random

[

sampling. Where confidentiality is of utmest importance,
the investigator will seek the prior consent of the
apnrovriate officers. In scme cases, some orsl interviews
will be done o get clarificaetions on what the expectad

force of some letters might have been.

1.3.1 Limitations

The study is not going to involve individucls per se.
:.However, through the uses of organisation it will be
possible to identify in gepsral terms such individuals that
asre regponsible for the production of the foraal letters in
the companies to be coverad.

There will be a need to limit the samtnles to a
particular pericd, anproximately between the years 1993'end
499, . The time frane specified is expected to provide a

bevter focus for the investigation,

1.3.5 Significance of the Study

Among other things, this study is significznt in
thet 1t is expected to:
h i. Identify and characterise the forms of formal
letters written by Nigerians.
ii. reveal the degree of closeness cr otherwise between
formal letters written by Nigerians and those

written by ideal native speakers.
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iii. lead to a reappraisal of the existinz fiadingss and
statement on users of English in Nigeriz and their
errors.
iv, identify whether a particular level »f rrammatical
exposure is a pre-requisite for effective formal

letter writing.

1.4  Summary
Tha typical Nigerian writer is faced with the situaticn

¢i expressing beth emotional and non-personzl subject
matter. This dilemm2 has been hinted 2t by scoversl
classroom teachers and authors (Banje (op cit), Jowitt (op
cit). Vhen Nigerians operate in their usc of =“nglish at
porscnal level, their lanmuage lev:l is nordly a matter of
sericus scrutiny. This is because in somo cases when the
intentions are not well understoocd, uncn:irolled interest
mirht be regarded as interference. Howev:r, ot the
institutional level, the performance of the stuacnts has
tlravn severe criticisms. Those worriced about the level

of orzl and written expressions include parents, teachers,
exazining bodies and prospective employers. At this poirt,
it is pertinent to note that business organisations and
saveral government agencieg, among others, have complained
soznly about the low expression levils in the zpplications

written to them.
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Closely relatsd to the zbove is tha high incidence
of miscommunication that has been recorded =z=mong huginess
organisations in Nigeria. Often the lack of communication
1s recérded in organisation-to-organisation correspondence
or in crganisation-tn-pucvlic corresvendence. In whatever
casa, the main cause of the problem is the lanzucge.

Altogether, most Nigerians are forced purely by
circumstance to encounter the language of officlal
correspondence. Those who have a passing knowlodge of this

form of communication soon a2llow it to fade awsy as a

i

rosult of non-use. Conseguantly, even university graduztes
are hardly capable of producing the sample token from

BanJo (1973) and given below:

17 Onikoyi Avenue,
Apapa.

December 23, 1956,
The Vanager, ) :
Hew Nigerian Electronic Works,
Ilupeju Lstate,

i
Tkeja

e o
Dear 3ir,

I notice in the Daily Echo of Decembsr 22, 1956 that
vou have a vacancy for electronic engineer in your factory,
and shculd be grateful if I could be considered the the
Po3st.

I em a Nigerisn, 23 vears old, and a graduate of the
Univereity of lages, whers I took a Second Class licnours
desree in BElectrical Engineering (Upper Division) last
Junz. Ag a prize for being the best student in wy class,
I have spent the last six months working with Marconi in
England. T enclose my full curricuium vitae for your
consideration.
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I am particularly interested in the cassette tape
rocorders now being developed by your company. If given
the opportunity, I would like to work with your company
Lo develop cheaper and fully tropicalized scte.

Yours faithfully,

0la Sarumi.

On the strength of the above points, it is considered
n-.cessary to look criticelly into the ar«o f furmal
correspondence with a view to identifying the Loatures cf
lenzuage and format or presentation. Such sn investigation
will, among other things, unearth the inhernit characteris-
ties of such form of writing. In the ¢nd the finoings
and descriptions should bte of high ~cad mic and functional

value.



20

CHAPT:R 2

2.0 REVIEYW OF RELATED LIT.1.TURE

2:1 Thecretical Framewnork

Several models of writing have been propounded
a2gpecially within the last twenty years. Over fifty
years ago, writers and their teachers concerned themselves
essentially with the end-product of writin;; thet is, the
cemposition or the essay. Under such nreoccupetion,
attention was paid religioucly to the fiatures of grammar
and punctuation that the writers were¢ erpucted to observe.
Some teachers, authors and critics went to the extent cof
identifying what should or should nct be included in a zood
piece of writing.

Today, however, Peds:~zists, critics and researchers
liave shifted attention to the process ar<a2 of writing.
Some have gone further to look at the different frameworks
that can guide the writer. Such frames th-t had been
tested or experimented with and found to be operationally
scientific have emergad into the status of models (Collins
and Gentner, 1980, BRereiter, 1980,'Traugﬂtt, 1981, Shuy,
1981, Coles, 1974, Oluikpe, 1981, Omojuwa, 1981, Aliyu,
1992, The main theoreticnl fram2works considered pertinent

to this study are reviewed in the following sections.
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It is the contenticn of th- copnitive theorists of
writing that a theory of writing should Le concernced with
"how writing ought to be done or how writing is done';
that is, a theory of writinz shoulc zim for a prescrintive
theory as well as for the descriptive thecry. According to
Cnllins and Gentner (1980) ‘our »rescrintive theory must be
illuminated by »ur descrivtive knowled:e so that our views
of how things ought to be <ine are compatibl @ with human
propensities.”

In what follows “ollins and Ventner, (op cit) tried to
indicete the kinds of rules ~ni nrcecesses they see as

belonging to a theory of wiitin:, they contend that:

The kind of theory we envisiocn views writing
as a preocess =f jencroting -nd editing text
within a variety of cmstrcints. The
constraints come from three -sources:
structure (what are good sentence forms,
paragraph forms ~nd text forms), content
(what ideas are to Y¢ expressed and how

they are related), and purpose (what

are the goals of the writer and what is

his or her model of the reader?"

This can be represented in the following way:

Structure ;]
¥ .

Content -]
v

r turpoee :
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They posited further that at the highest level, the
writing process can be separated into producing idees and
producin-® text for those idwas, and these can be further
zeparated into component subprocesses. In the words of

Flower & Hayes (1977):

Teaching people to separate the various
tasks component allows them to learn how to
use the most effective generation
strategies for each subproces=, how tc edit
with respect to each subprocess, ond how

to iznore other constraints while working
on a subprocess.

They nalso identify n theory cf the text-structure
constraints opersting in {luent writin: as eaually an
important element for ~ thoory of writing. OSuch a thoory
to them, would be 2 theory of good structures as opposcd
to a theory of well-formed structures. They contend th-t
most formal theoriecs heretofore have concentrated on
defining well-formed sentences (e.z., Chomsky, 1957).

They finally say "that a theory of writing should
provide a description of where the major difficulties arise
in the vrocess. In particular, the theory should allow
a fairly precise characterization of the problems most
often experienced by beginning writers, as well as come

techniques for surmounting these problems.
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2.17.2 Preparing for the Writing Process

Collins and Centner (op cit) recommended two major
subprocesses in writing and these are idea Production and
Manipulating idesas.

Idea production is one of the processes involved ir
producing text. It is expected to produce a linear
senquence that satisfies certain gremmatical level whether
it operates on the word level, sentence level, the paregrerh
level or the text level. The result of process of idea
production is a set of ideas with many internal connections,
only a few of which may fit the linear model desir~ble for
text.

Idea Production

I
: !

Capturing idea Manipulating idea

(a) Capturing Ides

This involves only writing down all the ideas vou

have that are related to the topic. Other systematic

strategies for finding ideas include:

i. Keeping a journal of interesting idea and

events

ii. Brainstorming with a group

iii. Looking in books (source materials)

iv. Getting suggestions from somebody
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¥. Trying to eﬁp]ain your ideas to somebody.
1o them, the essentizl to all these stralegies is
getting the ideas down in tansible form so that they
can be grouped, manipulated znd altered.

(p; Manipulating Ideas

Theze are strategies of manipulating ideas that
are often end up leading to new ideas. These are

represented below:

Strategies for Manipulating ldeas

Tdentifying Variasbles

N

Critical-case Generation

+

Compare to “imilar Cases (Analogize)

WV

-

'MCompare to Uigsimilar Cases (Contrast or Diflerentiate)

. l _
Simulate _‘J

¥
Taxonomize

v

Dimensionalize
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They also noted that these strategies might be applied in
producirg a set of ideas for @ text. The eventual zoal of
the theory is to describe theéﬁksgiate ieéymore prec;se;y.
\

\
. .
2313 Important Aspects of thgrwﬁitigg Structure

The next stage according to tnem is'to impose text
structures on the ideas. Text structure occur at diffe-ert
levels with longer texts having more levels however, for
simpliLity they assume that there are just four levels and

these level are represented diagramatically, as telcw.

Text level

I

Paragraph level

1

Sentence level (syntax)

Word level (spelling)

Coilins and Gentner (op cit) also specify differert
objectives that text structures are designed to achieve.
They are four principles that form tacit objectives in
writing. These objectives are realized by different
structures and devices at different levels of the text.

These include:



(2)

(c)

(d)

26
Making the Text Enticingz

The writer must try to catch and hold the
readers attention. He can do this by including
interesting information. The use of suspense or
humour, or using pictures can accomplish this.

Making Text Comprekensible

The text should be as easy as possible for the
reader to understand. Using shori simple sentences,
using examples to illustrate general principles can
increase understandability.

Making the Text Rememberable

The text should be structure. &6 that the reader
can hold its essential parts in r=2mory. This can be
achieved by using structures that «.i« easy to
recognise.

Making the Tevt Persuacive

2.1.4 Content Devices in the Writing Process

At the level of content Collins and Gentner identily

three elements of the underlying idea sftructure that have

strong effects on comprehensibility and rememberability of

text and these they refer to as the

(a)

Hierarchical Structure

The surface form of a text is a lin-ar structure but
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underlying the linear structure is a '.igher-level
organisation of ideas.

(b) Tangibility
It involves the feeling of coherence unity and
identifiability of an idea.

(c) Connectivity
An important aspect of writing is maintaining
connective flow. The relationships between ideas

must be made clear.

9.9 :5 Editing Durinz the Writing Proces

-.I;k: . —

Writers feel that =2diting is as crucial aspect of
good writing as is initial text productioc:i. According to
Collins and Centner (op cit) "Editins opw-ztors exist at
each level of text structure. They reflect the kind of
errors writers tyvically make. These ar: some of the
editing operators.

Some text-level operators are-

i. Delete extraneous materials
ii. Add heading and plan of text
iii. Move important ideas to front
iv. Qualify at beginning, not in each sentence
Some paragraph-level operators are-
i. Shorten long paragraphs
ii. Make list of table

iji. Put in connective phrsses
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iv., Add topic and concluding sentences.

Some sentence-level operators are:
i. Delete empty words and phrases
ii., Create perallel structures
iii. Break long sentences into shorter sentences

iv. Turn passive sentences into active sentences.

2: .6 The Process of Producing a Text

i. Create a detailed outline of the text structure
ii. Apply text-level editing operators
iii. Create a semitext with all the ideas included in
paragraphs, but not in finish:d sentences
iv. Apply paragraph-level editing operators
v. Create finished sentence-level texts

vi. Apply sentence-levecl operators.

2.1.7 Inter-locking Model of Writing

Aliyu (1992), defines writing as "putting one's id«as
or feelings into words. These words are arranged in
sentences and peregraphs.” He posited that writing process
involves two mzjor processes and these are "preparing for
the writing process" and “the actual writing process."

1. Preparing for the VWriting Process

To him, this involves putting down ideas after

thinking and plannineg. These ideas later form the

content of the actuzl writing. He mentioned the



following preparatory sSueps:

a. class or group discussions

b. small-scale research

C. general survey

d. 1listening to discussion and watching or engaging
in a debate.

The Actual Writing Process

According to him, this involves "stringing ideas
in words, sentences and paragraphs to convey some
messages to the readers. He contends that a writer is
expected to select the words and style to suit the
audience he has in mind. The writer tr2rcfore spends
some of his timec introducing the subj.ct matter,
focusing on it and drrwing some kind of conclusion
based on the statement put togethrcr.

Aliyu (op cit) proposed this modal of writing
which might be called interlocking model beczuse of
the relationship or the link from the top to the bottor
and finally from the bottom to the top as represented

below.



Figure 1.1

oTa)

Inter-locking Model of #Writing

Introduction
Brief statement of what to =..pect

V

Main body: (central points)
(Ma2in theme)

d.

\'

osupporting points
(sub-themes)

—

W

-

I

—

—_—

Conclusions:
- Review (not repetition of issues
discussed
- Final position
- Linkage with introduction
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2.2.0 Formal Torrashondence

2.2.1 Distinguishinz Features

An appreciable amount of work “es been done on the
ar=za of formal writing. OSome of these studies and
investigations include those by White (1980): Davies and
Widdowson (1974); Oluikpe (1981) ZSamgbose (1970) Brook
(1973); Crystal and Davy (1969); wuirk (1962); Ross (1963):
Warner (1961) Trench (1988); Math=w (1973):; Sheal and
Omojuwa (1985); Waddel (1968); Bolinrer (1973).

White (1980) refers to formal writing as "Business
correspondence.™ According to hin, much of the writing
which most people do as part of th: ir working lives fall
into this category. Suck writing = t.>xtbooks and business
memoranda, instructions znd regulelions, reports and
proposals are all evamples of busincess writing which we
nave to deal with from time to time in our working day.
White succeeds in telling us what business letters are but
he does not give us an insight as to the format and features
of bucsiness letters.

Davies and Widdowson (1974) in their discussion of
writing and reading draw a distinction between what they
call "institutional writing and personal writing." To then,
institutional writing is the type of writing which we
produce in our professional (or institutional) roles, such

as that of school teacher, administrator, technician,
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style. A friendly letter, he says, contains “the writer's
address, an intimate salutation, t%e body of the letter
and intimate complimentary close c¢cn the one hand, while on
the other hand, formal writing includes "“the writer's
address, the addressec's address, rcierence number, formnal
salutation, subject of thes letter and complimentary close.“
According to him, style is the maii distinction between the
two kinds of writing. He also says that while only
standard expression is permissibl. in formal letters, all
forms of informal expressions such =& “colloquialisms,
slang, contractions, Americanisms® =#rc¢ accepted in friendly
letters.

Writing on the featurcs of forwel correspondence,
Anasiudu (op cit) points out that »lthough all formal
letters have several features in common, they can be
classified by purprss, writer/address-¢ or format. On the
basis of purpose, he identifies thc writer's reasons for
writing these formal letters andclassifies them accordinsly
For instance, it could be a letter placing an order for
goods (business), a petition, a letter of complaint or
anology, a letter of inquiry or a latter of recommendatiorn.
He goes on to say that en official letter may be from “an
individual to a firm (organisation), a firm to an individual
or from a firm to another firm.* "ith rezard to the fermat,
he stresses that all formal letters should follow the

rules and conventions stipulated in the writing of formal
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letters. Anasiudu rmphasises that every formel letter
should be clear and to the point. Besides, it must be
direct, simple, straightforward and polite. Anasiudu's
work is considered to be very relevant [or our present
study because of the insights it gives concerning the
purpose, format and the features of formsl letter writing.

Along the same vein fall Fitzpatrick -nd Hand (1982).
Ttey seem to agrie with Anasiudu on the features of formal
writing. 1In their work, they focus their attention on the
fcatures and characteristics of a business letter. To them,
clarity and brevity are the characteristics of a good
business letter. They also point out that special
attention should be psid to the followinz.

(a) The positioning of the addresses of Lhe sender and
the recipient.
(t) FPuactuation.
(c) The form of the conclusion.
() The formal and respectful nature of the language used.
(¢) The addressing of the envelopc.

Lamb (195)) notes thet all letters including business
letters are basically just a form of “ .ir-lish composition"
‘nd that all general advice that applics to the writing
of essays applics also to letter writing. e, however,
says that two points make the letter diffcrent from other
cuompositions. On is the formal setting out of the letter,

and the second is the fact that a letter, unlike most
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other types of composiciva, 1o nOswally addressad to 2
particular person on a particular occasion, and the eff.ct
the letter is going to have on the recipient is more
immediately importsnt than in less personal writing. lle
therefore adviscs that becasuse of this psychological asp ct
of letter writing, we should be tactful in the presentatior
of our ideas when writing. He goes on to say that all
le*ters should be written in good, clear English; they
should L= sencibly parapgr-phed; they should be correctly
put.ctuat2d snd there should be no sp2lliqg mistakes. Lanb's
obzervations are gloag the same line z2s 'itzpatrick and
Hand (op cit; ond Hpasiudu In Oluikpe (1981). However,
some of those observeticon rerlep, »2 ‘n the areas of
clarity and brevity in th¢ sa of lengu-ge. Interestin:ly,
Lamb fails tc disti. uvis!" h.tween business letters and
friendly letters.

Mathew (1973) =xplains that business letters always
vava a'dcfinite objective." The objective, she said, is to
zet the reader *o toke some kind of =ction. It may be to
secure a new job, to get some informaticn about a matter
of importance, to make & reservation, or perhaps to act
as a reminder on som~thing. According to her, if th:
letter is well written and concise the reader will bz more
inclined to trke the action desired. For that reason,
she advises that it is important to make a business letler

as brief as possible s2nd to the peoint znd that we should
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eliminate unnecessary information, be courteous, avoiding
contractions and writing in simple everyday English.

Sheal and Cmojuwa (1985) say that "formality and
informality are important concepts in letter writing. To
them, wheén one writes 2 letter, one has to adopt onc's
language according to the following:

1. The relstionship between oneself and the person one is
writing to and

(2) The subject matter of the letter.

They stress that aprronriatencrss in writing is very

important but argued thot letters cannot be clearly divided

into formal and informal tyres. According to them, there

are differcing cezrees of formality =nd informality in

letter writin,. they illustrate this £t roueh the tablw

below which shows that instead of such clzar division, therc

ere differing degrees of formality and informality in letter

writing.

Table 2.1 Features of different letter types

tdighly formal | Less formal frjendly e

Business letters Friendly letters | Letters to people
to strangers of your age

Legal correspone Letters to older | Letters to clos:
dence relations or friends and rel-tives
Letters of appli-| people you know
cation
Letters reguest-
ing information, i
goods and '
services B o
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Sheal and OmoJjuws's work has com. with something
significantly new from oth:r previous works. It has
vointsd out the fact that letters c2nnot he clearly
divided into formal and informal typ:s. This, other works
s0 far reviewed have not highlighted.

Waddel (1968) writes "Almost any society requires
“or its important personages and offlicinl academic and
ceremonial purposes some sort of formal or special style
of language usually scveral sizes larg:r than everyday
speech."

It follows that what we say or writ» should match our
thought and occasion.

Oladapo et al (1967) writing on :n~lish language
register, emphasise the importance oi "he knowledge of
register in writing generally. To thm, “the term register
is used to describe the more genercl vocabulary and range
of language items which one fregquently vscvs when talking
or writing about a particular area of human activity." Uor
instance, in the register of law and justice, we have the
law court, chief justice, adjournment of a case, to serve
a sentence, to plead a2 case and to rest one's cese. They,
however, observed that a word may occur in more than one
register. For example, the word 'court' appears, in the
register of law and justice eg 'the law court' and in
'Games' as in a lawn tennis court. Th:y advise that a

person writing in this context should 1l .arn to use the

appropriate register gsince the meanii, <f words are
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determined by the context in which th:2y rre used.

2.2.2 Special Language Forms and “ormal Correspondoence

Bamgbose (1970) in his article 'degister of bnglish"
cecs register as, "a variety of langu=ge distinguished
according to use." To him, the difference batween registers
rsy be seen in three dimensions. The first dimension is
"what is the language activity pres nted?' The second
dimension has to do with "How the lansu-;e activity is
presented" and the third dimension dinls with "What is the
relationship between the persons involvid in the languag:
activity?" He goes on to explain that language may be usa=d
in connection with 2 varicty of subi-cts and the type of
language involved in esch ceose will oo ' fferent. He also
says that register may also be distinzuvisbed by the medium
in which the language activity is nres nied whether it is
spoken or written. He is nlzo of the opinion that register
may be distinguished according to th: r<lationship between
the participants in the language activity., He observes
that in writing, the mode of address one uses in talking
or writing to close friends and that uscd for persons who
are not familiar will be different.

Furthermore, Bamgbose (op cit) is of the opinion that
register involves the notion of approsriateness. This is
be.cause it is not every picce of lanmu~pzc that is

appropriate to every situation; while some registers are

personal, others are impersonal. In official correspondencs,
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according to him, impersonnl registers are usced. He argues
that the wrong use of r:zister (usually the mixing of
register) often leads to inappropriateness and incorrectness
in official writing.

Brook (1973) like Bamgbose associstes register to
occasions rather than to individuals or groups. He,
however, posits that the study of register may be regarded
as ‘'the examination of 1l-hguage in the context within which
it is used. Writing on of“icial language, he is of the
opinion that official lan, uage of corrzsnondence takes
several different forms which fall into two brood divisions:
"the ceremonial languag: ' which deliberately sets out to be
different from the lanzua-c¢ of everydny life, and “the
language used by civil 3 rvonte in their communications
with one another and with tne public.” This kind of
English, he says, is not recognisable as n distinct variety
but argued that since civil servants are open to special
linguistic temptation if given way to, they develop their
own variety of English.

He also states tha foct that some official language
often reveals a lack of ccurage. The writer, for instance,
is afraid to make a plain statement that could be
challenged or that could commit his superior to an action
they might not be williny to teke. Therefore, a frequent
device in the utterances or cven in their official

correspondence is to use the conditionel phrases to convey
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decisions. He argued that Che use of passive voice is
often used in official language bicezuse there is some
uncertainty about who is supposed to have taken dec;sions.
He goes on to say that the conventions of anonymity and
collective responsibility ofton demand that information
should be concealed from the public.

Crystal and lavy (1969) »nroposc in their work that
there are appropriate linguistic manners for different types
of situation in which lanzu~2e is us<d and that in order to
reach social standard of acceptability, we should puidc
against using slangs for formal occnsion. This proposal is
in agzreement with the sure stions of Anssiudu writing in
Oluikpe (1981).

Bolinger (127%) in a;r-ement with the observation made
by Brook (1973) says that, "\ register ‘s a varicty that
is not typically identifi d with any particular specch
community but is tiecd to the commuricative occasion.” For
convenience, Bolingi r divides the up and down continuum
of formality and fomiliarity into levels and these 2are
identified as follows:

+ Oratorical or frozen
2. Deliberate or formal
3. Consultative

. Causal

5. Intimate
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According to him, the or.teric-l register is uscd by
professional speakers. It is 2 self-conscious form of
public address. The deliberate register or formal regicster
is aimed at any audicnce tco large for effective
interchange with thc¢ spesker. Both oratorical and
deliberative tend to be monologucs. Consultative, he
#xplains, is typically dialogue at the level where words
still have to be chosen with some care. I[wost business is
transacted in this register. Casuzl implic~s the absence
of any social barrier: the relatienship for example between
fellow students while intimate adds kinghip or close
friendship.

Crow (1988) writing oa “Ol-ir " r; i=b for writing and
speaking" states that "i’lain wnzlish wh ther spoken or
written indicates a desire to csteblish some common ground,
to place high priority on removing imprdiments to
connection between audi-nce and writers or speakers.

Using plain English according to hiwr, suggests that the
writer has little to hide, and that what he writes h:¢ wints
the readers to know. He go=s on to define plain English.
It implies "appropriate b haviour for people laying claim
to it. The term also suggests the appropriate context for
its use to be common human transaction." To him,
conciseness is an important aquality of plain English.
However, he argues that thz firm cen employ talented

writers, train them in responsive styvle, permit a letter
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format conclusive to plain language and still fail miserably
at satisfying its customers. Before the writer succeeds, he
says, 'the company's management needs a clear idea of whet
it wants to accomplish.

Crow (op cit) recommends plain srglish for customers
service extending it to other kinds of business communic.tions,
reports, proposals, memoranda, letters of all sorts,
presentations and telephone conversation. However, he says
that with different communication, the format will change,
but the central purpose of achievires understanding remains
consistent. He argues that whatevor circumstances militate
against understanding also weighs a ~in-t plain English.

He advised therefore that ‘as their . inary task, business
or official communicators who want ¢ achieve plain English
must work hard to ensure conditions for the possibility of
understanding because the recipient of communication must
nave access to information necessary for understanding and
the information must be in the language they can comprehend.

Foden (1974) says that business letters are sometimes
treated as though there were something special. They are
not. He argues that the only sound reacson for writing a
letter in business is that, in the circumstences, it is *the
most efficient meens of communication. The great
advantages of letters over verbal mecsscpes of any kind are
that they are capable of great precision and that they can

be put on record. He also says thot 2 carbon copy insures



L3
that they can refer back to the exact matters under
discussion. A good filing system in which items referring
to each transaction are filed in date order, with the
latest letter at the top is essential for an efficient
operation.

According to him, most of the conventions of layout in
business letters are determined by the need to avoid
confusion and waste of time, both in the office and in
transit. He argues that because official correspondence
must often pass through many nands tefore coming to rest
in the appropriate file, addressing, refersnces, neadings,
conclusion, whether regulated by “common practice or
special 'house code' convertions® epulying with a particular
organisation or firm are practical ratters not rituals to
be learned because of tradition. Ie stresses the fact that
because of the special function of official correspondence
as a means of direct personal communication, letters and
especially formal letters are subject to more explicit
formalities than most other forms of writing communication.
liost of the formalities apply to the heading and conclusion
the superscription and subscription, the envelope or
wrapping also need special treatment. He is of the
opinion that the content of official and business letters
are subject to the same conditions snd requirements of zll
compositions but that particular considerztion should be

given to the suitability for the purpose intended. He
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emphasises that "the essentizl principle of good composition
should be followed in particular a letter should be clear,
concise and courteous."

In line with others, Merill ( 198€ ) says that, ‘A
business letter is one you write (o someone with whom you
are doing business." Like a friendly letter, he says,

a business letter contains a headisg, greeting, body
closing and signature. He points cut that 'A business
letter contains an inside address. 1t tells the name and
address of the receiver of the letiter. The inside addr-ss
appears between the heading and greeting, even with the
left margin. While the greeting of a friendly letter is
followed by a comma, the greeting of 2 business letter is
followed by a colon. He z2lso savs thizL when a business
letter is type-written, the sender': signature appears
twice = once in the sender's own hand-vriting and once in
the type-written form.

Micherner (1986) has this to say about official
correspondence, "A business letter is a formal letter
written to communicate information or reguest." He
contrasted between a business letter and a telephone
conversation. According to him, "2 letter is often far more
effective than a telephone conversation because it givus
you an opportunity te organise your thoughts and to state
them in specific and unmistakeable tcrms. He also says

that a letter also provides a dated written record that
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you can use for further references cr occasionally, for
legal proof of your communication. For this reason, he
advises that you should always keep a copy of each business
letter you write, at least until tl:¢ matter under

consideration has been resolved or concluded.

2.2.3 Inter-Relationship between .ormst, Language, Puinose

and Context

Writing on appearance and form=t of buciness letters,
he seems to be in agreement with Oluikpe (op cit) that every
business letter follows crrtain conventions of format and
style. G-nerally, busincss letter: should be neat, clear,
courteous, brief znd easy to read. 7Tris, also, is in line
with the observation of Lamb (op cit) snd also of Foden (op
cit). Focusing on a standard busin.ss letter, he identifies
six basic parts which include:

'he heading
ire inside address
The salutation
The body
The closing
The signature
Finally, he gives reasons for writing business letters.
Among them are:
to reouest for information or services

1.
2. to place an order
3. to make a complaint or s»:clk ror an
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adjustment and
4. to apply for a job, to a schocl, to a
club, or to ancthur organisation.

Quirk (1962) conteins a section on standard English in
which he says that "Standard English covers not only the
gremmar that is common to all kinds of cn-lish but also the
gremmar used in speech and writing." Furtherstill, he
advigses that we should cxclude grammar whicl is peculiar to
dialectal or uneducated use. For this pcint of view, we
can assume that standard Znglish is thzt educated usage
that has widest acceptability and should %= the hallmark of
formal writing.

However, William guoted in Quirk (c» c¢it) reminds us
that Ythere are stardards not a stanizid.* He goes on to
say that in grammar, as with vocabulary and transmission,
the image of standard varies to some degree zlong with the
limits of the wider communities. He succceded in telling
us that what may be acceptable as having the status of
standard English in America may not be accepteble in Britair.

Lawrence (1973 ) writing along the same line defines
standard language as 'normal' English that is, that kind
cf English which draws least attention to itself over the
widest area and through the widest rang. of usage.
Lawrence's work has its strong point as us«ful exposition
of one important factor in the notion of 2 standard. It is

particularly associated with Englisk in written form (and
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especially the printed) than upon English that ies spoken.
It also shows that standard English is basically an ideal
mode of expression that we seek when we wish to
comnunicate beyond our immediate community with members
of the wider community of the nation as a whol:, or with
memb- rs of the still wider community of Enzlish speakers
as a whole.

Ross's (1969) work is on style. He says that
"piople often say that they can tell how some feel by the
way that a person spezks or writes." To kim, the way "you
write, the words you choose, the rhythm and pattern of
sentences, the length of your paragraphs, the locetion of
your topic sentence, all these thinss reveal the real you
to your readers."” This is what Ross mecans by style, that
is the way one reveals himself in writing or in speech.
Basides this, he observes that the most obvious ways to
show oncself to one's readers as a practical and useful
writer is to make your writing both direct and concise.
In cother words, one should make his writing as much to th«
point as possible even more so in official writing because
a uscful and practical writer should primarily be concerned
with communicating his point effectively.

Warner (1961) in his book A Short Guide to lLnglish

Style writes that, "Style is a way of writing, a manner of

expressing one's thought and feelings in words.*
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According to him, the way in which som.thing is said
inevitably affects what is said. In trying to state his
facts, shaping his ideas in words, every writer is
expressing himself in a certain style though it wmay not
n~ve any very marked festures. In the words of Csrdinal
Newman quoted in %Warner (op cit) "Matter and expression
arz parts of one; style is 2 thinking out of language."
T'wo more recent writers, Brook and Warren (1973), in an

excellent book Fundamental of Good Writing, have compared

style to the grain of wood. They say:

The style of a work is not a sort of Vencer
glued over the outside. On the contrary,
it is like the pztterns that go all the

way throursn: a menifestation of the growth
and development of the structures of the
tree itself.

They went on to say that

.++ @as a man thinks and feels, so will he
write. If his thoughts are clear and
sharp, his writing will be clear and
sharp.

A man's style, wrote Emerson (1586)"is his mind's
voice." And he added "wooden minds" "wooden voices."

From this work, it is clear that since style is
something ingrained in writing and not stuck on top like

a veneer, it follows that a man'as way of writing will be
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an zxpression of his personality and his ways of looking at
l1if+-. These come through in correspondence.

Trench (193838) in his writing points ou® that one of
the fectors that influences our style “is an awareness of
our audience or reader, and of the occasion that has called
us to use our pens." He gpecifies that a telezrem, a lotter
tc 2 firm, a letter to a2 friend will clearly demand
different styles. He strecses the fact that one of the

marks of good English style is appropriateness or suitability.

The words should match the thoughts and occasion. Trernch
expresses this point in his book on the study of words

more clearly by saying:

It is the first characteristic of well-
dressed man that his clothes fit him:
they are not too small and shrunken
here, too large and loose there ow i
is precisely such a prime charscteristi
of a good style that the words fit clos
to the thoughts: they will not be too
big here hanging like a gisant's robe on
the limbs of a dwarf; nor too small
there, as 2 boy's garment into the man
has with difficulty and ridiculously
thrust himself. You do not feel in one
place that the writer means more than
he has succeeded in saying, in another
that he has szid more than he means or
in a third, something besides what his
intention was and all these form a lack
of dexterity in employing the instrument
of language, of precision in knowing what
words would be the exactest correspondeats
and fittest exponent of thoughts.

g
L™
C
o

Williams (198L4) points out that the question of standard

is linked with the issue of acceptability of Nigerian English
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for academic purpose. He tries to find answ:rs to the

Tfollowing questions:

1. How coan we distinguish between what is acceptzble for
academic purpose and what is unacceptable?

2. W¥What is Jjudged as a mistake, as deviant speech, grammsr
and vocabulary? and

3. If a particular usage is deemed acceptabl- for academic
purposes, whest are the criteria for acceotability end
who decides?

ussentially, he concentrated his study on how well
students are taught to use the English lanzuaj: for study
purpose and how well they can use it for formel communication
both within =2nd outside Nizeria, The idon of acceptability,
he says, is related to aprropriateness to the situstion in
which language is usecd.

A study was c-rried out in search of answers to the
above questions. Findings revealed that a spolen or written
variety of language mny be intelligible without being
acceptable in a particulsr locality or social context., The
situational aspect is sceen as an important criterion of
acc-ntsbility. Williams's study is significant because
there is the need for pguidance on specific usage. Where
there is inconsistency in usage, one would definitely
insist on the conventionally correct usage. His study also
revealed that those who z2re the best judges of what is

corrcct and acceptable ss an educational standard are those
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In addition to 211 the above points, the review has
revealed two important reslities about formal correspondence
in Niferia., One important reality is the rather high
incidence of unintended crrors in formnl corr-spondence.
Another prominent reality is the relevance of context in the
interpretation of content involving formal corr- spondcnce In
Hizoria.

In the next chapter, the procedures used for data

collection will be fully described.
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CHAPTER 3

3.0  METHODOLOGY

Fa Basic Methodological Conciderations

In chapter two, we tried to locai: our object of study
rclative to previous studies. We considered some of the
main theoretical frameworks approprint: for the annlysis of
formal correspondence. In the currart chepter, we intend
to consider the research methods with & vicw to arrivinz at
our own model to suit th: peculiar den- .ds of the study
being undertaken. We “ave favoured “shley's framework of
analysis of formal corresnondence (Ashl:y, 1984) and
Anasiudu theoretic2l framework of =2naiv<ic of formal
correspondence in Oluikne 1981, Howove., -nly areas of the
two models which are relevant and Yiave -eaningful application
to our data will be considered. We intcud to consider in
further detail the selected model subserucntly. We shall
also consider the procedure used for dazta collection, the
location for the study, the test instrument as well as tha

ethical basis of the research.

3.2 Field Work Method PProc:dure

Locations:
The investigation used correspon . tice from three
different sources:

(2) Educational institutions
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of some letters werz supposcd to be.
(c) The written records of stuch interviews wer: also kept.
They were used by the researcher to clarify any

inaudible or uncl:zr parts of the tape recorded data.

3.3.2 Transcription of Data

Data tape recorded in the course of the field work
werz carefully played ovir nd over again in order to
obtain accurate informnatiosn nd adecuats transcrintion.
Since our research is basic lly inclined towards the totnl
understanding =nd clarifi<. iion of the overall structure
and presentation of forn~1 Ccorrespondznc- znd specifically
on the style of langu- o ., the “~uduritten matzsrials
came in handy in providing : llers for ianst~nc=s in which
our tape recording was not very audiblc. The type written
materials proved very usertl in taking note of features of
formal writing and this en-0led us to re-appraise such
writings on our framework of analysis in order to ascertain
whether such formal writin s fall within the expocted level
and whether the features of formality are compatible with

those universally identifizble or known.

3.3.3 Ethical Iscu:s in Field Research

This refers to the ri;nrt steps token by the researcher
and the wrong steps avoia:i in the data gathering process.

The researcher ensured that the authorities of institutions
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correspond=nce with a printed letter-head. 1t is also
usually printed on the right-hand side of the page or
centrally positioned on the page.and the month of the date
should not be written in figures as they can be confusing
in case of international correspondence. For example,
11.1.85 means "11th January 1985" in Nigeria but November
1st 1985 in the United Steotes of Amarica. Ashley says that
many firms leave out abbreviation "th" after the date,for
examnle “2L October' instead of 2L4th October." Other firms
transpose the date 2nd the month, for example 'Octob r ZL!
instead of "2 OUctober." These, he says, arc mattars of
prefarences but that one should be consistent throughout
on='s correspondence which . ver one chooscs. The following

is an example ¢f scnder's address:

NEPA District Office,
F.M.B 1003,
Zaria.

13th July, 1994.

Inside (or receiver's) address

This, Ashley (op cit) and Anasiudu (op cit) say, is
written bclow the Sender's address and on the opposite side
of the page. The following points are to be taken into
consideration when writing the inside address:

(a) Surname known

If we know the surname of the poerson we are writing

to, we write this on the first line of the address,
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preceded by & court.s title nnd :ith r the

person's iritial(s) or his/her first ; iven name. For
example, "Mr 0.S. Obong" or "Mr 0dili Obong" and

not "Mr Obong."

{(v) "Mr, Mrs, Miss, Ms, Messrs" may be used with or without
full stop. Special titles which should be included in
addresses are many: Severend (Rev.), Doctor (Dr),
Professor (Prof.), Mister (Mr.), Fadam (Ma) and so on
Esq (with or without a full stop) abbreviation for
Esquire is seldom used now. [If us-d, it can only be
used instead of 'Mr' and is placed after the name.

We should not use "Legao" and "iir" st h- same time.
For example, “"Bruce Fndayi Esc" #ad nuot*Mr Bruce

Fadayi Esn.”

I1f we do not krow the nams of the person we are writing to,
»o may know or be ahle to assume his/h:r Litle or position
in the company or in the institution. ¥or excmple, (The
ssles Manager, The Finance Director) in which caese we con
use it in the address. After the name of Lhe person and or
company receiving the leter, the order of the style of
address is thus:

Nome of house or buildine

Number of building and name of strece! or road

Name of town or city

Name of country.
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The following is =n illustration of inside address:

Mr Charles Akabukwu,
Arewa House,

22 Balewa Road,

P.0. Box 1455,
Zaria,

Kaduna State,
Nigeria.

3.4.3 Style and Punctuation of Address

Both the addresses according to Ashley and Anasiudu
12y be 'blocked' (ie each line is vertically aligned with
the one above as the previcusly cited illustration or
'indented' as below.

Arewa Hcuse,

22 Balewr A0ad,

Zaria,
Kadunza Sti:te
izeria

-

According to them, there are no rulss stating that one
stsle or the other must be used, though blocking is more
common. They advised that in any case, we must be
congistent. That is we should not block the sender's
address and then indent the inside address  And if
nunctuation is used, each line of the address is foilow&d
by n comma, except the last line, but they observed that
mzjority of firms and institutions now use open punctuation,

that is, without any comma,
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F.d o0 Sz2lutation

Writing on salutsation, trey say tkat “Dear bir,"

opens
1 letter written to 2 man whose name we de rot know. "Dear
3irs" is used to address 2 company. "Dear Madem" is used
vo address a woman whether single or marri-d whose name w2
do not know.

"Dear Sir or Madam" is used to address 2 person of whonm
we know neither the name nor the sex. When we know the
name of the person we are writing to, th:= salutetion takes
the form of "Dear ..." followed by a courtesy title and the
v rson's surname. They observe that initi~ls or first nrmes
are not generally used in s=lutations when writing formal
letters. They also observ-: that comme after the salutation

is optional. It could be Le-r Sir, or Dear oir.

3.4.5 The Body of the Lettzr

This may be indented or tlocked. This agein, according
to them, is optional. It is a matter of clhicice. Some
firms feel it wastes the Secretery's time: to indent. We
nust again be consistent whichever style we use and use thet
stvl> 211 through the letter. It is usuz2l to leave a line
space between paragraphs in the body of th: letter. If the

blocked style is used this is essential.

3.4.6 Complimentary Closes
If the letter begins with "Dear Sir, Dear Sirs, Dear

Madam or Dear Sir or Madam," it will close with "Yours
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faithfully." If the letter begins with 2 personal name

- "Dear Mr Eke, Dear Mrs Robinson, Uear lMs Jones" - it will
close with "Yours sincerely." They 2dvisre that we should
stop closing with old-fashioned phrases such as "We remain
yours faithfully" or Respectfully yours" and so on. The
position of the complimentary close on the left or right

or in the centre of the page is a matter of choice. It
depends on style of the letter (bloc' ¢d letters tend to ut
the close on the left, indented letters tend to put them in
the centre). Generslly, much depends on the firm's

preference.

4.7  OSignatur s

We should always typ« our names after our handwritien
signature. It is a matter of choic - whether we sign with
our initial(s) for example "0 Obong” or the given name
“0dili Obong" and whether we incluce a2 courtesy title
(Mr, Mrs, Miss, Ms) in our signature or not. But Ashley
ndvises that it is better and safest to sign with our
given name and to include our title so that our correspon-

dent will be able to identify our Zender and so does not

give the wrong title wken he/she replies.,

3.4.8 Length of th. letter

The length of the letter should bc whatever is

consider~d substantislly necessary. To some extent, the
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length will depend on the context wiilhin which the subject

of the letter is written. 1t may be 2 simple subject for
example thanking a customer for a chzogue or complicated for
example explaining how a machine worike. It will also
depsnd on how much information one wants to give. Gettinz
our letter the right length is generally a guestion of

including Jjust the right amount of information.

3.4.9 Order and Scruence

As well as containing the right smount of informaticn,
our letter should also make all necessary points in a
logical sequence, with ~ach idea or piece of information
linking up with the previcus one ir » - itern that can be

followed.

3.5.1 Style and Loniuape

Ashley (op cited) advises that we should write in a
simple and clear style. Howev r, our style should not be so
simple that it becomes discourteous.” He zlso advised that
we should use stylistic devices that will meke our writing
more polite and employ complex sentences joined by
conjunctions rather than short sentinces, passive rather
active, full forms rather thazn abbreviated forms. Anasiudu
(op cit) points out that every formel letter should be clear
and to the point. Besides, every formol letter must be

direct, simple and straightforward. To attain this standard,
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he suggests that we should try to 7=t the right tone in our
letter. This means we should aim for a neutral tone avoiding
the use of pompous language on ane hand and informal or
colloquial language on the other hand. Our correspondent,
he says, must be able to understand what we have written.
We should only use abbreviations that are both known to us
and our addresses.

In our propesed model, which is 2 modified version of
Ashley's and Anasiudu's models, we wigh to hold that for a
correspondence to be regarded as formsl correspondence, the
rules and conventions of letter writing stipulate that it
shoudd ingclude the following fovmnl fratures:

{a) The writer's address |
{(b) The addressee's address

(c) Reference number

(d} Formal salutation

(e) Subject of the letter

{(f) Non~intimate complimentary close

(g) Standard expression in all cases

These conditions have been expanded above to provide
us with the instrument to characterize the different
features of formality of formal letters as written by
Nigerians from our sources of data. The following are the

data collected from our pripary resources.
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3:6.1 Specification znd Sni «@d of Features

In the following sections, thv c¢ner2l and specific
spread of the formal letters and thoir distinguishing
characteristics are presented. To facilitate a cross
sectional comparising, some of the drnts are presented in
tebular form while others are re-produced in their original

sentence or construction forms.

Table 3.1 Distribution of ‘ormsl Letters
- -
Sources o Percentage
- g
Educational institutions LO L3.5%
Banking institutions 25 30.5%
Federal parastatals ) 26%
d “Total G%_ | 100% -

The specific findings on the main features of formal letters

regarding number of addresses have becn summarised below

[able 3.2: Addresses in the formal letters surveyed

No of Addresses Fregucncy of Rate

- occuirence _ﬁ_ —

One address 10 10.9%

Two addresses 78 8L, .8%

More than two addresses L 4.3%
Total 7 100% |
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VWhen letters were examined Lo sstablish those with
.
references and formal salutation. the results revealed the

summary presented in the table below:

Table 3.3: Reference Numbers (Ref. No)

. T
Reference Number Frequency 2fl Rate
Occurreunce %
With reference nuaber 59 6l .1%

and formal sslutation
Without reference
number and formal 33 35.9%
salutation

Total g2 1 005:
Formal correspondence wers -<amined for those with or without

su'.ject head and the situsntion looked like the summary below:

Tzble 3.4z Sul dect-head

Subjecth~ad Occurrences i Rate %
With subjecthead 88 Q5 JTHh
1
Without subjecthead N I} « 30
Total o2 100%

The manner of complimentary close was carefullvy studied and

the pattern revealed is stated below:
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Table 3.5 Complimentary Clore {(70) rnd Signature

or Subscription

Subscriptions Frecuency of Rate
Occurre:ce
CC with signature L § 62%
Signatures less CC 35 . 8%
Total G2 100%

vifferent aspects of presentation foruats have been captured

through the three tables below:

Table 3.6 Formel letters with letter headings

Letter heads ! Freguevcy of Rate
i Qcerisrencs
With letterhends ! 67 .1%
Without letterheads | 3) 12 ,6%
Total : 92 100%
Table 3.7 Presentation of Addresses
' Forms Frequency of Rate
Occurrence
Blocked form 77 83.7%
Indented form 12 13%
Inconsistence 3 o 3,3%
Total gz 100%
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Table 3.8 Presentation Type of the Sody of the Letters
Form Frequency of 7§ate
Lccurrence )
Blocked 55 59.8%
Indented 37 LC.2%
Inconsistent - C
i Total 92 100 i

3.6.2 Spread of Laniucge Features

Language features used in the formal correspondence
included:
Function words
the, on, and, I, we, to, a», is, if, our, with, shall and
S0 on.
Content words, examples included:
inform, appear, interview, reference, receipt, communicate,
customer, consider, promises lette.:, account, settlement,
advise, regional, shortage, comply, ceremony, representa-
tives, directed, discussed, reasonable, claim, control,
staff, quest, despatched, efforts, commence.

Specialized vocabularies, examples were:
natient, mandibular swelling, histological, lesion
diagnosed, odontogenic, cyst, tumour, autogenous anaesthesia,
premolar, squamous odontogenic tumour.

Simple Sentences
(a) Please see attached copy of his letter.
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We look forward to vour usuzl cooperation in the urgent

settlement of the bill zs usual. (sic)

Complex Sentences

(a)

()

(c)

We sincerely sympathise with the management however,
you are advised to contact Messrs Stirling Civil
Engineering (uig) Limited.

I am to add that it is mandatory that you involve
representatives of the communitv who claim that
representations had earlier been made on subject to
the station chief.

Since the implement-tion of the new salaries none of
the staff had been paid the new rate but the old rate.

(sic).

Compound Sentences

(a)

(b)

Please, find attached - e copies of previous
correspondences on addiiicn qualification obtained and
redesignation of grade (sic)

Our records indicate that you have refused and/or
neglected to pay this long outstanding debt despite
repeated demands so to do by the Bank (sic)

Passive Congtructions

il

11.

s 16 1 40

A full and formal report will be madc to the Senate
in due course.

It would be highly anpreciated if your response would
reach the undersigned on or hefare 20/10/93.

Two circulars have been issued regarding the
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part to comply within th" stipulated time will lead
the board to order z sp-cial tax audit on your
establishment.
You are hereby czlled upon to take immediate steps
to liquidate this debt.
Be informed that any cost incurred in the process
by you assuring you cf our hest banking services,
at all times. (sic)
Please be informed thit on roceint of their fees
for the services, wo shall pass same to your account.
On receipt of this letter grateful proceed with
litigation against the above debtor as earlier
directed by our rerional le. 21 ianager.
All leg=l charges i icurved Liv the Lank in the
course of perfecting the cecurities in relation to
this ending shzll be borne by you and debited to
your account without prior recourse.
Failure to comply will lapse the waiver and the

full amount of ,.. debit becomes payable.

Active Constructions

i.

ii.

iii.

We hope you will not make t'is course of action
necessary.

We shall be glad if the circumstances which gave rise
to this under estimation are =zvoided.

You should take out a write of summons against him

without further reference Lo us.
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iv. You may review the c: and recommend what you deem

fit please.

v, 1 shall seize the opportunity to copy this letter to
all members of council and senate for information in
advance. (sic)

vi. In view of the above, I am writing to strongly warn
you to desist from furt'ier actions which could tarnish
your good image on your job.

vii. I would be grateful if you could let me know the
current status of our article: "The level of achieve-

ment on ecology concents ..."

Use of Modals

i. We would like to bc re!' ined on your subscription list
for issues of Nigeri-n Educational Forum.

ii. May I therefore requ..t for & proforma invoice to
enable me take a two year subscription.
iii. You should get your hecad of Division to consider the
application.
iv. You will be reimbursed mileage expenses at the rate
of N1.00 per km.

v. I shall seize the opportunity to copy this letter to
all members of council and senate for information in
advance.

vi. Any change in address must be notified immediately
otherwise payment of transport fare from the new

address may be refused.
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vii, I would be grateful if you could let me know the

current status of our article. "The level of
achievement on ecology concents ,,."
viii., This could be verified from your staff in Zaria.
ix. Please be informed that we shall carry out the
pumping test exercise on the above hole from Monday
2nd November, 1992,
X. You may review the case and reccommend what you deem
fit please.
xi. You will report to the statio: Chief, Sarkin Pawa
who will assign you duties as aoprooriate (sic).
xii. We like you to do all the ncecrs<arv arrangement for
the above mentioned payment 2s =con as possible.
xiii. You should take out a writ of summons ageinst him
without further reference to : s.
xiv. We ghall be glad if the circu stances which gave
rise to this underestimation zre svoided.
Xv. We hope you will not make this course of action
necessary.
xvi. We therefore look forward to seeing more of your
staff on our programmes which you have tested and

would no doubt wish others to Lerefit from too.

The Use of Pronouns
Flural Pronoun: Inclusive "We"

i. Me look forward to your usual cooperction in the

urgent settlement of the bill =28 ususl.
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ii. We look forward to have your representatives on the
site as discussed.

iii. We suprised that since Novemb:r 1992 when you guest
left and the bills was immediately dispatch to you
for payment, all efforts to give the payment proved
abortive (sic).

iv. We are in receipt of your letter dated 15th December,
1994 .

V. We are still following up for total ligquidation of
the outstanding debt.

vi. We wish to advise that your requ=st to 180,000 as
full and final settlement of your debt has been
declined.

vii. We cannot allow the debt to remain unpaid
indefinitely.

viii. We paid the publication fee in 1992 and since then
we have not heard from you.

ix. Me discovered, nobody to reli=f you. We are
appealing to you once more to exercise more
patience until our two typists presently on leave
return (sic).

X. We have received a photocopy ol your civil service
exams .

xi. This is to inform you that we heve made reasonable

investigation and we are satisficd that the husband

of the above-named is not receiving the rent
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iii.

i 5,7 g
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allowance elsewnerc.

xii. We count very much on your vsluablc imput for the
success of the workshop.
xiii. Please we request you to send to us a comprehensive
report of the 1992/93 typewritten report soonest.
XV. We recognise that you work undsr immense pressure.
xvi. We also welcome cartoons, teaching/learning
crosswords etc.
xvii. We would like to be retained on your subscription
list.
The Use of Personal Pronouns Zeprezzntol've 'I'
i. I am directed to ackrnowledge the receipt of your

letter dated 2Lth Sept. 1993 on the subject-matter
above.

I have been directed to invit: yvou. as a Resource
Person to the above named 3-day t«xtbook Evaluation
Exercise scheduled for 11th-16th Cctober 1992.
Please 1 am directed to bring to y>ur notice that
the 29th Establishment Committee has been scheduled
for Tuesday 18th June, 1991 in the College Staff
Room at 10.00pm.

I have therefore been directed to remind you that
the committee will te meeting on Tuesdzy, the 19th
of August, 1994 at 2p.m. in the D-puty Director's
office.

I am directed to inform you that y-u should appear
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here for interview on 20th July 1°91.
vi. Please be informed that 1 have belirn: directed to return
your cheque of 150,333.8Y4 due to und~r value of cost

of the material.(sic)

Ii.e Use of Non-Personal or Neutral Pronoun

i. It will therefore be appreciated ii you can please
forward a written report on this st~ff.
ii. It will be appreciated if your response is received
on or before Wednesday 30th September 1992.
iii. It would be highly appreciated if your response would

reach the undersigned on or beforc 20;70/93.

The Use of Intra-textusl Conti-ctors

i. I therefore recommend that shes be -~ il her monthly
allowance for the month of Junc 1775,
ii. Also it has been observed that on .vcdnesday 29th
December 1992 you leit the office at about 10.00 a.m.
iii. however, conflicting reports confirmed that you were
at the Sick-bay while others says you reported going
to the bank. (sic)
iv. and again 1 have found no sc¢lid ground in your
application for me to grant the leave.
v. You are therefore advised to mak= concrete efforts
towards liquidating the balance standing against you

in our books.
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No doubt you will as usual first send him a letter

of demand and in default of responsz, you should
take out a writ of summons against him without
further reference to us if however he should give

a reply to your letter then you should forward same
to us for our consideration.

We therefore expect that within 21 days from the
date of this letter ..., otherwise we shall be
compelled to institute legal action against you.
The need to keep such expenditure within the limits
of reasonable necessity, however very much remains.
Staff and management are therafor:, hoereby strongly
advised to maintain the controls through greater
use of the allowances.

We sincerely sympathise with the wmn:zement however
you are advised to contact Messrs Stirling Civil

Engineering (Nig) Ltd.,

Furthermore, you are required to obgerve regulations

governing ...

j—.

ii.

1 am to add that it is mandatory that you involve

representatives of the community who clzim that
representations had earlier been made on subject to

In view of the above, the regiment has been authorized

to procure on regular basis ...
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Other additional information are hereby attached

for your perusal and necessary action please.
Repetition of pronoun 'We' on =ach paragraph.
Meanwhile, the customer has so far lodge i 3400.00
in reduction of the debt.

In the meantime accomodation has becn reserved for
your nominee.

Feanwhile, it was discovered that DUr Oyebanji is
very close nephew [Lr Sunday Oyebanji who travelled
Further details about the examin. tion including the
time table and your duties as ar Lxternal Examiner

will later e sent to you.

Spzcific Errors Detected

#ordiness: using more words than nccessary

j.o

1.

iii.

iv.

Upon closer observations, it has been observed that
you have not been willing to live up to the required
standard expected of you on your job.

I am directed to reaquest you to fill the enclosed
form and come along with all the photocopies of your
credentials early to this office.

I hereby inform you that I sat and passed the Civil
Service Examination Typist I1 Cadre conducted by
Kaduna Polytechnic.

Please be informed that I have being directed to

return your cheque of K50,333.84 due to under value
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of cost of the materials needecd (sic)

v. We look forward to your usual co~operstion in the urgent

settlement of the bill as usual.

certence Fragments

i. Reference to your application for employment dated
4th July, 1961.
ii. With reference to the concluded tcaching practice
exercise.
iii. With reference to your discussion with the Nitel
Area Manager Z:ria on provisiocn of Telephone Service

at the pumping station Zaria.

Wrong Inflections

i. Staff and Managements =re therofor. tereby strongly
advised to maintain the controls Li:rough greater use
of the allowances in licu of hotel ..,

ii. Since the implementation of th2 new sslaries non of
the staff had been paid the ncw rote but the old rate
(sic)
iii. The undersigned visited this customer and had a

discussions on the need ...

Wrong Use of the -ing form of the ver: '*o be'

i. The site visited on Friday afterncon with pumping
station chief.

ii. Thereby bring your total billi.;, Jor the month to
#8lYy,376.00.
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iii. Please be informed that I have beiny “irccted to
return your cheque due ©o under valuce of cost of the
materials nreded.
ive We are in receipt of your letter dated 12th January,
1995 on the above and wish to state thst the customer
who is sole proprietor of Triumph Frinters (also in

account relationship with us) has_tcing pursued by

Messrs Anamah Nwobia for the clear-nc of the debt.

Tautology

i. You will resume back “or duty feor duty immediately

after the new year's public holids .
ii. Furthermore to advice that re-cccour-nce of such acts
by your in future could attract s. icus punishment

against you.

krong Choice of Words
i. None of the above has any reason or explanations which

could exculpate you from punishment.
ii. Sometimes when you reported you oftunly choose to
malinger around instead of gtaying Hut on your duties.
iii. You are reguested to forward your rcguest through your
employer.
iv. Your reasons for ill-health on the 22rd Lecember, 1982

could not be tenable enough to warrant your total

absence from worx.

v. 1 am directed to inform you that ym cshould appeer
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here for an intoir.iow.

We are still appealing to you once more to exercise
more patience.

I am directed to reguest you to fill the enclosed
form.

I have found no solid ground in your application for
me to grant the leave,

The management felt it will ue wrong to shift the

dates of convocation forward.

Omissions of Articles

i.

ii.

iii.

iv.

After given much consideraticn, we aiccovered

/nobedy to relisf you (sic)

On Wednesday 20th iL-c-mber, * . o _aft / office at
about 10.00 pm.

I refer to / radio m=ssaze Nc ' 275/43027 of 24th
Nov 1992 on st bji=ct.

This is to convey / management's dccision to transfer
you to Sarkin Pawal Pump Staticn.

The fresh estimate that is for the underground cable

is the sum of 496,433 vide cony of / estimate
attached.

Omission of Prepositions

i.

I am directed to request you to 1ill the enclosed
form and / come along with all thc photocopies of

your credentials early to this office.
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ii. Kindly use your good offices to see that the new

rates are peid / us with effect irom 1st / March 199L.

Cmission of Importsnt Words such as (ronouns etc

i. I warned you to be serious with your Jjob and change
/ attitute towards dischargin: seme in future, you
inturn promised to do so.

ii. The estimate of under / cable shall be forwarded to
you soonest.

iii. Please find attached are copics of previous

correspondence on addition / ru='ification.

iv. We suprised that since Novemi.r 1992 when your quest

JadE wew

Incorrect use of Demonstrative Prono.n

i. The undersigned visited this cu. tomer and had a
discussions on the need to clear this long outstanding

amount.

Wrong word order

Our records indicate that you l1ave refused and/or,
neglected to pay this long outstanding debt despite
repeated demands so_to do by the bank.

Wrong Sgelliggg

i. Furthermore, to advice that re-occourance of such =acis

by you in future could attract serious punishment

against you.
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ii. After given much consideratic , wo discovered nobody
to relief you

iii. However, complicting raports confirmed that you wcre

at sick bay ...

iv. 1 seriously warned you to be .eriovus with your job
and change attitute towards discharging same in
future,

v. I shall seize the opportunity to copy this letter to
all members of council and sonctie for information in
advance.

vi. We count very much on your vzlucble input for the
success of the workhop.

vii. As a matter of urgency, all the ev:-luated scores
should be collectively submitt.! to Mrs Deborah
Zamani at Room 117 latest Jedrn =dcy 27th July, 1994
wich will be collacted from her ceme date to be
submitted for moderation.

viii, You will report to the station chicef Sarkin Pawal who
will assign you duties as approrrite.

ix. The estimate was based on Aerinl cable while our
headquarters review that aerinl cable shall not be

save .

x. We would like you to do all Lha necessary arrengsmints
for the above mentioned paymeé: i as soon as possible.
xi. The above work is to be compicted within four (4)

weeks from the date of accapiznce of all donations

specified in the letter of aw
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Prior to your commencement cof owrit you will be
required to produce a schedule of work which will
detail the work programme.

During the auditing period, the Board may invoke
its power by oedering the sealin; of all your
operational bases within the state.

We refer to previous correspond=nce in respect of
our above named customer's indcbtendess and wish to
advise that our management declined customer's
repayment proonosal.

The facts remezin that the Ministry had fulfiled
its obligation of settling in 111 cost relocation
of N.N.P.C facilities that w2 : =.Iected by the
construction works on the road,

The chase of underground cablc Jdu: 125 frequent
Nitel cable theft in Zaria and i*s environs.

Hausinz for staff

mm—— e

... and neccessary action

Punctuation Mistaokes

i.

ii.

131.

With reference to your discussion with the Nitel Area
Manager, Zaria on provision of Teclephone services at
the pumping station Zaria.

The estimate was based on Aerial c=ble, while our
headquarters review that aerial c~ble: shall not be
save.

It is mandatory that you invclve representatives of



iv.

vi.

vii.

viii.

ix.

8l

the community who claim thst representations had
earlier been made on subject to the station Chi:f in
the inspection exercise.
Having gone through your records / 1 found that you
were early this session granted causal leave, and
again / I have found no solid ground in your
application for me to grant the lecave.
Be informed that any cost incurred in the process,
will be borne by you / assuring you of our best
banking services at 21l timec.
Meanwhile / the customer ltas s=o far lodged #2,400.00
in reduction of the debt.
On receipt of thig letter / girteul proceed with
litigation against the 2bove d-utor as earlier
directed by our regional legz]l Monager.
We shall be glad if the circumstsnces which gave rise
to this under estimation arc avoided / moreso / that
your staff have neithor complained nor reported any
case or cases of inaccessibility to our premises for
the period covered by the bill,
We also remind you that we are ever ready to cater
for your training needs especially in the areas of
management development and customer relations skills.

Grace Nwabueze (iiss),

c/o Pedro Metal Construction

No 5 Kings Road,

Sabon-Gari,
Zaria.
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A.A, Manta, Esq.,

Principal éolicitor,

Manta & Company

9A Junction Road (2nd Floor)
P.0. Box 10104

Kaduna

The Head,

NNPC - PPMC,

Area Office,

Kachia Road,

Kaduna,

On the gquestion of the dam~_ed wezter pipeline and
the fire incident / we sincerely sympathise with
the management.

May I therefore request for & proforma invoice to
enable me take a two year s 'Lacription?

With reference to the conci wed teaching practice

exercise.
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CHAPTER U

4.0 ANALYSIS OF DATA

L.1  Introducti.:

In chapter three, we discussed ih~ model for the
analysis of our data. We also presented the data. In thic
chapter, we intend to apply this anai tic:l model to the
data presented in chapter three. ‘e arc zoing to report
our findings objectively. Firstly. ve are going to analy-e
the main features of formal corregnondence. These features
are the ones we expect to =ee in any fur sl correspondance
no matter whers the correzpondence i~ ‘.om. The features
are universally 4nown and ‘dentifiabl2. Secondly, we are
going to look at the mugnces of lan uzge fzatures employed
in writing the formal letters analy:sc¢, Thereafter, we

shall describe the errors observabtle in the use of language.

4.2 General Features of Foruzl Letters

In terms of style of address =and overall layout, form:)
letters demonstrate some unique characleristics. Such
features are among the elements th~t di-tinguish formal
letters from non-formal ones. The form~1 features which
are more like designed festures are not identical with the
language features. However, in the strictly formal

correspondence the two sets of featur<s tend to compliment



each other. The table below capturcs the

of formal correspondence.
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main features

Table 4.1: Main Features of Fornal Letters
Features Tot;;‘-o Occur=-{ Rate j$“~
of rence | Percen-
Letter: tage
Addresses 92
One address 10 18.69%
Two addresses 61 77%
jore than two addresses 4 . 3%
Reference Number 92 1
With reference number 59 63
Without reference number - 33 T
Formal Salutation )
With formal salutation 59 63
Without formal salutation 33 37
Subject-head 92 i
With subject-head i 88 95.7 i
Without subject-head K 4.3 ;
Subgcription 92
Complimentary close and 57 68.8
signature
Signature less complimentary
close 35 31.2 !
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From the above table, our findin : reveal that letters

with two addresses on them rank hishccl with 77% of the
number of addresses in the letters anslysed. This is in
line with what is universally known. uvery formal letter
is expected to have the 'sender's address' and the
"inside" (or receiver's) address. liowever, there are
exceptions. The letters with onc address are next with
18.69%. These letters are mostly mecnoranda. Memoranda are
written as internal communication to advise or inform
employees of policies and procedurcsz that their company or
institution has decided to adopt. 1n addition, memorandum
may contain two addresses when il i< [rom one branch of a
company to another.

Letters with more tran two acd: e= =s claim only .3/,
These type of letters are highly foruczl. They are the kind
of letter written by a Junior staff (o his Director. The
letter may have to pass through many levels or "hands"
before getting to the specific persor it is addressed to.
For example, the junior staff may write through his
immediate supervisor to the Director.

Our findings in the use of refer2nce numbers reveal
that letters with reference number are in majority. Threy
rate 63%, while those without reference number rate 37%.
We observe in our analysis that the letters with reference
numbers are mainly from institution to institution or to

individuals. The letters without re’erence numbers are
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from individuals to institutions. !»wrver, there are cases
of some letters from institutions withiout reference
numbers. The writer of those letters wight have carelessly
omitted it, or are ignorant of the inportance of this
feature in formal correspondence. .cference numbers
facilitate filing and ensure that the letters reach the
right oeople in the institution o o. janisation.

Cur analysis confirms the fact ih-t 'formal salutaticn
is another important feature of foi sl correspondence.

The rate of use ranks highest with ©7.. The letters wi:choutl
this feature claim 37% of the tot-l rurcer of the letters
analysed. Formal salutation represeits the expression of
greeting in words or sentences. ZSxo.ierrsions such as ‘Cear
S5ir" and "Lear sadam" show that th: Letter is highly

formal while lesr iiiss Jones shows =t it is a semi-
formal letter. Formal salutations alwoys occur at the
beginning of a letter.

Another important feature of a Icimal letter is the
subject-head. Our findings reveal tl:wal majority of the
formal letters have subject-heads. "The banking institutic. s
rank highest in the use of subject !'~ads. Federal
parastatals follow and educational insiitutions came last
Although., the letters with subject 'i»zd claim 95.9%
while those without subject head are ver, few and these
claim 4.1% of the total number of '~titz.s analysed for the

study.
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The importance of subject head as a feature of formal
letter cannot be exhaustively discussed. When a formal
letter is opened with a subject-head, it provides furth:r
reference and saves introducing the subject in the first
paragraph. It immediately draws attention to the topic of
the letter and allows the writer to refer to it throughout
the letter. The letters without subject-heads are very few.
This shows that subject-heading is an important feature of
formal correspondence.

From a close assessment of the above table, our
findings reveal that the use of complimentary close rank
highest with 6&.8% while formal letters with signature less
complimentary close claim 1 .2%. The cifference bstween
the two is not too great. We discover in our analysis that
there are cases of inconsistency in the usage: that is,
there are situations where letters with formal salutations
do not have complimentary closes. In some of the letters,
both the formal salutations and the complimentary closes
are omitted completely. In spite of these inconsistencies,
those features of salutation and complimentary close are
very important in formal correspondence because they are
used to show the degree of familiarity between the writer
and the addressee. And they remain so whether the letter
is so formal as to require 'Dear Sir' as a formal salutation
and close with "Yours faithfully" or that which is semi-

formal, when the form used is "Dear Miss Ross" to close



with 'Yours sincerely.’

At this pouint, we are going to analyse the languaye
features used. DBut before this, we are gojng to state the
nrinciples thet underlie standard formal letters. To siart
with, every formal letters should be clear and to the prcint.
To be clear, we need to avoid bombastic expressions.
similarly, keep within the point, we need to modify cerfain
expressions which are frequently used. Besides, every
formal letter must be direct, simple and straightforward.
furthermore, formal letters are expected to be polite.

These principles underlie good letter writing (Ashley, 198),.

T | Ssnecirvic Language Fezlures

Some specific langsuage features stand out when the
formal letters are closely examined. Irrespective of what
the theme or subject matter is, these specific language
features have risen to the level of canons within the
domain of formal correspondence. The major specific

language features discovered in the sampled letters have

been summarized through the table below.
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Table 4.2 ESpecific Lenguaee reatures Obhscrved

Total .lo Frecuencyf Rate

[- Language Features of Words/ - of

b Sentences Uccurrence

)

i "unction words 150 Y 30%

; Content words 150 105 70% l

' lpecialized vocabularies : 156 30 ¢ 9.2%1

i Yamiliar words ' 166 125 ig*.&ji

| simple sentences 35 10 28 .6%
Complex sentences 35 15 L2 .9%
Compound sentences 35 10 20 6%
Passive constructions (R 19 31.3%
Active constructions 30 20 66 . 7%
Modal £0 5 10%
Pronouns 1o L € .9%
Inter-textual conaectors 152 I 2.5%
Intra-textual connectors 19 10 6.2%

b — i -

In our analysis we discover that the use of content
words rank highest with 70% of the total number of words
uz2d. Content words belong to the open-class items. Iteme
oolon% to a class in that they have the same pgrammatical
wroperties and structural possibilities as other members cof
the class. The class is open in the srnse that it is
indefinitely extendable., New items are constantly created
and are added to it. Content words are all nouns, verbs,
adjectives and adverbs. From this lexicon we construct

meaning of sentences.
Function words, by contrast, constitute 30%. Function

wor'ds belong to the closed system item=. The sets of items
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arc closed in the sense that they crnnot ncrmally be

extended by re-creation of additional wm2mbers. The items
are said to be recinrocally exclusive. T e decision to use
ore item in a given structure excludes the possibility of
using any other. Function words are said also to be
reciprocally defining becsuse it is less casy to state

the meaning of any individual item than to define it in
relation to the rest of the system. Fynction words includ=
all cenjunctions, vrepositions, articles, auxiliary verbs
ant most pronouns.

In some of the formal letters analysed we discover that
grecialized vocabularies zre used. However, the specizlised
vocabulary claims only 9.2% of the totai number of words
used in one of the letters =2nalysec. . 5t of lexical items
nabitually used for handling a particulur subject is te.ued
pecialized words. Our findings also reveal that though
many words are remarkably flexible, and nay be used in many
different ways, there are limits to the t;ne of use which
any word can accept.

The chance of familiar words ran4od hirhest in majorit:
of the letters. It claimed 91,.8%. (amiliar words are
preferable in writing because more peonle understand the
usage and since the purpose of language ic to communicate
and not to impress, the choice of familiar words becomes

more important.
Our findings also reveal that lifierent types of

sentences are used in the writing of Li» [ormal letters.
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The sentences rangc from simple sentences to complex and
compound sentences.

Compound sentences rank highest with ),2.9%, complex
sentences follow with 28.6% while simple centences claim
2£ .,6% of the total number of sentences in some of the
letters analysed,

A simple sentence contains only one verb. For example
“Miss Moronfaye lost her father on May 7, 1985." A complex
sentence is a sentence having a main clsuse, followed by
one or more subordinate clauses. The following is an

example of a complex sentence.

Please note that although this Tacility is
granted for a2 stated period, th: bank in
accordance with the g:neral ban'i'i: practice
reserves the right to cancel or r«verse the
facility at any time, should we consider
that circumstances have risen whicn make
such step necessary.

Compound sentences are either two o more simple
sentences Jjoined together by co-ordinating conjunction (and
for, yet, but, nor, or) correlative conjunctions (both, and,
e¢ither or, neither nor, not only but a2l:zo, so as, whether
or) conjunctions accordingly, conseouently, however,
indeed, nevertheless, only besides alco. These type of
sentences are used to give the letters varying length.

In the use of passive constructions, our findings

reveal that passive constructions are used to give focus to
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areas of importance. In passive constructions, the ncrmal
object, direct or indirect becomes the subjrct. We also
discover that the passive voice is often usad in formal
letters because there is some secrccy or a deliberate
mzsking regarding who is supposed to have taken a decision.
e conventions of anonymity and collcctive responsibility
often demand that this information be¢ concosled. Example
of passive construction where certain inlormation is
withheld.

"Two circulars have been issucd regarding the
submission of marks for these courses.” Une cey ask, "Who
issued the circulars?” Tris information is hidden. 1In
some of the letters analy ~d the pas-~iv: constructions are
used indiscriminately macing some of th. s.ntences wordy
and clumsly. Passive constructions cornstitute 33.3% of the
total sentences analysed while active s=ntences claimed
G6 . 7% .

Furthermore, our findings reveal that modal auxiliary
constitute 10% of the words used in a letior. DModals are
ured to show politeness, willingness, obli:ation or
compulsion. They are used adequately. For instance 'should’
in the sentence below shows obligation.

'As earlier advised, vou should pay . 125,404.74 as
full and final settlement of your account vetween now and

28th February, 1995."
Besides, in some of the formal letters, a frequent

device employed is the modal to convey decisions.
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"The manager would scarcely agree Lo your nuggestions.”
Personal or impersonal pronouns are useéd in the
writing of the formal letters analysed. 1t is impersonzal
when the writecr refers to himself in the third person. In
an organisation, a policy maker can refer to himself in the

first person singular '1'. For ex:amyle,

I am writing to draw your attcoilon to the
fact that you are now undergoins your
probationary periods which by re ulation

~

could be extended to a period of not more
than 3 years.

e also discover that a staff or wuembter of an
organisation or institution seldon ~civcs Lo himself in the
first person plural nronoun ‘we.’ .» tris happens the
staff is simply essociating hims2l1f with the policy makers
who take important decisions in the o¢penisation. The use
of personal pronoun represcntative '[f suows that the
writer is writing on behalf of his/Y«r institution hence
such phrases as 'l have becn directzd ...' are somatimes
ns2d in formal letter writing.

Other language features that are used include the
intertextual connectors and intratextuszl connectors. These
are structural clues that are used to schieve unity and
coherence between paragraphs and sentences. They are used
to indicate relationships at various levels: That is, to

convey certain specific relations or neaning in the
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sentences in which they are used. Somce of these special
connectors like (however, meanwhilc, also, and, yet etc)
are identified and ~2nalysed. 3Some oI the connectors arc
uzed to illustrate, add contrast, intensify, negate or
more and to organise information “he vwiriters pass to the

addressces.

We intend communiczting this velsnce to the
customer, but we wich to know if any
consideration can be given in iorm of
interest waiver. This is w2 usc the
customer has been granted = rw two

times withhout meeting its - lip~tion.

In our analysis, our findinze r-vesl that the body of
the letters is organis~d into par: rephs and these
paragraphs vary in lengtlhi. Some o w12l one or two
sentences, others ccailuin more lan o> sentences. A
paragranh may be defined 23 the la: . st single unit of an
essay. It develops one single main idca by means of
supporting facts. The first para raphh as we identified in
the letters alwrys set the tone of the letter.

In spite of the languaze features used in the writing
orf the formal letters anclysed, we i1dentified some errors
ranging from the lexical, the structural to the mechanical
errors. These errors in one way cr the other have made

the sentences wordy or clumsy.
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L. Observed wrrors

A close look at the sampled letters revealed a wide

range of errors. The most frequent were those unintentional

errors arising from wrong spelling, repetition of the same
words, and the non-observation of soume punctuation marks.
Significantly however, some serious errors which cannct be
called mistakes were also detected. Since such errors
called for close scrutiny they have 5><en isolated and
presented in the sections that follow.

These errors are hereby presented in a table.

Table 4.3: Distribution of errors according to Types

B -

*Lumber [o 8 ’.renuency Rate ]
Error Type words fwJ or cf %

sentences & | occurrence —

Wordiness 125 [s7 70 60%
Choice of words 60 Cup 15 25% |
Sentence fragments 15 £s) 3 20% |
Inflections {45 v 2 15 33.30
Concord { 65 (5] : 30 33.2%
Tense 190  [feg7 35 Lo35%

Tautology 50 [s] 5 10%
Omission of prepositions| 30 [f5f L 13.3%
Articles etc 30 [ 2 6.7%

Wordiness ranks highest in the totol number of errors
identified. #As conceived in this =.udy, wordiness simply

means using more words than necess~.v. 1t is the existence

in
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a sentence of words which cannot be seen to be serving any
useful purpose. Wordiness as ideniivied in our findings
tend to give rise to long sentences. !or exzmple, this

sentence below is wordy:

Upon closer observations, it "as Leen observed
that you have not been willinz to live up to
the required standsrd expected of your job.

The whole sequence of 'Upon clcser observation' has
made the sentence wordy. It is not r<levant as such to the
sentence. The sentence simply could e shortened to "It
has been observed that you are not perfcrring your job as
required.' We are however, not sayl..s 112t short sentences
cannot be wordy. Two factors, our inilings reveal, may
have accounted for this error. The lirst is writing to
impress instead of writing to communic:zte. The second is
the inability to control the flow of idcas.

The next major group of error tynes is the set of
errors known as mechanics. Here we are concerned with full
stop and comma because they are the most frequently used.
Punctuation errors occur more freguently claiming 52% of
the total errors of mechanics. Punciuztion consists of a
series of marks inserted to mark off{ words one from another
either to show their grammatical rel tionship or to give
emphasis to them. Marks such as the full stop and comma

merely indicate the length of a paus:. Our findings reveal
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that in some senternces punctuation: zre= entirely omitted
or where a full stop should be, a cumna is inserted, and
where a comma should te s full stop is ‘nrerted resulting

Lo
g

in sentence fragments. or instanc?, here is an example

of a sentence without a comma:

Upon closer observations/it hns been
observed that you have not L.en willing to
live up to the required staniuzrd evpected
of you on your [job.

There should have neen a comas aiter *‘Upon closer
observations' to indicate the paus. Ir=i2ad the comma was
omitted. Below is ano*har example v 2.2 g full stop is

reaouired but a comma is inz=arted.

During the meeting, this su. -ct was tabled
and discusse.l, and the Director-deneral,
who incidentally was the chziciien of the
occasion was mandated to set in motion the
machinery to have the pipe :clryed,/ The
power cable ...

Besides, there are also inconuir.encies in the use of
nurictuation for addresses.
The Head,
1.N.P.C~FPIC,
Area Office,

Kachia Hoad,
Kaduna,

Lack of punctuation could interiere with the structure

of sentences and ouite ofien they inlerfere with the meaning
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of the sentences.
Spelling errors came next claiming 285% of the error
of mechanics. This error could Le cuite serious for they
could cause confusion in internreting the meaning of

sentences.

The above work is to be coupleted within four
weeks from the date of acce tgnce of all
contract donitions specifizd in the letter

of award (sic).

The word underlined above is ‘cenditions! but because

of the spelling mistake, one may ot casily understand what
the word is and its meaning; all t=ce show that spelling
mistakes and wrong punctu=%tion could interefere with
intelligibility.

Another aree of probl=m ident led wos in the case of
the relationship of tense znd i ... Iy %“ense we understand
the correspondence betweer the fo: i of verb and our concept

of time. Tenses are jumbled in rome sentences and verbs

ha es to the time concept em ied.
hardly corr ond to the ¢ neept bodied

We are in receipt of your ‘etter dated 12th
January 1995 on the sbove znd wish to state
that the customer who is the =nle proprietor
of Triumph Printers (also in account
relationship with us) has bein: vursued of
by Messrs Anamah liwobia for the clearance

of the debt.

Since the implementation of the new salaries
none of the staff had been " 2id the new
rate ...
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The verb phrass has being oursucd' would have been
'is being pursued': 'had been paid' would have been has
been paid."

Another problematic area is that of concord. Concord
means agreement as it involves numbeor, person, gender,
tense and voice. Concord is essential in oroducing standard
tnglish sentences. There are some inconsistency in
agreement hetween subjects and verbs. The first rule of
concord states theat a verb must agr«¢ in number with its
subject. The rule means that a si:'ular subject must be
followed by a singular verb whil=2 a plural subject is

followed by a plursl verb.

..+ Ccomplicting reports conrfirmea that you
were at the S5Sick nay Others soys that you
reported going to the Zank (sic,

The correct thing to say followin® the rule of concord is
*l‘thers say."

Our findings also reveal that fragmentation occurs as
a result of poor punctuation. ¢ra-ment occurs when we
nunctuate an incomplete sentence as if it were a complete
sentence, resulting in fragmentaticn. It is quite simp.e
to recognise fragmentation in writins becszuse it lacks one
or more of the basic element of sentince. uxample of a

sentence that is fragmented.
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With reference to your discuszior with the
Nitel Area i:anager .aria on »rovicicn of

telephone service at the Pumpiny ststion
Zaria.

To recognise fragmentation, we should know that any
construction introduce by after, althov:'h, as if, if, in
order to, unless, even though cannot stzud alone,

Another problematic area was error Of omission of
important words, articles, and prepositions. Umission of
articles constituted 6.7% of the error identified. The error
of misuse are very few and consisted of veing an article
where they should be none. ‘rticles are determiners. They
are very necessary in inglish to speci’y ¢ither cuantity or
to indicate whether the nouns they dct o iiine are known or
unknown to the reader. The followin: is #u 2xample of a

misuse of an article.

The undersigned visited this customer and
a discussions on the need to cl=2ar this
Jong outstending debt and the curtomer
reacted by wanting to ...

The article 'a' should have been omitted completely or
it should have been g discussion but not g discussions.
Omission of articles could interfere¢ with the specificity
of the nouns they refer to.

The omission of prenositions pozea the greatest problem.

Omission occurs greatly with phrasal ver s The writers of
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some of the formal letters were not alwuays sure of which
preposition should ﬁattarn with the noun=/rioun phrases or
verbs. They seem to be conscious that the choice of the’
»o#position should depend on the noun or verb it modifies.
(. ten, they choose the preposition from what they imagine
in their thought. Omissiorsof words are not many and
therefore did not pose a serious problem
Collocational errors also occur. The lexical error of

collocation occurs when the words in a lin-uistic environment
dc not fit each other. These words are possible words but
they do not fit or agree properly with *the osther.

After given muck consideration, we “iscover,

nobody to relief you. We ares stil’ appealing

to you to everci=e more patience until our
two typists nresently on leave v turn.

i word 'more' agrees with 'patience' nainly in colloquial
usage. In formal correspondence the preferred expression
is "“"some patience."

Wrong choice of word to fit a linguiziic environment
is another problem our findings reveal. It is the wrong
usage of words; the use of inappropriate words as distinct
{rom the patterns of combination of words to form sentence.

I am directed to inform you that ycu should
asgear here rfor an interview on “0Oth July,

The word 'appear' does not fit the liiguistic
environment atove. 'Come' could have beer. a more proper

word to use.



Word order has to do with the position items should
cccupy in a given construction. It docs not effect the
overall meaning, instead it makes the sentonces clumsy.

L little re-arrangement con render it mcre acceptable.

Our records indicate that you hav: refused
and/or neglected to pay this lon~
outstanding debt despite repeatad (:cuands
s0 _to do by the Bank.

vhen rearranged it should be 'to do so.'

Tautelogy is another error type our lirdings reveal.
it constituted 10% of the totazl number o7 c.rors analysed.
Tautology is an unnecessary and usually u.cciscious
repetition of words or idess in the sam = ntence. This
error may be due to lack of concentraticn in trying to make
vneself clear or it could be due to shecr ignorance of
scnse relation. The example below reflrcts a typical
construction encountered among both studenis and teachers
in igeria.

"You will resume back for duvy imm:.iately after

“he new year's public holigday."
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CHAPTER S

5.0 SUMMARY AND CONCLUS10MNS

S SUMMARY

In this chapter, we summarise the major findings
obtained in the research and provide conclusion to the
study. We shell also state the limitations of the study
and put forward recommendations for further res=arch.

In this study, we have looked at the problem of the
cresent research work. And these problems are.

(a) Whether the features of formality are comratible with
those universally iuentifiable or known.

(b) Whether the formal correspondence of some selected
institutions in Nigeria measure up to the expected
level?

Cur research has been informed by the need to throw
li-ht on features of formal letters and the language use in
th2 writing of formal letters.

we have used an appropriate snalytical model. The
documentary data forming the analytical basis c¢f this study
were obtained from three sources: educational institutions,
federal parastatals and banking institutions. Ninety-two
letters were randomly selected from these institutions and

analysed.
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In chapter one, we postulatad th:{ writing is an

integral part of man's communicatinz cystems and that
writing could be formal or informal. Ye identified the
characteristics of both formal and informal letters. e
also contend that formal letters have become the bane of
business organisations and probably the most efficient means
of communication through which corporzte affairs are
discussed and sorted out. As a result of the special
functions performed by formal letters we contended that
there is the need to know how Nigorisns, when presanted with
situztions that call for formal corresyondence, rise to
that challenge. We 21so identifi:! the objectives of the
study, the scope and the sigaific-ic. cf the study.

In chapter two, we revizwed tic lizer-ture r=levant
to formal correspondence,; especially formol letters. This
helped us to locate our research rzlative to these studie=.
kach item reviewed was described, critiqued and related to
the problem. It is, however, our contention that only Iow
investigations have been done in this arez and even the=e
works do not have the close focus which the present work lLas.

In chapter three, we describc the methodology employed
in the study. We “roposed a theoretical framework based on
Ashley's theory and Anaisudu in Oluilipe (1981) for the
analysis of our da*z2. The two models were integrated into
one analyticsl model and used in this study to gain insigut

into some of the key questions inhercnt in our present
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rescarch regarding the features of forial letters. We
also identified the fieldwork procedure, the data collecticn
procedure and transcript of the data,

Chapter four titled "Analysis of Lota and Interpreta:ion
of findings" occupies a central position in the research.
vz analysed the data gathered using the relevant
statistical methods to answer the res~arch guestion raisea
in chapter one. OUur analysis prescnt.:d the most importint
features and characteristics of formsl correspondence. It
also presented the features of lansua e use and identified
errors made in the letters analysed.

Our analysis has revealed that “01-21 letters with twc
addresses ranked highest with 81.3%, followed by the one
with one address 13.3% and letters wit:. more than two
addresses which claimed 5.3% of the tolal number of letters
analysed.

It was also found that 63% of the formal letters had
reference number on them while 37.9% did not have any
reference number. Our findings also revealed that formal
salutation is an important feature of .ormal correspondcnce.
Letters with formal salutation claimed 63% while those
without this feature claimed 37%.

Subject head, another important fcature of formal
letter, claimed 95.1% while those without subject head
claimed 5%. It was also found that lettcrs that had

subscription ranked highest with 63% while those without
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subscription claimed 37%. 'Ye noted th-t there were a lot
of inconsistencies in the use of form=»l salutation and
subscriptions and that in some instances those features are
completely omitted.

We also noted the gpecific languaj e festures that
were used in the analysis. Our findinis revealed that the
uce of familiar words ranked highest with 91.8%, followed
by content words with 70%. Functional words come next witk
3C%. Specialized vocabulary claimed 9.2%, model claimed
10%, pronouns accounted for 6.9%. In addivion, intra-
textual connectors claimed 28.6% while iuter textual
connectors claimed 15,

In the use sentences compound s-n..nces were more
frequently used. This came first with 42.9% followed by
complex sentences with 30.6% and lastly simple sentences
claimed 28.6% of the total s2ntences used. Directly
connected to the above are the sentence constructionsg used.
Passive sentences claimed €66.7% while active constructions
of 6 letters analysed.

The following errors were identifi~rd end analysed.

The errors ranged from lexical, structural to mechanical
errors. It is obvious that the greatest zrea of problem
wes in the area of structure. Under this broad category,
the errors of wordiness ranked highest cl-iming 60% of all
the structural errors. Concord error came next with 35.2%.

Tense error followed witn 35% while senlence fragments
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cloimed 20%. It was also found that the error of wrong
inflections c¢loaimed 33%.o0f all the structuiral errors.

In lexical errors, the greatest ar:a of problem was
that of wrong choice of words and this cloimed 25%,
omissions of article came next with 200, while prepositional
errors claimed 15% the error of collocaticn cleimed only
10%. of the total lexical error. The error of tautology
clzimed 5.5%.

In the case of the error of mechsnics, spelling
arrors occurred more frequently, claiming 57.5% and
punctustion errors came next, claiming 42.5% of a1l
mechanical errors,

There are, however, certsin aspects of our findings
that we have not isclated zufficlantly to dwell upon. For
example, majority of the letters ware written by highly
placed men in these institutions as thuir signatures
indicasted. That such men should make such errors as
identified in this study should be a casc for further
regseprch, We also observed that some ol these letters woere
signed for and on bechalf of the appropriate person that
would have signed it. Consequently,; we observed that such
letters are not edited for errors. Conseqguzntly, some of

these letters had embarrassing typographicnl errors on them.

5.2 CONCLUSLON

Our research has attempted to looked a2t the features
of formal correspondence because forual correspondence has
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its specifics which diffcrentiate it from other forme cf

writing. Based on the findings obtsined in this study, it

can be said that it is possible to combine insights fronm
different models for ths a2nalysis of 2 perticular kind >’
writing by either improving on them or picking out rel-rant
areas of the models and applyinz vLiem to the data. The
features of formal letters used Dy Jigirians cover the
three areas that perhaps constituie ine substance of such
correspondence.

These three areas include th: Tollowing:

i. The layout which enconpasscs ih+ two addresses, the
opening-salutation. the subj ci titl. and the
subscrintion.

ii. The organisation of the conr:nt csprcially the

) manner of specifying the m-ia theme 2nd linking this
up with the sub-themes.

iii. The lancuage of presentation which involves the
careful and conscious selection of the correct
structural and semantic formc considered appropriste
for the content,

While it is true that the adv.nt of the computer znd
the word-processor has influenc+d the format or the larcut
of letters, the use of letter headed paper bas added ius
own dimension to the total appearance of the content ooge
of formal correspondence. These recent changes have addzd

to the aesthetic cuality of formnl correspondence.
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It is no exaggeration to stzte that a2 formal letter reacily
enjoys some aura of respectability. As earlier hinted,
this circumstance has been brought about by a2 combination
of factors. Historically, letters from the colonial
administrators could never be trested with levity., This
was because such letters were usunlly harbingers of crucial
messages since such content could make or mar a family, the
formal letters have therefore historicelly been accorded
some special position of deference.

In more recent times, formal letters have been made
prominent by business orzenisations, These used formal
letters as their tools for both intra- and inter-corporation
correspondence. The letters also serve as the means through
which such organisations get in touch with numerous
individuals who mey be part of their customers or mere
enguirers.,

The above points will tend to suggest that formal
correspondence writing has reached 2 level of note in
Migeria. One of the significant discoveries of the present
investigator was the low rate of attention so far given
formal correspondence by Nigerian researchers. The
initiatives of authors like Oluikpe (cp cit), Banje (op
cit), and Omojuwa (op cit) have not been sufficiently
complemented by the efforts of rcscsrchers and field workers.
The depressing results recorded by Lenior Secondary School

candidates in the section of leti.r writing do not seem to
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have succeeded in tilting the scal- of balance.

The spread of newspaper:s and magazines, the expanding
use of the notice-board and the increasing influence of
formal correspondence among both religious and social
organisations have all tended to activate the sensibilities
or attention of the average Nigerian to formal letters.
Most educated Nigrrians are naturally more at ease in
recognising the features of formal correspondence than in
mroducing such features themselves.

A standard formal letter is ervected to have critical
features spread over the three areas (orlier identified.

For the purpose of clarity, a live comple is given below.

NIGERIAN LATIONAL PETROLSCHM CUAPORATION
Pipelines and Products Marii~tirz Company
Area Office, Kachia Hoad
P.M.E. 2293
KADUNA
Cablegram NAPLTCOR Ret. PEMC/KAD/UA.
lelephone: 603100 (30 LINES) Lote ./ th August, 1990
Telex 21609-NG
21643 NG

The Chief Resident Engineer,
Federal Ministry of Works,
Kaduna - Kano Road Project,
KADUNA.

Dear Sir,
DAMAGED NNPC WATER LINE, ELECTRIC:L 1 OWER AND TELEPHONE

CALILES 10 ZARIA PU W STA

Personal contact:z have b.en made L¢iween NNPC personnel,
yourself and your representatives, snd letters have been
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written on subject.

The last contact being on 15th March, 1990, during the Road
Nualization Committee meetingz held at the State House, Kawo.

During the meeting, this subject was tabled and discussed,
2nd the Director General, who incidentally was the Chairman
of the occasion, was mandated to set in motion the machinery
to have the pipe ralayed, The power cnble to the submersible
pump replaced, as well as the repair to damaged tel<phone
line to the Station.

Till date no move has been made on the part of your Finistry
to our knowledge to carry out the above works for the
restoration of water supply from our bore hole to the
Station, to ensure the safe operation of the Zaria Pump
Station.

In view of lack of adenuate water supply to the Station for
operations as a result of the damzgze to the water pipeline

by your Construction Contractors, which you pledged to repair,
you are invited to note thst.

(1) On April 8th 1969, th-re was » Tire incident at the
Zaria Pump Station, wnich could not be effectively
contained on time by cur fire firhting personnel as a
result of lack of water. The Corporation suffered =
loss of over 12,000,000.00 {Two million Naira as a
result of the damage causcd by the fire to our
operations equipment,

This has been brought to the knowledge of our Board
of Directors.

(2) NNPC has been purchasing water for its operations.

(3) We are operating under very high percentage risk
without water and telephone ccmmunication.

From the foregoing, it is evident that urgent action need be
taken now, as was decided during the March meeting over four
months ago. We will appreciate if this subject is handled
promptly.

Alternatively, we suggest that !'NkC carry out the relaying
of the damaged water pipeline and cobles contrary to the
agreement reached with you, and we shall forward the Eills
including all the Costs incurred by LNPC as enumerated above
for settlement by your Ministry.

Your urgent response to the above is kindly requested to
minimise the risk involvcd in operating our Zaria Pump
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Station for supply of petroleum products to Xeno, Katsina
and Sokoto States.

{ours faithfully,
for: NIGERIAN NATIONAL PETROLEUM CORPORATION,
rI[’sLINLE AND PRODUCTS MARKETING COMPANY LIMITED,

(Signed)
Aui4dl H.zZ. MOHAMMED
Heea, PPMC - Kaduna.

FPerhaps the most noticeable point in the szample is the
clear desire in the writer to maintsin s hih dexree of
balance of all the primary requirements of formality. From
this writer's point of visw, the erf:cti~ writer of formal
letter is an adroit comnoser. To succeed in ensuring a
good blend of format or layout, organisation snd language
are no mean feat. This is probably the hallmark cf formal

correspondence.

5.3 CONSTRAINTS INHERENT _IN THE RESZARCH

However, some Nigerian writers somrtimes omit completely
sone of the important formulaic and orgnanisational features
of forwel letters. There are cases of inconsistencies in
the use of these feztures. Also, the use of lenguage poses
problem to some Nigerians because of poor langurge background
snd this problem reflects in their formal correspondence.

It shows that as second lanzuage users, there is still a lot

to learn in other to correct these errors.
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The first limitation of this research relsates to the
scope of the study. It is only the data collected from
Chree sources that were used as basis for analysis. This
retises the difficulty that our analysis mry not be
sufficiently broad enough to allow for cntagorical
rmonerelization to be made on formal letter writing.

Another of the limitations of this research was that
it was not possible to study all the letters in these
three institutions but rather samples of the letters were
rondomly collected and used for the analysis.

otill another limitstion was in the area of the period
covered by the researcher. The study covered the formal
letters written from 1790-19465 anc so findinns of the study
cannot or should not be generalized to the puriovd before or

after that.

S5 SUGGESTIONS FOR FURTHER STUDY

Our research has focused predominantly on the formal
features and the language use in formal correspondence. Ve
b:lieve that a study of the educational standard of the
writers of these letters and the opportunity they had had
in school in the learning of English would have thrown more
light on the standard of the formal letters. The present
study therefore suggests that another research should be
carried out on where we have stopped and make use of these

materials already collected and relate them to the standard
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of education acquired by the writers of these formal
letters with a view to making further discoveries.

Desrite the above, the researcher does feel that her
findings would be useful to the business students, teachers,
secreotariers and business-men because correspondencs is
essential in establishing and confirming trensadtions in
business. A working knowledge of formal writing in the

modern context is vital to success.

5.5 Recommendations
Une way of utilizing tne Tindinre from fhiz  Ludy
is incorporating the suggestions in a language programme
to which buriness executives and secretaries are invited.
Another way is that a summarized version of this study
could be made available for remedial school programnes.
Finally, seminar presentations could also be
organised with the theme of this thesis forming thc focus

of concentrztion for particivants,
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Dear S§ir,

PHOVISION OF TELBPIHIONE SERVICKE AT NHNI'C PUMPING STATION, ZM!IL

With reference to your -ll.mniulnu with the NITEL Ares Han
Zaria on FProvislion of Telephone Service at the Pumping 3t
Zaria. l

NITEL has proposed a 10 palr Underground Cablelfron tha naar 1
Cabinet 28 (DI 24) into your premises to %take Fare of your'“‘l :
telephone requirements. ]

TN

ri v ’ih

The choige of Underground Cable 14 due to fraﬂuent NITEL ¢ S‘g
theft in Zaria and its environs, espacially op n-placeaﬂpi'ﬂt
thﬂ Bye—pHBS| ; R ;;:‘I
You are theraloure requlred to ypay the osum of N496, 435 00 (’b
Hundred wnd Ninsty-slx Thoupand, Four Hundred and Thirty-threeWs
Naira) only towards the project at our NITEL Office in Zaria.Asiliies
This will enable NITEL execute LLc project inuediately, | ey

Yours truly,
NIGERIAN TELECOMMUNICATIONS LIMITRD

\A \ I
Bl 2y ‘-"\\lA
ORAL AHL,

For: Territorlal Manager,

Kaduna -~ ‘lerritory.

DIRRCTORS: | Alhaji M.D. Dodo Mustapha (Chairman); Engr. A.U.
Otijl (Mannging); Rogr, 1.A. Mohanmed (,xeCutive
Alhajl 8.5. Allabmnulafiya (Executive), Lt.: Cals
Ochonfu (RLd); Rnpr.(Mra) Mayen Atintiba, Chiof R.p

Oku; Nurrister A, dlunlran, Dr. V.K.I. Alb. 1t'k= A '.'.
OQunghue. | b

SN N S — S




Area }ianuger - Ka.:lunu
stltion ahiaf - .r.a.riu. 'dth Mu.:,r.1992.

To...

hom

NNPC

INTERNAL MEMORANDUM

. Date... l......... by

|

PHOVIGION OF Talek HUls JuRVIGS
¥ Uy GEATIVH wandy '
-

I

A8 per previous discussions on how to solve the no:mtniiaatidqrq

problem of the atation through the use of NITSL Direat

external telephone line, rucent developments are as !ollowat-‘,‘;' :

1.

CCt Operation Suyt. - Kaduna.

PPMC Cheque No.310990D and volue of N50,7%33%3.84

Tssued to NITEL on the 11/3/92 wns returned for
reagons atated in tholr lotter ( .appy attached).

The fruah autimate thait io for the underground

eable 1s the suu of 416,43%.00 vide copy of ,eutimate
attached .,

'|
RLKS i

In view of the cost, I hereby return the Ghuquu already - ., o

written in their name as por the first arltmdta. T oy

CBN cheque No. 3109490D is alao attached. g _ - o
t;u deem

You may review the cise and r2ac mend what yd
f£it pleape. 1

@ﬂﬁﬂ,m N
Ja « M liu



i ] PR ¢
| CONSTRUCTION & ENG. CO. LTD, "ﬁ

. bt (T
Branch Oce AL
1, HANWA HOAD,

Heid Ofce 0 Lagos.

40, BURMA
r.d aox 1062 P O BOX 924,
APAPA, LAGOS
KADUNA STAIE :
g g o OO . TEL 872722, 871218, 877308
r LY
Our Ret: 11YDRO/ZA/52 Date:~3rd Aucust, 1993

------- R T T T T T T

The Station Chief,
Zaria Pumping Station HNIC, ' .
Zarin, .

Dear Sir,

I
'.

RE: RE=SSPADLISIEHUT OF 'LUP=R SUPPLY AT Z,NTA PUNPING I -
- r

TOATTON NIPC ZARIA 7 | o JELS

Refercnce to your inquiry to visit the watcer cupply system that
hac been vandalized by unknown perconsi, we toolk Ll firgt priority
to checl: and do all the necentary worls, b
| -
The site we vizited on Friday afternoon *o=cther with pumning
station Chief, we have rone through whit hes been vendalized and
carried out the under written Job i=mediantely in order to keep

the level of the waler al ils normal level,

b

(a) Pull out the punp znd check if it is in good order or no

(L) Rethreading of the ricing raine, »

L4 (e) Supply suwd instell the mienineg covn thren phnne enblu, &1} " £

. b 4 I
(d) Connccting the cable and testine of the system, :' : Wl
(e) Installation of pump and testing,

(r) Welding of cecurity lockz, -
w,o v, i v |-1, - ]

.i.l' Cost of the above mentioned work iz MJ,H70,00 (Hine thodnnnd,'o{ghﬁr :
];;: Nundred And ceventy Maira Only), ﬁ ¢ '“.”
lfl' 3 TR ’ s
s e would like you to do all the necersr: r-rengerents for the
’ above mentioned payment ns tooa a5 ronsible, l ut .4
- ] - L
1?2 Thanking you, |
v
t 1:.'1"
.l Yours faithfully, I
|
el

I gLl llydro Nonat, & I'.‘n;_‘;. Co, Ltd.,
. ".l'u- %}f
% (ADSROA TULLU)

vy e PROJEUT PANAGER
e i T

AL
gL ’, .ooeer T ARCA DANAG.R
i i ' . PoPo1C, NS O7F100 BLLU,
k lf"’_l \j"'
' v - ’ ) -

Water Borehole dfﬂ'nm Huhobitation und suivicy, Leupliy s et abion aod Ioapgarg il

it
' I Wyabt st Lask Ij

of all type of pumps and Generalurs, SulI/Wind puwered pumping & Heabig Sysleis rhe Ul Vvawt staage Luks, Supply s nsilaion ! &l}
" ;H‘l‘

UOIL AL, LWIZED WD LNvEIIC VL 1), Ao Escr Mg e,




PIPELINES AND PRODUCTS MARKE I ING COMPA

4 SURSIDEARY OF u\|\l¢j a

AN O KACTIEA I(llM),
1FOAL 1t B NN I\ '
| 1

b . 5
“dl au"{ "‘.Et.{. 'ﬂ' :
| Cablegrim (NAPETCOI)
| Telephores GO210G 30 LINES) ,,* e _5[;1‘1 J } l' i
Lo Telex 21608 — N« , r '
’_." 2!5!.1‘ o 1\{!’ ] . Ll A " l 7.
¢ ufs Station Chie¥ 5 (R
‘}V " PPMC Pumpstation l i 5
. Zaria A ' o
. 5 | o AR
= e . . Bo.
g ‘Mr. C.A. Ajalie !
Zias t' .o -PPmC Pumpstation - ‘r
11 Zuria Vet
- 1 | 1
) S oL PR |
ol v |
Sir 4 '-"ﬁ—-

1_:

2% e
¥

"""1‘_" =

- o
",':T.& l““”
—

T5i . PEKMKWENT TRANSFER TU SARKLYU PANA PUAPSTAT LOW

" LISE L |
1T}

I "< Thig is to douvey ilanagement’'s decision to Llansfer you .,-ir  Bal
' Pawa Pumpstation to rveplace dr. .. Ude who is beiug moved -"
")\The transter is with immediate effect, and you are to plea

over your present duties to your immediate super&isor an-.- ﬁ'
| Lo your new location. uu“u ‘ '

\ b-u““l M-
42 ,,,;

1
rl‘t . A 2 " ‘L‘""h"‘"
e Area Accountant, Kaduna is being advised by -re py*or

letter to transfer your pay-point to Sarkin Pawa -tikfj‘z YO

month's basic salary as Disturbanace Allowance. IO, o

: L TR e
Ple: : 'W vy thpherka
edge coutact tue Admin Department Yor the tran portn ETon

=lf family aund personal effect.

R i B

T

You will rveport to the Station Chiel, Sarkin Pa
assigu you duties as approprite.

v alsl sing St o
kil g

LR RS

Yours J.&LthLU.ll.y
PIPELINES AND Pl(UUU(.l'b MARKETING CO. LTD

\

/n: .
£ 7 HOHANNED Ny
Head, 'PPMCL, Kaduna '

t—

D

"~

E B

brd
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] b

School of Education JC:CS

20 October 19BH8

Dr J € Aliyu h
Institute of Educatipn e
Ahmadu Bello University !
Zaria, Nigeria t .

Dear Dr Aliyu

I am pleased to report that the reviewers have recommended
that the manuscript which you co-authored with Mr Adeloye
be published, provided that you ag®ec to some editorial
changes and modification to the title. Enclosed is a copy
of the article as it would appear in the July, 1989, issue
of the JJE. Pleasc examine the copy and let me knaw at
your earliest convenience whether you agree to the qdltorial
changes. Also, please proof read the copy for errors,
inaccuracies or omissions. Please write to me at yaur
earliest convenience to advise me of your decision as to
whether the editorial changes are acceptable and whether
you wish to proceed with publication.

-

S mlrteby &

I wigh to take this opportunity to thank you for your
fine contribution to the IJE.

o .=
- ——

With kind regards

|

|

() |
7 r 1

\ /
. / J m—
&,

k,,; J F Christensen |

szedlbhedded 4

-
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Instltutl f‘wh N

Our Ref: EAH .
14

Charlie A. Ajalie, . i ({8

N.N.P. (0i1), ) ; f i

P O Box 1455, { , ! 1

Zaria, ! LD 4 ' “

Kaduna - State, ; i _l

Nigeria.

Dear Mr Ajalie,

.
regarding Lthe pussibility of
country.,

Thank you for your racent leLtbter
studying our course in your

Administration AssisbLant i

— o e . = .

Unfortunately, The Rapid Resulbs College no longor provides
correspondence courses for our programme in your arpa, bubt we
enclose a leaflet for Lhe Cornwall Colleye of Furlher and Higher vl
Education who offer distanco learning studios,
Should Lhis approach be of inLerest Lo you, we suggest you 1111 8
contact Mr M., Wills or Mr J. MNewmuan at Cornwall direct. l|¥ il
ﬁrlﬁl
I trust this informabtion will be of assisLanco, !l;,- 1;
) ] |
) {3 I
Yours sincerely -' ...='i
) _ (i
AN | i
W 1 ) B
k \ Lt
E A HERRING (Miss) o (R
fi

Enc

= -__----—--!":'--—-'-'_——‘ s el e, S

Registered Head Office: Rochester House,

66 Litle Ealing Lane,

London W5 4XX.

Telephone: 0OB1.5799411

Fax No: OB1-579 2244

A company limmited by guarantee, tegistered in London No, 3116608
Reqgisterad as o Chanity No. 260028 ’




\fia. |
UNITED BANK FOR AFRICA PLC. T l"';.'
[ UBA]

ZATHA (KADUNA ROAD) RRANICH

ML KADURA NOAD, 1 0 1OX 447 ZANIA ; .::‘.
RC. 2457 SABON QAN KAIDUNA SIATT |.7
R L T SR < TEL:O69/32925.069/32044 L iy
R REF1 ZA L) o {
ek Iﬂ':r‘“ 2, i
7th J.nuarr,i”{, 7 4 .

seae sty (D \\

RE: BANKING FACILATIHS

We ara pleasesd to Inform you that wa have agread to grant you
the undarmantlonad banking faallltlers nn thae followlng terms
and conditions untill Novembex, -

1. (&) Overdraft faclllty N3 milllon 4
2. (b)) MRevalving Bankers Acclptlntltiu days) - Hi Million

2, Interast ratei U.8,A, Prima plus 4% prasantly 3AX
3. CoehTe = 043X

4, Sscurity: Mortgsge debsnture over all the floating snd
fixed Ansats of the company professtonally valued at N
H50,067 Milllon in March, 1992 sharad on pari-passu banis
with other co-landmra, Our share Lelng N1, 8 Mlllion to
ha upatanpad to H5,2 Mllllon.

5. +Al)l legal chargewh incurrad by the cans in the course of
perfacting the sacurltlies In realation to this lending shall

bs borne by you and dabltad to your eccount without prior
recourse,

6. Disbursement of additional funds 1= subjeck to parfection -..
of our sscurltinss,

Plesse note that slithough this facllity fin granted for »
stated period, tha bank in sccordance with the genaral banking '
practice reaarves tha right to cancel or reverss the faclllty,
at any tlma, should we conslder that cllcumltahc-. hava srisen
which maka sJuCh a ptep necessary.

Please » algnlfy your acceptance to tha foragoing terms and
conditinn h[ signing snd returning to us the duplicate copy
of this lettar plus your cospeng's bosrd resclution sccept-
ing the facllilty snd crsating {ha sacurlty,

A fafthfully, ,
or lpro. UNITED, SANK FUR AFRICA PLC

BOARG o peni] 1Dy
Fhaimare 4y e uo;--n.mo

TS  waay RS e et 8 nﬂnnx.uwr..wrxccn
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P\, 21005 | Geweaal Hugpital 19
YA . . . . .
Telephone: 900520-2 ﬁ." .’!t}‘ ~ Oha:lﬂk.l.lljobl Succt -
~ Telegrams: )y MG Tkbja :

All letters to be addressed to the

* Chicf Consultant in Charge i | | | “i
| I"l 3 : &
- Qur Ref. No: L | [ i
T | I L
Department of ilemedlai 'IlulllL::; ' . 1
Ahmadu 0elle Unives: 11‘. /' | l |
"aliuo ! F i ‘

rimplunt inderted under generzl al we’ thesla 03 ke 213t Peb,ury, )¢ "l.. - g';l-

ey N f -
Adb AND NSNS NS b oA A AA NI t‘UL\.L|¢'.I-.'k.iﬂ- ! d \5;

Dear Sir,

DALICA]  SETDART '
NS oty SGIN, QOF ORIT 300 i

The abevs-aamed patlent waz seen in the Ifnial etuwiiumn’ o ur j

of January, 199 complainings of a'Mendibular nwellin: 50 544 e =e, }dutj
)

On examination ~nd histological inveastigaticn, the lesion i:{:h extendy
Right Secend molar to the 1oft firt't vremolar war diasmesed n2s an .:r:ontt.g '
cyst. . g

o fumour wac resected !oJ,..m."‘lr intra oo I“li\t‘ findirge an? m': - 1

The Pout~Cparative hi.A ! ivsl Viapnoods of the Lamour ... L

(!

O0dontogenic Twrour, Mo has “haan sipne of effec: lve reg~very h- a0t tu?.'

i !
. 1
] '
' "

lie would howrvor vogdize a Cecon? Lpevatlon fac W fe oo na of 'alas
Autogenous bone grafll laler jr the year,

discharge 'rom hospital,

Lo

\

I hepe Lhe atove oxpluain. his lowg cbience !rir Schon: am, 1 aaw

to further co-operation in the near futuva, i
|

I tvaaln. |

|
R L L el RN L L o . i WY 4 b ) g
| YL

| 4_‘? »

bt r‘_’i',‘ltfj:.'.

" |

o wiA

e i "B. C. V. ou‘riauwo (WALS) ag
CONTULTANT ¥AXILLOFACI™L CURCEHON



- " Badagry Ex ressway, Ojow :
‘Lagos State University P M.B. “,;PAP,P, .
Tel: 884218, 884216, 884064

Cables: LASU - ¥ 44

171 3 1L Imp——m—— i By
Your Ref.,..i.' ............ D i ... ooy
13th s.pt.-h.x. 193

Date:..

Department of Physical and Health Hduciation

Vice Chancelior Prolessor (Mrs) ) O Akande LLB LLM PhD (Lond)
Registrar Mis J A Olusoga B Sc itiene L agos M Fd | Toronin)

The Editor,

Nigeria L.dUCd.tiDﬂal Forum,
Languages and Publicationn Diviafon,
Institute of Kducatlion,

Ahmadu Bello University,

Zaria,

Dear Sir,

Article for lublicatlion

I refer to your letter of 3rd December, 1990, Ref. No.'1E/LAN/S5/

NEF/A/12, in reapect of my article titled: ““VProtein-Energy
- Malputrition in Children: Tts Implic:tions for the New National
L Folicy on Education",

1 have made severul attempts to hewr from you in respeet of this
paper. You will be kind enongh to let me know your editorial !
decision as I intend to send the paper to another Jourrl.l. . =

Thanks, '

;I- Sincerely yours,

(/Uf]u ] 1 o )

br., K P.rkgbonjinmi

——— —— — — = p———— =
-




11 . Hubbard, Suite 200, Chicago, 1. 60611 [3]2}32"-25]2; Fax (312)329-9

Roard of Diser livn

President

Donne Ay mann
University ol Georgia
(404) 547 4818

Prasiden! Elnct

Rabacca Aar

Natlonal Louls Univeisity
(T08) 250 5150

Vice Prasident

Jamas Flocd

San Diego Stale University
1619 504 8148

Tramsurer

Tally Raphael

Michigan Siate Univeraity
(517) 348 8202

Secrainry

Lee Gunderson

Univeraity of British Columbia
(B04) 822 6287

Pant Preatdent
Aobad! Tiernay

Onhla Siete Univeraity
1814) 297 BOS4

Board Mambers
Katheryn W Ay (1992)
Kamahemehs Scheols
(BO8) 837 3050

Karen M Faalhers (199T)
Wayne Stale University
(N 57719704

Victorig Hare (1992)
Univeraity of IL al Chicago
1302 998 45208

. Prler Winograd (1997
University of Kentuchy
i606) 757 4896

Publications Chale
Joriy Niles
Virginia Tach
(103 231 5269

Fuwculive Dirpction
Robaria Sealnld|

11 Enst Mubbad Stiest
Suite 200

Chicago. Illinols 60611
312) 220 2412

Lyauuialn meauiig Culici e Seaes 4|

e g P

e | |

October 27, 1992

T e - M
e et e e A—

Dear Colleague: By

By virtue of being a presenter at the 1992 NRC conference in San Antonio, you
a member of the 1993 Conference Program Committee and are eligible to be
potential reviewer of proposals for the 1993 conferance. The purpose of this letted
is to determine your willingness to review 1993 proposals. il
The proposl review process has been moditied this year. Nine areas of the prog
have bean identified: 1) Basic Literacy Processes, 2) Learning from Text, 3) Brg
Literacy, 4) Special Populations, 5) Instruction: Theory and Practice, 6) Teaches'
Development, 7) Literacy and Language Diversity, 8) Policy Issues, and
Assessment, If you are willing to review proposals, indicate the area you prefer o
the enclosed form. Do not choose more than one program area. You must
indicate which proposal topics you prefer within that program area. There is no |
on the number of topics you can select. Whether you ultimately receive propo:
to review will depend on the number and type of proposals submitted. You
receive a set of proposals to review (a maximum of 8) shonly after April 20, 1993
The completed reviews must be sent back no later than May 20th.

-= -
= "...,' "_i,, T

-

If you are willing to serve, please complete the attached form and return it to 'fﬂ
headquanters betore the San Antonio conference. 1 48
A W

Sincerely, v
v *‘; .|

el 4

2 N A e

-~
Jadmes Flood

hair, Program Committee
enclosure: reviewer response form




AHMADU BELLC UNIVERGS1ITY. ZARIA . o

(Qffice of the Regliastrar)

R/GEN/ 146 5th vet. 1994

Engr Sani Tanko Kontsmsgora.
The Pro-Chancellor and Chairman of.bcuncil.ﬁ
Ahmadn Bello University.
Zaria, .’ g

DEEERMEHI,QLDMES_QE_.QQHIQQ&I’EM

You will! recall that during =The 393rd meeting held on
24/8/94. Council was formally informed that the Univereity
Senate hae tentatively 1ixed Friday 21et and Saturday Z2ind
Detober, 1994 for the ftarthcoming vombined Convocation
ceremonies. In fact., a Committee wac working cut modalities
for this major event while the Viece Chancellor has been making
efforte to obtain the necessary rlesrancees  from the
Government.

{
l'i

SRR

Dear Sir.

The University Management Usmmittee met on 27,9/94 and
among other matters reviewed the general situetion in the
University with particular regard to developmentes usuaily
involved towards Convocation. Senate 12 not likely to meet
aorn and with the deadline faet sprroaching. the Management
felt it will be necesegary to shift the dates of Convocation
forward. A full and tormal repors will be made to the Senate |
in due couree bu- before then, I ghall geize the opportunity
te copy this letter to all members o Ccunci]l and Senate for
information in advance. 1 wien to mesure you, 3ir., that all .
appropriate actione already initiated will be sustained and ’
purgued with vigour to ensure q-hltch free and successful
Convocation ceremony.

Thank you,
Yourz faithfully.
‘\F\-~~-.-

= it ? | 7
—— &

ﬁHDULLAHI MUQ&
Registrar

CC. Vice Chancellor
CC. Members of the Governine Counnild
CC. Hembere oI the Zenate
CC. Deputy Vice Chancellor (Admin?
CC. Deputy Yice Chancellar t(Acad)
CC. Bursar
CC. Unjvereity Librarian
CC. Deputy Registrars/Secretaries
CC. Information & Protocol Ufficer 1 oo it




