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        Normal American Forms 

              for Addressing a Person 

                      Orally and in Writing


& 


When "Goodbye" Is Very Bad
When you talk or write to your professors, start the semester by addressing them as "Mr. Smith" or "Professor Smith" or "Sir" and then change to "John" if they say that they prefer that, which most of them do.  If a teacher has a PhD degree, start the semester by using "Dr. Smith."

-------------------------

Mr., Ms., Mrs., Miss

The female version of "Sir" is "Ma'am" (which rhymes with "Sam").

The modern female version of "Mr." for both a married and an unmarried woman is "Ms." (the sound of "miz").

The traditional female version of "Mr." for an unmarried woman is "Miss." 

The traditional female version of "Mr." for a married woman is "Mrs." (the sound of "misiz").  Many married American women born after approximately 1940 prefer "Ms.").

To keep this file’s information simple, I will type only masculine (i.e., male) terms.  You, the reader, can imagine the substitutions of “her,” “Ma’am,” etc.

-------------------------

Rule 1.  Never address someone by saying “Mr.” (Mister) and his FIRST name (e.g., “Mr. John”).  It makes the speaker sound ridiculous, childish or like a slave.  An exception to this rule: if the listener is a man who is a chic or gay hairdress-er.  We say “Mr.” before a person’s LAST name, i.e., his family name.  The forms for using “Mr.” when writing a letter are below, under my heading “In a Letter.”

Rule 2.  Never address someone by saying "Mister" ALONE (i.e., without his name after it, e.g., “Excuse me, Mister.  Do you...?”) unless you want to show disrespect, impatience, teasing or flirting.

Rule 3.  Never write “Mister” to spell “Mr.”  It makes the writer look like someone who didn’t finish elementary school.  The only exception to this rule is when a writer quotes a speaker who addressed someone as "Mister" without his name.  

Rule 4.  Never address someone by his last name alone, e.g., "Excuse me, Smith" or "Hi, Smith" or (in writing) "Dear Smith."  The only situations in which that form is used are between teenage boys, between enemies and sometimes in sports and between men who have known each other since they were teen-agers.  Refering to someone by his last name alone is normal and OK, but it can sound a little unfriendly or a little disrespectful if both the speaker and listener know him and the speaker knows that the listener knows him.  

Notice the difference between the rule for addressing someone (naming the 2nd person: the listener) and the rule for refering to someone (naming a 3rd person).

THE NORMAL FORMS

ORALLY:

When addressing sb orally:  John
When formally addressing sb orally:  Mr. Smith
When formally addressing a stranger or a person of high status:  Sir
When politely addressing a stranger:  Excuse me
When informally addressing a stranger:  Hello/Hi
IN A LETTER:

When addressing sb at the top of a non-business letter:  Dear John,
When addressing sb at the top of a business letter:  Dear Mr. Smith:
When addressing a stranger at the top of a letter:  Dear Mr. Smith:
When formally addressing a stranger at the top of a letter:  Dear John Smith:
When writing an address on an envelope:  John Smith
When formally writing an address on an envelope:  Mr. John Smith
IN AN EMAIL:

When addressing sb at the top of an email when neither of you has written to the other recently:  Hello, John--/Hello, Mr. Smith--
When informally addressing sb at the top of an email when neither of you has written to the other recently:  Hi, John--
When addressing sb at the top of an email when at least one of you has written to the other recently:  John--/Mr. Smith--
(Instead of one or two dashes after the name, use a colon [i.e., ":"] to be more formal and a comma to be more soft.)

When informally addressing sb at the top of an email when at least one of you has written to the other recently or you are friends or you work in the same place or you see each other often: [blank, i.e., without any greeting] 

"GOODBYE"

Rule 5.  Never use "Goodbye" as the closing of a written message (a letter, a note or an email), unless you want to show that you expect (or want) NOT to have contact with the reader for a very long time (or forever).  

Homework

To the left side of each of these seven quotes, label it either “OK English” or “Not OK, according to Rule #_ .”  

If you chose "Not OK," fill the blank (in "Rule #_") with one rule’s number: 1, 2, 3, 4 or 5.  If you omit that number, you lose half credit.

(The five rules are above, in this file <Hello_Joe_vs_Mr._Law_vs_Law.doc>.)

If you chose "Not OK," underline the quote's inappropriate word(s) and to the right side of the quote write a replacement (that replaces what you underlined) that is appropriate (normal) communication.  

Don't write anything under  a quote (except the underlining).

Remember:  For each of the seven quotes, you need to write either one piece of information or four pieces of information.

1. Linda, can you lend me a hundred dollars?  

2. It was a pleasure meeting you, Smith. 

3. Happy New Year, Mr. Joe!  

4. Mrs. Smith, what is your first name?  

5. Mister, would you like me to pack your groceries in a plastic bag or a paper one?  

6. Hi, Mary.  

7. Do you know Smith?
