BBC Learning English - Q & A of the Week

About this script

Please note that this is not a word for word transcript of the programme as broadcast. In
the recording and editing process changes may have been made which may not be
reflected here.
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Q & A of the Week: Filling in Forms JHE

Jo: You're looking a bit puzzled Jean - is everything OK?
Jean: Oh hilJo - /&, KIEMEEGiIMiM. I'm filling in a form and it’s all just a bit

confusing FLHEIRAERAR T !

Jo: Well maybe I can help you - and we can also help Rose Guo from Beijing
who wrote to us saying she wants some advice on filling in forms in English.

Jean: FMIAR BBC Learning English (R FZF) 15 H HIE2 A KE ML IOEIE R
R 7R S B B — L ) @, - A5 H 22 S 2 R AR A N IR T X
M HAEIHTE !

Jo: So what'’s confusing you Jean?

Jean: Well it says I have to write my family name /234 7 A% but then it

also says initials %% () K'E 51 and I don’t know what to write.

Jo: Ah OK - well let’s get some advice on this from our BBC Learning English
expert, Callum.

Insert

I need to explain a little bit about how we do names in Britain. My name is Callum
Robertson. Callum is my given name. My family name, my last name, my surname- is
Robertson. On a form it might just say, What’s your initial? And your initial is the first
letter of your name - so for example my name is Callum but the initial is C. But if I'm
asked to write my name with initials I do include my middle names so I would put C.J.S.
Robertson.

Jean: Callum {2 T given names — W RIS BEERE 4T TEVE T, AR 5
DT —A k& Christian name, k2 /R0 first name 55 A 2k 2
SKARIE ) F.O.R.E. forename, BRI AN AR I

Jo: Then he talked about his family hame - which is sometimes called your
surname or your last name.

Jean: P fESEE L, — AN ATy = Fdik - family name, last name 3%
S.U.R. surname.
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Jo: On forms it might just ask you to write your initial and your family name.
So Callum explains that your initial is the first letter of your given name.
His name is Callum so his initial is C.

Jean: R E ISR Z H K, RIS BHARE A PR REH HINIEAN 47, ATE SR
4 middle name, JRESFIZEZ (8], XFER S ILSL A0, —
LR IR AR I S O iE 2 IE R S0E b T8 RS HAHFRITEES AN B RER ) 44
R HPEMA T, 1% Callum, Jean mi# Jo. REZWHE, KBRS LA —1H

4.
Jo: A middle name.
Jean: Bt LA SRR A BEA RS T R W 44, AR FI RPN B 2R 45 iR, TG

PR, M Eg  initial 24 F2FRI R AR R, BEE Lixeerhi] 4 1k
—ANFRE, Hdn Callum 14242 Callum James Stewart Robertson - FpLAfni
BEMA T HKRE AR IR KRR, #/& C.J.S. Robertson.

Jo: Here are some other things that you might see and need to know when
you fill in a form in English.

Insert

Title is how you are referred to officially — for men it’s usually Mr. and for women it can
be Mrs, Miss or Ms. And also if you have a title that you have earned - for example if
you’re a doctor, then rather than Mr. you would be Dr.

D.O.B. stands for date of birth, so if you see the initials D.O.B. it means, when were you
born?

When we sign our name it can be very difficult to actually read what it says so you’ll also
be asked to print your name which means write your name clearly using letters that are
not joined up together.

If you are asked to write in block capitals it means write everything - all of the letters in
every word as a capital letter.

Jean: That is so useful — I think I can complete my form now. So title is k#7. #&
W, AR H R T 2 S A el R

Jo: It's how you're referred to officially — so Mr. for men and Mrs. Ms. or Miss
for a woman.

Jean: B BIRRIE S Mr, A PR AR SRR T SRR S ANIR T title i i
““RKN77Mrs, WIRRLGENIE</NH7"Miss. AN ANHEFIXIBANFE, ALy
PRIX AT AE T I3 10 A A G A X o BT LUJE SRS ORI T AN ek 1 title w2
Ms“<Zcd:77, WK L 2A AT s, kA title 87T BLJE doctor,  DAESRARES
Mr. & WIRIGH FIE IR % .

Jo: D.0.B. means date of birth — the date you were born.

Jean: Date of birth Hi4= H A e SCR E U S EUH I D.O.B. i I iEfEA
NZ4 signature —#25%, RIESESRRPFHIRPIZES, BEVEI NS 2 HEE |
KB, IR HEE AR A TP . BT LA Print 283X B H 0 A IS st 2 L0 AR DL RIAR 'S 7
PR SEAAETHE..
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Jo:

Jean:

Jo:

Jean:

Jo:
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Joined-up writing. So if a form says ‘print your name’ next to the signature
you write your name clearly using letters that aren't joined up. And finally
you are often asked on forms to write in block capitals, so write every
letter as a capital so it's easier to read.

LR GRS, XA B R kg ibe T WA 2 GiE . G431 . Thank
you for all that useful information Jo and Callum.

And we hope that helped you too Rose. Now don't forget you can email us

with any question you have about English — guestions.chinaelt@bbc.co.uk
And you can see other questions we've answered on our website

www.bbcchina.com.cn.
Right I'm going to finish off this form then. See you next time.

Good luck with it Jean. Bye.
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