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KEY TERMS

active voice &%)

BFERRIFEER FEARNRE
SBAF  HlE0 " The dog bit the
boy.s (IR T/ NS <) BERE
E)/A) : " The boy was bitten by the
dog. ;s (VNBZHEMEY ) BIR
wEha -

abbreviation EE
BFHERIEIE - L M A

Mister @

acronym ZEREE

AR BEEFNFTEHEKNES
0L RAM 3% random access
memory (BEMFEGCIEEE) + L
PT 3% part time ( 385 ) -

bold g8

HHEEF BT RIBRITHAE - BIAIA
KPS AR E DR BRRTR -

bulleted list
5B R @aig =t

FRAPHIFIR B ARHFILIRE
(- ) REMAFRER -

colon &t

REFTSR - ARSI EHEWER
7 3k 5IFEE -

closing =R 5

JME complimentary close ' &
{ERVASRRA®EE + 20 sincerely »
regards 5 °

consistent gj&—
BE—8  RERE -

correspondence @fg

BASARZ ELUSH
- BEFETESE -

BTE

CC TF 2L RiMA

CVERE

EREREIEFF LI REE R
M ITERER -

functional writing/document
R RAE

R Y WBhEE ~ IR Y RER
PREIXE -

hard return %9 B&%E
% enter SEBKE| T —1T ©

header/heading {258

TEThREME XX PR LAS| AT —
B - REELUHERR S 1BE
R TROAR -

hierarchy B8

Bk - HEERFP  BEEN
RXHABHEBEH - R
FENAREERLE - TH
I RALI BN REEE
S

indent #&HF
EESE PN —TERERRE
g ERIENER -

internal REPHY

ARIAELHT 0 40 internal reference
number ( REFZEEE) -

jargon #iiz&
FFREENE TR -

margin hgi2
XERBZANED © R
EEMREBER 13T (254
By )e

postscript pffiE
EHERM LIRE - LIPS iR

return address Z{ Attt
(S ARHAE -

salutation #&1g:

(SHFFEE RIS ARTEME » 40
Dear Ms. Jones (#iEpVIEHTZL
+)e

sequence %%l
—EEENFRT -

signature %%

FAETECHART - IR
BRERXHENEBEEHAA
o

signposting &R
A AR HE5 I EEEX
HRxEIFEER -

skim BZ:E

RIFBISE - LIRHEENARK
FRINE -

stationery St
HPARBENE - BEERARE

e

tab TAB & ; I3
BERE FaRE - ARIEXE
mAa% - FER/A 25 A0ESR -

text XF
NSy BEAR LT -

usable document
EMERRX

> EEE RS RN X
i o



Unit

1. AEBEEE
EmEEES
EEAINE

{753 BE

2. MERBETE
B T IREET RS
Ei: )

3. EEBIFE
BEMRE

4. FIREEEB(F
A ZICRRRY
EHAL
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TREEHERE?

What is business writing?

9

o5 . :
TS I ” B
- -.w. =uu 1
memos ffi 5 ik presentations [ reports ¥R
Q,
(7
'?vc.‘”a
::'.o""p % Vitg
onsee, Mo
gy 4 e

hin,
My = 7 @
‘m;".: Ventna L.
résumés or CVs other kinds of

documents 5@ 374

BMEEmERFERA THEIE (information) * RNE% T 1R4%%
HMEE - BERFNBERBRENG —KEHMITNED - MBIz
ZIF BB FEEREE (recommendation ) Si#%Ea ( conclusion) ¢

BXBEFNEESNATCETRRAGE - BXRFBETE HREUR
E HARERMET  EXELCE/NMEMNE - BB —FARMR
BREfFEER ARBEERIRY - BXBRFENEETREA RS
RS REMAIRE -

B ATEEREREEREFEREREIAIHE - b 2w
(skim) RiXtiR B CEEMEBENEN - ALEXRBFEZET/EN
&3\ (clearly formatted ) - HfEfERIERSE ~ 1R » BURBTE B RAFRNE
FHFIRMER
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n B FEEE(E ?

How do I begin to write well for business?

1. T ERRAVEE

2. FRRERRE IR
fHRERGRR

010

CC FE 2w WUHA

EREBBOINEEM 4 (functional | T A{AISEFRE R (E ?

d t) RINBSCHIE
ocumen 1) T AR

1) 3 & MRSk XA 2 2) FAM & 6 3 4B

2) A 2 R B B3 38 2 S 2 ? R |
) EAMERA

' A48 s . :

PR R A RS RRAE X

¢ REGTH AMEA? K% E] TR

o A A B TR AE 2 S AERERAE |

¢ HRRRBGERA S S TR
o SHEHE A UM 0 R R AR AR 2

HEAZE (Unit 8) BEBFMAAPWADITIRAIES -

B8 RRREERBED X OB TR ERRE ? 589
ThEEtE XX - STAEEBMLLREE - WA TFER - e —% ' BEH
BERHEREENEXAZRNEEEER - FTLUEBEEFTERFIa
RERIRHAVREE - AHBARVRERI e

o BAHER AR XH?
o fEMEHF s AFHE ERAF SRR EY - HE THEE?




3. EIEEERRRE

4. BERBERIRE
X EIEE

5. AREBRERE

DISCUSSION & EXERCISE 1] %

EREENSEMB LR ZERRE - EREBDEEXMARREN
AN BEFEEURESREMLEER - EXHP—RRMERREEL
IR MEEEMNRAEE—FRABEHEE - (Unit 8) EEBFMAGH
TR E AR/ ERIFEE -

TBRNEEEE S ERREFAREXHART TUBLIEEENE
MLAER HA9FE INZEBAHE R » HEEEREIEM - FNT ¢
1) Je bk sbAa B 60 I ALEE R R e E % 0 AT W IR R R AR B GO YEREAERE -
2) AHRSR R FRY AR/ NER = A AR+ kR BA T R ) a9 % KAk
B AATAE L F 4G > P F R AR &£ -
3) o R 7 & ol Py B A AT R MIAE 6 0 ARsE R BIFEIRSE (numbered
list ) =
a) By - AIEBSSE (bulleted list) 7] & 424 & oy H 3R -
AFEMERR  FEFE—EE - FEAXBERAMES ' BE
MMTEERBEE G BEEMENESRIULTY - BERMAEESH
a - SRS - Bl -

v We received your order. A4 ®] T #6437 -
X Your order was received.

v We decided . .. &A@ -+
X The decision was made . . .

B} What is a functional document?

How do people read functional documents?

EJ Why is it important to make key information stand out visually?

3 How can you show readers the structure of your document?

E When should you use a numbered list rather than a bulleted list?
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=ERmEFERN

Three Business Letter Styles

1. tEEEEHE BBEEGCHEATRAAR - BF - BERGFBHNGEN » B

1&§7 RNASE—BARCBNEGESEEN  WABERENEEILS
ERTEAR -

2. HEERHRBER FeRBBEERES BF  BEBANEMARETER-§

REBFERE? |LHBEER "AIRAAT . BLURAAARBAZENEEE
- BBEECHRN  BRMBFEXRIBRFAR - BE—BATEH
FrARNAEXHNERS  KE-—BEENER - MRFNARELETE
EHRBRLN - BRRBATMRR -

3. ERVREEE MRENARLERER 8E—8 PRt —REEETTE
—B > 2 | BRAEMARGE  MERAZA - MEFNAK - ENE_EMNKRIE
LB ? BEZH  BEEARNME  ERFEVBEEEMIRRE DWHA

Ma¥  AENBH  BEARSNLBEXRRNES - RALUERR

BEEMERALHE  ARIELRFHRAYHE  RBFAETR - AHRISE

A RRZE=AT  BRENAR -

Envelope {51

Quality Cosmetics, Inc. _
302 Beauty Lane, Suite 5| w0 A iiies A

. Irina Safarova
LML Sender's

San Bruno, CA 94066

name and address

. PERSONAL
Mr. Donald Williams CERTIFIED MAIL
Permissions Department
Harbinger Publishing
309 Ditmas Ave.

Brooklyn, NY 11218-4901

© W AHIER ~ 4 AR

. Recipient's name and address

012

CC FE 2w WUHA



Basic business letter formats

fEEHERE

@m[f‘fy &erﬂ;l. .!Qm./

302 Besuty Lane, Sune §
San Bruna, CA 94064
{415) 7489853

Permissions Department
Harbinger Publishing
308 Ditmas Ave.
Brooklyn, NY naig-a9o1

July 9, 2015

© LE A BRI
Recipient's name
and address

O 23 : ASEWBEAYL |

Letterhe

Davies

15 Qingtong Rd.-1om
Pudang Mew District,

ad Cathering
Sendmg;g:‘npany‘s name iy

and add

Ms. Nina Lin
Double Design

! Room 205 Building 3
| Lane 2498, Pudong Avenue

i, PRC

Dear Permissions Editor:

I would like to use one of your illustratians in my in-house report titled “Third-Quarter | |
Grawth in the Cosmetics Industry.” The illustration is called "Girl Applying Lipstick."

Thank you in advance for your attention to my request. Please contact me as soon as

possible at (415) 748 9852,
Regards,
lring Safarova

Analyst, Quality Cosmetics

O BEIED

Closing and signature

d |
© AT

I?odytextl
i

Dear Ms. Lin:

1 am writing to request an interview regarding Double Design's opening far a graphic

designer,

lam a recent graduate of the Academy of Art with a
degree in graphic design. For the past six manths, 1 have interned with Studic Design in

Shanghai, leaming to apply the skills 1 gained in school. | would appreciate an opportunity to
learn more about the graphic designer pesition and to discuss how | can contribute to your

company.

I have enclosed my résumé for your reference. Please feel free to contact me for any
reason at (oa) 5184-3155 o by emall at cath daviesélyahoo.com. Thank you for your attention. |
ook forward to hearing from you,

PRC 201203

November 2, 2005

Best regards,

Coatherine

Catherine

Enc (1)

Davies

Davies

cc: Flora Lopez

Three business letter styles

—HEmEEERN

© 7~ (block style)
SR

garding g

H am a necent graduste of the Academy of Art with a degree in graphic
dﬂqn For the past six maonths, | have inbermed with Studio
e Shanghial leaming i appl the dills | quined in school. | would

O XEZEEN (modified

block style ) :

TER

Catherine Dindes.
e, Qinglong R -tont
Pudong New District,
Shanghai, PRC zoway.
Movember 2, 2015
-
s Nina Lin
|Double Design ¢
{Rocm 205, Builidng 3
{Lane 2408, Pudong Avenue.
IShanghai, PRC
{Dear M. Linc
am 1o request g
opening for a graphic desgnes.
am a recent graduate of the Acadermy of Art with a degree in graghic
design. For the past six months, | have ifgemed with Studio Dessgn
lin Shanghai, leaming to apphy the skils Rgained in school | would

ithon and 10 o howl il YOS COMpaTY. mmmdimlmlmmrimmm,(;w

i have enclosed my risum for your referonce. Please feed free 10 have enclosed my résumé for mofatence. Ploase feol free to
ontact me for ary reason o1 (o21) 5181155 of by emad o cath, frontact me for ary reason at joes) 5s84- {55 of by email at cath.
kdavics @yahoa.com. Thank you for your stention. | look forsaed 1o g . Thank you for your fsttention. | loak forward to
fhearing froem you. fhearing from you.
et regards, Best regards,
Catierive Davies Cotlerire Davies
Catherine Davies ICathenine Dardes
finc i) {Enc 1)
o Flora Lopes. jcc: Hora Lopez

© EH= (indented
style) : Z# UK

Jatherine Davies
ps Qlinglong Re.-som
Frudong New
Fhanghas, PRC 20n200
Navember 2, 201
Ms. Nina Lin
Diouble Design
Lane mmsmg.:wcm
2438, - —————
Shanghai, PRC
Diear My Lin:
= L weiting 1o request ke Desig
opening for a graphic desigres.
— = Lam a recent graduate of the Acadery of Art with a degree in
graphic design. For the past six months, | have intermed with Studio
Design in Shanghal, kearnir) 10 appy the skills | gained in schaol [
appreciate an opportunity to lear] more about the graphic
designer position and 1o discuss how [ e contribute 1o your company.
> 1 hawee emiclrsed mry nésumié for yoler reforence. Ploase foel froe.
10 contact me for any reason at (ox) sk 1155 or by emal at cath.

Pest regars,

CC BE .  WMME

DR 5 BBt
| ¥ILIVHD

sasmmmaEi | w

013



A EBHEEEZHE A3\ (block style) R—REEENEHEEKN - £ERAP
I, () HEEX | XA EPNEEI A B LBANETAETE - RRNES— LR

BIRYER & Sk i tE AIBIZ=fTr A R - ZKeEVERE - AIEER
BB - HFXERAAT ¢
o ERTETRGE : AR IHA T o M RAE PO AR AR A i eyig
RACEE -

o TRMEEZMERAT | RAwH Y (ol RR GRS - &
W5 S b a3k ) RIAEATE) F X e M
(DBHE AU AROtEEL2 1 : % = 47
(2) R S5 #HPOSL 80 36 — K2 M+ % — i
(3) A A XWETEZE - £— 17
() A/AVBBERR A MBTE 2 1 © 7k hr

Block style: memo
ER RS

A Memorandum

@ Every part of a piece of writing
begins at the left-hand margin
E08 : (SPRIEEEi oMt

Date: October 6, 2015
From: Cathy Willis
To: Design Team
Subject: Using block style @ Use hard returns between
. paragraphs
_ TENESEZERZET
Starting today, we are going to use block style for all of our inter-

i office correspondence. This memo will explain the style.

] & &

' v

What is block style? Block style is a business writing format. In a

memo, don't use two hard returns under a header.

i But you can use two between paragraphs.

014

CC FE 2w WUHA



CC FE 2w MUMA

0
'E
e
X m
® o
15 —
Catherine Davies o Every part of a piece of
15 Qingtong Rd,-1011 writing begins at the left-
& hand margin
Pudong New District, ENSEFROE © {EchE{E
Shanghai, PRC 201203 DU BOVE T HER
'November 2, 2015
3
v i
Ms. Nina Lin gﬁg
Double Design =3
Room 205, Building 3 {é
Lane 2498, Pudong Avenue ==
Shanghai, PRC
) © Use hard returns between
. paragraphs
[ REBELSE 2RIz
Tam writing to request an interview for Double Design's opening for a graphic
designer.
I am a recent graduate of the Academy of Art with a degree in graphic design. For
the past six months, I have interned with Studio Design in Shanghai, learning to apply
the skills I gained in school. I would appreciate an opportunity to learn more about
the graphic designer position and to discuss how I can contribute to your company.
I have enclosed my résumé for your reference. Please feel free to contact me for
any reason at (021) 5184-3155 or by email at cath.davies@yahoo.com. Thank
you for your attention. I look forward to hearing from you.
‘Best regards,
R e e e 0 o P e L i B et S =
Cotierine Danvies
TP —:
Catherine Davies
Enc (1)
'Cc: Flora Lopez
015



5. BIEBEZEN (2) ¢ KBZEFER (modified block style) &4 T #EHFN MEEER

B=YiSER N E - EEERRBEHNER  MEAKNARE  RRENRE
BERP Q@ REETEHE  FN—RESEHALEMNERER
(flush left) - @ F4 Atthit - B -~ ESERHMEAF L& - 0
B - XREBEARBEBEN—G @ (REOEEREMEE
ERBEEERLEEANKR -

Modified block style: memo
R E R RS

@ Body text begins at
5 the left-hand margin

. Catherine Davies

115 Qingtong Rd.-10m

- Pudong New District,
i Shanghai, PRC 201203

- November 2, 2015

@ The return address, the
date, and the closmg and

- Ms. Nina Lin

- Double Design

- Room 205, Building 3

' Lane 2498, Pudong Avenue
- Shanghai, PRC

| Dear Ms. Lin:

- Tam writing to request an interview for Double Design's opening for a
graphlc designer.

I am a recent graduate of the Academy of Art with a degree in graphic

- design. For the past six months, I have interned with Studio Design in

- Shanghai, learning to apply the skills I gained in school. I would appreciate
an opportunity to learn more about the graphic designer position and to
discuss how I can contribute to your compariy.

"1 have enclosed my résumé for your referenc:e‘ Please feel free to contact

- me for any reason at (021) 5184-3155 or by email at cath.davies@yahoo.

- com. Thank you for your attention. I look forward to hearing from you.

Best regards,

i | Cavtherine Davies

Catherine Davies
: Enc (1)

- Cc: Flora Lopez
016 '

CC FE 2w WUHA



6. FTFE (S 24%
X (3) * MahF

CC TF 2L RiMA

#EHFI (indented style) LEHMMBERAMNEHEEE R AMBIEHE
& - BN RLEZEXNEERERN - TURS ABREERRN -
FEMEHFRNAE - SEBCEMNETTERYE - FOHRRELEEME D thERED -
BEABGREIARABESRERNBN  ELEABFEERNB
Y - BLABSGHNEEE LEERRNEEEMN - BRHREICHE
B ETHENARTER S - MEMNBIEREIRER LK
B RAEARESHRAEMHTHORN - ERERESEBATEREER
REHN - EEBEET - BFRNREARERY - ZEMEIMEIE
&

1) &%y % — 47

2) F 1k Ak (return address)

3) ¥4 8y (date)

4) & R4 #F (complimentary close )
5) % 4 (signature)

RRMHAEN  RERZNNARBRAAZ—B GFRIBRHE =2
MEZREALI— RESERCE MR —& - BREHER
RREMMITR B - EANRRIRMEIRIERE &  BItL ETHE -

O BERIE—1TRiEHE

BEERENETEHE - BIEXMABBRERE s ARER S &
R RIMEPEER - (BREARN 3.5 AR EAR - RENAT
HRN BB - H2 O RATRNES - BRAREINR 0 1
AR FRAPAVEREER—AR - BILBCEMRBF AR AITTAIUE |

o TukfeRE Gt
* [ pAde— IR tab 4t
o LT pAF] R L A AR 2 T BE
BEMEHE enter RERECEZZE—1T  BREBHEHXNEE

E2E  LAREREZRARZT - MARBEEMRANELEMNE—
B o

O BHFEEREAIR S HEHE

BEEEFAMIAR  BEREMNBILRED - FH Al
i~ B3 - BEWE - BE - BEHONEFSY  BZRERENEF
B - H—NBEEPREREANSER -

| 431dVYHD

Do kA B
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Indented style: memo
bl iR SR

ACatherine Davies

‘15 Qingtong Rd.-1om

: Pudong New District,
: Shanghai, PRC 201203

e Eaett =

November 2, 2015

€ The return address, the

) date, and the closing and
> Banklines signature are indented
iMs. Nina Lin

‘Double Design
iRoom 205, Building 3

iLane 2498, Pudong Avenue
:$Shanghai, PRC @ Indent each new
| blank fin paragraph.
.Deaf Ms. L SR — (TR

line 1

=1 am writing to request an interview regarding Double Design’s opening

or a graphic designer.

O mmmmmeepi

E “»1am a recent graduate of the Academy of Art with a

'degree in graphic design. For the past six mqnths I have interned with Studio
-De5|gn in Shanghai, learning to apply the skllls I gained in school. I would
aappreCJate an opportunity to learn more abdut the graphic designer position
:and to discuss how I can contribute to your (Eompany.

> have enclosed my résumé for your réference. Please feel free to contact

‘me for any reason at (021) 5184-3155 or By ema|t at cath.davies@yahoo.com.

'Thank you for your attention. I look forward to hearing from you.

i | Best regards,
Catherine Davies

Catherine Davies

iEnc (1)

icc: Flora Lopez

v

Mmmmmmmmemmecsssesss—e———————

018
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n EFNEA

The Envelope

1. B Attt MBI URETAARECNE  »~ E—OREHEE

({REGHE3E) EHt BRIETHESHNALA -8B SBHOFESEE MEH
BTEFE  £HBFNEL RERL  REYSKESS—F
AL - Mt EPAEEAE  EBRE | @BEINBH US|
¥ WY EFRANRTMRNAE | HNREBLEEEE
ZHANSRERER - MUEPREN— %X.EHIBREEMN
TRE AEBBEHREN—F HEE REMOHUEAKEA
EHEEN=S2— - Ao - f-

2. I At fIRMECHIEE BRI TEZANSPA2E—E1.5 AP ENE
% BEBSEFERRA BB AUHTEEHNPR @ RFELE
AEBABEN T - EBHHF ANLFHRES - HEXRBHFRERN
BiEFHE - it ERREABEF AR - WRMTFBIEZERETRAS "RA
. 3 "HEEH TLUIREREFTREGHELAHEMNSE -
MEMMBNZEZEPREONGEE (FABEEH - window envelope ) * 1215
AT REE WG At EFEESRQ -

Envelope €%

Ay S S S NS A4S 4SS 2SS 2SS
. Irina Safarova

Quality Cosmetics, Inc. - e !
302 Beauty Lane, Suite 5| 0 gﬁﬁmm ARGH
Sl BIN i CRSC60 Sender's name and address

TWO FEVCF
.  PERSONAL
RERER % - Mr Dpn_ald Williams CERTIFIED MAIL
I VECIRNCIERGIE  Permissions Department
Harbinger Publishing
309 Ditmas Ave.
Brooklyn, NY 11218-4901

Special Mailing

O Wi Afdka - Notations
AT AT
Recipient's name and I

address

CC TF 2L RiMA

| 431dVYHD
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