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AERRTBENRNBEEERFRE  SHHE  NEAXBER  RESERBENE
/_\EE 331

EREREANYEE - 2ENALE  TEST  RREWARBENAMEE -
SRENHAEE RAEBIBENENRE  SREEELEABETAEERA

T REBLTSREATREANS  AESRRUISBRE  WEAMET SR

THIER  BEBTERREMERS -

AEXDIET 17T REERNR > LS —SHRREAERER  KREMRBER - Wik
IEEMMBER - SETRCRBLAEEENT ¢

N

BT Key Words : IRIEFABELE > JIHEBERRTENAE KRBT R5FH
FERVEERY - BMRMAESRCOEE  BEPEBBEGRESERES  BIEFELIE
R R P E—EBIHE T

BIRX | FMMERXEEEENRFERA » IEERTT - WRERBREE %
BEARBERE  BEHL17H  SRUERRUEBERCNSFEEL  EFELTETR
BIFEm  WERINAERREERRE -

#HIE(E Examples | TRERE » REEE—ERANEESEEH) - WERSFTN
MNEIFER > BINRBEHRIARNER - FRFBREESEATUS2ENEFR
W o BEEHLRE R OFRAER  BERXTEM KK FF - BEETENEE -

FEROERRAE  HYEREGTE  BEEHBEERHBRPERNENEZEAIL

DIERKEFEEREPER - BFRITSIFRE

AR IR E Exercises * BRREREE M —RIMREE @ REAERNEEF - HBRIREEFT
BAR > MERBEBSNEFRE  EELERRENBEANELGSRT 8L
RSB HIRERE RN - WEEME RN BERORES TRATHEES -
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Unit 1 BEEERIFMEETEEE Features and Types of Business Letters

AXEEERFIE

Lesson 1 Features of Business Letters

SR Key Words]

« informative [in formotiv]

A

N

r « practical [praktik!] . thi - highlight key
(a) HEflFcRAY A f (a) BEM answer ;glgk ahsad information
. II ’l ° N \‘ gu % - g
- professional | /. tunctional questions \ Eﬁrﬂ%“ HEER
*fi ! . / % g \ \
5531%%13 S ik EERE, \
' » LS (@) BREEA A : ‘

Writing Principles

i ) . - formal [ form!] * know the <« E{ERE
Quality 142 el reader Y
THREE |

1 1
! 1
H '
v 1
1

[l

1

1

e accurate [ zkjorot]
(a.) 15HERY

» be clear and direct
. = /EE**
Business Letter v ARARER

== - attend to liability
RIS BESREE

<

* helpful ['helpfal]
(a) BEHHY

1 What Is Business Writing? (tZEEERFE7)

EEE1E (business writing) EANBEBIZIBENSF - FHARESENEREBRES
BT -

o MM NIEBMF W ik (w B T F M (employee manual ) )
o RIRAMAIRIAE T 4TE) (4o ZE (proposal ) )

e 2R ELHM (ko FE M4 (annual report) )

o B IRAE R BB (WwFARIKE (invoice] )

FEZESEVAREGHRERIEER (purpose) @ MEHMNEF 2 /525 (clear and accurate) °
AERFERN—BEAEEEZNEESESER - "@%EEE. (business letter) °

2 What Is a Business Letter? ((1EEEEEE7)

BEBELE—BER (formal) BfE - AREBASR  MHFLREARE - —RATH
ZEFXHAAFEHARBER  ASFNHBRSEHRENR  BBHRULBREMAR
BE NEATNMET - HEBENBERS - B8  letters (E(Z) - emails (BT
) ~faxes (FHE) ~ memos (BXR fH=Hk) presentatlons (3% ) -~ reports (3R4E)
© CO8NIBS EGLTURE (Fp7 > )+ AItisEsits



XS EREBNERELITEA

Be Informative (ZE2&:EE) @ HEBRHXEELETEHEEN (information) - MMIE
SHENE - EEASHFERHEEZEY  BESIANABINERZSEZ0 MemZH
RIMBEHEEEES -

Be Functional (B¥#EEEa#ENE) ' HXSEETHLIERITERERS  HINERFE
T RAEHEF RBEMRS  —TERBRFEEN At SEARERHXZ(EH -
—EEVHREHEREENENRMTE -

Be Helpful (EEyitiEMEHSES) | MEALTTEREER  FALEFRESQWRREE
78 BRNRSKEEEE (skim) SEER% - HZEPRKERMMAT) S HENASHER -
At BHEEZEIRAEBE—EF -8 BEVLASHER  BaFEH/)MERE (header) M
EEIEE fFaRsimaR (bullet points or numbers) HI/EE » SIEBEHKIIEEZEH -

Use Professional Tone (#A%E%ER) ' BEEZEARNBAGH - EHEMESEELL
FXEHRAZESTE B EAXBAELAIEEE (slang) -

HAMXEESERBEALENRTE AMENEE (formality ) FHRE R +151% (context ) »
BEYAE - AlaNSamthir (status) MEMWEER - HEESEEN  HFENRFNT
BRIRTDIBAIER © [tHh - hFZEMHRAVBHRRR (familiarity) ~ FHhe ~ 4RIFHE
- ERBEHAERSARABNE R - ARGz (distant) ~ Q% °

| UOSSaT

e i i D e 1

BRIBHENERESERABMNERM  AIATHERASER  EIRAEXAE Mk
SHIEPAIAIERBRIFIET JEE (lively) I5EA) - B4h - IRREEEEKREEREFEHE
BEEHRFRFERBBWME (efficiency) @ FB#EBOZE(E (colloquial ) » EBRFHE
BHH @ RME#ERBZENERNHAT

THAHRKRIEYEEIFEN « IETCAENT

FEER vs IEXAEE
Informal FEIEZC Formal IEZ
* Hi, John, #& - #é » Dear Mr. Smith: &y L FEH 4 -
* ltwas greatto... * It was a pleasure to . ..
e AR AR AeH AR RE
« I’d like to talk to you about . .. | am writing in regards to . . .
RADIRARE - SR AN A
«Canyou tellme...? * Please could you inform me . .. ?
T IAIR AR IR e g 9 REEH L LS L ?
 Thanks for . .. #tt--- * | very much appreciate . .. #&IF % &g
 I’m sorry to tell you that . .. * | regret to inform you that . ..
AR IR T ERAR e (R R LRSI

* Bye! &4 ! * Yours sincerely, st -



B E({S8i 6 Example Business Letter

Deco Design Company
5723 Morgan Ave
Los Angeles, CA 90011

May 21, 2023

Jacob Blau
Blue Moon Consultants
155 E 29th St

New York, NY 10016
HEEEEZEHN AR

HEM MIEREH  Dear Mr. Blau:

2 KIS HEREE

EiEthAE% BiHiE — 0 Subject: May 20 board meeting summary

{EXHE (subject) °

Thank you for attending our board meeting on May 20.

mEESERETRERE —H For your records, here is a summary of the points

BIThEE - LEEWHBNEE  discussed.

EEWITES At

FHEBELERMBEIEH HE Goals for the next six months

ERYRE R o * Reach out to new markets in Mexico.
* Create an employee handbook.

« Continue to seek out government contracts.
HMESEMNEEHEE -
fCh% > ELEAIHSERS LHE Lessons learned during the past six months
SIRBBEBLMMIE 1. Allow more time for government bids.
Fro BUEBSEIBIERR ) Have our finances checked before making any
e government bids.
3. Provide training for staff in the newest design
software.

mrEesamEikpEe — B Thank you again for your valued input. We hope

REFEOMEE - to have positive news to report to you at our next
#MBEFEFABOE  meeting.
BYRIE ©

Sincerely,

ngLo« Kumwm

Layla Kim, President

© COSMOS CULTURE LTD




3 Well-Written Business Letters (2= ifFEE(E)

B2 (globalized) ~ Bfift (digitalized) EIHBET - HEBEEUTTH
HEEFEBEHLNTE  BREAECESVERBEIZTHEY @ BEBEHEAIEFHANE
F REENEZEHIEMEMBEEBR (purpose) - (TREH FERENTY B - LIFE
RIGHEERINER B ¢

Know the Reader (THEEHZR) ' REFHRETFIPIE BEEVETHRHESES
HE 0 UEEHBRTEEERS - N2 WEERLITHERE -
e BEAEH?
e W MR E o HE M ERAMBRA TH -
c W B MRESEH (Bl REBSETOETHE BESE) 2

c
=
]
E
-
]
i)
15
)
&l
i
4]
—
8
S
3

BRRBEEEAHEE MEBMURS FHFEFATEEES/MER  LLUEXER
BREE c B2ELTNEHRERE - B BEBIETIBUSE Mr. Jones HEMRBENE
FREEAT  AAIIBERAEXNEIFEEHRNAT » B Mr. Jones LRIENEER
BHES (BEM:BES/S suggestion letter * R REAZ Unit6) -
-

FE 4R 0 I e 8t

O ERYHBEEES D
MTH BEREEES
R DR H AR
AN =S = AVEEEH ©

Dear Mr. Jones:

Thank you very much for your suggestion
about the service situation in our restaurant.
We very much @ appreciate the views of
people like yourself with many years of
experience in the service industry. We will
work on our staff training and @ hope you will
feel more satisfied the next time you visit us.

O FABEBEEEFT K
EIEPRMEEEER
BITEEEBRE

(SR T ] BIRRE
REEE) o
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Think Ahead (FEEH A EESERN ) | FALRBH SEIEHNER IR B ERME -
B EEESTREBEENRRIERMEE -

B=BRIREM AT AE

o BB REEIAZ ?

o A THERA ?

cEEm N RHRREHTHATHEF?

o BT RIEREBEAL 2 T ASRER 09 56 B AT 2

BE SLEAERESELSUWARBENE  FIEE—MERAR  LREHITESH
AIBEE HIRAIFT B BER -

BEILLE - F2ELUNMEHHE - AHEph > BEERAFEE  WHEREZBET
EELNEHTHAERE THPMETIREENR  AMAREKARTR @  FX -

-
Dear Staff: O eSS MEES

SEESNER e

O Attendance at our monthly meetings has been low IR R o

recently. This is a friendly reminder that ® attending the O MEEERHE

monthly meeting is one of the major requirements in 7] 2 5B 43542 ¢ 5
this company. It is also important for attendees to be RN E FETE
there on time. Otherwise, the flow of the meeting will MBS SMHE -

be disrupted. Meetings begin at 9:30 a.m. on the first
Monday of each month. © Please set a reminder in
your calendars.

EHFAEEE TR
A LU AT 1R BB
78 -

Answer Questions (EIZFEEENME) @ ERTHAIMNBEER - FEEFFEMNLE
% REENMELARERE  REMERZRRE - fl20
* We will refund the purchase price. We are very sorry for the inconvenience.

I I
R ERFAMETT REEMER

Highlight Key Information (BI85 #EFEREEN) @ AR RIERENAZHE
& FAOFERRENIFFEEE - REFAEBTIIARN - REER PR, (pop)
BB EERBIER

o HAB B B (section) 23 - AF B MBI SRR LK%
e ABMFRFEKID (fontsize) RETARIEAENHMBARE RN EZ L -
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AIZ2ELI MR

© B/v=zmys — | @ Goals for the next six months
BNEREI - _ © - Reach out to new markets in Mexico.

’7 - Create an employee handbook.
® FHEIEEMYE - Continue to seek out government contracts.
HEE AT
Lessons learned during the past six months
© 1. Allow more time for government bids.

© LiHFEEE | , .

2.
SRR Have our f|nan.ces checked before making any
5 BRIE R HED] o government bids.

3. Provide training for staff in the newest design software.

( )

Be Clear and Correct (EBEEEER) | AFEEETE @ HEHHARTHE - B
BEVEREEERIBENERERE BB AN NEIEHAR - I EEEERER A

DR ENRIAY o
FEHFERE vs tHENFERE

@ Active £Ef €9 Passive #%Ef

« We received your order. * Your order was received.
R E B HI3TE o BayzTE KB T °

« We decided to . . . * The decision was made to . ..
AR K Bee oo EA R BT
* | attempted to . .. « An attempt was made to . ..
R e A RIEHEF e

TERNR  [EHDBEET  TEEESTEEHFIRY (critical) AW o b - BIATLUEREX
HENEERELIE R P M (neutral) A9RESR » BN AT LB T {EB1 A -

* You sent the package to the wrong address. (Active voice, critical tone.)
rie LR F 2] T e4Rebnt o (EENERE  SERAAHLA))

* The package was sent to the wrong address. (Passive voice, neutral tone.)
BRBEEN T Regsbar o CREGERS  ERAM)

[ Attend to Liability (2F#E&F) ' ESMEAEESEN  AHESEEESERN  BR

BEE ﬁi%ﬂﬁﬁffﬁéﬁxﬂiu ﬂﬁm?ﬁ$§%§¥k1§ REARHREARHIE » #8A
FERBEREFIERE At TEREARTEERE  BUBHAERALBE =M - 8

Tx=t4 , ARSI ShBEEE 720075 |, N EEdx A5 ==

| U0SsaT

PR 2f 3 T D e




Lesson 1 Exercises

The principles of composing a well-written business letter are listed on
the next page. Choose sentences from the following emall to illustrate
each point. Discuss your answers with a partner.

From: mleblanc@beautypro.ca
To: cslee@beautybyching.com.tw

Subject: Speaker Invitation

Dear Ms. Lee,

As head of the Beauty Pro Conference organizing committee, | am writing

to invite you to be the keynote speaker at our 2024 event. We believe your
expertise and experience in Taiwan’s competitive health-and-beauty industry
will make your speech the high point of the conference.

About the event:

Beauty Pro Conference is Canada’s largest health-and-beauty conference.
The 2024 event will be held on March 13 in the Charles Ford Business Center
in Vancouver. It will be a full-day event, and we expect roughly 3,000 health-
and-beauty professionals to be in attendance.

We will provide:

We are pleased to be able to offer you a speaker’s fee of $2,000. We will also
organize and pay for your flights from Taiwan and your hotel in Vancouver.

What we require:

We would like you to prepare a 40-minute speech containing your thoughts
on how to succeed in a highly competitive beauty market. We would also like
to dedicate 20 minutes at the end of the speech to questions.

Please let us know by January 15 if you would be interested in accepting this
invitation. You can do so by replying directly to this email.

We very much look forward to hearing from you.
Kind regards,

Marie Le Blanc
Organizing Committee Head
Beauty Pro Conference

© COSMOS CULTURE LTD



@ Know the Reader

@ Think Ahead

© Highlight Key Information

| 0SSO MRNEREZMMD | Hun

@ Clear and Direct

m
X
®
=
o
0
®
n

© COSMOS CULTURE LTD e



Unit 1 EESERMIFIEETEL Features and Types of Business Letters

BxEEERER

Lesson 2 Types of Business Letters

SR Key Words]

1] Saﬁl;s_letter YT ———
[l reference/ e F1 invitation letter RIS

recommendation HER(E .
letter HE(= F1 congratulation
letter #x&1=
& letter of resignation
RIS I3 complaint /
Types of Business suggestion letter
FAEEE
12) EoTrg{eEr letter Letters k2T
RI=1E E=FEX
eSS I3 apology letter
¥ letter of quotation 36 7S
Sl cover letter /
cv
iy letter of inquiry 2 memo 1 email ;Hs:g;r%n/e/
EE ERS EFEMH R RS

1 Types of Business Letters (=S (=007E40)

ARS L BBALTSTRESSAGH - RELERUNAR > FeERIREREN
EHESR - PINERBUIABAEFREERSERE  MEFTNAEFTEZEREREHRE
REZFES - /BT RBRRAEMESINSEESR 20 T MMETERARBENERS
ERTAEERM -

RERNE NISIESEER

6 Sales Letters ( #t£5(E)

M ERAREHEBARTNEHE  EHIRPEBRMEENERFIRF (goods
and services) - li[A¥ 5 EAIE L E A RIFEER ST Rz (benefit) © &
EEVWEDITEEENYESR (gender) ~ F#; (age) - F&EMRN (economic
status) EHHET - UBEERNHFRKEREE » WLUARMWIZEN SRS #EE

A& (attention) -
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8-9

10

11-12

13

14-15

Invitation Letters (#:&{E)

BEE R RAEER (invite) EREBATRENATES > FANEE « FE
R BAFIERBEA (occasion) - [FHBERKEHBY) (sincere) - WZEM
WEEREZMAEEAMEERN LU S FEEBEE (attend ) -FIFZLE
BEERIREAIK (networking) ~ B BEMEREN ©

Thank-You Letters ( B3R )

JCEE R A A AR SR E A 4 IR (time) ~ 38377 (effort) BRTER - &
BARATBEISRATHEIIT « B - BEENIEE (donation) @ AILIE
ERHR  EPERESEEERENEEEIE  WERERTH = (gratitude ) ©
SRR EE R EEE (etiquette) - BTN DX RIFEIE -

Congratulation Letters (#&1E)

HEURKRSEE LERNEEHEMAT  flNEHFEHDE (new
branch) Fsk - NEFLZTHBA > PILIERE HSFHE (promotion) ° JRA]
ERRNEE AABDNEARRREAERRMFAEBMHEE -  ESHEATEEZS
EBEEHSRIAT (achievement) E1EE - T (wording) EJIREHB
REBEESELEHHFMD -

Complaint and Suggestion Letters ( Z:REEEE)

EHN—RATNITARMmE (unsatisfied) B » AIIF B TF(E @ #Bitis
HE AR Rk ARFE S A ML RARE - W I ERMR R 5% (solution) ZHiHE
(compensation) ° BFFR(EDNEBIWHNATIEEEIESHEL - BEFERIRIE
ML BREHLFFMATLUBGE (improve) Y8 SBRELELRFEIEH
(positive ) 5% o

Apology Letters (E#1E)

AERE—NEIE > ERFTEZHE - EEBERIIREREEFRAEER - Y
BUE K E P A& (inconvenience) i 4k (loss) - Ht AJ 548 B RS & 52
(acknowledge) # 58 I 55 3Kk R 5% (forgiveness) ' EH NMEFLEXE(F
EEEE - WM EEEFRY  HPERRRTRERE  MABESED
(excuse) * LIAFENTRIEGE -

Cover Letters & Resumes/CVs (REHEFNFEE / BRER)

KRS MEE / BREREKEE (applicant) EKEEER (opening) FFHIE A
X&E - RBEEXBENMEEEESMNEEN  FTCER - BEBE  IRSIXR
KEZE (employer) & - EF / BEREXASHIBHERE - THEEEMRREE
(skill) &8 - SEERE (item) BLUERERM AN BEREEALRRIE
KEE R T BIZBAL (position) o

Z U0ssa

<E2% i 5 I e 34




16

17

Emails (EFE4)

14521583 (business communication) & 2BBEFE M4 » RIEER
BRE ~ HHWE (efficient) M AILIFREE  EME LARIERNE - A
Mo #HREFEMLL—REAERE  RAREBTFEREEEFSHA - flaifE
MEEEZANBENGERHYE  TERLEMARIREEANEFEER
=1 (acronym) skffifbz 55 °

Memos ({EE& )

BEREATNEBAKAE (announce) EEEIE X » BIAIA B HBUR

(policy) ~ 3&& (activity) ~ £23)ll (training) B#% - BREZ  ERAE
R X R —ME A EEME @ e E/BBHER - BAEBETRE - B
=EROEERERYNE  WHE B - TESFEEER -

Letters of Inquiry (FA{EE)

EECREEZIEENEH IR  HBEEER
SEARFBERNE - AEFETERENERWHAEBELE
RYEMmEEN  UAREIEE  EnEEM
WA HEE - BELDAE T NEXRE -

/ IR > FIZRERE 7 S
MER - EPRE RRE
F - LABEERETLL

]
AR

0
AR
:d

Letters of Quotation (EFHREE)

EEWEIAERER  ETHRESHBEERNEEE - FESTHRETLIREK
Dk "IBERE , (firm offer) 3 "IERBEIERE , (non-firm offer) > BIER
TEGELEEERHEEMIIRMARTS - BERRERREWBBEGIIFER
FIREN & -

Order Letters (ETEE)

AEE A TRTRE RS RENE  TLIRASTHMG 2  EEHEES
FREPATE B REEER R EROIRMTEEENEN - s EEHE
METERIE (order form) —EFH » BERHERI R EEAE AT ER] & ©

Letters of Resignation ( BiEE(S )

RETHBIREEM (resign) BEEARNE - PR THBREBEN
EUIMF - EEESERBMMER  YRHBRAN T RARERR
TREBIAE - BRETRERRARNEEEE THEE  FUEERER -
R R B T T ] SR

Reference/Recommendation Letters (#E(E)

BEEFHIEBA (EEXREE ) RERNEENGEH  EEEBEIRSET—
3 TAE - SCERHERBER Y RAREB ANBRERR  FE - LIFEizRKREN
BSRSHEBE UERTNIFRR @15 ZetSFILEBSSE - BRHE
RERSAEAR SRBEAL -



Lesson 2 Exercises

In the boxes below are the different types of business letters covered in
this book. Match each one to its description.

sales letters  invitation letters  thank-you letters =~ congratulation letters

complaint letters suggestion letters apology letters cover letters
resumes  emails memos
—
(]
QN ) Used to let others know that their time and effort o
L ) were valued. S
N
e
Used to admit errors and ask for forgiveness.
\ J
O
Used to introduce oneself when applying for a new job.
\ J
Or ) Used to explain one’s goods and services to a
% ) potential customer.
O \ Used very often in business communication today
\ ) because they are fast and efficient in sending messages.
@ | Used to express one’s unhappiness with a company’s
% ) goods or services.
9 ) Used to detail one’s experience and skills when
applying for a new job.
O r ) Used to express one’s pleasure to someone on the
occasion of success or good fortune.
Or | Used to share one’s ideas on how a company might
% ) improve.
(10} ~ Used to notify people within the same company of
[ something important, such as a new company policy,
~ event, or training day.
® \ Used to request that someone attend a company
) event.
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