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[image: image2.png]5. NEM BB (Other Special Forms of Verbs)
1) BEAAER (Verbal Infinitive)
2) $1 (Participles)

3) BEF (Gerunds)

FIERE (Confusion between Adjectives and Adverbs)
2. LBRFIRER (Comparative and Superlative Degres)

1) %L (Comparisen of Equivalence)

2) REFEHRARE (Special Forns of Superlative Degree)

3) HEREHEMME (Other Forns of Comparative Degres)

4) BHFPIEPAIELER (Comparison within a collective Unit)

3. AFBEIR (Conpound Adjectives)

4. EERHBIGIR (4bsolute Modifiers)

5. IBUFRIMIEE (The Position of Nodifiers)

M. HEERHFE (Special uses of Some Pronowns)

1. AFRHR (Personal Pronouns)

1) Hand EBHHRGRAE

(Compound use of Personal pronouns Comnected by “and” )

2) BBEE AR AT

(Personal Pronouns Used in Inconplete Conparative Sentences)
3) R (Reflexive Pronouns)
4) {EFEEINE (Subject Complements)
(Indefinite Pronouns)

1) B (Uzed in Singular Forn)

2) EHJY3L (Used in Plural Forn)
3) BEHETHAERE (Those that Nay Be Singular or Plural)
3. IFRERIHRIES. (The Accurate Reference of Pronowns)

B NEAERHRE (Special Uses of Prepositions)

L EFRNAMEMARE (Houn Clause as its Object)

2. B (Other Prepositional Phrases)

1) EVRARIERE (Verb+ Preposition)

2) BERNIEE (Adjectivet preposition)

BEMEERFSER

ARG RS E TP

GRS RNEHERE. TURE TR REREE LT, AREHE
- BT, BERTBHESEL.




[image: image3.png]F-E AF (Sentences)

FENFIEMSER

BIRELS), PEME—FEERETN RN TEN, SEQTRIRE
WEEMAE. DFHHENSHARARNMRSOFOTRIE RISREGNSS, 7
SHIERFRNBEREDF.

FEMFIBESR

— EBMATFEN (Inportant Forns of sentence structure)
1.5 (Conpound Sentence)

2. B A% (Conplex Sentence)

3.3#5|—E B4 (Conpound-Conplex Sentence)

Z. AFPHIEE (Phrases in Sentences)

(Phrases in Sentences)

(Gerundive Phrases)
(Infinitive phrases)
(Participle phrases)

=. BFHHHE (Joining of Sentences)
1. MEERERATHIER (joining of Equals)
1) HFFEE (Coordinating Conjunctions)
B (Conjunctive Adverbs)
§3] (Correlative conjunctions)
2. MEFRAIER (joining of Unequally)
HEL (Subordinating Conjunctions)
(Relative Pronouns)
BRI (Relative Adverbs or Conjunctions)

M. AFHENY (Effectivensss’ of sentences)
1. BERPIRHEE (Elininating Wordy Phrases)

2. WREESAME (Elininating Redundancies)
3. EFHERME (Unity of Sentences)

4. BEFATFFLEH (parallel Construction)

5. BERIBIMEA L (Avoiding Nisplaced Modifiers)
6. BRIALH (Avoiding Dangling Construction)

7. IR (Faulty Omission)
BEMEEBIFHNER

WM EREAEASE TSN

1 AETH RIS ERH DR A FE.

2. AFPEFEEOER: AIFNEE. MAEE. TEs S REE.
3. AFHEHE: QEnEERRS AR T RS RS,

4. BERASE RS 0T BRIERE RS E.




[image: image4.png]F=%

HEMTRES. KSR

bbreviations)

T4 (Punctuation, Capitalization and

FENESTS, A NEMESE (Punctuation, Capitalization and
sbbreviations)

A

jEBﬂiﬂ%Y

%, EBECATRRNAFHRETNES, PEATR

o, "%&%ﬁmﬁx B
FEMFIBESR
— FETFSHFRE (The uses of Punctuation Marks)
1.5 (period)
2,105 (Quotation mark)

S
595
685
7518
8.5

VS (Exclanation Nark)

(Conna)
(Senicolon)
(Colon)
(Question mark)
(Apostraphe)

9. EFH (Hyphen)

10. 84S (Dash)

1L WS (Ellipsis)
12.EES (Parenthesis)

= FHAPTHN (Capitalization)

1L AEFEAT (The First Letter of a Sentence)

2. EHEEETFHAT (The First letter of a Quotation)
ERPESMHEFHAT (The fires letter of Al Items in a list)

5. faik:

SEHEFEAT (the First letter after a Colon
EERILBFEFEAT (The First Letter of conplimentary Closings)

6. EHEHEFHANT (the first letter of Proper Names)

=, BEXBMEHI (Abbreviations of commercial Terms)

1. FEFRSERS AN (Rules of abbreviation)

2. EEFAERINR (The List of Conmonly Used Abbreviations)
FEMEE B

1 ERGRFSOAN, WEFABRTADS, FABRTRSSUARTARRTHERD

2. BRSHEANTHAN, WEFARER TRASTEE.

R PALES RRET IR AHERERN



[image: image5.png]FOE BWEREH (Business English Style)

FEREXM (Business English Styls)

BEMFEN A MR

SFEPATSRETOSTR, LB EIEN ARSI 0 FRmHSE,
ERMELfARnaR. mekiinEmsmE.

FEMFIBESR

—. HEWEMEF (Concise Sentences)

1. MPREEFINEFIAG (Deleting Repetitive Word and Affixes)

2. MPRRRERAE IR EXMENE (Deleting Redundant words and Phrases)
3. WRETAEMHE: (Deleting Deadwood and Fillers)

4 BN DEBRIEE, EEEE SR

(Reducing Clauses to Phrases and Phrases to Words)

5. BEBRNARAETE

(Reducing Clauses to Phrases and Phrases to words)

6. AMEA RS RE (Using Sinple Sentences instead of Complex Ones)

BERFRIBHE SIS (Avoiding Outdated Commercialese)
FFkEPSS (Openings)

2.45REPSy (Endings)

3. Bl (Miscellansous)

FEMEE B

1 WA RS AR TRE M.

WS THEAE, W aAMEE DsLARED.

3. MSFERAIR S EEF RN R A LR M.

FAT BSRMSSERIT (Language Skills and Writing Techniques)

FENFIENSER
BIRENES, PETRGEE T RFSESEASENEGTS
5 1575,

SERERNES
BRI RIR G R BTN, FRESTDS RESIF R ERiER

— IBEEL (Language Skills)

1.1b8E (Comparing)

1) %L (Comparison of Equivalence)

2) HEEHMBER (Conparative and Superlative Degrees)
3) EAbHIEL T (Other Forms of Comparisons)
2.BRXER (Cause and Effect)

3. %M (Conditions)

1) FREIRIER (General Situation)

2) FTRARMMER (possibility)

3) FRRIZHMER (Subjunctive Mood for the Present)
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| (Exanple)

6. FEIRFRR (Sequence)

R (Similar Things)

E5WIE (Sunmarizing)

HHERRAIE (Precise Descriptions)

= SYFIS (Vriting Techniques)

1. BRSESHIRER (Conposition)

1) EBFREES (Main and Sub Parts)

2) M4 (Hierarchical Structure)

3) FMEPS (Additional Parts)

2. JEAFRIRIE (Inpersonal Reporting)

1) RMTSHIEE (Phrases Reflecting Options)

2) ARREARARRKIMUAIIEE (Phrases Reflecting Agreement/Disagreement)
3) FERIRRY (Phrases Reflecting Recomnmendation)

4) ARGWHIEE (Phrases Reflecting Conclusion)

3.53% (Classification)

4. BEREBMMES (Fact and Opinion)

5. WESIUEE (Propositions and Evidence)

6. )39 (Inductive Approach)

T.{BEEE (Deductive Approach)

FEMEEEFSESR.

ARG RS TP HR:

1. BERESFFERNEHESRG. QFte. BRER. i wdih. #6if%
BT,

2. BMEEH
1. ERRSE.

TERTD: @IEERERS IEATRIES. 5%, BRSNS SESIE

B BERESE

Business English ¥riting
FAE &ER (Memoranduns)

BEMFEIEMAER

BEEREBRELARPEISEH V2 IAME AIFIE XU, EARPELSHENRR
DRZTRIE. B, FETETRIZESEROTIEL. ESEER5EMBEX
MELRT, AESHABNEER. FoTEEREMAOES. AR,
BEERTHEER.

FEMFIBESR

— BERHEN (The Definition of Memoranduns)
LHAREER (What Is a Nemorandun?)

2. BIERAEBEN (The Inportance of Memoranduns)
3. BRERMASHEMN (Rules for Writing Nemoranduns)



[image: image7.png]=, BERABE (Fornat)

1458 (Title)

2.4 A (Recipient)

3. KA (Sender)

4.8 (Subject)

5. B8 (Date)

6. X SHEFS (File or Reference Number)
T.JEX (Body section)

8. [l (Enclosurs)

9. BIEPERFE (Copy Distribution Notation)
10. % (Postscript)

=, AEMSER (Favorable Nemoranduns)

1. REERMBITERMSENEE

(Routine Requests for Infornation and Favorable Responses)
2. RBMPITEEREEENEE

(Routine Requests for Assistance and Favorable Responses)
3. KFETAH AL

(Giving Orders Using Direct Approach)

M, EEHHER (Infavorable Nemoranduns)

1. A ERIRHE S A B AR

(Refused Requests for Infornation or Assistance)

2. A ERABERA T FHIIEE

(Refused Requests for Changes in Policies or Procedures)
3. FRRMAAFRHNERAIEE

(Refused Clans against the Company)

T (Persuasive Correspondence)

1. ERRHE BB R FER

(Special Requests for Infornation or Assistance)

2. EHRSRES

(Selling a Service or an Tdea)

FEMEE B

1 PR ERETROE SRR SR FRRER .
2. FEETRAE.

3. FEEEHEFERESFEXEER.

FEE BE (Sumaries)

SFREMNEHFIER

FERENERMSESR. wBEARSI0EMN HRRHBEX NP OBEFRacH
ERUE. RFEERTRBNA AR TEEXEEM. R T SENEIZGE, B
SRRER . EERETRTES X EHEE.




[image: image8.png]. BEHKE (Length)

48 (Writing Procedures)

1 FRIERERES, EPLE8 (Reading Carefully to Grasp the Main Idea)
STEXHFLEME (Writing Down the Nain Idea)

HFEM—# (Finding an Appropriate Title for the Summary)

B TEXHEMES (Selecting the Nain Points in the Original Article)
5. STEREHT (Writing the Draft Summary)

6. BB (Revising the Draft of Your Summary)

7. RERESERT

M. HF7E (The Second Approach)

B H—BIF (another Exanple)
FEMEE B

1. J‘J“ﬁ»izﬁ B EA BN
BN AERENGEN

IS4 X 45 SR B A3 ESE S 8 MR
4. R SHEE KE HRZRN

BAE ERSEEEERES

(Understanding and Interpreting Graphic Infornation)

BEMFEN B HIER
FoERERMNREE, ZEEIAENEAEENGL, PoREEENERE:
B BRFEBAERAMNEIAACOERMAFANEE. SRRMEENITH
FERIIERERTEL00-300F 2.

FEMFEAE

— BEFME (Types of Graph)
1.414E (Line Graph)
2.5 (Bar Graph 4)
3.4EWME (Bar Graph B)
4.8 (Pie Graph)

HEHE (3-D pie Graph)
B (Scatter chart)

= HiAERMEAIEE (Connon Expressions for Describing Graphs)

1.8 L HIERHFE (Expressions Describing Upward Trend)

2. MR TR HAE (Expressions Describing Downward Trend)

3. RS FHERHAE (Expressions Describing Level Trend)

4.3k EAA T REREFFRIFAIE (Expressions Describing Degrees of Rising and
falling)

5. BARBRALEMMEAE (Expressions Describing the Novement of Lines)

6. BSMEFMMHPEH (Nanes of Lines)



[image: image9.png]=, B@EFER (Inderstanding Graphic Information)

FEMEE B

1L FEMRFALSHEEFSETINNETE R,
R E R AR OE AT,

R REETARTAOES.

4 FEMRERAABETHE 100-500F MXT, EEFRESHIAIFES.

FAE RIFHRIE (Goodwill and social Letters)

BEMEFEN A MR

TR MERE, SRR,
BENESDRMNEEED, FRASamETT

FEMFIBESR

\ EIW /RIS, BiEET R

— BUBME (Congratulatory Letters)
B9 0
. SIRMIEINE (Happiness at the News)

HHEA (Conmonly Used Sentence Patterns)

2. EABBL R (Expressing congratulations)

#FEA (Conmonly Used Sentence Patterns)

3. EARARMEUEMIL (Expressing Good Wishes for the Futurs)
#FHEA (Conmonly Used Sentence Patterns)

LB ERITRE:

1. FUBFHER (Congratulations onPromotion)

2. FBRE A FHIFRTD (Congratulations on Business Success)

3. FUBHRASSRE (Congratulations on Vinning Honors)

JHE (Letters of Appreciation)

AR ERE.

1. EAXBM T (Espressing Appreciation)

HRABA (Connonly Used Sentence Patterns)

2. REFBIBLATIRAEZ (Describing Feelings)

FRABASHIE (Commonly Used Sentence Patterns and Reciproples)

3. EAERIFHUTHEIRER (Expressing Good Wishes and Reciprocation)
FRABESHIE (Conmonly Used Sentence Patterns and Examples)
HERITRSE:
1. HEEHIME (Letters Expressing Thanks to Hospitality)

HRBEMEEALM (Letters Expressing Thanks to Help or Gifts)

. LA A RO ER R A1

(Replies to Letters of Thanks, Congratulations and Sympathy/Condolence)
HEPRAMEE (Connonly Used Sentences in Letters of Appreciation)




[image: image10.png](Letters of Synpathy/Condolence)
(Letters of synpathy)

) EARENEFRY] (Expressing Sympathy)

FRABE (Conmonly Used Sentence Patterns)

2) BRI SR EAME (Good Vishes for an Early Recovery)
HFEA (Conmonly Used Sentence Patterns)

3) EFURHAE (0ffer of Help)

HRABE (Conmonly Used Sentence Patterns)

#HE (Sample Letters)

2. ®UE(E (Letter of Condolence)
REENEENE:
DFAEBZNE (Expressing Sorrov at the News)

FRABA (Connonly Used Sentence Patterns)
2)RBBALEFIEE (Praise or Retrospect)

FHABE (Conmonly Used Sentence Patterns)
NEXETIELETMMAN LR (ExpressingCondolence and Sympathy)
HRABE (Conmonly Used Sentence Patterns)

#HE (Sample Letters)

tters of Invitation)
(The Writing Style)

EANESEHN B (Activity and Tts Purpose)
2ENRHHAT (Details of Activity)

3) FHARRIRIS 55RATE) (Opening and Closing Tine)
4)FHA (Confirmation)

#HE (Sample Letters)

2. FIEISHEE (Replies to Letter of Invitation)
V$EFRIE (dccepting Invitation)

EENE:
(1) EAMIEFFRIIRIE®E (Expressing Appreciation for the Invitation)
(2)HA (Confirmation)

#{8 (Sample Letters)

2)$B4ERIE (Declining Invitation)

EBNE:

(3)ERIE (Thanks for the Invitation)
(T RERIRERTIRME (Expressing Regret)
(B)FREEE (Reason(s))

(E)HUAMIE (Good Vishes)

#HE (Sample Letters)

3.7 (Invitation Cards)

EFENE:

VBFENEREEOME (People Inviting and Invited)
2)i% (Expressing Tnvitation)

BN, (hetivity)

ABHE (Tine)




[image: image11.png]5)iBA (Directions)
#HE (Sample Letters)
HRABA (Conmonly Used Sentence Patterns)

B, HIARE (Letters of Seasonal Greetings)

EFENE:

1L RIMEBPEHIRER (Thanks for the Past Cooperation)

2. RIFSRAHAFEIFFUR (Good Wishes for the Future)

#H& (Sample Letters)

FEMEE B

EEZEREE . Em /B
REHEER. ERMPARSHRAA:

\ RiEETSRIEENSOTERaR,
1o

F+E HEMPLER (0ffice Routine Letters)

EME B HMER.

TREBHLEFNIE, FEBHLUE 4Y AEEHHEREENRNE
FRRRERED. FRAEG, FETRRIIITHRIERERLE.

FEMFIBESR

— 2% (Arranging Appointnents)
£{5f% (Letters Proposing Appointments)

£ 344B8E (Proposing an Appointnent and Giving Reasons)
SRR (Sugeesting Tine and Flace)

SBHFIFHIA (Requesting Confiznation)

BB (Sample Letters)

2. THEREISEPAVEE (Replizs to Letters Proposing Appointasnts)

1) FIEZHE% (hgreeing to the Proposal)

SRR

(1)5E2fER& (Completely Agresing to the Proposal)

@FBRREALL (drranging for Another Person to Nest vith the Visitor)
(@ BRI EE (Susgesting the Change in Tine ox Place)

BIE (Sample Letters)

IEESHES (Retusing the Proposal)

7 HIEI SN (Expressing Appreciation)
HIEEELI S B (Give Reason(s)for the Refusal)
#HE (Sample Letters)

Z. B8 (Letters of Introduction)

SrERERNEBAE:

1 BN BAMBESIER (Giving an Account of the Person Introduced)
FRABE (Connonly Used Sentence Patterns)

2. MBHEBFER IR (Reasons and Asking for Favours)

3. Hie TR £ C4R SR (Expressing Thanks in Advance and Reciprocation)




[image: image12.png]HRABE (Conmonly Used Sentence Patterns)
#HE (Sample Letters)

HRPEHAMERIEH (Correspondence Related to Foreign Visits)
1 BIHHFMEREEREE (Letters Proposing Visits and Peplies to Such
Letters)
ERPEHEHEBAET Main Content)
1) IRBAHITERE (Stating the Visiting Plan)
#FEA (Conmonly Used Sentence Patterns)
2) EREHITEY (Give Necessary Details of the Visit)
#FHEA (Conmonly Used Sentence Patterns)
3) JERFIAER (Expecting a Reply)
HHEA (Conmonly Used Sentence Patterns)
2. IS (Letters of Tnvitation)
BIRERILE H:
1) FARIHERIEH
(Expressing Intent of Invitation and Details of the Visit)
2) NBERIHEAMER (Giving Details of the Person Invited)
3) ALARAIER (Courteous Ending)
3. BXGMH B HRIEM (Letters Related to the Details of Visits)
HHMED (Connonly Used Sentence Patterns) ©
1) FEARBRK (about the Personnel Composition of the Visiting group)
2) HEAREE (dbout the Visiting Tine)
3) FEIFIANMRNE (about the Visiting Tine)
4) BRENHRE (dbout Arrangements)
5) HERTETEA (about Accommodation and Expenses)

#

Sanple Letters)
A% (Literary/Progran)
EEMFA (Main Content)

1) 458 (Heading)

I (an Exanple)

2) B (Tine)

TP (Exanples)

3) 1 (Place)

2B (an Exanple)

4) FEERANET (hetivities)

HFMFIAAE (Connonly Used Expressions)
BEREER (Sanple Literary)





[image: image13.png]M, BHE (Letters of Notification)

EENFA (Main Content)

1. ZHBH (Giving Notification)

FRABE (Conmonly Used Sentence Patterns)

2. BARBAEHIMIAE (Detailed Content)

#{8 (Sample Letters)

1 RTAEMUTE (Change of Business Premises)
2. % T FFi&ASBAE (Opening of a Branch)

3. XFARTE (Change of Persomnel)

4 KFAREH (Mereer of Two Companies)

FEMEE B

1L ARALBENEFORRAOR, SHTEESE FENRUS LT SMEER
MARENEE.

2. A RENESSNTIERAR, FHREFAESEHNE

3. AREHHNSREHOTE, QSRHNZNEE. HORE FRIHNHRRAER
MR Bi2E.

4. BFHERBNREOTE.

F+—% HUSH (Enploynent Writing)

FEMTEEMAER
FENBNEBRSHUBENBENTE. FERITEMEIMVIS, FTRSKE
S (RIS AR, RIS, SRR HEES) MM, S,

— AARF (Résuné)

1. MFIEMER (Format of Résunés)

1) 12485, (Chronological)

2) WEE (Functional)

2. HFIMIAE (Content of Résunés)

1) P&, HLEFIERTE (Name, Address and Telsphone Number)
2) TFB# (Job Objective)

3) HHER (Education)

4) THEEH (Work Experience)

5) Efti#BXIER (Related Information)
6) A (Personal Data)

7) WEBAANA. (Reference (s))

TSI (Example Résunés)




[image: image14.png]= REAERE(S (application Letters)

FENBA (Main Content)

1.#2H (Opening Sentences)

BASTSMER (Stating the Purpose of Your Letter)

HRMER (Comnonly Used Sentence Patterns)

2. EffEhs) (Major Body of the Letter)

PRk AEREE. TIFERMA Ak, #IECHMATRENTIRE (Introducing
Yourself in Terns of Education ,Work Experience and Personal Skills, and
Demonstrating your capability for the Job Applied for )

BISEBEM (Exanples and Points for Your Attention)
45 (Ending Remark)

EREE, (Requesting Interview)

4 BESSIFFR (Exanples of Application Letters and the Detailed
Explanation)

M. SeElAEHAEMASE (Other Correspondence Related to Employment)
1. KRBT (Followup Letters after Application)

1) EGHERHE (Thanks for Interview)

#H{& (Sample Letters)

2) AYRMER (Replies to Job Offers)

(1) B (sccepting Job Offers)

#HE (Sample Letters)

(2) B (Declining Job Offers)

#H{E (Sanple Letters)

3) WHRTE (Resignation Letters)

FENFA (Main Content)

(1) BABRRLEIRIF XA T AR

(Clearly Stating Your Intent of Resignation and Resigning Date)
HFMER (Comnonly Used Sentence Patterns)

(2) ¥BAEIAREE (Giving Reasons)
HFMER (Connonly Used Sentence Patterns)

(3) RIPEME %7 (Expressing Thanks for Your Employer and

Colleagues)
HFMER (Comnonly Used Sentence Patterns)

2.8 (Correspondence Concerning Reference/Recommendation
1) FERMATHESE (asking for a Reconmendation Letter)
FENFEA Main Content)

(1) AL A SR AR

(Courteously Raising Your Request and Stating Your Reasons)
(2) {HBASEFEMAL (Stating Where the Letter Is Des patched )
(3) {RBAIRFLEIEPEIEMAE (Indicating Particular Contents to be Included)
H#HE (Sample Letters)

2) #7{5 (Letters of Reference/Recomnendation)
HFEHEBENE (Main Content)

(1) #BASERIERE (Stating Reasons)

(2) BRAEIEAMIER ( Briefly Introducing the Applicant)

(3) $RHR (Giving Your Proposal)




[image: image15.png]#HE (Sample Letters)

HFIE®R (Comnonly Used Sentence Patterns)

FEMEE B

LAEBMGH. BRI TSEES, PETRES CABRTEAAMR.

2. RiGIEMEH . SIFEaMERER, PEVRERB SHERSHRIE, FE
B A R B!

3. ARG

4 ARERTA T SRS,

A SETERAMEERA. HHE.

FHIE HEE (Sales Letters)

BEMFEN B MR

BIRENFS, PEWTREHENETESSS, BSEBEZIRERNEST
1, EHETOENEBNE, ARIRIMRAEHET A RHES A NS, Fargt
BTN TERMEGHNSS, bl ERS s e e — Rl
HEHIE.

FEMFIBESR

— BEFE (Language Characteristics)
BBES[N (Attractiveness in Both Language and Content)
(Exanples)
WA (Smooth Flow)
5l (Examples)
3. BEREA@E. PRIAMTE (Avoidance of Slangs , Cliches and Jargons)
BB (Exanples)

2.

EE & LHE (Purpose and Preparations)
TEBM (purpose)

2.{E&TIF (Preparation)

1) T (Knowing the Preparations)

2) T (Knowing the Customer)

3) TREFMF (Knowing the Competitor)

=, ¥BAE (Main Content)

1.5 {2ETEMEMER (Getting the Prospect’ s Attention)

) (Exanples)

2. AERERRBHRE. 52 EERHBAMRNE

(Introducing the Product or Service and Arousing Interest and Desire to Buy)
) (Exanples)

3. BtHS AMSIREIESE (Presenting Convincing Evidence)

B (Exanples)

4. WEENMERBTH L (Motivating Evidence)

BB (Exanples)



[image: image16.png]. FEREHESH(E (Complete Sales Letters)
1. ERHESHIS (Solicited Sales Letters)
1) EX (Definition)

2) BIESIRT (Sanple Letters and Notes)
2. BEMIHE (Unsolicited Sales Letters)
1) EX (Definition)

2) HESHRT (Sanple Letters and Notes)
FEMEEEFS
T SRAE)

£

FETHIREHIRED.

¥ WHIRESHE (Business Report Writing)

FENFIENSER

BIRENFS, PEWTRFEESSHFRNSHBSHERS (QIBRTIRS. &
RIRS. BUURSTINERIHREEH) MEBNREBSTEAMGS, EBEMERAIRIENT
TEERES), RuRRRGSS. RE—ROESRIRE.

FEMFEAE

— BIBRTHRS (Business Trip Reports)

1. EBAF (Main Content)

1) #k (Sumnary of the Trip)

(1) {5IATHIMIA (Location Visited)

BHRTEMESE (Data and Time of the Trip)
ATEH (Purpose)

2) BEATHIRMHAE (Details of the Trip)

3) (Evaluation the Trip)

(1) RIBEFTRYIPM (appraisal)

Conclusion and Recomnendation)

2. BHISTFFM (Exanples and Explanations)
FERRAVHRITIR SIS (Complete Samples of Business Trip Report)

= HRIRE (Progress Reports)

1. EBAF (Main Content)

1) #ik (Sunnary)

(1) IREFTSR MR (Reference to the Period or Stage Covered)
(2) HRIER (Project or Activity Progress)

ARIER. 12ATHGE (dhead of or Behind the Schedule)

B.BAEMX (Swrplus or Deficit)

C. AR THEMEAE (quality of the Vork)

(3)

(Forecasts)



[image: image17.png]A THFREEIERISERL (Whether It Is Likely to Complete Vork as Scheduled)
B.AARE, HARE (If not, What Are The Reasons)

CREFRAEASD (Vhat Vill Be the Final Cost)

D.J08X, HARE (If Deficit, What dre The Reasons)

2) EFERRETIE (Work Conpleted)

3) EFEHTHITHE (Work in Progress)

4) BEMA T (Work to Be Perforned)

§) A T—HEAMEMIHIM (Forecast for the Next Period or Stage)
5P (Examples and Explanations)

FERHRIRETBI (Conplete Samples of Progress Report)

=, BURE (Proposal Reports)

EENF (Main Content)

1.3]%F (Introduction)

(Exanples)

.M (ER/KH) Problen (Problem/Background)
) (Exanples)

. 451 (Conclusions)

5l (Examples)

4.3 (Reconmendations)

(Exanples)

FEERIRETBI (Conplete Samples of Proposal Report)

M. BrERMERSHE (Periodical Reports)

FENF (Main Content)

1 ABEFSTMBNE (The Period of Time Covered)

2. REFHBRMER (The Subject Dealt with)

3. SIREEMARMES. (The Pertinent Data Concerning the Subject)
5EEESP| (Complete Samples of Periodical Reports)
FEMEEEFS
A SRS A A T kP ORB A

1. EMESRERSNESHS SE.

2. BME S RETH NEER SEE.

TS REREN TR RFENRED.
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Basics of Business Writing
F—F ] (ords)

REMFEN B MR

BIRENFS, PEWTREAERSRESFROERFE, ZEFETAAARGO—
LRHAEAR I ESSRET P HSFRA; SRR SRS TRR G NS,

FEMFIBESR

— SEHRHE (special Uses offiouns)

1. &IFEHE (Collective Nouns)

1) EX (Definition)

2) YEAEEPREFIRT (When Used as a Collective Unit)

3) 3BAAMERGRT (When Used to Enphasize Individualllembers)

2. FAHER (Uneountable Nouns)

1) EX (Definition)

2) FFATEE FRT MBS, (Special Meaning When Used as Countable Nown)
3. BH, (Plural Forns)

1) BREFANEEH (Conpound Nouns)

2) GESEHEHHE (Abbreviations)

3) BF. FERENFEHEHHE (Nunbers, Synbols and Letters)

R (Special Uses of Verbs)
1. B¥ENE (Transitive Verbs)
1) WIWEE (Double Objects)
2) WEEIMNE (Object Complements)
2. ARMEE (Intransitive Verbs)
25 {A$EHE (adverbial Phrases of Time and place)
2) ETAIAFIMSHPREME (Adverbial Clauses of Time and Place)
3) Fo, L EAMKFRRICHMEE (dctive in Forn but Passive in Meaning)
3. 9% RAE (Special Linking Verbs)
4. EFESEEBH—F (dgreement Between the Subject and Verb)
1) HIFEEMFRIEE S andE S
(¥hen Words or Phrases Used as Subjects are Comnected by “and” )
2) HFEFNFLETFHor Hnor I
(When Words or Phrases Used as Subjects are Comnected by “or” , “nor” )
3) HFEENS FET eachleveryfi]
(vhen “each ” or “every” Appears before Nouns Used as Subjects)
4) HEERMECDE (When the Real Subject is Hidden Some-where in the
Sentences)
5) HEFATHE FRHEFME TR
(¥hen Subjects Are Proper Nouns or Numerical Words and Phrases)
6) HEiBAmone, half, somefll one fourthFFRHFHIE T
(¥hen Subjects Are Nouns like None , Half , Some ,One Fourthetc.)
™) %Hand FEFHEIEETEE—AZE

(When Noun phrases Connected by “and” Refer to the Same Person or Thing)




