IR
HES {F

SIMEHF SR R

FOREIGN LANGUAGE TEACHING AND RESEARCH PRESS




E# IR
HESE

M 4 £
RBR £
HME BF S R R AL

FOREIGN LANGUAGE TEACHING AND RESEARCH PRESS
4k BEIING



E BN E (CIP) #3E

ERBSIGETIE / WELES. — dbnt - SMESCE SRR, 2015.8
ISBN 9787513566247

I. @ II. O 111, O¥E - B{E - A¥2%%E IV. OH315

rh R A B 51 CIP Bk (2015) 48 216438 5

AR A=A

nEwiE EBMS

HERIT & H

MRttt RE

HhR&ETT INERF SRR LR

# i JEEmAE=AIEE 195 (100089 )
it hitp://iwww. fitrp.com

Rl AERREEDRIERAE

A 850x1168 1/16

K 10.56

2015 9 BEE 1k 2015 4 9 A% 1 XEDRI
ISBN 978-7-5135-6624-7
26.90 ¢

do 5%

MAdFESHIA

=

A& (010) 88819929 HFHEFE: club@flrp.com
SRS hitp//www.fitrpstore.com
FLEDRI. 2SI TRRSI008, 1SEAZRBALEDSIED
BAZERIE: (010) 61207896 EEFHEFE: zhijian@fitrp.com
ML, BIRPEER, BREHAGEESESEED
Z4REBIE: (010) 88817519 EFHEFE: banquan@fitrp.com
REA . SZAERIESAT XEERE)D

RAEIMESET B AT
YIS 266240001



reface

]

AREM I E R S B T AR B E L — RN mEH R EESEN S M
fER—FABIIE RN . B R R AR R . ATLL, BUAIGESERNSE S AMUEEE S Y, ¢
(XS . GAHRE TR A, FR e, e, A8NE. EXRImE—F
SIWEEh . JAXEE, Af )

LA TR E BT A

(K5 EXFEEHTES T, A8

STEMRA, (5 IERALY

1. M HIEREEL . Z 2 L% i TS T SR GRS, AR
SRS SIS, MBS T—E ST HRERR, BRIV S ERSE TENE
VEZR TS, LZEAEEE ek S04 ], B FE RS H P S/EEERNTY, #B3#4AaR0A

Mo FHITTHZGSNBEFTHLETT . UREERME . SRS S TS 1Ee %k, Hil

i BT AR SR Project 25 S RFI| 2R 25 I B REBE T HR IR SE B, (22 AR 2R 15 DA S 5E Al A7 B
CHH SRS

2. BEAFEANER. A0 DI SERI 75 200 FBRYR, SeUmA . m k-l R
M. BREE., 21060% . &, BESH R AR S . BEHL
15 . BYEXKS . BRI F ] RSN AR A\ ESHEST, FEiRPUHI

B EVERRr R

SIS BENENSIRIT: AZEMREARLEE, a7, BigfimsEafkit THENE
ST H. N FaFRIIZ, KEMER TEZAEEEERER, REAN P Mz A (T
R, TRMNES IR AR I EA T R — BT RIS SR U, A i A)
oy MT NGRS, BITH T ESR BT, RIEARRE SRR A, A Na), &

MZEF IS H, AN, TR, S TBOSS1ERIZR, 4B i 7%

i, HEFG . Wi, B, WEREAELHEENE, VILRFR2ENBIZ S . KB F, &
MRTCEMORE TR IRITHES SIERIR, 1A AU PBRSER S TFESS, T H A AR 3] 1
EE Iy TR, &3], SLE

figet

‘:Z'_j‘j: - 5 ? - B ﬂ] e [‘I f\IJ ijx

5 AR

Contents



AHEM LA -E T, BMRTEAM TS, AHEEMEERRGA . EFREI4HE
55 S S Ak

FEM G ELRTEE T2 R EARER I 5155, HAFIEE % Mccartney Don A4S
TR T ESRMERAEN, Fit, SE —HTZRRER R A RN RS
T BT — KRR R SRR R R — 22, HP A S Rl AL, SOl & T
fRIE,

L A
201545 H

Preface



Notice

PART ONE Emergency Notice

PART TWO Up-coming Event Notice
PART THREE Notice in Multiple Forms

Business E-mail & Letter

PART ONE Basics of Business E-mail & Letter
PART TWO Refusal Letter
PART THREE Complaint & Apology Letter

CV & Cover Letter

PART ONE Curriculum Vitae
PART TWO Cover Letter

Agenda & Minutes

PART ONE Agenda
PART TWO Meeting Minutes

Memorandum

PART ONE Problem-solving Memo
PART TWO Progress Report in Memo Format
PART THREE Survey Report in Memo Format

14

19

20
30
35

41

42
57

63

64
74

85

86
90
97

Contents



iv

Report Writing: Chart

PART ONE Curve Chart
PART TWO Bar Chart
PART THREE Pie Chart

Formal Report

PART ONE Introduction and Literature Review
PART TWO  Methodology
PART THREE Discussion & Conclusion

Contents

101

102
113
120

129

130
142
150



Notices are information issued to the public or members of an organization about

emergency measures, new policies or up-coming events. It is briefly and clearly written so

that readers can understand a message quickly and thoroughly.

By the end of this unit, students should be able to

! e write emergency notices;

e highlight key information in a notice with proper layout design;

* use passive voice in varied forms to achieve a formal style;

e write concise sentences by omitting “subject + be” structure or using -ing form;
' e write notices to inform up-coming events;
w e write notices in varied forms.
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PART ONE

Emergency Notice

@ Read the following notices and see which is easier to understand quickly in case of an
emergency.

— -

THIS IS BRIDGE No. 139 SPCI In Case of Injury at Work
WALDECK RD Between

1. Get first aid immediately, if needed.

2. Worker: Tell your employer about the injury.
Harpenden and Bedford

Employer: Arrange and pay for transportation

In the event of any road vehicle to get medical care, if needed.

striking this bridge please phone 3. Employer: Pay worker’s wages for day of injury.
4. Employer: Report injury to WSIB within 3
RAILTRACK on days, if it involves
020 7328 1646 « health care treatment, or

« time away from work, or
as quickly as possible.

» lost wages.
The safety of trains may be affected.

— —®
Fire Action

IF YOU DISCOVER A FIRE

1. Sound the alarm.
2. Attack the fire, if possible, using suitable extinguisher, but do not expose yourself to risk.

ON HEARING THE FIRE ALARM

1. Leave the building by the nearest route, closing all the doors behind you.
2. Do not use the lifts.

3. Move to at least 50 meters away from the university buildings.

4. Keep entrance clear for emergency vehicles.

5. Do not return to the building for any reason until authorized to do so.

Vice Chancellor
September 2011
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Easy to Understand Quickly Not Easy to Understand Quickly

You may find that it takes more time to understand the first notice, because you
not know what it is about until you see “In the event of any road vehicle s ma\
bridge” in the middle of the notice. The other two notices present the emergen"}\k{}m‘;‘tﬁ ,
beginning. So it is important to let people know what it is about at the very begiﬁfiihg
when writing an emergency notice. For example:

- In the event of earthquake;

« When there is a traffic accident;

- In case of fire;
- On hearing the alarm.

@ An emergency notice should be brief, so that it could be understood quickly. “Subject + be”
structure can often be omitted to make a sentence tight and have every word count. Read the
example, and rewrite the following sentences to make them brief.

. Attack the fire, if it is possible. — Attack the fire, if possible.
‘ o : : _ ol

1. When you are in danger, ring the alarm first.

>

2. Do not return to the building for any reason until you are authorized to do so.

e

3. Slippery when it is wet.

-

4. Get first aid, if it is needed.

S

5. If you are injured seriously, lie down on the ground. Don’t move.

R
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6.

If it is possible, stay where you are until the shaking stops.

—>

-
In emergency notices, the “subject + be” structure is often omitted after conjunctions
like if, even if, unless, as, as if, until, when, although (though), once, where and whether.

Using the -ing form is another way to instruct people to take proper actions in emergency.
Read the example, and rewrite the following sentences by using the -ing form.

Attack the fire. You should use a suitable extinguisher. — Attack the fire, using a
suitable extinguisher.

Leave the building. When you leave, you should close all the doors behind you.

e

Call the fire brigade. You should dial emergency number 119.

—

Evacuate from the emergency exists. You should not use the lifts.

—

Keep clear of the entrance. You should remove all the obstructions.

—

@ Combine each pair of sentences into one by using the -ing form.

h UNIT1 Notice

Stay at the assembly point. Do not re-enter the building until told to do so.

—

Protect young children from the fire. Do not leave them unintended in the
kitchen.

—>

Leave the building. You should take the nearest route.

R

Inspect fire extinguishers regularly. Keep them usable and accessible.



—

5. Evacuate from a house fire as quickly as possible. Do not stop to collect personal

belongings.

—>

6. Ask for the fire service to come immediately. Give your address and a brief

description of the fire.

e

The readability of a notice also
depends largely on its layout. Please
observe how the key information is
highlighted in the following notice
and tick the emphatic devices that
have been used.

1. Underlining O
2. CAPITALIZING O
3. Color codes O
4. Numbering/bullet points/ e
asterisks
5. Setting fonts |
6. Italics/bold O
7. Flush left/aligning text/center
text
8. Line spacing/margins O

— —8

Fire Action

iF YOU DISCOVER A FIRE

1.
2

Sound the alarm.
Attack the fire, if possible, using suitable

extinguisher, but do not expose yourself to risk.

ON HEARING THE FIRE ALARM

L,

(3]

[9¥]

w

Leave the building by the nearest route, closing
all the doors behind you.

. Do not use the lifts.
.Move to at least 50 meters away from the

university buildings.

. Keep entrance clear for emergency vehicles.
. Do not return to the building for any reason until

authorized to do so.

Vice Chancellor
September 2011

QD Observe your dorm building, the teaching building, or any places that you are familiar with,
and then identify the potential dangers or problems. Write an emergency notice to inform
people of the response measures in case of an emergency situation. Finish the task by

following the steps below.

Step Identify the potential dangers or problems and their places.

E Potential Danger or Problem

UNIT1 Notice



Step

Step

h UNIT1 Notice

Pick out one emergency and think out any possible measures to be taken.

Do not worry about the grammar.

Potential danger or problem:

Place:

Measures: 1)
2)
3)

Rearrange the measures in a reasonable manner. Correct grammar problems
and remember to use the -ing form and omit “subject + be” when necessary.

Measures: 1)
2)
3)

Write the first draft of the notice. Remember to identify the kind of danger
or problem at the very beginning. If possible, use some emphatic devices
listed in Task 5.

Revise your notice. Check any mistake in grammar and layout.



PART TWO

Up-coming Event Notice

@ In writing an up-coming event notice, specific information concerning what, where, when,
who, and why is necessary. Read the notices below and make a list of the key elements in
each of them. Write N/A (Not Applicable) if there is no corresponding information under
certain item.

Bulletin Board

September 30 OAC Meeting Canceled

The Oversight and Advisory Committee Meeting scheduled on Wednesday, September 30th,
2015 has been canceled. The meeting will instead take place on Wednesday, October 28th,
2015 from 12:30 to 3:30 p.m. in room 4201 of the Health Sciences Learning Center.

Language Center Closed

Our language center is only closed on Thanksgiving Day, Christmas Day and New Year’s Day.
For other US holidays observed by our college, our center will remain open with a skeleton
crew on duty.

Language Workshop Registration

; Those interested in attending the Language Workshop are asked to fill in the registration form
‘ and return it by mail, by October 10th, 2015, along with their registration fee.

UNIT1 Notice ﬂ



Student Paychecks Available

August student paychecks are available on September 15th! If you have your payroll check
mailed home, bring a self-addressed, stamped envelope to the Payroll Department.

Clarification

Apparently there is confusion related to the cancellation of the UW Medical School Oversight
and Advisory Committee Meeting on September 26th. The Health Foundation (HF) meeting
on the same day has NOT been cancelled. The HF meeting will take place as scheduled,
beginning at 9:00 a.m. in the Wisconsin Ballroom, at the Concourse Hotel.

[
Notices Where | When ! Who ‘ What Why

September 30th OAC Meeting Canceled

Language Center Closed

Language Workshop Registration

|

|

Student Paychecks Available }
T ?

Clarification |

@ Titles of notices are better written in noun phrases. Articles, conjunctions and auxiliary
verbs are always omitted due to the limited space. Rewrite the following titles by deleting

unnecessary parts.

1. The October 20th FT Meeting Has Been Canceled

2. The Language Center Is Reopened

3. The Language Workshop Registration

h UNIT1 Notice



4. The Term Paper Is Due on July 10th

Write a title for each of the following notices.
1.

I am pleased to announce that, due to popular demand, we will host the Third
Annual Best Interpreter Contest on the 8th of June in Hong Kong University.

2.

We are going to hold a free lecture on cross-culture communication by Professor
Allen Wilson this night in the Foreign Language Department Building.

3.

Please remember to hand in your assignments from the course of English
composition on the 20th of May. No delay. No faxes or e-mail will be accepted.

4.

We will have an open Q & A session from 7 p.m. to 8 p.m., and then the
presentation starts at 8 p.m. This is an open meeting; all are welcome and
encouraged to attend.

5.

Because of the Spring Festival holiday, you cannot go to the school library until the
20th of February. Directional signs will be posted in the building.

Sometimes, notices can be quite informal, like those above. Usually, formal notices ten d
to use personal pronouns (e.g. I, we, you); while passive voice is often used ‘mal
notices to avoid personal pronouns.

eg.
We are going to hold a free lecture on cross-culture communication by Professor Allen

Wilson on Tuesday, 10th of May from 8 p.m. to 10 p.m. in Hall A201 of the Foreign

Language Department Building. (informal)
A free lecture on cross-culture communication by Professor Allen Wilson will be held

on Tuesday, 10th of May from 8 p.m. to 10 p.m. in Hall A201 of the Foreign Language
Department Building. (formal)

UNIT1 Notice d



Study the following pairs of sentences. Pay attention to the use of personal pronouns and
how specific information like time, date and place is arranged. Then write a notice using the
information in the box.

The next meeting will not take place until Thursday.
The next meeting will not take place until Wednesday, October 28th, 2015, from
12:30 to 3:30 p.m. in room 4201 of the Health Sciences Learning Center. |
®  You will fill in the registration form and return it by mail.
m Those interested in attending this workshop are asked to fill in the registration
form and return it by mail, by November 10th, 2015, along with their registration

\
fee. |

Tuesday
15:00-18:00 the weekly meeting
2015-9-29
Room 101
Foreign Language Department Building

‘\r i
AW

While writing a notice, remember to cover all the necessary information, often i
the time, date, event, place, and sometimes the reason and people involved.

In notices, “subject + be” is often omitted in “linking word + subject + be” structure to avoid
repetition and make the notice brief. Read the example and circle the words which can be
omitted.

As it is announced, our language center is closed only on Christmas Day and New
‘ Year's Day. For other US holidays which are observed by our college, our center will
~ remain open with a skeleton crew on duty. The latest journals cannot be offered in i

the duration unless it is otherwise informed.

e
‘ As announced, our language center is closed only on Christmas Day and New Year's |
~ Day. For other US holidays observed by our college, our center will remain open
: with a skeleton crew on duty. The latest journals cannot be offered in the duration
' unless otherwise informed.
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