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Dear Dr. Williams:

Thank you for stopping by my office to discuss your interest in

(78]
purchasing the city-owned property adjacent to your east lot line at W B
1305 Bayshore Drive. T have now researched the matter and have the AE,

- following advice on how to proceed.

 Specifically, 1 reviewed your property's abstract, checked the plait
‘ drawings at the Kanabec County Office, and visited with Bear Lake
City Manager, Jean Quamba. From the abstract and plait drawings, T
learned that the city-owned property is 18 feet on the north and south
 sides and 196 feet on the east and west sides.

Ms. Quambe reported that in 1988, the city purchased this property
as part of its plan to extend the city’s bike trail on the south to
Birdview Park on the north. However, in 1997, the city purchased a
section of the abandoned railroad and built the bike trail there instead.
- She also said that the city council may be willing to sell the property
adjacent to yours for a “reasonable price. "

~ Purchasing the property at this time could be a wise decision. The
property would extend your living space, give you greater privacy on

the north, and enhance the value of your home.

Please call me at 800-555-4264 so we can discuss how to proceed.

Sincerely ,

Yen Bui

H B A R =R,
BAR, AHANRTUEATFT—F 27T,

SEXEAENTIE
Wi, HAmG.

FULER A AT (R |
| AERAREEREE,

O xExamEIfL,




g5 -y ST LIRS

1. #4: =E= Three-Part Structure / 1

2. EHEE A F KB AE R Choosing the Right Graphics / 2
3. #E%% Tables / 3

4. [ Figures / 4

SO msliH

— i HIE

. FBAEH =5 M Three Types of Messages / 13

. B H{EME % Guidelines for Form Messages / 19

¥y {5 Standard Form Message / 20

. 38 5E {5 Menu Form Message / 21

. ¥ 1B F {5 Guide Form Message / 23

KEAIEEE

10. SREAE Application Letter / 25

11. Hi%{5 Application Essay / 27

12. &3k 5 #HE 7 {% Recommendation-Request Letter / 29

13. mikJG R {Z Interview Follow-up Letter / 31

14, #5 i BE 05 I B i E ¥ Guidelines for Employer’s Follow-up Letiers/ 33

15, &wiEpEE (837 F) Employer’s Follow-up Letter ( Strong Candidate) / 34
16. #nEMEE (A5 H) Employer's Follow-up Letter ( Unqualified Candidate) / 35
17. FAE A Job-Offer Letter / 36

18. T {E4#% {5 Job-Acceptance Letter / 38

19. T {E3E#{Z Job-Rejection Letter / 40

20. J&i#{Z Thank You and Update to Reference / 42

21. HEFF{EM S Guidelines for Employee Recommendations / 44

22, WF(E (JHELHESE) Recommendation { Promotion) / 45

23. HEFE{E (9 Ji#EFF) Recommendation { Strong Candidate) / 47

24. (S (38 HEFE) Recommendation ( with Reservations) / 49

T AES

25. LR TR THH{E 1S & Guidelines for Requesting Raises or Promotions / 51
26. FEHUE Y5 Guidelines for Resigning / 53

27. FHA{F Resignation Memo / 54

EFHER

28. HH1{E B{E8YLi % Guidelines for Informative Messages / 55

© 0 o w



29.
30.
31.
32.
33.

#IL(E Advice Message / 56

i# %1 Announcement or Notice / 58
#fiiA{5 Confirmation Message / 60
HE A {4 Cover Message / 62
45534 B Update / 64

RIEER

34.
35.
36.
37.
38.
39.

FKikEBWEHFASH Guidelines for Goodwill Messages / 66
LB 45 Congratulations Message / 67

BRI Apology / 68

J&%f{5 Thank-You Message / 70

W {5 Welcome Message / 72

[6]1% {5 Sympathy Message / 74

BKE

40).

41
42

43.
44.
45.
46.
47.

48
49

i [n] 12K {5195 7 Guidelines for Routine Inquiries and Requests / 75

. 3R {5 B Information Request / 76

. B3R & 1F Routine Request for Cooperation / 78

W% 45 Routine Invitation / 80

IS PR B R M5 1095 & Guidelines for Special Requests and Promotional Messages / 82
18 1= Persuasive Request for Cooperation / 83

%R # B Persuasive Request for Assistance / 85

1#:K £ 5 Request for Participation / 87

. #%% Fund-Raising Message / 89

. {§ Bl H 1% Credit Application / 91

[ 57 {5

a0
51
52
53
54
25

56

=

57.
58.
59.
60).
6l.

62

63
64
65
66

. FURPINI {5 B9 % Guidelines for Positive Responses / 93

. B |5y ) [F) Positive Reply to an Inquiry / 94

. BRG] i B SR 8l 71 Request or Proposal Acceptance / 96

. BB 2 {5 FIESR Credit Approval / 98

. FRUHE o] B 8 F Accepting Claims / 100

. 4 {F#) 5% Guidelines for Denying Requests / 102

. A4 ¥ £ E K Funding-Request Denial / 103

R EE R (A A{514) Negative Response to an Inquiry ( Personal Letter) / 105

HBEZ iR (IEzX{588) Negative Response to an Inquiry ( Form Letter) / 107

TH AR 18] & $H 20 B0k Negative Response to a Donation Request / 109

JH % 181 & £1F Negative Response to a Claim or Complaint / 111

WA EE G E K (A f) Negative Response to a Credit Application ( Business to

Business) / 113

. THAR R R EE FHESR (%1% ) Negative Response to a Credit or Loan Application ( Business to
Consumer) / 114

L AESREE REREERRIG(E (197 2k Guidelines for Rejecting Suggestions, Proposals, or Bids / 115

. FEH4a 1Y Suggestion Rejection / 116

. JE4171% Proposal Rejection / 118

. IE4 %47 Bid Rejection / 120

NHXFR

67

. AR R {E RS B Guidelines for Explaining Problems / 122



68. fiR B Negative Change Announcement / 123

69. MBI EHZE R Poor Results Explanation / 125

70. fEHlAL ¥ Crisis Management / 127

71. HU48{Z {5 Guidelines for Making Claims or Complaints / 129
72. —fEHHLFE Complaint (Basic) / 130

73. EHEH AR Complaint ( Serious) / 132

74. VAEAST % H91E 4B 3 Guidelines for Position Statements / 135
75. 3R Position Statement / 136

THNER

76. #E(ZME Y Guidelines for Sales Messages / 138

77. WEE{E (BEIREXER) Sales Letter ( First Contact) / 139

78. #ERYfE (M) Form Sales Letter / 141

79. #E{E (B IKIFEFE) Sales Letter (Following a Contact) / 143
80. HEFFIEZ Sales Letter (Following a Sale) / 145

81. HHE (BARMMMEFE) Sales Letter (Inactive Customer) / 147
82. M5 Guidelines for Collection Letter / 149

83. HEH{E (FE—YKEM) Collection Letter (First Notice) / 150
84. EHfE (B KEEHR) Collection Letter ( Second Notice) / 152
85. #EEk{x (RJ5HRE) Collection Letter ( Final Notice) / 154

NIV S 9 L

WEMITHB

86. & FI R B EIE YEE & Writing Successful Reports and Proposals / 155
87. B4 FIit R HHYZA Types of Reports and Proposals / 156

88. HH#R45 Incident Report / 157

89. AR+ Investigative Report / 161

90. WrBxiR4 Periodic Report / 167

91. it H B4 Progress Report / 171

92. EE#4E Top Report / 175

93. FX#4 Major Report / 179

94, MR Presentation in Manuscript Form / 180

95. 1R EH: Guidelines for Proposals / 185

96. #2515 B Justification Proposal / 187

97. HE4 1345 Concept Proposals or Suggestions / 190

98. HEULBRMEIY $ Troubleshooting Proposal / 192

99. Hiif %45 Grant Proposal / 196

100. #F5XitHl Research Proposal / 201

101. #EiFR B EARE RS & Guidelines for Major Sales Proposal or Bid / 204
102. %5 Bid Form / 205

103. EH#41t %) Sales Proposal / 207

NG 3% =
104. FE@E MR E % Guidelines for News Releases / 209
105. #iE:@E R £ Topics for News Releases / 210

—



106. FHE@EFE (1F7HE) Release { Good-News) / 211

107. FE@EH (IFiE.E) Release (Bad-News) / 213

108. &8 F/ N MIFT AIE B Guidelines for Flyers and Brochures / 215
109. {&# Flyer / 216

110. B A B % Guidelines for Newsletters / 217

111.
112,

PN R I Newsletter (In-House) / 218
X &hE TR Newsletter ( Public) / 220

AR

113.

B A5k Guidelines for Instructions / 222

114. F|2ZEH| FHA G F Instructions with a List of Materials / 224

115. BFE#i8H¥ Instructions for a Procedure / 226

116. #¥ B8 K #9i5BE 4§ Instructions Containing Photographs / 228

117. #HE 893834 Instructions with Drawings / 230

YNGR 3

118. A EIHEME B3 Guidelines for a Company Profile ( or Fact Sheet) / 232
119. A E) 8N (%) Company Profile (Brief) / 233

120. A EJ#ES (/L) Company Profile ( Fact Sheet) / 235

121.

Ik 5= 5 B9 = Guidelines for Mission Statements / 238

122. B% ik AABYE B: Guidelines for Policy Statements / 240

123. X FFHEEESIHEEINLH Policy Statement on Quality Control / 241
124. £ TFMME4EAY5RE Policy Statement on Reimbursing Expenses / 242
125. % FRFEFE A H Policy Statement on Confidentiality / 244

126. MAEKIE P Guidelines for Procedures / 246

127. B PITHEE Instructions for a Policy Procedure / 247

ANAR

128. EH{7$#45A #5125 Guidelines for Job Descriptions / 249

129. FR{i$ER (52 ) Job Descriptions (Brief) / 250

130. BAN/$EAR (i¥4H) Job Descriptions ( Extended) / 252

131.

HE 4 55 Guidelines for Job Advertisements / 255

132. 8B 4% Job Advertisements / 256

133. [ iP5 95 & Guidelines for Employee Evaluations / 258
134. 5 Ti¥h (fAE) Employee Evaluation ( Short Form) / 259
135. & Ti¥fh (i¥4H) Employee Evaluation ( Long Form) / 261

Bt

oW

x

& FH¥5 S5 Using Punctuation / 264

# & A&3h18) Common Modal Auxiliary Verbs / 278
# HizhiAlE 1B Common Two-Word Verbs / 279

# M~ & ldioms / 280



VSN

HE=BRA . T

MNTFILAEGANER, BALERE—HXERE—MFnsWN. =BG RERR
W ERASEMARNBET MR FAOBIR, R, B4, TED. HEREMIIRGRE
BT HARAIFIR DT o LG SRS BB R 4 TR, XM AE R Z AR R,

ZRAGH

XERTHEHENERE, LRANERE, HEER, BERRAR . EXTNHERASHE
AKE, FHEEEAEEAR, ABENERCERETETENRN T XENSH. T R

=B, EREBMRUAE TN,

F AR LS

» HHBERE,

B AEEBARS; DAFHEERE,
B DURBIME RS G AR,

B EHREE SR

w SEeEEt g,

» HRAERAERETY,

m 2 RREAE,

» BN BIREURRITTME .

Ex At
BEEAXHAE. T BRI A SRR B,
it T — R LR e 22 H Y

n [FEEX o A BB
mEHERE m AT B
w E TR LR IO 4%
" SR w [ B L5 kI
m rElk = FEMEER
w s (AU m A HEHE
w ZE R

s AaRG LA

w SREEBREEN,

» BRI,

® ERNAEHEESR.

® [HBAKRT —HREMNERE.

» R RETERRATTE; T AR R AT LR T,
m RAHEHE—PRENEE.

w RUHE—BHHE . THIETHER.

q¢i)
g X % M %
| BB,

4

- [Ex] {
CEIRBEEERE
CHRERERMET
CORESH X EBH

#R, J

SRR EL R

AR R,
| BB b, J




ERE M ERAEG T

X B R RSB R ARG, 3R RIS B R A0 BB TR T LA B IR R R E X
Fixg Ko

Tk
EHAXRTEARTURBFANMERHRIX &
W&, — T S —
m BPFIR: RESRR. BT, TSN, zom e
n XAEFIHE: FEHACETERT. =" B = =
[ i
HBEEHLITHARMAL; FEBETR_EEE, HE
Bk EREFIEMAE, e
w R 8RB MR EA LR ] .
m AIE: A EIRASE ERRRRRN |8
Ko - —
» G BABASSVEBGE USRS AN |T ————————
BEIRAD, g2 =B

HHE: BREBAREEFNENRE KR, M
w AL ik — LB R A A
%R

n WRE: #E—TUBRNEN SR,

w AR AROITE H SRS FIE T

THE: REAEEREHEA, o
n . REETEE., e
w R A B R R R
R BRI,




£ B 5—/

FHA ARSI LR ERNLF, ERPEIEBHAENRBERMHERTINNE
. BRARMAXIANMT HY:

8 A TETHRIIHERTEAKE.

m RO T H AT RAEIR WA SR .

w EHRAER AR E . R ERE

HITE R

BB EFRHESAS . B EARMHSUB RO R R T R FhE, I9E.
Ry TR, R BF. iBHESRENIIN A ERTER

FRERER: AREEEHOREREST E—HARAch—5, FRAEHEEG. HERIERAX
Gk

EHRDFIEE: A MRERRE, BERFESTANER, FHRMIIP FITEHR R 2
Mo WA, BUMREXFEE FIBCE, MRRESE, WARARE e (FFE) R, BXF
T, R A .

Types of personal Weekend Trips In the United States: 2009

Length of trip

Type of Trip 1-2 Nights 3-5 Nights Total
Number

Total personal trips 252,581 188,804 441,382
Business 32,358 33,172 65,530
Pleasure 186,219 134,659 320,878

Visit friends and relatives 104,438 74,151 178,589

Leisure 81,781 60,508 142,289
Personal business 34,004 20,970 54.974
Percent

Total personal trips 100.0 100.0 100.0
Business 12.8 17.6 14.8
Pleasure 73.7 313 72.7

Visit friends and relatives 41.3 393 40.5

Leisure 324 32.0 32.2
Personal business 13.5 11.1 12.5
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Digital Interactlve: Pong

To Calculate Degrees for Each Slice:
Amount of part< Whole quantity X 100=
Percentage X 3.6=Number of degrees

Slices $1,936 1‘0_,(_):3»6 360.0 degrees
Part1 $775 40% 140.0 degreés
Part2 5484 25% 900 degrees
Pand 3415 21.4% 77.0 degrees
Partd $262 13.5% 48.6 degrees
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The Hiring Process
Position open
Advertise position
|
Review applicants/ __NO__  Follow-up letter,
choose to interview material filing
YES |
Conduct interviews
: ; N
Study other options Make job offer 0 l]:l:g:’e Igla[gé
No} VES|
; . YES _ Communicate offer:
Offer job to altemate phone and letter
! |
Review other NO Applicant YES Contract,

. 2 e — . -
interviewees accepts offer orientation
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Copywriting
Audio
Character animation

Scene setup

Programming Active manager
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Alpha deliverable B Mark ex 5645
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