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active voice ¥ #4)

abbreviation %45

acronym % F44 5

bold A1k
bulleted list M B /5% 54X,

colon §%

closing %R

consistent W/G—3%
correspondence {3
Vv WM

functional writing/document

HiEE

hard return %55

header/heading #7#

hierarchy &k

indent %k
internal A&i49
jargon K&

margin WA E G

postscript Mz

return address FFALE
salutation #f=f

sequence %7

signature £ %
signposting 4=

skim wgik

stationery {34%

tab TAB#E ; #5574

text LF

usable document {&-Tf& i 49 34

AER & R ot de4E6) F 4809 3£iE6) F, #d» “The dog bit the
boy.” ( #°& T > $ 34 ) 12 £ &) ; “The boy was bitten by the dog.”
(D FEABFRT ) WA .

333 Yk 69 B ik, 4ok sch. 44 school.,
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HARF A R RS, B AR F P 68 3& I ICAR ALK B

FlA P eh M B HmAE L (L) SFTAFT .

AT, MR SEanaEn, wilk, JE%E.
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WE—, BAKRE.

AN Z B, BTG, SRFRTHE,

e PR A5 AR RA H R LE2E,

AT HshikE, MmIEA TIRAS M LFE,
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UNIT What is business writing?

1 P

1. BEEIEREE
T BlSEih e
AEMSES
%, BIE .

2. BEBERER
Y TIRE LM

3 B SHEEE
" S

4. AEFHFEEN
T ARMRNES
AL

A5 5

HBANEEBHESERANTETER (information ), 24 T&®E
. BESEMESFAENE/NE—BHEZXMITMNEY, M8
75 B TR /SHEIN ( recommendation ) 4518 ( conclusion )s

BEEENESSTRAEEZAEGS. ASSEREARMER
E, LLiEAFR T, EENCWNANRR. ERI—KASB
BREEXRZIRMI RIS, BESENRETES HEERHFN
SWP EMAZRER.

BEATEEEHERS N E{FHEEK T 60X ]S 8giE
(skim), AFEHIRECEZEANEE, ALBEZSSENZERBEN
| #3t (clearly formatted ), HMEEHE%E. FRASHREREFSHNF
| thBIRER

TR e | 181dBYD
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UNIT How can I begin to write well for business?

1. TRIRERE

gﬁ@ﬁ%@ﬁ&'

A

|

2 PEryTYeySy

» N BFESPE?

TS W IFHIEEME X ( functional
BECHE | funotions 1) T Rk ik %

document ), {RATLEEE

l

ﬁtﬁﬁA&aﬁl

) 4 P Ak aX g A7 £ 9 4 !
mmﬁHA% i S A7 3) mMAEH G M |

o O feib A RIE L |

HEZH, KEE gAML |
O 4 8 i A R AR E AL 5 AEZFEAE |
O AR 4 BRALY e
O R4t 2|0y 884 % 0 T /2
Dﬁﬁﬁhx#.wm%ﬂﬁ%ﬁz’

#FEAZE (Unit 8) B2 FEFMI A T IREVEE

B— : (RENEEERIZXBICER, RIREAABRE? FHNThkE
MXH, STMEEEEMLEE, FATFER, LHEX—& . XEEH
1B E S BRIRE B X R B B X, Pﬁu%f‘s‘ﬁi@ PR ft{1e
BESIRH M ), 8K 0 [E R o) A8

O A4t 4 K ARy A7
OEFLu, FFite LR A EHR TRy, KAETHL2E?



3. EEEE HI8) HERIEEN SR AE. X EAATENTH RN AR
) FR : RFEE TSR ESE, EXtP—FEkERERX
LSS, i EE N ERE— AR IR E, (Unit 8) FEBFMR
B o] S B0 (B 535 28 4 [ L

4. BELRERIRAE '['Eﬁq’%%%%iﬁ%iﬁﬁﬂﬂ‘l‘lﬂfﬁﬂﬂﬂﬁi#W?‘;, FTAS B RN
T XHRKEIER | BUREMERRBER, FERERIEE. FROT .

1) Jepi b An £ 69 15 B0 22 Rk #0955 %, SR AT @R 2 BE B a9 AR ER
g5

) ARENFER T NS AR, Wikt R TR R ERLG
BATRP LT £ 4, M0 ZRELY

3) e RH AP AERAANEG £ AN, TENBEERS (numbered
list )

4 gk, ABESS (bulleted list) 7 F 47 th F 26512 8

HEHIE BFEFPRT, LFEEFEFE, FEAASERMNES, BR

RIFEFRERNS, AXHEEMESHR T T, BEFREBHE T

e, DEWEE, Fla .

fit

4N

-ARE

o
3

v We received your order, &AL F) T E6437 %
X Your order was received.

v We decided . . . &A1
X The decision was made . . .

PDISCUSSION & EXERCISE 1

|. What is a functional document?

2. How do people read functional documents?

3. Why is it important to make key information stand out visually?
4. How can you show readers the structure of your document?

5. When should you use a numbered list rather than a bulleted list?
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' Business letter styles

1. HLE/EH
"5

2. HLEHEEES
" EmEBRE?

3. ERKEBIT—
" TiRt, dnfaTaRdk
B2

Envelope {£%t

-/_

Irina Safarova

San Bruno, CA 94066
(650) 656-7000

il

Quality Cosmetics, Inc.
302 Beauty Lane, Suit 5

X T T e yrey

BERERELABTLHEMAT. BEF . MESSIEKFHEH,
HEAMESHE—RAXZENBEESEER, FUBHLRESEH L
RHENEENB

REAESHESME. BF. HUKFENEMASHITIE, &
ERSHER “AREHAS", AENRARLINMAZENBEE
*o BERENBR, SZAEESLESETR, BE-—RRISH
FREMRBXHNREE, XA—HEENEN. URFNASELEE
R, AtizRASNE,

WREHABLEREK, 28T —R, Bk —KEAFITT X,
BETENANGL, MEAZE. KEHFNER, ETE_IINERE
BALH, AAMTRNAMOE, EBRREDHER TR S LA
R TTHAHA, ﬁ‘*:tjkl_/z\bﬂt?}%i%éii o MRALUEFRE
REGEHMEANT, ASEBRBELNT, EITES R, BHNE
a, AR==17, HEENRNSE,

(EEANES. AT |
{ ENRADMIHE
?Sending company’s
jname and address

2 {
Postage stamp )

e

PERSONAL CERTIFIED MAIL
Mr. Donald Williams

Permissions Department
Harbinger Publishing

309 Ditmas Ave
Brooklyn, NY 11218-4901

WIS ABYER. 2T
SRRl

Recipient’s name
A U - e -, e



©Q =3 AT
Letterhead:
Sending company’s name
and address '

/
» Quahy Go.mwlh, Jm.'.

302 Beswty Lane Suie 5
San Bruna CA 94066
(415) 748-9852

i

Permissions Department
Harbinger Publishing

309 Ditmas Ave

Brookiyn, NY 11218-4901

e

ikl

| July9, 2010

Dear Permissions Editor:

'arm so sorry to trouble you. | would like to use one ot your illustrations in my in-
howuse report entitled " Third Quarter Growth in the Cosmetics Industry ™. The
llustranon is called * Girl Applying Lipstick™

| apologize for any inconvenients Please contact me as soen as possible at (415)
T4B-9552

Regards, . e
O EHAE
Body text

lrina Safarova
Analyst. Quality Cosmetics

4

\© SRHFHES ‘

1 Closing and signature |

@ L= (Block style ):
IR0

Catrmnne Davies

{16 Qmgrong Rt~ 1011

Pudteng Neow District, {
hanghs, PRC 201203 |

INavarmbar 1, 2010

> -
Ms Nima L Ms S L
| IDouble Design Coubia Design

Raom 08, Bulldeg 3
lhate 2486, Pudong Aveme
IShanana, PRC

Lane 2458, Pudonn Avemue
Shunghuw, PRE

! )
[Bear My L (Dear Ms L

fﬂ\m Vo fot o atnrtion | amm Wilmg S0 reauest 4n ntsnony
rogarding Double Deugn's opening for u grphic designe:

I i recont Graduats of the Acadarny of Art Utivcity witk a
\ingree in Graphe Dwusign For the past six months | ave intermed
with Stuckio Dissign in Shanghni. Ikaming 16 apgly the skills | gained in
{6t | would D vary happy 10 have an oopartunity 10 eam morn
St ther praiton aned th posadility of working togethar

1 have anciosed my msume lor your retarance. Plaane fest e to
fuantact m or ary TSN 3t 10211 51843159 o vk emad at cath
Mavies@vahoo.com Thank you agim for vour attentan. | ok torward
e

1o hesansg e you.

Bast regards

EC:AJLer-r.c Daves

|
[Catharine Davies
{Fn: (0

w Fioew Lopes

O HREFLR (Modified
block style ) : 7R&E ML

[Tharik yon fex youst attention. | Am wiitmls 1o It an infenaew
jmgaraing Doutie Desgn’s aparung for

| i a racent gradiate of the Acsdemy
singres in Graphic Dwsign: For the past
with St Basign n Shangha. keatning b apply 1ne kils | Ganed in
SEno0l | wild b very AnOY 10 Mave 3 eROOTTNMY t Inarm mom
faliy s pesaition wnd 3t possety af varking toghthe

1 hawn sncloasd my resume for vour reférmnce. Flaase fsal fres 1o
leontact mi fof Ay tisson &t 0271 5184155 o over sl at G3th
davies@yahoo com, Thank viu sgam lj'mm attantian, | look tarward

TR E ) hiem | J8)dRYD

Catherine Davies

15 Qingtong Rd.—1011

Pudang New District.

Shanghai. PRC 201203 -

November 1. 2010 U?§
Ms. Nina Lin
Daubla Design e

~ +— Room 205, Building 3
Lane 2498, Pudong Avenue
Shanghal, PRC

3

Thank you for your attention | am writing to request an interview regarding
Double Dasign's apening far a graphic designer

Dear Ms Lin

P |

| am a racent graduate of the Acadermy of Art University with a
degrae in Graphic Design For the past six months | have intermed with Studio Design in
Shanghal, learning 1o apply the skills | gained in school | would be very happy to have an
| apporturity to lkarn mare about the position and the possihility of working togethear

| have anclosed my resume for your reference, Please feel free to contact me
for any reason at (0211 5184-3185 or aver email at cath davies@yahoo com. Thank you
again for your attention. | look forward to hearing from you

Best regards,

Catherine Davies

Cathenne Davies

Enc (1)

c¢: Flora Lopez

© %H= (indented
style ) : &/

Cathatine Durvies thanng Davins
15 Cingmng RA- 1011 { 5 Oingtang Ad.- 1071
Prmang New Distrer, gy Newe Distigs,

PRC 201203 ] Hatgtn, PAC 201203

"M\MNM 12000 ovambar 1, 2010

Ms.Nin Lint
{ Doubie Desgn
< Roaen 208, Builteg 3
Laro 2498, Poddong Avetrae
Shanghm, PAC

| Dear Ma Lin:

2 Tharik weai v yomt iterition |

intorvew tegarcing Doutia Dwaign's

Aer] Wt T arinst h
mfﬂm for 4 grashe: drsanar

f Att Umvet sty with &
i manths | hnve intwmed

B | am a recent graduata of the at Art Unnontsity with a
degrao n Graphic Desgn. For the nrar s months | have intermed
with Studin Design in Shanghal learming 10 aply the skils | gainad in
schiool | would ber vary ooy 1o have a ooportiinity 1o I6am more
Ahoi tha pesitinh and-the possitdity of hang togethis

P | nave anclosed my resume for yaur retarance Pinase teal

frews 10 LONtACE T for Ay reen M 102 ] SVBS-V185 o oywr amiad
4 ot eath davies@yahon com . Thank you agun fof vour attattion | ook

Tarward o Neaiing fea you
LV’! WO,

adrerine Davies

[:Iherrlw Dirvies

Enc 11}

}uvlnmc dusgner.

Pmr egards

Codlerne Daves

k.amclum Dinves

fene (1)

L

= Flofa Lopaz £ Flon Lopss

LA

NOOo



(ollelie)

4. mEBIEMER 7+3k= ( block style ) R—fhEENHFBEER, EFLAP,
(1) 1 T XHBEPHENBABMEDLTES. TRNBI—EWEAREN

Memorandum

Date: October 6, 2010
From: Cathy Willis
To: Design Team
) Subject: Using block style
1 blank line
Dear Design Team:

1 blank line

Bt —NUETHAREF. FEAARELE, HEHIFEREZR
W, HEEEAWTF

O E&STek . EFEKXP, LARAZ PAFAI 5 MM A 2L AL K
O FRENESEZBIERIT : REGIS (il REIGEE, BT 5
FAs e nt ), ML EiTeF X g fF—

(1) FE Attt A=Yt A g9tttk = ) . = =47
(2) FROF 1545 #HIESC 84 % —FL 2 1)« % —47
(3) fEHELMERTEZIE . & —4F

(4) XK/MrBSMEERESEZ N . R 247

© Every part of a piece of writing or
letter begins at the left hand margin.
BBETL - BPS TEnEMAL

| @ Use hard returns between |
paragraphs. »
NEg BB L BES T

Starting today, we are going to use block style on all of our inter-

office correspondence. This memo will explain the style.

1 blankline |

What is block style? Block style is a business writing format. In a
memo, don’t use a hard return under a header.

1 blank line |

«But you can use one between paragraphs.



© Every part of a piece of
writing or |etter begins at

.Catherine Davies Eg% Ing; hanrq gj\;{ﬁg o
1 i -1011 Bk« EBIETE
5 Qingtong Rd,-101 iAiathcry

Pudong New District,
Shanghai, PRC 201203

1 bilanik

November 1, 2010

Dilank line

Ms. Nina Lin © Use hard returns between
Double Design paragraphs.
Room 205, Building 3 AARNEELHES T,

Lane 2498, Pudong Avenue
Shanghai, PRC

| blank line
Dear Ms. Lin:

| blank line
Thank you for your attention. | am writing to request an interview for
Double Design’s opening for a graphic designer.

1 blank ling
| am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past six months | have interned with
Studio Design in Shanghai, learning to apply the skills | gained in school.
| would be very happy to have an opportunity to learn more about the
position and the possibility of working together.

| blank lins
| have enclosed my resume for your reference. Please feel free to
contact me for any reason at (021) 5184-3155 or over email at cath.
davies@yahoo.com. Thank you again for your attention. | look forward to
hearing from you.

| Blank line

Best regards,

vl adherine  Davies

Catherine Davies
I Blank line
Enc (1)

| blank line

_cc: Flora Lopez

SF MR ) ptem | IB1dRYD

LTS IR DR I w

oo



o—=0

5. mERENER 2
T MR

le: memo

© Body text begins at

M ERFER ( modified block style ) & T HHR 5F LR
B R, EFERRGHARE, MEAXNOFE, REESRRF
SRh . @ BEETFL, HRESEBFRFXL (flush left )s
O S At BH. SREFNELHBEH, wRBHIR. %
RFALABBF LN, MEOEEREHET, ERBEESE
ZEFERNER,

——

the left hand margin.

IEHEXBIERETTL :

:
A S MZIOHFRSSL ) 4Catherine Davies i
1 15 Qingtong Rd,-1011 |
. Pudong New District, %
] ' Shanghai, PRC 201203 |
1 blank line | @
;  November 1, 2010 [
3 blank lines | ;’
ol IDEs: i
H )e
. ! . ? The return address, the
:\DAS‘ g\:mg Lin " date, and the closing and
s DOUDIS SIesign ) signature are indented,

" Room 205, Building 3
- Lane 2498, Pudong Avenue

- Shanghai, PRC
1A b; ﬂl‘( line |

- ' Dear Ms. Lin:

| ‘)Iml' line |

| Thank you for your attention. | am writing to! request an interview for

AN, B8, 158
| SRR

= 3

. Double Design’s opening for a graphic deS|gner

1bh Imk [ine J

- am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past six mionths | have interned with

- Studio Design in Shanghai, learning to apply the skills | gained in school.
- I would be very happy to have an opportunity to learn more about the
posutlon and the possibility of working together

1 blank line '

- Ihave enclosed my resume for your reference. Please feel free to contact
. me for any reason at (021) 5184-3155 or over email at cath.davies@yahoo.
. com. Thank you again for your attention. | look forward to hearing from

. you.
1 blank line |

T
3 blank lines

1 hth line |

" Enc (1)

1 bl .’,”!‘,_{'”L J
. cc: Flora Lopez
\d

T I T i P e T BT TR e S R N e Sl TSR T T A R

AR e = Wl

eSS

1

1
1
'

y Best regards,
Catherine Davies

Catherine Davies

Y e

X i




6. B HEHRR
"3 GEHR

FEHER (indented style ) LEEfBANB S RERAHHE R —
e BHIAZERERANBSBEERN, FURZ ABMBARXFE,
ARHARE, SMERENETESRH, SHPFEEMIs thESH.
FEARSHHARASHERERNER, BRUBLEARB XK
R T, BEARSREARATD L ERRA2MBLEW, HREE
EHEHINH S F TRFHhARIBLES, MEMNBRXNARKESET
BRE$, WEAREERFXAEMHOEX, BREREZHSALTERS
BEARHR. ERSHED, BHANEEARESRH, EHHMNIL
S EE

1) fLE ey o — AT

2) F# AHLik ( return address )

3) F4 8 4 (date)

4) 25 5% ( complimentary close )
5) % % ( signature )

XAGHRN, REENHARENR—H, BHRLE R, B
RBEZ LT —RAEGIBRERHNEER—H, XTHSHEETD
MEMERth—FF, EENRNESHHAEE—H, Bt ETX5F.

Q2L —TE%H

BB ENETEGH, SFEXNADRIEE 16 BEXAES ; X
EEENNGHER, BEATF 3.5 BEXNBHItLE AR, FEINAS
SFELGEH. BHIZ L UREEABRN IR, XEARERE—, th
hEERGHINESE —H, EEERZEHA LTI TAM0X -

OO 9 vA 45 JU R 2 444t
O 37 A3 — K tab 452
O 5T vA A ) B35 A% X% 09 T 6t
BERESH enter BAEREZBZZ—17, EEXARBHANES
5, hTEEREZEARATT, FTEREENRNDARERNE —
o

O THEEP LI mAE

BEHEEXAGHAN, 2EHMARILESGH . F4 A
. BHE. SREME. 2%, XERSNGEHEAR, MZATTENEE
Wik, G— T P RS fHh R Sk,

TR E e | sB1dBYD

Uinit

%&Eﬂﬁiﬁkﬁﬁlﬂl w



& ACatherine Davies

v 15 Qingtong Rd,-1011
Pudong New District,
Shanghai PRC 201203

s itk N

Lilarik 1iny

Novernber 1, 201 0

=ew

2@ The return address, the
date, and the closing and

] . ) SIg nalurp are r md nted

‘Ms. Nina Lin Yy I 4

‘Double Design

‘Room 205, Building 3

‘Lane 2498, Pudong Avenue
‘Shanghai, PRC
, @ Indent each new

v = paragraph.
DearMs-Lin' eosass et

» Thank you for your attention. | am writing to request an interview
rregarding Double Design’s opening for a graphic designer.

i

LR VRE AL TRT:

» | am a recent graduate of the Academy of Art University with a
'degree in Graphic Design. For the past six months | have interned with
‘Studio Design in Shanghai, learning to apply The skills | gained in school.
| would be very happy to have an opportunity to learn more about the
‘position and the possibility of working together.

L Ealacl fine '

» | have enclosed my resume for your reference. Please feel free
to contact me for any reason at (021) 5184-3155 or over email at cath.
davies@yahoo.com. Thank you again for your attention. | look forward to
‘hearing from you. )

1 flerile liry
1

Peelng, D

- Best regards,
;Ca#er-‘me Davies

Cathenne Davies

i Lhlank Jires
[l e ]
Enc (1)
| todaeyk [ine

\cc: Flora Lopez
A4

v
By Nl T Nl 0 o T YR e Qe M T N B e L BT e e

>

AR EE, 7B SE BEPDFIE Ui 0] : www. ertongbook. com



