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What is business writing?

TS TS

TSR i em | J01dRYD

| WS SIEREAE
o s o 2
REMS RS
B -

2. BESELRES BN EBESEER AT BEEER (information ), FEATERR
THREMBXN | L. BEEENEERBRE NN —HZZHITNET, a2
2 ERHEHEW ( recommendation ) 248 ( conclusion )

3. S SIERINAE BEEENEELFBEEERESE, BESERE BAXRMER
T MBE T, LORRAFAL. ZAEEMRNANRR. 5B4—RATR
BEEXEREMIL=LIRE. BSSENEETESHTERHR
SWh S ATRIES,

4. FEBHESEN BAEATBRESEREZHETFARZKE O X, tiISHKIE
TARNBMEE | (skim), RRHUBRECERAXNES. BERSSHERZEEEREN

AL #3\ ( clearly formatted ), HEREMNER%E. FHRBASENB TSI T
BFIFRA R o

Woo
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How can I begin to write well for business?

1. TRARA IS

FigiEESEY
1+/A 5] &R

4o AT 5 A 15T

- MASEESBE?
ESHFNThEEM X ( functional

AT S T3 1) T AR ik
d nt ), {ROAZAFCENIE -
PR BRSNS ) F kAL A
1) 2 8 31X 2 A2 2 19 8
2) oA A A 4 5 3 ik s A7 3) B L ik 0h B E
4) ik ikik H IR A

MEZH], £BE: P v 3% B 42 8
O fa ik & R AR LAY 5) AB-&ik i Ak
O 2 H 48427
O h2REGIAA SV TH?
O 4F2d X4 AF, Aefil oAt 4

#FAZE (Unit 8) R BFMAIL BN ITIRIIEE,

B—18 : REVIZEERIZXB X ER, SREMABR? FHDIEE
X, STREFFERLEM, HFETER, LEX—R : XE[E
BEBIBESRUEIGEMASEREX, TUEZEIRBEHRNT
RESRHB e, HEXHEITER

O G4t 4 H A2 E 4y AT
O e, Aita LA EHF IR T, LETHLF?



3. EEiRE R

4. BEALITE R
P HEIEE

5. NBE;

Tt

EEE

)

BRIZHNSMHEBHIRZFR-E. XRHEAEUXHANBREH
AR BEFEETESRHBLER#E, EXHP—FHERBEREX
o, MEETENREE—FEMIRHEE, (Unit 8) R BFMILR
BA a0fa] FRUEAFO (B 253 B9 )R,

MTROH SR THENEFAREXHAS, FINSHIEEENE
BMEENBRARBHR, FEXERIES. ARUT .

1) ik Al X 6943 B A LR F R GRE, AN EL LR o9 FIKER
il

2) MRS XFES R T XM AL EKR, it 2 2T R R KSR A
BATA E T AR, MELZEIZRERL,

) wRINKAPHARZAMNSG XA, AHAKFERS (numbered
liSt )o

4 EBEET, VIIEEH% (bulleted list ) 7] & AR € 28913 &,

BFEHHEPT, IRE-EHE, FTEARSERXMES, BR
RIEBERERFEEZRE, BEXFEHENESHITNUT . BEINEH E5)
a, LRwEE, fia .

v We received your order. &A1 E] T M e93T8
X Your order was received.

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

|. 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?

Tr YR B e | J81dRYD
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UNIT Business letter styles

S [EETFEYIES

It AREES BEBERELATNSLEMAS . B, BERSEKENEH,
&7 HEROES—RBE ANBEESBER, FUBLRE R
EBEHTBERR,

2 HARHERES REABSHRESME. BFP. ALKFNEMASHTEBE, §
" EEBE? ERFSHER “RE5SL5", BENERARRAINTAZEHBEE
. BSBENER, SEABEIEBREETE. BE—RLILH
FrAENABXHERE, XA—HEENEN. uRRNRSIEELFE
EHER, BRIZBAIHER,

3. B KA — WRENADERK, 28IF—T, PR —KEKTITTE,
WE, WMARE | BERENALSL, TEASA. KEFNAEK, ETE_AHEKRE
B2 B4R, HLHAENHCE, BEREEOBEERTRES KA

MR, IBABEH, AEARSNESEXSHES, RITMRHRE
XEFEHEELNT, AZLBBREXNT, REBFTEPR, BHNE
a8, RE==17, BEENAS,

\35%)\99%‘ AT A , .
SO { ) BB )
__)Sending company’s | )Postage stamp )
(name and address ‘
N VU W U .

Irina Safarova

Quality Cosmetics, Inc.
302 Beauty Lane, Suit 5
San Bruno, CA 94066
(650) 656-7000

< ... Permissions Department
s ’2@\ Harbinger Publishing
» 309 Ditmas Ave
Brookiyn, NY 11218-4901

WEASR, AT

SRR

W WA WA W W w0
and address

I 1 PERSONAL
I Mr. Donald Williams



Qualty Cosmtis, Ihe.

© =3 ATSFRFOMIIE
Letterhead:
Sending company’s name
and address

302 Beauty Lane. Suit 5
San Bruno, CA 94066
(415) 748-9852
Permissions Department
Harbinger Publishing
309 Ditmas Ave ’ I&%Ag‘m%mﬂt . Ms. Nina Lin
Brooklyn, NY 11218-4901 Recipient’s name Double Design

July 9, 2010

Dear Permissions Editor:

and address {

Room 205, Building 3
Shanghai, PRC

Dear Ms. Lin:

| am so sorry to trouble you. | would like to use one of your illustrations in my in—

house report entitled “Third Quarter Growth in the Cosmetics Industry”. The

illustration is called “Girl Applying Lipstick™.

Lane 2498, Pudong Avenue

Catherine Davies
16 Qingtong Rd,-1011 1
Pudong New District,

Shanghai, PRC 201203

November 1, 2010

3

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

Double Design's opening for a graphic designer.

| apologize for any inconvenience. Please contact me as soon as possible at (415)

748-9852.

Regards,
[rina Safarova
Analyst, Quality Cosmetics

Three busines

=HMESH

© L= (Block style ):
[~ 23%310

Catherine Davies
15 Qingtong Rd,~1011
New

Pudong Distnct,
Shanghai. PRC 201203
November 1, 2010

g

Ms. Nina Lin

Double Design

Room 205, Building 3

Lane 2498, Pudong Avenue
Shanghai, PRC

‘,Dw Ms. Lin:

"Thank you for your attention. | am writing to request an interview
regarding Double Design's opening for a graphic designer.

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

I have enclosed my resume for your reference. Piease fes! 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.

Best regards,

Cavtherine Davies
Catherine Davies
Enc )

«cc: Flora Lopez

(

O EHRE |- 1

| am a recent

of the Acadi

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.

Body text

O KBEFLR (Modified

block style ): 7R&E &L

Room 206, Building 3
Lane 2438, Pudong Avenue
Shanghai, PRC

Dear Ms. Lin:

Thank you for your attention. | am writing to request an interview
regarding Double Design's opening for ¢ graphic designer.

1 am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past ¢ix months | have interned
with Studio Design in Shanghali, learning to apply the skills | gained in
school, | would be very happy to have an opportunity to learn more
about the pasition and the possibility of working together.
1 have enclosed my resume for your refurence. 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
10 hearing from you.
Best regards,
Catherine Davies
Catherine Davies
Encin)

ce: Fiora Lopez

y of Art Uni ity with a

| 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.

Best regards,
Catherine Davies
Catherine Davies

Enc (1)

cc: Flora Lopez

© %#H= (indented
style ) : E#T A

Catherine Davies

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

November 1, 2010
|

Room 205, Building 3
Lane 2498, Pudong Avenue
Shanghal, PRC |

Dear Ms. Lin:

¥ Thank you for your attention. | arr writing to request an
Interview regarding Doubla Design's oponing for a graphic designer
|

5 | am a recent graduate of the Academy af Art University with a

degree in Graphic Design. For the past six months | have interned

with Studio Design in Shanghai, leaming to apply the skills | gained in

school | would be very happy to have an opportunity to learm more
about the position and the possibility of working together

# | have enclosed my resume for ycur reference. Please feel
free to contact me for any reason at (02 ) 5184-3155 or over email

st cath.davies@yahoo.com. Thank you a 3ain for your attention. | look

forward to hearing from you

Best regards,

Cadtherine Davies

Catherine Davies

Enc(1)

c: Flora Lopez

TR AR e | 101dRYD
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=
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NO O



[ el

4. B HEAHER
(1) : F%KA

Memorandum BEFTK : EPNE T BTN

Date: October 6, 2010
From: Cathy Willis

To: Design Team
Subject: Using block style

1 blank line
1 blank line

Starting today, we are going to use block style on all of our inter-
office correspondence. This memo will explain the style.

1 blank line
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.

Dear Design Te;am:

%%ﬁ(kamM)%—ﬁﬁﬁm%%#%%ﬁ,Eﬁ%ﬁ¢,
XHHIEFHENEBIENEILRES,
&%ﬁmm——mu*”Mﬁfﬁ%oﬁ}fﬁﬁi,lkﬂﬁ%h
W, HEEFELWT .

OEREFRK: £FEXF, XBHRLEFHENRSIALLRAL,
OFRMEEZBESIT : ARHHR (Ml REHEE, A5
BASP AL ), WA TIFeF X g AF—

(U#EA&%%W#Ammmzh:zi’
(2) FRFES1ZH IESCHY 6 — Bz [ « &= —1
(B) EHEXEEZE : £—4T

(4) KIMFESHEGREREZ M . RE4HF

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

o

/@ Use hard returns between | (
paragraphs. {
AENEEZBET T,




4Catherine Davies

15 Qingtong Rd,-1011

Pudong New District,

' Shanghai, PRC 201203
1_plank liie_J

‘November 1, 2010

3 blank lines |

‘Ms. Nina Lin

‘Double Design

‘Room 205, Building 3

‘Lane 2498, Pudong Avenue /
' Shanghai, PRC /

1 blank line ] 7
‘Dear Ms. Lin:

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

1 blank line |
‘' 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.
‘1 would be very happy to have an opportunity to learn more about the
‘position and the possibility of working together.

1 blank line }

.1 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
éhearing from you.

1 blank line
'Best regards,

ﬂ“—“—““—"’é@a~/—ﬁuer~me Davies

' Catherine Davies
_1 blank line |

iﬁc (1)

1 blank line |
Joc Flora Lopez

TF AR B e | JBldRYD

[
2.

mmmﬁwmmnl W=

©oo
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5. B BEMER @)
" MRITHR

Madified block style: memo

BREFANETER

HEFELR ( modified block style) &7 HHRXEF LR
HiFs, EERERREHARRE, MRANTRE, REBEEXRTT
IXh . @ BEETFL, FIRESEBATL (flush left ),
) FHAMH, B, ERBHNZZEHSEH, wERSRHN, %
RFLAMBRF LR, REEERBHEF, ERBESHE
KEFROBR,

@ Body text begins at

the left hand margin

a1 A

e

1 blank fine

3 blank lines

Ms. Nina Lin
Double Design
Room 205, Building 3

1
'
1
i
'
'
‘
1
'
1
'
1
i
i
1
t
]

i Shanghai, PRC
1 blank line

i Dear Ms. Lin:
1 blank line |

i Thank you for your attention. | am writing to! request an interview for
: Double Design’s opening for a graphic deS|gner

1 blank line

e
i
'
]
]
Il
Il
!
'
1
1
'
!

i blank line |

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

you.
1 blank line |

:
i |
3 bianklines j

1 blank line

. Enc (1)
ibl;mkline |

i cc: Flora Lopez

\d

Lane 2498; Pudong Avenue

| am a recent graduate of the Academy of Ah 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.
| would be very happy to have an opportunity to learn more about the
position and the possibility of working together.

A Catherine Davies

115 Qingtong Rd,-1011
i Pudong New District,

i Shanghai, PRC 201203

November 1, 2010

© The return address, the
date, and the closing and
\EUDILUH are indented
=2 M- A B & +

Best regards,
Catherine Davies

Catherine Davies

'
1
1
i
i
)
'
)
'
1
1
[
'
'
)
i
1
'
t
i




