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Chapter One
Business English Writing Introduction f 5+ %155 YEf&
Objectives
Warm-up
Knowledge Input
I . The Definition of Business English Writing BEIEBEEN
II. The Features of Business English Writing {45 #5155 YE4#1F
1. Business English Writing Is Audience Centered 4535155 /ER LA
BEHE AL
2. Business English Writing Is Designed [ 45 #1& 5{EF 2%t
3. Business English Writing Is Responsible #4351 B /E T & H FH 1T
4. Business English Writing Is Global {45 315 5 /E R E 2 BRIL LA
II. The Process of Business English Writing 55 2515 5 fE 1 #2
1. Researching Ji5f
2. Planning #.%1]
3. Drafting 5E
4. Revising 18
5. Editing 4%8
Exercises

2> Chapter Two
Audiences and Purposes 5% 55 /EH 1)
Objectives
Warm-up
Knowledge Input

/3
73
/3
/3
/3
/4

/4
/6
/7
/1
/9
/9
/9
/10
/10
/11
/ 14

/ 16
/16
/ 16
/16
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[ . The Classification of the Audiences j&# f) 432
1. Experts P 4 5
2. Technicians £ Jifi
3. Executives 5 H %
4. Non-specialists §M7 %Y1 {5 %
II. The Characteristics of the Audiences 3£ 5 i
1. The Identity of the Readers 33 ) & {5
2. The Initial Reaction and Attitudes of the Readers BEH B BN B A B
3. The Expectations of the Readers {32 i i
4. The Way the Readers Treat the Writing 32 tN{af B 1 B4k
5. Multiple Audience 5 %54 1%
II. The Cultivation of Readers’ Benefits KRIFEHEF S
L. Identify the Feelings and Needs That May Motivate Your
Readers $i5 i #3508 M5 B R 7k
2. Identify the Objective Features of Your Product That Meet Readers’
Needs i t il /2 15 75 3R 2Z A & 60 % AR AE
3. Show How the Readers Meet Their Needs with the Features of Your
Product JE7-IRIVE it AnaT i 2 38 TR
IV. The Purpose of the Writing 54E H #
1. Informing 4541
2. Persuading 371},
Exercises

Chapter Three
Information Collection and Organization WEEESHAER
Objectives
Warm-up
Knowledge Input
I . The Classification of Information Sources BEYE(E BoRIE 2K
1. Primary Sources ] & Bf 5%
2. Secondary Sources — £ B3y
II. The Means of Information Presentation EEEN L
1. Quotations JFi 35| Fi
2. Paraphrases [f] ¥ %4
3. Summaries #f
IIl. The Types of Information Organization HAE B
Exercises

/17
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/17
/17
/17
/18
/18
/18
/19
/19
/20
/21

/21

/22

/23
/23
/ 24
/ 24
/26

/29
/29
/29
/29
/29
/29
/ 33
/ 36
/ 36
/ 37
/ 37
/ 38
/39
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Chapter Four

Clear Sentences and Paragraphs & Mf (1) /4] 5 Bt % /42
Objectives /42
Warm-up /42
Knowledge Input / 42
I . Writing Clear Sentences 45 & b [14) /1] F / 43
1. Use Appropriate and Familiar Words {8 44 24 . #& (3]0 /43
2. Use Technical Jargon Sparingly, Eliminate Business Jargon &1 {di Fii
BAARE, ZRENA /43
3. Use Active Voice Most of the Time /248 2 Hi{iti f] = &hiEA / 44
4. Avoid Nominalization /1> F 4 jal4¥, (4 17) / 45
5. Avoid Wordiness 34 77,37] /45
6. Avoid Noun Cluster ¥ 4% 5] H: 1) / 46
7. Use Parallel Structure {ii FjF-474544 /47
8. Keep Sentences at a Reasonable Length, Usually Between 12-25 Words
BRI L A0K 12 ~25 /47
9. Choose an Appropriate Level of Formality 35544 24 1% {4 / 48
II. Writing Clear Paragraphs 435 J Bif i) Bt % / 49
1. Learn the Basic Types of Paragraphs T R B IR i B A K A / 49
2. Begin Most Paragraphs with Topic Sentences 3= Ji) it 7E B 5 /49
3. Use Transitions to Link Ideas {§i F 3% 5238 LI {15 S % & /50
4. Pay Attention to Paragraph Length 1 2 B % K 4 /52
S. Use Lists Wisely 3 F /5 B 7R B2 V% /52
Exercises /55

> Chapter Five

“Documents Design 1531344 / 58
Objectives / 58
Warm-up / 58
Knowledge Input / 58
I . Designing the Document 113044 / 59

1. Page Layout U1 [ i% & / 59
2. Typography Fiz i #:3X /61
3. Other Devices HAth / 63
II. Designing Brochures i1+l / 65
Il. Designing Presentation Slides #3+4J4T K- / 66

Exercises / 67
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> Chapter Six

Graphics Creation %11 & JE /71
Objectives /71
Warm-up /71
Knowledge Input /71
I. The Functions of Graphics [EJE )T fig /72
II. Choosing the Appropriate Kind of Graphic 386438 (1 E K /73
1. Table ZE#% /15
2. Line Graph £k & /17
3. Bar Chart 4R & /78
4. Pie Chart Jp{R & /78
5. Pictograph 4% /79
6. Diagram [E3 / 80
7. Flow Chart i F2 & / 81
8. Logic Box/ Logic Tree 1B 4 £/ 38 54t / 81
Ill. Integrating Graphics and Texts [ 5 CFHH%5 & / 82
Exercises / 83

Part Two Business English Writing Applications & EEE{ESCPRMN

>> Chapter Seven
Formats of Letters, Memos, and Emails 35iE(54 . Bmx X

L R A A X / 87
Objectives / 87
Warm-up / 87
Knowledge Input / 87
I . Writing Letters ({45 /£ / 88
1. The Elements of the Letter {5 {: it 3 2% 28 53 4% / 88
2. The Layout of the Letter {5 {4482 / 91
3. The Principles of the Format % =t# il /91
II. Writing Memos £/ 5% 54E / 95
1. The Format of Business Memos [ 45 %% R 574 28 /95
2. The Content of Business Memos {4545 15 53 N A / 97
II. Writing Emails Hg, MR {45 4E / 99
1. The Format of Business Emails 745 Hi T Hif {24 2t - /99

2. Business Emails and the Law 7 45 H R4 54 / 103



3. Business Netiquette of Business Emails T 95 LT HIB 42 14 7 5 LAY
4. The Guidelines for Writing Emails 5 B R A 3 T T

Exercises

Chapter Eight
Typical Workplace Correspondence of Business English Letters,
Memos, and Emails #1700 3 45 SEH (5 1 45 5357 B v R 3K
Objectives
Warm-up
Knowledge Input
I . Inquiry Letters % 1] %1{Z i
1. Solicited Inquiry Letters 3F 3 & I % 112 &
2. Unsolicited Inquiry Letters = 8% 4= i
II. Informative Letters 41 %I{ 5%
Il Persuasive Letters 1R %{Z &
IV. Good News Letters “#f-3i4 8”12 &
V. Bad News Letters “RIE B ER
Exercises

Chapter Nine

Job Application Files Preparation %t 4% sK Bkt e

Objectives

Warm-up

Knowledge Input

I. Conducting Job Search 3R B #t £
1. Begin with Self-Assessment [ 3% 1EA
2. Choose a Career Field, and Target Employers PEEEL T 5 B A 3=
3. Prepare Job Search Materials and Develop Job Search Skills # %% 3R B

FOBE, B R R B

4. Plan and Conduct Job Search Campaign TR & 527t 5K B 7 38

II. Writing Résumés #2E & 5
1. The Typical Format of a Résumé f&] [J7 (1 25 %
2. Principles of Writing Résumés 455 & 5 f) J& 1

Il. Writing Job Application Letters BE R HEE
1. The Types of Job Application Letters 3R Bl fi 2 %

2. Elements of Job Application Letters SREAE M 2H 53843
3. Background Details in the Job Application Letters 5K HH B 1% (= s iy

/ 104
/ 104
/ 105

/109
/ 109
/109
/109
/ 110
/110
/111
/113
/ 114
/ 118
/122
/126

/132
/132
/132
/132
/133
/ 133
/ 134

/ 134
/ 134
/135
/135
7137
/ 140
/ 140
/ 141
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IV. Writing Job Follow-Up Letters 5 R B [ Zef5 1F
1. The Letter Sent after Your Not-Responded Cover Letter [\ 1
SRR IR Z e Sea 1
2. A Thank-You Letter Sent after the Interview [ji /5 (/&S 5
3. The Letter Accepting a Job Offer [F]&#3% TAE M5 {4
4. The Letter Declining a Job Offer #i4E TAE #1514
5. The Letter Acknowledging a Job Rejection 3515 4 (115 {4
Exercises

> Chapter Ten

Proposals 145
Objectives
Warm-up
Knowledge Input
[ . Basic Features of Proposals H i3 5 i FE A RHIE
II. Planning and Researching for Proposals i 45 R K R
1. Planning %1
2. Researching J& 4
Il Organizing and Drafting Proposals £ 2% J 25 i +43
1. Writing the Introduction 4144
2. Describing the Current Situation 4144 24 /i [& &t
3. Describing the Project Plan 3R H i1k
4. Describing Qualification R R
5. Costs and Benefits £ %% K 35
6. Conclusion £5i8
IV. Revising, Editing, and Proofreading & . 4% S AL X}
Exercises

Chapter Eleven

Informal Business Reports JF 1F 2 #4725
Objectives

Warm-up

Knowledge Input

[ . Trip Reports HH 245

II. Periodic Reports & #H# &

Il. Progress Reports #EF2 45

/ 144
/ 144

/ 144
/ 146
/ 147
/ 148
/ 149
/ 149

/ 153
/ 153
/ 153
/ 153
/ 154
/ 157
/ 157
/ 159
/ 160
/ 160
/ 162
/ 163
/ 167
/ 169
/171
/172
/172

/ 174
/ 174
/ 174
/ 174
/175
/17T
/179
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IV. Meeting Agendas and Minutes 231 iF2 5 %&b i / 182
V. Sales Reports 44£ 4 / 185
Exercises / 186

2> Chapter Twelve

Formal Business Reports 1F = BV H2 25 / 188
Objectives / 188
Warm-up / 188
Knowledge Input / 188
I . Organizing Formal Reports 2047 IF 34§} & / 189
1. Main Section IF 3 / 190

2. Front Section Fij 3 / 193

3. Back Section J5 3 / 194

II. Presenting Formal Reports J 77~ IF 343 45 / 206
Exercises /207
> Keys to the Exercises / 209

> % £ H H /226
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