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FARK AL« 288 LAY ) £ 6 3 A BV T v o 0 2 ORI A B
HLF I L AR (R i i T A SCAE B i 5 1T S U A E O B T A M . (H
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B—0 BB (E-mail)

8 F BB, S C 4 FR electronic mail, BIHL {50k, Sf&4n (5 7 XA L, E-mail 717 £
FEA R, G5, IR 6 Pt . St BEHT , s A A ik b B 8 L vl ; Lk, Eig
FrEAE] AR nT LA Internet TR FZISOK 1 HHE 5545 M0 H - IR 0 & 206 HL T IR 28 SN 5
BEAh WL IR o] A4 2 14 R A B 5 4 A4 307 T e 7 480 A 5 25 R S A

Hy - HL R A 13X SR L e ) I U T A A, B W HERS 1T B
P PR FN LB AR RGBT IR A AR . AR X — 5, FRATTRE 2 ) T 48 5 A5 4K
1) - WAL

B TR (E-mail) A9 —ARAR R

— OSSR T B AR AN 43« 75k (heading) FLIE 3C (body) .
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A2 5 LS HBPF A A5 Sk AR T e G R B B ISR RE A (A Ak BMCAE A AR .
LTI R P F R 7 11

the receiver’s address save an unfinished message .

the topic of the \ I send other files with the message

message /‘carbon copy” [ Send ] [\"Save Draft ] [’Attachmems ][Cancel ]
\

Subject:

e

“blind carbon copy [ Quick Listl\[ Spell Qheck] [ Dictionary ] [ Thesaurus ]
Me Outgoing Message
save a copy of your mail list of addresses

A A (To O HEP BT W A L IRkl (B-mail address) . n] PASE A4 A 1K)
HL-F~ MR AF Mo o

FE T80, Bk G5 i ” (Subject ) HE i 15 32800 , 13X AR SCRE AR —FE, 228 T ikfE A
RESS PR HE X S N . IR S B 2, TR R ATV 22 I8 0 T8 2 DA 32 R ke e J2t
MURLETELG NS . BeAh, BB K8k SN AAEE,

{48 3% (ce: Bl Carbon Copy) , %% (bee: Bf blind Carbon Copy)#E Hr 15 HoA 44 A fr)
L F- B bk

{0 1 3C(body) BRI AE i BEMED . HAE X SLHE BE MR s FRIFIESC R
W TR — R R AL

n» SEES

HL I L S P — P55 A B s RO e A A ) o (FL E o H A7 ) PR A R 8R40 1 £ A
P B AT SE R A AR S SR b, FRATTAT DUEE I LAR J5 i E-mail A% 3505 B BN
Wb M T 52 gl B R AT AR

1. i&45]3& (Quoting)

2. A5 % i £ (Emphasizing)

3. A AR IRTE A5 (Pausing)

4. T ERE s 24T 7 (Using Smilies)

A A B A T A2

1. i# % 7] i£ (Quoting)
FRANTAE ] 5 v - B O35 > 7 R  AFUAS o | R R A s DA SRR B e XEE o i e —1or
[vi] 2 B VR 2 XA — B IR«
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Tony,

Hey, thanks for the message the other day and for the information about computers.
I’'m not sure what kind of machine I want to buy, but I’'m thinking about buying a
Lenovo with Windows vista installed. My brother has the same kind of computer, so he
can help me if I have problems. BTW, what kind of computer do you have?

Karl
Tony 755 [ 2 ¥ [0) 9 & “what kind of computer do you have?”, 7 [El {5 K H 7 x4 1]
FBETEAN M, Therefore, Tony’s reply should look something like this:

Karl wrote on Friday, March 2, 2010.
“BTW, what kind of computer do you have?”
I have a Dell computer. Let me know if you have any more questions.

Tony
WHAEOCT » AEARE W bt 5 10 2 7 T LA 3, 4w 817

2. 1 A5 % £ & (Emphasizing)

SCRASA) 7 5 ANBEI AL G 7 7 o 1) o A0 L DA A0 50 | S A5 35 L 1 1 R T O 5k
RIS DR G 2 0 PR AR . Ayl S X o 00, FRAT T T AAE SCAS i St R INAF 5 R ek Ik

(1) &% 75 (Mild Emphasis X #k Light Emphasis)

WRA R IR I B s I, v] AR sl A 0 B OO BURER (O . il

Instead of :

I said that I was going last Monday.

Say:

I *said * that I was going last Monday.

Or.

I said that I was going last Monday.

BRI S — N RER S

e.g. I told my brother that I would be at School, but T think he forgot.

o] LA i i 8] )91 FH AR

e.g. I told my brother that I would be at school, but I think he forgot.

F1E HAEABEIRIR/ 003



(2) % HiJ4 (Strong Emphasis)

QR IR SR VR () T T AR P B sl P s R R ST R . iln

Instead of

— Should I tell mom about the accident?

— No. She’ll probably get real angry and scream.

Say:

— Should I tell mom about the accident?

— NO!'!'! She’ll probably get real angry and SCREAM! 11!

R R AT ZH . LZHﬂfiHijt‘f‘}’ﬂ/\?"Aﬂ?’F&T HHEN 4. People do not
like these kinds of “shouting messages.”, #4125 X kf .

HEY, I JUST WANTED TO KNOW IF YOU HAD FINISHED THE HOMEWORK.

A ASIE R E— D5, o] LAKE Fd i G R 3 Rh X SR s 50 B A

e.g. If you ever call me again. I will never, * never x, x*x NEVER %, > >1|
**NEVER#x!! << talk to you again.

3. & A K5 & ik i5 A.694% 4 (Pausing)

(ERUEIS ST R O SN TS P ﬁ&ilﬁ’*’?‘aiﬁ Pi“well” A5 AR A IRF ], S well” 545 X
BRI TR A 1 IR SRR XA AN 5 BT o] DU AR

Welllllll ... uhhhh, wellllllll ... ummm ...you see, ...

4. 1% B B # R & A5 (Using Smilies)
A5 SCA A AT DU A RANGAT S DO AR 55 A 5 R R S R R I A7 R T & 1

PR AT LARE A B A& Bl ABE Thank you i, i DU A SRR I FF 5 22 X 2 4ixd Jr
—RICEDI Y E AR A T B2 TR IR

Notes

save draft {5k

attachment n. [}

emoticons n. [1] M AR B . W FRAE Smiley. i emotion il icons 15 %
SPAM GUE{E L R )45 7R SO 5 S5 B3R Gunk mail) i X

= o i B

Useful Expressions and Sentence Patterns

1. % A 4 537
(1) AAMOF: as a matter of fact 32 |-

004/ SHTIEN AXSEHE



(2) AFAIK: as far as I know #EF fir%

(3) AFK: away from keyboard £} &I, i [0k
(4) ASAP: as soon as possible &4k

(5) BBL: be back later )i [u]2k

(6) BTW: by the way Jlif#iij

(7) CU: see you (good-bye) FIil

(8) CUL: see you later £,

(9) F2F/FTF: face to face [fl X} [f]

(10) FAQ: frequently asked questions 7 UL[n] i fiff 2%
(11) FWIW: for what it’s worth Bififdi i1},

(12) FYI: for your information {{{it %%

(13) HHOK: ha ha, only kidding M¥5, JF B0 2
(14) HHOJ: ha ha. only joking M5y, LR JF B4
(15) HTH: hope this helps Ay 2 XfEHE [T

(16) IAC: in any case JCi [} /fu]

(17) IDGI: I don’t get it F&AH]

(18) IMHO: in my humble opinion LAFkZ & I

(19) IMNSHO: in my not so humble opinion 2 1 5
(20) IMPE: in my previous/personal experience LA £ 5 (> A5
(21) IMO: in my opinion K2 WL

(22) I0OW: in other words it 5 2

(23) IRL: in real life SZBR/E NG

(24) IWBNI: it would be nice if B jg-ee- L Zbf
(25) LOL: laughing out loud Ji{ 5 A%

(26) NC: no comment AEIEH

(27) NRN: no response necessary JGihs 1%

(28) OIC: oh, I see Mk, Ik 1

(29) ONNA: oh no, not again! A, #i| i E &

(30) OTOH: on the other hand % — Jyifij

(31) PMJI: pardon my jumping in i J5is IR M1 A
(32) REHI: hello again (re-Hi!) #4f

(33) ROTFL: rolling on the floor laughing ## i K%
(34) TFS; thanks for sharing Z i/

(35) THX: thanks i

(36) TIA: thanks in advance JGilif T

(37) TTYL: talk to you later LLJ5 iR

(38) WRT: with regard to XF

(39) YGWYPE: you get what you pay for ¥/43 flr{ii
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Emoticons Meanings
:-) User is smiling.
-D User is laughing.
8-) User is smiling and wearing glasses.
c( User is sad.
-0 User made a mistake.
== User is winking.
1) User has a cold.
2~ User has a cold and is crying.
=0 User is very surprised.
-/ User does not believe you.

[ Writing Practice

I. Fill in the blanks to complete the following letter with the words and expressions given. Change

the form where necessary.

browse identify clue read include

Subject line

Always 1 a subject line in your message. Almost all mailers present you with the
subject line when you 2 your mailbox so it is often the only 3  people will get as to
what the E-mail is about. Make sure the subject line is meaningful and descriptive (e. g.
“Today’s meeting of the training committee — an agenda”, not “Hello”). Messages without
subject lines are also more likely to be 4  and tagged as SPAM or deleted before being

5 by the recipient.

SHER: }
1. include 2. browse 3. clue 4. identified 5. read )

006/ SKAZIBENAXSEHRE



Il. Answer the following questions.
1. What are the advantages of E-mail over other forms of communication?

2. What are the parts of an E-mail address?

BEER:

1. What are the advantages of E-mail over other forms of communication?

There are three main advantages: it’s cheap, it’s fast, and it’s convenient.
, Compared with the cost of a phone call, a fax, or regular mail (snail mail),
you will save money. Some E-mail software programs are even free, and you can
even sign up with free E-mail services like Hotmail and Yahoo Mail. Next, you
can’t beat the speed of E-mail. Why wait days or weeks for your mail to arrive when
you can send a message in seconds? Finally, you can write and send messages easily
to one person or a hundred at one time. In addition, you can send graphics,
pictures, files, and even movies via E-mail.

2. What are the parts of an E-mail address?

E-mail addresses often have three parts: (1) the user name, (2) the host or
domain name, and (3) the type of domain. Look at this example:

smith@qq. com

The first part, Smith, is the username which indentifies the owner of the
E-mail account. (Sometimes, a username is made of the person’s first initial and last
| name.) The next part, qq, is the host or domain name of the mail server where the
person’s mailbox is located. The final part, .com, identifies the type of domain
(e.g., .com for commercial sites, .edu for educational institutions, .org for non-
profit groups, etc.). In some cases, instead of the extension .com, you might see a
two-letter country extension like . jp for Japan, . fr for France, or . ru for Russia .cn
for China. An example for Italy might be franco@libero. it.

Ill. Read the following E-mails, and fill in the subject lines.
1. Subject:

Please regard this as a letter of apology for the recent problems that I caused you by moving
your belongings in the parking garage without your permission.

Believe me I had no intention of causing you any problems. Over the long weekend I decided
to rearrange my space in the garage and install some new shelving on the front wall opposite
my parking space. While I was at it I thought I would also tidy up the entire garage. It was
during that process that I noticed that your boxes of books were stored, what I thought was,

18 HHEABEIRAR/ 007



dangerously close to the electric heating element. So, I took the liberty of moving those boxes
to the other side of the garage. It didn’t occur to me at the time that this would block the

entry and exit on the passenger side of your vehicle.

After you brought this to my attention Monday evening I immediately moved your boxes back
to where they were stored originally. As you suggested, by stacking them carefully I was able
to place them so that there was sufficient safe clearance from the heating element. I trust you
will find everything in order now.

I'm really sorry that I didn’t check with you first before moving your belongings. I can now

see how it would have upset you to return after the holiday weekend and find your belongings
moved for no apparent reason. All [ can say is that it won’t happen again.

Sincerely,
Jeff Gibson

2. Subject:

The donut fairy left a dozen doughnuts in the downstairs break room. First come, first

served!

BEER: T
1. Re: Parking Garage Problem '
2. FYI: Donuts in Break Room J

$_1 & B (Fax)

& E (Fax) (332N facsimile, U N “ S HIA” “BEA” (& R —FAR# B K8
R T-Be. T RUVDRSE HERG HoRE ST | IR RIE 7 45 4 2 BB AR AR 0 iy S BRATT Y o A 05
FIRG 55 105 shali R 1R IR

R R (Fax) — Bl & SR AE SO 4. Horb A% Bk A% X HE BT S » KRB0 Rl 1Y
A2 B0 DUARENAT BUSIAR 50, RS {5 AFBE A 4% sk A% 50505 O8O H 1055
AR L5 1 SCRITE ARG ZRE  aT ARG HAA 00 R FI 5 bR 2R A R HTE AL
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S FENFEAR-RERE:

To. Wf% B AR HFR

Attn: (attention (W45 A% FLAET 184S A k4 VR 5555

Date: &KikfEILH P

Fax No. : {EEH 5

From: &AL HIBI sk AN E:4 5%

Subject(45H SUBJ) 5 Re(Regarding [U4H5) : b, i BG4 LN A

M FLATE I, 34 n] 40 & H B N %5 . Phone No., CC, E-mail, Ref. (reference), Our
Ref., Your Ref. %

N o G W=

ZEMNEEHA
L (i IBTREA 7

2. I RE S

3. fdi A7 S BT

%01 : FH soon f£#F in no time; J] also 8% in addition to; Jf] can {{# be able to; J{] first
% to begin with; ] therefore f#% as a result; A by {t# by means of 55§

4. EARZ RN OLT  af LA IS 15 1Al We

5. A LAZS W SE L ) have  has, had % 1 5]

6. AEAR SO T RAAS W I e i 45 i A 44

7. KK SCREA S g RRE, 0T LA 56 B

Sample 1
STS, INC
864 S. ROBERTSON BLVD, SUITE 303
LOS ANGELES CA 90035

TEL: (310)652 - 2315

FAX: (310)652 - 0516
TO: ANHUICEROIL. CORP ATTN: MR. S.Y.WU
FROM: I.FU/STS H.Q. DATE. JUNE 17, 2009
PAGE(S): 1

SUBJ: YOUR FAX DATED JUNE 16, 2009

F1E HKEABLEBIRTIR/ 009



