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Lesson

Speaking in Public AR

Speaking for Public Relations
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(1)
(1)
ceereeennnenn (2)

Text A: At Banquet Welcoming President Nixon

Premier Zhou En Lai’s Toast

FWETHRBE S LA

Text B: President Nixon’s Toast J&5#A BGAIPLE

Reading for Further Information
(AR Aoh. goa e S ¥
What Is Public Speaking 1+ %
Establishing Goals
Research and Analysis 8 & 5
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&R
N
wEMH
# i 0 A

Speaker Analysis
Audience Analysis
Occasion Analysis
Setting Analysis
Selecting a Topic
The Thesis
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Lesson 2 ( 19')
Text A: President 5 Welcomihg Message to Inter-

national Tourists GBS e i & A9 XA i7]
Text B: A Sales Talk ﬁ%ﬁ% (20)
Reading for Further Information
Outlining a Speech & #f 1&
Patterns of Outlining Ei#f A E 4 LK
Supporting Materials &1
Organizing the Presentation R N E KA R

Text A: An Announcement 13K - ooveeeeerenennee-(134)
Text B; Introducing a Speaker A 4RE#FE -----(35)
Text C: The Eulogy: In Memory of Robert Kennedy
iR . ﬁ@?{aﬁﬁ}ﬁﬁ( 37)

Reading for Further Information
BIEGTPRYEIL: v rereenneersennmne e enneeens (42

The Informative Speech 15 & ¥ &

Persuasive Talks b % ¥ & #

The Speech to Entertain i . # /% #

Special Occasion Speeches 4% %37 & & #

The Delivery of a Speech & # £ 17

UNIT 2 Telephone Communication G438 - (50)

Lesson 4 (51 )
2 .



Text A; A Making an Appointment ELIEW Y ==+~ (.51)
Text B: A Telephone Recording F&FHE - (53)

Text C: A Telephone Recording FEHFHIFHRR - (54)
Text D: A Telephone Message Form Hi&igF - (55)
Reading for Further Information

Telephone Communication 3% % #
Courtesy iL%%

Accuracy

Clarity 7

Keeping Telephone Message #,i% it &
Telephone Recording X & #.i&

Answering Service N &Mk 4%

Time Zoons i X F| A

Other Service Options  #,1% B9 & ¥ IR & 34 6

UNIT 3 News Conferences HEE/{E o (62)

Text A: Qian Qi Chen on China’s Foreign Policy and
Present International Situation
BHBX T ICBRM éﬁlﬁ%%ﬁlﬂ%ﬂ
(63 )
Reading for Further Information
News Conferences #7 H 8 # 2
The Time & [§
The Place 3 &



The Organization # £

The Layout of the Conference Room &% # &
The Notification to the Reporters i 4710 #
The Spokesperson # 8 £ & A

The Media Kit  #7 %4 %

UNIT 4 Negotiations RFIFEIF «-veveeveenceeena( 93 )

LeSSon 6  serrerssesersennenin s st (G4 )
Text A: The Negotiation with an Unsatisfied Customer
SRR LIIRE] o vveeoermmesmeennnnennn (04 )

Reading for Further Information

Negotiating 3 #| £ 75

Preparation for the Negotiation 3 #| #% &

Opening Remark Approaches % # 87 3% & R

Negotiation Strategies 3 #| 5% 8 )

Assertion and Aggression R #H W5 EE XK &

Caucus M55 &

The Pace of the Negotiation % #| 8% &

How to Draft Agreements and Contracts

EHUEHNE S H

Part Two Writing for Public Relations
EHS  EAARKESERIG e (115)
UNIT 5 Advertising T ccreeeeereiene o (115)

Lesson 7  ceverrereriesiiniiiieininiieienieenseenneeenn-. (116)
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Text A: Magazine Advertising e e (116)

Text B: Newspaper Advertising R4S & oo+ (119)
Reading for Further Information ,

Advertising J" &

Guidelines for Writing Advertising Copy
IEXEFEEL

Objectives of the Copy [ 4 X F |1 8 B 47

The Media and Copy Writing #H& 5 & X 4| ({3
Approaches to Message Presentation [~ 4 € & i |
Execution Styles [~ 4 1] & 89 A 4%

The Tone [~ % | & #4 #

The Language J %1%

Lesson 8 (131)
Text A: Television Advertising BHS & «--ooreeeeee--(131)
Text B: Radio Advertising J 3§/ 4 «--eereeeeeereeee--(135)
Text C: Out-of-home Advertising JHFT g «oveeveeees (137)
Text D: Out-of-home Advertising AN "8 «voeeeeeeee (138)
Reading for Further Information

FESE R (138)

Copywriting for Print Media F1 Rl " 4 By X £ s
Copywriting for Newspapers & 4t JTE X FE A
Copywriting for Magazines 4 %" 4 #h X £ €| fF
Copywriting for Broadcast and Film Advertising
BB ERXFEE

Copywriting for Out-of-home Media
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Text A: Institutional Advertising ®MWER]&H - (151)
Text B: Advocacy Advertising [RJEAR] & - (153)
Text C: Public Service Advertising ZY38) & =oveeeer (158)
Reading for Further Information
ik 5 YR . ceererereeeennenes oo e (162)

Public Relations Advertising A3 X & &

Public Relations Advertising in the Late 90s

0 ERHAEXR &

Institutional Advertising Y H &K &

Advocacy Advertising {1 B A % )7 &

Public Service Advertising A% &

Political Advertising K& /) %
UNIT 6 Brochures EH?“F‘ (169)
Lesson 10 teeessssseneassaesatsies (170)
Text A: A Selling Brochure {E&¥EE &R - (170)

Text B: An Informational Brochure {8 B¥EEEFR -+ (176)
Reading for Further Information

Brochures E%F

Concept 4

Validity %7

Copy Writing X E 4|1

Application and Distribution of the Brochure

s RN A RAT



The Message and Space WE 5K
UNIT 7  The News Release HiE#i# - (191)

Text A: A Press Release IRACHHME oo oo (192)
Text B: A Radio Release [ #&H B fRAE - -----+ -+ -+ (194)
Text C: A Photo Release B R HEIRE - ----o-- -+ (196)
Reading for Further Information
BIEEERYEEL:  cooreveve e esesmneessesnsnnssenenene (197)
The News Release #7 [ i i
Writing a News Release #7 [# ¥ 8 5 1
The Lead #i%
Types of News Lead % & 8 % J
Explanatory or Background Materials
mEEEEENE
Types of Release 7 [ 1% 1 #4 % 3|
The Style of the Release #7 [8 % # & M &
The Format of a News Release
1 W IR E G HE

News Releases for Radio and Television

I L X% Ak &
UNIT 8 Business Letter Writing B4 {5 KRB 1E

Lesson 12 (206)
Text A: A Letter of Invitation BIF{EF ooroeeeveeeee o (206)
TE)_(t B: An Invitation Card iﬁﬁ (208)
Text C: A Letier of Accepting a Formal Invitation



Text D: A Letter of Accepting a Formal Invitation
Text E: A Letter of Refusing an Invitation #4815 5
Text F: A Letter of Invitation BEIEFER -----ovvveeeer-e-(212)
Text G: A Wedding Invitation #FFLIFR -« oo+ (214)
Reading for Further Information

Business Letter Writing H & & E %

Contents of a Business Letter B &1 & W R A

Writing a “Good News” Letter

“UHE” FEMHE %

Writing a “Bad News” Letter

“HEE” FEWNEE

The Language of Business Letters B &5 & #iE 5

Lesson 13 --(222)
Text A: A Letter of Inquiry [MfIf§ER -oooreeeeeeeeoo(222)
Text B: Answering Inquiries [B] & [A]{f]pK «------------(225)
Text C: An Announcement to a New Customer
EEEFEPE e (226)
Text D: A Special Announcement $533@8E - veeee (228)
Text E: A Letter of Application RERHFMGH ---(229)
Job Application RER{E
Resume {87
Text F: An Application Letter HiEXTEEH - - (237)



Reading for Further Information

The Format of a Business Letter if‘]—%f» AL

Salutation and Complimentaryr Close #t5#%#E

Lesson 14 (244)
Text A: A Letter of Apology BOKGER ----oooooo- - (244)
Text B: A Letter of Congratulation PLEfEH - (246)
Text C: A Letter of Thanks JRBHZE -eoooeeereee - (247)
Text D: A Follow — up Letter BZE{EHGE - (249)
Text E: A Letter of Sympathy 5K R .19 B
Text F: A Card of Sympathy BIFEH ---voeeveeeeeerene oo (254)

Reading for Further Information

Typing Styles of Business Letters
B 415 B 6937 60 A

Full Blocked Style 2 7 3k =

Blocked Style 7 3k 3,

Semi — blocked Style # 7 k&

Simplified Style 5% &

Margins i f7

Spacing [E ¥

Open and Closed Punctuation F &, 5 F K 47 &

UNIT 9 Report Writing ﬁ%grf/g ..................(264)'

Text A: CNTA Sydney Office Tavel Promotion Program 1990
9



CNTA BT B4 1990 22 HRUSE B9 ISR - -

Reading for Further Information

Report Writing 4 5 £

Report Structure WEWEN
The Annual Report % E 4%
Physical Presentation of the Report

WEHRE & H

Part Three Practical Skills and Strategies
for Public Relations

F=84 ERBAXRBHERESHEIT - (313)
UNIT 10 Meetings %1)‘((313)

Text A: First Announcement of APSP «--:cceeerreeeeene(314)
JEi(ﬂﬁlZfﬁﬂ kiﬂﬁfﬂi‘iAthEﬁﬁTA—"%

Text B: Reply Form ﬁ%ﬂ@& -+ (325)
Text C: Notice for Schedule Change z;l)‘(l)'(ﬁ}{f

Text D: Notice of Public Relations Managers Club of Beijing
jbﬁﬂ%%ﬁ%ﬁ%%ﬁﬂ .....................(328)

Reading for Further Information

Organizing Meetings and Conferences
10 '



