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AEXRE—THEEENTH CREABAXTRT
i ANREEFEN T, TER A% RENSHEHR
BHEEREN. HIGERTERXHN A ERMTE AR
BEREE R, 5 A AR SF XA TE R
A2 B B R EGE S A BRI R B
FARIRMETTENSEHE, BVELELER. Al
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OB RETE.

ERXZE L LAERE— P HCEE, EWH AR
“Clear writing comes from clear thinking. " Mt & {12 I E
HEREAXZW NEEUTILA:

L ZAXHEEMREE, 5EMBHME? AR
MREX R ARNE N, EEF.ER . B8. Xhk L BN %
HIEARH.

2. FMEBAIME, Eﬁh‘ﬂ?ﬁ%y AXABBELFA
A IR /T8 A B BRI R .

3. MAXHKERT AR,

4. HUBEEAXNNE, 2XXBE—ARIECHT
fE, EﬁﬁﬁlﬂﬂﬂTUMIé‘FEﬁﬁ*
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EBHRA outline) TUMB T REMARLHEEN
HEHFRAZRAXAETHRE 5. BETURKESE
FRERE, FLOHMRE  EE A0 F o] LT R
& U, LR, 7T LASE T 3L ph SO 1T BB A M K HE R
FHRE , BB R E THFARE, X — ﬁ&(ﬂEF‘H&‘J#
fddRP R,
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AXHUR LRSS E, AL BEY. — M BREEH
T. RERLOE - ABERRT TEBRNES —BE
B, REEE N BB LR SRR B NRER,

S B A R R0 B, T BT R
— SR — R TR BV R — 2 B AR B
B R A — A B — B U B AR BT B B 9
o R B BT, RTTERRL 1 REEIU FRER

L Raa— Al B,

2. BEG—

3. RHERIEMERE,

4. BUMAS,

U . 33T, G M 2

DX FFRE R ER gﬁd&ﬁfﬂiﬁﬁﬂ: 43
X—FLBUAU T EETF:
1. MEHM HNE O PAE B (Outline what you want to
say). XT%E"XE§§§E‘JW§BQ‘D§JL& Eﬁﬂﬁﬂﬂﬁ
- TYAXHENBRERT.
2. MiEEEHRIFH T M (Start where your readers are),
M REE, MM EREHNECLRET 20,88
HEAFX—-FHEHIR MEIRX— S AR EFHEER.

3. RERAHIARE (Avoid jargon), B RIFERE
AXHREMEL RGN, {HE mmﬂ§ﬁ$5&ﬁ$a¥%ﬂ
Bz,

4. ggﬁ‘%}iﬁ(&lek to the point), ’SEE%%B‘JW
BARAVE . KEXRE,

- —



5. R & #§ P (Be as brief as possible), i # X ¥
(Reader’s Digest) E%}ﬁi%‘ﬁﬁ'&T UTRBEERHEYS
®=

E/IBRIEN IENET B JHE BT F HEP (Pre-
sent your points in logical ABC order),

(DR EEZECLHENRELARBES (Don’t
word telling people what they have already known),

(3) 4 — B R BB FH LB (Cut out excess evi-
dence and unnecessary anecdotes),

WREAEHK, Fim.

The cherry tree was chopped down by George Washing-
ton. ¥ B ¥ George Washington chopped down the cherry
tree. '

GOEA—TRAHIRAREE. Aim.

at the present tim

in the event of —if

in the majority of instance——usually

WA, ERBRUGES —RIA, —ERFHRA XS
HEBCHHERHWER,

H.ARME

EfF—RASCAEBTHNM A, AMUEECRAREN
W, BHAES), EMAEENAREKH. IR-RAX
BHEE BN RZFEVARTE RLERIES.
EfE—fRAXRFAASER, FELARKBHRNTET
R, TR A ERHE BB X EALBE, BRESTH, —
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BE—% —BE B FERELTNSAABEHE.B2E
KLGEL KM iLAE T AR Z .,

FEABINHHRE  HRamE TE, ALk,
RERABXENHER., B ETRA . BEM; X E
EZEN HERN. 28 —FEE. 5. A6, RETHEE
A mGE R AR R R RE BN AT BHE
XL NERMTILAHE:

1. BMAXE-AEE. TERRE AWRSHE.E
MREAH .

2. %ﬁ*ﬁﬁiﬂ’fﬁ Y E Libis &2 kP
RS SR AELRCETHETHE . 4BRAER, %)‘9?
AR BERREE, XREM LRI,

3. BMERE. AXRERERNENTY, RERE
ZH, AR ERELBY, REBRE HIF . FEHERN.
EXMERARE SHENN RN FHELZH T, EHFTX,
WL R AN E R, B eI RISy %EZHZ?J‘?%TB’EHE?E
%.

BZ AXHARE— 4‘#%&‘]@&‘] ﬂéaiﬂﬁuﬁﬁ
BB A VLR B KR 3R ‘

e '3&35[

HWAZBHAMEBY, BIORMBM, "X IEHEE T
PRERYBIR. YRXBECAEER. BEHEDET
B, B3 A BNETHEXEPHZRET.EX
FERBGH, LR B Ry iR, LIRS M SC AR B
AEE-THRAMEENHR LREHXE .S —&FE%E
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C FEO T A ERITRNER.

FEAREEERACH X E REEKR, —EmOH, X
AhuE i E AR — R X B R RBIRE RN, &F
EARETEUECXE WREEAXEZEE LILAKL
TR B a7, X O] B Rk 2 U ST B L ZE T L
BEYLARBEINTE, aCBkACHXE, NRtLEL
W, EEHNEAT —FE L, AREBIRE A, X
BAE EXENCEEMZ FXBEECHXE. AEHEAR
EHBRTE. EXFEAT, MRXGAF BRIFEIAE
— B, REEL MHAMNELRERBESFT, . AHRLE
Bk, WTFBEHFARROAI TUESFEHRELR, o
JLEBEE,XH, R A X EWEEICILPELK
RT.ABREHCEXRNER MAVEXERTHHR
oA T REE, XHEASTER PR H B EE.

ERAARE . HE BRI RP BUNUTILFTIHE:

1. AGREEMENT, ixﬁ%‘tﬁré&)\ﬁ:wﬁrﬁﬁ—ﬁ?
*%Rﬁ 5%fmiERE B0

2. BRIEF: A X R E R AHEE?

3. CASE . ff A R EER?

4. COHERENCE. &S5 B#ME R & HIEH?

5. DIVISION ] FREEN U REER?

6. EXPRESSION; i £ XM AR RES A XM EH—
By : -
7. FACT. REMMBEALAXEEWFI T HXM
8

8. GENDER: RiFMHFIRERR?



9. HANDWRITING : £33 E Rl fTEN R B EE?
10. INCOMPLETE: REZEFAMRBAAEET In
®ig? ATEETE?
11. JON X &M RE LA REEH
12. KEY . R HE— XM B RRAHET? _
13. LONG G FH EMshAM RIBRERK? BERE

14. MOOD IR H T BELER B EER?

15. NOMBER : iR L AR EMT s HERBOEANF
WT s?

16. OMIT, EEAEi&w#}T%’%aﬁﬁﬁj?

17. PROPOSITION. X @I AMBKERE S FER?

18. PUNCTUATION . R ESSEH THRA?

19. QUESTION: R mj#ga <.+, %lﬁ]’ﬁ}%@ﬁﬁﬁa“‘
LBk

20. RECONSTRUCT: jcﬁéﬂ%#&%@ﬁﬁiﬁméﬂ

21. SPELLING : 2 &R BB HR?

22. TENSE: W ARBIER?

23. UNITY . & Xi BERER—7 —BIEHT LES,
REXREAN. XHBREFEEXT, uﬁﬁllﬁ?”\jcm»)m
Hi?

24. VOICE: BB ERARERY?

25. WORD: RERT 28 A T g&iA UK A3
HBRTHASS,
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— R A BT ARR .V EE DR GERLERE
RILGEFSHEARRBREERE. NEAXNERMA.EH
KEEF&#HAX, E%ﬂ@"i‘“h BRSREA.
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WHATHRRAESHLEa K, '@J

Discount cannot now be allowed.

An early reply would be appreciated.
QBREFRERAAA. Bl
K.L.Liang .

J. M. Collins

QiR EATNK. 4.
a.m.,p.m. (E&F,TH)

Dec. (December)

- MR. ,Mrs.

Wt HMBETIERE AESAZRAEANKS T 5.
$15.09 $3.45 ‘ i
T
() WESIEME SRR, RERA .
(b) BOEFREABTE M-
George V(FFIEH D)

T ) B M ESRESYHEEREIAA S, Bl
BBC (British Broadcasting Coporation FE ™ ﬁ ‘Eﬂ)
NBC (National Bus Company ZEEERR%E 2
UNESCO (United Nations Educational , Scientific and

J— 8 —_—



Cultural Organization & E B 3CAR)
(d) HE&EIFNGIXHRY R —MEFI SN, #l.
He said, “I'm a student. "(4thi}, , “BR B KF¥FE™)
2. [LJBA
WAFRPHIIESZE., #:
Miss Ayton has a pleasing and attractive personality,

and we have found her character beyond reproach. (Ayton

IR YRS AR BT RS, RITR B M A A& T
fﬁﬁ )

OB AMEZREE ﬁﬁ'ﬂ‘ )

August 15, 1092

National Day, 1991

(3)’74’%3’&15&%%%)@.“{'ﬁ’ﬂ?ﬂ‘]ﬁﬂﬂ%ﬁﬁﬂ‘.
Bl

Finally, is her attitude to work satisfactory?

(BE—M M TAESERESAHE?Y

WRIBAER A ERTE S H—RAZERAF. A

As we have not yet received the cable, would you
please look into the matter? (B M AIB KW Z] B R, IF6E
BEE—-THHED

GIEERFEC BN EHER. #l:

Beijing is our capital, where many high buildings are

under construction. (A X RN EE, EERIZFLE®
KED

(6) 7 however, of course, certainly, surely, indeed %
WZEREAMURRBERHENR. 7.
- J— 9 —



Our transactions with this firm, however, have been so
small that they don’s justify an opinion from us about their
financial standing. (A[&, RIS HAAHRBEHEEER
£, LB LN ZEA T EEL D

(NERRHEFH, AERERBERAE, TR#RE
x. #.

The first half time was dull; the second half time,
exciting. (EEHBARITE, TERHRBEK . MAO

(&)X LB By A F IR R . B

The more, the better. (RRERIF.)

O ERFEEHES, 5AFHRERS 2. A

He said, “This is not my signature. ” (fif . “X AR
MEFE.”) -

(10) B8 A4 it e 73l R T RE A, Bl

25 First Avenue, New York, USA

38 Suzhou Street, Beijing, China

QDEEXBHEMGBEERESR. H:

- Yours sincerely,

Cordially yours,

Yours truly,

Sincerely yours,

- 3. [?]m@%
(ORAERRGZE. #. : »

Do they order freely? (fsfi1H i % 513 7)

QOERMAZ FER/ES. fl.
He can do it well, can’t he?



GO —HHH— MU ERAFE, TUEERPE -1
MEXFER. AMBEEFRAEREMRSFSHED. #.

The contract was signed on August 15 (?), 1985. (GX
R EERZ 1985 4 8 A 15 H(DEITH.)

4. P IFABHSRERS

(DERSEELALMESHE  ERUBERNEL
.

R FAERFSRREIFAYIHTE R, ERERR AN
A, Bl

one day’s work (—RXHMT4E)

two months’ leave (%A ED

OREE%S. B

five o’ clock=five of the clock

’85=1985

I’d=1I had; I would

we’re=we are

5. 1%8

683 3T ;P Ao TioPigabdiy f ¥ NG 3 30 R )
TERRLF. B

We should be willing to allow credit up to $400; We
have in fact had several orders from this firm for much larg- |
er amounts. (ZIERAF 400 #THRT; EHKLERNE
SWE T ZAEEKAITRR.)

()TEH B4 B 9 B 37 therefore, however, hence,
accordingly, so, thus, otherwise, moreover % i B H % f
. A
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