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A Guide to Business English Writing for Professional Fields ({ #i55 R37 9% X EE#
7)) ARG P A RIS H SRR A B AR B hR, a ittt S A
20 R A B L T R RAR . AT SRR | RO, I, BAS T
R (RHBHECEERRE) $—. =, b, AL L. FHATHERE ., K.
WEHREER; B2, W, +. +—. =, FARTHRRE, S, NSRS
SER BT AL =0 L . HEETRIKSUE. B, RERESER.
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Unit 1 Notice and Announcement 1

Unit 1 Notice and Announcement

I. Writing Requirements

i/ KR (Notices ) 246 HE SN S AR ARSI —FEE BRI | 2R R
fEBRRARN—FEIEER, XRSCUERARE . BEORS, —MRERETEEESEL
T, ERFEESIERT], . B, MSSFRE EMEXEE .. EARM I
g, @A/ Ja iR EAER S A ERXABERRAIER. = R0 % — Bk
AAE T, Ha, AR, F0, ZRENE. BENEMRLUGEEHEARE, G
PRRF, TE3C, HRERE,

% (Announcements ) &—F H ¥ AETE M TAESTH WA A, &R TE,
B AR TR A AR fEA (R R B IS TR R — R 43 1 S0
i -

MG AE—BARFBL T ILHR NS

1. A8, 3 05045 i Notice/ Announcements {EFRE, R THEER , AREA I K
”—:—5 n NOTICEJZANNOUNCEMENTSO

2. 1E3C: IESCPNASER S A SR LSS E ., Ha . AFRSINE s AR
ZU‘E?&%ZRD — RSB =R, ZRBSER. BERERESCHTEA RS,
FHERE Z AFRFRFHE AT R

3. Y6k IESCZIR M SRR A 00 F R B 2 PR, 9t AT DAL T IE SO
AT, BAUAREEEXNATA.

IL. Useful Expressions and Sentences Patterns
1. be requested to ... FWhpeeeer
2. be supposed to ... Whdli-----
3. be expected to ... FyEereeer , AR
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4. The students who are going to attend the opening ceremony will meet at the school gate
at 8 sharp tomorrow morning.
S FIALNEIFE TR L 8 sl ERI TS,

5. It is hereby announced that there will be a talk on the international trade in the

auditorium at 2:30 on Friday afternoon.
EFARE T 2 fHELa 6T IR 5 2, RHo%.
6. All the working staff are requested to be present at the meeting.
FORFTA B T2
7. If you are unable to attend, please call 5623489,
QSRARTGEE R, TR & 5623489,
8. It is expected that all the department managers are attending the meeting on time.
i BT 12 IR S &
9. New employees are welcomed to the party to be held in the auditorium at 7 p.m. on
December 31%. |
POHT A T2 12 A 31 H#E 7 el RS,
10. There will be no work to celebrate National Day for 7 days from October 1 to
October 7"
AT PRALERTT, 10 A1 HE 7 HER 7 X,
11. Please be on time.
A A
12. Work will be resumed on October 8" as the usual hours.
10 H 8 H MW EHE,
13. Wé apologize for any inconvenience that this may cause to you.
XIS E A E A TR

14. It is hereby announced that the board of directors has decided to dismiss Mr. James

Bartop, from the post of manager of Personnel Department.

GERQUGE, REEWN - Bt AFRem 1,

15. It is proclaimed that upon the decision of the board Ms. Jenny Smith is appointed

manager of After-sales Department.

ZER2YGE, B - LWL TR LS E RS EREH,
16. There is to notify that the power will be cut for two hours due to upgrading database

server from 8 a.m. to 10 a.m. this morning. It is hoped that residents make necessary
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preparations for the period of power cut.
B TR, SR LA 8 AT 10 S, TR R
A S g
‘ 17Yoi1r presence is cm'dhlly requested and your comment is solicited.
A3 S SR £ n
- 18. 'Hﬁs is nofiﬁcatioh of yém;mploym\mem of the enterprise, ‘eﬁ‘ective from January 2,
007, : b
AT 20174 1 A 2 FERAAAT R T,
19. The new timetable comes into _eﬁfe@t from October 1.
TR — B RSAT,
20. We will be in operation from September 1, 2016.
ATPEEA 2016 4E 9 A 1| HIFHRE L,

I11. Samples
» Sample 1

" > Rmmnée“\gemlon

: S/
FAEIEHET S A 15 HEYR B4 9 5876 203 SWERS, RERE
AANE SRR WESLER SN,
5H14H
N TR
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» Sample 2

» Reference Version

: SRR A LA 7 %
ZEEREHARATET 20178 H3H EFIEETH S SETW K

i) DI NGRS wﬁﬁﬁ“%ﬁ)&ii‘ﬁuﬁo ﬁu%ﬂ%%ﬁ?ﬁ@ﬁ%ﬂ@.
0066-27833666 B % Lucy Lee 1.

| 2 Refe:;nce Version \ ~]

Holiday Notice

To celebrate the coming Christmas and New Year, Sﬁ(dhey Branch (Beijing Trading
Corporation) will be closed from December 23", 2016 to January 5",2017.
. Thanks for your support!
We wish you Merry Christmas and a Happy New Year!
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» Reference Version i

Announcement

p February 1%, 2017
Dear clients, | ' | =
Please be informed that from February 5", 2017, Xinhua Co., Ltd. will be replaced
by Xinhua Investment Co., Ltd. We apologize for any inconvenience that this may cause
to you.

Xinhua Co., Ltd.

£ sy
m‘
\

I Sample 1 A4 ANERKNEBANARF FO LN DI, EXRAFHE S,
R AEEAE, BRTARAR. AL0A, BE, 2RAE, BRFEL.

2. Sample 2 - A A BHEREMBE, ENTHR, BHERMRAL SN, R
ATHROBABR, il %P kmalh TN RREAH LA, Bl A, Lis, K
AAFEE. |

5. Sample 3 4 1 2k 2 A K B 0 o, T HBMRE . B LRAR
WL WTAY BMR, Bk, HieTEEE.

4. Sample 4 KA T 45 RiB AR T i &) B £ 2 ik —Fwoh Laknd . T4
EX# LA, Blde, KA T be informed that ... ZHH @AY AL,

N
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IV. Writing Practice

Write two notices with the information given below.

1. Suppose the supermarket you work at needs to be decq‘rated from June 1* to July 15"
and you are asked to write a notice for the Managing Depar‘t‘mgnt to notify customers and
business partners.

» Reference Version

NOTICE

Managing Director
Decoration, June 1% to July 15"
Your attention, please! Due to the decoration, we regret to inform all our customers
and business partners that our supermarket will be closed from June 1* to July 15"
Work will be resumed on July 16" as the usual hours. You are warmly welcomed to our
supemmket later.

We apologize to you for any inconvenience caused.

2. EE-MFYEE. /RT3 A 8 HF4¥E Victoria Plaza EL—BE ik, B
KBS E. FsERE, —S8EE K 3000 T4, WRETFHLE R 19623365522,

> Reference Version

Lost

A black leather wallet was lost on the afternoon of March 8" in the Victoria Plaza.
There were a ID card, 2 credit cards, a reference letter and 3000 yuan in it. Wish the
finder contact me at 19623365522.

Thanks a lot.

N

V. Homework

1. BE—BIBHARE. HBEFAE T —MERE, A% 500 Tk, —KERF.
—IRTo RETIARIKE A B 506 ZIAM, thalAFTEIE 3325808 BA R
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2. IBEE—HIFTRE. REZEH, ATIKRA, RERMNFPNMMNEFZARAERLAITMN
HhHEM 2017 £ 3 A 1 BEZESR| THAESHREX 824K 38 5, H4 010010, 1R
MBERBIER 18904717711,

LEE—GIESHERRELMEN, SRE06F2H7HE MAKS, 2
B 15 BIEX 3,

4. BE—HIRERE, BARSATAERENE, EREFEELT WATLHM,
EKIEOIBENSE, AREFNABENFBREZE R NEEEZERFRIEE2017E6H
1 B B3, BHAEZE TongdaTradingCompany@sina.come. BXZ B85 2865797,

5. BE—BlXTEHAMBRAFEENEM. 15T 20165 1 A 8 HAMNBE X
RIfARZHE T 2016 FE 1 B 16 HER, 2016 2 B 20 HIER EiR, 2 A 26 H.
27 H. 28 B#RZ,
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"Unit2 Fax

I. Writing Requirements

e (Fax) BYZCRFRN facsimile, TN “EHlA". A —FBRLAESR
X, ClEAEEIAEP RER , AMOGEEET P bbE , G SO . B ks
FHAEEEEERN S XTI , T HERAERE . SEOMKER. LT RASEH—X 24 /it
%, BMELE FEE TN EERHREICRIZE N . X SR TRATAY H A TG T 5 1%
Bl TR,

R BB ERXFIEERF, EXAEEE S TRsEshh , BNEa %
B EHE L (fax cover sheet ) FEZENZ ( fax message ) W HIal. He , fEE LA
A HEBERE , KEBAALAA FEH & TUEREA A C B2 i, HEAaFBLU TS

1. To: WHFA (Sl B BAIEAA );

2. Attn. (attention ): HEWUEEMTI TSN AR . BHFE;

3. Date: KRAZEM H B,

4. From: KN (FEGEMBEAHENAN, 5% );

5. Fax No.: fEHHLS5;

6. Page(s): fEETUEG

7. Subject ( 455 SUBJ ) / Regarding ( 4655 Re ): {5 ELF-Ralhrl, a0 e % 3%
HEERINE;

8. AR AN H, FAHE ML Z: Phone No., E-mail, Ref, (reference I4F %5 ,
BERSERS, BRESEFEAXARNEZMEFE ), OurRef. (RFHS, A
fEAGS ), YourRef (BiH %S, HIUEAHS ), CC (¥, BPHAMMFAN) %,

ERNEFRMERRIEZH, TREREERAGE. EREERFE 425
o —ALHE AT

1. Salutation ( FRFF, KEHUFL T4 £ );
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2.Body (IE3C, BMEEMEZENE);

3. Complimentary close ( 458, —&4bsuPErIBen );

4. Notes ( #5{E, — S A If you do not receive all the pages, please advise us as
soon as possible. FFFFE );

5. Enclosure ( Wi, BafEIARHIEN A SY0R ); ¥

6. Signature (&4, KIGEANER, ARTTEKE )

JE AL B H S TR A Z N, BT ARG RS, | HREREAEL B 3R
RN WA RS, ERITS%,

EERIES R

1. BT RAA B 5

2. (RS RIE S

3. (R BB . 40 soon A8 in no time, JH also f4% in addition to, i can
% be able to, FH first fC#F to begin with, F therefore {t#F as a result, F by fU# by
means of &5

4. FER T HERMEOLT, AT LA g I8 1R We;

5. AT LAE M SE A 1) have, has, had ZBiEhi;

6. fEAEIER AR T LA S AR IS . G5 HEZ A ;

7. KK CEE GG IRIRE, TUSRBE,

II. Useful Expressions and Sentences Patterns
1. interested in hearing about ... Xf------fREIGER, JEBEHTE.
2. accompanying this FAX is ... FfiltfEH—IFREMRR -
3. trust that Sfoﬁ will ... (GRS
4. 1 will prepare a draft of the contract for discussion.

SRS T 2 £ e R O
5. Thank you very much for the fax of June 15, 2017.
JEH BRIHETE 2017 48 6 A 15 H ARG R
6. Please call me if the fax is illegible. ( “FIEATHEE )
LAEEFIMATER | HATRITHIE,
7. If you experience any trouble with the transmission ( %3 ), call me at ...

WAL BB TR , AT AR
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8. Your fax arrived this morning /yesterday.
W (807 ) AORMIERE T4 KA/ ERWE,
9. At your request, I am faxing. !
IR (5175 ) ZoR, BURHERLIR. N
10. Please forgive my delay in responding to your fax.
HRIRIRR AR (7 ) 1420 =Y

I11. Samples
» Sample 1
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- otc4d
AR | AR 189 % OTC K
crall O EEEMANER 702 ¢
i W& (213) 748-6141
L TG Q13) T48-6141
B MICAE \\'\_ - o A éﬁﬁiﬁ-%
RIEA: MBS MRAM: 2017 2A 128
RS 245108 - RIS 5412/
ik P95 - 1A . w13
M RERE 5 /
W RS e

W LA SEAE, HAERA A BUOWH A TR . T/ 7S
CFFAA (201848 1 A 15 B ) TEAA%KTT, MBI RET I —B 8.
A AR A REUROGH, ATEERRA. ’

SN b 1 A RS TR RO . TR, WX AW ER
Ik, HAEBERERIMAWE I, MEENEE,

B

Y,
. A 3 - AT
h A
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-

> Reference Version
'&#A: Peterson vty (BB 25412235
%HEA: Frank - fEEE. 15425645

H . -2_01"7£F7'H 14 H i S
P IR IR EMATER, RARRR.
SRR At K

BRI B AR R, m¢am:¢§mwm—@ﬁ%ﬁm i
BRFEERIFER. D, REEWRIRRIGET 7 A 22 7 0085 W3t
TH. BERRAM MW, FEREHROSESE.

R DI CETH B TRIGTAHCHIRIIEIE, RREHAER.
IR, ﬁ%ﬁ%ﬁgﬁﬁag.ﬁéﬁﬁmﬁwn £

!
e SR, =T eloalting - |

%iﬁﬂg
xn

R, T ZE 52 BEPDRIE U5 M) : www. ertongbook. com



