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SUBJECT:
DATE:
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TO:
FROM:
RE:

& 3

TO: DATE:
SUBJECT: FROM:

WS ER . R B S R I mE RS,
Dear Sir, Dear Mr. Gates, t11 /s 45 5 1% . 2 {[]Sincerely, Sincerely
Yours, Truly YoursZ .
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Writing Strategies
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WMEE7E20014 98 |would appreciate[apri: ieit] the form filled
10 HEjIEZ %4 inand returned to the Administrative
FEE{TEER], [ed'ministrativ] Office by September10,
BRI 2001.

% administrative adj. & 3 # T
15i0187E20014£9 Please be sure to have the forms filled in
B 30 HEjiEE$E and returned to the Administrative Office

KeHEEYTEER ], by 10 September 2001.

4) EEANRAEESZ There will be no need for you to prepare
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any special equipment for me.
| don’t need any special equipment.

Thank you for reminding me of the meet-
ing, and | should like to have an overhead
projector for the session.

Sremind vt 1R B, F AR

| have been informed of the meeting and
would ask for an overhead projector
[pra'dzekta] for the meeting.

%y projector n. Bk AL

Case Study

All Office Workers

All Van and Lorry Drivers

All staff

Gustaff n KRR 2KRIHEAR
Liu Tian, Office Director

All department heads

All Branch Office

G

Lucy Chen
Lynn
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(first name) & £ ,
Paul Smith, Personnel['pa:sa'nel] Dept.
<& personnel n. AR ,EBRR
Elaine Harris, Accounts

Jane Richards, Personnel

QDAXEBAN—BARAEARS, BESELRE
BEORrAERNIT, ESKUNEENE, #H
Il Department — 7] 7] & ¥

Mr. John Lathen, General Manager

DEBABEFAREE, HAFUNAL LS
A (Mr.)

Smoking

Bicycle

Computer

Parking in the Staff Car Park

Interview['intavju:] on Monday
Sending of Information

Urgent Meeting

Health & Safety Inspector’s[in'spekts] Visit
S inspector n. 2 R, M 7
Reporting to Finance[fai'naens]
% finance n. WK , & @
Problems Facing the Company
The Spring Festival[festaval]

% festivaln. ¥ H , X H
Annual['=njusl] Staff Dinner
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annual adj. —E— KW, BEW

A New Plan

Travel Allowance[a'lauans] Related to The
Expense Report 2001

allowance n. E Uk, #MB)

Travel Allowance Deduction[di'dak [ an]
Related to Entertainment[enta'teinmant]

4vdeductionn. Fu s entertainment m. K4, & %
Payment for Personnel Files Keeping Fee
in the Talent['teclant] Center

S talent center A4 K F 0

Members of staff who cycle to work leave
their bicycles behind the office building.

You have all received the letter related to
the new salary and travel allowance struc-
ture for 2001. The travel allowance is
RMB160/ 80 for a full departure[di'pa:t/s]
or return day. If anyone has a business
entertainment claimed[kleim] on the travel
day, he/ she should deduct RMB40 (was
30) from the travel allowance.
% related to ‘g‘ﬁ “BH.oo... HKH”,
MW ERA “BARZH, EL, fuld
parture B “Hf,%éi”, claim E]\E—i,@/@
K C(RIEAXF]) ER” returnday § “H =
2 K business entertainment % “F TYE%E
ERFEEFPEEDR,

structure

For all the staff working for ABC China Ltd, (7



a®

MRS, HETA
BEFRESHA
FXR@mAl, 2F
BEANEZAR
B 80TTARMAY
%R, AT
MERSRAEE—
iR .
MERESE 42 A 19
ZF23H. HI@XA
EEMEDR A
HARBETFHI—
Kz, BAEAM
ME R MR —
X, EENBES
IR ER, E
RANBAMZBREZ
H,

E) ARLBIE

if one’s personnel files are kept in the lo-
cal talent center, the company would re-
imburse the cost for file keeping up to max
RMB80 per month. The expense can be
claimed together with the monthly ex-
pense report.
reimburse 4 “F(ME, EHR” , max A maxi-
mum (%) W E, clam AX ERT “R
7,
Everybody will be off during 19-23 Feb. The
first four days is “Spring Festival Days”
and the Friday will be a holiday. So please
deduct one day from your annual holidays.
If anybody would like to take holidays to-
gether with the Spring Festival holidays,
please inform your manager in advance.
% be off & “HKMR”, take holiday & “/KB” ,
in advance &4 “ZFEs, #{A”. inform Fa

tell B & B AR L, 1B 5 1 — % H inform DA
BER. XHEHELR.
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Please pass me all the information you
have about ...
I should like to know exactly what action
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has been taken.
I should like you to give me a record of ...

Calling for action
Can you please arrange for ...
Do not forget to ...
Please find out ...

| would like you to ...
Do you think it would be possible to ... ?

I am writing to remind you that ...

(informing
| have looked into this matter ...

I have made enquiries[in'kwaiori] about ...
| have checked my records ...

I have investigated[in'vestigeitid] ... as re-
quested in your memo of March 3.

I have completed my study of ...

Explaining
| am told that ...
I am informed that ...

I understand that ... was unaware['Ana'wea]
of the situation.

@ be unaware of X7 “RFEH, Rl




