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Courteous, Concise, Clear,
Concrete, and Correct

L3R, RiBA. B, AAEFIER

@ Develop the “You” Attitude
HFRUARE PO EE
Use Positive Words

{85 IE m R

Use Gender-Free Terms

s FE A A B

Choose Efficient Words

b = &L

Wirite in the Active Voice for Conciseness and in the Passive Voice

for Diplomacy

FESERLRET , BB SR FRES
Avoid Dangling Constructions

G T B A 1

Use Parallel Structure

P74

Use Correct Words and Phrases
A% FH X W 9 iR FniE] 41

o Mo Mo No Blo Mo Mo MO

Summary
B




&)

Learning Objectives AR F*%2] Hbs

FRE—FUR, (REZAEBMD .

B BITELIRFE D Pt HIE S,
PrINFoEE %A AR R T EHIE R,

INFoEE S Y ZY R ANTE T,

PIAFolt % FER L ( dangling construction ).
Ao R R TN,

e RIFEZRIERAEHIIF0ITLE,

E %g il

[}

REPRE—, WM& MRS . BREHNTER. BILEF RN VI%EEHTT,
X R RARBE AR RIS B MRS TAE

A BN AR R B EAR R B 55 38 Wi TT (business communication skills o EAF4ABIEE, EH R
HINFERL A Z AR, EXTERNACR SRR, Al AAARBERREE S,

2R3 F ( communication ) ? ZMBMEE L LA, P&, BT, IHERE. REMEEH
FEEFHITHE BT . XME B REE - MERE (RiEE. BEEFRZARR) AI— 12
F (WE. SEEIWEE )

i 55 3 (business communication ) BEMFARPWERBEH. EV—MERE, KEE
ARMAZR, EATHHNGEE (KEZHENEERKRERANER ) AAA3E, HEMEX
BcE B —MRAER B R E—EZE N — N EEFRAE A,

PROAIBE F R II R M BT, ARRREIRERREN. ZRRBFELR S, N T LR
ARNEHL, LSRR . R, B, BRRIER, X SR iR AT DA Bk Gl ko
BEFRIRE, iofE, RETRIEMER, AEHAC, MEESAHIABTEN,

INFAREERE BB TR, BUPT LI MBS . IRARAE BRI / 8 B IR AT
BERZINER, ROSCFLFEISE. Wi, 5. BEMER.

XEEME, KMETESBMEXNETS, e ESEEMXRETT, £ LERRERE
s, RAHMZERBIG SRR

FIFSE (internship ) RFHRHEA BB MBTIN R T, SEETE R ERAKER TR,
T EMIELE—RE, W LRE, I, RATEELBBIR B TAERE, TR AR

#HEE ., HETHRE—BEEHZRE, REFB—MFITE, HREXHTE,

A4

Develop the “You” Attitude 1ZFE LiZE A A B
A

AR / EE RO (the “You” attirude ) MRE, ERFLHP, ENFE /ikH /
WEERAERESRE. EBER, B “RI1/R” BRI/ RE” 208 “R7. “RE”
RO BREAEZERATERE. R MEEE, ARED: “XHENEEREER

U

PRSI 4 S o

ysidug u uonedunwIwoy) yusuwiopdurg




AT IHREIRL? 7

TR, BEREE, EHEERFILAEE. FTEOKRZRD, RATLUEHRR

WEEME RIS S REWE FARHER . BB, R RIS IR RERIE,
Hit, EEBE S RENGR, XEETEOCEEREL. FaREaTF. BRERRMELT
BHE, BRAZERLRE IR ONSE, BEOBFERSE B X, BIERE—NRHEE, daLl

2ITEAE,FEECANMAR “LEEIPLRSE” (the “You” attitude ) BB “LMEH
AHFLHEE (the “I/We” attitude ):

[WAEE B Hls] | T want to have an interview on June 6. Call me at 352-467-8898 to arrange an interview
to discuss what your company can offer me.
KBEE6 A 6 B @R, KB E 352-467-8898 ZH— A @K, HitHAd)
BE A BB BT A
[LLiEEZE A Hrils] | Please consider me for this position. T can be reached at 906-558-7578 between 9 a.m.
and 11: 30 a.m. to schedule an interview to discuss how my qualifications can meet the
teaching needs of your EFL program.
HH R R X AL, ETAEEF 9 53] 11 5 F K 4T 906-558-7578
BEAKA, 2HaX, FTRANFHLEHFERN EFL HFREH R R,

O BAEHAATFF, BOREEI(R). BRWERE “HiTRAFRAIRELESL",
XA FURRRE R EREE, FRIEER B AY, ESHSS— TR VR R
EE,

S FIAWEMTFH: (1) FERETASEMIAL please (3F ) (2) BERFFANER (fIRER
RAAMEHEKR), IHREERAEENRASRANE, SLEMEENER, WRRT
EESHEERR L. (3) HRMHME “HEREFGRBMA SR BEFL 2ERBHER",
BB LHEERENTR L.

[EL {E& AL | We received your resume and cover letter. However, we do not have an editor position

open now at the Children’s Internet Company.

FAVKE) TR RBEREH, R, RAILEML N3] B TR A %469 IR
g

[BAiE3E A His] | Thank you for your interest in the Children’s Internet Company. You will be considered

for employment as soon as an editor position is open.

B R A IL & W 280 3] B oA, — BLF 309 IR 45 2 B, RV A F BT R AR,

S BMWEFETFF, BEOENERRE we (A1), WRERER, FBRAERIEXEEHRO
S FBIAWAIAITER T WTESHEE OISR R, it RS
LIMERER.

Iga l%#

RBRAPm
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Not e )

AT, HUEREAEMEM you (R), MEOANEGHERE LH,
Bl When the receiver made a mistake. 2§ & F A BTk B0 .

B You failed to enclose your contract in the envelope sent to Kit Winn.
AFGEN - LHEHT, RERAH LS,
O BMATEFAREES (FHREHKOR),

M The envelope Kit Winn received did not have your contract in it.
B - KRB MAEHT, BRAEKRAEY,
O AEBEAREFRENER. AFELEY (FH) b, MARENZKNZKE

RAFHA (FR) ko

B Your contract tells you plainly that the first print of the magazine should be at least 30,000
copies and that you must pay us our printing fees one week after we print it.
HESRERRETR, BARENFE - RAMNELEEVR =T A, HFELERMNG
RGH—AZHZ A, RERIATBAPRR

M Iam glad to explain more fully about the contract terms. (1) ... (2) ...

BB EOREF B E—TEHHFR (1) - y (2) ceeee 0

When the receiver expressed an opinion different from your own,
ik HPRIE AR L SRR S AR,
®  You made a gross error when you said our EFL students need to read or listen to a minimum of
30,000 English words every day.
HBEN EFL 9 FEFRBIZE S R TEZFAEELHE, IHLERTLHERY,
O XAEHRIFEBEINEE. |
Requiting EFL students to read or listen to 2 minimum of 30,000 English words every day may

Q|

be difficult to implement.
EFL # 2 LA B HEREINEFT A RBLANE R,

7

Use Positive Words  {i F IE T i7l3C

e

SR HWIEREAEEIL (positve words ), BEEERAEMIES, URFALE. WFHX
SRIAREMT 4, TR 4; BRATEMM A, MARERMNHRAT. FAEWEEMDT
SEHIER AT LA AR S T AR SBUR R B UR EE S




[EEiER]

During the screening test for potential interns, Lily answeted 30 percent of the questions

ARG E I EERF, ﬁiﬁé@ﬁﬁ%’:io%i%’f&%é@c i

During the screening test for potential interns, Lily answered 70 petrcent of the questions

correctly.

FREBENETAERE, AAGREA 70% REA .

[AEIES]

[EEiES]

If you have any questions about Amy Cosmetics, please don’t hesitate to call me.
Jo RARK KA A A AEATRR I, R, REEFH,

If you have any questions about Amy Cosmetics, please call me.

do RARXE KA ] S A AEATER 9], 3 R & K.

O

0
g
7O
B

[RAEES]

[EEiES]

You cannot shop at our unique Chengdu Gem Boutique after 10 pm.

Bk 10 56, AR AL RNEARE B R /E WD,
You can shop at our unique Chengdu Gem Boutique until 10 p.m.

T AL RN BRARE B JE W4 — A B E 10 &,




4

[faEIES] | Monique Gore and I will not be able to visit your company before next week.
ETALAEZIN, BfERF - XRAREB RN FHF5,
[IEFIES] | Monique Gore and I will visit your company next week.

B LA - RARKAE T AARRNE) 5,

B

[fAEES] | Don’t forget to write the story about Louise Knight
FEEREEDYL - REHUF

[IEEES] | Please remember to write the story about Louise Knight
HLREEDL - AHOHF

a4

Use Gender-Free Terms & B R AIE

o

A

RENET IS

ystdug ui uonesunwwo)) juswiorduy

MR FH oA BENE ( gender-free terms ) B, BMEFERT XN E / EWHE, WBERERHE
MBS, A TREENRNVE /28, USRI/, FrLl, REWNIGEE, #%5H
Hal X LA R IISRIES . I TENNSA, BEEATEINHERNMRANEE
E@O

H

[MERBIAR] | A good teacher is always well prepared to teach his students.
— N FEIFERBITFT A5 A& FHLGFE,

[FE 1] Good teachers are always well prepared to teach their students.
IR EAMT T Ao gia (Rt) F4,

O Hm—METRUMEHFEMARREN. BART, FATERAA eachers FI—PTotEH)
BRI their, MTTEESR T HERISBLAIE

2§

['E%Ultim] When a manager selects a secretary, she should choose him with great care.
Y~ NZIR A RFA RO RAR, W AR MR B,




[Tt

A manager should select a secretary with great care.

— N2 S AR RS

O H-MIFAAERBRETERESRLHE, MHBRESE. B MUFEET B
P&, MEMEHT,

[R5

(TR

Each of the Computer Days workmen received a pay raise.
B FA &) 89— A LA (workmen ) #An T # o
Each of the Computer Days workers received a pay raise.
Bt AN 8] 89— A TA (workers ) #ide T # .

O workers XA, BRRBMEIELY, RTBUEMLHRFIMMAEE, M workers XA
A, RAEEE “THE” (work), TIAREE “PER”,

1. businessman

Sexist 'L%%Ul&? I

2. cameraman

3. chairman

4. councilman

5. fireman

6. foreman

aht-thse

7. gentlemen’s agreement e

8. housewife

FKEER

ﬂ

BRBPm NS B3 S
3931107) pue ‘9JAIdUOY) ‘IeI]7) ‘SIOUOY) ‘SNOIUNOCY)
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Choose Efficient Words 1%+¥ = 8 2&i75C

RTHRRRE. ERARREIGESES, RUBALRNFEERAIRFEHHNE, K
HRE BN\ LU ESRIFRRUSEENEHE, HEMFRMITNE SRS NG, — Bk



HATHER . AR, MERERE, BERTNE, IR EERE SR LR ik
S, , ‘

AUTE AR ERESEENEEREHERER N

1. W RHENE,

2. [ R s R Fia 4

3. WA E R (doublets) / MHBREEA

L ‘mwwowtwmmﬁyﬂwﬁ-ﬂﬂ%g%wﬁﬁ%'

— SRR AT ERE AR A FRLR AT SCR . BRI BUE, BNEESBE, L
BRECHEEERER. MTYECSHENKEFEI AR, FRGFEZKX 50 8 100 A, &
AT —¥H KU LMRIRE. SRASEERR, EEibEEREA R, .

KAHAERERRZEA AT (_effective sentences ), AN A FMZERMEK, EF. FHHK,
RENZREESEN, 10, KRMEEBEE, MARNMREC. FAERBERAKREENFRICE
BRIREE KA FHARE, LREMBRET .. RIERMENNZEENRERESE, SERMREA
HZMEE, MAREBERPYBEREN. Eit, ERkiRERANS—MARELR, AR
B REE R RRIREE R o

WAHEMNONAFERBE, MRASIHROZETRIMFEEREINER. B2, —MIF
MZEBEZKARYR? AFNEAKAE. SHEFIIZEILNET 20 MAZE, FHEE 10
M, RIS TFREEIRE, FHEEEMNRENXL ., TmFREE, BNZSESHE.

R A X 5

[TC4€] | The process of editing business communication for books, magazines, newspapers, the Internet,
and many other types of information markets, such as speeches and advertisements, involves
removing those unnecessary words, expressions, and idioms that take up large amounts of extra
space but add nothing of any real significance to the meaning of the message that you are trying
to convey to your reader or listener.

¥k RE MK REARAMBIXGELETY (KttigfT &) SRS
LAz &R, AR H B AMNFE, AAFRAE, FLEE FARRA
ELERTREHIZTNE, B THREERLEERTHGEE, FHEA TR
it & 3L o

[#BA] | Editing removes words that add nothing to the message.

“UniR” FEAM K AR IAT R AAAET L F ],

O HAAT o4 THEA, BEMEEBRN. XMITKNAT BRRR TiLEERE.
° A5 EEHYIRGTHRRENER-MER, HERE o 8E, Kl FESE. £,
TEAR . XARENET BRRR TR RIAFE,

o

¢ ORE &2

S ORRAPm WS
31291107) puUe ‘212I2U0Y) ‘1e3]7) ‘3SIU0T) ‘SNOIUNOY)
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Use Eﬁiczent Words cmd' CPﬁrases f@ m & ﬁ ,q: 3 *"’; e

EER—MERZE, BFEmEst, SESREIE, FATRsidRABITKKNEH, HR
HRIAREELNHE, BERBAT, REREER, RS REEREE. :

BRSO LR BEALRA, REAS: “BRORE—IHEHLEE, RETHFEN AR
BHFERE? RESFEA TEEXRKOE, Ll AREFESUEM T 684 B L ERAEREA

we? "

MR EERPEE, RREERSFESE. g, A8 JutdE SriAa B T
RANEEE ZRM T . WEEA. HE. ERMIE, BUIBRAREZERAE, FARILRKE
BB T HEES.

[TE2 %]

[ERE]

[ERE]

You will receive an email edition of Clay’s Software Catalog in the very near future.
BHERR G R, K& FRPRGFTFHRMF B T, — T TELSE

You will receive an email edition of Clay’s Software Catalog soon.

AR OB b F R bk iR 69 AT F 4R B R, — AT (BAF)

You will receive an email edition of Clay’s Software Catalog within two working days.
BALHBZ A, EHKE & F ot AT E B &, — B4K (&fE)

O 18 in the (very) near future BX, in the future XEFHIE, FRITBEEM A FAL, ENIBA LTI
E X, fHR51A soon B shortdy KL _ERBIN-EAA LT,

O B MHATIR H SR, XA R AXEERRL . BERRIA L ESHIAER 5 R,
TEEF LI P BN EBERA

[TER ]

[BRE]

We acknowledge receipt of your $5,382 payment.
FANE S B RF R 89 5,382 £ 04, — UK

Thank you for your $5,382 payment.
B R R 5,382 £ oAtk — FE

O HE-AMATURENPOLHEERAFR, FEA—E ROEETABNEFRYL (thank you
for ) EREH =AM BATIAIZL (acknowledge receipt of ) BYERN T RARRKABELE, WA
RATiERETT R FREAAWEZRIENL, Bk, R EC R,

B ES

(A%

We are writing with reference to your application for the Unique Mission software writing
position.

T AR KRB RAES R BN FE, — TUK (=AMl REiag )
We are writing about your application for the Unique Mission software writing position.

TR KR RH SRR BEREGFE, — B (— AR )




