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¥—-% BEBERPHSFEENHL

F—1T BERAERMNEA

W EKRNENL

BRRZEAE OB 1R BESER 2 E S B
ERIUKR R ITEBEEA T AL TSR, S0 KR
RIFEER . BHFERR, AR RN FZETHRAEXER
FRRHTEBE SR .

ANIBREBERT LRI R . TR EX H PSR R E
HRIEHTIOR, Tk RIE R MG R FE SRRt RS
RIS MEAG XAER R, ARB A TT AL L. A R TR A R A
ARSI RE AR+ KR . RMRRAKRELRE
FAEMBRIEROIB AR S, A, iILEERZTZETHIX
RMABMERNH AR+ SAESHE, MH, 47547 ZEM
ARBIIABERRBRZEM TR LR AR, TR, ERE
AR AT HEIRAA TN EEBRR TR (URRMFEEIH
F 7 A HD o

R Z R B2 T 2

(Internal Communication)
AL R ERER WEFNERER
(Oral) ( Written)
FL 1% ( Telephone) £ 1m5% (Memo)
WNERXF L (Intercom) Wb %8 ( Newsletter)
XS (Face- to- Face Discussion) 231 ( Minutes )
M3kf&ik (Message) & F(Charts) )
Wik ( Presentation) M/ (Al 4522 (Form / Questionnaire)
221 ( Meeting/ Conference) 145 R (Notice)
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ERARFEEEHRL KR

5 45 45 (Report)
A, TR (Email) #f% B Fax)

UNGIPSR NN LS i
(External Communication)
L3k R AR S 7 HEH LRGSR
( Oral) { Written)
25 Meeting) F#}(Brochure)
%> /B4 ( Conference/ Seminar) 4%/ (]33 (Form/ Questionnaire)
M5 ( Telephone) F{E( Letter)
%1% ( Conversation) 4 ( Advertisement )
B4:3& ( Presentation) Hr | % 5 2= ( Press Release)
K2 (Charts)
fii 5 MR (Notice)
i T HRF (Email)
f&H (Fax)

7 A B A e A0 I FR AR LS AT, AN REREA T 455 Hu 0y
;é c iiiﬁ” ll:ﬂ 99117‘7“*&*%%0

BER/TREEFNEZESR
7 B85 % # (Sender)
(1) # B35 8 (conceive the message)
(2) 4a%l(5 B (encude the message)
(3) 1EEIE 2% 12 (select appropriate channel)
5 BHUCE (Recipient)
(4) f#%f5 8 (decode the message)
(5) [&]%‘%E\(intcrprel the message)
4
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(6) F21# (feed back)

TS AR B

(1) HEGR:FRESN —EERERIFNH IR, BRE
fh b3 E R E RN ERFAN T NEERES. [
BT, RS MM+ EE,

Q) HHER  X—BHEOE U —fME L IER, EEREE
HEEBEWEZEBERBERZENMEZ BN, FREETE
ATERBBE EEGRTHN EBFTASRME KB,
FAARN B WEEEEEREAFRMENCM S, W2
BERENF AR, FHERNERXRETEY, BHENIES
MBS A REITBIN HE%,

() #BBHUMZRR: LR L, FERREX—I B 458
Ko MESBAREMIEENERRETEXEHNER, &
FE R P FRROT IV E . EE R R AT
A BEESE. AR HERHEHENRE, WRE
BARY, TR B At 8],

(4) BIFER - MO LHFEL, BXAAXEFHHA. Bik
—EBEHEARERHEANAZIFFRMAMNAENR, X— K
+HEE, ERBX— BN, EEEEXHE RN HERR
BT FIEE & AL AR T A .

(5) MRER S BEUSE S E . R ES, mBRER
Bt B 15 1 = B AT/ 89 B X (read between the lines) , X &2
HEEMER, FRERENRAEXN T ERILRBH B
PRSI, B e B8 MBS Fde 1Al bhin B 5%
PERUBGHRRFLR EBELEEHPBRTIHEERESN &
LG8 & SR IE AT R, AR A A ALR EE B R IER A
BER. YR EMEEHUNASERLENE, HEEM
NAHEATIEF BB,
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(6) K5t QiR A MER A S5t B R AR AR A LA IR R
R R BB ZUEER B O 548 B8 IRE S kel
PRRA BRI, AHEESHECEERILSCE it

Ko, 2R CUCENE R A5 4 REFE th 5208 a0 BRI
BESTRAIERSH

WL Z s AR A RE R L E B, A&
HA H( vertically ) AT A ( horizontajly) Mg a&HWxE R
(diagonally). 104F EREMHE BAZRAIRE T BER .

(1) SEHAH

o i RIS BAZ W (Downward communication) o X138

WX A RN RGERVBE RARN E—-R SR
T R —Fp o7 3, AR B e XA &k i
A R SRR 2R TR B EE A

o I FZEEAFERAH (Upward communication) o X7 2

H LR, RN RELIRR 2, EEB R
SR, HERMWBEBAAFTLO X IE. . aidx
(minutes) 5%,

(2) FEirr9{E B A2 i (Horizontal communication), Y4738 it i 0]
YR T BRI AZ 3 (internal horizontal communication) F
NEIIMERFI 9% 22 i (external horizontal communication), X#
AT EAE S A A - SRR TR A Z B AT 6, W e
Wz la, AR Z A TSR HS, ERACH ASE
A& TR, EHSBE0R%,

(3) LA M8 ( Diagonal communication) , TREEHL T AL 5585 &
Ak —AFT, WA Z EARA BN N RZ S &
HHER MR — MR A K I BRI 8 FOR 58 LA 55
A (S FEE00& 7R 35 55 15 B A AR B, R Y

6



F—F BERAPHFEEOHL

IS A ER R RO AN RO S v e T LS R
J& L RE TR, LA L B &5, TR Ak A
RERR, AR,

BENBERNEERY
AIFTEBARR, HRXE WMEUR LBz 8 T # Bk

P25, (5 B A% 3 IS BBV MERR iR s R0, XA R R T Y

. BEXRFAYRALHNERCRA BN HEE, TEILS

YA REZ N :

(1) RWBR RN B9 (objective) BAH A7 HATLEMWERRERR
Bk TRl X T ik R v SR SR AR 7

(2) #E(who) BHEIER? ERARENEREICEZHBXR
Wy BCEXT G TR E N BERNTIAESEN?

(3) EEHEMBEET (circumstances) HITEBER? R AE#
1R ? B AEATHITH? EEESJEH.ER . HRE
W R R E— RN LEE XWGIT A E?

(4) AW E SF B SN (reaction)? H{ERBEZKE
B EEmERE? GERREE? BERESHBIREN
B CRERBIAFHMHRR? T mias— 035 mLvk
iR

1)

Dear Sirs,

Your firm has been recommended to us by Messrs. Charles Evan
Ltd., Birmingham, with whom we have done some business for the
past two years.

We are thinking of getting a supply of lab instruments. Please
furnish us with a catalogue, price list and brochure, if available.

7
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Looking forward to your early reply.

Yours faithfully,

XHESREMEEEEE FERZEMGEREEA. EXR
BT S 26 B B R0 S, B EE R XU AR B9 5 =07
SR A S AT SMITHAFKR . B0 E R TR
YRS T ISR S R A RIS R IR B 5 Sk . AR TR
PR RE A T ok PR B AR A S O 4R AL H SRR AT H R
BR A RS BB R 1 BT IO SR, B P EOR B KT T
(IR EEPN:D] BN

2)

Gentlemen;

We thank you for your letter of May 3. As requested, we enclose the
catalogues for your reference. We value your business relationship with us
and would be glad to offer any further assistance if necessary. Please

contact us if you need any additional information.

Yours sincerely,

I AT LUE (5 B R IR TR & 1EMS .
i AR LS TR R R RROR , B O R CE DR ERF
KB R, L ES AP RE T AL TR
(I BT , BB 5568 O i A, A S EE S T 5 ok R IR SR AR TR
B, BEHKEVECAFHEE. N ENEFAREERLAS
LRV ERBE R . WATE I, BRI R
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F—F% BERADPFHFABHHE

BESERRFLEEILENY Ihit—B e FHEBEEXNE
BT,

BOHRRYEZANEEEAR

MVER BEFRRBFEHPEE b TRBRRZABHIK
AR L EE, FRREKENONATFA—ERRE RIS
FRIRHNE, B, X B & & 7 130 A4 8 i B8 g

BEE. AR ERBNETRRRRX LY RBEREREN
Ao XEERER:

(1) SUEHE S A )( Difference in understanding)

(2) XA F AR IF (Difference in cultural background )
(3) &5 WAIE (Difference in language)

(4) e AR EREE( Pre-judgement)

(5) ABsX % ( Relationships)

(6) BAE5YE B (Emotional rGSponses)

(7) BRZX48( Lack of interest)

(1) SRR ARAR X Fl—HYH E AR R A R H R
HEAEBBRKAN—KER, B THERHAR.HUERNA
FRIfMEENAE, AMITFE - HNER B RRE. M
FRREREEZNHAAERARBOMF—XAE, ~IMEX
BB ALE B3 IR S — B R8T R P AN
EHERNT N, EEFRAER IATRNARSEARB
TR TR BYRZENS TN FE—-HEEEEL
ISRy 8

(2) XALBERBAR MR, ERATEKKHE, 2—H
RHESE AFRE R IB IR EFTLEE-Y)
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