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Chapter Business Writing for Results

1 % P37 1

) ARDRBIEIERIR '« oo e o fadins i
AHRMEEREAZTHARAMAIEE RIITS. IREBEEARZESPFETWN
MERZHECHER . MAESHEIR PR 2 iCX M7 B, CHEE
AR EFER B HA,
AEBERARHE—ITERAEZENEESRE, MRS EETICK.
EXEREED3FHTE, EMNTUHERS E BT EE#ET SN, X3
ATHEHR.
1. EZ&—An 8. R A B H iR A e et 4?”
2. BEFEHW MR, 2 1 EX R #1706 .
3. AU REM"FZB K CE.,
) wEtihHE

BEEERA A, AR AR - TRBEVIHEFH iR, it
AT XEE 2R afrsh. ®E T B, B EEREE
BEMELHT . AEEIRP,BZEICRL B RS 8E XA T E
. m—k ARBK AR ERSEBER.

IERATRE 161 F. REZBRIEREHHAR - KRE HEFE REF T
HROS G AEZBEBRNRR, RRES AR QAR TH A — 387044,
KREETHEXHAHAR:

1. I want to inform employees about the date of the summer picnic. (&
ZB o RRLBFEGEHN.)

2. 1 want employees to RSVP regarding the summer picnic by the
fifteenth of the month. (KA Z A K A 15 B Z 974 2] BT A A stiX K 7 35 % He
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BRBBSF

HEE,)

MBI A R TR 1, R a5 38 B AR B0 & 5 AT (H 2 UL an ik
EARE LR AT R EUAT 3] .

173h B brom 8 2R A A5 B0 KR 9 3 B bR AR BRI 2 AR E
BEHr. i, “to confirm via E-mail ([5] 8 F R4 880 " & — T3 H¥x,
i “to understand my points(BA WP BB "HKE— B3 BA5.

4RO BA T 8 B AR (b in“to inform™) ) BFHE , Rk B4 & 4 45 R
Teh iR (Han“to RSVP") R R, XBAE - ANHEM HE, BRKE W B
S—A - A AREFXNR?”

e BRG] F o, 8 XA B AR B RBUAES | B AR BT AT A 4T 3h

I want to inform employees about the date of the summer picnic. (3% &
ek EEBHFEGEH.)

AN L2 BREFRNATRE TiBlR? BH--

I want employees to RSVP regarding the summer picnic by the fifteenth
of the month. (RAZAEKH 15 BZXMKINHFAAS XA FHZHGIE.,)

WRR G ZARE T — B F IR, & VR AR E T A & IR I H AR
VRRE R LR T Ok i TAE R

{H%o update(ibfh 7 i) " R E— P Hsh Bir. BHLEER— T3 H
PR RERE ] B O A ARTE TR T B i DLU8 77 IR I & RAL i 2 -

I want my boss to tell me 1’ m doing a good job. (ﬁﬁ'fﬁ%ﬁ%&f&
2 )

I want my boss to ask me to let him know how the meeting went. (& #
KR SO RUNE Sk B

I want r;ly.boss to congratulate me on having succeeded in scheduling the

meeting. (3K A 2 % K 3T K 5 2 w2 HE T%iﬁ(%ﬁ:ifb’ﬁo)

PR AR A T3 T 0 AR A BB A—— AR ell(F
%) ,ask(#ifn]) , B J& congratulate ($LH) . B H C 7 215 3 /0 47 3h &L AT
LB EESBRERE L.

AR BinfE TR —LAmER. £ HBIHARE
T EWRBR T MBOHE L7 #0175 7] fE &

I don’t want my boss to ask me for an update; I want him to perceive
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that I’m on top of things. (A A B FEREE T A L Fie R LZH; LA 21
AR ZEERA4.)

BEEZR~) 1 PSR, IS B EANR T HAR & SR
BUFERBEHEERRNGTE. MRHRAXAABCELHRNENEI HIF,
A H O N2 TRAEFWB 775X ) B Y 2 5% RE 6 35 B AR 4E 8 30 B #5728 AR
I BER.

EBMHRZEHINNT —L5F TH R, 2, RIESTT N HER
AREMEBRE K. WRKRT R 1A T 88 6 7 1102 X 77 R IR 173,
AR BT BAR . Rtk  BRARE 4 T4 R i R 3R AR BB %
RERBTHRAEERRAEUER. EH5IS5EULGEE A S O1E &R
i, B —EZA TS

(D %3 1. —aEBEERF

1. BT (ustin) FF 2225 7 (9 JR SRR 23 71 7 35 1 ik 57 45 Hb A 43 44 7 FF
A, BEHTITARAE AL 25 00T A — AN BB, XA R H A B A RO B
B RECE ML H AT LR R R A, MAAME, B HES B EAEA
HOTE RS 1. SERTIT P e A0 FE o T RO SR A 9 b ) R — e TR

By R IT i 3 T W B — 46) 4T3 B AR,

ST B 173 H bR Al LA 45

* “To receive an E-mail from my boss that enthusiastically endorse my
job application. "(“A Z R R LK I 245, B L HAGPHAR.)

* “To get a phone call from my boss to schedule a time to meet and
discuss my job application. ”(“# 2] Z 4 6§ &35, L H o} 8] LY R B E P
wit %)

2. Hhi %Pk (Mariana) & — KB A A B S8 . e —HBE R
E.ERABERNARAZ—# S (Norman) WSEIEREES . Bl LW
BARE-THEEHREXMEE, FREUSE FAHETAR. BITHEE
S R — B TR, F e Rk B2 H LA .

A 3 G T R B — 6) /T3 B AR,

4 22 R 9 47 3 H A AT AL A -

* “To receive from Norman a written explanation of his conduct within



