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1.2.1 &

HRNE BB A RIRNNE R, Eilb, ARRENE—ERNY
Rt MEALARNHETRNEWIER, HHTOENBE, DR
FOR R YE . ERAEN A EQERERBTOER, LW R LMEE,
HEFRBRIRDEE | IR ETEER AR SUZ PR . MAEAOR RS A R T
MG HERERNEE T E . WE T RS b0 Ed RSB RED,

#iRM: The project cost is $49.50; $ 30.00 for labor, $9.50 for materials,
and $ 20.00 for indirect costs.

IERAY: The project cost is $59.50 per unit; $ 30.00 for labor, $9.50 for
materials, and $ 20.00 for indirect costs.
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1.2.2

BESKRESTE
KA
The project unit is:
Labor $30.00
Materials 9.50
Indirect costs 20.00
Total $59. 50

TR REREN N - FELTTH. FE 7 XBEENAEBREERFT

BRERNER. MRBANGEEALZE, EEXTHMACHURLRAR
e, AMERFEEERETrAResAFSRETHEREEE. L

TEM&EERARFE I

A

BR Ak R A7

A 5#¥A: The editorial staff will meet at 8 on Tuesday.

¥ : The editorial staff will meet at 8 A. M. on Tuesday, March 1, in
Conference Room A.

KA

Editorial Staff Meeting

When: Tuesday, March 1 at 8 A. M.
Where: Conference Room A

A ®¥H: Orders for Oxford Corporation have declined during recent months.
Please let me know soon what you plan to do to revive this account.
TEM: Oxford Corporation's orders for computer disks and copy paper went down
10 percent each month during August, September, and October.

Please give me a detailed action plan for that account before November 15.
Include in your plan the number of calls you have scheduled, whom you will
contact, what questions you intend to ask, and what special offers, if any, you

will make to revive that account.

HTFRERIFHERNLRE, FHLRBHMNATRERE ., RIEFEHME AR

18 FH A9 SR Bt R B s R (R SR BRI . A R TE

] B A )V R R AR S X K T SO W F ERE E BB MR . flin,

KEBHEEAEHB “dog” M “cat” BWEE, HIRVH AHIE “canine” F
“feline” FEHBAT 4
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FEXHE BRI RE A B AT AL BB R . RIE R BAEARY 5 E tEaiE
5. EITYAEHAREDEIERES, HE-HEFLROSE, B8R
HERW A RN, #W, TR AR, & active matrix color
display, gigabyte, LAN XEEHFICHRIEH HER), EXN TARATZHEIHN
AT S, XEEE SRS, AT, W THHRMAE, Rarfis
BEEMETHXI.

¥#iEF: Subsequent to perusing the vendor’s missive, Austin declaimed his

opposition regarding the egregious proposition.

MWHIFEF: After reading the seller’s letter, Austin loudly rejected the extremely

bad offer.

SIREHEWH D — KN R L A EAASHET, RERARmRHMH
. BAERRECAA#ANTEREFEE SR, HEAMSNEILANGESFHiFEE
o B, R “writing instrument” XFERIM R AT LA N REE. W
. TTFHETEDL, MB “pencil” Fl “typewriter” XK EAKEICHAS
WHEBANESGTEN,. THHHERER THRESSAEKETHXE,

HFIEE: Please return the questionnaire as soon as possible. Your response are
valuable to us and other consumers.

R{FiEH: Please complete and mail the questionnaire to 123 Blake Street ,
Citizen, OH 00000 —~ 0000, before April 30, < year> . Your responses will help

us determine if you and other consumers want Saturday banking hours.

AT ISR RS T S B HEBIRNEH . BRBMmREHME
F-H—ESH, XMEWTLIEEBXMESE . ZHENT LY, —
AR Bk AR RN RS E BBFIRTLHE, £
APFER—UERNRRO KO TREEXEE LLZERAT, EEATER,
be 3T Y JLA8 )

W H): Because there was insufficient evidence of carrier responsibility, the
carrier refused the damage claim that was filed by the customer only three days
after the shipment arrived.

i3 F#E#AY: The shipment arrived. Three days later the customer filed a damage
claim. There was no evidence of carrier fault. The carrier refused the claim.
iEY F WAy The customer filed a damage claim three days after the shipment

arrived. The carrier refused that claim because there was no evidence of carrier
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fault.

T TR A R B AN T G IE SR E] . ERIANIE L R (AR
HUFTHRNNARE) 2ERMIEBARL, DBGLERAEEAIEME
R BRAZERIR . R FEIF T

HACEEM . After customers return the questionnaires to the company, they will
analyze them.

BB 8: After customers return the questionnaires to the company , the
research staff will analyze the responses.

FEFCHR M Ignoring customers’ comments about unsatisfactory service will soon
affect the bottom line. That is something we must correct immediately.
ECBI#: Ignoring customers’ comments about unsatisfactory service will soon
affect profits. We must respond to customers’ comments promptly, and we must

correct the service problems immediately .

& R E YRR A BTE B . B HEE Y R R AR — 8. B
EMAR R 2N B 854 T 6 FAH R M IB B s A B T8 s e — Btk
(BPFATHE) o FREIPA A T4 SUABL 1B 8854 VAT KRR AT RAE L

A%F17: The survey revealed that our customers want evening shopping hours,
free delivery, and to be able to consult an interior decorator.
¥47: The survey revealed customers’ desires for evening shopping hours, free

delivery, and interior decorating advice.

A¥17: Harter, Monk, and Ms. Adamson are analyzing the customer survey.

¥47: Mr. Harter, Mr. Monk, and Ms. Adamson are analyzing the customer

survey .

E¥ 2

Harter, Monk, and Adamson are analyzing the customer survey.

BERFIREEERA ERE 1, FEERENEWIE MRS
o BN, —EiRET, FENEFSERASE—EEE X TENER.
Rl , NENRSEA. DREET R AL L% X 45 4 B 5 g
AR R T HMARSEH, Rakplg A% —1X 5,

FHIARG— .

1. Performance of Model A2C500

1.1 Start - up Costs



215 REoRE
1.2 Operating Costs
1.3 Revenue
1.4 Retum on Investment
2. Model B3B400
a. Initial Costs
b. Costs of Operating
¢. Investment Return
koG — -
1. Performance of Model A2C500
1.1 Start — up Costs
1.2 Operating Costs
1.3 Revenue
1.4 Retum on Investment
2. Preformance of Model B3B400
2.1 Start — up Costs
2.2 Operating Costs
2.3 Revenue

2.4 Return on Investment

FHRAREACAZZHEE EHEHEYE, ZRE-AEFHAHER
HITHBEN TR, ZBREEMNEIEES, BEAFTHAEFEST HEAROWR
Mo M ARLBERIURFSER, BN post hoc ergo propter hoc ( “d L TiE”,
BT#E: RATHEEHELARARLLR, 184 T 3#E4) after this, therefore,
because of this), non sequitur (42T # . FAREAWIRGHEE), “BE--- =
HE” (begging the question), BLFRES (hasty generation),

“HEiE” MBREERBXHPHERXR, LXMHHEENREASZ
HRE, REFH -REESH_ZH, FLEHE—REBH _=EHR
H. KB TEHAITON, 38, ZBERME T “BHATHE RBK—
g, HRAIRREN TR B AT 728 EaEK,

“HUEFTE" X : District A sales have increased 1 percent each month since
Wilson became district manager. Wilson has turned that territory around.

ZESEAFEIR: Although economic conditions have not changed in District A,
its sales have increased 1 percent each month since Wilson became district
manager. Wilson has personally helped each sales representative develop a sales
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HESIREEE
plan. That management technique appears to have improved the district’s
performance .
“FABIEATRAERE” RIEERRNMEATONEL THREHEL. T
T B A1) D A T AR

“FIRERTRAIEIE” . We received 200 calls in response to Sunday's newspaper
advertisement. Our sales are sure to pick up this month.

BESHEEBRR: We received 200 calls in response to Sunday’s newspaper
advertisement. If only 10 percent of those respondents order by February 28,
Februarys sales will be 2 percent than January's.

“BE--RHE RIBESRARRELEAGZBNERSSHHZ L.
“HabliE REARFTEE R RIEE" RN TEREEENEE,
TFFARBEE . “RanrE 2EAAMTE FRAE" MERTE PR
B, FTEE “BE a8 AF5285HEN TR,

BB A& I rejected this proposal because the cost data were incomplete.

HEFRREFWMIASEREAES T ERNSISE SETNEREL Ti
1B, HBCH EArB A,

BEFEiP: Sandy has more education than any other applicant. Sandy is the best

person for this position.

iZBAM™: Sandy scored higher than any other applicant on all selection cnteria.

Sandy is the best applicant for this reason.

B GRANZENR—ESERT 2R ERN, A, Bl EHNEEE
FORLMLZE MR RIS S, W LUEREIREABRBENTF k2,
IR FEAMT R ERART R EEE=ANSE. BRERETEERNS —F
Ik R N B A 5 I8 R R,

1.2.3 EEBER

AEEFEERRETTI . fEMMERSEENEZSTE, NNTRAREH
REFEEINE . —MRIHMERE ARt BREENEE, HER
HHNE ., SHNEE LS TRINEE. BI3E TR EBENESH TR
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HLTHEE, NEEEENEERELH RN, FHILEG%E—0BR%ES

N
Hﬂo

B A BN AHA RS SRR AIES N HERNESIT
FIEE, ALBERA KB R ARERNEERE, TSI REENL

G, BT ENEEERHRETRAARNLEERHREITR.

fiE -

1.2.4 &%

ARAEE XS After reviewing the Airgo Corporation passenger questionnaire
carefully, I have concluded that the corporation should do four things to improve
the questionnaire. First, including a brief transmittal message explaining why the
passenger’ s responses to questionnaire are needed would give the passenger
Justification for completing the questionnaire. Second , all of the time questions
could be avoid because that information could be obtained from other sources.
Third, the question that asks about the rating of the service should have been
open ended. This would allow the passenger to respond to specific aspects of the
service that were or were not satisfactory. Finally, the question that asks for the
name, address, and the telephone number of the passenger could be avoided
because that information is likely not relevant.

HikE XM : Airgo Corporation can improve its customer — service questionnaire
in four ways:

1. Include a brief transmittal message explaining why the passenger's responses
are needed. Such a message may increase the response rate.

2. Deleted the questions about flight times. That information can be obtained
from company record.

3. Provide an open — ended response mode for rating the service. This mode will
let passengers comment about different aspects of the service.

4. Delete the request for passenger's name, address, and telephone number. The

information seems irrelevant.

BRTHEWH . MR NI BRI, SHMOMERE RS —TEEHN
&,

— TR E ARSIk R AR, SR, B, Si—. F

ARBBEENER . MIEAREGTAREEREG I, PR, THNEE, K
BT EEHIA),
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SEE
BREE . ERMREFN:
I look forward to serving you soon.
Let us supply all your hair needs.
Thank you in advance for your consideration of this request.
BEA. FEMFREAR:
I’ 1i service your copier each Friday morning.
Hair Trimmers carfes a complete selection of Head Turners shampoos and
conditioners.

Please let me know what you think about the proposed vacation schedule.

2z This report presentation provides the necessary information essential for
reaching an informed decision regarding your plans and prospects for success in a
profitable venture in that part of the city, 1. e., a new branch office.

@& iy: This report provides information about the potential profitability of a
branch office in the Shady Grove area.

B, BEHARKERER T, AERBRERAALRNEE,

Hed F LA B A], E P RRT— ) TR R T AT BT LAY LA i
— . B, OV IEEERAMEE—Z

MR, BFRxE, FAHEERE: Call me tomorrow.
A, =%, HiEEWME: Please call me (555 - 5974) between 8 A.M. and
11:30 A. M. tomorrow.

B, EARxE: Jordan's fee is less.
%88, =¥ Jordans fee is $ 500 less than Logan's.

T, XM, RARRES: Keeping in mind the objective of facilitating timely
processing of rebate requests, it appears that a personnel increase in the
neighborhood of 10 percent of our current staff will be essential .

L. EM. ABAYEEE: To fulfill rebate requests promptly, we will need 20
additional employees.

ERERRE B, HEAER. B, hEEERMEESEIL

MR R, ERIIRE . Rz, B8 S —ANERRTEERORE

J B A 5

HRY i 78 R] R
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BARME, ARFHSFA . BUFHLAEX BB VAEE R ERE
Gi—HPAR, [BRERZENEIN, E—THX A, IRLEEE RN KA
MR AR Z RS “IEHE” M RN BEET IS, NMiZESE
RS “REZa” e 8B PSR R

BEAR IR B H MR RIFHIRE, amEARALEREE L EHIHE
{20, BULERE RN IZARER G TTH: Stk AE., 8.
. BRE, LUT ER AR E RN ST B RE i P R E AR sk
B . BESRE ST IRERK; 70 E SR SR AT LB TRARHE 3 R

131 BEXTEH

IEE TR BB EE R, ERAMN. X ICTFIREIIT#, BEAL
(ERATE R T B R E A EAERAAE TR, WAl LSRN E
BHREQ

HERR

Pl ER|EF ARG HAFEN YRR AL FE. S, BEN
HRMEESEAEBAEABENERERRARZR, ME-HEEREE
A XEBRMNHEFE, SRMTHEETFNPRRTEENERB A,
BB LS WA WL HAE R RN F AR R AR ERIE N . FUETHIE dik
HBEFRERFILEAEZ ZKRHIFEEBMNER.

EREMES

MR ZREHAREENEESHSRIFES ., SBRIBEITRRE
R R ATR, HFEbIIWELERN, FE2/MEHMERKIIE
SR TE BB PRk E (LIERRETE), MLk, B
AHAW—HaHAA LEEDE, BEFIBANRERRAEREN (18
WE—-BETREERNEER).

@ This discussion of manipulation is based on Sims, B. R. (Summer, 1993}, Linking ethics and language in the technical
communication classroom, Technical Communication Quarterly, 2 (3), 285-299,
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BRER

XERHRERE - SEENEL, HREAFHRRE, BTRZIXE
ERMBIRSG . —FME A AEMBTENYSRERER, MEMRT &
HE, WERBAE ETAZBWKRERBEKT 7%, MXKHBHRE
AT EANAREESN “X " HEEBCR—ERTA, PARER
T IR R, TEFEEER: KEAXBRARGHERE R
B Kmgn TR, BRAERE, =MAKE, KB AERET

ZHERER

— S ASHEXEH AN ~EHIRNER. —MAEHFAKEZEH
H I TREE AR S AR EPIRERTTEHEZFT R (K20 KILRE
$1U.S. =14 Zloty , MisLhr B $1 U.S. =14 000 Zloty . — HAEIRAIL ¥,
KA, BORBAERSNEN EEZEXRBPHEL,

PREEER

AR KRB EEFEREFUAKRGZEUNFSNE/BIEHIE
AEANERNGE, BN, KEBAEIE AP 2 7 A R AR R I kAR
B (S AR AR FBPIRR , T A4 88 B AR CUHAR /D 75 KX e PR 31 2%
FREFEEASEREMVE L,

R B H 5 RIRBRIEE

A, BOMTESEEEAREAGENERRE, RERELEE—
SR EE HE R SSE ARSI E R AR PR,

&R BEEA

e g3 AR ARG AW ET R IEREE, —MFRER
WIS AFIRREMZ N ACFITRH. MEW “It has been decided----+-”
B “Your request can not be granted at this time:*---- T ZEME, HREMTRE
KEHRL. Woh, BRAOTHEARIRE BRI R ERMKIT NI BE MM
RIRER

Aoh, ATEEICTHER, WEANZERZ R SR IR TG
Ol B PEVF bR HE



