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Part One Introduction
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HEAs I B E AR RIS 2, IR S 1 O A 10 BRI 5
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1. BRI 1 55 SC AR R M — UL TR S . SO
HETT I SRE A (D Z BRI R IT Sk  ERRIES R =4
TR AR T b LI SO BE T RE , — e o T, Fk Al
i RAE ML — I,

—k— RN, Hor B A SO E T 2R B0, 4
KR SO 5 JCHANIE . B AR, 7 FRAG IS ] P 22
LR RBCENE R, SRR —k— R &
A5 S PRI, o SCR BT K A Rl B i i —2F

2. HEUGi Jar o 55 SCH T HRZ A, S5 40, PRERAR T
BRI EAEE A — N A S, DTl SCERA — S W 19
El] . T EA GRS VR R,

(D) 2t o IR E AL, Al USSR T Y SR 8e , SR )5
W RCRER s NS T EAE , AT LA R BRI 42 Ja) , AN AR AE 28 AP
MIEA NIAR T Z AN

(2)MHEER . ERPTEH AR AE I HIATUKF fiedf e
BRAAT AR AR PG, i T B fef AR AN RN . ISR TE
MEVERS G, FESE B SO HA A B U Y FAR o

()R, LEAMBE TS URIRA], AICIC IR i
HOARFFHIAE B o IS VRRA I 2 e N A e B, D
T EHRESICEE.

3. U E L, WRIHRE , R T CE T H AL, #5404 T
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HASCF I FRREA — & B E . BYEE TR CEENLT
I, W LA JLA

(DICA AR L 10— B2 s ) U J
(), AR IAR G 28 8 A o BRI i el o . TR 45 3¢
TR/ NS T, T R AG FLSPE A S 0], PR AR Y = 1 B
TS, At FEASCE VR, AR DB SO T 7 Y L A
RK.

(2)ZMAE kS B PE, R A e 1, ghes
R T AREE, R RATE, A A % . R B3Oy BRI

FEMIERIA F O, )BT EREXT 7 i B 50 A o QSRR X

HELIUAN MG, BB AR PR B S AR SO R DR AN AT $5 R
1 AHECZT , LIPSO LU B, AR B AN BRI 8 4
FURBER I i S T B, WA 10 50 e A 15 5

(3 &5 85 BAME B R E M R 555 SR 2 fh 24
O ECINPVESENE WSEIE S REREN Y e iiE Sl ISP R N2
Bl IGERE S, M EAARE BRI . 2442k 08 : Judy, you
have proven to be indispensable again. Your work for the
textbook committee has made all of our jobs easier. 7£iX >4+
S AR BRI A B A A T B, RS
2 SR A AR B EAR B, e 2000, R ol o 254K ,
AT LUK 58 A S AR, B3 o T B S, SR 5 75t
ARSI

(D) Z IR S AW AR —IR o FLAE 8 T2
B3R fact, J& T AWK AYERIS A opinion. EEEH , AGENS
PR S FR S ABERTE— R R R AR 5L, 2
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Part One  Introduction

et , ANREFEAS A . AT AR S/ ok g | IS .

Recently, there have been a number of articles in various
magazines concerning IT enterprises in China. Rather than just
copying them all or writing a summary of each one for the
president, you need to categorize the information according to
areas of interest.

B T ERRRTE,  FEESE RO S5 B Je ) AR
@ A PSR IR, S SRR R AR . LU bR
R ARAG I e - A Jmy 5 B, 200 (5 B G B, N 58 3
TR Y G TR B, — U B AR I, SR MERR

(w)8 G BAF& 5

BRI BN B A B 7 A — PR B AR BRI T, 1K
P GAEE LA R S BEFITE ORI T E R . SAEEAEH]
G — MR OFHT 2RI E BT X AR SCRE A ROk v A, Wl
TR LA . AW, AT R BN, B R A
SR AT o A R BTN SE ROTE S, PRI R , 38 5 5 M
AN AT LB R R R TS A i R IRT, LA
il EriRSs

— HEEERNSRKE

FARE I — B RE ArifE AR R 55 15 bR, TR A LA
AR 5515 PR S VR JIR O YA A R IR 19 4 Ji H BT A 3, gk 1
Y95 E R LN I (R B TR, (B SE B R 551 pRAR SR 32 B
MITAYT IR o 1o 55 A3 (A oI 2, oA 2 A S (s oA 3 [
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PREAS , SAE B AERE AR T2 s SMEH , 75 W27 R 7 55 38 Ui
MIATASE o R 9515 PR AERGEELL T 0 : BNYERf (Correctness),
152 (Clarity), ] (Conciseness), HAA (Concreteness). 5¢4%
( Completeness ) Fil 4, 54 ( Courtesy ) , th Y 8 7 55 5 /E 1) “6C”
J 0]

(—)7/E# (Correctness )

T SC B, 45 D E S R A A I S A 4 )2 Sk
H RERRAR HesZ I YETEIK T S RS B RE TE A IR MER 5 2 5 TE A
Hu A TR FIRR R 55 DFS IR

LA S TE 5 U . FRATTTESR S TE U R 55 il R 1
NS T TE R 18 5 TSR R Y R 55058 4% R 55 1 R
L g5 AR, il A EGR A Y F i

T HECT T P2 53] -
Formal Informal
approximately about
inquire ask
ascertain find out
obtain receive
assist help
participate share
construct build
purchase buy
contribute give
sufficient enough
difficult hard
utilize use

2. MERRARERERIE B . B9 SRR R 95 ARil, — JBeH
PR ATE TR o 3 95 e iB SRR Bl S R A
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3. BRI ATEE AR AT T o W ILRORR SRS AR )
TR B 5 AWM SRS . R LR TRIA S R — M B
FELA N JLASIT I : 338 Z A —EOC R s AR 5 et i Z 8] 1) —
BOCR s B iE S 8B i iE Z A — BOC R SRIB AL E

4. FIAI IERRPES .

(=)i# # (Clarity)

B EE PR HEE A ds R ERR I g B Ak, 98 Y A,
JZ0 W

1. ##4 J5 (Logical Organization). T A2 50 J& )7 ik
045 : AR & (Cause & Effect ) ; BsJ [#] i ] ( Chronological De—
velopment ) ; 541 Il [ ( Sequential Development ) ; 4% (Compari—
son ) ; — 245K (From General to Specific ) ; 4554 2| —#% (From
Specific to General ),

2. S HIIR A 5 B%  (Well-written Sentences and Para—
graphs ) TER 55 JEEEVED , N%A B HE )+ FUBTE 454
SR R ) R S 20 R S R A S Y
Bty n.

Marshall Corporation was founded forty years ago, and it
now has branch offices in four states, and it employs nearly 400
individuals. (poor sentence )

Marshall Corporation was founded forty years ago. With branch
offices in four states , it now employs nearly 400 individuals.

(revised sentence )

3. i—1E5 —2:(Unity and Coherence)., —4 45 5 1E
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B — D BUE R E IS — MBS AR T A T8 E, Wi s
— By v AR AT — A~ 804 (topic sentence ) , — i %2 HETE Bt
B, T HAR R 4] I R S8 RV R TR , 42 SOBLIX AR
— Bt IR G — A AU b T H, AT )
TZIa) Btk 5 Bl Z R ARE R IR VN, B R B .

4. 58 7E (Emphasis ) , 75 5 45 S5 SR, A I 7 22 5 5L uk
B BRI A SR EATRINE T, AT DOR ] — 268 15 B,
TIEELL, KRS, 8O R AR B A

(=) % (Conciseness )

i 2 AR 5 IR BIER K S, —AERIEN A 585
TCAR AT AT e iRl Aok B I J2 A, R A5 iR S AR
SRR R RS, AR SERE 5 1 M o 3 2 AR 55 S i e BN 1Y
TOR, W R 5 BYERPERUT E /Y, N R 55 SRR HORTE
BAEMA R SCA B

1. % IE S (Use simple language ), R fd g U0
please, prefer, because TXRE AT B IR, RS P D will you
be good enough to,express a preference for,for the reason that
BAETCI T S A AT i

2. /D FHFR1A) 5 (Omit trite expressions ), | 51 H HY&—
SL UL R TAIIE R, 40 1 it has come to my attention;at your ear—
liest possible convenience; take the liberty to; due to the fact
that; with kindest regards; avail yourself of this opportunity %5,

3. #ERITR Y RIR T AN 2 5 (Avoid wordy expressions
and unnecessary repetition) . 7E/ANFZIA5E B FIALA B ATHE T, i
PSR AT AR R IR PR AR NS, S 2 O SO E A R
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We require full-automatic washing machine which is of the
new type. (poor sentence )

We require new—type full automatic washing machine. (re—
vised sentence )

4. Mk TE 5 B E Y A4 (Remove unneeded facts ), UH5R4]
S RO i 3 1] S e A K e ) S S 7 VAL - Y
B e AT QR T b Y R RO 25 /S AN
M) F- ) U It should be noted that this is the best we can do.

(v9 ) A4k (Concreteness )

P 55 BETE B MR ZOR R N 255 BARTT B , AL, S
e BARIIE S , B T 285 8 B, V) e 5
RO, S ] BB LA BRI (E B, o S P BRI, sk fe i
PG RN, PG RN AR A NI SR B 45

(&) Z#(Completeness)

FI55 15 PRIBR LT | SUE 88, N — AR A 7R N
25, e R R BN Y H Y, A PSR T R AR I
T 5 Y A T T LAY ) 22 S R B 5 (R IR 7S A
W”.who, what, where, when, why,how . 5555 , fF4IHIX
A WU TR A B R AN R R . BB S ERN
55 WSt AR R ATAT 2 A st e 0 PT fiE S B K

(75 )4L3( Courtesy )

ALSH AT DA A, 45 A ST B R I A B S
RIS S B VETP A LA RN, JF A2 46 R — ey ) =X, i
IR TS S E AR AT T AR LU 2L
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A BT IRIALSR A SV

1. i FAL S A G ()3 sl e IR 2 ik 43 B AL AR R 1Y
BE

2. PRIEON 7 I B VEASJE (You—Attitude ), 5 {5 A2 Wi
fH NRYZLR B MR % B A A X 7 5 A8 4 — il
fH NA TR

3. FEREAAR bk i A MBI e a1 s PR B B
258 e W 2R TSRS NSRRI SRl R (5 o

A, RE ARG ORI T R
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9 mSSMHSCGTE

— M8 JA Curricular Vitae / Résumé

T8 i (Curricular Vitae 8%, Résumé )5 A2 s, F 50
G2 TAEZ Dy, — AR IRE i . 2T TAEL D)
FIA 2R 2 7 D v B B ARGy o BRI Z A 1 P AR ISk AR
NI, A 5 R ik T B R 45 S A DL 27 D Al
LA, ARG GETE O MR 5 A L i
R AT R U

— MR, e ] DD I IO e AR AR 2 A TR A O
() SEBRAG O RGBT AERE T, 38 T D Hh ) - e
J o TR R A ) 0 A R SRR AN I 318 T 48
WA, 3l be BBt It mE . P, /DT b i A) 122 0
TR AR RS B AR ETE SR A RSO E R,
fap A A 2 i .
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Born and reared in Thousand Oaks, California. (/&2 F#%
AR A KK, )X T — AL L 599423E, HE T 235 147 be 3)
3% was, 4 #) & 3 .1 was born and reared in Thousand Oaks,
California.

Fluent in Spanish (%3t 7 3574 ) &/ 5984215, (o6 T
& | A= E 379 am,

Sales manager for three years (% id = 50945 & 325 )T
A 431548 , ‘B e&- T 1 have been a.

BT AT D3 A M R T — g AT AR, B 55 0, 45 N — b
NR Ty It . BT AR 1T U2 4335 (Ttem Pattern ) , 7] L)
s2 % U(Form Pattern), 73 CHYSE A2 RIFRIIT . —H T4&;
FAE R RO TG AT B, BESCRI D B AT RO
W EEDIDRIPEAR NS ARG iR ARy =05 ian .
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