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FNHE IR BRAIE RS 0 45 R SC, an 580k 38 3C (Graduation Papers ) | “# AR 8 3C (A-
cademic Papers) . % F| 1 1 45 (Patent Application) | 5 55 #t 45 (Experiment Re-
port)gsfo

2. %425 (Economic Documents ): =538 75 W B 28 3% 454, P 242 FH 1Y) 4%
Tl 97 FH SC W R b S (Business Paper) | 7 5 £ (Business Letter) | 117 3 ] #¢
i # (Market Findings Report) ) 45 (Advertisement) |, & & fiff F 158 B (Directions
for Use) . &[] (Contract ) %5

3.9 (Legal Documents): J&48 720 B i N | B ZEALOC S H At 4 47 4k 2
B RE R 5, Oy S B R A AR R A7 12 A M B S 55 T AR ik o) £
) HATYE AR AR R ) — RIS B SR YRR (Statement of Com-
plaint) | B #7 1] (Statement of Defense) . 2 UE 15 (Notarized Certificate ) 13 Pt 45
(Judgments )5 .

4 AL 4% 25 (Communicative Documents ): A& 48 W T35 B A% 375 WEA o 10 4528
IO SC, A3 L (News ) | iR (Brief) (4138 (Editorial )45

BeAh L RSB I SCR A A S HOF (BUA FE RSB  (H il T AL
KB — XA ——FR

Fig BRI N S SCIRRRAE , FRATT SORT ks Ho) 73 LAR JLR .

(—)1% & (Letters)

15 PR B A 542815 #R (Social Letters) . 18 55 15 PR (Business Letters) FI Z A5
(Letters Between Family Members) =F #1525 i J& A AT H & A= 8 \ TAELL Kt
SRR P A B LA AL (Letters of Congratulation ) k=
(Letters of Invitation) X [71 %2 {5 (Letters of Reply) /& {5 (Letters of Thanks) ,if
#K 15 (Letters of Apologies) . sKUA{F (Letters of Job—application )4 . 1 55 {5 bR A& B
JIZ B T R Mk B A BT Bl B A AN BRI R S i gl AR L AT M 55V Y
fGek, BEIEET S XARB{E R (Establishing Business Relations) . #E#5 15
(Sales Promotion Letters) I # {5 5 71 &2 (Inquiries and Replies) 315 (Letters
of Urging Payment) 4 1 {% (Quotation) , 1T 5215 (Letters of Placing Order) 5 , %%
)2 ZEBE D Z IR RAE A5

(=) L (Official Documents)
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AW LB A SOMUAEM e E B e i BAE SO B Ar e —E iy
e IR, FRATTAE I AT A — 2

(=) 12 % (Notes)

MR A AW e — MR R HHEAESEA b ER S, HZH
JEIEATEAR R, Fe AT S & A1 2 — 28 O 454245 2923 (Appointments ) | JH
W (Apologies) . JEIE X #43h (Informal Invitation) . K (Requests) . Z(iff
(Thanks) . F8 7 (Messages) .1 {2 7% (Note of Asking for Leave ) %545,

(w9)J" %4 (Advertisements)

P75 AR R AR 2R 4y, T S L FE 48T 2 (Newspaper Advertisements ) |
%% 5T 15 (Magazine Advertisements) ] #5 ) 4 (Radio Advertisements) , B3 i)™
5 (Television Advertisements) . J* )7 45 (Outside Advertisements) , [ 2% )™ 45
(Network Advertisements) FL5 ] 4 (Movie Advertisements ) 5555 4% T 4519 H 19
FRAE SR K43, 74 AT L 43 A ) & (Commercial Advertisements ) F1EE 7l
] & (Non—commercial Advertisements ) ¥ ) 45 X G AERAE R 43, )45 LAl DL
SRIE BT (Consumer Advertisements) . 72l )~ 4 (Business Advertise-
ments ) FR 55l 45 (Service Advertisements ) ,

(Z)F A (Cards)

K F 4145 4 F (Business Card) 3% % (Invitation Card) . %% (Congratulation
Card) . Bk (Condolence Card) L (Gift Card ) %545

() &AL £ % (Forms and Bills)

248 H L4t 3% (Grade Form) J& 1 2 (Resume) % I % (Case Histo-
ry) &5 LR A S 2% (1L0.U) i dE (Receipt) 3T 18 R (Subscription Form) | 77 5% H.
(Ticket Order Form )%,

(<) i A~ (Brief Introduction)

fa A A 45 PR 8] A (Unit Brief Introduction) #1-4~ A &4 BV & ) (Resume ) o

() B # (Speech)

FORE At 0y “Fin] 7 ol UR G Fe AL HE XK 1] (Welcoming Speech ) | XK i% 5]
(Send—off Speech) . F¥ %217 (Opening Speech) . 15:& 1] (Memorial Speech )45

(7u) B Fr #,12 (International Telecommunication)

B T A B R S, B LLxX 43 A 46 H 4l (Telegram ) H3L A% (Telex) 1%
H (Fax) ML R £ (E—mail )
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F-T REMNAXEEERN

4 Lt (Bobbye ) 71984 - 7EML A 7 55 7418 3Ll ) (Business Communication
Fundamental) — XL H BB SERE T “6C” FEARTERN . 1F
(Correctness ) , 5¢ % (Completeness ) , fa B (Conciseness ) , 244 (Concreteness ) , 3C
& (Colorfulness) , 7544 (Considerateness ) . M 5 X 6 5 {F [ ) | 41 X6 52 B 9 18 )/
FSCEAER R AL, B2 R “SCT IS, RIIE A (Correctness) | f# ] (Conciseness) |
15 2E (Clarity ) . 5¢ % (Completeness ) F1 L% (Courtesy ) ,

— . E®H

(—) % 6935 Z KA R 0 3533 Ao 13 B

EX B8 B AR E IR 8 0 E S B R, AT ZE M 1Y
AR DX 53 o8 o TR 5 2 B A B S AT 55 5 55 05 i ik oe , Fe It 1)
FBEE S, MM A SR NEAE K H 5 B ks, AT 03k 38 5 s, A
() (AR RS 1 7 5 KA AN ), an . Bl 4 R R IO T 5 OB 20, A&
Tl A A A sl WA SEEh I, o RT RE AL  RR A 1 EA |
ik A AR TR Aok T 5 7552 SO DA AR T R O 32 AR TE R R R R

1.0 SCE R 3R 242 1F 237 (Formal Words ) #13E 1F 237 10t 8t 2 35 i
1)L (Informal Words or Common Words ) 1 Xl , 41 F fr 7

1E AN SLBGACIR(I
conduct do
consequently so, thus
concern worry

without delay quickly
postpone put off
distribute hand out
approximately close to, nearly

currently now



purchase buy

depart leave
deficiency shortcoming
decline refuse
reserve book
assistance help

seek look for
investigate look into
notify inform
additional and, also
preceding previous
accordingly 0
alternative other
large—scale big

2. TE R TR TR A B A T R XUk
FO#L

a) Should you find interest in any of the items in our catalogue, please do not
hesitate to send enquiries.

b) Qualifications:

Chinese citizen,aged 35~40;

With junior college diploma in Marketing, Economics or related fields.

O30T ca) B R 55 ST bR R B O TR XURS IE S fE T TR LR R, R
KR Z 0 &S b) i, B T A e A e R JF ok 218 1 ghie) 1730
JUREREH T R & i

3.2 W SCUR A AR AR T

H A, “inquiry/enquiry "/ A 3538 1830, & Ok <l n] FTUT A A (HAE
(R R S =% R F A

(=) B 835 ik Ao A7 5455

LI I SCS A 25 FiobR s 455 B9 FH IR R s

(1) F)*5 Period [ . | , AR —A~FF 145 5, 41 : Many thanks for your

letter and enclosures of September 12.
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B HTESE S

Many thanks for your letter and enclosures of Sept. 12.

(2)i2 5 Comma [ , | , AR R4 F P A4, 4 .

Therefore, we should write a letter to the prime minister.

s HTE TR I3 B3 LA BT 2 6], 4

Ontario, Quebec, and British Columbia are the three biggest provinces.

g LS| H R T BE AT A

This is to certify that Mr. Mike Mogen, of British nationality, male, aged 40,
is an electronics expert in the employment of our institute. He has worked here for
two years.

Emily Carr, who was born in 1871, was a great painter.

B CERINTERIR VNI (1

In particular, we would like to identify the best agents who are currently
serving the printing industry in your region.

ST E G F 2200,

Mary said, “Let’s go fishing.”

(3)#* Apostrophe [ "] , FI 27~ 44 1 slOAS 2 AR 9 BT A e, A

This is David’s computer.

These are the player’s things. ( things that belong to the player )

ER N T EBOE B 2 7 B A, Hom[ ]

These are the players’ things. ( things that belong to the players )

(4)51"5Quotation Marks [ “ 7 ], I T H 51 A ABERY TS, 10

The prime minister said, “We will win the election.”

27 BT F A TRl TE B R R R S D3 A AR B B e AU S E T
s G 5 R LIRS SOXRY A B A2

The report contained the “facts” of the case.

(5)F ZColon [ : ], T 51 H R 41 s B vy T, 4N

This is her plan: to go shopping.

Time: 3: 00 p. m., May 9, 2010.

Place: the South Lake.

w5 | — BRI IE G A s BES 17,



The prime minister said: “We will fight. We will not give up.”
(6)73"F Semicolon [ 5 ], K PN A4 7)1 H 2k,
The festival is very popular; people from all over the world visit it each year.
s HE S — R, 51— RS040
Ticket price: Adults $ 15 ; Children $ 7 ; Family Ticket $ 28.
(DWHT5 Dash [— ], T 51 S 45 BEE PR 4,
Mild, wet, and cloudy — these are the characteristics of weather in London.
a0 B B o ad B A 3 ) 4
The children—Pierre, Laura, and Katherine—went to the store.
Most Canadians—but not all—voted in the last election.
a1l PR B A VTR o B AT
The woman said, “I want to ask” —when the earthquake began to shake the
room.
(8)3% 74 Hyphen [-], I T & &1,
in 4—color production;
B HTERTZR S,
anti—Japanese, non—contact
2.9 0l ST TE DGE AR KA A R Z Ab 4 Brs:
(DB PR RS S80S, A W 5 e = AL L., TGE B A5
Mz O], A WS TR A H R
() BRI U TS L] 363 th AT KL B, “
Q) FEE T EA B A T[], R B A R SRR 25 19 24 BRI v
BHASOR S 1 58,
Do you like A Tale of Two Cities? ﬁ
(4) e ST A5 1 B0E SR AR IP IR Z 5 B 5 e e A it h 2
g e, 009
(5) P> o] B ) 22 1) AN RE IS 5 1 4, A
We have obtained your name and address from Aristo Shoes, we are writing to
enquire whether you would be willing to establish business relations with us. (%%
B®)

RO T, P4 2Z (] 25047 3 B A AT FHAE 5, i
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We have obtained your name and address from Aristo Shoes, Milan, and we
are wriling to enquire whether you would be willing to establish business relations
withus. (1Eff)

—

I SCHY S A B AT LR DUE A5 5o 2, BRI I SCAT 3055 b TR
SCF TR, G U o 2 AR 2 IR ] B /D 8 S R R b A%
BB R HBRE S0 R SCT R AR R RS AR R NE
PRI E VR A0 22 PR 1 0 o 1T 2% S 491 0 T P 5 g D A )

W1 (Wordy):Mr. Smith usually likes to drink all kinds of wines that are produced
inFrance

fi B (Concise ):Mr. Smith prefers wines produced in France.

M1 (Wordy ):In my opinion, I think your proposal is feasible.

fdi B (Concise ):In my opinion, your proposal is feasible.
=.FE

TN 20K Pl A2 B 1 45 R IR WA, LAGR X 5 )™ AR iR il 5 AR vh 2245 1
L HREE R ds FAE W 0 ) LR i, 9 HR R, 0 BITR U RV R S e R Y R R
F) RS HTEIE S AR b, AR 7 B vk A0 % AT A R T LA B A A T
W, A3 5 LA B A 3 S A IR

Allow me to convey my congratulations on your promotion to Minister of

Trade. I am delighted that many years service you have given to your country

should have been recognized and appreciated.

W BT B 1 A ELEERR T B AR H RN A R R B TS R 2 Y
HPBUE,

m, s

(—)EZ Ak

I FH SCH E B 9% 11/ 32 %5 47 J5) (Logical Organization ) 7 %A 46 DA R JLFH,

LIRSCE

Urban traffic has become increasingly crowded nowadays. (1) thus, people are
often delayed by traffic jams, especially during rush hours. Meanwhile, traffic ac-

cidents occur more and more frequently. (1I)

SrAT  RECR BRI “thus 751 SC 0 3% 28I A S5 2R I, A1 (D A



(KGRI DPSE

2. [ R DR AR A

Urban traffic has become increasingly crowded nowadays. (I) To solve the
problem, more roads are to be built to speed up the flow of traffic. (II) Besides,
more public bus routes should be added so as to reduce the number of cars on the
road. (III)

Sr AT Al (DR T R
il TR [0 8L ) 7 125

3. WA

Education:

A2 3 P ZE H #5 ) A (1D A (D 25 8T

1997-2001 Majoring in Tourism at Guangdong Commercial College. Courses
completed: Tourist Economics, Tourist Marketing, Tourist Psychology , Tourist Cul-
ture, etc.

1991-1997 No. 16 Middle School of Guangzhou

3T < MG T A A Sy 2 I [ IR T Y

4.b0%e,

Some years ago, my hometown used to be a beautiful place. Thick trees and

green grass could be seen all over the hills. (I)As time went on, people destroyed

almost the whole forest to grow more crops. To make matters worse, people let
their cattle eat up the grass. So, you can only see wasteland instead of green
forests now. As a result, when it rains, the soil is washed down the hills and into
the rivers. Strong winds also blow away the valuable soil that lies on the top of the
fields. (II)

O3 AR B AEE R T B MIAE R K £ BB 5 (D R iR 1Y
s it 25 YL I SR 0 T AS (T0) A8 04 8 1) W) 2 I AE A N AH A B FR AR

5. — BRI, 0

Advertising is an important business. Advertisements are very common in
modern society. Almost nobody can avoid being influenced by them. (I)On one
hand, advertisements greatly promote sales, and on the other hand, advertisements
provide us with great amount of the latest information. Radio, television, and com-

puters have made it possible for advertisements to attract the attention of millions

011



