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BE—E > HBAHSEBTEERFIR

( Basics of Business Writing )

& ] (Words)

AT %rmmm%mﬁmﬁmﬁ FE WL AT R
s SR L S RTY X aa%%&%@&%m&mmw B
SRR BRI i B A T T I 58 4 — B B e B
RT3 ; RGBS SR BT 28+ 2 T VR0 Ay AR A S0« B 4 i
B AR AR SE QTIOR3 s (AR RT3, & KA 1A
B N RS AT R RR S AR, Riﬁ?‘aﬁﬂ&“ﬁ%%ﬁ*ﬁﬁﬁﬁw
LSRR ST FRLNER, - -

=700 -1 2
1. 2FRpY4EHHE (Special Uses of Nouns)
A ARG, ) — Bl 2R SRR 2 17
2 1A)
AAFAF(U ) —RE R R A . &H&F
1. KA IR ( Collective Nouns)
1) X RRHR A HMFH R, R e & TR

BRI EATIN
2) YRR, R R S N i Shim A R

1



LR

: SNREESE

RLERLIIIAE

3) BmEN R R, B AR EN BB BES AN R
B FISERRRAEG TS X, MHBREERENE R

IERRfE G SCsE. 4N

The family is the basic unit of cur society.
RERMURBILSMEFRA, (famiy ﬂfj’if—/\'gﬁi)

The family have agreed among themselves to present a solid front.
FKENARCRBERLE—RE, (family BIFRR )

2. AAJ¥ 44 ( Uncountable Nouns)

1) B3 -PEAR MR LAMEE2RAERIATEAL R, L

LN £ ¢ gL

B — A BERFAH a/an, M5 knowledge HiH, in-

formation {58, furniwre K H., equipment i%#&, quality B, accom-
modation BT, advice B 1Y, baggage 1735, behavior 1742,

'2) MAER WA AR L L

O YR A ANMS L B RERLE A, 852

E‘[ﬁég © @Jﬁﬂ :

Some rich men live in luxury. . .
—BERALBEEENEE. (loury ZRMAEE L)

A refrigerator is a luxury here.

KBEXILE—MFLEE, (luxury FREEHEY)

HE: AR ARG BHERR M R E— T 1

BRI, HRTAT 0 asan, Hiin:

:

Geography gives us a knowledge of other countries.

Hy B F 5 URR T 6 T HAL B Z s 38 Ay HR.,
@ Yy AW TRR SRR R o, SRS, #

This is a store selling many different teas.

B R—KEE R R AL

@ Rty Bz AR & AR St W LRk,
3. E¥E R, (Plural Forms)

1) §RARNEEIEA.
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@ AT R & 4 RN A A 1H X E $08 K, 10 homework,
moonlight %,

@ VIR A RS R, &4 e F e X EREL E K ]
BRI,

@ LTI + W (85 "W & R K, P L&A
B0 -5, %0 mothers-in-law &/ R,

@ LL“5hiR)/2hiE - ed X + BHE" WA R4 AN, ZEE 2
-5, 1l grown-ups LA .

® BL“Bhin] - ing X + BIA” A& R4 1Aet , 7E5hiA) - ing T
50 -5, M comings-in LA ,

® FF man 5 woman )& KA 177 H Hat, 5 %4478
FAE Jy S %, 1l woman teacher—women teachers T .

@ PREGHA T EE—TERE AR -5,

EE U LILMHER S, Q@@REETA S AT,

2) iR E BOE

@ SRS EEN -, IR B K E FEH R AR,
40 CPAs (certified public accountant 7234 ) ,

@ ANEFHARFEETFRES . NRBETELE N
~s B -’s,Mc. 0. d s5c.0.d."s {cash on delivery) R, B
BfE— T FHEH. " HBEIETE "B -5, 0 gals. (gallon
me) .

Q@ FREERERNMNFERAOTELXEERM -5, 0 in.
{inch Hi~f ),

@ A H 97 R 0 8 BB AT LAFE S B RIE A, I Ih. 5 Ibs.
( pound %) , ‘

3) BHF M5 B2 EHMERER.

OB MR REERAN, TERBM - 5

_.’B

@ HABFIR AL EME/E 75 24 4 A A, B RBA N -5 & -

e8,
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I. hiAAFBA &% (Special Uses of Verbs) -

PAEREERTERREEENER, EREENTEA N
s MRE R A FREE, RIENANEXNa%REM, XiEHiH
W A NEE—T A iR (A E R . MARYEND i, ) &
a0 Bh3h iR HitE A hid

1. R#shi% (Transitive Verbs)

1) ¥R A A EE, AT RAAFRNES, B S+V + 0 (FiE
+ BhiA + BiE) AR,

2) WEH. EYUHRENEENEBEE(ZSHA)HEEE
BB WS + V+ 0i + 0d (i + i + AERE+H
BEE) ias.

@ REEREFBIEBRIEZ G, S5 bEl"JEJ T i 417 to
B, for, f[40;

The mother bought the girl a doll. &/ NFIRE | — -,

The mother bought a doll for the girl. \

o @ MR o BRI BEER SRR RS H BT R0
HiARF give (), send( FFiE) , lend(HEH]), guarantee( H{E) , owe
(K, pay (FT8X), promise ( KK}, recommctrd(?&ﬁ) show ( J&
R, ell(EF), wite(B) %, .

- IS for FRIFHEIR RAERHE BT ORE R A3
% buy (X ), cash( FLBL), change( 3.3%), choose(i%#%), order
(ITHR), do(f8) , make(HIfE) , reserve( Wiz 4RER) , save({R7F . %
P

@ HEREHRAN, MR EREDFEE; DR BEEEA
FERER AR, B RE - R, (R FAERER,
g

* - The mother bought it for the girl. /The mother bought it for her.

3) BiE + B RS AW A BEN RN RS BB,
RS +V+0+Co (FiF +30A + BiE + R,

© BHT LUh—A&17 AR BliE. 40 A REERRE
KRG ER
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@ EIEMERZ B —HEBENEEXR .

We chose Charlotte manager. (Z1AHESERM) IAERE B4R,

AL SR T P A

We chose Charlotte. . Charlotie was a manager.

XAl

We believe his company to be one with § 100,000 profit per year.
(AR EBEREAN) BRITHEMA A TS ER 18 10 77 R TH
/\—_‘J

2, A RYzEhis (Intransitive Verbs)

1) Frtk AR PEEE T WAEHRINES,BR S+
V(EE + 3@ ) B S + V + A( FiE + Hid + RiB) AR,

2) RIE AU A R SR AR 5 0T O BIHE A RsEE RIE
al,#hFEEE] A JREEE R

3) BEZHER DIU’?E&%?-;&W] (vt )&_IU‘HEXR@JZJJ il
(vi. }o

4) A L ESm LR A, TR BT JURpA AL

O K ERYAM sell (), wear (F), wash (¥E), write
(%), read (i)}, uee( A) SH0B) I —REMAN, E3E w30

@ BE B smell (], taste] 22) , feel (SEH) , sound ( Wiz
Xy RETE + B AN, B ARe s, M.

Good medicine tastes bitter to the mouth. B 2533,

@ want(H%) , deserve(Ji18) , need (BE), require( ER),
worth (1678) 31 + 4% WG AR EF R BRE . Bi:

The children need looking after. T {175 & R,

3. $¥%FEshiR (Special Linking Verbs)

1) Ffk B shinhil W BRI AR E E AR S+ V+ C(F
i+ 28 + BREREE) #0012 R R R IERHE SR SLEE AL

2) 5r % Rahinlbs is LASh, WSS M LT L2 .

O FTr“BRE B, 0 feel (BRE), smel(18), ap-
pear( BER) , seem(BIF) %,

@ TR RA” R BAE, A become (JRN ), tum (#5738 R




o JMARISSIE

T A R e AR

X)), come( L), grow( ) %.

® FR“GHE-RB” 50, . keep ( f# #%¥) , remain{ f§
), stay( BE) , stand(4EIFAZE) , continue( 4E%E) 2%,

3)H &R ] BEfT ahid, ZEXRMESRT, XesshRE M
FBLARES e,

R AT RS + B AR, AERREESR
&, BN + BE]" b R R B S, .

The child is growing rapidly. (grow A RHEhia], & 4“4 K”)

TR,

Mother grows tomatoes for us. (grow 33 RBIEhiA, B4« Fig")

BRARITRETEON,

I am growing impatient. ( grow i Z3hiR], W 0 “ Wi¥ieig”)

RIS FRHRAT .

4. B EiHH—3 (Agreement Between the Subject and Verh)

FYVEEFHREINRES TERNH—BRR. DFE -8, RBEEA
BR, FEMEKBINTFAZ.

1) St £FE KRN I BHE R RI%) lGIE (SHAEE, R
SERIGIES ) B and 5E both. . . and A B iR MEHH R,

2) # and FEHHFIEIERF— Aﬁ%ﬁ,%ﬁﬂiiﬁﬁﬁﬁﬁi
T8, RESNA AR,

YERE : oAb NS o T (B o S AR I 4 IR B M A P S
Blo MR HI L FRNRA RS M R et i 54 e
i, WEESHA AR, W RN 4 5 B T 3 e 1
e AR AR, P

Ice cream and cake is my favorite dessert.

DKL IR R 3 B E e i

My house and home is at 1505 Washington Avenue.

WAL AR 1505 5,

The editor and the publisher of thie magazine are very able men.

(PN ) X i 2 A SRR A AR A BB R BE T RO

The editor and publisher of this magazine is very able man. °




B—E

g A S g e o e SR
T DR AR SUERY ST 4B

(= ) X S W R AR REE T RIA

3) BEFEMFESEIEH or, nor, either. .. or, B neither. ..
nor RN, i EEA R R E R A EE R AW, sShin L R HH
LA AR AR E

4) HFETIE R A BT each 3 every B, I8 18 318 B B E0UE
Ao

5) YEERBEENTN, KRB EELE, DT ISR
B

(D 7E there be (EHAEY) Bl P, R F B R A 0] ¥ 4 iF
B, RS A B 2 2R 2 iE i i LA Z R R, 8B Bhia
Tt e L BY & AR R — B,

@ EFEMEHY, MR R EREFH, REETEFE,

@ EXEBABNEN, R EESIHE B, FEZBHE
T4, .

His attempt to improve the sales is successful. {th %45 B 446 f22
NI,

The style of women’s hats shows a totally new trend. 1A% {5 T 0%k
XEEFHBEY,

@ EEXELSFRABRFELE, HEBENRFH. 5ISBA
WEERAGEREA as well as( 2, H) . not o mention( AFHiA) , a-
long with ( FE & ------ —i), as much as{ - —#£ ), besides( It
54), except(but) (B T), in addition to( 4} ) , including (35),
instead of (W1 /<& ), rather than (AR ), together with { Fl-+----—+
&)%.

6) EEREABE(QEFEN . EE VLR S REMES
B B BRITIHEN— BRSNS E (AEREXEE ., A EE
KB B, sl A,

7) ZEiEH none, half, some Fl one fourth 24 {76t , B4 #E A
PRI B2 3ie) ) L el A 8

(D 338 i8] B 0 i AR, 15 2hia — A R A 8,

@ FBEFFHH A of i, BE of FEME AR, AKHR

7
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¥ FAEBEIF
PR T

AR B A AR ANEE, R WA R E B3hiE,

@ FEHE K H b 54 : ninety percent of, part of ; the rest of,
most of, all of, a lot of %,

8) kT EW—BMF A

@ HEiE R RREHER -

a. each / one/ either / neither of + %% {74E 18T,

b. every (any, some, no) + thing { body, one) &I EMNT
fE £ &6

c. many & + BRAIELA FHE FiBN,

d. more than one + HPEA] ¥ iAEFiFER,

e. a number of. . . fE FiEmT,

f. little/ a great deal of S5iA4H b A W $L 4 1A 4k 381,

@ IBEHIR B RN

a. AL both (of), few (of), several (of), many Z4E 1%
i3S

b. the number of + & E{E FiER,

ERRENENRER R T EEER EMETS X k%
EHiﬁﬁﬁW%ﬁE?ﬁﬂﬁ%EEmfﬁ,K%%I@gﬁﬁ
RAFEMRS TR, Fef, BEEE - R eEmbaRlE T
H—3E AR,

5. shialfHAhAF R X (Other Special Forms of Verhs)

DahERER,

R SRR E AR to + SABR ALK&, A F el L8
fe el B AR EENA, B E B EiE 5B RIBRRENER. o
ﬁl*%ﬁﬁﬂﬁﬂ@ﬁﬁlﬁ_ﬂd WHEEMRE,

i@)@i T EewR
—B, 10 write R S be e T
“Hfk "/laoilewnuﬁg A O PR
FRA to have written S | ¢ ohava heen wiiten ¥ -

SEMGHATR % have boen writng 1.4 oo v
2)’%@0 ' I
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