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Basics of Business Writing

% —3  1a(words)

§ T

I
& oS

B ATERNES, BEN T HIAERSEEFHEREEM.
FEESEE XY Ik RYshiE KR SENRR AR, §iEs
A EIE M — B, A M AR BIE X RIE L AR AR A, A
AL 304 1R R FT B R v BB X E AL BB R IR R R 4

BB ; & BUE 2 17 14 A0 A B 5 AR A0 A 2 A1 O 5 R A 3
Fo

QM@WW@@@

) ASBBBRLINE

& o~~~

[.%EFES

1. The storm has caused to that region, so they are in need of
the goods. - ( )
A.many damages B.much damages
C.much damage D.few damages

2. Most people are not fully aware of the of the market econo-
my. ¢
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A .virtue B. good
C. goods D. virtues

. The iron and steel industry of great importance to the na-
tional economy. ( )
A . has B.are
C.is D.have

.This kind of shirt very well. ( )
A.is washed B. washes
C.washed D.being washed

.1 shall never forget him in New York last year.  ( )
A . meeting B. meet
C.to meet D.to be met

. They children from swimming in the river. ( )
A forbid B. forbids
C. prohibits D. prohibit

. That was so serious a matter that I had no choice but to po-
lice. ( )
A.call in B.to call in
C.called in D. calling in

.The old gentleman has contributed a lot to his hometown.

¢ )

A.. respectable B. respective
C. respectful D. respect

. If you check 4 and 6 of this book, you will find what you
need. ( )
A. Vol B.Vol.s

C. Voles D.Vol.es
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10. Proposals submitted by were consided by the boss.
¢ )
A.she and 1 - B.me and her
C.her and me D.hers and me
II. ¥sE

11. The plan is worth to be considered.

12. The factory Mr. Brown works in is a paper’s factory.

13. I saw the foreign expert and his wife and other several members at a
department store the other day.

14. Could it have been them who were responsible for the damage to the
store’ s window displays?

15. Whether you agree or not, this was the most perfect arrangement for
him and Paul under the circumstances.

. ARMRAMTASHERZEENATF

16. fail to/May 4,2003/our letter/of/your reply/to/learn from/we/

17.to confirm/June 8/our fax/this is/of/

18. passed on to/your letter/has been/our Beijing Branch Office/addressed

to /for attention/us/

19. automobile phones/the Guangzhou trade fair/at/displayed/in/our/your

interest/for/thank you/ -

20. 0n time/feel disappointed/your letter/to learn from/that/the order/sup-

ply/you/that/can not/we/

[BFER]

1.1.C 2.0 3.C 4B 5.A 6D 7.B 8.A 9.B 10.C

II .11.to be considered— considering 12.paper’ s—paper 13.other
several—several other 14.them—>they 15.most—=more

[l .16. We fail to learn from your reply to our letter of May 4,2003.
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17.This is to confim our fax of June 8.

18. Your letter addressed to our Beijing Branch Office has been passed on
to us for attention.

19.Thank you for your interest in our automobile phones displayed at the
Guangzhou trade fair.

20.We feel disappointed to leam from your letter that you can not supply
the order on time.

@000&0‘00\0‘00@00@
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&r GG T I~D - TD

— RAPHHRE

1. AFRARIRIBHEFBT -

AR B HES R — R AR B SRR, B — AT
wim .

You, he and T have been invited to the party.

2. B AR FR AR, RIAE IR
AE AR E RS —B Biltn:

I have lost my keys; I cannot remember where I lost it.

A B C D

(D &%, it WA them, 5 keys PR —3,)

3. $4/fX1A) this F1 that = TR LR EE R
FA AT SCERERUR R R, U R BEA thiso g

("1 missed a good TV play last night.”

“This (That) is a great pity."

@ What I require of you is this(AfEH that) . You should book the

seat now.
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1. ATLAH RN A R Y3hiE .
— R Ry shin fa o LUR B A RS e RAERE. 6

(DShe dreamed a good dream.

Wi T AR,

@ After we were told what happened , we bowed our thank.
RAVAE T REW—E , BEFRER,

2. R EF ESCEBRIBAE

(1) B 2e B SR A & ShA e 2 A T AR AR 83 B 5,

look , feel, taste , smell , sound ¢, B0 :

(DThe cloth feels very soft.

AR RHE R R R

(@That story sounds interesting.

AR B BEUTRR AR

(2) 5 K Wy 3hiA 5 w N A iE o] LR R Bish B 3o Al
(DThis kind of trousers washes very well.

XFHE TR G

@That type of sofa sells well.

MY R AR

(3)need, want,, worth, deserve , stand ( 2. 3% ) % 17 J5 i , "I LA 3

B ESHBRRRBEIHRE L Bin:

(DThe poor child needs taking good care of.

AR AT BB T 7 B i PR

@The book he bought is worth reading.

fte 3% MR A FEA— 1%

3. REEBARER, AR 2 IERBERNSIAA

dare(B) , fail (3L # BE#% ) , want, expect,, wish, hope, plan, pretend,
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manage( X 25 (5 ) , offer, refuse, seek, determine, desire, promise, de-
cline(FE45) , long(WBER) , strive, resolve %, #40 :

(DHe longed to finish his plan.

fto e B e BRI

(@He pretended to be sleeping when we entered.

AR B , b IETE BB o

4. RREIRNA A, ARERA E SR BHSEA

finish, mind (41 &) , enjoy (E-XX ) , avoid () , excuse (JRIA) ,
keep, deny, consider, give up, put off, require, postpone, admit %, B
.

(DWe consider placing an order right now.

BINERG EER

@Would you like to give up smoking?

PRIE AR AENS 7

5. Feeghinl)g B A R & RAERIE, LT RE & iR,
BERRHEUARTE, X2K3h1875 : remember, forget, regret, stop, try
%&o plim:

(D1 will never forget meeting him in Paris last year.

RAGEMASTICEZFAEDRS ML E,

@Don’t forget to call Mr. Blake.

AERTARFTLEETRIA,

(®She stopped talking.

fds L T S

@She stopped to talk.

H A% T R FFRE P

=.fBiiRA
1. M - ly SR A
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-y BERMBITAE, BERERFARRLU - Iy S RH.
.

lively, friendly, manly, lovely, lonely, deathly, earthly, lowly, kindly,
likely , monthly, deadly, costly , ugly ¥ .

2. — AW SRR, % WA A : straight, enough, hard,
fast, close, long, low , much, near % .

3. AR S RE B RE R R, HE KA HER.
R

hard (B8 ) )—hardly JLFA)

practical ( SEPR ) ) ——practically (£ )

scarce( Hi 1) )——scarcely (JLFA) |

bare( Y6775 ) ) —barely ({X{X)

4. AR AERAFHRALE

T2 AE R VR R RTE BB M & 1A R AT T . (BaNRIE AR
BT E ARV EIEBME somethinganybody & &, ME
BEB BT RIMEE . .

(DEnglish is a language easy to leam but difficult to master.

FER-IASFEREENIES . (BRRAEIEEER).

@There is nothingvimportant in today’ s paper.

AR MMM L BH AEENAE, BAIA important & 1
nothing) o

5. A ESRNEEENRE.

QOE Jcy-s:2:5:H

%% : Her English is as fluent as her teacher.

% : Her English is as fluent as her teacher’s.

() BEFEEHbE

%% . Tom is more diligent than any student in our class.

% : Tom is more diligent than any other student in our class.
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() B n R .

AT BGES 7R N E B3R RES B AETE
Midryial. Bign.

I earn more than I did in the past.

R L BT,

The output of coal this year is twice as much as that of last year.

SERHT B XFHRM,

M. EERBIEN—H

1. ZAEEEMEEN—

(WEALAELE, ERFEEESNARBORER S
FRBA WA BOEIEE R, XKL H : team, amy, audience,
class, club,, committee , company , crowd , couple , family , group, party, staff,
public,, government , union %, B0 :

(D'The football team consists of 20 players.

BASRERBA A 20 2R 5 A o

@ The football team are having breakfast.

RERARIMEEZRER,

(2) 4 B 4L 4 418, 1 ; cattle, folk, people, police, youth %, 50
HE SR, flam:

The police have caught the murderer.

BROMETRF.

(3) TR RAUR N FR P 10 44 17, 258 a pair of 1, 815 ZHH
FROY R BN, AR E0E. Bl:

(DThese trousers are made in Shanghai.

Xk R EATH .

@This pair of trousers is made in Shanghai.

AW TR LA,



