HR 3% RY Th b 58
reating Success

4o (T8 5
!’E"‘ﬂlﬂwﬂ

) WAREELTE - ARV 3 )
o s (552H%)
- IRERNAR S E

- EREAEE
- AR

( Second Edition )

Cogan Page



© HiM&ZKEFHAR# 2007
EEERSRE (CIP) #iE

WIS IRE MNP / () \BEEH (Forsyth, H) #; TIREH
FRALM LR HiRAE, 2007.6
(RGN RAES )
4 JR3C: How to Write Reports & Proposals
ISBN 978 —7-81122-095 -7

[ 1.O#H- @F MLEEH-NAX-5E IV.HI523
tE A E AR CIP #dE T (2007) % 091314 5
TTEBNEEENEREEILS: EF 06-2006-123 5
Patrick Forsyth: How to Write Reports & Proposals

L —RIE:

Copyright © Patrick Forsyth, 2003, 2006 by Kogan Page, ISBN 0 7494 4552 1.

First published by Kogan Page. Authorized Simplified Chinese Edition by Kogan
Page and Dongbei University of Finance & Economics Press. No part of this
publication may be reproduced or distributed by any means, or stored in a database or
retrieval system, without the prior written permission of Kogan Page and Dongbei

University of Finance & Economics Press.

All rights reserved.

A4 SR EEA H Kogan Page SAUA LA
RS R R SRV,

WL, RALLT
A PR AL AR E A RS 2 = A,

AL &K%t R A H R
(KRETEGHBRLE 2175 ESHG 116025)

B % %: (0411) 84710523

E B . (0411) 84710711

&} fit: http: //www.dufep.cn

EH(EH: dufep @ dufeedu.cn

IO
>l..
‘H}
%‘?
s
==
bl
EE
ol
RE
2N

@UEH?J‘: Rl TEKJPJE‘JEW%M}O

AL & K2R E R KA & K2 A AT
BHERT: 140mmX215mm  FH: 91 T Egk: 113/4 $#H0: 1
2007 E7 AE 1R 2007 &7 A% 1 RETKRI
TiEHE: £ = XA TAERX: B &
it ZEHRIK Mt XER

ISBN 978 — 7 - 81122 - 095 - 7
EHr: 20.00 7T



B —A “TR Tt PRERRAEHL KK, Mixil,
AR T RENEESHEEETRER. R_TZFEHRN
HPMHEHEAMEI TAELREY R RERNEGE: WE
PR, EEXAFR. HENXE (KRESH), i
A IX LA R B 55 SRR A 8 5)

FEB ARG BT E, X5 BFRA M RAA:
F— RRHCEMAGAKEE B, ZHRRE. R
BEHRRE] (AEAREIRED RIS SEMMIR. &
WIRE], 8 PERE ME IR B SC Re ORAE S 1R IS B4R
R, HE, XMLHHT RO RE L E.

BrEk, FESe/EE B RIS, R AT BREZA
BAHLIE, BRI AT G BES RN EE
TRIZE, RS ERGREMRE REER, £t
MK ERMEYAIHEBT, RIEA TR X5 E/ERE
TP .

PR R « T



i

SRR FIE X A&

BARES, RATEMEHRLERTH, TAH KT
A%, ABRAHA,

T - WY

RSN HERSESF, SEMRTEHREMNSF,
BAEREZFEENHETEM: SHMBA, fFHRE, X
BATH). 4R, FrAXLeE, HEEHEZHEEBIRTHBEHR
. —HEB—HEREEE XSV —OIREERER—
ANEBIFF BRI — g AR 2 BRI A 1E
A, FHReMORRIE D e R — T &,

VLR 4 SO R . BRAREE BT A I,
FHMEHEPEN, BREXHSHMREF, EIERBBBREEE
HERBATHHIEM, BN, XTHASLREER. Fit, &
& BV .

PR AT BB 1 45 SCHF IS8 SR 1 45 SCAF PR, AEAIR
EENE RS A EEEH R — T £ LI RSO RER

How to Write Reports & Proposals LEIKD 1



23 T B 2 RN

EFTY? RGN FIREERES? RE—F AR
EXMNKERR, ERNRBHN—F? B8, ZFRL
FRAFN: XARSEARMR, ARXHHEN S,
AT E. SR, ARREHERINER. ERANLZ
BRASMERYE? HRAERIELIMEX —HLIHA
BWE TSR RIR A 5 B B el 2 Atk

BEREFRXHZELRESE. HEK, ehERMER/E
KX HREEZHRE. HE, AEIATRI RS IR R
REF. MRBEZ], EIFERMSHBHIFR, tHH EFREA
IEFE OSB3, HFRERIEENSHE &, R
AR AT TR 1 528, BRAEMAERMABEET . L
b, B-%AEKL, FRELRET, FRENEEMZR
S BIRHAG . SEE M — SR ERE R 2 55 [ TR 7 AR —
KiERR, EEEE: 8 TRIERS, HEHEEEES %
EIIR™.” BRAA—AIE, HHRAKRE (WRRER
WS, KRR MRERHNER), BERFEAKRES
HRIFENRI oK, FKISZETT L, AT, BARLAEEFIX
)

At A HBUXFAELL? ATRERBH KR, 2RE LR
BT HEERN . RAEFRELBNRALERFEIEHILF

2 &I How to Write Reports & Proposals



i

=

AR L. BF NIRRT RERZ RGTE, HASH
XS TRAEABATT TR A R S T 98, WA R R 4R £ —
8, ERIMBFEFTLE, BFLAEXHHARSNECHS
HIETELZRERT

BEIBBREE, RIS BRER—FEERE,
WAGERRAERGE. EEENERIBRSAESESAIT
BENER. B, —FKEMNAFEREIE RS I
TRIREE, A% BIER — L2902 R P AARERZE N
15, BAERAE R R KEHT HKRFES . BIRI R RKIE S
BMFMBATAF 2AZXHE, TRERME, EXFXAH, U
AT AR AE T — DB BRER, X BEER R
27 6 F! HERARANRIES BB i #5 3CfFpr
i F B XUk o Ja R, XK A A I — R0FT BME A BN R 2,
FHRF TRELRBERE T, KHERZE T RN
E .

FREXEE

BAVMEEA A HIEZ AR, EATRA AR,
REMSANBBREULS, EHSE: “REBREGRA
2?7 A, EAFE AR B E A A REE B H

Hil

How to Write Reports & Proposals LEIKI® 3



23 TR R R

AR B A NERNS K. E#H 7 Re T 5 KI5
e NS, BEMIRAELE O HPE TREFNREGR
T4 -

—AMARMPEEIR GER: HERERFIFIEFSEA
§&) AR REAE S AE I . BRAKEAR T, ERE
—FKEWAT TERS—F, REEES RS I
Bl AFAKERPBROTAEFHEHS T M At SNEK
e MENZ)E, —HPEERPAHET. —A
G, BARFR-AMEE, RERA KK 2R
WHEEF, EHHLESE “AH T, Wil XILF
M5 LA R T ERIELE, BREHE “dairy” X
NFH T “diary”. BEJE AT BEE K BT AR 1R
R4

HRE RRKEEIRER - FEEZNIN—RE, &
B, ARE. REEREHENTM LAY, “EEER
FHAE RN, BT NERAN T e 2 48X AT SE /]
RFBARBE-RT .

BUEASORBRAERRE TR AN, HTERREE 2
FIRER . AT, ARHMERERAIE HRA LS/ AL, Bt
MWK BEIBREA T . AT EMIT 25

4 &3] How to Write Reports & Proposals



=
XA, PRI T B T RE M TAE, HAEA
ARG VBT R T LSO X — 35, E2, WE
YRR, ARATTER S RSE .

EXHE

EREHERERENIREEG A, £ REEER,
WARBATPAAERUR, S 2% T AR LR I Ar 9 AR Btk Ab A
EEEANE, LR, B AP Rl s SE
%o MEEEHEBR R —F “BL” KEE, BEAMUTELLE
X BRAAAESS PAT BLRAESS B AR IBCR A B, 17
HEAM AR AN EE. BCBHNSEREUEEE S
ke HHAMREEH, PAE DAL PR ES
HIA REUR TR B EE TAEREA R T,

BT, A —FKATRNEPRIGEZE PR, R
F R SR, AR BASTA I EMA B ERE: ‘7
HAI~F, Ry HES BFRE MR R A FHlaA
BET” AR, BB RSoR # .

A, RS, RHEKREX—AR B L Hii
HHENF—HEER —MERELE A, R TIHFE
WIS R SCOPUNAK B AR, BIEHSK. . e

i

HIl

How to Write Reports & Proposals LEKO® 5



X TS R R

MANETFE . X T AL B HE AL L SE I B 55 BAE R RE I A K
U, BSKAFAEERSHA. 5HEL, FrAERNFRES,
DRSS N e

APk, WARIRERL, KA CKLS BARKI T A8
PR K

X— R EBEARABAL Y. —IRAATRESEANT A,
Wi, BEREFNXHARAARZSFNRE, MW FHERS
RULGHEANGEE T

75h, AEMABA RN GHEF AL BATATHELAR
BERIME RN, HE, KEBHEAFREA2NAE
HIFH IR S A, ARLESBS AR, JFeer iz
REVAI APitie—HaEAREMEUBEFERS . E
REE (XAGRMEFERB B K7, TAEERE,
X LTy L RE AR AR A5 S AT RESE L H AR

MRS BRI, ER—Fhil i 2 S A s ot
REZRBLIIEIRE, X T RERE B L5 RIS, (HR W AHER
BEERBBORBER TRt §* 3SR « B (Somerset
Maugham) ¥HZ3id: “H/HA 3 ML, AERZHEARR
AHERMN 4.7 BRE S SRR LGN, EHIFATES
WHEE, RSEIFCEZR—EHNRHL. 2%, A

6 &OIC3] How to Write Reports & Proposals



=

s

Hil

REMER, MR, TSI S R S, TR

R ABTITTRITSIE, FINE LY R TR
HUN, i R R AU

FHEHRE A SRR, SR KR

BB AP B AR R — L, TS R AR

EEAAN.

WS 5% - AT

REFRIIARAT

BRE HREN 285

R

SREENE, CM 4QP

RAFGBESEE

How to Write Reports & Proposals LEK™® 7



VVVVYVYVYVYVVY

YV VY

BESERR 1

Tk (3]

FEE A (4]
HREMEK [8]
EE AR 9]
AW A [13]
BAEIHRE & [16]
g (18]
MR [19]
HAHE [21]

SH— SRS 23

I E/EE R [25])
it [27]
J3k [30]

1IE3C [33]

How to Write Reports & Proposals LEK® 1




23 TR R R T

> 45 [37]
> Ja4E [39]

B

42

> WEREK [47])
> HESRTHIERE [50]
» —PMNARGER T [52]

68

> REFE—F R [70]
> EHMEE [71]

> EHEAERK [80]
> EERIFiE [82]

> IBEEHEH [85]

> 1bET ARUE [86]
> MBI IR [89]
> EFES AN [94]
> BAERME [97]

GEEDTE

99

> FRdER [102])

2 &OIC3d How to Write Reports & Proposals



H x

> ERREREFR T [104])
> EEHI1ER [108]

6| EERNBEANEN

113

MEIRE [115])
KW —2 [117]
Mk [118]
FEEFEm [119])
JLEEW [121]
WS [124]
kR [125]
ifE) [128]
#BIPRINE [130]
A [139]

s [141)
EWPHER [147]
TR [149]

EiReYEA

VVVVVVVVVVYVVY

151

> THME [154]
> Mt [161]

How to Write Reports & Proposals LK 3



23 AT R R AR

> HAhTEFERKAZE [163]
> Bixfds [164]

167

4 &OIC3] How to Write Reports & Proposals



i .
Wi a s e s

" e
o e
\nlu
} "

ol

——— L] L]

"

"
O R T T

DU TUR T

DTN TT U Y U L )
LT T AT T
CURTTY

ORI )

"
oA e

R CAANIREER, 1







AR 29

BARMNITE “LEIR" Badidl, EE, wFEL
H—FE, BABCPABAGKTRE, k. SR
FRE-MRZRER, KRMATRNR I Tik— 0
UM R TSR, B B 1 AR A IE I ST —#E,
BEAREMEIL, RABELEES Tk,

BERZM, EAAREHEKREE: BAELR, EAH
K—FLM. W, FHRAERWIR, REEHLES)
frikse, REMEEARRRMITE). BRI SR & ERE
BRI FREMPER, BIRE —RREE R N E RIS 4R E
poy il

"s{:‘i‘ﬁk‘%‘ﬁ?—’n/

AT L A B A W I R L, BRI
AMEFS, MRS RIETHAER . X—[BATEHHE,
il BEREE ks, EHAZERAMNEHU: “REKELE
HABB? 7 “RAFLARZFER? 7 “HEERAAEG? 7
“BEEZRFWS L, ERITE” SR HERLLEALE.

NAE S LT e BLRR R AR RIS OL. RS
HEHK, R AR “24 MRS 2 AA

How to Write Reports & Proposals LEOK® 3



