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THE ULTIMATE COMPETITIVE ADVANTAGE

f‘} FranklinCovey

A B SESAIBRIS

FOR BUSINESS AND TECHNICAL COMMUNICATION




Using the Reference Glossary 1F X HIfEH

EXH B MERE 5B BSCE NGB EEH
KA 555 HA S P LMt SO BRI H A& 1E
SCEROY LA FREIBFHES, fEBESCE ATLURAL . PROE
TR E R XN T RS WHAREE.
FRAMAT, XEFEFRUAEYB/IREE, AT
T HES R

R, MBERRLMSERH, AREEHRE

BERBEXMAIEETHABTMRREK AR . 4D
B, BADTAER ESB 3R H T LT

BEE A OB & A RIFERE DT

WEIM KNG, 85 B3R I kT HE
BT A AR, P B A O AR T B AR A LA
(5] 2 ) 7

(58 52 A T ) 4 O B o DR R A A U A 5 B

PR E AR T, X LR AN A AT LA BY
PREEE RN efE, 1R 2 008 R R
FAETRBI TR .

FREEMNFTRERIEMR. TR “E”
FIFRHF UBFHF. EREERE THX
HRI 1 S DL BRI At S #E

W EAFAERE R, EE R HADARES .
KEFUUTHEAHEIR: S0 “Letters (588”7
—H. Z) “Memos FEXK” —H.

MRREBERINESR, HWNEKE. BEBLELS
R B UBEIEFRA EE. 250830
MgwBH SR ILARTNSE Y, R
FEHEE. MFEEHMSEBYIR, SN
“References 2% (R —15.
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R #eETdK
-’ﬁ%ﬁ[%ﬁ%oﬁgﬁ—ﬁ
K RETR, EENATE
b SO RS 5 S, 7EBIR.
xKg. BR. EEMNH AL RA
PR THRFPIAER, S0
“Acronyms 45”7 —i.

1. XERBBAPNET AR
FAREMIS

FEIEXWERT, 45T M
RS 4, BRINIABTAES
BRlP MG GHEJE MR RHR
BURFHLAG . FAE A 2000 3 A [ 44
ZFRHIGE G HRA N A -

AFL-CIO AMA CBS DOE
FTC IOOF NFL NLRB

OPEC TVA  TWA YWCA

E1: AU RER FEEX
%5, 4 Dept. #o Mgt., iX 2 3F JE
XEERAETHE, 2FFZ
18 R A %

2 E—RATBRAERL
T, —REEHREME .

C.E. a.m. B.C.E. Dr.
e.g. etc. e Mr.
Mrs. Mes. p-m. pp-
U.K. U.S.(or U.S.A).
—HEE RS th T E
PN

in., inches (I A% in)
no., number ( TIAN & no)
EHFHR W(FEK
% UL iE B 1A $L ) (Webster’s New
Collegiate Dictionary) W] UL # Bj
ANIREGHFERENME. SN
“References Z% C#R” —15.

E3: HEREATwA LT, &
FoFHZ A E T

eg. (MARe. g)

T,

8 Snhoe i 100

BRI BE 2 FR,

NfERES.

% B
1. REEBSAPNETAEHRIBENRS,
2. IRITBBMHINEFARBEREY, TBREMNESEAE

NTFAERNES, ERE RN SERESTIRERER.
IHREMRIREET, HREATNES.

AEANES, BRIEATREARR.

(BRTAERMK, MREALFROEE D Mr. 7 Mrs. 5 ) fLFE1HE

7. DEFHRENEANERESR,
8. LBXEFHNBPHMANTESES; FX. IR, RERERF

9. BEFSABTRE. AR, BEMEMALTRP.
10. —EEMBEERERMXER— MR,

UK. (TIAR U. K.)

2. AR BBENMBFHIEY
ERRY, TREGHETEAS
%

THRERMRTER R HERR
¥, HRBMKEE AL

6lb,11b
3m,1m
20 ft, 1 ft
23.5cm, 1.0cm

WEA T REAK SR, B
THE AR BT o R
Bt N AEHZHE A

15 kilometers, 1 kilometer
6.8 meters, 1 meter

3. ¥FARAMBE, ERE—
REAMNYEEFESPFETR
£

The applicant had insurance through
CHAMPUS (Civilian Health and Medical
Program of the Uniformed Services).

The alloy is hardened with 0.2 percent
Np (neptunium). Adding Np before

cooling alters the crystalline structure of
manganese host alloys.

E1l: —RBEIEFRETH
RAETHEBZA, HAMAAX
FMELB TAMNEBRES, B
2 AU 4 TR Y,

The applicant had insurance through the

Civilian Health and Medical Program of
the Uniformed Services (CHAMPUS).
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The alloy is hardened with 0.2 percent
neptunium (Np). Adding Np before
cooling alters the crystalline structure of
manganese host alloys.

E 2 RBFERARERNETE,
AR 3T A P % kg A
®w5,

4. HRBMAMEARF, itR
BHFANES

Pipe diameters will be measured in
inches.

B,

Standard pipe diameter is 3 in.

The dimensions of the property were
recorded in both meters and feet.

B,
The property is 88 ft by 130 ft.

The southern property line is 45.3 m.

5. AHANES, REATRHE
AZH

The cardiac research unit comprises five
experienced doctors.

B,

Our program director is Dr. Royce Smith.

6. (BRTHEMBE, MRHHS
RBOES I Mr. #1 Mrs. b ) £IF
AEMANERSR

Oxygen extraction will be accomplished
at high temperatures.

MAZ,

O, extraction will be accomplished at
high temperatures.

5,

Mes. Jean Maclntyre will be responsible for
modifying our subsea sensors.

7. MEFHHENANERAR
£

6-foot gap ( T4 J2 6-ft)
12-meter cargo bay (A& 12-m)
3.25-inch pipe ( A& 3.25-in.)

E: AR FEARE 6 E — A
AR AR, 22— TR
P2 R I E T AL 6 4
B (dm6-ft), ZEIRPFIH4E
ARAARZOREMEL, LEX
HFPHEEERGEFTH, AL
“Hyphens i F 4" — ¥ #=“Fractions

U —F,

8. HEXEhMBAMMARERE
BE; FR,. IW. RBREXR
PRERSES

The facilities modernization plan is due
January 1985. (A Jan 1985 5K 1/85)

9. BEFSMATRE. HRE .
BEMEMMRETAS
55 percent ( I 55%)

15ft (AR 15"
32.73 in. (A& 32.73")

10. —AIFEUREE RS ER N
A—4as

To head our laser redesign effort, we have
hired the 1994 Nobel prize winner from
the US.A. (TIAR U.S.A.)

E: NG R TFHERAR
& ESMIIREH T (45 55,
5. A5, ®XF) WE A%
BHREREET, FEETEM
L&) ESMYAFER S
Have we hired the 1994 Nobel prize
winner from the U.S.A.2

If you plan to arrive by 6 p.m., you will
not need to guarantee your reservation.

BEIIR

TRIIWE T V2 H 465 1A
Mt BAL, ORI S 5
KIEAEN A5 EERXFMD
(The Chicago Manual of Style) VL%
(5 KK 255 1] 48 ) (Merriam-
Webster 5 Collegiate Dictionary) .

BARNAE T AIELEE
mes, ERETRFH—EEEIE
RRET RS (BHHN D. W
PhD. FEM T 5, WE T AL
i BAR B R5 BRSCE RIAT  0%,
AR TN AV 25 45 S R B 4 1)
FAEH AR5 # PhD.

TEY, MESFERERT
MR HOAEEA NS SHES,
4l HF 5% log.

#BHEAIIR

AA, Alcoholics Anonymous
A.B. or B.A., bachelor of arts

abbr., abbreviation

abs., absolute; absent; absence; abstract
acct., account; accountant

A.D. (@nno Domini), in the year of the
Lord

ADP, automated data processing

A.H. (anno Hegirae), in the year of the
Hijra

a.k.a., also known as

A.M. (@nno mund), in the year of the
world

A.M. or M.A., Master of arts

a.m. (ante meridiem), before noon
A/P, accounts payable

app, application

approx., approximately

A/R, accounts receivable

Ave., avenue

a.w.l., absent with leave

a.w.o.l., absent without official leave

BAFO, best and final offer

B.C., before Christ

Bcc: blind courtesy copy

B.C.E., before the common era
bf., boldface

Bldg.,building

B.Lit(t). or Lit(t). B., bachelor of literature
Blvd., boulevard

b.o., buyer’s option

BPS, basis points

B.S. or B.Sc., bachelor of science
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Ca. (circa), about

c. and s.c., caps and small caps
cc:, courtesy copy

c.b.d., cash before delivery

C.E., common era

cf. (confer), compare or see

Co., company; country

c.o.d., cash on delivery; collect on delivery
COGS, cost of goods sold

COLA, cost-of-living adjustment
con.,continued

Conus, continental United States
Corp., corporation

c.p., chemically pure

C.P.A., certified public accountant
CPI, consumer price index

cr., credit; creditor

Ct., court

d.b.a., doing business as
D.D., doctor of divinity

D.D.S., doctor of dental surgery; doctor of
dental science

DlIl, days in inventory

Dist. Ct., District Court

D.Lit(t). or Lit(t).D., doctor of literature

do. (ditto), the same

DP, displaced person

D.P.H., doctor of public health

DPO, days payable outstanding

dr., debtor

Dr., doctor; drive

DSO, days sales outstanding

DVD, digital video disc

D.V.M., doctor of veterinary medicine

DVR, digital video recorder

E., east

EBITDA, earnings before interest, taxes,
depreciation, and amortization

EDP, electronic data processing

e.g. (exempli gratia), for example
EOM, end of message

e.o.m., end of month

EPS, earnings per share

et al. (et alii), and others

et seq. (et sequentia), and the following
one

etc. (et cetera), and others

EU, European Union

EVA, economic value added

F., Fahrenheit, farad
f., female, force, forte, frequency
f., ff., and following page (pages)
f.0.b., free on board

GAAP, generally accepted accounting
standards

GAAS, generally accepted auditing
standards

GDP, gross domestic product

Gl, general issue; government issue
G.M.&S., general, medical, and surgical
Gov., governor

Govt., government

gr. wt., gross weight

Hbp, high definition
HE, high explosive
HF, high frequency

i, interlaced
ibid. (ibidem), in the same place

id. (idem), the same

1D, identification

i.e. (id est), that is

IF, intermediate frequency
Insp. Gen., Inspector General
10U, | owe you

IP, intellectual property

IQ, intelligence quotient

J.D. (juris doctor), doctor of laws
Jr., junior

Lat., latitude

LC, Library of Congress

lc., lowercase

lig., liquid

If., lightface

LF, low frequency

LL.B., bachelor of laws

LLC, limited liability corporation
LL.D., doctor of laws

loc. cir. (loco citato), in the place cited
log, logarithm

long., longitude

Ltd., limited

Lt. Gov., lieutenant governor

M, money supply: M1; M1B; M2
M., monsieur; MM., messieurs

m. (meridies), noon

M.D., doctor of medicine

memo, memorandum

MF, medium frequency

MIA, missing in action (plural, MIAs)
Mille., mademoiselle

Mme., madam; Mmes., Mesdames
mo., month

MP, member of Parliament

Mr., mister (p/ural, Messrs.)

Mrs., mistress

Ms., feminine title (p/ural, Mses.)
M.S., master of science

MS., manuscript; MSS., manuscripts
Msgr., monsignor

m.s.l., mean sea level

N., north

NA, not available; not applicable
NE, northeast

n.e.c., not elsewhere classified
n.e.s., not elsewhere specified

net wt., net weight

No., number; Nos., numbers
n.o.i.b.n., not otherwise indexed by name
n.o.p., not otherwise provided (for)
n.o.s., not otherwise specified
n.s.k., not specified by kind

n.s.p.f., not specifically provided for
NW, northwest

Ok, OK’d, OK’ing, OK’s
op. cit. (opere citato), in the work cited

P, progressive

PA, public address system

PAC, political action committee (p/ural,
PACs)

Ph.B. or B.Ph., bachelor of philosophy

Ph.D. or D.Ph., doctor of philosophy

Ph.G., graduate in pharmacy

PIN, personal identification number

P1., place; plural

P&L, profit-and-loss statement

p.m. (post meridiem), afternoon

P.O. Box (with number), but post office
box (in general sense)

POW, prisoner of war (plural, POWs)

Prof., professor

pro tem (pro tempore), temporarily

P.S. (postscriptum), postscript; public
school (with number)

QA, quality assurance
QOQ, quarter over quarter

RAM, random-access memory
R&D, research and development

Rd., road

RDT&E, research, development, testing,
and evaluation

Rev., reverend

RF, radio frequency

RIF, reduction(s) in force; R1F’d, RIF’ing,

RIF’s

R.N., registered nurse

ROA, return on assets

ROE, return on equity

ROI, return on investment

ROIC, return on invested capital

RR.,railroad

RSS, rich site summary

Rt. Rev., right reverend

Ry., railway

S., south; Senate bill (with number)
S&L(s), savings and loan(s)

sc. (scilicet), namely (see also ss)

s.c., small caps

s.d. (sine die), without date

SE, southeast

2d, second; 3d, third

SG&A, sales, general, and administrative
expenses

SHF, superhigh frequency

sic, thus

SMS, short messaging service

SOP, standard operating procedure
SOS, distress signal

sp. gr., specific gravity

Sq., square (street)

Sr., senior

SS, steamship

ss (scilicet), namely (in law) (see also sc.)
St., Saint; Ste., Sainte; SS., Saints

St., street

STP, standard temperature and pressure
Supt., superintendent

Surg., surgeon

SW, southwest

T., Tbsp., tablespoon
T., township; Tps., townships
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t., tsp., teaspoon

Ter., terrace

t.m., true mean

TQM, total quality management
TV, television

Uc., uppercase

UHF, ultrahigh frequency

U.S.A., United States of America

USA, U.S. Army

U.S. 40; U.S. No. 40; U.S. Highway No. 40

V.orvs. (versus), against
VAR, value-added reseller

VAT, value-added tax
VHEF, very high frequency
VIP, very important person
viz (videlicet), namely
VLF, very low frequency

W., west

w.a.e., when actually employed
wf, wrong font

w.0.p., without pay

YOV, year over year

Z)P Code, Zone Improvement Plan Code
(Postal Service)
ZIP+4, 9-digit ZIP Code

HEENMNETR

A, ampere

A, angstrom

a, are

a, atto (prefix, one-quintillionth)
aA, attoampere

abs, absolute (temperature and gravity)
ac, alternating current

AF, audiofrequency

Ah, ampere-hour

A/m, ampere per meter

AM, amplitude modulation

asb, apostilb

At, ampere-turn

at, atmosphere

arm, atmosphere

at wt, atomic weight

au, astronomical unit

avdp, avoirdupois

b, born

B, bel

b, bit

bbl, barrel

bbl/d, barrel per day
Bd, baud

bd. ft., board foot

Bé, Baumé

Bev (obsolete); see GeV
Bhn, Brinell hardness number
bhp, brake horsepower
bm, beam

bp, boiling point

Btu, British thermal unit
bu, bushel

C, ¢, ct; cent(s)

¢, centi (prefix, one-hundredth)

C, coulomb

¢, cycle (radio)

C , degree Celsius

ca, centiare (1 square meter)

cal, calorie (also: caly;, International
Table; caly,., thermochemical)

cc. (obsolete), use cm®

cd, candela (obsolete: candle)

cd/in’, candela per square inch

cd/m?, candela per square meter

c.f.m. (obsolete), use ft’/min

c.f.s. (obsolete), use ft’/s

cg, centigram

Ci, curie

cL, centiliter

cm, centimeter

c/m, cycles per minute

cm’, square centimeter

cm’, cubic centimeter

cmil, circular mil

cp, candlepower

cP, centipoise

cSt, centistokes

cu ft (obsolete), use ft*

cu in (obsolete), use in’

cwt, hundredweight

D, darcy

d, day

d, deci (prefix, one-tenth)
d, pence

da, deka (prefix, 10)
dag, dekagram

dal, dekaliter

dam, dekameter

dam?, square dekameter
dam?, cubic dekameter
dB, decibel

dBu, decibel unit

dc, direct current

dg, decigram

dL, deciliter

dm, decimeter

dm?, square decimeter
dm?, cubic decimeter
dol, dollar

doz, dozen

dr, dram

dwt, deadweight tons
dwt, pennyweight
dyn, dyne

EHF, extremely high frequency
emf, electromotive force

emu, electromagnetic unit

erg, erg

esu, electrostatic unit

eV, electronvolt

°F, degree Fahrenheit

f, farad

f, femto (prefix, one-quadrillionth)

F, fermi (obsolete); use fm, femtometer
fc, footcandle

fL, footlambert

fm, femtometer

FM, frequency modulation

ft, foot

ft?, square foot

ft’, cubic foot

ftH?O, conventional foot of water
ft-Ib, foot-pound

ft-Ibf, foot pound-force

ft/min, foot per minute

ft’/min, square foot per minute
ft*/min, cubic foot per minute
ft-pdl, foot poundal

ft/s, foot per second

ft*/s, square foot per second
ft’/s, cubic foot per second
ft/s’, foot per second squared
ft/s’, foot per second cubed

G, gauss

G, giga (prefix, one billion)

g, gram; acceleration of gravity
Gal, gal cm/s*

gal, gallon

gal/min, gallons per minute

gal/s, gallons per second

GB, gigabyte

Gb, gilbert

g/cm’, gram per cubic centimeter
GeV, giga-electron-volt

GHz, gigahertz (gigacycle per second)
gr, grain; gross

h, hecto (prefix, 100)
H, henry

h, hour

ha, hectare

HF, high frequency

hg, hectogram

hl, hectoliter

hm, hectometer

hm?, square hectometer
hm?, cubic hectometer
hp, horsepower

hph, horsepower-hour
Hz, hertz (cycles per second)

id, inside diameter

ihp, indicated horsepower

in., inch

in’, square inch

in’, cubic inch

in/h, inch per hour

inH?0, conventional inch of water
inHg, conventional inch of mercury
in-Ib, inch-pound

in/s, inch per second

J, joule
J/K, joule per kelvin

K, kayser

K, Kelvin (degree symbol improper)

k, kilo (prefix, 1,000)

k, thousand (7k = 7,000)

ke, kilocycle; see also kHz (kilohertz),
kilocycles per second

kcal, kilocalorie

keV, kilo-electron-volt

kG, kilogauss

kg, kilogram



