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— (BHRETHERFRBHEEFTR) WIIBNAXEEHER
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FHMIER AR .
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4 = BERETRENAXEEHE

M. br A RSB IRA A

FUGEAR A S AW, RORAFSHEARIE, ERBITO, # MRS
FSERE . ARSI SHERBERE; E7/. L%ﬁﬁ%%ﬁﬁfﬁ 5 E5HRSH
XHAH; Brs58 SHEHIAH,

I, EREFBENE

BRERENEFERAEERNAEMERMITE. BrFEERARENE, &
EWﬁﬁ”ﬁﬁ%&?&(m,ﬁ@%ﬁ\ﬂﬁ%ﬁ\%F\ﬁﬁ\é%&yﬂ£@§¥
B, BBXRIE (I, KEFWERG, RERWAG, RNERRG), (E5CERRER
X, Al5AZE, BS5&ZE, FES5REZRGZAINEKE . BEMERYE, £H&E
AEBRETEAN, TEARE, BEEAE,

B=T MRAXEEHRTD

8 (Bobbye) F 1984 fE{E{thiy (T & 1HEIERM) (Business Communication Fundamental)
— PR ELAREESERE T “6C” EAEIERN.: EH (Cormectness), 5% ( Complete-
ness), f&IBH ( Conciseness), H.{& (Concreteness), X ¥ ( Colorfulness), §{K ( Considerate-
ness), ENEEHEER. F/hE, THFSORE THFERMEERM, BEXLEERN,
H3EIREELAEESERNT YRS, FREHT “5C” JER, BPIE#(Correctness) | f&]
B ( Conciseness) ., H% (Clarity) , 52% (Completeness) . F1$L55( Courtesy) ,

—. IE#

1. REMIBERRE. ERHABRNER

EXABEFEPEE, EFEXREFBOLIES . SEN, BRINEREENAE WX H
FiE. NBS¥NAEDH, YRMNBPEEFBENMRE, RIMERTHBEES; MAWRK
BXAB(EERH EXEReE, MAHOKES.

o, AEERXEMESTIBEAR, . mlkEFERINEHERX, s
TiHEMme. OBk, BEf. £3ifk, EAEE, HPaE s RENDER. $iEiA.
FE.IF . ShORIF; BHF AL EENE, AWER, ™E. #dE., fEXE.

(1) MRAXEEERFEZRBIENXIFNL (Formal Words) FHE ER AN sk &% & iA)iC
( Informal Words or Common Words) RJX 3, WM TFErR:

ERANC L@ )

conduct do



(2) BRI XA AT LLES A T AEREER,
b

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

enquiries.

B8 #nw 5
consequently so, thus
concern worTy
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 50
alterative other
large-scale big

b) Qualifications:

Chinese citizen, aged 35 ~40;
With junior college diploma in Marketing, Economics or related fields.

ST a) ARMFREPHRABAE, BAMEERX, FATEMIER, REULER
BES. b)AfHE, RATAREMMNAESE, FARKHERESE, fIXIREHAET, B
BT ERE

(3) ERSCRRMMABEERFHENEERE, M “inquiry/enquiry” {EXNEEFETC, B
K wiE], £, BE ., ER7, HEFSFERT, B CWE,

2. EMMIEENGRRFTS

(1) LARESEPSEMRAF SRR TR,

@ 415 Period[ . ], FHUFRAR—MIFRLE, W0:

Many thanks for your letter and enclosures of September 12.

BRAEHESS, m.

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



6 =2 ERETRERAXSHERE

@ i85 Commal ,] , HLARREFHHEE, 0.

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

SAEHFIA3 k3 UL BEZE,

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

BRALG HERSEENT, W

This is to certify that Mr. Mike Morgen, of British nationality, male, aged 40, is an electron-
ics 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.

BB RIESEAERE, W

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

SHTFHEES I AMAFZ85, .

Mary said, “Let’s go fishing. ™

@ WS Apostrophe[ * ] \FITRAZIHBAERIAWITAR, 0.

This is David’ s computer.

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

EE: X TFELEENEFEFERE, Rl ]

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

@ 515 Quotation Marks[ “ "] ,FITFHESIhEAUKIE, W:

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

HERHFANTEAARREL . H5, HEEHHEZKERNNCES, WFHF85
Bk, LIRARINAEHE, 1.

The report contained the “facts” of the case.

® BB Colon[ ;] ,ATIIHERNARBBHITE, M.

This is her plan; to go shopping.

Time: 3:00 p. m. , May 9, 2009.

Place: the South Lake.

B — MK K ERFERAESE, .

The prime minister said: “We will fight. We will not give up. ”

© 435 Semicolon[ ;] B HXMAFEEER, 1.

The festival is very popular; people from all over the world visit each year.

RAME SRR, SIH—RF14HE, W

Ticket price: Adults $15; Children $7; Family Ticket $28.

@ B Dash [—] , ATF5IH S @BEERN, .

Mild, wet, and cloudy —these are the characteristics of weather in London.

AT SR M s sE, .

The children —Pierre, Laura, and Katherine—went to the store.

Most Canadians—but not all —voted in the last election.

IR FENTE IS SRR BT I8 -
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The woman said, “I want to ask” —when the earthquake began to shake the room.

ETFF Hyphen [-] , AITEGH, W:

in 4-color production;

BAERRE, W

anti-Japanese, non-contact.

(2) WAEE, RAREMDEFIREBRRZAENT R

O REFWASHALLA [ ], ABSE=AEETA [... ], MUEREASHEL
B[], AMSANINPE [ B

@ FiHEYRt, WEFRES [\], MEEPREHS, RAES [,];

Q@ WEFEAHNBS[( )], RA-HM. &, ARBRBEF AR HAMMESIRE
B¥E,

Do you like A Tale of Two Cities?

@ FEERFES, FHRBERFANHFFEZEHES, MEXRKEPLZHES;

® WARIER A ZEIAEHES &, .

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. (£5i%)

XMERT, WEZEMAERATHEZS, W _

We have obtained your name and address from Aristo Shoes, Milan, and we are writing to en-

quire whether you would be willing to establish business relations with us. ( IE#)
—. f41HH

MAMEREFIGESENE ERS. ERFRESES, “B—H. f—aH5ds
B, Y FHRaRT (BAL (BHFRIEEE)) .. LHREMNESIFAERESERE
RERPAPEE., T E2Eelsii%R 566 F.

BPng ( Wordy) : Mr. Smith usually likes to drink all kinds of wines that are produced in
France.

f&jBd (Concise) : Mr. Smith prefers wines produced in France.
21 (Wordy) : In my opinion, I think your proposal is feasible.

f888 (Concise) : In my opinion, your proposal is feasible.

1]

EfTEGHTHES, SHERMAORAE, REEA, 78ER, REHAE SR
R A FESCHIGEB R, KEBTBIEERAIZA T, XA A B S, &
EEURASEEEENEEREE, o

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 apprecia-
ted.



8 @ SERSTRENAISHEHE
HEBENEERBRTEENEHNANE, RN, SR THENRBATRHNE.
. 5e%

1. BERE

AP HRBRENEBRME (Logical Organization) J7B:fIELIT JLF,

(1) ERKE, .

Urban traffic has become increasingly crowded nowadays. ( | ) Thus, people are often de-
layed by traffic jams, especially during rush hours. Meanwhile, traffic accidents occur more and
more frequently. ( 1I)

SrHT: REERMIENA “thus 7 SIHEEEEROER. Bk, ®F (1) HHE, M
wE () AR,

(2) [RIEEMRUE, 0.

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

gt AF (1) BB THE—EHEZEASZME, AF (01) f1 () BHTHE
BRIFIE Y J5 ¥

(3) BHEGF, 4.

Education:

1997-2001 Majoring in Tourism at Guangdong Commercial College. Courses completed ; Tourist
Economies, Tourist Marketing, Tourist Psychology, Tourist Culture, etc.

1991-1997 No. 16 Middle School of Guangzhou

Grir: MBS R E R R IR

(4) EbEE, 0.

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.
(1)

e EXBET, EEME T A EMBENRSHE. £ (1) BorHRNETE
WLRFA, W (1) FBoHR A NENAS AL IRERE.

(5) —MFITE, .

Advertising is an important business. Advertisements are very common in modern society. Al-
most nobody can avoid being influenced by them. ( [ ) On one hand, advertisements greatly pro-
mote sales, and on the other hand, advertisements provide us with great amount of the latest infor-
mation. Radio, television, and computers have made it possible for advertisements to attract the at-

tention of millions of people. ( I )



T
(6)

A & (1) BOEEIEE T EEFLREE, F (1) BoXHETTAK

In order to quicken our construction step, Nanfanghongda Company is to employ 100 people

who can meet the following requirements :

I
1

II University graduate and at least over two years’ work experience;

IV Good at English and can serve as a translator and an interpreter.

About 175 centimeters in height and in health;

Unmarried and not more than 25 years old;

rHT . BRI ER R SUNF RITH
2. FEMRAFIERE
BRMCEABAE, BT, AEF2EREHERRA.

(1)

(2)

(3)

(4)

(5)

(6)

KRB H LM, 0.

first, second, third

first, then / next, after that / next, finally
for one thing. . . for another

on (the) one hand. .. on the other hand

besides, what’s more, in addition, furthermore, moreover, another, also

especially, in particular

FRETBUBE, .

now, at present, recently

after, afterwards, after that, after a while, in a few days
at first, in the beginning, to begin with

later, next, finally

immediately, soon, as soon as, the moment

from now on, from then on

at the same time, meanwhile

till, not. .. until, before, after, when, while, as, during

TR, dn.

in addition, in this case, moreover, furthermore, in fact, actually

BARETRER, W

but, however, while, though, or, otherwise, on the contrary, on the other hand, in

conirast, despite, in spite of, even though, instead, after all

RAHFIREK, MW

or, and, also, too, not only... but also, as well as, both... and, either...or, nei-

ther. . . nor

FARERXE, W:

because, because of, since, now that, as, thanks to..., due to..., therefore, as a

result (of), otherwise, so... that, such... that



10 - BEREERERANERRE

(7) RRFHRER, W0:
as (so) long as, on condition that, if, unless
(8) FFILHEXR, W: |
though, although, as, even if, even though, whether...or, however, whoever,
whatever, whichever, wherever, whenever, no matter how/who/what/which
(9) FTA%EH|, W
for example, for instance, such as, take... for example
(10) F/RELE, .
be similar to, similarly, the same as, in contrast, compared with (to), just as
(11) FREM, .
for this reason, for this purpose, so that, in order to, so as to
(12) Frimd, .
in deed, in fact, surely, certainly, no doubt, without any doubt, truly obviously,
above all
(13) FRARBEFAM, 0
in a word, in short, in brief, on the whole, in my opinion, as far, as I know, as we

all know, as has been stated, as I have shown, finally, atlast, in conclusion

. AL

—HWHA LA BERERBREX T6.0 B W —RIEE .. #E. BRI EERM
P ERHIER, BEHARSHREE, FRONEEFIASE LRER BB, L
REEX

1. ERAARAFHRICHGR

R

a) Your order No. 20 for 200 toys is rejected.

b) We regret to inform you that we have been unable to accept your order No. 20 for 200 toys.

S8T: b)) a) ) E RA Y, BN b) A AP T “regret to, been unable to accept” XA H
BEBREHL, o) AN ERE . £&E, Eik, b) ARILSHE.

2. faEEE

(1) BRfERTEMESRHRE.

A EHEAEE AL REEFRE XN RE, IESBRLR, FATHS
74, Wi: “You had not sent us your price list by the end of the month. ” 4] H &) “had not” %k
HEHREWIER, BRI LE. WREXABEBN “Could you please send us your price list
by the end of this month?” ¥R EIFEH L,

(2) {3 FIE XERAEIT,

ERFRIEREES, ERRABHMESR, LS L6 FE CEB AR, .
“ 1 am afraid” , “I think”, “I believe” , Sz BEBPHES . BERAZEERL, WM. “I’m afraid

we can’t accept Cash Against Document on arrival of goods at destination. ”



