| RIEGER
‘ L RFEGE

FIAH A

A Practical Guide to Business Writing
EE(E
ﬁ% a3

Tk - HRE A

/5ES  WUHAN UNIVERSITY PRESS

T




i

i ‘“}ﬁg‘f‘

Ly

I |
II ‘T ‘m;i‘.ﬂﬁt
e
bRl
" il “rz:.;j*i‘z‘;.
\..*m" r‘k\m ‘T I

REGERIIASE

Nz FZEEE

A Practical Guide to Business Writing

ﬁ%ﬂ]ﬂ ﬂE

F &% BRE
MEHRm TEE

Ji

| Uil

1o S

‘

.

|

i | | ‘s
S |

il i ;"Hlm

[l 1 i 1t '\|‘ [“




BB 7ERR S B (CIP) & 12

RS RIEBIE/ e E T 9. — R0 B2 W BR 4k, 2014, 12
KAEGIERIINS. N SEEE )

ISBN 978-7-307-14842-0

L. e 0. 8 . &% %EE BSFE—ZHM N.H3s5

o AR 50 CIP 35 (2014) 45 263745 &

SEHE XN A TR ZE e g g e

AT N KFEHAA w072 &E  mmw)

CHLF R4 . whu_publish@163. com ik : www. stmpress. cn)
BRI < 3R ek BRI T
HA, 787X 1092 1/16 gk .19 FH: 461 T
WK : 2014 4E 12 A4 1 1R 2014 5 12 A% 1 REDRY
ISBN 978-7-307-14842-0 FEH 48,00 7T

RRALFR A, RS MIED ; LM TR 4 0 E B BRI, ES L E IR R AR,



REGEFRIRERBMRETE

SR < ol
BlEfE: & 4
iR
LFOUN
REY
R
REE

=

p2 i

S

LAty
I\ £
H &

=
Al

s
=

FTHEEERW

A7 {5 B3R BRI ) A PR 2 ]



2 Pa

=
i) =1

Pt 2 228 B 1) DR R, Aol 22 18] LA AN A5 Al 22 8] B4 7 45 52 £8 B 45 9 L 7 45 1% 3 i
WA H EEE M5 BRI SRS F R RSS2 ML, W5 EIEG
BT 22 0N B A b a5 i B i

e GERRE 95 JR 5 1E E RSN A B AE LA KA 55 5 MEES 1 S0 E AR Wk A
ANECRIAGE BRSNS S IR R MR S SROARA. A K80 H %55 E
IMELEREWFEERAANR SEBRRN A WS EHESET S IR RA 0w &L 254
1955 > 5 RO BT R 55 5 AR AR A S PR AL LE b ) 7 A R A I ) 1 o 3 48 5 40 i
58 B R 55 22 PR i H A

HTF UL E ST RREBE AR R TR 5875 M — AL A R
AR R T A PR R MRS T A . A0 %5 & R et S e
PR TEAS A RO 0 A6 TR AT VR 2 0 BE Al L SR B B O B 9 0 O i RIS AR U O A 0
SR 155 5 Al A4 S B A 57 T 85 B 0 5 157 34 1 B B A, FEAR IR I AR T4 (%00 B A5 AE o o s
BRE AUH IR B0 00 B UL BE AT R 2% 00 G HE FGE 35ORE 0 T, 98 A R B A S5 MR AE (9 3
REAR L, M JEE I A 45 1 £ 240 4,

A A BB

(LI AT 55 42 S8 B2l A= 9 B % R At AR 38 T o A5 e A= s P RE 1 38 1 o 7 45 B0 B8R 30 A7
23 ) A 95 143 X A1 R 55 R LN EI X AN R AL L3R5 R 5 4 4 R A 8B R AT S5 R
— R AR AR  ELAE AR SR Y B 035 R

(20 B AME 55 B B2 o Sk Tk XURR R G0 T AT 55 50 45 50 S T8 3 35 1R T B ik
MTEE AR iR AR R RS MR GE SN RARE RS EIES
TEHCRE.

(3) Jr A W I F AT 55 B A IR 2 T 1 55 PR 08 T 3508 5 4 (3 0%

() FAT B A BT X VRS IR . 2 A 58 2o 58 AR B 1803 9 4% AT 45 AT LA 48 B 47 2
A7 A A FIT A6 5 1 318 B VE B

A 1 L HEAT AL 2 Bt 5 AR SO B ) A BRAS R SE RE & . AT R 2
Be i o5 Sh il R BB B ITHAE B4 IF AT L BORE MR TIE. b EARMRES —
TEBR R BT 0 R R I 4 o O 570 5 4 5 A0 A R R AR M T TAE .



H A Practical Guide to Business Writing
W9y RIEG1}:
Ziiﬁﬁéﬁ:'ﬁ’ﬁﬁ*ﬁzi%ﬂTE&!\@IYE%@E’JEB#@‘JE\X'J?ﬁ‘é%ﬁﬁﬂﬁ‘}ﬂﬂﬁtﬂ‘]jbzﬂ%
() 900 5 2 P T 45 o A ) TR SR 5 45 5 M 2 b 7 U R
ZIS:FE%?WEEEP,I_Eii’e‘—ﬁiﬂééﬁﬁ,ﬁﬁf%f‘ﬁzﬁﬁ,iﬁ}%?ﬁ%gfﬁ%ﬁﬁ,ﬂzﬂufﬁﬂyﬁ%l
EABB %S %,
ZIK#E%EEIEEP%%T@W&H’-‘F%ﬁr‘:%%%ﬁﬁ*ﬂm%%ﬁ,E%Wﬁ&#%ﬂiﬁ
P 3 3R 20 O SR HTFABRFERE WS EE SRS 5 S 0 — kK I8 22 5t f1 6]
%ﬁ.u&%%‘ﬁlﬁl‘ﬂ\%E‘ﬂﬂzﬁﬁﬁ,%EF'&H%ﬁﬁKEZﬁ‘EEfXﬁ%,%ﬁi%r“jti?é%%%ﬁ%ﬁ.
2 55 R LAY

w &
2014 4F 10 A



Project 1
Task 1
Task 2

Project 2
Task 1
Task 2
Task 3
Task 4

Project 3
Task 1
Task 2
Task 3

Project 4
Task 1
Task 2

Project 5
Task 1
Task 2
Task 3

Contents

Job Application ««-«cceiiiitiiii (1)
Resume ++eoeesremnnniiiiii e e e (2)
O I TR (25)
Internal Communication -+« -t rveemmniieaniiii e (42)
E-mail  coceeeiee e, (43)
Memo — cove et (66)
Notice and Agenda «+++rreteeermmmmriitiiiiiiiii e ee e, (84)
Minute «oceeereemn e (98)
External Correspondence «-«-:«:oeeeeeiemuerininineiiie e, (124)
ANNOUNCEMENE =+ e n ettt e oo (125)
INVItation Letter «-«-«sevevetmimmmmii e e (138)
Inquiry Letter ««-ceeeeenruieiiiiiiiiiiiii e e (152)
Publicity -« cconeni (170)
Company Profile «+««ceeeterermnininiiiiiiiieriininnenes e eeren e enenen s, (171)
Product Presentation  «+««=««ssveeemmiuiie e (193)
Business Report and Proposal «-««---++  ceeeumiineinaiiiiniinnennnnn. .. (208)
Graphs  seecereemi e (209)
Report +reereresei e (237)
Business Proposal «ssvssststeseretiiiiiiiiiiineneini e enenernnen e (256)



H A Practical Guide to Business Writing
Wi 97 ik B 1k

Appendix 1
Appendix 2
Appendix 3
Appendix 4
Appendix 5

References

JODB THIES comsmmmmens « 55 s umamsmsiansnnn 53 5 5 66 5EaEamsa0oatag 5514 8 padmaisioinmmnn (277)
ACHION VEIDS  «+vcrveertermmntitietinttie ittt iteeteaeeeeareanenneaneanans (279)
JObD AdVErtiSEIMENLS « -« ccvverrreunemnmtitiitiataatetieeaieaaeeananaann (281)
Ten Rules for Business Writing «««««--««-eeoeereerneiiiiiiininii, (284)
Full Block Letter FOrMAt «--cceeeeroemmmmmueieenteneennennenneaneanens (293)
.................................................................................... (295)



Project 1 Job Application
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After working hard in college for 3 years, you are going out to find a job. Remember that
making an amazing cover letter and an impressive resume is the first step to secure an ideal job
Jfor you. In this project, you are going to write to the HR of the company you might apply for
in the future a cover letter and a resume specifically designed for the position you are

interested in.

Learning Objectives

By the end of this project you should be able to;
(1)Know the format and elements of a cover letter and a resume.
(2) Write a cover letter and a resume appropriately and effectively.

(3) Acquire the business knowledge related to job application.
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Task 1 Resume

A resume is an advertisement of who you are in terms of your competencies, accomplish-
ments, and future capabilities. The purpose of a resume is to motivate an employer to interview
you. It should work in unison with a cover letter to emphasize your strengths and document your
skills.

Resumes can be submitted for most positions in fields like business and public services.
An impressive resume should be clean, concise, organized, and professional. Key informa-
tion should stand out to facilitate quick scanning. In most cases, a good resume should also

be limited to one page or at least no more than one page for every ten years of experience.

I . Brainstorming

Directions ; Discuss with your group members and try to work out the major elements of
a resume and then fill in the following structure map. If necessary, you can add more bran-

ches to the structure map.

Resume

Summary
A complete resume consists of many elements. Here is a list of the ROUTINE CATEGORIES that
should be put in a resume, OPTIONAL CATEGORIES that may or may not be added to a resume
depending on what value they can add to your resume and CATEGORIES TO AVOID.

ROUTINE CATEGORIES

Identification ; Begin your resume with your name, address, telephone number and E-mail ad-

dress. Most students include a college address and a permanent address. Area codes and zip codes

should also be included. Make sure you include a telephone number where you can be reached. If

you are listing a cell phone number, you should indicate it like cell # 323-2192-5423.
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Objective : Tailor your resume objective to match the job you are applying for.

Education : As your education may be your biggest accomplishment thus far, it should be placed at

the top. You may also include scholarships, honors, or awards related to your education.

Experiences : You can include any of the work that you have done, including full-time, part-time,

paid, volunteer, on-campus, off-campus, summer jobs, internship, college projects, independent

research, or anything else that may have required time, efforts, or skills.

(1) Consider the transferable skills. They may indirectly relate to the job you presently seek through
the skills you used or the content of the work you performed.

(2)Not all of your experiences needs to be included in your resume. List experiences that are

relevant to your goal but make sure not to have unexplained gaps in time between positions.

Accomplishments: An accomplishment is anything you enjoyed doing, did well, gained

satisfaction from, and are proud of.

Skills, Activities, Interests: These sections can highlight particular skills, show a breadth of

interests, show your personal characteristics, act as an icebreaker in an interview, and provide

common ground between you and the interviewer. These sections will be different for every person,

depending on background.

(1) Skills: Special skills such as knowledge of languages, computers, public speaking, artistic
ability, and any “extras” that may enhance your qualifications for a position.

(2) Activities ; Usually groups with which you may be involved, leadership roles, and volunteer
positions, either in or out of college.

(3 ) Interests : Usually individual longer-term interests such as music, horseback riding, chess, train

travel , reading 18th century novels.

OPTIONAL CATEGORIES

Professional Affiliations:If you belong to professional organizations ( either as a student or a regu-

lar member) or hold professional certificates or licenses, a section on professional affiliations may
be useful. You can include membership, offices held, and work done for the organization.
Publications : If you have published any articles or books, particularly if they relate to the work you

are seeking, include a section on publications. Use a standard citation format. Pending publications

may also be included. This is a category that is appropriate in a CV( Curriculum Vitae).
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Reference : Type your references on a separate sheet of paper with your resume header (name and
contact information) at the top. You will present the reference when asked but you need not note

this on the resume.

CATEGORIES TO AVOID

Location Preferences and Availability Dates: These issues are best addressed during the intervie-

wing process. If an employer requests this information as part of an application packet, you should
discuss these issues in your cover letter (not in your resume).

Salary Requirements : Discussing salary in a job application is unwise. One way to address salary

v

requirements is to add a line to your cover letter such as “My salary requirements are negotiable. ’

I . Case Study

Your resume is a presentation of your qualifications, your background, and your experi-
ences to convince a prospective employer to grant you an interview. Therefore, it must look
professional and exemplify your traits you want your employer to believe you have.

Directions; Please work in groups, read Claire Thomas’ s resume and figure out the key

elements that make his resume a good one.

32 Old Well Road, St. Louis, MO
213-824-3412

cclothil@ swarthmore. edu

WEBSITE DEVELOPER
DESIGNER
GRAPHIC ARTIST

www. plat. com/users/cclothil/resume. html

Career Objective

Full-time position as a layout artist in a commercial publishing house using my knowledge of state-

of-the-art design technology.
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Education

Swarthmore College, 2011-2014, A. S. degree to be awarded in 2014
Dean’s List in 2012; GPA 3.46
Major: Commercial Graphic Illustration, with specialty in design layout
Related courses included ;
+ Digital Photography
+ Graphics Programs ; Illustrator, Photoshop
+ Desktop Publishing: QuarkXPress, WordPerfect Suite 8

Internship, 20132014, McAdam Publishers
Major projects included :
- Assisting layout editors with page composition and importing images

+ Writing detailed reports on digital photography, designs, and artwork

Experiences

Salesperson ( part-time) , 2012-2013, Buchman’s Department Store
Duties included assisting customers in sporting goods and appliance departments and coordina-

ting sport shop by displaying merchandise.

Computer Skills

Quark Xpress Passport, WordPerfect X3.

Related Activities

Volunteer; designed website and three-fold brochure for the Santa Rosa Humane Society’s 2013

fund drive; helped raise $ 4 ,700.

References

References, college transcripts, and a portfolio of web pages and photographs available upon

request.
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Summary

The main considerations in developing a resume are content, order, and layout.

Content : Assess your interests, skills, competencies, and experiences in light of the career field
you seek to enter. In doing this, you will make decisions as to what to include and what not to

include.

Order :It’ s important to prioritize the content of your resume so that your most important and rele-
vant experience is listed first, with key accomplishments listed at the top of each position. For
example, if you have had little business experience but are thoroughly trained, list education first.
On the other hand, if your college education is in an unrelated field but you have had relevant part-

time jobs, list work experience first.

Layout : Make sure your resume is well laid out, understandable, clear, organized, and above all,
inviting to read. Employers look over resumes quickly, therefore, you need to maximize its clarity,

focus, and impact so that your qualifications can jump off the page.

(1)Use a 10-12 point font in a style like Arial, Garamond, Helvetica, or Times New Roman.

(2) Margins—Try to leave a margin of 1 inch on all sides of the document.

Ill. Mini-tasks

1. Personal Identification

It’ s important to include all your contact information on your resume, so employers can
easily get in touch with you. Include your full name, street address, city, and zip code,

phone number, and E-mail address.

Examples .
Jane M. Doe Eric Zhang
1100 N. Morgan Street Room 306 ,No. 23, Lane 108,
Rushville, Indiana Xikang Road,Shanghai 200040
152- 4532- 6789 180-1435- 6090
jdoe@ school. edu eric_zhang@ 126. com
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Your writing .

Tips
To make your name stand out in the resume, you can present it in bold and in a font larger than the

rest of your contact information.

The standard way of putting Chinese name“Z=[H” into English is “Li Yang” or “Yang Li”. But to

avoid misunderstanding, you can use the version “ Yang Li (Z=fH)".

Leave a space or put a horizontal line between the end of your contact section and the next section

of your resume.

2. Identify Your Career Objective

Think about the job or field in which you want to work by answering the following ques-
tions, and then generalize your idea into a single sentence to state your career objective( You
can refer to Appendix 1 Job Titles).

(1) What can be the content of the job?

(2) What qualifications are necessary to succeed in this field?

(3) What can I contribute to this field?

(4) What skills have I demonstrated related to this field?

Examples .
(1)To pursue a career in management utilizing skills especially in finance and account-
ing services.

(2)To obtain an entry-level position in a foreign trade company.

Your writing ;
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Tips

Stating an objective can convince employers that you know what you want to do and are familiar
with the field. While stating your objective on your resume is optional , having an objective for your

resume is not—you need to be clear about your employment goals.

If you include an objective on your resume, it’ s important to tailor your resume objective to match
the job you are applying for. The more specific you are, the better chance you have of being

considered for the job you are interested in.

3. List Your Education

Brainstorm the education you have been enjoying all these years and then try to answer
the questions below ;

(1) What’ s the highest level of education you have achieved?

(2) What institutions have you attended?

(3) What honors and awards have you gained?

(4)Include all other education you have received—technical or career training, on-the-

job workshops, seminars, etc.

Example 1.

Fu Jen Catholic University

Bachelor of Arts in English, expected June, 2014
GPA:3.9

Major Related Courses:(don’t list the general ones)

Example 2.
Bachelor of Science in Communications Media/Public Relations , May 2014

University of California, Berkeley, California
Grade Point Average:3.7/4.00

Your writing .
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Tips

If applicable, include an Honors and Awards subheading.

As a rule, don’t include your GPA unless it is 3.5 or higher.
If applicable, include an Activities or Leadership subheading.

If you studied abroad, list name of school, location, year, and subject studied.

4. State Your Experiences and Accomplishments

If you’ re not sure what to include, do some brainstorming about all of your past experi-
ences, including work-related positions, any volunteering you may have done, extracurricu-
lar activities, internship, and any awards or special recognition you may have received. Dem-
onstrate your experience and accomplishments related to the position through your work expe-
riences using the P-A-R approach

(1) State the PROBLEM.

(2) Explain your ACTION.

(3) State the RESULT.

Example ;
AMERICA READS PROJECT Fall 1999 Hopedale, NY
Tutor
- Assisted children ages 6-7 with the fundamentals of reading
- Aided with capitalization, punctuation and printing
* Read stories aloud, entreating children to address content
+ Helped with other activities, from math assignments to art projects

+ Eased frustration by providing support and encouragement

Your writing

(1)

Position or title:

Company’ s name & location;

Dates of employment

Your responsibilities ;




