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RWHFEBIERSER (BEC) REESIHHRER ST LMW RIIIGEFH XTI
—%h, BEC EEH AL LTS TMMIBEF KA. BEC X2 HIH (Prelimina-
ry) . 4% (Vantage) FIF%% (Higher) =MEH, BARIHRACREREL.
B, U7 S 0 A R

e E, BEC HRAp PEMF G, REMHFKFFRZRASAFHGE,. B
%, MELER, PRAFTHFLRPOATRS . BHHEAEMALE K. BEC P&
IR R, B, . BHES, &4 BREEH 14, P EEBLS ST, 6.
A, REEERRAEE, NWEFERER, MR ERT-

1.1 BEC shREEREAHIE

REHANHFEEESFHAR, EENTEEBREENFEER. 5
Y B B BAREE o

BHEATIE | 45 438,
HERERST | PIERAy4E ), Part One Fi Part Two,
EEBE |24 (BRHLERE).

155 781 4 1 BRE—RHT AR NSRRI E
142 BRE-HHSER, A—-HRFRE, K—aElH.

BEHR | BEEBTEN EEE.

REE A

SHE E—WSEBERSH /3, B BERSTH 2/3,
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1.2 BEC hRSRIEHRR

BEC R E/EEREAESERFATULS, —BHTAFANIKFFEE, WFE
HEMER R T, #5%. BASERERRER; F—TENBIAFAZRERT
MfE, B-HRSERSHMATEGE, SSE—T0LS, E-OHFRS

BREWA,

>» 51

114558 | NEBFI 513K internal business correspondence

WA TR SRS EERMERER
- (IR F TR EEAS BTG, WEBRAFRAH.)

KR, | o BT HEM: email
o ZTE3E memo
® {E% note
e {f P message
(& AHRP—FMIERXEE)

EEEm| o HHEE
o 1 EEHE
° fERER
o HAER
o RENHIH
o HHFHUEF

EE XU | E/EIEX

FHER | 40 ~50 1A

> &2

EELRR | o B4 ¥ {5 B business correspondence

L ﬁ%j’ﬁ% report

o FiY+ proposal
(BEHP—HERHE)
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#SBEE | BEVPRAXFRAEEFERS, BRAERBEFER PGSR,
EESHETIME; SOk B ATIAEKESR. FERIBETHRME; 30K
BASGER. S . BRE, ERERUTFERENERSH.
(IREEEAREEHSE T, WEBERRERA )
BRI | @ {56 letter
o fHH fax
o HiFHi4 email
® R EIF memo
o 45 report
o F ¥ proposal

(#5E AH P —FIEXEE)

HEE® | daeEk
° iTH . I
o HifF. WK
o {HHIAE
HwWikME R

° HiFF
[E:E &)
24

o RUEHER

* SYHTIHG

o AN

o BRI

HE A | Bt/ IE

FRESR | 120 ~ 140 48

1.3 BEC ‘PRSI DT

>HEHL RE

145 1 B A ERHRASRREE R HBE WS
114 1 BHKBXFEE (3%E) GFLUTHE:
o HRNHEMRKBIEANBIRHIEAMARER
o LR, MBER, BRE
o BHIMHNAER
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PART ONE

®  You are a reglonal sales
meeting at your co!
®  Write an e-]

to Erica Young, who is ing the

(P oE 3%
‘an international company. You have been asked to go

office. You cannot go, so somebody else will go in your place.

B = IN |

¢ apologising for not being able to go to the meeting

* explaining why you cannot go

* saying who will go.

e Write 40-50 words.

®  Write on the opposite page.

3‘?
)
% FEMEIL T ILA:

o REHFRE-RATARARKRAREI
B A R AR R R S
MK BETE 40 ~50 W2
AFERTA 3 MR B

HEEBEX.
BT R A T W,

>HE%2 RE

{£45 2 B H R 8 CF AR UTHE:
o EfEfERMBLN

R THEHFELHEER, BAALENRE;
MRERE ELRRETHRE, ATFEHEEREA. AR, FEFHT,



$1E BECHHESH AN

* TWETMHMES
o HirFIEA
£5 2 I H iR T REAUSS
o —BREUJLBXT, ETHA. FR. FR. ITEHERSEAZH
s RERRHNARTEN, BFEFEMENER
14 2 WEERRMB RS TIRESER, MBS,
%52 REETH=MERZ—, BOEE,
* HFAERES
* WEME
o HEEWU

>EH2 #H

EF5EA

HENA
PART TWO f
e You work in the Cust services de partment of a maill -order company . You have be€n asked

manager about complaints
ook at the information below, on which you have already mede some handwritten notes.
e Then, using all your handwritten notes, write you report.

ite 120-140 words

o Write on the separate answer paper provided.

HARBEEA

‘Computer system’
breakdown

Customer complaints ( 200

5 500 FERE (51
o} HEES)

improved

Jan order system
introduced,
&asons for complaints ( Jan-March )

say what is
® Y

Incorrect order delivered — 16%
® Time taken to deliver — 56%

®  Product quality unsatisfactory — 28%

being done
about this

‘explain plans
to improve
delivery
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FHETEMBILUTILA:
* AR
* BEHIRHRATENIARFR
* LEBMAHEHER
o ARSI BIEMHIUIE
%Eﬂﬁfﬁ%ﬁﬁﬁﬂiﬁﬁEﬁmﬁAAFEHZ#%%m
* XERBREFAIN
o fICRTESRBEANS B
A R R BGR 1R B IR A
o N REINREGEHE
o X H H4 AT BB BRI R
* UFEEHE TRMKELRSH
A R A AE AN T LA
o FEI ARG ARABA BEXH
o A RIS AT B
o RPN E 1 RHE
o R HBIER A
o FHPMNAEIFRMEREA
o {FHF AR TRHR A s hk
* FRPATEYRMAAFE (fax header)
* BERPATREEMAEAN, WA, B, TEERER
o HTHAPATRERMGA, WA, BRI, TEFER

1.4 BEC & E i Should Al Shouldn’t

oA
v SERMBESEAR I HERFEERG
v T Z AT B ;
v BERBUTHAEASTA;
v FBRETHERIREMNE ST R 2 A EENE;
v BRI A ER R BIHREIER;
v R SR R AR
v R 2 E KB IAE 5
v TR, EE B TR A T S S RE 5



B1%E BECHAF{AAM

v BRERE;

v ERERESHUEE, BRREER, Wb AHERASRE;
v BEEFE TIPSR RS

v AR TEREKR;

v BREGF4RE

A

x B 2EEB% 1 BT
x MK 5B EE S P R R A 4]
x PR T2 ] B (AU A Y R EBRANT 5
x $EIRESTRBREFTHES

x BRI RHRER;

x FEMMTETS REER;

x REFEAERBEFHFERES

1.5 BEC PEEEERGE

BEC Fri% iR pTA USRS B UUTF 10 MEEYUR (topic area) :
(1) BRM4 (personal identification) 7
(2) THEFRNE S HEEHESE (the office, general business, environment and rou-

tine )

(3) #EfF 5 WIRIE 3D (entertainment of clients, free time, relationships with
colleagues and clients)

(4) BHEKFFTESW (travel and meeting)

(5) icRHiE{ER (using telephone)

(6) 18544 (health and safety)

(7) WL 5484 (buying and selling)

(8) A" . RAE /ST (company structure, systems and processes)

(9) =5 RS (products and services)

(10) MR E5R# (results and achievements)

SR, L BEC R EEM S, BIEHNE S REMY R T R FIE.
> ADBEREBE (human resources)

o B THAY staff development and training
o T/EfiiA job description



