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active sentence I #4)

abbreviation %5

acronym % FE4%5
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colon §5

closing &R

consistent A[5—#
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CcV ®mm

functional writing/document
e BAE

hard return &% Ff5

header/heading #7#

hierarchy &k

indent 44k
internal K-3R&4
jargon Ki&

margin Wia =4

postscript Mz

return address FiFAMAE
salutation #f=f

sequence %7
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signposting 47+

skim #&if

stationery 134%
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text XF
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—AELHERT,

AAETATHET, BNMAELREAT G L ERIARAM,

AR R A X 355 kA A A PRIV T8
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. What is business writing?

1. R EHERERE
"l ST & R
BEIMSES
%, B4F -

anN

BESIERREN
TR R iRA

S SR
M5 1E

“w

H

4. FEAS S
ARIBRHES
At

| s

R H 5 5AE!

BRMNEERSSEE AT EHEE L (information ), T2 A TIRE
N BEEENEZEAENE NI —HZZHhITNETY, mEE
2B EGEHEIW ( recommendation ) %5 ( conclusion ),

BEEENEEZAAEEZZTAREGE, BSSERE ARMER
E, HWEEAFATL. XBENMUWNANRA. 5 —RASR
BREEXRAZMWL"RIRS. BFSENEETESHEERHN
SWh EMAZTIRER,

BEATBRELSERZEEFARENELYKE A XH, IS MKIE
(skim), AXHRBCEHZEHEXANER, BEBFESSERZEGEEN
#& 30 (clearly formatted ), HEEMNEE. IrBASHREMBEF SR KT
AFIRAMK

TSR Bt piem | 181dEYD

ft

O TRIM YR EH AN

WO o
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UNIT How can I begin to write well for business?

2 PR re YT

1. TREIRAYIZHE

2 MIRESRY
AL

?mmgﬂﬁ%EW?
EEHFHTIEE IV_*J‘C#F functional

) T AR ek
document ), {RIAZASCRIE %ﬁ#ﬂﬁ:%/\&:hﬁ
1) 2 P ik i s A7 2 5 B2
2) HeAT A+ 4 B ik i 2 S A7 3) B A ik A 4 4
ot 4) Re ik H IR B A
HEFT, K18 >Z;&ﬂk

O 1R ik 2 AR A7 5 MR B FHE A
O /il R A 4 873457

O sth 2R B THA 5V T 2
O 4t FaX 4y AF, HA14AAak it 22

EXE (Unit8) RSBFMRBPWE HMTRIEEE,

T

: RBEREERIEXD R, SRBETARSE? FHThEE
’|“$5‘Cﬁ:, Aﬂ*ﬁli%zﬁ@ﬂﬂ:lﬂﬂ HAEFER, ILEX—5 . X0 F0
BEHSREERE LG EHOEERZEX, FFAEEEI AT
EESIRH MR, HEXNEMAESR -

O AH & F Ay A2
OEF4u, AHite LR AFEHESIRLE P, LATHLAE?



3. EEIHA AP

4. BEILIZFERIRA
T xR REIER

5 WEBARERE

BRIFENZMEOBHEEFEM. XREAANEMEXHABTREN
AR BFEBTRESRHEMBER MG, AXHP—FEHBFTEDEX
e @, MESEEMNRME—FHEREEE, (Unit 8) EXBFRIR
BA 2010] T BAFO [E] B35 69 (o) @

THRAFSEZTXENEFAHEXUAST, FINSUIEERNE
BEEMNERAREH K, FEEREXKIEE. ARWT -

1) defk Al X 6913 B0 SR GA B R BT, R T Wik T R B a9 ARARER
i
2) ARERFER TIHAENEKR, 227 RE B EM LA
EATA ETFT X R, MEFEIZRELY,
3) 4R 3] E P NBREFNGE X ZE, ik AEERS (numbered
list ).,
4 EEEP, LIEFS (bulleted list ) 7)) F A7 F 26513 8.
AFEEHEET, LEFE—FRE, TERAIERANES, B
RIEEZIRFEEZRIE, AXHEEMNIESHTIUT . BERMNELHEE
a, LE%sE, Bl .

v ' We received your order, HF AL 7 6937 E
X Your order was received.

v We decided . . . &A1k g .-
X The decision was made . . .

|. What is a functional document?

2. How do people read functional documents?

3. Why is it important to make key information stand out visually?
4. How can you show readers the structure of your document?

5. When should you use a numbered list rather than a bulleted list?

TSR ) ptem | J01dRYD

Unit
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UNIT Business letter styles

S EFTYEYIIe

1LHHAREEH BEREHRES NI ELHMAST. BEF . MEHSHEKRENEH,

f&5? HiEAMIESTE— W%&Z@M%EMDEET F AR Al FFE Sl
RHEENEERNS.

2. HARHERES RE=ABSPEEME. BF . BV KENEMRSHITEE, §

AEHIE? EREHER “RIABLHRE7, ALENRTEARAINAZENBERE

ko BEPBENER, EXATEIEESETRE, BE—RXATEH
FREMASXHINREE, XA—FMEENER, URRNASTEELFTE
EHNERN, BARBRINE,

3. S ERBE — WRENHNBELEER, 28—, PR —KEBTITTE,
TR, WA%RHEE | BEREMALEL, MEATH. KEFHNAE%K, ETE_AHKRE
B2 ELRH, BLRTARNECE, BREEESBEETTTIES FIA

MR, REAER, FEARSNESEXSHEE, RIUIBHE
RESEMELXNTF, ARLBEBEENTT, WHITESR, BHHUE
b, REE=17, #EEHNAR,

Envelope {53

*ﬁf‘/\m&i@h /\1

) SHRFOMAL ‘
‘Sendmg company’s
{name and address

Irina Safarova

Quality Cosmetics, Inc.
302 Beauty Lane, Suit 5
San Bruno, CA 94066
(650) 656-7000

1 PERSONAL CERTIFIED MAIL
Mr. Donald Williams

Permissions Department
2 Harbinger Publishing

309 Ditmas Ave
Brooklyn, NY 11218-4901

1 ,

arHaHﬂ«



Basic business letter format

S IEHEAEN

302 Beauty Lane. Suit §
San Bruno, CA 94066
(415) 748-9852

Permissions Department
4 f Harbinger Publishing
% 309 Ditmas Ave
Brooklyn, NY 11218-4901

July 9, 2010

Dear Permissions Editor:

| am so sorry to trouble you. | would like to use one of your illustrations in my in—
house report entitled “ Third Quarter Growth in the Cosmetics Industry”. The

illustration is called “ Girl Applying Lipstick ”.

| apologize for any inconvenience. Please contact me as soon as possible at (415)

748-9852.

Regards,
[rina Safarova

Analyst, Quality Cosmetics

=

@ BRBEFINS ;

1+ Closing and signature ﬂ

@ualty Cosmalis, Hne.

© Wi A\SFRSHIIL
Recipient’s name
and address

Body text )

© =3k NT2FRFOMLIUL
Letterhead:

Sending company’s name

and address

Ms. Nina Lin

Double Design

Room 205, Building 3
Shanghai, PRC

Dear Ms. Lin:

s |

Lane 2498, Pudong Avenue

Catherine Davies
15 Qingtong Rd,-10171,
Pudong New District,
Shanghai, PRC 201203

November 1, 2010

Thank you for your attention. | am writing to request an interview regarding
Double Design's opening for a graphic designer.

| am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past six months | have interned with Studio Design in
Shanghai, learning to apply the skills | gained in school. | would be very happy to have an
opportunity to learn more about the position and the possibility of working together.

@ | have enclosed my resume for your reference. Please feel free to contact me
for any reason at (021} 5184-3155 or over email at cath.davies@yahoo.com. Thank you
again for your attention. | look forward to hearing from you.

Best regards,

Catherine Davies
Catherine Davies

Enc (1)

cc: Flora Lopez

Three business letter styles

=HEHFHERR

© L= (Block style ) :
IRl

Cathenine Davies

15 Qingtong Rd.~1011
Pudong New District,
Shanghai, PRC 201203

November 1, 2010

Ms Nina Lin

Double Design

Room 205, Building 3

Lane 2498, Pudong Avenue
Shanghar. PRC

Dear Ms. Lin

Thank you for your attention. | am writing to request an interview
regarding Double Design’s opening for a graphic designer

| am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past six months | have interned
with Studio Design in Shanghai, learning to apply the skilis | gained in
school | would be very happy to have an opportuntty to learn more
about the position and the possibility of working together

I have enclosed my resume for your reference. Please feel free 1o
contact me for any reason at (021) 5184-3155 or over email at cath
‘davies@yahoo com. Thank you again for your attention. | look forward
10 hearing from you

Best regards,

Catherine Davies

Catherine Davies.
Enc (1)

cc: Flora Lopez

O %EFLR (Modified

block style ) : 7RE I,

Catherine Davies
15 Qingtong Rd.-1011
Pudong New District,

Shanghai, PRC 201203

November 1, 2010

Ms. Nina Lin
Double Design

Room 205, Bulding 3

Lane 2498, Pudong Avenue
Shangha:, PRC

Dear Ms. Lin

Thank you for your attention. | am writing to request an interview
regarding Double Design’s opening for ¢ graphic designer

| am a racent graduate of the Academy >f Art University with a
degree in Graphic Design_ For the past <ix months | have interned
with Studio Design in Shanghai. learning to apply the skills | gained in
school | would be very happy to have an opportuniy to learn more
about the position and the possibility of orking together
| have enclosed my resume for your reference. Please feel free to
contact me for any reason at (021) 5184-3155 or over emaul at cath
davies@yahoo.com. Thank you again for your attention | look forward
10 hearing from you
Best regaras,
Catherine Davies

Catherine Davies
Enc (1)

cc: Flora Lopez

© %H= (indented

style ): B#r/H

- Cathenne Davies
15 Qingtong Rd,-1011
Pudong New District,
Shangha, PRC 201203

November 1, 2010

Ms Nina Lin
Double Design

Room 205, Building 3

Lane 2498, Pudong Avenue
Shanghai, PRC

Dear Ms. Lin:

5 Thank you for your attention | ar writing to request an
interview regarding Double Design’s opening for a graphic designer

i+ 1am a recent graduate of the Acasemy of Art University with a
degree in Graphic Design. For the past six months | have interned
with Studio Design in Shanghai, learning to apply the skills | gained in
school | would be very happy 10 have an opportunity to learn more
about the position and the possibility of working together

1 have enclosed my resume for ycur raference Piease feel
free to contact me for any reason at (02 ) 5184-3155 or over email
at cath davies@yahoo com Thank you ajain for your attention. | look
forward to hearing from you

Best regards.

Catherine Davies
Catherine Davies
Enc(n)

cc: Flora Lopez

AR S o em | J01dEYD
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4 BEHEHRER 73k ( block style ) %—ﬁlﬂf‘-ﬁﬁﬂ’ﬂ%%:ﬁ%%iﬁ, Tf?’?%iwﬂ,

(M : FHRR XHEREPHENEIEWMEDTES,
BoE sttt —— N A =70 R o ?‘%”’Cf&"‘fi, Ilttfili"%‘ﬁﬂ/\
m, HFEEERAWT -

OEEEFTL . £AFKXP, IH/RLEPHEANSHSAMN LD TA L,
OFRRMBRZEZBESIT: AEHS> (il REIHEE, A H
PP egsbat ), MATIFHEF X EF—

()#kam#%#xmmmzm:z;f
(2) FRFE S 154 IESCY 5 — B2 ) « = —1
(3) M EX M EEZIE : E—4T

(4) KIMFESMERIBRTEZ ] . REAT

@ Every part of a piece of writing or
letter begins at the left hand margin.
A
Memorandum g

Date: October 6, 2010
From: Cathy Willis

To: Design Team ) a (

Subject: Using block style fe :))as;:;r:hrsetums ok D
1 blank line . . AENEECEERET.

Dear Design Team: ) 3

1 blank line

' ' Starting today, 'we are going to use block style on all of our inter-
office correspondence. This memo will explain the style.

1 blanklinrei_
What is block style? Block style is a business writing format. In a
memo, don’t use a hard return under a header.

‘1 blank line
vBut you can use one between paragraphs.




4Catherine Davies

15 Qingtong Rd,-1011
‘Pudong New District,
‘Shanghai, PRC 201203

la
1 blank line j

o ‘November 1, 2010

3blanklines |~

‘Ms. Nina Lin
‘Double Design
‘Room 205, Building 3
‘Lane 2498, Pudong Avenue
:Shanghai, PRC
] DL]Hk “Pe i
‘Dear Ms. L|n
1b blamkllns J /
‘Thank you”’for your attention. | am writing to request an interview for
‘Double Design’s opening for a graphic designer.
1 blankline j
‘I am a recent graduate of the Academy of Art University with a
degree in Graphic Design. For the past six months | have interned with
' Studio Design in Shanghai, learning to apply the skills | gained in school.
‘1 would be very happy to have an opportunity to learn more about the
‘position and the possibility of working together.
1blankline j
| have enclosed my resume for your reference. Please feel free to
‘contact me for any reason at (021) 5184-3155 or over email at cath.
'davies@yahoo.com. Thank you again for your attention. | look forward to
'hearing from you.

1 blankline }
‘Best regards,

j__)lamkhmes a\},L’QF(ne DaVIQS

Catherine Davies

1 blank line
“Enc (1)
1 blankline ;

v'éc Flora Lopez

TR B e | JaldRUD

[
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5. A% PEENHENX 2): HBFLR ( modified block style ) B4 7 RBH X 577k
T MRFAR HiEs, EERKBREHNRE, TRANTE, EEXRFT
RXp . @ BEETFL, FBRESABRTL (flush left ),
© SHAtblt. BHY. ERBEANZLEEH, WEARHR., X
RFARMBFARN—FF, RAERKREHET, EE2BFHE
SEFERNOEN,

Modified block style: memo

58 E%%fém X

@ Body text begins at
the left hand margin.

Double Design
Room 205, Building 3
i Lane 2498, Pudong Avenue
: Shanghai, PRC
1 blankline }
~ " Dear Ms. Lin:
1 blankline |
- Thank you for your attention. | am writing to'request an interview for
! Double Design’s opening for a graphic desngner
1 blankllne |
I am a recent graduate of the Academy of A#t University with a
. degree in Graphic Design. For the past six months | have interned with
! Studio Design in Shanghai, learning to apply the skills | gained in school.

[SHFIEXOVERE Tk -
A MRSk, A Catherine Davies ;
: : 15 Qingtong Rd,-1011
: Pudong New District,
i ; Shanghai, PRC 201203
1 blank line j . {
' November 1, 2010 1
3 blank lines i
; : ¥ © The return address, the {
: M s L : date, and the closing and §

: signature are indemed
) SHAMIE. B 6=F
P/ Eﬂﬁ%%ﬂ“ﬁg%@io

| would be very happy to have an opportunity to learn more about the
position and the possibility of working together.
1 blank line j ‘

; “Thave enclosed my resume for your reference Please feel free to contact

'

. me for any reason at (021) 5184-3155 or over email at cath.davies@yahoo.
;. com. Thank you again for your attention. | look forward to hearing from

i you. :

1 blank line :

SR : Best regards,

3 blanklines | Cavtherine Davies

; : Catherine Davies
1 btanklme i

; Enc (1)

Jbiavking }
. cc: Flora Lopez !
y e Y




