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Why should you polish vour writing skills*
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Why can "t the phone take place of pen and paper or the keyboard . screen. and printer”
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What are the secrets of becoming a good writer in vour second language . English
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Writings in a New Era
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Why do we have to become gaod writers
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A fresh perspective on language and communication
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Current trends in written communication in English

3. ENHEXELRERNES
AT G NSRS 0 R E S AR R L. SE I
@




— - = BE1E TIHRNSE
48, HEEFANRAERBANAREESENTRSHEERFMMSE
HRIWEERA—RT .

HEBRRTHBERR: BER FEMAEEE  ARUBMIERERR R,
“HN"%, BR T BN SILEEREEEEEENER. BENEETHE
f##8“informal”, “friendly” , “personalized” %5 5 1 A% 2518 58 1N AT FH 14 .

A —Fb 5 % R “audience-centered” (LA FE & X # ») . AMA(the American
Management Association, £ EEH M) KRR T HEXROME PHABERR .
BEEAUMRKEREA, BETREFRFME S, MULEKRE T, BT MRS H
RRAAAN RIS, MRES HX HAAENEE. X#“audience-centered” 5t
BT He AR BRI E BT ER .

Current Trends in Written Communication in English

HRiXEEESXRER
Formal Informal
Form-focused Content-focused
Writer-centered Audience-centered

So how has written communication changed

4, BELZRHMIE
FERARBH BN B ST ERA R, FRRAEUT IV,
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AMA FIBERL BN IRIER I L, 2R RE - RE AR 2 R ENERE
FKAREEMEISR . FH5h, F RN BEIGEFEHERREESRLSAALUTIR.
HRFAENER, A X RREKF IS, B WS ERT LS HEREMIEN
& BEESSEFANENAFRBARAE L. ANREALRAEBRIX—
R BEPREMROBECLFEBRATRBEXHEOAE. TEREH A5

B BRI SGE T A SRR B AR R AR E.

Wordiness and Their Alternatives

RRAEER
wordy CTiED alternatives (##)
He lost a large number of employees. =) He lost many employees.
The branch office will open in the near future. wp The branch office will open soon.
She will bow in accordance with tradition. wp She will bow following tradition.
They will restructure in order to save costs. = They will restructure to save costs.

Passive Constructions and Their Alternatives

WA EHREBR

(#30i54&)°  This project was managed by EDC.
(E #3555 )= EDC managed this project.

CBEEhER) The rules were changed.
(E {7534 )= The president changed the rules.

(Bi#ER)  Research will be continued after our acceptance of the terms.
(PR35 3k = We will continue the research after we accept the terms,

Antiquated Words and Their Alternatives

1B R iR
antiquated words (75 1Hi7) alternative words (i)
above-mentioned L 4 this




s 55 18 FIPRONE(E cumen

as per your request =) as you requested
at a later date =p later
at your earliest convenience =) as SOON as you can
attached please find = I have included
contact you by telephone =) call you
hoping for a favorable reply = we look forward to your reply
in accordance with our request = as we have requested
please do not hesitate to = please
thank you for your attention to this matter = please let us hear from you soon
the undersigned w 1
under separate cover =) separately
with reference to =p about
[Example 2] .........................................................................
T2 . 1B B80S (Salutations) F1455R 13 ( Closings) f
¥
WMIE : FFREIRIELO TN %

% B YE5 K K 4 Bi5) Hamilton Jones § Z:¥ixd : “Dress your letter for suc-
cess” , ML BT AL HYIE - “SL R P EEREFA NG BRRE I ERE " XFE
AL RN S, B Z M4 Jones BRREA T &5 BRI i B, AEFE X1
i ARAERY B T M 6 R B AL DUR RS R R A RAT AR AT B, R i S B T B
EAEXWES”. FNANPEEERHNEREERSHENER, JIERHE
BINGR I EHRIE .

WF EHE LA B P AR “Dear. . . "X E MR Ik, ML BE RN
FEBBEANAGRIA“Let’s get together”FF s, [FHE, ARMEL=RNBES
ELI“Tt s amazing” TPk , EHEIN T IR F A TG B RGEB. BEKREARBTHT
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5, BEIXHENFEZLONZSEEEELASNMR, B X BRI T OHK
149, X} “make a difference” ¥ 3k HE BE A RIBI A , LFER P,

Traditional Salutations and Their Alternatives

Traditional ({£%:) New Trend (5#)
O —{£Bi%&I  Dear Natasha, = Let’s get together!
C6f—{rfii%&]  Dear Pet Owner, = It’s amazing!
Ot — BB R A
Dear Friends, = Make a difference!

FIAAGA— R EBENRE W iE (closings) . B RN REEFW =/, JLF
FHABER BEREREHFRBEEFHHERETEXEHRHHRAT XA
AN—FBH B 7S R

EL AR B 2= Thank you in advance” , %t T8 I A SEHL AT RSB 1T L , X Fh
BRFEGHEBEFASEERRHNELEL. WRERENTE R for correcting
the billing error” GEA R BMEMEZIE M E51R) H E HE 5 i, “please correct the er-
ror”BRAT LA T, '

T IR T, R FFRTPELE BB ER K I you have any ques-
tions please do not hesitate to contact me” #1“I hope that you will consider giving
your support to. .. XM R I LR LB T, RANE, BT BB IREWELT
3, BUNIXHER S th AR A Al v I DT Y E KA RS RIRMSCE .,

Traditional Closings and Their Alternatives

RN ERFREGR

EGE LRRHD
Thank you in advance for taking care of the problem.

B

= Please correct the mistake right away.

-
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R R R R S e

UeBEA ERRID

If you have any questions, please do not hesitate to contact me.

B
= When you are ready to do business with Tristar, give us a call!

UG ERFRID
I hope that you will consider giving your support to World Children’s Fund.

)
= Help make a difference by supporting the World Children’s Fund.

[Example 3’ ........................................................................
% BEEANRTRER g
! ?
DT B EENBEDRIRNEENREA \

FEAMNRAS BIRKE ORI T - A % IEAE 2 7 s BURAL X RS 28 AR TR
B SR H R IERS , B AR S TE L E A B SR DI st U R iR
W2 RS REEREOAEEENEN. RIVEDATTRREA B2 KK
EESHENET, WIE N TR B E S0 THANEE. KEEBIEA,.E
B P S EAAL , BAEH IR R BRAE M R R A & B R A RN

BARTEIR THE, IR & W B , B A5 44 . “We cannot accept your ap-
plication because you failed to sign your name” ( AABAELEL, FURNEEAE
WD) MRaB AR DR, 2% 8 RECKE, RIEFBFFE.
HEEALEDBH/AFRELEL WK E R, R XHFE B “Please sign your
name so that we can accept your application”( AEZ T &, RIIMLEZ HIFHD,
ik N 24 B &F IR

FEBEEENET AR RN SR W BT, A £ R PRI
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HRRAT LU i i 20 A U BUR IS S , A% T I ER R 2 %QKH

Traditional Ways of Giving Bad News and Their Alternatives
RERNARERIEE R E%

(# LM% B 3 % 49 15115 from institution to an applicant
%400

We cannot process your application because you failed to sign your name.
€=

= Please sign your name so that we can process your application,

[ - w®)%t 7 /@ 49 E{E]) from boss to a subordinate
(%48

I’m sorry but your proposal cannot be accepted for a number of reasons.
€23

= Your proposal was well thought out. I am impressed by your subject matter
knowledge. However, due to budgetary considerations, I cannot endorse it,

(2 FIXH& 4 69 E45] from company to a subcontractor
(f&458) '
If you meet the target, we will extend your contract.
€23
= We’ll be pleased to extend your contract when you meet the target,

(Example 4] ....................................................................................

1325 : Ladies and Gentlemen @SS EMIFFSL g
2
I . RE R AMIINIE, SADMN
B SUREEED L S
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BMERIAR R RSO HETOEES], WEEEABESFPRR. H
REREIE R MR R G AN ERERNRE XRENEREEHS L
ZRBEBFREARILGNTERY , (A0 7T REL R A —B K TR A, BT LASF
R B4 T 2 bl P — s — TR R T B
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Sexist Sentences and Their Alternatives

FHENERN A TR BB

HHEEH)

Mr. Jones will start the presentation and his partner Kyoko will finish it.
(i

= Mr. Jones will start the presentation and his partner Ms, Oka will finish it.

CHHEZSD

Gentlemen can attend the executive seminar while their wives and lady
guests can go sightseeing.
(D

= Conference participants can attend the seminar while their accompanying
guests can go sightseeing,

CHHZSD
A doctor shouldn’t rely too much on his nurse for she might make irreversi-
ble errors.

(P
= A doctor shouldn’t rely too much on a nurse for the nurse may make irre-

versible errors.

Bl—KIES MEEREBE, 2k LA FHX R M FZF Jones 554 M Kyoko
&4, —5H Mr. BRI, 55— J5 A first name BRI, B 7E 35 8 EFRER -5 L BY
AR AT A first name, 65X BAA ARM R, BT AR A8

P E—BFRA2REBHERE . HAXTHREREEHERATHARKNS
SO EE K, B TAE“EFIRN" BRI, T H wives Fl ladies X853 T #9158




