‘ﬂﬂ BREMBELRINESY BEHROBEF

i N
5E1|:| 5

BXLL O frs

O £HITERE H AR




WNal: BRBHLEURINHMN  HE5 0BT

ML BEIES(E

REFOMEUF BIBEIHRODIEX % ZORMI

W EHRITE RS BRAE



P ERR g H (CIP) ¥edig

WO IE G /R LT o . — B BRI K
“FH RRAE, 2013, 3

i 2 R T [E

ISBN 978 - 7 — 5675 — 0425 — 7

[.O#- 1I.0O&- . ORE-AX-GFE =
SRk V. OH315

[ A R 54 CIP 303842 72 (2013) 45 047403 2

2N IS PR (B

= E W BT
B M
MBYmiE FBE¥Y % =
BitmiE T =

HRARIT ERIMERS BT

#t i Rk 3663 2 HBYE 200062

X IF www. ecnupress. com. cn

BB 15 021-60821666 {THIEE 021-62572105
ZHEEBIE  021-62865537 [ Jr(HEE) EBIE 021 - 62869887
1 U EEMOUILES 3663 SR IM T ARSI O
s /& http.//hdsdcbs. tmall. com

) Bl & AT EXEGRERESERAT
H K 787%x1092 16 FF

E0 K 11.6

F ¥ 25FF

R R 2013FE8HEFE—hR

B0 R 2013F88HE—X

B S ISBN978-7-5675-0425-7/H - 619
E M 30.007T

R A KEBA

A AR RV 5 43 BT Bt () 80, 38 2 I A Rk 25 M o R B SRR 021 - 62865537 I 5 )



ARSI B R I B R =

B2 E &R BelT

BEREH L

& O BElT GBI BHL
EER MEE HEW
X B REIR AT
KRR



BHARFREBERBZ R L S EE LY RE P ELAHTE /R, M) E& XK
BHBHREHRF SN FSEENE AL RKEFKEFANFENSIRBARS.

BHARBERGHESNMEBEF D EDNRE EEF HE FERS THEERPRGE,
T WA BT Ry A TR, A E RO, BB E R AR R AN ERERE S EE,

REFRHRE L WA T 1980 4. 1984 R, £ K. L LXEREFETHIBA L
W, YE,HEHFEIRE AHRARREEE, D6 F ZARBBEERATEFTRSPLE
BHARBER A BIHEELZVRE, AN ERABRERLTHARFILL, LR
BoOERENBEALH WAEAR. RAIBGREGEETSABRFL LR T m. 2012 4,8
FEVHBZEBIANABER, FHARE LV AR —ANAREFH.

AR HMAL. RALEL8 FRYPRELEELKFIRE L LRE HMR B H
B9 X . K90 FREM— 4,55 MG HRAE RSl EBARBBAEZY,
EH R EEEAL, FEHF, HRTIILBIARE LV WEMN . CEL2EEFRET N Y
B EE A HACH BB B ZH ) (B Fr AR RSB AP0,
(FABRFEBIARELE)F, XLEMFRTRRIFERFENAT., BR, B TREAKEZMH
RERXER AR EAFERRYE. AL FARFEVHARKFEUEZSSIM D ERY
SR F AR, X R H A BR(F B F BB EHEV, 2 RPXER., U R—HF
WAL RE —FEUNXENEH, ENnECLIFRTFENT MRS L L HAM,

EERFEAZFHRET ERAEFFREAXFT . X —FAFUER. RNALTAEY
IBREECUHFLSF RAFTELRN —RBW . FEXRTXEHM. A T HAFSHBFR
WIKF S B H L E ) (TS H RBLEE)CF B 8 FE ) (F BB HEIEF HF)(F 5
BEFBTRI(H SIS EIE). BAHHARF R RIMCFABFLEIRA T XE thsh, L4
HRFEERE,

¥E-IE RECHABPFNELALHS. W THBEHRERARAT, Bk, BHRS
BUBRGEHEREE. REXEBIF AHFERATE, AARRAE  RER R, RERNH T
EE. PHARFTHENLRER, RFY FELRAFEFSN. ERESIRITH,&E
SRFEN EBHHRF THORLEE, AR, RNH4AF AR TN IRETE, £ER/ET
MPSIRELT TN X L, BT T ARAHAM, UBRIFENTFE,



2R

ARFIBMNGRS BB = ANREN SR B RNR W ET 3.5 F .

SERRERRIBM AR RFEARS AR FNETELF BT RE ERFRT LH LA
IHERAMES KT EA2 WA EHG EE UERLHE HIER. 26 FF, xfx
V& KR HMEAEENEREA.

HANKRBE AR BN NA R ANRTEWNERAABE TR EET A 2TES RN, #
2\ & 2|, P8 AT .

WHF B EF BRI AR BN NERAETEE BRERTEUNEKTRES A
THET, LAERE UEHXF B A ZER EFERAFUNGREENINET, EHE A
SR BMEELELIET I E.F BRINET.

R, RMNEALRGE TRALEABTRRIIBEH AP XFR BB EEFE)(RH L
AEEI(ERERE)(REAXREELG LE)CFERS L) (BAECEEVEHM, B4 RH
FWMUER, X XEHEM LR LA B R, EEARTENL B LT H 5B H XA %75
#HM.

ERARPBEMOEBRLERT  ERFEAFHRHNEET EREAR I = RELT T
RAFHE AR ELHE.

BMAHTEN FLELEXEREMRTRERHL, R B FHARETURRBEFIN L
W Z RAMNAFARKRF|BMFRZLAERL, BHiE) KEFHHE.

KRG BEMRE LB THRFELLTE KB,
\
/’\ 1=
%] F

20132 A



Hij =

BMEFTFOREFERFIAKFHAHER XERFF BT ETHENAFE, TEIG #
wHARR., BRERGERBWHAM B R FHNERFEBFNEA R R, RN HEHMEN
“BARERAAWBRE, EANRBREHL L ENER AIHEXHABRE LR ERERELFZHT
FhEXRRE, Ef . 4 REEHEFEAEM N FRARR. SHIRPFALER TRER
BFhX Ao AF hh TRETRARFABEFARS ML G TE, HhTL &
MEFRBEIAREFARAA ZREREHRALAEN AR A RBEARNCFE ALR
BHALELEMRERLAFNEFRL AR  ZRARABRPARF HBHMARNE N,
ETHh . B LERMFRBRFRAEL LXATRAFHBRHALENAES IR E R BRFH —
BETHFEAYFABRERAALAREBAEETXES IRBEFRIAFABRCELEA
ERBHRB R FOIEENA R

REM RS IRELERFIBMTNEEHE. 2FFX N FAEZTHIABRSRATHEE
THEE AETERNELAER(F B . AXEF TS ENETHEE _FHE AT, 2 UHW
HREZHELEL AN KRFEEFEAXFEEE N A URIENETITEENH 5
THXHFEREE T —F), FEEARFNEN FETRTUTHERTAHFEXHHEE
ERFp7, AL URMABE KIS H LA THEHE, FEL TN RS 2 WRE LA
HEHEERA A G THEITEEA.

AFMAREAXFEMNHR EELAME, RUEXEXXFANEHEEA. BRLHIE
BAENEIZWN ERARATHESNAEENXINEREAPE T, URESHLRY R
FERNERENXEREHTHENULEREFLFI, UNBEL2EXEHA XN EHER
PR ;BN FETRRAFENEUAG . WRFEXBHEEAZA VR LR EE M/ HET
UGl w RE|E G EWRET FsRERFRABRKE T m A I E 5B ¥ £ FUBA.

AHEARGELIHEREREXSEHEM EHERETL, UM EHEFTEELENER. B4
FRETHFOUH LR ITEXS, BRFENFEEHET —ERREHE.

BHBRFEME RS  AEFHNRET  KMNABREIHE —F, ERETPHH, XHF
HRLHEABEMHENTR, F LR ERMIFMEE,

o A
2012 %12 A



~ A Guide to Business Writing

The following steps are of vital importance in writing business documents.

Step 1 Plan Your Task

Business writing is characterized by rigor in organization, conciseness in expression and
precision in meaning. Good writing requires good planning.

Before you write, you need to take the following into careful consideration:

® Your purpose: Why are you writing?
Your readers will expect you to make your purpose clear to them in your documents.
Accordingly, what you have to do is to determine what you want your readers TO DO,
TO KNOW and TO FEEL.

® Your readers: Who will read your documents? And why do they need to read your
documents?
Your documents are what will capture your readers’ attention, and their priorities,
interest, and needs should be well considered.
Remember — write to your readers’ needs .

® Resources: Who can help you? What information, data, and model are available to help?

e Format: What form should the document take? Is it a memo, report, letter, proposal, or
agenda? Do you need to use some tablets, illustrations, charts or other visuals to help you

express more clearly?

@, Step 2 Design Your Message

1. Write an effective subject line.

A subject line should be informative and interpretive, giving both the purpose and the key
facts related to it. To write an effective subject line:

(1) Begin with a signal word.

report of ... information about . . .



introduction

request for . .. invitation to ...
warning about . .. announcement of ...
notice of ... direction of ...
proposal to . .. agenda for ...
evaluation of . .. summary of ...

(2) Summarize your most significant Do/Know statements.
Invitation to enjoy the benefits of FIVESTAR TRAINING at lower cost

Proposal to build a company child-care center

2. Convey your message clearly and make it well-organized in the body of the documents.
(1) Include your main points in the first lines of your document. Its opening lines usually
repeat the words and phrases of the subject line.
(2) The middle paragraphs are to state your ideas clearly with detailed information or
instructions. Keep each paragraph short and concise.
e Limit paragraphs to a single topic. You may write informative heading for each
paragraph. Then generate supporting ideas under headings.
e For several pieces of information to convey, use numbers, letters, bullets, or dashes
to identify each item.
® Do not allow paragraphs to become too long.
e Provide transitions between paragraphs.
(3) Restate your purpose in the last paragraph. Sometimes you need to make a conclusion of
what you have written, summarize your ideas or express your willingness to give

assistance.

Sample

Subject: Proposal to develop and build a company child-care center

(an effective subject lines)
On Nov. 10, the executive committee asked me to evaluate developing and building
a company child-care center. This is my report.
(Background introduction)

We should develop and build a company child - care center immediately . All




information indicates the benefits outweigh the risks.
(Put main ideas up front)

A child-care center has at least three major benefits.

e We would increase company efficiency.

@ We would increase company morale.

@ We would increase our attractiveness as a major recruiter.

(Preview key supporting points)

Increase Company Efficiency

(Write informative heading)

Several studies — done by reputable research firms — indicate that efficiency
increases 15 percent when companies add child-care centers. Parents who worry about
their children are distracted employees. Parents who have to make separate runs to the
child-care center or take time to find quality child care are employees who are not at
their jobs.

(Generate supporting ideas under heading)

Increase Company Morale

Apex Electronics — a company similar to ours in size, mission, and location —
reports a 23 percent rise in morale after building a company child-care center.
Productivity is up; absenteeism and tardiness are down. The same will hold for us. The

family atmosphere and ready access to loved ones will dramatically improve morale.

Increase Our Attractiveness as a Major Recruiter

Single parents who want to do well in the work force will want to come here.
Working couples who cannot find quality child care will want to come here. Our current
program in flex-time has already increased our recruiting power. A child-care facility

will augment and support flex-time.

In my summary, we should build a company child-care center now because it will
increase efficiency, morale, and recruiting power. Please contact me at extension 4808
with questions or responses.

(Review main ideas)
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. Step 3 Revise Your Document

1. Be clear in every detail.
Clarity means that your letter is clear enough not to cause any misunderstanding; When you
are sure about what you want to say, say it in plain, simple words. Good, straight-forward,

simple English is what is needed for business writing.

2. Be concise.
Conciseness means saying all that needs to be said and no more. To be concise, a message

must be both brief and complete.
3. Be correct.

When you are confident that your document meets the criteria for clarity and consciences, you

are ready to do the proofreading. At this stage you should focus on grammar and spelling.

Exercises

|. Please write a subject line for the following two passages.
(1) Subject:

For the past 6 months, we have had to repair our copy machine on an average of twice one
week. Needless to say, the cost of repairs and loss of productivity have been substantial. I
recommend we include our request for a new copier in the annual budget.

(2) Subject:

Please plan to present your proposal to hire three new assistants at the weekly management
meeting at 3 pm on June 4 in the Conference Room. You will have 20 minutes. An
overhead projector, screen, and whiteboard are available for your use. If you need

anything else, call me at extension 4878. Thanks.

Il. Order the following sentences into a document.

Subject: Recommendation to Hire Three New Auditors for Next Fiscal Year

1. The new auditors would ensure improved accuracy in our work.

2. 1 recognize the impact on our budget will be significant, but two benefits will immediately



offset the increase in budget.

Three new auditors would enable us to shorten our cycle time from 90 to 57 days.

I recommend we hire three new auditors in the next fiscal year.

During the last 2 years, we have lost five significant clients because our cycle time is so
long.

These mistakes are embarrassing and currently have us in legal trouble with A. J,
Masterson.

In all, I think adding three new auditors would greatly improve our efficiency and
accuracy.

Our major competitors can complete an audit in less than 67 days.

We are making mistakes because we do not have sufficient human power to properly review

our reports.

Ill. The following sentences are not well written. Please rewrite them.

1,

© X N > U e W N

He likes to swim, to skate and playing tennis.

All employees are requested to submit his Performance Review by the end of this week.
He was too inexperienced.

In my opinion, I think your proposal is not feasible.

The West Lake is famous for its large area and having beautiful scenery.

The lack of Internet service being one of the greatest drawbacks.

To apply for this position, an application form must be filled out.

Fortunately, the fire was put out before any damage was done by the firemen.

Not until has he completed the task, he found himself seriously ill.

10. As we all know, no one can always success in his work.
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~ Essentials and Formats of Business
Letters

Effective communication is simply good customer service. We serve our customers well by
sharing relevant information quickly and efficiently. We fail to serve them when we give them
information that is unclear, inaccurate, or irrelevant. These principles are valid for business,
industries, and government agencies.

In the workplace, information has value only if it is accessible, easy to understand, and
relevant. Data and facts are not information until you communicate their relevance and
importance to someone. Effective business communication saves time and money for your

customers because they won’t have to contend with misleading and unprofessional documents.

~ Section 1 Formats of Business Letters

Every well-constructed letter is made up of at least six essential parts: heading, salutation,
subject line, body, close and signature. In addition, there are two other parts that can be used if
necessary, i.e. recipient’s or inside address and enclosure.

1. Heading

The heading, in full, consists of the address of the sender and the date.
® Most business paper is printed with a letterhead giving the name of the company, as
well as its address.
Bright Electronic Inc.
11F, 868 East Longhua Road, Suite B, Shanghai, China
(86) 21 - 5306 — 8899
www. brightele. com. cn
e The date is important and should never be omitted. It goes immediately below the
address. In order to avoid misunderstanding, the name of the month should be spelled
out in full. For example:
January 5th, 2012 (American style)
5th January, 2012 (British style)



2. Recipient’s address

e Name of the person addressed

Title of the person addressed

Name of the organization

Street number and name

e City, state and postal code
e Country of destination
3. Salutation
The customary salutations in business letters are:
Dear Sir/Madam
Dear Mr. /Ms. (Family name): Dear Mr. Lin
Dear (name) : Dear Nina
To Whom It May Concern
Ladies and Gentlemen
4. Subject line
It should use boldface, underlining, or other print means for highlight.
5. Body
The body of a letter is the main part of the message. Since its main purpose is to convey
a message, the letter should be written in easily understandable language.
6. Close or complimentary close
e Formal close: Yours truly, Yours faithfully, Respectfully yours
e Informal close: Sincerely, Sincerely yours
® Personalized close: Love, Best wishes, Best Regards
7. Signature
The signature, the name of the person who wrote the letter, should always be written by
hand, and then followed by the printed name and title.
Jacky Smith (by handwriting)
Jacky Smith
Office Manager
8. Enclosure
The enclosure appears in the lower left-hand corner, indicating anything that is included.
You may write:
® We are enclosing . . .

® Enclosed is . ..



e Please find enclosed . . .

Then list the names of each enclosure:
Enclosures :

(1) Invoice 23890

(2) Packing List 3678

Exercises

Fill in the letter.

Mary Liu, Sales Manager of Rainbow Textiles Company (Address: 15F, 1 Pudong Ave. ,
Pudong New Area, Shanghai; Tel.: 5861 - 0088, www. rainbow.com.cn), is writing a letter
to Jonathan Saches, Sales Manager of Benton Bolt Company (Address: 344 Dakota Street,
Bilville, South Dakota, 60375, USA) about the delay of the order number 987. In the letter,
Mary needs to explain the reason of the delay and the measure they have taken. At the end of the
letter, Mary wants to give Jonathan their latest catalogue and price list for their further
information.

Below is a frame page of a business letter. Put the above information in its appropriate

items.

(1) Heading:

(2) Recipient’s address:

(3) Salutation:
(4) Subject line:
(5) Body:

(6) Close:

(7) Signature:

(8) Enclosure:

- TR e Tw_ —— - — B
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. Match the opening greeting with the most suitable close.

1. Dear Sir i. Yours faithfully
ii. All the best
2. Fred 1. Best regards



