o
AL NE ey PET LS TE e DG
— ESEHSHESERT

CRESEN G

Shangwu Yingyu Xiezuo Jiaocheng

ik )
2R

R B B EHK

=T F 2% hsaqd

s=www=a PUBLISHING HOUSE OF ELECTRONICS INDUSTRY http://www.phei.com.cn



) I=
% | nunsn PR GOABHLEAR
http://www.hxedu.com.cn

RS RIES(EHIE

Shangwu Shangwu Yingyu Xiezuo Jiaocheng

Yingyu
Xiezuo jiaochen
T A B
0 IS EEIEES1EIRIE BAR TR
0 BEFRESERENL2EANTEENL, 6L
O iEEhE S MESZITESE K. AT RY, SFERBAIETE.

F
ETFHEA T (NMWEHEE) NERIEESASE, X1
By, BB EENT, SARRGES . GIEHFED
1 i1 8
— BEHNES, XaETFEENA, BE N NEART—MRIA 2L
— A A", FEUIARENERTNXLE “AF" FTRXE,

i e ® o e
™ ;
W - L J - L @ L]
L L

ISBN 978-7-121-11393-2

] [ L & N “

RXl%wiE: i

% HERE: Binfl By 7871211113932
== Hmigit: & B . - fE #r. 0 &
EBWFRFEONING, NREMNITGEE, BRIREH. ; ' -






R (i

Wk B OB’ E%h
RILE % # FTHA ik

% F I ¥ & AR A2

Publishing House of Electronics Industry
1t < BEUING



"AEE N

(i S5 BB SRR ) FEAMAGE T 7 95 008 D WU S0 R B AR RN, AR T/ % 98B S5 1M
HR A AR m RIS S R B AE 0, RLASE 5lk 55 SN S HT R 55 SCtk, B0k T 45
TUARES . SCHIPERR SR, ARSI 2 AR AR S B SRR . WRAEFERA T, mskiay
TS O R R TT 5

B E DA TR~ 7 Cnil SERES ) MSEbs TARAES A R0, Bl TAARIG, BRI =4
E BT, SRR SRS Gr 2 o RUE B 5y o JEr P ih 3 23 R A By s 5 07 U5 N T TAEAE 55 (5
PEAESS), ARBL T SCSE A R A SRS 5 38

AEME T FWNE RS . @A RIBERL . R RAM A ARG 26 I 01 — S B 1 1 55 9
i WBRSG . iR SORSEE T, WAt gk TN AR S H TR

ARGVFA], A LMEAT 75 U5 Hl slth R4 2 F 7 sl A F A 25
ROBLIT A, AR SR

EHER®E (CIP) EiE

RIS JEEGAEERE / WAk, BME . —Ibat: dF DAL, 20107
21 AL AL R R 95 AR MR B . 55 9K 8h 5 1 H 3 1) R4
ISBN 978-7-121-11393-2

[. O 1. O @F- II. O % —HiE—SFE— w58 AR -84 V. OH315
U R A 508 CIP $idi iz 7 (20100 28 138037 5

PR G DB
DTGt SUERK
B ke AR AR R
A ZWHTES DG RAF
HIRAT: L Tl AR AL
AER e X JT %% 173 54 W% 100036
JF A 787X980 1/16 ENBK: 11.25 FH: 252 T-F
Efl W 2010 457 A5 1 REDRI
Ef $: 4000 Mt Efr: 22.00 JG

EOE

JURIT O 35 v, 7 b R PR 5 R e, 338 o 0O S 5 U A . 25 10 R Gk, 1S S AR R AT IR R, B
F MBI (010) 88254888.

B RE RS zlts@phei.com.cn, ¥R ESIE KM dbqq@phei.com.cn.

R4 MLk (010) 88258888,



i B

REHEZELNBEE R BRI ERTFEYEU: “ M2, RIR R 2%
BRFIR, SIRAT AW, ik, BIFXABM, B4R R BRI A MR 24
i, B OEE B —AME SR, SR ILIER S RIS RN REUHE T — L0
PR RO )G, E—EluA R ES) FRGME/E TR, JER, BT
Mgk>], nTAE— PR EE N SIERRE. 42 RB2 KM — NN EF RIS %L 1E i
555, XEAE S TAT— L BITRE O 0 BT I SEBRIG 3h . X — B AR TR, 0]
CARAT sz /N alig sl . 56, RIS OO AT SRR R, S8R, Lt
WHEN, BE, W5HR. BUTS TELHWSRES;: &G, ©f. EidmEA—i&
PHE R 510, FEF RS TE SR P R USSR il L, AR I — s SRR AT ) 2 PR
HS K :

AR (BB IESEEAEY, DR Hrt R/ N, mm IR m %4, HETERH,
WS T H T 10 558 8 BB SO AR G I B 4 B SRR, RO S E B A
1%, MEARNSER LR RS IGESERENTNLRE B 5E, JHEBM ¥t
g E R FFAIRESSE, &R T i 5 SR HeE iR T & .

HREMERBMAHLL, ABM (5B SERRE) B P A

1. KBRS T IRESCE, REBMLEE 55, LESH TEES S TSR
EEL. BA. P RE.

2. N TIENE S HRE SR R RSB . TFRBOE AR P L, RE RO T
T LARES, BBUNSEIAES W B, LIRS TR S E BN RE.

3. BATRIREM LW E - FARSRANAAE, WMEIREFS, 0AEH K% S 8B X
HERE D REFRAE N B — % H AR

4. BAER T IHEREINLA IR GE, KL T 5e B ATRK RSN, AHHHEIR
T RBEMGIRGIEAES, AR IHGEIE, XEELEM P OEH.

REREE, LT ITERNRLEA ISR GE, B AeD .
EREEEAPRIER b, RARZUE, 4 RN,

APHERA R AL, BEEASMRCRKFAEEATGH, SRRDE. 35 IE RN A
Iy, RARERAA LR KB I, g

“F LN
Gi #



Contents

Unit 1
Internal Communication =-:-eeeseeeeee 1
‘Lesson 1 Note @éﬁ. ........................ 1
Lesson 2 Notices ﬁ%u ..................... 5
Lesson3 Memos %}&:\% .................. 9
Lesson4 Agenda PR «ooverveereesenes 16
Lesson 5 Minutes 23 ZLEL woveeeeeeereees 23
Lesson 6 Reports ;&% ..................... 32
Unit 2
Business correspondence [ -:ccocceeeee 42
Lesson 7 Inquiries and replies

1 giiy 5 E ........................ 42
Lesson 8 Offers and counter-offers

BRI G BAG oeeereerossrsssernonans 52
Lesson 9 Orders and replies

ﬂ‘ﬁ 5 E ........................ 65
Lesson 10 Payment FAF eeeeeecencanannn. 77
Unit 3
Business correspondence Il ------------ 86
Lesson 11 Recommendation

lettre ﬁiﬁfﬁ ..................... 86

Lessonl2 Invitation BT «ereeeeeeesree 94

Lesson 13  Thanks & Apology /& it {5

%ﬂiéiﬁ{% .......................

Lesson 14 Congratulations &
Condolence #5157l
FIIEE ceeveeerennencenncninnes

Lesson 15 Resume SKERf5

Lesson 16 Resignation &Dismissal

R AT A

............

Unit 4
Advertisements ........................
Lesson 17 Commercial

advertisements V)7 -

Lesson 18 Job advertisements

AR 4 cenrenennenniinnnne.
Unit 5
Trade Fair c-cceoeveceereeccccrnecaaeccencas
Lesson 19 Instructions YiBH 45 <eeeeeee-
Lesson 20 Contract &[] ceeeeeececeeees
Unit 6
Electronic Correspondence «:--*--**
Lesson 21 Fax fEEL cecececercecncerenans

Lesson 22 E-mail HLFHEfF «oveeeeeees

- 99

107
114

120

130

130

136

144

144
147

159
159
165



Unit 1

Internal Communication

o

"

Lesson 1 Note {E& 74

Notes are short letters written for various purposes. Compared with a
letter, a note is simpler in form and often informal or colloquial in language.

RN TIER KM HMTSHMER. SERMEL, @5pE

N, SR, EinEEk.

Tips

Notes may consist of just one sentence, or a couple. So in form, a note
is simple; and in language, it is usually informal and colloquial. The
following requirements for a letter can be omitted in a note (but you don’t
have to).

1. the addresses of the addressee and the addresser

2. the word “Dear” in the salutation

3. the complimentary close

4. the date and the year

Be sure that the date of your note is made quite clear. Though the date
may be written in numbers only, it is best not to use only numbers to avoid
misunderstanding and confusion; for 12/2/2008 is Dec. 2, 2008 to the
Americans, but Feb. 12, 2008 to the British and most Europeans. The names
of other months with the exception of May are often abbreviated to Feb.,
Mar., Apr., Aug., Sept., Nov., and Dec, June and July may be abbreviated to
Jun. and Jul., but it is better to spell them out. -

- Warmer

Test yourself. Write a note to one of your friends. Apologize for not
being able to meet him at the airport in the morning and invite him to the

dinner in the evening. (Invent any details you need)
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When you have finished, put it away until the end of this section.
Sample 1

Ms Jean,

Mary Brown at Head Office called to invite staff from our branch to have a tour round their new
building. Could you send her a reply? 25 people definitely want to go.

She wants to know which departments we are most interested in seeing. Could you please check
what time the tour would start ASAP?

Mike

Sample 2

Mr. Dell,

There’s a meeting at 15:00 on 23 March to discuss the final choice of the conference room site.
Could you make sure that you’re free then so that you can attend it with me.

Phillip Smiles

Factory Manager

Sample 3

The Great-Wall LTD

Arrival Briefing Notes for the Visit of F oreign Agents

The agents will be brought to the Great-Wall Guesthouse by taxi at 9 a.m.

The agents will need to be taken to the boardroom by 9.30 a.m.

Rest of day

The first place for the agents to visit is the computer center.

The second place is the quality control department.

In the cafeteria, a video of the new TV advert will be slfiown.

The last pIace will be the production line.

Must remember

All staff must tidy their desks.

It is necessary to have two mobile phones available at all times.

Each agent must be given an information pack before the presentation. The agent from Bolivia
needs an interpreter.

Evening entertainment

The latest time to arrive at the restaurant is 7:30 p.m.
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The director’s speech will be at 9:00 p.m.

Key words & phrases

tour JR1T, AU

definitely — &

make sure i

cafeterian. ABIE/T

advertn. | &

production line 774k
presentation n. /M4, ik
interpreter n. YH# L, ¥R

Useful expressions

1. Could you send her a reply? /RAE4S i [7] 520 2

2. Could you please check what time the tour would start? FEANAEEE— F Z W4 A (] 2

3. Could you make sure that you’re free then so that you can attend it with me. % Ji i
A7 I 1) 5 e H T 22

4. It is necessary to have two mobile phones available at all times. 72 %4 KAEFF BT
B TFHLE .

5. Each agent must be given an information pack before the presentation. 7t [F4i& £ §ii S
ARBE 043 2] — 13 BE Kl

6. I should like you to send me the report that you are currently working on. 753 /RHEHE
I G RS K4 .

7. Something really ought to be done about attendance at departmental staff meetings. I.i%
R — L Tt Ok A R Z 0 AR N D2 W H 8 ]

8. What do you think about docking the pay of those who are absent? X} F-HtfE A 71, 11T
B B gy 2

9. I suggest that production be shut down until the extent of the problem is known. Y
16 T s R ) B e AT A b T Z 6, PR R .

10. I am afraid I made a slight mistake in the figures I sent you recently. This mistake was
due to the computer system being out of operation. Please tell me if you need the revised figures.
B il RGBS TP — AR B TR sE S R . S R IRIR R T
1& 13 50
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Exercise

Exercise 1

What do the following abbreviations mean?
l.p.m

2.wk

3.ASAP

4.re

S.enc
Exercise 2

Translate the following sentences into English.

1. REFWE, & TR TEMNAFFE.

2. WG, WEVEIRESIAE.

3. AR MBI,

4. THAET LM =R oW .

5. M M—k AN R, AR
Exercise 3

You are going to be on a business trip. Leave an note for a foreign expert Mr Wright making
an appointment to discuss the outline of your project with him.
 Saying where you are
* Saying when you will be back in the office
* Suggesting a date

Activity

Write Henry a personal note. Divide into two groups: when you have finished, give it to the
right group. Then ask for a new role card number. (There are two cards for each group.)

Carol Henry

Start on Card 1 Start on Card 2
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Role Card 1

You are Carol. Write a note to Henry to cancel the meeting on 9" and appoint another time —
14",

When you finished, give it to the correct group member. Then ask for a new role card number.
"Role Card 2

You are Henry. When you received the note from student A, address it and then ask for a new
role card number.

Lesson 2 Notices if 1 e

A notice is an announcement containing information about a future event. It is written to make
known something about to happen or, sometimes, something that has happened. In our life we write
notices on a variety of topics including recommended practices in an organization, relocation of the
department, apology, warning, etc.

T AL — R AR R A NG L BN AT RN DL SN R N SOk . T U R R A S
ol ARIE SR LR RAEMED . H I A K 2 5 H U A A i RS 3h 0)
fiL#s. EI. BEGFHEA K.

Tips

No matter which kind of notice you need to write, you will find the following tips useful.
Remember to tailor the tips to the specific notice you need to write, and get on your way.

Tips on How to Write a notice:

1. Be direct and concise in your notice. Your reader will be able understand the information
quickly and can refer back to it easily.

2. Write a short, friendly notice when you’re sharing good news. Written in the right tone, an
announcement can show a wish to keep up a business or personal relationship. It can also build on
positive feelings like confidence, allegiance, and helpfulness.

3. Recognize what others have achieved in your announcement, and motivate your reader to
reach similar goals.

4. Present your information in a plain and complete way, so your readers will totally
understand (and not ask questions later).

5. If the news you are announcing is bad, write it in a direct statement. Add a message of
understanding and optimism to your announcement, in a respectful tone.
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Nov. 11, 2007

Key words & phrases
jardiniére n.<iE>{elffl, T8, (&) Kiefiit
lapidary n. kA1
overcharge v. it &
refund v. B, Bk

Useful expressions

1. (Will he/she) please contact... 1HKFR "

2. But we need your help in keeping it tidy for the next group that uses it. {H &A1 £ &
REF (WCER)D B, OGN TR . '

3. Those who borrowed books from here last term should either return the books or renew
them, or else you can’t use the reading-room. 52 ¥ N J1Ib 8R4 2215, & WA
5] 0% ‘

Exercise

Exercise 1

The Youth Soccer League is a training organization as well as a company-owned association of
Sutton (an international company). A meeting is to take place, giving all members the chance to
learn about league regulations and important rules.

You work in the Youth Soccer League. Write a meeting notice to all concerned. Information
contains:

* Date: November 8 (Tuesday)

* Time: 7 p.m.

* Venue: Huatai Recreation Center

* Attendant: all coaches and interested staff
* Agenda: 1. areview of league regulations

2. make plans for the team photo day and the candy sale
3. a special training session for coaches
Use your own name and invent any details you need.

Exercise 2

When rates go up, customers are inclined to ask if the product or service is worth the new cost.
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You work in the Maintenance Department of Sutton (an international company). Write a notice to
inform customers of rate change. You should :

« express the pleasure of keeping a good business relationship

* justify the rate change and sell the service again

« tell customers the specific time to become effect

» express good will to have a further contact

Use your own name and invent any details you need.

Exercise 3

You are Operations Department Director of Sutton (an international company). Write a notice to
remind employees of the background information and describe the current status of the parking lot.
You should also mention:

* the No Parking signs

* the reserved spaces for visitors and the handicapped

* actions to be taken for breaking the parking rules
Use your own name and invent any details you need.

Activity

You all work in different departments of Sutton International Device & Instruments Limited.
Divide into three groups: according to information given on the role cards, write a notice, then
address to the class. When finished, ask for a new role card number. (There are three cards for each
group)

Personnel Department Training Department PR Department
Start on Card 3 Start on Card 4 Start on Card S

A business meeting is to take place. You are representing Personnel Department and writing a
notice to inform all presenters of the date and place including a briefing about the topics.

Role Card 3

You work in the Personnel Department of Sutton. Write a notice to the company staff announcing
that the monthly business meeting is to come. Information should contain:

* Date: September 14™(next Monday)

* Time: 7:30 p.m.

* Venue: Singapore Sheration
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* Agenda 1. introduce some new officials (company president)

2. discuss responsibilities briefly (new company officials)

3. discuss the newest product (company sales manager)
Use your own name and invent any details you need. When finished, address to the class then ask
for a new role card number.

Role Card 4

You work in the Training Department of Sutton. Write a notice to all employees announcing that Dr.
Smith from Lowell University is invited to give seminar on international trade. Employees with
little knowledge of the import/export business are required to attend the two-month training course.
Information also contains:

* Subject: International Trade Seminar - the basic principles of international trade
» Start Date: June 25"

* Time: every Saturday and Sunday(lasting two months)

* Venue: Room 501

* For more information consult Training Department officer, room 203
Use your own name and invent any details you need. When finished, address to the class then ask
for a new role card number.

Role Card 5

You are PR Department Director. The company president’s daughter, Nancy will engage Ben Lewis
on Saturday, July 12 2007. Write a notice of her engagement.

Use your own name and invent any details you need. When finished, address to the class then ask
for a new role card number.

'l,

Lesson 3 Memos &53 2

Memoranda are often used to transmit information within a company. It has been called the
workhorse of the office. They are usually typewritten on a printed form. The form features the
company letterhead and also has printed designations to be filled in.

Sl T A AR R, e SR A E AR . BT
B2 ml s Sk, 4% 0 i U & 30

Tips

Memos are used to give information to employees such as changes in some procedures or
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rules, policy change or for specific purpose like request to attend a meeting. The format of the
memo differs from business letters. Memos generally contain sections like to, from, date, subject &
text of memo.

Points to remember while writing a memo:
1. Write correct name of the reader. You can write job title along with name to make it more
formal.
2. Subject should be brief and specific, which can give an idea about the purpose of the memo.
3. Generally, memos do not contain salutation or complimentary closing.
4. The text of memo should be concise, clear, to the point.
(1) First paragraph in text area or opening paragraph should contain background of the problem
and purpose of the memo. Memo’s recipient should get an overview of the memo by reading the
first paragraph only.
(2) In next paragraphs, you can explain the steps you have taken or methods and sources you have
used to solve the problems.
(3) Last paragraph should be the closing segment, where you can request your reader to take an
action to solve the problem. Some people use conclusion at the end of memo to summarize the
content. Conclusions are also useful for suggestions and recommendations or if you wish to make a
request to the reader.
5. If there are any attachments, always mention at the end, after closing segment.
6. Always proofread your memo before sending it.

Warmer

Test yourself. As a treasurer of the company, you want to attend a convention of the National
Finance Association to get up-to-date information on the present financial training methods. You
write a memo asking for permission to attend this convention. (Invent any details you need.)

When you have finished, put it away until the end of this section.

Sample 1(Instruction Memo)

MEMORANDUM
To: Senior Accounts Clerk

From: Credit Manager
Date: 17 May, 2001
Subject: overdue account no. 12345678




