| T T T —— (. T |

—‘ ML.indd 7

Contents

Part 1 Introduction & E/EEMENIR . ... 1
Unit 1 Basic Concepts (Business writing, some terms, e.g. a notice) .. ... 2

Unit 2 Effective Business Writing (Five-step process, 5-C principle,

€.2. an INVItAtioN) . ...ttt ittt it ittt it 18
Part 2 Four Common Types B EEEHAXE ...l 37
Unit 3 Letters (e.g. an acknowledgement letter) . ........................ 38
Unit4 Memos (e.g.areminder)..........ovuieuiiinrnennennnnennnn. 60
Unit 5 Emails (e.g. a congratulation) ....................ccccunnn.. 78
Unit 6 Reports (e.g. a short informal report) . ........................ 96

Part 3 Functions and notions

BB EE B R ot 121
Unit 7 Writing About the Pleasant and the Routine (e.g. a request letter) 122
Unit 8 Writing About the Unpleasant (e.g. a refusal letter)............ 139
Unit 9 Writing to Persuade (e.g. asalesletter) .............c.covvn... 155
Part 4 Other Practical Writings Eft i SSIEREE . ....... 175
Unit 10 RESUMES . ... ..t i i i i i i i ettt et e e et ainaans 176
Unit 11 Job-Application Cover Letters . ...............ccoviunaon... 200
Unit 12 Complaint Letters. .. ...ttt it e e e e 225
Unit 13 Adjustment Letters..........oouiiiiii it i iienannnn. 244
Unit 14 MinUtes . .....ititi ittt ettt ettt e e enanns 262
Appendix I Student Self-assessment Form ......................... 285
Appendix II Assessment of the Finished Work ...................... 286

o

2007.6.26 2:02:14 PM ’7





