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PARTONE O O U O O O O O Unit 1 Business Writing Basics[] [ 0 0 0 O O O O O 1 FunctionsJ 0 2
Features] [0 3 The Writing Principled O O [ 4 The Writing Process] [1 [0 [ Unit 2 Common Problems in
Business Writingll 0 O O O 0O O O O O 1 Misspelled Words[I [0 [0 [0 2 Wrong Use of Commas [0 [0 [0 3
Irrelevant Information] [0 [0 O 00 4 Wordy ExpressionsC] [0 [0 [0 5 Redundancy [ [0 [0 8 Abstract Expressions
00O OO O O 7 Negative Expressions] 0 O O O O 8 Passive Voiceld 00 00 0O O O 9 Angry Words[d 00 [0 00 10
Chinglishd 00 O O Unit 3 Useful Expressions in Business Writingd O O 0O O O O O O O 1 Expressing Thanks
0 O O O 2 Expressing Opinionsd O O O 3 Making Suggestions] [0 [0 (1 4 Discussing A ProblemO O O O5
Discussing Benefits of A Plan] [0 (O O O O O 6 Describing Actions Taken[ [ [0 [ 7 Announcing Attachments
0 Enclosure] 00 00 O 8 FollowingUp O O OPARTTWO LU O OO DO OOOOUNit4Emald 0001
Functions[d [J 2 FeaturesJ [J 3 Smart Email Practicel] [J OO [0 0 [J 4 Layout[] [ 5 Case Study(J [0 00 (J 5.1
Routine Messages[] [ [0 [ 5.2 Customer Service Messages[] [ [0 [J [J O [ 5.3 Sales Messagest] (1 [1 [0 1 6
Ready-to-Use Phrasest] [J [ 6.1 Routine Messages Et] [ [ 6.2 Customer Service Messages] (I [J [0 [0 0 [J 6.3
Sales Messagest] [ O O O B.4 Concluding Messages [ 7 Exercises] [J Unit 5 Memos O [ 1 Functions[]

[0 2 Features[] 0 3 Layout [0 4 Case Study] O O O 4.1 Information&Procedure Memosl O 0 0 0O O [

[0 4.2 Confirmation Memos[ OO [0 [0 O [J 4.a Recommendation Memos O [ [J [ [0 5 Ready-to-Use Phrases
O O O 5.1 Expressing Purposes of the Memo[U [0 O O 5.2 Making InstructionsC] [0 O OJ 5.3 Requests and
Suggestions [ O [0 [0 5.1i Closingd O 6 Exercises] [1 Unit 6 Repots[] [1 [ 1 Functions [ 2 Features] [ 3
Case Study(] Short Reportst] O O O 0 [0 O [0 3.1 Layout[ [J 3.2 Progress ReportsC] [ [0 [J 3.3 Periodic
ReportsC] [0 00 0 3.4 Trip Reportst] O O O 4 Case Study[ Survey Reportst] O O 0O O O OO O [ 4.1 Layout[

[0 4.2 Composing Steps] O O O 5 Ready-to-Use Phrases] [ [ 5.1 Introductiond] [1 5.2 Data Collecting
Methodsl] O O O O O 5.3 Findings and Conclusions O O O [0 5.4 Recommendations[] [J 6 Exercises[]

[0 Unit 7 Company Profiled O O O 1 Functions] O 2 Features[] [0 3 Layout[] [0 4 Case Study] 00 00 0 4.1
Company Overview[] [0 0 O 4.2 Mission Statement [0 O [ 4.3 Social Responsibility(] (I [0 (1 4.4 History[d [
0 O 4.5 OthersJ [0 5 Ready-to-Use Phrases[] [0 [1 6 ExercisesC] (I Unit 8 Letters of Application [0 [0 1
Functionsd [0 2 Features] [0 3 Smart Application Letter Practice[1 [0 00 00 O O O 4 Layout[d [0 5 Case Study[]
(0 O O 5.1 Solicited Letters of Application] [ [0 [0 [ [ 5.2 Unsolicited Letters of Application] OO 0O 0O O [0 5.3
Applying for Positions Recommended by A Friend [0 [0 0 [0 [0 5.4 Applying for Transfer(] [0 0 [ 0 5.5
Applying for A University Program{] [0 0O 0 0 6 Ready-to-Use Phrasest] [J [ 6.1 Job Applicationd [J [J [J 6.2
University ApplicationJ [0 0 [0 7 Exercisest] O Unit 9 Resumed CVO 0O O O 1 Functionsd [J 2 Features [ 3
Smart ResumelJ CV Practice] [J 0 O 0 0O O O 4 Layout [ 5 Case Study O [ [J 5.1 Experiences-Oriented
Resumel] CVO O O O O 5.2 Skills-Oriented Resume CVO O O O O 5.3 Combination Resumed CVO [0 O
0 [0 6 Ready-to-Use Phrases[] [0 O 6.1 Working ExperiencesC] [0 O O 6.2 Honors&Cerificafionst O [0 0 [ 6.3
Position] [J 7 ExercisestJ O Unit 10 Key to Exercisesl] [ 0 [
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