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No, do not, refuse, stop, unfortunately, unable to, cannot,
mistake, problem, error, damage, loss#failure,
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Sale of surplus tappers We must sell our

is one of our primary surplus tappers.
needs. - The collision destroyed
The collision had the

effect of a destructive

the duplicator.
Call, write, visit

force on the duplicator. About as fast as you

Contact normally walk
Slowly - ByMarch 15
Soon

o (RIFLIHRIER
ERHRIBRAIR T
Not: Chairman
But: Chairperson
BRI R
Not: After the girls in the office receive an order, our
office fills it within 24 hours.
But: When orders are received from the office, they are
filled within 24 hours.
BAFRARERMRIRNST
Not: Executives and their wives
But: Executives and their spouses
BRIRR T EIARIE
Not: Connie Green performed the job well for her age.
But: Connie Green performed the job well.
B EREEMRNERRE
Not: Dear Gentlemen:
But: To Whom it May Concern:
BHAERSHAER
Not: Each student must provide his own lab jacket.
But: Students must provide their own lab jackets. Or each
student must provide his or her own lab jacket.
o NBECHIRESHENEENSRE
Not: You must agree that | am qualified for the position.
But: My qualifications in the areas of accounting and
customer service meet your job requirements.
o ERERSHIXISEOFIEE
Not: | am processing your order tomorrow.
But: Your order will be available in two weeks
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123 Winner's Road (&4 Attbit)
New Employee Town, PA 12345

November 11, 2015 (B{SHIEEA)

Mr. Moon Mr./ Ms./ Dr. (RE0iEE® , &/DES LERFR)
Product Manager ({4 ABRFR)

LOP (RE)%&)

142 East Road (Wzf4 At

Essay City, NY 15043

Dear Mr. Moon, ([B&iE; AKIEYZAT , EDear Human Resource
Director)

Invitation to our conference (IrRFE—ERFEE LUHE AZIREHNE.)

A (AATEELAT | $REGERT , =—17)

Sincerely((5E: RABENIHEERT , SR Yours faithfully, AR SHE |
{&EFEBest regards , —f&RNIEASincerely)

ER ENSUARFZAET3-MT)

Daniel Wu (ZH{4AR)
Executive Assistant (Z5{& ABRFR)
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- Header: 1/8 of the memo
- Opening, Context and Task: 1/4 of the memo
- Summary, Discussion Segment: 1/2 of the memo
- Closing Segment, Necessary Attachments: 1/8 of the
memo
e BX

AP CONSULTING, INC.

To: All employees

From: Daniel Wu, Executive Assistant to the President
Date: July 17, 2015

Subject: Dishes in the Sink

It has come to our attention that there has been a pile of unwashed
dishes that accumulates in the sink by the end of each week. It has
gotten so bad that washing one’ s hands becomes an
uncomfortable undertaking. Therefore, we are introducing a new
policy that mandates that employees wash their dishes as soon as
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they are done with them, keeping the sink clear for other uses.

If you do not have the time to wash your lunch container or coffee
mug, leave it by your desk until you are ready to wash it. Even two
or three dirty plates will encourage every person thereafter to leave
their unwashed, food-stained dishes and silverware in the sink.
Conversely, studies have shown that when a sink is empty, people
are more likely to wash their dishes immediately.

Thank you for your cooperation!

Best,
Daniel Wu
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xR - BARR - BRIE - BXEE 5L FIRFEE | RiF— 6 L 2RRSHR
000, Employee Training Team Member

Human Resources, Google Korea

E-mail: email@email.com

C.P: +82-10-0000-0000
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0. 158 Presentation at upcoming Creativity Session
*BREI0RFLIANEIAFD

From email@email.com

To email@email.com

1. BIFE
Dear Human Dear Mr. Hello Hi Steven,
Resources: Conroy: Steven,
To whom it may Dear Ms.
concern: Oscar:
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Please confirm by November 10 if you can attend.

We all look forward to hearing from you.

Once again, we ask your serious consideration on our proposal.

5. 458
Respectfully, Sincerely, (With) Best
Regards,
i iR | mmxzx
S >
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»  What does my reader want or need to know to
enable him or her to understand my message?

> Does my letter/report answer all the questions my
reader has asked or questions he or she may have in
mind?

>  What is my purpose in writing this letter/report?

> Does my letter/report give all the information needed
to accomplish this purpose?

»  What purpose does this communication serve for my
reader?

> Have |l included ONLY the material essential to my
reader's purpose and understanding? Or am | boring
or distracting my reader with unessential and/or
obvious information?

» What do | want my reader to do when he or she
finishes reading my letter or report?

» Have | included all the information he or she will need
to enable my reader to easily take this action or make
this decision?

¥ WORDVICE

You Write it. We Right it.
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“Join thousands of researchers, academics and

writers. Let us help maximize your impact!”
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