00004, tushu007.com
<«<OQ00d0O0Oooodns>

guoooon
J00<<0OD0OboObOoOoooggs>>
1300 ISBNUO O 0 9787566301420

1000 ISBNO U 10 756630142X
0dodoo2011-9
godooboboooogooon
goooobooooooao
000226

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



00004, tushu007.com
<«<OQ00d0O0Oooodns>

goon

gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobbboogooobbobbbuoooooboboo
guobboobbbuogogobbobbbuooogouboo bodoogobooooooaagr
gobbobbbuoogoouobobobbuooogobobooboooo* obobobobbougg
gooooog” d
gobbobbbuooogbobobobbbodooodobbbobboooooon
gobboobbboogogobbobbidoodobobobboooooobobobbooga
gobooboodd
gobbobobbodooooboboobbodoooooboobbooooooobobobbooaa
HEN

goboobobboooooobobobbooooo bbb bbobboooa
goooooog” gooooboobooboooo* ooo» o ooggr g oboor o
gobobobbbdoooobobbobboooounoo
gooboobobboooooobobobbtodoodobobbobbtbooooooobbbbbouog
gooboobobboooooobobobbtodoodobobbbbooooooobbbbbooog
goboboobobbooooooobbbbboooooobbbbbooo

Page 2



00004, tushu007.com
<«<OQ00d0O0Oooodns>

goon

gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobbbuoogooobbbobbuoooogobbobbooooooobobbooog
goboboobobbodgoogobboobboooga

1967-1990 Db oobbbougoooobboobooooooooboon
gobboobbbuodogogoboboobbuodoodobbbbb—uoooobobbbbougg
gobbobbbuodgooobobbbdooooobbobbbooooooboboboossugd
gluoeocddobobbbodoooobbzobobbboooooobobbooooooobon
gooboobboogoooon
gobobobbboogoooobobbodooooboobbboooooooboobooobo

Page 3



00004, tushu007.com
<«<OQ00d0O0Oooodns>

goon

gobboobboboodd
gobbobbbuoooogobbobbodago
goobooooo
gobbobbboogodaon
gobboobbobouoogogooon
gobooo

goooo

goooo

gooooo

HEN

goooo

HEN

HEN

goooo

HEN

HEN

gooboooo

HEN

goon

gobooo

Page 4



00004, tushu007.com
<«<OQ00d0O0Oooodns>

good

O O Incompleteness of the practical writing, such as business letters, will lead to the counterpart’s unfavorable
impression toward your firm. He may give up the deal if other firms provide him with all the information needed,
or if he would not take the trouble inquiring once again. Sometimes, incompleteness will even cause unnecessary
disputes and lawsuit.[1 [1 In order to verify the completeness of what you write, five "Ws" [0 who, what, where,
when and why[ and one "h" [0 how should be used. For example, if what you write is a letter of order, you
should make it clear that who wants to order, what he wants, when he needs the goods, where the goods to be sent
and how the payment will be made. If some special requirements should be put forward, you would explain why
you would do so.[J [0 2. Concretenessl] [ Any kind of practical English writing should be specific, definite and
persuasive instead of being vague, general and abstract. In a general and vague message, everything seems to be
mentioned but actually few are fully expounded. The reader only has a vague impression of what you try to achieve,
so he or she is at a loss how to react upon reading your message. Especially for contracts, agreements,
announcements, notices, found, poster, advertisements and business letters calling for specific reply, as offer,
inquiring trade terms, etc., concreteness must always be stressed. Using specific facts, figures and time can help
write concretely and vividly, e.g.00 [J ......
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