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内容概要

　　《英语应用文写作》是一本英语应用文写作教学书，涉及办公合同、常用行政公文、日常应用文
等。

Page 2



第一图书网, tushu007.com
<<英语应用文写作>>

书籍目录

PrefaceChapter 1  An Introduction to Practical Writing　1.1  Practical Writing as a Communication Channel
　1.2  Criteria for Effective Writing　1.3  Concluding Remarks　ExercisesChapter 2  The Writing of English
Letter　2.1  The Structure of an English Letter　2.2  The Style of an English Letter　2.3  The Envelope of an
English Letter　2.4  Writing Steps and Tips for an English Letter　2.5  Kinds of Letter Writing　2.6 
Cormnonly-used Sentences in English Letter-writing　2.7  Notes　2.8  Notices　2.9  Posters　2.10 
Announcements　ExercisesChapter 3  Advertising　3.1  Introduction　3.2  The Structure of an Advertisement
　3.3  Suggestions on Advertising Writing　ExercisesChapter 4  Instruction Manual of Products　4.1  The
Structure of an Instruction Manual　4.2  Language Features of an Instruction Manual　4.3  Samples of Instruction
Manual　ExercisesChapter 5  Commercial English Correspondence　5.1  The Structure of a Commercial Letter
　5.2  The Layout of a Commercial Letter　5.3  Introduction to International Business Practice ~　5.4  Samples
for Commercial Letters　ExercisesChapter 6  Essay Writing and Abstract Writing　6.1  Essay Writing　6.2 
Abstract Writing　ExercisesChapter 7  Resume Writing　7.1  Introduction　7.2  Possible Categories to Include
in Your Resume　7.3  Styles of Resume　7.4  Suggestions on Resume Writing　ExercisesAppendixBibliography

Page 3



第一图书网, tushu007.com
<<英语应用文写作>>

版权说明

本站所提供下载的PDF图书仅提供预览和简介，请支持正版图书。

更多资源请访问:http://www.tushu007.com

Page 4


