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新编剑桥商务英语（中级）学生用书（经科版）

作文范文
Unit 2b   P26下
Dear Ms Goddard

With reference to your letter of November 3, I am writing to thank you for your kind invitation.

I would be very pleased to accept your invitation to visit Oxford and see Trackplus production facilities. I would also be interested in meeting your colleagues at Head Office, the design team in particular. I should also be delighted to accept your offer of arranging for me to see a play in the West End.

Unfortunately, due to a business trip abroad, I am unable to come to England at the end of November as you suggested.However, as I feel it is important that we meet before Christmas, I would be grateful if you could tell me if the second week of December would be suitable for you?

I look forward to hearing from you again.

Yours sincerely

Paolo Fellini

Unit 3a  P32下
Dear Korinna 

Re:Order for Faci（314739） and Cristi (315227)skirts

Thank you for your fax concerning the above skirts.

I discussed the problems regarding the two skirts with Mr Hubner during his trip to Italy.

The skirt made by Faci has a slit at the bottom, which might make it difficult if the customer wanted to change the length of the skirt.We therefore agreed that the vendor would have to supply the skirt in two different lengths.

Mr Hubner also thought it might be better to leave the two different lengths of the Cristi skirt.The skirt has a special knitting technique; as a result, it might be difficult if the customer wanted to shorten it.

When Mr Hubner left Italy, I thought we had sorted the problems out .I was therefore surprised by your fax cancelling the other sizes.

Please let me know if you definitely want to cancel the other length skirts. As for reducing the total quantinty, I will wait for confirmation of the information about lengths before I contact the vendors.

Thanks and best regards.

Unit 3a  P36

Dear Antonella 

Thank you for your fax. In answer to your queries, I can confirm that the measurements charts do not need changing and all knitted skirts will now be produced in a standard length. We would like to propose a delivery date of 30 June. Does that suit you?

Best regards

Korinna

Unit 3b   P37

Hi Steve

It’s good to know that business is going well, of course I’ll help! I think Sue’s idea could be one solution but wait and let’s discuss it together in more detail. How about a meeting on Friday at 10 am in my office? See you then.

Barbara 

Unit 4b   P50下
Dear Mr Downe

I am pleased to be able to invite you to the launch of English Tomorrow.the exciting new multi-level CD-ROM program for business English learners. English Tomorrow is published by Talk International in cooperation with Bookers Publishers.

The official launch will take place at 3pm on 25th July at Tht Royal Bell Hotel. South Harford, Somerset.

During the afternoon there will be an opportunity for you to try out the material. Moreover, the designers-Mark Brightman and Sally Waters, and representatives of Bookers Publishers will be present to answer any questions you may have.

Yours sincerely

Ruth Williams

PR Manager

Unit 5a   P58

A comparison of ERS and Worldwide Relocation

Introduction

The aim of this report is to assess which of the two companies, ERS or Worldwide Relocation, would be the most suitable for the relocation of Fenway employees and their families from Seattle to Dublin.

Findings

Both ERS and Worldwide Relocation offer an accommodation and school search services. Both companies can organise visas and work permits. In addition to these basic services, ERS also offers removal and shipping assistance whereas Worldwide Relocation offers an integretion programme and assistance with partner employment. The latter is a key requirement for Fenway.

Conclusion

It was concluded that both companies go some way to fulfilling Fenway’s needs, but neither meets all its needs.

Recommendation

We would recommend that Worldwide Relocations be chosen to facilitate the relocation process as its services match Fenway’s requirements more closely than ERS’ do.

Unit 5b  P60 上
4 place Jean Moulin

Dear Mr Slater

I am writing to say that, after having visited the site, my company is very interested in renting the office premises at 4 place Jean Moulin. However, I would be very grateful if you could give me some further information.

Firstly, would it be possible for you to tell me which companies share the site?

Could you also tell me how many floors there are in the building in total? We are only interested in renting a single floor of the building. Would this be possible?

You say the property is near two metro stations. Please can you tell me which they are? I would also like to know where the additional surface car-parking is exactly.

I look forward to hearing from you soon.

Yours sincerely

Exam focus  P78下
To:  Sales Team

From: Huge Jones, Assistant Sales Manager

Unfortunately, I have to postpone next week’s sales meeting. I have to go to Munich early in the week because Rosemary is ill. I’ll be back on Thursday. Could we therefore have our meeting on Friday at eleven o’clock?

Unit 6a  P86下
Ramsden Breweries and Bute Chemicals:Investment Potential

Introduction

This report aims to assess which company,either Ramsden Breweries or Bute Chemicals, this company should invest in.

Ramsden

The company had mixed results last year;although turnover increased by approximately 25%, net profit rose by less than 4%. However, restructuring may be able to eliminate these inefficiencies and expected growth in the drinks industry suggests opportunities for increased profits.

Bute

Results were disappointing, with turnover and profit both falling slightly. Nevertheless, the company managed to increase its dividend to shareholders. The rumoured merger seems likely to push up the share price considerably.

Conclusion

Despite the merger rumours, any investment in Bute Chemicals would involve a risk.

Ramasden, on the other hand, despite its present inefficiency, is still profitable and has definite potential for further growth.

Recommendation

We would recommend investment in Ramsden Breweries.

Unit 6b   P90下
Environmental performance

Introduction

This report sets out to compare our environmental performance over the last four years with the targets which we have set out for next year.

Waste reduction

There was an increase in non-hazardous waste three years ago, this was due to by-products resulting from the new processing system. Although the amount has fallen steadily since then it seems unlikely that next year’s target level will be achieved.

In contrast, the introduction of the new waste processing system enabled us to reduce hazardous waste to target levels three years ago.

Energy dfficiency

Energy consumption has decreased steadily and it seems likely that target levels will be reached by next year.

Conclusion

In conclusion, the measure taken have led to significant environmental improvements. It is expected that most targets will be achieved or exceeded by next year.

Unit 7b   P101上
Memo

To: All staff

From: Charles Dyer

Date: 7 July 2000

Re: Smoking policy

As there are only two smokers in this building, they have agreed to smoke outside. However, they will need regular cigarette breaks. Please consider smokers when organising meetings.

You are advised to plan breaks at least every two hours.

Unit 8a   P110

To: All staff

From: Roger Hargreaves

Re: Expenses

May I remind all stsff that you need to include receipts with all expenses claims. Claims will not be accepted without receipts. Expenses are now all paid by cheque rather than in cash and it will take approximately two weeks to process each claim.

Thank you.

Unit 9b  P126下
To: all managers

Subject: Staff Appraisals

I would like to remind you that you should be holding your staff appraisals this month. Once you have completed them could you please send me a copy of each report? If you would like to use an interview room please remember to reserve it in advance. Thank you.
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