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Lead-in

What is a business report?

iS5k (business reports)
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11.1 Case Study

BSREEMANR. B AREEMERN—MXHEREK, EUABEESH
EEREBXEEMNE, UMEZE, HERI 2, IS8F A%, £aRsXiEhks
EEWITRIER.

UTEFASEERE SRS, BRIESHEERESANAEMEL, BESHAY “FX
—7 WA EZAL.

1.

In office, figures, lists and information are compiled which tell the managers or heads of
the business what is happening in their shops or factories.

EX—: EHAEER, SWEE. REMEIWEILR; ENMNFFEEREEA
S TEIES T BRIEELERER

EXZ: BHREER, THEARBRZIMEIE. REMEEMLULYE, LUEILZIES
FEARTHEMENOEESR I BREELZERER
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11.1 Case Study

2

The Engineer shall be at liberty to object to and require the Contractor to remove
forthwith from the Works any person employed by the Contractor in or about the execution or
maintenance of the Works who, in the opinion of the Engineer, misconducts himself or is
incompetent or negligent in the proper performance of his duties or whose employment is

otherwise considered by the Engineer to be undesirable and such person shall not be again

employed upon the Works without the written permission of the Engineer.




11.1 Case Study

312
FX—: TRERIMANEXRASHIZABEERARIITEENAR, XEAREL
RINERKRBITRANARIER. HERENARKRETRREITNPERE, TSEHER.
EFEXZ: IRIENRNEEEEARSSTIEERINELRER IS %FHE%T
EREMAR, HEREASHLAFMMNNIIESTHE, REIRIMAREITATH.
AR TR L MEITIAER, T RIMERERERAAEERARXZ. RETEIMHE
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11.1 Case Study

13-

The value is affected by intangibles and other “soft” assets like company reputation and
quality of management which, under the current reporting framework, are not recorded on
the balance sheet or measured in any consistent fashion, but which do affect the market price.

EX—: MEZB|LTEEEM “RiE” #8m, MERBRRZR L, RERE
FHRIRU—BEANEGE, ESEZWHNMNQRGEEREERE.

EXZ: WAMEZ TR E~LEM R FZoasi, armE REEKE.
REAPEREZ~AGHRL, BWRAE-—RENARAMNEET
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11.1 Case Study

FRAT -

flish, BT “FX—" HREVEREXHFHEZBNCIREBSHNEIRERRNE,
FTLA R gEix B m H=EhE.

fflarp, “FX—" WRMEXRNAUBRELR, XE—MEREENDEZOIFIES
‘. Kbk, EPmiZEXAR, NAIHEFEAMAR, BHEEBEMNNSR, ELATUR
FEAIER SR HANZE R, kS, “any person employed by the Contractor in or about the
execution or maintenance of the Works”# %4t 0i¥ A “BITERIBAR” , RBIn 7H&
BIAE, T ARTESHINE(NMERFEILIEM L. HITM%EIF AR, MEFsEEIEITE.
[RENFEAGL). "misconducts himself” #1 “whose employment is otherwise considered by the
Engineer to be undesirable” FEIFX PR BRFEAFM. ERRENT T EXFEMRHWLR
TR AEE

fGIssh, “1IEN—" B—1MELSABREMGF. RBEME “XM” EE, BN
ALRZEGIILZARE g “BRME” BT, BN, MSEEERRE, MmiieflamErwna, g5
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11.2 Learning Objectives

BEARETHNFS, FERFMNAUTHRESRENESER, FRILLEBMN
AR EMENFR S REG. BEFSIBRAT:

AR ER:

- 1. THRESRENERIIRMIES A
. 2. Z2iER FIREIE AENIFERIT

3. ZEE BN AIENIFEE D

%ﬁﬁh

BEE EMENFEE SMREPEIRC, 1IBaIMEE
Z ERENIFHERS. AERES. TITHRSEFFEZIRSE
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11.3 Basic Knowledge

MERERFMAEISNRRG EZNEERIITNEXNEFERRITAE. R£iF
MSIENPEXH. IFRENAT Z, ARl ME. /. K5F, B, 5H,
£ NREFEFEEAER, PRAERER. HENR, T &AX, HEFE.
ERA. EFEXNFFHENSH. BAE. ZEFRFREEHL LW FAELA, LEZ
Rl FIANEERWFITWSABMEERXRNEEFE, SEWMEIREK.
HEBRIEZRKE, LRI HEEENERER.

RIEINEE, MEMEATA:

1. HE#HRE: TERTIORIAME, BIEHAs A e EA XTI ERASRE
A =ER EERA TSR aiiRk;

2. IEREG: TERTHEREXLEH, —BIEZRURDTARIE, MRE—BHRE
(TRERBENRMENSSSAREG, LUEARIEARITHIRRIEZKE;

BTG : EZRATHAERREITHH. BIE, RAELICIESIL.
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11.3 Basic Knowledge

B SIRE—MREBATLER AR :

1. 72 H (Title)

2. 5|5 (Introduction), HAE SESEE (Terms of Reference) 1 # 1T
£ [F(Procedure);

3.1IF X(Body), H & & & § & 25 R (Findings);

4. Z5FE (Final Section), H A& 4518 (Conclusion)Zk ¥ (Suggestion).

BEMERMINPHNEZAMT S, ERSXEPEEEEZNHRIE
A, TERMEAMIIIRDBERNE SRS, ERKEL P ERSBMM
. AESZRERUNERT, A4ZERSRENVIFRTD, E2NSE
BMEENAR, 1R 2RI EIEANZH P IBRFEZ —.
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11.4 Warm-up Exercises

LA TIREFSREN-ENDRERNIE.

a )

(1) Collect all relevant materials——notes, documents, etc.

N J

e \
IE—NBXER——WIER. XHF.

N\ J

4 D

(2) Consider the purpose of your report: who is it for, why does he/she want it, how
will he / she use it?

N J
r N
ZREREHWBENIREHERME, FIEAMEEIMNIRS, RIEZER™FWN

A fE R XS
N J
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11.4 Warm-up Exercises

LA TIREFSREN-ENDRERNIE.

4 )
(3) Decide where you might need illustrations or diagrams.

g /

4 )

REAEA 4307 BEBE ST

\ _/

4 )
(4) The introduction: state the subject, state the purpose, and summarize your findings.

\_ J

4 )

SSE, HAEE. BRURNARE.
\_ J
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11.4 Warm-up Exercises

LA TIREFSREN-ENDRERNIE.

a )

(5) Write the conclusion (and recommendations).

\ J
4 )
B4R (RIEIN)-
\ _/
4 )
(6) Summarize in a sentence.
\ J
4 )

A—aliE R SR &
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11.4 Warm-up Exercises

LA TIREFSREN-ENDRERNIE.

4 )

(7) Examine the draft. Does it do what the report is expected to do?

Y4
AN

RESREEEE THRERSHER.




11.4 Warm-up Exercises

2.5 TR FERRARBEFRIFE, FHiHER.

(1) Steadily rising demand is why we decided to focus on the laser disc market.
FX—: EABRBELA, FURITREBOTHENEENS.
BT RIVREBOTHIEATETHZE N BRIEE LT

EN—. AAEX—EFERIAENAREIERN, EFE0ERNRIEIR.




11.4 Warm-up Exercises

2.5 TR FERRARBEFRIFE, FHiHER.

(2) The above figures suggest that our staff members have made great efforts to meet
the challenge.
FEX—: N EWETRBAATUFERNNARATIR T &AH ik .
FEXZ: ALEERA, RINWRIRTHEXRE NiBEHkE.

EX_. AAENTIESESL, REBE, MARSHENESHR.




11.4 Warm-up Exercises

2.5 TR FERRARBEFRIFE, FHiHER.

(3) I strongly hope that the next year will promise a brighter prospect for our company.
FX—: BRROMBRNLRRERISEMFERIART -
FXZ: A ERNARIBESBEMRRIATER.

EX—. AAFEN—EMFEARSHREEEER. REBENHR.




11.5 Methods and Techniques

11.5.1. S IRENIESH S

BMSIREERNBT LEZIREN, BTES; AR ERKREREBM, SHDER; 5
FEXIERTE, MAEAHE,; XFLHRKEER, BSEN. BALESFHRENER
g : RIEA KA, FOLmEle; RERESE, RRNIEEXE; ERFXAE/),

RMEERIBS
B, MSMEARAAENGEXRTRETHEENE, EEMSKAENEERIERN

R B, BWEAMEEARE, AEKEREZIG. SKMEES. 5.

This report includes a discussion of the investigation of the facts, conclusions, and
recommendations.

ABEEIENELMIAE. FRFEIL

You asked me to make a close survey of the damage. The following report is just what

you wanted.
BRI XORBRFITANENALE, S AEREE
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11.5 Methods and Techniques

11.5.1. S IRENIESH S

Having researched the cause of the profit loss, I’d like to submit this report to you for
your reference.

ETXFERmERRERNEE, MR RGEHRESE,

Questionnaires were distributed to our clients for their completion at the end of a one-
month period.

BNEEFNSATES, HEKELITHARNTK.

The main reason for the delay is that they refuse to abide by the original terms of the
contract.

S RCX R IR A B R E 2 e 1FEEE T & ] L T ERI SR

SLiAaF, THELH, LFPERNBEENmAMEIES, RE—AEH
EintRERFERRAES.
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HX, msheE, TERWITHRSMAEREZHKE ., E640. AIEGAF
aAx, HESFEANEEE BAE BE. fRa. WangSFERad, #1549

EHMEE, ATERL, ATHIEEEERE. fl:

The reason why | choose this plan over the other optional ones is that | find this plan has

several advantages which might be easily ignored.
BZAEFEX MM AZEMN, RRARLAINEEE—LREFHWA R
mE




11.5 Methods and Techniques

11.5.1. S IRENIESH S

Our findings suggest that although, for the most part, there is considerable similarity
between the terms and conditions of the two companies, there are a number of slight
differences between the ways that local and expatriate managerial- grade staff are treated at
Transpacific Shipping and International Airfreight. From these findings, a number of

conclusions can be drawn which might be instrumental in determining how this company can

go about minimizing the threat from Transpacific Shipping Inc. in the manpower market.
EANEIBMERFTEA: BAXKFEREARLFAEFEFGTRAEFZHER, B
EXNEFEMMENEEARGE, EXEFECMEREEE—L/NIXA]. NiXL
EMERFATATASE LR, XXNTARQBRRIAARER, LUBDCEF T
ERBEXRFFEENEMS B,
U LA FEMGLEBER, EXAR, XM ENERMERLITHEERIZTR
HY 1R P& o
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11.5 Methods and Techniques

11.5.2. FEIREHVEDIFEFIS

ENEFFZREGEEN, MIEIERE LAFHZREFETRTHTS, EENFER ML
X 5T 4LEE
1.5| S 3B RVEF

BEIRENSISHIETENERENEFENLAEENENKRIE, EREZREE
RIBA2IEFEM. ZH7ASLERERE, B5thRE%, REEFERSHREsIE
WMo, MESZAENMNEEZNIESRELEXXHNEE. TXEREFZRENSIZSHI,
HEFERX BT HIENE:

It has been noted in the past six months that Transpacific Shipping Inc. has had an
increasing impact on the manpower market for skilled managerial-grade staff.

It was decided at the October meeting of the Corporate Planning Committee that a
comparative study should be carried out of the terms and conditions of Transpacific Shipping
and International Airfreight managerial staff.

The purpose of this report is to compare the terms and conditions of managerial-grade
staff in this company with those of staff employed at Transpacific Shipping.

The data presented in this report was collected informally from the newly-appointed
Personnel Manager at Transpacific, Wanda Cheung, during a visit to the company in late
October.

IIIIIIII..--------------I




11.5 Methods and Techniques

11.5.2. SR EHVEDIFFIS

1.5| S 8B BUENIE
aAEENTRE, MIFERBEREFEERNBIRARERN TN LXTHR%
BEIEA GBS SIHFEEsE.
10AMMARITKIZRSSVRE, MEXELFEEMERTZSEEEARNFBR
AL B 5
ARENENMBRFEALRETEARNGFBERHMEBEXN L EEEHITHR.
KRS EEEI0A TEAEIZARE, MZARFEAFZLZIEWanda Cheungff
BPEEER FIERIRY.
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11.5 Methods and Techniques

11.5.2. SR EHVEDIFFIS

2.IESCER T BV ERIE
BERETAEERXBSER T REMERT TIERTRE. IXESEE—T

EFEXNEMHBENEE, SIKEMIIR. 5lan:

The findings are separated into nine subsections dealing with individual benefits.

A) Education Allowance

At International Airfreight expatriate staff are eligible for education allowance (either ESF
or overseas educational benefits) while their local colleagues are not. However, at Transpacific
Shipping, all staff receive these benefits.

B) Life Insurance

Although both companies have similar arrangements as regards life insurance for staff,
International Airfreight pays a lump sum of 52 months’ base salary (including Provident Fund
payments) while Transpacific Shipping pays a lump sum of 36 months’ base salary (excluding

Provident Fund payments).

IIIIIIlI..--------------l




11.5 Methods and Techniques

11.5.2. SR EHVEDIFFIS

2. 1E3CER S RO ERIE
BEMERT RN ANER S RUTANAE:
(—) HE 4NN
Efr= s ERS AREBZEZHEE (EARESF, ZEARZBINERFD |,
MmN AE R TNANGEZZ. AT, EEKEFEE, MERIHEEZER.
(Z) ANFHxKE

BARK AT ERTAFFREFEMBUEEM, BEFRZEE—X M 5210 F RSt
I#H (REFEE) , MEBEXFEFEET XM MANEMTSE (FEEFEE) .

IIIIIIlI..--------------l




11.5 Methods and Techniques

11.5.2. S IRERIENIFFRTS

3. AR RVERE

EEA—MRES, SEBTHEERAEEZENIEH. EXNERRSHEH—TRE,
Bt XM EER TS EERN . FIERN, ZMAREXHTMN. T8, FEHME
FEXE5RXINEEXNTF. Flan:

Our findings suggest that although, for the most part, there is considerable similarity
between the terms and conditions of the two companies, there are a number of slight
differences between the ways that local and expatriate managerial- grade staff are treated at
Transpacific Shipping and International Airfreight. From these findings, a number of
conclusions can be drawn which might be instrumental in determining how this company can
go about minimizing the threat from Transpacific Shipping Inc. in the manpower market.

HMNBVEAMERTA: BAXKLEREARADVEFEFHTEAITSHER, B
AEXfFHMANMESNEEARGE, BEXFFEMERZSEE—E/MNIXA. NixLt
EMERBEANATUSH—EER, INTARLATRRIA AR, UBRLEFH TS
EREEXFFEEEHBMSBIEN.

XEEDEBIIL, FAEBREMEIIMARE, XESILEFNGL. B
EROUBRBESHTEESNa L. flan: “HMNaVEMEREA: 7 .
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11.5 Methods and Techniques

11.5.3. FRENFHERY: EIBMNAIBVERFE

EVEMNAI AT LA ARG MEE BN AIFIERBIMEE BN AR SOEHNEIEEARZRAL
THEMIRIRZE, AIREMFERIEEBNARENIA—RiZRINER E IR
BEXEE, MEERESNRIBEEIBNAIFARIENIEXN XAR GG EEIIERRIEZID
B H5A MZASEXRKIETF. REEENUEEER EZLEBEB=.

1. PRI B 1E M a1 BV R IE

BREIMEEEMN XTSRRI TIRERFIER, SRITANXRTSEY], THIE
ShEH. LTE, AXEEABTE, FHik, £FFEXXNAE, FERERHATRERN
FEFREEBNANERIIZESER. Bli. SNHmMESREEREM. B9,

HIRFIMEE BN AILLEBFERT, FERRAEIEZE. SHIRHEIMEEIFENEIERER
“LLBY S, TRETERIHIE, BEEEXXHNESENERIGENE 2T, 540:

(1) We also see many businesses that offer services.

X BATBER TS EE S0 Elk.,

(2) Whatever the stated goals of a company, management is the process by which the

attainment of those goals is enhanced.

EX: ME—HRLFNBREBRREMf 4, BEERMET il E Birndiz.

IIIIIIII..--------------I




11.5 Methods and Techniques

11.5.3. ERENFEHERY: E1BNRIBEDFE

S FHAMEERERE, FEXRBTFEER. BB EARFBFENMFRIETILE
2X, RESANGEERIOERE, BREZEXRMIOEIREFRATIXLFSG],
2 ZER— P EEBINAF. Fan:

(3) The buyer shall agree to postpone the delivery on condition that the sellers agree to
pay a penalty which shall be deducted by the paying bank from the payment under
negotiation.

S IMAFHRRET=ZESNLHFZEERRARE; FHEXHEET5
ﬁ;ﬂwﬁ&ﬁ#hMﬂﬁﬁ#*W% REHBRX=EaEFRHS.

EX: REZFRIEXAME, FEAFITANAAESERPHER, XHEREZEHR

o
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11.5 Methods and Techniques

11.5.3. ERENFEHERY: E1BNRIBEDFE

HAFEHLE R E AT, FEXRBADFEE. BEREAEFEENITRETILE
B, REFAFEEFERNERET, BREEEXARMNEIJIREFHEFIXLHFT,
FEZTR— I EERINET. Flan:

(3) The buyer shall agree to postpone the delivery on condition that the sellers agree to
pay a penalty which shall be deducted by the paying bank from the payment under
negotiation.

S ITAFRRETZESXALFREIEERRZE; FHEIFEREEX T
&; UESTEBRMARITABTERFINR. REFX=1EaEzHE.

EX: REIFEREZMTE, HRMGRITABUTESBIR, XA EREEAR

1t
Do

EENE “there be..”Z5HRT, EEXRAMEE, A ERAPHEBHNEIENARE
FE—RIFER—MMEALAF. Bln:

(4) There are many documents that are to be handled within the validity of the letter of
credit.

FX: AFZBEZEEERIEAYEAANE.,

(5) There were men in that crowd who had stood there every day for a month.

Ew: AMBEASR, BRASKBHERE, %7 8.

IIIIIIII..--------------I




11.5 Methods and Techniques

11.5.3. ERENFEHERY: E1BNRIBEDFE

2. 3EPRFIMEEE N AIBIERIE

SAERFIMEE BN S EMRBBMNAETHAXRAHFAREY], AZ2E—MHFTiHAY
ERRT, EARERADFERLIE. 2ERAIEE LTRSS EEEEITIA. Fla0:

(6) The buyer may cancel its order through a telegram to the seller, which is required to
get to the latter prior to the beginning of any shipment.

¥ EESITIA “telegram”,

FEX: XRAREBEREBEMSZFEGHITS, BB RIAERESZIEEZR

(7) Although he lacks experience, he has enterprise and creativity, which are decisive in

achieving success in the area.

DHT: HE&SFITiAl “enterprise and creativity”, B “iX” X%,

X EREWRAE, 1E'1E7(5‘11EHRIU%E|@JL_7] X 1E = 72X — g 3R 5 A DAY
KHE,

_




11.5 Methods and Techniques

11.5.3. ERENFEHERY: E1BNRIBEDFE

HAERFIEE BN AILLR B, S5 FAXRARKEY], H5HMEIHZIRNEIER
ARREYIN, ERAEEE, IEEFEAR “...807 Sy, 5.

(8) The sellers shall not be responsible for delay in shipment or non- delivery of the goods
due to force majeure, which has occurred during the manufacturing process or in the course
of loading or in transit.

FEX: EES s mrsisiind B A A AOESY, EAXBRREARZER
ES
(9) The party, who sets up a breach of the contract, shall be under a duty to take all

D

A

S

necessary measures to mitigate the loss which has occurred.

B ER AN — A ERERBR L ENEEREDS S MR,

IIIIIIlI..--------------l




11.5 Methods and Techniques

11.5.3. ERENFEHERY: E1BNRIBEDFE

3EMERRIEA T

BEREEIBENARBRENGNREE, AEE LEIEX L) EXFABIREXR, X
BAIRE. &R, it$. BRRFXER. FFENNFARZRYX, ETNEXHFETE.
X LT e AKX R ABENEROEFRHENX AR ENF. Fa0:

(10) Export which helps to gain foreign currency to import the badly needed raw
materials, technology and equipment, decides a nation’s capacity to import.

ot EENREIZE LRRIERE, EiNEFERIERKIENG.

FX: ATHOBMTERRBUNCHZARFOSFNEMR, BARREE, H
te—EZ H O R IR E Higt OB YRS

(11) In office, figures, lists and information are compiled which tell the managers or
heads of the business what is happening in their shops or factories.

St EiENAIEZE ERAEN, FtEiERBevIRENE.

EX: EHAEER, TEARBEMEE. REMEERMLULYHE, UELESESEE
AR TN E G L] HRlEEAZERIEMR.

_




11.6 Useful Words and Expressions

SR eE P E AL
audit report HitiRE
feasibility report AI{TM RS
formal report IEXNIRE
informal report EERRE
investigation report SHAERS
justification report AHPIR S
letter report FEXNRS
market research report mipAERE
memorandum report FHRIIRE
monthly report BERE
weekly report BiRE

_




11.6 Useful Words and Expressions

GRS =taak=-0= M
periodic report EHAR &
preliminary parts BITIER ST
priority MEM, BE
progress report HRIRE
recommendation Eil, W&
staff report RITkRE
survey report BAERSE
synopsis B
table of contents H3%
table of illustrations HEER
title page FRl 5

_




11.6 Useful Words and Expressions

SIS 8RR AR FEE

1. The purpose/aim of this report is to...lt IRE S E......
2. The report is based on.. 1 ZfREEHT......




11.6 Useful Words and Expressions

BERDE AR FEE

1. The key findings are outlined below... F 2P ELERELALT
2. It was found that..Z5 R & I}

3. The following points summarize our key findings...lA W S T HA1EEZRIBEL




11.6 Useful Words and Expressions

oW N

BERYEHNRTFEE

From the result, it is clear that.. N\ D& RFEMEL......
No conclusions were reached regarding... =T ... 8’8 BB HEM 1L

It was agreed that... KEX—EUAR......

But this question deserves further discussion, and a report will be submitted when

conclusions are reached {BItk (O], EH—LTTIL, HTHERELEEBEZiE—MR

o
/= o




11.6 Useful Words and Expressions

BB oEANGTFE#E

1. It would be advisable to........ S Z2AE z 2

2. ltis essential to......... e ER
3. We strongly recommend that... B 1#R & 1L......




11.7 Notes

1. HE#kS(routine report): Z2¥5 EHASk A E B[R B X B 1k ERGFITHEF R, &
FRAFRMALCKR, RELNEEKR. ARk, =ZERSHEERS. HEHHNEZR
SR ERE—BEIR SR, ERREEEIZSKIEI .

2. BIFEHRITIR S (business trip report): FSKITIRSG, BERTIEERRSES, —KAN
ABXUBEERWERXLEGBECH LR, HEHNWERFELRARBEXARTHIHE,. T
EES T &M= AYIER .

3. EHAERS (investigation report): 28T HMM B HFNMAZTFRFKREMIER, FHE
—FERABITAEREELHNRERMEMELHREG, XERSTEZIEATKREAS
SHITRRNEZRE.

4. AI{TMEHRH(feasibility report):ZIE MR ZRI AT IE 5 R HIFE LD —MH&ER ZHRES.
XERECTIEEHNA R BERMAFETHIRIE.

5. Ei IR (proposal report): 2IE{EE ARFE— R MEL EAENNRE. ESH
ITHEREEHEZR, BRIEREREE—1FR, BEALIEZMER, &Lt
HEBNMSEHEERERERR

_




11.8 Practice

LIFEHESMEXFERARESHE S8+ AR5 AR RIGE .

(1) title = I R

(2) transmittals WEERIEE (BFEFESEMANA,. 2FEXR. HE. BiE)
(3) summary RE. WHE. Hi=E

(4) contents H3E

(5) introduction as (518, 8. & F5)

(6) findings (body) EX GAESER/MRER)

(7) conclusions 250

(8) recommendations | #Ei¥

(9) references SEER (BFk. BB)

(10)appendices s (M)

_




11.8 Practice

2./ TR FRIERNE:

4 )

(1) I shall be pleased to discuss the premises with you in greater detail at any time
convenient to you.

- \
BREEENRAENFMEFRREIFEAIT IR XHULNE—5.

N J

r N

(2) Itis clear that they are very keen to do business with us and they will be important
customers in the future, | therefore suggest we offer them our best terms.
\ _/

4 N
BAMINRIBRIANMER, FERRARNEZZR, Eit, RENSGH

Rt HEMENEGE.
~ Y

_




11.8 Practice

2./ TR FRIERNE:

4 )

(3) As requested by the Managing Director on 30 March 2000, | have investigated the
problems which have been raised concerning office health and safety.

4 )
RIEEEIE2000F3H30HEXR, MM AEN—LERLEOBFHITT
BE.

\ J
4 )
(4) The safety regulations should be clearly displayed in the company’s canteen and

main offices.

\ _/

4 )
ARIBREMEEZNAEKIEL 2T,

\_ J

_




11.8 Practice

2./ TR FRIERNE:

-
(5) Newly appointed staff should be made aware of the company’s safety regulations
and policy. In particular, they should be advised to take frequent breaks from the
screen.
4 )
REFIRINBREFHIFBER, Hlan: NMiZEERE, TATLEEENES.
\ J

((6) In the fiscal year of 2016, the company has experienced a remarkable recovery in demand for )
most of its products. In general the demand for home appliances has shown the biggest
increase for many reasons. Especially there has been a sharp increase in our sales in rural areas

in the west regions.
N\ _/

(2016 WHEUERE, AR MIERHIL T S EME . Bk E, BT
W B, FH B SRR R . S A DU AR AL X, TRATTRY
B LT 2RI 3R T |

IIIIIIlI..--------------I




11.8 Practice

2 BB TR FREROE:
~ ™

(7) On the other hand, countries such as Italy, Spain and Portugal are in favour of the import
restrictions. These countries employ many people in the textile industry. They don’t want
Chinese clothing to flood the market because they can’t compete with Chinese prices.

- %
-

W7, U KR TG HE A A o 2 0 o S 1 PR A R,
R A3 2 [ 52 [ 4 ol AR 22 o TR L A P e IR A W G [ o [

 TTsEd PTEL, REEE SN B R A T iz )

(8) With the development of economic globalization, more and more automobile manufacturers
appeared, followed by the more and more intense competitive pressure. In addition, the global
economics’ instability and unevenness makes a great impact on the automotive industries’
development.

FERE L DF BRI B AR, VAR P Aol =, DT 36 < ORI B
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2. 7B TR FRIERNE:

("(9) This report illustrates the changes of the total production cost of ABC company )

p
between 2010 and 2015. The production cost went down gradually from US$55
million in 2010 to US$40 million in 2013. However, it suddenly started to increase

dramatically in the following 2 years and reached a new high of US$60 million in
2015.
G

_J
ChAR 2 W1 7 20 104651201 SEEABC A 7 14 P A 7 AR HIABS AL o 267 WA 20104

115500 /3 35 J0iZ 20 R R FI20135E 114000 71 3 06, SRTM, e FoR2EEW, A2 A
G, 20155F 6 R, A RIE6000/73K T,

J

(|

10)A study on all job- related illnesses was made during the past year. For example, it )

was found that a number of cases of repetitive strain injury had been reported by the

company physiotherapist. Meetings were held with union representatives and office
\_ managers to discuss what could be done.

J
(fritd: 4R, NFET 5 TAEE S5, B, e, am )
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3.3 4R SR :

BRIFNUNEARA, HENTEUATHERSASHENEESRBTTAFEF
RITFEHENERNE, <FEBEUPPTHIER, BEIFAZKEIFZEFHNASEAR
—RSE. TR

To: George Miller, General Director

From: Jeannette Kahn, Sales Director

Date: April 15,2013

Subject: Drop in First Quarter Sales

Introduction

Sales in the first quarter of this year dropped 24% over the same period last year. Last
year the first quarter sales reached $12 m, and this year they were only $9.7 m. Almost all

sales staff were feeling pressure from a slow market.

_
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3.3 4R SR :

Sales Figures

Our most important markets are in the North, West and Central regions. Sales in these

regions make up two thirds of our whole sales. This is their first quarter sales:

Region Sales Sales Goals Actual
The North 3.4m 2.1 m
The West 3.6 m 2.2 m
Central 4.7 m 3.5m
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3.57485E

Causes of Drop
We attribute the drop to:

a) Global warming weather. Our major products in the above regions are water- heating
units and they used to sell well in the first quarter as the weather was coldest in January.

b) Pressing market competition. The products market has filled with many competitors’
products and it is very tough to maintain sales at the level of last year. In the West
region for example, there are at least seven other major brands of water heating

systems.

_
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3.57485E
Conclusions
The market is slow, but competition is pressing. Even though our sales dropped there is
evidence showing that our products still have a good market share. We have many

established clients and distributors. If we could provide strong support and better after

sales service we might survive the overstressing market competition.

It does seem there is a trend to warming weather on a global scale so we need to

consider how this should affect our product focus.

_
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3.57485E
Recommendations
A) A comprehensive promotion campaign is needed.
B) Seminars should be held for our established distributors and clients so they can be
informed of our latest development in the products. This should help increase sales.
C) Our after-sales team should be strengthened with more favorable measures and skilled
in-communication staff.

D) A new range of products should be developed.

_
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4. Eg;ﬂﬁ?,ﬁgﬁ¢E%Mﬂmﬂﬁﬁﬁ T HRIRFHTER, BR—

4 )

(1) For example, the former president of Pizza Hut implemented a program which was
called “book-it”.
\_ J
4 )
fign, SHMERWRTEFSHE T —IME “BRiEH” B9rtxl.

. J
4 )
(2) Only businesses that are concerned about society as well as about maintaining

profit are likely to invest voluntarily in socially responsible activities.
\ _/
4 )
RAREKREFVEN X ETASWENEN A BRI EENIRER S A FIER.
\_ J
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4. Eg;ﬂﬁ?,ﬁgﬁ¢E%Mﬂmﬂﬁﬁﬁ T HRIRFHTER, BR—

4 )

(3) A business whose goal is to maximize profits is not likely to act out of a sense of
social responsibility although its activity will probably be legal.
\_ J
4 )
—%Lkﬂﬂwk%mAL AEZEFENEE, BAINAIRERIEL
2:./\1$
. J
4 )
(4) Such a business may win the trust and respect of its customers, which in the long
run may increase profits.
\ _/
4 )
XEFENElSRESEFNEBAMEN, NKEZEE, FIATESLUEK.
\_ J
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4. jﬂig;'lgﬁuﬁ?, ARHPEENANERIFESE, AREIHRIBFABDER, HR—
MR

4 )

(5) This program rewarded children with a free pizza for reading a certain number of
books.

\_ J

4 )
IZBUE AL T —EHEB B ZRTFRERZH— N ELF=.

\_ J

{HF?UE&%J@?F% (3) (2) (1) (5) (4 ]
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11.9 Classic Translation

A Report on the Re-investment of This Year’s Profit

XTSFFEBKLANRE

To: The Executive Council
From: E. B. Fenton, Director of Operations

Date: October 20,2016

Subject: On the Re-investment of This Year’s Profit

Introduction:

it

El

This report aims to examine how the company should re-invest this year’s profits.

2,

IR B EWRARRIZEAES EFEERA
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Alternatives:
Al 5 &
The areas under consideration are: TEEEZEMNHEA:
1) The purchase of new computers; L HTE X% 2%
2) The provision of language training courses; I={f£1BS IZIIIRTE
3) The payment of special bonuses. & FUFF7kE NG
Evaluations:
PR
1) New computers FEEIX1Z
The majority of company computers are quite new and fast enough to handle the work

done on them. Consequently, new computers would not be recommended.

NRIKRZHEMTRET, BEREEUCIETIE. EbAE I LHERK.

_




11.9 Classic Translation

2) Language training courses

BEEIRTE

The company aims to increase exports, particularly in Spain and France. Therefore,
language training courses would be an excellent idea for those employees who deal with
business partners and customers overseas. In addition, training courses would increase
motivation: staff would enjoy the lessons and perceive that the company is investing in them.
Therefore, language training would be an option.

ARERRESHOE, TEEAMEFFEE. FHit, BSHIIREXNBEESEIH

BEAEMEZEAITRENGTIRE, ENMREFNEE. HI, HIRESRRESTIEN:

RISERXERE, HESNHBIAFEMNS LRE. ARIESEHNIR—MEE.
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3) Special bonus payment

527 SEA T

Although special bonus payments would have a beneficial impact on motivation, they
would have no direct effect on the company’s operations. In addition, there are also
potential problems concerning the selection of staff eligible for the payments and the setting
of a precedent for future payments. Therefore, bonus payments would not be advisable.

REFFHREM &M M A& TIEN NN A EERIFRF, BN QBB IERIHFER
FEERER. 3, B THEAMEHAINERFEMRRFANSESEESGFE—
LBAERERE. Ak, XRELWMAEREZE.
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Conclusions:
Z5ie
1) Purchasing new computers is not necessary at present.
SRR E=PAE: AP =R
2) Special bonus payments may result in problems.
SRR & T AT RS P B
3) Language training course are good for both the company’s operations and the

employee’s motivation.

BERERNBRHT ADEEMRE R TIE.
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Recommendations:

2l

It is felt that the best solution for both the company and the staff would be to invest in
language training. It is suggested that the company should organize courses in French and
Spanish. Those employees who have contact with partners should be assured of places but
other interested members of staff should also be allowed to attend.

PR AR R T ZERE, REFNBRARERETESHIIIL. ZATHF

FROZBMAVIZIERE. BESEFERFERNATERIESN, BERHEMBRABAR
THriFEm.
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