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TEENA:

H3x: Part one Fundamentals of Practical Business English Writing
Chapter 1 Differences between English and Chinese Writing
Section | Different Organizational Patterns
1.Linear Pattern and CyclicalPattern

2.0ne Single Topic and Multiple Topics

Section Il Different Sentence Formation
l.H%/potactic and Paratactic

2.The English Hypotactic Methods

3.The Chinese Paratactic Methods

4 Abstract Thinking and Concrete Thinking
5.Sentence Focusin Different Places

6.Complex and Simplex

Aﬁplymg Your Knowledge

Chapter 2 Using Proper Words

Section | Types of Words
1.FormalWordsandlinformalWords

2.Common Words and Colloquial Words
3.GeneralWords and Specific Words

Section Il Using Right Words for Your Meaning
1.Denotative Meaning and Connotative Meaning
2.Commendatory Words and Derogatory Words
3.SmallWords and Big Words

4 Using Standard Idioms and Idiomatic Expression
5.Tips for Choosing Words

Aﬁplymg Your Knowledge

Chapter 3 Making Correct and Effective Sentences
Section | Types of Sentences

1.Simple Sentences

2.Compound Sentences

3.Complex Sentences

4.Compound Complex Sentences

Section Il Basic Sentence Pattern
1.SVi—Subject+Verb

2.SVCs—Subject+Linking Verb+Subject Complement
3.5VtO—Subject+Verb+Direct Object

4. SVtOO—Subject+Verb+Indirect Object+Direct Object
5.SVtOCo—Subject+Verb+Direct Object+Object Complement
Section Il Expansion of Basic Sentence Patterns
1.Expansion by Modification

2.Expansion by Substitution

3.Expansion by Coordination

4 Expansion by Subordination

Section V. Common Sentence Errors

1.Sentence Fragments

2.Run—on Sentences

3.Improperly Placed Modifiers

4 Faulty Pronoun Reference

5.Faulty Parallelism

Section V Effective Sentences

1.Unity

2.Coherence



3.Consistency

4.Conciseness

5.Variety

Aﬁplymg Your Knowledge

Chapter 4 Paragraph Structure and Major Qualities
Section | Basic Structure of a Paragraph
1.Topic Sentence

2.Supporting Sentence

3.Concluding Sentence.

Section II Qualities of an F.ffective Paragraph
1.0neCentralldea

2.Clarity in Sentence Level

3.A Reasonable Organization

4 Adequate Development

Aﬁplymg Your Knowledge

Chapter 5 Paragraph Types and Development
Section | Types of Paragraph

1.0pening Paragraph

2.Body Paragraph

3.Concluding Paragraph

Section II Organization and Development of a Paragraph
1.Planning a Paragraph

2.Methods ofParagraph Development
Aﬁplymg Your Knowledge

Chapter 6 Basic Sk; ills of Essay Writing
Section | EssayStructure

Section II Basic Steps of Essay Writing
1.Deciding on the Topic

2.Brainstorming Activity

3.Re—examining the List ofFacts and Narrowing—down the Topic
4 Writing a Proper Thesis Statement and Making an Outline
5.0utline Writing

6.Writing the First Draft

7.Revising the First Draft

8.Making the Final Copy

Section [l Common Models of Guided Writing
Aﬁplymg Your Knowledge

Chapter 7 Types of Short Writing

Section | Description

1.Basic Ways ofDescription

2.Basic Types ofDescription

3.Tips for Writing Description

Section Il Narration

1.Basic Elements ofNarration

2. Types ofNarration

3.Ways ofOrganizing the Narrative Sequence
4 Tips for Narrative Writing

Section Il Exposition

1.Types ofExposition

2.Methods ofExposition

3.Tips for a Good Expository Writing
SectionVArgumentation

1.Basic Elements ofArgumentation

2. Types ofArgumentation



Applying Your Knowledge

Part Two Practical Busiiness EingliSih Writing
Chapter 8 Basic Requirements for Modern Business Writing
Section | Functions and Principles of Business Writing
1.Functions ofBusiness Writing

2.Principles ofBusiness Writing

Section II Styles and Layout of Business Letters
1.Styles ofBusiness Letters

2.Essential Parts ofBusiness Letters
3.0ptionalParts

4 Envelope Addressing

Aﬁplymg Your Knowledge

Chapter 9 Informative Business Writing

Section | Notes, Notices, Memos and Minutes
1.Notes

2.Notices

Section Il Memos and Minutes.

|.Memos

2.Minutes

Section Il Instructions

1.Corporate Profile

2.Instructions

Section IV Complaints and Apologies
1.Complaints

2 LettersofApologies

Applying Your Knowledge
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