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1 Just @ as a company won't connect with its customers 1f it fails to consider their
needs and attitudes, you won't connect with readers if you don’'t understand them, their
desires, and the way they prefer to receive information.

( ® ) If readers understand what you are trying to convey and what their next
steps should be, their jobs will be much easier.

[3,]

Why is a reader-centered approach important ? Consider the true story of a company
that failed to analyze its audience when writing what seemed to be a simple postcard
announcing a change of address. Neglecting to put itself in its readers’ shoes, the
company forgot to include one of the most vital pieces of information: the date of the

0 move. Customers knew where to reach the company, but not ( (© ) they should use
the new address.

(@ Once you identify the purpose of your document and have considered your

audience, isolate the key message you want your readers to remember. This message

should be clear and concise —— usually stated in only one or two sentences. For example,
15 “To meet our customer’s delivery deadline, we must complete the product design by May
1"

In many cases, your key message will be stated at or near the very beginning of the
document ; the rest of the document will be used to *flesh out the details and to answer
the question “Why ?” or “What are the implications of what I am proposing ?”

20 For greatest clarity, stick to one topic per document. If you find that you have two
unrelated key messages, write two documents.

Busy readers ( (®© ) concise documents. In fact, shorter is better as long as the
document communicates the required information. Keeping your document short ensures
that your key message stands out. Economy of words also saves your readers valuable

25 time. Consider the following example :

At her boss’s suggestion, and with the help of *corporate counsel, Joan wrote an
apologetic letter to the five *disgruntled customers who threatened to *sue.

As a writer, your challenge is to know when a sentence has reached its *optimal
carrying capacity. In the preceding example, knowledge of the audience is a useful

30 guide. Do the readers need to know that Joan's boss suggested the letter or that
corporate counsel was brought in ? Is it relevant that there were five disgruntled
customers or that they threatened to sue ? If these bits of information are not necessary,
consider cutting them.

Your sentence would then read as follows :

35 Joan wrote an apologetic letter to the disgruntled customers.

*flesh out ~ : [~ (=#MH7% &) ZAMT (B4 35
*corporate counsel : [ (=3¢ 0) FEERMF#EL:] *disgruntled : [ A (AHEHE) 72 |
*sue - [FRenZE 2§ | *optimal carrying capacity : [ # i 7z &&= ]
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(B &£ Z 430 words)
Writing for Business

(1) THIB@LELEKRD as 2 5L L2 ROHFHNH 1 DED, il TEHL L. (55)
As animals need food, plants need light.

As he grew older, his memory became poorer.

As I have a car, we won't have to walk.

a0 T

Rich as he 1s, he is not happy.

(2) ZEFOICANL DR DML D DT KOFNS 1 DR, G5 TEL L. (65)

a Getting closer to your readers and obtaining more detailed information on them
enables you to fulfill their needs.

b Ignoring the readers’ reaction ends up in misunderstanding, so you have to be ready
to explain to them again and again.

¢ Thinking, drafting, organizing and editing from your reader’s point of view improves
clarity and drives action.

d When you set out to write a business document, the first thing you should ask
yourself is, “When must the work be done ?”

(3) ZEHTOICAN S DIZHR LMY DERDOFH,S 1 DFY, 5 TEZ Lo (55)
a how b when ¢ whether d why

(4) THEHOZMRE Lo (16 1K)

(5) ZEHr@IZANDDIZHRDLEL 2L DEROTHNS 1 DY, B5TEL L, (65)
a accept b appreciate ¢ dislike d thank

(6) ZET7 /377 72T HNTWBH) (At her boss’s suggestion -+ threatened to sue.) %,
EABRTERDBIB T REREND L EEZ 5D, HAGET4L Dittd, (%3 5H)

>COMEDEY ME, COEDFHIBEDREICHEHLTNET,
NOB@ENSNIL, £V hESEICBLTHEL LD,
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1 @O Just @ as a company won't connect with its customers if it fails to consider their

needs and attitudes, you won't connect with readers if you don’'t understand them, their

desires, and the way they prefer to receive information.

@ ( ® ) If readers understand what you are trying to convey and what their next
5 steps should be, their jobs will be much easier.

(3 Why is a reader-centered approach important ? Consider the true story of a company
----centered ---@IL\D
that failed to analyze its audience when writing what seemed to be a simple postcard
M (it was) BB what (~BHD) A
<annoﬁncing a change of address). Neglecting to put itself in its readers’ shoes, the
put oneself in one’s shoes ~DHICHEDTHD

company forgot to include one of the most vital pieces of information : the date of the

1o move. Customers knew where to reach the company, but not ( (© ) they should use
the new address.

@ @ Once you identify the purpose of your document and have considered your

audience, isolate the key message you want your readers to remember. This message

should be clear and concise —— usually stated in only one or two sentences. For example,
R
15 “To meet our customer’s delivery deadline, we must complete the product design by May

1”7
® In many cases, your key message will be stated at or near the very beginning of the
the very ~ FSICED~
document ; the rest of the document will be used to *flesh out the details and to answer
the question “Why ?” or “What are the implications of what I am proposing ?”
20 (6 For greatest clarity, stick to one topic per document. If you find that you have two
BHIRE  stickto ~ ~ICBBID

unrelated key messages, write two documents.

(@ Busy readers ( (© ) concise documents. In fact, shorter is better as long as the
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document communicates the required information. Keeping your document short ensures

that your key message stands out. Economy of words also saves your readers valuable
25 time. Consider the following example :

At her boss’s suggestion, and with the help of *corporate counsel, Joan wrote an

apologetic letter to the five *disgruntled customers who threatened to *sue.

As a writer, your challenge is to know when a sentence has reached its *optimal

carrying capacity. In the preceding example, knowledge of the audience is a useful
30 guide. Do the readers need to know that Joan's boss suggested the letter or that

corporate counsel was brought in? Is it relevant that there were five disgruntled

customers or that they threatened to sue ? If these bits of information are not necessary,

consider cutting them.

@ Your sentence would then read as follows :

35 Joan wrote an apologetic letter to the disgruntled customers.
*flesh out ~ : [~ (=ffH% L) ZRAHT (B4R 35
*corporate counsel : [ ({23£D) M FTEL ] *disgruntled : [ AN (ASHEBE) 72
*sue - [FRinZ#E 2§ | *optimal carrying capacity : | i 7z |5 = |
(KB &£ £ 430 words)
Writing for Business

(1) THHB@ELFE CERD as 2 L L2 ROFNS 1 DY, s TE2 Lo (55)
a As animals need food, plants need light.
b As he grew older, his memory became poorer.
¢ AsIhave a car, we won't have to walk.
d Rich as he is, he is not happy.
(2) ZEFTOICANL DR DBEE DD EZROFPS 1 DY, iy TER L. (6 5)

a Getting closer to your readers and obtaining more detailed information on them
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enables you to fulfill their needs.
enable A to BEDRFZ, ~H--FDEZETREICT D
b Ignoring the readers’ reaction ends up in misunderstanding, so you have to be ready
endupin -sing DWICETFDIEICHBD

to explain to them again and again.
¢ Thinking, drafting, organizing and editing from your reader’s point of view improves
wREID

clarity and drives action.
d When you set out to write a business document, the first thing you should ask
set out to EBNFRDEF - Lin®H D
yourself is, “When must the work be done ?”
(3) ZEFTOICANL DI DEYL 2D DERDOHNL 1 DY, FLFTER L. (550
a how b when ¢ whether d why
(4) THEHOZMRE L (1650
(5) ZEFT@OICANLDIZEHROEU LS DEROFHNE 1 DEY, L5 TER L (6 1)
a accept b appreciate ¢ dislike d thank

(6) H7/37 7T 72T 5NTWBH] (At her boss’s suggestion -+ threatened to sue.) 1%,

EAIEBRPEGZRENS L EEZONL 0, HAFETLORE, (%3 5H)

AL DIER

2EDREY T BIEIMICTDONT

®' SHFOTEFBRUCHDEELCENEECTHD
QEHIL]: HZHFDOREICTII > TEL TETENDFHHFOHEEDRE
GER]: HHFOIBICITIED D le R DEK

@IEE]: B X v E—IEYDEEL THRIEN DEFRICLED
OEE| EELX v E—IIFEBEMHITHRRED

®IRE]: 1 XEICDE, KIFEEF 1 DITRDS

D~O[BIR|: FHEBFIEROEIDT

)=

(1) a (2) ¢ (3) b

(4) XEOHWEZRHEL, HATFOILZ2EZELLET, HAFICEZTLLWVWIWEER A Y
't“_f/%‘{jjk)%ﬁ%;)o

(5) b
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(6) [THkAEL L Z ERIDIRELAZ &)
[ FELOT T 2522 8,
[N % o 7ZED NS5 NThHo722 &,
[BEEDVTRR TR T EH LT L]

(1) %#%FE as DMmAEBH]REZIEL K 2HT
Process
[1] mEAZERIKRLKIESDIC, NIBEEHERTD

Just @ as a company won't connect with its customers
Pedes S V’ hj 1t fails to -+,

you won't connect with readers

S Vv if you don't understand --|.

as DWEIZEH, HRICS + VA&, 20 Z2ATHUS +
VIBEETL2I RS, 20 as 3EEFE DL,
[2] ZNZNOEI%ZERULTH SEGADEKEEZZ D

FhZhDEOREEZAT, ZTN2 06 EARSETO>RIFhIE |

BRERNICEZDPEZEZLD,

LD Justas -+ T, [RFEELWMEOMMR] £lB~7Hix, [#

EFLMAFOMR] 2 _7HPEL L Twbd, E556 3 iffi

e (DL LaThE ~ERUONEEEOALWES S ]

EVWIHEHBONEEZRRTVWLZ RS, T as iE [ &

I vy HE ARIERATHL LD D,

a (B EWZLEETLZOLFEL LIS, MW EELEE§
Bol INHATMHIBERLE FREE ZEHET S as TH b,

b [TFIZEEZ L DIIONTRENPEZ TWolze] 2D asid [
IZOoNT] L9, EHOKEEIZES Wil 2RKLTWwb,

¢ [RAPHEEFE S TWEDTRLEBIRELLDLERZVWESL) | &
Das it [%DT] vy HE 2#FELTwh,

d [THIIHBREESERTIE L V] as OEBZED S + VO -
THEY, T DREICOEHPFLET HH, he is DERIZH BT
FTOC (Hlifh) 12H-hENR L, AR rich 2% as DFIIZH 5

ZEICEH, FAEH+as +S+V LV BEECHEEOET |

XCThobo COHBED as i [720hEb] L) FRE %
ELTWh,
DiELD, abib.

(2) INSHSTDREY 2 E2hATEREFAT S
Process

XEDP2A-Z1C1-04
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[1] ZFREIRDINS TS IO REY IEDHD

[MET—~< Ml OPoint (1) LV, ETEEDNTTZ
TDMEY I T o AZTRE D B> TWAEDITHE2/87
7T I7DOFETHALN, E2/X7 77 7OHPEZTTRL, RHikD/Y
75 7TONERIRL 2R, FHEFEIREBL WL o2
WrC &\,
FTI1NTTZ7

CONNT 7T 731 LDATHERENT VS, Just as ~,
DX TIE, as DHEBZLOENIE [~EFELE LI 2] EFI&AVITH
ENTWBEET, SEEOP.LE R LD, 3y <OEEZOH ()
DFTH5bo
BINTTITIDOMNE Y7 — GARAFOZLEHRELRITIL,
AT LD E /B S NL WV,
BLINTTF7

13 SR EMo CHEEEZ LTWwaDT, FEEITHH
LTWBLRANEREZEFHAA

%5 2 X~ 4 Consider the true story of a company that failed

to analyze its audience (Gt F% 5T L % 2o 7o SO FEFHIZD
WTHEZTAL)) THE-TED, F1XOEMIIHTL2E2 %
B ODEERZHALT0L EHENTE L, BABIZNE Y 2
Yty TV ANBAIL, 22 TlE audience 2VEH L TWAH A, Z
L readers DFWIZTH Y, R Y FHAFORZHIT TV 5
ZEIZRDE v,

EINRGTTTDOINE Yy — REEAFRRLICECTE

BRI BEIRDIES ) o
FE2/IX7T57 (Z=PnER)
BT T, EHOEZTHILHE2/3T7 7T THE2LeHRELL .

If ~, their jobs will be much easier £ % V), [FAFIEEZFOF

W EERBETEXGAED X)) v M BERRENTW S,

(2] [1] ZREAT, BEOTEPHLOOENDEER, =

FRICAD Z53 AR ZHAIT S

E1RTTTINLEINT T TETE, [HATLRLIE |

ACECEZEE] ZOWTHBILTBY, BRI REENEERL T
Vo TWa 2 ENHmAINL, LX), [ESFIFHEALAFOE

EEBELT, BAFIEDDES LB EFEETHD] LES |

H—HLTFRELTWD I LR ZDT, TONEIZED EIK
I LW,

[3] [1], [2] ORBZEIFZ TEREZBKYT S
—REVLVARTYH, EEPECERLTVWBIEETIATVS
HNDX®, BIRBO—EBLHPEAXNDRNICEDHEVDHDIE X,

XEDP2A-Z1C1-05

4 TiMET—~ R
Point (1) ##ZL X9,

Ji\Warning

XHARMEOY S, €DIT
75 7R3 TR, HWEON
779 7DERDONAT,
WHOWMNICED bOEHEITH

A

EFHOTRRPLFHEOmMN L —E
LEELEWIZh 2hb b
3, a®bZEATLIEIA
BVb, T 77 7DREME
THEZ TGRIEAZBIRL X
I o
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BENFEOFERIITROEBY

a [FHAFIESWTESICHET 2 L) MR ERE AT T &
T, BODOERZ I ENTE D, :

b [FHATFORSEEMRT 2L, RBENEYRIZORN D720, Pk

SICHR Y B LM A 2 HIEALETH B | :
¢ [FAFOWRMIIT-THZ, TEEXL, HWEL, WETLL
T, WXL, AR SE2ILNTEXS, ]

d [EVAATERZEXBDLE FFTRE L, [HHOM
Hizwor] #HFICHOATEZETH S, :
ald [HATOBREELEDN Lo LBELZ L] IZERLTVDA, |

GATFOHREEMEHL T, LEL SATVLIEREEEV DY

DR UNEADZEDNEETH), ——APHMTETHLENE )

FUAXEBICR L CHEATIUER LI EDNTE LRV EERDE N0,

Kﬁod@rwo&$%%z5&gﬁj%ﬁ%ﬁé@ﬁﬁ%awa

FEOWNTIZ A VO TAE, bid [#:0ELHMT HEE] 1200w

Tiwa%ﬁ I%®E%®Fﬁ&$#£§$®mwtwpk%

HRECELGAIES ORFS LR T b BIZRB) ) R

RN E%&O&ié& X, D [E2HREEH2HATO |

HETIFIZLICED, bR nh, BRI S¢2] 25 |

Rk, IERELe THADo

(3) xttcRAfR%ZE oh A, SEMEFEEZFEVD TS
Process
(1] ZREZBNSISTORMEDOND
BT ONEDINT 7T T DORKEDF DT, FFTWEEONNTT7 T
THNOFEDTNE DN 5o ZNET TIRHWH R 2L,
HBOINT 7T 7 BT 5, :
(R)TRLZE I ,I%%a@%3ﬂ7757%2~4yuﬁ%2
Blzk~Twa, £F, £3xoa0r (1) KEALLH, 20
CEBRAE2DOD%E (F) (3 EE THBHI LMD, one of the
most vital pieces of information = the date of the move &\ B :
RIZERDE, TONRTT T TIFRENT L RN, [EFTE
EHETLAMEEXEN] LI NELMELTBLLELNDH 5, |
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(2] ZEFRZESOXDRBELBHRZEZD

Customers knew {where to reach the companyy,
S, V, 0,
but  not e
(they did) (know)
s Vv
{( © ) they should use the new address|.
0O,

22T D HI DRI HLE but [EIOERICHFLFAEERL TV 5
® T, where to reach the company & ( (© ) they should use
the new address O¥FEEEIfR % AL 9 o not IEHTOHT & [7] UFEH
FEBELTCELSERVWE ) ICT 570 EFE L BFIAIE S L
T, Z 2Tl they (= customers) did not know D&M, FiFZ

HOMSHEIZL T, WHILIEH LSO [{EFT] 3o 7298,

Hff z&HEEN72012, [Wwol »EZ20H LW EFZ#H2 XL
VORI DINSRrolcl ) T EITR S,
(3] FREOABZISIKT D

(VD] 2R3 EPUEIL b OEERIF] when D Ao FR Y QIR T
IXEFEDRV, DEXY, 1EfE T b,

(4) and P2ECHNEREHHT, ELLWXEEE LD

LHH DA Once THE AHPEZ T TR PR EDLD 5,
SRR and 13 but FEk, SCERVICHFELFEAZERT 50
and DHEAZAYETEOTWCEV+H0IEHR>2TWEZ LS
FEHL, BIdEALLS+V+O00HEHPHALDT, Sizdk@can
LASEHE N TV D EHERT 5,

Once| you 1dentify the purpose of your document
ewes) SV 0

and
(/\ you) have considered your audiencel,|

s, V, o,
1solate the key message
v Y (A that) you want your readers to rememberf|.
(frT) s v o

o

O OnceS+V~, mHlE- [~L75, - Ladw]
Ex. Once you have memorized a new word, try to use it in your
daily life. (L VWHEEEZ R Z /25, HEAETHEL ) & L TAE

XEDP2A-Z1G1-07

VA

12D E%E T - L ¥ —
7— FTHIMLT 5 LT
572\, audience & readers
D — AN 72 L R T E T W
AT lMrbb L9, RLJK
ICTk%z,
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Evy)

ZNHH and THIINT [~LT~L726] Ewn)itiilzo

TV b, BHRHETE [~OZLEHBLALET] ELTORH, |

[~DZExZERLH] TH L,

O identify ~ ot. [~%HHFET 5]

O document 7. [ 3 |

O consider ~ vt. [~% K &2 5]

O audience »n. [#i% @ W& 5i& ] 4RI T35 CHEAN] 1T 5
AETERTA20T, [FH iqhF] EARETHZ L, FEHT
lX readers EEWVWEZ 5TV 5,

O isolate ~ ovt. [~% 57 HET 2 (VDL TE 2 5]

O key adj. [ E% 7 |
key + & (~) T, [EEZLZ~] vy EHEREWV,

key message DEZIZHIAHNT, KD remember O HWGE

WRITTWAB DT, key message 2SHWREIZH 72 5 ATE & %
2T, HHE OB that 2 fli> CTEKZ & 5 & Lw,

(5) FHFBOFENRITEEZD

Process

[1] ZEMZEISTINSITSTOREZDOHD

i G DIXEE 1 o 552 In fact THE->THBY, BfR
7R ERITTWLDT, B1LEEORTTITOMNEY 7 &
YT VAo TWBEEEZ, BTN T T T IEROREERIEEL

X 9. %2 XL, shorter is better . Keeping your document

short ensures -+ / Economy of words also saves -+ &, §-XTD
TIZBWT, THWIEFL W] L) 2zl T,
(2] ZEFZESTXOBELEKZERD

Busy readers ( (® ) concise documents. (U L & & F (&
concise % XE%E ( )o) & BHDHDT, concise D% HEH
LU B, .13 ~ 14 T This message should be clear and
concise — usually stated in only one or two sentences & 3 TIZ
BEHLTWAIEIEHLE) . — (=4v2a) (3 Bui
A" &HFRITOT, [clear (BHHEZ%) and concise =72\ T\, [IA

D], 2LTORBRENTWEL] &0, DF D, concise =%

WEWH T ERDD L, ICLWEATZ L LREB S5 concise
documents (ff#7%30E) ZHFOIETTH S,
[3] FBREOATZIEKT %

BPPNE TR TEARNLBFHTH 5,

(=9 3) 20475 (BRHT2)] 2T bae

ST, Once #57Y v ETILEREIALLHAF 205,

XEDP2A-Z1C1-08

AN

[#H$5; HYH72ES ]
¥ thank T3® appreciate T
bEEDBDS, MEHWEEICE
NEZPCEBEPLE, 9
Vo 2z, PIXTEH
25 ERNEM,
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Effs d @ thank X U< [~ 5] OB, HIYFE
2N ORELELOTHERE,

Ex. 1 appreciate your taking care of my parents.

= Thank you for taking care of my parents.

(MO 2 TN THEICIEEHL T 5D,)

ald [~&2ZFAND] L) BERED, [RIDDEZHT S
EVIH)ERAEWT, ©7 LAEBIZHT & v ) BIRIZIE RS 2w
DT, ¢ [~%BED ] TIEBDOEKRIZZR DD TRHM,

(6) NTT5 76 BT B ETCRBAEIBIET S
Process
(1] E7NSITSTLED REY I EFlZEDHD
[WMET—~ 5] @ Point (1) XV, ETEREDNTTZ
TOREY 7TV RERZES,
EBINTTF7
KEITII/NT 7T IDIREENTVWDEDT, HET/35 75 T2 K
MTRTAHALE, UTOEB) THD,
ETNTTIT IOy — THEEFMETHLHN LN,
INEZIC, REIODEST S, 72720, 415 v 7fkTH

PV D ZOBIERALLT T, E1EE2HSHROMERR |

ETELWVDT, IROIST T T T 2 hERT 5,
E8INTTTT

B1%1E As awriter (%X F L LTo) THED, your |

challenge is ~ (H7%7-OEIZ~72) EH DT, ELBOEE
ME A A L T Ww b, when a sentence has reached its optimal
carrying capacity (AN O 2 FMEIE L 725) O [\
FTEZETopEREHEVLS] EER I,

% 2 i In the preceding example, - & & 5 DIZEH, B
WZHBBNIOWTEFLWEBAZIAO TS LHEWTX %,

53~ 4 IFH L TR W UTIR 2SN TBY, 5L, Th
LICEDLIRETH 5,
BE8NTTTITDIMNE Yy - EORERETREZIEREIEL
PEMBZENFEEFOHRETH 5,
ELINTTST

BRI DI /NT 7T T # L% % F T, Your sentence would
then read as follows & & %, then (%9 31UL) % F230 0 (12,
A FIT R G | ) o 7oL 7S L FFET & B,

BINRT 7T 7RO E DT, Ny sy TV Ak
Lo
(2] E£7NSISTUBRDINSISTRMZERERT S

XEDP2A-Z1C1-09

TBEF—< BB
Point (1) #HEEL X9,

\Warning]
[ & E#R] 2850 T,
[A% 7 (not necessary) |
L) KBIOMISIEH, 4
SHSF b wEEE, 1
DI 2 DM LOERE
EYAATLE > TWBI[HE
PEEEB I o




[BEAR]TAR R2ELXRFI—X HEIMAKI—XREE

MR RN TR

ET73775 7 LEOMR S OEZEME +BIR
85757 HlcE TN AIEHICH T AREERE (3 ~4
30)

DV a—VOLFRINPTFREES L RRELLZLE

B EL N L

- 5 NOANii & Ko 7B W22 &
CEEDFAARITEBL X2 L
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w[1¢.3 desire [dizaor] n. [ KE] ot [ (58<) 2L
Ex. 1 have no desire to visit that place again.

(FAIH OB % F7-3in7- v e id B b v,) (WP)

Y[J¢.4 convey [konvér] vt. [(J&IE - BE L L) 2525 &ESR]

Ex. Please convey my sympathy to her at this sad time.
(ZOEL VIR BR AT ZIZBIER 723 v,) (WP)

%[]¢.8 announce [onduns] vt [%# %% $ 5]
Ex. They announced that our train had been delayed.
(BRFF L DBEBEAENLTND ERE L2, (WP)
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%*[J¢.8 neglect [niglékt] ot. [%25 ; ZEMT S ; 213H) > THBL ] n [BIZ BH]
neglectto - T [ 952, %R5 (BAZNITA], L] OF,

Ex. He neglected to mention that he had spent time in prison.
(MRIHBHTICA> TWieZ b2 EbhWwWTEBWz,) (WP)
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wl10.9 vital [vaitl] adj. [ AW /R7%  EEZAE L7
Ex. Practice is vital if you want to speak a language well.

(oAb Eilx LRI Lnwa 6, MBIEATRZ) (WP)

Yc[10.12 identify [aidéntofar] ot [ZHFET 2 | OHITTEMERT S 5 ZF—HT 5]
Ex. We must identify the cause of the problem before we look for solutions.

(FA72 B RRE 2 T RNCHEOFERZH S 22 LT iE iz h 1 A.) (WP)

%[J¢.13 isolate [aisolert]
ot. [~% 58T 5 W0EELTEZS) BHET 5 (from) ; 27 EE5 ]
Ex. Some farms were zsolated by the heavy snowfalls.
(B odiZik, KEOLEDIINLLZEZAEH>72.) (WP)

%[10.20 per (55) [por] (3#) [pair] prep. [1ZD & |
Ex. The speed limit is 110 kilometers per hour. (fillPR#E B 1ZH# 110 ¥ T Td.) (WP)

%[10¢.29 precede [prisid] ot [ X YIRS 5 ]
ARILH D preceding | precede DILEFI. #B] (the ~] ODTHW LI [HID ; JEirL> ;5 Hi
W] (& following) DEE,
Ex. Look at the table on the preceding page. (HiDR—Y DFEx HTLEEw,) (WP)

¥[10.31 relevant [rélovont] adj. [FEEMLEEZMEE b2 5 BENH S (to) @7 ]
Ex. The fact (that) he’s older than me is not relevant.
(DR E VAELZE V) 2 EIE, SLTEETIEZV.) (OALD)
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Neglecting to put itself in its readers’ shoes,

58X (= Because the company neglected to put itself in its readers’ shoes,)
tte company forgot to include one of the most vital pieces of information

S \%
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O 0023~24 '—V EVDCEEHEERICTD (RET D)
Keeping your document short||ensures |that|your key message }.
v@&@&E) o (o3 \% 0 SEVAS)
S
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00.34 RDEBD
Your sentence would then read|as follows : |-

S V

FREDS A (=F5FENAM) ] T, read ICHMFED W EIZHEH. 20 read ZHE)
AT (R Ldy) - L@wd (HFEVTHrH]] OFKR, [ UHETHHORIIZ sell 5,
Ex. This book sells well. (ZOFRIZL (BN TW5,)
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