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suggest Idoforthecoverpagell DO U OO OOO0OO0OOON
[1 0 875.Have you read the presentation I gaveld O O 0O 0O 0O 0O O
OO 0O 876. You need to make some small changes. 0 [ OO [ [
OOooodno 877.1f 1 wereyoull 1'would put the production
Information before the cost so that it sounds justified. U [0 [0 [ [
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(1 00 O 878.Just speak with more confidence in yourself. [ [ [0 [
DO000000000000 879.Now what about the letter for
mediacontact] DO O OO0 U0O0O0OOOOO 80. How
dolstartittd OO OJ O OO OO 881. Then put that you will be in
charge of coordinating the media for certain events. 1 O [0 [ O [
JO000000000000 882.Should | tell a little bit about
thecompanyl OO OOOOOOO0OOOOOO 883.Thenyou
tell them that you are looking forward to working with them to help
Inform the community about our company. O U 0O 0 0O O O 0O [
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good to mention something complimentary about their ability as a
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885.Always end the letter on a very positive[] confident note. [ [
JO00000000000000 Dialogue A [ Before
handing ina reportl] Miss Wang[d a junior secretary] asks Miss
Huangll asenior secretaryl] for some advice. LI [0 A Miss



Wangll B Miss Huangd AL | think I need to get this report
proofed before | hand it in. BLJ Good ideal] ALl What would you
suggest | do for the cover pagel] B | would get an old one from
drafting so you dont have to spend a lot of time in it. ALl | might do
that. By the way[J have you read the presentation | gavell B[ It
was good overall. But you need to make some small changes. ALl
What would you suggest | dodJ B If I were yould | would put the
preduction information before the cost so that it sounds justified. A
(1 Anything elsel] B Just speak with more confidence in yourself.
ALl Thank you very much. Dialogue B [1 Miss Huang is giving
suggestions to Miss Wang on a letter for media contact. [ [J AL
Miss WangLl B[O Miss Huangll ALl Now what about the letter for
media contactl] Miss Huang. how do I start itl] B First of all(]
you identify your namel title and company. Then put that you will
be in charge of coordinating the media for certain events. And you
just wanted to introduce yourself. ALl Then should I tell a little bit
about our companyl]l Something like how long its been in business
and what kinds of products and services it offers. BLI Yes[] then
you tell them that you are looking forward to working with them to
help inform the community about our company. Its also good to
mention something complimentary about their ability as a journalist.
AL Should I inform them that | will be calling them the next week to
introduce myself over the phone and answer any questions they
might havell B[ Thats good. By the way[l always end the letter on
a very positive[J confident note. Notes [1 [1 1. the cover pagel] [
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[1 [0 spend a lot of money on sb/sth. L1 L1 They have spent a lot of
time and energy in their Englishstudy. 0 O OO0 00 00000
O0O000000O Ourgovernment has spent a great deal of
money on the national compulsory education. O O 0O 0O O O O O
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