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内容概要

随着时代进步，如今商务英文写作已经成为了一种必备的工作技能，为越来越多的商务人士所重视。
本书正是应广大商务人士的要求所编写，分为8个部分，从基础的写作常识入手，到各种分类函件的
实际操作，再到常用商务词汇和常见商务语句的整理，由浅入深、层层递进，让您可以轻松地掌握商
务英文写作。
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章节摘录

　　Party B shall perform the standard working hour rules in accordance with the government regulation, and the
working time should be exclusive of mealtimes and overtime.　　Party B shall perform the flexible working hour
rules. After assured to finish Party A's work, Party B's working hours and rest days shall be executed according to
Party Asretevant regulations. Where Party B performs the flexible working hour rules, Article 2 of this Contract
shall not be applied.　　Due to the business nature of Party A, Party B shall in turn have weekly rest days arranged
by Party A.　　According to requirements of business operation, Party A is entitled to require Party B to work
overtime after consulting with Party B. Where Party B is required to work overtime, Party A shall accordingly
arrange paid leave or overtime pay for Party B in accordance with Party A' s relevant regulations.　　Party B shall
be entitled to the paid holidays and leaves as stipulated by the State. Article 5 Working Discipline　　Party B is
obliged to observe all regulations and work disciplines made and amended legally by Party A.　　Where Party B
breaches Party A' s rules, regulations, and work discipline, Party A shall take disciplinary action against Party B in
accordance with related law and regulations. The disciplinary action shall reflect the seriousness of the breach. In
serious cases, Party A shall terminate the Contrad with immediate effect. Article 6 Social Insurance and Welfare.　
　⋯⋯
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编辑推荐

　　商务英文写作必备的工具书！
　　【第一部分】整理了在商务英文写作中需要掌握的写作常识　　【第二到第七部分】分别就不同
的商务写作分类进行了具体的操作和相关知识的讲解　　【第八部分】总结了常见商务词汇和常用商
务语句，便于掌握和巩固商务英文写作的常用表达。
　　用最短的时间、花最少的精力，　　打造最强的商务英语写作能力！
　　【表达集锦，巩固记忆】《商务英语写作一本全》中就商务英文写作用到的常见商务词汇和语句
进行了总结和整理　　【入门知识，奠定基础】《商务英语写作一本全》在第一部分详尽地编排了商
务英文写作中的必备常识　　【写作分类，具体操作】《商务英语写作一本全》整理了在商务英文写
作中经常涉及到的各种写作类型　　【句型词汇，重点学习】在具体学习过程中，为读者整理了本章
中的重点词汇和句型　　从校园到职场，必备英文写作模板手册。
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