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Define %5 i RIAT

Describe & X +32 BEKF AT

Explain & X AH1H f B I
Contrast/Distinguish FEHEIPFEE LRI A, B& B B 5E XANIX )

Analyse ZpAfTELAETEOL, 22 MBS U

Identify #K A%

Explore AMYEMNFHA Fo¥T, IBEFHFE case Ml case ML A (use common sense)
Assess/Discuss H BN SE, FHEBIEMAMETTE. 75200 1 SO BEEILA
Construct the case for ZHFMLAL, JFiR4 supporting

Construct the case against XTW A&, FH&4E supporting
Recommend 4 H &1

Criticize fILTEIEAA L,  FHHEME supporting (JEH 5 best practice ASFHAT)

Evaluate/Critically evaluate MRS (S F/06)

BT Z: BHE Model BXR

* Business strategy -Mission (values), goals & objectives; Strategy lenses

* Strategy position - PESTEL; Porter’ s diamond; SWOT; Porter’ s 5 forces; Value
chain; Culture web;

(Industry life cycle; Scenarios & forecasting; Marketing mix; Benchmarking; CSF &
KPT)

* Strategy choice - Corporate parent; BCG; Ashridge model; Public sector model;
TOWS matrix; Strategy clock; Growth method & Success criteria

* Strategy implementation - Organisational structures; Mintzberg configuration;
Change management - types & contextual factors; Balanced scorecard

* Business processes - Process redesign; Process—strategy matrix; Software;
Outsourcing

* Information technology - Supply chain management & e-procurement; 6 “I”7 s;

Customer relationship management; Pricing strategy



* Project management - Project life cycle - control; Cost & benefit management;
Risk management

* Finance - Ratio analysis; Expected value & decision tree; Budget

* People - Leadership; Job design
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Professional Statement Letter Article Notes Speech Memo
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Statements

#Ah statements FRAEBE Sy, RE B ARICANE I HIREIRIT, 2 VU B A O AE !
Statement 73 A LL T RS .

B —

Statement 7] LL2BSZHI AT A ], ATRAEEE M E, WA DARPSAE ST A TSR L.

HARN AT DU AR T B ATHER, SRE0E DT ROMIES R, e A S M e 1, B KA R )
EEATPAER, dEP NS, BRI TR &R 2 I = ARSI

EEU

* A press statement consists of clear short paragraphs written in the third person.

* ltis likely to' have an opening paragraph, delivering the key message with background

information and data provided in sections below.

GIEER
Statement from the board of XXX company
For immediate publication and/or broadcast
XXX company’s response to recent events
Tk

This statement is issued by the board of XXX company to address several issues of + Zf|i5 5. In

response to criticisms made of XXX company and other areas of discussion made in the

media/public, XXX company would like to make several points to clarify its position on these issues.

7R

We hope that this statement has addressed the concerns of all of our stakeholders



L

Statement 7T DLjE A F] 5 H T35 4 HHT [ & AT 2B 1) presentation, X B & — s /= TR T BHT R A/
RS, FALSTHIT) speech. KA R —MA#E K S NBEARAT NG ®EST], (HERBE
FE SR E PR E AR L XS 25— AFR !

&
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If you are required to write a presentation that should be delivered, ensure it can be read out.

*  Writing for the spoken word takes practice, so try reading out your own-answers.

*  You may be required to write notes supporting a presentation, in which case you will need to
use short sentences, focusing on key points.

*  Remember that the purpose is to support someone delivering a presentation, as they will have
limited time to look at detailed text.

FIFER

Ik

Thank you for attending this meeting (— %2 % 4= K-2x kT i) K A 4%)

de

| have been autherised by my board to provide a full and frank statement on the+ 715 5t .

I will be happy to explain any particular point in more detail if required.

7R

Thank you for listening to this statement. | am now happy to take questions.

Letter

SEHE, SR EAEE get FUFREML ! AL R LG Al Email, BRRIEEAURERKCEA

out i ! HWAHERN 7 RIEWME SN AFURBEMG A RS I K KEREFEPER

H U

* Aletter should start with the sender’s address details (put the company name and follow with
‘Address line 1, Address line 2’, etc below it) and the date.

* The letter should commence with ‘Dear XXXXX’ as specified in the requirements.

* Throughout the text of the letter, write in the first person, using phrases such as ‘I’, ‘we’, ‘your

board’, and ‘our company’ to personalise this.



* Keep the audience and their interests in mind throughout, and refer to them on occasions to
make it clear how your answer is still clearly focused.

* Conclude with a suitable sentence, thanking the reader for their interest or time. Use “Yours
faithfully’ where the addressee is anonymous, such as ‘shareholders’.

* Use ‘Yours sincerely’ if the addressee is named.

PLE#ERAE E, BHERR KRELSEN SEERK!
#%7 hin B!

Letter to XXX (Wi AN 44)
Hig NAH] XXX company
Street( 56 H1 %A S AL T PA% )
City (Z5 A S I3 T 44 7T PAZ)
Date (7] L5 21 H 1)

Wi N A FE] XXX company
Street(Z 1 & A PR L TT DLgR)
City (L4 %A & B3k T 44 7T LLgw)

Dear XXX(ftE AN 4),

WIR GG T LB

| write on behalf of government/company/shareholders(t % it 5 ix #{%) in response to your recent
+ %4575 5 . | have been asked by the government/company/trustees/shareholders to to convey our
expectations/disappointments/complaints/dissatisfactions of you in respect of +Z 41|35 5 .

AR EE, THLER:

Thank you for your recent letter on the subject of + %41l 5

In this letter | would like to explain the plans/decisions | have for introducing/making to address

issues+H 1 i th 1 in) @1

TR RIF AR RMIfE AR



| hope | have been able to address some of your concerns about-+ 2151|155t B¢ 251 T ) A 7] 44 7R

and that the company continues to enjoy good relations with 515 A\ FTLE ) 2 & 5L L o

With all best wishes,

HiEANZ XXX

On behalf of 515 N4 4

e AN AT A BRI 45 s

I would emphasise again the seriousness with which the government/company/shareholders of the
Wk NFTFE R AR 81 view your management failures in this unhappy episode and we look
forward to hearing your considered responses to the points made.

Yours sincerely,

HEANEZ XXX

On behalf of S5 NAF 4

Article

- EECYERESIE, ML,

.« GEEBRASERCE.

o XM RS, RARMRAL— T,

WRSE R T HESENIZG], TPk fRgsl, U sA9H.

These must be difficult times to-+Z 4 HF (A &l /E H 2 AR

What does the ZfiH 1A F/EF /MR do when it is faced with significant
problems/issues/failures? W] LLZ H&ENA), SRUI4 Hijivk, EIER 2 BN FERIX 2, &l
Wil ? " “X RSB A F g ?

g

Recent events have raised a number of very serious issues for+ /A @44 . It is difficult to know what

the future will hold for the company, with such a substantial threat/pressures/accident.

R R R T RAESNRRZEG], IR . BL corruption Jyi:
Corruption, of which the offering and acceptance of bribes is an example, is a serious departure

from the highest standards of integrity in the operation of an organisation.



SR NRERR RS, H R ZEI XS R IUE I, R A AR R

Corruption creates inefficiencies in society and it is fundamentally undemocratic, and, in each case,
an ethical failure. It also costs businesses and, in government corruption, taxpayers, a great deal of
money in lost earnings as contracts are awarded based on the size of the bribe rather than value for

money for the taxpayer or shareholder.

Briefing notes
RS R R o 5 R ICEO! L HE 2 N o 22 5 HLA 5L S Y 46 O 2

EEU

* These will be required to provide information to brief a board or committee, or external parties
such as institutional shareholders, on a particular event or decision.

* They will need to be well-structured, focusing on the key points at the start, with background
information provided later.

* Briefing notes, along with management reporting narratives and press statements, should be
written in the third person, referring to ‘the. company’, ‘XYZ Ltd’ and ‘the board’, rather than ‘I’ or

we.

HEERK
Briefing notes for board meeting(#& 55 £ jij 1 £ F 4 22)
Prepared for chief executive/Chairman(45 #E#E % ).
By XXX(Jii 7] /A5 15)
Date(’5 51 H #1).

T ks
%4175 5 +raise important issues of + FL {4 1] i
In reflecting on how to deal with this and how to frame our response, it may be helpful to consider

the situation we face as a board.



é;j:(: ESE
Because of these issues, it would seem prudent to consider these issues as a part of our

decisions/options/alternatives.

Speech

KL = B Y AT 48R, MINAZAN T ZE I YA -

H U

* Be easytoread out.

* Begin with a formal introduction, for example Welcome Ladies and Gentlemen

* Provide an overview of what will be covered

* Connect each section with narrative designed to make the speech sound convincing, logical and
persuasive

* Not contain bullet points (how would you deliver them)

* End with an invitation to respond: ‘Thank you for listening. | now open the floor to questions’.

Speech on+ %41 i it

Ik

Ladies and Gentlemen, | begin my remarks today by noting that we meet at an unfortunate time for
business recently. (£ 1#5 5) This series of events has heightened in all of us an awareness of the

H

vulnerability of business organisations to+ Z& {1 i i .

é;j:(: ESE
| very much hope that these brief remarks have been helpful in persuading -+ /7 Ax/%2 4% to consider
the need for+Z 4 &L

Thank you for listening.

Memo/Memorandum
R 24T T 7 4 T L A 0 2 i Y I O I B R 1 A 30 8 S 2 i B O B R QQQ.
T LA PR B A 2 T 2 T Ak B (AL

FEU



* A memo is generally written to a particular person or persons (such as a board committee or the
CEO).

* A memo format will need to be headed ‘Memorandum’ and have the To/From/Date/ Subject
information at the top.

* The style of writing will be precise and factual, leaving little room for interpretation. It will be
written in the first person, directly addressing the person.at whom it is aimed (‘you’) and

identifying the author as ‘I’.

FIFE
From: XXX (CEO/Chairman)
To: XXX (all senior officers/directors/managers)
Date: ik H
au s

Re: Information on-+ &/ 5+

Colleagues, (5 XXX, 5Z5HEMN)

I3k
| know you all share with me and the other directors our heartfelt sorrow/sadness+ Z 1|15 5t
In the light of the tragic loss/accident/issue/problem, the board felt it vital to write to you all at this

H

time to remind you all of a number of crucial aspects of + Z {1 ] & .

g

Thank you very much for your understanding and full co-operation on behalf of XXX A &l/H1L14 %
PR

XXX N4

CEO/Chairman

Report
NMAAREHL, EHELLT Memo/Memorandum

FEU



* The purpose of a report is usually to inform, occasionally providing recommendations or
suggestions for future action.

* It will have a wider circulation than a memo and is hence more formal in style and wording.

* Like a memo, it will be written in the first person..

* The initial structure of a report is similar to that of a memo, although the heading would
be ‘Report’.

* ltis good practice to provide an introduction or ‘Terms of Reference’ section at the start, stating
exactly what the report aims to cover, and. to finish with a summary or conclusion.

* Use of headings and sub-headings will not-only improve presentation but also add to the ease of

reading by the audience of the report (and the marker of your exam).

Hh )2 R i

o fR¥E required #I| /bR !

o IR (R AR A FONIERERY N BB EZ required [ questions.

o IR FHE A FRALOHL R B, S S PE September/December 2016 — Sample Questions (]
Q1 Xuland HJdkfF 2

© ERZEL

2 TR HE LT[R S AA] I 44

fid 1k Solve, deal with, cope with, handle, resolve, address, tackle

#¥#: Damage, hurt, injure, harm, impair, undermine, jeopardize

75 5. Give, offer, render, impart, provide,supply, afford

¥ 7%. Develop, cultivate, foster

fit#: Advantage, merit, virtue, benefit, upside, strength

Hpti: Disadvantage, demerit, drawback, downside, weakness

ffizk=%. Puzzle, bewilder, perplex, baffle

). Key, crucial, critical, important, significant, vital, substantial, indispensable, imperative
il N: Think, believe, insist, maintain, assert, conclude, deem, hold, argue, be convinced, be firmly
convinced, be fully convinced

{#47: Protect, conserve, preserve

fififr: Assure, ensure, guarantee, pledge



H#EM: Bad, baneful evil, harmful, detrimental

#3k . Request, demand, needs, requisition

WPB% . Eliminate, clear, remove, clear up, take away, smooth away

F3: Lead to, bring about, result in, cause, spark off, conduce to, procure, induce, generate

[Xt: So, therefore, thus, hence, consequently, as a consequence, accordingly, as a result,
because of this, as a result of this

WK 4. Grow to, rise to, increase to, go up to, climbto, ascend to, jump to, -shoot to
[#{k %2 : Dip to, fall to, decline to, decrease to, drop to, go down to, reduce to, slump to, descend
to, sink to, slide to

fr¥FF2 %€ : Level out, do not change, remain stable, remain still, remain steady, be stable, maintain
the same level, remain unchanged, be still, remain the same level, stay constant, keep at the same
level, level off, stabilize, keep its stability, even out

S| Dramatically, drastically, sharply, hugely, enormously, steeply, substantially, considerably,
significantly, markedly, surprisingly, strikingly, radically, remarkably, vastly, noticeably
“FFadh: Steadily, smoothly, slightly, slowly, marginally; gradually, moderately, mildly

‘HH: Allege, assert, declare, claim

&M:: Happen, occur, take place

J5[X: Reason, factor, cause

& J&: Development, advance, progress

H#ifr): Useful, helpful, beneficial, profitable, rewarding, advantageous

. Influence, impact, effect

BH{E1: Clear, obvious, evident, self-evident, manifest, apparent, crystal-clear

ii: Comprise, take up, account for, constitute, consist of, make up, occupy, hold, compose
5...#Htk: Compared with, compared to, in comparison with, in comparison to, by comparison with,
by comparison to

Xf LT & : By contrast, in contrast, on the other hand, on the contrary=, conversely

J&7~: Show, reveal, illustrate, demonstrate, depict, present, represent, describe

K%j: Approximately, almost, about, around, nearly, roughly

¥ 7. Fluctuate, go ups and downs, display a fluctuation, demonstrate a fluctuation

Hsz I. Practically, in practice, essentially, in essence, in reality, in effect, infact, as a matter

of fact, itis a fact that



#:52: Namely, thatis to say, in other words, to put it like this, to put it differently, to put it from

another way, to put it from another angle
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