1. 商务报告

                            Report of the task force on teaching enhancement 

Summary. At the request of Provost Tchitchikov, an all-university committee, the Task Force on Teaching Enhancement, was formed to investigate the feasibility of setting up a center to enhance teaching here at Northwest Central University. After soliciting input from students and colleagues and investigating what has been done at other institutions, the Task Force unanimously recommends that a Center for the Enhancement of University Teaching be established. 

Body of the report. The Task Force met on a monthly basis, and members of the Task Force also participated in a weekend retreat. Members attended several conferences dealing with teaching at the college level and invited several experts on the subject to address it. The Task Force also solicited comments from faculty by sending letters out and putting an advertisement in the campus newspaper. We received numerous replies, most of which were supportive and positive. Several subcommittees were formed to investigate how a center might be funded, how it would function, and who would direct it.

Recommendations. It was decided that: 

1. The center should be seen as a faculty resource that would help teachers develop their teaching skills and be shielded from retention and tenure considerations; 

2. It should be housed on campus and be readily accessible to all faculty members; 

3. And provide for an assistant director, a full-time secretary, and adequate funds for computers, stationery, and other needed supplies. 

Summary of the Findings. The committee recommends that this center be established by the end of the current academic year, despite the current budgetary problems; the committee believes this center will greatly enhance the quality of instruction on this campus. 

Appendix. 

1.  The charge to the Task Force; 

2. A list of Task Force members; 

3. Faculty letters; 

4. A report on teaching centers at other institutions;

5. Suggestions about how the proposed Teaching Center will operate. 

2. E-mail

Dear Ms O’Flanagan,

Thank you for your e-mail of 5 September. I am pleased to confirm that the SR100 will launch on time on 20 November with brochures available from 8 October. 

We are also planning a sales conference for mid-October to train salespeople in how to use the product and brief them about its selling points, I hope to confirm the dates and venue of the conference in a couple of weeks. 

If you have any questions, please do not hesitate to call or email me. 

Regards 

Cherry  

3.  求职信

Dear Sir or Madam.

Two years of High School accounting, supplemented by summer work at an accounting firm and strengthened by an evening program in accounting at the Abrames Institute have equipped me to handle the general demands of accounting work. I would therefore appreciate it if you would consider me for an accounting position in your firm. 

I am presently employed as a tax consultant with the Avida Manufacturing Corporation. But I am looking for a position that would make greater use of my broad training. I would also value the opportunity to get into a more advanced phase of accounting. I plan to continue my accounting education through a night school program at our local community college. 

The enclosed resume summarizes my education and experience. It also includes the names of three people from whom you may obtain information about my character and ability. 

I would very much like to talk to you in person. I may be reached by phone at 666-6666, Ext. 9123. from 9 A.M. To 5 P.M. or at 555-5678 after 6 P.M. 

Sincerely yours,
