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DEEBTHL, ARLEADFHR . BFOEEOANOTH I LICTE
i,

TERBEEONRE L REOHRIC 2T & v FEOBRE, T2
RETH, TORESHENC LR LFIREL TnEans, 3
MEF TR, G TRERELES Tt v, w3 X5 hE
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RAER L L bz, BEEFD "RANXNENLBANCLERI A
Td) EWIMEOERPREBMNEEOBECIIANTY D
Wik, MESEEOEBERIrILWIIEREELLEb LW, ERLDS

TANDHBE, BEFEBRRSITETSCVOWEBICEAILEBTE
v, BEZEORICL -2 LEEBEFERVLETHY, KHOHR
LBERBCBLTIOL S 2 AR IEET 2 00T LD~
DS ZbMEEL D,

MEEZEGHOHTERY, —ROEFXOHFREENTES LR
bOELTI), TEBERO—HSELTRET S, tw RO LD
MEL, TEBEL LTREIOIHBNLED, LW IEBRIZZIL L,
ARETR, BEISBCBMNLREETRED S L, b L NEER
BB L HEEY, —RAEEL2{MEDLOTRRZLEBHLLT
HoY, CHETEERBETHOLEI A0S, —MBLEFTORICL D
ZEZADVANALRER - BEN, LXIEEOOSN, EETEED
HNT, AEREOTICENZ Z ENEEA L LO LB, 'PHEERE
OAEFEBOHIR,) IEEEBO—WREZBLIER2FHTHD, 2
O THALEROKIR, OBEMDLD X5 2BET LI &5, BEES
OMBHEZTICLOZWBEOTH S,

=3

1) BEAHEOBEH+HREEFVEIEFO—HHTHE I LLDHKD
ZRMEIEHTH D, ki, AHER - HEETESEESRTE
TREE-HE N F 7wy, (FAXE 19815 T, MEIGELR
BEAMICIE commercial English T bbb BB I DEFETHY,
BRSO EABHEHFERER TR S W BERACEUATTE
It TS FOER T - EaRBIHEFCIEREGHA I L2
ETLOTHED, o THENEEL, E¥rLTORTFOET LN LN
FrLTOBREOWSCESERBELL I Lk 5153, L, (AES
&—V)b%%kﬁ%ﬁ%ﬂta(%%%ﬁﬁTTk@%??&é’t
BEESI R bk, L LEEEREORE tLT@%ﬁ%ﬁ ELT®
%@?U‘ﬁﬁfﬁﬁﬁﬂzénﬁwmmkwj_ T A F
2)%E@EWfﬁﬁmmﬁwﬁ%mﬁﬁﬁ%ﬁﬁﬁﬁ%awé:auo
W, B X THEARREOT T, (EYRA « 4 —4) 19865,
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HMEEBCBY AR L HZROBBIZ LT

BESFOHEMENEGOHNGb THWEZ, HIER v
BT, THARYLELEORL TV I L FTidnh, #EilelEstss,

BB L LA THMREE LA L 320K, TEEERGLRE
‘r’ﬁﬁnnq @%%nu, SEIHEE, HEEE, FHESR YRS L, BEO
SRHENBTFERE->Tovor, G90EMSFI LTy
MEAEBEFELHE B THELEL FHIEEY, Az AEA
OEFEVESTVEROLAFRVDLEE T LS v ) HE L
KLTWwaZ i, HehTHD, BROTFZAEAB L LMAT
RIEMEREERE R LT3R WEBRSICED L w3 B
HLAEIEROBEREOHT, RFEREL W) THMREE, dbo kb
ELbDERE®EEFLS,

3) SHOBXE BT AMEOHEA L ERRROER I DWTE, LR
i, BRCA/IME B TRFESEFBAM) (HREH) 19883F, F6XE
MEFEESGEE, *23Ee L,

4) ERHSRENM RS TH 05, Lotz AEH® TELEX
TR LIehic A2 2EHb, XETI 77 —4 (B Snkigh
EEEE LTI L c izl a e, BhCEE2 R 2=y —-va
yO$2 < EbNREINELUACFER TR TV 24, XBOEEE
MERBIERBRL T,

53287 75 7O HBEADEEHET Lo FIC 31 Tid, Wesley Richar-
d, “Guide A Write”, Dawn Press, 1982% &M, ZOBEOREL BB
Bl BR, EERLFTTLEFRARFOERTEHE > ATH S, REODH
BT 72 7EBE R T2 0EHBICWE £y, FNZT
27 A b LT, Allice Oshima, Ann Hogue, “Writing Academic Eng-
lish”, Addison-Wesley Publishing Company, 1981773 #&8FTH <,

6) HESEHEREITE - TAHNE, R EAZA—H—T4, BHEML WL
AP HIIOEERMITH200L 3022 kit s, ¥17
HEHENA Y 7EHE-TLEL, JLHOR—VYAFA~OBEED
HTL5THLS,

7) XDV~ 0B E L ERTRETT S NAREL OB
RHMEBIN, MEXKFOBESF LT HHITHIDOIEOHHAT L »HE
I%%”tu&wme HIgicidh VB Rk, RPEEL

, "RIEFOHODHE VL EOEBWEREVPA ST 05 ®WKT 3
7‘.: b)“t‘J: 24 5, Clearness (BEB# %), Conciseness(fif# %), Complete-
ness {FE£ &), courtesy (fLEIEL &), Correctness (IEFES) 19
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REBREOLMEEFLIEIRE»TH, BT LEL OV UL

VAL IR RN A DD E LI LD,

8) ML REMBIC L - TAHL, S0 LI RXFEFENSL,IION
T, BEFESECHBEIRIAL TE &0,

#  when the goods arrive, &3 { ¥ #% when we receive the goods,
ETaLDEEENS,

#I  when the goods are received, DFE, L LEBO well bz 5 &
IABELLWE SR, XEEET LSS,

9) BB LTRMERET S LFRKROEBITHE,

FI3z  We wonder if you can supply us with 200 dozen of Men's White
Woolen Socks No. 5669 at $15.00 Fob Singapore by the end of
August.

I ITRBEREET AR, FTHE, Thagv T, R4, HE,
s delt, AR L VD X3, IEEHRE - Td, Fob DO
YHR—LEEYMORRBRAERELTWS I LBHHTHD,

(BUHE - 74k, FiIEE, 6-2-—%)

10) F—bLBRAVBEI LR E> TR, YOLIXHERENRDS»ICTD
VT, BRI AT THEREBLTE &2, & 2, the price includ-
ing the cost of the goods, the insurance premium and the ocean freight
rEHyRIERAEWEZAR, CIF ) —BTELILEEZTA
HiF & v,

11) BESFLPHEESAEAOTESRAGEESL 2 it kD, XA,
QLo cEEs s e, BRFETTHBCHELTEE W,

The prices that you quote in your letter of 2nd April are much too
high,

BESHEBOTIROIICBEHMI LI ENTED,

The prices guoted in vour letter of 2nd Fpril are much too high.

Thank you for your letter of 10th August, in which you state your
terms for special deliveries.

BESHEFHWTRO IS CE S LI LHTES,

Thank you for vour letter of 10th August, stating your terms for
special deliveries.

B EEAROROEELER T 2T EHEENZ I LR 5,
IOERIBSCRISheees, MERLE L LERTES,

A_B.Kench, “The Language of English Business Letters”, Mac-
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miltan Publishers Ltd, 1972 pp. 5—6
12) EXERGTXEABRCT 27 DWW T, BHEET, fHscH
AL TEE v,

We wish to import 20 of your ‘Dorset’ tractors.

We want to know the best terms you can offer us.

IO oD EORCITE, EXE LTAETLERE, HXELT
BETALANHBEDD, bLENE L TNET ZH5ICE, fIOX
P, M5 EJEFEMCEEIBRILZ LItk bs1255, EXE L THHE
TEHEER, EESETH S 20, and THEHIE LTo0 X, BEOD
EICHERLER T, RDLSiTRD,

We wish to import 20 of your ‘Dorset' tractors and want to know
the best terms you can offer us.

borb INTREBEIIOFHRE LTI, want X\ 5 B0
ETELL, wish, want B2V HLLE- - FHRMAFER IR TV E,
s IOBRGRROLICEERAL-SE I LIBREAN TS,

We are interested in importing 20 of your ‘Dorset’ tractors and
should like to know the best terms you can offer us.

LLEERZIVWIXFlcL s 250 3 HE->TwhE, FEiRbs
BAZIWHIANEELILNTES, HRBEFEXTRIDR I A VI
RLUTHELR LD TR,

A.B. Kench, op. cit.. p. 7

13} duly, accordingly % ¥ &AW TXHEFH s 2 EFico2wT, $ﬂ%
i, MBECHBALTEE,

We enclose vour copy of the contract, which has been signed and
witnessed in the way agreed.

IONE, duly FRIWTEE#AZ AL, ROLdch s,

We enclose your copy of the contract, duly signed and witnessed.

We have acted in accordance with your instructions.

ZOX %, accordingly EEWTEBE#EZ L, ROL KK D,

We have acted accordingly.

BlEwib~t: ol Ak, Tl o TEREH 0 X wwt:
BIERERABECRZOTHAIE, b E2ARBIENETHA,

Fi, R ATOEBL Y TAIE RS L, Endhid i,
L LFHEE CENER AR H - Tehid, FoeEsEEE <
1HOF A TRKRCE DD IENFER RS,
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A. B. Kench, op. cit., pp. 47

14) 2O X5 HEFE DT, N8, THEZE 72—,

15) EREERS| T ENL EcimmnE s D iy, L LEHORESLA
DEZTHRIEEEIBDE L TEBNOBE=3RZIIRsNE LT
Hhd, FERLECREICHIEERETLaTAEE R 0n,

16) A 2 F—ARID20TI}, B3ULHLDESES BHESER, (H
WEE) 1990EE 1 mE 4B THEZNOREESES, T, Thgeis 3
Sff) (41—51=—) TEHd LT3, 4 24 —4AXINCOTERMS
Fi3, IS ICCHHEL R EREEI&GEO I - THD, Inter-
national Rules for the Interpretation of Trade Terms OBFRTH 5,
FOB (AREAAAIEL) L, CIF EE-RERLAAL) oy, A>3
F—ARXLEDONLBELROAE, HIRECEMLIGIREEE
sl lihd,

17) BLTERLZ D ik v, BEFEXOEREEITLL
DOELTER&EEIRL V3« V7 g, REAZEFRDLIRLONH
5,

TAsO T /Y- (BHE) LI THRESNILFMT7, 1A
@ TRANS-LETTER PROCESSOR, Z#UdFERIS %8R L T HEHE i
ST AATH S, THITRFEL, LwIRBTHS,

FEEH (ER) k> THKaN PCIB0L o EZLETTER, <
NLFRCZEGCFEUETARNTH LY, MEFEFL L TRz D
EHIREEFERTWwE,

18) H— 72 —ADABEENFHLTWE 0L LT, RERE rEYEyY
FAWF—ER7 2 7y (FREL 19FE R8BI TBEZn, 20
Tz aF M, RO T3FREL b, T EOFRO TER) 2HE
LTEREL T3,

19} =¥ wZ A FVwialidonwlll, 20OFEEETHLL 7T
BEOEENOLITASECL L1255, C.K Ogden, “The ABC of
Basic English, “The Basic Dictionary”, “Basic Step By Step”, “Basic
By Examples"t EQ—BOCEEEXHTE Y, TEEEE HE &
FHEITL T3,

KEDF v FET—rndEHE, IDFT7FrOFELIFITEAT,
HHSGEENACRET S 30nOv2 a7 VA, =y 7 v
Vw22 HABAT, 8005E L WHRIRHETH D &dte, HHOHSG
OEEFHELI 2L 5 wBRL ANEZ, EcHeTERIILI Lw



BRAF I BT LIAFLEBOFREDOLT

bhd, IOFEROANE LI L - T, 45345058, BEEZ945E, B
LI Vv — g X ) F11058, BEFRMEUERIII96ER k-7 F
D, T L) BT AORERE LS e hTH S, (T
A, s, 23—28~<—3%)
200 WL OHLOERFIC L > THFA+BFD Iy —v 2 YEHPFLTEH S

Tl

make shipment of (#iFEH T 2)

place an order for (-+ BPHENTL)

effect insurance on (- EREERTS)

do business with (- FEE|TA) R,
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What is Commercial English ?

Hitoshi KOJIMA

Commercial English is the English used in the practice of foreign trade.
When we Japanese teachers of Commercial English teach our students at
Japanese colleges, we teach commercial writing mainly for telegrams and
telexes, together with letters. In telegrams and telexes, we teach how to
write messages as brief as possible, together with correctness. In letters,
we teach how to write letters with 5C’s : Clearness, Conciseness, Complete-

ness, Courtesy and Correctness.

Some terms are used in the international trade practice. By the use of
such terminology commercial letters are written with 4C’s without losing
Courtesy. Right words, right expressions, together with right use of

paragraphs, are needed in writing commercial letters.

There are two types of misunderstanding about our Commercial English.
One is Japanese ; the other is American.

Some Japanese students, as well as some Japanese colleagues, think that
brief written commercial letters are easy to write because of their brevity. ‘

This is not true. Only through training can produce brief letters.
Some non-Japanese colleagues think that Commercial English taught at
Japanese colleges, mainly by Japanese teachers, is the identical with their

Effective Writing in Business Letters. This is not true. It is not the same.

We know that commercial letters have to be written in an effective way ;
the core of that effectiveness is related to commercial pitching for sales
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persons who write to their customers. We can fulfill that effectiveness
only in a limited way : just to write correctly with a rational explanation
may persuade rational customers to buy the products. Regarding the high
level persuasion including advertisement, we know its necessity but cannot
perform it enough by ourselves. If some of our non-Japanese colleagues
undertake to teach our graduate students Effective English, it is identical
for our training system. Through such Effective Writing, the Japanese

export trade would develop much more.
We use the term, Commercial English, which is of British origin, to distin-

guish it from American style Business English. When this misunderstand-

ing is cleared up, we may use the term Business English for our subject.
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