ITEHER B 3B 5 March 1996

KNFEEEHE BT S
EY R AV —gEHDOR S
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I @Usiz
I E¥iavy—OFEfrEs s EHE
1 ESP :EefesEsh
2 Evaary—EREOISS
3 HSIEERROEFE
I EY3rALVy—EHREEOEE
MR E
"EFE 1y OPTOEIY
SRR & EREI R
FEONE [BLE, FHE]
FREBRH 0%
N FEEORIG
HISCIEER 5 5 DFT
VI SHEOYEE L HE

1o I N

-

I @EUsic

—RRE L LT DOEER, KEARE TOEBOME THRL - TR
5, RIEHRFS LWEERE TR, FEE2R->TAETIFEE
ko THL I EMEEDRIEL L R 2Bhh 5, KETHAET
ZEM  FRC L o THBABTC L NEWHELS Y, ZOIEEK
HEEHTCNMEIELI @, FEIT LI BBV TERLED D,
R OB L EESHICID AL S LT ABBOWERICH 505,
KEEZVEE T3 0FCOERE0 - XEBRCIEZ L3 T 5
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it B & EB 235

ESP (English for Specific Purposes) O TH S,

TLT, AMTRCOESP OMERE T ALY AR L ¥ — gl
R EEBEFIEHNT 2 Lz L, MR E T 3584 R E S8 i
BLTWw3 s, HEORFLIEORB VR ALY —0EE Y
oy M LEERERY | ERRA O TH L4, FORTHIEED
AEEEHICESE YT A, JHRAXNSEERBICS > R EEY
OESPHirw»wH Z ki s,

EEXOEE, EFOEEREND R, KEO—BET T
ESNBLThote, REHELERAEWRSORY - HKX - EE#%E
(RREIEHEH 1,012 4) ity s HEFHE BRE L TREHRE) ok
i, —RIEETCHESA LB REFFEE LT B L) 2EAVES
WE19.9% R, TH I L0 80.3% N3 Endr D{EW (F21 {0
Y TOHESERE L 1993}, AFE-EA 2 EE (REIEEH 10,381 &)
EXRELLFEICHEEICL S, THET L, 220D 61.0%TH20
LT, T 28, @3 1% BRI By, KPAFIURETFT UL .
BIEENTR, "B OET2E 220 EHEISET58.3% - —
FEv, HEEREAELERE D > TE R TOREED KL
DEFBRFENRBLAERZOICHE LY (BHEE 1974:22) L4 53
EXIEEEDOR X, KBERMLI- DO ES 2 L5, BXXRMAAT
AP EREORRAN I 2w, BRI RFEEENON L
KARRZLDTHY, REO-REFE TR AT TULETERS 2 ¢,
CEHANE R Z U NIER B R,

HETHCIED=—X, ZIHME v ETHALDOHE, &
DEBEFHRIC I E Y A AD L DI BT RIGER L 25T WA D
ERAHOBEETHEN, BL, /15— FZ v FOERICE b Hnik
AT AEREMAL Ty 2, —BAEEEPIEIS O S NIRgEIz
LA (TEnglish Networky 1995.11), T4 >4 —% v F OBFRIZE<
HFROB, THY, 2MRSEHEOMATHEL %4y P LTHS
BNDEVWI LN, ELT, BHAEDA Y FL - vav B FIich
EFEIIR LV, EETETFA-NZEE, BHCRETLE LS
ED, Ay =Gy MERTHACHETLE SEBRE2DTHE, ~v
(pen) TRZ < 3 —*H—F (kevboard) OAHTA—AMHERIFTLES
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KRREEEHET BT AEYAAL Y —{EEORL

ZEs, BYA—NTOEHER R (penpaly KL THF—
0 {keypal) EPESRZ EHH LD, ThiLEFSIEA vy —3 v bOR
RAEFMLIFRRTHD, B{AFOREU2EAAO VA THET T
BARTDIEEERT S, 49 —F v FOBWSTERETOREC LI
LWERESAHY IR L2700 TH D,

BIEEY, I RELES>TXFEVIBTRER->TLEDI»S, 1L
FEEERENGE, TREEII EBAIFF L, BEORWREX
WoWnTid, MAHEEZROZ k), AV REETHREY
HOHLBTHL G EHET 52 NEE 2008, HElORNICHT
TAHI LS, TASEEX LS ZEhhiE, BEEEA IR 2,
BEr LIRS, 77 A2BFOECHRET I LICRD T
OEOIEGITRILDOER, SSCEHERNTAEREEER D, B
FrCHEET R, RICAFOEXOAES LV, EECIEELTH
BHD, MO d, FOT, Bl EIUNOAE CHBERSH
e h—E L TuaEEEEN (commercial correspondence) Thiid,
FEHIFER ORE L TRk g Ll L0, ESP RER{ECERICIY
WA THTZ,

B OBEEG v S A TEKE R, EXESFCLIIERETS
TERET engw, EELORENNREENE T I 22T —
varFHRTHEIERIBELTEY, BEANTAMNCR-THRETS
SR LEET 2 LW ETREIUTSH S, ZOMEXF AT HDIFZESR
XHTHY, FAFnOEMCE- I EYIAESPERHRESRL T L
B T QW AFE G HEfIHEFER AL Tu RN EHET
HH9,

FHACRER:E LTOEGRETHRELII VOO LI VK Y
(commercial correspondence) & METHL 2 BEXREFEEN (VYA R
¥ —) OWMEOEHKI DS, 5lE, * 77—, X, EX, X,
7 —AR FOBREMRREIC B ARSYOMBAHEAERL EWVD
ERBOTFEEESENIEITIL TV D, NP —RABTOEBHECE
WS L AR TRMR 08, JITRATIERADELTRET
Hb,
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II ESXALI—OBFRMEErigHEEE

1 ESP rpgfessE

ESP 8B # L DR 1960 EROZ T, BURBTH- THFHER
NZTEFIC L > CEEBMHERA (register) 2385 T< 2 &0 ) HEwHE-S
Wz, Barber @ “Some Measurable Characteristics of Modern
Scientific Prose” (1962) IXRIFEEEOBMEMFIE LT b O, Rl
TR OFFRHAERBAL L 7 D13 1960 F(01BE0 5 1970 LT3
WpTTH 2 & /257 (Hutchinson & Waters 1987: 7), Howatt (1984;
222) wEn i, AR ERTOESP DREIL 1969 EOHRERE
Langunages for Special Purposes i23h% 5, BHEIHEFREST L 55
% IE o Wl S RECHE T 22EMSMINT 5 on, 95 Li-w
EDLBERCELE I RBOEN 2 7 ADNRECHLBE Lol 25
5, ESPOF 2 8 1970 FR AHC TR L2 L w3, B H M ERE T
HEIEDPOREL T IEFOBENHED R, v INAEEEH S
DU TERETAOUETEBLEWLS I ETCESP B AN 0T
%% (Phillipson 1992: 262)

o, EVRAADRDDEFRLE WS ZEThRIE, YAV T A D
ZANORFREML Iy TED, FHF bﬁﬁ%@]‘@ﬂ& BAFTE
B7AND U3 FEEHBR L - b0 LT bﬂTszﬁ 75 REE
@ﬁu}_\lﬁ/—fﬁkﬁo Twlz, ZOAMEICIL, HwERE, @R AT D 8

HEERLHEAN NG, BMADREXRENSENATHED, 4B
fui—vl(&@%)T%mnt7avy%a7ayx%®ﬁﬁ%¢
AMEFEMALBDEENT WS (Howatt 1984:7), ZHIIRED &
ATEFATOERTF A MCHYT 20T, HREREL T3
Did, MREFTIREVPUFOBBADLH ST, F— i—FHED 7
FYUARTIVAALDE IR TS THE, AL OEE 5 HY
ETHEWVIAT, ZOAMBIRESP ORELEFTTEE 22855
%,

—7, AFEBHOZETE Améiﬁﬁ®ﬁ7/7ﬁﬂf§6$mﬁxm
GO U7 VTR AN, (1811 SRR SA) 1, HE L NI
HAEFBRE 1 v B REDFEE 50 7 b D2, T idlE RS+ Heie
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KEWRBARFTCBII YRR —REOHA

L3 et aBEpFobiErnzb0T, FIFTEORIROA 7
VERADADHWBOESFEE L WAL, 72— yEEGCHRE LD
ROYBELER O » TEMC BB G U b nic A 7 v EdE
B, L THE LT oRIOAMETEH S, BRI LER TR
DEREH, FOEWTH->7, RRETLIEFIBD TRESN T
LS T, JOEFEER ESP REED % (v,

ER5 5 EHME LT uiER o AAQZEEEFE Ik, HiBFI
LA BMET 5 L5 0o, ARBE T RTEBORBT, HRA
OEETHIEE A H > THIIRIH AR AL ADTH L6, EFPHETFR
sER L oo tz, FOEE, FEFRGE ANE=S, MEaR=Lk C0%RE
OEASHE L (RS 1975111, S0 Y — bEE, RS
FORIRFABTATLEC I 2Tl hwBRcH -t wa
Y5, EEOEREELLDOBA L L THEEN TSI B L Tk
KRThd, DEETIEMARBRNFEFRL W IEMEBL TCOHPRTE
3 LRI, ESPBEOEB RS L D,

HIE 20 FEABE B2 D o o RFBO BB REF T2 L &, E
FOFALCARRTREE LS B BRRPTTLE T, TOEE
T RTREOZEM B HEADFEENE-> THEY, FMHEFKEZF
FIAMLL IS D L, FhE CHEORICIEBEN > TV EFED
BESMZTLE oo 270, HIA 22 FOHBEERMCE bR FAY
B 1 2 D AN EEOMAIIE T T 2, BhREIE I IR
HERC O T LHER, FEE, FESSESSHEEL, FHO
Birss i i, WHERPES SR ER NI T 2ERFERSGHLIL
B, LIPEEOL BRI THEERMET 2 L v ) BB KL
o Twic, TRFBVESYETORFTMERL, SF3H TO ESP
WBENSERLIED S I RS,

TiE, AROES CEENNEER LD OE»STHS I B
E O OFE» & HThtr v, HRETFEERN - H IS REsE
#9743 1858 W TATS 1, # OBEDOREFETLIE T X ) A EEH
TOESEEV—FLED, Yr—F4r vV UVEELT Y MBS
FoA4 ¥ AREBHISNOEF O LEEARUTEREFE T
EEHHEES TS bt ORBEL T, BHOhoERE» S
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B> Tul, ABEA U8 wEHZFRELK0T T, OF
AFA (IR @BHVIEECH - T, HEEOMBTENT I Z L%
olz, FHHELDVEPCARBOBAGHDICHARE O 25D TED,
KD 1866 £ 1 X BB O 1 b DWNERSRD o h, BELHEES »
BRITI LS5 > Tk, SEOEEMANLEL LT 0l,
FANEBEOCLOOEETH 272, FO—XITfEZ 5L, TS
AEEE H0RL (1859 4F) % THIZERSEE; (1862 &) &t KOS yois
BTTwD, £33 5L, HEXEEOWHFE, TRLCETCBESE
SHULERL S IG#ER LY TORTcEo 2 LT3 008RY T
HH5,

BHEREOKE, Eﬁﬁﬁg%k$%mkﬁi0 H e b 25—
Kﬁﬁkﬁ%?f%-ﬂﬁﬁkﬁ%ﬁifﬁwto;@ﬂETM#%E
PZEFEROMBERALSAECEE L, FUER CRRECEROE
PIRHSEF LA . B OEAIBEBRICEY, ma—g—2 %0
YR AEEES B IR EEL LI AMNBTE LS, WS
BARBEHER T kb, #5 LB, IIMEE T2 s
Xy (1897 4F), BFZRER TIEFON TR F R (1900 48), T)INE Tk
FIRBSRICIESCERER B 145, (1908 ) % FoSHAR S h, HBHN S 4 (1933
) RIS EMRS "B I RS, s A2 2T -
fzo

BRI > THAHEBE S (GHQ) kX nkshi-SfymEr =
EREE, PSS T — A EROE#H» D 2E5, —H, F0OBOD
RERC I, STt L OWEREE L TEBEL T\ Wi EERELICE
OGN D, & 5 IR 30 £t & OB ERBRE I 3/t o
REE LRSS, HEERIOABRFOERLOBVE o7,
MEH 24 FW O A XERE LS A & hiFR & = 0B asE
By5e, CRETUECEBERLFUS>WLIEFEINEEsRS X
S b, RRFEETH> CLEHBRE ORBPENMEF RS &
WA ek, EEmEEE LTORI~OKREENEE 2, #51L
R TH b s, BEEFHYUED - —Liogh¥ TEAE TR
KEFEEEX AN F Ty 7y (19524), BHE TEEEEESR #2054
B GEER M (1) 5 (1957 4F), B E T8 5 30 S05H{E 0 SEHIFR S, (1959
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KHEBEFC BT AV AA VY —{EHOHRS

) Y OWEEAEENIOTH S, Tz, KFBI 2HHEERN

ge b MR AR S L, IR 34 i R B A MR EEr e H AR S
ECMET TS oz, FERRENFEME L THILT S LIS,
HAAMBOEERE L OEHPE BAC I k2 b,

MBRE I H - -FEEER, H5ES LToRSYEHNET 2
ReNSEOEZESHED £ ) I TREKRDAERNZ ESP TH %,
BT (1993 :51) EhE, BEOEWNTHEOWRED A EH D R
L3 EWRTO TEMERHNE ohT, HBLEKRODH R OBERRE
RBELERILEbOEZEL N LW, THREEERAL VI ERT
¥z o T T AT E L L AN LIEE T H 5,

EEEFRESEL CHEEZOBENREN 3 ey, EMAX
L EEHE IR BENEER, S VT o T E T, HEROIIKL
P> HEOS AT S S EE T o HEARBICRLT 30, &
FER TR b ERAR A o M AM S I T E T LBk TE, HE
HECHT APERRIAE (R —FThHD, BERBLOLOERHEAS
OTHIVTHEPIBECEIRT 3 2 Len 58, HFEAOTEREVIAT
WA — B TEAR S X R s R LB AE ., THREEHIL
Fre s, BHEET 2R BLCRAEOEIVY — - YT ELD
SEELTHE T hidFEL» S, BRILEFERLELZVWEVIRALT
X723 THE, LrLEERICEREREREISD, TOLILHE
TRITRES 2 2 L%, GANE {2 DI BERNLEECIST
AR TH L, BEHFORBETEFONB > T Ll hw, £
LT, B 5 b TALWEECBWTY, BFEO3 11
r—a VEENOBERNI E{fToTWa LiITE,

ERESCHF I o L AR FE 2% 2 i, REVNOMBAEHAAE
BT S nV, REQAY—FRERTZ0L—2OHETRSS
2, FOEFAELRLEBOFRCEELIBRARTH S, HEED
LRI oERRE 2D, SEEAOBESPHEE(SREL
T Y, FHE OB EERT 8% REET oM TE Y,
HAEZLHROEEEER B 3%EIE, FAWY 7 A THEBEORTEN
A s ¥ LS ELTHFEEETH S, Kb, T 23ENE
FHikte LT, BEXEZBEMHLTATHI0uOTREDLS I, HZ
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it E OB OREE Hns

DI/ LD B4R D QEXHEND XS ki, FhRREND
BELLCHhRIBILI ke s, 2LT, B{HE50 310 1E
BEic B2 TABDMENTHS,

EIT, MICD0LTENPELINEWSHESE T 2, BYHAELE
PRTEART 2V HELH 55, AESEYIDE 2o TE»Z W,
REFIOPESHNFELNE, TTCONBEORD BRI AR L
2RSS HPEMBEEC L OBV AR TH D, YO wiE S
BEELTCHEYAADBI BT A EERESR Y R—~E0BR e
SXEWEEL D, 25 LEKT, WIS | TEOBRAN LSy - %
R & U7 B R SOET 1, BEFEROZED T O REHE T
BB WA SN TUDBERETEHES S,

2 EZxZL7—{FRR LOiES

RRXELF AV (RO DXL ILEHD D, EMRTELT
LIEE LOEFI L2006 % 0, BEOEYRAALVY —OEL£ERE
PG IRE S N WEDPET, BERGI 2R LT3 HE0EXEY
FAAVI—LwIIRCEDH E D ER v, Fl2iE, Roy W. Poe (1989:
17) &, HE%FE (archaic business expressions) & D Shi/-E£H
ERILLEICBELTEY, AEBCHEEbAEHERAK E -
T, FFEVAADRFTOTANOEL TA =V Fyv 2 Al wiEkeD
RTLFVETHDH, £545 e LBEAFRIT0EH S HEIZ
WU TERE L, EREEAY Ty 7y (1979:43) X3k, %
HOBMALEEX TEHESEGRZERT 5—FT, EETRLZTEY
LD baAL (dignity) H2XEBIFENE 205, B b EED
FIERER I9IEO TS 7T EEE2 ) —FLERE SZALELOTH
D, TOEHEEL L IVRYRBRETLHDTHS, LidvaTh,
KREXEA L OEENSERACEAT 2 o0, HAOBEEEETH
UTHMATELOWL IR OV EETH 2 (HHZHS - B
1987 1 2), £ 7 HhU, bAbAERARES>TIR, HEDETLL R
WRELXE LT RS, ERMREETIBEL LS - a5k
PITh a5 (FREIERE 1989 1 13),
MERAZELRAVY — 5B D 0iES LT You-Attitude & 5
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APFEEHFU ST Y I AV —FHOHEL

CsCERTAILMWEND L Hol (RARES 19851 5). 2hR%
EY R ALY —fEROEESE LT, IhSDEANTAZESSBEEK
DX IC L {HN D,

B (1952 1 43) &k 2 &, You-Attitude (FHFFLD L 13R{EE
DI E B CH A REECESFTOREC LT, LU LRAHE
we kDb youni%{ HwaiD LI RBETI RV, i, ZHMEXH
(1962 1 2) 13 Z OARFARM OB BB X VHEFORBE 2R
HHLOTIHES, HLETHHEORANCE I L 2EML TV 5,
Merriam- Webster’s Guide to Business Correspondence (1988: 240) T
i, FHEANIY (reader-oriented) 2 3 2=y — g VIIEDLREH
LT, BAFAORSPRIGESET S & &b, BHHREROAED
HEOBBECSHELLICHO TS, IOEKELTEFCLED
D, HEEOHBKE, S5 ECERT 22 L 2HELT, Eav
AR RS D O MBS b T AURTSEE (1962 3) OHETDH
%,

5C’s & b5 Clearness (HA## &) » Conciseness (fifi# %) - Correct-
ness (IEBES) -Courtesy (fLITFL &) -Character (EHOfEM) 2
HENZCTHELADOTENIET, nEILAVI -E2FNL
WOLBESNTWE (SR 1962:3), LFL, 5CsBEIHCTS
ODEELOERTHY, &5 Completeness (RO E) -
Consideration (#8F~OFMHE) « Concreteness (Eabd BfEH) L ex
HAEh¥T3Cs, 4Cs 6Cs 7Cs 8CsBRELTHIHELDHD
(FRiR - 1078 - 5F 1979 154, AAMR 198516, HWFAE 19931 14,
WAL - 74 U > 1085 1 5), FEAME (1952150 ik, ZIREIRHGSE
HEBREER O N ESRME L LT, Clearness+Conciseness* Emphasis (58
28) -Courtesy %24 5 0 AT, Bl e BEFRIL{E 5 Tvade v FAA (1985
9—IN M, EYRAVY—DOEAKE %S 6Cs T Confident (EfE% D -
T) ¥ Conversational (HRGHAEERFE-> ) tw 3R LLE
FEERY EFTw3,

FAVATHIS LEYFCTHRELHBEERTS I 21ZPEC
Hhooha ko, Blal, Merviam- Websier's Guide to Business
Correspondence (1988: 260) T, HFIITE LVHIRESGZ 57200
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EEADWEE LTRD T EHEFET T W B,
1) SEDOEWiah o3 nEESHVS Ik,
2) EEE(ERBCSERHATTL D,
3) ELSXERES LD L,
4) FHETH &Y LBe 51252k,
5) EBBRESSES LWL S R~ F,
6) HE»HINLERMCE 227,
7) AEOBEOERE, FEluBReHcEET2 DL,
®7z, The McGraw-Hill Handbook of Business Letters T Roy W, Poe
(1989:4) i, HFCIFEA 525 EY A ALY —DESHLELTRDS
RMEFBDHTVE,
1) TEEEEMIT B &,
2) EEEEE LAERLEELH WLk,
3) BEIEE CTE#L,
4) HENCEFETI Z L,
5) IELWwBRTEL 2k,
RiZ, Better Business Letters (1990: 6)TIRIATFD 6 DD F —7 — P %
HoT, FOYRBEYIALY —9EZ 2 EHBHAEH ISR T WS,
1) Clear
MEEZ 2O HERET, BRI S K0,
2) Concise
HREZFEFHOSN, BRS LAEBEET LT L CBERNE
PEb 3,
3) Well Organized
SRR THT, DESAGNEELI DR T VS,
4) Natural
EALNENFCERTED L3, HRAROBERTELNL TV,
5) Courteous
BITELRETH IR EY T, BENTOOEFENZOH:
BoTina,
6) Personal
AFCLHELE LI BRI TV S,
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AEEFRERBIH YR AV —ERORS

feHric Clear-Concise-Courteous 2 C T % 2 5L, 3Cs &K
ST 2EFRIMUEI AOEFEEOL ZITB R,

EYAAVY —HEsILS Y, Reid & Silleck (1990: 3) & 5
L, 1) His#a, 2) TEERIESES, 3) J0EIREELS, O
3ETHEB EWVD, E—IA - LY —THHEFEEOBA LW TEY:
E:éﬁéz)ﬁ%%ﬁ%&?ﬁ,ADA@E%(EE%# 1930 : 23,
FEi= 1093 4) MEZ LD,

THniE, BEFI You-Attitude £ 5Cs #O8iF s, vFi—0
FsgEgcmid tEvhiE I wI tika s 3,

Lo LM sBENEL LT, toh 1EOEEXTLHEBERSE D
EHE L TEEEDIOBEHCR B, BRORKEHELZRLT, £
NS EPAA LY — S FRE T2 L) 28 b b5 s CRANRE
= 1091 :4), WEHOLBELEE > TRAPETE S, HEAK
o TORBURELCY AA LYY —DIEFE L hif, S 53X brye
EOLEZLEFME RS Ry, ~MEFORFE LI MESTEF L
eEoW D RLHEE, BEXOFREERATEORICEBEXE
WEREHSELZIETHS I,

3 FXERDEIE

HIXHEREWA T, —EOBRERITHEL ¥ LHRIFEL (controlled
writing) 25, HOFEL 2o =y —va b STHHAFEXALHE
BT 208EKRObL N HATHS DM (FAFHESE 1993:19), BHE
DUEBEHF BT 254 7 4 »IEHORLNE, FIXERTH- . D
0, BEECOEGEEOERERCE, FDIEREER L
TN EABWIERAEE LTE PO ERANTEROTHS BA
RBRNET 1994:10), SHEOHAHRIEXZ L THEEH » &
VA ECEEY 5. %08, NG LD oE  NESRE -
T B St RE R, BEXI BT 2EEMOTER, FEoA2
B HTREL, LBBREIEILERZ LTI RS
vk, hERE (19911 71) BBnTwad, HEMEBERLTEHEEDL
VRO LRy, T ERAILTHIEEL, KERTRE
Ra D, HESEEHOCLEE R bRReHRELFEL, AEHT
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 E @ £ EBF

WRFFHMTHEG SRS TE, 2RV BELXNSLERTEL LW HF]
R ZEZhD, AINEROE s RELHAE, LELREHOBERL,
FHELAMNAUHEOEE 2RSS T L X3S0 TH A 5,

HHEfEXXOBEG & ki, EEROHSTRANEGRSRD s 2B
BEVPIZIE, EPAAVY —DBERENLNENS s BEEE 25
T3 L eFiRCELN, WHARHBRNCENCE - RBEETHRT
BB ERAD IO TH -7, HH4OF2 iirRbid i, HERE
HEEOMEEELAE, BAFOFHESZ 6N THEBCEHT I L
kKHohdbZebdsdH, FOBCE, IXERTHERHEEIE T
Z R A,

Linl, FINFERECEEFIC L 2%EL, EKX&LHBMTEEE
PETTIEWIRENH S, T/, AINERIIALFE LEEIC 151
DIYELRH D L BEEB-T-BESHEE T T U E 0, %%T%KTL);{))
KHEFES LLRHP TR T 28R 2HET 2 L35 & w5 =0 LT
»odHofs (Rivers 1968 : 242, thiE#E# 1991 © 66), Z O3t
THPREROE®E, MEFEELTOTERI O EORET 20
DRI THY, 2 DOFEMTO L R OMEEROIZ S HLE - 5
LOPERTHZ L, RATHNEBFRFEIBEOEESATHD,

2&.:::’(%16@%15:@8'@:6;tﬁﬁﬁiﬁﬁﬂﬁﬁﬁiﬁf%%‘_z‘:, D
AT (BREK 1991169, 72),

ERTIRI F{ TN I LS 6T SHETE A T, E8
WITHAX &L C T ORFLERL THIG L WEFBORR LB E
EHDHIrithd, HERORBLEZORBB STEZEILELEL 2
3. FTOMELTHRAEE (19941 32) OFBH+2 THHEEFRE, tn»
9%@ﬁ&4?0_®m EOEFRs inb o fethiEETic kL 3 L, R
HAEFE L3 "THERE BT B B/ SR s h OARSE, &
mﬁitﬁ&éoEK%W%@&%%KET@ET@,iéﬁﬁ$%&
HET A LMwehE, S LiIEohL vl S cibe sHE
THRELTET20XHETRH 20, HEATH2LL, REOWD
FiitHEETH 2, HERFBEOWEH BRI IBREI L0 S,
R HEFERAEZ H R EFRE L TRWZERL T L v,

HEAC LD TRICYAAVY —{EE Lo L bEHT DI, =
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TRHATCAETH L, WHrEPRAMTOREREEFEDA S 1
BH-T, FOLHEHEETZEVIED L, FHLLELGHER Y IX
I ETHTRRIONERTHA I, FITCRLCIORHEEERH T
W2 2EEMBENOBIEARELTWAENE WS 2T, HARFESERIZ
Zeglnd k5 REETR V.. MEFHE (19741 13) i,
S R R L TR AZ R T REFERH - TH2DIHDH
BLOTERS, I LDOTEEL0A0RBEL o THRYL, &
WHITESLY, IO REHLAERMELFECRSETAHD
Y, BMODL I ETHS, £ (1978 139) &, BT H5KFEOHR
TR 3 - AERECERNSETEROMER s MY 58T, FEOF

CHMOMIEARERELE O THLPERLTLAT S, HEFXIZE
L, FAISTHEFIe L, BREZ20ORYE-BETH L LT 5EE(bid:
A i3, SHTHFAMEBHOBL B O, R FRE R EX 53K
EOREMEBTELTWADTHD, TOREASFEELELS D,
2595 L, FF—WEEORBTEYRAALVY IRV HEIE 3T,
I EERVEZ D & A5 ONRHENT, FRENOHMEULELS
U ARERIVHEORER L VD Z ki, BEEHRO¥EEC & - Tk
BN T LIRS, EVAALVY -OHENEREZ I EHNTHA
W, FISCIESC L 2 e C B BEA F RO AR D, ET,
HCHEER T h NI —255 2, ZROBEGET2 LB D
s, HEMOHRHIABEIEE TSI LI DR S,

Boh - BERR THRN L EFEE BT KBEENDOEFEEE
BAEKRTHD, COHFEHFEREIF MO BVAFER, FEESR
THRESHZ I THD, JOBREFEEHOHEEEA~LRETILE,
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BHOHHHAPC Ry 250 CORMBEAI Fu /2 & - T80,
EREINRB7THETIREL I EBEWL 2, 203 & wicBL T
B2 HiE, inquiry@hokusel. ac. ip IEF A — AT ZHE ¢ <)
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1. ¥4 portable
2, ¥ r2s0C Penta 250C
(REQRS, HEE 1. 5kg D47/ — F, poEflitg $2,399)

3. EFA-—NT by E-mail
LEREREEEEEEENEZTEEEEEEE EERTE NN TN T TN
FREX(1)DERER ’
Dear Sirs,

FARMERS jams and marmalades are world-famous for their
good quality.

Please refer to the enclosed price list and order form.

Yours faithfully,
d o ook ok ok sk sk ook ok ok ok sk ok ok vk sk ok ok ok %k %k ok ok ok sk Mook ok ok %k k%
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mLEY,

(e h)

1, HEREYBDIZ As you requested

2, W7/ — RNV O S subnotebook computer

s ok % o ok ok ok ok gk ok sk sk 3k 3k koo ok ko ok ok ok ok ook ok ok koK ok ok X
SRE(2) O AR

Dear Sirs,

Please send us your quotation and catalog for your portable
PC Penta 250C.

If possible, we would like to hear from you no later than
November 7. If you have any questions regarding this inquiry, please
contact me by E-mail at inquiry @hokusei. ac. jp.

Yours faithfully,
S %k K R Kk ok ok ok ok %k ok sk ok kK ok ok sk ok ok ok ok %k ok ok ok ok ok Kk
HEW) ROV —FERCELZE W,

WEL ETET w20 TLES, 2wy 250C »HiE: TOE
& o REESAABEM 200K ELTA 77—z LEL X I,
EHLLSOTEEEFBREELTIEBVE T,
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(B> 1)
1. 20580 20 units or more
2., & 20C Penta 250C
(BEOBG, "—FF4RZ20MB¥A 7, ho—HWhOV S
S —FRIY 3 2)
3. B S5O TEE  hear from vou
********************************

SRR (3) D EAER

Thank you for your inquiry of October 18. We are pleased to
know that you are interested in our product.
As you requested, we have enclosed a quotation and catalog of
the subnotebook computer.
Very truly yours,
% %k k ok ok ok ok K sk %k sk Kk ok ok ok %k sk ok ok ok ok ok sk sk o ok 3k kR K ok
PRAHD) I ROV E - REFRCELE S,
18
NrFOCKEHNT B 10 A 26 HTEREESWELE L, BSh
BOHMICE > TR BEBSPPEDERDET, LhLudis, b
SHMETIE L TWRnE, SHELTHAMNTEELRD £7,
R oD OEER2BELLTED £,

1. L 5%M5I&2 535 give an extra 5% discount
2, MFELTH WRJEE & A B We would he able to-----
% 3 ok ok ok sk ok sk ok ok ok ok ok ok ok ok ok ok sk ok N K ok ok ok Bk ok ko o

R4 D AR
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If you order 20 units or more, we will offer you Penta 250C at
US$200.00 per unit, C.LF. your port.
We hope to hear from you.

Sincerely vours,
sk sk sk d ok sk ok ok % ok ok ok ok sk %k ok ok k ok ok ok %k ok ok sk ok &k K ok ok ok
BHEE) . ROV S —REBIELZE D,

R
10 HORAHLEWS Z LT, 2rF 250C #2058 A 31 HICHEX
LEL, LinLde, FHEWTEYEHEA,
CHREOMERSZLELLTWS S, ALARHD EEAY, 10
AU AENZ IR WIS, St LTH ZOBEXENY
HEXDEHEY A

(> b)

1, FAHE2ZUMS receive the shipment

2. ~#EZ%EH/2vs  cannot help but~, be forced to~

$ sk sk sk ok ok ok ok ook ok sk % sk e sk ok %k ok ok ok ok ok sk ok ok ok ok ok ko ok ok
A (D) D ERER

Dear Mr—,

We have received vour letter of October 26 regarding the
Penta 250C. Your price, however, is slightly too high for us.
Nevertheless, if you would be willing to give us an extra 5% discount,
then we would be able to buy.

We look forward to hearing from you.

Sincerely yvours,
% sk sk ok %k ok ok ok ok ok k %k ok ko ok ok 3K ok ok ok ok sk ok ok %k ok K %k ok ok ok
ST ROV — FHEBICEL B 3V,
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BEeA, BN 5,000 2K EADEETERD 23, FLWLESIL
170,000 2 F ¢, 1995 FEHF—IEs 588 s¥ Twi s g4,

ZOH L WERRETNCBEL TRLJEBSE £ LS, TRk
TR THERE L TR,

(E>1)

1. ®HZEE  chiller 2, B¥hir  effective

3. 1995 FHE—MHHE  the first quarter of 1995

4, ~LEkT 2 contact~

W3k ok ok ko ckook ok ok %k ok ok ok kK ok ok ok ok ok ok kA ok ok ok ok %k ok ok K
B (6)D BN

Dear Mr,——,

On August 31 we ordered 20 units of Penta 250C for October
shipment. However, they have not yet reached us.

Since we have immediate need of these units, we regret to have
to say that unless we receive the shipment within 10 days we will be
forced to cancel this order,

Sincarely yours,
%k %k Ak Ak ok ok ok ok %k ok ok sk sk skook ok sk %k ok ok ok %k %k ok ok ok % % ok %k %
PRAEE) . ROV — 2 FEIELZE \»,

B

H, B D AHIEEEEEBAL L, FOHERENSLST0
REEI VL —ELULOTILES R->TEBNE LT, FOL 3 HER
POBAEREZ 2L OPEBRARWEES, TORBELFAR B
BFA N,

BHOTGEHEL TR, AREAEA-SC >0 TEBET LT E R
ZERERE-STED ET,

e
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(e 1)

1, BHEEE chiller 2, #A~D check, inguire

3. A& policy

H sk ok sk ok ok %k %k ok ok %k ok ok ok ok ok sk ok ok ok ok ok ok ok ok ok ok ok kR k ok ok
BRESUTORER

Dear Mr.——, .

We regret that we will be forced to increase the price of our
chiller because of the recent appreciation of the yen. This is a price
increase of US$5,000 per unit. The new price will be US$170,000,
effective from the first quarter of 1995,

Please do not hesitate to contact me if you have any questions
concerning this new pricing policy.

Sincerely yours,
3k sk ok ko ok ok ok ok ok sk ko ok ok sk ok ok ok ok ok ok %k ok ok ook %k ok ok ok ok
) : ROV Y —%HERCELZ AL,

EH

HLva, RS E S TRIEO a7 A FPIRERIARRL Th K E,
Hr RS TX0E U, BHRERSOHCERSHOE T A A EEEY
EDELEFTEE Lz, SHRISHEHOEREE VAT LAOBEAIZ
DTN LTARLERLE T,

Q=

L ftLwd, REER < take time out from one’s busy schedule
SATF A bSeEF Palo Alto Research Center

. ~ERENTD give me a tour of~

. EEERAT  information technology

. HEEE S AT A information management system

% ok sk ok ok ok ok ok K ok K Kk ok ok ok ok ok %k %k ok ok ok ok ok ok ok ok ok
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TRE(B)DER
Dear Mr.——,

We recently bought three chillers from vour company, but the
bill exceeds your original estimate by $1,000 each, Will you please
inquire about why we were overcharged and let us know the result
immediately.

Our policy is not to pay any amount over the estimate.

Sincerely yours,
kkkkokockkkkok ok sk kk ok sk sk ko sk o 5k ok ok % % % % % &% % %
B ROV S —FEEBRE L &,

B

BHBHEFHTLE SN TO L BERCTE I E TR & F
Cgd, BAiHE, LEFREAZFTREFEEATED, XBXFEDT
ETT. 28, BES¥RHZLETOT, T2HELFEw, LI
BEOBSY*HEYSOTLES, WoOoTLEHDIHEO LI WHRCEA
THtE v THEHEEY,

(1)

1. ~&ZIEET 5 apply for~

2. BHER  the position of office clerk

3. FHHFH The Asahi 4, BE%¥  management
4

*

. Hi#  personal interview
%ok ok ok ok kR sk ok ok ke ok ok ok ook sk ok K K ok ok K ok R ok ko K ok K

BRI (9D R

Dear Mr.——,
I am very grateful to you for taking time out from vour busy

schedule and giving me a tour of your Palo Alto Research Center. [
was able to understand well how information technology would
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transform our business. Now we would like to discuss further the
introduction of your information management system.
Sincerely yours,
LR R EEEEEEEEEEEESE RSN ESEEE]
FESNOFEER
Dear Mr. ,
[ am interested in applying for the position of office clerk
which you advertised in The Asahi. Now I am studying manage-
ment at Hokusei Gakuen University and will graduate next spring.

My resume is enclosed for your reference. If you can give me an
opportunity to have a personal interview, I will be very happy to
come and see you at your convenience.

Sincerely yours,
S s %k sk ok sk 3k ok %k sk ok ok %k ok ok 3k ok ok ok koK ok ok sk sk kR %k ok ok ok
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Out-of-Class Training in Business Correspondence
—A Japanese-English Translation Approach
for Business and Economics Majors
[Part 1]

Akira NAKAYA

This paper explains the rationale behind a Japanese-English business
letter translation task as a relevant assignment within the framework of a
four-skill oriented general English course at college level. It also describes
an attempt at making effective use of translation exercises as an application
of expressions used in sample business letters. In the large-class setting at
most Japanese colleges, where teaching writing skills has tended to be
largely neglected in General English, Japan's age-old practice of business
correspondence in English provides a basis for developing the ESP writing
skills of the students majoring in business and economics. The biggest
problem with their writings is their lack of basic production vocabulary and
expressions to compose grammatically correct sentences with a better
understanding of business terms and concepts involved. For all its Hmita-
tions, even the time-honored translation method may prove to be effective
with some appropriate correction of student compositions with respect to

grammar and usage.
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