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WKRIATE2HEEHEDS b, ZBNEHE~OERBVABTHE Lo IBbhizc e, itk 3,
Lizdi->TZD3fi%#d - T, ZEHBROEE Business English EHHF X 2K ¥
IREWAD, T8, MIEA XY REFEERPWES2HMT, Eckersley ORFIH, KiGFTH]
Blantz 7 x v »ESH) 2RV T2,

2. INLDHFEFELLEWMOFELIH L, SEEIHT 08B, LB AT, T - KHE
ODETHRETH -T2, 20T, BROARABM 2L 590 5, Enquiry, Offer, Order, Com-
plaint D4 >DFEHZFHI, ZOHEETFTICHVWONIERHAS CLicLi, ZD4HBIR,
Business ORI 2K T 5 4 DT, LEEE=MOBYIT X THIBAL TR ETF TN 6TH S
FZIEHEFFRAFNORELORERPHEICEL {HHT 5 &, Eckersley iz Tix, HlAIXEn-
quiry OIEHHA FICE NE Inquiries ICTTL % HfiBl 2 F Loz, 12 Offer DIEHHE FICV.
Replies to Inquiries, Offers, Quotations & V][. Uusolicited Offers #, Order ®DIHH T
iZIX. The Order X. Confirmation of Orders #, Complaint ®IHH Fic, XI. Com-
plaints and Adjustments % % & %72, King ic 2 Ti3 Enquiry (Ch. 3. The Enquiry )
Offer ( Ch 4. Replies to Enquiries : Offers, Ch 5. Sales Letters and Anﬁouncements)
Order (Ch 6. Orders and Execution of Orders ) Complaint ( Ch 12. Complaints, Er-
rors, etc.) HumeiZ>W Tix Enquiry ( 6. Inquiries ) Offer ( 7. Quotations and Vol-
untary Offers) Order (8. Orders, 9. Execution of Orders ) Complaint ®IFH Fic
10. Complaints and Their Adjustment 272, FRICHEBEIN TV IHEE—EBLLFHED
Ak NRICL, ZICHNONTWAEREET A L,

3. BOBERIKIVLTR, LROFEAWOHIIZRBEEBEOFAEE2BA S XL 6T
Sz zn41HE, R 12EERORERICRONADEA I AER L 12, A—DEI,
RUEYORCEHBIEEROLOATIEEIZ “1” Ths, Fliid and i312E VW) BiE2H
o, THIREMOEWLEICH T, Enquiry, Offer, Order, Complaint WFHDIEHT
b, DL 1IEBRIFERINTVACLEZEHDLTWA, 1zaim OfEIZ 1 TH 303, Th
X Order DOIEB T=Mirh—icd s bhrctcy, CoOREIC/E >z, 2% b, Enquiry, Of-
fer, " EDFMIRZAZN ED L > LB R2HERAL TEHELOL TV S0, ERZNUZTHOHMEFD
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ENQ OFF ORD COM &t ENQ OFF ORD CcOM gt
a 3 3 3 3 12 accordingly 1 1 2 3 7
ability 1 1 account 2 3 5
able 2 3 2 7 accumulation 1 1
about 2 2 4 accuracy 1 1
above 1 2 3 accurately 1 1
abroad 1 1 acknowledge 1 1 2
absence 1 1 2 act 1 1
absolute 1 1 2 action 1 1
accept 1 1 3 3 8 activity 1 1
acceptable 1 1 2 actual 1 1
acceptance 1 2 1 4 actually 2 1 3
accord 1 1 adapt 1 1
accordance 1 1 2 2 6 adaptability 1 1
according 1 1 add 1 3 4

COERRERICDH 5 DN EORFERFERET RO X 51725,

| A * &t WO A * i
12 22 22 6 70 273
11 24 46 5 92 365
10 25 71 4 133 498

9 27 98 3 190 688
8 48 146 2 370 1, 058
7 57 203 1 1,003 2,061

HER - @ROBHFICEDL S LEBMEAIN T 22 2BAEL12E)IKE TBREF RO
TZERBZEOYE] (KBRS, 1966) 1T, #HE28% 100% & 4 A RAFEOEIHHTOR TV 2D T,
HINY 2 POKREBE) X MOKERZ S 7D ETERTAL S,

DY T 7 IHMEAFEIL EEIEREZ N C L 2 ERIORL, FEMEL 313 8% Y4T 538
DEEINT % LFRIghiR 2B T W 5, EAEEE POEEDR S IZH o Tv « 44 IR &8 B13 E
RKELBBHIEAHH, BEIY X PREXOREE /NI, 8B ZoEAMZRTLUED S DTId
WS, COEDOHBECHLONENEBICAPPBIEFEOHBEZENTWADT, 2 Fib %
A XDV TISRIEEA 2R TREEICGGEL TV S D LI LIz,
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4. BEOD-s, -ing, -ed ¥, FERFAD -er, -estHg, KD -s L3 EAXE tRFL
tz. fitting, packing 2 ERFE L TEHEELIZ Db H 5D, BEEOHIMIL, BB {rdaThorndike
& Lorge ; The Teacher’s Word Book of 30,000 Words IiT/$56 12, RIEDEREEREH
B AEH2EZEBLTTH S,

5. EE&A, HERESR, SfE (f.0.b. 2EBE2 L), IREFGHA S & DERNIC
YE 6 NIcEBIZE NI, Cotepfnkitd W ETEBVEDT 5.

D3 ILUTEL NI BIBERRIIRDOLEBH TH %,

12 a and are as ask at be can dear faithfully for from have in order

please receive sir that the to we

11 an any best but by delivery glad if market may ( May ) not of on our

price shall special supply time us very will with you

10 all condition could customer discount enclose give great guarantee goods

however it material must new out quote require should some soon than
these was would

9 agent been case early find hear know late letter make more offer one

only prompt quality quantity sample send term this today up when which

within your
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accept agree also appreciate catalog(ue ) concession confirm consignment
copy demand expect few first good high hope is large line list made model
much next number other payment place possible prepare profit quotation
sale small so state stock take thank there therefore use week were
whether without year yours

able accordingly allow arrive attention business cause cost course date
day do fact firm full further grateful has inform interest last let look
low manufacture many matter meet month most necessary now obtain over
part pattern per perhaps piece point product range receipt regret reply
representative satisfactory shipment size suitable sure trade trial trust
view well wish

accordance advise after again already arrange article assist assure before
call certain clear complete contract delay department detail dispatch effort
enable enough export feel fine forward future get had here inquiry into
leave margin need no oblige October once open or pack pleasure position
production prove put reach really reference request see select sell service
service set several standard submit such telephone their them usual want
way what who yard

account advertisement ago apology April available await below book care-
fully claim cloth coffee come competitive consider considerably contain
conversation cotton country cutlery deliver difficulty document dozen due
each end essential every examination execution general handle hold how
illustrate immediate immediately important inconvenience increase invoice
item keep learn least like long mark meantime mention metal note own
popular present purchase question recent recommend reduce represent re-
quirement result return same seem sent September specification stand
step suggest suggestion test they three through too trouble two type
typewriter understand unfortunately value weight welcome whom

about acceptance add addition agency always among amount anxious ar-

rangement bank because camera care charge circumstance coat company compare

compel concern connection considerable convince co-operation cover credit

cut deal December decide deep definite different difficult display disposal
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dispose does doubt draw entirely equipment enquiry even excellent execute
fabric favour following form found free friend grant help I impossible
improve information July June just less light Ilikely machine method
might mind minimum moment morning necessitate November official old
opinion opportunity original paper parcel particularly pay period post
price-list promise rate rather ready realize recently reduction regular remain
remember remind reserve right save season seven ship similar showroom
slightly sorry specify spite statement steel strictly strong subject system
technical think tin transport unable urgent various visit wait while work
yourself

3 above actually adequate advertise advice against allowance almost am an-
other apologize apparently appear approval assorted attach attractive Au-
gust balance become being believe box bring brush bulk buyer cabinet
cable cannot careful carry cash carriage chance check class clock colour
competition confidence confident confirmation consequently consideration
contact continue control correct correspondence damage design discuss
dispatch done down draft drop east effective elsewhere enthusiastic
error establish ensure exact exceedingly experience explain express extra
extremely factory fail fall famous favorable February fashionable fire
fitting follow freight given half hand happy heard heater heavy highly
importance include induce influence instead instruction insurance its
January keen kind kindly leaflet limit little mail manufacture March
meanwhile mechanical money monthly my name near net newspaper notice
obligation ourselves owe page past packing pen perfect power prefer
print prospect publicity purpose quite read reason record regard render
reject rely replacement report revise rotation satisfaction satisfy say
secure seen separate settlement shade shop show silk showcard shilling
sold something star storage substantial stipulate stress successful sufficient
telegram tell then thorough though tomorrow ton town tweed undertake upon

unsuitable utmost waterproof window wooden wool worker workmanship yet

Ll 6793Bic/s 253, BA 500 EBEREDVERBEIE LTIR N TLER 2A12T8DTHDH,
itﬂyfw-#4f%%i5t,ﬁﬁl@-2@@%K%ﬂﬁ§%@%%%ﬁtb%ﬂ&b@
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FHH - 8% . Business English ZHER A 5003E
T, LUFiAT %,

% 22 Business English Bi#iEREK
— fJHY 2 b —
CCTIX, BIETIER SN ICBE ) =2 b (BHE 3 LLE 6793) %, 1D 2 DDHEFEE & g
THLEIE-T, HBEREZ2IERT 2, HHEIROEBYTH 3,

.t AR R KL, RS [Business English JARICEET 2 2% @ gt ] (FEWRER
NLRHARTERC B 2475 « ASGERFPER) B#EOERE (LUK Horn-Thorndike U 2 k] & A.
L. Davis (ed.) : Better Business Letters in FEnglish (Educational Services, Wash-
ington, D. C., 1954) Appendix pp. A7 ~A 9FF#E DS E (High frequency words in
business correspondence ) (LLF Davis Y 2 ) Th 3,

2. Horn-Thorndike Y X b TIX10DN DIER SIS NTEET, a P b DI 2I&T 2

an 2 OXR E LTz, CAUZHEIE the first thousand BT 2% & 5iC 3 I b 312
D50 N 2EBRFBEICEENB3E T, B00GEFEEIC/ %, Davis U 2 MCET 2313404 Td 3,
CORDOFIE, dF DICHIBM/EE BIA X a, the) ZEMEIPNTOB T ETH B,
3. LIFiRd3E8%I1Z, &%) 2, Horn-Thorndike Y 2 b, Davis ) 2 hD 3EREE
H, WFhp 2 DU EREESNTWE3ER 7LV T > Ny MNEICY <, BERETOS VF0 5
BRERULIZLEDTH A, 58, #IIE [HEFICH S ONIIEEBEHIEOWR] 22Z: 0T, X
WEEEEEIOR S NITHERER 52088 %35 ATRUIZ, BDOFHAF 2HMT 2 &, HlA 1

B8a HT D FHAK af
a 12 1la A 2

accept 8 lla * 3

HEWT, BLTEIF, “a” WS EEIFBHY =2 b TI12[E(100%) & 5HN, Horn- Thorn-
dike Y 2k Tidlla (Business English T —f&3EE T HEA 1, 0003875, [FAFFIC Busi-
ness English TIZ1,000855D a,b,c 377/ a s r7—RIEH—ICETAED) THH,

Davis Y 2 MZFE#E /s, XHETEEEHEOER 52058icaEhn GEFA) BRIV =2 +h2-o
DY Rk (BFIY Rk EHorn- Thorndike Y 2 b) s h T3 (t2), T & ®RLTWL
5. “accept” IZHOWTWAIE, 8#FH|Y 2 b 8, Horn-Thorndike Y X h11a T, Davis Y &
M ahTEh, 3V 2 b2HiTHobET &b 3

. BEARFERRIIRDEBH TH 3,
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a
able

about
above
absolutely
accept
accordance
according
accordingly
account
acknowledge
action

add
addition
additional
address
adjustment
advance
advantage
advice
advisable
advise
after

again
against
agent

ago

agree
agreement
all

allow
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HT D #&K
1lla A

1la A
1lla A
11a A
13b
1la
16a
11b
14b
1la
14a

* ¥ ¥ ¥ ¥ ¥ ¥ ¥

1la
1la
12b
14a
12a
16b
11a
12b
12b
18b

* ¥ X X X X * *

13a
1la A
1la A
11a

13b %

11a A
11b %

13b %

11a A
11b  *

at
2
2
2

w NN

w w [\V) w oo (W] [\ w [\\) w Do [\)

[\

almost
already
also
always

am

among
amout

an

and

annual
another
anxious
any
appearently
appear
application
apply
appreciate
approval
April

are
arrange
arrangement
arrive
article

as

ask

assist
assistance
association

assume

(1976)
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12

HT
11b

11a
1la
11a
11la
11b
11a
11a
1la
13b
11a
13b
11a
12b
11b
13b
12b
14a
15a
12b
11a
12a
13b
11b
11b
11a
11a
13b
14b
12b
12b
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assure 6 12a % 3 can 12 1la A 2
at 12 1la A 2 cancel 2 17b % 2
attach 3 13a  * 3 cannot 3 1la 2
attention 7 lla * 3 card 1 12a % 2
August 3 12b A 2 care 4 1la * 3
available 5 14b =k 3 careful 3 12a % 3
average 2 12b =k 2 carefully 5 12b 2
balance 3 12a * 3 carry 3 11b A 2
bank 4 11la 3 3 case 9 lla . * 3
basis 2 13a % 2 cash 3 13a  * 3
be 12 11a A 2 catalog (ue) 8 16a %k 3
because 4 11a A 2 cause 7 ‘ 11b 2
become 3 11b A 2 cent 2 11b  * 2
been 9 1la A 2 certain 6 1la 3
beginning 2 13b  * 2 certainly 1 1la * 2
being 3 11a 2 certificate 16b 2
believe 3 1la 2 change 1 lla * 2
best 11 11a A 2 charge 4 lla * 3
bill 1 1la  * 2 check 3 1lla =k 3
blank 13b * 2 circumstance 4 12b  * 3
bo‘ard 11b  * 2 city 1la 2
bond 12b  * 2 claim 5 1la 2
book 5 11la * A .3 class 3 lla % A 3
booklet 2 18b  * 2 clear 6 11b 2
box 3 11b A 2 close 1 1la  3* 2
bring 3 1la A 2 coat 4 11b 2
building 1 11b A 2 collection 2 13a  * 3
bulletin 15b 2 colour 3 11b A 2
business 7 11a  * 3 come 5 11a A 2
but 11 - 1la A 2 commission 1 12b 3k 2
by 11 11a A 2 committee 12b  * 2
call 6 1la A 2 common 1 11b  * 2
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communication
company
complete
concerning
condition
confident
connection
consider
considerable
consideration
continue
contract
convenience
convenient
co-operation
copy
correct
correspondence
cost

could
country
course
cover

credit
customer

cut

date

day

deal

dear
December

decision
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14b
11la
11a
13b
11a
15b
13a
11a
12b
13a
11b
12a
15a
13b
14b
12a
12a
15a
1la
1la
11b
11la
11a
12a
13a
11b
1la
1la
11b
11b
12b
13b

BREBFENEHAFAE $275

¥ K K K K K X K K K K K ¥ X X X ¥ * *

* ¥ ¥ *

w N W W W W W W W N W W

w

w W Ww

definite
delay
deliver
delivery
demand
department
description
desire
detail
difference
different
direct
discount
distribution
district
division
do

does

done
doubt
down
dozen
draft

due
duplicate
each
early
east
effect
effort
enable

enclose

(1976)

10

10

13b
12a
12b
15a
11b
11a
13b
11a
12b
11b
1lla
1la
17a
14b
12b
12b
11a
1la
1la
1la
11b
12a
13a
11b
17a
11a
1la
11b
12b
11b
13b

1l4a
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end
endeavour
enter
entirely
entitle
envelope
equipment
error
estimate
event
every

evidently

examination

except
exception
exchange
expect
expense
experience

explain

explanation

express
extension
extent
extra
fact
factory
fail

fall
favour

favourable

feel

FHH

11b
13b
11b
12a
14b
14b
13b
13a
13b
12b
1la
13b
14b
11b
13b
12b
lla
12a
11b
11b
13b
11a
15b
13b
13b
11a
12a
11b
11b
1l1la
14b
11a

- BE
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few
figure
file

fill
financial
find
fine
firm
first
follow
following
for
form
forward
found
free
freight
from
front
full
fully
furnish
future
general
get
give
given
glad
good
grade
great

greatly

)
G[=]

12

[op]

10

1la
11b
11a
11b
13b
lla
11b
12b
11a
11b
1la
11la
11a
1la
11a
11b
13a
11a
11b
lla
12b
12a
11a
11a
11a
lla
lla
1la
11a
13b
11a

12a

* % % %

*

¥ ¥ ¥ ¥
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had
half
hand
handle
has
have
hear
heard
heavy
help
here
hesitate
high
hold
hope
how
however
I
if
immediate
" important
impossible
in
inasmuch
include
inconvenience
increase
indeed
indicate
inform
information
inquiry
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1la
11b
11a
12a
1la
11a
11a
11b
11b
11a
11la
13b
11a
1la
lla
1la
1la
1la
1la
12a
11b
12b
1lla
17b
11b
17b
11b
1la
12b
12b
12a

14a
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instance
instant
instead
instruction
insurance
interest
into
invoice
is

it

item

its
January
job
judgment
July
June
just
keep
kind
kindly
know
large
last
late
latter
learn
least
leave
less

let

letter

13 N U NG
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12b
12b
11b
13a
13b
1lla
1la
18a
11a
11a
14a
11la
12b
11b
12b
12b
12b
11a
11a
11a
12a
11a
11a
11a
11a
12b
11b
11b
11b
11a
1lla
11a
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light
like
line

list
literature
little
local
locate
location
long
look
loss

low
machine
made
mail
make
manager
manner
many
mark
market
material
matter
may (May )
mean
meet
meeting
member
memorandum
mention

merchandise

11

10

11

FAHE -

11b
11a
11la
12a
13b
11a
12b
12b
15b
11a
1la
11b
11b
11b
11a
12a
11la
13b
11b
lla
11b
11b
1la
lla
11a
11b
11a
1la
11b
18a
11b
15a

-<El

*

* ¥ Ok ¥

¥ OX ¥ X ¥ X ¥

w w

N NN NN

method
might
mind
mistake
moment
money
month
more
morning
mortgage
most
much
must

my

name
national
necessary
need
new
next

no

not

note
notice
notify
now
number
oblige
obtain
occasion
October

of

Business English #E&# 4 50038

11

11b
1la
11a
12b
11b
11a
11a
11a
11a
15b
1la
11a
11a
11a
11a
11b
1la
1la
11a
1la
1la
1la
1lla
1la
16b
lla
1la
13a
11b
12b
12b

1la

* ¥ * %

¥ ¥ X *

*

* % % *

>
RN O R O U U S S Ut

o e e

. A
[N\]



offer
office
old
on
once
one
only
open
opinion
opportunity
or
order
organization
original
other
our
out
over
owe
own
pack
page
peper
parcel post
part
particularly
party
past
pay
payment
. people
period

—126—
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12

11
10

1lla
1lla
1lla
1la
11a
11a
11a
11a
11b
12a
1l1la
11la
12b
12a
1la
11la
1la
11la
12b
11a
22a
11a
1la
10b
11a
12b
11b
1la
1la
13a
11a
11b
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f

perhaps
permit
personal
piece
place
plan
plant
please
pleasure
point
policy
portion
position
possible
possibly
post
postage
power
practically
practice
prefer
prepare
present
president
presume
price
print
previous
probably
prompt
promptly

property

(1976)

12

11

11b
12b
12a
11b
11a
11b
11b
11la
lla
11a
12a
12b
1la
12a
12b
11b
16b
11b
12b
11b
12b
11b
1la
11b
15b
1la
12b
13b
11a
14a
13a
12b

* ¥ * %

¥ O¥ K X X X K K K K K K K K K K K K X X ¥ K ¥ ¥ ¥ * ¥

>

w NN W

DN DN W W Ww NN

w W NN W W W NN W NN W

NONW DN N



proposition

public
purchase
purpose
put
quality
quantity
question
quite
quotation
quote
railroad
rate
rather
reach
read
ready
realize
really
reason
receipt
receive
recent

recently

recommend

record
refer
reference
regard
regret
regular

relative

W W N W O O W

10

F9H

14a
11b
12a
11b
1la
12b
12b
11a
11a
16b
13b
11b
1la
1la
11a
11b
11b
11b
11b
11a
14a
1lla
12a
12a
14b
11a
13a
14a
11a
13a
12a

13a

* ¥ ¥ %

* ¥ ¥ X ¥

*

* oK Ok K K K X X X X K X ¥ %

> > > >

W DWW NN W W N W W NN

w N W

w W W

remain
remember
remit
remittance
reply
report
representative
request
require
requirement
response
rest

result
return
right

rush

sale
salesman
same
sample
satisfaction
satisfactorily
satisfactory
satisfy

save

say

season
section
secure

see

seem

sell

- 88%] . Business English Z&E#A 5003

w

11a
11b
18b
18a
11a
11a
12b
12a
11b
15b
15b
11b
11b
11la
11a
11b
12a
15b
1la
15a
13b
18b
14a
12b
11b
1la
11b
12b
12a
11a
1la
11a

¥ Ok X X K K K K X K K ¥ ¥ #

*

* ¥ ¥ X ¥ % *

*
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send

sent
separate
September
serve
service
set
settlement
several
shall
sheet
ship
shipment
shop
shortage
should
show
sign
similar
sincerely
single
sir
situation
size
small

SO

sold
some
something
somewhat
soon

sorry

—128—

[$2]

D W O O

11

12

w oo oo XN

10
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11a
1la
12a
12b
11b
1la
1lla
12a
1la
11la
12b
lla
17a
11b
17b
11la

11a

11b
12b
16b
11b
1la
12b
11a
11a
1la
lla
1lla
11la
12b
11a
12a
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special
stand
state
statement
station
steel
standard
stock
store
street
study
style
subject
success
successful
such
sufficient
suggest
suggestion
suit

sure
supply
system
take
telegram
telephone
tell

term
territory
than
thank

that
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1la
11b
11a
12a
11b
12b
12b
lla
11b
11b
11b
12b
11la
11b
12b
1la
12b
1la
13b
11b
1la
1lla
11b
11a
14b
12b
11b
12b
12b
11la
1lla
11a
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the

their
them
then
there
therefore
these
they
thing
think
this
though
three
through
time

to

today

too

total
touch
town
trade
transportation
trip
trouble
trust
two
unable
understand
undoubtedly
up

upon

12

11
12
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1la
11a
1la
11b
11la
lla
1la
1la
1la
11a
11a
11b
11la
1la
1la
1la
1la
11la
12a
11b
11b
11b
14b
11b
1la
11a
11la
13a
11a
14b
11la
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us

use
usual
value
various
very
view
visit
volume
want
was
way

we
week
weight
well
were
what
whatever
when
whenever
whether
which
while
who
whole
whom
will
willing
wire
wish

with

s
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11

10

12

11

1la
11a
12b
1la
11b
11a
11b
11b
12b
11a
11a
lla
1la
lla
11b
lla
1lla
11a
11b
11la
12b
11a
1la
1la
11a
11b
11b
11a
12b
12a
11a
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within 9 1la * 3 year 8 1la A 2
without 8 1la =k 3 yet 3 1la A 2
work 4 1la * 3 you 11  1la A 2
would 10 1la A 2 your 9 1la A 2
write 2 1la * A 2 yours 8 13a A 2
writer 12a % 2 yourself 4 11b A 2

RICTDFFREBED $ >, VWAWB RS ICMNTE X120,

1. BEYZMIAF) 2BARALE LIABIDSESNIZEDTH B, Davis U 2 b iT5 W
T, U R MEROZEESI S TRV TIDHER T 2 LSS0, 5 - HHE - 52835 CEA
BN OB >TVAE) 88 »O6BATT 2 Y AHABEIRL 2 EMEL TINS5, Horn-
Thorndike Y Z MZ2WTHE A3 &, Horn Y X bH7 2 Y ##, Thorndike U = b i3 38
EONR L 72> L XHERIR D &, BHREFENZEDEZLTI UV, FHY 2 FOWRE LIZD
W Horn Y 2 MIZBHT 2HDTH A5 74 ) WEELZTIVWERS,

B an23BREXMOCOL 5 BEEOHEERIZ, ChP2EBET2ERES B Lzl
REEWSREAZMTAHTH, i S00FERRE LI LU 2 S VOEKHEDEIRX, ) R FDIE
RMEZ B AR T 2 FRE B AL /a0, BETOHESIINGER»E R4 2 2 ik
STIREMETH S LB AT, 12& 213 president X Davis Y X b «Horn Y 2 F CHE® &
HOITKEBELLUTEHEINL L EIWSSTEDTHS 5, HfHEE chairman 21309 55>, presi-
dent % 500 FEEX D LN T B E NS L EMBEZLN S,

2. BV 2 MCEREB S NIZEERIL, B 660THA, TDS LBEY 2 MLl dHbbhi
W DODBHEEB B, ThEDFERZ Y X MR T itk »T, HEEREIC, L bh R
WHPHADLENTELTHAS, TNEDIEIZSMED A5, ZOHuci bxbo “president”
PIAEINT VA, FHLRE 2 THIEEOHII, KL AThEG»N S -5, 543 %
FPETHERDEBHTH B,

absolutely, advisable, application, blank, board, bond, bulletin, certificate, city,
committee, communication, concerning, description, desire, distribution, division,
duplicate, endeavour, enter, event, extension, financial, hesitate, inasmuch,
instant, job, latter, locate, location, manner, meeting, member, memorandum,
mortgage, parcel post, plan, portion, president, probably, property, proposi-
tion, railroad, remit, rest, salesman, single, somewhat, territory, thing,
transportation, trip, undoubtedly, whenever, writer.

C®dDH b, advisable (18b ),certificate (16b ),duplicate (17b ),inasmuch (17b ),memo-
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randum (18a )78 &id, —MREFHETE HF HFHFITHO L N/LVGHE VA B, parcel post (10
b) b FRICHREERICIRINT 2 EH S H B D EERI 2 U B, instant 1X this month Z2H 5 D
FTEELLTELHNLNTZDTHAH D, BEEOGEHTITDLNLVIRIC/L > TV S,
president (2 2WIXFICHRRTZE B H TH %0

3. Davis ) 2 FOVERHEAEIZH XL THV, LA Horn ) X b2 6ESLN, % &
i hicikF LT A D THNIE, Davis U2 b% Horn Y 2 b &ML, afi bk 48
SLTHIWA C EIFEHA /20, L LliE 2 EE L TA S L, Davis ) 2 MO £
SEILAERFE L, Horn Y X b LA THNMERZ § D& 51cillbNn b, Davis U 2 b DERAD FFEIL,
#%12Business English (A EVIEAEOFRER2ZHE LIIB NS DA S L & T, O,
Business English "FHICIZA SRR TUREG SN TOEIRETHHLEEALND LIS
3N TN B, CDC &L, FOMIIY 2 MicAEh2EORT, FHCA (HFERLIUEAN
Hdg) 1B AN, £ Davis YR MUERBIN TN EDLE I DDA,

4. Davis VA FDIDL D SIFNEAEL R L & X, MH YR MRA- -V 2ffahicghze &
DX SIS b, HETEZEORMH S L 5 I1ICBbh %, Business English DOFE, & %
MERSERBELIRIC S > TR U D TITbh 3 & %2 #& A % &, 5 %Business Egnlish AR K
DHEANT A EBOHETH B, (T DT &iF Business English "FHICBWTA~Y -2 Ol
MEETHENENS T TR AILET 231 191 TH H, KOSEGRIIMA T ZH &
)R hITEE BB, 4155FiIC/s B,

ULd L, Bl Z i EZagfdd [HB B - 3ik]  (Business Egnlish vol XXXI No. 6
X hEREM) wBLT “a” “an” A—IEEE LTHEY S N, WEHAOMIK, BHEE oM E
IAONWTELDAR— R B Hi- THEANITOAT NS, TOX LAY IV —FDITE Business
English & UTHELHICERTEZLOMERZ b bonfliicdt BA o2, ZO5HGAK
HEEFIFICEBL TEEVSEIBZRETHS I,

A7V V— FTOERVNFETHLERDEEH TH 5,

a able about above after again ago all almost already also always am among
an and another any April are arrive as ask at August be because become been
before best box bring building but by call can carry colour come could country
cut day December do does down each early east few find first for get give
glad good great had half has have hear help here high hold how however I if
in into is it its January July June just keep know large last little long look low
make may (May ) month more moning most much must my new next no not now

October of old on once one only open or other our out over own people put
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question quite railroad rather read right say see sell send September shall
should show small so some something soon street study such take tell than

that the their the that them then there these they think this though three
through to today too two up us use very want was way we week were well
what when which who whom will would write year yet you your yours yourself
you

5. HimDFE %, [Business English ZEAS50035] & U7zds, 50035129 5> 5503512 9 %
MHENSIL IR LIIISTHEHRD/ENT ETH B, AT N— Tl EENTZA1555H6 660HE R IC
BHER, HHE S0GEREOEE UTRIMICRIATA T L 2B LI MEEI50035] OFEKRTD
%o

6. EERKEHCBUE S BRBEPERT 2D ITI, TRTEEORs 5 3EI3EEE, BEOFL
WEBIZFA—EE, L UTERET AR LA 0NEND S, TiIcBH ) 2 bOFBHICEEL T AN
p3, AR TERUIES®%E1E Thorndike Y X OB T, HTOREKLOEBMBITODN T 5,
e REEDOIRE T2 Davis Y R M 2ERD EWVS TRILE D HORRIELTOL L, £H]
BHICZDORB—ELTL 5o LU Horn-Thorndike Y & MERODB hERAIZ &L 5 75 #
B %, AJRERMRHNIT-TEH, VX MOEHEMERIRITEIZEDLEEALS,

7. 45icP9HEDS Horn Y X k& ¥ Thorndike ) 2 h @ 2 DD X ZFIH L TYER L 1238 R K
(Horn-Thorndike U & h)icid, BT U TEMZRU IV (X 57, #O0DFEHBDH -
1o # %13 herewith (18 a ), trusting (18a ),lading (18b) 75 ¥ »’Business English &
H 1,0003ED 7V —FIBFENBLERETH-1, TD& > 2BMAIL, HEENFEZHOL
Btk > THEBERITET S ENTE LD, ARTRAIL S iT, OVBNBLFEREK
BRIV =L ELTABNDITBIET, ABERZHEEL, JVEF:OIUDLEDITTHIL D
AEETHh 3 B, SEOEAS00EREIZ, FDHorn-Thorndike Y & b DIFEFIL, 000FEE D 3
ByEERICE > TCRINTTEAEL Y, BRIUBLTATEEERTBL LTI OEY DT
HHLICELLND,

1) ok REEICIZ X2 REDB R T X 3, C. E. Buck : The Businees Letter Writer’s Manual
( Doubleday, 1938) % T* Babenroth & Parkhurst : Modern Business English (Prentice - Hall,
1942) #B#Dletters > 5 ERMMICE > T 2, 770EOEEARIED, Horn DY 2 b LHET 38, FlA
“herewith” {ZBIL Tid X2 %5.009& 72 b, 95%DISHE T, MEFIFEESA LD LN B, T/405 Horn
V)X FOFER SN0 L AERICBWT S, ZHFEE D model letters H Tix “herewith” (& Horn Y
2 FNORTEHEETH 5bNISNT &, BUOEHETHRAINIDITHS, RECHMELHANTS
FREDOKEERES > 5L LB TEHDT, “herewith” 2EHAMIEL U THEREATRICRET 5 D3 @S L
HRBEHBERE L TR LENBTEEDTH 5,
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7. EEABEREOMMIIIVAVWAREIREBLLNDY, FHCHEH EEEZIEICOWT, &g
EOHEBE OME, FAFOBALER E KT 2 —>DHEAEIC/Lh 55 -, FFICHIEA - 50
K75 & DBusiness English Class (3EAEEHOFBICTIAED B XS TH - T, recog-
nition MTZHICLL FLSHNBED B »sdifl ¥ 5 —F T, production DM THEASGEL 6 HA
1,000;ERE 20 & 35, HIEN/SEREEBEL NI EMBEE LN EE L S.50085K1F L
DS BANRED BRI ODTREO»ERY,

s b 4

NI 7B CHEMNEE : SHOBOERERZIERT ] V), §CR2HORVEER
ST CHAERI SR 2RI U THorn-Thorndike 9 2 b, 8BEY 2 ~,f9HY 2 b 72 EVERCL 7248
BHNCE AT, KEH COFMOHBIIBEADOHEEL U TREHDODNITHERDODNEDIZLE L
2o SBREBABD IV —FTTY) TR e 07 —R2ERL, T2 -2 —ILFFRPRICES
BB EICE T, HERKEE R ABIRELSIIICIT A 3 FRICHE te O DREEMTE & 85 Y
B P& CORE2IRF LIV DTH %,

Ghxrz® 51. 9. 22)

2) COFTOWTIE, AR - AR TEERCPIR S 00 € a — 2 —FIH]  (KEEHE 5B 120 %5
375 A2E~) HWRBMTH 5,
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