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mHORKL - T IR 135

6 L HETRARRITEGMTSTL £ 3.

During his stay in your city he will call at your esteemed institu-
tion.

R v 5 LHOF LVRES, Yar - 21 25E(E55EBMYSC
L%, coepMmbdnilL¥7,

This is to announce the forthcoming visit of John Smith, our new
representative for your area.

ML T SICHMBICIBIT B0, 3 ACSHEHFONHE T L bH~RMik
L¥de

In order 1o have closer talks with you, | will send Mr. Takenaka,
Managing Director of our company to you in March.
FEMEoEYLEAR FCICHECBR-LET.

1 will write to you again as soon as my plans become clearer.
HAFERE b icd ACERC@EET 228U TFRELTWET DT, L
BaTEdoldy, ETLBLACLTREDES,

My wife and | hope and plan to be in Tokyo during April and look
forward very much to seeing you again.

BRLT EDICHBSO L VR BEi R RO NS L5, BMPICTHAKEE
Lo THEMbEnwELE S,

I will let you know well ahead of time so that we can find a conven-
ient time and place to meet,

i~ O EOHROMMA BT TECTHE T,

Once again, we're ready 1o make our annual trek to the Far East.
ER3IAN AL A CAKCHELETHT, RBIZEQVLEVWETR
LEF.

I will be in Japan between March 11 and 25, and would like to have
the opportunity of meeting with you.
HE<ARM>K<BF>cEnt itor, R SHELTERLTENE
LHELEYS

I'll be in <place) on the {date) and would like to meet with you.
BLBQUTBTEXNTEE L ALY B FLET,

I should appreciate the opportunity of meeting you in person.
<HBESCOWTELES d, <AB>CERUVTIDINEIPBEAVEL
EH %4,

1 am writing to inquire about the possibility of meeting with you
(time) to discuss (subject).

W~ FELEASEE-TEY 1. TORBKVVERETIIHNE S EHFE
WL Ed. RBOCHA Y #TFRTERMLETE V.

I understand you will be visiting Tokyo, and would like to know if
you wish to get together. Please write 10 let me know when you will
be free.

5 BT o Zcaillil o L S -O®RT---

Following our last discussion in May, ...
RRZoH<BH>ICEVETOT, L sRWLT<HE>KO-TEL
EnknE BT,

lﬁ

LTI
N
N

|
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mMAY [1FiX 809

thing is fine..

el S WRERRLCMWTEVET.

We are surprised 1o learn from your letter that...
KETEBIZAD > THS, b5PLT8hRICAD ¥4,

Almos! eight months have passed since I met you in Osaka.
(D) EEE, ETEASHPULTEUET.

It is with a great disappointment that we hear of. ..

B OMTRERE L D A HATE D L A,

I have Leen most pleased at following the relationship with your
company.

el WS EEMOWTHECHRATED 4,

I was so excited to hear about [of]... /I was so delighted to hear
about [of]...

BEpLidese & v s BItORG CEMOTHRICORBLTHY £+,

We are much concerned at your news that...
REICEFREEL LY o MRENTT, BLIHFLETS

It is a pleasure for me to have the opportunity of writing to you.
[Z74—Fa  gE6H2ART XYZ ?ii‘C’JV"CU)t:L\'\A,*l’SLE\IE
PWeFERWALE L,

I was mosl pleased 10 read the very fine article about XYZ in the
June 25 issue of FORTUNE magazine.
INELVAARERCEELEL 2.

1 found it very interesting.

COLEVDIRELF-HATEY 1,

I was pleased to learn that you decided to do so.

i (CRE—F] TMTHESLOL, Sl gL LT,

[ was very delighted 1o hear that you are all well.

Wile BEHATEIDRERNBERRTHYRUTHBI A EBL (H=Ty
el 5 &, “rdlantl o

| wanted you to know personally what a privilege and pleasure it is
to work with your line Company.

fillulds Hic 208 5 TLELKAK S  THPDIELT=LEL -,

It is quite & long time since [ met you last.

W RO XA L BATETHBL(BFLET.

I enjoy being back with you and your people again.
COEILWEORM Y, Al Ttih T,

We welcome this development very much.
HMELHS - EREHSULET.

We are sorry to inform you that... “We regret to inform you that..,
S DWTDHS B ERT v AL HELE T,

It is most gratifying to receive the news about...

ek EJY, e ~ASRLSHFUET,

[t gives | gave) me a great deal of pleasure 1o learn about [of]...
WikEbeeThict®-Y, ShL{BLET,

We are glad to know (rom your letier that...

i1
aﬁcmﬁsmﬂmaﬂ
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2 EXLI—ERDIEOHDHAF

Ao RO A F] ELTTRED 4 mBSPERSN T 5,
(1) [ZOFBLDOFER L WH ]

@) [EYRAVY—DEXT]

(3) [HERl<E TV F —155%]

(4) #&K %51

CHEESE L F —(EED DDA F iz SknoiEs, ZomT
LIEZAT T ODPD L= R A v — VB0 Tw b, REEO
BEEESHTVWE—HTHLDT, UTIKZOHE>»EHIRL LD,

(1) EXLF—DEKILTH
ZOEBOEHG L, HAOFEENEXC T A AV Y —% [UARTH
f, WECEB| TALOOEBEREHRT L I21CH D, WEHOAD
Sz iE, FIFES [BAZBCT Z7H R, HECTKRH] TEL7200HE
B TH IR LEZThERSZ0WOTH S,
[AZETRM |35 2 L OEWKIE, FIH#EOQAHERES 2 3=fFXI
SEENLTHRLWVWEWD ZETHSD

NS T T T T4 F 4 TICOVTYH, BRRZEDLS (AR
LS AR S ERBIRRT S H 5, BODHTEWEIL, (), B=
ATEY (R, SEATEREL (R, b oaTefEs ()
rWHHNTTH S,

EYEYRALY— b2 U LT, [FMOHETK (the Opening of
FugtoBEHL S [A%] (the Body) — —HiIB, HE

AT B, BELCEBLDESR VIR, AE—0o087 77 7 (BE)
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T/ [AXOH{E | (the First Half of the Body) —— {4 % 3588
T2/ [E£X (KXD%EY) | (the Main Part or the Second Half of
the Body) —R#0 B 2R, RiREZ T TERPRL TETDORE
sEERD D TFHROAL | (the Close) —HisH < < b, EERDTE (FH
PFOPRERR £ SHEV) / [#50°) (the Ending) —FiTEORE O X =D
FERETE (RSO 3CA], 4% b A) /T RES—RS R4 ] (Complimentary
Close) —Hx 2V DR, HEAFED MBE] 10472 —r 134
R TE D,

C DFHLE, (sentences), fii(clauses), 4] (phrases), ZE(words)
OETERFIZRLTED, IhsDERLHAEDY, BEADE %
HRTERDSH 5 —-DDREEELZLDTEL, ChiN5 757
b, LT, BAK, RS, BHezohil, —ooLy—m7
25 HARBZREBL LLSEEMICE > T, EXO#EE2 L T w7
WD Thsb,

WBZRERBE Y HARENS 7 7 e AL THELIEL, HaesEL 2,
—EDEBIHENN D728, SIVEELICEFRETNRTL L
mdanThs,

(2) FBRAOEVHDEH
I [ERHOLODOHA ¥
A [EYRAVY—DESH]
THROBEER, A5AN, 547« A= 2D} H, HEEdkk
EOEREVo 7, BEHOERFERE R,
B [HBmAl€ 7L 4 —15% |
EY AR « HEXORFNLZIHEER LIz, B2 AHHO XS
BEAZIOERLV Y —2 b L LT3,
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m #K (%5l

HAREO % —7— F (BFHF) »oMIET 2 HAFHETT &
Fl, BABIAR THEE S LI, ZIH—YPRLTH S,

(3) XBIH 5 FRIERDFIR
TIZREADE L TH B, TEZIv-TtERbHL LI I
e, EXObDb ANz, — M, —2OXOREIFITEEL 5 0HiHE
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LAY U R AN BEHANEY F ALY —158#] ZRLICAD
HTCHRA T, HEEARBERED TE <
(2) MBEOERC L > T 3BRERYAATHNOXEEZERY
@ [HA43%E] 108 IR E Y 2 AOFTN LR (function) TE SR
ThBDT, 1~8DFHEBHERD.
@ Wiz, ¥OEYFHARY (situation) » %, [thorsg] T L

D 3ATe,
® %%K*@%Xﬁﬁﬂ%%ﬂf@%ﬁmwm)E%témﬂ%
2Pk %,

@ LbhsXEIR—VIzbbl 52, TORNSRLE
WA B THBINBEENLDOPEY I T v T LThb, T¥V7
hemUl ¥ —7— FRERATFERICEATH 20T, HLPT

L FORBEERETCARES 4 MLzl > TITbT B, VI —

FERICEBL T &7 5, Bk S aXBIRBEOH» S - HIHEZ b O
BERIEN, REXNLEEFEYORBICR S,
(3) BT, HAHPTVWEYRAVY—2FHICE
LEOHETL Y —DOBTHED 2tk 358, XEEHMY LT L7
»ic B DT —H Thi 3 RERI R EEE R LT 505, TK
S| B 9TED [FROWRE D Xh ] Thb., IOXERESEICH
WA KT - BUOREEORIEDRBETTY, —DO5REK
Li-EfeBme 2 L ATE 5, 2MICERRECEERNZLE, #F
i FHLOEE Y — BRI TV S,
4) EY 3 AOHMSFCBT A XEENOILEE LT
943 v VIV OB L ICHEEER (terminology) % [ASHE] H10
HIcEDSNTWAEDT, fFYuNEICIRERY €L HIEE
F5E, X0DEMNTEREEELFRSEDT %,
(5) CEBERROHIOIIE
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EREDEFFIT, ROLLBEDF—7— F£3[< &, #3708,
LERTRELESTENTHRIDT, ZInbhTsRET 27 L
ﬁ?gﬁocmﬁwﬁwuﬁibﬁénfwémﬁ,z:ﬁwﬁi%
2EE Tty Tx 3,

FRIDXKE ABC ¥R T, Y/ ARBEM 5 R - T3y L
F—&fED, KHROBEOHBFORS 2T 2 2 Lic FREE L7,
%@ﬁ&tbf,ﬁﬁﬁwr%ﬁﬁ%?wvy~mﬁl@¢@6%E%ﬁ
Lwtﬁbn%2$ﬂ%ﬁﬁf,miwﬁﬁﬁﬁmﬁofﬁﬁ&aAkwﬁ,
TN ZTFECRE D,

From 15 Model Letters

12 Sending brochuresg:----- in answer to a request for details
BHEK ST 2:81F
—< RS>
gﬂzﬁﬁwwrﬁﬁf;§ﬁ®x¢~mtﬂmf®§&®3%®Em
DREHEH- L E 4,
HAOHMA VBB 2 %0 7 %, AHBREOE - RA L iz B
=D LE LR,

[ DA ROMAKIL, TRTH L7522 R abMBEL & 7o T
Fo MMIERER 3BT T, THOKDWLTIE, IREE RAHRICX 2
i GRS AR AP A3 o

%ﬁxgmﬂﬁéﬁﬁgwtbfﬁoifo%&@S%%mﬂbf@,
B E 7 EE L T L F g,

EY A ABRXERO T oz 63




64

Attention : Mr. George Smith
Gentlemen :

We thank you for your inquiry of September 2 and are pleased to learn
of your interest in our line of ski boots.

A copy of our illustrated export catalog is being sent to you today
along with samples indicating the range of quality and colors avail-
able.

Please note from the enclosed price list that all prices are f.o.h. San
Francisco. We can make delivery within three weeks of receipt of your
order. As to payment, out transactions are based on an irrevocable
letter of credit.

We look forward to receipt of an order from you and assure you that
your requirement will be given our immediate and careful attention.

Very truly yours,

Japanese Index Page English Expression
AICES| AHMH B
(CR=F-ER 5743 (LA (FOsesthi A &
F51EHH) {RIHE 12 ) AR O % FT)
et 820 to inquire about
SRS L 267 Referring to your inquiry of the 10th of
this month we reply as follows:
WL TED £y 208 I am grateful to you for your kindness.
St LET 776 Thank you for your cooperation.
823 1 appreciate your kindness.
it LB-CE RS 415 We thank you very much for your letter
of...,
expressing your kind interest in our...
ZomsE (Fan) 355 many years experience in this line of

EIEREFHE No. 13 1997




Lk JOR Y T h s

A% nds L UEfE

1) TR A=
s i P
LEBHIZ
D SR

BRE

EBEYVILET

BED (XH1K)

fili 4%

M L

iR L (fEEY)

BHILEL 9 GEH)

Ead ]
Ly 48

BiE1E
4 BRLIA I
TIW (FH)

245

240
638, 902

553
225,239

915

407, 547
245

410
446

443, etc.

426

039
429

business

export packing (427)/exort cases (432,
427)

We enclose our catalog and price list./
a catalog and price list of our merchan-
dise

Please send us an illustrated catalog of
your...

a full range of samples/a semple of the
goods

together with

the quality of the goods (merchandise)
color cards cf. in various colors and
sizes

I send you (67), will be sending you (97),
I will send (443), We are sending you
(238), We are pleased to send you (814,
816)

the enclosed invoice/the invoice en-
closed

the price (s) for...

Enclosed are the latest catalog and the
price list based on FOB Kaohsiung.
These prices are f.o.b. London.

As for the price terms, our company
prefer to ship FOB.

I am glad to inform you that (177),
report to you (242), We shall notify (688),
etc., etc.

the delivery (date)

Delivery will be made within five weeks
after receipt of your order and the cov-
ering L/C.

after we have received your order
within 4 weeks from receipt of an order
payment temrs (194), terms of payment
(361, etc.)
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wwonwT,  icMLT

BEB| ek s OEmEl  482/374

(I EAgE) ERAR 480, 482

ks (W) 1cEkOWT

7 (7)) sEx/EXE

(&) B5&
BELBLTY (BY) 7

L EEERICU S
ZEMTEET

FABL AE . 709
+4riER L TRk W 443
g 5 (kS ) 447

With regard to (545, 799), with reference
to (864, 900), Relating (Relative] to, As
regards (906), In the matter of (906),
regarding, concerning (919)

our transactions/dealing with your com-
pany

Please open an irrevocable L/C./Pay-
ment may only be made by irrevocable
letter of credit.

based upon (276), based on (279, 910)
your order (438, etc.)/the order forms
(436)

to arrive (481), arrival (184, etc.)

look for (154), awaits you (359), look
forward to (442), We await (510)

We can comply with your request (680),
meet with [fulfill) yvour requirement(s)
(899, 272)

We shall give your orders our prompt
attention.

Your order will receive our careful
attention.

.. handle our/your order with utmost
care

A letter composed of English expressions in the dictionary

Thank vou for inquiring, in your letter of September 2, about our line

of ski boots. (Thank you for your letter of September 2 expressing

your interest in our ski boots.]

We enclose our illustrated export catalog and price list, together with

a full range of samples in various qualities and colors.

All the prices are based on FOB San Francisco. Delivery will be made

within three weeks after receipt of your order. Payment will be made

by irrevocable letter of credit.

[Epgr s No. 13 1997



We look forward to your order. Your order will receive our prompt
and careful attention.

ski boots Consult a merchandise dictionary, etc.
(axv})
1. RECRTOELET VL & — b AL ORI ZER TV DD
23, XA #T THORABITHANLT T ATz,
2. KEHOKRRBOFG] (FI8) T, ZOFHEFMERTE 2 2 & 4545
5, FMmARERTRAMOZ 1255,
3. MIXFEGITHIREE (HAZE) wHIST 2 RHELAAZWIEBEICIE, b
DRIFIZEVBZ TEE| T2 L5 Tkt 2,
4, EEBVRYS, ZOLI R TLEY S s NIER S = A,
AREOTEXREZEDL01EE £ LEBEI2 S,

15 Apologizing for a claim------ to an inquiry about the delay in
shipping

EWICNT 2 HERUVDEE
<R E

8 HUAHLT O O BAF ot 3 2\ & LUC, ##HCE No.d165 DI A
HNEBME L RZEHR URZ S BEUHL EiF 4,

BHOE BT LHEOKE DT, BEHNTITL, T TOETRMAR
EORMEZD £ Lz, LinLadis, BEREESTEECHEL, EEL
T, BEHEXE BAMURNcHFETCE2 2 w0 s L7,

LRVR, FROTEKREBL U L THLRRSEL ¥, ARHEES
TS - BEWHRL LFET,

(rentlemen :
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one week.

Very truly yours,

In reply to your letter of August 14, we very much regret the delay in
the delivery of your order No. 4165.

A fire in our finishing plant interrupted operations and caused a delay
in the delivery of all orders. However, production is now back to
normal, and all indications are that your order will be shipped within

Needless to say, we regret any inconvenience which resulted, and we
appreciate your kind understanding of the situation.

Japanese Index
&S|
(KFERGr 48
F5|HHE)

4 A28 O ER

Mm% RE
CRBHL BT RS

# (D) ExEXE
AR A

HHA

A ABRLRIZ N
FHA

BREURL EFET

Wbt BT
BRAABAOKIEIC LD
BESEHELELL

EEEEGRE No. 13

Page
AXFYH
(B A
HIH 12 F=2 %)

728

813

531

531
464
531

1997

English Expression

FL B

(RO B &

Hil R DX & #KR)
Thank you for your letter of 28th
April.
a reply (653)/our response (421, 807)
In answer to your letter we are pleased
to (do)
your order (438, etc.)/the order forms
(436)
the delay in the delivery
the delivery date (443, etc.)
We exceedingly regret (502), We are
very sorry about (664, etc.), I apologize
for (157, etc.)
Our apologies are offered to, Please
accept our deepest apologies for, We are
exceedingly sorry that, My apologies
for, This is to apologize...
our finishing plant
by a mysterious fire
interrupted operations



TANTDEXSEDHA 444
DWMAIENT - 633
Zid - - - BERTL 699

Ld L (Z2h5s) 912
E£E(5)

FEEICHED 465
WHHOREICR 2 465
RBLIBTET 727
EIEMELTBY T 864
4 BB LIAIIZ 429
WE (15)
ZBHIRWILET 655
ZOhEL " TikdHsh 907
ThZdbhrbs ¥ 914
E53Tbinwi ety
%< D% 710/831

TEEEBLTL .« o 716
HWC IR EL B2 710/715
Ll &

BLULEIAETFES X5 708
FEHOEE 867

RikE: CHETSS LS5 582
HUNT-(FLET

the delivery of all orders

because of late deliveries of

It was caused by...

But.../However,...

production (442, 432), our output (441)
back to normal

will be back to a normal state

at the prospect of

[t is our understanding that...

within 4 weeks

shipment (533), despatch/dispatch (533),
shipping (483, etc.), ship(ped)(710)

We assure you of our best service.
Though (307), Although (908)
Nevertheless

Needless to say (21, etc.)

all the trouble/a great deal of trouble
I'm sorry to trouble you.

the inconvenience caused on you/for the
inconvenience caused you

for your patience and understanding
the circumstances in which we were
placed

Please understand our situation.

would be grateful (223), We should be
glad (443), We are grateful for (822), We
will appreciate your...(578)

A letter composed of English expressions in the dictionary

In answer to your letter of August 14, please accept our deepest
apologies for the delay in the delivery of yvour order No. 4165.

[t was caused by a fire in our finishing plant, interrupting our opera-

tions and the delivery of all orders. However, our production has been

back to normal, and we assure you we will ship vour order within a

week.
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Needless to say, we are very sorry for all the trouble caused you, and
would appreciate your understanding of the situation in which we were
placed.

(ax>rF)

1. ARCEACIEEY S R WSESHT & fo, [ 1T TH ] (p.531)
i TiesseE b LE L7z (0.531) R2EXTY-7 5, FUXOHI
Holze

9 [TLdL (&), [HIhrs /TRHBH], [ZREZL2PD
o4 HroonEEEL, [EHRORE D] oho [Eif] »
sRULT,

3. FEo2 SRAEE RS s KESE L, HASKHORREEM
MT22leNHEELBIERTBLTND,

4. HioBEESD, FEEEFRIALEXSITOX LD R 25 THEED
HHELERX L,

4 AFHICIHT DEFE - BR
(1) K LETORENT - Wi
O AFEFTHHLLOMA

$ﬁ@®ﬁﬁ'ﬂ$ﬁ¥%ﬁﬁ?ﬁ,%$9ﬁMB@&mmyMMdﬁi
TIRO &> 2Lz,
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EREEI 2 . Lo [ ORI BREREE THo TEY A AR
HORWSSEE SIS, |20, [EYAAOHRTR, [BEVOEER]
BRICIES 2 S BRBARR THEIRETHS )] LI &,
%1 HOZBREATL I, REOKED S YHShE LS e ORMK,
B2 OB BEVEEDRVOEZITLER S50, PEROBE DR
YHIEED, BECEUTBHRVOEELEIENH L Z L E2HREL T 5,
DUF, =, ZpiotEiEsE 253 A2 b eiliRd 9,
@ FHCBMLEFLHI A~ THBHELIT L EBRUBLLETET,
(p. 697)
We apologize for bringing this matter up after half a year.
We apologize for..i3& 0 CHR T X B AL, FHIHSEL2/[RVT
DEABEESHZ L LI I ETERIBIILTEREVTLED
e ZOHBED [BHUHL LT 2T | IAKRFETOHELNZ b O THIC
BT 2EREAZCOTIEERNTL & 95
REITHRITT 2 HRBRBIEKLIEXFIOHF A FELTRLEDDT, £
NERUTbOPEHI TR E v, FEPELTHD, KT, TORTOR
Y S W Il
@ BMHAHOFZEEBFRUBLLETET. (p. 697)
Let me apologize for the misunderstanding.
HoEWEHOOAFZLERL THEEC IR D TE A RFESTRE
U0, FRE A 2HEECT 228 TL x5, BRUR, EF»54
CrRBRenf L CTL & 9,

Flo [ZO8HOFENT I THHM LI L5 [ELIEXPIZ—D2D ¥
v 5> A (one sentence) L] TH5B, TDRIT e EnGEHRATL
7=o (p. 699) It was caused by...7c &, X EHEL THZIT L

[BUAOE L 2 ERTERDH 2 —D>DRERFES] 2 MW TE 5, [AIX
p. 3] THAYEHAIRE LT 2 XFERNOEATH S,

@ BEYLEEFAHNrBYTHLTTAIEATLE, (p. 698)
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I am sorry that the videos we sent you are not suitable.
WYITHW I EEERTLBRTO [THERA] BEBTIREKL
To EHRDTHLDEF, BEMREATL 29305, 2hic X ST 2
DipERb5HBRETL & 5,
FORFTVLIE, RERLZ TEED 5K FROE L L Y ET 5 F
7 N

The British
Horse Society

The Marketing Office
BRITISH EQUESTRIAN CENTRE

KENILWORTH
BOOK AND GIET sHOP WARWICKSIIINE CV8 2LR
|Open Monday - Fridoy 3a.m. - § p.m.} Telephone: Coventry 102001 52241

Plexse aole xs from March 1988 the

pew BH.S, telaphone sumber will be
(0203) 696697
Mitsunori Hashimoto,
4-1o Nihonbashi Honcho 3-Chome, 5th April, 1988.
Chuo~Ku, '

TOKYO 103,

Dear Sir/Madam,

Thank you for your letter received today. 1 am sorry the
videos we sent you are not suitable. I am afraid we are not
able to supply the NTSC format but suggest you contact the
following company who are based in America.

Miller Harness Co. Inc.,
235 Murray Hill Parkway,
East Rutherford,
NJ07073.

U.S.A.

If you would care to return the unsuitable videos we will
arrange a refund for you.

?ﬂjrs faithfully,

Marketing Office.

Your Ref: FF23/8P Please quute in any correspondence,

EYARREXMERD DIz 77




& DHEGECHLBMHIELILEILLE PRUBLAFET . UHDOIULE
AR LITETRENL Y 2T, (p. T13)
We apologize for the misunderstanding regarding the terms of the
contract. Let me explain our position as follows:
FEIEC, BRRESL LR, FOHVHSCDHL I EERDS LT
+, BMEOFTRICIIAD A, 2T, TOHROFEBIILOP LY
SRS NEVTL & 5, HFOBRBRITHRLDTE S, ThEaHL &
THMEMICEST IR ELE T,

FEREMETE LY, TALEBORERIBHLEDTHS, TABTDHIC
gy oz g PHRENRRBIEC TRV ORI T, #BFEO
TRMEEIOL—ETDHS I,

To prevent any misunderstanding, 1 would like to explain to you the
situation which resulted in...

B, EHNOEYAATYS L IR 7V Y FHEVIEERD EEDNS A

EiETi
e PI33: F& D 3DHDOX:

-------

1 hope to visit your esteemed Institution irn the morning or in the
afternoon of Friday, 24th November.

a4 - e, Diesteemed” 138D THWEBT, HEOHETEE{EHL X
Ao

@*“in the morning” ®“in"i%, #H T, IEL L E on" 2 MW F9,

BR52 4T % 2 “Friday, 24th November” %5 ¥R Y, morning, after-

@ “esteemed’ 3 TE 4, Bl Vi, wEEM (Director’'s Let-
ters), PAU B LDIEAFVR - AFVRARTELRE LMD TV D,
WA [REEE S R LR (1991) T, p. 300 your esteemed
bank, p. 402 your good institution, your distinguished Institution &
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o [EAL, HIHENICH 2TV, FEMIIERLREA LT T 5FCH
BID—D03H 5,
@ [HmZAIE AR | BFFest (1995) p. 1610
* leave early in the morning of Morday, April 24
« on the morning of Jan. 2 &t Kk2—@FHO>HTWD,
® P136: FLD3OHDX:

ttttt

HAFHORC, JHENrLAHLVICE, FEVALET,
We hope you will be available at 6:00 PM that day.
il @6 100 PM ik, P.MXidpm. et U4y FHH0L LMY TH,

@ —MEFFUTHL [V—=7 REFFEM] F 2/ (1994) TF 5,
pm./PM/P.M./ (B8X) pm 2 F T2, (p. 1361 H#) Ht-> T LD
R EL < &y

® P446 : FHIH -
19xx FIABEM IRBEFROL LS L, REOHZRNMT 3 T
TERTFVELETOT, JROTFELWL,

We thank you for your letter of October 23, 19xx and wish to assure you
that your instruction regarding air cargo will be strictly observed.
f&#% . @ your instruction |1 your instructions * ¥+ % TT,
B8, RIN= EXD 3OO TIE, IEL {instructionsé %5 TEBH 9,

@ HIEFEEFHRTY, 2 [H7-18] OB®TE [@fFl~s] t&k-T
WE, BB ITRETTILWIDOREY |, [FoFany 2%
FIREEH] 28 2 B, /NS8E (1994) <Ti, 1shall act on your instruction
at once. Z/n L T d,

C. BtEmsOBFEL

AFUAST, HEOWEEDOTIZI—FHE»PSB L L BEREBA ST,

BROFFIE, THLOXHIHD [the fastest vessel I the earliest vessel T

Bhawh| EnwHZLThHb,
® hIREMATEZ—HRVMTT, (p. 528)
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This is the fastest vessel available now.
CHIEHU T, FEHRIRER RO LD LERELTINS LD WKHFHL /2,

1. fast IZEEEEASE, rapid REELS R, early (ZBFHEIRIC TV, B E KL
Z a7 AHRLE D T, oM b quick, swift, speedy 7 £ QA
hhHET,

2. (1) a fast boat (Longman Dictionary of Business English) X, that

moves or travels quickly @&,

(2) a faster vessel IZ AR, |H [RAEEFENF 7y 7| p 245 KHT
X ETH, (MEBXEV [HEROMTLAETOME D Z 5 Bh FIicEMI
& e DLV ThHY 3,

(3) LFrdip. 528 1{7HO
This is the fastest vessel available now. & cruising speed T-—& F.»
ORI BEEZTLIOE,

Z#iE[E, p. 530 11THD
will be shipped by the fastest avilable boat L [EBETL x 3.

3. earliest IO AL — FORLEWICEFER LIZ, LT {SFRTZ3
—BRWEOBEKRICHEZ S TL £ 9. (HD I, fastest vessel & D HiH
EIZEND Z LB AN bEN LA, o T, BRI RS THEHAT
RE»Y)

4. ZOfth, [FFEH p. 528 FIRITO by the first available steamer (3
), HBWidp. 538 4HIH by the first ship (1 OMET) b0, %
BBIRSARFRDOE —VARAL ¥V FTT,

EY 31, fHVRRAO= 27 Y RAOEERD THANZOTHIE, FIK
R TH ORI T ERZ O TR, BiIROFIRS b x> LB TAL
Lotk I THB,

5 SHEOARUE~DFR

Ak aA b EERE LT THEIS NIz b DI, REFHRONE % KIE
WHETT 22 &lF, Whh iR TH 2,
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7272, 6RIEZERLMENC, FHE»SOERBHY, FHEERITH SN
T/ 2 « 7Y U NERBRFFELL T D, REORR— AT #HH
TEHETOEELT>TWA,

g7z, XPIOAFIZO>VTIE, 77 v 27 ADHIEXE» LFEobD LD
o7 HY, WEROFX L, 21 EH > THOME % F b 50
5HDEHAL TV,

—h, ARROEER, BB, TEROMCESETL TBY, CD-ROM
W CIRZEFERSRETE BRIk TV, 20k, X LHEL,
M| XHEFRE L TEAFRO—BONAYE2ED 2 Z L2EHHI A TW 3,

Mg WA ZW (cross reference) BAEZHINT 2 2 L8, YSEOR
Eier 5,

5 b Y (2

GENE, [EXEYFA AV Y —XRIRFFHR] O W FIcEHE 2B L T L
2o iz, BLAHEOEMIEZ BT, A2 OFEABOMEICDOWT
bHaBA L 720

KX 2B U T, YFHASEO I AV T 4 DBIWCODWTHRBELED TIE
i, EHOEOLIRICES L DRV,

iE

1) FHHERORESHE
AR = AAREY 2 8 (v 7 —£91000@124E), WEFH-BILE6
# G Vv 7 —#1000:@ 20, MREMEE, TR - HE), AR -BiE=
P gt 2 o

2) LFEECBEE T SRR

E YA AR D 12 D1 81



Hashimoto, Mitsuori (1994). Teaching English for International Business

Communication and Finance in a Japanese University. Addendum—A
Glossary of International Business Communication (6 pp.), presented at
the Annual Convention of the Association for Business Communication
(ABC), 1993, Montreal, Que., Canada, and included in Infernational
Management Theses, No. 7, Kanagawa University, School of Business
Administration, August 1994,

BANXE MR BT 2 EAAFTHRORE 2 — V- LTHIIFEE LT

3)

— | THEEEEGRE] 105, MRIIAKFRESE, 19964 2 H, pp. 141-
146,

[EYoFAHBEO—EE - CEVFRAET7 74+ ADOERE | [HIE
PREERE] 125, MISNKEEESEE, 19974 2 H, pp. 125-130,

Hashimoto, Mitsunori (1996). “Utilizing A Dictionary of Ewnglish Business

Letter Expressions.” Presented at the Annual Convention of the Associa-
tion for Business Communication (ABC), 1996, Chicago.

AT - FERERE [ AR X <#h< CD-ROM #ERAH—1 J|NEY A

AV —PIREHL | [JUST MOAIL] v A b« ¥ A7 A, 1997% 4 H5,

ERSEXM

(1)

H ARG « BBANEE [ EY 2 A vy —XHERHE] FAREF#H H

%, 19954F,

82

[EREERE] 105, a)IERERESR, 199652 H,
[JUST MOAI] (#0)¥ v A b « ¥ AT A, 1997F 4 HS,
BAOLE (R HGEIAITE R BT, 19914,
|| SGER MR (i JFIvE A REER ) mgett, 19954
WNERERR [Y—=7 AToIEE) ETHE, AEBREEIE, 19944,
[/NFERE S » 87 by AFFIKEES] 56 2 hR, /NFERE, 19944F,
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HALREE - &4 BE

]
[ENEC AL ¥ —3CHIkKEEHA |

(BE=#AFM+t - 19955 - 16000/)

YR e (2 =

AEACY ATy, ¥, BEEFOHE
NPEFCABRIT LB DL - L HPHE
LODODEDIE, EXOES F AL —
REHEOERY, FhAErEETIHETHS
bbb, thHA, SORNEIIC LS
CHEHVEETHLH, JLEESS TR
XBIo L LWEENIZFOEENEE-T
R, Z¥ho, BEEXERRXET
BEroThd, TOhe, VI— Lkl
TAHEILIREhH TEELBER 2D,

FOHBE, MEE S T, BCAFH#EL
LOREORXHTHD, iz, —E
RIhesOFBCRKBIC R Exo3L
LB LATRET 23D THD, BEX
PEETLZICHID, L3bLLXHED
L, ELBHN7 702 £ {EL
e, i, HIRESNATHAEBEZWAL
T, SEOZHLEELEL20TH S,
LE2A,HEBERECTLITHIE, 2RO
EEHIZ AT L 50, BEToOBAa%Y
FRBEL SN TOLLIBBIUREERICED,
FI3THILER@FARIGEHNIETH S,

REBTERNS B EICMRAT, Zh
EVS T XHERELHTE2 L EENTD
5, BRL, Bz oMb oTh,
HHNZ7 740 E B> THWEEBEOS <
RELOHTREELEEZLONE L,
D, HHROFBE MESHLIbOH VL
R, FOH, L OEBHFERR, W
HuASPETEE R INCED T
I3, HEXSE, $FNTL LWL

LIBE I IREIR, K, BTohxzEN T
BRAEDFTHODIZMA S 2B TTHD
Thd, Do BIBEOLBEYA
b, #H2F—HoihhDEW
BOHINLEEL LD, Zh, LDy
VARATOWOLLELAEBEDOTHAR,

FDZEme, HLOLFELELONTEY,
TR BEEERAAIEDTE, D, X
BREOHTHELO R CEBICEL ALY
FAVY—gET a7 Mb o0 E R
BEBNLh EYNCER O L OTH D, %
H2d, HEBI 2 2L ARy FrA%B
UCT, AEFEOKEEXR E2E L E0nHFE
RS TCE IO THRTR S0 L
Vi, 2Dk I ENnL 2 58 )
ELPBEFBRIOT I TCICEBIZE L7,
EVIDL, ThETOEBEOS E, B
DIFIFRE > LKL WET 2000, &
WL, HEDCHMNT E 50 iR
T, ESF2AOHBRLEETLEHHIEL
T [BELTEERL ] OBRSED
oz,

WA NS LR D% B TEY) e IR
AROEMTLERBRCEYL LY —EED
FHEZ8RMEL T s, VAR
EDFERLOOEBRENDP-LHOEHERRS
Zkihotr, Sl HEAREFFEFHTLY
HifTsht [BXEY 2RV ¥ —HIKEE
B BENTHhD, XBEFICLTE TR
CilzZ &}, B¥LI3LPLE{LIDES %
BENTELDAON, L L, TETW
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hif, RERBR NELEEITIEHLT,
=B LER S DIC BV
mFRACUHUL AR TH S, bbb,

WwEaHT, YBoFEEBI XS L, &
3, RArE L TIRRD L 3 BHSTRET
H5b,

1. FFE—~ic, FT—FOBEsLHT
i, XHL, Fiz 1 H000 REBEA
RETHL, MAT, WHHICRSEE
FevivEAn—T5, Ld, BLDHH
SlOXPNC L EE ST, BE, AL &
LOTHBEREEL TS, Zhid, B
HKickoTHE-Tb LI L ThE, R
CELERBETZETRLL > DWEODS,
COED BN O Il Tchs s
51, ERNOEREE2LALZACEBEL -
DI, BEHL, W EFi-REYRA®
OB A REENRVIIE OLATYRS
MHIREWIRY, FOETIE, AR S
LORBEILIHICHEZ BB THD, E
VAAEWIREFENLBELTVA, K
HOENLEME, FRIEFHRBHRICR,
Lindh, TRUBFEEFEOHZHRL L%
B L WFIER R o iAo, YRR
b —ORBFICIIHMES, ERES2ERS
Ny, KEETHMER T, B8L2L
D & 5 R b R GRTRE & B b
b,

2. FARCIURZBEZFCHEL, B
T BEH xR E, FOMEIZER
V2. Fl. SETHHRENCHEHETED
EELABTHHES ORI H7z 5 XKD
BEEE 32 L A 20nd DKW
FEDPZVEFEL DD, COEKCELT
b, AFRECHEAZFMOELZ+92ER
LRt LkPlRcZIhThwE,
Lz, BRI OHFRIHPIAE - R
DO NICEREBLLDONH D,

3. ABEEBEERTLAT, ok

LEBICET LA ML, RBLEALS
NICHY T2 EXRBET > v 7R THA
L, RzHZbhDR3 <, RESIDLY
TR TcTE s e THD, Zhid, F
THEELDLEIZERFRI-EDRITID L
WZETHB, TH LD, FEROEIKH
BhondlLR3EIEThAV, BEE
DRXL, HLOHEMFIC L DEL WEE
DFERMEENTVE,

4. BfovryarAvid, EFELEE
CESELO TR, EBEL2AEL TEE
BhOEFHCE2 LB 2=
r—F kel ey, £z,
HEWCZOBEFENEREINERL, &
BOBFRFCLHMA LI IT Bk,
DI, BITA, AT 4 ATHEISR
EFIBFEUNESHINTE S 2NEEEK
iz mnidk ey, 2B, FIE
REFICRE L WF 2w 7N BN T WAL
&, FEHBOE TSR EERE LM
ANnTvsd,

1B, FALRBEICLREELLDONTHE
Lgwvd L Etfe, KFBTATwewnEl
TLHTHD EOIEHETIH W, 1,
1 A28 T SERFcEL, BTORE
ARERCANTL, EbLOTEMTHS
ZEBHiITohd, Lz, WAWCHEZE
iy aAvrBFRICIE, SEEHMMHO
Bampsuno TAHBELsAL LIRS
B, MAHLAP, JEEIRARAEFEFS
FHECEFPEBELL A WLOTHL, F7T
Yy e VBN T DOFHEBOMEEE
EZT, 2, BEOR—N—Ty 7R
HticH L TH L v, 72, 8KFF 2|,
SHENCXPIONES L, 1 F—F vy
FOBRMEERMT ZLHORATELLITZ
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