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Ji%’?‘J_‘IIJLHH ﬁi’zj( 13 : i BZ{:,\U/,,]'
VBB, [TFIE & FENAAT < 5 4B b OBEER 2

b SBT3
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SMB, ZHVIREMENZ TEOREFY HeE» LT, 20
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TN & B IRV RERENEEDE % H - T
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SICHREDRE N T A S LTHIE

5

EWNH I A RHEZPEYPESLUT,
129 6 OSEESICHE L T &, BEERO AT

53

WEPHALN T o TDH 2, TN& D b, b o CIAR

BEBR O AETICERAATESTV] EB oL s b, EICKEATHS
TN T B Mr.

FIFEOHTE , &S pDELD I AT
Arbeit § H72H LT, @ Mr. Boss DB

57830 T, NLRHIES &0 ) BIREIDISVE & 2
MEMOLETH 1005, HCBRHOWET 5 HE2
I S 1C0 3 1075104 3 commercial correspondence (5 & A bl
WhH, ZOEELOEDY PEEH VST T, FELO

»ivtz C tﬁigbofzo @/v.\_/ﬂb C3A, & JZ/LL@";

AR ) N
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T, [POEOHMYZERC U THBEREEEEA L, B T2 TH
S UTHRIRENE TS J &, ITAOTTERERERL L5
XUtz Mr. Boss i &E (F3) & T, W Shlobs o
RER ST ERBOETOTH B,

[RECRERIELZIZSIAATE LV EDBEERD b7z 0
TS B, MDD ERA & EEBO LIRS TR Bl Ul 2R b
I, REICBOWTREE 2 HEOHBIZEOTB2»ERLTHED L, 20
BED BITls bR, 2N TN TEAFREOBEEITIC s 2HTHZ >
&5 AR EREICEEOMIRE Ul S 3B AL, 2Rk
PHSBEE & U C O BB OFAE A B 5 I 2138 B m,

3554 correspondence D FIIT writer & receiver X DIBES &; §§
Bk o THREaNZ 30T, e U TEREEE, /MU Tldadh e 26,
A EBEADEIKBNTI A S, FBERBRCHT S, 2NEFNE-T
Il 2> T o, 72 ) ZOHF LN L TS & 57z “Write
as you talk” DI EPZEFOZM TN TU IBEENLZNTHS5 L,
vocabulary DEBRICDNT $, e trade terms OEIECEEL T3
RROGETORGEE Y B AWM R PR TH S5, b
DEOF I LT Thank you for your letter of...... & 2 & H{4ZRiE
% We acknowledge  receipt of vyour uesteemed favor dated-..... LR
e A3 & Hin Mr. Boss piEAEEF 200 L

FCOBEOARZERHI > Tav#riins s, b o X LEIRLIL

UeZgindpoe | SMECNA UL TEL &k b, L0 THAKRET

BB OTIER2 T2 3 D03 T2 50 C &k, [Mieds g &
WO BER PR D ICHEICET ANT, KEOEEE U TOIE UGS
DB R TR NC ETH A,

But there isn’t, strictly speaking, any such thing as business
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(354)
Engiish. The grammar, spelling, punctration, even vocabulary, in
<) o LS | (SR 2 ’
business writing are ninety-odd percent the same as in good books

and magazine articles

but they are used in special ways to get
business jobs done. To put the emphasis where it belongs, we call
our subject business writing. (Cecil B. Williams & Jokn Ball: Effective

Business Writing p. 3)

MEHEIFE L0 5 T3
siness jobs done” 133 F
T, ZOMGELFEELELLL
B0

2id good English jr {7z 51,
///u_ob Z'fi/f IZL‘ [

D rule jCREbITlia

ZO5RN5 3 o0BE

56 L B (092013

Tad A trade terms T X

BUANTG 2R iU T3, RO TH 5 immediate ship-

ment » prompt shivment 2 T& L5, B

shipment |3 prompt shipment & @E3ix 1T

he B DYH 15 JF1 as soon as possible shipment %
shipment earlier

L
X

21 Pz shipment 52793 oH immediate shipment
325 P Gt 7 P

NER

TdhbHDH, Flz prompt shipment LIE:DHD
DTHNENTE

ER

SHICW I, BHE

THEE 2 X LT immediate shipment 1 2 WEIDIFY, promp: shin-

Zid D)
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.prompt shipment %3y 4EEPANOBHEEZA TS, UL LUHEEES
BT EEMOEZTB N TRELZE LT 2BEDATHEET T2 C
LENOEES 2RO CEETRUETH 5, ET 51 b DRI
THELDHNENWIITERTD - T, buyer i seller 2ER LT, EH
OiWE LA THBEHEORB 254 X5 L TA2FEORDNTH Y, fiE
HFEZNFNODEBICI T, VI IPBERZINBRBDT 5T
mé@?@éobmbmmﬂ%®m@f%5vmemmm@@ﬁwC@
&2 RETIE, %@'%L XAEZHE0RERE b hhkkoBNhdyb b,
19514 » Uniform  Customs and Practice for Commercial Docu-
mentary Credits (7827 22 FIREEH A2 5 CiE#FD OWET
WKJOT&@~EEﬁm%GMtO

Shipment, Loading or Dispatch
Artile 42 |
“Prompt,” “Iimmediately,” “as soon as possible,” etc.: these
terms and others of similar import, are to be interpreted ;s a
requéét for shipment within thirty days from the notification to

the beneﬁciary, unless a date has been stipulated.

Z DAREDOREANC X - T, HBicHEOWEL xR Y prompt, immediate-
ly, as soon as possible 7z & QOINFEEHAR 1CBE T % &ML, RFOEMEE
LU TR FHEAIE » 5B L C30HDNI i s N2 s b D LD,

TELEBO D 2 BB NIZDTH 5,

immediate shipment & prompt shipment & kb pSEICINTH
(o3l o [T CHAL PV T, BRTOHARFEIZST
XDHTERSE IS5 LU TOTERCE > TREZDFE D 5, BIAET
NoE—RC [UaHEa] EIPERETHHEOH, FEHAKRE HE
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%), immediate shipment & prompt shipment *i3{E—T7%<,
WZE TEIRSTE] 2005~ % 5 0T, B%13 [HH] 2Ry, ME2H—
BT2C AT H2 LB (REIEYE WEZEZEE), o2
DOIERESEIE [3 CHA ] b THREA ] 28 SFENTRUEAETH
pNEY, o [UEEA] EFATIERITHS, [UEHA
EWV D DD HEEOEY F 7213 R RO ORIZEY % &tk & DR
WL o TRIE AP EERB~FI AN DY S [

?Fifa‘a - T, ﬂmu@”ﬁﬁf'

- z; r”’-)/ \J B (t) ZEL’\ 5: @mh (_L"/iﬁr::;‘;

) 2EdH-T, ZOPFES XD, ZOFRBCOLTETHGOEAR
REFEFETH 5, & OMETSHETONV T o 213, ZARCEEZR
CRRIED LT [T OEA] &3 TUSHEA] L300 D LlkiF2fIo7
b, ELLdTATAI IS [HE] EERHRLIZD LT 5,

AT T IRTE SR T B9 % RIS D —Pll %2 0 RFE U L B U3k Tc Bl
i, BrrznehEbh Tt HAEE»H - T trade terms DfE
2NN BEELNITBCEWTER SN TN D EWNHE

AL;}L
A
w3t

NUTeh o 12in b Tdh B, shipment » cargo;order + indent; carriage
& freight; bill & draft Z@ 1% < @ trade terms T T 4, &40
DHEZEEC L > TENENL S CERIKAN SN TR IO THE N,
b ZEHT A C EEARTEOENTIE R,

Trade terms 75 FDEWOEA S I A E73p55, business letterod
RFBERRRED, HAEEC L - TOnE» D08 6Ty, $105R
TEEATTEFITZ 5 T D, 2T L TEARD letter writer it

AL TDNIE &0y, BETE Mo v osgil] & 3n A 2 —EEE

OEEOENHIZ 3R
g“jl:"/—é:lJVClz\<7b> Hl iz

SRR I R
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b, OB L TERES (2B TilE» S, LTV HERE
LT3 LB IBH D] EIRELTY, & T% ORI
AT EWHIELT, ALl bEPULSZ ETAMBERZOTH
Do ARNEPERIEEIE LV S I O s TIRm L, HIEEE
BOEBC X - TEROMENSDLEZ RSN TN 5, WIS EIEET
BFORABMBNETRCDOT, KN TR 22 Lt OOEEIGRE T
WDTHBY, FETCHREEWBT D LIED EC A5k 5 I21cpiRITI
ANBLEDED T2 &E2B, Whld “Necessity is the mother of
invention” (3O CE L, REROEHOIIDICESH - L—ROD

=i C@“ TN B DT D B,

B. Commercialese O &1 Hi T

1. Sentence

Subject & predicate % 3 S TFE & ¥ - LBEPEDIELD sentence
kD X 5 7 sentence O)H‘fgﬁﬂmy{)i‘ business letter DFICER b @,) T
N5,

About your goods. EJEEIICONWTHUIITES, (Beryl Heit:
land : How to Wwite Good Lettrs p. 30)
FTED 7 %V h#HEd business letter |35 %@;m:hﬁ_{*ﬁ;@commeh
cial correspondence &3 T, WX ABBMBHEEN THRIZC LITEETH
Bo COT XY HOITSHEIICHEIZRL T ABEEA S DL,

Some writers on Business Correspondence

particularly the A-

merican ones

give the advice, ‘Write as you would speak,, collo-
quialism, slang, and all.” Few English business firms go as far as

that. They want their letters to be clear and natural but they feel,
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and we agree with them, that in a business letter a certain de-
gree ofq ulet dignity and formality is desirable. (C. E. Eckersley &
W. Kauimann : English and Admerican Business Lettzis p. 16)

2

ST 5 IEROEI DR

PEALTHD

C #1113 business letter ¢
LETH LD, HET EFlo About your goods. kv HEXHIL O sen-

i3

tence ZAIEOHNIRL TH - T, “Write as you would speak.” (D

LR TN AT NE L, [HABED quiet dignity & formality |

PTEEEMCRY AHEEAE L TREROZD LA THS D, Ll

STRE direct mail (JE&5%) 72 & OBNEE
DNEENE X TSR ESIC BT Bk LIk, T UDT T A ) TS S EET
HB,

Commercial jargon IERmH22 ) UEa LR
Ltz O

Yours received. (Carl Lewis Altmaler : Commercial Corvespondence p. 71.)
Wdhote, EFMTHELSHTY, & pORERESHDFHOHIT

BERHULE S s DREOFEIDEHIT

SDWNH %5,

Yours of the 16th inst. sreceived and contents wofed. (William E.
Ball: Effective Business Letters p. 13)
Ei A, HL D NE D XNTWVWAE s non-sentence To A D3, [H

BHzSE 5~ % nonsense T4 b b, HEHE contents noted. 7g & &7

AEX BT A5, OMNIRTTTHLE

ANBEERTH D EEEMNCEDELIDITE

TR )%

CHhb, LrLEL - TCOEE

0T A HENE
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LT B, RO - T 5 d 5 —HREEFHITE T, 213
CRBEDT &, B 2NEEH S © 2 B8 252 5 100 O LTS
HEE [OORMNBEEE, ML C20orBEECEERR L L]
LWV BAFERIERR L &b 512, COMEOREERMATD 29415
A, I Iz IRy Commercialese 245 U TESR L T 3
CERHLICERYENS
[EE] &0 ) BAFERONOOED SRObNHT STETH 2 hEhic L
PAQAY Y
Your inquiry of January 30 fo hand. (Charles Buck : Business Letter
Writer’s Manual p. 91)
DEBRME T DEBEDIEMETH “to hand” $3 “in hand” &
b “at hand” i, TH [BEE] W [ER] &t EEHEDT, BL
T ORBUI5ER s sentence DEME#E 2 & D TIX/s L, HEEICIZE
LMTIERTH B EE z Non-sentence Commercialese D vy 2 7 LT
BAAS T ERDE D S BEYNTHES
In reply .to yours of October 29 would state that the undersigned
can not give out the information requested. The reason being
that a strike at the factory has exhausted our inventory. (William
P. Boyd and Raymond V. Lesiker : Productive Business Writing p. 486)
10208 A BB DBEHR & UTHU LT 32851 o BRO 63
EFUpRET, BHEZTHO A Ot BEEERAT 25 )
UE LIl oS g e,
BERCNB ZZ PRI T TS ERVRARATNEDTHSH M
The reason being 13 The reason is ----.- FEIXTBINNDLL
. o UTERD sentence Tidizu L, BIACH sentence & L TOA
Rz Aoy would state (Rfic subject @ “we” i
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WEr 5, % subject ORFRREINE, FWHO a2 LR TENT
X b T EEOEATH - 1275, ST 3bkED LB L6 D
ELSCE 3 N, FEBENE 24 EO Nray ZitfnTins R

Schaller s 5

In reply to your enqiury send you attached your list filled in

to the best of my knowledge.

WEL 51z [ERO CHEEWITHT b TREE
FHLY L CEROEeAE CERRL 2T

EnSEESHULD
UTC, INEDFEIARR Y

Fg | L OEEE D B AACONED L BSICHIERLTNE L, 30k

BT R hdsik L TF NTEEETRNC BRI s TRHA L ET

H5. AREFEOIOELTENOFEL LT, BEOMEE
BRLVINTHBH, 2D DIFEIX T T HICH

/Dy) L /L J/)ct fzir E{_’ \;:rj l/i[‘“/\’b:ﬁgdi\zml&.fcf?f(ﬂ/so

ST b RGOS E OB E LTEMEAHT & % In reply to
yours > In response to your letter & 3 AT EE, HL{MbH
O b bl &L T B p3, participial phrase | HRETACERFNE
Ly, Z M & & participle ¢ sense subject (EE OFER) HEITER
T, \Whip s dangling participle ¥ 7g o TIELLY sentence (DR b

TULED C DV XD CEBEVBETH 5, FIAR
Referrving to vyours ol iMarch 21, our representative, Mr Smith,
will personally handle your problem of insulation. (Rebert Shurter:

Effective Leiters in Business p. 73)

C O B AR A 1o participial phrase % 5 o9 b ZCERICHE { wrl-
ter ONIEVEA % Shurter 13D X 5 ICIHAITET L T B,

One can almost see him pacing up and down, while his secretary

sits with pencil pointed: “Referring to yours of March 21”7 a
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long pause while he gropes for an idea——*our representative, Mr.
Smith, will personally handle your problem of insulation.” This
is not only a Was‘;e of words and an unnecessary featuring of the
date of his letter ; it is ungrammatical because the participle, “Re-
ferring to yours of March 21,” obviously does not modify “our
representative.” (Robert Shurter : Effective Letters in Business p. 73)

M8 H2ALAORMECDOSHUEY X5 ] LT3 Ak Smith BTz,

(T, ACOFEEABLTOAALDTH A, & HWNITIEDED 1D

b 3 bR L participial phrase A 2R d

Referving to yoﬁr representative’s call this morning. (Sir Isaac
Pitman: Commercial Corvespondence p. 273)

HIERBEAOSHO CHEF OB > S L T E T,

DT & 3B sentence p3%3, TE—ADEH b UE S Mok hSAHIC

AR S LTI L T:iﬁ:’ff@*?‘i & 50, JukLs phrase BT HE X7z h

2128 DM, OO D sentence DANNMCD UL o T8IFTH B, L

LN ETEFTRERIR grammar 5 OWMIHE TH 3 & & ICHEEIL S L,
CNEHT & 5 kAR D ungrammatical participial phrase A

MOLRBEHNS C &b b5 L fTbhTina,

Apologising for any inconvenience that has been caused vou and
assuring you of our best attention at all times. (Frank Watkins :
English in Business p. 99)

ﬁifﬁ’%iﬁ@"bi‘, T DX DFHIE cothma Tig { T period T %, %

iz < yours faithfully & | Z({MOBEK S 72 <, < O participial phrase

1217 T sentence & R I N T %, CIFIEHID Grammar 2B L1:

SEHEITR T H 5 35, business letter 553 A & 10 o T b EH 2 HINE

LU, S D ERERESV Lol s K51, English grammar o
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FIRIT B TR E S O A R0 2R 1T HRvigha W AHE Az £ o corres-
pondence OALBEITIXCOHEOERMELELN S, BIEROEHIT S,
DY - TARFSY —CTHIER S SN T 5 L AAD T D business English
DBEDD 555, %OFEFFICLOBDKBEOUNE LN S,
Hoping to receive further orders in a near future.
Yours faithfully,
(Berlitz : Business English p. 104)
THZHLOVIEATAICR Z 5 & b & FARO—# %2 LTz parti-
cipial phrase T2 - TE UITOEIL
Hoping to receive further orders in a near future, we remain, very
faith{ully, Gentlemen, your obedient humble servants, Gammon

& Coutts.

DEORFERTHSIDH, BHA BB DN Ok & 2 YT, your
obedient humble servant ¢ I 5 HBIZI NI DRI LT

ZITUT

Hoping to receive further orders in a near future.

ERBELTLE STcDTH B obmbC@ﬁﬂﬂmmﬁq% cIciz
WANS DR ERETN D, Fla

Allow me to solicit the favor of a share in your insurance;
being, Sir, your very obedient servant, Wm. Corew.
(William Anderson : Practical Mercantile Letter Writer p. 202)
205 X5 RRABRTRBAVA NI & 3 5B, Lo “being” x4
CHICE S B THEELOIRGE LT s,
BEEE L CHH g arEic “and oblige” 215 4,
Kindly favor us with a receipt direct and oblige.
Yours truly,

(Henry . Bray : Commercial Carvespondence p. 166)
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Bray i3 #-> T HARHR O S A Of EIFHO professor TH D,
WOFEEOH IS U H D UORBO S % T & HICRER Tl
W TU3E “oblige 7 3 “ to put under a debt of thanks for some favor”
DOEWREZ S DOMBFTTH 505
Your early reply will greatly oblige us.
Yours faithfully,
(Sir Isaac Pitman : Commercial Correspondence p. 94)
DX IBEVOERRSGHE b EOEFICES T b, fE - TIHETO A
i - ‘
- Please favor me with a statement of my account and oblige
Yours faithfully,
(James M. Dixon : English Letter Writing p. 118)
D & L oblige 1L comma &7 3RO object NfTEIT XX EDFET
BB RICHSHTRCOFADEREZENTE L OHE
Please charge your lowest rate and oblige,
Yours faithfully,
(Sir Isaac Pitman: Commercial Cowvespondence p. 275)
DFERPED D, 3 5B UWIEA & U TIZalE Bray o#(o & { oblige
TR EKIESETUE S, THEELWIEGED 6 Bl TIIER Th 2 4%,
Z DR “and remain.” p5H B, D E T /5 Temain [JIR5ES
HEFTH 21, BIROTHOIDICETEZ NEETHEDT
We look forward to serve you and vemain
Youré faith{ully,
(F. W. King & D. Ann Cree: Modevn English Business Letters p. 78)
ETE 5 TTRIELVWVWETH 5

FAITETIC 2 4 B T Ty A German chemist ¢ R. Schaller FRASEA
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~ETIRMEOE & U RICENTH 2 LA UIH, ZOHUTFHED
REIT
I wish you good success and remain.
Yours truly,
R. Schaller
EhoTle TOESHUS T ZOESMDDHD NI 2L A5TH
Bo AL SECHIERD T 7 v AADIC) OB EIFELADOHNT B
Awaiting your instructions with regard to the shipment, we
beg to remain.
Yours truly,
(Berlitz : Business English p. 96)
g & BT BICERMBNMEZN T I, R0 55 EREFOR
HThzs &N BAVEIMCEZEL TH 2,

MOBRE LTI E 2283 ORI 5 b T, EROEES
DELIBBIUTIFCENEZRPFAUTCZN THEERTED L &2
HTak08, 3O TRARID] &> TUE 2N b OAEIELY

FH e § 2 3 R correspondents & U TIXEL S & BT

BB 3 EEIOTHSB,

OE bhEEH T » M - AT 55544 T business letter (D
THAN G A future tense DREEE S HIT- & EEE » 5 RD X 5 2 FdEHs
PINANCY [y fops

[Business English > will & shall 3 4 < F5 3 B2 LTl 3

DT, TS 3 EEMETICL2 DT, COMELDNTE
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et B DN 1D h will Th shall Th 2 5B CH LS L o
T BT LI LTHET

Lo THICR—AHELIZOTH - 12h5, FAEE T3 288h 5, &1

ZOWY OFT 0D BHES 5 THNWIZINEWT 20 TH 5, L UIAETIE

B & U T business letter itdsi7 5 IR LWEEHE 2T A L E R BICE A S

Frank Watkins O % 5 ¢

The writer who uses these expressions:loses sight of the dis-
tinction between the two verbs “ will” and “shall”. He misses
the point that, generally speaking, the word “will” expresses
the psychological  ideas implicit in the word: the idea being

intention, purpose, sometimes determination; whereas “shall”

connotes mere futurity. (Frank Watkins: English in Business —
Introduction) ‘
EOHRTE C QERZFAML § HORTIIE  OXBOHPIC 2 DA%
Sy VEUVEREBITHREEMA L LI ETHAS I,
We will be glad to see you.
(L. E. Frailey & E. L. Schnell : Practical Business Writing p. 322)
We will be happy to reconsider the matter.
(William Butterfield : 72 Ways to Write Betler Letlers p. 15)
LD L5 BEARESOEATCAAITAREDR TNLEDTH L, B
2 AMOBEREEEOEE I A TOERC & - THL  Didks, 2Rk
PBEHETCH B h b, — A will; =, ZABRD shall iZFF3CENT D %
EFPNTY, ERCBOTEBAEARE CNEPRESNTOA T L
B2 > TR ENRHEETH 2,
Watkins i BIEY=rsgs# cid s i n & ¢, Commercialese $31E L
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i1 Business 12 & - T King’s English 2{IE L T\ 5% %
ANTCHHITNTFABBERL I NE L, SHOFEY

Homy Watkins 0 #6789 5 King's English 3 —2%

»

b, will & shall MR UTH, ¢ HDDEEIB O sense

HTEDRD

1%, King’s English 2 . 5T

Sy

THNTZEDRAIZEL D sense kX

72D BRE S, T s, Shurter 120 O Hi@D0THIBRS 5 s 7

The extent of this change is illustrated by a story widely
current some twenty years ago. It seems that a group «f English
professors were walking along a lake when an unusualiv obtuse
freshman shouted from the lake, “I will drown ; nobody shall
help me ! "—and the professors let him drown. Recently another
professor told this story, without explanation, to a group of
students, and none saw the point. (Robert Shurter: T17ritfen Com-

munication in Business

Reference p. 15)

DED20MEIE E OB will & shall DR C AT S8 TEITLO»

Hpi, ZoDZ MR 204E 4 ) O HA O

2D 5ALBOTIE 725 5, Shurter [FZ OFED ;

LU Teflzzzen L 2

The distiction in sentences such as these has largely passed
away. Use iwhichever form seems comiortable and less artificial
unless you feel better with an absolute rule to follow—then vou
can follow the conjugation given. (Ibid.)

g EIERDS

EFC &
will, shall (g

TR TV A LD Tdh b, T business

s g m o ¢ We appreciate 7 13 will

(R

letter (TR B AR & 25
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shall D 25 5 2H 2 &, Fo WO ELIPLZHT LD
We shall appreciate it as a helpful gesture.
(F: W. King & D. Ann Crec: Modern Ewnglish Business Letters p. 139)
We will appreciate your keeping it as a receipt.
(L. E. Frailey & Edith L. Schnell : Practical Business Writing p. 234)
—{f appreciate 7z 2 3EiL be glad ; be happy; be pleased iz & & R
bz ds, Jug [20 object OEEEFED 5 1 &u 5 (LB ToH -
T, EEONREEHEL[ATHE beglad & & EHHE - TH D, “ We
will appreciate” C ZIEANCIE LW L FEFE L S D, FIfl)T
Such verbs as appreciate, like, be glad, and look forward take
“shall” (or “should”) in the first person and “will” (or “would’)
in the second and third pérsons. I would appreciate your writing
me means, actually, I am determined to appreciaie your writing me.
The idea of determination and the like is expressed in the principal
verb and should not be restated in the auxiliary. (A. Charles

Babenroth & Charles Chandler Parkhurst : Modern Business English p.394)

PHBOL LY, FEOBREETSE, (AL D E5a b e BFes
A ] TR D BRFHCE 2D, TOVIE, ERACE -T2 B
Th, we'll - 5 E~EHDEE G BETH D, EpoTHO L RS
h & L Tu % business letter ~j&, BAZRHINTNIZCI D DSIEHE
FIEEDs, JT T A0 sales letter.7x & %ty &3 % business English ¢
NEAEANSTETHMREEZINA TWd, 3& §& Pz I will
contraction T& % H3, Ishall ORHE L TEHAWDRI, D ABRICDON
T AROEFRGTF SN TH Y, 4% TO will; shall OEEEIE—H ik
UTCh DRI LTV 5

U U 3 B2 C 5 & 9757 # U n OFBEFFHL, WEOSH
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ADIESES

(340)
0 simplification DRFEIC L S bY TEHA TH - T, ELOFHX L LT
future tense (D shall, will | EHDOMHZZIRET L2 & OB

RARKD L HEBT % & 513, EOAFTHS 2%,
L O WMIRICARIETH A 5 P35, 1217 “will” D&z

1

RA2Tn5,

“shall” pEHuT 2 Tid C. K. Ogden (T kT 1930 4F, ZEEIT4:N
7z Basic English 0 FEZE BT OTH 1, A= S. L. Salzedo
Basic for Business BB T A5 &

We shall not be able to repeat the offer or accept repeat orders,

L S ERCHS Basic English (2

We will not be able to make you this offer again or to take
second orders. (S. L. Salzedo: Basic for English p. 42)
LIS 5T A, “shall” O4FE L5 KJHZz B2 5 55 King’s English
HIZZT AN SN, 2Rt
EEI DI/ WEETH A

257

PEUET 2 REICHTL L
English s 2 5720 & 3 #

letter @ M T2 5 10 7o 5T @ will & shall [BI5 5 25E%R
CRIRBAGRIC, R L(TOMHL BT L O TEEOEMTE L & 55Th

NTOTHSEBZ 2 W INTRLOTH S, HEEBOVE

n

>

- 72 Commercial jargon » i~ 5 &4k BRYEEE TEITEF ST ),

ZAUT RO & 5 0 @ will, shall @ F 4 A3 IHE R 21T T 3 O
55, MADIIITEFERZNEFEELTII0ITE T, COEND

FECS LTI TAA, 5 & 3BEFCgit 0 2IFHLIZL D

LEHEM»LNIETHA I,

ERRHEVD 50, BRI DMLY a0 ADER I L

T, TNETNOZITWMHY F2HEIULT, EROE»EE o 2 I0EA

“word pet” & 73 “idiom ” & 73 STU
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¥ C, Ho TZOILEMEHD T UIIUARBL S X OICEL 8D
THB, BHOEHOE D HULTIEEBOERBICY, COMEOD b DHE
WIEHICEBNDTDH B
“When logic conflicts with custom, logic must give way.
(Harvey E. Drach: dmerican Business Writing p. 407)
&5 4L business letter 23 & S BERNICHET % BETHS
Fhi% business English ¢ tense ORfE % will & shall DRETCEDE
LTLE 572k 5 Tdh B ai, business letter [T T subordinate clause
@ future tense =4
He intends to sail as soon as tlte weather will permit.
(William Anderson : Practical Mercantile Letter Writer p 122)
DX 7;9?'1 Zﬁ % &_i))ﬂb h, "\E[ @I]:bmm,(j,\ as soon as the
weather permits @Jﬁﬁm LThaR, TOEMH @}f( ICHEL TS /\ 5
&%, fHic business letter {23 b“TtME%FOD,J&&?ﬁT?“o/@E#%
‘If you will send us a remlttmnce for half the amount of our
statement we w1]1 draw on you at 60 d/s for the 1ema1nlng half
(F. W. King & D. Ann Cree: Modern English Business Letters p. 140)
%biwibﬁmj £ DN B CRET S 512 DISHERES TN
LT SHSOR LY RS ) M TOII R RS,
O X i will QIEIMEHEE T 5
7745 business English T3 past tense (D8 D @i presént tense 7 {iF
BT 5 C e BRI RN, flaE
‘In ‘your letter of May 1st you ask us to send you samples of
our rubberized floor.
(F. W, King & D. Ann Cree : Modern English Business Lellers p. 33)
BA—HOREITL HFIET 47 | = B0 RARATT, CREERITEY
U7,
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CAUZ BI B 75T past tense 72 3 RE ECATHL, TioDtdnE
B3 business letter OREFTICEZIT 5N 2 TH S 3,

It is impossible to supply anything so cheap as the price you
mention in your letter.

(F. W. King & D. Ann Cree : JModern English Business Lefiers p. 109)

English Grammar 38 B3 U Tu % sequence of tense § i

business letter TIZE, B L T oD, Fizfhi
tense 55 o TH o TEC BAVEALHS HHLS & 8 53,

We were delighted to learn from your order of May 15 that you
are planning to feature our line of Spring Weave men’s suits in
your store. (Robert Shurter: Effective Letters in Business p. 107)

B4 72 grammarian 75 5 3 W44 vou were planning » E[7E L, We were
delighted & K5l %2-&h 5 TS A 5 »8, business letter 1z3508 T2, &
TOT N EAARSB R EASTHSS, DT EIFHEIT past perfect
tense A5~ & & A% past tense TE WL IHIBEM E L7230 TH %S,

We were glad to know the consignment was delivered promptly
but it was great regret that we heard case No....did not contain
the goods you ordered.

(F. W. King & D. Ann Cree: Modern English Business Letters p. 247)
O ® You ordered i3 77 Hy 12 1B L (2 vou had ordered * 3 3
ETHAEHERZO->TATLEIHETD

ERETH 5,

{75 business English (D

3. Mood

Use the correct mood of the verb to indicate whether the state-

ment is a fact, a command, or a wish or unreality. The English
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language has three moods, the indicative, the imperative, the
subjunctive.

(Robert Shurter : Wyitten Communication in Business p. R 10)

z 7% Shurter 23 mood (FE4EE) 1IC 5 4 12834 Td 5 »3, indicative

mood [ IHEZHFEL UTHABETH S0 oA DAFEREE HREDS

WAEET S ), imperative mood R RIRIE R TET HAUETH 5 T, B

Bt business letter (& fFHI DMk 255 2 b TEIE L, MHILTTH

B2 0EENTHB S, 1217 Shurter ¢ mood Fi ik KT DITFFER

TWEY, CHICBEHRZIVIEIAT, b 5—20 mood 2HITIIA

T 5, FHlz1E New York F22 Professor Lawrence D. Brennan

e R T 2 C &R, Bk BRI

Sometimes we ask questions like, Will John go to lunch at twelve ?

Tl

and; use the ¢ntervogative mood.
(Lawrence D. Brennan : Business Comimunication p. 273)
LXIEL TS, OB 2aiad Shurter 14 indicative mood DR
CE TR THEREOBEME UTWAY, RIZEERRDTRIECOED f
CoWTiE, RO LS BB 2T AT S,

The “polite imperative” occurs frequently in letters and may
be used without a question mark in such expressions as “ Will
vou please let us know if there is anything else we can do.”

(Robert Shurter : Written Communication in Business p. R 10)

D E R % §  interrogative sentence j question mark % AZE -

TEPEIPIDNTIENANEDEFPNSNBDHRE LT 5,
Z.1F Altmaier 1%

A technically interrogative sentence, put in the form of courtesy,
but actually embodying a request, does not need the interrogation

mark. (Carl Lewis Altmalier: Business Communication p. 45)
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DD Y 3BV T AL, Frailey (32R 0517
COEBOFEPEEL L TEDLZTNE b
This is still an error in punctuation.
(L. E. Frailey : Handbook of Business Lefters p. 488)
CHEELTH D, ZOMEOHHEIAIELT,
In courtesy questions such as “May we hear from you.” while
the trend is to drop the question mark, the former stvle of using
it is still general enough to make the use of the question mark

optional. (Irving Rosenthal & Harry W. Rudman : Business Letter

Writing Made Simple p. 159)

L #i < Rosenthal  Rudman QHEEIRIS D5 §d 3. = L B97F
business English o §ss 7o figese % {12 3% — 7= Willlam P. Boyd »
Raymond V. Lesiker %

“Will you please send the forms by return mail.” Though this
usage is widely accepted, it is not a “rule.” You can never be
wrong in using the question mark there and sometimes the inter-
rogative point gives a better tone. (William P. Boyd & Ravmond
V. Lesiker : Productive Business Wryiting p. 491)

A TV B, question mark H3fRA> 5 A S IS8T & - C business letter
O tone TP LD EVIEAT R LOMTH 3, Fheittr JHk
BEZEOBM (D 8 DL IR L1 TE

B

EAXLENDS, KiE Y ques-

tion mark 33 sentence DFHIZFA T 5 ERDH A= /G Epi—
tone &7 S TIHEICB ANLNE NI DTH %,

Will you please send the forms by return mail.
EWV D ILIREDFFNIV R ERISL & 75 o T 2 55 AN

Please send the forms by return mail.

EWVS —FEDIRO S E RTINS X TTH 5H3, “Will you please... 27
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L RRATIIN S &, TR B OEIR & 5 4 5 tone p3File b DIT
B SN T, BRI IES s L TR 1k 5 © & ASHIKB, Business
letter F1TE question mark j3 &AL B T —UARETHB &
BT s EBRS DD, CORRETOH A LB, — DXED R
OEET  EERA RS I REEOERTHS L &, ZUTZORE
B> B BRAC R O BRSO TR L T o 70T &, BETITIE business
EMMh@ﬁ%mMﬁH@%T&EO@ﬁ@ﬁ%iiu%b<ﬁﬁ?@o
<, sentence MES bW IED ROV H Y, BMFN TIHE 5 TEL
mm<0%®%ﬁﬁwﬁbﬁkof,%m@%mww®&%mﬁﬁéﬁ
CIHERIR Th B C L E N ST, question mark & B o THUFIZ LD
HM?@C&ﬂﬂoLTE%C%ﬁéiDMK6C&#D@LiL%s
toMiﬁﬁk%ﬁ@ip@%ﬁ@%bmqm%wnmmk%%%&i@
hRNTHS 5,
Will you please note that Mr. Edward Robinson has been
. appointed as our representative in the Nothern Area, in place of
Mr. George Jomes (resigned), this appointment to take effect from

Mondsdy next, January 12.

(Addington Symonds : Commercial Correspondence p. 122)
Z OFCEAC question mark % A S L L H S THBICEULGNLTSD
55, o |
19 HEAIEAD> B FEEAA T T 0 2 Off EER 2 £ i William An-
derson (D 280 EITEH. 5 LRI T b, question mark i S EEEATE
SO AR SN TV RPN EBAD R ECREL 2. FH
7O AOKIROAN Will you please ... ? 9> Would you kindly...?
Ll D FRL C OFYO R TIIEIC
You will please to pay the bearer.

(William Anderson : Practical Mevcantile Letter Writer p. 137)
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Please to seal it and deliver it to him personally (Ibid. p. 200)
DL S ENNED LT TE»ZDN TS, Business letter DIHIO T D
BEP SR TBE2IINT, HETPEEETIEAE S - T0200
HIA 50, Shurter (3 9~ TGO B WEH O A % “polite imperative”
LA T imperative mood T RFE X B TNWBDTH S, # L THBEOR
M0 #5559 i B9 5 # & & T indicative mood & F#L T 5,

Shurter pSEEE8IC#1LT TL 3 subjunctive mood 137 § business letter

IR & Mtz B T 7 s, —3IT thought-mood EHRA 55 & 5124
HOFEHTH S , FEEZEIUNERBIOEICBOTAA s ik
BEAFME LS T, 12772 @ mood piffib A & &%, business letter o
PegE b, AT R, BT BE R & subjunctive mood 33 indicative
mood ~ & 5 Tuo < B2 Bk LTIz B 7o,

T IRBEENT 50 T & subjunctive R 0 FTEER A1 - & D FAE L TW
1DTHAHY, WEITEILT, TR E LT BT subjunctive
ThadCE2RTOR, ZAFHEGRECHRC s 200 L, Fi5
BAFRC DB be Thh L &, WE-AT, ZATHEY

W

were %

5300 ZHO A T2 NPIAEE O KT &30,
Visser 13 ¢ OFk DX BIOD & 5 subjunctive mood % modality marked

ETRL, KBID 7 o % modality uumarked & FRL T A BSRIFEIZR
BICBREDRBIBN SN DDH 5 T EWRITDER
ORIFEREOERE AEFCZ O & UTIRERCTHEE T 3ERE2ED T

2 OBEESFEEL T, LWhW A subjunctive equivalent (R TEHE X

T %, subjunctive

e U T S 2 =i P - =
FEAY) PRI BN L HEOBEHERTINTHS I,
% T subjunctive mood & subjunctive equivalent (2 I T Hah

%)b\‘m%ﬁﬁ9 ) &:U\ DX prr >%./1_E7/21’Q~
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@ BEZIERRNOEN2EDT,
If the policy be not immediately given up on payment of the
premium and charges, I must plalcé the business in the hands'of
my attorney.

(William Anderson : Practical Mevcantile Letier Writer p. 135)

S/zquld, you later return to Chicago we will be happy to have
the p11v1lege of serving you again.

(L. E. Frailey : Handbook of Business Letters p 313)

It would certainly be very illiberal as I entered into the specula-
tion merely to serve yau, were ‘y‘ou to' permit me to be an
additional sufferer.

(William Anderson: Practical Mevcantile Lettev Writer p. 75)
I € T ICEHE & 1R 5 B AT D S DIFIC= > OFis %
H1F 1z, EIB “be-form?” “should-form” “were to-form 7 (X IRESICEE
O)F'ﬁ“c‘§ 2L T3 E;E&E%O)%ﬂf‘dbéybs‘, business letter {2454,V T,
COZBUTATOE U Birs 5 RFNDIRES & 72 o THERO R 1
Vo ZD 5 AFEC B “Deform” §EHOBED S, FHCIH LT am,
is, are 7z ¥ pSfL 541 C indicative mood iz AEMABE L, T
B W SEALTH B 10p -Clause k b b CHICHE, BBFEZHT
“if? 2EIET BEDSZ RN B NG C ERAVEEEL RN,

b FEERNREREEDS,
If the situation :wea/:e reversed and we owed you money, I know
that you would certainly expect at least a reply from us.

(Robert Shurter : Ejffective Letters in Business p. 185)
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This description of wines is nearly unsalable here, and Zad we
forced them on the markst, they would have fetched little or
nothing.  (William Anderson : Practical Mevcaniile Letter Writer p. 91)
B EEEORERR L, # 5 TONC & 2T L, B I EEOEECH
U, 25 THOC ERIEET 3 EADERTH B, T O 5 EH idiom
&8 o TEA OFBEORANEAL TRz S DIT “as it were” Hid 5,
About the most interesting feature of my job is the writing of
letters to good friends and customers like yourselves, {rom whom
we haven’t heard for some little time. Those who have fallen
by the wayside, as it were!
(L. E. Frailey : Handbook of Business Letiers p. 923)
Z (D as it were % as if it were so F 1~ % subjunctive mood DFE/NT H
5> TEHADAE QO CAMENZNTHSEMBA TS 5, as if Pas though
T Tl 5 subjunctive mood & JFHEOEF T AESIEDEE
AU T4 L 3 IF3E 0 subjunctive mood & 73 5 §¢{RDFLTIRT & 274
S PITATE

indicative % (S EHI RIS L LY DD HHER
LOFE - AEBELVNICEZTREL TN HITH 2,
It looks as if replying in thirty days is considered about the
same as by return mail—by yours truly.

(L. E. Frailey : Handbook of Business Letters p. 1009)

We have sent vou three letters to date, but it really appears
as if they have 1ot reached vyou, although they have not been

returned to us. (Robert Shurter: Effective Leiters (n Business p. 202)

(C) 7[[: JD;":‘.H?.@EE@! E;E’J Q #\L\ﬁlu\ fig fJD 90

I wish this were & letter I didn’t have to write you.

(Robert Shurter : Effective Letters in Business p. 123)
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Would that we were able to fill that order.

(Charles Chandler Parkhurst: English for Business p. 184)

God bless sfou on this 50th anniveréary. ‘ ‘
‘ | (L. E. frailey" Handbook of Business Letters p, 1009)
wish, would 7z ¥icifg{ were ODMWiﬁ%@iﬁﬁm RIEEETLT, 2
mci%®ﬁ%%@< HEDEOEWTHEH, cheT éAHLM“I
‘Wlsh thlS was” J3 “were” Y l/“D“DE'D % M Gi%@bfﬁ‘fsb‘o TS
%%K;jTMC®m£%%b?M&é%mOmmwemwdt@hf
subjunct‘i‘ve niood ENGHIEBTND EDND 5,

@ AlNzERDT,
Come share with me lest we be selfish.

‘ (L. E. Frailey : Handbook of Business Letters p. 1009)
Tk lest i should % s T [weeeee L2500 &k 52| &40 5 B0E O 1, 5
formai expression ‘G - T so that. . .may OFREEEYEE T K UIEEN
BN ZRTUERETH A, o TN EWESFTORICHEAT S C iz
EAEISL, T QB Blo X 5 i, modal auxiliary ¢ should 23
L CEF”Y}@ subjunctive mood 75 ., TV AERIE, B3I HEHL

WEBFE D 5 TRRCHESTL %, ZIUT LD LT, TOERBENEN
R BATD 7 4 Y 4O business letter 1€ AS(H3dH 3 & LIEABREICEA
ADTHDHH, it sﬁbjunctive mood DEEE X pSF A Y 1 ADREERA
RLOBBIFCERLIZIZD TS S 5D

) PUE-EE - T - BRZEREDT,
Your committee recommends that the increasing balance in the

hands of the treasurer e allowed to grow until a sufficient sum,
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say §600, be available for the building of a suitable hall for the
storing of the library and the holding of meetings.

(James JMain Dixon: English Letter TVriting p. 138)

The Committee would then decide on a recommendation to the
council, which might take the following form: “That the Town
Clerk pe instructed to request the Minister of Transport to make
regulations appointing street parking places in Smith Street, Petfer

- Street, Hall Street, and West Street.”
(Addington Symonds: Commercial Coriespondence p. 134)

T AWV S IESE L 13 be F [T should % AT subjunctive equivalent

ET AL EMEROBEIATS 5,

1

Subjunctive equivalent &~z F SFHT T A EE T 5 & 5D

2 3 e 2 3 M

EUTEERNTEIRDE

We should be very much obliged if you wonid obtain for us
reliable information respecting Mr. Henry Iricker.

(Sir Tsaac Pitman: Commercial Correspondence p. 80)
BIFEOBEREROTI R TERERE LTRbepEdn0s s S
WL TS5, AT ENTZC 220855 X5 EOHADHMIZ S DY T
T BFICE L TIEREO?

humble servant ; allow me to 7¢ & HJEH 75

t e B Tz & (DT beg to advise; your

53 commercial jargon -

TLHE - T A 2 AT, Lo AOLRE S BEERIOTH
505, BIARLICK ZDHEERPRE - T 5, UL LBROT

2 ) HEED sense S RAUTC DN IIEB(h ) &5

HA30DT, IRTATIRD - ERELCHFEREOYNE

DTTHIZUN S BT O RIS I THRT U T L S Ul

A= E TNHLEbDH D,
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You might in the meantime give me particulars regarding your
conditions and terms of purchase,

(Sir Isaac Pitman : Commercial Correspondence p. 59)

I could call for a personal interview at any time between 1 and
2 o’clock or after 5.30.
(Addington Symonds : Commercial Corvespondence p. 120)

might O {{ bz may, could DL hic can THGHE HZDTH % H»
5, CTHWVHIRBUIEH &0 AP ICHEEITh %, HER/SHEIGIO X
PN OHFICEED 12 B 2 L UHIZ 5 &3 5 AU & 3R L &
51T 2 DNHEDETH D, Mg & § business letter O 5
subjunctive mood % subjunctive equivalent X #2e 3 5 SERICH 2 D
TRLI» 5 5 g

4. Words

HHFEEMCHEDN D L Ll - THFOEKR2F> L 51Tz 5 Word
DEMICH B, [EE] LW BEZD DTS T

Without any of your favors since my last yespects, of which
the proceeding is a copy, L have now to wait on you with accunt-
sales of your fruit.

(William Anderson : Practial Mervcantile Letter Writer p. 75) ‘

Bl favor Hun o1z b S % Tespects X1n 5 < b b OIET I 5
favor {Tix 8 & § & letter OB LN ETH 5 HF 55 O T » 4%
DERD v ARV EBEZTOHENED TDH A5 L, H5h b OTHHD
b respects & FHITL 5> T B0 b [CHFADTTRICEAL L] 2105
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Please to give our best respects to your family.

(William Anderson : Practical Mevcantile Leiter 1V riter p. 154)

AU THEEIE 2 LI DTH A S, [

EEWHELLIZETAMS
H23AMOE] &) b &
Our yespects were under date of the 23rd ult.

(William. Anderson : Pructical Mevcantile Letier VW riter p. 82)

DOCELERITT A, favor R respects 2 7 H 15 L

b o AE R HW A Commercial jargon &4~ T Commercial English

OFEARAEFHCHEI SN 2055 i@ A, SR UTRBERICIENT -
TWHBEZEIRTEL TV D, 20 F4EOEALITIUIE L TR
[HEREEOFEE ] (TEeH) OHITPPFTMITIN T IO TI T TRE
53,

CEREF BT 5 R R part

DN TTH 2, WMEIFRIRBORT £, 2 < 0dizr

PATICECRIRT 52 L EMERTH B, %50 HE#EO word O
éT'fjf_ 1(_1\/1_ ) %) @ﬁSE] I:j/_.oo
The goods can be ready in time for the above steamer.

(Sir Isaac Pitman : Comiercial Correspondence p. 168)

Above is a copy of the few lines which I addressd to you on the
5th instant.

(William Anderson : Practical Mercantile Letter Witter p. 197)
“above” X753 adverb TdH B s adjective %> noun ~%E »iE 1Ty
5L

We thank you for saine.
(Addington Svmonds : Commercial Corvespondence p. 41)

7/

O same } ARFLE adjective TH BN E § FH %40 T noun ~Gig
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UTWh, CNDRIEREI»LOBEERTINTHSH, “lorward” &
w5 adverb I PHRREEEE L Tt verb [T RfEL T send OFFICH LS
N5 LI > TS L &b HROBET
We shall be greatly obliged if you will promptly forward: a
remittance of $175.
(Edward H. Gardner: Effective Business Letters p. 197)
CNVHFAE U TR S NITRAOEKE [H% 351 &ThH T for-
warding agency i [EIEE] CTH-23 0N ESHT ;}:%@%7‘_ A send
H T2 b X 5 C forwarding agency § [GERXANES | OERE Lo
TUE o, 26k BB 2ERCHO L 5 OND B
But it is rarely that a merchant, who has given orders for goo:ds,‘
makes a reimbursement otherwise than to his own advantage,
because he ha§ at home the means of remitting advantageously or

at least at par.

. . (William Anderson : Practical Mercantile Letter Writer . 5) ‘
rarely i fif3E T b 2258 Eﬂ%@%ﬁﬂé RnwbLhTeL ’%ﬂ“”ﬁ& I5 = fm
Bo ——ff adverb pETICHEE & 2 DR ISV E D ML F SRR B LE AT
It is rare that . EFEAREN <_7‘;Z) T &ix good English T &0

E R % b It is scldom that . 7b>~f[3‘X N A & AERE rarely § L8831
075%& WELH Jespersen O FEE »H H, O rarely (& It.. . that
emphatic use DEFTH - T rarely &) AFELHD 5N T D B
?gﬁmtmomﬁéokbbf&w&m%@@?@éomfmwufé
z @ rarely (X Bl & 0 O A EEAFEN ICER U THRBOR I 28T
WHENAATHAD,

DL R gy part of speech OIRFERIME & & & 1T i ERFRICHIC HIL
¢ LixEAO number (BT % EHM 2L IR TH B, TR TR
DEMHENTS 512
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This company ¢s good to work for; they treat you fairly.

(Robert Shurter & J. Peter Williamson : Wyitien Coitmunication in

Business p. 42)

v

Company &1~ 5 collective noun #3[FE 15 sentence (OEAITESR &

DEIBFERPERBEITATIVETEBNTHLEEALNTINS,
U

1=t ) — 5

FEIZHEE ULTHEDN TN D, & B & FT0RD & 5 BEBUIE Azch
KEDDTEEDC & & LTEDNS,
Becker Hardware Company are noted for #heir promptness in
shipping. (M. O. Robertson & Vernal H. Carmichael: Business Letter
English p. 8)

FEEESEE 1T 00 T E O BEE 1T Grammar » EEE 5

T, Robert Gunning 32T 150 & professor |27 o4 — ho3t ) &
OFERPRO L5 WHEL TN,

Those who teach the language are far more liberal about rules
these days than you may think from your schoolday’s memaories.
In a recent survey answered by 150 college professors, 77 percent
recognized “it is me” as correct English. A large majority found

131

no objection to “can” in the place of “may” nor to the sentence
“Everyone put on their hats.”

(Robert Gunning : The Technigie of Clear Writing p. 176)
WERBRY, HEOOFEHRE LT “Itis L7 kY

L —# L Tk b4 HA I strict grammarian Ty EH “It is mel”

1 ” VA et
“It is me.” &~ 5 FERH:

I

i(/)u[

TG LT 5D &3 NED Do DB DO TIHIN=E

R AT ANE
Ic hit eom. 1300 fFE % T
It am L. 1300 FEhH> 5 1400 FEEHF T

It is 1. 1400 £FEE X b
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It is me. 1600 R & b
EHBEINTNA, (= Studies in English Grammar p. 22)
Gunning O & O FE Tdh % can & may OFGRE S 72 UdIC At OB
i, ;‘m AR can BRI REIT 3 may OUTICT B C & HiT
SEATII YW ITE u‘o “Can I come in?” &L\C\Eiﬁ% R7 % 7w
&?@c&imbé%W¢t@ubmmm BB, Ubh ULEWAKORE
S TSR AEDS, ECETHENATL - T § OO R ER!
7z T B I5NT %%DO#IHWEE AT ALREND S &
ES50Th s, FEDEEIC s 7= professor O kit Fveryone put

TEES

on t’leir hats.” j objection % & /¢ 717,;75>0 NS T ER, H (“%;ﬁ%_)
good Encrhshg: UTHERE LTz 80 S ERICIZIS 5720 TH A Do Businéss
English 122 0 Fi9 & BB 5 3 L CHIAT [N 53510 ¢ 2 135K
hAoThE S, Z2hiC %ﬁ>b>i§%’§“%ﬁx[§ 350 T “ Everyone put
on their hats.” &1~ 5 JEACREIEB R & ) S0HN IC 8B TR~ & TR
s 75> 59D e
Ly A YD Milwaukee j[[@ Allis- Chalmcrs Manufacturing
Cmmmywc%wzijf,ﬁ&@%kﬁ%ﬁ%@ﬁw@%bfwaé
WOHOTHELED S F & - Buckley D Semi-monthly Bulletine G d % Let’s
Write Better Letters OMNEEAy DRI A2F 1233, Z2OHcHo & 5 sl
Wb AR R bﬂo
Tn his very excellent book “ The Avt of Plain Talk,” Dr. Rudolf
Flesh says, “What is correct grammar ? Often it is nothing but
rules set up by school teachers to stop language from going where
it 'waﬁts to go. But too often the dictator, feeling a deeply
ingraiﬁed sense of obligation to English language, indulges. in
faultless prose which is void of any warmth or friendship.

(Earle A. Buckley : Let’s Write Better Letters Vol., 1;. No. 3)
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HAET

FAlE ¢ @ Buckley

o business English g P IR oI
HhB, BbAHA[E _ & Bacon ®F

5
I
2
\JL

2}

b % EITRBE T Z O NOEME & B

WEDETH D, Ih b & T

TAFEOREE R PR L TN T 585
RTHDS S, R Uiz will & shall @ —RL& b Lo EFEA SR
M LT L Ol h 2icmMNE» SN TL
TEEH LT &, R 5D B o 7 Tule HSREA R
PRAMEIEA T RYE
IR U WDEEES ST, BOTHLLZOBEPRITHLTHNLOTE
FEE 570,

Eo BRIt 515 language i,
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