Mutual Understanding and Good Will
through Business Communication

by Seizo Murakami
FORWARD

Man’s way of living and thinking and the works through which he
expresses his thoughts have never changed so remarkably as they have
today. Though Britain is said to value its tradition than any other nation,
its commercial English in the 19th century is for the most part out of
vogue now. In the U.S.A. the change has been far more radical. Those
countries, which were under the influence of the 19th century Britain, still
observe British tradition considerably and among them are the countries in
the South-Eastern Asia. Even European countries follow British tradition
to some extent. '

So far as international trade is concerned, Japan is doing the most
active business with the U.S.A. yet many countries in the South-Eastern
Asia, Britain, and European nations are also good customers of Japan. So
in order to succeed in business transaction in English for Japanese, they
must learn both ways of writing and speaking.

The new mode of American-English expressions and usage in busi~
ness communication, however, has gradually influenf:ed other countries,
so we here would like only to refer to modern American way of business’
communication.

Yet those Japanese who want to study the modern usage of American
business communication have to meet with a bottleneck, that is, most of
the books on commercial English published in this country are chiefly
related to British expressions which are rather out of date. Though many

have been revised while going through editions, yet modern ways of
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American expressions or usage are not so often found in the revised
editions. In such a general tendency, Professor Sukeo Kitazawa’s “Advanced
Course in Business English” is outstanding, so far as I know.

The U.S.A. is, however, a large country. The Eastern expressions
do not always correspond to the south or to the west. Therefore the
so—called modern American usage cannot be limited to one definite way
of expressions. The hackneyed expressions such as “Enclosed you will
find---” or “You may rest assured that---” often appear in the most excellent
business letters.

One of the other difficulties experienced by a student living in Shimo-
noseki, a local town, is to get good reference books on business English.
We found a list of business English books in some of the Business English
Series issued by Kenkyusha Company. We ordered several of them from
Tokyo but most of them were out of stock in Japan, besides they were
published nearly ten years ago.

Under such unfavorable condition of business English in Japan, the
writer fortunately found “Business Communication for Better Human Rela-
tions” by Prof. Charles C. Parkhurst of Boston University. Though it was
first edited in 1955, it was published asa new Asian Edition enlarged and
improved in 1961. It has about 580 pages, each page having 530 small words
or so. In this rather extensive volume we find all phases of business com-
munication explained in detail. Therefore it is certainly a highly re-
commended book for anyone interested in this subject. So this thesis owes
much to this book. Only recently we got “Communicating through Letters
and Reports” by J. H. Menning and C. W. Wilkinson published in May
this year. It seems interesting and beneficial. But we have not read it, so

its real value is yet to be known.
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Mutual Understanding and Good Will through BusinessCommunication

FI 2B AICHFABON 2 DVBA S/ISNTIE B4, LOEE R
hERTERILZ § 7085,

#l X We have received your order. We very much appreciated it. We
assure you that it will be filled promptly.

O We very much appreciate your order, and will fill it promptly.
FHHNATEIERORNBRIETI DL UL U THEEVR KD TV 5B T LIKESE
ABT Lo

b ZEHHKICS, 2, BEFEABELTAHS L EDWNE, spelling % punctu-
ation IR DXL D FHIHAFOLEID misspelling 1 FFFRICRLZC &
iz h, X, Alfred C.Morgan &Z#%7, A. Cecil Morgan & Christian
name 2 & U TRADE CHE, TR ObLER. HFORHE S The
DhHHIGELIBNEEVH I O BERBEET 5,

Blz13, FEEERfTI The Bank of Tokyo Th b,

© FEEMED Basic 5 C's BB, TXTOHMKD B> ECHT Hb
7, 5C’s D5 B courteous FLEEELL, TEX) id, HFD good will
% retain B3 IDIHCKAETDH %0

blunt | We are surprised that you were not satisfied even with our ad-

justment.

courteous . We are sorry that the quality of our goods sent to you in

other shipment was not quite satisfactory.

blunt : Jndging from your present condition of your business, we can-

not but hesitate to extend your credit. We shall, however, wel-
come your cash orders.

courteous . Thank you for your order. Of course, we are glad to do

business with you.But in the light of present market conditions,
it would be better for you to place a smaller order and take
advantage of our cash discount.

@ effective writing D % DA DEE:

ABHEOEE, BFORZE, HROEFE, MCAREACIPT TN L1—%
TDHBHL L, FNHFOIDILES S & HBESHEFITEL 21, HFEO
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BRLFEER2PDS 5T LITES,

ROTI1Z19MAHE D E Charles Dickens (O humorous 72&3L
My dear Sir,

Since my hall clock was sent to your establishment to be cleaned,it
has gone (as indeed it always has) perfectly well, but has struck the hours
with great reluctance, and after enduring internal agonies of a most distress—
ing nature, it has now ceased striking altogether. Though a happy release
for the clock, this is not convenient to’the household. If you can send down
any confidential person with whom the clock can confer, I think it may have
something on its works that it would be glad to make a clean breast of.

Faithfully yours,
Gentlemen
1 am writing with a prxtty good typxwritxr. It has only onx thing
wrong —- onx of thx Ixttxrs is missing. I fxx! surx you can makx out what
I am saying, but I rxalizx it is a bit aggravating.
(FfE23 & b Parkhurst HIEH230H L Y humorous TdH 29U E sar-
castic TIE7ZW, )

BTHEEORVBFEMNTHEAZEFICY » 7288 « REL TN, —HET
OFNCEERABTH2 C EDVHEBINTH 51d, FEILGRIT § EEERI T
WEBLIT TS TR 5 0b Yie, FOICEREY Lo e 6, BE2TVTEY
DI EOMETEIMT 2 b 5 &, R ZOMEBTH T{NIZEE T,
B DR HADIE W RIAICRET T 2 b 2 IR - TV A .

©® BWEIEIHTCE, P& bUBMUNICE &, FEREOHRL,

FeTF ORI > TEH LOMEPE T T 5 B 2HEICHORE T &, HE

DRET 5 & CHIE B LEFEPHRENLRAT L BHEBREETH LA

I IS DEBOIDNGFEDPEES N L S ThH Do TAUIERDLT X500

) BERIPTHETH 58585

| EREESTERICAS TN DICRE - ERGEESHSEDN L 5 RHET
LHEFERRRIC IV IEREE» DN & REFRHRZHEEREITH L
THBUD sy — E AR ABIIERZH T Lo
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Mutual Understanding and Good Will through Business Communication

Pll— We have just received your letter of August 10, asking for infor-
mation on hosiery in our market.
I am pleased to send you several kinds of printed matters which
will be of interest to you.
I wonder if you want to know about particular kinds of hosiery.
If you do, please let me know it. I shall be glad to send you all the in-
formation concerning the goods your are especially interested in.
® W DREREERL TTELEI NV EHFORBERLET 2. ER2H S0
WE7s & valkiig, FHOOTT A B L ERCED 5NV BEZIEE, TEIT,
Ui URIRICA B € 2o
Dear Mr. Johnson,
We should like to accept your proposal of March 15 for serving as one
of our agents in your country. Unfortunately the market is so dull
that we have no intention of increasing the export of our goods to
your country at present.
Should there be a favorable turn and an increase of the order for our

goods, we shall be glad to talk with you. (T C TTREEHOIDRHIT

We may gladly accept your proposal. &> We may call for your help.
ETBERRLGVREING L5 2EEICE oNA05RLLAVNENATS
%o '
This is not a dun (GFEAOEE) but an explanation of how we can
help your profits. OEFXH U T, W< K- 1ABHSEBIDBECRRE
FAWBIOBSICBTREODH 5 L & 2RNT, RGIOERRCT 2 LF s
HxHLELH S,
2. FHRORTOEFRNIEHLOL LD TH 5 &5 OV FHHEIEEOHHE
Thbo D ERDIZEPNIOHABHTENIZN 1L 25,
BOFROB H L,
X We have your letter of July 4 and in answer we will ship to you
twenty se§ving machines on July 12.

HHTEZRLICESHL,
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Your order for, twenty sawing machines will be shipped to you
July 12.
BhsEXHL,
Probably you have the same hope and aspiration that most fathers
have to see their youngsters graduating from high school and then college.
But at times you may wonder where the money will come from, you
would feel much better and more confident if there was a fund accumu-
lating which would be available when needed. ¢ 5 UTFHED ) OEE T
&ETITD5, -
ZENTEH CBANDFHE
Don’t suffer through another bone-chilling winter this year. Don't let
frigid weather freeze your profits. Drop the enclosed card in the mail to-
day and get all the information on master’s B100 heater and larger models
by return mail. No obligation, of course.
B3 FHEOMN
RO=ZXEHCHRTHFIATB 2 RITHROD S b D
(O Just mail the enclosed self addressed card.
(O Why not send us a check for at least a portion of your account?
(O Whenever you need our facilities, a letter, phone call, or telegram,

will bring our representative to your firm for consultation.

3. Service & Good will v

ERHTAEBE DR L S 8- TR, LRI EIERE YT, FRECOSHOEES
BHELUT L AN HOBE, BFRCMHL R e 5% % D1 ser-
vice OHPNTh b, HEBBRD D service 2T 2 ¢ L3 BELEENET]
DOHEBIHRT H 5. - T service T BRI TH 5. FHRFHHE
LDEAE service appeal DMFZTTE LS LF-TH WBE TS Z ORI
X UTROSIGHY TRV b ANV DBECE 25,

It is almost three months since we last serviced you. Although our
service customers have grown constantly, we are human and it is quite

possible that we may have erred. If it is the reason for your absence, we
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Mutual Understanding and Good Will through Business Communication

would much appreciate a line from you.

We are much disappointed that your account has been inactive for
quite a while. We have greatly valued this account of yours, so we are
much disturbed about your long absence.

Won't you help us in increasing our good will by answering to the
questions on the enclosed blank and mailing it to us in the stamped envelope?

We believe that an active charge account is the best evidence a store
can kprosper. How we wish to have your name on our list of active charge
accounts!

Salutation W% OFMHSEET A ) 4 T L RONG. hb5H X UIKHE
0, NI THB L BDIRL 5150 Ui LRI IET 5 % T 5 TU L,
Your letter, Mr. Brown,
was on my dgsk when I returned from abroad this morning.

You are to be congratulated on the successful publication of your new
book.

Enclosed, Gentlemen, is your check for $89.00, together with your
corrected invoice covering order 1243.

Inside Address ([CILEEBEREEET 2EAEDH 5,

“Messrs” “Mmes” %5 printted lettterhead (Zd 33 hITENTHIET
AIEFENCH 5o
Reverend, Honorable 75 & D#FRIZEHE LT Rev. Hon. &EFEL T LIkHIES
P the DA HHIIEIE LTI 57500 X the Rev. X the Right Rev.
X the Hon.

O the Reverend (O the Right Reverend (O the Honorable
Reverend % ZHFIDFNCOI AT Mr. 320U BOABELNEEHONS DS,
Reverend Mr. John C. Grubbers £ EENT 3 L.

Letters of Recommendation #EEIR
a formal letter (D#

To Whom It May Concern

It is my privilege and pleasure to recommend for study in your in-
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stitution a former pupil Mr. whose ability and strength of char-
acter have proved him worthy of advanced work. His special interest is
in
I do not hesitate to recommend him, without qualifying statement, to
your good favor and concern.

Sincerely yours,
Parkhurst [Kic k% & To Whom It May Concern letters i34 { fE¥E %7K X,
D TR, BERE LTOTHERE UTOMERBAEZNET >TSS,
FEHO—D L LTERTHHBRONE L C LMD 5, ROWEIE, EELRDH
HEGBOWECIIN, Br furlough RS TR DKL ORI
HOWE2 L1

November 13, 1966

To Whom It May Concern :

This is to certify that Miss Alice Elzinga has served Baiko Jo Gakuin
as missionary teacher of English since April 1,1963.

She returned to U.S. A. in March 1965 on regular furlough, return-
ing to Japan last September in order to continue to serve Baiko Jo
Gakuin. But before returning to Baiko Jo Gakuin, she wanted to improve
her ability in Japanese and is now studying the language in Tokyo. At
the beginning of the new school year — spring 1967 — she will return
to Baiko Jo Gakuin to continue her teaching.

The Mission Board of _

Glenn Bruggers

Director of Baiko Jo Gakuin
&2 draft 121 return OfLHIT go back, come back; Baiko Jo Gakuin
DL HIT the school & ULTdh-1zds, ok 3 IEREH T ERROFH LN
ERTIES NI,
IS L5 BRI 5 EEN S EE 2 IR OHEEIR OB,
Mr. So—and—so, applicant for the position of _  has been a

student of mine during the past three years.
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Mutual Understanding and Good Will through Business Communication

He has glways shown himself to be quiet, reliable, persistent; not bril-

liant, but industrious and painstaking.

In appearance, manners, and speech, he is likewise quietly behaved; he

is not aggressive, yet he is attractive. My acquaintance with him limits

me to these general items.

UTREZFVEEINIOBNA~OLE, TEREEDO—2E,

Flat Vacuum Table with a Desk

Characteristics in its use.

i)

2

3)

4)
5)

D

2)

Vacuum Pressing Table means a pressing machine with a vacuum
apparatus.

The strong vacuum apparatus absorBs steam and dries wet articles so
quickly, that you can give finishing touches very soon.

With the revival of the Original Starch on the clothes, you can make
the finishing touches more beautifully than ever. You need not be
afraid of the disagreeable traces due to the use of the old method.
Most suitable for pressing wet shirts and sheets.

No matter what weather may be, the work is guaranteed. Whether
cloudy or rainy, the same good finishing touches with no “turning

black” nor “shrinkage” whatever.

Characteristics in its Structure

Because of this special motor solely for the National Vacuum, no
noise is made even under heavy duty. Its absorption is highly ef-
ficient, the cloth stretches well and the finishing touches are very
beautiful. Especially you can make the crease in trousers as neatly
as if out of 2 bandbox at a single pressing.

With the manual transfer-device, you can easily replace a flat table,
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3)

4)

a big horse,’ or a shoulder-horse at your will. (patented)

Taking advantage of the weight of the iron, it works out as “auto-
matic absorption device”, so you need not do absorption operation
witfx your hand or foot. (patented)

According to the type of clothes, you can jointly use a treadle ab-
sorption device.

It is highly convenient as you can freely turn the surface to be press-

ed to a shoulder horse or to a big horse.

Types

As you see in the pictures on this cover, we sell the Vacuum Press-

ing Table with a desk in addition, the one to be fixed to the work-table

you are using. The motor solely for the National Vacuum having the great-

est absorption, one motor supplies sufficient power for two men at two

tables.

O Our machine has four patent rights. May we remind you not to abuse

these patent rights ?

O You can find our machines in first-class firms trading mechanical ma-

terials. Please designate the Vacuum Table with “Lion Mark”.

m

@)
(3

As soon as we receive your request for information, we shall gladly
call on you. 7

Labor is cut in half while efficiency rises to five times its former
performance.

For wonderful finishing touches use

THE VACUUM PRESSING TABLE.

No longer short of hands. (This vacuum will drive away short-handed-
ness.)
This superman does not demand wages.

So, please employ it to its fullest extent without fail.
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ti Mutual Understanding and Good Will through Business Communication

MINE POCKET ~ Seamless Pocket

Characteristics of Mine Pocket

L

Quite different from the pockets heretofore in use, it is a Seamless Pocket

produced by an original design. It is a pocket weaved in bag style for

trousers or coats. Since it is made according to definite measure-

ment, it is not only profitable in the production of clothing but it has

also these characteristics.

1

@

(8)

0]

(5)

(6)

It requires littl;f: time in cutting cloth. You can more economically
use cloth and deal it in a simpler way.

Because of the pre-arranged definite measurement the pocket cloth
is fixed by the first sewing, therefore the opening of the pocket is
easily put in the right position.

As it is seamless, therefore one does not feel rough edges on the
surface. (The pockets hithertofore have had four-fold cloth at the
seams. )

It is labor-saving as there is no need in bag-sewing.

You need no longer be afraid of a seam opening or of a thread break-
ing. The final check is made simpler by reducing seams.

It looks very beautiful due to a special weaving without any thread

fraying.

About Roof-Floor Concrete

Bharvsy— MEETH

Concrete Mixture

Without specially changing the ratio of concrete-mixture, just mixed the

following materials as used to @--

Cement 1.0
Sand 2.3
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Ballast 3.2
Ratio of water and cement 60%
2. Way of Operation
We paid special attention to the ratio of water and cement and in order
to get each material of the mixture fully coherent, we were esPeciélly careful
in revolving the concrete-mixer. After filling the board-frames with the
mixture, we used a vibrater.
3. Concrete Joint-Work
It is idealistic to finish cementing the roof-floor in one day; yet in the
case of the roof of our main building, at least one week is necessary for
the work. Therefore we must have joints between seven partitions. We
have taken the greatest care of those joints, where leakage might be prob-
able. As a warning against this probability, we cut perpendicularly the
edge of each cemented partition by the frame the next day we cemented
it. We scré.ped off the rough surface of the concrete from the place where
the next partition was to be continued. Moreover we cleaned the surface
and put liguid cement or mortar over it, so that the next concrete
partition might adhere closely to it.
HO7 2 Y B ORE (FHE 25 OFHE, KREOE Y HVHEICETRATNSH
RZRTO elderly lady DR HE
Dear Mr. Murakami,
What a thrill T got out of receiving your letter. I've often wondered
who of the teachers I know are still at Baiko.
1 surely would like to visit Japan again before I get too old. We are nearer
and nearer retirement age. A great many people retire here when they are
65, but with the life span increasing constantly it leaves a number of years
without a routined life. It always seems a great pity to me for these people
to go to Florida and just amuse themselves, when they have developed
skills that should still be used. With oar Social Security program and pen-

sions that become more and more adequate, people take advantage of them.
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We have a larger percentage of people in the upper age brackets now
than we had 25 years ago, so there is a great deal of planning for it in the
opening of Retirement Homes with nursing care, and 'Golden Age Clubs
for persons over 65. There was a time when families took care of the older
members, but now with people living in apartments and smaller homes in
cities there isn’t room for them. Also more women work, so there is no
one at home to look after them. Times have surely changed. Sometimes
I'm glad T won't be living 50 years from now.

Americén Ass'n of University Women, Woman’s Club and church
activities keep me busy. We have a church of 2000 members. The building
is new and modern, with fine facilities in the Christian Education part of
it. The S. S. rooms are well equipped. Sometimes I think we stress too
much the physical plant. Children have so many more opportunities now
than I had, but I doubt if they know the Bible as well. I guess this is a
sure sign of getting old, to look back on the past as better. Life is getting
more and more complicated, so that the soul doesn’t seem to have time to

commune with its Maker, -++--+

A farewell letter to the graduates from a missionary teacher who left the
school to America before the commencement. She was such a stylist as
rarely seen among the English-speaking people I have ever known, some of

which you may appreciate even in this little piece of her writing.

Dear Graduates of 19— :

I am too far away to see you except in my memory, too far away
to heaf you speak; yet I know that since I left you there has been a time
of growth for you which has given you more beauty and more wisdom in
preparing you for the experience of meeting what we call “the world”.

While I have been traveling and talking with many persons I have been
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wishing that you could speak for Japan instead of me and that you might
hear American friends speaking direct to you instead of through me. Some
day, in one way or another, you will have a chance to speak for Japan
since every indiv‘idual expresses something of his country whether for good
or for evil; T have faith to believe that Baiko graduates will always repre-
sent the best of Japan's interests. It may be that you will also have a chance
to meet some Americans in direct conversation: I am hoping that no
influence from anyone will ever tarnish the pure gleam of Christian ideal-
ism even in the realm of our realistic world. At this critical time in your
young lives there are, among many, two friends whom I wish I could intro-
duce to you in person, realizing that their very presence would carry the
message of which I can but write imperfectly.

One of these I met unexpectedly. I had been asked to share in a
“ Ceveticnal refrest” rct ‘a1 frcm New York City in a beautiful old house
where about thirty women from all over America were gathering in prepa-
ration for the new year planning in church-work for women. I was sur-
prised to find there were two men there too: recently arrived from Africa,
two Negro gentlemen, one a minister, the other a doctor. The minister,
young and vigorous, is studying in a New York university but at this time
he was caring for his friend who, because of an injured leg, sat in a
wheel-chair and had to be carried wherever the chair could not be wheeled.
Singing for us, laughing with us, teaching us’how the African jungle
call -drums are played, both men seemed equally joyous and eager to be
active as Christian leaders. It was hard for me to believe that the doctor
in the wheel-chair was facing death and knowing the ordeal ahead of him
— his smile was so genuine, his voice so strong, his hand-shake so confi-
dent, his hope of opportunity for service in Africa so great! What we were
quietly told was what he did not himself know — the surgeons examining
him had said there would be no hope of stopping the spread of disease even

with the amputation of the injured leg. The life he wanted so much to expend
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for Christ in Africa would be cut short. Knowing this, we who sat with
him feeling his calm faith and self-forgetting spirit, though we had been
strangers, were like close friends, inspired by him to a deeper assurance

of being at all times in God’s bands. Growth in beauty sometimes comes

like that!

The other I would have you meet is a woman who had faced death
many times and come out of many trials during four years of imprisonment in
China, now beginning to live once more in freedom, with friends and fam-
ily. Captured and kept in prison, for more than two years in solitary
confinement, in a room that allowed her to walk only five steps in one
direction, six steps in the other, watched over by a Communist guard,
her days and nights were long and lonely indeed. Fed the poorest of food,
questioned for hours at a time, refused the comfort of her Bible, she was
tested in all the ways of endurance; yet, on being released, she had no
bitterness of spirit: her story is all of the answer to prayer, the confidence
she holds in God's promises, the continuing assurance of God's presence.
She asks no pity for herself; her voice is calm, deep, strong; her repeated
message to all Christians is simply, “Pray without ceasing for God's answer
comes in God’s time.” So you can understand why I would have you hear

her voice as the voice of one speaking with.experience. Growth in wisdom

sometimes comes like that!

An ocean separates America from- Africa; another ocean separates
China from Japan but the truth of God in Christ unites us all, “always,
unto the end of the world”. Times of testing are sometimes times of joy as
well as times of pain, times of sharing with friends instead of loneliness,
times of celebrating success instead of times of failure. It is good to know
that at all times our faith in Christ may provide the growth in beauty and
wisdom we long for.So, even at this distance, I seem to hear your voices sing-
ing as we have often sung together, “Masase tamae” while I too sing and

make this prayer for you, apart yet not divided.
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Reference Words & Sentences

a collect phone call BlEFeEA N DESE

in transit FREANT

skyrocketing price B <{ EHeT 5 EE

past due account HIRLIH OEIE

a charge account HFEHIE

a charge customer {ZFfHLE [4¢

to get full value for my money FADBHDMEFT 2 EEHITHET %,

to make a down payment Bi&TH\ S

to do business with them &HB|%7 3

to give him a call FICEFZT 2213

to assume a responsibility E{E% &% (or to take)

to refund you your purchase price BJEDEARES2INET

to stand on our head to serve you HETIICTXARH DY~ 2%T 23

We don’t want to cé.rry them over. ZD&PEHL T LTI2L 720,

We solicit favor (or custom) of (or from) you. BENLTHR B EHLE T,
Here's one that could mean dollars to you. H7S72C ¢ » TEHIWLAFEND

hEd 4o
The cash discount period expired 10 days ago. TELHB[HIEI 3 5 AT
WhE LI

We hope you will excuse the unavoidable delay in replying to your letter.
ki 2 A T REEVENITERBIHLF 32 L5 OB LET RS,

We were very much disturbed by your August 10 letter, telling us that...

—— Tt was with a great deal of concern that I learned from Mr. -—- of

the 4imperfection in the last lot of -—-.

----- DBFELERLT (- 2ENT) KERUTEIE T,

We certainly are not above reproach. X751 3 12 UMITREZ L EIIVAS R
Ao

to tide you over until the matter may be cleared up BN Ny F VT EE T
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OEHHFIEE LT
" the enclosed postage-paid envelope —— Mail the post-paid envelope today.
The enclosed prepaid card is for your convenience. ——
Mail the enclosed stamped envelope with the blank filled.
EEEUS OEE OHE,
This item, with its graceful silhouette, has exciting new color combinations
with rich Iuxurious interiors that will thrill you.
LD RDT $E UL, HLLEEORS BRBL L, AELT-<DT2
EREL DT,
If the budget’s a bit tight this month —--
by LS ARBROBEMODITIU
How long a wait may be expected from the time the order is placed to the
date of delivery?
B LT HERAE TEDMNBRL LIS LNTL &9 D%
What a grand lot of surprises there are in store for you!
METE D LOEEDD, BIDIDILESTHHLETLEI,
Promptness in meeting your obligations with us

WEIE 3 T DIEBE OB RN &
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