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&g passable TH-oThH, HHETEPUOHD) $F SN/ (Skelton:
p.51) mis-spelling I3—@fd >CT 32X 2ESE¥EEPN3. XRLZEEAD
BUB syllabication DB, HEEDBY LY, HEPFELSLEET 20
bDTH %, TS TIHELEORR, BHEORM ZRIGEY 2EEFACEFECOWV
TOHMNBETEET B,

A, B B &t X

TR AEOE@ITES B, £hH SWEVEDL, trite, hackneyed,
jargon DB (b) concise, informal 7z37#l. LUF spelling oM FEBREEILE
BECHES »

1. (@ poor: We desire to acknowledge receipt of your kind favour of
recent note.

‘(b) better: Thank you for your letter of May 10.

2. BHEATORBWEF S LISV AFRESHLET 5,

(@ poor: We regret that we cannot reply to your inquiry just now,
but as soon as the information requested by you is available to us, we
will let you know it. '

(b) better: We'll give you an answer as soon as we have information

you asked for.

3. EREOHIBEMITUBTADENLSE LT,

(@ poor: We wish to advise you that the aforementioned matter has
been satisfactorily adjusted. (The italicized words are trite.)

(b) better: We’d like you to know that this matter has been taken

care of. (Slattery p.57)

4. BERIIZE ST,
(@ poor: A search through our files shows that we did not receive

your letter,
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(b) better: (The italicized part PIFHIIRE)

5. —REIROBERLEE

(@ poor: 1 am writing td you to let you know that a thorough
review of the file on Your account very definitely shows that no remittance
in payment of the balance standing on your account and due in Jonuary
has been veceived for crediting, so that the debit balance of #£17 5s. 4d.
to which you refer in your letter still remains to be paid.

(h) better: (The italicized parts combined are enough.)

6. BEOUMEIFEREHEZALE2 L 5BTMPRFTCEDLE LIS
(@) poor: Your letter has been forwarded to our Accounts Department
with the request that they determine the present position of your account
and inform us of same. (ibid. 92) (The italicized parts are trite or stiff.)
(b) better. We’ve sent your letter to our Accounts Department and

asked them to let us know the present position of your account.

7. BEOERICL VK ~IZBLBIERE—E b ) KROYICZHT 5 T & 2K
EOES i

(@) poor. Permit me to take this opportunity to thank you for YOuf
letter which I have just received. In reply I wish to state that we should
be very glad to exchange the electric water heater in question for a similar
one in a larger size in accordance with your request. (The italicized parts
PISHIAE)

(b) better: (Thank you for your letter of June 6.) We shall be glad
to exchange your water heater for a sirﬁilar one in a larger size. 9 {IRER
2HIHEE () WO Thank you - WBAZE, FRONATEETH ST LIH
Ry B» B,

3. EPWOFHTBES
() poor: The purpose of this book is to help officials in their use of

written English. To some of them this may seem a work of supererogation
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(&5, #=£H3EE) calculated only to place an. unnecessary burden on a body
of people already overburdened, (H. G. Vallins: Good English) .

(b) better : This book is written to help officials to ‘write Good
English. Some of them may think it a superfluous book, designed only to

burden unnecessarily a body of people already overburdened.

9. HHTUBRRAOBELECHT A EHOBFMEER, THELIW LEHETT
Ao bNE L, ‘ '

(b) poor: Thank you for your reply to our advertisement for a
saleswoman which appeared in last Sunday’s paper. Your letter interested
‘us and we feel that you may have the qualifications and experience
required for this position.

We would very mﬁch like to discuss this position with you any
time this week of your convenience. If you will phone me as soon as
possible, we will be able to arrange an interview. (Thank you--. your
letter interested us. X TFOYT one sentence, We would - at your
convenience, & b @ cén you come for an interview? DJ75H5 more concise
and clearer.)

(b) better: We were very interested in the letter you wrote in reply
to our ad for a salyeswoman, We feel you may have dualifications and
background needed for this position. »

Can you come to see me for an interview some time this week Q If

you phone me, I’ll make an appointment to suit you,

10. YO & 0 SKIB CNEURBAABRE Y UE Ulze 3628 LTAEA
WizUE Uiz,

(@ poor: We regret the delay in forwarding your copy of our latest
catalogue, ‘ It is being sent to you today under separate cover. We
appreciate your courtesy in waiting until it was again available for distri-
bution. (We regret the delay -+ & trite. is being sent DF 5 X bk We’'re
sending D555 direct and forceful, F{HIZ TIIRE)
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~«(b)" better: I’m sorry we.took so long to send you our latest catalogue,
We're sending it today, Thank yon for waiting wuntil it was reprinted.
@ OS5 until - for distribution 13 wotdy, until it was ‘reprinted  DFF
HSEHSIC brief and clear. R k

1. MHEEHOT bAU TR RO R & b AT 2~ T L A >R
DEFE R - 1ob bABAME TICHE &, BIRERL TSV L.

@ poor: This z-‘s in reply to your letter of August 14 advising us
that the wmachine parts which you ordered from uvs July 18 were not
delivered to you, wupon receiving your letter we immediately investigaied
this matter and discovered that due to an error in our shipping department
this order was shipped to your General Office in London instead of direct
to your works as it should have been.

We are sending you another delivery as per your originall order by
passenger train and you should receive it no later than Friday of this
week. I will appreciate it if you will telephone me on receipt of this
delivery so that we will know that it was delivered. )

I héve telephoned Mpr. Brown at your Gemeral Office to explain this
matter to him and request him to return the misdivected shipment to us.

We regret very much that this error occurred and we are very
sorry that you have been inconx}enienced by it. (163%E) italicized parts |3
K, BEHSIORICE advising £ as per O E jargon ®FEbbH L EVELL
»E L, NEED error $H B,

(b} better: Because of an error in our despatch department the machine
parts you ordered on 18th July were sent to your- Head Office in London
insteéd of direct-to you. ’

We are sending you a replacement delivery by passenger train. It
should reach you by Friday of this week. Please phone me as soon as it
arrives, so that I know you have it.

We’re sorry for this mistake, ‘and for the trouble it caused you.
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(7628) (Slattery 334 é}iﬁ@(@&b‘%)ﬁ%@ Uiz 85X T readable TdH5.)

12. HEOHRICTEERZRL 12 L MFMOHRE 2R 12 RHICEAD bR FMORE
B BUBERLAADEDI L EHOIIDIIBLVRE 2¥ L E RDEF
o

@ poor: We are in receipt of a letter from a Mr. Charles Brown.in
which he states that he was involved in a collision accident with you on 17th
February at approximately 7:00 p. m. in the vicinity of Staples Corner,
on the North Circular Road.

An inspection of our file shows no report of any such incident and we
therefore are uncertain about this matter.

If the accident alleged by My. Brown did occur it is most important
- that we have a complete report on it from you in order that we may take
whatever action may prove necessary in this case, for your own
protection'as well as for ours.

If the alleged action took place, please let us know at once. [ am
enclosing an accident report form for your use in describing details of the
accident.

May. I ask that you give this matter your immediate attention.

(Slattery 336) italicized partsi3 A%, HEHS b TE.

(b)  better: A Mr. Charles Brown has written to us to say that he
was involved in an accident with you on 17th February near Staples
Corner, North Ciréular Road, at about 7.00 p. m.

‘ We have no report from you of such an accident, and we’d like to
get the matter cleared up. »

If this accident did take place, it’s most important that we have a
complete report on it from you so that we can take whatever action may
be necessary. This is as much for your protection as for ours.

Will you please let me know about this as soon as pos’sible. I enclose

an accident report form for you to use in describing the accident if it did
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occur. (ibid. 351)

13. 75 7OEHBER 20 & 5 FICREENS Y 7 7O ARCIERICEENIZDITH
7 % BIEE OFH.

(@) poor. We wish to thank you for your very kind letter expressing
your club’s satisfaction with the service and arrangements we provided
for its annual dinner. We are very happy that our efforts met with your
approval and that of the members of your club,

May I express our ‘appreciation of your group’'s patronage of our
facilities. I do not have to assure you that your club will always be most
welcome at Smith’é and that we shall always be ready to do everything
we can to make your occasion completely successful and enjoyablé. 4 %
Y v ZIEAREE D \

(b) better: Thank you for your very kind letter. We’re very pleased
to hear that your club was so well satisfied with our service and arrange-
ments for its annual dinner.

We’re proud and very gratified that you have come to us. Your
club will always have a warm welcome at Smith’s. We will do every-

thing we can to make next visit as enjoyable as your annual dinner was.

- (ibid. 355)

14. A3DSCDENL 2 ST 2 RIABDRIZH 25 E 5T TITLL,
(@) poor: Referring to our quotation of the 26th January to Messrs.—,
we shall be interested to hear if this matter is still under consideration

or whether the orvder has definitely passed us. (italicized parts I AREE)

(b) better:  Please try to find out if there is still any hope of our

getting this order.

15, HJEQEX 303 HHE 6 RIC D&, TENIL45 feet DEIDE DR EIT 5K
UBB IS TR LN L. ERRGHEVSRES b2 M RLFR 2 Rl 3 h
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o (COBMENIHHEOE» LD D, TENIIGUTHEEEL) .

(@ poor: Please refer to our purchase No. 303 covering 6” columns.
One of our buyers desired to increase their order by 5 pieces 45’ lengths
same terms and conditions and if it is not too late and you canvarrange'
this to advantage we would ask that_ you please do the needful by in-
creasing our order accordingly. ‘

As to credit, we would ask that you simply draw on us at sight
for any excess developing.

We hope that we are not bothgring you unnecessarily in the premises
but as you can understand we would like to take care of buyer’s require-
ments in full if it is at all bossible for us to do so. (11388 CHULKED
“buyer %> 5 THOEHIT—RICHFID b OF ML TR £ EF Skelton 13 F
5, p. 123 ‘

(b) better: OQur Order 303, 6” Columns:

If possible, please supply five more 45’ lengths, on the same terms.
if the credit'we have opened is insufficient, kindly draw on us at sight
for the difference.

(This request comes from our client, whom we would like to
oblige if possible.) (4838) HIL () D¥FLUT. () OHREWRTE2DTE
W3HFEEIL Do ’

16. FEEHOURHZRIC T } , ,

UKD > b 120 B FEDFEIH A TR U, CORDREIEN 282 ©
) r ZOFERRSHT £275 2s. DIMIF2EHORBELEBRERL T,

Invester’s letter — Refgrring to the enclosed Letter of Allotment ——

I desire to register 120 of these shares in my wife’s name. For this-
purpoée, I presumably require split letters, and shall be obliged if you
will do the needful. I note the charge of one shilling for éach split letter
required, and presume I must send you 2s. for these. I propose ‘ac-

cordingly to send you my cheque for £ 275-2-0 on receipt of your confir—
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mation. ZOXHHULTE L fv,

Bank’s reply —

(@) ‘poor: I am in receipt of your letter dated the 6th April enclosing
Allotment Letter No. 282 for 500 shares in your ﬁaﬁe. To enable part of
Allotment to be registered in your wife’s name it will be’necessary, as
you have stated, fdr this Allotment Letter to be exchanged for two split
Allotment Letters, and as you desire that these should be issued fully
paid, [ shall await the remittance of £ 275 2s., and upon its receipt will
send Yyou the Split Allotment Letters, duly receipted as paid up in full.

(italicized parts DAIIAE, FHEOEOE b)) @ I confirm what you
say. O 5HTH4 |

(b) better: I am in receipt of your letter of 6th April with enclosure
as informed, and confirm what you say. Please therefore send us your

cheque for # 275—2—0 (ibid. p. 124)

Reader % PuC X %TFHL

17, SCHNERD 3 7 A b @B E QATBRRZH U OIGRES £, HTHIZBEX
PUTESORPUTHTEZED Y, FICHSIIORERS Lz SIcELEDR.
T TAGS it
(@ poor: When your ordelf of 18th June for 25 bath towels was

received by our Sales Department, it was forwarded to me with the

information that your account has shown a past due balance of #£58 7s.
3d. for the last three months and also no record of any correspondence
from you in re.ply to our notices to you relative to this matter.

In view of the above and in accordance with our credit policies, I
wish to advise you that we will not be able to supply any goods to you
until a suitable adjustment of your account has been made. ‘

(As I am sure you will readily understand, our costs of doing
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business are such that we cannot undertake to fill orders on credit where
there is a past due balance of long standing and no record of an attempt
to make arrangements for settling it, any more than in your own business

operations you could afford this type of practice,)

We are always reluctant to take effective action to collect on past
due accounts, but (as I am sure you will understand, thete are times
when) this is the only course of action open to us.

We hope that you will see your way to give prompt attention to this

matter so as to avoid jeopardising your credit position. ( ) PIIARE

(b) better: We will not be able to supply you with the 25 bath towels
you ordered on 18th June until you pay the balance of £ 58 7s. 3d. due
on yourb account.

This sum has been due for the last three months. Although we
have sent you reminders about it, we have not received a reply from
you.

As a business man you will appreciate thét we cannot supply goods
on credit when no arrangements have been made to settle a long-standing
debt.

We are always reluctant to sue for money owed to us, and sincerely
hope that this will nét be necessary in your case.

Can you please attend this matter immediately. (Slattery 363)

. @OEXHURMAMEBED 60223 v OB 2 UtIRFEHSZE Y, M5
~NEDINTERLTL EHOFRAIBEDLNC &0 OIXTEILD & FVI33E LI
ENITVDESHUTHE D, RIKTDHEHPRNS, concise and clear TH
%, FIZFAECHRT S BIERD ¢ & % @id notices (BiF reminders, 12HT %% (a)
1t take effective action (b)id sue for money & U C@DEMSHIEZFH TN
B DITONF R IIRSEE 2 VT 5o (B & BIRIRZH LT 6 B ZWDED H >
FieHiiz 7z credit order % UTK 5 & 9 /2iEFICIZEMFEERX MATH 51309
>, BEREZ L.
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18. KIRD/IVD B >T2DICSHHHE Utz & B 2 FIAA T S 125 &RF - 128
ADIENEDEE
(@ poor: We have instituted the most careful and intensive investigation
into the clause of your complaint, and the net result of our investigations
is that no member of our staff can call to mind the receipt from you of
a backage containing the three-piece suit which you now complain we

have lost, nor have we any written record of it in our books. (complain,

conplaint % loaded words TZ:Y), Z Dl you didn't understand, you failed

to, you neglected to**, you apparently overlooked 7% & 3 [ElER)

(h) Better: Following the most careful search, we regret we can
trace no record of the receipt of your three-piece suit, nor has any

member of our staff any recollection of it. (Max Crombie: p. 19)

19. ﬁﬁ?b%ﬁ@{&az%@%ﬁ’\jﬁ sales message %,

Thank you for your order for a “Tinkle-Twin” alarm clock. I am
éorry, but we no longer carry this particular clock, which was listed
in one of our older catalogues. 1 enclose your cheque for £ 2—0—0.

(Slattery: 248) Z DM HIRD D &
(@ I hope that we will be able to serve you at some ofher time. (£
sales message Tld/g\Y)
(b) You will find several excellent clocks in the same price range in
our latest catalogue. v

Haw SERLEVOTERY X 0 FAFORICRD ST & bhdks

o B> TLEDXDEN—E enclosed 22U IMNAT, ¥ & v Z&EAHTHIEL N,

© I can send you “Opal” at £1 10s. or our “Sentry” at £1 I9s.
ZDd» & as you see in our enclosed catalogue. &2 MATH % v & %kRE
4%, BT (b) & € KiZ Please mark the one you like in the order form
and put it in the prepaid envelépe. FTOUMANSESE .

20. # & u FOMEREMATT 2KE L T X 2&IC charge customer ThsHh, N
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£20 HENLLOEE UIEICR D RT3 255 B )R

(@) Poor: Your letter asking for a free copy of our latest catalogue
to be sent to you has been referred to me for reply. We are, of course,
very glad that you are interested in us and in our catalogue and were very
sorry to have to inform you that for some time it has not been our policy
to distribute our catalogue without charge, except to those customers who
have established accounts with us. This policy is necessary because of
the very high cost involved in producing such catalogues in the great
number required in our business. Until about five years ago we did
provide catalogues free upon request, but since that time we have had to
make it our policy to send a catalogue if one is requested, only if the
person requesting zz‘ opens an account with us or has made a purchase from
us amounting to over ¥ 20. Our catalogues are in considerable demand
because they are complete, up-to-date, and well illustrated, but, of
course, all of this adds ‘to the expense of producing and distributing
them. We are sure that you will understand the necessity of our policy
in this matter, but we will of course be happy to supply you with a cat-
alogue under either of the arrangements specified above. " (ibid. 291) 218

ZEHS one paragraph &85> TW5, 4 2V v 7 DS LSIEHAE,

(d) better: We’d like to give free catalogues but can’t because of
their high cost. We will give a catalogue to a customer who opens an
account, or makes a purchase amounting to £ 20—0—0. or more. ({#}>

3638)

21. Paragraphing 12X % BRIk

JERBRY UIAEEE Z b o TV E 2BRULET, ELVEREIR £ 25
Is. 9d. ETNETUR, ShB>T £47 8s. 3d. BBIFE 3L 5 B
WUTHEZSIOENRICHTO S8 £22 6s. 6d. LabgLiz, @
BBIANECESHEFIL $52, ThEe b ETORFHMERAN T EL &
5. WAEDIES ZHMEEF SV, HOT 04T OBEREL b UE
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ER

(@) poor: The statement of account we sent you last month was incor- -
rect, since it showed a balance due of #£47 8s. 3d. instead of the
correct balance due of £25 ls. 9d. and since you sent a payment for the
larger amount, you have a credit due to you of £22 6s. 6d. which we
will either refund or apply to your account, as you prefer, .if :you will
let us know which you would. like us to do. Please aécept our apologies
for this error. (ibid. 292)

(3%) 853Eh% a single patagraph & 78 TW %, FHTERFIDT8EELS one sentence
Ths, %ﬂz’)i instead of PBI{RE which °¥Ekial since ® if TEX EHNT
VEDIEEDT X750 RO 3 I ) BUOSIC/AHI LT 4 paragraphs &
T 5o EIEHOBRRBELVRINTNENE 128, Kif h BEIC b FEERRICH
HMOFER ANTZTTIB LN,

(b) better. We're SOrTy the statement of account we sent you last

month was incorrect. The correct balance should be due of £25 ls.‘ 9d.

Since you paid £47 8s. 3d. as we asked yoﬁ to by mistake, you
now have a credit due to you of £22 6s. 6d. ‘

Shall we refund your credit or apply to your account ? Please let
usvknow'whic.h you would like us to do. v

Would you kindly accept our épologies for this error. LIETADX
OIS,  literature % catalogue 2EAHLTINEHBT 2 &ick b
fERRAL & BBREILS RVICBIR I N A C L 2T INA T <,

B. Words and Phrases DA, g2/ L

1. HLEEOREA (suffix, prefix OIHE)
(’ beneficial Hikis, FFl/g

beneficient D, EBHRE

[ continuous YN T ~ rain O - & ho L&A
continual % BV TH{ ~interruptions E> 372 2UHE
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—~ /N — — @ — —

credible {EHHTX % a ~ story #d 723G
credulous FUEW, 72 3shEHN

creditable = honorable, praiseworthy

disqualified (from or for) KUz
" unqualified JEEHD, FEET

disinterested FARODSVY, Az
“uninterested JEBHNVE, HEAROD

expressive (of) #%»Fbd
expressible THRBITE 3 (by, in)

economic EHF ED an ~ blockade FFH
economical Hi#J(D be ~ of one’s time B DHEE 2HH0d 5

forgo S UTHEIET, REE5H, — BIC forego ¢S
forego G4ty B, Joiuo

forward FiNIHEAT

foreword & B

historic BES 4%, BHICHES a ~ spot HiBH ~ events HNEAZEH
historical MEH®D a ~ evidence B _LDIT# a ~ novel FEH/NG.

officious B> D, FEARD (official D)

official AFED, AXD

observation % £

observance i &F

sensible B\, 350D B
sensitive U SV, BUR
sensuous EFEMY, EREN), KM
sensual WIEHY, KO
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respectable BT, » RYA/IZAS
respectful - #{ZE 2395, LEELL, ©
respective TNITh®D, ZRED 4

[ virtual FE LD, EEM ~ defeat BIFIZ 3 [HR

virtuous BED, HiEic
§ D. H. Vallins : Good English £

2. BEICEIELTEE (overdone superlatives)
this gigantic catalogue of super-bargains;
the breath-taking value we offer you;

the superlative beauty and most exquisite tone of this masterpiece;

this most unique Tea Service (unique PSERICH EHTH A5, native
speaker THBIRTED, FRBEDOY — RO L 5 REAHAZHES DIZIETE
TdH %, very unique 3 RH])

no bigger bargains anywhere in the universe (in the world &3 X&Fh);

Our enormous stocks must be cleared at terrific reduction. (enormous
I huge, gigantic, immense L& X ) EICHEBR, terrific |& remarkable
@2, However great reductions may be, they can never strike terror

to our heart. ThHBH»5H)

Grasp this magnificent offer of a ls. tin for 9d.! (>3 <> 2D
BllZ magnificent &13F A 78\ . %77 grasp an opportunity; accept an offer
LE3%5, TSk Grasp % accept T _EXTH3)

We are exiremely happy to place your name on our list of highly
valued charge customers, and we sincerely want you to know that we

have hundreds of loyal employers all very eager and anxious to serve,

I was exceptionally pleased to note your name on this morning’s list of
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inuch—apprecz‘ated new charge customers. = (ED 2?3'( DIAE  Crambie X )
(FEB2X0 X 3 BEEDERREIBREZAEOD DN TRECEARICEATE
RBahigwnizas) ~ C o e

It is indeed a pleasure for the house of Le Roi to serve you, and you
may feel sure that we shall do everything possible to keep you happy.
(COFMEFRILE reader DIHICHTST 5 LFBEEL 5NT. R
ATV TH 5o ) .

This is an exemplary good beginning to a claim letter, (exemplary 13

VBT good RAELVB L CIETHRY, ERCEERPD 5. )

ZDfth stupendous, miraculous, epock-making, smashing 78 &R
sensational expressions DEMIZE FHEO adj. < adv. &I 3 T7H3EEE
TdH %, F12BR%/2 more than glad, more than happy, only too glad,
perfectly true, by far the best, quite certain, absolufely unpardonable,
the very maximum 73& ® phrase % amazing, sensaiional, revolutionary,
ideal, best, finest, perfect 2D exaggerated adjectives D2 FfmlE®H - 72T
HBHDOTIFRVICIELT, COXH R HEEELA WS LEHATHRRICHAT
readers OFIEZHL FERE 850 KHN S VAHDSEITHIE LT KBRS R
W13 & Crombie I3 E - T %, #llE You'll find that Loomoleum is truly the

ideal low-priced floor covering.

Are you looking for- something that will sell like wildfire and give

your customers the greatest possible satisfaction?

It will take you on'ly a few minutes to read this letter. But it may
save you and your family untold hardship during the years ahead. Here is
a really magnificent opportunity if you consider carefully the suggestion

now offered —— and act without delay!

This new mower is revolutionary in build, style, performance and .

customer appeal. THere is your golden opportunity!
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A{Menning. & Wilkinson p.89 &)
o3 ED DL EWEWS circumlocution (& EDHVETIELIZEE)

an upward movement — a rise; furnish particulars — give details;
communicate with — write to; institute the necessary inquiries — inquire
or find out; We are of opinion — We think; a substantial percentage -
some; We can hardly refuse to — We will; wholly unfounded — untrue;
The details are already in your possession — You already have the
details; (We require) on this occasion — this time; The goods are in

course of transit — The goods are on their way; Are you prepared to

accept---? — Will you accept---? (Skelton p. 91)
4, AEFAOHER () OHUIAEEE

" (We beg to state that) the goods were despatched on the 17th

September.

We have to acknowledge with thanks your letter of 14th June, (the

contents of which have been duly noted).
We will (arrangé to) deliver on Thursday.
We régret that we cannot (see our way tq) comply with your request.
Please _(lgt us have your) reply as soon as possible.

The boy was dismissed because he' was negligent (in the perform-

ance of his duties).

The magnitude of our stocks will (necessarily) depend on (the extent

of) the demand (for these goods).

We shall be able to ship the stanchions by tomorrow’s steamer, but

(we shall) not (be able to ship) the beams (by tomorrow’s steamer).
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The iron and steel markets remain (in a) lethargic (condition). The
(situation in the) Continental markets #as become confused. (Ibid.92)
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