Some Suggestions on a Suitable B.E. Textbook
For Junior College

Foreword

Seizo Murakami

Il never be so presumptuous as to criticize the present state of
your Business English studies in this district of the Japan B.E. Asso-

ciation.

It is indeed very interesting and encouraging listening to your special
detailed and limited studies in Business English. Many of you or should
I say, all of you, have made such a scholastic and enthusiastic approach.
in your particular fields, that together with your earnest and sincere

attitude has undoubtedly created a good influence on your students.

Yet when viewed from another angle, it would indescribably be
worthwhile if you could present a study directly connected with class
teaching, which would improve our method. Since most of us are teach~
ing coliége students; it would be appreciated if this branch of our
association could directly contribute to realizing a more effective B. E.

class.

On July 21st at our Seinan Gakuin meeting, Prof. Usui told us of
the various phases of B.E. studies. How to effectively teach in a lim-
ited number of h'ours such a broad range of knowledge of English on
foreign trade practice. For the past number of years my classes have

~averaged from 20 to 24 hours per year. (See the statistics shown below.)

These classes are comprised of junior college girls who have rath-

er a poor knowledge of Englisbh and who have no knowledge at all of
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business practices such as drafts or bills of exchange, checks, negotia-
tion of bills, etc. Most of the current textbooks give little considera-

tion to junior college students.

How can’ we overcome these difficulties? Here I would like to pre-
sent my suggestions as a solution to these problems. Together with your
vopinif)ns and criticism,. let’s endeavor to find a more effective way of

teaching, by which we’ll all benefit.

I suggest that we first take drastic measures eliminating much of
the material from the existing comprehensive textbooks. The elimination
or retention of materials will probably be governed by where we lay

most emphasis.

| RIS RSN (1 ERII00%) BFIEH

1971% 1972% 197 3R
B FE AR 27 23 21
HEEB2AD  AEED2, SHE  KEEE2, €4z
H1 a0 h2tatr
B E B K 28 ' 26 24
HED2, EEER— P L, EAA D
KR &4 :
—HID & CHe 15 10 10
HE2EED S P

L fEE D LEBFREEESRE & TR AR 0 2 0 F LI & 0 B2 G
Lo Ok LS OBEANEHOKRES L, SEELPSH/IZEA R PO 0K
IZ2 BRI HRE R LSRG 20N H Y - 34 FRIRESHED O
Hmbd D,

HAIHES 2BEOBM 4 L, YOREDLOFEOA, E—IcE I EAED
Do —OICHEELE-TYH, & - BiE - B - telex, HIIEIE interview |2&
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BREGHSE, MFH LD contact OFEM - HIkIC k> THAKE, Z0OXRRHHELR
%%, '
$ R HIMARSEBOMBL SEEH, Z04DIIBRBEBREND & LTHG
¥, SNEBEG, BEH, WHESR. BLERS, B marketing SHFIHE QD
HEROWE L RETH S I, .

U LA BI20~ 24550 TR R b 5 D IBE A 1T 4
AED L ERARSEOEE L E L A, HROTEER? OHM BV 5 T—k

Sz, on¥EhieE

BEEMRRIEL S EVES9,
B RS DEEATT§

ESEBIBBEOHEIIBZY, ZhbEe L OBEBELICBIEXORERE &

BLTHEBE 5,
B E Iz T 3IE0 FEE, BE, MBI HICREOIERT 5 4 FHEAD
A %W OT, technical terms, idioms, prepositions 7 &3z /I % FIR
LTHEBEE B0 (127 0 BH0)
Claims and adjustments, tele-communication ¢ business transaction 2%
i7 % weight 334 Mb-> TV E3HF, FLFIZEMREIZLVOTHEIZL N 38
B B, FXEED telex FEBIIXFORIHMINT, ZOBHA 5, General

Terms and Conditions on Business [3HHB%

BHMEYOME

1. How to write Business Letters
semi-block form & block form. punctuation (& open D&, ENDEFE HIIK

%L:ﬂéiﬁ‘.‘t:iﬁo‘% DO HIIRIZEA T, date line, salutation, complimentary

close MAKR, FREHITHZ 3, BLYrEg 2

2. Credit Inquiries
ERAEORE 2 535, ERBRALOER, XH, EX Bl 3
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3. Business Inquiries & Replies to them

ETBEHLTFHERTH - 725, BB T—HBAULERETCHY, EREOHAL
BAENT 2D ROBRBEFZ0EBIC, KECRHMEINIBLTH kv,
BIA1 B/ 7 XI5 8 40F, Bl LIBAT & B — HHSEH, F. O. B.
or F.0.B. vessel C.LF. C&F. C.LF. & C. = Sfl& useful
expressions & {EX BoMmEg 3

4. Offer, Counter Offer & &
Offer %t Acceptance. Firm Offer » Free Offer, Offer subject to
being unsold or ~ to prior sale f§j3, useful expressions. {EX

BUEF 3

5. Processes before a Contract concluded

Sales note & Purchase note (Sales note B FHHEZ L T purchase note
HEDOBAEYL) FEF1: Confirmation of Order & EHEAM¥ - TEWHIOBED,
Sales note, Confirmation of Order patterns.k useful expressions & fEX

Fomisy 3

6.1 A &
Irrevocable L./C, Confirmed L/C, Documentary L/C,
BUEREE/Z R pattern, f5IfH, useful expressions, {EX EiM4ME# 3

7. Shipment and Shipping Advice

‘CIF % C&F mBfiz#dipgs»’, FOB I AN Space-booking ‘
350 FEAITH 34, EENIFOBORE S MM, RIT LTV 5, itimss —
BLETE — RS — AMRIGE — MFEES Bill of Lading % X% M3
f8#E48 Shipping Documents &\

ROIR, W LREGES (CIF 0BE0A), iR, 2ol E8E s
BICERRERZ TG ST A FRORERY (FI5]), #Mdipr@mine s mEs 3,
MHGRAIZEE T, 205 L ¢ FATHANE, XL useful exprsesions &
fEX : ' FoLHE 3
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8. Claims and Adjustments
Claim %iﬁﬁ]s. adjustment amicable settlemenf I2E 5 RS0 dispute
— arbitration.  lawsuit |$3EKk% %ML ER & BT 30N, XH
‘ EE%’{B??#[‘ 1

9. MR % (idioms, phrases, prepositions)
BEOARICIMERR 2 MR T 2 Eoumss O

RS S~ A

(F) ERROHMECYRIIBA4SE | ARITORKE BRI = 85IXE OERE 5 358,
BIZZD “ALAE” 4BELEETHEY '
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P32 Usage, Phrases, Prepositions

L -
Against

By a confirmed irrevocable Letter of Credit available against a sight

draft —EILWFRITFATE 2HERERIKT

We believe you have- already filed the claim against the insurance

company. fRIASAIZM U CBRICEHFME L 6N L e FLET

You will note that we had been able to make you firm offers against
your inquiries during the past season until just recently when the crop

became depleted (or exhausted). HifEiZ DEMA T -ob 0 %< % 3 EE
S T“L;B?[/E:\LX IZat L CHEERHATCE 22 TEETs W

)=y

Upoﬁ checking them against our original order, we have found that there
was an overshipment of 75 yards of textile materials on this order.
LHBHDEXEDEAET (I L T) @RMAOREHNZE A, BEms
5% — VBRI L TH B Z EHHD E Lk ’

(2) weeees EFEM, - LTI (FHREMED)
Documents against Payment (D/P) FHXINELEEL
Documents againét Acceptance (D/A) FH5IZEHEL

Delivery against B/L fRF[EESRS (305 L

Cash against Documents fASFEZEIE [T &LV
At (a price)

We can quote you on the item you are interested in to be shipped at
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US$ 5.50 per carton, C&F Yokohama.  #HIEAEMIHEDRIIHIEREL
EEZA—EFEL Y 5 FAS0L Y FOEBTE LTS hE+,

We are glad to accept your cable offer of the 6th March for 30,000 yds.
Printed Poplin Swatch No. 2011, 3/4 commercial colours, at 20d per yd.
CIF Karachi for March shipment. 3XIF48 LEBBOBERTY L2011

B3HY—, SAMML, 47 Fibk UEERRE TS | ¥ LEE 20/

ATHEFANTEEL I 3H6 ANEROA 7 7 -2 EATRENALET

We will draw on you at 60 d/s delivering the shipping documents you
specify. H LA TIREOHMBHEELFEL T, —BORLVDOFH L & 4745
R L £ 9,

For [zl T

We welcome your Order No. 1015, dated 27th March, for 100 washing

machines, Model W-55A, (for) shfpment during May. 3 H27H{F5 B#S
FEDOWHHA BIDBEER 10080 TEXH DKL IFLET

’ We wish to advise that Qe can make a firm offer on Taiwan Sugar for
July shipment. 7 BRSO GERICOWIHERHBTE 322 bbbV
7LET

Less = in the sense of “minus”

a year less three days —&EZ3 AbWEE

The price of $ 1.50 a piece cif San Francisco, less usual discount,

is also a recommendation. ¥ 75> Y AL, EEEMENASOMEE
CPREEITIELTHM D K0ty FTHEI L BBIDL D 25 (IgHEE) T
H0%T (&) less than usual discount XIERLZVZE
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On ZDoWT

(1) on terms

We are pleased to confirm our sale to you of the following goods on
" the terms and conditions set forth below: ERDOBEMIIEILDIGIRET
EHICHEET A2 L ARV LET

We have sold them small orders on C. O.D. terms. [&EIZ{3/NIFEI R
LEEIMELTE-TEVET C. W.0.= Cash With Order E3X & [
12343, C. 0.D. = Cash on Delivery R&FIR2FEL

Please effect insurance on W. A. including War Risk. #HERE*ECHE
BB EREEORBEE DT T EWL

(2) an offer on -

We trust that you will make an effort to submit an offer on your most

advantageous terms. BELEMBENETCAH 77— LT TFE380LELET

Thank you for the trouble you took inrcablin’g us an offer on (or for)

Ship Plates. ERTEMBMSEROL 77 —4THEH 02 L IFLELE

Your offer of July 30 on Borax 7 A30Hft W DERFEHHRL ZA

(3) on a basis

We have gone so far as to extend to them a credit in low six figures
on a letter of credit basis. BUE Iz L TIMERRAR—ATEVW6HE T
DERBELOREEEHRELTEVWDE LA

We usually do business on an L/C basis, but if you insist we may
accept D/P terms. YA LEBIE RN — A TIRE % LT H 0 T4, fits
Bzt HEhB 45, FRXILEHELRG255ZILTCHLREETT
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We wish to have from you a price or quotation on CIF Melbourn basis. '

BRI ZH X VAR v EL OB E 2 1L R % D S A<

@) 20T, - ICEALTO on

We would like to have more detailed information on the above item.

ERRGEICHT 22K b LVEREEE 20

Please note that on shipments of anything coming from the East we
need lots of time for shipment. W H 5K 2 EDOFROMEIZE IER 128
AR5 LI BEBT &V

The full information on these is given in the enclosed Price List.

CRBDEMIIONTOL b L OERHEAHOEME ML THD 2T

We should like to have information from you on their credit and busi-

ness standing. [EO{EFIEERIEI BT 5 &R /2 <

We appreciate this opportunity of providing a quotation on this product

as follows: ZOBAIZAESOEERLROBY PHSEVAZLET

i

Will you quote your lowest prices on Men’s Cotton Hoses and Women’s

Silk Stockings ? #LAMEMT, WAMMBENRFOREMEHMS ¢ TEw

In case you have any merchandise on hand which is not found in the
list, please do not hesitate to quote on it the lowest prices in Stg. £
CIF European port. HBFHFIIHIFHTHRORIIZVWLDPHDELALSLT
— 0y SOEEL, EERREPASERE DR ¥ Ml CORARMEERE [ & 2 TEE
B BHSETEW

(8) on--{Zx LT (a reduction on---, a disconnt on---, duties,on---7% &)

We might accept the lot at a reduction of 2% on the contract price,

LY D 2 9B THOB R B2 LTh A bimhEI A
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It is our usual practice to grant a trade disconnt of 5% on orders
for 30 units more. 0L B0 ZTHEICIE 5 HOEIEHEF 2 T 2 0 A M40
BTt (WO LTEDET) )

We ask you therefore to send us a credit note for the amount of these
three cases together with the duty paid on them, § 15. Lo TN =5
DO E G HIH RIS F Ve R ZHr 0B ES 520 TE 3k H
Wiy | ‘

The government has levied heavier import duties on raw materials.

B BRI T K L CRER & ) BV AR R R L 2

Deposit charges on containers shall be refunded provided the containers
are returned within 90 days. 27T F—DFEALVENIORLNIZ I YT —
EEATDESLET

"We are very sorry to hear that -the goods on your order were found
damaged when you received them. TEXOSRAIBEEICIREOEEEL TV
Pl TEZLIZEIBIZTEL T (We regret &V EIZHFEM)

make a profit of $ 350 on a turnover of $ 7,000 EXE|EHT7F Kz
LT 350 RV Rz % & 155
(6) draw f(a draft)on a person

Please draw on us at sight as usual. WwoyNkI l:é’l?\i});(t:“%él\‘/‘
FHEEVHBLTTaW )

Please open an Irrevocable Letter of Credit, against Which we will
draw on yon at 60 d/s. B2 & ZHUEAER gﬁaiiﬁ%ﬁ*igﬁbfTé VB, %I
2hcxt L C—EB60HILCOFH & H S IR L ET

We hereby authorize you to value (or draw) on ABC Company for ac-

count of... (FBEPEHEDEFED 2D HVFER)
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Some Suggestions on a Suitable B. E. Textbook
For Junior College

{

LAHEZ ZIZABCRM A EHAL T 5 - - - EOFHORMOMERY B2 5E

THELDELET S

We enclose a cheque for ¥ 3,000,000 on the Bank of Tokyo. H{F4R{T
58 (AXIANELT2) SEHAOPMDFL2EEHLE T

(7) “on” in the sense of “when” or “as soon as”

Expenses will be gladly paid by us upon receipt of your bill. FEk&ZA

FREESRITATEROOAELET

Such drafts will be duly honored on presentation and delivery of docu-
ments as specified to the drawee bank. WD k& 2FEHIIBEEIA TV IE
D, HERAE, FAMEEEOSIELRE, BEPUTIIRLbAS

On inspection we have found that the color is not satisfactory. HEIRaN
’(&f: S5EAVITHETE LN ENIDYEL

Under «--«- q):t'-)t—(’ (‘-_J:,_’—(q:a)

under separate cover = separately Rl C, AUET

The amount of any draft drawn under this credit must be endorsed on
the back hereof by the negotiating bank. (ZFUIRD ) HOERIKDE &
TR shr FHSHIEIGRITY 2 DEFRROBEICEE X LIEE 5 50

. Al drafts are drawn under (or on) the terms of this credit. AAZE IR

DEHEDEL ETTNTOFRIIRIEEN S

We do business on an Irrevocable Letter of Credit, under which we
draw a draft at 60 days. YRIEBGETREERIRTEE R WAz LET, 2L
TZDERIROL & T—EHOHL D FR2IRL LT

We wish to' say the firm under your inquiry is a highly respectable and

well- founded concern. ZTHARD S o R AT HEMTCESEBL L o2 Y ’
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LmitTh s 8L LiFzn
Technical Words and Phrases

(1) appreciate (it if---) = be obliged if--

We will appreciate it very much if yon will take some troubles of in-
vestgation on their business status. W% A5 FEHOFEIREE HHTHIT

nTE#E e TT

We would appreciate receiving more complete information. H 5 ERELER

BO(E®) AHEHITFhEE Z 2 izRnTTh
(We appreciate your letter. & Thank yon for you letter.)
(2) attention

Your prompt atiention to this matter would be greatly appreciated. #f}%
EPIIEREREVEZThEE L IIEWTT

We invite your atteﬁtion to the unusual deiay in your remittance of our
commission for the last quarter of 1972 amounting to £ 200. 1972@&)10
H;Dmﬁiﬁs#ﬁﬁ®2§£>Fn&x%ﬁﬂmrﬁﬁﬁwon&<ﬁn1wé
a3 l:fﬁﬂ“f‘i‘f“%fé W

We shall appreciate your continued cooperation and atiention. 5|EX#HW\WT

THHEBLRLETHTNERRCHFUET

(3) book-booking-rebook

The exporter prepares to book ocean freight space for his cargo. 3

HEZOWHOMBTFHEI DI 3 FRELET

We request that you make a space-booking at some date later than the
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15 th.  ISHLDBRICHETHE 2 &2 L) el £,

" This order has been rebooked for shipment on the “Minato Maru” sailing
from Kobe around Septémber 10. 9 HI0HEM A OB CHDFEL M %
BT 5 &) BEABFHEVAELE LA

(4) is based on---

This order is based on the samples and prices you sent us 5th May.

%555 HICEAA BB TE 5 ARFLEMIESVCINEXE &L ETEY

(5) extend—extension

‘We have arranged with our bank to extend (the validity of) L/C No.1123
for 2 weeks. (EFIRII23BOAMMERY BHRER T 5 2 & % MAEG 4RIT & X
NiRHE L2

We hope this amendment to L./C No.1234 providing for a 2-week exten-
sion will reach you about the time you receive this letter. {EFIR12345
OE IR 2 AMER 2 RE L 2EIEESY, BESZOFREEFENIEIBFY
PIBRFER L HUET

We aﬁpreciate your kind cooperation and patronage extended io us for the
past many years. ZEIIHEYVIBEEBLV T L2 2 RIBEHLE
T

I exiend my hearty congratulations to all of you who have completed this
important seminar. ZDRVDRPYEEIF—NVETT L E 2 EHRIZLLIH
LZARBEERELET

(6) effect insurance (or shipment) on

The Sellers shall effect marine insurance on all ‘shipments on W.A.

FEEF AT OREI BB RIREG TEERRE OIS 28 (HEZEO)
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We have arranged with our supplier to effect shipment of the contracted
go;)ds on the S/S “Sanyo Maru” so that they will reach you by the end
of this month. SHARF CUBFHFIBE LI LR EILBALTRET S L9

Lk O WREALTIFRLTCHD T

(7) enclose

Enclosed are our latest catalog and price list. M4ERIOF ¥ v & EffiE
t &#MEE L F4 = Our latest catalog and price list are enclosed. — We
_enclose--- = We are enclosing .- {H L Enclosed please find a check for

$ 50. & » Enclosed you will find a check - [ ZFWWHE

(8) in your favor

5

We have instructed our bankers to open a irrevocable L/C in your favour
for the value of $ 1,000 available till 30th July. HHAFEELT2 (%
FHAET3) 7TH30HE TERDD 1 F FLOERIRBZEZ B35 4R T 12 fem w7z
L L7 GECIXMEIRT our bankers, Tl4 our bank)

(9) instchtionS(?Ea)%f@B%Li pl.)

Necessary instructions for designs and assortment will be sent to you as
soon as we have received them from the indentors. BEEPSIERDH D

KE (A5) LHREDIEREABEALL T

{10 be indebted to

.We are indebted to the Tokyo Chamber of Commerce and Industry for your
name and address. = Your name and address have been given by the ------
= We have learned your name and address from the - . BB LR &
TEAEHEEEIRER LS I PPV E LMD TFEE T ZD L 5 12560 3)
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(1) order

a trial order EKERAY;EC an initial order #¥JEXL a quantity order = a

large order kEiFX the minimum order H{EK/FEE the maximun order

BRKEXE place orders with us (for the item) = give us .orders =

pass orders to us = order (the item) from us LHIZZOHBELT 2

Only in case you can promptly place an additional firm order with us
specifying a definite date of shipment, would we be prepared to book it
at our current price. FEMHAHA#FIRLZ ShCBMEEEX*ZELT 354
CIRD S FRECEBTTHHL L5 AEAF S0 £ 5 ‘

(12 offer you firm

We offer you firm as per enclosed copy of our Telex message, subject

to your reply reaching us by August 10, our Treadle Type Sewing Ma-
chine No.B-25 at US$ 200.00 per unit, CIF Madras November/December
shipment.  MAEBENRI P ¥ B26F, < N7 AHE UEERERE A BMKE 200
Fov, #EAIIA —12A & LTSER2 50T Ly 7 RABX, FAHE L 0@ #ERM
FUET, pEEHF8 AI0H E TIISMITEC S L R RMAEE LT

We have the pleasure of confirming our telegram just dispatched offering
you firm the following goods: E#IZKDEGMEEERETIERSITEL 1
ZLAEFERNZLET

19 refer to..., refer you to...

As to our financial status, please refer io the Bank of India, Bombay.

WA DERRIBIZOWTIIRIZE £R YN, QHESITIZBMEE T an

As to our credit standing, we may refer you to the Bank of Tokyo.

LUHOEFEARBIIOVWTRERBITICIRBA T
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I was referred to the manager for detailed information. HELWERICD
WTRTERANEEEZ L IEbNTE L,
(14 subject to...
~ These prices are subject to market fluctuation without notice. Zhs5m

TS, THEBEECTH S

Please note the prices are without engagement and subjeci to change
without notice. ZOEMIIMENET, EAMEROFEL LIEETIHEDH
BILETRMBETEY

We have just cabled you the following firm offer subjeét to your reply
received here by the 10th: +HETIZZEELHNE ML L CORDIEE
7Tt RAABRCHEMIIPRY LE L ‘

(15 shipment

shipment, shipping f5fd, #3%, WAH LA TH 32", HERPHEILILE
#%M\3) shipping instructions fFEFRIN shipping documents 35
5 shipping advice (notice) HAFENBLN shipping mark fFE] partial

shipments 43 E(F& transshipment (X | transhipment) FEAHEZ

16 =4t, &7, WEE

& #t company, firm, concern, house, office %< DIBAMGHLEIDERE

CCEEEIR, T 21z Messrs. THRE SRFIH S THEK
% & branch, branch office (A#tldthe head office)

£ B JE agent, agents, agency
R IEIE a sole agent, a general agent (or agency) an exclusive
agent (or agency)

FS E President gl%tE Vice President
(FEHY)
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R EZRE:  Representative Director
() ‘ :

B R ARG Managing Director (Xi% Senior ~ ~ )

AR Standing Director (or Assistant Managing Director)

B #% 1% Director
(3 )
E % 4  the Board of Directors ( Meeting]
B & % Auditor
B £  Manager
& Export Manager
g AEE  Import ~
&I E  Finance (or Accounting) ~
AT Administration ~ X% General Affairs ~
AE#E  Personnel ~
E3%ip K Sales ~ (Operation or Business ~ )
%X B A Manager #¥E AN General Manager
=R Department or Division
E Section #E  Section Chief

T % . B Factory (or Plant) Manager

¥ E‘,‘ £ Branch (or Office) Manager

------ R E Asst. Manager

A E Acting Division (or Dpt.) Manager
¥ OE B Chief Engineer
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