] R
B—E R W
1. EHEBLEHRE
2. WEEEBLHEGEE
3. ERFFBLERBHE
4. EBERFBLMERE
BT EHEE RWEED KR
1. H5RERREH
OERFEXOR @f%tZ @Zip Code
@HMT OEBEIHE OBEREZ
@EBLZOBEHER OfA
. @Reference No. & Attention @XEZHDBHRE
OHEOEFEEXH @HVERAIHULLREA
2. HREEHEH
O#EER OFEFE ORKHOERR
@M DIEE: ©®Hotel Reservation
®Partyd A5 @IREIER @KL
3. BARRESH
OBEE O EVE &M
OAKIHE OFEE OHNE OFREH
®FEESE @OAFNVOTHER OHXFEOEE
B=E HEXRE MWEHED BAUFEHE
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1. 7749 v7

TVy TR

BEICHD

BES

RERE, BEEBERE, 1 vFNVAT/

> W

L

TEBEE] L0 ZOBESKICKEOBEERICRRIONS, LT
o [EBEHE; JK%DT§<®%AFﬁ¥“ BBl BBV THHHEE] Bz
@W%&éﬂfw5©cmbﬂéo&65f% BEERT A EBI (TEEE
FElKIESNTOWADTREL, ZhESMCIFBIIARBICOI > T 5, #l
ZE, TILEEEE], THEEE], [(vf—v=—3xGEl, [EFE2
F, [HBEET] Z0EBELLOCEEERKTH S, Mo [HHEX

3 TEBEE] 0O—D2TH3EEX AW, Fic [EBEE] 3 [HEXEER
EKBEONE DI TIEEY. [REKE] OLWCBNT [REEETL] 1EE
BEROFEDONEE O, BRENEBNMCZ LOEEKCE > TR, THRER
BRETH 2 0b LRG0, RICRBENERNSELELETIC, REZRN,
EEREELRLELTEEDT—2060, PIAERMN [WEXRE] £75
CEROBWTHS D o IBOEBEFEOREL S [HERE] £2HRL,
MEBBLEERATHEII ETEOWWNEORONTH S, HAT [MHFX

E| &4 0IRERN, BENEE 2R LNICHEAT 203ERTH
AHENSBHIIODOTH B0 boEdb—OMEELNS bR D
HORBECBERERNLZLOETHSH, TR, HFikEoEHR
HREOHEZBEL LML, EREFAORERREEXSSDTH 5, Y
EBHT, NERRFEEEZRS ELVBDH B, EEFE I > TREL
[REEHZE| BEONBZCEEMETEHDTH %o
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19804128 /PNEIER  BEEFELEHEE
B—E B R
1. BEEBELEHEE

FEGERRNCANIREH OB « BRiH 50— A0FRLTHTH
bo WHhWa THE#FE] KO TRE«ORGEAOHBHBEHELTES
ZBCEMTEEZM, MFZhPET 2EOEFCBERONOTTOEHTH
LBLEDBETENV. COREKMERENIKESZ LD EThIHSEHR
&y, BOBRELTLEOZNEEFGBORME LD, Hx0aEREDTE
WO ELZNTEGRERE LS. AHMBENTORS &R BEEFORKS]
ThHTEPD, BEVKEESENRD, MIENICEEL, BEPEENRES,
T, BROXBELABICDRY, Pl EEE, KT --BA, &8, E, &
B, R, BEFCILNY, TOEFLELEHTHY, FMINAHELE
ET 3. CNOLOEGOEBENAELNRT 208HSEERTDH 0

BMEDXS BEMTEGOEFRAEEMEVS CLdb > THABEELHER
B BEEBIE. CORBEBEETHS, VDWW [HHHRE] 75601
oA R LE L C ERHEEAEMICRBININEELELL TR
ETE35DTH%. COXB@EEORALEXRISHRLEBITHLLGD
NEBLTNED, COXEOBBICIES UTLEEEEAEMT LT &
MREEIE D, Pl BHRHWLEOEROETHLELTDOF.0.B.,C. I.
F.,C.&F. %, &4 7 »—, EEFH, WS, BLER, SAESE,
ZHEERK, 7v—sE, FEBEEETH 5. CHhFEHBEKC DO TORN
RHERESEBROBHADOIETH 2, choDRFHENRE L TES
WEBRRDI 2D TH b, BT ICHGRE LEHEZR O DOREDRRKIC
b, FoTE7, BHEBRIRAENCEERETHDL0ICENTE B,

~n

EXEEBELEHEE

RIEHFED L VEIEHEE LS 54D Commercial English & 203
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Business EnglishDiRETEH A S &5 T EFEBRICHEL KL, LHL,
Commercial English & 135 ZBRE P EHERINTHROPH I VETWT
% %, Business English&1n52E(20. E. D. % Webster’s iz BY 572
WHiThe Random House Dictionary iz izl kS5 IR I T 5,

business English: English in business usage, esp. the styles and
forms of business correspondence

Z L CREZDHAZMIC i3business English4 7% 3%%, commercial
correspondence ZFH¥EE () LRLTHS. Ioi, AVvyvITTY
EREH CEE) KL3LRDEBYTH S, business English: pHEEE
E (HEBBXAFMANCT 2 2D hBERERCEENEHLENRET 5
=E&—IFY) , business correspondence: ¥ @E{E (X)) , WEEE

) tHb. BT CHERBELEGEFIFRLACAARERFS, KIIH
BROBEXEEILIRNELETHENI CENTE 5o

% & & & business English @Eﬁi&i171ﬂ%ﬂ75> 518ATIic T T DEE DR
BES%OMRAEGXEIC PO BH 5, MAHGZEXLT 51 ¥ I ZA
WE-T, TNERT 2HEBERBVICHL HHEMETHY, TORAR
AL ZBEROELTERSDTH o BROEBE LSOO [H
fon] RBER7Z AV ANAEZENRANEBRL2CH D> TE R, COLIUE
WEEH & & D business English 2Fi¥3E L RPHHEF LT RPRIEK
BMETIRE . UL, TNEHEAT 5 A0MIKiZZ DENE T 5HARICH
BILENDES B T ERTEEMBID. Bl IEEAKE business English %
business English for International Trade Th 2 &L, FONEIKDONT
GEEE QKT A Y AT BTt Buslness English &5 &, ERRKTI LM
A& ORFERE] DR T AL b7 5 Business Letters or Correspondence
(BRBE) LV fEROHA %L T, & bIicJAL Copywriting (A%
ZAVERR) %, %7 Business Reports (B #HEFE) - Technical Reports

(NS E) %4 4%/ Business Writing (FEMER) %5 HEABRZ
gohde ] EE-TW3 ([EEEGEE] BARM=FREEP. 3) ,
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19804128 /PNEAER : HEEFEELEREE

FEIL TR MAIREEREL LD RARLESKAT VXS Bbh3
B, HERBICHGREBEEVIBICEDLYDDH2L5TH 5, ZOEHIZHA
SHPTRBOBEFZNNEEE NS LD ERBEENEESESRETOIE
SALD ETHEMCESbDLBDNE. BIRD & 5 ICHHHFEERD &
SHERBLTUS—EL DML, REX, SEREEOIN, Mk, B
HEGRE, WRER B, vy 2, TREE, 190y, 2HERS
AEEHEDPEIPRARCE > TE>TN S,

3. RAXFLRBESE

EREFLEBREFRIONABLEETH 5. MELRINT 2ERME S
DEI DDV TEMDBENTE A, JAFHE G iREREE cihid
FER] i TEBIENE T, BEicEI>cs] <, £ & TERD
FH, EHUCESEH] b0, TEAREBARE UMM id [FEA]
B TEBCHERAT S b, ERICVERC E, BRI ocd] Ebb [E
Bl i3 TEGNSEE, EMCTRS 2% Lbb. COmLSHET 3
i<, TEB] FEBCEIDENS CEEEESSY, [EH] BEEICTR
BRTOAHEEEEELSS 5, COXSRAMIIKT TR, ERRELEFLSE
RKBIT2CEMTE 2, PIZT, EFFHSCERINLIPE, 0%
SHERIEREFCANDI CLENTEL ) HEEBIUROLER, 7y
72, BRHREESORSEEREEFRREFREICANS CEBTEL I,

{ RBEEBLNERE

HOGRENEBRETH S CERBEICRN e UL, EEREONALE
ZoNDbDREZIETH . TNTOEENEFOSFIwHO L, BETH
EHEICBOTD, BLERESHBELLTHOONEDED, ThERBEE
EMERCENTELD, EBEZRICOIICEZE I >TRIETETD
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DBHEECHBRNSDTH B, L LS, KEiCL>Ti [RERE] &0
SEBENBELNTVWIECADDH D, CCTRY LFONZARBATH 55
BHFTUH—ELTORVL, IHLHLTERN. EHCTNIEIEGEEE
FHEELTVEEELONEALBHE. UL, EERBE=HHEBLT
BCEICEEBLDL D] BHE20TREVIEREDNE. EVH>DRE
GEEREHE S PPHMISHFORFLFRLL T BLE, T0BBICIR
HEOBBATIRET B OTH B, £ TLLI—BHIKEBFHO THRER
SAVBEBRECHELONIEES 0L L] WHBBELUTEFXEELEZLT
BrnEBRS, UL, EREEEL TRERS 2 VREBET, B5nEs
EROT, —BCEBEBEAINTOS ERBO RN £ MR L A
P 22720, MERPDVEEBERATROEZLDODPDODBHELEEZS
N3LCARZENBLIOBNEED LBMENTLIITHA D, COX D ITHFIE
HLCRRDEGEEOTOREINE B OEROFMH L b 02k &, BE
s BHENL 02T EHT HERE] 2ERLTHLLNER D,
bodd, CCTWH [MEEEZE] BODLYWIBEOHEMUEDOZNEE L
T3S DTIRIEV. BEBOESD S VR REIKODVTIR HTFLd EHITE
Vo MEBOREAEBICRDEIZAIF LI 2a=r vV a Y IERDEIEZIH &
WBHb. WINIKEIABICILEZNTHEEFEDRCHEDOL I BHEREAEL T
BY, ZCUREBEERBAY I 22— 2V BEBBT 5. D& S mEEMICE
HBLT, Thih2b0DHEEBERELELTHIDTHbB, 7 AY HiLH
G AEMNREIBRD CTRNKES B SEORMBTH I L 3EAMDC &
THBH, CCTHBEELTIWNERRZIL ~LEHTEIRNLLDOTH %,

BB RBEHEE (BERB) BN
1. BRIEFEMARESL

ERWEE (WERE) 2EBRI YT, RELSOVEXDODEDES
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19804E12H /NEMER : BMBHE L EHEE

RELOBBEEODUNYEZITERRANILOERS, UL, EHXEOH
MHAECRE, 2, BN EOEBOETHELTOF. 0. B. ,
C. I. F. , C.&F .%, Offerowns\5, BEORME, WiE%k, L
#ig, SEBE, ERROVANS, Zv—sHE, SEHESIRCEE
Ulo UL ULAE, HEEFEOUMICEHHETE MEXE) LLTEdTk
FMEIWERDLNIFEELHBDT, MT20ETERNTHI,

© BWEXDHE ‘
HEBEXICRBLZMNODHNES B, COMBEBOHLTXPARKIC
HRTOPERE -7 DTH b0 o TLNIE—RBEXOEBELILE0
THAHEVSIBERTERL O ERS,

{1)  Full-Block Style (2] Block Style
{Open Punctuation) {Mixed Punctuation]
Letterhead Letterhead
Qe ®©
@ @
® ®
® ®
® ®
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{3}  Semi-Block Style

(Mixed Punctuation)

ok R 2w ¥

=158

(4] Indented Style

{Closed Punctuation}

Letterhead
@®
@)
® ®
@ ®
® )
®

Letterhead

@

s (or,)

®
(6) =t

@® Date Line (@ Inside Address Salutation (@ Body of the Letter

® Closing (6 Signature

GE) #D---i% indentation (B]-1A%) EFT,

(k& oLetter Stylesid HEHHEE] SHRM=FREEP. 180 551/H)
+ Block Style 37 4V #T&bIAL U 515, Indented Style (35T

B EAEFELRIIW,

« Punctuationic i3 =F¥EH3H 3 43, closedizH T H A SN,

® a4

BIER VT o B @ Letterhead 12 & S MEIRII T B0 ST FEAT
HETHDTENEL, ¥, 2ORLOBRICIIFE#], BEoMEYE, B
e FVy 7 2REE, BEWKE, B4, XELERSESEERRNIN TS,

nRs&tsz 320k icis Co., Ltd,

(Company Limited), Co., Inc.

(Incorporated) , ¥ 7:Bijc Ltd., Corporation, Corp. Z% D33 DAYE
BETHbo RIKEREETHS 5,

- Btk Bl (abell)

C.Itoh & Co. (fFEEEREE)

Meiji Trading Co., Ltd. (BHEFEE)
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19804127 /NAWER : HERELEKUE

Ltd, (=zm=) Mitsui & Co., Ltd. (=) Marubeni-lida ~
Co., Ltd. (iukrgkH)  Nichimen Company, Limited (Hisz%)
Okura Trading Co., Ltd. (Kk&73%E) Sumitomo Shoji Kaisha,
Ltd. (f#kx®%=) Toyo Menka Kaisha, Ltd. (FEAETE)

- BB
Hankyu Department Store Co., Ltd. (JR&) Isetan Company
Limited (fF#/ %) Mitsukoshi, Ltd. (=#f) Sogo Stores Limi-
ted (#25) Takashimaya Co., Ltd. (§8E) The Daimaru
Inc. (k#) The Hanshin Department Store,Ltd. (FR)
GE: 4 ¥eEy FREER 19704 3 A

S4B EH O L EBER O H

A B MRS TREAEBNICESERLEL TROES & X ZEKEER.

Time Incorporated announced today that it is launching a new

magazine e «-teeeeeee (Reuter)

B IH, MikT informal RERERFEICEEENA LN S,

International Travel Advisors, Inc. have brought 5,000 tourists

to Japan-.esee-e- (Asahi Evening News)
C MHHEDOBREXTRESTLRAMOEREN>I BT D 5 12D ICHEK
RO S o

We have recently bought the entire stock of Mckiltie’s Mills,
Peebles, who, as you know, are renouned for their Scotch
Tweedg eeerres .
(& COHELLTHIE EBREH3E] P13
22 EXR T B BRREH
T—HRIC, HECHESEEDLEELZBMOMREL TR BTS2 ES, &
BHICc—D 0BAEHL L TRART b, PRICERELT, FBEERSL
FlcwhichZ2 5 ] [LipL, € AXRTREMLDORTIEDPHEALD A —
H—RBREBRERTHY, IABKFAEBL TOAHBESTETVEOT
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5 U et 2BERREFATRY 554, whichTtdLhitdb A TAEL

FEUBTEOTHAH S, BHRARENEWhOTR I ZDTH %.] (HiHE
2P.54) '

® Zip Code

[Zone Improvement Plan [FEELZX M RETE) OB T, 19634£E0 5
FHRIXNIze TOI—~FHBERS T IOEFELOLRY, BHOKFRIEREE
WhSIERIC0~9 ECREEINIHMEERDOL, F2RBIUEIFHOK
ZEEBRKEHPHXFNERRLTED, BED 275 ORFREERE %
3R ERBAEDL T3] [753, the U. S, Postal service CREZ
E4) 1219704 8 Aic Optical Character Reader (Jp23Hxh EE) %%
AUio<, Zip Code 2iLAT 2BAKIE, HERLIIE-T, HEOXRES
L, inside address DHABICEBEOXT TS, ML (2FRBD) ©
HEC—FHBTELIBHTNE, | GFIHEP.13)

il Thue American Trading Co.,Inc.

350 Park Avenne
New York, NY 10022

® BioFExH

BEXICB T 5 B OME ILF]1E Letter Style 0O TH b, 74U AR
#l% [dJanuary 15, 1980C, 4 ¥ J XX TiZ15 January 1980 T 15th Janu-
ary, 1980 BTV Roniiv. AREREELEDSVENICH S, BB, C
DB ORIICREETL T EBLIELIED B,

® HEIHE

BB OV TRBEDOHLXTRERDE S BbOMELNSE, LrL, BE
BETIIT A Y SR idGentlemen:, o ¥ J xA 3 Dear Sirs, ;gHHI( ¥ Y
ZThGentlemenz {3 k518 - 70 WEDERIIERT 5,
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19804E12H /MNEIEE | BHRE L EHEE

Bl * = = * £ E=
AR (EARFE | (B) | Sir: Sir,
DEEHT) (%) | Madam: Madam,
BRI - 72| (B) | Dear Sir: Dear Sir,
B 4| (&) | Dear Madam: Dear Madam,
2 9 B x| (B) | My dear Mr. Smith: Dear Mr Smith,
Eoeiga | (X My dear Mrs. (or I\S/Ixifii)h: Dear Mrs(or Miss)Smith,
(€:)) Dear Mr. Smith: My dear Mr Smith,
RE LA (%) |Dear Mrs, (or Miss)Smith: My dear Mrs(or MiSsri)ith,

(E: [HEHHA] BAB=%F PEx P.22)

® WRa

FHBRBEXOXPCEOTEBRAGEIAXFTEDING, chidzhds
FEEETHD, HRESDTH S,

@ EEBZOBEBEKET

SHOBREAEZ THEBCRET 2, cDFA We, you 3—2 0L %
BEW®RT %,

We are importers and exporters of -re:e--::

We are long-established furniture wholesalers here.

We are importers of ««c.eeeet

We understand from our bankers of «...e.ee

You are one of the leading exporters of «:eeeeee
We are export agents for ...

® # 4

"R ik TG’ DFENCRAERTT .

M.S., M/S, m.s., m/s -eeeeeee motor shipdz &
M.V., M/V, m.v., m/v =weeeeees motor vesseldz &
S.S., S/S, s.s., S/s seeeeren steam shipd ¢ &
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wmihRKRZwE %15 =
1k, FEBREDRIIthex D23 TH X,
® Reference No. &Attention
BELE—HO A O EFic ReferenceNo. §§53, # /- inside address o
T Hic attention #1734 2, Reference No. 3 5MRirEHE cfiling & L
BfR2sH b, Attention (JML LM DOHTRICHZIAAZIEET 5D TH bo
® REFoBEEH
FXY A
1 F=100%> } (+i#Ek)
o4 v OREE - 1%y VA (@fre=—) , 5k t=v o vg (@
=y o), 102 v B @BHs14) , 25 MRE @BHT 1 —
F—=) , 50ty R (@BHA~N—T 5T —)
MW DTSR 1Fw, 5Fwm, 10FWV, 20FV, 50F, 100Fvhs
1077 Fov g clo/EsE
FRiES-U S $45.00
1F¥J X
73k 1 pound=20shilings, 1 shiling=12pence T& »7-%5, 1966412
R128 T10&BTICET 25E] SESCREEN, 20RI0GEERER
KPZDRTIC OV TOMEZEY, BEDIR VX ) AEERDIINTE2 A
15L# 1pound=1ipopence O 10#ESFEA I Nz COHDTZ &%
Decimal Day & E 33,
¥F=—g2INT
BRicBEIk, sHHE BN (1guinea=1poundishilling) &L THE-TW 5,
AFYZANBTT7Y AGGIHERT 270, 1663FEF 7 7 U % D Guinea #
HTERT 22THEEL BT, RUOMBIZ L RY FFabb20v I v
Thoto LBLEEEEDED DY, 20~22v ) v 7 OIS TEMAL 720
IR 0L HRFESNTSERBEL TV 0k S NBAICH
AINEDEVIERBELELDICLEZBDTH S, Bbichi#EL, EELE
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19804R12 /NEMER | BEIE SR RE

T HHAL, REHR, AXMBLE~OHFN, EME BT - RBEOF 4
BEOBEICHALOBEME L THEAINS. (F: [EEEEAEN] KB
#g P.1527)
Fork&EB&
Canadian Dollar, Australian Dollar, New Taiwan Dollar (i»4
& =100cents)
Ry FREE
Newzealand Pound
Z Dfth
Ruble =100Kopejk (Y B), Jen min piX |3Yuan=10%=1004 (Fh[EH),
Won=100Chon(&[E), Won=100Jun(t##), Franc=100Centimes
(1), Deutshe Mark=100Pfennig(Pg}i), Lira=100Centisimi({#),
Indian Rupee=100Paise({ v F), Ceylon Rupee=100Cents(z 7
v %), Peso=100Centavoo(7 1 J & v), %
(3 [SRbAE ] RAEREHRL)
@ HEOHEEFH
HEOHROBEXDRICZAHZ B0 B ik A block ¢ & 1113315 $ blo-
ckiz, indented < ¥ 7-ifindentedic, % 7-Punctuationt AEETH 3.,

2]

Stamp

T
'
1
i
|

return
address ' Via Airmail

'

M.:a-l Add y ess

Attention My E
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® HORBEHLOEHR
« & 3% your favour, your kind lettr &z - j- 2343 favourokind iz
DO,
« B3¢ your valued orderrZ: o f-psvalued® 3,
- (#8%) T perk{foichiSidon board, aboardbyE{HS
« ~HDiC as peri{# - - H34|Faccording to,
- B&ERKR To whom It May ConcernjZ#in,
- B@%B inst., ult., prox. |37 {this month, last month, next
| month Z{# 5 ,
- BHIL®TE We beg (leave) to advise that ««----
We have the pleasure (or honour) to inform you
that - A
« KEBX Awaiting your early reply, we are. | We await your
early reply. |
Looking forward to hearing from you soon, we remain.

iz We look forward to hearing from you soon iz,
2. HZERES

EHEE UEEDE OXNEREFTICIABHFELILY, SFEACHT S
2, B, AF, EEEORENREB X CEITHNS 2 WIERNEROHR
BTHD, CcOFRCHEED - T, BEHHZVRIEHOREEZIIL OXRE,
S, B, HEZSOMHA, FEFOBROTHE, MR, HER, BER %
PR, FEONR, BEDIR, HKiER, RER, BELRENEBZION S, ThdD
FREDPWTR—ISQUBRAZLMTEYIE, $ERBZDIEHEVS T &L
D, HENEETHI CENTE B, CNOLWORERT 5 & 3RET
HBEDTETEBTBICELD B,

OFEHR (F: UToflxid M@ RERR] LIIAEE vy
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19804E12A /NEIEXK | BHIEE L ERHHE

EE RN YY)D
« HEEROH)

I heartily recommend Mr.Kimura as the person best fit for your shop
in view of his honesty, diligence and conscientious discharge of his duties.
o REEDH
Hearty congratulation to your promotion | The wonderful news I have
learned from the newspaper (of) today. I hasten to offer my sincere
regards and best wishes on this happy event.
« WrH DROH

Under such circumstances, we have no choice but to decline your

I was deeply shocked to learn of your father’s sudden death last night,
The very thought of your family’s afflictioa, especially of yours, almost
breaks my heart, and the look of the deceased while in life now floats
before my eyes.

I herewith pray for the repose of the departed spirit and tender to you
my heartfelt condolences on the sad event.

With deep sympathy,

Yours sincerely,
® & &
ENEFELEEBFEO VI BALEREERINFIRELL. LrL,
THERE] CR—IEBHEORRETEABEOLDEEREL T b,

“May I speak to Mr -..... ?”
“Could I speak to Mr, ... 9
*“I wish to speak to -« , please.”

DESRCETHESD, CRICIEBNIHELEET 5,
® KEOERR

D&M ETHBH, [MERE] O—HEELUTHRT %o
It’s ten past (or after) six.

It’s a quarter to (or before, till, of) seven.
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&
i

I RZE R E
It’s a little before (or after) eight.
It’s about half past ten.
I arrived here at eight thirty-three in the afternoon.
About what time is it now ¢
Your watch is five minutes slow (or fast).
Your watch isn’t on time,

How long does it take you to-:«:--... ?

® Miroffk
EVPBEEFREN, BTOEEZEBLOEN, BFELF~EODERF THENT
T3, BMHELEET EAOGTEEIE, BEALECEITRNT 2. Bi
N5 EECRBERLE, LHRBE-TZE TRV HFOLMENFEEDAL
HPRSFHE OB OAKEAF SN BBE I RIS 0, BiEhikikic
WA EINIEER, HFOLEBFEELONLEESLFEFLL, AENE
FERDBUGNRESRRT 2icE &0 5,
“Allow me to introduce myself. My name is-..+e+e¢ L7
“Mrs. Sato, may I introduce Mr. Smith to you<?”
“Let me introduce my friend Mr. Sasaki to you, Mr, James,”
May I introduce my friend Miss Ito to you?”
H &k “How do you do? ~&#E<,
(F: [ELFEE] ROEAR « HKREREFRE KO [BRADIDOT 2 Y
AHFE] V=4 X« 34, BANHS, KUESFELE BER)
® Hotel Reservation
RFVOTFRCEL T, BHADLHE, AR, FETERL, BHHEK
(& for two nights (%7:H) &9 & Hic night 21 3) , Room i
DT id a suite » a single room #», a double room 7pn, i<y F
iz a double bed #» twin beds %, bath %, shower X3k D
DPRERT>EDEFE. BRKRC L7 AT A TREY —X v hoEROK
4 (convention) DfFRHLNIZEERER, LEXATHLTOTH, KHIE
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19804E128 /NEIEk  FHHE L EKIKE

UTH %6 BUBRIEROBELZbDERLEINIOT, Fk6 RUERICEHET
LT, HohULy “for late arrival” L LTFRT 20, EREEES
FOEEELUTELBEND Do COLINRTHOVS —D—4H :
Gentlemen:
Please reserve a single room for Mr. Donald Morrison, Export Manager
of our Company, for two nights beginning June 15.
Mr. Morrison will be arriving at your hotel about 8:00 p.m., so please
hold the reservation for late arrival. Please confirm this reservation.

Sincerely yours,
(i : 9ie [EERES3EE] P.213)
® Partyolnsr’
N—=F 4 D« EFRL DO TROABERTF DCEBBETHAH. 2T
TRA=F 41 DVANHERICET 245, Z0E2 DHMIIBET 5,
GE: [WEOEREER] HhEFE St P.5120FD
Breakfast Party, Luncheon Party, Tea Party, Dinner Party,
Cocktail Party (informal), Buffet Party (informal), After-dinner
Party, Garden Party
@ FRREIERR
SEABERTHEERL, BREBLL E0OICERELHECLETH
b0 LDIHEDADIDICHEZIERT 5 LRERDHHTETHS. K
2Z20—FITH B,
ITINERARY FOR MR. & MRS. BRIGHT
May 27, Fri.
16:12 Lv. Tokyo.
19:05 Ar. at Kyoto.
Accommodations at Miyako Hotel.

May 28. Sat.

Morning At leisure.

Afternoon Visit Nijo Castle, Heian Shrine and Kyoto Handicraft Center,.
Dinner at Jinbei, tempura restaurant. Accommodations at
Miyako Hotel.
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May 29, Sun.
9:15 Lv. Kyoto by Kintetsu limited express train.
11:20 Ar. at Ujiyamada.

Lunch at Restaurant Ise-Park. Visit the Grand Shrines of Ise,
drive along the Ise-Shima Skyline Driveway and visit Mikimoto
Pearl Island.

Accommodations at Toba Hotel International.

May 30. Mon.
3:16 Lv. Toba by Kintetsu limited express train.
10:21 Ar. at Uehonmachi.

Transfer to Osaka Royal Hotel.
(I [RERCRY ZHUEEE] GRET HEXSHAERE_E P.62)

® K &

TRFXEEIELCREEDOTF ¥4 v A2BMNCHBEELL XS LT 30T
0o U UBEFRIHHSCHEERSOERSCE—ISOBELERFIORETH A Jo
BHORFHHEOEECIZT A~ BA, &7V H4F, 7VveEME, SvA
F, weE, BI5, HRRNORR, RARNEERHENTE %o

3. HABHFREH

BRIEENCEE—CELALERREE O, 2RI PERIGINd D%
EHRTBCENTEBLLEND BICBOTERNED . LTEFOHIEZBT 50
® BEF

Personal History

Name :

Place and Date of Birth:

Address :

Description (age, height, weight, single or married) :
Educafion : Completed the whole course of :«--.-
Occupation :
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Technical Qualification :

Experience :
References : Prof, JERTIY
Name
(Signed)
@ HoAE
NO. 25
IDENTIFICATION CERTIFICATE
March Ist, 1973
photo

of Japan.
Name :
Date of Birth:
Nationality :
Sex :

TO WHOM IT MAY CONCERN :

This is to certify that the person named below is an
official attached to the New York Branch of the First Bank

Saburo Kato
May 3rd,

Japan
Male

Chief. New York Branch,
First Bank of Japan,
(signed)

1942

(& : T3ocmERBEs] LIKEE T+ v 244X P.23T)

® ZRiFEN

1 (& )

(B¢ 1)

Mr, FRANKLIN P. MORGAN.

Introducing
My. H. Kobayashi

to
Mr. Charles Barnhart.

Thanking you, Mr. Barnharl, for any per-
sonal attentions yowu may be able lo exlend to
Mr. Kobayashi.

F M
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Dear Mr, Charles Barnhart,
Mr. Kobayashi, one of my old Sriends,
wishes fo meel you about exporting busineds,

Mr. Franklin P. Morgan. 1 1would be most happy should this introduc-
TIntroducing tion lead fo some business between you and my
fo
Mr. Charies Barnhart [friend,

Mr. H. Kobayashi.

(7 FFISERERE  BHEEs)
@ BEEVE
CERTIFICATE

This is to certify that .-...c. has successfully passed the
First Grade Test in Practical English authorized by the
Japanese Ministry of Education and conducted by the Society
for Testing English Proficiency, Inc. (STEP) on October
17, 1971.

October 30, 1971

PRESIDENT, STEP
VICE-PRESIDENT VICE-PRESIDENT

(i © BAEBERERRR)

I

® B
April 10, 1973

(sender’s address)
To: Dean, Department of Literature,
Ohio State University, Ohio,
U.S. A
Sir,
I do respectfully wish to apply for admission, through

an examination, to the second grade of the English course
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of your university, and herewith enclose school records,
testimonials and personal history.
Respectfully yours,
(& : 9B [¥CBERTRM] P.241)

® #HRE
September 10, 1973
Received from Mr. John Henry a sum of ¥600,000 (Six
Hundred Thousand Yen only) in full payment for a Nissan
autcmobile.
The Tokyo Motor Co.
5/3, Ginza, Chuo-ku,
Tokyo
(signed)
(f : F#BE  P.250)

@ fERE

October 5, 1973
(I.0.U.)
%100, 000
To Mr. Goro Shirai
'1.0.U. One Hundred Thousand Yen only at the interst
of ten per cent per annum.
James Peterson
(signed)
(FriEE P.25D
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kKR B15E

ZAMA
TO: Mr. \J phiolar
HERE'S A MESSAGE FOR YOU
of Lornsrscan— WW Sekhevl_
Phone No. S%/ - 620/ Ext. 47
[ is waiting to see you Izrreturned your call
[] wants to see you [ please phone
] came to see you E/rwill call again

[ telephoned

W /2o ~ R o®

DATE TIME AM | TAKEN 7
& /iro @ BY 7 arla_—
,, /
BEAMB
& £ * £
From ’77'(* /{“""E" EADS
To € BAAN
What e B ..  adat
When 9"7— P e
Who M. H...,Z-.,a-(-\??‘— 'vé-—‘o-?,‘—v
Where 0’ ﬁ’_&
“""""‘“‘ ~ oA
Why .
H .
o Codoat A, secre
Caller’s phone No. Pra-7s7/
®FBDEE
Date // A @ B /2 pM Taken by o £ |
4 REE
We are pleased to confirm your reservation at the
HOTEL CROWN
For

ARRIVAL | PM LAST NAME FIRST

No. No.
RMS. NIGHTS

8/15

9 Yamashita, George K. 1 2

A single room at $20 nightly. Will hold for late arrival. Deposit is advised

for arrival beyond 10 p. m.
DATE July 15, 19— BY ¢
HOTEL CROWN
TO | 110 President Avenue
Mr. Geogrge K. Yamashita Providence, Rhode Island
10 2-chome, Nakasu (417) 315-1223
Takarazuka City 665
Japan
L J
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©® HRFOERFE
[Formal 7z Hif &%)

[(Formal 7x/RJfDE%E]

Mr. & Mrs. Edward Craig Waterman
accept with pleasure
the kind invitation of
Mr. & Mrs. Yoshio Yamamoto
to a dinner
in honor of
Dr. Albert Henry Smith
on Wednesday, May the first
at eight o’clock

Mr. & Mrs. Edward Craig Waterman
regret that they will be unable
to accept the very kind invitation
of
Mr. & Mrs. Yoshio Yamamoto
to a dinner
in honor of
Dr. Albert Henry Smith
on Wednesday, May the first
at eight o’clock

GE : RiiEE P.157)

RIIE (BERH AQEE

BZE

1. 72749245

PIZENEZOBEL OV TR E ot fE—TH#EES—RICEA LT
Bo AL LI KEOBHEEL DV THHRBEOSEEEOFTENSD, 1
FREPVEEINS Do FHMREMECESLLT, FENRIUBNERLKC
RETIHEOLMBELTCDI 74 ) Y 7 R—IGFETEHDEEX B,

2. FLysR

SOEMIES &k VERBERT vy 7 AFRTH 5o TELEX (3 TELe-
typewriter EXchange % 7zi3 TELeprinter EXchange pB§ETH 5 &1
bNTVE, Ty JABEZHINIZEHIZRDOEBYTH b,

OREPELTH 5,0

@OREN LB ERORS CEENERS GEREENEL) .

OREBENTE 5,
OERFXOBERIEHETH %0
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OEBEROFRZENTE b
OFFERICBEENTE 5,
A
WEREMS A PLS INFORM RESULT
BHELA#D: AWAITING YOUR
PROMT REPLY
FE: [EXFUry /R -BHROFEXH] ENB-E milz#E)

3. J|EIGER

F=T VA= —DX D BRFLTFBESEST L LICE T, HED
BEEMRILULENS CEHEETHZY, ELOEBICENIHEENS A
T, ZOMNEHRBEREL TEV. BKBELEMNNELZET BRI MY
BORETHA D RIHLOBEERIROEBYOTH B, 7 vy FABEE
WiCEZREN TV 5.

vy }=vR (Sir Isaac Pitman(1813—1897))
BAGHEL DIEE
7 vy 77 (John Robert Gregg(1869—1908))

Anniversary Method
Simplified ”

Diamond Tubilee ~

(R FOGETAM] EEBFE PR
4. BESH

OXERE (BEFH STEP)

FHE MEBA BAREREHS Ti62 FHITEHEX KK 1
W oAl 4a~14%%

HEHBE (BBISSEE)
—iBk (6 H158, 10H198, MBH564 1 A24H)
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NEER B

L EBKE

ZReEE& (7 2068, 11830H)
R : £FE TR0

Hik LR -
\ - w & B - K B OB
4 | #E 3 604> e = L
7
3 )| #9204 5 4
N 905 v BAmHET X -
2 7 6 4
= PRI
1 * 2 | we | EDNSER Ly

(F:BERA4 KT v 2L D)
OFEXERE
FHE  EREIER (FREXADA)
7928l A, B, C, D
AR A (IBFMs14EE)
A, C7I=2 ZFRj9k

B, D77 * 4% 1K305
&8 BB LSE & 138N

: 108108

ik L
VA £ - K B F_RkER | & E
TEIRIR 404y WEICL D | KAERE
s 3 ClRERER HHE2 ﬁld +
A ES L ?%ﬁgs%less writing) 6043 (Bl | BB
. HE—IR R
ET Y vy 304> él)’%%étﬁﬂ
A; %
HSEE (BEIR
BN nxEcomEcem 59
FEER 404y
B SRR ?%ﬁﬁsjigess writing) 605> tz L | ksgmmp
Dictation 1543
BHEE (B2
KRB lacemmesm) 507
c ES 4N 4093 | 4e KEFEFFEE
#fE (Business writing) 604> BE
- R T: 5 :
%%?‘cg (Business writing) }605} % L ﬁﬁﬁ%gﬁ
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@ [EXEY3RLE—-AM] A.B.Kench, BETZE ¥EEMIRK P.146)

® AvFnvzrF /)

AYFNVART L International Federation for Shorthand and Type-
writing MBS T, 194524 XTI 9 7 EAHML THKZKE, BN
BHEORI23 7 Hicoigy, WREKMNIOZEERKR, 7AY#H, v x<A
By, FA4 =T, CONMCREDBARENH S0 41 YT VAT ) DREIZK
¥LLUTOHLE LS X ORGEAR B4z BHGOFEL
WEDS DEALETHERIN TS, CORKICE 2 HBEARE 1T IZMRER
I AP, BIMEMIIEL U CHAKERT T, 198I1F R 2 Y ~YBTEIN

HMEHTH %,
(I : [2MSWE615]  P.146 2EMESRER S
(EFZIFFEED
SEH

ERANM=% EeRS%EE] &3z (1980)

mhETE (REoMMNERE] Bt

EIRE=% M=ESHER]  HEREaaut 1978)

ERAM=% [HFESEERARl  BEEE (1979

BA BEF DkEmmasGEE]  FxdE (1975)

BEEX—F MZEEEAM] A QoD

JLNKREE TFCHERTRHE] Vv v 244X (1978)
A.B.Kench, MM [HLEeY AL E—AM]  %EE (1980)

2EEHA FUELEHR WEMSRL (1979

Tz bX o We 24, TS, KLUESEE THAADRDOT X Y HI;EE] BHE

AL

=
ERECE (T vy s 2 cBROEEH]  muliz (1979)
EMHTE [FECHETAM]  piEst (1976)
SEEHRERSR HEEEREE®R $2HE] 191D
LEMESFERERDR [EH2H - #6151 (1980)
BIRIBERE DR
The Random House Dictionary of the English Language
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