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4  Business Communication

4 — 1 Meaning of “Communication” as a Common Word

Communication & \» 5 /A RFEMBAFAOER 2 KO FhiE, ¥ Tt
# 55 o Comynycacioun &\ 5 Anglo-French ZDZEICfTX 42512 FTH 5.
“Hf” APk % Latin 3o Commun (is) &\~ 5 ZE#IC ic (us), actus, ¥k
Vion AifNdo» TTE EM -7 Lddbmnsd. - TEARDERT “icTs”
Bk “BI05" Thbb Rl bDOLTE TH-DED, ZhrRR
LT, “AME AR E DM 3blitE%r 5 I TAHTASR” *BERT DL
toic.

L Lbh, $HO—#EE L L To Communication ® HFICiL, & - &AW
WHALE TR TWHI LRSI BAHATHEY, Pz, ThrBREFEDE
ELTHBELIE, BILTRDLOIRI-TW 5.

1 {Ex 5zt —{n# (BonEH)
FHZIRRE S 2T & —BH (2 v 7 DER)
2 fmarl—1n& #BfE (B X&, G5LEOFBRIZBEE B
B, ERomE)
3 Ex5b0, IEabhsbo—1ER, HE (b, @, £5, FK,
= 5



#E Ay e—Y)
4 (AR BFiedtic T 5 & —dig, Tl
5  (FrcfzaiTc) — ik, ER
6 [F UM/ sd & — KB

Ll kix, 75 v =zE» Communication, F A ¥ zE» Kommunikation, =~

4 v 2E» Communication {2\ T ¥, (ZIERIBETH 5.

4 — 2 “Communication” as an Adopted Japanese Word
AAZEOPERLE > THA I D ? BN, AEED LI WIEVEREY X
TWBZ &l EirEnoL. ez,

G —EOBRABYSELOMBE  BRIC) -~ x5 &@OL S wHE
NELTEETHC L. (REF#K)
HEEFEYE D ABORICTicbh 5 B, BEEE.

b WFEOMBPRE - BECHLLEEOLOXEN LT 5.
UN:Z )

uhd A, R A EET, Lolds ‘R HhOERST TV
LAV THS.
ek (LEF30) D H s “UF HALL “XFE LEBIh TV
DK DB,

1988/ D (KFEFK) 123,

ANED AR « g « BEBRELES L, 5« XFEOMHE -

BHCHXDHIRD « KfF « FRLEOFBC X > TS,
LhHoT, XY “BE" KEEEFSTWA. LIANRYRI LR, 22T
BFEHE LTl 520 &>, — 7, X (Communications goods) # 2(¥,
FRML O BRENLSOXEA L CGEIND. 7 v €Y Mg EDMm, &
R LT 5.



Z0iEh, BVEHoP T (BREEFR) o,
— GEfE, Bl - (&R @
LHBONAIRDLAH, AHBOERE LT, (FEHHAIEHERESR)
DX,
© @fs, #l. @ EiE - LFLoMOHEC L2 BREDOLH - (5%
IO —BI L ZATHAHS.
(RAHGE DO XM —NN—F/, ~ A= T2 KEE - BEaE « RREN)
T3,
{Z7, @S,
LEBYMEORLIED L,
BB CTETHED 2 $ 2= —2 5 25 {0 - TERBRS Erin e
WS XSIES.
LB -1oin, (HBEBRRMHE - mEK1990) T,
BREE, #Eig, dfE.
LEFT, Todiew. BREOHAGIZMZ DLERLL LD THAS.
(AAREESE) 21425 BREORBEI AR LTAELRV" LHD
Dk, Ve &b %% Communication DRI “MfE” #M4TTLHDK
2, hn “BE ThbbLbHEPEROLLLT, BfE, BEZFOREREE
FEYLEDI LimonTiE, FEEFE RRku.
(UNESCO ##) iz B 2 % “Mass Communication Media” ® 22 X iR 21
“KRBBRFE" Lic->TuBnb, =2 Tix“Communication”i: “d@#” &
WS kikieA.
v =< HEFD LRCBATHHS” LU0 “B#EdEH" Tk “Communi-
cation iz “IKH” OREYUTTL 525, ZOBEILL -1 H£2AY7c Communi-
cation ¥ 4§ L LTLHDTHS.

4 — 3 Various Academic Definitions

M AEE £ LT “Communication”(t, £DL5ICERINTVHIEASHH?

Communication & 35 & 02 O A » % Journalism 3, H#®EHR, X5
=



BIKL &%, LDEY, SEFRLICBIAEBRLEDHILOE, * IICHT
BEDLLVIEEEFRDOD D S TH-T, EHO “EX" "WHEETH. TO
REMEZAHBT BIcbE :

G W N

11

12
13
14
15

ADERC BT HERY BOEMIcHERI®L Z L.

RO FLEZTFOROLEOTHES 5\ 113EH

ZAuc X o ARIBGRASL L, FEBET % Mechanism %\ 5.

ANEPHECEE LS 5 TN TOBEEH

O EODERN, HL DAREKDIL 2D, @20 RCHE T S [l

B UL TCESZLEDTELESLEAT, “hueXky, HFORED

ARG EoE -7 TS B Rl N

HHEA EOF) », oA (ZFF) offBEEx Lo, #

H, ABIC L - THIBY Y 2 588,

RERENE LT, WmE, &, EELIFEONIERYERE L

ZDONBE XML 5 AR

AHREHEOBEROBE. X Hici, REHIDH 5\ 2 Z2RsicE < B

e AEIR-ER OB B o BGE % rTREic 3 % F 8.

AEHERL, BRINH DT TXTOLEREKR. DEDHDA

FIEGEAL S, BEEO AR, AROMER, &L EcrARROFERS,

Ty - MRS, AMUSNOBRY, EAY, BRL, EETL

FHEEBINLEEEILVED.

Message @ Source 7%, Signal %, Channel # 3@ U T, Receiver (2%

5T &

Subsystem & subsystem & 7%, H#®AE ML TCHVBKL, Lo

o System AT % @BH.

BrRos@EtE LSV T T L.

» % Reacter | 3517 % Input & Output ®—xf—D XL

HELBALEBSRTH-T, BROWK, HEOMRXIT 5 AR

Symbol %t & LT, UKEMTHE I TREL] & [ZEH]
—_— I —



DEILTRILE) ZL LT, BREBIDESITATHS.
oL, Te&e o o o LTLE2HEAOLRBILITEL bV, BIXHE
HETH L THHEERD LD, ALHBROV “EH #5HLT
LHEFTHNDIE, OLEHVENLFIBEDOLDOXERTDHILIC-TLES
DIEAHH.

E & LTIIACHE YD LA EICKEHA S hHROE R, Hiff, 0,
BaoR, TOoMAXERLERT ST ohT, PR TEKRLEBELIRT
{%. ThBEOHFICL HMFELYERL TS0, HDHLLH 2 HFRED
FENKEL L TAEERS. FHOZRH TV S54H, PIBRERD “FHE
EWER, BBk “EE¥" L R & h/: Philosophy (3 ‘YT IcBEBEE
Economics (2 ffi#H)7c D “EMFROM" » bR “BFE" 14T
Hiv; LEET ENET YT CEEY LMo TEL. LA
-, “Communication” D3Ei, YG5Hh 2 HhrBExo LB TEGC/LHE
STHh5.

17HAC®BH, #ETE James — 12 ) | KB - BBOBR L d€ S htc
=ifi#kst - £ William Adams (3, ZOBROKCHFEZ I “ o « »shall
undertake to have communication withus « « " 2% LT,

‘HZEZEF (cpivoieoksd) BReiat (2580w s25

omEDH)”
L3BR LTV 5. Communication @ # 7 Communicacon =%t LT, &Lt
o “EZE” BET kEST, Ao “Tl” HEO ‘L5 2L EaHT,
B L EEF B LU TO TR #HobT o LT L LT, &itrBLicsd
LTV EFOEROFLL “Hidl (529)" #BAKI LABLIEDT
HHH, TOREL, FOEFHEATLESL.

4 — 4 Communication and Communications
—MCHEFEOMBAFAL BB TS L, ToRFAEORbLTHEYAMKLLL
teb o, IV, BT HC L, BT H0FR, i, HE BER
— 6 —



ExERT S Z L/ s, “Communication” DFEiz & = @ Rule i3 @A & h b
b, “Communications™ i iXk D L 5 T ERAAE LT 5.
1 EfEHEE, @fERE — 26, EfS, %S Radio, Television, Telefax
o
2 ATHEE, WIRER, ACEEEBY, R
3 B, LHRICRBCHE YRR T 5 KR, AR
L ZANBABEOAFNCL, —RICHEB L EROXNS L 0B TH - T,
L b}, MELAFEORBICL WVEREVCEECSTIZHERE > L.
f-T, BHROWEARRDDEHT
“Congratulation !”
LBCTERTHD, “HEL TEEDRE « « «7 LELOK,
“Thanking you for your kind consideration to this matter,”

Tk, BI2LLVRBTHD Z LIRDOPRFAENITLEAETHS.
BEFOFRGECIL, Fe LTRROMBELEUES. b XAAED RE
i, IREEB &M R T, Advertising &, ZToO—HThAMEGIO BN

INEHEGH H XL EES % 83 Advertisement & OFEEOEKRL D - T,
ZOWThET IO HARE LW BEL S . XL “BoFE" &L ‘%5
F7 Lo, &EOLSEMEIFE Lc i Communication (LB b 37
s MFOF S RET MM ERERT 500D T huE, FEk
ThE-TLES. b LItue, fMifE¥Eieing s X5 RWEFEIMFCIBE
i, BBELEBTILENDS. b ‘BRWRE LELERH,
YRV EREERDIEDIE, FDXSCBVL DA ?E LT IOMEROBERT
% % aaiE Advertising 7 D% ? i & & Advertisement 75 D7 ? AIRE /M A G
RIS IeD. TEIHRAD LTEL EWSEBERDeh - b —tihicu
5 “EHE” ORBTRYHE L TEBERO AR, BETHEVWLBDT
X7 uwh ?

4 — 5 Business Communication Model

Aristotle o # #2#7z Communication Model 1



Speaker Subject Hearer
| i — |

®X#H h, Speaker, Subject, # L T Hearer D =FEF#NH B > T\ 5.
Z Bt o Business Communication (2 & % 4>z 4L, el &b,

1  Writer (source and encoder)

2 Message (sent and received)

3 Reader (decoder and destination)
Lt b, Elements iz, % ® Components 21> %. X5z, MIE L¥HI7C
#4875 51 % Business Communication ® Model # =¥, kD L 575 :

Information

Source Transmitter Receiver Destination
MESSACE SIGNAL RECEIVED MESSAGE
SIGNAL

[ ]

Noise Source

Business Communication ® ] # 2 5 + % 7¢ H1¥, 8o # 5 Aistotle
Model i3, kD & 5c#ibT 5.

JANIS’'S MODEL FOR BUSINESS WRITING'

WRITER MESSAGE READER

SENT \ RECEIVED

SOURCE ENCODER DECODER  DESTINATION

%k J. Harrold Janis, Writting and Communication in Business (London: Macmillam,
1970 ) , p.17



Business Communication (= 35\~ T, Writer 35 X 0° Destination (. # L T
HEDBEATIEIL L, £h%h Source & Encoder, Decoder & Destination ©
HEKTHH LN LB THS.

Z Ziz\» 5 Source (¥ Company # %\ (1 Department T# h, HFEizit Pre-
sident % %\ +(3 Manager #7774 Z 2 ic7c b, Encoder (%, Secretary to Presi-
dent, Secretary to Manager & # 2z W XBMIBH THAS.

4 — 6 Communication Network

Wk Z L 7ehis, Communication (34 LT One—Way Process Ti7c <,
# = Sender (# % \ (% Speaker, Writer ) * Receiver (& % \+(% Hearer,
Reader) & 23 A > h 8% X 5 /¢ Alternating Process ThH 5. 5 L7 Rith
735, Communication Model (3. X 512, ko Bk € # %» Communication Net-
work ~EfED BN D, £ ORENH L LT Hacketand Others o A # 7=
LTHL. BRIBIERCE T 5 LRI HEDHRTEH, YL LT
FCLCHBECHRE T b DIEN, &5 LKA L7 Business
Education p3fts» b, A TKRAET LY ORBEA/cFE L, Office Auto-
mation I X IGT B Lo b DFEIAMESL R T e Z SR BER Tk/eH gy,

THE COMMUNICATION NETWORK

Aspects
1. Situation as seen and interpreted by and perhaps as seen and

sender interpreted by receiver

evokes desire for expression  leading to

2. Purpose a nebulous idea and desired

response



3. Content causing a gathering of

data and building of a plan

4 . Encoding which is

given a verbal setting

5. Transmission and then presented in a

written or oral form a atate of readiness of receiver,

perhaps for

6 . Reception and

Decoding hearing or seeing the massage
which is
7 . Interpretation interpreted
and
8. Feedback responded to, propably resulting

in a new situation which starts

9. Response the process again

Herbert Hackett and others, Understanding and Being Understood, (New York: Long-
mans, Green and Co.,Inc.,1957) p.14

— 10 —



4 — 7 Business Writing Review from the Communication Point of View

37 & L Co Communication DFEFICIAE b, #E\TE D SRR FMHTE
EFCHN, X HIciRAAL Xt Model 3 & O Network #58 UC, Commu-
nication Theory O # 5+ &3 % Business Writing ©» Review 7z \+ L% Polish
Up #1795 C LRRVICERLRTTHS. & obl), FEELEBE AL
7o B A ekt 5 @Bk, Theoretical 7 Background 2 hnz T, F#ic
Wi+ & B FE o Office Work T iEf % Motivation & LTHE 2 2X&ETH
55, HERBCESSHERMLBR, oL x Thr HBmEiHo b oT
HoTh, FREBRENDED Z LxBE L.

4 —7—1 The Writer

Business Writing (= s+ % Writer (3455E DA & BT 5 4 O Tiis L.
Janis’ Model 737553 X 5 iz Source & Encoder D Nic L 2HWAGHBTH 5.
Source (338@%;, Hi¥ A% 7 Business Letter i Sign % President, Director,
Manager, Chief, etc., \»3>@ % “Boss” T# b ; Encoder (%, Zhicftx T3X#
£ 4 #8243 % Secretary, Stenographer, Typist & 7c % . Source & Encoder
L ORI, ¥Rtz 313 5 Teacher & Student & ORIFRICELIT % &
Wz k5. BIfFEBI A EA LA LEOFEGIL LT, & & Business Writing
2R > Tuvx X, Student Writer (37 L T Independent Writer Ti% 7\ >.
Source T# % Teacher DIFHED §, L iz, REht-“How” % “What” & L TE
BT BB NTHOTHS. FRCHEVTUL, Iubl, RATHBIHFS
NBTHAHIN, tob 2 THFK Test DFi & & 7chuE, £RCA"2E5 25
haZ ez b eies.

BH LA A ds DT L1 Student 7% Office it A ->T, FTHEMTS
= L%, Source & LT Teacher - Boss & D% TaHh A 5. Teacher 76 R
Uil A 5- 2 & 417 Encoding (2437 L % Boss D ks H T LIXRHan b
Thb. SHLICBEE DD, Reader 7»5HH¥ % L\ Response #1875 L 5
7¢ Effective Encoding TX 2 4, Kf& LT Boss Dif A GRS a» Th
7o {ktsh A 5. 4T, Encoder (Employee) & L Ti2, Source T# % Boss

S



(Employer) ®¢s & = % & Reader (Decoder — Destination) 5% K% T# 4
5L AL%, ¥ L5 Adjust LTTL 2 &\ 5 # 7c Performance # %
TTHENRBETHA. 25 LICEELEEMNL, & hbid, Senior Secretary
EARR RIS DTHEHH, FREBOBICHE T, Hbr LOEMILTEN
REeHE .

4 —7—2 The Message

Writer ® 414 % Reader {2 {3+ % 4 O /% Message T# % . Writer &
Reader & DRz, BEDOXEZ LHh, 3% Semantic Gap 7'H H, Zh
= #5F o Noise 73 hii>%. & b >, Bilingual Business Communication 3
CEVCTRATEDO LD HHEIRE L.

BEL¥EOHIE LVER, AT EFL¥0%F5C L > T, Noise D
A KIRCBER S h T &, b - & b F5M7, Noise DO E->TH% Typo-
graphical Error 7z %%, 7- & z(¥, Word Processor/ Electronic Typewriter
=Pk X 1 7c Spell Checker System i & - T, DA S XBILT A2 &
MAREL e > TW A, KEoiLaL, 25 LEOAEROREL, BEDL A
Semantic Gap # ZhEANCHED B F TITIZE - Tu /gL, 7€ - T Encoder O
BB ET AL, IV I KECDLA, Encoder DEEN KA EX 51
Bz, * 3 Message # 1% ~ >0 %E#, T7ci>t, Content & Language
DEECHT T TERRXMDLZ LI, ELDHTHRATHA.

4—7-2-1 Content

Business Writing 4%, & b 4>\, Business Letter ##{+ 2 EH L kD
B THH, £OIA% 5 ¥ 2T, Message # Encode + X240 TH% Z &
%, Communication Biz# 5[\ T, BEIE, REIL5.

5% o Copy Writer © F iz 7¢ % ¥ Bk 7c Sales Letter % Advertising Copy »
B, B#dH5VCRXERXYEFICTL 5> T, Reader DF LR 4l M2 - 7=
LONREH, 25 Lo, ZoBE, JotRcBTAZELELT, ¥

— 12 —



WL DRBIAEFAE BN T ARG TREG THA Y. Tt ziE, &)
Someone asked Lincoln how long a man’s leg should be...
LEE L Letter 4, EXRMOLBMALXERT 51dDL DT,
This letter is short enough to remind you...
EBAS 5 » 5 Hitho Circular Letter # RicZ L 23B 5. “TBiE” Tikicu s,
bLeAd “EXB” HiRSTHEWIAD “Bb” #F by, T L&
WEBRTLH DA, 1z > T—ROBFRCITILHIZ W

Content 12(%, %k Factors 2% b, % DIEFFIZHE - T Message » #K+
LONHETHS ¢

(1)

Purpose. Multi-purpose # 3, - 7= Message (. Reader \Z:8f#% L R[] %
B LTV, Zhuld, Single-purpose i % L8 b,
R UZFFc, AUAMT, EHED Message &5z 1L kv, Zhas
Business Writing & Personal Writing D kK Z7c &2\ Th % = L #H
il & % . Single-purpose IZfR % 7 H(X T D Step (X LA TRic K 75
(3 1x7c\~. Business Leter TH - =7z 5 (X % 3°(% One-Paragraph 1=
¥ Lo, Type-out L7zHi3K A H T8 lines ##x /s & 5 TR T 5D
HMEETHh % . Business Report D84 (3L Bt U Paragraph # 4317
T X\,
Reader’s Needs. Ffi7s¥#& % %, Reader BB ESI R TV 512
FTHBEMNG, AR TELYHIT” Tl 23, Reader & D37 H%
#x 175 %2 TMessage ¥fE5H. 5L, T “blhExr” 0z &
Ex b B NITEIR TV AHIH %\, Stereo-type FeBHEDRE & s,
MEORILBHEFFORL, hx > T Reader KR THBH Z LEHHBRE
Th5.
Information Available.
BB Purpose & Reader’s Needs # %% 2 T, {GETN X R ER
L, IEF X {fB#ET 5. LB U Peragraph #471), 5\ 2 Rl
i =



4)

L, &5 /5%t C Display 5 & 5 AR ABELH A 5.
Action Closing.

Communication (¥ —[Bl TEMET 5 & D Tlkis . LTFLRA~D BT
7ed>t, #F L\ Communication DihF h ~ L Dfch s, Writer fill & L
ToROLHZ, FIR, BHEER, Th2rBicrnesioThhiL,
Message Df& D (ST < DAMFETHAH. £ LT, Reader
WORIE, FEZ>CToORRE, #E, r~%L, HEHHBEEL WL
FRELVT DOTHRVRY, BRATELZENERBTHY, BITH
B ENS.

LA 2T o O IEFF & (2518 D Factor & LTk, XHCKOWEEH ML
HIENHELY

(5)

Medium (Media)

Message D Ffd, N7, EEE/RLCIEUT, AL 5~ ¥ Medium 42
# (¥t % . Card, Memo, Letter, Interoffice Memorandom, One-page/
Short Report, Long Report; Telephone, Telex, Telefax, etc. 221z
F—ETH, HENCREbD TR - RO FT, BF &ELT
#ORBOICREL S\ ¥ > T, Message #{z 2 5 Medium (= (3 5
DEF L TDOMAEDLENAREL L > TE L, BREYELDDIEKY
BFreE RO KHEET k, B&H OB A 6 L 72 Fiber System
ELTHIELTWS., YRoZ Lishih, S+ % Medium (< #fiS
4% Message DH h HinE z bhisiFhuEicbigue.

Timing (Timeliness)

Timing # % \ (% Timeliness (3, fxx & 417 Message © Reader fijic
#1F % Response % kK & < /£ 4+ % Circumstancial Factor T# % = &
FE >ETH . ZORMBFCET SO L LTI, & 5Hic Setting,
Authority, Habit 7z X 238175 Z LA TE X 5 L, X5 % 7z Psycho-
logical Factors & = 1Lz %45, = & TIREBET 5.

— 1 —



4 —7—2—2 Language
Business Writing 12fR & ¢, J& < Communication ® £#iz >\~ T, 4 A%
FiF e bk e #HIlov Lo & LT, Communicative Interdependence
DFO MR T ERIGOMBELH L. L b, R, REFEHD
Communication Gap # #JfE7cfR h BR L, ¥F L, #AET5&E 4 Bi-
lingual Secretary D#E#*# 2 5 £ ¥, Z » Communicative Interdependence
3, BT “HEKFRR LE Y- TLES LD TERVRBETSHS &
EZHBMHLTHS.
HEAHNZL, LATF® 4 Patterns 25T 5.
F 1% Writer filic s\ T,
1. Source & Encoder + ®f]o Interdependence 734 1, kiz Reader
o,
2. Decoder & Destination & ®fi}® Interdependence #3E < 7%, X BT
KELBREL I,
3. Writer » Reader » ®fi]o Interdependence 2 \ff#E3 % L, = hichn
2T
4 . Message + Circumstances & o [d}® Interdependence 2 {EH 3 % O
ThH5b.

Business Writing # #H 44 % Bilingual Secretary & L Ti%, = 5 L&
o Pattern iz :s\F % Interdependence D % = L%, i L HEM L TEr
e bisy. “How to do™ix#x 54, “What to do” (X HS TE 2 7 &
W EWS FRI, RATHHETNE Problem OFFEXH 2 5 L 5 REIC
LEELRERORFHFOSLZ L%, BEHEIAMLLICHILIRETHA
5. Lovl, 3Kk td, TOFEEXHLN LDALR TR IIEI NIV
LR MRTHD !

4 —7—3 The Reader
Writer {iic 3513+ % Source & Encoder & ®BifR#% % % % X 5z, Reader fi



=, Zhuz ¥l L7 Decoder (Secretary) ~ Destination (Boss) & @B s
# % . Destination iz (% Office D## & Be#li= & L % 7%, —#& iz Manager,
Director, President ® & 5 /s A¥ D& &, Section, Department, Division X
%1213 Company, Corporation ® I 5 75 Organization % s+ 5B E&1H 5.
W hic 4 X, Decoder (2 Employee T # b, Destination (3 %+ © Employer
T& - T, Communication |Z s\ % Response O i #% # £ Destination = %
5.

Customer 7> % ¢ Complaint Letter #3%\-Ht h Bt L, Ft&, ABXHEK
L, BECABRTES DR, TOEELERONED S\ AEEL B EE
BOBWHEHATHE1ED, WHULHLEROERYE>ETH L. FThEd
Decoder ™75 L 7- Response % % \ (2% @ Action (3, & Z % T4 Destination
ORELLT, ZOBEZFF T - Lt b, BREEEDPTFEL Destina-
tion IR+ 5.

WD Ligh s, BRIEABRD Z EHHIOVTE, Decoder HE DB
Fhoht, Wbdn “ER” OTREAC Lis. LarLER, Destina-
tion TH %A “EF" HHIL ‘St OEBE, Decoder DREEEIC KM 5 b
DTH#H7% 5. Destination »° Individual 7c 35 & 12k, % @ Personality 3 # 7=,
Decorder ic K X 7c L L W BH 52 5 Z L0 %\ . “ERMOEREERED
®C, HECHESRD™ 23, 53500, EBrEFHZ Lxdbiw
bDTH5S.

LECITNLhOHME ST L EEL DD LV 5. KO THIZ, gh
S bbb “FIEER" LvooTr, RGBT b . 25 Lk
Aim, Policy, Standard i2 iz T, # 5\ Xt LAL A HRNC, B#IZShTuw
ZXE L0, £0%¥o Philosophy THA H 2. 5 LFEELREhA
¥ Philosophy, Aim, Policy, Standard %, # +13 % OL¥0 BT 5 itk
£ 0T, KK EBESCRAT L Lick ), KAOBRLBN LB
% 1o b DEER O S ¥iEB) £ 4% % Public Relations £ .5 D T#%. PR &
FRLT, BB HEBD, B0 I ) CHBFRACERDORE TR,
Public Relatopns (37cic b, ThxEM LT HHBOAC L > TiThebh b L

= 16 ==



ROV, WL LA, TOF¥C® T % Employer & Employee & DA
hER7, BROEBEBAE LTI/ NEZ LD THS. 3 Message
DRFS L, BFEicix Encoder DF I L » TIEBR, EHHHEIhD., Zh
%+, Response & Action (25082 % 0 4 B FEizix Decoder T4 %. Commu-
nication O FOHFEH &L WS [EEA 5, Encoder & Decoder (3, AHic# LT
ERh, Anffibsn o LA TE%. Encoder/ Decoder (35¢ - T, Public Re-
lation DEINHLATE, HEOE—FCIZL-TwH I Lu&RML, BRRE
LEbic, HBABORE LA TREbE.

Business Communication ## © 78tk ® H#) 4 78, R % Public Relations ®
HOFELERTAHAILCHDHEEXDRBTHS.

5 Case Work

MY, EERAEUT, LIRBIEIH, #YcERLIICL->TLD
D EE MR S 11 5. Business Writing # % o 4% Bt (2, Communication 0
Situation & Purpose % G5 L f=3ic B\ T, —EORRIICH » TRETS
— 30> Writing Needs (= #}/f:3 % 2% o Planning, Organizing 7> 5 % Com-
position & % Typographical 7z Expression ¥ T &4 #)7s Performance % 3
EihBRXEHZ L THSH. 7S ht- Assignment H 5, 5T Create X
HIEHVEBETH L LTH, Pl Ed, 25 LAKAEH Performance
BRI EHERTARETH Y, ZhrEk, BmOIbTHHORE In-
centive L7¢ b, Motivation & §7c% = L {5 U\ R EHC KT 5 Case
Work & 3 MPHE & ORARM /iR & B OV TOR IR LIES (&,
Z Ziwcix Case Work 0Efl & LT, KO=ZF¥Mb EFsc L& Lic:

(1) Secretary at Work: Various Letter Arrangements for Various
Addressees
(2) Collection Letter Series: Signature Section Varies According to the
Collection Steps
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(3) Applying for a Position: Asking Reference. Preparing Personal History,
Writing Application Letter; Filling-in Printed
Application Form

5 —1 Secretary at Work

Situation DFEE :

Ms. Patricia Preissl (%, U.C.S.D (University of California at San Diego) &
*# Business Club H# 5 Secretary Th 5. = D04, Secretary (3 “fiilt”
Enhkhd ‘B THH, UELAELI U LT HEHERLBOEHN
HEELLTHBLTVS.

Business Club D4 %kfa 4 &, Fiuz#i < Dinner Party #3115 16 HB{E X h
i, EHRILOEMIC L. 114 1 H, »RT Dinner Party
TOHFBELEE L TR\ @B D% Mr. Conway 75, EEDERFEL L
w, YADBEE, #HEOMH, FEMAREHTCOLTRHVEDERH -
fo. BELL LTI, BERTOEREY. LicHhuTisbigye.

5—1—1 Replying to Mr. Conway
Dear Mr. Conway: We are very glad to know that you will speak at our
banquet on November 16. I am pleased to give you the details for which
you asked in your letter: 1. the audience will include students, alumni,
andguests. About two hundred will be there. 2. The subject you suggested,
“How to Be First,” is perfect for our dinner. I enclose a draft of the program
plas we have made. 3. The banquet will start at seven o’clock in the Seahorse
Room of the Beach House, here in San Diego. § We are looking forward
to thepleasure of meeting you and of hearing your address, Mr.Conway. If
thereis any way we can help you, please let us do so. Cordially yours, Add
enclo-sure notation.

Z @ Letter D% A5\~ » T, Standard Business Letter Arrangement T
v MugbeoficonT, MRICELZ Hcoicik, Numbered Items &
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LT Display 5 = L2 @YTHAH. 240D Program (3 F 72 HK LA > Ty
feuy, BIREAIC KT % Draft Th-Th ChuxRAF LT, TOkEX->T
b5 &S ‘GED" IMLETHS. LELLBYILENL, bbbt
HE T, RxBuicfy) v BosttiErs 5 2 LehbboTidiw. #
FOUBEEZLT, TOHATWHZ EHHEEL, RLTHLAT 2 E LR
<, ELAERIET B &H, EFFx, Secretary DR THL 2T TH 5.

Last Paragraph i2(%, M4 HOTES LWL G T8/ R 57,
= = T“Mr. Conway.” & MEON AT, Personal Touch # 753 Technic % #
T¥ <. Complimentary Closing (¥, Zh 2 [RBDOEHE TH BB AT T
Letter T4 - T, “Cordially yours,”» #¥)THh - T, 7£% U Formal ict2T
¥FDO572% h T, “Truly yours,”7c & & ik Lic\ b D TH 5. Enclosure
Notation # iz %5 = & & Ehic\ L 91c 5. Drafticix#B& Iz 2Bk’ <,
Letter Body o% 25 LT, HBMCH S RELDOENLLTHS. hiT
“Don’t forget to type enclosure notation below reference initials, please !” &
Th, "HTHELCHE TR 540D, chxZo% % Typeout Lic
Careless /g RicZ A b, “THE &2, fTHEL!" L& LLE
5, SER3FOFE 21 P.S. & Caption #ftF CTH-TEbDTH 5.

Enclosure 2"\ OB A iy, T OB %R LT, “2 enclosures” & 7“3
encls.”®™ X 51452 & ;enclose 354 DOWEICL > Tk, ZhEsldL
T, - & 21¥“Check enclosed” & 7, “Enclosure: 2 Checks” & T 5B 4D »
bbb, BELTHEELTHL.
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November 1, 1991

Mr. Norton S. Conway
Investment Consultants, Inc.
625 Oceanview Drive

San Diego, CA 92504

Dear Mr. Conway:

We are very glad to know that you will speak at
our banquet on November 16. I am pleased to give
you the details for which you asked in your letter:

1. The audience will include students, alumni,
and guests. About two hundred will be there.

2. The subject you suggested, "How to Be First,"
is perfect for our dinner. 1 enclose a draft
of the program plans we have made.

3. The banquet will start at seven o'clock in
the Seahorse Room of the Beach House, here
in San Diego.

We are looking forward to the pleasure of meeting

you and of hearing your address, Mr. Conway.

If there is any way we can help you, please let

us do so.

Cordially yours,

Patricia Preissl
Secretary

pp
Enclosure
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5—1—2 Letter of Request to Mr. Dressler
Dear Mr. Dressler: Noting in the papers that you and Mrs. Dressler plan to
be in our city next week, we should like to invite you both to attend the
banquetto be held on Saturday, November 16,by the Business Club of UCSD.

q This banquet is a great event to us. There will be at least two hundred
members, alumni, and friends of the club present. It will be held at the
Beach House, here in San Diego. The speaker of th evening will be Mr.
Norton S. Conway, the president of Investment Consultants, Inc. § Our
chairman, Mr. FredricOnstott, joins us in hoping that you and Mrs. Dressler
will come to ourdinner. § If you can be with us, would you also be so kind
to offer the invocation at th start of the evening ? Cordially yours,

= % 7o % Dinner Party ® % %812, RBO%HK TH%EEHKA Mr. Henry
Dressler 733 AR C 40 #7ET 5 = & %40 - - Business Club &£ HE
ECHETA S b “Dressler F#i# Party i 538 % L, H¥Hi¥4H, Invocation
Doffer & LTV eE X O BRVGTH L 51" LD L THote. ZD Letter
o Addressee # % %z t1i¥, % © Standard Business Letter Arrangement
i, WEInKLEHHshb Ll L “EbAT Tk & LT,
“BHHiT iR HHEVHLDOTHS.

Addressee ® £ 53 (- B ¥ A %+ % /¢ & ¥ Formal Business Letter Arrange-
ment Bt 5 ~X <, Letter Style 4, &% ® Blocked Tix7c <, A &
Semiblocked (# %\ Indented ) Style & L7=Fs kv, T.P.O. iwxtisd
% Letter Arrangement & Letter Style ¢ Variation (= >\ T O 4134 ¥ X
#, ZTOFNL, ZOBTRMAENLENETHLr2HliS¢, MExes
T EMEE L.

= o Letter iz Sign 3% O3 #3l TH % Patricia Preissl H& TH 5. &3
E ARG 2 7o & o, Mr. Dressler & (3IH&1T4% % Onstott 21 5H 0
FEHO S - 1o = &%, 3rd paragraph TR T\ 5. Z D “joins us” DFHIL,
J5 < Letter Writing (CIGHTEHZ &%, ZOBBITH L TR, ezl
“My mother joins me in..." £\ 5 2 2L THAH. 7eds, T Letter T Re-
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ference Initials (2 %4853 % . Source-Encoder T % Miss Pressl & L Tz,
VwobDZ L TH-Th, Source TH % Boss & Encoder TH % Secretary
DEED S H B Source H &t Type out L7z Z £ LT, Addressee =i+
LM EAEDLTOTHS. 2 Lhic, Reference Initials (1 Business Letter ©
Major Parts D0 & > T# h, —#ic Essential 7% 0 & ShT\%7%, Formal
Business Letter Ti2EHMczha B L5 Case DHHZ L#, £OHH
LELIERIES.

November 7, 1991

Dear Mr. Dressler:

Noting in the papers that you and Mrs.
Dressler plan to be in our city next week, we should
like to invite you both to attend the banquet to
be held on Saturday, November 16 by the Business
Club of the UCSD.

This banquet is a great event to us.
There will be at least two hundred members, alumni,
and friends of the club present. It will be held
at the Beach House, here in San Diego. The speaker
of the evening will be Mr. Norton S. Conway, the
president of Investment Consultants, Inc.

Our chairman, Mr. Fredric Onstott, joins
us in hoping that you and Mrs. Dressler will come
to our dinner.

If you can be with us, would you also
be so kind to offer the invocation at the start
of the evening?

Cordially yours,

Patricia Preissl
Secretary

The Hcnorable Henry Dressler
House of Representatives
Washington, DC 20515



5—1—3 Letter of Thanks to Mr. Conway

#4 & Dinner Party (3B £#2#4 7 L7-. Business Club #HEHOB Hi o
ZiZHbhichbF THAHM, Secretary & LTix, FXKEPHDH TS
[

FIES LV EEY LT < At Mr. Conway ic7ou s LT, Timely iz 201k
#ZE L EFhEibn.

Letter of Thanks % %\ +(x Thank You Letter (3, XM TE h Lh) TEH
hic “ELL0E" DLDAH ., bDOLDO LV BB Lok Z A0,
“Bictcid e o o7 LW BRMELLCBEHLICHAED,” 2 o koT, I
CRHOBEEXERLLET.” TR LI 2b, Lot IRz bR
LWL HDIESS !

“BHRETHOICBILRTY, X vz L” LW RBLHAHH, o

22T “EEoINEL” OBEIBL . ZLT, mEXFFEL 0L
2o Factor (%, % 7:p5\ %7 <, Timeliness TH 5.
Dear Mr. Conway: How can we ever thank you enough? Your speech was by
far the most thrilling that most of us have ever heard. The applause must
have told you what your audience thought of it. It was wonderful! § In
payment of your fee, I am enclosing a check for $ 100. I am also enclosing
a clippig from our city paper, the result of your interview with Mr. Kraft,
who phoned me to say that the Sunday issue of his paper would also have a
long report on the speech. I shall send you clipping when the paper is out.
9 I know that our club meeting from now on will be spiced with reference
to your talk and to the way in which you delivered it. We shall never forget
your remarks or the occasion for them. 9 Please let me say once again,
“Thanks a million !” Cordially yours,

Z @ Letter ® 1st Paragraph i B % X 51z, Stereo-type T Out-worn 75 %3
# 583 T, Personal Touch #F A U7-“How can we ever thank you enough?”
L+ AHEEH L L, “Thanks a million !” & O T A EVTO, HEOHKA
ICHERSE5.
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2nd Paragraph TIRXEBH/LH#ILEL DO - L& F LTV 508, Conway KiT
I LFHEEY v REORF L, XL CHTRABKCHROBS Z Lok
HOREHRL TS, MEMAHECEECILEST, 5 L AKKNLKA
h o Service # 1% Z LA, if ¥ L ¥ Human Relation #f| h i+ 4L 0 TH %
CEHREBRIED.

3rd Paragraph THO &R/ #ME A R~< TV 55, “Thanks a million !” &
%5 .5 Last Sentence (%, Typographical /= Separate Line & L7:445| 237D.
Z AU HTo Sentence i £t/ T, Run-in TH 7o b O L ¥ B X T, &
MXRBEZLEDVHROTHASS.

Enclosure Notation # ¢ +>% % Z X%, Mr. Conway =% T 7= Letter of Re-
quest DFHE LAERTH 5.
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November 18, 1991

Mr. Norton Conway

Investment Consultants, Inc.
625 Oceanview Drive

San Diego, CA 92504

Dear Mr. Conway:

How can we ever thank you enough? Your speech
was by far the most thrilling that most of us have
ever heard. The applause must have told you what
your audience thought of it. It was wonderful!

In payment of your fee, I am enclosing a check
for $100. I am also enclosing a clipping from
our city paper, the result of your interview with
Mr. Kraft, who phoned me to say that the Sunday
issue of his paper would also have a long report
on the speech. I shall send you clipping when
the paper is out.

I know that our club meeting from now on will be
spiced with reference to your talk and to the way
in which you delivered it. We shall never forget
your remarks or the occasion for them.

Please let me say once again, "Thanks a million!"

Cordially yours,
Patricia Preissl

Secretary

2 enclosures
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5 —1—4 Thank you Note to Banquet Chairman

BIh I # - o LB D £ & Dinner Party ioxt+ 283t « RED D
Meeting 7 iz fT7cbitz. EHBRHOFEM TH », Dinne Party O 4> & i
1A ¥4 - Mr. Stefan Wamser (3, 7 % 72 % Z ® Meeting (2 (2 R"E N TH
> totod F O A R % Thank You Note #3265 = & L 7g -7z,

TO: Stefan Wamser,Banquet Chairman

FROM: Patricia Preissl,Club Secretary

SUBJECT: The Club Banquet

At the club meeting today, Stefan, you were given an official pat on the back
for the grand job you did in the planning and th managing of our banquet.
9 This note is to let you know that the commendation is now in the minutes
and part of the history of the club. 9§ I am sorry that you were not present,
for I know you would have been thrilled by the applause of the members.
But I was going to write to you anyway! I wanted to tell you that I thought
the dinner was just about the best thing that ever happened to our club
members. The menu was perfect, the attendance was fine, and the speaker
you chose was wonderful! § I add my congratulations to those of everyone
else. You have set a new standard for chairman of banquet.

Out-going 7¢ Business Letter T3 7c <, Intraorganization Correspondence
ik, LiE L, Memorandum Form # fi\+%. Printed Form 7 #fi L T 5
X, YREZOMKEME S &£ LT, Plain Paper izix
TO: FROM: SUBJECT: DATE: &\~ 7 Caption # Type +4uiX X\

7¢ 45 Full Sheet = # %, Business/ Personal Letter @ Arrangement = %t »
7= Correspondence (3, —#%ic Letter & \» % #3, Half Sheet % Baronial ® X
5 7¢ Smaller-size o Stationery (= #\ - 7: Correspondence # Note * L T [X 3
THZENDHD. IKETV2E, o Letter &£ Note 12, Fh{ Letter T
H5.

Memo Form iz 351+ % Writer ® Signature (%, Memo »NZA & B ICIL U
T, W< 2p0 Variation 3% 5.

— O =



Z ® Thank You Note ®¥& T# - 72 5, FROM: Patricia Preissl, Club

Secretary DF5i1Z pp & T4 Initial Sign # 5K TRGTH A5 L, fobxiE
HRAEFHEECOWT L) Ko7, b THEBIHNED Circular

Note T#H#11¥, FROM: General Manager ®#1z(. No Signature T X \ .

bo kb, RTEFMERDL VM, BEXARMEOHS ENHBLT,
Vo B WIZEDOEIRD B\ G IERT 5 AAE D Memoic i LTI,
Message Body D kiz, #i1c%+ T President © Signature " LETHA 5 L,
Typed Name, Office Title # 1% %34, %##cix Reference Initial % 3%
£\ o 7o o Business Letter @ Signature Section & R4 5 = Lioit
AH. 2L, ZoHBAwcd, Salutation & Complimentary Closing (3488 X
%5~ &z &, Inter-Organization Correspondence D#:#& 5 HE x THURTHSH
ZERRLTHEL.

TO: Stefan Wamser, Banquet Chairman
FROM: Patricia Preissl, Club Secretary
SUBJECT: The Club Banquet

DATE: November 18, 1991

At the club meeting today, Stefan, you were given
an official pat on the back for the grand job you
did in the planning and the managing of our banquet.

This note is to let you know that the commendation
is now in the minutes and part of the history of
the Club.

I am sorry that you were not present, for I know
you would have been thrilled by the applause of
the members. But I was going to write to you
anyway! I wanted to tell you that I thought the
dinner was just about the best thing that ever
happened to our club members. The menu was perfect,
the attendance was fine, and the speaker you chose
was wonderful!

I add my congratulations to those of everyone else.
You have set a new standard for chairman of banquet.
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5 — 2 Collection Letter Series

Collection Letter &, #JHOBA  TIoREDFTH D 7eh - BT
THHICOFER, BRANELTS Letter TH 5. Zhicix, BADES
LERECH T, KD Steps ¥BELGONETITH 5.

1 Reminder @H»H %\ LB RO BE

2 Inquiry HHEMEbR LT B{RO BB

3 Appeaal ERT, B HLEHOBM

4 Ultimatum &> TR A R 3 IRKGE S O B

B & b BB 3 L 4 Dflicd 50 &>, Strong Appeal # A5 #& b
»5b.

Business Writing & L T, BRIt U% Letter Body HEDHE DS X5
= & 7255, Complimentary Closing & Signature Section iz Z{tD % % = &
# L, [A—® Addressee iZxf L T 4 % o Situation » Message O % IZ (¢
- T, Letter # T2 EHK i, ThXho Letter 6 Zb LUHIGOH
HREZ EHIEHTS.

5—2—1 Reminder

= o Letter o Situation & Purpose (%, FAFEO#iH % ¥ T 4 FH O LK
ZXLT, TOEX@EML, TOZHIERDDZLETHS.

BBz K & e @BOBA RN E LT, TLWREOKB/RFA bE-Z L TH
%76, Friendly 7c Tone (2 ff7- 7 H¥a. % - T Complimentary Closing
4, “Sincerely yours,” % % \ (3 “Cordially yours.” &, 2@ h D D& L
T\,

Letter Arrangement 3, , Business Letter Standard » |, Business Letter
Writing DA% 5 % 2 #- (1) Purpose (2) Message (3) Action Clos-
ing DIE % KL - 7= 3-Step, 3-paragraph Letter &+ 5.

Mr. Peter S. Ford, 1-2 Akasaka 3-chome, Minato-ku, Tokyo 107. Dear Mr.
Ford: Your account with us has a one month past-due balance of ¥850,000.
Can we help you clear your account ? § Because we did not receive a re-
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sponse to our last letter of January 31, we believe there must be a good
reason why you have not paid the bill. { Pleasesend us either a check or
an explanation within the next week. I am confident we can work something

out. Cordially yours, Geroge Tamura, Collection Department.

February 7, 1992

Mr. Peter S. Ford
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

Your account with us has a one month past-due
balance of ¥850,000. Can we help you clear your
account?

Because we did not receive a response to our last
letter of January 31, we believe there must be
a good reason why you have not paid the bill.
Please send us either a check or an explanation
within the next week. I am confident we can work
something out.

Cordially yours,

George Tamura
Collection Department

GT/et
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5—2—2 Inquiry

February 7 ff® Reminder iz 7\~ LT, A& dEEHB L E, X6
BB L. o THEIXERTORERM -G s, HHZRLT
DOFPEBROBM L 7cs. 7\ { &7 Friendly 7z Tone %% L, Closing
3, “Sincerely yours,” i\ L T & % »%, Signature (3 Collection Manager &, i
ELhoa—BEFDELICEL), BOBEBERLTHEHZ L uHx 5. Letter
Body (1 3-Step =¥+ % %, 2nd Paragraph ©® Numbered Item (144X Dis-
play +%. Zh#EMDOF D % % Run-in T Type out L Ti%, FHAHL5 2
Z, AENEEL B, ZODEFERLTRIE, —HEBRTHH, ToZER
BHCEBTELIITTHA.

Last Paragraph i & 2 % Up to Data (¥, = ®#&, Verb “bring”® Comp-
liment {Z7c » T\U 545, Hyphen (24EMTH%5. = 5 L7 Compound Adjec-
tive iz 353 %5 Hyphen D Bl DT, ZOBLSICMBE LTk & v,
Well-known singer (=% Hyphen #32 % /' She is well known TiZith % = & ;
X 5 1zi% This tax-free goods »° This is free of tax iz7¢ %5 Z L7 &, EHHT
BRI b D TH D 7eh S, EAMT: Grammar O L BHHICRITH LA
DHE AL LI EE R S ¢ 5. All Caps & L7 MUST offiv v, &5
243 & h % Handwritten Draft T# < $&i. . . you must let. . . Lig
S TWAZ E#RL, AFHC Proofreader’s Marking » il % #GE S 5 &
L4, Case Work i B3 5 EFHO—2THAH 5. X B35 DHBHHPS
RThoteh, REDEBH A>T biE, HREOCREIBLNL v,

= o Letter # Type out 3% fcdici, 43 Letter Body 232V SR\ 5 2
iz, Numbered Items % Display 3% = £ T, ELIZEL DITHELELTA.
€ - CT3@ B 5-inch line Block Style TH@ 9 1cfF» 5 &+ % &, Bottom
Margins 4 2« < /s > TR Lu.. Writing Line % 6 inches & O A5 % 7,
5-inch D ¥ ¥ 7¢ 512 -pitch #fH 5 2% h Tlrv &, 5FLWE hrhb., &
hd, LA Trial Error & LT, #DEAMI Letter #fFH & T b,
ImproveX #7172 5L W EAH 5.

.



%Z LTX BT, Z 5 L1 Long Letter % Single Page 12t % #2% @ Square
Block Stytle # 75 L T Retype &€ %. & 5 /s 5(X10 -pitch TH R Hrik
>TK 5.

Dear Mr. Ford: Because we have received no response from you to the two
reminders about the delinquent status of your account, we believe there is a
special reason why you have not paid. Can we help you? § Please do one
of the following things: (display) 1. Send us a check for ¥ 970,000 to cover
the December payment which is past due and the January payment which is
due today. 2. Send us a check for ¥ 850,000 to cover the December paym-
ent and an explanation of your plans for taking care of the January payment.
3. Write on the back of this letter a frank explanation of your difficulty and
your plans for taking care of your obligation.  Although we prefer that you
take care of both the December and the January payment today, we will be
pleased to hear from you—even if it is only an explanation. Between us we
can work out an arrangment for bringing your accout up to date. But you
MUST let us hear from you right away. Sincerely yours, Yoshio Sugimura,

Collection Manager

— 31 —



February 17, 1992

Mr. Peter S. Ford
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

Because we have received no response from you
to the two reminders about the delinquent status
of your account, we believe there is a special
reason why you have not paid. Can we help you?

Please do one of the following things:

1. Send us a check for ¥970,000 to cover the
December payment which is past due and the
January payment which is due today.

25 Send us a check for ¥850,000 to cover the
December payment and an explanation of your
plans for taking care of the January payment.

3. Write on the back of this letter a frank expla-
nation of your difficulty and your plans for
taking care of your obligation.

Although we prefer that you take care of both
the December and the January payment today, we
will be pleased to hear from you--even if it is
only an explanation. Between us we can work out
an arrangement for bringing your account up to
date. But you MUST let us hear from you right
away.

Sincerely yours,

Yoshio Sugimura
Collection Manager

YS/mi
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February 17, 1992

Mr. Peter S. Ford
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

Because we have received no response from you to the two
reminders about the delinquent status of your account, we
believe there is a special reason why you have not paid.
Can we help you?

Please do one of the following things:

1. Send us a check for Y970,000 to cover the December payment
which is past due and the January payment which is due
today.

2. Send us a check for ¥850,000 to cover the December payment
and an explanation of your plans for taking care of the
January payment.

3. Write on the back of this letter a frank explanation
of your difficulty and your plans for taking care of
your obligation.

Although we prefer that you take care of both the December
and the January payment today, we will be pleased to hear

from you--even if it is only an explanation. Between us
we can work out an arrangement for bringing your account
up to date. But you MUST let us hear from you right away.

Sincerely yours.

Yoshio Sugimura
Collection Manager

YS/mi
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Mr. Peter S. Ford February 17, 1992
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

Because we have received no response from you
to the two reminders about the delinquent status
of your account, we believe there is a special
reason why you have not paid. Can we help you?

Please do one of the following things:

1. Send us a check for ¥970,000 to cover the
December payment which is past due and the
January payment which is due today.

2 Send us a check for ¥850,000 to cover the
December payment and an explanation of your
plans for taking care of the January payment.

3. Write on the back of this letter a frank expla-
nation of your difficulty and your plans for
taking care of your obligation.

Although we prefer that you take care of both
the December and the January payment today, we
will be pleased to hear from you--even if it is

only an explanation. Between us we can work out
an arrangement for bringing your account up to
date. But you MUST let us hear from you right
away .

Sincerely yours,

Yoshio Sugimura
Collection Manager YS/mi
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5—2—3 Appeal
Ri[E, ¥ X OH[ 4 [E10 Reminder & Inquiry (February 7 £+ Reminder @
TE L AuE, Fo8hic 18O Reminder A E TV 5 Z LTl - T B
5, BE3IE) LT, WERACERE b e huE, Zihb ey, Collection
Letter DR # B T % Ultimatum i A 81, & 5 —F, 8\ KL EH Y
Fz B0 Appeal D HITH 5. T b, it Ultimatr Ultimatum 12
ELREMBBRMELELTEIL, #->T, FRRVBLTH 3wk
1zt %. Complimentary Closing (% % 7= “Sincerely yours.”® ¥ ¥ T X\,
Inquiry iz { 5 XT3 HE 4 <, Display & 7\ 425, @ %H © Block Style,
5-inh Line T#4% T& - T, Typographical iz(, % &R D 7z\ - Letter & -
£ 5
Dear Mr. Ford: When our credit manager accepted your application for
credit purchases, he did so on the strength of the good reputation you
had with your previous suppliers. § Now that time for payment has
come and passed, he has written you some frank letters in which he
asked that you live up to your reputation for prompt pay. That is as far
as he can go. 1 Before Tokyo Sporting Supply turns your account
over to Tokyo Collection Agency, may I urge you to pay now —to keep
your good reputation and to avoid time-consuming, expensive collection
procedures. i I shall expect to receive your ¥ 970,000 check within

a week. Sincerely yours, Hisashi Amino, Division Manager.

5—2—4 Ultimatum

Reminder, Inquiry, Appeal & FIEZ B A T, 7cBREDOEIPRL DOH T
& OBE# @S Ultimatm TH 5.

HHT, BEMeFH\ i H Deadline— Typographical iz Bold Face
Underline TH##T 2 — #FEL, UL L TRKICIS X EERPCFE
xHHHRT A, Oz, BT Deadline ¥ Tic BESEDO T A ER
T5.
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We have set a deadline (March 13,1992,at 5 p.m.) for your payment of
the ¥ 970,000 still due us. § We expect payment before that time.
Otherwise we intend to take the following steps: (Use run-in style here)
(a) report our experience to the Tokyo Credit Association, and (b) refer
the account to the Tokyo Collection Agency. § Their attorneys say
your legal obligation is beyond question and that you will be obliged to
pay the bill plus court costs. § We would certainly prefer to avoid
taking these steps. We believe you cannot afford to have us taken
them. However, we will take them — unless we receive ¥ 970,000

by five o’clock on March 13. Yours truly.

Complimentary Closing (% Formal 7¢ “Yours truly,”# {# 5 X & = & #5841
%. Ultimatum OHNEIC X > TH L7 X 512, b2 Friendly Tone %71
T -1z, “Cordially” # % \ i3 “Sincerely” category o Closing (31 EF T#H 5.
Zhuz o LT “Truly” category @ Closing (=%, Formal Tone #* # & 4>3 2
s, Critical 78 &®H 5\ 2 Crisp M BB A RT LD THLH I LEHMLETE
&

%z Signature @ 5 % 1z Company Name — JE & FI| i th, 8, Wit
EoHBELHAH 5 b, Organization Name & .53 5 A —##ITH2d Lh
mo—%BFTH B Lickhh, TOMARYHETS. Typographical iZix
Complimentary Closing @ ¢k iz Double Space - All Capitalize 3% . 4% D
Z &k 7eh s, Letterhead @ 1 47 B Print L T 4% % Company Name #% Sig-
nature D ¥ x ICHEHTHZ LIk > T, o Ultimatum 3£ (B %\ 2H
) 2BEOBETHHLvBRATHLENHBNTHS.

% - T, Collection Letter Steps ® F - Kffifi: &, Signature Section 1=
Company Name ##8F% D2 #%4 T/ . ¥ 7 L% Friendly Tone % & & 5
LT HBMETIE, BADZLTHS.
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February 24, 1992

Mr. Peter S. Ford
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

When our credit manager accepted your application
for credit purchases, he did so on the strength
of the good reputation you had with your previous
suppliers.

Now that time for payment has come and passed,
he has written you some frank 1letters in which
he asked that you live up to your reputation for
prompt pay. This is as far as he can go.

Before Tokyo Sporting Supply turns your account
over to Tokyo Collection Agency, may I urge you
to pay now--to keep your good reputation and to
avoid time-consuming, expensive collection
procedures.

I shall expect to receive your $970,000 check within
a week.

Sincerely yours,

Hisashi Amino
Division Manager

HA/mi
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March 3, 1992

Mr. Peter S. Ford
1-2 Akasaka 3-chome
Minato-ku, Tokyo 107

Dear Mr. Ford:

We have set a deadline (March 13, 1992, at 5 p.m.)
for your payment of the ¥970,000 still due us.

We expect payment before that time. Otherwise
we intend to take the following steps: (a) report
our experience to the Tokyo Credit Association,
and (b) refer the account to the Tokyo Collection
Agency.

Their attorneys say your legal obligation is beyond
question and that you will be obliged to pay the
bill plus court costs.

We would cretainly prefer to avoid taking these
steps. We believe you cannot afford to have us
taken them. However, we will take them--unless
we receive ¥970,000 by five o'clock on March 13.

Yours truly,

TOKYO SPORTING SUPPLY, INC.

Hisashi Amino
Division Manager

HA/mi



5 —3 Applying for a Position
5 —3—1 Asking for Reference
MBS O 43, Reference 7o X& AITHEEV LT, ZOXRFHF LB
B LiclhEd. 2 ZiE 5 Reference L3, BLTHTIZAXERTS
“BAEA” Tix7e <, Applicant O LIZ TR T RV EhbRELE
BT BN THHZ L%, ETH-> TerhuEiebiny. BEHCELZT,
W B Reference iz 7e /sy . ¥ HE T %5 Application Form 1=
(%, Reference ®IH Hic (No Relatives) LBi/R L THBH DI 2 BRbh5. L
MHiE, EDX 57 Ao Reference & LTHEB DO THA S5 H? SAED
HEBELLTHE, ROLSKEAELENEZOLNRS ¢
1) RHEBARE — T OMA « Bhf
AANDOHHR, FKEREE D\ T oD Reference (Character Reference)
2) FRBIRE — P« @K « REDOHER
RADFEHE « 7] « B « Fifils L12ou T o Reference
(Educational Reference)
Applicant i BEDH 5 BE 1, BT
3) (FiD) BBRAGRE — AAOEHH LIcBHO L7 « [
RADBEBC 35\ 5 BHIRYL « RBEE « BESI7c &iw D\ T D Reference
(Business Career Reference)
T HiICZ DA,

4) WIBEGREGRE — AADFE L, FTE LcsEG%, 6z, Boy
Scout ® Den Mother % 3 4 fs#heb 7= = & 3% hix % © Boy Scout o[
£, Hitso> Chorus Club iz 5 4EfjV T, HBWFES Sub Leader & L TiFEH)
FThiuE, £OClub DEFE Vo7 L 5T e o o

ARAOMENY: « HFE < $55 ) « M) 7x Lo uTo Reference
(Social Activity Reference)
5) EHRBGRE —ARADERE, BKE
AADEE « @ERAEIC S\ T D Reference (Medical Reference)



BREOBRK, b R, KOEAEHLEN—BITHA .
1) Character Reference & LT, &% &K OBEHKE, 55\ KA 7
7 7 EB O « B
2 ) Educational Reference
BAR/ KR¥EOIEEHE, 1 — L EY4HE - Application # kD
¥t L OB KIET 2 BERHH O M H R

Reference (3475 < & b 2 &LLE, BB I THDOVBATHS.

Application Letter 1= #5ff3 % Personal History iz (3 Reference g H 73K
Mo L, ¥ED#E(HT 5 Printed Application Form 1234 3% Reference
HEREATHMY DB TTHB. Lichi-T, RBFREOLECEE L EE
THMBEOMREEE 2 T, HHh U Reference & L THH LA « &R,
Reference ic g » T e i T E BBV LT, ZORFXELLFRELD
Teu.,

f#5F 1= Reference & L CHRi%BF5 “EEER" BB NETH 5.
EBE VA Refer ¥ 7- & Fio — B X B0 Thel, BERC
Lo RefertioThho5nz L, AERDEFECTE > TiX, 10 pagesic
#3% Printed Form #\ b b Fill—in T2 L 5 nHEXB LT B2 L4
Pig i — “FLERA " LBREXLL > 0D, %340 Applicant
A DERAND.

Letter of Request Asking for Reference
May I have permission to use your name as a reference in making a job
application? 9§ In a few weeks, I shall be graduated — a happy fact
that means I am now searching in earnest for a good position. I know
that using your name as a reference would be a real help to me. § I
am enclosing a postal card for your convenience in replying. I shall be
grateful if you will give me your permission; but I know how busy you
are, and I shall certainly understand if you are unable to do so.
= A ==



Letter Arrange (3, FOHE»HE
%2 T, %48z Formal Personal Letter &
4+ XX Th%. Sender » Address &
Date »: 7z % Heading i2#f ¥ b, Salu-
tation, Letter Body, Complimentary
Closing &4 T, #& bz Inside Address
(Name and Address of the Addressee)
/%€ %. Business Letter T 7z
\ A5, Reference Initials 7¢ &' (38 LT
A TH%. Letter Style (2 Semiblocked
T X\, (Indented Style iz & h T /g
4 D TH - Th, Typographical 12 &
HEEF B b kRO U s a0
B nHTHS.)

5 — 3 — 2 Personal History

Personal History # %\ \( Personal Data
Sheet 3. Applicant OB # £ L T Em-
ployer CRTHDOTH H, ZOHE IR
H - % Application Letter iz Enclose 4 %
Z ke h. #t - T Personal History i
(X3eH T Sign $THEI . KA Fh .
ERT LV o X b Tl L2 5
7i &  PersonalHistory (3% ® & & H
CEoT, RRHZNEHALXESNETH
% . Appli-cation Letter D%} F TH 5%
FOUBEELT, THbkfEmy
M2 2 bRl ? R, FA
5L, BMEIKEBLTHFE L.

10-15 Sendagaya 1-chome
Shibuya-ku, Tokyo 151
March 5, 199,

Dear Professor Suntinger:

May I have permission to use your name
as a reference in making a job application?

a few weeks, I shall be graduated--
o gy fact that e L am now searching in
earnest for a good positi I know that using
your name s reference would be . real nelp io
me.

1 am enclosing a postal card for your
convenience in replying. I shall be grateful if
you will give me your permission; but I know how
busy you ‘are, and 1 shall certainly understand
if you are unable to do so.

Yours very sincerely,

Biko Horiuchi

Prof. Anton Suntinger
5-4 Mejoro 3-chome
Toshima-ku, Tokyo 171

PERSONAL WISTORY

NAME N FULL:

Eiko HORIUCH

23405 9876

. PERSONAL DATA
. Age: 20. 1 was born October 11, 1971,
. Weight: 5 feet 2 inches.

Waight: 124 pounds.

1
2

3. Maritel status: single
4. sporte: Tennts, Skiing.
B
B

. Compus Activities:  Typing Club, ESS.

. Residence:

Live with parents.

3. Academic and skill achisveme:

3 Conversstionai tnaiin

& Typewriting: Class Certificate of Tok
Chanber of'Come Tnd:

eeeeee

he: hat the above atatement is
e and’corvect 1o every deteil

cen 23, 1992

— 4] —

High School, March 1990,

be




RO Z Lignih, BAEC LS EVREEROERS S\ IXRROEL,
LTFBIEHDOEREEXRBLLETTHS. £5°0 “HEiL” 0BRO-OL D
5 Ly, = huw“No punishment, no reward,”7¢c & & B, “HEB XA
Tl Elel” LT U2 bhsnd Liew. vy, “HE” o “B”
CREREI. 29 LERERHA S DR EFOECH M HNET, &
Lo ha#RL XS5 &34 “No criminal records.” LA L “Bift7s L 7o &
LEENRD 1D, x> T > TALRHL BV AELTHSH. Wording
720+ Tre <, Punctuation i $ £S5 CERET 5. ¥ - R T 5 Personal
History #° Applicant D8 #5| -5 4D TH-1obo b Ehicw. FHAL L
- i+ Personal Data, Educational Record (R 7-\ Fifff, &#&, BEHx+0
7ehvichnz %) Experience Record (& h b AHAEROBECH - Tix, BE
DHHINERILZ LB, HFHRICLENDL. LKL, LTFIOMBOLE
@)% Reference iztnz % = £ 7% TH%) % LT Reference 3 /e &
3 2 %M T 5. Reference D R Loz, ¥hRiDOZ & THDHDLEDL,
With their permission & T4 #ix TisihiE, F < 7c<{ & 4 Reference o 4%
Lo\ T Applicant (ZEH LTV A Z EHBRLTH D, “RIEAN" &
#[[@ LT, Reference oA D4 hii## < X 5 7c Applicant & (%, £»>ZH
EWVIHIHLDTHAB.

5 — 3 — 3 Letter of Application

3 A® Reference i Z &KV 1272 &, £ D4 Hi% 8 7- Personal History
MTEBHIUE, L X BIETES K LT Application Letter % i < Bf#
KTA%.

Formal Personal Letter Arrangement T @M T 572, M- T b7ch,
Personal Business Letter Arrangement & 3% (3 5 73 X \». Personal Letter
Tdh BN, Sender » Address & Data % #l 4 & 4>+ 7= Heading i12ti % b,
%z Inside Address ¥ 7c4>% Addressee © Name and Address & #£¢r = &,
Standard Business Letter /¢ ZDJEFF L 7c%. = Z T Business Letter © Minor
Parts iz %3 % Applicant D413k% B+ & 5 & 34U Attention Line |~ Personnel

s



Manager ##->T< 5. ABBROREZLFh-Tich, ¥R hwnz
LS

Attention Mr. So & So, Personnel M.
L4+ 7%. Attention Line # {if » 72 %, Salutation (343 “Gentlemen:" (= 7¢ 5.
Zh#“Dear Sir:”tp“Dear Mr. So.” & T#% L X 5 % D7gh Letter Writing
DHBAREXILETH X o IefER e/ D,

Y ATg Letter TH % 5 7243, & b} Application Letter & d7c% &, %
FTRLOATRIIEE 22, BEHEMLABTERANEA LR S, Stereo-
type T Out-worn 785 & h LA X ER T/ HRE D TH%. Interview D
AbFET, “UHERORHA, BEX?" CR LT, KBS EHFYR
BIEIABVRLETH L0, RBOFEIZHI-0nLOMEHT, oDV,
Applicant D AFIZH D2 h Liiouad “BEDHE A= 553KME e « o7 &
THEZL LI DAL, “Bllizd bOSHTHEETLTHE24H TN ?”
LIGUBNBATHERI > THD. THai->Th “BECTHEF] - « «7 L&
S TR\, “BictcOBEER ez, Yz ZicBLTV2
DTEHHERA!" ERONBIZEE > T 5. WTFhd Sender Side 725
D FAT, Receiver Side ~DEEH K todbTHD.

10-15 Sendagaya 1-chome

1) Purpose, 2) Message, 3) Action vt e 131
Closing » 3—step Letter ~ L, Saluta-
tion o “Gentlemen:” iz %f [ L T Compli-
mentary Closing (2 “Truly yours,” & £
4. Reference Initials (3 & & X h RE
T#H 5%, Enclosure Notation (35 % X
ETHH, BE AT L1 2 enclosures
Mz 5. T<7< &b 2D Application
Letter 7: & (%, Applicant (% Personal
Busi Letter Arrang t oA
#» % = L, Attention Line » Enclosure
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Notation DFHEDEHMLTUVAHZ ELbhbMb, TtsA T 5 LcRBR
> % ftao Applicant & (X BV HIREN DL X TTH 5.

2=\ vz Applicantion Letter »* Accept & tc7e b — Z Z TAD T H¥FA4
ik, received & accepted & DHAN\KIER L T — KRic 5 BRI, ©
¥HEo A/ iz b X 5%, Employer il ¥ L 7= printed Application Form
wwFillin %2 & — ChAFREO Z L v flicBF g, FHIIER
MBS THAH 5 — i\ T Personal Interview & W 5 HCs 5. ZZhbk
% Employer %} Applicant D 5220 H\ T h, #RH LABEOEL. S
OIAEFIC 5 7cE LT, L x#Ai%Applicant D¥RE LENTHN B Z L
THbH, TErLEFMLLVLOK.

Business English Education (R %, —j#iz, Practical 7z Field & Situa-
tion # 7% 7E L T Case Work (%, EF|7c Program # #fi L, A% THEZICE
UHeHEYERT 500X, LTFPHYL EORREXEFBELD0THS. b
LIbh, BMTHEEORBACL > T, FHEZEOEHTh1bLTRET L8
Grb s Lhisv. 25 LB 2EE0ZFMO Y, chixgr,
[ L B G HBETHLHOKD, KDL OICEL TS :

B TEMESBOBBEIETHZ Lz, PEETH-TH, LT
DD I ZTHH-TH, HEML, DU EWRIELTL 2%¥40Hh
E, b5 Th TR THAY. KB L, FEDEHERAECERLTZA
EBEGCRB LA THNT L EMEBONETH ), BEELLTH-LD
RREZETHD. LLTER, WIINENCEIFETHLELE, HHE
OBBELES), SLRILOEBERXILY, EBRMCERTELID0THLE
LxEh Tzl b,

UbixFs, ABERESEEL L.
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BT OREF T 2 B « FEFEO BB
BOTHOHS O BAs L
oM T

0. FLBIC

EEZFOEFB/L, —BOWCHAAETECL > THELLOTHD, LEHE
L TRBRCHMIcRTFC R AERA I AbND, T, BROEEORFEC K
T, TOMERHCRBEXHE2 5 ARAAFEFEOR I i ev, TOEHE
LTk, BAELEEOEHCEANIGEC DD IDEELLRD, LoL,
% ORESEEL, AKEOLDL 5 N KBS OX B U ErYRIFL
ERAEBEOREYHEL TV H1COVWTEHE LT I¥FLHEI TV
DHRRTH %,

FHRLTREFBOWHZTOROMHEOAH CELAXKL Y, FBhxTTH5,
BEREPMELEOTFHFLLBT 5L, BAFTORATACH\ - THE L AKX
DRITIZ AL > 1BV RV, FhIC bbb, ERCEEXRETHE
AN E LTV B, 2 2 TRD B aERE, BEROHEMSF TIRT
hENBHCHENMTOR TV 5D THHH, ARADREEBEDOREE
B S ERET, ThEhOMERREXMACERETL LV 8T, ¥
KSR BRALRI,, KRLCEWT, TOHEXRAERD, 1, FR
CHAADREOMBEA L ROFMOHT & Dhbb b HrBbnicT 5,

ARLIUTFOL 5 BRI 5,

1. BAFECI I HEOHHE O

1) #AES

2) [EOHE

3 ERBEALHED [(t]

4) FEHED 3EOTHFEZOHK
s B



5) Bi%EHRS
2. BARAFBEOWHE ORG ORMEA
1) FEODLREY VR TRET AR
a. BAUFETHHL | SHOKE
b. HFEMENOFFREMBICHE T
c. VS A HOBHE O
2) THEG THASYRE SV TREETHEA
3. BoWih L RFOEAH L &
1) BEDOLL A
2) RIRHE L EFEOBR
3) BAEFEORHFD 3 >0ER
4) A7 7T ACHERPCHRI NS 3 D088
5) VO TI{H & BHDHSS
4. BEEFOMBOE ML SH
1) HARGEOROBHK OB
a. BAEOFEHE
b. BAGEOWME OME OEAT
c. fiStE LToORE
d. BEOMIEM L MBOHE—H
2) HFEDOBOMBRKD SR
a. HEFEOHMME
b. EROBHEDORE : MM
. A OWEE S b OBME OHKS
. RIcHFE S L OBMT O L AT BT O
e. WRHEHWE, BHET AT, HRTHERETOHES
f. BOMBKOBED LRI
g. BHOME D HHK
3) BEEOROBBDOHETTOE LD
5. ¥&8

o o
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1. BRBCRBORBEOBBEOHH

1—-1) #AHA
[p, d] [k, g] OREFMAIAEEM TR ARV, 2k [t, d]
OREHIAEEBETIR THLOVWLT, EETIRERTH 5,

1-2) [IIBDHE
KEOWHF I TN THRVCIEXHS, HEHED (p] [t] K> KR
F~ o FOKEBETIRER G, 208, ZOHKMEN, CiC:Csk\vdFHH
ARV TRU T RIS A E L EAT 5,
[p] BV EMCERCHNLHE eg. peak
i
CiC:DC:& LTHRIAHE eg. speak
i’
CiC:CsDC & LTHNAHE eg. spring
AAGEOHHE OBE, BHTRBERC SN, [EOHIMNL D, 2
ELTHEBEL T EDTe,

1-3) B#EHcBE ERFD [t]

TAVABEED [t] 1k, BELRFOMT, »ORBOR\VBEDERD
MBS LE, MOMBIHLEELTR-TFLNRD, 20 [t] Fig,
HEO [t], #ED [t], 53552 5% (flapping) £ b vbh, &E
DRECBECEMLUTHAEDZ L THH, HhLRETOEMBFMH L L,
FEHROES $ 59\, eg. butter, letter, put it over there

AABTRZOHEED [t] XFEELR,

1 —4) FEHD IBEOFEHFEEOHH
_.60_



KEOELVEHD 12K, BEHOIBEOTHESEL DD, 1218, Thicik
B LWEIRID - T D, S AEER, EARRCERTE —HRE i
LWHETH B,

Ci Ce Cs
1 splendid
p r sprinkle
s /t T struggle
\ k
™ r scramble

Figbb, Ci1ELTHRIHD, &E, WEOEEE, C.LLTRIHE
DIEFEOEHE [p, t, k], C:hbbbhbDREHELTEVS Z LI

(1)
%,

1-5) B%B%

WHEORE T, FHEEE T HOWBELBIEL, BELLLZ Hciz—
B (f) WELHOVEETH D, BEIRLVWEL LATESTESAAAKR
BTz b, DTORI TR THEBOBHNETHHET 5,

(Bl—1) BE, BEEOELT
kept, stopped, asked, begged, collect, factory, capture
sick baby, top drawer, hope to, rub gently, big dog

Bl—2) REDOELT
signal, picnic, kidnap, abnormal, milkman, postman,

not now, get married, drink milk, cold meat, help me

Fl—3) MECEZEFTOELT
landlord, grandfather, that shirt, hot valley, short raincoat
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stn &stl &S FHEERBCECTUR [(t] F2° TR BRI TE2chi%
T5, COBODERBEIREENZLEALAULTHAFELVEL-TVHLE
B ->T\ 5,
(- 4) hasten [heisn], moisten [ moisn], listen [lisn],
fasten [faesn], castle [ kaesl], whistle [hwisl] ,

rustle [rasl], nestle [ nesl ]

2. BRAFEEORREFORFTOMER

BAGELE-T, EFTRFETHE Kboth, FENERBLTVSE
LD E U, ZOXS RBHEOHE, BANRKOR DL LL R RN LA
HLTHH, 1) BHEORCREY AN TRET A 2) FHERSCHR
FaBikI Lo TRET HHEA

2—1) BEFORCHEXY ANTRET HHA

oA | FEREOER, | FHAOTEEE, WUV SAHOTFEESEL
WHORBEHLPH VAL TE LS, | FEEKTREBEEANRASV LS5 CR
HFETHI LB HETH, FEVERL VDL ZATRERRD S B
BFEORACREX ANTEE T EAIERS, REBLEILZ SMET
X7\

a. BWHETKDL 1 EEOHE
BEobLic [o], HHE [u] BEXST T2 EHTRELLTWHE
5%, BCHLECEL ZAOMNBRERTHHH, ECRFELFELY
BLTVL2EDOFRIALNDI LB D, £H\ > EBEOHE, Kotk
WIERVTHEBEBHIEGINER TV 5,
(- 5) fight [ fait] — [fai-to] brand [ breend ] — [ braen-do]
block [ blak ] — [bla-ku] flag [fleg] — [ fle-gu ]
crop [krap] — [kra-pu] club [klab] — [kla-bu]
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b. SFEEMEHAOFHEEMBICE T

| BEMN2EMU LT, EMEEMOHACTEERE,N DY, TOHIC
WHENDHHHE, TObLCBEANSLTVHELD S, TOKE, FH
Bhiex, KEFELTRMESHWELcD, ZOHEMZEBRNS AL
5 DT, FHIDEFORLLTVOETH ZOBENKE->TVH I LA,

(51— 6) frustrate: [ fras-treit | (2 &) —[ fras-to-reit ] (3 ¥ i)
registration: [ reds-is-trei-fon ] (4 ) —[ red3-is-to-rei-fon ] (5)
bankbook: [ baenk-buk ] (2)—[ baen-ku-buk ] (3)
adaptation: [ ad-ap-tei-fon ] (4 )—[ o-da-pu-tei-fon ] (5)

c. WV _AAHOBAETE DMK
HLDOAKXAFBEOHE, | POMEL L TRERCREETETLTY,
HEELBEORRALYEL THBEOTEEG) B E 5 L &, THAKLETC
RO NHLTHL, ZOFRRD 1 2, |EHO 5 LICRHF LML S A TRE
LTLES EWH ZEnbIFbhb,
(#—7) @ part # time: [ pa:t-taim ]—[ pa:-to-taim ]

@ black # comedy : [ blak-kam-e-di ][ blae-ku-ka-me-di ]

@ good # poem : [ gud-pou-im ]—[ gu-du-pou-im ]

@ black # tea: [ bleek-ti: ][ ble-ku-ti: ]

2—2) FHEESTHEEBE SV TRET HHE

KECTRBBEEOTEEE) DL L, | FHHNTL, EMLEHORAOS
HTH, TRAVATY, FUHOBETRIFLLTIBEELTHC 2 5,
EH, BETHEERS, BORER KL ORBTLRET HMECOVTR
HIHdT D, O, Hilihids Lics 2 Aciz—8 (] 24105, A%
ADFETIE TH] ofRbhic, BOBKLAELRVALTHD, LichisT
KOGIOTHEBOWHZFIHE LT, 8o (M) L LTHCxsXELIA
TH5HM, BAAOEFTTRERELT, BREN2OMILTHMI 205
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BEALOAEAICEDR D, ROFADTHBIKET 5T xHbbL T 5B,

(- 8) asked [askt] stopped [stapt] begged [ begd]
factory [ feektri] collect [ kolekt ]

don’t talk [dount to:k ] drop down [dm_p daum ]
3. BROFhERBFOERML &

3—-1) EDOLLA

HE L@, 0, &, W, B, KF, MLV OFEREY O - TFEIH
TLIAHDEIDEBTHS,

fiti L FEOBICERHY DD, ZOFEHRL T EEMAE L TH UIRE
DEE, inbHAEKOENT, EHIERBT S, ChrRIORBXF)
T, AHrREIR), RS THLMTE, Thick-T, &
HORBEHLELL, & Moz RE T[22 AMEBhD, FEOEM
KRB H B

LS LECE D THBELLIE, L2 E—AKDLTHDL > LdD
THHELIE, Fri7, v BEXEALTERSH, E—0iRBIBICL
MR LAEVDOT, ALEROFT LAHMER VLW S ZERERBIESLS, KN,
ABIOFEEIMER L » EOHS T, R LG TERE Y LIc—KDETH
b, LbEOW, Fo&, MREEZHDZLCEI-T, ¥LABELESZ
LiE-T, BEOBERERIIIFLHer b, TDOLFIELHOER
BOBEARBE K LcBEROEEIN, #BL, noAOBKLXEH,L
THW LD, TOX LT, S TEBHEORYE, MYy, BAYF, FEF
WEVHEhD, 2% ), AHOGEOH->TTETV5 IO/, FILE,
FFYRy b, A, F—F=, EyarlElorwEibicldl,
L OF RV HES XD TEEEDE L5 b TH 5,

COMOFEEL LT, BETLEAEN DD, BEFTICHADBRNY

— 5 ERED LRI R HEREY £ b7k > THTL 5ORTV5, OKEA
M AR, ERLOBICL hEDLIDEY, TLCERIhD Z L1
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Te < HAEHE A > T bbh 5. BAEREEOHOD BB LELIH L,
Wios &> DEGERB < LT, %O U@ s B 72 & 2B E T,

3—2) KMELEFFEORBRK

OEROSHELX KT 2HBE, TRO L 5 il L TZ2Lofihr 2%
Ebhh®Tv, PREA L VT, MinboBI A2 LETHREL L2, C
BEHCLHRED, C.iF, R IVOBRIZ2EDTHD, A1, Ao,
AR EhoMBTOREEYH b LTV 5,

Jii R
o I/ L] // B
P m; A A As
— Y [77 FT] \\\\
Cy Cz
fifize & 225 % ki %) &, W, B a2 b 225%
LMY XD & BEIED poals B

BE : CivgiEdbh, CoABVCTW 284, A (BPTE) AAL, &
HWORBINE LT 5,

A>A=As

222

-

A :{E

&M&
m

NN

Cingigdbont CloARDB X 37\
A HRE)

BETE: C2BE, C:AREDLRBMBALLATLBHE, AEHE
TUWBDTERRENIE S A, FEOMIDOME * TRIFE
AL, ZRERB LY Tot+ohbnLis,
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A=A>A

.-y h <
=
CIoFEFIIV L & FEICEES, HDWit
[ROB E 1% AP TE T3

FH [h] : BFHLFENCEDNLRIEDI L, OEROKFTEILD
KRELR LR S,

Ar=A=A;

o o L
=N"n*A*

Ca Wi i 12 C1>Co

HEFE  AELEEAO™ACREDIESR D, BEFTTELEERDO ST
ik

A1>A> A3

N

S 4 EER <En
>N T S

3—3) BHEFOAFTD 32068
BWHEOFHE R, NN B O — R — KD 3 SOBEH LR DT>
Twd, ERBRELXE-> TROWhXEASL, FASMYRELTRY LY, K
COREROMERSZRLES L5 LT, BrBAENCHET s tct-
TRET S, ThrRDO LI cRALLLTHS,
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IS RFF W (DR b A )

WHEOME (p, t, k] ot LR TREMAM LIt ->T
BEIND, 205, BRORER UMECHA#EY S 5FEFTH, £OERED
WEOHEHRITECL > T, TRERL, FPrCLoT, »ighiE->TL %,
ADoK X, a0k, BHOMIOERE, 7AL V-
2 YOTHEME MR, T 5RBOBMI B ERYRET 506 TH
%o

3—4) A7 b r /7 A THENCHR IS 320818

WZF I A7 + v 7/ 5 A (spectrogram) O & T, # - (silence) & #%Z
(burst) 2BIHEICHER TE 5, LOBBEFTHAHNEVH Z LXEROBED
7 4 07 7 b OZFEBES (transition) (I X - THEARANCILER SN D, #IES
i “EHT 5T, SREREEICH: Y, SE=AAF -OSHANFELT
Wigly, 2O Z LFRTENICRBEROTIhNA L C THMIhTWAHZ ERIRL
Twb, 20 “BAR" HHRLEL T 5. & ARBOBRICHIC D,
WZER 5 B RC X 5 [IROWH AR TH5 T, B MRS h 5B
Bho8 RO <2 —vThHD A1 27 4 1 (spikefil) R TE 5, =
DARL 27 4 ADBHERFD7 x A=Y b HSbbhBET, TAEV—Y
2 V- EWBRETELHEALD D, TACV—Y s vhibbbhiel L,
AL 2T 4 ABEREORED 7 4=V B bbb TOREARST
ik, BHOBHREIh TV %,

3—5) VOTI#ELBHEHDOME
VOT (voice onset time : FEH#RE)OBIARFHE) LiX A1 27 4 b

BRI S T TCORMEYSLbL, FETOHE, BFHOREIEOK
BEOETL, EEOBECIMKLARIY LELD, ZOZ L RKFIT



LIDCHEEDOHE 1+ Afl, BEFOHE 77 ABTHObT, HFEE
DHFE, A 77 4 1L ) BLEHRBSS LD O, [UOBE O
WThbH, 2% D, MinbH LHSh B ETRED b B viRE) S
HieA DAL, £OMEME L ICBIARICEEOAFIC X » TOERIC DB
n, ZORVEBRINTEShAELLLThH D, —HEFTFEHOHE LR
BV ICRAET, BEHORBIAIES S\ ¥ FIC BRSNS iiAuA AR, FHED
PASHIC X » TRERCIcd B, TORVBBRINTIELND, Ao iREIL
BB D, BEOBE, 5V REROAETEOEHRE/ KBTS L ET,
WERAE BRI EHREI L icbity,

VOTRRAWH TS & EOWBHGA S L OFRGA O REN L LoOBRD
ZAL, ERKMEORLEENEENCIEAL TS, Licdh»T, VOTI
ATEROBNCE > Th, SEOEVICE > THRECEL D bbh B, &

FETY, [p]l 226 [k] ~eBBTHORTVOTHEIREL 5,

4. BEREOBOBBOBE—1t & SHE

4—1) HABEOR DO B —#

a. AAREOFEE
AAGEOFEIIHE Lok, [HR]) B0 € — 7 (mora) TH D, £— 7k
3E (V), FE+HRE (CV), FHFE+RE (GV), FEHERET+ET
(CGV) DRETEEKRbLLLDL, THEHEMTE- 7B TIHBE (N)
LRE (Q) 7Mbb, BELIX Al OXFTERLINLRET, BKTCH
FRNFAET 5, RELX (5] ONFTRLINHHEHET THEROBEHED
AF AT 5, Lo L, BELREFRFERC A &iisl, LTFRED
miehbbhs, BEX (Ho, k¥ OMEEKL L OHGILOFZ, RAI
LLTERCHObID Z Lidlevn, BF X (K] MEE] 0 X5 ciERC
bhbbhd, BELREX TAAI Moo LEHETHZ EbTE, &
HEOCEBI G- ThbbhdZ &bl
= B



b. BAGEDOHAEEOHE OREAT
FERED Z 0flE IS, BAETRREOHELDLE, 1 DOHFED
FCHHFOHRICMDOFEIFL 2 E2ieL, BROBHET RS L b
Vo AJIVRATHEDERYIZIATOERLFBHEYI ) EFTATYH, B
FOHLICHOFEINHBEETHZ Lk, 2% HEFOHELHNE LT,
WHEORCIHETRENH LI ONAKRBERTOBM L2 5,
(B—9) 78 [kata] L [icka] % [ito]
ZOFBIBHNTORTORBICHEL T, AAEBETIHAEL 1255
CEIHASE - RO 3 SOBBYLT LD, Lrd ZOROMBILEE
wLTELIL->THRAD,

HAGENHHE OME D RAN
—< VvV
PASH PRFF BRI

c. fIsE LTl

FIIHHRCBEHE T, BPclrdbbbhd, Lnbk-cHBRb T
A OEHEHBFT R L TR UG &7 b,

(Bl—10) M-7- [katta] —% [i-k-ka]l] —=} [i-tto]
ZORER, FAUBAEN 2 HEL Thbbh b, ZOHEOMEORELY
HOBHETREMABL, TOMHY —ERFEIRFFL, KOR UBHNE TRY
L, FOBRTREYRETH, Liri-T, BHET2o8ET52, B
OREFUE 1@ Lok ETLL,

REOHE DB — g @
BB REF MRS R

ANZ bR 7T ACBNAREOEE LOEYANL L, RHOBUED
BAI W IRSEATIEE, TORIREVLV I HGHEY TS, 205



LICAR 77 4 A1 OHBERINDETT, Y LENRTRED 7 4=V
PR T B, ZOZ ML BOMBORENE - TIRW54, BOMK
FIELABETCWIRVWEVWIZENARI b r /54D LTHHERTE S,

d. WM & RO Bt

AARE TRV WIZ B\, ORI, BBEOBEIXHE -\
IDZERARI b r S ATHRTE S, BRBCEh EROA 1 277
4 VR, DT LOBDLRE -1 b, —HOFBEEIC LABRTE o
ST hTBILENB G, LERIE, ZOAS 77 4 A0S BRTEY, &
BRI 5 LABCRED 7 + L= Y FAEVTUW B L b B 5, BTy
SALDOARBEEFHATODHEE, 25O BBOMB I PRI AR b m
77 A THRTE D,

BRRICIEAGE S A 7 7 4 AR HERTERVWBETY, ZHMTH
BER TV RRBTORT e bithil s, ZORDOONL DA
BOBKTHD, LIchi->T, ZOBEIHEFTOHT XM — iy — B
EABEY LT B LWL S,

AAEOWHT I, 1 2OBHE+REOWHETHObID &L\ 5 AR
B DD, BEOMSTTHrrbLT, M — R —REMROE— ARy
Lo, 1OORHELRETHCILTROBBEHS, LirL, BRECR-
TONICHRHEES SR 0, TOBERAH—REE— R - BFRKkOM
BrbLb, Lonl, ZHCRERCLADSbR &5 BRI L @
Tkh, HEOERYBL THObI D LIRL T,

4 —2) HEFEORBORBO SN

a. FFEOFEME - FEERS O SHRME
AABOEEBEN Z LD THEMTHH DIV LT, EEOFTHHEELS
BE¥TH 5, V (eye), CV (go), CCV (ski), CCCV (straw), VC (eight), VCC
(ask), VCCC (asked), CVC (cat), CCVC (glass), CCCVC (splash), CVCC (fast),
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CVCCC (tempt), CCVCC (blind), CCCVCC (sprint), CCVCCC (glimpse),
CCCVCCC (scramble)

BAFEOTHMBEOHMACV T, BEFETKRDbLLIOIKVL, FETHKDS
CVC i EEO RN ERHBE TH D, THEMVEHRC I EHNCEE L0
LREOEMOHE T, EMOMLLHBEXYRXIAT, EAMCIFNC b
CHFEEBNIDETHS, BEMBETIRAVAD, —ed DERFEX ST
scrambled DB EI1TILENIC 32, BAIL 4 SDOFHELERF LT 5,

CDXSCTFETRDOLAEDNEEL LD, B FHEERN 1 SOFHACS
BeHObh H2RETE, THEBITHNCRS Y, SMERLBL CE
Th, FCHBOERYBL THLVATLEIRTEHbbID L5 HH
Hb,

b. BROBHEORE  TTE LMK

AAGECREL RV, EETRICCAFACHBE THEN KD 5,
“ask, pet, jump, spend, Ted, Bob, Pete”7c & D HizEAY, LK, H 5\ LEE
Al b Ko W EE I < BB A, BROBAFEOF L, BEOBMNEORE L
FRETHLIONEBTH D, dHOWAFTORITELCHB SN, F
DWEE D BOBBIIARTE LKA S O GEF T, Bz, “Did you call me,
Ted? " Ted DEXROHHF (d] &, Did 0FEED [d] LTk, BOM
WO Lt BUATTL B, 20 Tedd [d] TEYBBRIRLTRETS
L, BRY->TEEL TS LV IMENMRTE, BELAREE, 5000
CHRRE-HEESlx, KBEOLKEORT L LTRTARTH S,

“EROBHITR ["AEL” Mk 27T, FELBkL i, noAHOBRICS
BEN KECTHFLKCHBEEP > ) EBET 50, HDE00MEORBIS
15T, BEAOHIDBROKOBC L AMMEYDP - BT HZ LRV D, £
513 LREOMCKEIRBFTCHENCHOLNBMMENE Z 2, ZOTE
LRBIEENCIBEY 2L Tbhihr DO LA LHEY 525, (5H#FE
(1989) “HEFHNE” pp. 40 TBEELEMRE $1E FHELPE KEH
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LONELBROBHEDRETARIOKL 5 KRAILTES 55,

CROWHE DRE B

#
PASH fR¥E TE&il

c. FA—DOWE AL S OWHE OHERE
CiC.oERTHRAFTVDERCHMUTXIEEE,r >S5 L, CioEEC
PEIHD, BENCHENSSbIEDIRC ECOBELANALBETH
bo WEEDFEUHE, CiCOREFR2 2OBWAFLMIICRETTHHEC
B b R (R — MR, PAS— R L5 < D LOBRE
Ihd, MASE-RE-RE-MKLCOBENIERES, LA -T, K
BORELALT, RERBORVGEREL L5,
CHIIRAETH EUTO X 51t b,

[6]— 3R M OB E RS O P E EE
—<
PASH fRFE IRIF BRI

HATRE TR —ANDOHELYRET 501, HEE L BEOMICH - A& B\
TRETHI LRV, Lichi>T, ZOX 5 THEEEIEEOERYEL TR
b bbb, fok ziE, “white tie, good deal, bed time, blackcat, dark girl”
RENRDFOND, ThOLDBEOTHEDR/RETIE, CrlE > ROBEK
o\, (GIHIBE “FEFMLK" pd9 [BELBMBER1E FHELPE)

d. RigrBESY L OWHETERS L BHT +HBETOERS

F70Cr L COBEFANE S BHTERE, SIOBERFT+RBFOHRECS,
CiitixisA O E» %%, “kept, asked, hugged, jabbed, capture,
picture, big boy, wide park, night gown, big chestnut, old judge” D4, C.
DEDERP TR HURIHHEETh LR, C.nREFNOLHRLDA
FEADORLE THSEAES R B, ZO7HCi s C Ok, CiOBEHEEC
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HEAON D RO, ZOMBOTIRIED SR TWT, PAFEMLED
BEILBELECEOBHENHEDZTHD, D, BFORITHRERIC
Hobhd COBABOF M 278\,

DTORRT, H “«" #ROFEORED DO OBADE, BOALE,
BOERSHLxbobT0L LTHES, BEFIBEBFLALCIL
DAY L OBEBEETH S,

£ 5 WE AOBREERHORF B
—
MISK (RIS DR AR
L CROBAOE, BO%(HHECEOBH)

B + BT ORE AR

— #iFHr 5
PASK fREF REF S

e. WHE+HRE, BEET AT, BT HEETOHEGS

BEAEOBE L LY - T, KR TABRBEOH LTBFLTTRAL, F
HhEBACHEL, AFHFLUAOTFETHHMED (1] [r], BFD [m]
[(n], BEED [s][§]102z] (3] 0f10v][0][a] 2E<LE, B
HEORBOMBI B E DN, BENMEL L&D X5 MM HBOF I
Higly,

(1] ofER, HFLHBCHTELRMAFEELOL 50, FOBAOEZD
BOERA»rRTCT, [1] 2#RFT5HBREIGET T2, BREDOH
L [1] v 3BE, BHEOROMBBE Thh s LUE, # 5\ XFAKCH
BONBIBEH L TEIRZCHTHATE ), ROMKEAMC (1] F%
TEO L BREOHALSHAE T, Licdi>T, BEIH LELRA
CBHEOFCRAED, bbbt [t 1] [d 1] o#gEoBa, ik [t]
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[d] DFgEx 2L Db, T LECTHLTHITT [1] FHE DT,
WHFO RO E RARFCKENOEXEE LD Licy, 6 little, girdle,

BRTE+ [1] o@FE0#R
—_— - Roliit
PASH fR%E M (1] %> TROMK

[r] o#EFR, BFRARESOERTIC@EL > TLLHF L, FORRE
CHEZEED, ELERRRL TS, FRLICLEMLTELT, Fiod
EDHIELVA, ZOFOHAROBEAEGFT T 5, Lirl, ZROEH
BRE»ATWT, [r] ORFORMBRAIMET 2, BREOHLIC [r]
P L &, BROBBEAKESL V3T <Hi [r] OFEEO b
Buansmbiiihiti s, f straight road, cab rank, big road, wide road,

WRE+ [r] 0#AT0BE
_— - B
BASK R¥F HF (rli%-> TROBK

WHEOHLAE [m], [n] 2E<CHE, BRFOREOF, 50
FRKC, REDOEILhOREROMEICELEL DN - T OERCHSY
fED, BEABENICD, TOREANLH LENLRATFOREY T2, L
noT, ZOBEOBRHEDOLOMBMIBHNLELIFILST, AELL
%, fi :milkman,postman, picnic, abnormal, loud noise, get married, help me,

don’t know,
WRE+ REOHE DR
——— - A»LRBNHH
PASH fR¥F BT L4 TROMK

WHEOH L EEED [s]1 (2] [f]1[v]I (11031061 [0[a] »¥
A, BHFEIROMKLFAR, 5503 Z0T<¢HhECBERETCRE, B



FABEAOREDHLRIME & blc» TEBEFR > Tilihd, LIh-T

HEORTREMCH LM HBHMOFTLRAB LI LV HELTTL %,
1 :grandfather, good thing, hot valley, add them, don’t speak, red shirt,
black vest, big zoo,

W& + RS DR E O e

— o O 5
PASH fR¥E MRS & %> TROMK

f. BOBKOBERO S

FEGTFEEEVARCKIAEETHHOT, BREFOERAIIRFLS
Tigd, JFIERFHEIL, RCHL FFORFTOMELIT T, HHE
DREOWHOETCEG LB D, Lichi-> T, BREORET OMRS— R
R DBRTHEBOD D 1t A SRS B, ZHIREFERA ORI
FERLTF LV, AABLHETLE, b EFEOBME V25,

2. WHOBE DS
¥FFEICHTON L HEOWHNT KM, BHETHESBEHTHL VST
L, AL VADBHLBFORMOBHED AR b r /5 a05Hn0L, FBHR
DRHFT L, Riz-Eh Lod B, RAEREBICRATA S 774
ADBRDEWH ZENHERTE D, L b}, BEEFEOBAICE, 7AY
V=2 g YRS 27 4 ADTLEARL, - & D) EBOAKHRTE S,
CHIRIEHTHROBNE L HOBMIBERLTVWB I EHRL TV, O
IV RLOREOHETHRLLICARZ b r 7T ATHRTE D,
¥z bk, VOT o 5 5EM O R », BEHEOBHFTOHBO
MEREBEBFECHLLNAMETHH L) 2 ENHERIR TS, 19644F
(=% = e 417 Lisker & Abramson D ZEFH D24 » VOT B3 2 %
IBk, BRRETHEA TV FE, A VEE, ~vHY —8 & I1—L5E
KR, HEO6SHEOFT, EFOEFHEHNUFED VOT (p :58ms, t:
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70ms, k :80ms) (XX bLK>THEHVLDTH-1,

RUA v Fea—nm, FEEOEHFELHBELTE, A1 v3E (p: 4 ms,
t :9ms, k:29ms), #5543 (p:10ms, t :15ms, k :25ms)
DOREOR I >T\ B, blekic A Y —3E (p: 2 ms, t : 16ms,
k :29ms), #3i—nAgE (p:12ms, t : 8 ms, k :24ms), [AH:E
(p:9ms, t:l4ms, k :34ms) 47 v FEEIELULAEMETH 5,

AAFEDOEHED VOT OFHfE#EKTEE (1979 OF—2—ickbE p:
20ms, t :30ms, k :36ms THd, OFECHND LEFE HicH
WMHH, ThTHHEGEELND L1/20(ET LA,

L LiEhih, Enbiv > TEEBEOLOBEHEEL L 5 THAHbIT Tidicy .
BRHOBENRICERCELTH LS DL HBOBHTO 1 DOBETH 5,
1—-2) THRLLLIK, EARNETCHENCSbbh2RBORE (F
ZAEp DRB) (L FHHAE D e H T peak — speak — spring DIATH < 7x -
T <,

Ft:, VOTHIZEAICA P vADHEREFNL B, THELA I LVAD
BWRENS DL > THIRESHEEY O, AL VADRKVCREDH T
K< 5, HKBE (1983) 2“Weismer (1979) o#fFEc L b, BFORE
HomE » IETTLHFEORRECLHEY S L, COZLIBERTFEDOT
A V= g VMU EBERIETEEZLRD5,” LTV 5,

1-3) TRALLEEBOFRED [t] 3, I8 ($225%F] &£bMHEh
bo AP VADIWREEORIT, »2oRFCIZIThTVAHBED [t] (18
CEEARZCBECERTIEG THD, HlO [t] i bXBEFLEDE
NERCHEIITIe > T D, O L5 ITHRET L IFOR LI EFHCBR,
b, oS EOMES bR E T, BWHORBLERCENT S,

4—3) BHFOROMBKOATDOF Lod
AAREOHENL (R Mo — 5T, BE Kb CV a2 RS ag

#HEThH, TEMECH»IHNOLFETKDLLZ LY, FHEBVEHRC



PHLENDZ L\, ThERBLTHEAFTORATBER, EAW LML
LTORED 2EHE L, LrbBABET 2000880 E—
T, hiebTRERXL LI,

1) #F%F —<V PASH— IR FF—BEE R IK
2) 1R¥F ——<V MR R BERK

—HRFEOLEHHEL, FETsbs CVC AL L, FHEEZILES
RCHObh b LV OBENH D, BEFTORAFTOAEL, OSEERIT
FHEYRRLTEEIETHS,

3) XEKRNCVC

- # PASH—RFF— e &I
4) R —E SO A
—< PSRRI
5) R PG S OWR
— < MR R R
6) RRZE + R A
——— MR RE-Eo0 5 BIK

7) BRERE+E

—— - HHREMEFODb X0 LRI
8) WHE+RE
— > MR8 LI

9) REBE + Y
—— - MR EO» LEH

3 L 4 DM DHRITRFEN B “Dlack cat" DB L REMM L5 L,

TD@HETtcl 2 [r] 7<% “black crayon” DBEILHEFT D & 25 O

Eld, CDLO, FEHEEMC C.BWTCIARUEDOHE, T0H

FRHAS-—RFETRb ), TOROBBIEET LEVSL, Lihi-T,
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TR CoFRBRELT, FrMo 2T MM &5, FLBHTHEMTI
K 2B ARHABE-—RETHb Y, TNELMBKE KD,

5. ¥&8

AARAEBEOBHUEORFT TR 5 2BEOR ) OFEMIZ, AAREOHH
FOROBROMT OEANHMELATHE L TTTELLDOTHS, BAA¥E
HiL, FEFEOTHFAEMBCET, BHEEVEEE L UTOOLTERILEOR
BOMEH % LT RS0, RbhICEXRFEO# 7 RORK DML
TiaebTAHTRELTLE AL DD, T, BREVHDH LEART
LREFYVCATREEILTILES, $LBEXVALLTY, BOMEKE DD
ETHHENADH D, L CHEEMBEAOTMORRY & 2 - FHERBIEFT,
BV LT, BEEBONCRELYVH TERRLSCLTRELTLE
e HHL, BHEUFILCBOMBE —RANTHLROFELREETHD
T, AEKAEHE, FELTHRETNE LIADBE Licv, HEOERYC
2 CTFEREELDDHBER, RBEH I OEAEIHEL 785,

¥, AXBEHROMMOMLS T, BOHLARDE h#l /s, WO
ELHEHL, E-FTLE—ELTWB, —F, EBENROMHKOHLSHT
2, —EIOROH LHREAFNCAER ., FDO5 %1, BAHADRFDA L LA
DHBZL > TROBFOETIT L Eb B, —EBORXALLHICHL
T B DN AREOKEM DT, EFEO—EORBOEDOK), BOMKOME
WSS BB Z LI KBV TV BEREN VB, &SV TWTh,
HAZENEOH LANEEBRO S BT LR LT, @EE 2T 5RDO0
FR e BB TERVTULAEBERI LDE1S,

AAAFBEOHEHUEDRETOR Y XBET 51213, BCBMOBREFOH
HFHROEHRL, 7TAC V=Y 3 YEANKECERHO Lkl T 5150 T
o TRV, BARELLDOBEVO LavicOTH XM OB iz, AAGE
L OB BRI OBMENCHEHIE LicFhEisbitw, Leai-T,
BERORELMHOREED Lok, ROEHOBRLEECERY - x TFHF
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HENBE TV 58, BREVERE L UTE2WTERILBORKD L
Tk TH Lk, BBCER L TEEIIRT 20 E, DD, TREEDL LV
BHTOREXJFHILH T, BMOBHEVLT T EHYAEL ST TR
KT A R IEHIE T 5 ESLETH S,

S8, ZOHMCHE-> TECHEFORFT T 2 LEREVED LI D78
i, XV AENARELOBBEYBERCTAZENTELEAS, £5Th
i, FEEBCL > TRERREFIENE ZCHD00h b - & BB AT
LRBEHHE, BEE,LLOFHEXRVRIICR VR coicd, =0
SEHOILELHENE TN,

)

1) ¢ f. T skw—, skl—, skf—7cEDFlbAbh5H, @WHHL SO TRk
WDTEDRNLIZENTH S,

2) pp. BIEAEEFEY] KEBIIT8 v v v vOUVADOAXMTS L EICHS
FLRULHEEOELKBIRE > T 5,

BHEI

SHBE “EEFMLE pp. T~pp. 68 [BHEELEME F1%& FELPE
1980 KisfHEBIE

KEB  DREERR) 1959, Pt

KigmfaR RkE@EREHAK) 1966, HRE

HARE [EHEORELMOHE] 1983, BEEK

BWABAR 4% BRAFZEOFH WAHLKEHE (AARBZBOFH 1977, SWBIE

MEERT 38 FEOWEMEE KEEME MSRME BAES F#HI 1977,
HHEE
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MEE 1 EA LTRE) 1980, KBNS

EEBERT RBBT “H2WEIE ATBHIFORMEOKNE" HENTRE (#E B
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Japanese Nasal /N/: a Diacronic View

Shusse Naoe

Introduction

It will be shown that alternation between /u/ and the mora nasal /N/*
has been a characteristic sound change that often appears in the history of
Japanese. It is not only found in vestigial morpho-phonemic remnants, but
it also occurs in modern Japanese as a still active allophonic rule. A part of
what is often referred to as /u/-ombin (‘customary euphony’) and /N/-ombin
may be a result of that same process, which is traceable to the phonology
of eighth century, or older Japanese. That is to say, some /u/-euphony word
forms and /N/-euphony word forms are related by a phonological process that
reflects the historical developments of the two types of euphony.

The obstruent opposition in old Japanese is assumed here to have been
that of prenasality, not the generally accepted opposition of voice. It will
be shown that the /u/ ~ /N/ alternation may be a result of the ancient pre-
nasal vs non-prenasal opposition.

1. Alternation in History

Throughout the history of Japanese one discovers any number of alter-
nations between /u/ and nasals (/u/-ombin and /N/-onbin in traditional ter-
minology). Some examples are given below:

/kaNbasi/ ~ /kaubasi/ (‘smell good’),

/yoNde/ ~ /youde/ (a conjugation of ‘read’),
/temidu/ > /teudu/ > /tyoozu/ (‘hand-washing water’),
/maraNdo/ ~ /maraudo/ (‘guest’),

/kuraNdo/ ~ /kuraudo/ (‘an official’),

/kamibe/ > /kaube/ (‘head’),

akiNdo/ ~ /akiudo/ (‘merchant’)

yamaNba/ ~ /yamauba/ (‘mountain hag’)
/samurau/ ~ /saurau/ (to be attendant)

/ramu/ ~ /ran/ > /rau/ (auxilliary ‘will’)?
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Except for the first two and the last examples, the above are all noun
compounds that consist of two elements each. For example, /maraNdo/ is
usually analyzed as /mara/ (‘rare’) and /bito/ (‘man’), allomorphs of /mare/
and /hito/ respectively. These are examples so-called /N/-ombin and /u/
-ombin. Nasals are not the only segments involved; obstruents ca also change
into /u/, as the following examples indicate.

/*kapute/ > /kauta/ (‘buy’ and dialectal ‘bought’)®
/*wopito/ > /wauto/ (/otto/* "husband’)

/*otopito/ > /otouto/ (‘younger brother’)
/nakabito/ > /nakaudo/ (‘go-between’)

/kaku/ > /kau/ (‘in this way’)

/yauyaku/ > /yauyau/ (‘gradually”)

Here I will make a non-traditional distinction between the two kinds of
/u/-ombin; i.e. those that appear to involve also /N/-ombin, and those do not.
The former will be referred to as /N/ ~ /u/ alternation. In other words, a
certain part of so-called /u/-ombin and /N/-ombin are interrelated process-
es. The main idea in the present study is that the /N/ ~ /u/ alternation goes
back to the phonology of ancient Japanese, probably in the eighth century
or before, when the obstruent opposition was not between voicelessness and
voicedness (as in more recent Japanese) but probably between pre-nasality
and non-pre-nasality.

2. Ancient Japanese Phonology

Japanese in ancient times is usually assumed to have had the following
characteristics.
1. Voiced obstruents did not occur initially in native words (yamatokotoba);
which is to say that voiced obstruents always occurred medially, especially
in compounds. Words beginning with a voiceless obstruent frequently changed
into a voiced obstruent in compounds; for example, /tori/ (‘bird’), /yama/
(‘mountain’), but /yamadori/. This is called rendaku, or sequential voicing.
There were no final obstruents, since Japanese was already a CV language.
2. There was not a mora nasal /N/ yet; it developed much later in the histo-
ry, probably in the twelfth century, (Vance, 1987, 108), after the massive

Chinese borrowings.
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3. The modern /h/ was probably a bilabial stop [p] or a fricative [®].
The list could be extended further, but the above three seem to be the
most important in the /N/ ~ /u/ alternation.

2.1. Rendaku, or Sequential Voicing.

Among the traditional distinctions in Japanese phonology are seion and
dakuon. Seion refers to a CV syllable beginning with a voiced obstruent, and
similarly dakuon (the same as dakw in rendaku) refers to a CV syllable with
an initial obstruent of the voiced category. This is generally true in modern
Japanese except for a few dialectal variations. However, there is no guarantee
that it was also true in older forms of Japanese (Komatsu 1981, 57). The es-
sential problem here is the writing system of Japanese itself. In the early
stage (the eighth century, for example) of writing, only Chinese characters
(kanji) were used, mostly by representing each Japanese syllable with one
Kanji (man’yogana). Moreover, while Kana syllabary representing syllables
developed, the predominant custom was not to assign any diacritical mark
to indicate dakuon. Syllabic writing systems are intrinsically more difficult
than alphabetical systems when one tries to identify phonetic values because
they represent syllables, not segments.

Some authors claim that a nasal quality, and not the modern voice, was
the distinctive feature in ancient Japanese. Mabuchi (1971, 34—36) states
that Japanese obstruents contrasted with respect to nasality in the eighth
century. His arguments are convincing, since the majority of the kanji used
in man’yogana to represent dakuon obstruents represented syllables with
initial nasals in Chinese of the same period. Ono (1990) writes that dakuon
obstruents were pre-nasalized until Muromachi Period, and states that modern
Japanese [n] is a surviving descendant of the prenasality immediately before
medial dakuon obstruents.® Vance (1987, 108) goes further and says;

. . . there is good reason to believe that voiced obstruents were prenasal-
ized in Old Japanese, and some modern dialects, notably those of
southern Shikoku and northern Honshu, have retained prenasalization
to some extent.

though it is not clear what he means by “‘Old Japanese.”
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By way of contrast, Hashimoto (1966) seems to be unconcerned as to the
phonetic value of dakuon, and Hashimoto (1980, 142- 143) nonchalantly says
that dakuon obstruents were voiced obstruents, dismissing modern /5/ as a
later development.

If the above assertions favoring prenasality are true as [ assume they are,
then the translation of rendaku as ‘‘sequential voicing’’ is rather awkward,
so I will use rendaku for lack of a better expression.

2.2 “Fossilized”’ Evidence in Support of Nasality
Besides the dialectal nasal quality of dakuon obstruents, alternation be-
tween nasals and stops can be seen in fossilized allomorphs. See the following:

/taNbo/ (ta + po)’ ‘rice field’

/hiNgasi/ > /higasi/® ‘east’

/kaNzasi/ (kami + sasi) ‘hairpin’

/hemi/ > /hebi/ ~ /habu/’ ‘snake’

/akaNboo/ (aka + boo) ‘baby’

/koNbu/ ~ /kobu/*® ‘seaweed’

/tobi/ ~ /tombi/ ‘Milvus Migrans’

/KaNmuri/ ~ /kaburi/ ‘head’, ‘nod’

/uba/ ~ /oNbohigasa/!! ‘old woman’, ‘overprotection’
/samurau/ ~ /saburau/ ‘to be attendant’

Besides, a large number of one-time compounds (some of which appeared
previously) reveal hidden /u/-euphony. Consider the following.

(type A)?

/mare + bito/ > /maraudo/ ~ /maraNdo/ (‘guest’)"
/waka + bito/ > /wakaudo/ (‘youngster’)
/naka + bito/ > /nakaudo/ (‘go-between’)
/oti + bito/ > /otiudo/™ (‘defeated soldier’)
/mata + bito/ > /mataudo/ (‘honest man’)
/kata + bito > /kataudo/ (‘ally’)

/koma + bito/ > /komaudo/ (‘foreigner’)
/mesi + bitto/ > /mesiudo/!® (‘servant’)

/aki + bito/ > /akiNdo/!® (‘merchant’)
/yori + bito/ > /yoriudo/ (‘official scribe’)
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/mati + bito/ > /matiudo/ (‘townsfolk’)
/uti + bito/ > /utiudo/ (‘naive man’)

Compare the above with the following.

(type B)

/wo + hito/ > /wotto/ (‘husband’)

/oto + hito/ > /otouto/ (‘younger brother’)
/imo + hito/ > /imouto/ (’younger sister’)
/to + hito/ > /tohito/ (‘foreigner’)
/mewo + hito/> /mewoto/ (‘married couple’)
/siro + hito/ > /sirauto/ (‘amateur’)

These two groups differ in final syllables; type A compounds end with
dakuon CV /_do/, while type B compounds end in /_to/. The original forms
on the left side of Type A have /bito/, and those of Type B have /hito/, which
is an allomorph of /hito/ (‘man’) as in /hitobito/, (‘people’). These two types
came forth presumably along the following line.

Process A:
*wakam bito > *wakaNdo > *wakaudo > wakaudo > wakoodo
(prenasalization — /N/ formation — nasalized /u/ — denasalized /u/)

Process B:
*otopito > *oto®dito > *otowito > otouto > otooto

In other words, /mb/ is the source of the /u/ ~ /N/ alternation. Here
dakuon is assumed to be nasality before voiced consonants. (/mb/ is a pre-
nasalized voiced bilabial stop). Process B is a textbook account in Japanese
philology for explaining how Japanese labials degenerate into a non-labial
sound.

It is likely that the difference between the two types was caused by ren-
daku; those compounds which underwent rendaku developed into Type A
words, and those which did not undergo it retain the original final voiceless
/_to/. As for the feature spread of nasality on adjoining syllables, see
Kawasaki, (1986).
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The reality of Process A may be shown by reductio ad absurdum. Sup-
pose the Type A words also derived from a process similar to the Type B

process, i.e.

wakabito > *wakapito > *wakawito > *wakauto

it would be impossible to explain: (1) the reason why the two types end in
different syllables. (2) the consistent changes in Type A and Type B words;
all words ending in /_to/ had original /hito/ and all words ending in /_do/
had original /bito/. In fact, the data collected for the present study show no
direct counter-examples to this consistency. Another ground for consider-
ing Process A to be warranted is attestations in the literature; /akiNdo/,
/kuraNdo/, and /maraNdo/ are attested forms, and become dictionary
entries. '’

Both the processes consistute examples of /u/-euphony, but the two
should be distinguished, for otherwise it would not be clear why the Type
A compounds end with /do/ while the Type B compounds end with /to/.
Mabuchi (1971) says it is not known why /u/ and /N/ alternate in /kuraudo/
and /kuraNdo/. As shown above, the postulation of prenasalized /*mb/ makes
the alternation very natural.

3. Vestiges in Modern Japanese

Process A summarizes the sound changes that presumably were active
allophonic rules at some period in ancient Japanese, though it must have
taken a long time to complete the process. The latter part of the process /aN/
> /at/ > au/ seems to occur again and again. (See the /u/ ~ /N/ alternation
given earlier).
/N/ epenthesis, which is in a way similar to the above given examples of /m/
~ /b/ alternation, is still a productive morpho-phonological tendency: e.g.
/-boo/ > /-Nboo/.
/abare + boo/ > /abareNboo/ (‘rough person’)
/kuisugi + boo/ > /kuisiNboo/ (‘big eater’)
/oisii + boo/ > /oisiNbo/ (‘gourmet’)

The first example /abareNboo/ may be a result of a process /ru/ > /N/,
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which is also common in Japanese. The last example, however, is suggestive
in that it is a very recent coinage, no older than a few years.'®
Phonetically speaking, the latter part of Process A (i.e. /N/ ~ nasalized
/V/) is an active allophonic rule in modern colloquial Japanese /VNV/. Con-
sider the following:
/seNeki/ — [seieki) (‘military service’)
/siNiti/ — [siitsi] (personal name)
/deNwa/  — [detwa] (‘telephone’)
/hoN#o0/ — [hotio] (accusative ‘book’)"’
/hoN #uru/ — [hoturu] (‘sell a book’)
/hoN #aru/ — [hotaru] (‘there is a book’)'®
The last four examples clearly are modern versions of the historical /N/
~ /u/ alternation. In articulatory terms, the above six are examples of an-
ticipatory nasal assimilation; the velum is lowered prematurely in anticipa-
tion of the following /N/. The cause of the nasalized [1] is also premature
rounding of the lips that spreads backward from following vowel. Nasalized
[i] occurs for the same reason in the first two examples. This might explain
another euphony, namely /i/-euphony'®, but it would be beyound the scope
of the present study.

4. Conclusion

It has been shown that some of the /u/-euphony and /N/-euphony are ex-
plainable by postulating prenasalized voiced obstruents in ancient Japanese.
Moreover, they may be partially subsumed under the heading ‘‘/N/ ~ /u/ al-
ternation. This alternation derives from phonetic rules(s) of ancient Japanese,
and leaves morpho-phonemic traces. Similar processes are observable in the
allphones of modern Japanese. Thus it will be fair to say the alternation is
something very natural in the phonology as well as the phonetics of Japanese,
synchronic and diachronic.

Notes.
1. /N/ is defined here to be a nasal sound that constitutes a mora and/or
a syllable, so /mu/ is also a /N/ if pronounced that way.
2. In all the examples (including those in following paragraphs) asterisks
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13.
14.

15.
16.
17,
18.

are added to word forms that are not entries in either Iwanami Kogojiten
or Shincho Kokugojiten.

. /au/ in all these examples underwent still another sound change and de-

veloped into /00/: e.g. /otooto/, (‘younger brother’). The modern desen-
dant of the first example is /koota/, a southern dialect form. The first
three examples represent the sound changes /*p/ = /*®/ = /*w/ — /u/.
Whether a similar process affected /nakabito/ > /nakaudo/ will be sub-
stantiated in 2.3.

. This is also an example of soku-ombin, ‘‘choked sound euphony’’
. There is no general agreement as to when the /p/ = /®/ sound change

occurred.

. Ono, 1990.
. It is possible that some of these one-time compounds were Noun + posse-

sive particle na + Noun sequences. See Vance, (1987).

. (in connection with note 7.) /*pi no kasi/ — /hiNgasi/.
. /hemi/ is an older from, and it is found in dialects.

10.
11.
12.

Twanami Kogojiten assigns kombu to Ainu.

/oNbo hi gasa/, (‘nursemaid and parasol’)

All these examples ending in /hito/, /bito/ come from dictionary entries
in Jwanami and Shinchc.

Twanami has /marauto/, but Shioncho has /maraudo/.

Type A words fall into two categories; /_iudo/ and /audo/; the former
may be involved in /i/-euphony. See 3.

Twanami has /mesiuto/ but /mesiudo/ is found in Shincho.

Hanasaka, Oishimbo, which is a comic book.

The last three examples are taken from Vance, 35—37.

If it is so, then it is another support for the hypothetical prenasalization
in ancient Japanese.
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