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Junior Course

Commercial Correspondence

(e 3w 3% A3 BOAS)

LESSON 1
THE SIX PARTS OF A BUSINESS LETTER

Business Letters: [ 77 jil &2 ic f§ O % #. {3  (private
letters, social letters) P T A F X I ETH & O I
i X h 5 &KL {3 (official letters) & Wi Bl L T4

¥ % 5 7§ 3 I¢ 8] (business transactions) i J§ &0 2 T
Mt % g4 ¥ M {5 (business letters, commercial letters) &
W 3. letters o i Wk T correspondence & \» 3 ifi /)
A HO B %,

private letter | octavo note-paper |z, official letter
|13 foolscap iz,ifi L T business letter |3 quarto B b
R x 104" 2 13 817"x11” (American size) @ letter-paper

O ONZON KW TH B,



2 COMMERCIAL CORRESPONDENCE

w6 ¥ il 13,17 L WL 4% (market report), i i (advertise-
ment) b AT ERSLESICH LTHID %
Wl b p6 ¥ % B (business English, commercial Eng-
lish) 11 # @ &k »5 iF # (correct in statement) T,%& ©
T wk S W ¢ (clear in meaning) T H % C & M de b I
WThHhs MHLTHARAHOEN D 2 A IEH
THhoHERALRIIPRBOLITXRPLHELZ
T ThHbH I,

BRI Y i Time is money. T & 5,

2RO AN 4L ORICHT % #1E 3 3&E% O [
L [& ¥4 (courteousness) % f§§ 2 U & v i [l Iz B T,z
Lfifilc LT Wh &7 (concise) b O TRUIHITXL
Hva ML HHEHOELOMSAHCOEEZL
B ELEZPZUTREETHOD 2D TLHATHFES %
HEeOHETHHMA~TNLT L vEBEEHNRLE
(active response) % [ 45 7 ® 75 business letter O ¥f {5
Td 5,
The Heading: JHMOTH LRI DV AHAHTIKFET
Bt 15 & O Jif {£ (writer’s address) & F it © H [} (date)
¥ ATH, 2% heading (#H)E& 5 5,

% {3 % O 4 i & P 76 (name and address) % Hi #€ ©

T8 FicHRI L 7Z & @ % letterhead X 3 3., letterhead

BTG HMAE RN D OCEEEA L 4O R

THE SIX PARTS OF A BUSINESS LETTER

| S8

133 Qpoanhita ©ho, Naka Xu,

WWM » J"‘ﬁ""‘" 3
Qprik &, 1936.

Mensns. Slorkes G. it v Bo.,
g8 Gant ¢rusl Htreet,
,'(m WJ a' .é a

i ——
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COMMERCIAL CORRESPONDENCE

CHARLES E. SMITH & CO.

Floor Coveringa
98 FAST 4IND STREET

NEW YORRK
May 7, 1936,

¥r. Saburo Yamamoto,
123 Yamashita Cho, Naka Ku,
Yokohama, Japan.

Dear Sir:
lThank you very much for your enquiry of April 8.

We inclose herewith a copy of the latest edition
of our Illustrated Catalogue, and are sending you
by the same mail, under separate cover, samples
of green and brown linoleum in two qualities, for
which we can quote you as follaws:

Quality "A", @ 46¢ net per sguare foot
Qualit}' HBII, @ 40‘: " ] ] " L]

Cur prices include delivery f.o.b. New York, and
we are prepared to allcew a spexial discount of 10
per cent. for quantities of over 50 pieces.

Your grders will be greatly esteemed, and shall
llave our best attention.

Cerdially yours,

CHARLES E. SMITH & CO,
Woer. Dtoken
Export Manager.

Wo:MC

Cataloguie inclosed,

James C. WiLLson & Co.
Investment Securities
19 BROADWAY
NEW YORK

NORDEN~HAUOCK, INC.

BADIO APPARATUS

OFriCrEs AND LABONATORIES
Mamine BuiLpino

BOUTH BTREE Y AND DELAWART AviENUE

PHILADELPMIA, PENNSYLVANIA

@f TELEPHONES HITCHCOCK 6363.4.3 §©

CUNARD STATIONERY & PRINTINC CO., -

vr Wholesale Stationers

136 LIBERTY STREET
NEW YORK, N.Y.

MANUFACTURING FURRIERS

208- 210 WEST 30" STREET
CHARLES P RUTHIN
raEs CEnT New Yorx

LACKAWANNA 875 ATS2

HMILTON S NATHANSON
SLCmaTANY

AMERICAN HARDWARE AND STEEL PRODCCTS CO.

Cad.E ~aCORESS

SEATTLE COMMISSION .
s W W e W PR A
- AGD IMPORT AND EXPORT

roim O - -

i m O A A MERCOCHANTS CODES

LE=5 1 WESTERM UMIOHN
O~ oA
BEGUL T OBT = S50 FIRST Ay EMNMUE SOCUTH RENTLEY %
- e ABCESTEDITICN
taf T hE T SE&I 'LE“.Idrs-At -

- PRI vATE
e e O

NONGRO NS i REPLY REFE® TC FILE

L




Thbo National ¢/ Bank
A Uk

Y, A

1
1
|
‘ CE@t sofet RRT0 P R iy W s g By ARl QODTE (&Y.l e
{

lllllllllllllll

o sl M gy g AR CHAMBER OF COMMERCE
oA Can il OF THE STATE OF NEW YORK
?:'::;':‘_:n::“ - SIXTY-FIVE LIBERTY STREET
gt T by NEW YORK
Anl s¥am® T“::I_II:T- =g 0. FPamws
— x @
|
i
E. HARRIS & COMPANY LIMITED.
mz;-—-:;ﬁ_‘ LINCOLN HOUSE, 2. m_:-::-l“ £F
_ Teseassme 296-302. HIGH HOLBORN, o oo mcioa it gl
L EMIGMA, '~ wOLE, JONDOW LONO‘ON, W.C.l. MW CROSE Meuld
|
I Established {860,
i Cables —SACE LONDON
'! Candes - BENTLEYS
|

A BC(3th Edton)
Telephone  HOLBORN 2662

FREDK. SAGE € Co Lm

5862, Gray's Inn Road,

NDON
o LO . WC..
ARUSSTLS BAMKE RS NATIONAL PROVINCIAL BANK, LTD
RUENGS Alngs —
JOHANNESM ar,
EXPORT DEPARTMENT.
TA (]

KELLY'S DIRECTORIES Lo

THE CLDEST AND LARGEST DIMECTORY PUSLISHERS N THE WORLD
mivery 186 Jb STRAND, Ieases
kgt LONDON, .;,ifl' 2

i

EETAAMND,
iroum LisagEs! W‘C'a’ LONDD M,

THE srx PARTS OF A BUSINESS IETTEP 5

— o

—

iz, Importers and Exporters X 7>, Manufacturers of
Fine Chocolates % O i1 <, Jt © 4% % © & ¥ % # A 7
H T EDBH v, G F % (telephone number),
W 7 BE 9% (telegraphic address, cable address), {ii H
{5 W5 3% ¥ # (codes used), £ ¥ ik J&,i% ¥ % O K4,
LR BIE O BB 2R ~THMUZ b O
B B,
letterhead © &% % HI & 2 W O % 0¥ 1%, heading o
MR HMIREEAZET L b OZdate 23 Ths
date iclX ROBER NIV D 3,
8th April, 1936. (3% 4] )
April 8th, 1936. (¥ [ L)
April 8, 1936. (9& 2 JE i)
The Inside Address: heading O | 4,k I A ¥ TS {3
FOAM LI OMEZRLAT 5, Hiicid 7%
% (envelope address) & 2R — ® & O TN Ic
A & Ic 2 % Inside address L I 33
private letter %> official letter ¢» inside address |3
% Ic,8 4 (signature) O F H, i HFHE T 222l AT
5. 1H LB % 2 [EH © private letter |z |2 inside
address 5 Wt T 52 T & % »,
ZEEORKAICIIURZING 3,
Mr. Saburo Yamamoto
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6 COMMERCIAL CORRESPONDENCE

Saburo Yamamoto, Esq.

Mr. | Mister oM TCHFiIc¥ T 2 i 08
MTd» 5, Esq. (& Esquire O W4 ICKA O
DI T, M THEBEICHOOND TEREM®T
H5H, B TREREICHLUTE. Z2RHD 5 C
tRPHIBDHMICTRBRBAEZZHID Z W,

Sir, Doctor, Professor ‘S O 4N O H ¥ 2
Ta2ARELTRZFOFA#Z2dE LT, Mr, EKEsq.
OMEXEMOWMIITHD L v, uliEEBNOR
T % % I B U T 13,4 &% Honourable % i U
LD D 5,

Sir. Isaac Pitman
Dr. James Atkins

Prof. W. E. Fletcher
Hon. M. C. Eliot

4 A lc B LT Mrs. (Mistress @ W <)% H O,k
BS bk N I 12 Miss 2 Hi O30 04 [T 1 Master # H O
3

Mrs. William Stokes
Mrs. Mary Stokes (4 1= A)

Miss Jane Stokes
Master Joseph Stokes

SR LK HEEEL i E L TRE D

THE SIX PARTS OF A BUSINESS LETTER |

-

W O A 6 (¥ Messrs. (f i Messieurs O Wi <) %
W OLES A O ML A 7 b (¥ Mmes. (4 i Mesdames O Hi
PR M v 5, Miss O # (12 Misses T the % wf ¥

BH T EHH Vv,

Messrs. Charles E. Smith & Co.

Messrs. Gray & Wilson

Mmes. Collingwood & North

The Misses Jane & Sarah Wilson

it BT S ot £ LB AFITHE TS B 47 1T 13,
XOomx DD 5,
Mr. Henry Wyatt, President,
The American Trading Company, Inc.

The Manager,
The Yokohama Specie Bank, Ltd.

ANiashnwvEit4icRE @2 HD RV,
ALALTHOHRAFILOMHK L Z2TEI TR
1 #% A (natural person) T 7z <, A (legal person)<T
h oMl TFLbWMMEAGZITAER WV,

The Formosan Product Company

John Smith & Co., Ltd.
Gimbel Brothers, Inc.

The Salutation: A 5 % W % i % il i< & <M T )
e Wi h KT % ke b A RO IF2] Ic
W% T A2 H O % salutation (H B O K P& © 5,
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COMMERCIAL, CORRESPONDENCE

R ——— —— R ————

business letter |z 1% 2 ® 1 % salutation 73 ¥ i H

O 55,
Dear Sir (— A DO W FIKH LT
Dear Madam (— A ® I A I ¥ L T)
Gentlemen (9 1 O® # & I ¥ L T)

Ladies
}mxmmﬁcﬂbm
Mesdames

3 @ T |X Gentlemen ® {¢ D |z Dear Sirs # O 5
S &SV,

official letter |z 13 Sir, Sirs, Madam 2 H O 5, X
HED THABR2EEALTD S,

private letter Ic B, ORIELICHE L T, Dear Mr.
Brown, Dear Brown, Dear Miss Brown, Dear Mary %%
o salutation % J§ O 3. 2k @ T 13 My dear Mr. (Mrs.)
Brown |3 Dear Mr. (Mrs.) Brown X D % JE K g 2 7
LOLEISNTREIDBDERHTIKEIREE~bN

TRE 5,
- 1§ T I3, business letter [T %, Dear Sir, Dear Madam

o {t ) jc, Dear Mr. (Mrs.) Brown % Jii & T cordiality
PERBR TG D S,

calutation ® # b |z comma % Ji] & 2 ® 1% 3 B X
=, colon 201 KkBATD 3.
The Body of the Letter: T- it @ A 3 (body) i — (& L

THE SIX PARTS OF A BUSINESS LETTER Y
-

1 B %o fily (paragraph) L O 1k 5, — 2 O -l L —
OO EEHMEELM~S DI AR EOH
¥ I i:tBIHEHU)-T-ﬁE"& MO 500N TH S, M
L C,— 2 @ F# o T, paragraph % %% ~ T 5
MOBE Y 2WHhicT b &BHEM (effective)
TH 5,

TP KU LR ES IO —KEDT D
letterhead sheet C, second sheet L) |V (% FI1# @ | i IS
SREOLMA T OBEALFHMITEEZ AT
%5 first sheet [c I H B % 5 & X\,

Messrs. Gray & Wilson. 18tk April, 1936.

— - - -.-ﬂ

REHIERLTFARALDL U ER I DI
LhEbhidh v,
The Complimentary Close: A4 % 1 % §£ O T jr & IC
WGP T HEWE LM RIIEAGEN]IC ME T
5 % O® % complimentary close (%5 &) £ » 5,
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10 COMMERCIAL CORRESPONDENCE

—

business letter |z |1 % il &k ® #;1 * complimentary close
MWH O 5N D

Yours truly,
Yours very truly,
Very truly yours,

3 @ T 12 Yours faithfully, Faithfully yours 73 i 4
HO 6B,
A W T 1 1 4 Yours cordially, Cordially yours % Fi
TINGIMTIRETIEAMEZERITC ENDD S,
RicioE 2 ERTHAIKIE Yours re-
spectfully, Respectfully yours, Yours very respectfully
FTEMHO B
N O A (D pfivate letter |z |& Yours sin-

cerely, Sincerely yours, Yours very sincerely % % fl O %_
CHFOR GFEOEIT I am, I remain () H D)
#% O i 13)% % K m L T complimentary close & 3 %
CE b DD
I am, dear Sir,
Yours faithfully,

We remain, Gentlemen,

Very truly yours,
The Signature: THONBIKE L THIT2H>o -
¥, complimentary close ® T 75,45 ic % 4 T 2 4 (sign)

THE SIX PARTS OF A BUSINESS LETTER

Very truly yours, 7?

Cordially yours,

Yy )

Yours falithfully,
FREDK. SAGE & CO. LTD.

- <
PORT_ANEGER.

‘-H -

Very truly yours,
HERBERT McLEAN PURDY & CO.

By J 0—-QQW
J. L. Tallon.

ms/B
Enc.

ALL QUOTATIONS SUBRJE

Cordially yours,

NORDEN—HAUCK, INC.
- /AL..ULA.\

Vice President

£ Y0 eTHDEA WAL wITHOUY NOTICE CABLE A00ERNS SOWMANC:

S —_— S —
e . i —e




12 COMMERCIAL CORRESPONDENCE

YA WA X LTOsignature 12 [ O REH R &
RO TH0hEvgitthoffR e LTH
LT AR L, —-FZORAD D 3,

THE TOKYO MOTOR CAR COMPANY, LTD.

fj tE'F-ﬂ akujfu«: Lt

Managing Director.
For THE TOKYO MOTOR CAR COMPANY, LTD.

THE AMERICAN TRADING COMPANY, INC.
By ri}c{i-lt.(’",._), é ?—DC{.’LEE,’L (*mi{)

# % @it (partnership) ® £ {if % £ O X > K B £

L2 A o#MAH (partner) Z 1 T 5,
?;?’LCILU.PL ?’Va,ta,mx ¥ 60.

it L ORIl p.p. Lix perpro. O L% % U
CEDOTRBALA LELDODD A, ZRERILDY
7= Pk (letter of attorney) Iz X = T ¥r I {4 8 HE
(procuration) 2 Bl ~ 5 TH L C & 2871,

p.p. BROWN WATSON & CO.

d

AR RKXROMLSBAT 5,

(Miss) 7? wth Guana

THE SIX PARTS OF A BUSINESS LETTER v 13
J/(G»’Lg'/ ﬁ's;rﬂ,étkj_
(Mrs. William Smith)

(Mrs.) J’(amfj, ém;z‘,ﬁl R A)

Social letter it R HC O AL H KU T4 ol

NoEm%d LI VONEETD S,
| Iz 3k = 72 ¥ Ic business letter 2 the heading, the

inside address, the salutation, the body, the complimentary
close, the signature o /5 2 @ A DK S,

,':..’d



LESSON 1I

THE ARRANGEMENT OF A BUSINESS LETTER

The Indented Style: inside address | ~= {7 J9 % =% ff 2
HIK 2 OB T,—fFTHIAERS F XIHBD,
fPTH =ZfTHBRBKRDSUH~B]AD T# . head-
ing $ date R TR EEROMAEL2HE LT,
(T LT 2IRFEEOE N2 T 5.

LA (body) O % i O 45— FF % 4 LA~ 5| A
DT HZTHED L,

It @ 4n % % 0 % Indented style (4} i :0) & 3 3,
AP ZHNMEO THIBZOoOELICEI22% 0O
ToH b, '
The Block Style: % {1 @ @i % fif ~ TR U & > 5 ¥
M % oL 2 block style (f i O& 4§ 5, A%
AMMITDOTFHRICOBELL2EZ2RNTHOTH 5

indented style |1 type-written letter |z 3 pen-written

2

letter = & J§ O © 4u % 75, block style | type-written
letter [z ® 2 ] O 5 4V 5 & O T, type-writer {ili Jij Ic
It N WA TLERTD B, |

heading X inside address (1 block style |z fit T, body
i1 indented style |z #it 3 £ £ X (mixed form) % H
C b EILD B,

THE ARRANGEMENT OF A BUSINESS LETTER 156

-

The Open and Closed Punctuation: heading, inside address
O % 1 K © 4] ¥ % comma, period % 7 { B L v Ix
X2 H 5. 2~ % open punctuation L v 5 Lz T ¥
LT KoM AT RICHABEEZNO 52K %
closed punctuation & \» 3.

open punctuation [T # 5 B 5 IC b,17 K O B o 1F
()R B DRV, '

OPEN PUNCTUATION

[ 100 Post Street

San Trancisco, Calif.

May 20, 1936

¥essrs., Ball and Grannis
256 Rose Avenusc

Chicago, Illinois

CLOSED PUNCTUATION

. —

100 Post Street,
San Francisco, Calif.,

May 20, 1936.

Messre. Ball and Grannis,
256 Rose Avenue,

Chicago, Illinois.

e ——————— e — e ——
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15 COMMERCIAL CORRESPONDENCE

The Margin: T #t ® A 4 © @ik 14 (margin) X % 4 —
W % % — I} 2R, type-writer T 1 E T LT 2 B
G208 EMTHE HeTFHRIELRE—FS
{ © margin ¥ & J T,H MO b R ific il & X <
WT 22EBD B

letterhead sheet # Hl ¢ % ¥ & 11, |k & © margin (%
—E TR EHAMKE2 HO 28I L
I — W) 22 iz @ margin % & {F T @& <, F ik © mar-
ginlt L omargin £ Y $ > LK B X v, #€
2 T, K Mo @ margin 12 2 47 ® margin X Y % 2 & <
5.

TH o> T8 © margin R & OWMZX H O

oY HEEIIcRZLD 2 LR FHROA
—HRZHAHELLD D LIS KPR &ET
b B,
The Spacing: inside address, salutation, body %%,— 2 @
Wy & ot @ B Jr & O ] B (spacing), B U8 A 2L O par-
agraph L~ paragraph O [{i] [¢% |3 — 17 & % (double space)
I ULCR L4 N L o {7l id single space
CiE» 20D K%M TH 5,

{H L.Ji v T # & % 17 18] % & < doable space |z 7§
5T & H DD,

business letter |- |3 Lesson I |t &M L 7z A2 © =E

THE ARRANGEMENT OF A BUSINESS LETTER 17

e —————

W 2 O A IS, T,k © BE 7o special data (F 7k S H)
DHARZTDHZLEDD S,

The Special Address: F ¥t (& & il % I 72 2> T & %25,
FhritEXRAXRIRMHFEOAIRHEHALTHD
7> \» 3} 4 Ic 11, inside address J salutation X @ i,
R 1 salutation @ {7, |3 inside address O gz # 17 °F
iz Attention of Mr. ...... i |3 Attention: Mr. ......
O #1 % special address (3§ | % #) % i A T 5,

The Tckyo Gramophone Company, Ltd.,

Marunouchi, Xojimachi Eu,

I ———

' Tokyo:
Attention of Mr. S. Oyama, President,

Gentlemen,

The Tokyo Gramophone Company, Ltd.,
Marunouchi, Kojimachi Ku,

Tokyo.

Attention: Mr. S. Oyama, President.

Gentlemen,




- e—
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I8 COMMERCIAL mqumnnﬁzncs

— — - —— ————

— e — —_—— = _— | —_—

Mesasrs. Grover & Simms

123 W. Main Street
Redwood City, California, U. S. A.

Centlemen: Attention of ¥Mr. G. N. Simums

Mesere. Grover & Simms,

123 W. Main Street,
Redwood City, Calif. Attention: Advertising Department.

GCentlemen:

The Letter Reference: special address o 4} I, T #t O #
ABZBBMEOMELORBIT,KROmM XA % inside ad-
dress DA HIci AT AT EB D
In vour reply, please refer to file # A 355.
Please mention Ref. 563 when answering this letter.

Our file No. 208/36. Your reference No. 563.
- O A 4] 13 letterhead @ — i 43 & L T AT ki
LT AZRTRZUZMATHRIVWRIELTE
T &H B S,
The Letter Subject: T #t ® J:}& (subject-matter) %
salutation @ iz, body O EHFIREEALTHEHS &

THE ARRANGEMENT OF A BUSINESS LETTER 19

LREDFMOMBBB R LTLP LSO TR
TdH 5,

re First Quarter 1936 Account. (Re :...... )

Your order No. 601.

Quotation on Lumber.
Identification Marks: type-written letter |z (3 It ® die-
tator(n | X2 R HEHZOTHMORALZFTHS)
DK% OS L r L typist © 0 2L L L &% EL
O T # O #-& 3y ac 9| & L T, signature O Jjiz %
AR EO—-fFTFTHIOEBMITEAT 5,

Yours faithfully,
THE TOXYQO MOTOR CAR COMPANY, LTD,

(.j L}:'L{‘- (.r-f_ i:-.:f' LidnaL
¥anaging Director.
TA:HY

.

dictator & typist @ 4 < 5> @ il IT | colon OO F} |Z
2% % 3L 13 hyphen % Ji O %
TAHY TA-HY
Enclosure Directions: il £ 4 (enclosure) # 7 IF |1,1den-
tification mark ® T o C O H 2 HF T 2, W EH W
OELHOELEBEIR T T &y D3, ZREFR



20 COMMERCIAL CORRESPONDENCE

~DHBMLEZEHEORZL2ENIELOTH 5,
TA:HY
Enclosure

Enc. Encl. 2.

Cheque enclosed. 2 Enclosures.
The Postseript: A 3z % H X #& 2 2 #& I & I /7 3 »
PHEEXIRASDLEDE L RIS, % postseript GE
MELULTHRORBOBRBREAT IS LED
. cOHBEGFEHRPS CHEHRICHET 3)&
HEKLIVICHCOHEXF2REY, COFTERS
HbETVHObBH R AKLZ2RBD ERICHEE
LB ELRINMEETFRZEBD 52X TH H,X
AXxicicFolRWE LAEADOELIXT L #AT
KOAHBEBEIRTHOTH W fMhic LT H,post-
script |2 4 H @ businessletter |z 2@ 5 L & v,

BLEMOEMBRHETFIIMHD S FKITRKR T

BIHRRAFARLH LULTZEEZEOEREZI S DI,
bX¥&22% postseript & LT HRBERKHFZIIR~BC
LD B,

LESSON III
THE ENVELOPE
Folding Letters: T-# o X H o MBlIc L 27T
Wikb,
Wi o E M B X6 ) B O B R 13K
om,A2MYIKLUT AN S,
1. H#HFKOBEEN IR T LY RS EISTD
E E~KIRBIELHOBE M~ TIN5,
2. KAk bHMKOR 0K § O &/~
J T ¥t B,
3., il AONE L&D IMNHEILD b
Iz, ey b A~ 5,
4. PO ok FTREAETFRFE2TET
OHFEIT A S,

— -



LRBIBD D, 2 TH#IC

22 COMME m ml mmwamu an

o —— — -
S ————

A0 O LRI O EHMA O 2
WL E O Fi s o2 L~ b, RicZzorH
L0 UAWEIC i A 13 Ta

- W WS —

window envelope G L H )% M © 2 B¢ 11,72 O 2|
FTOTFTMMPEELETTOH ML .6~ 2
WSS WH 2 LT HIETH O inside address JiF #&
TTLY 2NOMEFTHKD Fid L~KET
KIS HB P 6 L2 MAM~ITELTZ20R
7> & Inside address 25 WL Z 2 Bk Ic Hiic A B
HUZRERHNZHOEZEATH 2 T O
MHEEZHO 2 E0om< 2k H#KoL4
D o3 % B ~NHOE ST CEICHET,
K OIICLHDHrOMELETEZAS B 5,

window envelope % J{ O 2 8 & iz i3, Ik 5k < 7
54T I % ALt Iz inside address % 3 A 3 Z

D x H OBE
THRK LT typist Offif|Zit2% b 0% wn

THE ENVELOPE 23

- o - B I T S M — -

BikE MR REICRRET S AN LD

it o, T4l J§ & % baronial A (4" X5" jif )& WV D
EFBICEVHGLS 5, 2% M0 5 HEHR
Ok Tho6 L ~KXikhaihbE~NELIMD
K VAMEZ FTRZZHWEICAN S,
The Envelope Address: I {5 @ %@ 4,01 b £ ! (super-
scription) X H O gL T IE S X QLA D
BEPRA L naEIciEAT 5, KA KR (block
2 11 indented) <> 41 i #J: (open 3 (3 closed) | imside
address * Rl — @ #: L # Bl 0 5. envelope address (3,
=4il ki E b & w4 k,{5 [ % double space |C
T3 HDBEA DV,

window envelope % Jf O
7 &,

AL 3& A W fit © % £ © K i% 4 (return address) & L
THEZEORALZTHMBITHMNUTE S, €O
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LESSON 1V
USEFUL EXPRESSIONS—I

Opening Expressions for Letters Initiating the Corresponden;:e:
Mifrr iz 2T 5 H © (initiating the cor-
respondence) & K {,i (replying to a letter received) & @
“HERAANT A CEDIEKS,

MEHEBEO THROBI UicRgRoOom P I &
i b vz LA UM L o
PABITRRLEZRZITDH D

The object of this letter is tc inform you that the
goods ordered by you on March 20 are going forward

to you to-day by parcel post.
By the present we wish to inform you that......

We have the honour to inform you that......
We take pleasure in informing you that......
We regret to inform you that a fire broke out in our

warehouse last night.
Permit me to introduce to you the bearer, Mr. S. Sato,

manager of the Tokyo Trading Company.
A8 D AT I R L R R B 6 R
R~ THf R 28 UE#EDT 2T L HBHKEKS,
We confirm our letter of the 10th instant, and now

3 USEFUL EXPRESSIONS--1 27
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have pleasure in handing you invoice for 100 bales of
Cotton.

Confirming our letter of the 10th inst., we now have
pleasure in handing you......

HO» TOMEXIRBIBEAED D LT, O %4
PV TONEETH 5.
Our friends, Messrs. Smith & Co., of Yokohama, have

given us the name of your firm as a house of good
standing and reliability.

We have had your name and address given to us by
Mr. Wm. Smith, of this city.

We are indebted for vour address to a mutual friend,
Mr. Wm. Smith, of this port.

Fam D EMFICHOC 2 FROEN Ui B2
AOES 24 X, AR L 2B TIETR%Z
HIEBIEITLELED OB ZE v,

When entertaining vour friends, wouldn’t vou like to
offer them an exclusive cigar—different from and superior
in quality to those sold In an ordinary cigar store?-—one
that you will thoroughly enjoy—a cigar of superb quality

at a reasonable price? You will find this in EL VANDOMA
AMBASSADOR.

Winter is the season when vou enjoy vour home most,

but only when it is properly and comfortably heated.
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A ““Windsor” stove in yonr home will give you an
abundance of clean warmth-—never overheated or under-

heated, regardless of outside weather.
Opening Expressions for Letters Replying: ’i B b Ol
G T2EFECRREVCESTOFRAFOR
ARMRZMLT L2 BT 200 HEATD 5

Your letter of April 8 has duly come to hand.

Your letter of April 8 was received this morning.

I received on the 10th inst. your valued favour date
April 8.

We have the pleasure of acknowledging receipt of your
two favours dated the 8th April and 10th idem respec-

tively.
Your kind letter of the 10th inst. is received with

thanks.
We are in receipt of your favour of the 10th 1nst.,

for which we thank you.

Thank yvou (We are obliged) for your esteemed favour
of yesterday’s date.

Kz p g AWM T2 ERETRRY L 2 M
LA EZHRA~2HDOTD D,

We have received your letter of April 20 advising

shipment of our Order No. T21 per s.s. ‘“ Hakone Maru.”

We are glad to learn (We note) from yours of April

USEFUL EXPRESSJIONS-—] 29

10 that you have shipped ocur Order No. 721 per s.s.
‘““ Hakone Maru.”

We have to thank you for vour favour of the 15th
inst. inquiring about our product.

Your favour of the 15th inst. inquiring about our
product 1s very much appreciated.

W@ AN DO ESTOTHRE2ATL
Ie ¥,

We wrote to you on the 7th inst., and in exchange
for this have received your favour of the 5th, advising
shipment of our order.

In exchange for our letter of the 7th inst., we have

received yours of the 5th, the contents of which we have
duly noted.

FRONIKMPEREELIWHEIZTAT LU
Ih¥,

We have for acknowledgment your letter of May 5,
enclosing invoice for 100 bales of Cotton.

We have received your letter of May 5, together with
your catalogue by the same post.

We beg to acknowledge receipt of vour favour of the
8th inst., and also of the samples advised therein.

XHTOFMAFOZ LZk~B ERFITZIT
HY2BEFER~2HHLBS MO b L

=



230 COMMERCIAYT, CORRESPONDENCE

—_— —

Replying (In reply, In answer) to your communication
dated the 20th ult., we wish to inform vou that the
balance of your Indent No. 721 has been shipped to your
address per s.s. ‘‘Fushimi Maru.”

We hasten to reply to your favour of yesterday’s date,
and are happy to say that we shall be available for any
work you may care to entrust with us during the sum-

mer.
We duly received your favour of May 15, and In reply

- we regret to announce our inability to comply with your

request.

" EXERCISE
1. mniﬁﬁuﬁﬁﬁmxmfﬂﬁﬁ$hﬁ
2. AHANWOWMERTECFHEL 1 e,
3. vk Bk GE It A T4k BE 0 B e - BE,

LESSON V
USEFUL EXPRESSIONS—II

Closing Expressions: T §ft X Jt © it #1 & & & 25 J ¥
ZRABAOEETZ2ESCHKBRILZ M TD 5,
KANOF R HETRMIEHLTZAHFRORK R
ek T A B IC N Z kRO R IE T O [ AE
K2HMRT A2 DI2HRICEPTUALIT R BN,
THOKBIRRIXOMEXLWLEARMT 6 h
2,
(a) EFEZXRKD 5 545,

We are looking forward with interest to hearing from
you; we hope you will find it convenient to write us
shortly.

We are anxiously awaiting your reply.

We shall be pleased to hear from you at your earliest
convenience.

Kindly let us know your decision as soon as possible.

Have the kindness to confirm this arrangement by
return of post.

To make sure this is brought to your personal atten-

tion I take the trouble to send this letter by registered

mail-—and I look for your reply at once.

(b)) BEHOERFAFEFELZFHHT 5 %A,
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We enclose a post-card for reply.

For your convenience in replying, we are enclosing a
blank form and a stamped, self-addressed envelope.

(¢) EZTRE2ZSHBA,

Please give this matter your prompt attention.

Kindly let this matter receive your immediate atten-
tion.

We shall appreciate your giving this your prompt at-
tention.

We trust vou will give this order your prompt and
careful attention.

(d) WA IHTINFORRBRIRRET~O
FEKEEPHRELTCRZLZORERF2C LS
Ve,

You are welcome to this information, and we are
pleased to have been able to serve you in the mat-

ter.
We trust the above information may be of service to

you, and shall be pleased to give you any further par-
ticulars you may be in need of.

We place ourselves at your disposal for any further
information vyou may require.

If there is any other way in which we can be of
service, we shall be glad to hear from you.

(¢) BRBMWIRTEHET 325 4,

USEFUL EXPRESSIONS—II 33

I shall write to you further on the subject in the
course of a few days.
We shall revert to this matter at a later date.

(fF) BMEOES 2 EL S,
I must apologize (tender my apologies) for the delay In
replying to your letters.

Please excuse our not replying to your letter ere this,
but circumstances beyond our control delayed us.

(9) XBE2DLDUF L LELERT D,

Please accept our apologies for the inconvenience this
matter has given you.

We regret the trouble we are causing you.

(k) BFOMEREBVEZC L ITH L Tiahk
DEZEYT,

We regret our inability to accept your proposal.

We are sorry not to be able to oblige you in this in-
stance. Perhaps there is some other way in which we
can be of help.

(¢) {2 EHT 5,

Thank you sincerely for the services rendered in this

matter.
We thank you for your prompt and courteous attention

to the matter.

(J) EE2IEH L CLECHEERICHTLIHE X,
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We take this opportunity of thanking you for your
kind support in the past and soliciting the favour of its
continuance in the future.

We appreciate very much your patronage and trust
that the future will produce even better relations.

(k) ZHORE 2 kK~ 3,
We send you (take this occasion to send you) our cordial
Christmas greetings and very best wishes for success and

increasing prosperity in the coming year.
We reciprocate your kind wishes for a merry Christmas

and a happy New Year.
(1) B ROTMITAHD 2 T8 O KR IECHE
ﬁ’éHéﬂé'ﬂ'éﬁi%@%ﬁ’&&'ﬁ‘&%%ﬁ'@%

D,
It is our desire to serve you to your best advantage.

Send us your order by return mail and we assure you
that it will receive our very prompt and careful atten-

tion.
Send us your order in the enclosed envelope. NOW and

it will receive our special attention.
Participial Close: T #t © #% /2 It ...ing O ik J¢ (par-
ticipial construction) # HH O %2 T & B4 \n,

Hoping to hear from you soon,

USEFUL EXFPRESSIONS—II 35
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Awaiting the favour of your further news,

Trusting to be favoured with your valued orders, which
shall have our prompt ‘attention,

Commending this order to your special attention,

Thanking you in anticipation of (in advance for) your
prompt attention to the matter,

Wishing you the compliments of the season,

ke o U 7= B¢ 7 participial construction 13 iifi 3% %3
S, TFofsReE LT MG O LI %
O3B —RBERNTDH S H~NE

We hope to hear from you soon.

We await the favour of your further news.

We trust to be favoured, efe.
Confirmation of Cablegrams: = 7% %2 B T 2 W 7l Ic X "
AR EREOBBEIRTFRTHIEL D 7)>
Wweh s o B % R (confirm) T 5 L
HikciREXomEifEae O 5,

We cabled you to-day as follows:

““Ship immediately twenty-five dozen Yokohama
Trading Company,”’

which we now beg to confirm.

We duly received your cable reading—

«« RIPTALERME YOKOTRAD,”
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which we have decoded as follows:—

““RIPTALERME ’ Ship immediately twenty-five dozen
“YOKOTRAD ” | Yokohama Trading Company

We have much pleasure in confirming the telegrams

exchanged between us as per copies of translation here-
with.

EXERCISE

1. Prik U 5K % o B g - e,
- R /ffHZﬁWiEUﬁ'\!'tEhp_JiM:o
S. T ORI U TR o ks 1 MK L E 4R B

LESSON VI
INQUIRY FOR MERCHANDISE

Letters Inquiring for Merchandise: 345 i} I B 3 2 ] &

k1K K O 5 6K B,

1. AHBZWHRT 5,
RegkFERZHLALIXRBREBENW AL S,
FricBeggo A% GRT %,

2. i B E B Bh R 2R R R A B,
WE 3L OB BIE & R T

3. ZMWHEZHED 5,

4. RHF R WK T 5,

—— EXAMPLE A —
Dear Sirs,

We are in the market for the following goods:
500 doz. No. 51 Stainless
Table Knives.

Please quote us your lowest price on the above,
and also tell us when you could make shipment if an
order should be placed with vour firm.

An early reply will greatly oblige us.

Very truly yours,
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—— EXAMPLE B——-

Gentlemen :

We shall be glad if you will kindly let us know your
lowest price for the supply of Undershirts as per
sample sent you this day under separate cover.

Our present requirements are for twenty of them.
We presume yvou have these goods in stock, but, if not,
kindly say how long you would require to complete
an order for the quantity mentioned, as this parcel is
urgently wanted.

We await your reply.

Yours truly,

—— EXAMPLE C—
Gentlemen,

In response to an inquiry addressed to our
friends, Messrs. Harrison & Co., of London, your name
has been given to us as that of a reliable firm shipping
woollen goods to this country.

We shall be glad if you will forward us by first
mail your complete catalogue and a representéﬁve range
of patterns, together with your lowest quotations and
best terms.

We have not hitherto imported direct, but have
bought from importers in Yokohama. This arrange-

INQUIRY FOR MERCHANDISE 39
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ment, however, has not proved very satisfactory, and
we are anxious to deal directly with the actual producers.

Your prompt reply will be appreciated.
Yours faithfully,

EXERCISE
1. Z w4 o B L TR IS il B MW e T I IR,
2. UHFMBLAEY o XMEEH FAFEGCH ZH
00 & L Wk,
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LESSON VII
MAKING OFFERS

Letters Making Offers: % fh ic B 7 2 Bl & ¥ I ¥ LT,
HEGHR M F 2T 2 FRI,KEKO I % 57
D HIK 5,
1. MAERAFOC & 2E~B,
2. MlEHEORBFITEN S,
Y §%, 04 g WK T O R T
{E B, ¥ = #4510 5 38 B © i,
3. X% FF,
COMOMaEHAREBEZUL TR IS C
B Ewv, TOPARBECFEFRZUTEEZ
i sl 7 B,

—— EXAMPLE A —
Gentlemen:
We thank you for your letter of April 12 enquir-

ing about our Habutae, and have much pleasure in quoting

you as under:
200 pes. No. 235 Kawamata in 28”7, at 85 cents

per yard.
The price quoted is e. i. f. New York, and is

subject to market fluctuations. Terms:—Net cash against

MAKING OFFERS 41

—

Shipping Documents in Yokohama under confirmed letter
of credit.

As we have a large stock at this time, we could
make immediate shipment.

We hope that we shall be favoured with your
order, which we assure you will be given our best

attention.
Very truly yours,

—— EXAMPLE B——

Gentlemen:

We received to-day your ecable enquiry which
reads—

““Quote lowest cif price for two hundred pieces
Kawamata Habutae shipment during September next.”

In reply we have cabled you as per the following
confirmation:

““We offer you firm two hundred pieces Kawamata
Habutae shipment during September next at eighty-five
cents per yard subject to your cable reply in three days.”

We await the pleasure of serving you.

Yours very truly,
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EXERCISE
1. JI % J'ﬁr 7 % I [} ?4"’.‘; "ZAHEANTL o AR - [£] KL Ii;ﬁ ﬁ %
Ber o SA,— % Ju -1 Qb i T 1Pk RS VT kR
2. ML Hdky TEALSICHFAETP L&A
o i 7 L %

BLUR & Wi T %

LESSON VI
SALES LETTERS

Sales Letters: PO TWMEAME T 2 TFMICKE,
ROMBENRIFRTD 5,

1. ZEAEOEEZIICCE WamkBMUT
MAERBEBULZARBZETIBIEIRSZDOML 2
HT2b0THhs200EBMFOMGHEZZY
HB LB UVTEHARLFRZ2HIRNRIZERZ
LT EZOFRE2AIELEIZLE2 R IR ThhE R
LWALINWEZDOTFMIBIk4LETH I WwTHK
BEodbhicATHLIEELD 5, I, O
OFMIBHO LB LD TZEHOEE 2 5
K HbOTHohiEi b

2. IR T2 MIRHELTEZEEROD
&)

3. W iciEA T, %4 R v I ¥ (agood purchase)
THILEVHHEELZZIERICHEH~SC &,

4. HLEHSZHMWET2HE O N,
BREEFOXREHLULEANRSLANTEIR S IR
BT 5 FHKT D 5,

(Y
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—— EXAMPLE A —
Dear Sir,

Here is an unusual opportunity.

We offer you an exclusive set of Shakespeare’s
works in five volumes bound in moroceo at ¥ 5 a volume.
The edition has been prepared under the direction of
eminent scholars and is magnificently illustrated. Each
play is followed by the best criticism of it that has yet
been written, a feature which is not found in any other
edition and is unusually interesting and valuable.

This wonderful opportunity is yours for ¥ 5 upon
acceptance of the set, and ¥ 2 per monuth thereafter
until the full amount is paid. Our present supply is
limited, and after it is exhausted we shall not be able
to duplicate. SIGN THE ENCLOSED CARD AND MAIL
IT AT ONCE! We wish you to have one of these sets

because we know you will prize 'it.
Very truly yours,

—— EXAMPLE B—

Dear Madam :

SUMMER FURNITURE SALE

We desire to express our appreciation of the patronage
you have accorded us, and take pleasure in advising you

in advance of a coming big sale—the Summer Furniture

SALES LETTERS 45

———— ——

Sale, which will begin on Monday, June 10.

We shall make radical reductions from regular prices
that will show you a saving in many cases of from 25
to 50 per cent.

Friday, June 7

Saturday, June 8
will be set aside for you to have first choice of the
interesting values before the sale Is announced to the

public.

We hope you will come in one of the two Courtesy Days
and take full advantage of this important Summer Sale.

Very truly yours,

A EXERCISE

1. THhHHEOHEMIZTUEREICTIR D A7 20~ 1,2 S @ik
2 L 1,

2. FROKXKEHMLE2AKXAt+HLYVFARHZT—H
HiRE: R TS 7N

il — _F_Fw



LESSON IX
CONSIGNMENTS

Letters Applying for or Offering Consignments : }ii % O 5| %
YR BRI PAL TR E>20 ELEH T Z O,
1. 1A @ P i
% JC M0 4% (consignment) O AT L 4 T &
ol XD
M EEZHRLET S
2. TEHEELHBBTITMT S kORI
3. I A5l0H kR O 7R
Letters Accepting or Decliving Propesals: 1|1 ;A [ ¥ 7 %

SN D B,

KL RERITIXOMZ NG % &L,
1. HAZ #H 7T 5,
2. k1T H R o B

3. {i ¥4I,
4. kO P
——EXAMPLE A—
Dear Sirs,

We are very frequently asked for Cutlery of the
best class, and your name having been given us by our

friends in London as makers of repute, we shall be

CONSIGNMENTS 47

pleased to learn whether you would care for us to repre-
sent you In Japan. We are prepared to accépt the agency
on purchasing terms, provided you will reserve this mar-
ket to us. |

As we deal in Kitchen and Domestic Articles, we
are in touch with the principal buyers in vour line and
it would therefore be an easy matter for us to handle
your goods with our own.

As regards our standing and reliability, any of the
firms noted below will be pleased to supply you with
information.

Messrs, Newton & Co.,
72 Wigmore Street, London, W. L
Messrs. Norman & Hill, Ltd.,
40 Foster Lane, Cheapside,
London, E. C. 2.
The Northampton Polish Co., Ltd.,
22 and 24, St. Andrew’s Street,
Northampton.
We are quite willing to meet you in the matter
of terms, but trust that, should you decide to accede to
our request, you will from the first put us on the very

best footing.
We await the pleasure of hearing from you on the

subject.
Yours faithfully,
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—— EXAMPLE B—

(Gentlemen :
Your esteemed name and address having been

given us by our friends, Messrs. Smith & Co., of this
city, who inform us that your trade and connections in
our line of business are of the best, we wish to enquire
whether you would be disposed to work with us on a

consignment basis.

We should like to introduce our Lamp-Shades into
your market, and are convinced that, if you fall in with
our ideas, a considerable business will result to our
mutual advantage.

We therefore inclose you our retail price-list for
these goods, and shall be pleased to allow you a trade
discount of 20 per cent. on the quotations if you will
stock our goods and push them to the exclusion of all

other makes.

If, as we hope, vou agree to our proposal, we
shall immediately ship you a sample consignment, being
guided in future shipments by your reports on the differ-
ent grades which may be best suited for your market.

Account Sales to be rendered quarterly and to be

covered by paper on Yokohama.

We are quite prepared to listen to any suggestions
you may have to make in the matter, and should furnish

CONSIGNMENTS 49

you with all necessary advertising matter, show-cards,
price-lists, &e., for distribution.
We shall be pleased to hear from you at 'your

earliest convenience.
Very truly yours,

EXAMPLE C——

Dear Sirs,
We are much obliged for your esteemed communi-

cation of the 5th inst., and accept your proposal in regard
to the shipment of consignments to you. We think you
will find our product sell readily in your market, especial-
ly as our prices are closely calculated in order to compete
with the produect of our European competitors. You will
convince vourselves of this by comparing our catalogue
and price-list, which we enclose, with those of the

German and French manufacturers.

A case of samples comprising—so far as we can
judge—the most saleable lines, will be despatched to you
by next mail steamer, and, as desired, we will draw

upon you at sight for the amount of our invoice.

We trust that the sample case will reach you safely,

and that we shall soon hear favourably from you.
Yours faithfully,
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—— EXAMPLE D—
Gentlemen :

We are in receipt of your favour of the 25th
ult., and have perused the booklet which you sent us
deseribing your products.

Whilst thanking you for your courtesy in offering
us your representation here, we regret we cannot accept
same, as the articles you mention are, you will realize,
quite out of line to us as cotton merchants.

We refer you, however, to Messrs. A. Date &
Co., of this city, who, we are sure, would make excellent
agents. They stock such goods as you describe, and
their financial position is sound.

We are, Gentlemen,

Yours very truly,

EXERCISE

1. HHWERTEIRA)E@TIZTI TS 5IL (L,
T W L

2. WL WAMIKEET S B S B A BGE
[ R A

3. MPERAOHM@IIZE LK GERKCFEE

LESSON X
ORDERS

Letters Ordering Goods: ;L 4- ik (2 =5 @ = Wi i 4 7
bk 5,
1. kA dh o R,
an Foonin T3 98, ) 3, (0 7 % (deseription)
B it (quantity)
i EX (price)
2. G WRABBE O kR TN R
e T B,
3. KL T 2 -
Bl 4 i 4 (cash with order) T 7t ¢,« #t %
DU G T I v 8 41 1,45 B M &
PR T A LEND B,
iE A 1E,— SE @ ] #t (order blank, order sheet) |- .2
REREZGLA L DLW (formal order) % 1 1k
LZRKMEZTHEERE~TELZC LN S
ik X R EEKERECLRIBE C~2 % It T 4}
AR BE B 20 13 % %9 09 05 ~ B i © 2 C (indent) %
EBHCLBBB HULENBHOATE {,—f
WAL %L indent L RC 2250
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— EXAMPLE A—

Dear Sirs,
Please send us the following goods, as shown on

page 28 of your Catalogue No. 35:
500 doz. No. 51 Stainless Table Knives,
@ 38/- per doz.
Tt is understood that the price includes delivery
f o.b. London. We wish these goods shipped per regular
liner at the lowest possible rate of freight obtainable,

and each package marked

Yokohama

and numbered consecutively. Marine insurance 18 to be

effected by you, and claims are 1o be made payable at
Tokyo.

To-day we requested the Yokohama Specie Bank,
Ltd., of Tokyo, to forward instructions by cable to its

branch office in London, quthorizing it to purchase your

draft drawn upon us for a sum not exceeding £ 1,000

against shipment of Cutlery.
We trust that shipment will be made immediately,

as any delay might cause us serious inconvenience, owing

—r

ORDERS 53

to the fact that our stock in this line has run somewhat

low.
We await your ‘advice.
Very truly vours,

EXAMPLE B——

(Gentlemen:

You will find enclosed a postal money order for two
dollars and fifty cents, for which please send The
Forum to my address for one year, beginning with the

issue for September next.

Yours truly,

—— EXAMPLE C——

(Gentlemen,

We have to acknowledge the receipt of your favour
of the 30th May, with quotation, and also of your Illus-
trated Catalogue, for which we are obliged.

We now have the pleasure of handing you an
order for Worsted Tweeds as per order sheet enclosed

herewith, recommending same to your usual careful at-

tention.
Yours faithfully,
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INDENT No.3%- Tokyo, .16th June, 19 36,
To The Tweed Manufacturing Company, Ltd.,

Tl,undnn. wW. 1.

From THE TOKYO TRADING COMPANY LIMITED.

Gentlemen,

Please ship to us the undermentioned goods:

......................................................................

AtoH. e

PRICE 28 pie i Yol - e L e
PRUBEL RGO e e (S
MARK AND NUMBER <TT(C> over Yokohama. Nos. 21 onwards.
SHIPMENT from London on or before 3lst August next.

FREIGHT to be paid in London and charged to ws.

INSURANCE on invoice amount and charges plus 15 per cent. To be

--------------------------------------------------------------------------------------------
----------------------

INVOICES AND BILLS OF LADING _in triplicate.

SAMPLES | yard each pattern, by mail not later than 20th August.

Yours faithfuily,

L. bt

Manager.

b
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EXERCISE

1. FIMMIELHOM Y, W = K@ik kB

2. APBBESRTEHLTELARKRMB Lo TR
W W HOREIR 2 W iTMBX)EREG I THRT 3
2 R ST



LESSON XI
CREDIT INFORMATION

Letters Asking for Credit Information: {¥ ¥ i IR iR
v 5 e EOTAEGTOBHBERMNAE S TR
OFEEFF I ABWROMED OTH 5,

1. Meovo @A MR LUGZRMT 2 M4
o OBhWR D FENEESD,

2. AW ORFRH®LTEONE R KH
ERRAR

3. MZERWERHLUGHEREORKZRKZDL
B LABALED ZHACRETOLD
cRBROELEPEATRETE ZRER S,
Letters Giving Credit Information: {3 Jil & )£ © [ 47 # I
HYT2EFCRBERZLBRAT SH0 (favourable)
Ly T % b o (unfavourable) © Z§i 2> B 3,
W3 L T %6 4 12 W] & 3 ), the person
about whom you write, the firm in question 7§ O i 4
MO EBSEVETLILE IR EZRT
LEPIBERERHKKEEIITD 3,

COBOBERMBMACLABERAIKCEATIHO
THAMIBRILIEBLE B LI BPbOTRUNAR
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b lMBBEREMERFAGFDIHEHHLOBIC XX Z
HA23CLORVvEICHLLTHIRETD S,
FHOBHICRBMEEIH L THED THRIOGHE
HichZT2RBEZELGERICEIMEIRELT
EHEPERFHOFEEZRTONPEET D 3,

——EXAMPLE A —
Gentlemen :

Mr. Joseph T. Smith, of 25 Main Street, Buftalo,
who wishes to open an account with us, writes us that
he is known to you.

May we ask vou to give us such information about
his financial standing, worthiness, and custom of paying
bills as will be helpful to us in deciding what credit to
extend to him? Any information you may give us will
be held strictlv confidential and for our files only. A
stamped and addressed envelope is inclosed for your con-
venience.,

We shall be happy at any time to reciprocate the

courtesy.
Yours very truly,

——EXAMPLE B——

Gentlemen :

In reply to your enquiry of July 1, we. are pleased to
cay that the gentleman you mention has had a charge
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account with our store during the last five years. Our
records show that he has always met our bills in a satis-
factory manner. His account is noted for a monthly limit
of %300, but he has never reached it. Our own experi-

ence is that he is a desirable customer.

You are very welcome to this information or to any

other it may be in our power to give you.

Yours very truly,

— - EXAMPLE C——
(Gentlemen,

In answer to your inquiry of July 20, we must
express our surprise that the firm mentioned should take
it upon themselves to give our name as a reference.
They have never had an account with us. As far as
we know they are sound enough, but we have no certain
knowledge of their true financial position. The only
transactions we have had with them during the past
twelvemonth are two small orders, both of which were
paid for in cash on delivery of goods.

We regret our inability to assist you in this matter.

Yours faithfully,

CREDIT INFORMATION 09

EXERCISE

1. ZEGC®i) O 7t 25K T8 1< B L C,2 2% 5 00 i ok
T B

2. U GO I R e i BT OB,

3. RS B OK BE R & 1 BT TG AE R R BB R R
B Y e

4. FMIEOTENICH U TIRRMT 22 HH0 i &
R
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LESSON
ACKNOWLEDGMENT OF ORDERS

Letters Acknowledging Orders: I “L 7S 7o W, E I
DT ER2hEINRU hi@Zh o, FEX ORLHE I 3
LREXHHA L DA, 2,5 A

rofic M LTERBEEET 2 C EBD5,

Sk B AL RO 2 W T M GE A DO C &b DS,

ith

g Bl o Tt IdK O M E R KR

<t

A5 5 DD

- - : - . - _7
Wi T D 5,

1. HILKH LTKEHORE KT S,
3y EOHMEREFLWRT 5,

kiRl LEBA LTS

W LEs & Ik~ 5,
2, Ao MEMIZEICHT S W JH,
A& I M fr B WY 5 Wil d o X, 1
AT %,
3. UL HIHT LU GAERLIIFERO 5 Wi

10
® LA,

———BXAMPLE A

Gentlemen :
We have received your letter of August 3, and

are obliged for your order for

ACKNOWLEDGMENT OF ORDERS 6l

2 tons of Green Peas at £ 43 per ton.

Your instructions have been carefully noted: and
we hope to ship the goods per s.s. ‘‘Kurama Maru,”
sailing on the 20th inst.

Our best sevices are aiways at your command.

Very truly yours,

—— EXAMPLE B——

Gentlemen :

Your order of August 18, which just came in, is ap-

preciated.

- In going over the order, we find a few items that are

not clear. Since a small error might mean no end of

trouble, we want at once to check up all items.

We are inclosing another order blank, filled out to meet
your requirements as we interpret them. If the filled
order blank i1s accurate, just sign and return it in the
Iinclosed stamped envelope. If not accurate, you can
make up the order as you want it on the blank form
and we will ship accordingly.

Yours very truly,
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EXERCISE

1. %HQ%H%H:PﬁHmmwﬁﬂﬁufmﬁ
TU ) L IR LS S vl 7N

2. maiﬁ¢u$mmmaﬁm:£ﬁz&

3. m&i&mﬁﬂ$1$i%ﬁuﬂﬁﬁﬂ$xﬁ

———— — el SO

LESSON XIII
ADVICE OF SHIPMENT AND DRAFT

Letters Advising Shipment and Draft: & |1} 3% & 12 fii ¥
B U & [ BEICZ R (invoice), #y fif 22 4% (bill of
lading), {} Fg & Z¢ (insurance policy) | fiff 15 % T J& &l &
(letter of hypothecation) % ifi ~ T,z 2 SR {7 iIc 2t L,
MBEEENRNMOOPEHETH S oA
Ic i & A 1 fif € 5 (advice of shipment) |,% @ & %
WK z2EU0,

1. 20 # L& %4 H T 2 0o U T3 o R
EH M AW O HERSEZ2HEAT S,

2. ZMRZRHELFREOKRMEL 28T 5,

3. MZAKHTIHFEOERR FERIKWD
T O =,

—— EXAMPLE A —
Gentlemen :
Confirming our respects of the 1st inst., we now
wish to advise shipment of your order dated August 3,
viz., 2 tons of Green Peas, by s.s. ‘“Kurama Maru,”
which is due to sail from Yokohama to-morrow.
Herewith we 1nclose copy of invoice, for the

amount of which, together with bank charges, we have,

t
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as arranged, drawn on you at 90 days’ sight, and nego-
tiated the draft, with docum%nts attached, through the
Yokohama Specie Bank, the documents to be given up
on the draft being accepted.

We rely upon you to honour the draft on presen-
tation, and await your f urther commands.

Yours very truly,

——EXAMPLE B—
Gentlemen,

As advised in our cablegram of yesterday’s date,
translation of which please find enclosed, we are shipping
on the s.s. ‘‘Hakone Maru,” which is due to sail to-
morrow for your port, 3 cases of Silk Goods on your
order by cable of the 28th ult.

For the invoice amount, Vviz., £ 400 10s. 6d., we
have this day drawn upon you by Bill of Exchange No.
156 at 60 days’ sight, docum ents attached, to the order
of the Yokohama Specie Bank, Ltd., which we ask you
to kindly protect. '

In accordance with the instructions contained in
your last letter we enclose Debit Note for cable expenses
in reference to this transaction, the amount of which
please remit at your convenience. |

Thanking you for your order, and hoping that the

merchandise will arrive in first-class condition and give

ADVICE OF SHIPMENT AND DRAF1 65

you every satisfaction,

We remain,

Yours very truly,

EXERCISE
1. A HA=Z AW I E N L% EEZ O R IR
13,0 B R o JE BF L iz T BUE B L B
2. HgELsLEIcH L ABEXRTEB—BKERNLT
B B® TR RN ICHI LG #
3. A0 X e G e 2 WD B 0 B
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MARINE INSURANCE

Insurance Letters: {ffnic il 3 2 F#Mic b i 42 d 5
BHOERZDBOEULTGROEZ2D0H AR HE
TH5C & LTE,

1. B 3§y © A,

2. kg O,

3. i N Al

—— EXAMPLE A —
Dear Sirs,
Please insure against all risks £ 300, value of two

cases of Silk Goods, marked

2%,

London
and shipped for account of Messrs. Samuel Smith & Sons,
London, on board s.s. ‘‘Columbia’”, =ailing on the 30th

inst.
Be good enough to effect this at once, and let us

have the policy in due course together with a note of

the charges.
Yours truly,

MARINE INSURANCE 67

—— EXAMPLE B —
Dear Sirs,

We are in receipt of your favour of the 25th
inst., and in compliance with your order we have effected
insurance for £300 on two cases Silk Goods from Yoko-
hama to London per ss ‘‘Columbia”, eailing on Monday
next, at the low rate of 9/6 per cent., A. A. R.

We wish to hand you the policy herewith, also
our account for £1 8s. 6d., for which amount kindly
send us a remittance at your convenience.

We trust soon to be favoured with a repetition of

your commands. .
Yours faithfully,

—— EXAMPLE C——

Dear Sirs,
S. S. ““Columbia ”’

We are holders of your policy No. 3601 issued by
your Japanese office on two cases Silk Goods valued at
£ 300.

During the voyage the vessel encountered heavy
weather and in consequence one case was damaged by
sea water. We enclose Lloyd’s survey report, also the
policy, which is against all risks.

Kindly adjust the claim and hand us cheque in

settlement at your early convenience.
Yours very truly,
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—— EXAMPLE D —
Dear Sirs,
S. S. ““Columbia ”
We are in receipt of your letter of the 20th inst.

and have pleasure in handing you herewith a cheque for
£16—1—0 in settlement of yvour claim.

The amount is made up as under:
1 case slightly damaged by sea water, with
an allowance of 10 %.
1 case sound.
Insured value: 2 cases at £ 300.
1 case In proportion at £ 150
depreciated 10 %4............ £15—0—0

Survey fee 1—1—0

We shall be glad to have your receipt in due
course and remain,

Yours faithfully,

EXERCISE
1. #t7 Smith @@ OB IcTHS AMH BN o 8
WAMKOIA ZHItH LETOGERBESALSE T T H
e > {5 B 980 <8 U 8L F N e,
2. WA AWM T IT IR 2B oNS BT IO,
O Bew G 77 A I 8 I % fF b e R, SR - e

LESSON XV
LETTERS OF CREDIT

Letters of Credit: {3 Fj /% It 12 To our Agents and Cor-
respondents throughout the World L L T i % % Hb @
% MG B E R 51 )5 IC % T 72 2 General Letter of
Credit L5 O8It T s #F7 Uk 5 Special
Letter of Credit & % 7%
RITBEOMA O DI BT X4 b Kir {6 M
R (Traveller’s Letter of Credit) X,#& /1] A % & O i Iz
i i X +v % 74 ¥ 13 B Ik (Commercial Letter of Credit)
D5,
MEEHRIERAZERFOKEIC L > THT S
ha2b0TRIEBEZEDHHEG D O &ICH LG
MARBEBTRATICHWE TIRELAZ2 FEOIZLH
P BABGBHIHKT S H O % Confirmed Banker’s
Letter of Credit (f 8 #1745 &Y 5. 2 1 8
i iz X > T (by mail) {5 i Ik % < #l #» (establish a
credit; open a credit) ¥ ® ‘T, % 7 8 17 7> & U4 & & 11
BE~BEZTH LB NHKAEOT 2
LTHET 5,
3.0 B BGE W H Y1 © B & T 13,6 A & O K




70 COMMERCIAL CORRESPONDENCE

o X DB FF i BT AE O )5 3L I 5N I M
T, Wl T (by cablegram ; by cable) {i I R It #l © T
ME2T ¢ hdbsd COBAERBBIEAOEH
R xBTS T L O LN L3RG TR
FORIM LD TROSIZEXEHMICHET 2 5 W
& o i3 %5, 2 % Bankers’ Credit - #§ L,TF
DEZWIRH LTHITLZONRIEZHMET 23 0
% Confirmed Sankers’ Credit & W tf,3 % @ #& Ja} O 1%
2B AZEICMT S 4 O % Unconfirmed Bankers’
Credit L W 3

EHRIRIHLOHFABBDBDHRIHTD 5,
ZOWMARRTBLEHNZHEBELEEZV D O%
Irrevocable Letter of Credit X f& L.B§ Wi .2 2 e R L
M 7 3 O % Revocable Letter of Credit & f# 3 2 C
DD B,

XIcm T LA RAZFOKE IT X2 THIT
A5 & A& 50 I & 11 U 2 ff B % 45 A R (Documentary
Credit) C,XBR B HEGHRPELS THM I NE
oMW OMITN FRmM O &R ORE?LZ
MBI ZC s 2RIBEFICAMT 5 —~FOEH

uR(> % Letter of Authority & W 52 & 2 233 2)T H 5.

LETTERS OF CREDIT 71

—— EXAMPLE A —

Gentlemen :
You are hereby authorized to draw on National
Bank of Commerce, New York, N. Y. to the aggregate amount

_________________________________________________

days’ gight for account of The New York Trading Company,
New York, N. Y. for the invoice value of Green Peas to be

...............

drafts must be negotiated on or before November 30, 1936.

The undersigned agrees with the drawer and bona
fide holders for value in due course of drafts drawn under,
and in conformity with, and within the amount of this
credit, that such drafts will be duly honored on presen-

------------------------------------------------

companied by invoice, consular invoice, marine and war risk
insurance certificate and complete set of hills of lading for such
goods, to the order of National Bank of Commerce.

All drafts drawn under this eredit must be en-
dorsed on the reverse hereof.

Drafts under this credit must bear on their face

the following :

““Drawn under National Bank of Commerce L/Cr.

No. 68577/35 dated New York, September 10, 1936, 41 must
be duly advised to Naticnal Bank of Commerce, New York, N.Y.

Respectfully,
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—— EXAMPLE B-—

Dear Sirs,

---------------------------------------------------------------------

Limited, Tokyo, for the invoice value of Woollen Goods ghip-
ped from London to Yokohama during October 1936, to the extent
of #400—0—0 (gqy Four Hundred Pounds Sterling) provided
such drafts are accompanied by

Invoices,” in duplicate,

Marine Insurance, in duplicate,

Complete set of Bills of Lading made out to

order and. blank endorsed.
All drafts drawn hereunder must bear on their

face the clause :(—

DRAWN UNDER LETTER OF AUTHORITY
No. F 2378 Dated 4th October, 1936.

Your drafts must be presented on or before that date.
Yours faithfully,

LETTERS OF CREDIT 73

EXERCISE

1. EATHZ2RE LGERYIc,— A4 0
REFEARIE LoMEZAGHRIC X v C#KEH
F

2-- AEGRROEHMRRAESF A=+ —HBIRY
kA ZE
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COLLECTION OF ACCOUNTS 75_
— EXAMPLE B—
Dear Sir :
LESSON XVI | On October 30‘ we sent you a statement of your
COLLECTION OF ACCOUNTS account, amounting to ¥ 125.80. We have not, however,

had the pleasure of hearing from you. As we have some
heavy bills to meet in a few days, could you not con-

veniently send us the amount, or, at least, let us have
something on account ?

Collection Letters: i) ‘& Wi iR I @ &F D e Y I
EMWREVWIRICHOCOLNNE B OT,L£M ORI %
THCLELHHNTHDATNEHZORLDITHE
ODXWMPELEVERNDLZCEPIFET D2,
BWEWRVOAMZET L2 EITHEORE Z2Z
OMIEBFEVwTHEHEOERRZHT I EHE v,

Yours very truly,

—— EXAMPLE C—

Dear Sir :

e IR AR HH LTHED THRZS re We have written you repeatedly concerning your
minder 2 Z WV, RicREPICEHBEZZH AR O account for ¥ 125.80, which has now been standing for
D AP 28w T "% i 5 request i 5 : some tme, but up to the present time we have not heard

PSS LULTHEITEED XY T X £ 3 8 from you. We trust that you will give this matter your
H— s OMHA A 4ES LT 2 0% % demand 3 3, | immediate attention, for we feel obliged to say that,

OB AEICRFRFOMBEROTFRICH D 3 C unless this account is settled before the 25th inst., we
— 1 - 't on | . —

LB XS M MM RIER T B2 shall be compelled to take legal steps for its collection.
) 't J) y o IJ 3 71~ 2 S

Yours very truly,

—— EXAMPLE A —
Dear Sir :
: : EXERCISE
Herewith we are sending a statement of vyour
account to date, amounting to ¥ 125.80. We should ap- L. JUAKA 32T o @G0 ERH#H2N R -
prGCiate a remittance- - & ;{'C H = T H I Pl il’ﬁ] —,j(: .H} :{!tE‘ Z s &Tj H-;I__'l. ir % ﬁ}‘ jﬁ,
Yours truly, 2t SN AU g
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REMITTANCES AND ACKNOWLEDGEMENTS

Remittances and Acknowledgements: % 4 i 5 4% I= 11,3
DB ERTHBNZ2MWHRT 5,

MO MRITIESEZESH LIS EEZ
ZARe T, EEARFOHAITRE O I
WL CHEE 0K E R mT B,

—— EXAMPLE A —

Gentlemen,

I am obliged by your promptness in forwarding
the washing machine, which was delivered yesterday, in
apparent good order and condition. When I have had an
opportunity of thoroughly testing it, I will communicate
with you again.

I have the pleasure to enclose cheque for ¥ 86.00,
and shall be glad to have your receipt in due course.

Yours faithfully,

—— EXAMPLE B—
(Gentlemen,

Enclosed you will find a cheque on The Union
Bank, Ltd., for £ 117 10s. 2d., which, together with

£1 98, 9d. or 14 % discount, squares your invoice of
£ 118 19s. 11d., due October 26 next.

REMITTANCES AND ACKNOWLEDG EMENTS T

Kindly acknowledge receipt in due course.

Yours truly,

—— EXAMPLE C—
Gentlemen,

We are returning your cheque No. 3586, dated
October 20, for £ 117 10s. 2d., because you deducted
1} % discount on our invoice of August 27, although the
discount date on this item expired on September 26.

We trust that you will send us your corrected
cheque in full payment of this invoice promptly, so that
we may keep vour account perfectly straight.

We hope sinucerely you will, in the future, continue
to avail yourselves of the advantage of our discounts,
Instructing your bookkeeper to send us cheques promptly,
so that they may reach us in time in order that discounts
may be regularly allowed.

Very truly yours,

EXERCISE
L. WAZ1AWAGREL Db, 5T 70
= 2% ST /YT ] 855 0 -
2. *Hﬁmmmgwﬂmwm;%mﬁmwrﬁﬁ

B 7045 [ R BT IE s AT
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LESSON XVl
ADJUSTING COMPLAINTS

Claims and Complaints: ;I < 4h W 1 © & O,in H
O ML ZzEoORNEMNESORBFLHLT
(3.4 4 (complaint) % 1 11} G B © WK (claim) % Y
s chbOHMOREDLICHO S FHRBLKXOHR

o) .

2 A

1. [fficB LCnfr iz 2 &0 DI shkhl

Wi T 5.

2. zOMEODOLDICAET 2 EXRKLRIBAFE

3. fif PuPE NI O %K
Adiustment Letters: 7 4§ @ fi# Pt (adjustment) i jfl O
TR KO 6k S,

1. % HOoOXKcHULTHWHOEE XY,

2. figPePEht o ERICHT 5 A,

3. i © KW,

4. HT XM LTERORB 2 Z 5.

— EXAMPLE A—

Gentlemen :

On January 12 we ordered from you three # 105
writing-desks. To-day when the shipment arrived, we

ADJUSTING COMPLAINTS 79

discovered that you had sent us three # 105 typewriter
desks. |

This mistake leaves us without the desks that we
want, and want verf badly, and with three desks that
we do not want at all.

Please fill this order correctly at once. We are
holding the typewriter desks at your disposal.

Yours truly,

—— EXAMPLE B——
Gentlemen :

The goods that you shipped to us in accordance
with our order of November 15, 1936, arrived to-day,
and are not satisfactory. The material of the coats does
not seem to be the same as that of the sample.

Such goods are really of no use to us, but if you
wish us to keep them we will do so to oblige you; only
in that case we naturally expect you to make us a special
allowance of 10 % at least.

Should you prefer to dispose of them elsewhere,
kindly let us have shipping instructions.

Yours truly,

—— EXAMPLE C—

(rentlemen :
Your letter of the 20th inst. has just reached us.
and we are sorry to hear that the shipment of goods
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which vou have received was not exactly what you
wanted.

QOur records indicate that the correct goods were
sent, and we cannot locate the place where the mistake
crept in. However, we are preparing a second shipment
and it is leaving our warehouse to-day. Kindly return
the incorrect shipment to us at our expense.

Feel assured that we always want to do every-
thing we can to give our customers complete satisfaction.

Yours very truly,

—— EXAMPLE D —

Dear Madam,

We are very sorry to hear that the goods on your
order did not exactly suit you when you received them.

You know from the low prices we offer that our
margin of profit on things we sell is very small. If we
were to take back goods in such instances as this, you
understand that the extra cost of handling, packing and
uﬁpacking,. putting the goods back in the store room,
the extra carriage charges, and so on, would quickly eat
up our profits and work a hardship on every one of our
customers. We would have to raise prices all along the
line.

" This is why we make it a rule to describle every-
thing fully to our friends and then not to take back
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goods unless they are actually damaged. You would not,
we are sure, want us to make an exception for you
under the present circumstances.

We have read your letter carefully. We feel that
when you come to use these goods they will be more
catisfactory than you had expected ; and the values them-
selves are real bargains.

We believe that this explanation will prove entirely
satisfactory to you.

Yours faithfully,

EXERCISE

L. R HOR B LR 2 R AT 2 T R
733
2. g EEBE WL R I S D B

& 17 ¥,

3. 5% W0 13,0 1T L 88 I LK 5% B B,

Tl e —
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LESSON XIX
ANNOUNCEMENTS

Announcements : [ )i #E @ R 12 o W & 5> B K
2O HETH 5,

(@) & ¥UPr kU 4 K

(b) &3 Ji bk L % O FI6EF 2 BT S
T r KD 5,

(€) ‘B4 O,

B Ow e b 13,8 BLBE Y © Sk i, 6 ik HL AR O 8% B

HoRDMMBWoOBETFTORBTH D D,

—— EXAMPLE A——
Gentlemen :

We have the honour to announce that we have
this day opened a Commission House at the above address
under the style of

OTA & GOTO.

In soliciting your patronage we assure you that
we will always endeavour to deserve your confidence by
a punctual and conscientious attention to your orders.

Our knowledge and experience in this business,
our ample capital, and our many {riends enable us to
guarantee entire satisfaction and adequate security to
those entrusting matters to our charge.

ANNOUNCEMENTS 383

We trust that we may have the pleasure oi serving

you,
Yours very truly,

——EXAMPLE B —

Gentlemen,
We have much pleasure in informing you of the

amalgamation which has taken place under the above
date of the two firms mentioned at foot, who will hence-
forth trade in the same manner as heretofore, but under
the style of

THE ORIENTAL TRADING COMPANY.

Kindly transfer all pending accounts to the new
firm and continue to honour us with your confidence.

Yours respectfully,

—— EXAMPLE C——
Dear Sirs,
The present serves to inform you that Mr. James
White ceases to act as our Agent from this date and is
consequently no longer authorized to transact any business
or to receive any moneys on our behalf.
We are pleased to add that we have appointed
Mr. Ichiro Oyama in the above capacity, and that this
gentleman will shortly have the pleasure of calling upon
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——

you In our interests, when we trust you will favour him
with your valued orders.

Yours faithfully,

—— EXAMPLE D—
Dear Sirs,

Having secured more commodious premises, a
necessity imposed upon us by the constant extension of
our trade, we beg you will in future address all com-

munications to the new address given above, and remain,

Yours faithfully,

EXERCISE

1. FHEA T 20 o 8 B 1= C,00 BB E 4 % % 1L
Y % B A 5 L0 B R -

3

B AR A R R A & A Sl £ O 1 g ol 1 R
W~ 18 dy o P 288 - e

LESSON XX
LETTERS OF APPLICATION

Letters of Application:
n 6k b,

1. BAR2ETICEDEEEH

2. WA K O TR G 1

3. Hiritfhic il ¥ 5 M &R AP

Wb B AR 1T =0 O B

Wk B o H15A 13 8 55 (service) & 5 5 (merchandise)
L T offer 5 2 — ffi ® W ¥ T. 1§ (sales effort) & W %
RGHAE OB 2l LGB Z AT 58I
BoOohuohiEh ok w,

—— EXAMPLE ——

Gentlemen : Attention of Export Manager.

On my graduation next month from The Showa
Commercial School, of which I am a student at present,
I am desirous of securing a position that will offer me
opportunity in the field of foreign trade. Knowing some-
thing of the scope and enterprise of your huge export
department, I thought perhaps you would keep me in mind
for a possible opening.

I am seventeen years of age, strong and clert.
My father was manager of The Tokyo Book Company
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| for many years, and 1 have a brother with The Rising
Sun Oil Company, Yokohama. I have had no business
experience, but my school record has been good, especially
in English and wmathematics. 1 enclose a copy of my
curriculum vitae.

Mr. A. Saito, the principal of The Showa Com-~
mercial School, will be pleased to give you more informa-
tion about my character and ability.

Opportunity is all I ask—opportunity to secure
foothold wm the export business. After that I believe I
shall be able to malke my way to your complete satisfac-
tion. If wou eare to see me, I shall be glad to call at
Your convenience,

Very truly yours,

EXERCISE

Y T2

1. X HEAKEPZPAED LR ES © )iz & kS
F I Z %

2. NEO A TRICEH L TRERSGTHAEETELREA
(1 A OHE G I I @ #E T i

3. WihiEzBY P SN T Y 2 ] R

;
|
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87

Curriculum Vitae

Name i Full : Masao Kawala.

Date of Birth : Januwary 28, 1920.
Family Relation : Second somn of Daizaburo
Kawata.

Permanent Domicile : 18 Konya Cho, Okayama.
Present Address : 25 Sueyoshi Cho, Naka Ku,
Yokohama.

Education : Fntered The Showa Com-
mercial  School, Yokohama,
April, 1932; expect to graduate
from the same, March, 1937.
Rewards : Was awarded scholarship of
The Showa Commercial School,
April, 1936.
Won first place in the Sec-
ondary School Students’ English
Oratorical Contest held wunder
the auspices of the Yokohama
College of Commerce, Septem-
ber 15, 1936.
Military Service : Due for medical examina-
tion wn 1940.
I hereby declare upon my honour the above to be
a true and correct statement.

,({/(ma Ka.m.ata_
Yokohama, February 20, 1937.




e

-
e — e . —— — - — o W

-

- —

;
i
|
~z
f

LESSON XXI

LETTERS OF INTRODUCTION AND
RECOMMENDATION

Introduction and Recommendation: § /1 )ik 11, @ & % 7
win bk B,
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iz Introducing Mr....... DERTLAT 52 OB T
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To Whom It May Concern L L T — # O B 1% ¥ I- %

T2H0D0ED 5B

—— EXAMPLE A —

Dear Mr. Young :

The bearer of this letter, Mr. Saburo Ofa, is one
of my particular friends, On his way o New York he
will stay wn your city for a few days.

May I ask you to give him the benefit of your
friendly advice, which will be of great service to him,
this being his first visit to Chicago ?

LETTERS OF INTRODUCTION AND RECOMMENDATION 9

Any kindness shown to him will be considered as
a personal favour.

Yours sincerely,

—— EXAMPLE B—
Gentlemen : Attention of Mr. H. Smith, Manager.

Mr. Masazo Harada, who, we understand, is applying
for a position with your company, was in our employ
as a salesman for about five years, during which time
he did very satisfactory work.

We think very highly of his ability and integrity, and
might also state that he left our employ of his own accord.

Very truly yours,

—— EXAMPLE C—

TO WHOM IT MAY CONCERN :

This is to certify that Mr. Masazo Harada was
graduated from our school in March, 1931, with an A-1
rating. During the five years he was a pupil here, Mr.
Harada showed himself to be industrious and faithful in
his work, and attentive to his duties. He was always
punctual in attendance, and was regarded by his teachers

as a very satisfactory student.

It gives me pleasure, as the principal of this

o
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90 COMMERCIAL CORRESPONDENCE

looking for a reliable and trustworthy employee.
a):&{:,fl.tl /ﬁéc{.l:tﬂ»
Principal.
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