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Since every letter is a business letter, your reader is your “customer ”
he wants to feel valuable, needed and wanted. Everyone in the world is
hungering for this tiny consideration.(’
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Ex.(1): — ' ,

We : We have before us your letter of May 28.

You : Thank you for your letter of May 28,

Ex. (2) : —

We : To help us keep our records straight please send us a duplicate
invoice.

You : Your account will receive prompt credit if you (will) send a
duplicate invoice.

Ex. (8 :—

We : We regret to note that after five letters from us your account still
remains unpaid. We cannot permit this state of affairs to continue.
We shall expect a check by return mail.

You :You must have a good reason for not having paid anything
since March on your account——we are sure of that. But you do not
tell us what the reason is. If you can, please send in a part payment
with your answer. But whether you can do that or not, at least tell
us what is wrong. Please give us a chance to help. |

FocBESNnD X 51z the “We?” attitude 2\voTh, HFTLLFRICIT
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Practically every business letter aims at persuading the receiver to do
something, to buy our goods, pay us money, agree with us, or feel well-dis-
posed to our firm. If it succeeds in that it is a good business letter; if it
does not, no matter how original or amusing or forceful it may be, it is a
failure. The question of success resolves itself, therefore, into finding the
best way of persuading the recipient to agree with us. ©®
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Ex.@):—

This will cut down your expenses and increase your profit.

Ex. (5) : ——
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This will save you time, work and worry.
Ex.(6) : ——
- This is a quality of material exactly suitable to @ high class of bu-
siness like yours.
SOBLEMIELTTL—EHE-THI S, AL ThiL, KYhigee- >
WORRICI 5T B0 B hic, BERXE “little I, we, us; big YO
U”® DREENRI DT, 58V 2 E &R LT B, L b o tactfulness 23]
ELBRIICERETHZ &, — OB TTAEELSAETH 5o BRI
{ Cultivating the “ You” tatitude does not merely mean using “you” al-
ways instead of “I” or “we”. It is the attitude that matters, the constant
consideration of the readers’ point of view® k702 = HENLTIZ e Bicu,
KBl= R X 5,
Ex. (7)1 —
We are sorry you misinterpreted our catalogue::-:-
Ex, 8) : —

We are sorry the description in our catalogue was not entirely clear

......

—Ft L Creader (R EALHGEZTBTHS Db FARBRIECEDILE T
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Ex. (9) : — ,

passenger : “ Tokyo Station, please. Oh, sorry, to Marunoucht exit only.”

%1 italicized sentence 2i7cid Y driver iZJZHBEICE T2 /EAH 5 L, pass-
enger 3 BINRE R & 5o bR, driver 2 FHETHEBYEELCT
W 5oz bRt driver's business #EBE L TDOETH S,

- Ex. @0 : —
prassenger ¢ Any route will do. Try as you please.”

YA BN TS DS, B Ubes & FHEAD trouble A3 RETB
ML LRA\e =2, BFIROFLK-TRHT ENKRBEE LT %
DA, ﬁﬁﬁk%9®ﬁﬁ%titﬁﬁ%kTﬂﬁ$L%ﬁ%ﬂhﬁb#"
KR RHH 5 driver’s business KBICE X fofiR & A Do

Ex. 1) : —

passenger : “ Thank you and how much ? ”

(a) Not to cause the driver any trouble for change::----
(b) to hand the driver the particular fave in no- time--+---
fil 4 3B /e the “You” attitude TH h driver’s business DEETH 5o
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Ex @ : —

“ Tomoda Bros. announce for the week of April 10 to 16, inclusive, a
comprehensive showing of spring modes in the third-floor apparel sec-
tions——modes that reflect the trend of (@) improved quality and decreas-
ed prices. '

You are invited to this showing and @ will be suvely profitable for
you to get some in hand.”

fF &~ invitation TH B4, REOHE EEHROERS ¥, BB E
R EBAL 5, TSREXLF S THARBETERVEATDH Do itali-
cized words @ DA T, ME, HlEOERIL S 20D T35 LERETELINL
mhisve ZHTER—~FHLBHER - TLECF - CRABHCRT 2, i
B UL @ oF5E, BEREFWILETE, UTRERELEER-TE-
T\ 5%, BE® profit fle your profit B L TEALII R VCEH I EL £
W, ATMLTWDEICHER L\ the “You” attitude D ¥Ei%s D
%ﬁf ‘:cyf 5o

EiT,
MHREEOBREREAB ETF 3, SELTFOBITXTHBEE TS 341,
HEC SELTRERE L THIRBL T T ELEN EF L E T

Ex. 8 : —

“Your inspection is respectfully invited. Purchase is not compulsory

entirely optional, but Entirely Irresistible as the cheapest ! 7
DBl % your profit H—IE 2 BD TENSHHHNEEL VL L 50 TDX 5K
#:4, the “You” attitude #7R73T 3L DTHDH, customer {Zxf-3% appeal Dif
TLEEX, BERZOPERIT e your profit DEB B DAERTWBA, RBX
CBEL X S,

F 1,
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Ex, 4 : ——

“We desire to express our appreciation of the patronage you have
accorded us, and are very happy to announce our Annual Reduction
Sale of Summer Hats and Shoes during the week of June 10,715.
Radical reductions from vegular prices shall be made, which, we are

‘ sure, will show you a saving in many cases from 25 to 50 per cent.”

WS ERIGEH L OFEILT, WIS - UL FROMEBEELHL, BEoFE
ROPHEREOMEG 2 BIRL T %o i business THHMH, £ DHERIL
BHHO, ZOXOSRTIHY ERECHLTL 301, I X DT ETHD,
BEMEL T, Do LicbEHLYE - EB51XA5L, HLE5K
MEBF b HHafcnL, your profit XFE - B e’ b EFRABRYHI® S
NEELTHETE 5, KL ZOFICE~ & the “You” attitude % 5% 1 1A XK,
your profit I )+ 2 BE BT\ 5 THTHFENLE XY, FoIEiL
FRLTELLDOHCHZDIES 5 by

_C__._._...

AESE TRBEDICERTREAMLEHL T, RBHABRFHIVLOLO8

DA vHERA AR L CERHEA E § ]
Ex. (5 : —

“You shall be advised the shipment by cable immediately when it is
made and dvaw a draft as usual for the invoice amount in full.

We shall be glad if this advice will be found satisfactory ”®

TR BE3 % pre-advice TH B, HDOEDFHKITERIT buyer 125 » CTIZEIL

DN EZ AT, AJRERIR D 1B\ THEM 7 schedule #4010 7\ L T H B,
F iz seller & LTIt YROPEESE L L T shipment B§3 % information 3R
H B ORI HFHEERE L e il bt TOERR BT R, %
Lo THEDHEDEATWDTHA S MILET, HlbdHd need it T
AL Tnb, BEEXEL, ThATWT the “You?” attitude 23F455F SRt
L E 2L 5,

COXORBEDLEELTHHEW, FREFCHL CRER, K507
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Ex. (6 : ——

“We trust this explanation will have convinced you of our endeavour
to fill your orders with the best possible dispatch, and as we have never

failed to deliver your orders within the stipulated time until the rec-

ent rush we wish you lto understand that this is an unfortunate ex-
ception. We assure you that your futuve ovders will at all times receive

our most careful attention”

ZOBE, P, FRC you, your HERFAL AoEMULILV . TrL A we,
oy IWEIHRITLTWABD, ZDX 5%, Zhb we our (it “Big WE,
OUR” Thh, HaAT-2BWARBELE 2 50 RELPRI-T, TFEHCSHE
FRL TV B, 7= reader OLCEL DN HH 5, your need H B\ it
your welfare |2 3, E#E73 % the “ You” attitude B 3,
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Obviously one of the surest ways is to show the receiver that what we
propose is his advantage. There is always a temptation to think(and write)

about what we are doing, have done or hope to do, «:++:- We think everyone
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is interested in our problems, our hopes or our troubles. But the customer
is not particularly interested except in so far as it affects his business by
making prices to him lower or deliveries quicker.

In our letters, then, we should keep in mind always the person we are
writing to, to see things from his point of view, to visualize him in his su-
rroundings, to see his problems and difficulfies and to express our letter in
terms of his experience.®
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