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I'm glad that you picked me as an intern at the McLennon
Music Academy. I'll arrive on July 14th. Before I come, I have
a few questions that I need answered so I can prepare for my
summer in Liverpool.

M intern
apprentice, junior worker

Since I haven't been to England before, I don't know what
to do after I land at Heathrow. Will someone be there to meet
me? Will we go straight to Liverpool by car or train? My English
isn't very good, so I know I'll need your help at the airport. Will
you meet me, or one of your staff? Also will I have to pay for the
transportation to Liverpool out of my own pocket? If so, how much
do I need?

I hope you can answer my questions quickly. I'm writing for
your answers and thanks for picking me.

004

often employed for
experience, not salary /1 >
4—>, BBV

M Heathrow
Heathrow International
Airport, located outside of
London /& — ZX O —EpEze
b=

H out of my own pocket
with my own money / H&T
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I am very pleased to have been accepted as a summer intern

at the McLennon Music Academy. I look forward to meeting you
and working at the Academy. However, I do have a few questions
that I would like to ask you so that I may prepare for my summer
in Liverpool.

Since I have never been to England before, I am somewhat
worried about what I should do after I land at Heathrow. What is
the best way to get to Liverpool from the airport? Is there a train

that goes directly to Liverpool? I am afraid my conversational
English is not very good, do you think this will be a problem at the
airport? How much money should I carry in cash?

I hope these questions are not too bothersome. I look forward
to hearing from you soon, and again, thank you for accepting me as
a summer intern at the Academy.

M best way
most convenient, trouble-free
method —&WL\WHE
W conversational English
English listening and
speaking abilities EEEEH
M in cash
in usable currency & T
H bothersome
troublesome, annoying .~ M
EIRAS
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W computerized
run or operated by computers
SAYEa1—4—-I2&D

B educator's package
special discount prices
offered to teachers . #EfiE
VT 45 BIEA%

M booth
vendor's stall at convention
center /BRT —2X

B Yours Very Truly
very personal closing (not
suitable for business letters)
JIEBICEARNT. EYSXX
(I ERE 5 EE

Dear Sandy Beach,

We have reduced the prices on all of our computerized educator
systems by an average of 30% . Further, we are offering a special
nearly half off educator's package on the Simple Sound System,
where the entire system can be purchased for $999.

You were one of the ones who visited our booth at the recent
National Educator's Conference in Long Beach. I hope that people came
to your speech and that you enjoyed your visit to Southern California.

To take advantage of this special offer just, contact me. I have
also enclosed a newly revised brochure listing the complete line of
our computer assisted language learning products.

I'm waiting for you to call. Feel free to contact me at anytime.

Yours Very Truly,

My name
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Dear Sandy Beach,

I had the pleasure of meeting you at the recent National Educator's Conference
in Long Beach. I hope that your presentation was successful and that you enjoyed

your visit to Southern California.

I am writing to you now, Ms. Beach, to let you know that we have reduced the

Mo, EmOERMELE T3 a2, WS en
FE %) FA. it T, BADZOOFIEE
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H presentation
lecture or paper delivered at
an academic or professional
meeting /F& K ETRERL
h3L 7 F v —F 358X

Il CALL

prices on all of our CALL systems by an average of 30% . Further, we are offering
a special educator's package on the Simple Sound System, where you could buy
the entire system for $999 (nearly half the regular price). To take advantage of this

special offer, please fill out the enclosed postcard and send it to us, or, if you would
prefer, please contact me directly by calling 333-444-5555. I have also enclosed a
newly revised brochure listing the complete line of our CALL products.
T look forward to hearing from you, Ms. Beach. Please feel free to contact me at anytime.
Sincerely,
My Name

Computer Assisted Language
Learning /> E1—42—IC
f3EEEE
M enclosed postcard

usually a consumer reply
postcard with a return
address and paid postage
BIEAIENE, & TEIEIR
Eh. HE2EFEAIAWIC
t:’)—((l\éo
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Dear Sir,
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WD NDTY,

I want information on your lipsticks, face crémes, eye shadow and

things. I am now the boss of our company's inventory and supply
department. I heard that we have ordered several things from you
in the past, but the only catalog I can find is an outdated one from
1992.

Send a newer catalog to me. And, include all the prices of what
the things cost, and how much it'll take to get the things to us, and
if you have anything new, especially things like creams for the face
and fancy lipsticks, send me some free samples too.

If you don't understand what I need, call. Otherwise, send the
things soon, we need to order some new stuff soon.

Yours Truly,

008

M outdated
old, no longer current /dUY,
BFCEND



CONEOE—OMET [THES] T, H&EKRE
PBER LRV EEL TV TR A KT
HBHIFTHOI, FHTHALD LD T, KHH
BETET TR, THIZHTLDIZ, LOHD
\Zplease 2 F L &9

RO, HEEOBRICH Y 3 (TRHEW
REB] BIO [HEEN L] OJEHGER) .
Z O—BI7 things, stuff 7z EDER R STEOELH
T9o TNHIIFMHIC, L) BN ESHEICHE
EzHIENTEEY (B 24THU RO M
W DO F| 25845, things 2 . cosmetics ({LHE
i) DX ICEEIICHMT 5). £, BILT
I, I SNFHEOEIEL XS LD THIZ %
Z Ly KR Td (lipsticks. facial crémes. eye
shadow D & 9 12)o 27%F 7 F 7 @ creams for
the face d¥5#\>CT9, facial créme & 9 ER
MR —HALL TV ETHhE, THHEMnE
Lido /200 ZV—2DARY V7, 75
A D créme H—#KWTH % DIZHK L. cream
MibhTwE g,

WEE, MEEICDMEN D D 9, Dear Sir i3,
WEBHETH D Z & DD RBEITR o THES
ZENTEET, DL THEVIGER. HINCER
7%\ officer *®° representative # W $ 9, H5
?D yours truly lZFE VA AL F —=I1ZIIL BT TE

GOOD

Dear Customer Services Officer:

T9o &£ —#7% sincerely, T7213b 94 L
R % cordially ZfivF 97,

oML, HERAERICH ) 3 (A
NCOEH] ER). 2785275 7 HTld and 2%
GRS T, XEPELELEOLN->TVET
A BIAICTHRETLE ). RWFlZET, X
HEOF IR and OFHOREF T DOBEIZL T
&V, F/2, and 30 EDDE VTV AD R
DTEIZODTA T4 T %% COIME D) Pk i
TITDT, v 7T VY ADEDITIIEDL VLI I
Ll

@ (LA -4 FYysallk?d
AT 1T OEXREL|

1. #ERMEDERE
(Cohesiveness)

ELTFUARNTTTTOD
BRIEES »

2. EEMEORA
(Directness)

BAMET. BRI EEE - X -
INTGTZTTH2N

3. BEEME D RA BB T. BEINANET
(Economy) »H3h

4, EYIEDOEE] WY T, ERLENETH D
(Appropriateness) | »*

B customer services
section of company that

I am writing to request information on your line of cosmetic
products. I have recently been put in charge of our company's
inventory and supply department. Our records show that we have
ordered several things from you in the past, but the only catalog
we have is dated 1992.

If you have an updated catalog, could you please send it to me at the
above address. Also, please include a current list of all pricing information,

and a break down of shipping and handling charges. If you have come
out with any new products, particularly in the area of facial crémes and
lipsticks, I would appreciate looking at some samples as well.
If you have any questions, please contact me at your convenience.
Thank you and I look forward to hearing from you soon.
Sincerely,

deals directly with buyers
BECEE. BT 3HE
M in charge of
in control of, responsible for
S ~&HBLTWVWB, ~DE
FETHS
M inventory
goods, materials, products in
stock /7EE
H break down
an item-by-item detailed
explanation /AER
Il come out with
introduce / #&X9 %
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Plain English Assessment Checklist

Areas for Improvement Check List

1. PRINCIPLE OF COHESIVENESS.
__a. Conform to Context.
__ (1) Use context to determine best word choice (W)™
__ (4 Use present tense, active voice, first person
sing. (S)**
__(13) Know the intended audience, and write to it (P)**
__(14) Choose a design and stick to it (P)
__(15) Use the correct articles (@, an, the) (P)
__b. Be Consistent.
__(2) Choose words from same level of formality (W)
__(3) Avoid mixing common words with technical
ones (W)
__ (8 Keep tense the same in parallel structures (S)
_ (9 Keep types of words the same (S)
__(10) Keep degrees of adjectives the same (S)
__(26) Avoid shifts in person (P)
__(27) Avoid shifts in number (P)
__(28) Avoid shifts in voice (P)
__ (29 Avoid shifts in tense (P)
__(30) Avoid shifts in subject. (P)
__(31) Keep references, labels, units of measurement
consistent (P)
__c¢. Avoid Distractions.
__(11) Avoid overly simple structures (S)
__(12) Avoid Perfect and Subjunctive tenses (S)
__(32) Avoid needless repetition of words (P)
__d. Use a Logical Order.
__(5) Use basic Subject-Verb-Object word order (S)
__(6) Avoid Passive, Causative and Conditional struc-
tures (S)
__(7) Place prepositions correctly in parallel struc-
tures (S)
__(16) Organize material logically by linking para-
graphs (P)
(17) Begin a paragraph with a good topic sentence (P)
(18) Using facts and statistics in supporting state-
ments (P)
__ (199 Using examples and lists as supporting state-
ments (P)
0) Using opinions as supporting statements (P)
21) Making statements of comparison and contrast (P)
2) Using the cause and effect sequence (P)

)
__(23) Making clear transitions within a paragraph (P)
__(24) Summarizing your points (P)
) Emphasizing your points (P)
2. PRINCIPLE OF DIRECTNESS.
__a. State what things are, not what they
seem to be.
__(33) Use concrete terms (W)
__(34) Avoid lexical ambiguity (W)
__(36) State what things are, not what they seem to
be (S)
__(37) Avoid syntactic ambiguity (S)
__(43) Avoid overstatement and exaggeration (P)
__ (44) Separate fact from opinion (P)
__b. State the subject clearly.
__(35) Avoid indirect and unspecific subject/object (W)
__(38) Replace adverbial and adjectival phrases (S)
__(39) Using scope to avoid misplaced adverbs (S)
__(40) Avoid subject ambiguity: Use correct pro-
nouns (S)
__(41) Avoid ambiguity: Use correct reflexive pro-
nouns (S)
__(45) Avoid mixing subjects and objects up (P)

__(46) Focus on the message: Place writer in back-
ground (P)

__c¢. Avoid negatives whenever possible.

__(42) Avoid negative expressions and double nega-
tives (S)

__(48) Avoid spite and sarcasm (P)

__(49) Be direct, but not too direct (P)

_d. State the “bottom line” succinctly.

__(47) Avoid developing ideas that you intend to
dismiss later (P)
3. PRINCIPLE OF ECONOMY.
__a. Common words are preferred over un-
common words.
__(51) Use common instead of uncommon words (W)
__(52) Define/Gloss new expressions (W)
_(53) Avoid coining new words and phrases (W)

__b. Avoid subordinate clauses.

__(61) Avoid reported speech (S)

__(62) Subordinate conjunctions (who, which & that) (S)

__(63) Using when and while as conjunctions (S)
__c. Discuss one point per statement.

__(64) Avoid run-on sentences (S)

__(65) Avoid unrelated ideas in the same sentence (S)

__(68) Develop your discussion one step at a time (P)
__d. Brief is best.

__(50) Use words you know (W)

__ (54) Restrict length of sentences (S)

__(55) Keep sentences separate in ambiguous situa-

tions (S)

__(56) Avoid restatement and redundancy (S)

__ (57 Avoid wordiness (S)

__ (58 Use mainly nouns and verbs (S)

) Avoid overuse and misuse of adjectives (S)
) Avoid overuse and misuse of adverbs (S)

__(66) Underwrite, rather than overwrite (P)

__(67) Be brief and concise: Break writing up (P)
4. PRINCIPLE OF APPROPRIATENESS.
__a. Avoid idioms and slang, especially the

more obscure regional variations.

__(71) Avoid colloquialisms, clichés & slang (W)

__b. Avoid contractions and casual speech
rules.

__(72) Avoid uncommon contractions (W)

__c¢. Use grammatically correct sentences.
__(76) Keep tense and number in agreement (S)
__(77) Choosing prepositions (S)

__(78) Avoid dangling modifiers (S)
__(79) Avoid incomplete sentences (S)
__d. Be truthful and show politeness and re-
spect for others.
__(69) Use appropriate gender references (W)
__(70) Use neutral words (W)
__(73) Tell the truth (S)
__(74) Avoid sweeping generalizations and stereotyp-
ing (S)
(75) Avoid sexist, racist and prejudiced comments (S)
(80) Use neutral tone: Avoid inference & implica-
tion (P)
5. Spelling.
__(5.a) Spell words correctly.
__(5.b) Spell words using one dialect (British or
American).
__(5.c) Format text appropriately for selected me-
dium.

=

* Checked areas (v/") need work.(See Plain Written English for Business and Technical Applications for a complete explanation of these rules.)
**(P) = paragraph level rule, (S) = sentence level rule, (W) = word level rule
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Plain English Basic Training

EZf& Babel University Professional School of Translation

HIR— YD Plain Written English ® 77 2 A%
Mofc)Ll—=ILELTEELTWEFT,

IH. In& btz TXREHEK 2285
TEL&L Do

Principle of Cohesiveness #&®RENDFEA|

FHRUEDFEHANL, Zxhe&bALtTLIo
WATHLAN. T, A). 30 2L TT 7T 7 &Rk
THhHEERLET, TOREINIEY, L%
LHEZIRME R LI THAOBERE D 5
L OB ED) SUIHTHM LR R
SN
Ao JEHINC
<
(A) Conform to Context
(B) Be Consistent
(C) Avoid Distractions
(D) Use a Logical Order D 42o%% ) 9,

% Vv — v ix Word Level (7 — FL X)),
Sentence Level (¥ ¥ AL ~N)V), Paragragh
Level OS5 75 7L N)V) OFTXRT, H5HWVIE
WENPIZBWTHEHALET, $720 K20 —
VIZHWITHE DOV TWE T,

WIS, ZHEAV—VERTHAEL L),

(A) Conform to Context (:I YT AL (Y -
K EDETEL) E T—F T UA,
n7777@%p«»fﬁmti¢okw&®u
F97F¥FA b THW] TEEL [HATF] &
o &) LT LETT, ENHITN U TEIE
BVBOPEL2PVOR, HEMW GO —HKN D

E, XD B RIEARLV—LE L

TN R D OB Z RRB DA F LT
A ED L) ICEEEIRT 20000t Y
9,

(B) Be Consistent (—EM:zfr>) &, 7—F,
NG T T TDHELNVIIBWTHA
LET 2oV —Nbarys27 A MIBEBRLET,
FEALDOIYT I A NHREE L, BRAIPEL
rhEha kit CTHEEET,

(C) Avoid Distractions (ftA T DR Z WD &7
W) E, kYT VAL TG TFTTLURVTHEAL
T3, THFA OB R F A VRO AMiE 2
Lo TRMPAHMEIC RS2 WEIICLE T, it
AFIEHSE LD, HEHTRIRaryT7s
ANTY, T2 HIE VIO WHMAT X UM
FTELZHEFLELHYTIEH D A, Plain
Written English Tix. BT - 72 iZih-
TEZTT %R, HEmOMNHRET 2 HIHATO
HHEHEDLZLEZHMELET, 7F A MO
AT AL IHBEYTHRNZ LT, GATHIEDL
CELAHZENDH->TIERD FH A,

(D) Use a Logical Order GRELRINEIZHE S ) 1%
TV, A7777v«wﬁﬁmbi¢om
MR &, HEESEE (&R Lars 27 A b
WX o THRE D T3 3GFOLEO I AL
Subject+Verb (+Object) T3o TFA D F A
77 EIE U TE M b BA ORI % 5
MALET,

DR ERD AV — V2 @RABIE L HITRLE T,

RV AN N

(A) Conform to Context 2 ¥ F 27 A b
WA DHETHL

Use Context To Determine Best Word Choice.
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I vy AN O - R CHDbETRELRH
ih% ®A< No.1:Word Level >
HAFEREL, ¥ Fax—va  ilfho72X
HRHFEEHVE S, 2R LB L 3EHEH
FEET, ) R T REREH 2T,
HHAZ R TAEL L 9o

@ As per you request, I am currently delving
into the issues raised in your letter of 12
December, 1999.

=1 am looking into the questions you raised in
your December 12, 1999 letter.

(1999 47 12 H O T THHE S Mz [T DWW T
AT ,)

@ Pursuant to our conversation of December
24,1999, I am enclosing copies of all transactions
between our firm and yours for the period of
fiscal year 1998.

= Following up on our conversation of
December 24, 1999, I am enclosing copies of all
transactions between our firm and yours for the
1998 fiscal year.

(1999 4 12 A 24 HOFE LAV &2 T, 1998 &
FHEEICHE L XD L2 TOREFFHFOE L & H
HLET.)

@ Mary, dear, can you give my application
some consideration for the opening in sales?

= I would appreciate it if you would consider
my application for the opening in the sales
department.
(EHEBIIGHELE L7200 T, BE LT L
FEWVTT,)

@ Dear sir, I would be forever humbled if you
would be so kind as to respond favorably to my
request for an extended leave of absence from
your highly esteemed company.

= I hope that you will be able to grant my

012

request for an extended leave of absence.

(BRI Z RO TIHEIT S EH ) VO TTHS)

(B) Be Consistent —HM:2H>
Keep Tense the Same in Parallel Structures.
AEHIHEE Tl Wl 2 — 3 S & % < No.8:Sentence
Level >
B 2 EHNZ R DA, Rl 2 S
9,
BHBICHERRL 3,

@ Writing in a foreign language is much easier
than to speak a foreign language.

= Writing in a foreign language is much easier
than speaking in a foreign language.

To write in a foreign language is much easier
than to speak in a foreign language.
NEFHETHSZILDEIDFET LI BIED
PUTH L)

@ She used to enjoy jogging, to ride horses and
climbing mountains.

= She used to enjoy jogging, riding horses and
climbing mountains.

Mz a ¥ 7ol BLEELALZLD
125720)

@ You will need to come to the seminar with a
new unlined notebook, two pencils and bring a
compass.

= You will need to come to the seminar with
a new unlined notebook, two pencils and a
compass.

(B3 -1k, #HoLvHLwv ./ — b —1if,
ETAR, aVRARRSTHI L)

@® We learned how to find, interview and the
hiring of new staff.
= We learned how to find, interview and hire

new staff.
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(AZ Y 7&F AT THEL, RBI LK
BERFEATZ)

@® Company regulations require that you
are carrying minimum medical insurance
coverage, have regular health check ups, and
will participate in the daily morning exercise
program.
= Company regulations require that you carry
minimum medical insurance coverage, have
regular health check ups, and participate in the
daily morning exercise program.
GENBEICHE - Ty wALBROBERRBRIZIMA L,
EBII ARSI 2 2 BIEWoEE) 7 a7
THIBMT B Lo)
(C) Avoid Distractions #tAFDRZ
HL3&W

Avoid Overly Simple Structures by Combining

Simple Sentences.

WS WM &5 & &3, e D4R < No.11:
Sentence Level >

R, #EHZRIL L),

@® I got up on time in the morning. I ate
breakfast. I rode the subway to work. The
subway was delayed. I got to work late.

= Even though I got up on time today, the
subway was delayed, so I was late to work.
(3 0 IRE L 72012, T SANER Tz
7oA RH L7

@ Turn the computer on. Wait for the monitor
to come on. Put the disk in the drive. Click on
the disk icon.

= First, turn the computer on, then after the
monitor comes up put the disk in the drive and
click on the icon when you see it.
(FFav¥a—F20EBEZzVIL, =7 Mo
726 RIATIETA AT &AL, TAa %

Vw735,

@ Order three boxes of black ball-point pens.
Order two cases of small tape dispensers. Order
five hundred legal-sized notebooks.

= Order three boxes of black ball-point pen, two
cases of small tape dispensers and five hundred
legal-sized notebooks.
(BAR—NARY 3, DT —T T4 AR —
27— A, BHSGEYA XD — S5 ERFELT
5Zks)

@® Please call Ms. Lundquist. Make an
appointment for me to see her. Ask her to look
over the papers I sent her. The papers are on
the new Applegate shopping mall.

= Please call Ms.Lundquist and make an
appointment for me to see her. Ask her to
look over the papers I sent her on the new
Applegate shopping mall.

(WY FZARAPSACEFTTRA Y PE-
TLEEV, Ty TVTF—rOF Ly ayEy
ZE=IVICHT A2 ERICHZES X 9 ITHA TS
7EEW,)

@ Please fill out the pension plan form. Hand it
to the personnel officer when you are done.
= Please fill out the pension plan form and hand
it to the personnel officer when you are done.
UEE£OHANKE LA L TARHOHE L2
LTLZEn,)
(D) Use a Logical Order mPRRYNAFEIC
W

Begin a Paragraph with a Good Topic

Sentence.

BN MY 7 - 2 VT VATNHNTI T I T RIED

% < No.17:Paragraph Level >

HNT T T TORENS, 8T 7T TDFEEY
RTAH[MEY T - kT VA ZBEEET, T

013



STEP2  Plain English Basic Training

FAMNROE T 7T TOREIZIE. TFAD
EROGHRD I TREVET, HNTTTT
DBEDYE L. BioNT 757 L OBRe#Em O
HEEELET,

TIXHEHBITT,

@® I will review the factors that have
contributed most significantly to the trade
imbalance. The biggest problem facing U.S.
Japanese relations is the budget deficit. There
are many factors which have led to the deficit,
many of which cannot be attributed to any one
country in particular.

= The biggest problem facing U.S. Japanese
relations is the budget deficit. There are many
factors which have led to the deficit, many of
which cannot be attributed to any one country
in particular. In the following discussion, I will
review the factors that have contributed most
significantly to the trade imbalance.

(H KBRS § 5 i KO & I3 M BURF 72,
RFEOERIINL 2D H Y HAKRBFIZBERT 5,
B E ) DI RA 2B 2 52 5 %N %
SN

@ We will be able to consider other issues,
such as differences in the service sector,
difference in quality control, and differences
in product design only after we have a basic
understanding of each country's distribution
system. First of all, we must look at the issue
of product distribution, and how the methods of
distribution differ from one country to the other.
= First of all, we must look at the issue of
product distribution, and how the methods
of distribution differ from one country to the
other. Only after we have a basic understanding
of each country's distribution system we will
then be able to consider other issues, such as

differences in the service sector, difference

014

in quality control, and differences in product
design.
(F 371 [5 [ o B 5 it 3l /7 i 03 W IZTEH T %0
WY AT LOFAZHBELTHhr L, ot —E
AT, SEAE B, BaERETOALEIZOWTE R
%)
Principle of Directness E#1Ea EAI|
EREOFENE, @Y 2 E# e B, Hks
Y R RATIUEZ 57200 DT, 2
DFEHNCIZ 4 DDFERV— VDB Y T3,
(A) State what things are, not what they seem
to be
(B) State the subject clearly
(C) Avoid negatives whenever possible
(D) State the “bottom line” succinctly T,
FEN—NEFIL T,
(A) State what things are, not what they seem
to be (JEMTIIZR K FEEZRLTIL) .7 —F,
LT UVA RNTTTTDOTRTOLXVTHEA
LEdo STTIHICERZDIE, FHIEz BRI
WRBZE, BRI ZRLTIETT, 2020
(2, HiFROBEIRS OE S 2 IR LE T,
(B) State the subject clearly (3:§% % BIfif I
L) b, T—F, EYFUR, RNFTTFTTID
FTRTOLRXVTHEAHLE T, 7 — FLXVTIE,
FHEE AN 2 EROD L HFETRT I LT,
YT ALV TIE, R TRATE VS
HlZZoRAF LT NEZWMHEICHEEST 5
LTy, HELFEPERN LI LT TS
EARMBEICRZ T LEVET L, BisEUOE &
FZE o THXDOERILEDoTLEI L DD
9,
(C) Avoid negatives whenever possible (5 %
BT sZE) X, £V F YR, 857570
LAV CTEA L ET (FEEIEHGEORIURIC S 8
FALET). HERMWITIEZ Eo &) EBET Lk
REHZHITH L TT, ZhiEHATEZHRS T2
HIANZHFLE L 2720 TT o mal R BEIT D ER
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PLEETT,

(D) State the “bottom line” succinctly (#imix
IR L) 1E XF 7T TLRNIZBNT
BHLET. HHROES LT ICETLZET
Fo TAUIKEHMEDO AN b BIRD S 1 £ 925,
EHIT. HEPLHT T 2EHELERIOVTIE
HEVFHELLMNZVWE W) ZEICHEFTL T
R

WIS, AR A — o BARK 28 B % HL F
Li9o

(A) State what things are, not what
they seem to be HEMTIEH FHELEE
3L

Use Concrete Terms.

AR 2 ZIEHE D < No.33:Word Level >

ErxE L B2 5720 W TR 2 55
ZENET,

HHBITY,

@ The Star Systems new co-processor appears
to be the best co-processor on the market today.
= The Star Systems new co-processor is the
best co-processor on the market today.

(AF =Y AT 20H L7ty Hik, 4
AhIcHm 280 7€y 3+ CTiRHENL TV
%)

@ I think your proposal is worth considering,
please write it up in detail.
= Your proposal is worth considering, please

write it up in detail.

(—ZIET 2 IRETI AL CEH VT Z W)

@ The new blend rice doesn't seem like it is
very popular with sushi shop owners.

= The new blend rice isn't very popular with
sushi shop owners.

FrL w7 Ly FREFFREA —F—I12H TV EF
HH L o)

@ 1 believe that we should spend the extra
money so that we can get an extended service
contract.

= We should spend the extra money so that we
can get an extended service contract.

(= REH R IR T 5720280k % $A
> RETY.)

@ s anybody really interested in doing business
with the bankrupt Mechanical Foresight firm?
= We are not interested in doing business with
the bankrupt Mechanical Foresight firm.
(HHCEHND BB =Z AN - 7+ —H 4 Mt
LDV DR AITHEEIZ R )

@ It looks like there might be a problem with
the placement of the gas tank in the new design.
= There is a problem with the placement of the
gas tank in the new design.
HLWHOF RS > 7 ORLEICIIEYDH 5.)

(B) State the subject clearly Fi&ixW]
MECREg C &
Avoid Subject Ambiguity by Using the

Correct Personal Pronouns.

ELWABRRAHAZHWCEEOBRMEZEIT S

< No.40:Sentence Level >

A, CHTT TR EN TV B AEIIE
CTIELSEDET,

HHEZ R E9,

@ The board members and me have decided
to extend the maternity leave policy to a full
six months off with guaranteed reemployment
rights.

= The board members and I have decided to
extend the maternity leave policy to a full six
months off with guaranteed reemployment

rights.
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(RESTHFRKRERNEZLG6 » HICEE LHE
HOMML 5252 L Z2PE L)

@ If you have any questions concerning the
new pay schedule, Ms. Suzuki is now in charge
of handling this area. I suggest he write to you
directly.

= If you have any questions concerning the
new pay schedule. Ms. Suzuki is now in charge
of handling this area. I suggest you write to her
directly.
7B T TV EHAS AL TT, H
BHEWADbETLZEN,)

@ The inspectors will want to talk to she about
the missing money.

= The inspectors will want to talk to her about
the missing money.

(R EZ > TV BEIIOVTEESE, HHL
CHWEDEDH 27259 ,)

@ The management voted to give Mr. Kant and
I a raise.

= The management voted to give Mr. Kant and
me a raise.

(REMNE A v PR ERDOFEE FIFHZ L 2k
L 720)

@ To who did they give the new title of first
secretary to the vice president?

= To whom did they give the new title of first
secretary to the vice president?

(At ROFH LV E—REIHEICRE 720 TY
»?)

@ Please return the complete questionnaire to I
or Mr. Matsumoto.
= Please return the complete questionnaire to

me or Mr. Matsumoto.

(MEFICRHA LRI ORADPBRARSAITBREL

016

TEw,)

(C) Avoid negatives whenever possible
TRBIERELRRY #ITFLHZ &

Avoid Negative Expressions and Double

Negatives.

BERHE ZEREL M 5 & < No.42:Sentence

Level >

BB R AEMNRIUII KD 72TV E A,
CTHEBEIWCLIZERIAL DI DR S 72
R E 9

BHBITY,

@® Do not continue to try to sell us sloppily
constructed goods.

= We are interested in goods meeting the
highest quality standards.

(B R LG 72 SR B AS 3 B )

@® You are not right when you say that we do
not pay our bills on time.

= You are incorrect when you say that we do
not pay our bills on time.

(F 2 SR 1T DR WR AT, Hkizs
> TWET,)

@ We are not unopposed to a merger, but we
need more time to study our options.

= A merger might be a possibility, but we need
more time to study our options.

(BPEOWREMED H D25 b H D LIERM % 25T
LBREEERET %0)

@ You did not do it the way that I wanted.

=1 think there is a better way to do it. Let me
show you.

(b b RWHERHHEEVET, BRZLZE
Lx9o)

@ As our newest member, you're wrong more
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often than you are right, why don't you just
listen for a change.

= Since you're still new here, I think it would
be best if you just listened and followed along
for a while.
(FZHANZOTTRS, LIES 3772w T
Mo 72T BRVTL X 9o)

@® Your memos are not decisive enough. You
must not avoid stating things exactly as you see
them.

= Your memos are indecisive. You should state
things exactly as you see them.

(R EDAYETT, Rzl BYICERICTBT
LXETY,)

(D) State the “bottom line” succinctly
[iam ) (XRRICETI L

Avoid Developing Ideas that you Intend to

Dismiss Later.
BTWIVIETEOHDOTAFTRERE LW
< No.47:Paragraph Level >
HATFERALIELEVDIC, HELOLBET
5205 ) OERIGFHELGEmLEEA.
BHBIZRLET

@I will now discuss the single unit hypothesis.
It was the first hypothesis proposed to describe
the prosodic system of Japanese, and is still
employed by many Japanese linguists today
(---explanation-:-) . However, the single unit
hypothesis is not compatible with modern
generative theory. Instead, I propose a form of
the dual unit hypothesis.
= I will begin by discussing the dual unit
hypothesis for Japanese prosodic structure. I
will argue that this is clearly preferred to the

single unit hypothesis (---explanation--)

(HAEOREHE I SO EH L LT 5

B ST B0 DO EF B Y
THENTVS L AR

@ Since we no longer have a janitorial staff, we
need to deal with garbage disposal. One solution
to the waste management problem is to hold
everyone responsible for their own garbage.
In this plan, each employee is expected to take
their own trash home with them when they
leave at the end of the day. However, I prefer
a solution that deals with the problem right
here. A possible on-site solution to the waste
management problem is to require everyone to
bring their own garbage to the refuse recycling
building themselves.

= Since we no longer have a janitorial staff, we
need to deal with garbage disposal. A possible
solution to the waste management problem is to
require everyone to bring their own garbage to
the refuse recycling building.

(EHANZV VDT, TINHOLDIZHALR
TEEEY AR ICF > TOITIZRV,)

@ One way to distribute message is to type up
a single copy, make an offset master, and run
off enough copies for everyone in the building.
Then, send copies to the various departments
for distribution. However, since we got an e-mail
network, and everyone has computers, we can
just type one message and send it everyone in
one step.

= We used to give everyone hard copies of
memos. However, now that we have an e-mail
network, and everyone has computers, we can
just type one message and send it to everyone
electronically in one step.
(UMIZEBICAED I —2E LTV 4
TIEA = VTR D721 72,)
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Principle of Economy f:Z#¥NFEH|

RO NG, TH#ESRRE] Lwvw) T Ll
EHTEET, ZOFEANZ, NUELZSERLLR
EZZNEHBRLT, Avbk—YL L TERZVWE
PRBEHRIF- & LEREUNTHILERLE
Fo HIHEEOFEMIZHESEDLYAH ) £9,

RO JEAN I BRI B IER N — VD34 D d
DEIs
(A) Common words are preferred over

uncommon words
(B) Avoid subordinate clauses
(C) Discuss one point per statement
(D) Brief is best T3,

BN —=NIZOWTHBL 3,

(A) Common words are preferred over
uncommon words (BI#ADRWSEEL Y L M-
TVWAEENHFELW) &, 77— FLXU T
LEd, HEMHELZTRARRETL L) 2k
T3 THIFHEEDFEAIE ERRD D 3,
HMW R HFEIHE LG H Y F 35—
PN HRMTAEECIE R RKAIG N2 EREZ v
SN

(B) Avoid subordinate clauses (fit)& i 13} %)
. BT VALV THEBL 3, EEARA
VI I A0 ER -0, EHTX
HkD 720 banEHIldrln) 2 ETY,

(C) Discuss one point per statement (—2®» 3L
=2 D) d. EY T YA, 8T TFT TR
VTHEALET. —D2OXLT—2DHEIZDONT
Hm A LT, BAFICE s TIEREIHRZ
BN, FAHEELRS VML TS
ZNET, —OONITHBOERPEEN TN D

(D) Brief is best (ffji#25KE) &, 7—F, &
VT VARG TITTIDOHELRVTHML E
FTo CONV—NVEBEIZODBENLEZDLZ
EMKFE T, £9. “Using a few key words

correctly is better than using a lot of words
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incorrectly (X DEHEZH - T LA LD
F—T—FZIELLAED)" T Zhid, HE
FILoTHHAFILL TGP RTVE
EEMf)Lw) T EERLET, KIS, Fewer
words in a sentence are preferred to expanded
or extended narratives (B4 &#R L7723 XD
BPLVEEICILZIBHELW) TT, 2F
D AEGBFVIRZRLHED B LI, T8RS
BHBRVEIITHEN) LT, 857777
LRV THE 2 5541213, “Fewer sentences are
preferred to expanded discourse (K7 b X
DALy TV ADOHHFEE L) Ewnz
7,

ZIhH. FA 4NV OERBE BRI E
ACTRILEI,

(A) Common words are preferred over
uncommon words BIfAD LW FHE X
DRAMHT 25BN HE LY

Use Common Words Instead Of Uncommon

Specialty Words.

Blgem o wEMAGEORDL YIRS S

W& 9 < No.51:Word Level >

HMWEHFEEZ RN XL RS LAY, @
HEDRIZDBETNET,

HHEZRLE9,

i

@ The ramifications of the new plan are far
reaching, everyone in the company will be
affected.

= The results of the new plan are far reaching,
everyone in the company will be affected.

G L\ EF i o SR IR FEICHE D . AR IR A%
BEZTDH1EH,)

@ After you have read this letter, please take
a moment to scrutinize the new health benefits
proposal.

= After you have read this letter, please take

a moment to look over the new health benefits
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proposal.
(COFMETRAZOT LWERFLICHET 51
FICHZEBLTLZE W)

@ After you have finalized the corrections on
the draft, please have Ms. Smith check it over.
= After you have finished correcting the draft,
please have Ms. Smith check it over.
(FERMOBEXLETFLZOAIZXZSAICTF VY
LTHH-oTLZE )

@® The new copier can switch from making
black and white copies to color copies
instantaneously.

= The new copier can instantly switch from
making black and white copies to color copies.
FHLVIE—BIIAEL L T —~E T Iy
DEbD,)

@ Mr. Burton's position on the new proposal is
the antithesis of ours.

= Mr. Burton's position on the new proposal is
the opposite of ours.
FLVIREICH T 58— b Y KOV HIER S
LHTY,)

@ So, if I may recapitulate the main points of
the discussion, I think it is important to...

= So, if I may repeat the main points of the
discussion, I think it is important to...

(HAROE R AR ET L. KRR )

(B) Avoid subordinate clauses % J& i
T B

Avoid Reported Speech

FIFEER T B < No.61:Sentence Level >

MEETEE Vs &, FIHEG L HEFoRER
EDORXBINRDENILK KRB ENDY T3, M
PR AEEIIRFINCHERLE T,

W OB THERLE T,

@® They said that we will have to cut several
positions out of the current staff.

= The Monbusho said that we would have to
cut several positions out of the current staff.
CCERBER D E 9 1TiE, BROBE» S W L2
DEWEHM L 2 TE B b o72,)

@ Ms. Suzuki claimed something to the effect
that she was no longer interested in doing
business with the bank consortium.

= Ms. Suzuki stated that she was no longer
interested in doing business with the bank
consortium.

RS ARSTHELEFEZ T2 212D IR
BRI VWE S o 720)

@ Mr. Clark states that I can no longer trust
them with our money.
= Mr. Clark states "I can no longer trust them
with our money."

Mr. Clark states that he can no longer trust
them with our money.
(77— RIEEESITBEITEONEVES
Jo)

@ The book, The Sound Pattern of English,
says that there are five different major classes
of consonants in English.

= According to the book, The Sound Pattern of
English, there are five different major classes of
consonants in English.

(The Sound Pattern of English I X % &, FEiE
DT HEFII5 DI TE 5,)

@® IHe told us to forget the disturbance and
concentrate on meeting the deadline.

= The supervisor told us to forget the
disturbance and concentrate on meeting the

deadline.
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FREHEF AL B, OEETICHRICHICE
b’ﬁ_% hat k L:%q]j‘% J: /) ~—|:|"J7I:_o>

@ Dr. Lee stated under no circumstances should
the patient be moved.

= Dr. Lee stated that under no circumstances
should the patient be moved.

() —=%HEE, EAZRRTHEZZH»L T
LHRVWET570)

(C) Discuss one point per statement —
DDLTODE 2D

Avoid Unrelated Ideas in the Same Sentence.

FXXOPICmERLZT A T T7TIZE 1 %5 < No.65:

Sentence Level >

#O@B'UP WBEYED R W B O S IE AR
ERNE =t WX EFTET,

BHIFT E’@ LLET,

@ We need to purchase an extra one hundred
pounds of meat from Pacific distributors this
week, and contact Mr. Johnson to see if you can
arrange a meeting for later this month.

= We need to purchase an extra one hundred
pounds of meat from Pacific distributors this
week. Also, please contact Mr. Johnson to see if
you can arrange a meeting for later this month.
(G#IE8y 7 4 v 7 BEEE» S W E 100 K> F
FHHEALE T, Zhho, SHPICEENTF
BTELNEINTYary YRICHERLTLZE
Vo)

@ I would like to make arrangements for a two-
bedroom suite for the week in June beginning
on the twentieth, and do you have a business
center there?

= I would like to make arrangements for a two-
bedroom suite for the week in June beginning
on the twentieth. Further, do you have a

business center there?
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HEFEL7Z2VOTT I, Ehh
—EHYETHh?)

(AL =%
5, EVARARVH

@ Please record all of your expenses in a travel
log, and only purchase your train tickets from
Yasui Travels.

= Please record all of your expenses in a travel
log. Also, we ask that you only purchase your
train tickets from Yasui Travels.

(M2 ETHHELTLZZ W, 72, BHEDOY)
2T Y AL P IV THS TLEE )

@® Employees are free to help themselves
to anything in the supply cabinet, but the
restrooms on the first floor are for customers
only.

= Employees are free to help themselves to
anything in the supply cabinet. However, I
would like to point out that the restrooms on
the first floor are for customers only.

(o d DIFEMICHER $§. 2720, 15
DALER I BERREH TY )

(D) Brief is best A%k K
Under write, rather than Overwrite.
WEICEL XD b Z DI < No.66:Paragraph
Level >
RERRGEEALZEWLERITF LI DD £
Ao REIMRICEAZABRET,
WHEZ R TAHRET,

@® The important thing to remember is that
metal chopsticks are environmentally friendly.
They can be washed and reused hundreds of
times. They do not contribute to a depletion
of our forests. Using metal chopsticks can help
protect our environment.

= The important thing to remember is that
metal chopsticks are environmentally friendly.

They can be washed and reused hundreds of
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times, and since they are not made of wood they
do not contribute to a depletion of our forest.
(FEHOFIRBIE L v, METHIE S TH
FHMRS L. HARHIRIZ O 2255 Z0o)

@® The arguments against the proposal are
weak when compared to those supporting it.
One argument against is simply ridiculous, how
could anyone assume that we could save money
by collecting water in the winter from unused
swimming pools? Whoever proposed such an
idea obviously didn't think the idea through
carefully. However, the arguments supporting
the proposall...].

= The arguments against the proposal are
weak when compared to those supporting
it. However, the arguments supporting the
proposall...].

FRFA B3 % iam 3B T 5 akam (2T oY
Vo L LEROEE - - )

@ To conclude, natural gas stoves are better in
nearly every way over kerosene stoves. Natural
gas stoves burn cleaner, natural gas stoves are
safer, and natural gas stoves are nearly identical
in cost to kerosene stoves.

= To conclude, natural gas stoves are better
in nearly every way over kerosene stoves.
Natural gas stoves burn cleaner, are safer, and
are nearly identical in cost to kerosene stoves.
(RATADA T —=TIFITMA F =7 XD Hwv,
7)) =Y TRET, TAMIEDLLRV,)

@ I think we should buy from Tanaka, Inc. My
sister knows the owner personally, and she
says that they are very honest people. Their
products have an excellent reputation.

= I think we should buy from Tanaka, Inc.

Their products have an excellent reputation.
(FF DS E I REP, HEZOBIITHEG

5 LW ERFHZE)

Principle of Appropriateness
BEHEOREA

HEIEDEAN, SCEMICIE LWIEGEEZ S 72
DO T, ZORHOEAN -V E L TRD
4ONRKTOENET,

(A) Avoid idioms and slang, especially the
more obscure regional variations

(B) Avoid contractions and casual speech
rules

(C) Use grammatically correct sentences

(D) Be truthful and show politeness and
respect for others T3,

BV—NERFEL LI,

(A) Avoid idioms and slang, especially the
more obscure regional variations ({&JH &R ik
RSN TRV O E 38T %) 13,7 —
FLARVTHEALES, EVAAXEEEY
Gy AW ARFECEFRERET 2 TE R D £
Hho HTCHEHADEED BT I,

(B) Avoid contractions and casual speech rules
(AR 2T 7 e kid#T %) 37— FL
NVIZBWTHHLET, HEROKETHEIFEL
BRIV ARALHETEIABEY T, —H. i
TRIER R 7-DICHET ALY 925 &
IRAARHHBRIC 22 5 &9 HEICIEHCEE A,
(C) Use grammatically correct sentences (3i
MICIEL W ARED) 1E, £y 7T VALV Tl
ALET. TON—VIFHEFEYHL ETIEN%0
ZETOYDHNFT, 2Lz, EFELHAOEE
Hhe7), MiEAEZELL{fiso72, KE &
HALMBL TXELZELSEHIEZDTEH
LR ETT,

(D) Be truthful and show politeness and
respect for others (FFETH . FLERIE L 2B
AT BHEMAELRT) & T—F, kYT A, 8
F77T7DELNVTHALET, HFEFOER
FHERTEHAIE. FIT— OB & W s b2
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TYo MAZEEL, HLRELEELVEE)
EHVET MOANEED B L 9 Bt < [E w8l
RERT I EIFET, UL E RPN % & Ol
Tl 7B BT R TR FEA, T/
WETHL7-0ICHEEDYVOFTFIURZZ LT
320 A, TNERKIC, BHOVHTIE-
EDRT I ENEETT,

WIZ, FEARN — v o BARN 2 BT,

(A) Avoid idioms and slang, especially

the more obscure regional variations

BHERRA,. FICHON TR0

s b RA)
Avoid Colloquialisms, Clichés, Slang and
Regional Expressions.
FIREAR. BIRS 22 R BL, 836 & 452 Mo sk o> 8113
%< No.71:Word Level >
TiE, WO @EHBZREL X9,

@ Well, greetings and salutations! I hope you all
are enjoying the spring as much as I have been.
= Greetings everyone. I hope you are enjoying
the spring as much as I am.
(ZAIRBIE, BEA BEELATIEEN,)

@ We'd like to concentrate our sales in "The
City," and later, extend to the rest of the "Bay
Area."

= We'd like to concentrate our sales in San
Francisco and later extend to the rest of Marin
County.

(F> 77 AT TOWFRITERL, LT
Y VR HIRTE Do)

@ The long and the short of it is we no longer
have any funds available for investments.
= In short, we no longer have any funds

available for investments.

(E9 512, BIIRHKEEED R \0)
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@ I am pleased to report that the review of the
plant operations determined that everything
was cop acetic.

=1 am pleased to report that the review of the
plant operations determined that everything
was excellent.

(THBELFRE L7222 2A, FnE oKl
Loadh) EFHATL,)

@® The average English-speaking Taiwanese is
nonplussed when I ask them which language
they are referring to when they say Taiwanese.
= The average English-speaking Taiwanese is
confused when I ask them which language they
are referring to when they say “Taiwanese.”
(FEFEZEETHBANL, [HEE] Lo &
PPN D L KIEHEKT 5 ,)

@® The ends of the company are served by
finalizing the sales agreement.

= Finalizing the sales agreement would be
beneficial to the company.

(R FE L FNIXHORRIC L DS
Jo)

(B) Avoid contractions and casual

FAIE R { 720 7o xah A i

speech rules
BT B
Avoid Uncommon Contractions.
WM WM 5 < No.72:Word Level >
Rl Bl ZRLE T,

@® We mustn't allow any shipments to be sent
during the last week of the month.

= We must not allow any shipments to be sent
during the last week of the month.
(RAEBEDFEFEZ AATIE R L R\V,)

@® The manager's attending the conference

in Boston all this week, so Taeko's the acting
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SUpervisor.

= The manager is attending the conference
in Boston all this week, so Taeko is the acting
SUpervisor.

(TA=VY ¥ IFE5H, FA LY TORBEICHIEL
TWa7eD, BiFB3REE2BEDTN5,)

@® We'll be considerin' you're proposals as soon
as it's possible.
= We'll consider your proposals as soon as we

can.

(CTREZHRLZTRIREL L)

@ The boss'll meet all new employees on their
first day of work. Before the meeting, you'll
need to fill out some personnel forms.

= The boss will meet all new employees on
their first day of work. Before the meeting,
you'll need to fill out some personnel forms.
(RAPMAHALBERE VTS, ZOH
WCAFBROHMICRHEALET.)

@ What's it to them if I don't pay my bill on
time?

= Why are they so concerned about whether I
pay my bill on time?

(2SI H F TI2HA ) o &9 HIS, B FR A
HHEDTTN?)

@ Why'd you go and hafta spoil the plan?

= It was not necessary to spoil the plan.

(B & 3 2 LEI R h o 720)

(C) Use grammatically correct sentences
ENICIE LWL Z 9

Choosing Prepositions.

Hii & i) % 8 5 < No. 77:Sentence Level >

WL OPOBHBITHRLEL £ 9o

@ All employees must finish their work until 5

PM. There is no overtime compensation.

= All employees must finish their work by 5
PM. There is no overtime compensation.
GRFTIHFEZRZ DL, BEAF LT
D FEA)

@® I have heard of the speaker, but I really
know little on him. Could you send me some
information of him for our announcements?

= I have heard of the speaker, but I really
know little about him. Could you send me some
information on him for our announcements?
GEEAIZOVWT L CHID THA. HHD7ZDIZ
FELWEHZ 25 T2 3 W)

@ The gardens are filled by new evergreens
planted with volunteers.

= The gardens are filled with new evergreens
planted by volunteers.

(EIZRT ¥ T4 TOMR AR TV 21X 720)

@® I am writing to you to introduce our
company. I am Bill Breer from Omaha
Enterprises, originally of Wisconsin.

= ] am writing to you to introduce our
company. I am Bill Breer of Omaha Enterprises,
originally based in Wisconsin.

(b2t THALE T, By 1 A3 vy i
KD LA HOE L - TLTTT,)

@® Please answer the questions of the new
environmental regulations.

= Please answer the questions about the new
environmental regulations.

G LWEREBHICOWTOHMIZEZ TL S
Vo)

@ On opening day, the restaurant was crowded
by customers.

= On opening day, the restaurant was crowded
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with customers.

(BIEDOH, LA MNT VIZET—HE5720)

(D) Be truthful and show politeness and
respect for others #FETH Y. FLERIE
L SiChg4- 2 sl o K9

Use Neutral Tone:

Avoid Inference and
Implication.
MO F—vEME) R EHEIET L
No.80:Paragraph Level >
HEFPHRILD 2 2 X L EH A, #H%
THEAIE MRS YHER L EERLE T,
DI, #AsEREL L9

@ Though the overall idea was fine, your details
were awful, style irresponsible and conclusions
totally groundless.

= Your basic idea was fine, but we need to
improve on the structure of your presentation.
(R HEZTIROOTTR, TLE¥YF—
va UHERIISGEE T ALENH D F9.)

@ I can't believe that you really can even think
such a thing, let alone state it openly on paper
for everyone to read.

= 1 do not agree with your conclusions. If you
consider these issues....
(BR7-OfFwmCEAELETA. TH W) HE
EEZDEBIE - )

@ I have been forced to collect donations to
pay for flowers for Mrs. Breer's husband, who
has recently entered a narcotics dependence
rehabilitative program. If you really support
this, you can contact me.

= I am collecting donations to pay for flowers
for Mrs. Breer's husband, who has recently
entered a narcotics dependence rehabilitative
program. Please help in any way that you can.
(WNAEYHDOTLT EADTENCEE S RO
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bﬁ%%bf‘/\ij‘o
< f:éb\o)

EALRZETHFRZRLT

@ In the worse case of the ignorant writer, the
use of the term “Chinese” for the language (s)
spoken in Taiwan reinforces the mistaken belief
that all Taiwanese speak the same language.

= The use of the term “Chinese” for the
language (s) spoken in Taiwan can reinforce
the incorrect perception that all Taiwanese
speak the same language.

(BEOEELR [WEEE] tvw) LHEEOFEIX
=RV BREG R D8Ik 5.)

@® Anyone who believes that the solution
proposed by Miller is the answer must be as
crazy as Miller himself.

= The solution Mr. Miller proposes is
unworkable in its present form.

(37 —RDMER L 72 IIBIEOTE T3tk
AL AR

(#E17%7) BABEL UNIVERSITY MST L %
HAK)
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DEH REEE (FEF) 28 (HAF)
MR D 2 2 L ATE, 1ZIFY T VI A ATE
REZEST 52 EDUETT,

e-mail TOFEMREZRRNITATH 7212, N
RNV Tlidemal = F 4> b (£ F7r v )
LT3z EEOTCWET, 2 F 7 v b
3, IVRVWII2=r—3 a3 07Dl TES
b, MFEREZEDVHVET A I =%V
FCTULA Y - A7)y T a W RMIHES 72
DIZ, FICEELRIERAFHEZARTVWET T, &
) L7HEHE ) FEML, HRPOANE T2
= —2a L TARIEEAD.

B 10 rules

1. e-mail DX v E£—T HEBDFHEFRICES

UToOHEHTI, #ELET FLARSHL L VWS
7z email DEFITHELRTLITIETTICANILT
HHHLDOELT, TFAb - 714 Y FTIZHEBRIZ
Ay b —VEBXHBOLEZADLGEED
R

WH, XD emal X vE—TVDOFEEHL
MFETRDOEIICHY £, (BILHD [Mr.
Smith] 1F¥45%k, X — NV Z%DHTFOLFNICE X
ez F3,)

Dear Mr. Smith (A 3 %)

FRE, SOOI TRHROLICHED T,
(THidetaro Suzukil) 3. d¥bAAHL-HED
RN L E9.)

Sincerely, (#(H.)
Hidetaro Suzuki (A X ¥ - eF¥u)

HEXHLEKCOMICIZ, BHEOEY AL
=L AOEXN TR ZHEE T T, BEVELD
5L ZIZRBANR—Z, FFTFLET, Avk—¥
BEDAOWE L )VABEICAS720, BESTE2E
FUARLEFNW DT LREF LD
Ao
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2. e-mail I(SBERDEEE

ED X IR THN, emall DA v -V FH%
B¥aZ Lk, (FHERLT—7uiIbo#HFETIX
BOFHEZOAEEZMFICET LI LD TT,
ZD70. LEPICHDLEREB L A% AD K
ZfioT, BMROMETHL I LERTHED X
KHYET, LrLHFTT LA ATy
TakMi) Lk, (FRICREHT L EBICHEHRO
BWYE) EXRBHEN Eh e L AbhnE
INTHEEL ¥, REEDVPKARLKE R EIEIZ
BHLOUATRITNE, I 74— VOTELYL
HELPTELL I FICEZLZELIBPIET
bl K BFTETOVRVKRD L) RFKH 2
vk BnE g,

TIT7 4 —RIVDEKR
although
announce(d)
as a result
because
consequently
consistent with
furthermore
in contrast

in order to

in particular
in the future
promptly
initially

on the left

on the right
primarily
previously
recently
respond(ed)
similarly
therefore

to clarify

to classify
toillustrate



3. e-mail (3 AFXE

emaill DX v t—Tid, WoltARELTLE
A, DIEFRPAHSTERT A LIITEIRA,
ZEHIZITIW o2 A— VEZHRATHLWHEET S
BaEbbiud, #EPHONIERTIHELH S
TLide DV, A¥—ZFWo72) HEL 7
D, BE2rOXEIHHLTEI b LILEEA,
TIA 5, e-mail IZIZAILOERMUTEY s
TebWBE) BRI LEEHFVTIIVITERA, OF
D, HEOHFEV A= VONEIZ. EET SRS
TR L7213 BB ZE V) T ETT,

4. X—=JLOEFIE1, 2 HICKIAD

e-mail 1 & 2 @E X FTETHEF 2 D DTTD,
ZOMBEEDPTZOICLDFT ) XEERLL
T AFICAPZ LT TIEIWITEEA. 7L A
Ve ATy a0 [fEHEMEOEN (Principal
of Economy)] B & O [E#% M @ JEHI (Principal
of Directness)| 12> T A v =Y DOERIF,
2 RZZUFITHE D sA A, B REBTLIAMNE % 5 X<
PYHETHIEIDPNTL & 9o XEDEEIZE
CHIBICE LT, NELZWIEICT S 2 LA7KRY)
T9o IMRBA -V ERET THRORHE S T4V
F—PEIRY, FEALEDOANZEH) FHAL.
BHRRIZA =V ZZIT S T D ANDY 1%
BEHTY o A= VIAAER - LR - FEIE AN
&TY,

5, Za—ZAL4—-KEDRVWTFTXRXIX %

e-mail KX &L TES &KLY

RETIEA vy =%y FEFHLT, =2—2A
L& —REDEHE A=Y v 7)) A MERICHE
FTHIENEDOT WML TEE L7 L
PLEHEDZ 2 — AL ¥ =30 % ) 5EN%E L,
FNBEREMED) 208 <, iR EHIRMT S
NBEZENHLIzO, —HOZFEHIZE>TIRSY
v a— NN R 2805 ) 3. FHx
T OFRIPDS VIR E ML L T2 5EE,
A2 —=FRBT7Y—ALBVETH, hEVTF
FAN T4 YV RTICRKEDRA v =V ERFIRT
LIV ERSH Y T, 22T, =a—

AVZ—DEI)BREOOTFFA ML RN 7 7
AN] L LTHEREBETHDH, [ELV email ¥ F—
TYo (FLA Y A7)y van [#HYED
JEHI (Principal of Appropriateness)| #tdT-12xF
THIBEEBE) e A—NIZT 7 A VEGRNT S
Wik, R=NN—=I Vo TOT7A4ar%r) v 7L
TR T27 7 A VZERLIT.INICL ST,
A= VARLIZRIBEN 7 74 VIZOWTHIALTH
LPZTTEL, BT 74V ECORL EZE
HHTRHOENE T,

6. AvE—JICEBYI TV VEEALLEL
HOHEH THBRAL I, ZEEVPAEY O
HERARL N EHmEEZFHLTWAD, fy
MCERETICA =V EHATHLY TS &,
Ay —VIHASNIZHE Y = 7)) ¥ 7 2SE
Kb ZeXHYET vy MHEZEOHIZE,
ekl & WA E Hif§ 572012, A—VE Ty
Ya—FLaH 754 v Tt AbvId),
HE) =7 v 7 Lk, 2—FO8MER LIS
DO =7 A FEHBMIZHC X IEELTW
B27UTTLADIETT, TOEHI%R) ¥ III,
A — VRO 2 — AL ¥ — 7 T4 B,
ShFETH, LiloBHA»HRIZ)FIHTLRE
TEHY THA, 72720, Z—HF»B7 Vv 7 LT
PA MRS S (FFHESTY V2RO T K
LA%A¥—=F2) FXOov 7Y v orkb, %
BENT 2 7TH A NMCT 72 ATEhEERDLD
Ty AvE—VIHALTOMEID Y A,

7. EENTELA—ILEMYNICUTGRELEV
A=)V Z BRI 2 N, ied FR2ERE
il LT EONTELA-VLEHEIHIC
FIALT, TR A M2 ANTHEDERETZ &
BELS DY £5, ZOFHBIE BEHEZERITS
T oA, SRBRDY 2 MPELNTE2GA
7 EIIIERT A, B0 A — )V &M
FHENZDREHEVHENLR)HTEH) T8
Ao
LOXLFEZIE—-LTHHELIHHIT AV b
AT DL, LEEAERPHFTE LD LI ko T
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LEVHRELL LS B Lo EsSThTwn
BNbHDFET. 2F 0, REFOBRFITH
LT, ZEEVFEVAATHA LAY, HM, K
L7202 e EREELTEA L Ll
A E V720 DPE &) L 5D TY,
CORY) FHEFE NS —HIZIZE T KEHK
DONEEi>TWEFT, TTOT, HFEXRA v E—
VEMYIICLTHIRICLEVWERSE ) bho
TWRIFNE, bRV EFERTY,

>| would like to increase production
How can we increase production if we cut back
on staffing?!

>s0 that we can increase our profits by the end
of the next quarter

This seems unrealistic to me. | think more time is
required....

>HEEEFEBRLIEVWEEZEZI TV S,
AEZHIR L TEWNTESTNXEESZEINT
EBDH%

>Z 52T NE ROMUFHAE TITIINRZIBRE
¥onsics5,

CORBLIIIEREMICEZ 5. o LEHEDH L
BITIZBDTIE =oee e o

8. BELTEI/AND

AT 4T A=A —[AEALETR YD
THHATH, IOV TORMIT LRI D
F9, FLC MM TAT - A=—p—=L V-
AATAT A=A =P ¥ —%v T2
a2 —varvellbenhbl, hBE LR
B DR %D F9RELE #5720 121,
BW. GElRI—E7, g )k, PN
JTHELELEVEL, F80L ) e THIUK
T REHIELRETH ), HOPERELZLE
ABFELZTEBRRZIIPCNTLED. Th
. BIRLETLA Y ATy van [
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PIEB ORI (G T I3 2 (06 & BRE) 12
BUTIEFED F9,

9. 1232—xv POFRITRBIEFED KL

BUAEA ¥ & — 4 v P ETIHFITHATLTWDE R
BHEN2HBEDHVETH T VLA A7)y
TaTEELLLMbLEVIEI VT L L ),
29 L72&d, EloGER A —F TA
Iy (k) LT ECELEES X9 %
Loty (HEYIEHOKFHN] 2L FET),
—D HOWATRINL, EFE AR 2 o 72 B
7| (¥FETIE emoticon = emotion + icon &
iEhs) Thh, B0 HBLA, WKL EDRK
TETROLIITELALDBDTT, T9H LK
BRATL TV T obuvnhd LtEHAD, 7
TxzvvatlV - A7)y aDIA4T74 07
FikE LTITEYTiEd ) T84,

@ EEXXF DA

=) happy (BEU)
=( sad GRL &)
& confused (%)

&R

TR LB SO RCK T — i sl b
NTW5HDTYT, HRTI( b s (A _NR
(T_T) &\vo 7 BT O FBU d g U<y E 3L
WMTRZRL, ZOZEPLIINEDMETH T
DEHTAERETERNZEDRDHIY T,

b9 —DoOWATEIIL, HXFEMEH LT
V- A& WT 5 HETT, ~HOLETH
etc." R "of." e EOBEFE XM S N TV FE TN
TR & 9 RBUIWEE LB Y @1 2X& T,
IMHO in my humble opinion FAE T3 H)
BTH bytheway (&TA7T)
FYl  foryourinformation (T&Z% Tl)
10. EEMF IR LX—ILEEL

TULAY A7)y van [FREOEH



(Principal of Cohesiveness) [I2#&2Dw/z 4 ¥ % —
v MBI REBEMEVLOPBRET,

FTHSPA =V % %S ELTWBHFE
Rl-o & LEML T, TS Uz 2 g E
ZELIICLBTLIETT, A= VHLED
Jiid. HODMoKRBDNEF L L A=V %%
WHUHETLDHY h 5, REMRICIZEDOZ L%
ENAHLTT, ZLTHoERFELDN, A=
ZTID NZHFERUARMTH S & % &
B2 TR FEA HFEOVHITHR ST,
HAOBRLTIELWEEB IO LR L L) IFLEIEL
<y MITRBS, ISR ST, LD - T
A= NEHELZEEENRVTLZE W,

L v F =%y MILoTRICV PSR F %
RYHELLZEDTEE T, TORVAERLRDLD
W25 &1, BRI THIEERTT,
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E-mail Business Writing

FEAE

WLFTAT4 v T HE<TAY —F DI SR TRR
7% dE. EBRICHSTHWTASL I LT,

COIA—ATIE, Nl [HARGE] Ox—LVED LI
FhE [PiE] 1ERL TV 7o 22 FEKER LT
WEEET, [#2dney ] & [EF)A—
V] [fd] 2HAELTCWETOT, BOLLTHRIA
T&E9,

CoTur I Ao THEEEZEDTWITIX,
HMTR=—Y v 7% 36 DA = VEKRBTE, MR
(A= NVFEHTF 7= 7 [ A= VEIH180,. [ A —-
RA¥x¥771)—360] ZHIZOTFHIENTEET,

el Businsss Wrina WE B1E

PNt 5 AR EE-TESL

DR meno 450 OHEEED)
i Bl B 25| 310
ZHE 41200 19 (BLA)

A4 21,000 T (Blak) sl

ERABRIRS KUBHARIFS

http://www.babel.edu/program/31046.htmli

Babel University
71 =44 7))L :0120-894-344
TEL:03-6229-2444 FAX:03-6229-2440
T 106-6004 HEEEX ALK 1-6-1
RH—-F 27— 4F

%1M

OE-mailZx2—+®
UNIT 1 #15TDX—)L <BhEhEE>
UNIT2 #LED4—JL <5XEI>
UNIT 3 SHEDIRE(zA S <EAEE 1>
UNIT 4 HEDEREEZD <EAB 2>

OEAXRPZPUEY 10
UNIT5 #$H407%%F>TLESW <t>TF x>
UNIT 6 FTIVOEBREFHTSE <INTTFT>
UNIT7 ZHhsiused <BEORE>
UNIT 8 #BALTWEEHY I ED <EFEDRIR>

OEXRPNRPUEY 20
UNIT 9 X—ILHBNTIHAL I <RERH>
UNIT 10 #H7SBh T A58 A <AlE:>
UNIT 11 3 TEBX—ILESHIDP ED <R -8IF 1>
UNIT 12 ZD&EIITREL F U7 <R & 1>

OFEF A —ILO®
UNIT 13 7 KT/ &FERT 5 <IKFERI 1>
UNIT 14 RATHODUIL 77— L%ET 3 <HFORE>
UNIT 15 B#t8G%EAT 3 <B&H 1>
UNIT 16 BAICDWTEHER- 7E—IL T 3 <HEBIRS - SEhRE>

0SB %IEAZ0
UNIT 17 SRERHDHTED <WAE -85 2>
UNIT 18 REzH0HTED <HEAEFH 3>
UNIT 19 Z—#TETETHINLWTT <HEABHEE 4>
UNIT 20 i) &AL THETY <EaEH - 8lFE 3>

O7RAVEEAVETF—Y3Y @
UNIT 21 F58h e 573 <>
UNIT 22 SE#DRT Y 2—IVE(RZ D <BHEI>
UNIT 23 71 7 —ICHRFFT 5 <{KHERR 2>
UNIT 24 FRD/IN—7 1 —HBET S <REE 1>

OEREA—2—0
UNIT 25 KE#ZHRRT S </NJF2I—23>>
UNIT 26 1&5|ZDREET 5 <EITH>
UNIT 27 #3DTERIEG 2 T2 <BREHE>
UNIT 28 #B&0ENET 2 <5ZTH>

OMWRPUEYO
UNIT 29 RIEHUADIL—LEDIFD <3RBEHE 2>
UNIT 30 BBADTL—LEDIS <EABRE (1 714L) >
UNIT 31 7R/\1 2T 3 <H& - Bh&aa>
UNIT 32 A%HRET 25 <Haa - &l 4>

OND— - A—)V®
UNIT 33 SHERDEK <mEiHE 2>
UNIT 34 @ FIf %3k <IREE 2>
UNIT 35 &G BHR %1525 <BhEhEE 2>
UNIT 36 KB &L Y 14 <TIER 2 8425 2>

v

030




STEPQ

9
0.0

EYRRL S —

0’0-- A

::Tﬂ?b%x A>Ty 1%FE-E
VRALE—DEEHERTVWEET,

ESx XL 2 —0OEHE

K& Temail &, 7—7aXya T
A TLTHRISNAE YV RAAL Y —I1250F5 2
ERTETS, UUR ALY —1Zemail IZHART,

74+ —=<3NVT, BEEDEVTTI, ZORAMR
FoT7A—2hHY, R R Tne
¥

CITIREYAARTIRA I TE LI THE
A2 10 DV — V% T L T3

EEaS

Plain English Rule 1. BAFHER &) ET—
TLA2 - A>Ty aDEFER

EAGBETAALZ —IC

G EAEXE T 7H T
5X91CLFELE I
(1) EVHRAL T —DHEE

Wk

L. L% —ofEkH

2. ¥EH T EFKRS

EAERR

3. 5% L AERT

4 il &HNWED

("Dear...")

5. £X

6. KX ("Yours..")

7. FHEEZOBEL (4

7 TH<)

% 4 hJV & L T Subject
RRe. 2D Th0En g
Ao
2) VA Y A4 T)yTaDETRAL Y —

AT =24

EDXAVY—RGE

10DIL—)b

4279y 2 0@

March xx, 20xx,

(Company/Organization name)
Street Address, Neighborhood,
City, Japan 123-456
Tel/Fax: xXX-XXX-XXXXX
Email: xxx@xxx.xx
Recipient name,
(Company/Organization name)
Address
City, Country, Postal code,

Subject: Main point of Letter

Dear (Recipient) ,

XXXX XXXX XXXX XXX
XX XXXX XXX X
XXXXX XXXXX
XXXXXXXXXXXX XXX XXXX XXXXXXXXXXXXX.

XX XXXX

XX XXX XX XXX X

Sincerely,
(Your Name)
Your Name

Plain English Rule 2.
1RICEEDEK

¥ YA ZAIZBWTAIEHE
BICL Wz, Ly —i3a
VX7 MCE LS NIEHE
THARWTRTNER D £
Ao EVHXAL Y —D
[#E&EV—] &ELT, T
B2 TBITD 5,

Plain English Rule 3. &
A& @YICES

BARM 2 BHEE - PR
HLETEETY, WD
HIB DA D 2 A,
WO ERIE T, OF
DAHTFDF D &9 2D
TlX &2, "Dear Mr.
Holmes," L1 L7 WZ & TY,
(3) Bl (B o AHsE)

& Dear Mr. Holmes,
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TVLA Y AT v T aDBIT BT
(4) BBl (70 h—2ahbho T0DGE
© Dear Robin Holmes,
(5) BBl (7 —ahbho TRREVEE)
@ Dear Holmes,
(EFE§ ECTRALICN22)
(6) R\ JBEAZ EVBDPoTWDEYE
@ Dear Personnel Officer Holmes,
(7) BWil (Ziiidbh b ewnads, FHHEA / HBE
B Ebh o TR LGE
@ Dear Personnel Officer,
@ Dear Secretary in charge of
Distributions,
®) ZHIDRHEZX Db LRVEE (RETFE)
(© Dear ABM Inc. Representative,

LaL (6). (1. 8) OFkid% b~ #T
HRETY, BEAENE O, ENTITHE
TONTLE)WREMELDH D 52 TR TLH
#o T "M R "Mrs" 29 LD IFTLTY,

Plain English Rule 4. /A 5%&ICHKND
KD, L — DR EHERA V-2
WCH o TE 9, BARIFICENLZHARANIZR
DI Wh b LERAN, Thdra— N -
AE v F =TT, ROBIE, BEROEERMEZ
KDDLV Y =TI MBERERNIF>TEET,
(9) Oz HE - T X726

TF, NTFFT T NFARTBRE, HAR
T, LR T VLY —2ERLET,

(10) @XBEEIITF T TITHTTRE, HHR
3L L7=f

There are three important stages to the
development of a good research proposal. They
include the planning, preparing and writing of the

proposal.

The first stage is the planning stage. In this stage,
all aspects of the possible research question are
discussed. After all reasonable possibilities have
been considered, a viable question is agreed upon,

and the process moves on to the next stage.

In the second stage, a review of the research
team's resources is made, as well as a review of
other tangible aspects of the research endeavor.
Once all variables have been addressed, the key
proposal writers are identified to actually write the

research proposal.

In the third stage, the proposal writers review the
preparation and planning processes, itemize all
available resources, acknowledge limitations, and
carefully outline their proposed plan of research,
noting methodology, expected possible outcomes,

and utility of the final results.

Dear ACME Roof Inc.,

| am writing to you to request compensation
for losses that resulted from damage to a roof
that was installed by your company in April 2004,

and which is still under warranty. [...explanatory

details...].

BANATIZOWTEWTDH L rnbhrnd, i
DRIET HREDZFHAFTIRT CICPD L R
T&Fd. AEREMEEZALAEIMLETT,

Plain English Rule 5. L #—%5&#® < —&
CHEREIC. TRz (T3
THITHLEHEB -V I —ITFA

1

QYY)

032

Plain English Rule 6. BEMEARIZEE(T S
BEM 2 FBLUL, FiAh TSR B 2 2
THREEA D D T2 [THGE] & E@EEH
CIaltEd & 570, BERLHEN 2K %
VSN 1 3 3
(11) HEHEMS &2 GER
@ 1. Don't ignore the deadline.
@2. You have not complied with our
request to update your credentials.

@3. We are unwilling to honor your

request at this time.
4. You failed to send us the correct



gaskets.
@5. I regret to inform you that your

application is incomplete.

HREMRFEHR 2 MbII, AT L LRW
WALE ke EH L 9. (183) - (185) @
B> & 9512 "no" R "not" i) b DT DIEER
FHLLIIMY A

(12) el

@Please complete the work by the
deadline.

@ 2. You need to update your
credentials.

@3. We will consider your request at
another time.

@4. We need to exchange the gaskets
that you sent us for a different type.

@ 5. You need to provide some
additional materials in order to

complete your application.

12, "we have no fuel left" % "there are no
problems." ® X 912, FAFAHEN % KNG %
W2 VHAETHNL, BEREZH>TOTW
FHA.

Plain English Rule 7. TERIZEL < 5 ——1#
HWERICIEHAEEC .

FFEAA T4 7T TR BVEFEFIRD LM
HEIDOD1IDOTED, EIVARALY—TIIHL
PeRhECD D B L BAFII»R ) DA F A4
A—TVEGZTLIVET FIC—MBIRE RIS
%) BEVHALZ OTERELEL L ),
(13) — IS KA BT % [ o 725t 5 o I 51

@ 1. The apple is good for you.

@2. The summer in Kyoto is hot and
humid.

@3. A bicycle is an ecological form of

transportation.

(94. The carbon dioxide gas contributes

to the warming of the earth's

atmosphere.

(14) —#MWERITBT 2B & v, 5wz
L 22l
@ 1. Apples are healthy.
@2. Summers in Kyoto are usually hot
and humid.

@ 3. Bicycles are ecological.

@4. Carbon dioxide gas emissions

contribute to the warming of the

earth's atmosphere.

Plain English Rule 8. > JV « £ X+ XX h—
EOBFEETEBHLETROT

EVARALY —ORBENFIROA TV
Fo TERRTDLROVHEFHETEVW W L ZIER
5E91CLFLE I,

(15) ke #H
(1. At alater date we will contact you

in order to procure payment.

@2. You will receive your paycheck on

a monthly basis.
@3. It is incumbent upon all new

employees to submit their tax forms

in a timely manner for the purpose of

joining the retirement payment plan.

(16) FLA v -4 v 7 )y vallftsTELL
7B
@ 1. Later we will contact you regarding
payment.
(or) Later we will contact you for
payment.
@2. You will receive your paycheck

monthly.
(or) You will be paid monthly.

033



@3. All new employees must submit

their tax forms quickly to join the

retirement payment plan.

Plain English Rule 9. E{#B)ICIE>& W &—
EEA TEBR LRI E TS
RAgOfNT X2, EilL HWEE BA
MICIE->E D LB LE T,

(17) CH &R S L7272 b2 12 <o
7245

It is a problem that needs to be addressed.
We should consider who might be the best people
to undertake such a task. | know that both
attorneys who worked on the landfill case would
certainly be qualified to look into the situation.
Also, they worked closely with another firm who
may be able to lend some assistance. The
attorneys said that they were very thorough, and

were always well prepared. They would be a good

choice for joining our task force.

(18) @EARITHH D 23

We need to address ACME Inc.'s toxic-

waste dumping problem. We should consider

who might be the best people to undertake such
a task. | know that both attorneys who worked on
the landfill case, Mr. Marson and Ms. Greenstone,
would certainly be qualified to look into the
situation. Also, they worked closely with another
firm, Heely and McNeely, who may be able to lend

some assistance. Marson and Greenstone said

that Heely and McNeely were very thorough, and

were always well prepared. Marson, Greenstone,

Heely and McNeely would all be good choices for

joining our task force.

Plain English Rule 10. —BM%##H>—E> %X
La—IZid&I - 7+—<IT
T d =NV L ¥ — CTLGERBR B HGEZ

034

My b%E, AF A IVRHEMEZEESETIZ,
—EM R THE LT 2 ERUITYT, 7L
A A7)y 2T HIBRETES 2Ho
7ok - 73— VORI BEDTY,
WICKELE LT, FTiED &) RikF ) XD H
DNET. bHEALA. TP EHDD 5,
(19) L& — DKL

@ 1. I look forward to hearing from you
at your earliest convenience. If you
have any questions or concerns, please
do not hesitate to contact me.

@Thank you for your attention to this
matter. I look forward to hearing
from you soon.

@3. Thank you for taking the time to
read this letter. Please let me know if
you have any questions.

@4. Please respond at your earliest
possible opportunity.

©5. This letter is informational only. It

is not necessary to respond.

TLAY - A7)y Y aTRIETBECHO
FRWVWELFET,
(200 74 VAV Ty aDEYRAL Y —
RGO
@ Respectfully, @ Sincerely,
ZD2o0DH %, Sincerely" D JiA%, "Respectfully”
X0 THNDT, BBRVWTLL I,

BRI

SREFTEERMETEYRAAL Y —%2ELZ
EkoonEd, CARHBTHAN. TLA v
A7)y 2?4 AN LA > T HERS
YREME R, bR IMEEL Y -2 EL
CENE VR RIZBOWTRERENYTT,



STEPE

vl TVEYF—Yar - IATAVT
000

0’0’-’- A

7b4/ {/7U//14ﬁ%%EﬁLT\

TLET—2a PRAE—FERETITHO>LT

O [HfT] 2BALET. —MIC, TLE>
FT—=2a R®RAE—FIIFid > TEREL -5k %
OETIEABHEEU LT,

(1) A¥—F - FL¥r5y—3 gy OEEN
1. e
2. L

TFLYYyF—varRAY—FIE, WHEHLIEIX
FANRTF—bENET L, HTHWTHMEL
THHH72012d, HEFHELLLZD., K25
RAVIPRWMO LAY, SFSERAFEIORL
72T HLENHY T,
TLE>TFT—2ar®R
E—FDOEI

AE—=FIZH LT D
DOPHSIERLLDETH D
FIH QETRA Yy =
ERETHIETHY, Z
ODHWMBHSFTEETT, K
ELHFTHEERSY L TH55
2Hhh, AV —FEFHEIYE
HEIIE, kD5O5DH b
Woh, b LLIEERE
AL E VWA TL X ),

(2) AE—FDIARS 74T
1. Inform ({z3%)
2. Persuade (@if -
By % - A F A
M EAET)
3. Activate (R %52 5)
4. Stimulate (Jh%3)
5. Entertain CEL F%5)

Lt r—3ay

IATAT
100)J—)

A7y 2@

CITIREIVAATOTLE YT — 3 U/R,
B 5T COMIER R ED ALY —FIZo0n
TEZTWEET,

MROEIAE—-FRTLECT—2a &l

MEFOREERMICTIE, ZhaRkiktE Tl
ST, SHICEZEE LEICEEBIAHTEEZE
T ho MY 2k BbEs 2 LR TENIIL.
W L72EFRAATLE)EDIZDITIE A —
FOWNFLFHELAIVPEIETT, WHNENPRL
Th, 743 X577 FRGIWY FIRY 2 & TLHE
WICH & FORLZFI2T, HilThEX, Bw»
AE—=FLIIFZ T A

HRER E TABL 2o THWT NS L)
A=V OERTT e THINLTVWETT,

VA2 P 7 R
ARANC LB ZRE—F - T
LE>TF—2a0%E
A ¥ —FIXOR @A i
OfEHD 32 ET
BTV ATy
a4 FANIIEO &, B
RN HEEZRTHWEE
LiJo

Plain English Rule 1. 3ZAR
CdH->l EIFERSI—
HEFEHD
FTHEFLMAI LN
AR TY, & F I35k
AP EEIZOWT ENZT
HoTWAHD? iz KD T
WD P HREIZOVWTERDLZ LT, EHHEDT
WIFIRWW Ao TEET, LT HETF
DHGFRL NNV ERE LT, BRIV ERO, N
BEBELTVWETT, MEFIRDLDDRH
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ETORNIZEDETHRDLIEZRICEFLEDT
WEJ,

(3) Bl& FOREICH & D758k
LERDs 47—y < MK

2.3 Hil < Wi
3. s < Ik
4. TR LE < AR
5T AE—F: wWwol ) <« <

TULA Y A7)y T aTid L DONH
RLTHBIH 72010, — NG iEEL v, g
M2 T, (2T 8 BFEhuvnt -
T A= NVORXEIY) T3, £/, LELIEHR
IV LDLFFLLFMT 2 2 & CEEICaRICH
RLTHHZF T, #iT A= FIZOWTIHET
XLEHRIRDRT VDT, AE—FOHRTH
WA EWVWTL L 9,

1) ©@7VAY - 4¥ 7Yy yanTTa—Fik

1LiEwens 47 : — Y

2. Hifl

3. A I T7r—<
4. T RiEH DA

5. 8T AE—F: B4

Plain English Rule 2. BI&F & 3FICik DS

[EEEOE] ITE ), ASRv) HiZ, [
EFORDEELTVLZLRIEELET,

MEFE2FICRTHETOESRRTFEA K
W2 B EFSEMEIENY T, HODPE-> T b
FIHWWKL/ZELTH, 20X REHE LI TIL,
MEFLIASI)SIETLENE T,

MEFE [ZAR) ICLTLEY &L SiLTE
M EFOHBEPILAYTELDOT, fivEti,
[ZA#] T BMEF%E “you" LIEEDIE. &
LFLHEFOMBELBS L, BnEdhTni
DTIN, T4 Y - A7)y yraTid, T
57213 (x4 0BT, LT MEFHkC
‘we/us’ Efi) L REIOTVET,

MEFEFELFORLEIV—-FICANTLE D

036

ZET MU TICHMICHEOMRREZZ 2 T
WS ZENTELDTTHERTHEEL L),

(5) M E T ARRE - 7238
“You can't just sit back and hope that
somebody else will come to your rescue
and provide an easy answer to the growing
problem of global warming. You need to
take control of the situation yourself, and

thereby become part of the solution.”

WD X HIZ, — A THEFEITRIUE, BEF
ORI # /N TLE D,

6) ©OMEFIT—ABx o
“We can't just sit back and hope that
somebody else will come to our rescue and
provide an easy answer to the growing
problem of global warming. We need to
take control of the situation ourselves and

thereby become part of the solution.”

Plain English Rule 3. #&UW\E{FTias 3

RO 12X, FadR&sThribh
) FLA. T3, BEZOAE—=F W
E) vl v B2 R THELET &, K
HEFA VP EAE—FOMEZEZ T T,

(7) FFamo HIY
1. W&FoBL%E51<
2. RKFRRA Y PEF—T—F2fRT 2
3. BRONEZMRIERS

HETFOMLEEDXHIZHIL 2P BIZIE i
MG E LTAHAD, B K9 25 R
ZRSTLTAHZD E, HEST2HEDSELRZ
) ZEATE Y, —HEEIIEENLOIXHD
DOFEERTY . MHICH S FoEHZIE, HM&T
NI D) Z L 2 EDPTEET,



Plain English Rule 4. §WW/=Wl EZTXRLT
BUERT

BERAL VM RF—T7—NIIALAD, M
PRED BT ERRTY, RYBXIEYTY
B NANVRERLELZEDLTIIAE—F§ 2
HliE MEFISGEONEZ RN S E2LESDH
DEFT, HIKFALF—7—FRL7L—2X%HD
BT TROES VDT, LELLZb D%
o7z, &) B LRRZEELZME) 201
KIIVETY,

Plain English Rule 5. SEDERZIE>Z) €3

[FEREOFER] 2k, TvEryF—va v
ZHBEAAMBICED SN ARTNIERD FEA
A HEFERAL-RELZOIC, AY—F
DETAHEZAHIZ, BREH#DOLIIEDLYHE
o & D ERRLE T,

(8) Btk Dk

1. o8 : “and”
“further”

2. #H) W ORR: “but”
“nevertheless” , “despite”

3. JHFOI/R: “first” |, “second” , “third” ,
“next” , “then” , “last”

4, #HW . “for example”

illustrate”

’ “again" ) “also" i “tOO"

, “yvet” , “however”

, “after” , “before”
, “in this case” , “to

, “in this situation”

5 F&%: “insummary , “insum” , “in

conclusion” , “to conclude” , “finally”

9) BEoin

R0 (#2] — [BUE] — K]
ZEIY - LEC] — [EL]

Wi/ fEBR : [HL] —» [ 2] =[5 3] =[]
HEPE ME] — ] — [&)

(10) ZbY)HERTHIE- 7L —X
THy 7 D) RKDOT Yy 7 DI
1. Thave shown you [~]  Now, I will discuss [-+-]
2. We have seen [-] -+ Next, let us consider [-]
3, With that in mind, Wwe oW turn our attention to [++]

we can now [+-]

there is a very different [-]

it is more important that we [+
let us review the key points [+]

4. Following this,
5. In contrast,

6. Nevertheless,
7. Finally,

Plain English Rule 6. R4 > h%5 L BT 3

ARl Z T . BARK TR A R &
IRELTHERS Y M 2bhr )R L F
T

(11) HY s P EFE, Yhodbs

RELi]

®FR @un

some four dozen

near within two inches
soon in fifteen minutes
colorful shades of red, yellow,

blue and green

AEEELALEELR [IE#ZEE] Thoh L
bEAITH HETPRETE2LH9RboT
L TUIWITERE A,

Plain English Rule 7. EX%ZHSDZ & IXTH
RT3

MaltORTFEZFTTOHMEFIELLDITl v
0T, TNeEGOZ LIXTHRL sz
9,

(12) VA v - 427 )y 2 TREZHGO
ZEIFTHEIERL 72491
@ la. The new ski jump is 70 meters
long.
@ 1b. The new ski jump is 70 meters
long; about the length of three city buses
placed end-to-end.
@ 2a. The hamburger patty at Quick'n
Cheap is made up of 32 % ground pork,
64 % ground sirloin beef, and 4 % other
meat products.
©) 2b. The hamburger patty at Quick'n
Cheap is made up of about two-thirds
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ground sirloin beef, one-third ground
pork, and a small amount of other meat

products.

Plain English Rule 8. 5Pt h3 _ & %164 %
PamnR —E A2 KT HBRIC, DELED 5
% LCHEFOERELZNOFIIIANT 5 i H
DETo THIZEZIZHEHTTD, FEHEhs
L&, ZORORMERBEICHEFITRZTHL
VERHY £7,

(24) SES TN EDORMN E RKEOIE Y L4
DB
1. 1ZU®: “I now consider another view
[---]"
2. %bY: “Now that we have
considered the alternative,
let us return to our original

view” .

Plain English Rule 9. R4 > b &# 3

A —=F CTIERETRA Y P 2O L. XEHD
LT, AV—FHKE I 7 MIELHTD
PYRFLET, HWEFEEEFIETLNy S
77y RRAMEREDL, FRAT A IV b E
Fo TEBRTLLONIHFLTH L) 72DIC
b AV M2 2. SFESFELMED SR
ZHEDOTVARITNERY T A,

Plain English Rule 10. AE—F%& L oH» V) &
H<<3

A —FOPCTieb BEELRMAEZERH L. HE
WA L XM & TFoORBICE EDTIELWT &,
AE—=F MV THEZTEB LI LREZET,
LhL, LI E s 0nold, AE—
FRELRLEDDLIEEELLIETT,

(26) AE—F RO HRTHEE- 7L —X
1. Finally; Lastly
2. In conclusion; In sum

3. To summarize; To conclude
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(27) et H Y
L FVEyF—va viiB s EERA
YhEIED, WHTL
2. BARATHZLT NI 2

fivd L )TlE, AvE—VEAEL, Xvbk—
IMDOHLBALIZTHI &, IBEOSEIL, A
E—F 2w TNz 2METIEHT 2D
DIZLET,

R#EIC

DDV —=NVZEFDHIET, AL=FRT
LY T—2a v ERYPYEZEHTLANTESLT
Lidoe XD SMCAPEFELIZC VI %
RPEICEE, BN THES, RREICERS A Y —
F e HEEVWANAERBALTEE L, i
BICHIERIRIZLZ 7 —< I L2 HD DAY —F %
HELT, ZOT77 b4 V2R LTBEET,
TAAYE 7 FREIWY FIRY ., FORTFLRLE
DHEHA Y =TV MR T, MR BAE —F
MTELZLZHA>TVE T,

BOWXE—FOH

(28) A —=FDI,AT Y N5 4 (HERRBRL
WF—< DOPL
1. #4 v GREBEICD T2

2. Feaw 0 (RBBLOERIEDWCTORE)
3 AKwm®:  (RBELOJER)

4. K@ GRELOZE)

5. Kww® 1 (mBEILORK)
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PAZUNEY{Neolive

TLRUY—Z&EE, EPHEBIPREMED
HHIEELEREAMTHINET, EEYZXI3
ERRELTVET, RELENODEEADORED
EED HMEEEZ LT EFENTYT, LU,
NBEBEEZLERPERICTINOTIE AL, #HE
MELGH3ERDSNBIABRTTHLSTII AU EE
ho ZTDEDHICH, LAV U—-RIE, £F3IX
P, Lo el h, BRTERTERT
hiZk)E€A,
PSEEERE L TE, TED [SWIH] TEz
TV EVWVTL &£,

K (1) FLZARUY—RIZHTB [5WIH]

1. What? [X 4 ¥FA ¥ bl AN b -H—
Y27 L]

2. When? [ H K- #[H 2 &7]

3. Where? [ &)

4. Why? [ZOE#HD %€
YT HOGE A A B B
]

5. Who? [ZIn# - BtRH -
JOEE sl

6. How? [F 35t - 7EAH - B4
HIEH R &

10DIL—)b

AZUPEPIL: 151
TVLAY Y — AL, L
IR MIFEDRITN
70 TR A OMEAER,
QAL OV D 3 HRHE K
EFHEVVTLE I,

B Q) FLIr- A>T UyyalisiiadrsL
21— ZDER

LIV AL VEAL Y NEF—T—F
1T FTT AL VEL Vb, [BW &

W3NTTTT

O X9 W HGEED D % 7

Wl TUAY A V7 v Y2 (10@I=ND)

$2/892757 [Howlo SHIZFEL x5,

EIRA U N OB
CASEBEE B X O WA bt

TULA Y A7)y v a4FEHANZH EDon
720 RN T LAY ) —20FEEIFHE2RTHE
95,

[#&31 (Cohesiveness) DJEHI]
BODPHHDY) FTAL—RIILEL DL WT

Wl 7atxzFrodTnIEI,

Plain English Rule 1. A& K IThIEFNT&LL

AV DETE &

— BHUEBEAHIC

7 A PV R LIRS
WCHIZASE DT, Z
CTHAFOREEEZD&D
JET. HHTHABR
F—U—FEfwv, FHE
L, EDIEHY FEA
A 80 AN — A (LFI
ZBHAN—ZAH AND) L
THAVWTL L 9. LHEIX
filiig LT d KIK T 2%
HERIZELC D L9 1,

(4) @RI LoENE
1. Eco-friendly
detergent
2. Suzuki' s eco-
friendly detergent
can really save the
day says grateful

consumers
(41) BHNEDPA T3 (42) BARZRNHD

039



AoTwET, DAL VEAL V FNONELBDF—
J— F@OBEHW Ay — YR ANT T,

(5) @Eﬂj LD RWH
Suzuki' s new eco-friendly detergent

enriches environment

FHLOWIGEALTTA, RIBLEFEEAEE
TNty Fy ATEXTS,

(6) ©EALED BB
Suzuki Enterprises announced the
release of a new eco-friendly detergent
that is completely non-toxic, and in
fact has a regenerative effect on soil

nutrients.

Plain English Rule 2.
SAFILEED 2

TV AN ) — A FHEE, EOMFED NHHH
HBIFTTNLH, DVDOVHGDHI>TWAHI L%
BWTLESBIADPD Y T, HARI-OBFELH
M P=E2ZM5RVAICE > TlE, 4720 Hi
TR, LW ErbLNERA, 262
Z. VAN — AR LERERETXTED A
Hy GBPOHIREFIK S DTHRI TR LSRN
DTY,

HAFEEMTE —

(7) @iAFORS% Wiz 726
The rust retardant enzymes obfuscate
the hyper-active oxidants by discharging

metallic residuals.

— R TIE e ViR £, Eoflid, &
AFOLNNVORENMHE S TH ), HMHTE
E3E

(8) QAT EE R 7B

The chemicals prevent rust through a

counter-reactive process.

040

Plain English Rule 3. FEICHI &K > TE<

9) A4 vHEA v E2EAT L LETHES 7
Bl (F—=<5%\)

Eco-soap can be used in a variety of

common household tasks. For example,

Eco-soap can be used to wash your

dishes, and Eco-soap can be used to

wash your windows. Eco-soap can be
used to wash your clothes, and Eco-

soap can even be used to wash your

face.

2]

COE) HEEZHTEHATETCICEETL
FITL Lo Bz S ELEEN L FEE
(AR 35 2

'@m

(10) @F—< &K XA ¥ K4 ¥ bEBHAL
Hwl
Suzuki' s Eco-soap can be used in a
variety of common household tasks.

For example, this environmentally-

friendly detergent can be used to wash

your dishes, and it can be used to clean
your windows. Eco-soap can be used to
launder you clothes, and Suzuki' s new

product can even be used to cleanse

your face.

[EEMORE]
Fo X ERHEIZELZILET, AL UFEAL Vb
Bik-EDELET,

Plain English Rule 4. B3 %®ilCH I &L

TLAN)—=ATIE T % “we" ZflioTL
FWRHLTITD, HEIFOVLL S “they” %
“them” Zffivy, HZTWALLHITLE T,

(11) @ 7251 (— A
We at Suzuki enterprises are happy to

announce the development of a new eco-



friendly cleanser; “Eco-soap” .
(12) @QBVH (ZAH)
Suzuki enterprises announced the
development of a new eco-friendly
cleanser; “Eco-soap” .
Plain English Rule 5. E{#&mIZELS — EBff
R EBEEPES %

EFFREA) 2 M BRI TR S 3E 28 U, —
W TIE ViR e T 3, £, BEHPR
AT, AFREHE LN, EARHEEL
ZFHLVWTLE ),

(13) @FEBIZfHE-7200: EEEoa x>y 2511
5
“Wow, what a shock! I eat here almost
every Wednesday, and I would have
never expected this to happen. It s
great! They gave me a free coupon for

the rest of my life, for my family too!”

(14) ®—Mmy2iEa 7205 BAMEICRIT 6
It is a really good thing that happened

to Mr. Walsh, and his colleagues were all

quite impressed.

(15) @BARMIC T 7208451
Mr. Walsh was promoted to regional
manager, which left a vacancy in the

marketing division.

Plain English Rule 6. EEX&EERZD (T3
HERIEHEIZIZ GO RVE AT FEICH DX,
BAR 22O WAMEICE < 2 &KUY T,

(16) HFEL BN MR >TLE > 720

Our revolutionary Selenium-Gold

coated lens system blocks 100 % of all
harmful ultra-violet light rays while
providing completely unrestricted and

even enhanced night vision, resulting

in unequalled visual clarity—don" t be

misled, only “Eye-of-the-Needle” offers
the patented Selenium-Gold coated lens

system—the highest achievement to

date in all of prescription sunglass lens

manufacturing.

FROBNE. — AME v, BRSO
BN E B ENTW D EAAEY T,

(17) @QFHFE L ERZ 3T 72 B
“Eye-of the Needle” announced the
development of a new Selenium-Gold
coated lens system that blocks 100 %
of all ultra-violet light rays, which they
claim can provide unrestricted and even
enhanced night vision. The process has

been patented.

Plain English Rule 7.

—MMBCEIEEES —BFIRABYEREZEIT S
FramOIER R E T, EMHFERERZ T

THFLILRBEL V2L LNIRAD, TED

20— T BRI 2R 2 v 9,

(18) @—@F'ﬂﬁﬁ%%ﬁb\?’ X741
ABC announced a new CPU with a
500GB HD and 2K VGA RAM that has

been adapted for monitoring IVs in the

ICUs of large health care institutions.

(19) ©BARI 2740 % i > 7= 451
The computer company, ABC, announced
a new computer that has been adapted
for use in large hospitals to monitor the
administration of intravenous solutions in
intensive care units.

Plain English Rule 8. K¥& #RIEXEIRILE

73
LHILRIZR D BEFEOZHAMHEE 2 £
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(200 FEBAKIF X BN
Pet Power Products, after thousands of
hours of concentrated research by their
excellent research facility, and a huge
expenditure in research funds, proudly
announced the incredible development
of an amazing new powder that will rid
your house of all irritating pet-borne
insects and parasites?this is truly the best

such product ever made for pet lovers.

21) © (20) oEpl
Pet Power Products announced the
development of a new powder that
reportedly will rid your house of all

irritating pet-borne insects and parasites.

(RO E |
[P0 TN A X - RAMN] OEZTT, &5
ZLORHIEHY ., MY ELRICEZ#T T,

Plain English Rule 9.
I —B% - X - BEEDBRAMT

FRICHEIEH ) AN, 1 sentenceld ¥y
20~25 words. 1 paragraphid6~10 sentences®
f1C. ¥#8 sentencess €L TT LAY Y —A
Ti&. 3 paragraphs?S#EEYITL & 9o

(22) BEHRAELCEVT
Free gifts were given to everyone
who had a birthday on the first day of

January.

(22) ORI L7=gipl
Gifts were given to everyone born on

January 1st.

[EEORR]
EL VIO RIEIIEMICE 72T 4 7 4 ¥

042

UEFHIELTOET. TEOIAERL L, &
ERWAE S L IR OFES F VI L&
BT ET

Plain English Rule 10. H3iIMIHTEL

AR AT Lt & 4 7 O e & /gLy,
VOV CEERIBRRE T,

(23) CEABDDH 541

1. Everyone loves coffee, so “Quick’ n

Cheap” has announced that they have
acquired the “Koffee Kup” brand of
specialty coffees to add to their menu.

2. People who live in the south all hate

fermented soy beans ( ‘natto” ); as a

result, the chain announced that they will
no longer offer the product.

3. People who are overweight love

sweets.

(23) @72

1. Many people love coffee, so “Quick’
n Cheap” has announced that they have
acquired the “Koffee Kup” brand of
specialty coffees to add to their menu.

2. Not enough people bought their
fermented soy beans ( “natto” ); as a
result, the chain announced that they will
no longer offer the product.

3. Sweets are enjoyed by many people.




A Sample Press Release Based on the Principles of Plain English

“Quick’ n Cheap” celebrates the sale of their one
billionth hamburger.

The fast food restaurant chain, “Quick’ n Cheap” announced that they had reached
the milestone of one billion in hamburger sales. On April 1, 2008, a customer at their
restaurant at 100, 5th Avenue New York City purchased a “Really Big Mouthful”
burger for lunch. The customer, Mr. Eugene Piper, age 36, was shocked to hear that
he was the one billionth customer. He was excited to hear that the chain had given
him and his family a coupon for free hamburgers at “Quick’ n Cheap” for the rest
of his life. He was quoted as saying, “Wow, what a shock! | eat here almost every
Wednesday, and | would have never expected this to happen. It' s great! They gave

me a free coupon for the rest of my life, for my family too!”

The manager, Ms. Robin Holmes, will present the lucky customer with her coupon at
a special ceremony held at the headquarters of “Quick’ n Cheap” in New Jersey on
April 5th. The company will then fly Mr. Piper, his wife, and their two daughters on an
all-expenses paid trip to Texas. In Texas, the Pipers are scheduled to tour the cattle
ranch owned by “Quick’ n Cheap” , one of the largest cattle ranches in the United
States. Mr. Piper will also reportedly preside as master of ceremonies over a rodeo
held in his honor during his stay in Texas. In all, the Pipers will spend six days in

Texas before returning to New York City, where Mr. Piper is employed as a taxi driver.

The "Quick’ n Cheap” restaurant chain started as a single all-night diner on the
outskirts of Houston, Texas, in 1953, where they sold their first hamburger. The
original restaurant, owned by Ed and Carol McCartney, was sold to William Cann in
1962 for $134,000. Under Cann’ s management, the single diner grew to five
restaurants in the first year, and to nearly one hundred by 1970. The one millionth
hamburger was sold in 1973, at a time when there were 233 “Quick’ n Cheap”
restaurants. The company currently has 132,333 restaurants worldwide, located in
167 different countries. For more information, please contact the “Quick’ n Cheap”

website at http:/www.quickncheap.com, or call 1-800-123-4567.
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’T4U/I/Z%%.A# £+, APBRETLE
H (238, Babel University D13 MST R IL &,

I PLAIN LEGAL ENGLISH

ERXSOTHOADDPTVEE

Notwithstanding anything to the contrary
contained in any other document (or any part
thereof)---. [BDLHE (F2XZFDOLHEDO )
UEENTINETETLEDONH->TH ]
D &9 e B S N2R) RO UERR ) —
#H1) — A (legalese = EHIFHOFWIHIL) A
HETHY = AN FFa2A L PEHRLTVWET,
Z LT LR LI LH & R BRE ST HE LM &
N ER=VLEHNIIRBTE DI LIT50X—
VLERLL, MESoTRE005 050 E)
GU—=HN - FFaXA bbb ET, —R
7 —VOEER UL - TR Z 21 T 5k
BRI E LT, RSN E Lvn—koEH
IZ&oT, U—=F - FFaxry bbbl i
RERERCHE LI ETT, 20X BRAIC
jof\%ﬁﬁ&¥#67XUﬁﬁu%ﬁ®%

BETHPVRILV—=FNV - FFax b,
WKi%ﬁi?&ﬁ BHBELEREEZEHD )
LT HEHPRI > TVET,

[ RFTVIEE] TY)—HFN - FFaxy
e NI T774 Y7 A00. =00l LR
AV BB ET, 2F 0, [@wHOMTIL [k
YT UvADOEIL FLTIFEOER] T,
NS, V=N FFaXr bOARELT,
CVRALHERLR—T 4 Y ZIBIHTE 5
BHREZERFTEEZHTLE ),

71X, [eTrans Learning 12006 4£ 5 H5 D[ H
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MO RT WEEEGE | FET [SEOBIN (12
WMoTHMLE Lice ZOENZHEIZL TH
FLx9

1. Shall [Z{EHDIFLY

V=AW« FF 2 X MK T 5 shall 1213,
[HeR)) © may 232 [#H] © must & HIR
T 572 T, TR % [H#E] © may. [R
k] owil, [BAIE] Ois#BHRT22L3HD.
shall not (& [ZEIL JOERYEH D T3, FFT 774
VM EE, INEROBIRICHERL, FH O
BYThESLTCnET, RFFREICHETS
KEFRELRN & 7 F 2D FFRTFe & OBLAIATEL
EZ N, TXTOHAID S shall ZHIERL. [385]
% £ 9 O 12 must & ffi 9 shallless sentence % %
HLE Lo ZREOKHREITY shall 2D
9. must. will. agree to. undertake to. has
the responsibility to 3 & WVis obliged to % &IZ
BERZT)—FE) T4 —2YWETHH XD
DEI,

Duty of Cooperation. Licensee shall cooperate
fully and in good faith with Licensor for the
purpose of securing, preserving, and protecting
Licensor's rights in and to the Marks. Licensee
shall bear the cost if Licensee's acts or
negligence have in any way endangered or
threatened to endanger such rights of Licensor.

Duty of Cooperation. Licensee agrees to
cooperate fully and in good faith with Licensor
for the purpose of securing, preserving, and
protecting Licensor's rights in and to the Marks.
Licensee must bear the cost if Licensee's acts
or negligence have in any way endangered or
threatened to endanger such rights of Licensor.

(GHo#EB. [94 vy y—1 &, [HEE] 2
N5 [F4 ¥ —] OMAZRGE MR f#
HETLHBO2D [F4 2 ¥ —] 13 LA
X oWEE b o TN 52 EICHE L7207
Aoy —] OITRBELZIREBIE 94



H—] OHMZGRRIZE S L2ERICE 537
NBELEEE (94— 1%, B aE
LT IE R 5 %,)

2. BULEEZFEDIEL)

provided that i&. if. except B X Falso ® &
KAHLESN, £DH) 2 INMPMMERET B D
2L LIEAHTT, 105BEFE TR DD, 20
N HAHVIZ 100 FEEE TP HLEZIE, K
HIOFRB (ZNMTTHN) OAZBEL T 3755
F7 7 MEZZEOERZRAMS 720OI121LE 512
WMHZEHEZOLNET,

Neither party may assign this Agreement
without the prior written consent of the other
party; provided, however, that Publisher may
assign its rights and obligations under this
Agreement without the prior written consent of
Author to any person or entity that acquires all
or substantially all of the business or assets of
Publisher.

Neither party may assign this Agreement
without the prior written consent of the other
party. But without the prior written consent
of Author, Publisher may assign its rights and
obligations under this Agreement to any person
or entity that acquires all or substantially all of
the Publisher's business or assets.

(T oY HH S, 7Y HHE O Fh O BRI
XBMER L TARIENZHEETH I LITTER
Vo L LEMEZOFROFFIZ L 2 M4 LT,
FATANDHEF 2 IEEDOTRTEILTITT
TR L2 A E 7213 LT J81T A&,
RIK) L OMER] - REZRIETRRTH 5,)

LU F U ADBHEICBut #i) L TEHIC
BIETEET, 29 ThEt >y 7y 2AOFEHBD
B DY —=F YT —=2mELET,

3. and  or [FfEHDIFEN

and or 2ffi9) T & T LHEDOBEREZIERIC L.
RELEBEEZ DB 725 L EF, and T 721d or 7217
THWIEZWRE T oand  or IZHEAET 5 fEkRi,
Rpe LR 2 o5 (B L7zii A & R
293562 ETT,

JEH HEE#1Z Are you able to work overtime
and/or variable time ? (J%3E F 72134 B ) # R
Wl £ 72132 OB TEHB WD ?) LdboTY
BEERZTRE T HilEIIREIITE 0% H)
WERIHNS IR Z & 2 20, BARA AT
L0 LNTHA, ROEMIE, If the previous
answer was No', please explain.(Rj O H&T ./ —
EL7ZGE AL 23 Wv) T HaEHE .
HHDEEDNA LA 5720T, ThIZHEEAL
VBTV EHIB L F Ls 3RS, &)
HIZD &, RS TEHE B RHCTEET 2 &L 9
RKOLNF L7z, HIE, /—LES-oTHESH
T L7 TORMBERIE, PURREOTFRZIEZ L
F L7z, THidand or 2o 7272127 Y
A TEBIFAE L 7%  OFBRFBIO—DTT,

All applicable state and federal taxes will
apply to cash awards and/or options exercised
by ZBZ.

All applicable state and federal taxes will
apply to cash awards and options exercised by
ZBZ.

(B3 2B X OB, T XTHAEI
I2BEEBLVIBZ BT 547 ¥ a vl
HaEns,)

4. B & D BEEZE R

HANIZ E o TH RO HEOE L BEBIE %2 i
WIRTAZEIRRLTHLL DY THA, BIZIE
HEOE O solicitor (& [Fri#t:] MAZERL LT
B3\ UL T solicitors & V72 F & v [
ML 2 ERL T, BROMBERNTHFRE
X, departures Td V) departure TlddH ) FH A,
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FHRXRENLO T 774 2 7120& THE
Wik, EEIEEZ & A BHEORIE, HEEZ &8
EVI)FOEDENIBELH) T2, 20
BPSIEHERD Y 3. BRI HDS
#1773 People may not set off fireworks within the
city limits. (IWXIBANTIEKZIHE LT 2%
BTB) LE-oTWBEA. HEIZOD people &
fireworks DfFFICEOPORMEZ AL T3, 6
—IZy REHNE. 7V —TTH AN BIZ2TE
A, BACEEHENZVOTLE I D ?H
IS IREAICER SN ELTH, ok
BICTIEFHETHRKRE -T2 b RFoNns
EVI)EREEATOEVDOTLI I $hb
L, BEOBKZTFEIREEN, 7272 —RoEkE
HH LG22 )Tleinr? (A2do
Tldy RELRMEKREZ—FHZITL ETE2b LA
FHA) HZIT, MIEREKTADOTL &
)P 30012 30 FEDIEKZ B BTt W
B ZDLEBNGERK L7722 LIl bDTL L ) A ?
IETLEI A 30HTL D2 LA LB
7% No person may set off a firework. (fif A %,
—387-0 LIEKREF D EIFCIZ RS hw) ETh
X EROBR S 3RS, BREO RIS D
FHA, INZE, BEIEOREFTT,

I

When issues not raised by the pleadings are
tried by the express or implied consent of the
parties, they must be treated in all aspects as if
they had been raised by the pleadings.

When an issue not raised by the pleadings
is tried with the parties' express or implied
consent, it must be treated in all respects as if it
had been raised by the pleadings.

(FETFHREICIMY LIFS5NTnRnFH T
VEZOIRF IR OAGEIIE D FEH SNz
LE BTORTHIPIHFETREITLIRR
SN TE LY Fb T % S 730)

046

5. BFENFOMHEERITD

Bre P TERBET201E, 12510 TS
Ry 4, ZREDTTEFZIRTLHIHETH,
Bererzficy 2% E3H ) A,
72720, SRR IES ORI H Y T,

(1) 7y Z2HIC10UTE 11 M Eokys
BEE A RO TFHT T CHEiE$ 721X
HEIZEL TS 20, BTFOAEZMVE T,
Although we ordered 25 computer terminals,
we received only 2. (22 —%—- % —3
Fva 25 ISR L7225 2 L2 L &b o
720) LrL. BT03iiie o 7-#iE\2H 56T
=B HB 10 ETOHTRL, KDL ITh
Y F 3. We received our 25 terminals over a
three-month period. (# —3I F NV 254 % 3 » H
DRI D725 TZHEL720)

(2) BAT. BTHEDX LMEOEAE. #
T TEeMEE, Hl2I1E S 3milion & L. £
NLAMZIE, B 2138354877788 D & 9 IZHT- %
g,

(3) 78—t ¥ MZIE 9%, 5%D L H 12, 7%=
R -V R AT b A (6 A AT e a8

(4) ¥ 7 Y AOEEITRLHEIZ, BFTik
<y XFTRLE T, #21F Two hundred
fifty-three cases were disposed of in this court

(253 D FRARF AN HIWEAE A BH P TAL

last year.

Hahiz),

BAWICRBE LB TE2RTOTRITIE, B
BoBmIZIZ [00] 28K LE T, BrLXFro
PEie. Bl 2 1E one hundred thousand and no/100
dollars. ($100,000.00) & 9 FJEZEXHFHH Y
F 3% $100,000 THEH T,

Licensee agrees to pay the Licensor two
hundred thousand dollars ( $200,000) within
seven (7) days after the execution of this
agreement.

—

The Licensor must pay Ciglerion $200,000 within



seven days after this agreement is signed.
(74—, AFAHRREHRT BN
200000 FIVvZ& ¥ 7 L)t Kb RIFhud %
57\)

Z Z T, the Licensor DftH ) IZHEBE D %
i (fEH) MHFHEAEOFEAEANDL I ETY —
FE)F4—%2®WELTVET, EHEIPEH

IR 22 IEFR, seller (583). buyer (B
F). appellant (F5FA). appellee (#% EFRA).
lessor (HHEA). lessee (EfA). grantor (F
% N). grantee (352 A). consignor (Zil#).
consignee (%Zil#H) R EVH . HlEFTFL
L 2dbh EEi. BEMENLR S 2o
72039 AT OHMEDEL 5D 9,

. AREEY—HU X LZFEDIEL

LU CHAMGEZMM L ANZE) —FY) XA
%%mT%@W#%UiTOU—ﬁUXAK&
BB EWSDH D L) TCOTENLERE2T 5 L
TMOIEMLEERE G ZEEA. UTD XD %

V=) ALIE55H ) R T WIEGFERBUIAZ 5 2
ENTEET,

V=) AL )R WIEEE EK

as to about, of, by, for,in  (IZB§ L T)
bring an action against  sue Rz %)
herein in this(agreement, etc) (Z DHIIZ)
inasmuch as  since, because (ZrD>T)
instant case  here, this case (22T, 205A)
in the event that if (L)

not less than  at least Bl Ed)
prior to before (AiL2)

pursuant to  under, by, in accordance with  (\2H€ > T)

said JE%%30)  the, this, that (2o, Ho)
same (fC443) it, them (£, Ihb)
subsequent to  after (DT
such that, this, those, the (Z D, H D)
thereafter later (ZDtk)
therein in it, in them, inside (2212, Z1512)

J—H)— X &by Ty AL EFNEfHoT
WhWE Y TF UV AEFIRLTA LI,

Subsequent to the Bank's dishonor and return
of the forged check, the US. Attorney served
the aforementioned subpoena upon the Bank
and directed the Bank to deliver to his office
forthwith, upon receipt, at any time and from
time to time, any and all bank checks, cashier's
checks, and similar items stolen in the robbery
that transpired on July 2, 2000.

After the Bank dishonored and returned the
forged check, the U.S. Attorney subpoenaed the
Bank, directing it to deliver to his office, upon
receipt, all bank checks, cashier's checks, and
similar items stolen in the July 2, 2000 robbery.
(BT M E N F O EIHR L, HEDEL
72Ty REFR ML, SUTICHB G S E T E
L. 2000 4E 7 H 2 H @@k < £ - 847
mwi\ﬁﬁ¢w$\hivﬂﬁ®%®—w%
TR, WIMFHRBEIICENET &) HATICH T
720)

7. Be #FEIIEAEDIEL

PFEIZIZ, is, are, was, were D A7 57 been,
being, be, am b &EH 5 & /NDOD be Hirdh V) F
Fo be BIEIABHEICfiDN L L. LEITTIMS
BRIF. EReRK-oTEE T,

If there is information to which the company
has reasonable access, the designated witness
is required to review it so that the witness is
prepared on all matters of question.

If the company has reasonable access to
information, the designated witness must review
it to prepare for all matters of questioning.
(SR E AHMICATTESL 25, A S
N7ZFENZ. ZNEE L 5w 5 FIHD M I
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xf L CHEf L 22 1 U 7% & 22 0,)
Plid, B2 ERZLETY—F NV FFax
Y IRGART ST EHHETTR, AT [t
VT VADRBEEZ B ET) AN FEa
AV M EGARTL T HEEZEZEZTAET,

1. RELEEZHES
WRZFEHRZLETL L, SBORGEENH T
D, s L, CEPIKRE R, VN M E
FoZ L2 ) 9. DU OEIIKREFRBIANE
PO T2 DT3B DHEPSE > TWET,

It is not necessary that an investment adviser's
compensation be paid directly by the person
receiving investment advisory services, but
only that the investment adviser receive
compensation from some source for his or her
(BB~ O HALIE, BE S —
Y A& 2T 2B EETL ) LB % HE#
DS E DY —EAITH L TH 5L\ Ieh 5 Hil
TS 2 & TRG7Z,)

services.

DT icTnEr Ty A0 345D 228
HRAZERDLTICHIRTE, A, CoP:
S, A7 A ELET,

Although the investment adviser must be paid,
the source of the payment does not matter. (%
HHMIANOLINEFHE TD D55 LI Iehsilt
PERE TR ,)

2. —DOECTFUAOFEHNER S % 20 5EiE

B3

Ewtry7 230 =78 714 — %%,
AL o TUIEI T o 7272 NIERVWES
ADTIRARL, BFEOELYF AR IEOL Y
T VAR RER )N BOUF 2 BT, EHE
ey T v AOREE 20 FEREICT A2 ETY,
PR EL 228 E LT, BRI £
Wy BRI Z L2 EBH ET5HEDNH
D, BT LSRG YT 2 ATHR
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EENLOTIZERN, EX 5N TXTOEN
DD YTV ACHILAD 9 LT AN D
D, =S, Y5 v A% And % But THED 5
DX LEMIZHL vk v F vy AR AR
AHY. HEIIC, B CEIE, S L RKE—
hEEz, BELREEZREDLDNLIOTEIEVRL
WIREE L > TWET,

Although no Kansas cases were found
that explicitly hold that Kansas requires a
corporation to have a valid business purpose
in order to engage in certain specified
corporate transactions, either for mergers or
consolidations, or for a sale of assets followed
by a dissolution and liquidation, in a 1994
Supreme Court of Kansas case involving a
cash-out merger where the dissenters claimed
the defendant's board of directors breached
its fiduciary duties to the dissenters, the court
cited as one of the trial court's pertinent
conclusions of law that it is not necessary for a
corporation to show a valid corporate purpose
for eliminating stockholders. (1 2Dt ¥ 5~ A
T 105 i)

-

No Kansas cases explicitly hold that Kansas
requires a corporation to have a valid business
purpose to engage in certain specified corporate
transactions. But in 1994 the Supreme Court
of Kansas decided a case that bears on the
question. The case involved a cash-out merger
in which the dissenters claimed that the
defendant's board of directors had breached its
fiduciary duties to them. The court found that
a corporation need not show a valid corporate
purpose for eliminating stockholders. (4 2 ®
LTV AT80RE

(h Y HFAMORRTIE, A Y FAMBRELCDH
B M E DG N HEHT B 720 DR = FH3E
Hz gD 5 &9 dr C7eWR 2 g v, L
2L 1994 4RI o A MR ST IR, AR



B 5 BHNH P2 T L7zo AR, Blesefd
BPIFHCERL T T OB B, Feili O IHE
BEDW O 5 BHERBHIER L7z TR L
720 BRI O GIL, AREIHREZPERRT 2 12H
72D AR EEHNZ R T LERI RN EV) O
72o70)

3. . B, HOEEZXEICES
WELESOXYF Uy AEENDL LI IR T
5, ROAT v Fi&, £V F v ADEFEEFHFN
ZIHFCTHRETLSZ LT, 7Y RAF, =D
DFEF, OF ) EEBEARE (FICBE & HYEED
5%5) O, ROIHIC—RAIHR LI
HzEd.

The partnership may buy a bankrupt partner's
interest.

OS=PFF—=v v T HE)E WL 78— M —
OWMEEFEE VAL Z ENTE S,)

L LINEHERICTHE, LIFLITREY
LPEELFRENGISHESIN, LEUEICEY T
AWK D T

M

If any partner becomes a bankrupt partner,
the partnership, at its own option, exercisable
by notice from the managing general partner
(including any newly designated managing
general partner) to the bankrupt partner (or its
duly appointed representative) at any time prior
to the 180th day after receipt of notice of the
occurrence of the event causing the partner to
become a bankrupt partner, may buy, and upon
the exercise of this option the bankrupt partner
or its representative shall sell, the bankrupt
partner's partnership interest.

OS= b F =D S — P F— kol l & 28—
FF=Y o7 HE) EHOSOHBERIICLY,
O —= M —F RS SISl
FEAL L 72 & DA % 2% 180 H LT T & 1L,
RA=T VT VA TN 8= F— (FHLL

BHRENEIA—TV VTV AT I8 — b F—
rEt) PORE S M= (F72E20IERIC
ey S NABA) SEHE R IRwDTH FAT
THEE B DIEN, BEpE/S— M F—D/3— FF—
Ty THEREH VNG 2 EDTE, O I OER
T FEATREME S — = F 23 REAR. oh
ZRHILZTIR S HR\0,)

INZGP)RITHIEITHA BELES
SEIILHIIBW B RVWDOTY,

The partnership may buy any bankrupt
partner's interest. To exercise its option to buy,
the managing general partner must provide
notice to the bankrupt partner no later than
180 days after receiving notice of the event that
caused the bankruptcy.

OS= T =y T, BE - PO
HWIL ZEHNTE S, HE 7Y a v 2471ES
HIZE, ¥A—=TV YT - VAT 8= N —
W BEE & 7o 7o F @A & A 180 H AN
(SRS — b — AT L R AU R S )

FREEBEE L T 13 F 00 < 2iE < B
. HEVTAETFRLANS Y YT Y A EGD
CLENTEDZDNHTY, BiFhNR &L %
b, TELBFEOBICD-TE, BYILTH4L
FERIWZTLHERNVWTLE ),

In the event that the Indemnitor shall
undertake, conduct, or control the defense
or settlement of any Claim and it is later
determined by a court that such Claim was not
a Claim for which the Indemnitor is required
to indemnify the Indemnitee under this Article
VI, the Indemnitee shall, with reasonable
promptness, reimburse the Indemnitor for all
its costs and expenses with respect to such
settlement or defense, including reasonable

attorney's fees and disbursements.

(EEMEAI»HEEGRORHEE 3B EH] &
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S ML, R T 25T FoHE
FRDAYE VI L0 b & TIRIREMEE IR E
M I ET O H 2 HEFRTIE RV EHH
BHIFTIC X o TEI S NA R EME 1.
EEM R RE S T, HEMEE T LA 720
FECELLIRE-WERFE LTI ST,
CHICREHN R ELENB I OREEREL S
teo)

TR E B2 CHICE X, ZODO5M L% S
EBRICTHEZDEYTFUAEGHDRTLTE
9,

The Indemnitee must promptly reimburse the
Indemnitor for all its costs and expenses of
settlement and defense, including reasonable
attorney's fees and disbursements, if:
(a) the Indemnitor undertakes, conducts, or
controls the defense or settlement of any claim;
and
(b) a court later determines that the claim
was not one for which the Indemnitor must
indemnify the Indemnitee under this Article VL
(BIREMEE . DT o4, HEMEE M
B L OREOBRN 2 G LB B
L ORBFERZ GO THELHLITTFE L 2T R
L\, (a) HEHMBEE>HEEGROMHEE 721X
Az Gl &2 B L, 720348 L. 22> (b)
BHF R H, AEFFHRIIBEVIZODL LT
SAHEMEE PPEREMEFICPE L2 TH X
W EHPL 2255, )

4. ZEREESHL LV

REENEBRE L CTIE, FRRIMA2 235 FHTT,
B 21X, The court dismissed the appeal. (#¥
Frid, EEREEHIL72.) ZEEMSCTIE, )
MEFRICH LTI bN b, HlZIX. The appeal
was dismissed by the court. (FFFiZ. FHIFTIC
XY FEHINT)

REEIBIE. ZERBICHRTWUOOEFPH D

(1) #E, B D L THEAET,

(2) FHTBITHOZEE. L) LI
FAEMCNEA T SNy =72 A% X0 K
Rl E9

(3) HEOHMBEEYT B, £V T vV ADEFED
B O A %AT7 9 L)X, 5 A
HELTVD LW BEEDOTRITH) 5 TT,
(4) vy F oy ABEREb L, A&EEELE
KR

KOZHEDL > 7 ¥ X Z L2 5 L
R S R VES

In 1988, only ten executives were covered by
Article 12.

— In 1988, Article 12 covered only ten
executives.

(1988 41T 1dy 45 12 feldy 727210 A%
SR L L7z.)

Prospective investors are urged to consult their
own tax advisers.
— We urge prospective investors to consult
their own tax advisers.

(At 3, TP ROBERICTH I OBUBHIRM &
s hs &) BEhOLET.)

5. FUOBESZENZIGERIELOEELYL
~NTES
HPOFEZEOPIERDL EEIE, ChHEE
1 KA CERATHRAL . #2006
ERIFTHIT,

(BIE) The jury weighed the evidence carefully,
skillfully, and wisely.

(REg BENE, EREELS AR, 2o BBICEE
Pz FHM L 720)

( ¥ % # ) The arguments were long,

disorganized, and unpersuasive.

(FiRiZ, B L3000, o3I



RIFTuw7z,)

(% 751) The facilities are available to directors,
officers, and corporate counsel. (ifiFZ i, Bk,
AT E, 20X O TR 2RI i TH
%)

( @ il ) The perpetrator drove to Minnesota,
changed cars, and dropped the box on the side
of the road outside of St. Paul.

FEAE I AV ZMZID» o THE@ER L, H
ERDWZ 729 2T, £V - R=hizbit o
B A 2 3R ATHE T 720)

To prove a claim of false advertising under the
Lanham Act, Omega must show that Binnergy
made (1) a false or misleading statement, (2)
that actually deceived or was likely to deceive
a substantial segment of the advertisement's
audience, (3) on a subject material to the
decision to purchase goods or services, (4)
about goods or services offered in interstate
commerce, (5) that resulted in actual or
probable injury to Omega.

(7 —F 2 ETRRBOILE O TR 2 LFE
BHICE, AATHIIEF =T =B TOZ L%
TholBIMMHLZTNE RO, bbb,
(1) BBO, FFBH LR Ay =T, (2)
RS OHIERE D27 ) OS5 R BFE I 20 F
72D o2y 2k, (3) B E
7213 — ¥ A DMEAREIH T B ERAHIZON
T (4) MEBEBICBWTE Y 77— SN2
B LY —ERIZOWT, (5) + XA HFITHT
LBEL-RHEOHAREZ 5 L)

ZoflxTid, (1) ERBRETHH. (2) &
that CIHE AMEEETH Y. (3) & (4) &,
B THY, (5) b that HiTT, FEIh
PRI B H N LEN R EAEICRIT TV E
T b iz, $TOEH % BE THO T, 5l
BENTNE 2 BRRAEO that =2 7217 TR
LTHELEDo

To prove a claim of false advertising under
the Lanham Act, Omega must show that
Binnergy made a statement that (1) was false
or misleading, (2) actually deceived or was
likely to deceive a substantial segment of the
advertisement's audience, (3) related to a subject
material to the decision to purchase goods or
services, (4) related to goods or services offered
in interstate commerce, and (5) resulted in
actual or probable injury to Omega.

(7 —F 2 ETIERRBOILE OB ERE 2 VHET
HICE, A AT, EF =T =R L &
FRE L2 L2 LRI R 5% \ve §74
bH (1) BHBELIIRBERDDOES72.(2)
D7 ) OERG OIREHEEE BT N e F 72
RS TR D o720 (3) M E 23y —E
A DWEAPREZ AT 5 EARRIEBIZHRL T»
7ou (4) Mo cRMIE S N SR mE 721k —
EZIZBFRL Tz, 22 (5) A X7 L
THREIEELZ LT, ZHHESINLHER
L o7z0)

6. SEBTIEIHEAEDHEL

HRAEZ DI KERALHERITE
WEEL L, HERHZME) VRV O T,
eI, PSR & RELZ R S BN 5 2
5TY,
BRIy T v A2 e bZ NI s
MEEH ) T A

No more than one officer may be in the polling
place at a given time.
(ZALLEOEE DD % P € O By U BT IR
I EIETER,)

LALEERIES - L#. HENT, REEMN
FRICERZ ML 9,
Only one officer may be in the polling place at a

given time.
(— ANDEFE 2T DD % i ORI BEZLFT R
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HIENTED,)
L Lty Ty 22 oL ol 7 SERh
ADBEBERIRALL 9,

A member who has no fewer than 25 years of
credited service but has not yet attained the
age of 60 years and is not eligible for retirement
may not voluntarily retire early without first
filing a written application with the board.

(25 4% T Il & 3 IRFICEH L7225, 60 /IE L
TWARVOTEREBEE LR > TRV A Y N—
& IS & B HEEH PR R E TR 5
CERLICHERMERT 22 LI3TER,)

No fewer than % at least {Z. has not yet
attained % is under (2. may not---.without &
must ICZZ TEL B MXLEELZENTE
T¥, TORTMHMICES>PTEMAL &, Fifth
DHDHLEIZRD T,

Even if you're a member who is not otherwise
eligible for retirement, you may voluntarily
retire if you are under the age of 60 and have
at least 25 years of credited service. To do this,
you must file a written application with the
board.

(BB OB < T, Flads 60 A T
IR 25 SRR E IS E) B L 720 ThHh I H F R
MNTED, TOHITIE, R RICHHES LI
ML 2T NE RS R w,)

7. XKICHEEES
NROEHEZ, T3 THN, ¥ TR
BnE LG THRDOOE LR 2 EEHED D F
To BV TV AERELEE, BRI LWL EE
LT, HWERZH - 2B IRE T 52 LK)
T3 b7 Y ABUT B RKOMHALHINL, H
FTIERL, XRIZHLHDHTT,

(1) Melinda Jackson died three weeks late in
Columbus, Ohio.

052

(2) Melinda Jackson died in Columbus, Ohio,
three weeks later.

(3) Three weeks later, while visiting Columbus,
Ohio, Melinda Jackson died.

(1) & ELAETE,. (2) & FECHH %5
FALCVET, ZNDEFEEFORNLESL, £ T
BOWoTIs, Ay - Ix 7y UL
CERBHILIVE VWS OPLEEZHNER S, (3)
ANEY)TY . FARICHAE SR HLTE Y 7~
AR BDEBRYTIEIH ) A,

Fenster International Racecourse, Inc.
respectfully asks this court to enter a summary
judgment and, further, to find that there is no
just reason to delay enforcement or appeal
pursuant to Illinois Supreme Court Rule 304A.

(72 AF—Av¥—Fvarl-L—Ra—
AA 7 A TERBHF APz T L.
ZDETA Y ) A Mg B BLHI 304A FI2HE
A WITE AR LR ES Y A IES M —
PrneBRT2 L) EHLET,)

R0 (R A Sl =Y o=l D e AV AV S ey
DET, I TREMLRNE I EFOVWTR
PERBLHDTHRLVEVI T L ZHALIZVD
T9,

Fenster International Racecourse, Inc.
respectfully asks this Court to enter a summary
judgment and to find that, under Illinois
Supreme Court Rule 304A, there is no just

reason to delay enforcement or appeal.

(AF1x. Brian A. Garner # [Legal Writing in
Plain English| (2#&25% F L7z.)
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1. ROEyF Y ADINELZEWE L % GLofi
BIZL R Sy,

The Business Corporation Law does not address
the ability of a New York corporation to

indemnify individuals who are not its employees.

2. ROty FUATIZMEES B SENSW
NTwEd, EE+BH2FEHICFK->TL 5L
WD E W,

Ms. Lenderfield, during the course of her
struggle to provide for her children as a single
parent, accrued considerable debt to her family

and others.

3. ROt ryF U A%ZHRETIEIR {EIET
TEDPZRE 0,

This is a purely legal question to be determined

by the court.

4. koXxryF v AR, HUOEZ 2#HEIEX
T2 BRI SO S I T W E B A, B
L7 &3,

Tenant will probably not be able to have the
lease declared void and unenforceable for
vagueness because it contains all the essential
elements of a lease: a description of the
premises, the amount of rent to be paid, the

term of the lease, and identifies the parties.

5. kotryFr2oEY L L8 EUFEL, M
BIZL S,

In the absence of any proof to the contrary, the
court should presume that the administrator's

functions have not ceased.

6. ROXBEHEELZ, VTV ADLKIC
BT REDDERFS>TELR IV,

The right to stop the work is the single most
important factor in determining whether a party
is in charge of the work within the meaning of
the Act.

fis

1. The Business Corporation Law does not
address whether a New York corporation can

indemnify non-employees.

2. While struggling as a single parent to
provide for her children, Ms. Lenderfield
accrued considerable debt to her family and

others.

3. The court decides this purely legal

question.

4. Tenant will probably not be able to have
the lease declared void and unenforceable for
vagueness. It contains all the essential elements
of a lease: a description of the premises, the
amount of rent to be paid, the term of the lease,

and the identity of the parties.

5. Without contrary proof, the court should
presume that the administrator's functions

continue.

6. The single most important factor in
determining whether, within the meaning of the
Act, a party is in charge of the work is the right
to stop the work.
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(1xh LwAwnd)

HARGEDBNEEEE L
T1 2%, EF#R CFO (&
SMBEEE) LT 9F,
RKEBZD2F+ %20, &
S23F¥ KE. #7574
(S TE. BABZEICHWTIE, AABERRA R
BLR— FOERSFHEY, EFEEREICHV TR,
HHER G ORERES. LHRIBRES. FO
ER Y, RER. EBEBERICKS,

| | PLAIN IR ENGLISH

IRXEOHOANDPINEE

Z CRAR MY E R O HARBEE A

/9 NI DN
FRTOREARICSED ZHHEIE, 6 0 %<
WKECTEALTWES, F72, W7 7 v FICk
5 HAMEOHNEES, 28Ul Th ) £
o £ Vo REOHT, W RERIIHT S
IRIGEOEEMIZ, AZECmE-oTHBY 9,
ZZTIORTIE, BCT A AT SR T
W5, WETHMZ IR LHEERO OO T LA
YAV v aDFEIFITOEMEL ET,
AR BE T, HATERYICTE2HEFTTS
b, AVE—=VE)ELMEAONBVWI LD
D E9A ZTORRPEMHEFEOL R, B % L
BERERICH B 2 EDEH VL) TT, WY
HAFTH->TH, HHOET 2 ERDANOHM
i cEx Y. WERLTLE ) r—A2% w0
PHTT, TTTERRTDL, KXFHLTh, 1~
NRANAY I =THHRVEAFIIGPDR
FTOWLHEZRBET L7201, LA V407 )y
T aADHEMOBHRFLEI LY ET, LA A
YY)y v aDFpEIE SADY T HER
DG e L, WENROH S OBFE)SE S
. BIZIEHREE ) RED, BHRED, b
BelF 5 XEDPOHMABEZ IR T3, oot
& > T IEHBER & ORFHED A L — XN,
BER»LOEM, 7 L — LTRSS 5 R,
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IR PO £,

TIEETVA A7) v a3, Fhid
WL TXHEEZH LT 7201, BMERTE#REZ A
WCTLEIHIZETEDY THA ATD, KK
@ﬂ%f%éii:\@%tﬁﬁ% R 37CC
WHEEICHIRT 5 2 L T TD20IIEinA T
ﬁ%f%éﬁ@f\a%%nmb\toﬁbbt
NETHEFRZPIT S E0KETT,

UFTVLA A7)y v anRL Vb EHP
LTWEETH, TNETRTOA, §XRTOKL
FIHEASNLLOTIE R, XEOHMIZLD
BRI TETH D Z L ZRHICBVWTL L
W,

PAVE L DN ER 14
FPTRIRXFICAONS, BoOMENE Y

AT TTAHIENLIHEOIVERWET,

WO MIRE M

SR WA A

ZEREOH

55\ B O

NLELFREOLEH

B, SRl ERSOEMHEEOSZH

EFEDEH

MW % S RO

ANLEE R FE B

1. BEENRECIEL\ENFAZRED

IT B LEICB W TR, WICHBTEHWY
EARD LN T T, D20, OB % g
BHEOETHE) 2Rk S 3, s BhEIE
NN EG 2, TONBE R LR D
DE9, BHUBEIE, SGEMICEE L W 2D
DR, X, EhBEEE LELIEROo &, £
D7z, LEPNZTHICEL 2D, BELEZFL<
LRI 2D 3,

1) SeBpRE & ReEhiE
WO HIFTHIzVE BT T,

The stock is bought by the investor --The



investor buys the stock.

ZEREOY; A, FEEIE stock Ty fTEIOERT
® % investor 1 by TELANLTWET, LA L.
B O EARD, BWEESND T — AV TRLOMIZL
FLRE=ZFsnE T,

The stock is bought.

oG, ERIHBREE 7200, Eo&0 L
FHAo LA LATBI MK 239K L2k, IR X
#HETH, LIFLIEAZILNE T, REEIRED L
HERIAT L OEME T, ZEHEOLA R,
ZEEFRREIEICER D E VI RGBAT v TH
MAET Db, ENZTHMBICHMZEL T3,
WzghiEid, "L F o5, mELREISR %
52570, iATEOREZRFTLE Y ER
MBhHhFET,

(ETIEHT]

The foregoing Fee Table is intended to assist
investors in understanding the costs and
expenses that a shareholder in the Fund will

directly or indirectly pay.

[FTIE#%]

This table describes the fees and expenses that
you may pay if you buy and hold shares of the
fund.

(FR30)

COFEF, BB T 7 FORNEBAL,
PRA T BB ) W R OB 2 R LT w»
9,

FIERT O BITI, BB LN, 78 E4E
PIKIFTELTNLDT, ZRPEEREMT L9
LLTY0O0000) A, FoxBEEL B
REBNB AT B LEN D D70, GiAhTALE
OFBNCRNET 5 F TIZ. RO BRBERD»H o T
LEwnEd,

(FTIERT]

The proxies hereby solicited for the Heartland
Meeting may be revoked, subject to the
procedures described herein, at any time up to

and including the date of the Heartland Meeting.

[RTIE#%]
You may revoke your proxy and reclaim your
right to vote up to and including the day of the

meeting by following the directions on page 10.

(FR30)
Ha7E T 0=V OFITHE, KiEDY
H [Z#0oYHbLETL] FTIC. ZEREZIDY

HL, HEHZMYRTEPTEET,

RIEROT VA YA 7)) v v a TiE, s
ZATRZ I HE 2 Dh, WO HETHEIOWT
DTERITE TR OHN L DOHPITO & BARICHI]
INTHBY, ML ZoTwET, X, fil
SR FRBTH 5.” subject to the procedures
described herein" % & ) HAMICHEHETH
5." by following the directions on page 10" T
BEERZ, —REGPVRTVLEICR> TV E
ERS

2) ZEEOMHIZEEEIETIE RS, %2 H
[ 9]
LHLAAZEREYEEIIHETH2DbIITldA
v ATBYREDS LR TR e H LRz
WAL, ) BERIEHV ET. Lol D
LCHHnwHHLzH 2585 &, SBHED
RT3k we BbihE 3,

3) BEhEEIZ o5

B IR T & 2 45 (ZhUd -tion THD S
Bangwv) 2XBEORPLESIFHL, Ihe
TROLICXEOEHHFIILZ DT LITX
D, EX LY, BRI 5
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[RTIEHT] [RIIE#%]
We made an application- We applied---.

We made a determination—  We determined---

We will make a distribution-+ We will distribute--

(RT1EHT]

We will provide appropriate information to
shareholders concerning:--, or

We will provide shareholders with appropriate

information concerning---..

[RIIET%]

We will inform shareholders about:-*

Fex L, BEZBILET,

(ET1EHT]
We will have no stock ownership of the

company.

[RTIER]

We will not own the company’ s stock.

(FR30)
KA ZOSMOMERAEL T A,

[RT1EHT]
There is the possibility of prior Board approval

of these investments.

[RIIE#]
The Board might approve these investments in

advance.

(FR30)
Wi XIS O OB 2 FilZ KRR 5 2
% N 3

2. EARRAZRES
ATV SN T T, AL
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) ZEICED, CEITRIEICEEE L 3%
ZOHBE LTFRED 4296 NEd,

o MANRAEIE, HMATICHETLZ L, HZ
FIHET L2 L2 WLy 22 L12XD,
DA T O ) L X5,

® GATICHIESE L ITAZ LIZLD, GAT
ZEEERBABUT B & ) T E— VT DR
WfETE %,

® hZh T, XU BEMAWR, HEEEZ N
SRELRRD D 5o

o WEEHLTLMAND Do

= ABR SABORAT I, ORI %
?DT. he, she ZRMLDIRELICHESZ 2 &% <.
R TVEFZ 5, FEtd 2 206 % FLIERT,
TYE—NVED#EWE, BIELTTI WV,

(ETIEHT]

The summary does not purport to be complete
and is qualified in its entirety by the more
detailed information contained in the Proxy
Statement and the Appendices hereto, all of

which should be carefully reviewed.

[FTIE#%]

Because this is a summary, it does not contain
all the information that may be important to
you. You should read the entire proxy statement
and its appendices carefully before you decide

how to vote.

(FR30)
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YarvHEOEL ML WS EICHI b LEEA.
INREOMAELDLOD, HAFIFEHOP TS
{ARXR=TTHIENTEEFA, L2L, DL
A A=V RIEHT 5 ERTEIE, B R
ZHBLAL 2D 9,

=2 F— 20 Y REOMEIC LR, GATF
IR TERIC RO oz b & LHEONEZ H
g B2, LIZLIE ¥+ U FED IRPLE
ERDIIELET, T, ADEBRIATEO
FC, ZoMaEfiotMETHILICZLD,
MR e RS2 BF T REIC 2 5. L V) 2 & TY,

— NOEERZHNHI 2179 2 LI2XD, &
AP R L) RCHBS ¢ 5 2 L3
HETY 25, ZHITHEBILED D, WalkEX T,
MR ZiEam L D SMRN O L FKETT, a—
VAT v arew) MRS HIT 572
O, FEEOBFEHIAEDRIZEDITW 200 % A
THhwEEWET,
For example, you can buy an option from Mr.
Smith that gives you the right to buy 100 shares
of stock X from him at the price of $25.00 per
share anytime between now and six weeks from
now. You believe the stock X' s purchase price
will go up between now and then. He believes it
will stay the same or go down. If you exercise
this option before it expires, Me. Smith must
sell you 100 shares of stock X at the price of
$25.00 per share, even if the purchase price has
gone up .Either way, whether you exercise your
option or not, he keeps the money you paid him

for the option.

(FR30)
BIZIEDHRTDAIZAZATS, X100
PhE—#k25 FIVTH) Z LA TE LM [+
Ty varv] BEHW, EOMFIIEEAREDS 6
HELANIZATHECTE DL L EZTTIEV, R
& X BRSO EAS) T2 LEZ, —HA
SASAREDLRVR, T2AEELTHE
To bLIHARIBIOF Ty a ry2HBEFTIC
L7286, Bi2s2 5 RV XD Edas-Tw

o LTh, AIASARXHKI0OOKEZ25
FVTRLRUTER D A, WTFIZHE &,
BRI T a v EFETL LWL S
TN AIREARD RN E TV a LK
TSR RS HLEIIH D TEA.

Db X951z, Mg aL£B2 e IkET 5
CLIRITEIEAN, HRDLRY B2 LB %2
TEEIENTAHILEDVNEETT,

R R EEEDS, EORICAKN R EETRE
TEDLDDERE720, 20061 ZFTHIL
720

(ETIEHT]

Sandyhill Basic Value Fund, Inc. (the "Fund')
seeks capital appreciation and, secondarily,
income by investing in securities, primarily
equities, that the management of the Fund
believes are undervalued and therefore represent

basic investment value.

[FTIE#%]

At the Sandyhill Basic Value Fund, we will
strive to increase the value of your shares
(capital appreciation) and, to a lesser extent,
to provide income (dividends). We will invest
primarily in undervalued stocks, meaning
those selling for low prices given the financial

strength of the companies.

[FTIE#ORL]
UAMAAR S <D 2RI S B/ 2RIVA R B Ny AN A 4
Y RIREIC, BRI oMRifE G A )
O LS ECH (ALY o %o T,
L7 7y FRECHERICHEE L 3% i
BNURE IZEOXMOMBNE 2 K3, %
HICEPN TV IHEERL T,

[RIIEHT]

No consideration or surrender of Beco Stock will
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be required of shareholders of Beco in return
for the shares of Unis Common Stock issued

pursuant to the Distribution.

[RTIE#]
You will not have to turn in your shares of Beco
stock or pay any money to receive your shares

of Unis common stock from the spin-off.

(FR30)

A¥ YA 712X Y FET S Unis O @bk %
ZUWD T2, B 72I3MEA T 5 Beco bk % 7
LHL72), BEx2 o720 T 20EEH D
T Ao

4. FREEERFEDIEL)
FLERZ WRAIZE D PR WHEETRIITE S
N FPREZHLTEF S v,

(124E) (HLHE)
in order to to

in the event of if
subsequent to after
prior to before

despite the fact that
because of the fact that
in light of

owing to the fact that
in close juxtaposition
in a confident manner
on a permanent basis
in an offensive nature

a very remote possibility

although
because, since
because, since
because, since
close, near
confidently
permanently
offensively

unlikely

FEDVPBREEZLIELT, 2 SADEE
ZREAT H L EIT, MEMBAEL T, Thef
WI H720121F, SHEZEITLOTERL, &
ATV ER) NEZEIZEIT 5 1 DOHGEX
FICHE SR 2 LENDHY £7,
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[RTIE R
The following summary is intended only
to highlight certain information contained

elsewhere in this Prospectus.

[RTIE#%]
This summary highlights some information from

this Prospectus.

(GR30)
COTEHIE, BTUANRT Y AZETNS —
HOBHIEE LY TTVET,

[RTIEH]

Machine Industries and Great Tools, Inc. are
each subject to the information requirements of
the Securities Exchange Act of 1934, as amended
(the “Exchange Act” ), and in accordance
therewith file reports, proxy statements and other
information with the Securities and Exchange

Commiission (the “Commission” ).

[RIIE#]
We file annual, quarterly, and special reports,
proxy statements, and other information with

the Securities and Exchange Commission (SEC).

(FR30)
B2 FFEFRIG | R R & IR0, DU
BRI BB SCE S 2RI L 9

[FT1EHT]

Drakecorp has filed with the Internal Revenue
Service a tax ruling request concerning,
among other things, the tax consequences of
the distribution to the United States holders
of Drakecorp Stock. It is expected that the
distribution of Beco Common Stock to the
shareholders of Drakecorp will be tax-free
to such shareholders for federal income tax

purposes, except to the extent that cash is



received for fractional share interests.

[FTIE%]

While we expect that this transaction will be
tax free for U.S. shareholders at the federal level
(except for any cash paid for fractional shares),
we have asked the Internal Revenue Service to

rule that it is.

(FR30)
REDOREDNZ ORG | Z2ATo 25, HBiZ
SN MBI RV EEZTWE T (kI
PolHEZ2HRWT), Frd EBTIZZO
HITHRET B &) MKIHL £ L7z

5. BERTEL
HREEOLFEIX, SEBICH~EL, B LS
FTWVWEEZLNE T,

[RTIE R
Persons other than the primary beneficiary may

not receive these dividends.

[RTIE%]
Only the primary beneficiary may receive these

dividends.

(FR30)
W DZIRETFTH, TS DR 21T
LIENTEET,

BEWZF LERE b O—DODHERIZE SRR
e, FiENDE) 2 BELHL D T,

(HaEGE] [1HGE
not able unable
not accept reject
not certain uncertain

not unlike similar, alike

does not have lack

does not include excludes, omits

not many few

not often rarely

not the same different
not:--.unless only if
not---.except only if
not---.until only when

6. BLWNEZES

2R=VOREOLEIFATHE N, DV
FHA. XEVPEIBHTHIHNIHSHIIE, FiAs
FIXZOLEHHNCOEMET 2008 L 2D
9, BICHROET -2 EE, AT 2R
S, BT B EREIVTLEVE T,

CNEHFETFRLEOHELFHD L 72O DEE,
BHEBY, MENY I TLHEZERLHERT
R

(ETIERT]

The Drake Capital Corporation (the “Company”)
may offer from time to time its Global Medium-
Term Notes, Series A, due form 9 months to
60 years from date of issue, which are issuable
in one or more series (the “Note” ), in the
United States in an aggregate principal amount
of up to U.S. $6,428,598,500, or the equivalent
thereof in other currencies, including composite
currencies such as the European Currency Unit
(the “ECU” )(provided that, with respect to
Original Issue Discount Notes (as defined under
“Description of Notes-Original Issue Discount
Notes” ), the initial offering price of such Notes
shall be used in calculating the aggregate

principal amount of Notes offered hereunder).

[RTIEA]
The Drake Capital Corporation may offer at
$6,428,598,500 worth

of global medium-term notes. These notes will

various times up to U.S.
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mature from 9 months to 60 years after the
date that are purchased. We will offer these
notes in series, starting with Series A, and in
U.S., foreign, and composite currencies, like the
European Currency Units. If we offer original
issue discount notes, we will use their initial
offering prices to calculate when we reach
$6,428,598,500.

(FR30)

FL—27--FxvyE¥%¥ V- a—-—KL—7 3
YR MIIbhY, Fa— N u R E
6,428,598,500 FVotzREIZE
TLET. INHORIRIT, ARG, MW
bOTINH, —HFRVDBDOTOE 0FERICH
IR ET, SNLO/HEIT, YV —-XA
HOIBE Y, T AU A NIV, ShELEE, RO
WM B AL O X 9 A EE T R
BATSNTE T, FHOETIEZBITT 255,
6,428,598,500 FLOIRITHREHD
R H 725 TiE, BAOOFITMEZ N L £
T

RIEROXEER L & RWILED, 2% )
M7z 2. B#A, — N FE» S, FEH
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— MR SEFEER THEDLN TN L DD 5H )
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1) WMAR BHEHEORD YIS, Fu—Hi
RERERMD

MR SRR A RO LD BR & B,
—EERECTHESMA T b LIUHT 2R
BIGED DD LR EE. T O Z R
i) & X2, BT EROFMZATH) 2 LA HET
Yo BSER. EHREFCRIGZEVTVLY
ay HMHFERZREM TN, HLvrdLh
TEAN, ZOYEIE. ERIOANDERZH <
HAPEETY, LHEOERIELZ T D201,
FLOBEMHGREZEY 223283kl TLAENT
TEv, TREHmAT MEA BBERER] I5
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DR, V) AR RV S 72T,
B, B2 BT 572012, FrEfdfibis
CENDHY ETH ZOYEIE. TRz
5 ENLETY,

CEI]

NLR Insured Mortgage Association, Inc., a
Delaware corporation (“NLR MAE") , which
is an actively managed, infinite life, New York
Stock Exchange-listed real estate investment
trust (“REIT") , and PAL Liquidating REIT,
Inc., a newly formed, finite life, self-liquidating
Delaware corporation which intends to qualify
as a REIT (“PAL Liquidating REIT") , hereby
jointly offer, upon the terms and subject to
the conditions set forth herein and in the
related Letters of Transmittal (collectively,
the “OFFER") , to exchange (i) share of
NLR MAE' s common stock, par value $.01
per share (“NLR MAE Shares”)
option of unitholders, shares of PAL Liquidating
$.01 per
share (“PAL Liquidating REIT Shares”) , and
(ii) the right to receive cash payable 60 days

, or, at the

REIT’ s common stock, par value

after closing on the first of any acquisitions (as
defined below) but in no event later than 270
days (nine months) following consummation of
the Offer (the “Deferred Cash Payment”) , for
all outstanding Limited Partnership Interests
and Depository Units of Limited Partnership
Interest (collectively, “Units”) in each of
PAL Insured Mortgage Investors, a California
limited partnership (“PAL 84") , PAL Insured
Mortgage Investors-Series 85, A California
Limited Partnership, a California limited
partnership (“PAL 85") , and PAL Insured
Mortgage Investors L.P.-Series 86, a Delaware
limited partnership (“PAL 86") . See “THE
OFFER" .

COFEITIE, K7 SADY ET. BT
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[RT1EHT]

Holders of the Class A and Class B-1 certificates
will be entitled to receive on each payment date,
to the extent monies are available therefore (but
not more than the Class A Certificate Balance or
Class B-1 Certificate Balance then outstanding),

a distribution.

[RTIEA]
Class A and Class B-I certificate holders will
receive a distribution on each payment date if

cash is available on those dates for their class.

(FR30)
75 A ANRO 75 A B iEHROBRAEI &

FHHICENRSD 7 5 ZAHICEENFHTE S

LAY, HiREZ T ENTEET,

[RTIEHT]

The following description of the particular
terms of the Notes offered hereby (referred to
in the accompanying Prospectus as the “Debt
Securities” ) supplements, and to the extent
inconsistent therewith replaces, the description
of the general terms and provisions of the Debt
Securities set forth in the Prospectus, to which

description reference is hereby made.

[FTIE#]

This document describes the terms of these
notes in greater detail than our prospectus, and
may provide information that differs from our
prospectus. If the information does differ from
our prospectus, please rely on the information in

this document.

gﬁh

30)

COYETIZ, AT F 2 (BEHE) X
DL, NS DOEMEDOTITRMEZFIL
TwES, b LEHD, BEELESTVWDY
HlE. COLEOERIBELEL T,

4) SCEAERE Z EHIHIC

RWXEIZBWTIE, WHIRHRZ K r— A
NELEALONE T WHITEREF, Ha, BhEss
ZAHIMITIEND Z EI2E ), —EOFE, I A
b2 WHIICFIRT 5 2 & TY. KFeflio T,
WHIER 2R L THE LT

[RTIEH]

If you want to buy shares in Fund X by mail,
fill out and sign the Account Application form,
making your check payable to “The X Fund,

and put your social security or taxpayer
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identification number on your check.

[FTIE%]

If you want to buy shares in Fund X by mail,
fill out and sign the Account Application form,
make your check payable to “The X Fund,’
and put your social security or taxpayer

identification number on your check.

(FR30)

LLHLRLVEETX 77 v FOKKZHA
L7z, FEHAEICR A, BA L. X 77
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[FTIE#]

We invest in short-term money market
securities to provide you with liquidity, to
protect your investment, and to generate high

current income.

(FR30)

Frld, HERCHBWE G52, HEOLE
20O ZHOBENT (FT] 2155720,
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5) "respectively" DfEHIE, #ELF 2w,
“respectively” & W) FEICHIbT &, W
AFIELEDITIZREY . MR IE T 2 D75
. WMERT AT ENLEICLR) F9, HFEFIEL
"respectively" & W) BEEEMH) Z LITX Y, B
MEHNT 2L TET TN, BATIEIRNZ
P HEXELGRARSZITNER) FHA,
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(FIIEHT)

The Senior Notes and the guarantee (the
“Guarantee” ) of the Senior Notes by Island
Holdings will constitute unsecured senior
obligations of the Issuer and Island Holdings,

respectively.

[RTIE#%]

The senior notes are an unsecured senior
obligation of the issuer while the guarantee
of the senior notes is an unsecured senior

obligation of Island Holdings.

(FR30)
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(5) B< 7w Title

(7) abstract ® < 72\

a. A Report on Audio Extraction Networks
b. Audio Extraction Using Linear Networks
and Their Implementation Using

Continuous Feedback Techniques Based on

a Modified Modus Model

(5a) &, WL, —MWIT EFF, F7 report
BAETT, —J,. (Bb) BRTET, ML
L b hoTwET, ROBITIX
(5a) ZEL LTHIPHZ D, (Bb) OREL
SEEIRELE L7

(6) Ew» Title

a. Audio Extraction Networks and Tone-Pulse
Modulation Techniques

b. Audio Extraction in Linear Networks Using

This handbook deals with a study of the
problem of writing scientific research papers
in Plain English. The relationship of Plain
English to the writing of scientific papers is
an important one. Scientific papers usually
follow format guidelines established by the
governing body or journal which oversees the
specific scientific discipline. Plain English is
a system of English usage that begins with
grammatically correct English and incorporates
guidelines to promote the writing of English
in such a way as to promote a one-to-one
relationship between the writer's intended
message and the reader's perceived message.
(94 words)

Continuous Feedback Techniques

% DAL DOHFEE T00 ) S &R
I LHDOT, XOER & EEMES 2 HEEZT
S LIHICLET,

22 TJbAY - 42JUvyvallHlFd
abstract - summary OS54 5« VI %

EDmLITB W TDH, abstract - summary &
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D2OOHMY»BHY £7,

— #1912 abstract 13 150 words i & & X 11,
200 words 2 52 LiEH D FH A, LT,
HELZDEINETT, lBETHY L5, T
USRS LGRS RE BBl 2R ) ¥ A
BYLRERRLHIRD HNTZZTERLTEBE
9, TITIE THRRMEOERN] B X0 [
HoEHl] omA2REH I ET, Summary <
FEER OVEE RIZENE. AR, £ L Chiam
PR 22 B Tk R F 97,

Abstract TX {2 % f#EWIZ, OFTXRT%E
HoE2IET, TODIHMLERERE 2RI
h IOV ETY,, F720Q8 % F2% abstract

i SLOBATRGF D &) T, EBE DGR DR
ﬁﬂ@&k_ & Ldfilii e WA T,

FRIOBITIZ AR L ERIZIA-> TWE T 25

DL CTEBIM BB ENE 0, 2T VA

A7)y A BRICEDDPBEL DD
FHA FETEET,

(8) abstract ® R\l

The system of Plain English, which guides
precise usage of written English, was applied
to the task of writing technical and scientific
research papers. Plain English consists of
four basic principles (Cohesiveness, Economy,
Directness and Appropriateness) , 16 general
guidelines and 80 rules of implementation.
These principles were applied to the writing
of research papers, papers that are generally
designed to report on the results of research
investigations, specifically for the professional
writer of English. Each of the major sections
of the research paper was reviewed, from the
title to the conclusion, with poor examples,
representative of problems common to many
research papers considered, and corrected,
using the Principles of Plain English.
Ultimately, it is shown that Plain English

can play an important role in the writing of
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technical and scientific research papers that
will ensure maximum readability on the part of

the targeted audience. (144 words)
FROEFNENID LEWTT DS BT EET

ToHEMBELTCOWET L, B TrEICE L
725D TnET,
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(9) BAFGDORL R

‘How to establish a network is explained here. ‘
g [l & TEHEEOEA] o

ROB\BETYT, EALRLY PT—7 2R T

OB FH A

(10)  HAFRT D B\l
In this paper, we discuss how PC networks can

be established so that positional information

can be transmitted to designated receivers.
BEEDTL1> 12Ty >a - =17 &5
BoZ &

Introduction % H1Z abstract D & & L7201,
abstract # ¥ %4 T introduction ® & 9 2% Z Tifk
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MmO TLE ) AP SAVE T,

(11) J|AEG DKL bl

‘Let E=MC ?, where mass is measured in [--]. ‘
[FEREDOFRI ] %28 Y. introduction @ H Y

EE{RIZLTEREA

(12) J|AHG DKL BBl
“Let S be an (D,L) bipolar linear access code
and let PN be the set of the D-tuples over H]J
2) 7

FROFEEZMS T, ROLHITELTAHAEL
720

(13) EAFT D B\l

In this paper, we present an algorithm to

compute the weight distribution of coset

leaders for a code with smaller memory,

although the time complexity may be larger.
BEDT LA A>Ty 2a =17 &5
Boz &

3. Main body (#3): T A4V T Uy
VA SATAIIT—BHLIRSAY
FA T4 T TREVADERCRLEE A
2k R 2FEREORMEV ORI, EARHED
EL, WHIEERZEES E0H ) 5.

3.1 EEDENS
R OHFTEH, “a” & "an”. “the”
<E:Z)FEHE‘/\VC“§_O

[ES ~ 2N

3.1a ERAZELFVEE | —RNEERB K
U B8] 253

9. MR ERICOWTIE, @EEEEEY
i) 720V E & A,

(14) —#ZERDORL Z\WH

a. Therefore, to avoid the deterioration [--].

b. The white noise filter absorbs a motion

information [*].




oLy, HIOERZNS 2T TEE T,

(15) —fEM RS R0 B Wl

(18) s & 44\ 7= )
This paper describes new way to handle IT

network [--].

a. Therefore, to avoid deterioration [---].

b. The white noise filter absorbs motion

information [---].

EET3TL1> 1Ty - =15,
ROEHIZ, ELWIEFEOFEEE LTikd
U<, FRMAIIER TR D X <A SN2
WO EDIZ, [HE] AR [BRohzwv]
ZEFNEG 2 D B RHEVDY D ) 9,

(16)

a. “Therefore, to avoid the degradation [-+].”

b. “4F filters are efficient for removing an
additive noise [-+-].”

c. “The Audio-MMCYV filter has a motion

information as the [-*:].”

a Tk Wm&&ﬁ#i#nfwémf |
iZ‘%’C“To %, “noise” Iz H5NHBVDTT
an” ZWw D i'li‘/\/o ¢ b M #EIZ.” information”
Bz o (BEAH) CEfiEA%T
¥

A7) Bl

A new” ORiE” IT" OFIT2ME PN
TVET, WINDIT network THHUTIEFEN
7 IT" ORFGCIE” an” 2207 ("a" TldZew),
$85€ O IT network Z 835 G137 the” ZAHTF
3,

(19) EF DR

This paper describes a new way to handle the
IT network [---].

BEFETL1> A>Ty - =1 5.

3.1b EEDEEWVWELFLT

ROBNE, AEEFNE X2 5 Y56 D e
TYo AERMD” 2" M) HHIL, 2 2Tt
question” DWW THRRLDIIPDTTH Y, *F
ﬂ@%@f%b $ﬁi@%@ﬁ#%?10~
BEHTETwIUE FFEodboli), B’
he” %OD‘Z;%%#&)V) ESCN

(20)
“This paper is concerned with the question

which is open since 1986.”

a. Therefore, to avoid degradation [--].

b. 4F filters are efficient for removing additive
noise [*].

c. The Audio-MMCV filter has motion

information as the [-**].

BEGTZILA1> 1Ty - J—IL1 5.

3.1b @EHEHWVBIHES

@O" a" " an” OAERFIE, HELSEE T
K, ZOMICHTE TRV AR, B
TRZWHEIHTET. @EEHE" the” &,
ZANGEET, TTICMTE 22D L0, B
b0l FEd, 20, [WOHh DR
HOHZELEDD) LOREDDED| DT,

(21) Rl

This paper is concerned with a question first
raised in 1986.

BESETL1> A>Ty - = 185
37, 76.

“the other” &7 another” DfEViriFidEFE L
RFTWVOT, T2 T another” DOFI & i D
HENEREZTWET LRI,

(22)
From the other point of view, procedural view

point, local networks [-+*].
FULI)LEEOREYELICK - TLEICHEA
AU TWET (HEEOFEH] EK)., 20
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4." other” #{HL TXFH %< L. “the other/
another” OME%Z 7% LE L7

(23) B\l

From the procedural view point, local

networks [--+].
EREFSTLA > 1Ty - b—Jb: 15

KOBITIE, FiEx %2 2 CT." the other” %7
another” |2 Xz TWE I,

(24)

“From the other point of view, industrial view

point, logic circuits in actual products should
not contain so much logical redundancy to
guarantee high testability of the circuits.”
‘much” DREENVHSCTELTWET,

(25) B\

From another point of view, the industrial

view point, logic circuits in actual products
should not contain a significant amount of
logical redundancy in order to guarantee high
testability of the circuits.
BEFZTLA> -1 >T Yy a - Jb—Jb: 155
37, 33.

3.2 HEENREEEEDS

ZHEOMENT TR HAAD L2 EHL & X1
AONDHHEORERT, A4 74 7 I3ReHEr
328

(26) X OREHE & ZEREOE N
1. HEHHHE : John threw the ball to Susan.
2. “ZHRE : A ball was thrown to Susan by John.

(27) EEzB)RE
1. To the game, let's go!
2. For a promotion, he worked hard.
BRUZHRIITLAL Y - A7)y Y allBun
TZHEBELEDYE L, EELDREHEICHT
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NTHhR)EMEIIR> TV TS, (FREIE T,
“Let's go to the game,” & “He worked hard for
a promotion” &7 %)

AT A TTREVWHEEZFIIE ST, ZHES
BEZ BRI IARICHE L 2 ) T v old, 121
W & 5D h % 2 LT, BlZIE. HRAD
ZEEE VT ELFUL. TRl HARGE L WiED
FENE O E 2 L CWHE IS DAL TL 2 9,

(28) Gk HAFEOFENE & — »
1. 5E SVO (F:5E+R3E+ HIqE)
2. HARGFE SOV (F:5E+ HAYRE + R 5k

Peih L SVO OFENE TR AN ICREB) & 72 o T\
SOV Oz 8% i A TR % $ TICHER & 57
B0 9o [RERMEDEHI] 12 L7255 T
FHICHHICHR LT 5 0ICbRERER T
EL20My X LELE).  Fo RN
OFEH] 250, ZEEITEEHELIY L7 — FK
LY, MIFIERELEZZLET,

EREL D S HWGEEZ MBI Lo e &2 L, feH)
LY LZEEEMEIIZI)IDPVEELDHY T
AT AL DLEIITE BRI ZHRIIE D%
WIEHI BN TL L I,

(29) Bl

“Suzuki, et al. [8] has been proposed an

adaptive restrictive RIS control scheme based

on a generalized restrictive control (GRC) [10]

criterion.”
ZEYRB I SCIRERE G ORI & iR S ¢ 5 721 T
7, 2FEBIMT5 281220 9,

(30) B\l

Suzuki, et al. [8] proposed an adaptive

restrictive RIS control scheme based on a
generalized restrictive control (GRC) criterion
[10].

BESETL1> 12T y22 - Jb—IL:6 5 4.




FDBIZ b ) O EOFTFET,

(31) vl

“On the other hand, as one of self-tuning

control schemes for such systems, GRC scheme

[10] had been proposed by Suzuki et al.”

£, ~HMEHLEET.  KOBITIE W5
W12 1) B 443 L B FDI L o 728 TF o

(35) M

“If the following syntax and semantic violations

”

occur in the quantized MBT coefficients [-*-]

fETTEIE S B A ARBIEICET Z & T,

(32) R\

On the other hand, Suzuki et al. proposed

the GRC scheme as one of self-tuning control

schemes for such systems [10].

BEFZ27L1> - 42>0) 2 J—J: 5 6
7.

LIV LBMELHIZ R THE LT,

(33)  HEAH

a. Here the problem of white noise is discussed.

b. To verify the results, a series of simulations
were performed.

c. Determining the specifications of the

bandwidths, for which our experiments have

been attempted from the following aspects.

FRETIE, BEFEFHEOHRL DT, HAFITK
BREICTHZEL THMOTEHMWTE T,

(34) Rl

a. Here, we discuss the problem of white noise.

b. We performed a series of simulations to
verify the results.

c. We attempted several experiments
to determine the specifications of the
bandwidths.

BETZIL1> 4202 Jb—IL:5 6, 4.

3.3 WIBETH—BEED

[FEREOKAI 12X, EonBHTb—HL
72 ZIZEETTA, 2 TRERCIEHIREE I
HEMTET, WG TIE, B354 74
FAH (X-fi-7L—X - WiliRE) ZFELET

“syntax” X448 T “semantic” 1ZIEEEH T
FlENTWwET, TNEETICIE. EE60% b
I 1IODBICEL T,

(36) H\wfi

“If the following syntactic and semantic

violations occur in the quantized MBT

coefficients [+*].”
BEGTZTLA > ATy >g - =L 9.

KIE7 L —ATORETT,

(37)  HE\ B

“The distribution shown in the figure can

be classified to 3 categories. Category 1:
this category mainly includes long routes.
Category 2: the routes in this category are
so simple that little time is needed. Category

3: This category includes the routes on really

difficult patterns.”

3OoDHTIT)—DHH 2D1F “this category”
TIHFE Y. &Y 121 “the routes” & % -
TWVWET, 325 FTXTHLUBIZL 325
“category” 1T TIZAXLTHiLNTWDH DTl
ILHEIEDH Y A

(38) R\

The distribution shown in the figure can

be divided into 3 categories: (1) those that
mainly include long routes; (2) those that
are so simple that little time is needed, and;

(3) those that are routes on really difficult

patterns.
BESTZIL1> 1Ty —I: 8 72
77.
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34 #H&biRUL

R UIE M@0 2L, CEek
BOFELBVWLDIIRY, HEEXEFORFY T F
J=DRENTHWTWDL LI RHRZ5 2 75,

(39)

a. In this paper, to avoid an increase in white

noise transmission rates [--].

b. This paper is organized as follows [---].

c. In this paper, we consider the MBT
technique [-**].

d. In this paper, we focus on methods of
transmitting [--*].

e. In this paper, we set the signals on [*].

f. In this paper, we use the formula [-**].

(and so forth?there were many more!)
ZZoME,. “(in) this paper” ® 7L —X

EHYELTNDLIETT,
(40) Hwpl

a. To avoid an increase in white noise
transmission [---].

b. This paper is organized as follows [*-*].

c. Next, we consider the MBT technique [-**].

d. In this section we focus on methods of
transmitting [-*-].

e. We set the signals on [-*°].

f. We propose using the formula [*-].
BES37L1> 12> ya - b—Jb: 32
56.

FUSELHYETRDLYICHOERBZMES &
LT B EENSEL T 7L, (40b) % (40.d)
R EWE L 2 AT “in this paper” %9 4H
DELTVET,

3.5 BHEEEZR CERONENSZELELT
LONBFIIBBENII LG T RWEED
HE, EEOMEASINL DD, FroF 5724

HROBELZWHDLH ) T3,

070

(41)
“In this regard, this may imply that a new

measure may be necessary to evaluate the

complexity network [---].”

‘may imply” 13 BE Bk ¥ & £ ¥, "may” (2
FE) b “imply” bAMEN S ZRTHFETT,
suggest” W), HIETH L LB - TWw D00
PTEHRVE SIS HFET, TP S 25§
ZERTET imply” 138 SIHEEMEIR W
R L L 5,

(42) R\

In this regard, our results suggest that a

new measure is necessary to evaluate the

complexity network [*--].
BEGTZTLA> 1Ty >a - —Jb: 34,

KON, FHETH, WERO LRI ZITIZH
FOERERFBLTHHR D L) HFELLEIIREI
IR BMENTY o #iamz EAT B R B
BTN OVTEHALHITNETT,
BEATHE D L CARRE 7o T D L BT
ELTER) EEA.

(43)
“Tt is known that X (Y;z) can be computed by

”

enumerating [*+*]

‘It is known” 13, BAFVIHEELH> TS
bOLLTVET, AHFFITIE BRI Z %L,
HAFVEEFOHMBEF>TWDHEIFMELT
WEHA,

(44) B\l

According to Suzuki (2005) , X (Y;z) can be
computed by enumerating [--].
EEFSTLA> A>Ty a - J—Ib: 18

3.6 OEBHIFEXHZRHT D
DETMEOEHN] 12X ), XTIk, FLE%E
RAT VT APHHNOFTRB: & O&GERBUTE
9,




(45) T

“Work on the problem has resulted in a flood

of papers [1] - [4].”

FIERII T

(50) KWl

“flood” FREZRETAZIAZ L LLHETT
A EMETIEZR CILETT,

(46) R\

Work on the problem has resulted in numerous

papers [1] - [4].

BEFTSTL1>- 120Uy
34,3 71, 72.

- J—JL: 33

ROFNZ, HEEOEP T DM > T E T,

47) Tl

“The point is that these are not binomially-
timed algorithms, although the operating

duration has been reduced by many clever

ideas.”

“clever’ I XIERES A% <, L SHA D CAM
ZNSEI

(48) R\l

This model may neglect many aspects of
possible connection failures (for example,
burst error caused by correlation) , and yet

it is both simple and robust, capturing some

important aspects of reliability.
BESZTL1> AT ya - —IL: 72 8.

4.TbAL4Y 45Uy alcBIFd
conclusion (f&ik) DEEA
B2 B AN FR 3L D conclusion Tid, WF%E L 72 [
BEIZOWTH ) —EE R L. RISz <A
AR LTI R ) T A EJZIJJLf‘ﬁL
HAEYT, RATFIMLERALRERI O EZT
BELWVWZERIE-> &) LIEMEICHELZ LT,

4.1 E%’JB&U”me
ZT&HK ﬁ%ﬂéfﬁf@b‘ I, HEFPESHIZ
WMFENLERZERRTLEH) 2L TT,

(51)

The point is that these are not binomially-
timed algorithms, although the operating

duration has been reduced by many insightful

ideas.

BEFTEZTLA> 12Ty
72, 33, 34.

C = 7,

A —FTHibhEE
BT,

FIDHAAWMLTEAR

(49) Epi

“This model may neglect many aspects of
possible connection failures (say, burst error
caused by correlation) , and yet it is really

simple and captures some important aspects of

reliability.”

“say” Db D IZ “for example” X “such as”
)L v TLEY. 7 “really” 22T

a. “Therefore, we need further investigations.”
b. “There still remain some further researches
[...]."

a Tli&.” investigation” 1ZBEIE T, JLIRFA
DARA=VRGIERIT-OHYTIEDHY FEA
(" research” Zffi5 2BV TL X 9H)o bT
1Z." research” IZFEBICIZTEEXFATHY ., B
BRI R €A,

(52)  E\Wl

a. Therefore, we need to conduct further

research in this area.

b. There still remains a need for further

research [---].
BETZ2IL1>- 17201 ya
25.

cJ—Jb: 24,

HKEH 2 H WD U i TR SIS
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D72 OTEH, & TERAOMEWEZ HLT
WwWEE9,

(53) B L R\

(57) Bl

“One of our future problems is fabricate this

fully digitally programmable filter system with

controlling the [--] values.”

a. As such, there still remains some need for
further researches.

b. Following this, we think more investigations

on these questions are necessary.

“researches” & & % &l % ® T “research”
PIELWOTTD, MEZDIE b ThEnik
FHEMEHLTWBEZ ETY,

(54) R\

a. Because the present study only covered
a narrow range of applicable criteria, we
suggest that there is a need for further
research in this area.

b. We leave, however, these questions for

future research.

BESTZILT> A>Ty 2 = 25
33, 34.

XEBULEBOSVE LIZIELROT, /Ny —
UHMELTBY, IRV E T, RidzTH
DA TBITT o FFEE HIP IR > T F
T

(55) MBI

2 2T “future” FIEEF T AN REFAIERL
TIRERZITWHEOVDR LWL DT, 2F ), 4
FAELTHFZIEI NPT LE I,

(58)  E\fi

One of our problems for the future is to

fabricate this fully digitally programmable
filter system by controlling the [--] values.
BESZTL1> 1Ty g =L 76

fiam COMBOLZ R TVWE T T,

(59)  HEANB

“It is our future problem to analyze MBT

in more practical models. For example, to

consider irregular cell structure is considered

as one of the future problems.”

T3, “problems” % “consider” Z#E1 K3
FIH ) T A, KIZ, “future problem” 1R
WEBEIZFE AT, mATFICBIED G AT
ThbEEDLETLIV, FEIPHENTHS &
EoTwbLIRIDTT,

(60)  EwWBI (1)

“To study the large deviation principle for
consistently repeated sequences in chaos
theory is left to us as further research.”

DN AT T L7202, FHH
AR CHEIRBICE L 9

(56)  E\fi

We leave for further research the study of

the large deviation principle for consistently
repeated sequences in chaos theory.
BEGTZTLA> Ty - I—Ib: 37,

KB MO TS
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In the future we plan to analyze MBT in
more practical models. For one example, we
hope to consider the problem of irregular cell

structure.

(61)  E\W@l (2)

In the future we plan to analyze MBT in

more practical models. For one example, we
hope to consider the problem of irregular cell
structure. For the present, however, we hope

our paper is of some small use for suggesting

new ways for analyzing MBT methods.
EETZTL1> 12Ty a - —Ib:24, 25
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80 Rules of
Plain Written
English Part 1
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PRINCIPLE OF COHESIVENESS.
CONFORM TO CONTEXT: CHOOSE A PATTERN AND STICK TO IT.

RULE (14) I

* Determine an overall structure, and stick to it.
* Make a simple outline.

= Lead, or direct, the audience to your conclusions.

” {14) Examples. ‘I

Bad: * | have now illustrated the seriousness of the problem, now [ will tell you what |
think might happen in the future, and then Il tell you what | think caused the
problem in the first place.

Good: = So far, | have discussed the seriousness of the problem and what | think
caused it. Now | will tell you what | think might happen in the future.

Bad: * We are committed to contributing to the public welfare in three basic areas;
training, supplies and equipment. First, we will give free supplies to fund raising
events, and second, we will allow free access to our printing equipment in support
of the wolunteer effort. Third, we will provide free technical training to volunteer
organizations.

Good: = We are committed to contributing to the public welfare in three basic areas;
training, supplies and equipment. First, we will provide free technical
training to volunteer organizations. Second we will give free supplies to
fund raising events, and third, we will allow free access to our printing
equipment in support of the volunteer effort.
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80 Rules of Plain Written English;

HV*a217L (Part-1 £8[])

= LYFv— F—7
1 Pr1nc1ple’s of "Plain Written English™ Principle Conform to Context
of Cohesiveness(1)
2 |Principle of Cohesiveness(2) Use A Logical Order
. . hat Thi Are, N hat They S
3 |Principle of Directness(1) State What Things Are, Not Wha €y »eem
to Be
4 |Principle of Economy(1) Introduction Brief Is Best
. . Be Truthful A how Polit And R t
5 |Principle of Appropriateness(1) e Truthful And Show Politeness And Respec
for Others
6 |Principle of Cohesiveness(3) Use Logical Order Avoid Distractions
7 |Principle of Directness(2) State The Subject Clearly
Are Pref d
8 |Principle of Economy(?) Common Words Are Preferred over

Uncommon Words

VIR Part-2 (459 In1~%45 16 %) I2he& 5

80 Rules of Plain Written English

#HEOHK: 8[E

EHERRE :  8[H

ZHEHE: 64 A

AFEE 21,000 8 (%iA)

SER 82,800 [ (#1A) ¢ Part-1 DF&
S5k Vb

BREE (S a2 —x v MBIERH)

1r2—%vy M2, NVILTEFRBARTIEE LRBERY,

emaill TFxv 77— beRELET,

Web £T M&ERhR, %=
BALWEETET,

RERMR DEEEE. K LA

http://www.babel.edu/

- B#»BEL
TEOYI KD

FEICEYT S EHRVWEDER

BABEL [JNIVERSITY

Professional School of Translation

T 106-6004 RFEEEXAAKK 1-6-1 RH—7T > 87— 4F

TEL : 03-6229-2444/FAX : 03-6229-2440
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Plain Written |
English Part 1

Lecture 1

Screenplates

ERICELT

FHEEM T4y

Babel Gorporation.
&l Rights Reserved

Screenplates : Lecture 1 (1)

Bovanloael

o mmoEEs
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" Copyright@2008

.Scr'eenplates - Lecture 1 (1)

MNesct =

Lecture One.

The Writer as Editor (for Seif and Others) A Graduate Leve/

On—line Professional Writing Course.

Peter M. Skaer

Lecture Outline.

. Owerview of the four Plain English Principles.

. Dwerview of the Readahility Levels, Overall and 80 Rules.

. Beadahility Levels and the Four Plain English Principles.

. Owerview of the Evaluation Tocls and the Assessment Grid.
. Describing a Product,

CWriting & Simple Business Letter (main body)

CWiriting & Cover Latter

oo R [ T o ) B N v R

. Wiriting a Letter of Inguiny.
CWriting a Letter of Solicitation.
10, Writing a Letter of Complaint.

ow

11. Writing a Letter of Appreciation.

12, Cverview of Writing a Simple Business Report.
13, Writing a Simple Business Report ntroduction),
14, Writing & Simple Business Report (main body).
15, Writing & Simple Business Report {conclusion).

16. Review, Summary and Final Homeworl Assignment.

MNesct B

<@BzmEEv>7IL>



Plain Written Englishi

HV*a217L (Part-1 £8[])

T—7

Overview of the four Plain English Principles.

Overview of the Readability Levels, Overall and 80 Rules.

Readability Levels and the Four Plain English Principles.

Overview of the Evaluation Tools and the Assessment Grid.

Describing a Product.

Writing a Simple Business Letter (main body).

Nojolslw(ind| =0

Writing a Cover Letter.

8 |Writing a Letter of Inquiry.
VIR Part2 (BE9MI~%5 16 #) (X 5

Plain Written English B (1> 4—%v biBIE%E)

AEELH: 8@

RERE: 8[

SHEHE: 64A

AEE: 21,000 3 (%)

S 82,800 [ (fA) X Part-1 D&
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Complete the following three tasks:

Task 1. Description

Choose from one of the two pictures. In less than 200 words, describe what you see in the picture. Be
as accurate and detailed as possible, but describe only what you actually see. Do not create a story.
State only the facts. Remember, describe only one of the two pictures!

Picture #1




Picture #2
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Task 2. Process

You must choose from one of the two examples listed below. Choose the one you understand best.
Describe the process carefully, including every step which you feel is important. Write in paragraphs,
not just a list of steps or rules. Complete this task in less than 300 words.

List of Choices:

1. Describe/explain how to send cash through the mail.

2. Describe/explain how to connect to the internet.

TASK 3. Synthesis / Protocol

Overview

You have recently been promoted to your position as Assistant Manager. The former manager,
Mr. Tanaka, left suddenly, and you are not able to find any letters, files, or records of any
communications he had with any businesses. You have been asked to contact some of the businesses
your company works with to check on prices and availability of replacement parts for some of your
older office equipment. You are not sure who to contact, and whether the business listed below can
actually help you, but you are asked to write a letter to find out. Use the facts listed below in order
to determine what to ask for. Do not simply repeat the information listed in the data section word-
for-word. Rather, use some or all of these statements as the basic ideas upon which you will develop

an appropriate letter of inquiry. Not all facts are relevant or important.



Directions

Please look at Data #1 below. Use this information as the basis for your letter. Your letter should
be in a business letter format that will be sent by regular mail (as a hard copy letter, not as an email
message). The length of the letter is your decision, based on what you think is most appropriate.
You do not need to include any additional information. Simply write a letter that describes your
company's needs in an appropriate way. Concentrate on the form of your letter. Information
concerning you and your company, as well as the company you are writing to, is listed below.
Use only what you feel is necessary in order to prepare a properly written business letter. Some

information may not be useful or important—you decide.

Data #1

® Your company has 5 black and white laser printers, all the same brand, all the same model.

® Though the printers are slow, most work fine. However, one is beginning to produce copies that are not as
sharp as the others.

® The problem with one printer could be simply that the toner cartridge needs to be replaced, or the problem
could be very serious, and the printer itself may need to be replaced.

® [f one printer is having problems, the others may soon have problems also.

® You could find no warranties for any of the printers.

® You don't know how old the printers are, but they have clearly been used a long time.

® You want to do what is best for the company in terms of value (high) and cost (low).

® Possibly, the printer(s) simply need servicing.

® Each of the five printers is placed on separate floors of your five story building. Three of the printers are in
coffee rooms, and two are in general work areas.

® The work areas are usually quite silent, while the coffee rooms can be noisy at times.

® This is your first time to contact the addressee.

® You don't know if the addressee sold your company the printers or not.

® You don't know if the addressee can service the printers or not.

® You don't know if parts are still available for the printers or not.

® You might be interested in buying one or more new printers if necessary.
® The printers are all Epcot A4-0200s.

Target Company Information: (use only what is necessary)

Company Owner's Name: Terry Duck
Company's Business Address: 3-23-3 Sumidagawa Suite 6G Kannon-shi Edo-ku Tokyo 010-1001
Company's Telephone Number: (789) 756-4321
Company's FAX Number: (789) 756-4322
Company's Email Address: teddy@bablet-n.or.com
Your Information as the Writer:
Today's date: April 20, 2008
Your Name: (Use your real name please).
Your Title: Assistant Manager, Northern Division
(The former Assistant Manager's name: Mr. Tomohiko Tanaka)
Your Company: ABC Electronics
Your Business Address: ABC Building Room 38 4-4-25 Shibuya Shibuya-ku Tokyo 001-1000 Japan
Your Business Telephone Number: 03-3333-3333
Your Business FAX Number: 03-3333-3334

Your Email Address: testsample@bbl.on.com
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Why don't you try taking the Babel Professional Plain
English Assessment Test? You are probably thinking,
"Why should | take this test?" To answer this question,
let me ask you a question—have you ever taken an
English proficiency examination, such as the TOEIC,
TOEFL or "Eiken" exam? All of these tests provide
you with very general results, and are usually numerical
results which place your assessed skills within a simple
framework, from which the only thing you can do is say
you are better, generally, in English, than those with
a lower score, and not as good as those with a higher
score.

These kinds of assessments are useful in making only
the most modest predictions, and really are not effective
gauges to tell you, or a potential employer, for example,
what your capabilities, and your limitations, are. The
Plain English assessment is quite different. It measures
your abilities from four points of view (Cohesiveness,
Directness, Economy and Appropriateness) and provides
individual scores for each of these views, as well as
an overall Readability Index. This index can help to
determine whether you have sufficient skills to handle
certain language-specific tasks, or whether you need
further work in one or more of the four areas of language
usage.

Each Professional Plain English assessment is examined
and critiqued by a professional English language
educator, where you get personalized results which
discuss your strengths and weaknesses, and which give
you suggestions and guidelines for improvement. So,
rather than getting a rather useless "grade" for your
language skills, we can provide you with an accurate
assessment of both what you do well but what you
need to work on, and we can provide some constructive
suggestions directly related to your own skills as to how
to improve your skills both in the short term, and in the
long term. Why not take the challenge?
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