EXEVRR » 5454 T BTEZHBRADER

INERIA (Z3HP8E)

BARHEDELET R » 454 VT IWBEREN B U T clarity” (FMX) .|
"conciseness” (M#EX) . "vigor” (R FEBIEMIZH) O=ZmH. LELEHEMERDS,
—% . A TEET ASEEAETIE . "noninalization” (BIFEXHAF DL ER) LIt

CREBECE ST . XEAHMFWTHEROL G, BRIIITRLEDLRTEY . WHKE
"businessese” (£ R ASH) . "bureaucratese” (HIATETHE) . "legalese” (HEEH)
DHLEIRFBEHEEZRTVS, :

MU . I%rEiBdnative speakerdMER L= ET XA ANFIIWE . BEOBH 2> THEHE
hi-PBEPhASEHEERSLORBIESHY . HX (EVRR) 454 TOXEIH.
SRALZTHBRIREOHEPHHERTES.

HARCROBEEIrHR2 NI TRS L. BEXETRX « 5454 7L 5ZHEBRIADOY
REHEAECE L THESRL2RE > [ERECCARTY] ORIBHTARL | CORZERE
BT AHOBALTHRTORVENSOPEFLEDLNR D,

7T . AETIET . "clarity,” "conciseness,” "vigor"D#t&. T OERHE . RUEH
BEEBEACHSOMEERE 2V S ZHEHERMT 5. KIZ. —BOCBHIR TSGR
RESYBEAROBEABEL | XErBEBLTACVARAAR YR LZLX— - FL Y
A TTwI A AR RGRBZRIBRF LS - 2L HRLERELEER TS, £ LT,
ChODHEAEL T, SRR Yot HuhIE, SRALREE TR X XEFDERIC
BEDDDEESRT S,

I[. BXETRRA » SAF4 T ILEKRE R B E LD

1. "clarity,” "conciseness,” "vigor” D&

Newnan, Danziger and Cohen (1987, 230, 239)¥k. "Time is valuable today. Ve don’t
like to see it wasted, especially in the fast-paced business environment.” (4 H. K
MIZEETHY . i, FURBEOE TR AHA TR IR EENCEDRER S2V) &l
NTREY . SHOETVRR » 454 B h 258 %", . . three characteristics
[clarity, conciseness, and vigor] represent the broad objectives you should set for
your business writing style.” (E¥ XA E LTk, EAMICIX. Wb, B8R, 1
MEXDZEEEERTNETHS) LHELTVB. ELUT. THhODERBHOEKEIRDOR
TERHBHLTHWS .

Clarity implies that, with no more than the expected effort, a reader can grasp
your meaning. Conciseness means that you have no wasted words in your sentences.
And vigor is the quality in your writing that keeps the reader awake, even when
the content of the piece is routine or highly technical.

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

. . they are so closely interrelated that they are often achieved simultaneous-
ly.
(Clarity>ix. 2 FEHEV FOBXT 2EKEEHICHBHRDIE. Conciseness & i ER
VBRSO Z L TVigor W XHFHDOHNANERN R HDOTHN. BEICEMWZHD
ThHh. ZUFORBESIKE. BRI S, o= AR BERERICH . LEL
. FRIERENRD . )

2. "clarity,” "conciseness,” "vigor” DB
Tit. "clarity,” "conciseness,” "vigor” & & 3 &Ik BRI M EB T S E D 2

e l —



Williams (1990, 21-22)#&. "clear”&"direct” DEEE % N RDOBICHIFL TV S :

Readers are likley to feel that they are reading prose that is clear and direct

when

(1) the subjects of the sentences name the cast of characters, and

(2) the verbs that go with those subjects name the crucial actions those
characters are part of.

(RIFRROBEIXELR, BIIBEALBLS

(1) B4DXDEFEN [ZDA —U—iz] BETI/MERLTHIE, 2LT

(2) BFEBEROITI>EERITHERALTVEE, )

ZTUT, CO_BHEHELXRMELT-a)2RLTWS ((1-a), (1-b)3t. Fik. AgiteE
#) :
(1-a)

tance.

CONIHET /ML, FHRTRLUZ"0ur"® 38 "Ve,” "the comnittee,” "area”®=>T
H5. TLT. ChOoDBRIBHIBITRIL A4 T L7-"lack,” "knowledge,” "determina-
tion,” "allocation,” "need”& > BIF D nominalization” CHXHTWD, £ T. L&D
"clear” T"direct”" R B MK T B RO _BMHILME ST, COXRBBTIRHEELEIL. &
LA PMBITHREBFTRITHIZLY ., Villiansit(1-2) % (1-b) DEAIr BEHE TN S ;

(1-b)

(1-a), (I-b)&—FFhiE. 8EH H»i"clear” TH Y "direct”" THEIHWESILTH S,
(7 : Villiamsik. BOVROD —BWEESE SR DI "1local clarity” (SIHUATI TOHREX) %%
B 2BETHY ., XELKD clarity” % B3 541011 coherence,” "emphasis™ D84
PODTRHULBRRBEHHALTNS)
—% . AROKETH 2XBBEFL(1-) It EER TRV, VilliansHBRLTWS
"clear” T"direct” 2 %< HD _E#id . BFRH AT D "noninalization” DHR 53,
SEBBERDUEIBORO B B2 HEEERL TWS ., {8k 51 . SHBERITATE.
EBRDHBTHOEETELRL HRTHY . BFITFESTO>EBERGFHTHERL . LEH
RITIBITRHERLTOBINSOTHD. FIT., WHIIRAWT., SRIBRF S clarity,”
"conciseness,” "vigor"DIHEEFRL R 3HEEE LV H#MICRIT S,
(7 : Villians®HD% < DEFISIL . "noninalization” IZ & EMEE FELSH ZHEE [FHSI- 3
BLTW3) .

II. ZBFEA"clarity,” "conciseness,” "vigor” DBHEEHA & /2 ZEH
1. BBBIRESC. ZERIRESLOfEE

Williams (1990, 36-37) ik HEBIRRSL & SEBRELOREE R ROBRICBIIAL T3 ©

In active sentences, the subject typically expresses the agent of an action, and
the object expresses the goal or the thing changed by the action:

subject object
Active: The partners —> broke —> the agreement.
agent [action] goal



In passive sentences, the subject expresses the goal of an action; a form of be
precedes a past participle form of the verb; and the agent of the action may or

may not be expressed in a by-phrase:

be (past prepositional
subject participle) phrase
Passive: The agreement <— was broken <— by the partners.
goal » [action] agent
(REBIRE T . BH . EBHTHOIRTHY . BHFBRZOITAPRELRETHRTH S,

(&)
SPRBTI. (TAOMRPEFLRY | XBE Mol + BEXFI LR VITHDOEMEY

"hy ~"TCRENBHELREINZVEESH D, (HEHEK) )
2. BEBIRESLOF KL ZBRBIORA

WilliansitSZBIRE L geBIBOM & L T(2-2), (2-D)%ERL TS

(2-a)

A new approach to toxic waste management detailed in a chemical industry plan will
be submitted. A method of decomposing toxic by-product of refinery processes has
been discovered by Genco Chemical.

(2-b)

The chemical industry will submit a plan that details a new way to manage toxic
waste. Genco Chemical has discovered a way to decompose toxic by-products of

refinery processes.
LI _#ESRL TVilliansid

Active sentences encourage us to name the specific agent of an action and avoid a
few extra words—a form of be and, when we preserve the Agent of the action, the
preposition by. Because the passive also reverses the direct order of agent-
action-goal, passives eventually cripple the easy flow of an otherwise energetic
style.
(%ﬁ%?i&i<$ﬁ$Uﬁ%@i%%ﬁﬁﬁ?é$ﬁﬂ%&&@\(ﬁﬁﬁ@%ﬁ@)m
BFE L TAOEEETTHEOMBEFbySFEE D, ZBBIE. (HBIBORD) (TR
DEE] - [1T5H] - (FAONER] L5 ERNZHRNEYEEEHON. BEIRE VD
FERO B DO ERBRFENEEZSIECR D, )

LBELTES., . SEEED (2-2) L L THEBIBED (2-b) A3, "clarity,” "conciseness,”
"Vigor" DB R TERTOREZHELTH S,

FIE Y . SEIRESCA clarity,” "conciseness,” "vigor" DBIEBRE L R SESEMEINL S .
WU . COBRRAEHOSHED WL OPOHEDOKRR T THEA X B, HRIZ
A3 2 —La VR RTBLEDRTVS, TCTCRETIE. 2O MEEDORE] & AHEH

WA %

Brusaw, Alred and Oliu (1987, 682)1%"There are . . . certain instances when the
passive voice is effective or even necessary.” (XBIRE% T 5545, e, RO
DEL XX XHRBEBEHBH D) LBRTVWE, TR, THREDRRBETHS S 0 ? £il.
YRR S5 4 v TOEMRICKZBOPOXMESRL . BELU TR,

(Newman, Danziger and Cohen (1987, 57-58, 256), Bernstein (1965, 15), Munter (1987,
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89), Piotrowski (1989, 72-74), Blake and Bly (1991, 2-3)), Roddick (1984,77-79),
Shurter (1971, 73-75), Holcombe and Stein (1987, 116-117), Janis and Dressner

(1972, 58)) :

(DTFoRISt e #BAL (HU ., HES.0h vy 2 idEs) . TS0 LI viRmA, T
BIdER,)

H# 1. To achieve a smooth transition from the previous sentence

R 2.

A# 3.

A 4.

A 5.

R 6.

FIXr DI ERLTES)

(#) -Ming Tang was familiar with all relevant export regulations. These
regulations had been questioned earlier in the meeting by several com-
mittee members.

X D"These regulations”23E—3LD"all relevant export regulations” % 3%t

TZXHOFERERL LTS,

Unimportant, obvious, or less significant agent performing the action

(FHOHBRBITHOERL Y LEERES)

(#) -Kelly was promoted to senior vice-president.

The copper mine was discovered in 1929.
*Our brand name is widely recognized.

Kelly Rt . TRUBRRXIhE] | TS5 FR—2A0BD SN THBE]

DHHB, [HEF] KVPEBERELETH L5, TPEERNEY L3,

To explain an operation in which the reader is not actively involved (but

not to give the reader instructions) or explain a process or a procedure

(R FPEHEEES L TORNERE ERTIRE) BHLEY. HB7avARFE

GxEHEITIHE)

(#1) -Area strip is used in regions of flat to gently rolling terrain, like
that found in the Midwest and West. Depending on applicable reclama-
tion laws, the topsoil may be removed from the area to be mined,
stored, and later reapplied as surface material during reclamation of
the mined land.

"Area strip" X WO REEEBHLTREY . HEOHRENR L ETOERIRL L

TR,

To soften a statement or make it impersonal for reasons of tact and diploma-

cy, rather than pointing a finger of accusation

(MFOUBEERLU T, HEEMSI Y. HECHT 3HEBHSREBRITS, )

(1) -Unauthorized expenditures have been made on advertising.

*The Cleaveland Index has disappeared from the library.
*The check was not enclosed with your order.

The sales manager has permitted unauthorized expenditure on advertising./

Somebody has stolen the Cleaveland Index./You did not enclose [the] check

with your order. 2oz EFE2HIF TS (M. LB LHD disappeared”id . §E

BRETHI0, THEHRHEELTHS) .

To avoid taking responsibility

(REDOFREXFRPRIZLE S 2§ 3858)

(#1) -Because the final safety inspection was neither performed nor monit-
ored, the brake plate assembly mechanism was left incorrectly aligned,
a fact that was known several months before it was decided to public-
ly reveal that information.

(The assembly line did not perform or monitor the final safety inspection

and left the brake assembly mechanism incorrectly aligned, a fact the man-

agement knew several months before they decided to publicly reveal that
information.) & TH BT IEREDFREIFARIC RS,

To add more weight, formality, or status to a statement

(REDEH. X, BEEEDHLS L T558)
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(#1) -A fair decision was rendered difficult by the Chair’s evident bias.
-Certainly, this international affection for Cadillac has never been
more soundly based—or more richly deserved—than it is at the pres-
ent time.

SERBOBERICE . B1H Tidfornal 2 ¥ TH B "render "5 26 Tid"soundly,”
"richly’ L EORFBREDIERHBINTOIRIBDND.

IV. EXEYRRA+ FA4AFA VTR BN B ZRIBRFOER L EE
Wiz, ECRAADHRBT. SHEREANEOBRICEA IR T30 E2EE T 5510, native

speakerBSMER LTz L X —+ 77w P2 A+ FLy 2 A+ AENOGRUBRF LB LT, LRRD
1-BOEBEI RS THEL-. Bir. TOMOHKEOFEERITR: (P, AREES) .

1. BUSHIIL..0f#% 1.- 6.1X0 3 2 RH

Fi#: 1. -We confirm that you will provide copies of the documents to us, after they
are executed by all parties and stamped.
-1t is a fact that ALC provides services to the benefit of the Project which
exceed those required of it under the Management Agreement. These services
are not reimbursed under the proposed fee structure.
-This will be discussed and agreed with Mr. Katavalis .
-This change has been made to allow The Toyo Bank Ltd. to produce its con-
solidated accounts at 31 March without the delay previously experienced

-Our Bucharest office advises us that the buyer has already received the
goods as they were conveyed by rail, and has authorized his bank to effect
payment.
CORBERER—BDIAFA T THRILEAINZIHDOTHY . HitETR
A SAFA TR BZHBHAEL UTEETRELOTRBLSS .

A% 2. -As discussed during the meeting, the costs of the liquidation process to
date have been met by the Liquidator from the cash reserves of the company.
-A prepaid envelop is enclosed for your convenience in replying directly to:

Now that all restrictions have been lifted, I have formed a company under
the title of John Mellor Consulting.

-No capital investment is involved.

‘Mr Court will be accompanied by Mr R Bowen, the head of our Treasury De-
partment, and by me and two members of his personal staff.

EVFE ZFFHMOBKOBELEIRH XL, HBIH T the costs of the liquida-
tion process”. H2#ITit"A prepaid envelop” BB XN TEBH. HIH T all
restrictions” TH ol BILZBEER AR H>-HDLBbhD. AHEHETRR -
SAF4A Y TIHEORHEBELEEXEY.

F#: 3. -The Salex C salt can be economically purified to 99.7% to 99.8% purity. The
sulphate content can be reduced to less than 0.1% thus making the salt
suitable for membrane and mercury chloralkali processes as well as the
manufacture of soda ash. The salt would be shipped through the port of
Aquaba where it can be loaded at the rate of 2,000 tonnes per hour into
ships of maximum 55,000 tonnes capacity.

Where an asset is revalued, any allowable tax deductions for depreciation
or amortisation will continue to be based on the original cost.
EEBEHETRR » SAF4 T IHERHDOLEEXEV, HLU . Brusaw, Alred
and Oliu (1987, 682-683)it"Do not . . . simply assume that any such explana-
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A% 4.

A 5.

tion should be in the passive voice. Ask yourself, ’Would it be of any ad-
vantage to the reader to know the doer of the action?’” (F D& HIA%R 3 21
HICERAIC BB RIIRE., (TADOEZEAMBERTT R VERI LIS
EBXE) LERUTEY . ROBTBHELHEHL-HE2RLTOS

In the operation of an internal combustion engine, an explosion in the con-
bustion chamber forces the pistons down in the cylinders. The movement of
the pistons in the cylinders turns the crankshaft . . . .

‘We continue to have the feeling that Petrocan’s sulphur is being used only
when there is a shortfall of Japanese molten sulphur or sulphuric acid and
that, in view of this, Petrocan’s position is that of a "secondary” sup-
plier.
‘The value of the associated customer cocktail party will be reduced.
It is important that any participant speeches are carefully pitched to the
audience, as the occasion is an important one for the joint venture.
*In order to avoid unnecessary confusion, I suggest that all further discus-
sions concerning low sulfur carbon black feedstock be postponed until late
September.
CNODZBBRF LML LIZETRAALFRETER TSP O THE L T -
EVRAARADHTHEE R DTH B . MhOBESHEV FRZIFIINLT
&Y » IFZb] BERUTOREES HE) X535, ZVFOEER You
shouldn’t treat us as a secondary supplier.”; "You would spoil the party if
you didn’t attend it.”; "This time you must carefully pitch your speech to
the audience.”; "Why don’t you stop bothering us for a while?” &\ o i-#ir ¥
DTHDFe ETVRAZRWTid tact and diplomacy” (BLHDBEE[%) HSRHE2
WEXY KARRBEIYRR c SAFA VT >TEERHABELERLS .
-Although we at EXCEL CARD take every effort to ensure all your Charge Rec-
ords are promptly returned with your statement, from time to time, some
Records are delayed in shipment. This month your statement is missing a
Charge Record. . . .
A e TRIEOFREERFHBIZL LD L T23E4] oML R U-EHIKRDOEY T
BB, LROXERFHRT DL o h—FeB U U Tik. BERIEFE
RO EFREEPHF ARSI MHE - RICBEREFERCEBI T8, Fery
LTRYVETY, BRAERTEESRET I3HEALH V.. 5 HIEFHALEMDH
EEOBRLUET . | COOABL LRSS, [BRER] LS-o-881ik.
EXCEL CARDTHD % U /-#5t DJE Y EXCELD ¥ L+ DM + EXCELD B £ 4t & B A
#HOM « BAZHEFBAREOMELH Y . COBRERIEL TWI00. HORLTH
RO 72D R -EY L2V, —F . EEIZH B HEKFEversionicik M+ - «
RIGRDOCRH DT EER, —~BUH~DOBEBNREICLY - - -] 25V . MEZE
PEHY % U85 OIE D SEXCELHENDEXRISBN - HERB L TS, KICEM & 72
50, [ (BH~OEZER) %] LREI VI BHRRZDOL, EXCELHHNOERFE
EDBREHVI/DION. TDRX v =Tkl L2 RREICEKSEBE I A5 H K SR
FEONERILTRZODOD, L0 ETH 5. st k. EOEMIIEXCELED
HHBHBHTH D0, REFIRALOMNE 2 BEMICRBERIZL THBH0 & 1B S
RES,
4., RERET A LB I AR ERIMORATH -, Shik. "avoid
taking responsibility”?3., EVRAADHRIIE VBB oBELExhIT. BS R
ICBX5. COBIE L. Piotrowski (1983, 73)i%"In using passive verbs they
[some writers] . . . avoid taking responsibility and may, as a result,
lessen their credibility . . . .” (ZBIRBAZMEHTAHEIC LY. BEEHEREL LS
ETBRVFRMERLLUT. ZPFPOBAEEIBENH D) LBRXTWSE, X,
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A 6. -

Blake and Bly (1991, 2)it” . . . passive language often suggests evasion and
arouses suspicion.” (ZBRERFAEEATIL. LELIEHE» SEEEMOREN%
Bi-hB3ERH D) LBRTNWSE, BB, KEDEERDHIETRAT VEEHIDE
Hicg 21 28 REHREHT AEMIZH Y . RPBR SR T EDIXURDOK
RLEHEXDDTERISD Do

M. "it has been decided,” "it is recommended”’%D3ZBIEFBLIL"1(We) have
decided,” "I(We) recommend™%MEEBIEERB L HBIXh . (THDOEKEEP LIz K
FER OfEL VELERZENS , EHOHRIE. COROZBRBERIIZ D
BE . ZiFFir"decided”® "recomnended” XN - HHHBEH LEDHDOTHHLBD
B BERHE-HDT. Newnan, Danziger and Cohen(1987,58) 53459 5" imper-
sonal authority” (Ml L TOHEEL - #7/) X"a sense of austere distance”
(B> D) 2BUHTHE (HHSHE) 203D TH5.

sibility at a loss and it is not expected that this activity should take
place on a simple cost recovery basis . . . .

which ACL has no contractual responsibilities at all!

-As our offer was conceived in restraint, we have no room to reduce it and

substituted accounting period ending 31 December in lieu of the following
30 June, commencing with the return for the period 1 April 1990 to 31
December 1990.

December 1997, we cannot accept that this is a reasonable compromise.
-OQutstanding dishes are created using the finest ingredients, supervised by
Executive Chef Peter Kromberg. & sophisticated range of cocktails and
aperitifs is served daily in the relaxing and elegant surroundings of Le
Souffle Bar.

S DB 2T S EIRESH] » "noninalization” ( LEL D EEKESD) TEEENTE
Y. Wb B businessese” ( [ETRASE] ) OMBEEX LS. LRDTODE
Blict U T8 =% Dnative speakerdSi - 7-EIgkik . RORLZBHOTH o/ @
#1-4% S izveightPfornality®# B U % ; #5#H “you must subnit” KV HTHE
REETH DL FEI fornal 3 H6# weight & fornalityZBEL 5 ; B7TH #iHD
"Cadillac” DBISCERE. "businessese” 2> XV IFHRDIE .
"businessese” DI L L DE TR A + 54 F 4 > JDHFIFRD 5 vague” (BBER
72) . "abstract” (j4e#s7z) . "indirect” (EEIL®) . "formal” (BEELW) .
"authoritative” (MEER#I7) LHHIXh . EHREERATL LOBMESLE
Lidsaxhs, Iz, BUo4ABIRROBIEFEEBETEIEREKS ¢

Nobody can suggest that we should carry out this work at a loss on a sim-

ple cost recovery basis.

-Ye understand that you are referring to "negotiating performance,” but we

have no contractual resposibility for that.

-As we believe our offer is reasonable, we cannot reduce the price. Please

reconsider our proposal.

-Having considered your request of 26 February 1990, we would like to in-

form you that you can now adopt a new accounting period ending 31 December

rather than the following 30 June. For the current fiscal year, please

nake out an income-tax return for 1 April-31 December, 1990.

HEMARAI asr—>arETI A, BERESRAARRETEZIHELLT. D
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"businessese” T & DERIZHIETRE MITAW TR, V. ’businessese’ i DEIE”
TE]EtT 5.

2. ZBCRoh B XDt B

A& 1.

H# 3.

A% 9.

‘Recently in Korea, we, on behalf of the Joint Venture, had arranged to par-
ticipate in a tender. Without discussing with us until it was too late to
correct the situation, ALC arranged to support a competing channel that
stood little chance of success. The first tender was eventually aborted.
COEBEFERT DROBIZZES ¢

(Bt . MEITHH T, BHIUTa AV M AU FY—2KRELT. TOHSLEE

FTARKAMLIZSIMT D HEEEED TRV E LS, UL, ALCHI (ACPaA
P RYFX—DRAIN=THYVRHES) | BHORF ¥ RV EHEELELT B
BENBREROF ¥ IVEED (Paf v b - AU FY—DBREEERTLL) AL
BT 5% ED. BRYERLZOBEIIEZET. B IToELEH D £
BATULE. TO8. COE—EHDOAILREBENR-DOD . ERELTHEREL
72 |
COXERZBE—EEDALYE XY e ENn-BEZHETHES . T (RKiz#)
HoTI ZHTL TR, BREHOSROEZHRH IO SORNRT. FORMEIT
ALCHIIH D LB SETH S . KEHIL To nake someone a scapegoat” (FIF iz AT
RMBT 55E) LHSENERED . AEEKR. HES. CEBRICEY FoEHILE
DI BfERELND D .

We have now also been advised that you visited another Indonesian customer
of ours.
COEPREEPEBCEE LU -RATEIN-SZHELTHID. 20 Fi3HBHE
ZHMICUELSROVS, XBBEEN, "by ~"2BRMHICEBRL THWSE., COH%K
¥"To conceal your information source” (f§#iV —A%BRTHEE) LHEIHEHRMH K
&35 (HU. A#HZ"Ve have come to know that . . . "L HEBIEEC&E < B AHE
TH3B) .

Your ICI representative will contact you in the near future to ensure that
your on-going requirements are met in full.

‘It is so straightforward you will be given a decision in principle there
and then.

‘Unlike other cards that charge membership fees of up to $50.00 in the first
year, your SSA cards are issued absolutely FREE of a credit membership fee
for the first six months.

CHhODERRETRRA 23 ayr—Sa irloTEEEL XA TS You-

attitude” (RRIFFIHT DEK) DEXF I THIPNRXTH D, "You-

attitude”® X vt — 1" You" " Your” % SCHEIZ B < BITHR D VEEKATRR & R BB S W

HY . LROEPIORICZERESR &L 2B EH5Z 0, "To write ’you-attitude’ nes-

sages” ("You-attitude" DX ERERT BHHE) ODHBELRIERERKES .

V. "businessese” i DEIE

BRDE Y . EBPIDMHHES. IZH 5 businessese”itnative speaker BER L 7= &S 2 2 SC# 0 4
HBIROhIZHEBAKTHY .. ZLOERDEXEV IR « 5454 TOEMROHH %
T TS, BiROWillians B ERT BRIz, TBELBWEXEL L. TOEERITALHH
THRAETIHRBELEE O THERIDIRETHAEIN? CCA—RA IS U FO—HREHH

B,

HEERORAARZEES ZHTRETH DRMEE L A2 EHET BB ICHFD

IFHYDH D B4O—MEATIEIAT S (FHEES)
(RFFEHH > RELZE)

In response to your letter of 9 July 1893, I outline below the advice you re-
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quested in relation to the change in year end for M.S.L. for accounting and
taxation purposes to 31 December 1993.

We have submitted a letter of request to the Australian Taxation Office for a
change in year end, a copy of which is attached for your information and records.
As we noted in our letter of 1 July 1993, based on our previous experience we
expect that there will be no objection to this request by the Commissioner of
Taxation, but we will have to wait on confirmation of this.

(&3E¥RR -> BB

We request the abovenamed company be granted leave in accordance with Section 18
(1) of the Income Tax Assessment Act to adopt a year end for income tax puposes of
31 December in lieu of the succeeding 30 June.

The taxpayer has previously been granted leave to adopt a 30 September year end
in lieu of the preceding 30 June on the basis that its parent company M.C.L. re-
quired it to balance on that date.

The tax payer is now required to balance on 31 December by its parent company.
Accordingly, it is considered that . . . .

Please confirm the company will be permitted to . . . .

LHEBET D SEMAE~OFHIIIIOLTHEREIATEY . TOAH. ZBBRFALZTLHO
BIXDOHTHB. ULhH. THSiE"a copy of which is attached,” "As previously dis-
cussed,” "This will be discussed”2 W2 =X EDHNERLTIHOHAETH S, —H. &
HEBEFRH SEBFA~OFEEEODOXTHREINTEY . THBHRAEZLHORXICHA
STWD . BiIZDOFHEIL Andrew J Edvards” 20D ARLH T HBH U TEZIHN. BEOFK
. SHEBFHREREBHRNAIIFORIIKAHALATELINTEY . ZEHOFBOERED
FA—AYZOPEPIFRETH S, b, BEOFHED, XBBRRALFORRDIXF LK
STHEBRXR- ARSI REEERLORTH B, AL, RICBRDIRIFLMER L
LLTH. BEOFHOSIHSIHNSTHBRALTD LV HIBO TR LB ERLTESFX
Y. BRI EESCSEEEATEIR - S TELE X B EDRS . TR I OHH
BELWETHIE. MR OBBRECHIBERIDTHS 55 ? Lanhan (1987, 81)i
"husinessese” & "bureaucratese” % ##i U 7= "of ficialese™ iz B3 BB HIDH TIRDBIZHENT
w3

Big corporations and government bureaus often have style sheets, publicly pro-
claimed definitions of "good prose,” as well as many tacit but strong conven-

tions. You must obey them.

If you want to get a contract from the Bureau of Naval Ordinance, you’ll write
the kind of language they understand there.
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1. H#1l. To achieve a smooth transition from the previous sentence;
F#2. Uninmportant, obvious, or less significant agent performing the action;
F#%3. To explain an operation in which the reader is not actively involved (but

not to give the reader instructions) or explain a process or a procedure
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2. F#4. To soften a statement or make it impersonal for reasons of tact and diplo-

macy, rather than pointing a finger of accusation;

F#5. To avoid taking responsibility;
H#7. To make someone a scapegoat;
F#:8. To conceal your information source;
H#9. To write a "You-Attitude” messages
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3. H¥#6. To add more weight, formality, or status to a statement
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