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Plain English (PE) :&&id, —#iiR, HEEOHEFIREOKEN S E 2
CONTETETIEN > T, T b &b EBUFKBIO A SGE, K, 2
K LEASCE oS, GRALEENCEZ R L2 bDTH 508, 4P &H
BUFR NGO DA =¥ 77 4 7RH R — b A2ZFTEY R ZDHBHITB VT
MRIZRBEL2DDH 5,

—H, ¥FEPIAT 4 VI DAY ¢ ) 2 MEPEICHT 2 REAPFEES
CIRELTOVEY, EVARADEBICEDOLIIIIRMENTVEDRES D D
ONONOEMOMREL, HRUBEVXRAIa=Fr—va vEENnsikd
DEVRRSAT 4 V7 IFODICHENED, £ LTEITODPE ORFIRN
ARSI ETH B,

AfsoHE, 7AVATHOONTWSE S AL b2 =L (DM) O v
FIWEHWT, PEOBEAMSEVRRIA 74 v 7 OREEHSMcT 5
LTHbB, TITEBtoCODMIZEENS L ¥ — 150 @% 5 O KEMEL K}
ELTHWS, RIEEDEM, Ly —DHIIE, Mot mEm [BERA
oh, L EOEEA, RITEEDY —ERMEA, &l - REROEEHIAH,
BHEHUAND AZHIA S, FBEMAERNOFMNOFIAA R LESESETH L, F
L LT, ¥4 PEOfFE, FHANCKT b0 mEalelL, »Eicw—7

' Plain English Campaign (3 1979 Fi2 1 ¥ ) 2 THIL S Wi RE o EAFIK T, BAE
70 41 E 6000 AOFIAKSE%BET 5, % 72 The Plain Language Association Interna-
tional 13 1993 4EIC 7 * U H THEILEN/Z KT v 7 4 THIAT, HELBOEERT #
VA, AFVR, hFF, A=RA+FVT, Za—-V=FVF, R=z=—FTV, 77
B, BARIZKRATOS,

— 148 — (2) 8 M I

T4 v OBS,»S DM OFEE, HHEHO M LAERT, ERODM Ly —
DOHIZPEMRED LS ITKME N, EDLHBEHNE, a3a=/r—vav
REE IS LTV B EEEFITREET 5 2 LT 5,

2 PERIEERZE

PEWE, EVXRIAT 4 v 7ORHIcBVTS, 33a=r—va R
@D LIDICEMTH 5 EMFEFRES N, HERINDL LS -7,

K PE ERMPEVS T EITHL TRESBT LB ERNH 2D T
FC, AL D S I FHERDPBINTVS, 7oL A PE OHERER & L
TA FYRD Cutts, 72 Y HD Bailey 2515 B TE 5, Cutts (& [1
KT, BkD»H 2 A\D, —wl TEEZFOBEN L LB IcFELHFTE
2F ¢ Y AE{OND KD ICHEBIFREES L THL LERL TV 2,
Z T L C Bailey &, [Plain English (& writing & speaking 128\ T,
Hor D% 2 2 WIS (clearly) KRBT 5 5] 12 & EFK L, BIERIC style,
organization, layout ®[fI T simple, clear, readable ICE &, §Fd T & 72 &G0
HHLCTW2, TCIEENTVIHEEEE LD L LKRDLSITE B,

(1) HATFEEZSTLLE
(2) HEIcEL L
B) MEMTHFKIOD 274 VTEL &

L 7ch% > T commercialese, journalese, legalese, bureaucratese 75 & & FE(E
nakHic, BT Y v — T v (Gargon) IZiii b 7o X F i Aiili, A,
ZREE LT, EH9FZTH unplain Th b, ST OHEMETH S
FETF (writer) &0 b, FFEDHECLHEE TH 55tH T (reader) DR
7, BENPEROCC EEFIRET AL, FxFTREL, wArFofmzE

=N

wl
4

*Cutts, M. (1995). p. 3.
* Bailey, P. E. (1996). pp. 3-5.
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HHL, tATOHBNEED Z120I1T, B XK (style) 235 (plain)
KT RETERYARTH D, WICFAE, FATFOHEMEFERD LI - T,
RIS, BENCH#ETZ 5 (understandable) EEX A TR INIEARKRD T I 2
=h—=vavElEREAMBMV, LI PE V- Th, FEED native speaker (T
& - T?D PE & non-native speaker I2& 5> TD PE 3449 L [ UTldE 0,
international audience IZ & - THFEIZHE FiETh 256098  FTEBEHIEL E
RERTH b, FHBEO LM (CRP) 3780V, FrED T-ICBL T
BRI BL E RGNS 5, L7Ichd> T international PEICB W T, R
T v R SRR RET B, LRI A AR, Ml O HIAEE 2
AT 2BEDHEEISICy )T LAODICESBINEE S0,
PEICkZa3a=r—vavyBEYRXLORIICOUNS, HELI L
i, HAFORED/IHIC PE ZRMAT 2D, FXFOMOREMED, HEEN
FENSZ ST HDOTEREL, ZNPERMICTFEZFORIRICOLISE LW
S5TETHY, EVXAROHMIIAE >TVEEVNITETHD, 74T 4 ¥
7% PEALT 54 v biF, [FATORIRICOBHN S| LHEERD S Bz [if
SNTOLBIEND 255, BEARNITIIRD 3 >OFIENEZ SN b,

(D ZAFEmmE S EH[LPLTV
(2) AT OeLEHEZHNTE 2
Q) H=xToeLKHZHNTE 2

COEKKBERNE L TROLSBIEBRESNT WS, TA Y HITBY
% PE#EFHOLNEFE ER SN TWS v F 1 ¥ 7 (Citibank of New York) (3,
1970 RIS THB B SR OILME%Z PE T 3 2 LIk ZEORBEEIN %
FHLAZEFEICHMOENTWVWS, ZDiEMITH Joe Kimble 13 PE %81

* Xport English. <http://home.earthlink.net/~xportenglish/> (accessed 7/22/2003).
S % 72[A4TEItE @ Carl Felsenfeld K3 PE IcBId 2 ZEEZHMEBLTVW 3 HME T
b & %, The Plain English Committee.

<http://www.michbar.org/committees penglish/columns/94 sep.html>
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B9 2 &N 2 5% < /- L T\ 3B, St. Paul Fire and Marine Insurance
Company (& PE T & » TERERDE S o\dic /s b, HEEMZ LiFi,
HFTDOTNN—FEBEREIZTOFRE PE LI &Ik 3,500 77 Frd
iR RT L foo & 70oKREREE AE (Department of Veteran Affairs) ©
13, HWIER 50 B Ly — 2 BICRE LK, 1,100 Ll EoRMuWEbhE
B Z I TCVh, TOLY—%2PEREDTHASR TI0@EHLAL -1
LT, BluEbdodEih 200 tHLINICE - 7o, KiFEOFHETIE, 2ME
HPEFEHEZHOCLOICBNEIES T PVDHIKITE S5 5 LHMS -
TW3,°

TRUBHEPE LE2EZELBINRRSRVDIEALI D, HIKFAE, B
¥ A% IZ plain Ti372  unplain English 23 < O, WL 2 OEHHHE 2
SNBH, £9, FB—IT, 7272 unplain English Kl EhTcwa Ens &, &
— i), BEo3hLhoAkbiTEDbELVEWVWS T L&, F=1T, unplain
English @ 503> v, PETCREELWT LREHTERWL, PE TFEL
EHFARTLTOVE XKL 2 EOBBTPE ZIFE MV EVLS T &,
i, mEl< v, BRERD IV, MpZR LIV IcH I L unplain
English 2{fi5 s EmbiFonsd,’

iz, V¥ —IZfR59, a5 good writing 75 DA, plain English T&H <
EREMARITES VWS TEBD, & L good English (3 right English T7&
FHIE RSB0 ETNRXEDHERIIAIRD XS Iclbn b,

Lo LEFEICE, PE OFEREESAOHEHE 4T L L B0WEEN
HDo FERIAT 4 vIOHMRIIVWAWAL S A F 4 v 7 OEAIP PE O
AAKRITA vERLTVED, TOHO—ATH S Cutts (&, (GHIIEE
A, @B Lo EEIHICBET 28 s LTI FD T2 (seven writing

(accessed 1/14/2004) Plain English &) D 51>\ T i3 Mazur B. (2000) % & &
H(2002)a 22 I iz,

® Kimble, J. <http://www.plainlanguagenetwork.org/conferences/2000/kimble.htm>
(accessed 11/6/2004).

"Plain Language Association. <http://www.plainlanguagenetwork.org/Samples/why.html>
(accessed 2/11/2003).
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myths) 20 EF T, BHREELE 20V PEEHOZDHICE, WFhb
FENDEDTHY, BT NELELTVL S,

a1 0 SCHAI but 2V 575,

B2 1 SORICHTE R 2 WV 573,

A 3 L EANERIFHV 572,

Wi 4 L R DS TS 7 IES 15,

@35 1 and DREICT Y= EAN B,

Wi 6 ¢ T LB ICEHT

@it T 0 FEW/R T readability DARTTF = v 7 H &,°

@@@@@@

(%4

—, Bailey bIEBRICUIN O X 5 WERETHA S T2D I — )b (seven
nevers) /R L, INOREMHRLThELRVET >TV 5,

Jv—ov1 © XEHIZ and, but ZH W 575,
V=l 2 L HiER T X ERD B 15,

=3 L EERERE RV 513,

W=V h o =TS 757 3 ED 15,
=5 o FERIE (contractions) (AW 575,
=6 I FEATFE you LFESTL,

=T —AOTEHVS,

TNENTHOHHDS B 423 @D D TH 5, Cutts D@ 6 1ITBIL
TlE, PE##ITH Write as you speak. & LTIRELTWAB I ETHHD,
IELBHONTVWEEIICEZZ D oTNIEHOTRICEIME LSV
DB 5, Cutts i3 [IFEALEDAFTLRNTEFEITVWL, FERITL» o
2O Db D (transcript) ZHKICELS DT DOOLHLSLHWT EENLDITE -

* Cutts, M. (1995). p. 98.
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TLES, PER G- LDV, s hicEETH B, | LHAZEM
ATW53, D EHAKIIFHIFIETH 555, Write as you speak. 23 X F@
D ORERERICHERL TVWb, TO/RICDWVWTIE, Bailey & Write more
the way you talk. E HERNZFR L TVWEM, [THIREHDO X 2 KREESH

% —1ED /11 metaphor TH 5, | & W HFIHZR < LHESV <,

WIFNIZLTH DO ANE LOMEFH E V-V ELTVEDR, 20 {1
ST b L4500 50 LI LRI E TOFHBThH - EFELONE, TDKk
DR, MR I3 Eov— it TR S RVHIREEZC Aon s
L, mlEOXEZHTS "W ICRT2HEE2ERELBD I XEEGR LN
LZEIIT 5t o & 21 Cutts O@EE T TS 9 readability DA & 13
FOG Index % Fresch Test ®Z & &$5LTWVW5 &b 5%, FOG Index (&
1940 FfR1C Robert Gunning &% L /2 readability HITEAXTH 5, TN

SRVITNSEREOHPXN ORI TEHMllT 26D TH D, Plain English
Campaign & 1980 R D plain English IcBd 2#EETCINEH VL TWL
7o LI LERER, & 23EMN crystal clear TH 50 E D OREELE W IpTS
2H0THHIMLT A LR TERVELTCIOREDOHMIFTTH TV,
plain English TH 20 E I D i3H < £ THADFEEICT & - TREM TR A
HENBEZNELEVS T ETH B,

% 72 contraction IZ 2 W T, Collins ® COBUILD ENGLISH GRAM-
MAR (1990) # & U Leech & Svartvik ® A COMMUNICATIVE GRAM-
MAR OF ENGLISH, 3rd ed. (2002) T3 & I [formal WFHZ 2 EIE TR
MRLBVOSEETHY, FHLILEFECKTLHFS I LIFITBV TN
EAEAHOWDZEDRZ WV, ] ELTVEDITH LT, Leech & Cruickshank &
Ivanic ® An A-Z of English Grammar & Usage (2003) Ti& [E5L 2 &iF &
(T HESTLETEI, PV HES L, FIAREYRRL Y —RET
BEDLB V] ELTVE, REESHHATINSGZMY LT DR, KA

’ Cutts, M. (1995). pp. 96-97.
" Bailey, P. E. (1996). pp. 3-4.
W g oL e 27 (2000075 &,



Plain English 2> 5 R7c
DM L% — 547 4 7 OEBPIRFE (7) —153 —

ELTCIDEIBIEHENE VR ZAZRIUDEZ A E->TOVEEZEZ IO THA D,

L LASHOFEM, EFBOIFEEZR LR, ERINE 47« v 7 OIERE
LIRERZH O, BHITL > TidWVHW 5 school grammar &9 5 &
EbnaskoBmidEEsZ<Rons, coMBbo—>13, B2 HEMREEE
DAEEBE WS LD bic, &WiE, 77 v 7R, B-A-L, AVI =Xy O
KA Ia=r—va vOEINEH, RE-FT v TICE b8 GHER
EX—HONRNBEEKMT 26D THY, SHTRU LAIEHERWLE
RIGEE LRI NG LI I -sbDEEZL SN S,

b5 —o>0DHHE LT, written English @ spoken English ~® ¥ 7
HOWLHEOMEEDHF L EMNTE S, PE OHEN Write the way you
talk. Td 5 LI L, speaking ic88 % [SEO®EM | 2 [FEPXDOEME | 755
154 v THHELBAMHERIR+T5012H 5, Leech & Svartvik itk 2 &, [dH
LIEMRAELEE LI WEAOIRIIZE O T incomplete sentence % formu-
lae D3V U 2 a[gEMED b 5,7 72 & 21

¢ How?

¢ No hassles.

¢ Pure pleasure for pennies.

¢ With just the touch of a finger. (you can stop a full-blown

headache in progress D)

INETS5A7 4+ v/ %2PELT BRI OVWTIERTE Y, il
D Steinberg PERICOROSNLE LD IT, HATFRHEETHLEHEELT
WBETDM 54 74 Y2 IZBVWTHPEREHRINIRETHEEEZD
TENTEZ,RICPEN DM o Fic o LS icfshTcwant il

" Leech, G. and Svartvik, J. (2002). p. 137.

DM ICiEBtoBE BtoCDbDAH Y, %7 on line DM & postal DM 23db %, Hil
# % email EFESDITH L CTHRHE % snail mail EFESREE S H %, on line DM (35T
2uficE K L, EEICE > TWED, ARETIE B to Cd postal DM 1T » Tk % 1
» %, Morel, M. (2003) p. 130.
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ZEiTd B,

3 4L b 2= F74vT&DM

AIEHEEER & > IT BHRE RIS 2 EMBZ VM, AT S A L b A —
MBIl Tid RO 72EdEbN TV 5,

—E TR OIS TIE, DM DA * — 213, HOBERS LTI,
Wb 3 " L5ED" B8 IAE (unsolicited advertising) & B8 &N 2560
Z<, BEAERINBVIEFEBTCONEIDIDEEZEZONDBHETHD," LH
L, KEBHEDOH 2HETE, BHEHLEVWEERTELEALNHEERDS
M 147%TH BT EDbip >t &1L d Gallap FEICE 5 &, DM i3
KEDOK, FREO~—r 7 4 v JHYFORTEROAKDOHE3 12 =7 —
Va VEREEEIONTVWEIEE, T~ —F 7+ v I BEBHAOD 22%
ELEHBETENSLMBTEL T IDESICTA ) HITBVWTIE, Hicw—
ry 4 —DHNTL > TEZSE, DMRBKEBEYRRF v v 2 Z28l0 4
FAVI b o= F 4 v ITOIEShOEEREETRE L GEkshTw3
RIFTHL, BXA=, Ty vl R, AV =%y FOBERICLE-THZD
HEMRBELZDODALTORVEEZL SN TV S

L7h->TDM ZFIHT 2 0%EICE -TR, TNEZVNITHKYI S & 500
EHEARELEE D, KO HDOERIE, LIKIEHE, $bb, HEikod
WA= v 722K T Z20EVD T EE, X —VHKOKE, NEE
WHIZEHRIICHE LT B2 E0S 2 ED25TH A9, FIFIKODVTRERED

" Brabec, B. <http://www .ksinclair.com/Article576.htm> (accessed 10/15/2003) %
K U Lewis, H. G. (1984). p. 1 &,
SZHENE, 7S A Ny —fGE RIS 3y — 2R VAL B30 EDETHE
CThHb, A/¥L « A=)l (spam mail) WL ¥+ ¥ 7 2 =) (junk maiD) EFEIEH
LHTLITS H %,
Y ELHEOWHRICE 5 e KED 10 R AHRIE DM 2 (R0 ] EEFEZ TV
%o DM ICE2b 2 MEOMEIATE TlEdkbZ VW Licd 5,
"Bly, R. (1999). p.327.
B HARDESEESKIC D DM OERIZB%THZDITR L, T4V HDZIUIH 20%iC
bbb, HRSA LY b TBE—V 3 Y

<http://www.nd-promo.co.jp/marketing view002.html> (accessed 2/11/2004).
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FoRPOANBIOTI I TEMNIEWT &I B,

—IC DM DL 2K v 2R3 1 %Ki ESONIRNEEEST L, £h
ZLLTHED LIRS DM ERBES VI DA SHICT EZHNENDH
5o TNICE>TDM L& —DOHRMBIRE>TL 205 TH %, DM T,
DM ¥y r—=vEEbhb LT, 7 —RY (voucher), # % v (brochure),
NS5 F 5 v (Slip of flier), BH, ¥ v 7, REMAHEEGENEEE
DREMPICHT DM LY =& bDAFEFINTW S, HEEFIE, Y7Ly
MEARERLERBETOH LT, DM V¥ —RIBERELEZA S bDEEZ D
235 2D T, DMOHFTE LS —Ddb- L bFHRABFVWEEZLNT
W5,"Holtz d VARV ZD 45D 3RLI—HhoHELE] EDM L4 —
DELEZ TS 5"

DM v % —%{FEkd 5 HHIZ, ThICk > TiA T oEHH 5035
POLVARYZ%25EHTIETH D, ML ARV ZEELLDITIIEDL)
RN RIBGEE NS 757 4 v TSRO FIC8 5, Morel (3 DM L ¥ —
EEIBEOHA RS54 v ELTUTOEIBHABRELA T M ERELTVSY

® Heading: HEA5|< DTV R B — 4~ (Dear xxx DHIMEICHE )
® Opening line: ZHRKTRIFHIEHIZ L DX

® Offer: PiinE 723 ¥ —ERD5EDASL

® What's in it for your reader?: &iA 1T & - TORILE (HIREMT)

® Call to action: FtAFDITH)Z M

® Tight copy: KDFWVWica E—X

® Appearance: RRZA L T 50Tk VWY, /5757,

YhnETE, DMALEDA =Ly —dHR 2 REREARESN TV DXL T,
TAYADDM LY —d DM Ny 5y =V T XTONEEZELDIBERLTODEEZDS
NnNTWws,

“ Holtz, H. (1995). p.228.

“ Morel, M.
<http://www.themfactor.com/Articles/how%20to%20write%20direct%20mail.htm>
(accessed 12/2/2003).
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subheads, V) 2 MMb#5 &)
® Finish with a PS: 4 7 » —D#i, #oKL

Duncan & IZIEEES LA 79 P 2IREL TV 5,2

® Headline {EEZ5I 72d DA 7 7 — DK

® The Opening HFEFTIHHE L, AFORLFICHT 2FA

® Offer Preview # 7 » — D% (FREE, without obligation 7§ &)

® Sell Copy Hr%Rnmn Coid T-0345 2 Flik

® Subheads To Introduce New Thoughts HA L3 E—NEDER

® The Offer ORI ES 5 oD Dk

® The Guarantee Ridn, ¥ — ERXDERAEET 5 T & THA T DAL, LD
fieeTH

® The Call To Action #tsdFDITH) % EE

® The P.S. BllOGEEM WA 7 » —3ilH, fTEIMUE DR DXL

IRFEEEEST S ETOMBEARTRISERE LTH M SIEL AIDA 0 kH]
PRIHIN TV, Thi3SHO T LV EBRILE, 1 v 5 —% v FBRIAS
ZIFIUODMEEFICOVWTHYETWEE S, FOZ>ODM LA 7o D HE
ARENTIZ T O AIDA BRI - TWA E BB ENTE S, $75H5 DM 5
1574 v OEE LTI, $IHHSHE (Attention), BlEEATa/E (Interest),
KB %9 £ T (Desire), HAAMNIITEIZIEC X5 (Action) & W9 I %
BOomElTH 5,

DM O HMDSER B W LIHBET ISP AN OGNS Z Licd 2L, AIDA
K-t 4 74 V7R, ATFO=—X%jikT LB bDTHRITINIETES
W, —F, E2HiTHNLDIC, PEOHWbHATO=—X%jiitz4 T
ETHEMS, DMLy —D54 54 7 EPEDSA 5+ v, readable

“Duncan, G. <http://www.publaw.com/letter2.html> (accessed 12/3/2003).



Plain English 7 & R/
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T, understandable 7 2 ¥ f W TEDPNEINETHHEVHIEHT—H LTV S,

4 DMD7 +—<wv b

KIZEBEODM Ly =D LA T Y+, IE—, F¥A v, KB LORKH%E
HRThBIEIdd, 7r—~v b2RZE, Z2<DODM L ¥ —ici@d 2
WS DD DRSO Ics 5, FT DMLy —OHKOREZIIVDHY S
letter size (8.5" x 11") 43 35%, legal size 3 8 %6 TdH 553, O DL ¥ — i3+
A ZWELEETHi-> TRV, AEROBEIAMBLERD 35D 2 (T6%) &b -
b0, ThlflotbHwon s, ARBE (=Y 3, @FoE
VEAVI—PREAEINTH2DIZH LT, DM TR1IKDAEWSD
1 39% LA, Z< BEEBET, 2K RSO VwDEV Ly —nK
HETH B XFOBBEBANTESZ W (T6%) 28, KD ZEEZZD L0
DI >TW5B,

Ly —DEKEF D S b letterhead, salutation, body, complimentary
close, signature ZIEEAETNTDOL Y —ITA->TWVWED, BEOE VXX
L& —TIRNWEDEITD % letterhead, date line, inside address 25& F 1
TV DWH S, 150EDHH, FHHBA->TWDE LD 2%, FH0
AN 3% HABE L A>TOWRELEDAE TI%bH > 72 DM TIE—ED
F oy - E&RT 2D, HILSRFEOHHMMNE LI NITVENS T
LTHA I, 223X BHEOHUIHBHRLEN TV 25802 0,

inside address WA > TWVWAB L 7 -3 b0 33%T, TDIELAER
window envelope DS EFALLbDITE>TWE, TNUADL ¥ —IC
BA-TWRELY, ZOMHEL ¥ —TiREL, Ny r—=Yorhotr —45—7 4 —
LI EDT KL 2% window envelope DSELICHM L TV AEENEZ L, L
7 —DKRREICP. S. (BLUPPS) BWA-TWVB LY =7 66%b d 5D I3HLL

RO

BIR=VEZITIE, VHWYWIHVWEOXREELIETLR VY, FHENBHNE Gif) %
BEiAD, TNEKTTEET 272013 ES LTHOHR— YV EIHNBEILEEZDTHA 9,

— 168 — (12) w H I

WbhbWwb Ly —7 4 —LICDWTI, full block %% 36%, block form™ 23 66
%NTHotoo NYRIAT 4 v ITDEXLR, AXOBERFERLLH (BEAL
TNU—1WV LD TRINI DD AT%S B - 1o,

Pkl &nr s, DM BEARMICEEFOE Y2 2Ly —icll-> TEHE,rN
TVWBEIICRA BN, MirBETEL, THAFOHRICIFKA, attention
grabber & L TORAENS - bDTHEI EBbN D, THOLEHED Y
A4 X, B, WK bDIREL, PRBODES2ENEONE, Zorh
T, DM v —dhlic o 2 b wEX LoR#MEEA 0@, Ly —
BHFEO LA 7Y i full block, block 281d & A ET, BRI 7V —"T, £/ P.S.
EELEIEVHITETH B,

L% —® personalize (37 # —< v bOHEEARAXD I E-FRHOHAFITOWV
TABIENTES, FTRHICOVWTH B L, heading, subheads Z Tk
52 &THY, salutation bAJFESIR Y personalize 56 2 & Th 5, WHED
EY XA LY =T Gentlemen: /Dear Sirs, O & WEHIEHZ AW
SNADICK LT, DM TRERIZZIELALHEbAL L, HEZVDIF
Dear Mrs. Irene Ellena,/ Dear Irene Ellena,/ Dear Ellena,/ Dear
Irene, DX MO DL TMADZRIZE L 72 & DA% < (150 EHh
57 18), K\\C Dear Friend:, My Dear Friend, Dear Special Friend:
72 & (150 @ 30 38) HE W,

LarL, PIFTo X5, BEDisunz ooy S3ERICE > T, athic
& » T2 =—7 1% salutation DPIB RSN 5,7 5EIC K > T, Congratu-
lations, Irene G. Ellena: &% Consider, dear friend, DX DI
salutation & opening sentence % & # 7c & 9 2 salutopening 12 & - T
personalize #4125 > TWVWAH & H 5,%

“ 2T i3 date, closing 21T, body ®UA% indent & 2% & D &, body DA
7% indent 4, ZOMIETRTLEY -V VIHiA BRI 1A VDML A5 5,
By 2 Y HTIE, salutation Db & @ punctuation & LT, BHEOE VYR RAL F —Tld
Iy EDTLN, B (EARKEET 2561 E) oLIdanrEicRary=iso
5,

Prcid L g —AXHICHTE (ZEH) OB R B &% D 1IAA T personalize % 137>
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Dear,
Dear Neighbor:
Dear Fellow American,
Dear Native American Friend,
Dear Person Who Cares,
Dear Customer, ()
Dear xxx Customer,
Dear Subscriber:
Dear Valued Customer,
Dear Movie Lover:
Dear Associate:
Dear Executive:
Dear Reader,
Dear Collector:
Dear Recommended Subscriber:
Dear xxxx Reader,
Dear xxx's Cardholder,
Dear xxx Friend and Member,
Dear New Member,
Dear xxx Member:
Dear xxx Member (s) :
Dear Benefactor,
Dear Friend of the Poor Boys,
Dear Friend of Scouting,
Dear Soon-to-Feel Healthier Friend,
Dear Rail & Cruise Enthusiast,

Dear Civil War Enthusiast:

S GH B B48), BT v Ea—y%2H5 E0[pETd 5703,
NV G A =V DBEHBRANT I B AHEE D B B,

(13) — 159 —

DHREDIEEE,

~ 160 — (14) w oW i

Dear Policyholder:
Congratulations, Irene G. Ellena:

Consider this, dear friend,

Complimentary close iIZE S WH D NHbn TV EzrERTH S,
Complimentary close & L TE Y3 AL ¥ —TZ < w55 Faithfully
yours 3% - < fibNnTWi WL, vVery truly yours,/ Yours truly
BRELEDMiIZBLWTREDODTDIE VL, (4#) KD DIT, Sincerely, DT
Ficz < AvenTEBY B9@), TDOEETH 5 Sincerely yours, /
Yours sincerely ZfNZ % & 80 @IC# %, #:\' T God bless you, (61#)
/ Gratefully BEMR OGN G, G@) Tofoflé LTUTOoL>KbD
BHOWON TV S, F72EHT X3 salutation 13dH %43, complimentary
close BA> TVWIEBVWEDNBIFlbH -7 &TH B,

Good luck! Sincerely,
Good luck!

Sincerely, Thank you.
God bless America!

May God bless you for your kindness,
God bless you for caring,
God bless you. )

God bless,

Sincerely,

sincerely,

Sincerely yours,
Sincerely Yours,

Yours sincerely,
Respectfully yours,

Respectfully,
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Cordially,
Good going!
Yours,
With warm regards,
Best wishes,
Best regards,
Your friend on Skid Row,
Your Poor Boys friend,
Your Friends & Neighbors staff,
Thank you,
Very truly yours,
Yours truly,
Yours Truly,
Gratefully,
Gratefully Yours,
Gratefully yours,
Yours in good health,
To Your Improved Health,

To your new future,

IhonfflchbhrbE512, DMIZBWTIZ, Dear Irene Ellena, D&
ST X 5721 personal 222, informal IZFEU M 1S, k% 1E God bless you
for caring &/ To Your Improved Health DX HICTE BT EMTH
Wk oig, FREMOB AR Sincerely ® X S BRI T, T30
informal 73 & @ T{ESSMHIBIZ B 5,7 738 Dear friend,/ sincerely, /
Gratefully Yours, BEGHRENEA, DX BAFE, NLFOM
WHIFERD EFA XD,

7 Salutation IZfHAZ %W 55512 Mrs./ Ms. 75 E QIR Z D I8 WEZ HHE 0,
FEL IR (2002) b. P. 49 &I 172,

— 162 — (16) w H I

%5/, Dear Sir, ® Gentlemen: THE® T Faithfully yours, % Very
truly yours, Ttids & W S EHH T formal 7% opening & closing DR # 1
DM L& —itBVTIRAVLONBOWERTELIA LV, ©LALRRINE 7 + —
<y MIHATEDIVWI LItk > T&L O HiZzE, DLTHTE— VIR
ZHS DB DM L ¥ —DEfEEEZ 5N D, TDOEMICEH, HREICEFA S 7 + —
<~y b EOFEBEMEGRE LT ToLSBbonHV o TV S,

o FL, MEEZHWV2

O NNT TS TDA VT VYV a Y

O LFDT 4 VYA XEEZD

o KXF, A5y, R—F, REXT, BRIDIEFEZHVS
o &5, THHil S CHRISAFSILT S

o M, REMALS

o s EE AN S

ePSHEANS

5 attention grabbing ¥;B&

Ly —ofic R L (heading £ 723 W < 50D sub-head) 223 2D 1
attention grabber & L TS H 2 Lz il EEBh THB, Ly —2(K
WC—2DKREE DT LDI1FF A b subject line TdH % #, headings
(heads & sub-heads) 3D/ v a ViAW L 22352 ETH B, TIT
b letterhead @ fiLi& % salutation @ FIICE M N % headline (4 first slogan
copy & bIEEN, AXOHKE S REVWEFPERY 2HVwT, —RLTHIL
DL BB LRI - TV B, BEOEY XA LY —TRUHDIHHTH
% letterhead & DM TWREMEE N E T EHLZ WV, €5 DM L ¥ — (3#(F
X (correspondence) & LTk b &L (advertising) OEZRDIE VNS5 TH
b, TOhbYIES, v TE2ANIEAEE LYY —DRBIIANONEES
ME N

*Duncan, G. <http://www.publaw.com/letter2.html> (accessed 12/3/2003).
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DM V% —7Tl3, #AFICRTE—IMLIZWTI &%, T O first heading
T, opening line T, benefits for the reader T, closing line T, £ L TP.
SSTEVI S ICHETHHO R LIRS FENPRHA IS, %/ Bailey i
&£ % &, headings (FHIT "Result" DL I HWEL, Ll RELD s, D
LE< % >Ts "Our sales are improving." D& HIZH 2 FRENE B D
5 & D il B U (descriptive or informative headings) @ /5 25%)
RUEENd.,2H 7Ly —i2b X DL S heading DHAFIHS R S0 5 53,
IO, 74—y POETERY Y Y ¥ 7, BRID, K=V F7 4 bEED
s Rohs,

(1 H¥tEo DM

The Smithonian Institution urgently needs your help.
Please act now to protect the future

Of your national museum.

¥ Blake, G. and Bly, R. (1991). p.32. and Bailey, E.(1999). p. 43.
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FUToRIc A2 &5, KR EOFEHE LT Oriental Diet Food & 7
Low Price Rental Movies @ & 5 72 &5 &KB L » b EG LM E LT %
f@lejicd 5, [Sample 1] @54 = v P HEICBET 2EROILE, LT

[Sample 2] BEFAY 7 bDIEEZLTWVWS DM LV & —Th %,

[Sample 1]

ANNOUNCING—the ultimate diet secret from the
Orient that helps you ...
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LOSE TWO POUNDS A DAY
BY EATING MORE FOOD!

Dear Friend:

I want you to forget everything you've assumed to be "true" about

losing

weight -+ (68)

[Sample 2]

Remember Penny Candy?
Rainbow Colors & Fruity Flavors At 1¢ A Bite?

Here's a deal just as appealing:

7 MOVIES AT 1¢ EACH!

Dear Movie Lover:

Let yourself be tempted with an affordable, totally irresistible

grown-up treat: Hollywood's brightest hits. ---

L4 7Y b % heading TitAHFOFEEE O &2 o (ATTENTION) # (3,
S 5ILZONEFEICD VTN AINTEREST) 2RO C S FNIEE 50O
T, AXOHEZ LD IZZHOD TEHEILK 5, 105 opening line D AE
Tho, MEOHGNCHTIEYRX ALY —Tlid

@ Thank you for your letter of May 5.

— 166 — (20) w H I

@ We are writing to you with a keen desire to do business
with you.
® We refer to our telephone conversation yesterday about

PH-3.

WEDOKRHEBHOVONEH, T50VHTDM %2459 T 6 impact 2572 <, &t
HFORLERGECFT T EIF TSRV, "you" attitude DEZMBEL I NI
T8 S50, —iRIT, copy writer (3FEATOBRELEFOR 9 & 5 153
VFOEOLNRKE LI first sentence 1T o> T AT LICEHLT D
Thb, TRy v7 vy —icRSN 3 opening line DHITH %,

@ congratulations! You've already been awarded a Free Gift

Package valued at up to $47.95! GE=EW)

@ Life is complicated enough. That's why we're offering you
a local toll calling plan that could save you time and

money. And, it's easy to use. (FEiH&fH)

® Newsweek needs your help. (HipR#D

@ How do you feel about having your name on St. Labre's new
elementary school building? It is an honor I hope youwill

like. (5K

® My name is Gordon Pape. I'm a real person. Andat age 46,
my job was downsized out of existence. I had almost no
money and no prospects for a new job .... 9 years later, I

became a millionaire. Today, I'm a multi-millionaire.

(FE =)
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® Give me five minutes of your time and I'll promise you 6 readability Ej?,ﬂ]g
instant relief from pain-free movement....deep, easy <, flHIC PE OFEARIE, (&0 bHsFHAHEL LT VWL D IES
breathing....and weight loss so easy. ... () (plain) ITEL EWVWH T ETH B, ¥V T IERTAHAL S,
@ I never thought something like this could happen in Amer- [Sample 3]

ica. (NPO)

Dear Friend,
Don't pay another penny for things you can get for free!

(Hifkaxt) Please accept the enclosed personalized address labels as a
token of thanks for reading my letter.

@®r1f you're like most people, you'll probably want to have a

variety of options if a time comes when you need long-term The sunburst on your labels is the symbol of the Smithsonian
care. You may want to choose home care, community-based Institution, America's national museum. Use these labels
care or nursing home care. The key is planning for care on your correspondence to show your support for the Smith-
before you need it. (PR sonian.

@ what kind of vacation do you dream of? If you haven't What I am about to tell you may surprise you. More impor-
sailed with Sky Princess to Australia and New Zealand, tantly, I hope it will spur you to action. I say that because
you'remissing out on one of the top vacationdestinations the Smithsonian needs your help. (e

in the world. (JRIT&H)

[Sample 4]

ZOFITH A% K DI, opening sentence D EEKPISHNEIZ DO TEHE
ThHM, THKEERHE, AL IEY —-F, A=) —-KETL->THRAT Please join hands with me. I remember one more thing that
DeFER, HER, AR, @EEEN, R, ALK, JREE, [EEL, & Joey said: " I don't believe in promises." It will take a
DILEHE > TVWZE I HBELFHICHEZLZ TODHW B 5 F— I (rapport: ¥ long time for him to change his mind about that.
I, EHER 2ECEVIHATHEL TV S, WEN b IHEEIC b EEFE
ENRTVWEICTLYRY =T, 41 V7 4—<INT, HEK tonedT HbbH Once again, you can make a life-saving difference. So I ask
PETEMINTV RO TH 5, AT Ly —ICHARIKSZAE N, b you in this summer season to join us in our love and care for
oA EC T ENTE LD, so many boys and girls like Joey. Please send a gift of $10,
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$15, or $25. I am asking the Lord to send you abundant

blessings as well. (NPO)

2D 2#& & common word, everyday word TH»N TV CHELFE I —
247\, T C T Enclosed you will find/appreciation/request/
owing to/ advise/ remit M E %S &, tone WL 72D, FAIKL KL
%73, Please accept/ thank/can/ask/ because/ tell/ send D& 9
G BEEAVTW S, £/, HIPRERALE D % M8 TH X
S+V+C 2 W) 22T 5L 05 PEOJRANCHES &, 1 XOFEH DL
750, readability (3L T 3. AROMRICB s v F L s -k
T, —2DL sy —HOXDESR 1, 2BORVWXA» S 2BEODEVLDE
TEEMEB R O N B A, 4 35 & 156~203E1C5 5, [Sample 3] o5 7
T7RINTHE, IXEFDNF 777 bRAETH S L, TOPIEEL A
SN,

FAV I b e w=4F 47 BLUDM OB ESHLN TV S Jutkins &
PEDHéECcbdb D, XD 3 HEMIHT 5"

ODM v —hoED/DIE &S T0%3 5 XFELIFTOEAE[HZ
@575 70EXRTITZBA 5135,
@ ITRTOXIRELE L, 1 XOFHF UFELTICH X 5128D X,

THOLL 5iEEHEALY 5 EHAREGORATIMREL, £ v - VYAR%E
DL IBEEEIDTH b, EMPITHVEE, BOX, HWIYS 7357424
EbHH B EITL > T readability FHE L TW L,

"Readable ® HZ 374 F D 0% LI LICE > THOADENE WS T ETH S,
“Jutkins, R. 13 40 FEEic b 72 0 R PO FEBHE A OBHAEITX L T direct marketing D5
B% L, DMIcBA9 5 100 LI LD EHE NCTWESA L7 b=—F T 4 v 7 DERE
LTHSNTWS, £/ 2000 BICITKED S A L7 b~—rF 4 v 7 1H4ED Lifetime
Achievement Award =58 L T\ 5%,

Jutkins, R. <http://www.powerdirectmarketing.com/> (accessed 1/4/2004).
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FRRREEEZ—MREHETE L, SERE N 20, MEHTREL, Bl
ThHo7ch, 722X TH-700, BIFPIRERLLEEROITHETH %, HIZ
N OLEMDOFER IR A ERIP, hRAE L THO S 8T, O
Bz i20 T, SEMNRNHRICE - TL 5, XicHi#s &, 54
I3 PR ORI L » bREHEO S BHEE L, v 7 vy —ficiiT
CBAHRMDERB VTN SRR TR,

i\ 2B 5 rs KB
according to your preference, if you prefer,
Your payment is not necessary. You don't have to pay.
Let me provide an explanation. Let me explain.
Most people would make decision of Most people would
purchase decide to buy

As we are at the entrance of the new As we enter the new

millennium, millennium

DM DR T H 55iAHFDITH) %2 9 2B (call to action) 126 W\ T3 HEE]
FH & < IT imperatives WEZH &M 5, Imperatives (FH T4, £, #
D X D 15 negative command D IE M ITIRE, KO X 5 7% positive com-
mand DEFEICBHVON L, B AATHIC please ¥ will you/ ask you
to/ recommend you to X EEDIFTHWVWWLIA, HTICL > THIZE, L
WZ &It B ETHNIFEMaSE T ORI BNV R (D)
952 LAERHET A MEIRTVDTH S,

jurlny

# Step right in. / Come in. / Help yourself. / Have some more cake. / Enjoy your
trip. / Just taste it. W EDFNT R B T ENTE S, <A 7L« 27 »(2000). P. 268
B & U Leech, G. and Svartvik, B. (2002). pp. 173-175 &,
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Applicant will be required to send a check for $10.
L0

(Please) send your check for $10.

DIPIHFELWVWEF A %, 2O bFEROERIBZ R oN 3,

¢ Please contact your State Farm agent.
¢ Find out which foods can help lower your cholesterol.
¢ Just open the enclosed envelope.
¢ Order right away!
¢ Return it to me now.
¢ Get a free VIP tour of the White House.
¢ Join us once again in our mission.
URXMEtE——Ftaed s 2565 o0 ERY A MET ST

Hb, —2DOXOHFT, BHOIEH% and PRAKRMKRLFE ToHC &, XBE
IO TETHMREIRIINS, T5VHEERITIHHILS (bullets) 22720,
BEZEZDOIFD, First, Second, Third THEO CTHEIEEZIZTT LI LETE

D HERIIC readable 1275 %,

I'mgoing to call your attention to a simple discovery that can:

Cut cardiovascular disease in half

Reduce your risk of heart attack and stroke

Help lower high blood pressure

=~ w Do =

Restore the health of your heart without dangerous drugs
and painful surgery

5 Enable you to live a longer, healthier life

— 172 — (26) w H I

COBE, FBEZOXEE R T NTHIXD can IZHi< £ 1T, parallel I
(COEEEBEEE) chiz 20 hidis 5750,

In the coming year, we will be working on several new member

benefit opportunities, including:

¢ Developing a gasoline discount program

¢ Improving roadside assistance even more using Global
Positioning System (Gps) technology, which pinpoints the
location of your car and the nearest available service
vehicle

¢ Providing additional Show Your Card & Save discounts

¢ Offering new insurance products

GPS (JLHIEKHIN. > 2 5 &) D & 5 75 technical term (&, —f% AIZiE5 b
WO T 2 08D D B,

Follow these rules carefully to make sure your entry counts:

1) Use a ball-point or ink pen to complete the Entry.

2) Circle all of the errors you've found.

3) Return your completed Entry by the date specified.

4) Take your time, you don't need to be an expert to do well,

just use your judgment.

VI ko X 51z, wording, styling, paragraphing @5 {kiT & - T plain
E 97340 b5 readability &9 5 T EMWAJREICAE D, DM L ¥ —icBWVWTd
PE 0%EB 2 HIET LEERMETE 2, 2F0 Ly —2HE ORI bTE
505, PE %Z{fi-> TR L & — (effective letter) 2FE < &V 9 D IFFEICT
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bTXHIETIEHLE Y,

7 personalization ¥R

EVRRL Y =3k T35S L5 IcE T (Write the way you talk.) | &5
bbb, Bto BOWAGIIET 215 —TRHATRIEEDOA, #, iV
TEBLP-TVT, HEFRZOHEFEM-> TV 5, BHWICHEOBRIL
FEF->TOVWBEANEZ L, LMK ->TL s —%E L EE@mATOI L %21
A=V LEBOFETLOIICES CEFHAADLI S ICEDLN S, LirL DM D
Bitr, EBOLV I —3EREED, KA reader I224T SN 5 sales letter
Thh, RELEFEEATHZOTL Y —DZEEEBANICA A -V LB
FLLEVI DB ETRE L,

L LEESR 25D 22009 —D0HEEHKRIL Y —O
personalization TH 5 5, =4 v b IARFEDOKREFTH B b5
T, SlebmAFEASETIL Y —Th20DEIBHEEH%2T5ILT
bb, BEFLLTHE, HATREOVHI>TOZ AL, HOBEOLTOL S
WER LA >TVBEATHD, TOALTIIa=r—FLTVEDbD THP
BINEE SV, THHLEDM LY —Db - & &KX 7SH#I3 personalize
T5ZEICHBEEBEA S, Lewis & Nelson ZIKDLHIZT FNA 2%2TF 5,

® GATHEDSETEN—ZNZTNOENET ZHEEDOSETL
NBTEITE->TIR—NEILT BOBKRUITH %,

® GiATIT, HAoREIN, FRlThs LELSE L,

® H¥ D you 2L HE L,

WE, DM @M+ d, WETOREEZHOGATFES -7y FEL,
AT OFEPCHLOEEVAE - 72 bh 5 WIRILO R TEP ST LS
S5V, Kb boT =7 T4 vIIRE LT DT, PID, W
FroRT, Tovy —PHSAFIETONILEE L L KLY —D
tone % AJHEZSPR Y personalize L7 NITH SV, FDHOITIIZEEICE

— 174 — (28) w H I

DB &SI, FRABKEMNS (humane) REDSIFEN 5, 3, HIE
MODEVRALY —THbICbnhbbT, EEFLLTRTE LT Y-
VFNVBELEHT I ENKD LN TV S, Bly (1999 i "A formal, stiff,
corporate tone is inappropriate for direct mail." & L 7z £, personal tone
24w O BRI FEE LT, BT 3#ERE (contraction), T o F v b
BERB, 25V I/RBEMVE I LEETTH TV D" I R2EEN 5 RSB
(colloquial expression) AW 5 T &1 & - T tone % informal #> per-
sonal ILL TV AHIE LT N bR S M,

@ 0K, let's get started.

@ what a discovery.

® Do you really believe that God has a plan-even for the
homeless?

@ Yes, you can make huge profits ....

® Just think what you can do with ....

® And here's more good news. !

@ You may think I'm crazy, but ....

Take a few minutes to read ....

©® That's why we've sent you ....

@ Now I know you've probably sitting there thinking, "Me?"

Well, all I can say is, "Yes, it could be you!"

ChiE, XEES LY, BdEERT Yy s Faz—var (2, 1, "
L BE), ROBAR=ZBEEANSE I EITL ST, DL THEENE
tone ICIL DT & H EWVWIHETH 2, LN bEEAT-H Y REEML L RKIEE
KTHAHIEVWHTEEBELT, ThICHEREPREELAEZ 2L,
FHATITH LT, BEFLEHTE L TVELIRKNESA DT ENTE %,

“Bly, R. (1999). p. 349.
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£ 7z personal tone ZH T 72D we TIEE L, —AFRD I A2f 5 Z & E
NaM, yv7FuLy—0hTIHHVENTWE DN 59% b b - fo,
595 &, DM IZHB W TIF writing tone % personalize 5 Z & IHEW T
Ehom, BHDT I =y 7 E0WSTENTEE, TDXIITwe TEEL,
you® I 22T 5L PEDORSUREHTHY, H<hoEbhTusy
VARTAT 4 7D " "you" attitude DFANC & - TV B,

O My simple step-by-step plan has been under development
and practical testing for years. With it, you can make
incredible profits! GE%)

@ I feel so sure you are going to renew your membership that

I have enclosed your Official 2003 Membership Card!

(PRBRZAL)

bEAA, INTOLS—BLWTwer [CEZRZNETVVEVLS L0
TEHIBV, TEA Y7+ —=T, HLAEZSLEINEEHEH, BALL
TOWRITIIEABH D, NEOEMEE policy b2 & X3 we DAL NE
FLWEELEH S, LB ->TUTOfloLHIc—oDL ¥ —DHfTI & we
ZHFELMMVSITETENEENS,

@ 1I'm delighted to welcome you to Club Macy's and the many
advantages of shipping with your enclosed Macy's Pre-
ferred card.

We created Club Macy's to bring exclusive benefits to our

highly-valued customers like you. (F/¥— )

@ Now I know you're probably sitting there thinking, "Me?"
Well, all I can say is, "Yes, it could be you!" As the

following Computer Audit shows, we've verified your

— 176 — (30) w H I

terrific record of faithfully entering our Sweeps since

at least February 1986. (HipR#D

8 FtiSELEE: feature D benefit H

we kD byourkflVWBIEDA Y v bIFEBOMEMAETAFOMIZEL C
LThH b, VAN, FTATFOMKERETLILVIELLATEH B,
DM DA IHIE B EOMETE (FE2FoNm) 2EBldT5ILTH
55, TOHMAEFEET 2720123, &0 IS RBEREEPSLIEICE 5, 12
EARHLZBEANEZTRVALIDDO DM ELTUUTD LS K letter 2FH L
ThH L,

We are pleased to inform you that there is great nutrients
for your health. It is Ginkgo biloba which has been widely
used in Europe and Asia for centuries. Ginkgo is supposed to
be extremely effective to respiratory distress and demen-
tia. There is another feature that we recommend is that this
Ginkgo Biloba does not include anything but natural ingre-

dients.

If you place your order for more than one bottle of our
Bioenergy Nutrients Ginkgo Biloba now, we will offer you a

FREE bottle plus FREE shipping.

DV Y —TRELDOFHEFL AN LTV, MRIT, FED LK
i3 we D HITH 5 (advertiser-oriented) O T, HiAH T IEMEmE—HHJICH L
FFoNTVBEELT, CLALRLERS LS LAV, INEX DR
K75 sales letter 129 272 0ICIE PEDEZ G EHEEZRD ANS & 3EH
Thd, THOLLEATFOVLICED, FAHFORIKICOEMS XD HHMD
W2 300, THNICZ o754 7 4 VI OHENARETSH %, FlAE
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[Sample 5] & H1IcFHL LHAFOHIREIPIBHE > TL %,

[Sample 5]

I hope this letter reaches you in time! Because I've got

great news for you-but you must respond fast.

Would you like to have more energy throughout the day?
Breathe a little easier? Feel as mentally alert as you did
years'* even decades ago? How'd you like to always remember
exactly where your keys are, or your glasses, or even the
name of someone who you recently bumped into at the grocery

store-without hesitation?

Well, congratulations-because today's your lucky day! On
behalf of Bioenergy Nutrients, I'm personally inviting you
to enjoy a FREE bottle of an herb that can drastically

improve the functions of your body and mind.

It's called Ginkgo biloba! It's been around for centu-
ries, and has been widely used in Europe and Asia with

amazing success. (39 Bioenergy Nutrients)

HiEI TR N7 &I b BT 5435, you Z2ZH L TWB KT TR, B
BEAEH W5 T &2 & O 2fkDS personalize &1, FATFICED LT D LI
EPNTWV S, DS —HNICHEREEET 20 TcRE <, s ToRb%E
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BEL, sFIcflb-oTEhEREL, ZhICEALLXHCThIE, bich
bacAFrRESTHBEL SR LcL I BRI S, T80 BRI
(Bioenergy Nutrients) @O ¥:8E, FH#H 2L X2 D TIE7 <, more energy,
easy breathing, alert mental, improving memory 75 &, A FDIIEHITI -
TP N2 B PN A I 2 REBRAN OO EFF ORI L, (RDO/¥5 T
77 TRMNORLEEWRD LT TV S, DX HICHEETF (marketer) 13,
ih, P — E RO, HREE R T 20 TR, T OHRENTEATF OHLE,
IR ED XS5 1TV S O 2 BmIAT 6D TH S, TNHPETED
[feature & O b benefit 2l N&L, | DIV—NVThb, TOMITH Q & AJE
RoflidZ < Hon s,

@ wWant to start your own business? I'll give you a little-
known secret to get a loanup to ....

@ How do you feel about having your name on St. Labre's new
elementary school building? It is an honor I hope youwill
like.

® When was the last time you were guaranteed anything in

life? Today you can change all that.

[Sample 6]

Your home is an important investment and you want to take
care of it. Now, you don't have to face the problems and
dangers of electrical repair alone. And you never have to

pay full price for electrical repairs again!

Edison OnCall is a new service that makes electrical

repairs easy, affordable and convenient. Sign up now, then

just call toll-free any time you have an electrical problem.
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A repair person will be at your door within two hours. Or
if you prefer, you can schedule an appointment at your

convenience.

[Sample 6] T®& you attitude WL SN, KEKRVIZL TV EHAFOD
RIEEIR D fc i — B R 232k T % % Edison OnCall #3520 1AL &V 9,
A TFOVIGITT - CHABEMICE > TVW 5, AXPNT T 70ES S
B<, XEHHIT And, Or ZH WA &4k E LT readability DEE WX E W,

9 X&0

SHOELSIC, B-A =AY d =%y bPERLTOLREICBVTS
DM O&EEMHEFIEDL SV, DM/ /¥y 7F =Yoo h ¥y oy, BEEEH—
&k & As N 2EEBH 201 LT, DM v 4 —id, ExFoEi
%, AIDA OJFEHANCHE > T, BREMICHA F 25T 2 RIS sales letter
LLTOWEER > TV 5, fEPIT, DMLy —1F, —H, #FEOE YR
L& —&EC & D ITH A % salutation, signature 2R IE, WHEOE Y X
2Ly =L RELOETHENR SN S, F 7 salutation 12 LT H K&/
TIT 4B, AoV AR, MbEbEETHLI LTI, WHED
EYVRRALY—LRE - BYIE V- THBEETRE VL, & LAZTNIEI DM
LY —DREBLRSVWTHE/N—V F ) ¥— a3 vELET S DDENI
HIKEE->-TdELIA WV, §7H5E DM L ¥ —I13—FH., correspondence ®
TR A& & > TV B D advertising DEZDEBII L MITKE D,

ST ELTHWK 150D DM L ¥ — %2503 5 &, IREIRE Y
LD EIEBAE =54 T 4 Y IOBIEPKREL, 74 —< v FHBES
Nice L LERICZNIE PE OFEARC bV, HIEFREKHTH S &8
Mk S 7z,

FPE, AL¥as—HHAKYA X, 71 v, XFBREMAVED,
heading, subhead, ) 2, PSHEETRT 21 EE, T XNTHAFOER
Za|& o 5 DR (attention grabber) & L THWVWOSNTWS,
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