SRR N E R AR A 2
#3145 2015.3. 1 E~ 16K

B URIEBI 200 AN oS4 7 4 v 7 {gE
—RAIER TIEMER R 22 #H H L —

T NI S €

Some Effective Approaches
to Teaching Writing English Emails

Kohei SUZUKI

20144 11 H 11 H=Z#

1 [IL®IC

HARDEFBHABTIIBT 2747 4 » 7B BT 20581, K (2010 :
119, BT (2010 :58) L EICENIE, RE=F L 7P T 4 RA T 4 v 7 DIFHE
FRICHANRT, O REINTE ST, 4EEOPTHENROK SN THR
WHBTHBEESZL 5,

PERPSEKRETD I A T 4 v 7HEEOMHTTIT OV TR, BXDOHINIEGR %
AL « RBIPNEZHE U CHIRRIE S EORBENIRE S, X575 713
LFELFESHEIOELAHENE ZRENITEL O BB HEA TS, HIRE
TEXDFFEFR IOV TR, TOFHERBRED 2D b, EOIREINK G HEE
TESUZHRNED B B2 75 &, S OITHBEMNAENEETN TS, £/, FEF 7%
EIORELEENE ZFEIIONTIR, ZOREOREMEL Eh S5 L bEERTH
BDIWEFETH 5%,

—HRFORFEHBICB TR IEFE NN T T I TPy AR EDE LE -
NRESOHERLAEL ZEDMHAESNDE LD ITH->TE I, UL, KREEITS
75 7HMONEARETENMEIELTE, TNETOEHITBVWT, &
FVDOHEEVEEFOCICRBPHAECIAbELEFHOMAIZELTZL
Mozl EITMA, REAZEBIZBODTHHAXVNIVOEREF EESLESD
H B PEL DM H %D G LRGBS D720 e i, filEd, EDkHuEk



¥ LRITEB 2 0 AN T4 7 1 » 7R

BTHEOTOLOLDOL SN ERERT 2EENE L, TORENEH LD BB
RTHh 5,

SO BBURAERF A, WHEE 1ER. 5474 v 7 BBETRROKREE
IR L T—EDAE— FIREMAIEER > T, L b5 %Dk EESL
KO ITHEET BAEMHE LIEEI 20 AN HHLA =ik A T, ARRICBLTIER, £
DIFERE =ML T 5,

2 SAT74VTEEICET B EITHEOHE

21 SAF7 4 vTEEDORRE

AT 4 7 OIREERIE. — RIS, (DFISCER, QK LES). (335
T5T7 e 547407 )T atR e SAF4 07D 4RI HEENS, (T
% 2012 :19D)

2.1.1 FO3LESR

Z L ODHERPERTRAID STbN TE b HAXAZFFEIZIRT 57EH T,
Fr T o FGAT 4V ITRYAL M S URAV—Y a v EFOHBEIZEENTH
55

2.1.2 HBELNEE
SAT 4 v TOBELUNEEE LT, CNE TOHRIRIEXY. QU 2= 7 &M
HE B2 EE. QFENEXD 3 DOFHMNEERE SN TS/,

2.1.2.1 HIRRIESC

FIPRAE I AL DR X IENFICONT—EDF Y 2 %2 527 1T
PNEXAENEBIEH T, JITI 2 BHEOIEXHH 5, 1 DIISGEHIEP RS
PRUE SN BINEX T, XEOFRITHENEINIIEH T, WEFZ, FEH
ZATERZENET OB, 9 123, BPATZXA ML, EIXREAFOM
ENEZ OoNTRRTEEHL DT, LEONFIXESNEINIIEETH
%,

ZOMEE LT, I (1985 :139) 3. (1)FHEME %2 oM RIICEbE K
RS TH B T &, QFEHORA » MOMHEIZE S Z &, (QIE LW kS
EEASEBLIENTEEIE, WEMDHTNINBERI NG Z LR ELZETTH
b, T, TOFEEMBIZOOVTIE, £ DIHEFEPFFE IV 720 D3, Paulston (1972:
38) (TMHIPRIENESC & HHEMEX D FFED R FIT DU T IR U 7k S, Hll PR 38
U NN EBHEOITENERICE O, QFEFEDOIRTE M. 3)F



¥ LRITEB 2 0 AN T4 7 1 » 7R

HEICERRERDDE BRI ENTEAEEH LTS,

2122 URZ VYT LEEEIEIEE

FIAT 4 VITEET 4 VT —Yary, T4 bAVKR, T4 MR ARBE
EaBEIEIRE T, FHE, TOHREMRAIEHSI N, IAEHE L2 -
T&E T3,

2.1.2.3 FEEX
XIERRBLOHPRIZ LS EFLRENFO - ERIET 2 LENDH 5EX T,
Z DRGSR, BT, 57 5T« 4T 40797 atR 5
AT 4 VT ICBOREBEHTH LM, HF DFEEREENZIN TR,

213 INSTST «SAF740YT

AiBDEBD, ZLOKET, HHE, SORST 5T« 5454 0 7 HEHE
Ny TOHEENZ B> TETRVEN, TOHEMmITE 27K 728z E -
TWREWESZ 3,

214 7oERX-SA457407

TotR e 54T 40 7ER BB IE Y ZITOWTHEXEENE B, 20
BWRIZB DT & T2 MA LB ONELETIRS B BIEHTH 5, Z QAR
PR, (DFEF. Ao PEY Z7IZ20TOTA T4 T2HOHEINT
Ty EVTEITO, QFIDLSTTRNSAUERKL, Q2N E D SITEXDR
WERFECES LT, )3 >OFHEsE (WA, . Fs@ER Gk
IZHY - Ty L. BIEEZEEITS . EWIHI RN TEXEERSEE 6D TH 5,

L L, SO70®R 5474 073, 1 R=Un52XR=VBEOH N
HAMEKT 2 DIC b HIFRZ BT 20T, WHOREO P THEICIHET 5 2 &
FTET, FEHEIEMAAREENPEZO0DBATH 2 LI RENHZ ED
fefsisshTnsd, CRE 2009 @ 200))

2.2 EEXDTIS—ICEATET 14— Ny TDMR=R

PNE H S, FHEDODLT A2 LEDLHITT 4 — NN I F5h, TOD
B OS Z— AR D 4 DD A5 3 =243 65, (D - 725EA]P
LBAROBERNEATICTIELOEFEZEZZ 830 [ERRmNEED ). 22X &
XDBEN IR D 272D, M FEPCHBMORBELA LS [EREAYRD I,
B REHCHEA DR TIUR MR TH - 720, HEFLHmAFLOMOIHE
HENRIML T LT B OICBEEAE T 5 [EEHGREED I (4)FEH.



¥ LRITEB 2 0 AN T4 7 1 » 7R

Kedil, A, FBOERD PEFEORER ED [GERRD | Th b,
ZD7T 14— KNy 7 OFEPHROBEENZ {ITDN TN B, € O EBHRGE
HRELT, RO IEBHSMHIZENTNS, (BH 2010 : 167)

221 T 4— KNy 7755%[:4:5?(.\

ﬁ%’;574—FNy7’  ()FEBFEOR D ZHANEERTIEE1T S Di-
rect Correction ¥, (2)F#EHHZ DK @iﬁﬁ} CHEIA TR L s & i 9 Underlin-
ing . (3) Excellent.s Good. Fair M EDQ T LHIZ LT, —EDFHMAET 3
Stamping #:D 3 DD HENH B0, T D HEDENI X ZERTEOEILITR
ShE L, it\ﬁﬁm74—bﬂwﬁﬁéwu\Eﬂﬁt%wimf DT
HEHATEIT 5 2 &3, AAJEEICTNLD T, OO HEEH NS & X0 &k
e n] REVE D3 =i cdiziz%ﬁabm\ o (CKH 2009 : 203)

222 T4—F Ny UTBEDEN

HAZLA 74— NNy 7 RUOFHEEHBIZEBET « 74— F Ny 7220
TIEHAWRTH AN, FHEEHEKLFITXBE T4 — RNy 732 NIEERFRETIRE
W

223 MELYABRICBBTS 74— KNy s

NHEIZET ST 4 — NN 7 EBZ PRI TE2 74— NNy 7252
X0 MM EHFEL T ENTE S, GEMERDY ZBEL LIZKICT 5 &1
(L ERICE SN T HBICE LR LIEE 2D ANT, BA0A vy =Y
EEHICFEDTERBT A NAEE) CEMEEHTHSLE LTS,

3 REHROTE

3.1 HREFBORIRKRUEEEM

ARV O RIZEILENFH [Communicative Writing I | TH O, Z
DXIRH I KF 2RO IEKFEFR D FA 25 N (FiilH] « B2 01w ] o> =2 3 A 13
21 A\ il A 0%Z#EZ 4 AN) TH B, TOEIC D55 IR 430 5500 5 680 s
ThHO, TOVFEIT 54175 5 TH %,

AR TRADCER 2 PR T 2 RO b DICEEZ BTS2, &
&ioti$%$<*ﬁﬁ+ﬁ’%’H@&mtwﬁ%ﬁ(ﬁﬁ 2010 : 110)
MHBED, FEANOHFOT 77— (K1) ZBLTH, CHhETOHMHHE
TEX A BNRBRIZIEEA S, F72, @&“@ Writing 183 O B 13 3Ci 1
BHBIZEALET, ZDIEE L LT, MIEMIZAEERMFE I N Th o &) idid



¥ LRITEB 2 0 AN T4 7 1 » 7R

WJ {) 35 o) f:.o
(R L %) | (%)
1 R THHRRE EFH 0 7o H - ]| 80.00 20.00
2 ST HBEFEXEH O 2» F - | 64.00 36.00

SR TINT 7T TR AEF M (B - )| 80.00 20.00
LEBTRS 7S 73EX BN B« | 72.00 28.00
(I D%) | @) | ®(%)
SEKRTDIAT 4 VI DREEREIZED TH -7

(OfEHLD. @3« fEXC 2 @3EHD)
R&xk1 5474 VITBEDOERT 7 — b+ (2013.4.12 EfE)

0.00 36.00 64.00

Fro. JOEEMREIZ, 20134 H» 5 20141 HETTH %,

3.2 [ER%HM
FHEDPAEERIHSAEE 2K S LT, HEEECDIRE A —VEFHIRENZ
EAETHAH L, ZOHMIISHIETEIMA TS bDEMEINSE, U
i 2010) S D7z, E A —IVDR YLD 15 ETHEIFE O KBL2 UK R
EARBTOGEEUNENOIRET S EE LT, 2O ETIVERR UIARM
IZIRT T 2 BN H A S,

SOOI ERE A, FHT2E8 M. ESHEMIZE A -V EHIH
AR B E Tt o [Write Me Back Soon! — Communicating through
Email | (&A®E) & L7,

33 EELNIX

A OFEEIZB O TIE, L 2.1.2.3 DRT K S ICHEMRE NV IR0 [FHE/EX
IS A YT, ()EHR EOFNHED. QAIEMIZEL 2voHFRDO TR, 3)
R ZXY > 7 ZAE—=R e 54T 4 V7 OEA, W FBEIEE T4 =Ny
BEZTHEE LT,

3.3.1 TEEDIOHDEEL LERIEE

TAT 4 YTIRBICEOTH MO S FRELFAMR ERDOH B3I 2 =7 -V 3
VGBI A T BTy Eio, AR I EE T 21 S 70D ITid 4 e
DS RDLEARTHY, SAT 47 DOAEYOEELTHHEEST 22 E3HL
W (A 2012:147) Z D, T4 T 4 7 DIEHORHTEME E LT, Over-
lapping % Shadowing 72 E Dk~ X EHIHEE 2O AN 5B Z & & L,



¥ LRITEB 2 0 AN T4 7 1 » 7R

BB, FEOREEFENDPIEFITERCEIREE 2, ERffE0—BRELT, &
O RANTHRFERFE/NT 2 b S FHE L 72,

3.3.2 ZEMEXER BEFAHT Writing] OIX

212 Tl REEBY, BT VAVRIMSNT T 5T LRIV ADIEHE LT
EBEIO R T, FEEITONTER, TOEEND L OHESNTHE L,

D7, EXELOHFRITODWT, HTOLRERMTLDEND - 7, Hbilidy
HBT—<ITHUTHABTRAMEE FENITHELT 2 [BlEx] (K
Z20 0056 30 2HERXD LEMTAES T, TR FAEASGOAH
EHERENLTH DI FAENEZ CHRETELT S [AlEX] (KE20+D
o 4O E#RETHIEE LT,

BE3EHC Writing : Unit
fEREA : A :] EFEY ;-
WmENED AT [BEE] +(Ti~+{3 : By Your Creativity
1
I
3
+@
+@
+3

Quick Writing [%B] 0 : 8alutation, 4 : Complimentary Close

¢!

+O

+@

+3

HERE (R0~ 3 4EH. @ kL. O: BiEr 1298 A v 1F)
—&=2r b (ERd~STITonT)

(FF0E A )

Kk?2 [BEATSA474 7] OEKX




¥ LRITEB 2 0 AN T4 7 1 » 7R

333 RE—F 345747 DERA

HIBLD S 1 7 4 7% md 57212 &4 (2010:106) 234 LT % AE—
NeSA4 T4 07 %imMTBIEELI, DED, (DHAFHED X THZBEITIC
L&D, QFFEIMAOMEDLT, QHDPORKRDON 2SR L T, @RI THS
D LIEHTH 5o AEETII, FEOHKE, REOELFLZEL T, JeX(HE
ALlffE % 5 2 & L7,

334 T 4— KNy UILKBIELETRE

AR OBETEHOILIELE B EIC LT, 7 7 ALRKTT 4 — NNy 73575
FERO ANz, 2OTFIEIZ. (1)L O¥EITHHEBT 2B ZREBELT, 9.
SRR - BIET 5, Q2T AEZ THMMABANBZBELEMSITMZ %, )%
D, WEHED 7 4 — K3y 7 %% T, Underline 5 TR S 7z HH DFAEXL
WKOWTHEEAHSCOFTEBEZMASENS DTH 5,

BB 74— KNy 7OFNE LT, AFCHAAPEEKERS 5546, O
HEMLTTIZRTNVT 7 5525252 L& LT,

3.4 1BELBESOEGIERE

341 BELELTODA VT v MEE

Subject: Problems with my recent order
Dear Sir/Madam,

I am a frequent customer of your internet shopping website, Webmarket. I enjoy
shopping there very much.

Unfortunately, however, there is a problem with my recent order. I ordered a coffee
maker a week ago and your website said the product would be delivered the follow-
ing day. But I had to wait for 10 days to receive it and when I opened the package, 1
found that the pot had a crack. I was really disappointed and surprised since I have
usually been satisfied with your products and service.

I would appreciate it if you could exchange the product for a new one as soon as
possible. Please let me know how I can return the damaged product, and when you
can send me a replacement.

I look forward to hearing from you very soon.
Maki Takahashi

BI3C 1 : Model XD (RfE 2013 : 43)
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Subject: Re: Problems with my recent order

Dear Ms. Takahashi,

Thank you very much for your email.

We are very sorry for the inconvenience we have caused you. If you could
return the product you have received, we will send you a new coffee maker
immediately. Of course, we will pay for the shipping.

Again, we apologize for causing you any trouble. We will work harder to
improve our service and make sure this does not happen again.

Sincerely,
Michael Simpson

Customer Support Center
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