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PREFACE 1]

This is a book of sample letters, in English, exchanged berween
Japanese and foreign scientists. The authors believe that it will
prove a useful guide for Japanese scientists initiating and carrying on
discussions with their counterparts overseas on matters of common
interest, and they hope it will be equally helpful to fully-fledged aca-

demics and to students about to embark on a scientific career.

For the reader’ s convenience the letters are divided into five
categories.
(1) Scientists travelling abroad as students or postdoctoral fellows,
or to attend congresses and conferences.
{(2) The contribution of scientific papers to foreign journals.
(3) Applying for and making use of research grants from
abroad.
(4) Inviting foreign scientists to be visiting fellows, visiting profes
sors, speakers at congresses, etc.
{5) Miscellaneous topics: planning co-operative research, requesting
and providing reagents and so forth.

All these letters, numbering over two hundred, are examples of
actual correspondence chosen from the authors’ own files, not com-
posed for the sake of publication. Wherever possible, the authors
have tried to provide a connected series of letters, to give a better

idea of the developing sequence of events. The names and addresses
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of the correspondents have been changed, to avoid any possibility of
causing embarrassment in this country to elsewhere. For the same
reason the contents of some of the letters have been slightly modi-
fied. However these alterations have been kept to a minimum, par-
ticularly in the letters concerned with research work, in order to keep

them as true to life as possible.

The authors have not set out to produce a succession of model
letters written by professional linguists. They have instead provided
a genuine cross-section of the practical international correspondence
of two working scientists, who have been in constant contact with
their colleagues around the world for the last quarter of a century.

The letters are arranged by subject category, not chronologi-
cally. However they still carry their original dates. An alert reader
may be able to notice an improvement, over the years, in the English

of the letters sent from Japan an improvement won with much
effort on the authors' part. Naturally, the English in the letters in

the opposite direction show no such variation.

In addition, this correspondence can be seen almost as a typical
scientist’ s biography. The authors have travelled a path which many
of their readers may hope to tread in their turn. They have been able
to study overseas, toobtain research grants from abroad, and to pub-
lish their papers in international journals. With the passage of time
they have found themselves attending international conferences
abroad and helping to organize them at home in Japan, and they
have been in a position to assist younger scientists to study in foreign

institutes and universities.

To ensure that the texts are correct in grammar and idiom,
they have all been checked through by Mr. Patrick Cafferkey of
Japaneeds (Multilingua), London. The authors are most grateful to
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him for his painstaking assistance.

It is the authors’ sincere hope that fellow scientists in a wide
variety of academic fields will find that this volume serves a double
purpose. Its immediate aim is to make its readers regard their Eng-
lish-language correspondence as less of a burden and more of a plea-
sure. But above and beyond that, it is designed to help them become
true, active members of the world of international science.

March 31,1981

Akira Ohsaka
Genji Sakaguchi



PREFACE |l

Our previous volume of sample English letters exchanged be-
tween Japanese and foreign scientists was published four years ago.
It met with a very favorable response and produced a number of re-
quests for a further selection of letters. This second volume is the re-
sult of those requests.

The letters in both volumes are drawn from the editors’ files of
correspondence sent and received in the course of their own academic
careers, but this new selection takes a slightly different approach
from its predecessor. The letters chosen for the first collection relat-
ed mainly to events and negotiations that had gone smoothly and
successfully. However few people are lucky enough to be successful
all the time, and when the editors decided in this second selection to
put more emphasis on complicated and difficult situations they had
no shortage of material to choose from. So readers will find that
more of the correspondence in this volume is about overcoming ob-
stacles and dealing with awkward circumstances.

The letters are divided into four groups relating to:
1. Scientists traveling abroad as students and postdoctoral fellows,
or to attend congresses and conferences.
2. Contributing scientific papers to foreign journals.
3. Inviting foreign scientists to be visiting fellows or professors,

speakers at congresses, etc.
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4. Miscellaneous topics-planning cooperative research, requesting

and providing reagents and so forth.

All the letters, more than three hundred of them, have been
chosen from the editors’ own files. They are a genuine cross-section
of two Japanese scientists’ correspondence with their foreign col-
leagues: a record of the editors’ efforts to study abroad, to publish
scientific papers in internationally-read journals and to help their ju-
nior Japanese colleagues do the same in their turn. Wherever possi-
ble a connected series of letters is given, dealing with a particular
topic, in order to convey a better idea of the developing sequence of
events. The correspondents ’ names and addresses have been
changed to avoid any risk of offence or embarrassment being caused
in Japan or elsewhere, but the dates have been left unaltered and
changes in the text of the letters have been kept to a minimum.

The fact that this is the second volume of its kind does not
mean that the letters it contains are of more recent date or of a more
difficult standard of English than those in the first volume. Whether
they are advanced students of English or beginners, readers can e-
qually well start with either volume;of course fuller benefit can be

gained from eventually studying both.

To ensure that the texts of the letters are correct in grammar
and idiom they have been checked through by Mr. Patrick Cafferkey
of Japaneeds ( Multilingua), London. The editors are most grateful

to him for his painstaking assistance.

The editors sincerely hope that fellow scientists in a wide vari-
ety of academic fields will find this collection of letters serves a dou-
ble purpose. Its immediate aim is to make its readers regard their

English-language correspondence as more of a pleasure and less of a
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burden. And above and beyond that, it is intended to help them be-
come true and active members of the international brotherhood of
science.

May 20, 1985

Genji Sakaguchi
Akira Ohsaka
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under separate cover
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Master of Science K45, H ¥ M
+o

Bachelor of Science 455, M
+o
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FH, ks EPATH IR T Keiko
Shimizu 93k — P FEH, BN steno-
graphic reference,
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and inside address, (4) Greeting( Salutation), (5)Body of the letter,
(6)Closing, (7)Signature, (8) Miscellaneous information 4 f%, 4
BITF
(1) Heading(f5%)
—REFANEREABILEMMAL MR % 21.6 X
27.9cm BfE 4K,
(2) Date line( H #8)
HHELIE A FCEREER . B FE(EER) IFT
FEERMTHEHEEL T H
(3) Addressee and inside address( Bt A - Hilik)
X B9 itk 42 A T PR (Mr., Mrs. , Miss, Ms, Dr.,
Professor, Reverend, etc. )o R #R ( President, Dean, Head,
Chairman, etc. ) EZBER THEGE L Z/E. Hbik g
PR LR(K%E RIS &K B A B HR(EKELURE.
LRI, TS, #54, T8 N &, M4, IRBUR
B . EEEEETTRENESHAS.
(4) Greeting or Salutation( #{#R)
—RRAE XS J5 B BP0 3k 45 A I AN Dear o Q015 AS 50 38 X 7
By 2, SEFR Dear Sir, Dear Madam, 5 $(8#$ 3% Dear Sirs,
Dear Madams, Gentlemen, Ladies %, # G ﬁfT S5
(D(EERX)KEES()(FEEHK).
(5) Body of the letter{ IE3)
FRTE—R N —17, R AFET. 8 —-BENITFL
— s S AFE, BRBABREAREH, MRE L TAH
Lo
(6) Closing( 45 i7))
EXER G ZE 17, 4L P EfR A B & L H ik
R B—1MFEKE, BEUESER. —RE



B BiEA (Vel;y) Sincerely yours, Yours( very) sin-
cerely, Cordially, Cordially yours %, T IE M M A £
Yours(very)truly, (Very) Truly yours, Yours respectfully,
Respectfully yours %, .
(7) Signature(%4)
EEREREEZT 4 fTRITREABEMLH(FEMLE),
RS MEF A ERENNEAMZE (B FN A
o HETFHESL LEES.
- (8) Miscellaneous information( H'g?)
MRFERBERBEAITH, MNELLETRITLAFER
TR A AT F 5 & Bk — 4 F & (MSB: TEM,
DGZ/opc, HPS:1j %) WA M4, BFESE — 134T L En-
closure, Encl. 1, Enclosures: 2 %, A {5 MBI &8, &
REANTF AL — N FHETE-TTAIT L
cc:Dr.J. A. Smith 8{# cc to Dr.]J. A. Smith,
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— 5 B3 10.5 X 24 1cm B H 9.2 X 16.5em R, & L F
HERBAFBHLE It ESH. BEATREAES. XF
HIRRR 4 ot 5 E R EATR W AR RITFIITER
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