#HaR QA

EnicHElThahot=
HERIZBE 9T S5
TOZYEEELET

TECHNICAL WRITERS UNIOM

=4l
Copyright ©2008 Printed in Japan
TECHNICAL WRITERS UNION

ISBN 978-4-925002-07-3



#IERQ&A

I

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

BEREEHDay 6 35.
BERD 2> 6 36.
FE () offives (BZAFER) 7 37.
A8 HF DOHENGTT (1) 7 38.
B B F DT (2) 8
ECRATAT 4 TR I"D"We"D 39.
EL L2l RETTH, 8 40.
Ut OFRL AT (1) 9 41,
Rtk DL T (2) 9 42,
P8, DFRL 7 10
aD Rk i 10
R Fithe D5 (1) 11 43.
Eilthe DfFE T (2) 11
a DT &L 2EEF (3) 12 44,
R DT & LS EHE (4) 13 45,
REEA DfEVTT (5) 14 46.
TR DA TT (6) 14 47.
theDFR L 77 (FIFR)  (7) 15 48.
theDER L /7 (FIFR) (8) 15 49..
theDFR L7 (FIFR)  (9) 16 50.
TR DT (10) 17 51.
R DT (1) 17 52.
R DT (12) 18 53.
ek a] DT (13) 19 54.
A DTS (14) 19 55.
TR DT (15) 20 56.
A DT (16) 20 57.
s OV (e Lk s the) (17) 21 58.
EAX (AAGE) omiRicowt 21 59.
MERZEZ BRI OV T 22 60.
ST REIEDFR L T 22
HIEX &EBEXDLIT T 23
MEFIZy DFRL K 23 61.
HAF o5 (1) 24 62.
HfF D& (2) 24 63.

fiiR - Bt 2 3Bl

each® fHik

in the market & on the market? &\ »
due to, thanks to, owingto®
fifivagriy

Mk, ORLG ()

e-maillc B9 2 8

FEEDO R WHAI DR T
therefore, thus, so. consequently,
subsequently, as a result,
thenD#E >

primary importance & very important
DI

minimal & minimum® i3 1

not thato ik
fLEBIROXBIE (FE)

K \WEnglish & 13 (1)

K WEnglish & 13 (2)

MEf%y ORLIT
CAIEREH ) OFRL T

afterd1E L Wi g

A EARBE DR L T7

a major account? &
operable D fifiv> /5
MEEI)ET 51 DFRLTT

T2 — P9 %, ORLT
TA4HI, DERL T
I~IZEC Ty ORLA

use. utilize, exploitdffiv>4yiF
YR D EIFE DO ALIE (1)
"constantly provide"7>"provide
constantly"

XHUZ BT B HEIG (well) DAZE (2)
R OFEIG (adverb) DAZE (3)
"continued operation" & "continuous

next.

28

29
29
30
30
31
31
32
32
33
33

34
35

36
36
37




#IERQ&A

operation" M &\ > 39 DEIRL T 54
64. specific. specified. required, 94. T(HZXZTWwhk) R %2HT, @
designated. certaindf#H\>43 1} 39 ARLJT 55
65. can, possible, enable®ffiv>4ri} 40 95. X277 — FHlijHiasXXXD AT %
66. apply & validD {43 ir 40 2k 5, ORLA 55
67. we can say that... £ it can be said that... 96. TILOTHEMERS) DFRLIT 56
DFED 41 97. TwolAJUICHET) ORLA 56
68. infact, virtually, actually®d{fiv>53iF 41 98. —Eic~72%, ORLA 57
69. such as & likeDffiva o3ty 42 99. off-line® f#: 57
70. TZokHic, OFRLA 42 100. "tz 5, OR 58
71.  which isDEIEIZ DWW T 43 101, Ttz 5Ed 2, OoR 58
72. need & necessaryll DWW T 43 102. "more than one hour" & "not less than
73. THELT - - « LIER, OFRLA 44 one hour" M \> 59
74, TTAKRD ) ORLSA 44 103. MBI Zfork overdffivagriy 59
75. ~Lic< vy oRLA 45 104. but&yetDffivy531F 60
76. T~DIL; OfRLJ 45 105. anylZ2>\>T (1) 60
77. FERZEEROLED T 46 106. anylZoWT (2) 61
78. process & processingDffiv iy lF 46 107. the products & any products®iE\> 61
79. categorize into & classify into? 108. "~I2ko>Ty T~ZEHL T, I
v 47 Bd9 % by, with, by using, using?®
80. TFIME B\ DFRL T 48 v 62
81. TAy ofRLT7 48 109. SAEIRRIOFE L7 62
82. TEAMiffENry DIRL ST 49 110. ML XFEZRTay 63
83. manpower® 49 111, Ll (higher) o 63
84. TEFAHIPAAIA) DFRLTT 50 112, BRI B Al 64
85. TZoOMIz~L VIHIFREZF>, O 113. excessivelyd Hi%k 64
AL 7T 50 114, aE—54 T4 V72OV 65
86. Mk, oL ST 51 115. Thanks & Thank youDffiv > 431} 65
87. "TA-H, oL 51 116. A ¥ —%v + (fH) OiH 66
88. workforce® Hik: 52 117. Wiz T 2D FEFEDIRL 7 66
89. &, oL 52 118. FHC BT 2WEEOR LT 67
90. T7ARALBT7 4 —%HoHEEE 53 119. All you need to know is® &R L /5 67
91. TY 2 by DR 53 120. #ERD 2 (1) 68
92. Xmiz# <y ORLST 54 121. BlRD a v (2) (FFEDORL ) 68
93. ™XXEBHLALEY FENT0AE, 122. FiFFRER o E8 1k 69




#IERQ&A

123. FRFUIME QR L /5 70 154. N7 LY XL (av<Dik4) 85
124, FRFAMEOSEH 70 155. (2 v <D Hi5) 86
125. more and more*°less and less® 156. FIERZ SRS Ejﬁ%@%‘fﬂ%) 86
g 71 157 {%;/B;i(,()”kvk;:ny G) D o
126. EXLaAE—DRL I 4 158. EUALF (). av= (),
127. BRI DWW T 72 apy (). kIany ().
128. backside® H % 72 Fyva (-) OV (2) 87
129. JEX D 73 159. a v < Ok 88
130. TWUSRGERBIF M Z IV 2 2 9icix 73 160. TPRIEHNS EDSs X iz, @
131, Bk BT DR L Iy 74 RLTT ) 88
130, B 13 B 24 161. F%%gx&i%@ﬁﬂ%(% DFRL T,
133, andd v 25 :Fo:l: U\fztc. bt andkso ?nw{iulﬁj\b)‘ 89
134 CURALEOR LS 7 162, MISLHE & ATISIAE 2 WS 21
' N LTOREEELS D £ 35, 89
135, BAISCHOR LTI 76 163. specification (Hi%f) &
136. 'CT -7, L TThHhs, #HD specifications (EXI¥) D> 90
iy 76 164. datald HEHK > TT D,
137. ¥ A4 FPILVOFRL T 77 RN T D, 20
138. WITE T 245 P EE O S A 77 165. DS B D EBE DD
139. K52 E— DIz onT 78 A7 & F DIGR 91
140. so®ffivTj 78 166. answer&reply@fibiﬁh‘: 91
141. reputation & repute Dffiv 4317 79 167. rv:‘%\?,}b/@l_#J 0)3}’\'1,7?
142. company's growth & the growth of the Efer (iﬁﬂ%)\‘ pusers (HENY) 2> 02
' company 29 168. W E T % HEDE L @EBIED
Iy 92
143. BRI DA FINRTERIC DT 80 169. number & numbersDfifivs4y i 93
144. what's going on® R L /5 80 170. IR ICB U 2 BB OR LT 94
145. count on?DE Mk 81 171, BB L EBOVD &£ & 275 94
146. FEBRRICkRO o2 H D 81 172, HEOE L EBIV Do) 95
147. WXL Y —DR LG (K EHE) 82 173. works & work?® &> 95
148. a lotd Jilik 82 174. aman £ manD)E\> 96
149. HH» k) 1z < blﬁi@g Lﬁ@:’ w7 83 175. &ﬂﬁ)ﬂ%ﬁ@%ﬁ’\‘ﬁ . 96
150. how to Ji i 83 176. operatqr%operatlc?n@aﬁ L7 97
. 177. BT HIEE DHESS T5ik 97
151. howeAvera)fﬁb!ﬁ (2 V“?O)ﬁﬁ‘{fﬂ 84 178. horsepower & power® &\ > 98
152. JPAGHZandTo &I 57, 179. hydraulico Uz, TKIE, B>
AV TRY D (av~<ofik2) 84 THIEE, A 08
153. aswellasOik (av~<~oHik3) 85 180. #robH LVEEIDORL 99




#IERQ&A

181. goal, purpose. aim. object, 214, "%y DFRL A 116
objective D317 99 215. Db, OFRLA 117
182. objective. object, goaldf#i>43iF 100 216. focus & concentrationdDffiv 41 117
183. [AFFHEPMI SN T 2540 217. decide ondffiv>J5 118
LA () 101 218. improvement in, improvement on,
184. [HZEREDFEININ TV 255D improvement of D ffiv>53 1} 118
LT (2) 101 219. upon &ondDffivasyiy 119
185. WX TOEMEOEEZH (1) 102 220. traditional & conventional Dffiv> 431t 119
186. X TOREDOEEIT (2) 102 221. major, chief, primary®d{fiv>7yiF 120
187. jointdaR L J7 103 222. effective & efficientd fiv>43 1} 120
188. procedure®aR L /7 103 223. unlike D f#EfR 121
189. rule & standard D #5431 104 224. premature & earyDiE\> 121
190. standard, basis. reference. 225. FFIEDRL ST
datumdffiv 7y ir 104 hereto & hereunder® 1% 122
191. careless. error, blunderdffiv>5ri} 105 226. thereto. thereof, thereon. therefor,
192. deviceDik L /i 105 thereby. thereafter, therebetween®
193. testOaR L /5 106 A% (1) 122
194. cost-efficientdFR L /5 106 227. thereto, thereof, thereon® fik (2) 123
195. unitdFRL 75 107 228. hereunder®d Hi% 123
196. capability, feasibility, possibility?® 229. when tifDffv431) (1) 124
(CaAnYAdbs 107 230. when, if. incase. inthe case of.
197. guarantee & warrantyd {5315 (1) 108 as foro v o317 (2) 124
198. guarantee & warrantydffiva4riF (2) 108 231. FMXToifE whendDffivasrir (3) 125
199. THiomwm, OFRL A 109 232. must & shalldffivasrir (1) 125
200. release & announcement®ffiv 4317 109 233. may. must, should, shall®
201. technique & technology Dfifiva 431} (1) 110 T (2) 126
202. technique & technology D ffiv 411} (2) 110 234. must & shouldD 4311 (3) 126
203. policyDffiv>75 111 235. ERICE T BshallDFR L 75 (4) 127
204. ™A 7 v DL 111 236. increase/decrease & up/downdD #5127
205. TBiNE, OFRGEE 112 237. THEHo¥E, OFREL 128
206. plighto % 112 238. setup. build up, establish®
207. KREDFRL 7 113 (FARVadbs 128
208. government, nation, country® 239. regulate & adjustDfivaoyiF 129
iyt 113 240. changes in® i 129
209. T#[E, DL 114 241, THUEL 728560 OFRL
210. V#EHOFRLTT 114 (failure, problem, trouble®f#i\>431+)130
211. frame & screenDffiva iy 115 242, failure, fault, malfunction,
212. window, screen, frameDfiv:53iF 115 break down®D{#iv>53 1} 130
213. M@ =<, DRLA 116 243. V7 b = 7B Sfault, error,




#IERQ&A

fail, failuredffiv>4ri} 131 276. revise, amend, change®i&E\> 148
244, 7A 7Y A7)V aRF L 277. expand & inflate D ffiv >3 148
F v H A LA DA 131 278. HAMEHERIC S 7 B 149
245. ZH)HE & BEEIRE D)1 132 279. shown°pictured® ik 149
246. HEEhRE & ZH)E 132
247. bedifE D AN 133
248. agree & accordDffiv>43 1} 133
249. let, permit, provide, offer¥®
RLTT 134
250. keep. maintain, leave., remain®
) 134
251. leading to. causing. resulting in®
i 135
252. ®htEEA Dk 135
253. ban & prohibit > {#i >4y 1} 136
254. consist of & comprise D43 1F 136
255. strategy!Z i 9 Bl 137
256. report(Zfi#i 9 B 137
257. TilahTtws; oK 138
258. insulate? ik 138

259. function, work, operated®ffiv>43iF 139

260. rapid, rapidly®o ke ™19, DOFR 139

261. 179 5 (Cxhid 2 B 140
262. contract & retract® &\ > 140
263. select & chooseDiE\» 141
264. "It is recommended to leave open

the test holes"IZ DT 141
265. /87 LY R L DfET 142
266. no matter whato F i 143
267. "call for"dffiv> i 143
268. ease & facilitate Dl 431 144
269. remedy & repaird Va4 144
270. BEE, WEW LML T Ofivirir145
271. protect from & protect against 145
272. iz TEgkI N3, LH0FGE 146
273. cause, occur, arise, take place

IZ2WT 146
274. mount &installDffiva431F 147
275. be packed with® &k 147




#IERQ&A

1. sxrezoay

Question:

PO THRZHATOEDTTH, ¥E G
VB) FLOPDOTHIRL THE T, WL
Bk 7 R4 AL CHEHIT 7 55EWTT,

Answer:

BERZ W0 THRE Zl2ld, kAR EfZ T
T, Lo DiiR2Z2EZETTOHLET, I
., EILTORERAT Yy TEVAET, 29
VW) 85 EIRRNIERIERIC ISR > TE X T,
W2 H T 272D I 0 WIS TR T H ALY
DENIOEETA, HIBREFEIBOVTEL
5., BIROMEIZZc >N THEL D T, H
FRDICTRL CREDHEBEZEM L 3L, %
RO - E DR CE, JIEHDEC LI
"hET,

—ARICEHRRBE S 1d. AL 7o, BAZZRICHHIL
T7y 7 LET, Liedd>T, RN EE T
1370 <L HEE AR BS N Tl L CHESZICRIRRAE /1%
mELEd,

2. ROy

Question:

WFER A CHRT 2 2 LI RIRTEZDTT
B3, WY e HARGEZ T DI 7 ) REE D300 >
720, BoenznwtdbLuned, MRz2T
2700 HRERZEL OIIZED X I Libimz
FTIUT L CDTL & 9 b

Answer:

BERZ 258 2 L3, HAGE L RGEDM )T O Xk %
HMRZETHLHDFET, ZOLDICIFFENED
DTRYUITT, XL RZ B0 T8 E &
VDHAXZHT 2 LIk > TRBOBEbONE
T, Bl 2 & R HLHEMIE ARG FE Z X A,
RIS 2 RECHEEZ K EHE T 2 LRI E D
> CEET, $h, KEPLSYarDhyn
7RI E 2 SIS e R X
ABYET, TNSESHET S Z LIk o TR
PRI, FEROME M EL 7,
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3. w2 ) oBELE HEHFER)

Question:

HEHFDEEPLSIARTEET, hEZD
F20E)DDIEHZHZ TSRSV, (LEZ
X, TAAZ « 77—AbF A VFETH A7
7—AFIAF)

Answer:

U, SHEREDOAHTR Y — FOXY) b icfliv %
T, XEPEWEARE, WREZOT % LEHED
AR T D ET,

A= X >TEH Y HF ORBIEHEZ T T
2HGNHY T, FFEL, Tt L Ty,
—OORFOGETIEF—HE LA ¥ A FRBDRD
cnE T, M3, FAEOMMHEFMMHGEICIX
HHRZ DT, b h B ERR L, BAED EH
ZiIconhREEHA»H D 7,

4. s5h+0E050)

Question:

capséplugst VI BIEXH D 9, FFHZ2 UL
&, ZNFNUlcapTIEEEWV, ¥+ v 7, plug
TR, 777 8w) kIic, HRFEICZ>TWw
BIREAY AT OHRDMTTD > TVBET, il
29 LEROFRGEDFENTTIC Y FANA A3dHUF
HZTKEI 0, A A=V BbhhnEEIEhY
AFTDFFICLTTDEEETL £ 9D,

Answer:

B HEEIE, Mo Ee, ALK ThY AT
FTRDBELD T, Ko BHICEA VI —Fy
FOFMMHZETTOL T, capPplugDar.

WA — A PERA =N DH—LRXR=VThI D
FREHL T 2070, &% \ikGoogle

BEMBIVY U TX Yy 7077 7 THRET S
ELAZH T RMEIREDPEIDHWITEET,
HEBRWEZIZIZA Y AT 2T 2 DEH
TY, IS, A A FBTTICHAGEE LTE
BLTWIEAX, A A F2FERALET, 7.
RO HEE 2 £ HARIZIE 2 WEfi o841

X, A A FEERL A EE (A EHM
RK) WFkCHEBINET,
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5. rsnromns e

Question:

WL ZOEETHY DT OHARETET DI,
FZFETRTRRVONIS b2 EYA, HL R
EHNFETH, HXDRBRICL D Lo\ wDTL
k9D

Answer:

HH4ZZH L TLEZ v, AY A FHEHOA%
IZOWTIE, DEDEHNITEZTLEI W,
F9. EWXBENEZHRICEDPN TR L0%HE 2
TLEE VO, 22—, FEFR/EMEK (i
F. MEERE) DTHY AT D NED S
TEET,

1. AZAFBTTICHAGEELE L TEEL TW»
2580k, Ay AT RHEHLET, & ZIEX 7
WAy a e B E, userid T—¥, L L
7 ihs THERE, KD ARTT, kLT,
consumerlZFHENRICE D TWHEE, » Tav
Ya—= 2HwgITET,

2. WEEICHICT 2 HAGED 5 WIIMHIBT 5 52
MR HAZE ISR WGE. AY A F 2L
IEd DS K CHRINE T, e 21E
N A" Tur o6, Ty727bv927) e,
3. INEERPAHIHTECRA (77 v a3
v, RERE) TR, A AT oM ERE
K

6. corzsir T T W B
EBDEEINETT

Question:

In the case of business writing, which one is pre-
ferred, "I" or "we"?

Answer:

In business writing, use "we" if you are writing as
a representative of the company and the reader
and you are not familiar with each other (i.e. let-
ters to customers). Use "I" if you and the person
you are writing to have previously worked togeth-
er and you are writing to accomplish something
related to your individual job at the company (i.e.
letters to colleagues).




#IERQ&A

1.2 oRLE0)

Question:

DU DI DT, "we" E W ) FRIZTFRET T
e

Answer:

weld Ykt vy ER XSS 3 (HH6
ZHH)

ROXTIkEE (Fex) 2ELbLET,

We at NTT are....

10

8. 1w oxLE @

Question:

"we"R'our"ZiRg & &, NYtL,. TRAZB . THA
EYh ) Ao T LELELAD, Hi—-L7Z
5D TE D,

Answer:

AU Ttk 1L T,
fh7-H) TRAE D ) %2 fl

H—L 2 DBRWTT,
POEEZ 3 & 212X,
HLZET,
ECRAIATAVIRT IZANIAT AV
TIEFRAHO—-BEIFHEETT,
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O. r wumwe, oRLE

Question:

MUtE#E ) (Xour product>your product2>ik\ > F
L7, HEoZbhlh, ARAFZ<2—DdD(your) & \»
I5b LET L, "MrEABE" DERDSyour author-
ized dealer& 2 2 HEI b &0, T I W0,

Answer:

This can be confusing because when the con-
sumer is reading this information, they have pur-
chased the product and it belongs to them so it
should be "your product" (meaning "the con-
sumer's product"). However, the consumer has
many products, so in these cases, to avoid any
misunderstanding, manufacturers and business
write "our product” to imply "our product which
you now own." This is also appropriate since the
manufacturer still has responsibility for the prod-
uct.

11

10. . ospnmns

Question:

The data is a 30% over that of the previous year.
a30%MD, ald&H VI EETL &9 »,

Answer:

CZHUFIER I L L DE W " DT T,
R Xaug, Tald, d@filithed > fE—DY %
FT4H, EAEGFAICOT T, Z20H 250K
xR (77 LNy ZAERIKEHL, N
EHH FET, HIZIE, amaximum (<the maxi-
mum) , a comparison of machine (% % i 5
FL7- B [ilg) . a study of high-performance
plants (& % Bl EHOME OWI%E) . a Japanese
which can say "no" (/ —&WZ 3 HAAN - HA
WCHEB L - B2 b o= NI 3) b h £
R

a 30%!(%. MR & 30%23REE D EE (Hl 2 I13H
i) 2R OB £7,

7o & ZUF, HiAE & AR T T — 4 2380%[A Loy H R
fHTHBEEIIOTET,

ax OV E EIIE, WAL T3 ERTHOD
EEZLNET,

HARANICIZ A Y — LEOGHRETT D, s GE
TIEHEISHAPTETOT, SBEXZFL L X
i3, [z CinENns & XwTL k9,
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11. =50 0m0s 0

Question:

WD ICALZRF> T E T, fApR»T
FAA 2% BV L £,

Answer:

PRk EC L EIT HEE DT ERNED, AR
ED. HDHVIFERE DT DR E D AE T
DFEREDBER) T ENL LD TIE RV E
BMogd, gsfagadnid Lo Ty, &
BV, R I IE D D HOENH D |
Native speakeric X > T, HEHOMMKIC L > T
TR | NN ATA F e b0
HHFEEA, BIZIL,

VR & 2 & Tl fSRAaRBZ2 570,
iz 13 A EBSLGAEDBDHD £,
PREATIH R OB AL 07 D ECE R & B
%, ZFADHRYICTTCE Lo AEEH (aF7ziF
an) O, “EHD S 2% 0 B I
(the) 2% 7,

#EAH B B, BEICIGU TtheZz 2 £ 7,
(f51)

@The higher the speed, the more the production
is achieved.

@the ability to solve a problem

RO/ 1%, Native speakerlZ & > THHEEL
WHDTY, RIIMICIZ, Rt 27 S A
AT, REIIEFDOHE T Z HIZDT 5 T Eh—
BROIGIELZ EBWE T, HEOHRXLIA T4~
ZITBWTUE, SR ITL T b THEEET A 7
AYINY Ty 7 2L TS,

12

12. #5351 005 @

Question:

I'm sometimes confused with the usage of article.

For example, when | write ‘circulated to the quality
assurance department and the design department
of my company/, is it right to use "the"?

Answer:

The articles in English are, as you know difficult.
Nouns in the singular usually need an article. If
the noun is specific (e.g., "the QA department"
meaning the specific QA Department of this com-
pany) then the definite article is used. If the noun
is non-specific (e.g., any QA department in any
company) then the indefinite article is used.




