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ROMANIZATION SYSTEM USED
FOR THE TRANSCRIPTION OF JAPANESE

There are two major systems of romanization used at present: the Hep-
burn system and the Japanese system (kunrei-shiki). Since this work is writ-
ten in English, the Hepburn system has been chosen for the trancription of
Japanese, as it follows the English pronunciation.
in the Hepburn system ii is preferred even when there is no morpheme
boundary between the two morae (see the following examples):

suu ‘to suck’ (2 morphemes) vs. si ‘number’ (1 morpheme)
shiriizu ‘series’ (no morpheme boundary) — shirizu

An apostrophe is used for the mora nasal /N/ before ‘y’ or a vowel:
Cf. kinen (‘memory’) vs. kinen (‘no smoking’)






1 INTRODUCTION

1.1 Objective of the Study

Politeness is a phenomenon that has been drawing a lot of attention in
recent years. It is a phenomenon that everyone perceives as natural when
communicating in their native language, and only starts to ponder its pecu-
liarities during cross-cultural communication. When learning grammatical
structures of a foreign language, honorifics immediately strike the learner’s
attention. But only when one mistakes the English “Why don’t you come
over tomorrow?” for a reproach, or starts wondering why the Japanese apol-
ogize when giving presents, and wonders even more when they apologize
for receiving them, does one actually realize that there is far more involved
in the whole business of politeness.

Each culture has a different perception of what is polite, and each lan-
guage has various devices for expressing politeness. Some situations call for
more politeness than others. The importance of politeness increases with
the degree of potential offense to the hearer. Rejection is, by its very nature,
one of the most offensive speech acts, and if not done politely it is quite
likely to negatively impact the hearer’s self-image. Therefore, various polite-
ness strategies are employed to minimize its negative impact. To perform
a rejection is not easy, even if both parties have a complete understanding
of the language and rituals concerning politeness in that culture. To reject
someone from another culture without causing offense or misunderstand-
ing is even more challenging.

This study explores politeness strategies employed to convey rejection
in two different cultures, American and Japanese, particularly in letters
rejecting requests for employment. The analysis of American and Japanese
employment rejection letters aims to show that some of the general notions
concerning the two languages, such as that the Japanese are much more
indirect in their communication than Americans, may not apply to every
communicative situation.
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1.2 Contextualizing the Present Study

Politeness is an aspect widely discussed in the field of pragmatics, which
Leech (1983: 6) defines as “the study of meaning in relation to speech situa-
tions”. This study falls in the area of cross-cultural pragmatics and pragma-
linguistics, as it investigates politeness strategies involved in the realization
of the act of rejection in two different languages, American English and
Japanese, in an attempt to reveal common and culture-specific features of
the discourse. It focuses on the choice of strategies relative to particular
social norms and constraints, and their overt language manifestations.

1.3 Current Research on Refusals

Among the speech acts that have received a great deal of attention
are requests (e. g. Blum-Kulka and Olshtain, 1984; Hill et al., 1986; Ki-
tao, 1990; Yeung, 1997; Fukushima, 2000), apologies (e.g. Coulmas, 1981;
Fraser, 1981; Owen, 1983; Blum-Kulka and Olshtain, 1984), compliments
(e.g. Manes and Wolfson, 1981; Nelson et al., 2002), and increasingly re-
fusals (e. g. Houck and Gass, 1996, Nelson et al., 1996; Gass and Houck,
1999). These studies usually focus either on (a) realizations of a particular
speech act in a particular language or in a cross-cultural perspective or on
(b) production of particular speech acts by non-native speakers.

Refusals are considered “one of a relatively small number of speech acts
which can be characterized as a response to another’s act (e. g. to a request,
invitation, offer, suggestion), rather than as an act initiated by the speaker”
(Gass and Houck, 1999: 2). The speaker’s response time is limited, which
precludes extensive planning and makes the production of refusal quite
difficult, considering that the speaker has to pay attention to delivering the
refusal in a way that would not offend the hearer.

The type of refusals on which this study focuses differs in two respects.
First, the refusals dealt with in previous works are, as mentioned above,
immediate responses to an “initiating act” (Gass and Houck, 1999: 2).
However, a refusal to grant someone employment (hereafter referred to
as the ‘rejection’) is not usually delivered as an immediate response to the
speaker’s request, but after thorough consideration. Therefore, it allows the
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speaker sufficient time for careful preparation. Moreover, the message is
not delivered through a number of short exchanges negotiating the refusal
but rather as a carefully worded sequence. Secondly, although most of the
recent studies have dealt with spoken language, this work analyzes written
rejections. To perform rejection in person is more difficult in the sense that
one has to look the hearer in the eye, rather than distance oneself physi-
cally. On the other hand, the act can be, and usually is, helped nonverbally.
However, in writing such means are not possible; the rejection has to be
stated more explicitely.

The present research limits itself to employment rejection letters in order
to analyze a corpus which is as homogenous as possible. It was selected
based upon the assumption that letters rejecting requests for employment
are usually ‘form letters’ (i. e. the same letter, with slight modifications, is
sent to multiple addressees), and thus social factors concerning the ad-
dressee do not significantly influence the politeness employed in the letter.
A detailed description of the data is in 5.2.

1.4 Cultural Differences

Speakers of the same culture share similar assumptions and back-
grounds. These, however, differ between cultures, which results in differ-
ent perceptions of politeness, and different realizations of the same speech
act.

American culture is generally referred to as a culture highly utilizing
positive politeness (Brown and Levinson, 1987), while Japanese culture
is often referred to as ‘a prototypical negative-face culture with a strong
emphasis on indirectness and politeness in interpersonal communication”
(Takano, 2005: 634, cf. also e. g. Mizutani and Mizutani, 1987; Fukushima,
2000). Furthermore, in Japanese society, a refusal seems to be considered
less sociably acceptable than in America (cf. Mizutani and Mizutani, 1987;
Kasper, 1993). Various studies have shown that in Japanese, direct realiza-
tions of acts that impose on the hearer, such as requests and refusals, are
quite common when the hearer is of an equal or subordinate status, while
indirect realizations have to be employed when the hearer is of a superior
status or there is a social distance between the communicators.
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It can be thus expected that the American and Japanese rejection letters
will reveal different preferences in the realizations of the rejection, employ-
ing different politeness strategies. The particular hypotheses are presented in
Chapter 5, as they are based on the theoretical findings of Chapters 2-4.

1.5 Organization of the Following Chapters

Chapter Two focuses on various issues concerning politeness. First,
politeness is looked at with respect to its role in human communication and
then is presented in an overview of some of the major politeness theories.
This overview is by no means complete, but provides a basic idea about the
various concepts and different approaches used in current research. Some
general concepts that can be concluded from the overview are summarized
in the following section. The section after that discusses some of the most
transparent differences in cultural values relating to the perception of po-
liteness in American English and Japanese.

The next part focuses on the two different aspects of politeness: polite-
ness as a social index and politeness as a strategy. The system of politeness
strategies proposed by Brown and Levinson (despite a variety of criticism)
provides a detailed framework of concrete strategies. This framework will
be referred to throughout the analysis, thus it is described in more detail.

Since the present study deals with letters, Chapter Three gives an over-
view of the style of American and Japanese business letters, highlighting
cultural differences in both language and structure. Basic knowledge of
both these elements is essential to understand which politeness means are
used for polite and tactful delivery of the rejection, and which are just
conventional parts of any letter.

In Chapter Four, rejection is described as a face-threatening act and
possible methods of minimizing its negative impact upon the addressee
are suggested. This chapter also presents what literature on letter writing
suggests about writing a rejection.

Chapter Five presents particular hypotheses based on the theoretical
findings concluded from the previous chapters, and the research methods
employed in this study. The nature of the data, the preparation of the data-
base, and the framework of the analysis are discussed.
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After introducing the methodology used, the results of the analysis are
presented. After a quantitative analysis of the data, the purpose of which is
to determine the most frequent patterns forming the rejection sequences in
corpus, the patterns are further analyzed with respect to politeness strate-
gies they utilize.

In Chapter Six, the results of the analysis are applied to the hypotheses.
Finally, the concluding chapter summarizes the findings presented in the
previous chapters, and considers their contribution to better understanding
of the different notions of politeness in American English and Japanese.
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2 POLITENESS AND ITS STRATEGIES

2.1 Politeness as Part of Human Communication

Leech views communication as problem-solving (1983: 1). Using lan-
guage, the speaker tries to find the best way to place a particular message
in the hearer’s consciousness. The problem the hearer has to solve, on the
other hand, is to figure out what the speaker really means.

2.1.1 The Cooperative Principle

To achieve the goal of successful communication it is necessary for the
parties involved to cooperate. Part of successful cooperation is for the par-
ties to mutually understand and successfully employ the politeness strate-
gies appropriate for their given situation in order to acknowledge social
relationships, maintain harmony, and understand the real meaning of the
language used.

Grice (1975) perceives that the need to make each other understood
forces the communicators to cooperate. His Cooperative Principle distin-
guishes 4 categories of maxims and submaxims, which are necessary for
achieving maximally efficient communication. They are:

(I) Maxim of Quantity
(a) Make your contribution as informative as required (for the cur-
rent purpose of the exchange).
(b) Do not make your contribution more informative than is re-
quired.

(II) Maxim of Quality
Try to make your contribution one that is true.
(c) Do not say what you believe to be false.
(d) Do not say that for which you lack adequate evidence.
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(IIT) Maxim of Relevance
‘Be relevant.

(IV) Maxim of Manner
‘Be perspicuous!’
(e) Avoid obscurity of expression.
(f) Avoid ambiguity.
(g) Be brief (avoid unnecessary prolixity).
(h) Be orderly.
(Grice, 1975: 45-46)

2.1.2 Politeness: A Departure from Rationality?

It is quite obvious that real language use does not always strictly comply
with Grice’s Cooperative Principle. Politeness actually seems to be based on
a violation of these afore-mentioned conversational maxims, on deviations
from rational efforts to achieve maximally efficient communication. Such
a violation triggers special interpretive processes through which people can
mean more than they literally say, and have this meaning clearly under-
stood, which is a basic mechanism of many politeness strategies.

Grice’s theory has been criticized on various grounds. Thomas points
out that “Grice’s own definition of the cooperative principle is ambiguous and
inconsistent” (1994: 760), which allows various interpretations. According
to Thomas, one of the major reasons for criticism is that “the very term
cooperation’ is misleading, since what in everyday terms would be seen as
‘highly uncooperative’ behavior, such as arguing, lying, hurling abuse, may
yet be perfectly cooperative according to some interpretations of Grices (1975)
term” (ibid). Lindblom, however, explains that “Grice never intended his use
of the word ‘cooperation’ to indicate an ideal view of communication” (2006:
176), but rather “was trying to describe how it happens that - despite the
haphazard or even agonistic nature of much ordinary human communica-
tion — most discourse participants are quite capable of making themselves
understood...” (ibid). Despite being subject to criticism, Grice’s theory has
provided a good foundation for further studies in various fields, including
politeness theories.
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R. Lakoft’s (1973) politeness rule with a set of subrules, Leech’s (1983)
Politeness principle and maxims, and Brown and Levinson’s (1978, 1987)
politeness strategies complement Grice’s framework in the sense that while
Grice’s conversational maxims are aimed at maximally informative com-
munication and clarity, the politeness rules, maxims and strategies attend
to social issues.

2.2 An Overview of Major Politeness Theories

A lot has been written in recent years concerning politeness. Robin
T. Lakoff was seminal in modern politeness theory utilizing pragmatic
examination. Politeness became a hot topic after Brown and Levinson’s
Universals in language usage: politeness phenomena (1978, revised in 1987
under the title Politeness: some universals in language usage), which so heav-
ily influenced this field that many subsequent researchers concentrated
on developing or refuting this theory, and few fail to mention it. Another
influential framework was proposed by Leech (1983). There have also been
some relatively independent theories, but most current works still draw on
Brown and Levinson or Leech.

Robin T. Lakoff was one of the first linguists to examine politeness
from the point of view of pragmatics. She defines politeness as ‘a system
of interpersonal relations designed to facilitate interaction by minimizing the
potential for conflict and confrontation inherent in all human interchange”
(in Eelen, 2001: 2).

According to her ‘politeness rule, which addresses the Gricean ‘clarity
rule,

[...] if one seeks to communicate a message directly, if one’s principal
aim in speaking is communication, one will attempt to be clear, so that
there is no mistaking one’s intention. If the speaker’s principal aim is to
navigate somehow or other among the respective statuses of the par-
ticipants in the discourse indicating where each stands in the speaker’s
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estimate, his aim will be less the achievement of clarity than an expres-
sion of politeness, as its opposite (ibid 2-3).

Therefore, as already mentioned above, while the primary role of the CP
is the most efficient delivery of the information, politeness is concerned
with social issues.

Lakoff proposes 3 rules of politeness (ibid 3):

‘Don’t impose’
‘Give options’
‘Make [Alter] feel good, be friendly,

which she associates with three basic politeness strategies, common to all
cultures, though in varying degrees of intensity. They are: Distance (rule 1),
which she characterizes as a strategy of impersonality, prevalent in Euro-
pean cultures, Deference (rule 2) as a strategy of hesitancy, which is most
prevalent in Asian cultures, and Camaraderie (rule 3) as a strategy of infor-
mality, most obvious in contemporary American culture (ibid 3).

Lakoff’s theory of politeness has received criticism for “theoretical weak-
ness” (Fukushima, 2000: 33). Watts et al. point out that “/w]e are never told
explicitly how these three levels of politeness are to be understood, nor ...
what politeness itself is” (1992: 6; cf. Yeung 1997: 506). Similarly, Turner
comments that, “her account (i) leaves these rules in this state of imprecision
and ... (ii) makes no attempt to theorise the notion of context” (1996: 6).

Geoffrey Leech (1983) deals with politeness as part of ‘interpersonal
rhetoric’ Building upon Grice, he claims that politeness, which is, with
cooperation, necessary to ensure that communication will be successful,
involves a violation of Grice’s conversational maxims of achieving maxi-
mally efficient communication.

Leech introduces his Politeness Principle (PP) and argues that this prin-
ciple is just as important as the Cooperative Principle (CP), and in some
situations PP outweighs CP. While the purpose of CP is to regulate what we
say so that the communication can most efficiently reach a given illocution-
ary or discoursal goal, the PP maintains social balance and friendly rela-
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tions, which contributes to enhancing cooperativeness and thus provides
a stable and suitable environment for effective discourse (1983: 82).
Leech (1983: 132) proposes the following maxims of his PP:

(I) Tact Maxim
(a) Minimize cost to other [(b) Maximize benefit to other]

(II) Generosity Maxim
(a) Minimize benefit to self [(b) Maximize cost to self]

(III) Approbation Maxim
(a) Minimize dispraise of other [(b) Maximize praise of other]

(IV) Modesty Maxim
(a) Minimize praise of self [(b) Maximize dispraise of self]

(V) Agreement Maxim
(a) Minimize disagreement between self and other
[(b) Maximize agreement between self and other]

(VI) Sympathy Maxim
(a) Minimize antipathy between self and other
[(b) Maximize sympathy between self and other]

Negative politeness (an avoidance of discord) is a more weighty con-
sideration than positive politeness (seeking concord), and thus the (a) sub-
maxims are a stronger consideration than the (b) ones. The Tact Maxim and
the Generosity Maxim look at costs and benefits. Since politeness focuses
more strongly on ‘other’ than on ‘self’, (I) appears to be a more powerful
constraint on conversational behavior than (II). The Approbation Maxim
and Modesty Maxim consider praise and dispraise. Here again, (III) is
stronger than (IV).
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Leech realizes that his PP maxims do not apply to all cultures in equal
measure, and states that one of the main purposes of socio-pragmatics is
to analyze in different societies the interplay between the various CP and
PP maxims (1983: 80).

Leech’s concept has been criticized for lacking an explicit definition
of politeness (Watts et al., 1992: 6), and also for an indefinite number of
maxims (Turner, 1996: 6). Watts et al. argue that it is “far too theoretical
to apply to actual language usage and too abstract to account for either the
commonsense notion of politeness or some notion which fits into a general
theory of social interaction” (1992: 7; cf. Yeung, 1997: 506).

Like Lakoft and Leech, Penelope Brown and Stephen C. Levinson
(1978, 1987), in the most influential politeness theory, describe politeness
in terms of conflict avoidance. Their theory is based on the concept of ‘face,
which is the public self-image, held by every competent adult member of
society, which consists of two aspects: negative face (the desire to be un-
impeded in one’s actions) and positive face (the desire for appreciation and
approval) (1987: 59).

Their theory suggests that most speech acts inherently threaten either
the hearer’s or the speaker’s face-wants, and politeness serves to minimize
such face-threats. It offers several main politeness strategies, the application
of which is determined by the ‘weightiness’ of the combination of three
social variables: the power difference between hearer and speaker, the per-
ceived social distance between them, and the cultural ranking of the speech
act (how “threatening” or “dangerous” it is perceived to be within a specific
culture). Based on these variables, speakers select a specific strategy result-
ing in one of five possible communicative choices.
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Figure 2.1
Possible strategies concerning the delivery of an FTA (Brown and Levinson,
1987: 69)

Do the FTA
on record
without redressive action, baldly
with redressive action

positive politeness
negative politeness

off record

Don’t do the FTA

Positive politeness includes 15 strategies, negative politeness includes
10, and off record includes another 15 variants (see 2.5.2 below)

According to Brown and Levinson, a FTA can be performed either on
or off record. ‘On record’ statements have no other intended interpretation
than their literal meaning. The speaker may (1) opt for efficiency, in con-
formity with Grice’s Maxims, or may couch the FTA in (2) friendly (posi-
tive politeness) or (3) respectful (negative politeness) language. Generally
speaking, positive politeness addresses positive face wants, and negative
politeness addresses negative face wants.

The intended meaning of ‘off record’ statements is different than the
literal interpretation, and this indirectness softens and distances the face
threat. The speaker cannot be held to be committed to one particular intent,
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and the addressee can even pretend not to recognize the FTA as having oc-
curred. Many ‘off record” statements (by this definition) are so frequently
used that they can no longer be interpreted in more than one way and so
are considered to be ‘on record’ statements despite their theoretical ambi-
guity.

Once a suitable strategy has been chosen, the speaker chooses an appro-
priate linguistic means by which the chosen strategy can be implemented.

As might be expected, the Japanese perspective is different. The theories
mentioned above, notably Brown and Levinsons, have been criticized by
many linguists who study East Asian languages, arguing against a narrow,
limited, Anglocentric view of politeness (cf. Matsumoto, 1988; Ide, 1989; Ide
etal, 1992; B. Hill et al., 1986; Gu, 1990; Mao, 1994; Wierzbicka, 1991).

Based on her research into Japanese politeness, Ide Sachiko' (1989)
argues that, in contrast with politeness in Western cultures, the Japanese
concept of politeness rests heavily on discernment of and conformity to
social conventions, which is an aspect that she claims is neglected by the
major politeness theories based on English.? This conformity to social con-
ventions is called in Japanese wakimae. She describes wakimae as adhering
to existing social conventions by verbally and non-verbally acknowledging
one’s ascribed position and acquired role in a given situation (1989: 230, see
also Hill et al., 1986). Subsequently, for smooth communication, one needs
to be aware of one’s status in relation to the addressee and the referent.

Ide distinguishes between two basic aspects of politeness: ‘volition’ and
‘discernment’ (terms set up in Hill et al. 1986).

Volition is “the aspect of politeness which allows the speaker a consider-
ably active choice, according to the speaker’ intention from a relatively wider
range of possibilities” (Hill et al., 1986: 348), which is the aspect that Brown
and Levinson’s politeness theory focuses on.

! Japanese and Chinese names are given surname first.

? There are, however, linguists who consider Ide’s criticism as misunderstanding Brown and
Levinson’s theory (e. g. Usami, 1999; Fukushima, 2000; Fujita, 2001; Pizziconi, 2003).
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‘Discernment, which is one translation of the term wakimae, she de-
fines as the “choice of linguistic forms or expressions in which the distinction
between the ranks or the roles of the speaker, the referent and the addressee
are systematically encoded” (Ide, 1989: 230).

She claims that while the volitional aspect attends to ‘face’ wants, the
discernment aspect of linguistic politeness concerns the socially obligatory
roles and situations. The speaker must not only choose between formal or
non-formal speech, he must also decide whether to use an honorific or plain
form, and therefore the speaker has no choice but to acknowledge social
relationships. In Japanese, there are no utterances lacking acknowledgement
of social relationships, even in a sentence that mentions neither the speaker
nor the hearer, such as a statement about the weather: “It is a nice day to-
day™ (cf. Matsumoto, 1989). “Since the choices cover such parts of speech
as copulas, verbs, nouns, adjectives, and adverbs, the discernment aspect of
linguistic politeness is a matter of constant concern in the use of language”
(Ide, 1989: 231). If a speaker chooses a plain form instead of an honorific
form, this is not the same as what westerners refer to as “neutral” speech.
If an honorary form is called for, choosing a plain form is simply rude and
inappropriate. “This use of an honorific verb form is the socio-pragmatic
equivalent of grammatical concord, and may thus be termed socio-pragmatic
concord” (ibid 227). Thus, these “discernable” politeness rules, in the same
way as grammatical rules, are an integral and unavoidable part of the lan-
guage.

While discernment is prominent in languages with highly developed
honorific systems such as Japanese, it is not unique to honorific languages,
but is present in the concept of politeness of other languages, though usually
to a lesser extent. Thus Ide defines linguistic politeness as:

[...] the language usage associated with smooth communication, real-
ized 1) through the speaker’s use of intentional strategies to allow his or
her message to be received favorably by the addressee, and 2) through

* When the speaker has a close relationship with the hearer, the plain form of the copula is used:
Kyo wa ii tenki DA ne? When talking to a stranger or to a person with whom the speaker has
a distant relationship, the polite form of the copula is used: Ky wa ii tenki DESU ne? In a more
formal setting, when talking to a stranger or a person with whom the speaker has a distant
relationship, an even more polite form is used: Ky wa ii tenki DE GOZAIMASU ne?
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the speaker’s choice of expressions to conform to the expected and/or
prescribed norms of speech appropriate to the contextual situation in
individual speech communities (ibid 225).

Like Ide, Gu Yueguo (1990) stresses that Asian politeness requires con-
formity to social norms and conventions. Applying the theories of Leech
to the Chinese concept of limao (‘politeness’), he goes further and explic-
itly connects politeness with an obligation to respect the societal norms
of morality. Impolite behavior not only threatens an individual’s wants, it
also poses a danger to society’s needs ‘of respectfulness, modesty, attitudi-
nal warmth and refinement” (1990: 245). This leads to Gu’s four maxims:
Self-denigration (denigrate Self and elevate Other), Address (address your
interlocutor with a term of address appropriate to the hearer’s social status
and the speaker-hearer relationship), Tact, and Generosity (ibid). Politeness
also involves two principles: of sincerity and balance, which involves recip-
rocation (ibid 239). The normative aspect of politeness leads Gu to conclu-
sion that “[iJnteractants can use politeness to further their goals (e. g. redress
FTAs), but at the same time are constrained by it” (ibid 256).

There are also some isolated theories which should be mentioned in
a summary of the field of politeness, but which do not further relate to this
work. One example is Richard Watts. What others refer to as politeness
Watts classifies as ‘politic behaviour, which is “socio-culturally determined
behaviour directed towards the goal of establishing and/or maintaining in
a state of equilibrium the personal relationships between the individuals of
a social group, ... during the ongoing process of interaction” (Watts, 1989:
135). Within his ‘politic behaviour, Watts has his own, very limited cat-
egory of politeness. Of what others call politeness, Watts includes only the
instances of ‘politic behaviour’ which go beyond merely appropriate behav-
iour. Thus, according to his definitions, honorifics and terms of address such
as the T/V variants, the application of which is socio-culturally determined,
in general qualify only as ‘politic behaviour’ and can only be interpreted as
‘polite’ when the utterance is more polite than the expected “socio-culturally
constrained forms of politic behaviour” (Watts, 1992: 52).
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Unlike Ide, who considers both ‘volition’ and ‘discernment’ to be aspects
of politeness, Watts associates politeness only with ‘volition, while ‘discern-
ment’ he considers to be ‘politic behaviour’ (figure 2.2). He argues that
“wherever volition supersedes discernment in the choice of specific linguistic
forms such as honorifics, terms of address, ritualised expressions, etc., we are
dealing with politeness phenomena” (ibid).

This distinction does have its own internal logic, however his definition
greatly deviates from most accepted definitions and commonsense notions
of politeness. The Japanese, for example, strongly associate politeness with
keeping appropriate forms. Although Watts’ framework of politeness may
be applied to cultures that associate politeness with ‘volition, in countries
with a strong role of ‘discernment’ it pushes too far against the accepted
understandings of politeness.

Figure 2.2
Ide’s and Watts’ understanding of politeness

Ide

Politeness

Volition Discernment

Watts

Politic Behaviour

Politeness Other Politic Behaviour

2.3 General Concepts in Contemporary Politeness Theory

A summary of the theories is made more complicated by the fact that, as
in many of the arts, the theorists often use different terminology, and when
they do use the same terms, they often use the terms differently. Even within
the context of one author’s work, attempts to classify additional examples
by their frameworks meet with frustration.

Most of the above theories explaining politeness are partially based on
a criticism of an earlier theory, but it seems clear that they are not really
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in conflict. Rather, none of them is comprehensive enough to cover all as-
pects in all languages. In their explanation of the politeness phenomena, the
various theories often approach from different angles, emphasize different
aspects, and use different terminology, but they generally have a number
of ideas in common:

- Politeness helps maintain harmonious social dynamics.

- The existence of politeness is on one hand universal, but on the other
hand the actualization is usually quite culturally specific.

- Polite language can only be understood in the proper socio-cultural
context.

- DPoliteness is situational.

- Some politeness means are required by the culture, and some are
chosen by the speaker.

Let us examine these points in more detail. Politeness is a crucial con-
flict-avoidance mechanism. Brown and Levinson base their model on using
politeness to minimize face-threats. Lakoft sees the main task of politeness
in “minimizing the potential for conflict and confrontation inherent in all hu-
man interchange” (in Eelen, 2001: 2). Leech’s maxims work towards avoiding
‘disruption’ and ‘maintaining the social equilibrium and friendly relations....
(1983: 21), while Watts’ ‘politic behaviour, which includes politeness, is
“directed towards the goal of establishing and/or maintaining in a state of
equilibrium the personal relationships” (1989: 135). Ide connects politeness
with ‘smooth communication’ (1989: 231).

It is also generally acknowledged that politeness is both universal and
culture-sensitive. Linguists who emphasize universality acknowledge
the cultural specific applications, and those who emphasize the cultural
uniqueness of politeness means explain how these means work towards
more universal needs. Although Brown and Levinson introduced “uni-
versal” principles such as ‘face, and although they have been criticized for
being too concerned with proving the universal validity of some aspects
of politeness, even they acknowledge that the specifics of face-wants and
face-threats are “subject to cultural specifications of many sorts” (1987: 13).
Leech likewise recognizes that ‘different societies operate maxims in different
ways” (1983: 80). Ide points out that ‘discernment’ is critical for Japanese,
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but states that both ‘discernment’ and ‘volition’ exist in all languages. Watts,
Ide and Gu address specific cultural systems, each with its own notions and
rules of politeness, but utilize universal politeness frameworks.

Aspects of politeness such as the existence of ‘face) the desirability to
avoid face-threats, the need to be able to show respect, and so forth, are
valid across cultures, but cultures differ in their understanding (i. e. what
threatens face) and manifestation (i. e. how to deal with such face-threats).
In Japan, for example, one refers to one’s own boss without respectful form
of address (without the suffix -san, i.e. ‘Mr.) when talking about him with
someone from a different company. Lowering members of one’s in-group,
including one’s superior, is a means of showing respect towards a person
from an out-group. In American culture, on the other hand, this would not
show proper respect for one’s superior.

This example also shows that politeness is situational. Politeness usually
includes acknowledging one’s position in society and relationship to the
hearer. If the speaker presents himself as having a different position or rela-
tionship than the hearer is comfortable with, this is considered impolite.

Another feature, prominent mainly in the work of Ide and Gu, is the nor-
mative nature of politeness. Each particular type of interaction in a culture
has certain norms and conventions to be followed, not out of choice, but
in order to conform to the expectations of appropriate behavior. Although
polite behavior can be a strategic tool for achieving a communication goal,
it is often merely an obligatory feature determined by the social rules that
have developed over time in that particular culture.

There is a folk notion that Japanese is much more polite than English.
However, this deceptive appearance is caused by different norms and con-
ventions. Japanese extensively uses linguistic forms, namely mandatory
honorifics, which are by comparison rare in English. Each speech com-
munity has its own methods to communicate deference, balance between
directness and indirectness, and manifest mitigation and other aspects of
politeness.
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2.4 Cultural Values Relating to the Perception of Politeness
in English and Japanese

In order to achieve an objective and unbiased cross-cultural comparison
of politeness, one must rise above one’s own ethnocentric view of what is
considered polite in order to prevent the use of one’s own view of polite-
ness as the standard for judging what is, and what is not, polite in other
cultures. Otherwise, one’s own ethnocentricity could lead to generalizations
such as that Americans are friendly but arrogant and the Japanese polite
but insincere.

Let us examine a few of the more striking differences in cultural values
which influence language usage in general, and politeness in particular.
A hearer naturally considers the politeness of each utterance in the con-
text of his culture, and his cultural background colors his perceptions. So,
although we should avoid reliance on cultural generalizations, we do need
to recognize that cultural values do influence both the speaker’s choice of
politeness strategies and the interpretation by the hearer.

Many values traditionally associated with the American culture are often
the opposite of their Japanese counterparts. Here are some common stere-
otypes (cf. Reischauer, 1989; Goldman, 1989; Wierzbicka, 1992, 1997):

American Values Japanese Values
individuality conformity
equality hierarchy
autonomous leadership group decision-making by consensus
self-reliance interdependence
freedom duty
self-confidence self-consciousness
positive self-image modesty
rationality sentimentality
directness indirectness
clarity vagueness
sincerity reserve
friendliness formal respect
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The last two items, friendliness versus formal respect, do not at first seem
to be in any way opposites, but they are at the heart of a discussion of what
politeness is, because they present two ways of being polite, and often one
impinges upon the other.

Most Europeans have had first hand experience with the American cul-
ture, but some explanation of the Japanese culture may be useful.

Hofstede’s 1991 extensive research concerning individualism vs. col-
lectivism (Fukushima, 2004: 373) provides quantifiable evidence for the
generally recognized collectivist nature of Japanese culture in contrast to
the individualist nature of western cultures. Although Japan has been un-
dergoing social changes along with the economic ones, Japanese culture can
be still said to be more collectivist than western cultures.

Even the concept of wa, which is commonly translated as ‘harmony,
‘peace’ or ‘concord, and is by many considered the key Japanese value, is
usually referred to in association with one’s group and has, according to
Wierzbicka, unlike the western concept of harmony, clear implications of
‘groupismy’ and ‘anti-individualism’ (1997: 249). It includes a “mutual feeling
of trust between superior and subordinate” (Umehara, 1987: 21).

Japanese society is clearly group-oriented and a social structure such
as a ‘company’ or ‘association’ is of primary importance, while the concept
of the individual is secondary. That is why, for example, when introducing
oneself, a Japanese person gives precedence to the name of his institution
rather than his particular occupation.

While in western organizations considerable importance is given to
merit, cohesion within a Japanese group is ensured by vertical relationships
based mainly on seniority, which results in more pronounced differences
in social status and power. The Japanese acknowledge superior social status
more openly than the Americans, and the Japanese language, having devel-
oped elaborate distance-building deferential devices, supports this system
(see 2.5.1.1 below). ‘A strong equalitarian ideology of the sort dominant in
America works to suppress every conventional expression of power asymmetry.
If the worker becomes conscious of his unreciprocated polite address to the
boss, he may feel that his human dignity requires him to change” (Brown and
Gilman, 1977: 271).

While the values of equality and autonomy foster the self-assertive at-
titude of the American culture, the strong bond to a group gives rise to the
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self-denying attitude of the Japanese. Wierzbicka (1991: 73) demonstrates
this difference in that Anglo-Americans are encouraged to say “I want this”
or “I don’t want this”, while the Japanese are discouraged from expressing
themselves in this manner. These features of reservation, hesitation, discre-
tion, together with deference and modesty, are contained in the Japanese
concept of enryo. The Japanese tend to refrain from expressing their opin-
ions in general, and even more when they disagree. An utterance utilizing
appropriate expressions of respect and humility may be still viewed as im-
polite if uttered in one breath, without expressing regret and hesitancy.

To exhibit enryo also means to refrain from expressing one’s desires or
preferences. Therefore, when asked about one’s convenience, many Japanese
will first suggest that any time is suitable for them, and if given a concrete
suggestion that they cannot actually agree on, they hint that the suggested
time is not the best for them.

This self-denying along with self-degrading way of communication, ac-
companied by indirectness and vagueness of expression in Japanese, may
give a feeling of insincerity to Americans, who ostensibly put a great value
on sincerity. Unlike a Japanese housewife, who will serve a cake that she
has made with an apology for offering something so awful, an American
housewife may offer it announcing proudly that it has turned out really well
this time. While a Japanese woman chooses a phrase complying with enryo,
an American woman usually feels comfortable expressing her real feelings
explicitly. While Americans see the Japanese as being falsely modest, Re-
ischauer (1989: 138) notes that the Japanese often find Westerners “imma-
ture” because of the “frankness” with which they express their opinions.

A lot of Japanese expressions, indeed, may sound to an American hearer
rather insincere. A phrase such as Okagesama de genki desu, which is a reply
to ‘How are you?” and can be literally interpreted as “Thanks to you I am fine,
may seem to Americans a bit farfetched. However, similar cases, though not
as pronounced, can ordinarily be found in English as well. The inquiry ‘How
are you?” has degraded to a common greeting and the salutation ‘Dear ...,
which is used to address a complete stranger in correspondence, could be
considered just as insincere.

It can still be concluded, however, that Americans, being by comparison
an individualist culture, appreciate the appearance of a sincere and person-
alized attitude, and are likely to consider ‘clichés’ a sign of not having made
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enough effort. The Japanese, being by comparison a collectivist culture, feel
comfortable using the stereotypical expressions, and appreciate another’s
ability to use them properly.

The above mentioned phrase Okagesama de genki desu, along with
other very frequently used polite phrases such as Dozo yoroshiku o-negai
(ita)shimasu (‘please keep me in favor’), reveal another cultural aspect of
paying respect to the hearer by expressing awareness of interdependence.
Passive and unconditional interdependence within the hierarchical rela-
tionship is one aspect of the complex and hard-to-translate Japanese con-
cept of amae (cf. Wierzbicka, 1992, 1997).

Another cultural principle that is frequently mentioned in connection
with Japanese communication is omoiyari (‘consideration, ‘empathy’, ‘con-
cern for others’). This constant awareness of the need to prevent offence and
trouble is demonstrated by the extensive use of apologies. A Japanese person
will apologize to maintain a good relationship even when he is not in the
wrong. This is deeply engrained in the language, in its formal forms, and is
used automatically by native speakers who do not even consider the literal
meaning. For example, when entering and leaving a room it is common
to use a phrase of apology for disturbing instead of the greetings common
to Western cultures. An apology is also used instead of, or together with,
a ‘thank you’ when accepting a present. However, as Mizutani and Mizutani
(1987: 133) point out, consideration for others, which is one of the most
important factors in polite language, is also conveyed through a variety of
expressions of friendliness and concern.

Omoiyari is closely connected with sasshi, which can be translated as
‘inference’ or ‘anticipatory perception’ and constitutes a very distinctive
feature of the Japanese communicative style. Simply put, the speaker often
does not express his wish, but the hearer is expected to anticipate it. To use
the model of Brown and Levinson, the burden of communication is shifted
from the speaker to the hearer who, by anticipating the speaker’s intention,
spares him from having to complete the face-threatening act. Compared
to English, there are many situations when the style of communication in
Japanese seems rather intuitive and indirect, and the real meaning is often
only implied. For foreigners, who may be aware of this “anticipatory com-
munication” (Lebra, 1976: 123) but ordinarily lack the ability to anticipate,
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it is really frustrating at times to decode whether a Japanese person has just
agreed or disagreed, or whether or not an offer has been accepted.

Another explanation for this may be found in Hall’s distinction between
high and low-context communication. As Hall defines it, in high-context
communication “most of the information is either in the physical context or
internalized in the person, while very little is in the coded, explicit, transmit-
ted part of the message” (in Fukushima, 2004: 373), while in low-context
communication, “the mass of information is vested in the explicit code” (ibid).
Fukushima suggests that, in collectivist countries, meaning can be commu-
nicated more implicitly, as there is a higher reliance upon shared knowledge
among their members.

The different principles and values inherent in each culture influence
the perception of politeness and way of communication. For Americans,
politeness is more closely associated with friendliness as shown by an em-
pirical study by Ide et al. (1992). It is polite to include other people in one’s
group by the use of informal positive politeness (see Brown and Levinson,
1987) to convey friendly attitude, which is demonstrated, for example, by
first name address forms.

In Japanese the speaker shows respect to the hearer by strictly keeping
distance between the two of them by using honorific forms to express
respect and indicate deference to the hearer and by using humble forms
to lower himself and his in-group members. The same study showed that
for the Japanese ‘polite’ and ‘friendly’ (teineina and shitashigena) are not
really related concepts and that politeness is rather associated with ap-
propriateness.

In recent years, however, this has been changing slightly. A lot of atten-
tion has been paid to the way young people now use honorific language.
One tendency is to shorten the distance between the speaker and the hearer
and to express friendliness, which resembles the American concept of po-
liteness. While some Japanese linguists recognize this change as yet another
kind of politeness, others condemn it.

Although, within the younger generation, the differences between
Americans and Japanese are diminishing, as they are globally, there often
remain strong cultural differences in politeness and formality. For instance,
despite the constant contact between cultures, business correspondence in
Japanese still keeps much of its traditional cultural characteristics.
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2.5 Politeness as a Social Index and as a Strategic Device:
Discernment and Volition

It can be concluded from the above theories that politeness is made up of
conscious, voluntary, explicitly marked acts and more or less unconscious,
obligatory, unmarked acts, in Ide’s terms ‘volition’ and ‘discernment, re-
spectively. Both volitional politeness and discernment politeness, which is
“a form of social indexing” (O’Driscoll, 1996: 16), are, to varying degrees,
present in most, if not all, languages (cf. Hill et al., 1986). As Eelen nicely
puts it, in each language “the ingredients of the politeness system remain
constant, only the recipe differs” (2001: 159).

It seems clear that politeness involves both these aspects, but the border
between them is rather vague. Many expressions and language devices that
qualify as means of discernment in a certain communicative situation are
used as strategic, volitional means in another. While a ‘thank you’ uttered
by a shop assistant as a mere acknowledgement of accepting a payment
can certainly be considered a device of discernment, as can be the cus-
tomer’s ‘thank you” upon receiving his rightful change, a person who has
received help will “really mean” his ‘thank you, aiming at accommodating
face wants rather than just a response to one’s social position in a particular
situation.

Most utterances are neither purely one nor the other, but to some extent
a combination of the two. English, which does not have as developed a sys-
tem of honorifics as Japanese, makes use of various speech strategies that
fulfill the same function as the honorifics. If they are so conventionalized
that most speakers would use them, should they still be considered voli-
tional? On the other hand, even the highly prescriptive system of Japanese
honorifics makes use of a large number of “strategic” combinations that
control the degree of politeness used.

Another difference between the two kinds of politeness is the amount
of linguistic choice. Ide criticizes that Brown and Levinson treat as negative
politeness strategies some expressions that she considers ‘formal forms, and
she argues that they should not be categorized as strategies because, while
the use of strategies allows a potentially unlimited number of linguistic ex-
pressions, formal forms’ are 1) chosen from a limited number of possibili-
ties (e.g. Vous or Tu), 2) socio-pragmatically obligatory, 3) grammatically
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obligatory, 4) made in accordance with not only the addressee, but also the
speaker and the referent (as opposed to verbal strategies which are oriented
only toward the addressee) (Ide, 1989: 227-229).

Irrespective of whether the devices that Ide calls ‘formal forms’ are in-
cluded within the framework of Brown and Levinson’s theory or should be
classified separately, it is clear that they are an important part of politeness
and deviating from the normative use of these devices can be intrinsically
face-threatening.

2.5.1 deals with discernment politeness, focusing on Japanese honorifics
and 2.5.2 concentrates on devices that are primarily strategic.

2.5.1 Politeness as a Social Index

According to Ide, ‘formal forms’ are devices that show what she calls
‘discernment, which is ‘oriented mainly toward the wants to acknowledge the
ascribed positions or roles of the participants as well as to accommodate to the
prescribed norms of the formality of particular settings” (1989: 231). ‘Formal
forms’ include such language means as honorifics*, T/V address forms’, or
the choice of address term TLN (Title plus Last Name) in contrast to FN
(First Name). Ide also includes devices at the discourse level such as courte-
ous speech formulas, e. g. ‘thank you’, and ‘it's my pleasure’ (ibid 226).

In Japanese, honorifics are the main means of social indexing and practi-
cally any utterance encodes the speaker’s aknowledgement of the addressee’s
(and/or the referent’s) social context. Thus an utterance that fails to employ

* Brown and Levinson define honorifics as ‘direct grammatical encodings of relative social status

between participants, or between participants and persons or things referred to in the communica-
tive event” (1987: 179, 276). This is supported by Tanaka (1999), who argues that rather than to
express respect, the Japanese honorific system is used to reflect power and control within the
relationship.
As to their origin, Brown and Levinson explain that honorifics ‘derive from frozen outputs of
politeness strategies ... where these directly or indirectly convey a status differential between speaker
and addressee or referent” (1987: 179). While Japanese honorifics may have, at some time in
the distant past, been politeness strategies, they have through tradition become automatic and
socially obligatory in their use, and grammatically encoded in the language. So honorifics are
now usually classified as devices of social indexing.

@

This term refers to the pronominal variants that appear in many European languages: e. g. tu (sin-
gular) and vous (plural) in French, Du/Sie in German, ty/vy in Russian and ty/Vy in Czech.
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the honorifics correctly is likely to impinge upon the addressee’s negative
face.

Let us take a look at Japanese honorifics in comparison to T/V forms,
which are also often classified as kind of honorifics (e. g. Neustupny, 1978;
Brown and Levinson, 1987; Eelen, 2001), to see that Japanese honorifics
are much more complex and situational.

For example, in Czech, which utilizes the T/V forms, in particular ty/Vy,
the choice between the two is “prescribed” by social factors such as the age
of the two interactants and social distance between them. There may be
some situations when the choice is not completely clear and then aspects
such as the formality of the situation and character of the speaker (whether
preferring a friendly attitude or keeping distance) may contribute to the
selection of term of address®.

However, once the selection has been made, it is kept consistent through-
out the interaction. A switch from the V-form to the T-form is possible
(upon suggestion by the superior of the interactants and acceptance by the
other), but once made, the T-form is then automatic. The opposite switch,
from the T-form to the V-form, would be considered impolite in a standard
interaction (other than mockery, playing a sort of game, etc.). This exem-
plifies that to be more “polite” (using a higher formality level) would be
impolite (not respecting the close relationship).

So, though there may be times in some relationships when there is
a strategic choice as to which system to operate in, usually the choice is
clear, and in any case, once one of the two systems has been established,
it is no longer strategic, and is used automatically with no special effort
involved.

In many respects, Japanese honorifics are similar. Their usage is deter-
mined by social factors such as social status, age and sex of the interactants,
social distance between them, and also by the formality of the situation and
the degree of imposition. This means that their usage can change in the
course of an interaction. The degree of imposition is a factor that would
not cause a change in Czech from the T-terms of address to V-terms of ad-

¢ Brown and Gilman (1960) identified two basic dimensions, power and solidarity, that determine
the relationship between T and V. The formal one characterizes a nonreciprocal usage of T/V
between superior and inferior, the latter refers to a symmetrical relationship T/T or V/V.
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dress, but in Japanese, impositions may call forth a higher level of honorif-
ics. When asking a favor, apologizing or thanking, a Japanese person may
employ honorific terms even when speaking to a very good friend.

Questions of politeness are related to questions of formality. For exam-
ple, a Czech university professor will talk to a student using the same terms
of address during classes and during a consultation; the use of honorifics
by a Japanese professor is likely to vary as the formality of the situation
varies.

An opposite move, i. e. switching from formal to informal forms, even in
a formal situation whenever the speaker takes a speaker-oriented position,
is well demonstrated by the following example:

A student speaking with his professor would use the formal style during
conversation. But, if he were stung by a bee while talking, he would use
the informal itai ‘ouch), rather than the formal form itai desu, because
getting stung is purely a speaker-oriented matter (Makino and Tsutsui,
2001: 43).

This example is perhaps a bit extreme, but there are many situations where
the self-orientation of the speaker expresses itself in informal style.

So, in respect to changing levels, Japanese honorifics are very situational
and often quite strategic. The rules for their usage seem to be clearly defined
and ‘“once certain factors of addressee and situation are noted, the selection
of an appropriate linguistic form and/or appropriate behavior is essentially
automatic” (Hill et al., 1986: 348). This seems very true, for instance, in cor-
respondence. However, in a discourse, as the conversation develops, their
usage is much more delicate than the use of T/V terms of address. Together
with grammatical structures they form myriad possible combinations with
distinctions across various criteria.

Let us have a brief look at the Japanese system of honorifics, which is
one of the salient characteristics of Japanese.
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2.5.1.1 A Brief Description of the Japanese System of Honorifics

The Japanese system of honorifics (keigo) integrates morphological,
syntactical, and lexical devices. There are two basic types of classification.
The less detailed one divides keigo into three modes: respectful (sonkeigo),
humble (kenjogo) and polite (teineigo). Generally, respectful forms are
used to express respect’ and indicate deference to a person or the person’s
group, activities and things. Humble forms are used to lower the speaker,
including the speaker’s in-group members, and thereby pay respect to the
hearer indirectly, through showing the speaker’s humility. Polite forms are
neutral with regard to the target of respect, and thus they are used when
a conversational situation is formal, and yet does not require the use of
honorific or humble forms.

The second, more precise categorization of Japanese honorifics makes
clear distinction between addressee, i. e. hearer, and referent. Referent
honorifics (sozai keigo) can be further subdivided into respectful forms
(sonkeigo, see above) and humble forms (kenjogo, see above). They are
used to show deference toward the person being talked about, which can
but does not necessarily have to be the addressee. Addressee honorifics
(taisha keigo) are further subdivided into two subcategories of polite forms:
teichogo and teineigo (see above). In form, teichogo often, but not always,
resemble kenjogo, so the speaker has to be constantly aware whether speak-
ing humbly with respect to the referent or just speaking politely about one’s
own actions. Thus it makes sense to have two separate categories.

There are also so-called bikago (‘beautification’ + ‘words’), which are
used for making the utterance sound “refined” or “elegant”. These are clas-
sified either as a third subcategory of referent honorifics (e. g. Okamoto,
2004: 39, based on Minami, 1987) or as a separate category (e. g. Iori et al.,
2000: 322). As they are often used without a direct reference to the referent,
here they are classified separately.

The following table summarizes the two most common classifications:

7 Respect here should be understood in the social sense as acknowledgement of the hearer’s or
referent’s higher position in the particular situation (see p. 23 on discernment).

38



Figure 2.3
Summary of the categorization of Japanese honorifics (adapted from Iori
et al. 2000: 322)

5 categories 3 categories

Respectful forms

Sonkeigo Respectful forms

Referent honorifics
Humble forms

Kenjogo

Humble forms
Honorifics Polite forms

Teichogo

Addressee honorifics -
Polite forms

Teineigo Polite forms
Bikago

The following examples (Iori et al., 2000: 314) demonstrate the differ-
ences between referent and addressee honorifics:

1) (hearer: Mr. Tanaka)
Sensei wa mo o-kaeri ni natta?
Has the teacher returned yet?

2) (hearer: Mr. Tanaka)
Sensei wa mo o-kaeri ni narimashita ka?
Has the teacher returned yet?

3) (hearer: teacher)
Sensei wa mo o-hiru o meshiagarimashita ka?
Have you (= teacher) had lunch yet?

In example 1, the speaker shows respect towards the teacher (referent) by
the use of the respect form o-kaeri ni naru ‘to return, but speaks informally
to Mr. Tanaka (addressee), which is evidenced by the informal ending of
the verb naru — natta. In example 2, the speaker again expresses respect
to the referent, but shows respect also to the addressee by the usage of the
polite form of the verb naru — narimashita (teineigo). In example 3, the
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referent and the addressee are the same person (teacher) and thus both
sonkeigo (the respectful verb meshiagaru ‘to eat’) and teineigo (the ending-
-mashita) are used.

As demonstrated by the above examples, the Japanese verb has an im-
portant role in expressing politeness. Its modification indicates various
levels of politeness. An important characteristic of honorific politeness is
indirectness, as the verbal formations in the honorific expressions may in-
volve periphrastic constructions, or suffixes identical in form to the passive
and causative morphemes, or both.

The honorific and humble variants of some of the most common verbs
are lexically completely different, rather than just morphologically altered.
The verb meshiagaru in example 3 above is the respectful equivalent of the
verb taberu ‘to eat, the humble one being itadaku. However, the majority
of verbs, instead, make use of morphologically standard ways of forming
honorific and humble forms. Typically, the verb naru (‘to become’) or the
passive suffix -rare are used for the honorific form (see ex. 2 and 3). Both
the verb naru and the passive -rare are normally used in sentences that re-
quire agentless constructions in order to impersonalize the expression. The
verb naru is used to describe an event as if it happened “by itself”, without
explicit identification of the agent. This impersonalization and non-control
are the basic means of expressing deference through distancing. The hum-
ble construction, on the other hand, makes use of the verb suru (‘to do’)
and the causative suffix -sase, both of which explicitly indicate the agent
(cf. Tokunaga, 1992). An expression utilizing the causative form sounds
humble since it implies that the speaker is going to do the intended action
with the hearer’s permission.

Some nouns may function as polite forms either morphologically by the
addition of prefixes, the most common of which are the prefixes o-/go-%, or
lexically, in that they can be used only politely.

8 An example of the honorific prefix o-: tegami (‘a letter’) — o-tegami (‘your letter, ‘a superior’s letter’)
An example of the respectful prefix ki- (‘respected’) and humble prefix sho- (‘small’): kaisha
(‘a company’) - kisha (‘your company’) — shosha (‘our company’)
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2.5.1.2 'The Various Functions of Japanese Honorifics

The term keigo (kei- meaning ‘respect’ or ‘deference’ and -go meaning
‘language’) cannot be properly understood just by the meaning of the two
characters. Keigo also deals with many aspects of language and behavior
other than just respectfulness. If a foreigner understands every instance of
keigo in this narrow understanding, he will be surprised how polite a house-
wife is to an apple she has just purchased. Besides intentionally showing
respect or socially obligatory deference to the hearer, keigo is used to make
the speech more formal in a formal setting, or softer and smoother as the
subject of the conversation requires. Mizutani and Mizutani point out that
the use of “polite-sounding” language is also motivated by “the speaker’s con-
cern for a pleasant tone rather than concern with relative social rank” (1987:
80). Furthermore, keigo has also a grammatical function of distinguishing
between what refers to the speaker and what refers to the hearer, as it is
impolite in Japanese to address a superior with a 2nd-person pronoun.” '

Yet another use of honorifics that is not connected with showing respect
but rather a personal style, is (as mentioned in 2.5.1.1) so called bikago,
used particularly by women. A typical example is the addition of the hon-
orific prefix o- or go- to words such as ‘beer’, ‘an apple’ and ‘rice, not for the
purpose of expressing respect, but merely to make the words sound nicer
and more lady-like.

All these functions contribute to politeness in the broad sense, but as
they are often translated exclusively in terms of paying respect and showing
deference, this misunderstanding leads to the stereotypical conclusion that
the Japanese are superpolite.

As a result of these various aspects of keigo, and the complexities of
factors determining its use, many ways of using the honorifics are avail-
able. Additionally, the differences between the levels are often very subtle
and difficult to define. Although it is said that the mother tongue is used
by a native speaker without much reflection, a 1981-1982 survey by the

©

Apparently a foreigner was suddenly fired from a Japanese company because he addressed his
superior as anata (‘you’). This story, which many teachers of Japanese are familiar with, can be
also found in Tanaka (1999).

There are some polite 2nd-person pronouns, such as kiden or kika that are used in written
language. Anata, written in Chinese characters, has also polite meaning in written style.

10
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Japanese National Language Research Institute revealed that no fewer than
86% of respondents felt they had less than adequate skills in using honorific
language (Eelen, 2001: 156). The continued westernization of the youth has
made this situation even less stable.

2.5.2 Politeness Strategies

Politeness strategies, as the word ‘strategy’ suggests, are based on the
speaker’s volition rather than prescribed norms. They are thus termed the
volitional aspect of politeness. Compared to formal forms, the speaker may
choose from a wider range of possibilities.

Brown and Levinson developed a detailed list of politeness strategies,
which, although often criticized for being ethnocentric, give us a solid ex-
tensive framework of linguistic means of expressing politeness. This is the
framework that will be used later in this work.

It should be pointed out that Brown and Levinson’s understanding of the
word ‘strategy” includes not only “innovative plans of action, which may still
be (but need not be) unconscious” (1987: 85), but also routines, i.e. ready-
-made plans, the application of which is automatic (ibid). According to Hill
etal. (1986: 348), all ‘positive politeness’ and a good part of ‘negative polite-
ness’ in Brown and Levinson’s framework are a matter of volition.

The general notion of politeness is usually associated with what Brown
and Levinson term negative politeness:

When we think of politeness in Western cultures, it is negative-polite-
ness behavior that springs to mind. In our culture, negative politeness
is the most elaborate and the most conventionalized set of linguistic
strategies for FTA redress. The outputs are all forms useful in general
for social “distancing” (1987: 129-130).

As can be seen from part 2.4 (Cultural values), preserving a social distance
(negative politeness) is only one aspect of expressing politeness. Another
aspect includes positive politeness strategies, which the Americans utilize
to a much greater degree than the Japanese. Positive politeness strategies
serve not just to redress an FTA, but also to draw the speaker and the hearer
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closer and enhance the relationship (cf. Brown and Levinson 1987: 103).
In America it is considered polite to minimize social distance between the
speaker and the hearer (unless the hearer is in a superior position).

The following section briefly introduces individual strategies, some in
more detail, giving English and/or Japanese examples. The purpose is not to
present a thorough account of each single strategy but rather to give a gen-
eral overview, paying closer attention to those strategies that are frequently
used in either language or reveal considerable cultural differences.

2.5.2.1 Positive Politeness Strategies
(Brown and Levinson, 1987: 102-129)

A. Claiming common ground

Strategy 1: Notice, attend to hearer (his interests, wants, needs, goods)
Strategy 2: Exaggerate (interest, approval, sympathy with hearer)

These strategies soften the impending FTA by creating a friendly envi-
ronment. Strategy 2 utilizes emphatic expressions such as ‘really, ‘absolutely,
‘exactly’

Hi, John, I brought you coffee. We really appreciate your help last week.
No one can split wood like you can. We could not have managed without
you. Could you help us again this weekend?

Strategy 3: Intensify interest to hearer

This strategy draws the hearer into the narration, for example by using
the ‘vivid present’ (which is, according to Brown and Levinson, commonly
utilized in positive-politeness conversations).

In Japanese the particle ne has a similar function. Its repeated use in in-
formal speech shows that the speaker is anxious to have the hearer listen.

Kino ne, kaisha e ittara ne, Yamada-san ga saki ni kite ite ne, watashi no
kao o miru to ne ...

Yesterday, when I came to the office, Mr. Yamada was already there, and
when he saw me ... (Mizutani and Mizutani, 1987: 134).

43



Strategy 4: Use in-group identity markers

Some politeness strategies, such as this one, are not always utilized in
the same way in the American and Japanese cultures. To include other
people in one’s own group through the use of in-group identity markers and
informal terms of address is a strategy frequently utilized in the American
culture. In the Japanese culture, where politeness is based on preserving
a social distance between in-group and out-group members, this would be
considered inappropriate. This difference can easily be seen in the American
and Japanese rejection letters (see 5.4.1 Salutations).

Strategy 5: Seek agreement
Strategy 6: Avoid disagreement

Seeking common ground upon which the speaker can agree with the
hearer, for example by highlighting a positive aspect of a negative item, is
a method that is used in both cultures.

- So you like my new dress?
- It fits you perfectly. (rather than “That is the ugliest orange I have seen
in my life’)

Similarly in Japanese:
- Kono fuku, do omou?
What do you think about these clothes?
- Okisa wa pittari da ne.
The size is exact, isn't it? (It fits you perfectly).

Another way of avoiding disagreement is to make one’s utterance safely
vague by the use of hedges (see negative politeness strategy 2):

- So you like my new dress?

- Its sort of nice.

- Kono fuku, do omou?

- Nakanaka ii yo. / Warukunai, ne.
It’s sort of nice. / It’s not bad, is it?
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Furthermore, if the issue is minor, a Japanese speaker will often agree,
even if he in fact disagrees. This choice is not motivated so much by the
desire to agree as by the desire to avoid disagreement.

Americans often mistake the Japanese tendency to say Hai ... hai ... hai
(translated as “Yes ... yes ... yes”) throughout e. g. a sales presentation as an
agreement on the part of the Japanese. In reality this is not agreement, but
rather an acknowledgement that the hearer is listening attentively, follow-
ing the conversation, and understands what is being said.!" The uninitiated
American is surprised, if not completely confused, by the rejection of “Yes,
but ...” at the end.

Strategy 7: Presuppose/raise/assert common ground

This strategy includes ‘point-of-view’” operations, which are methods
aimed at reducing the distance between the speaker’s and hearer’s points
of view. This includes, for example, asserting common ground through as-
suming that the hearer knows something that he cannot possibly know:

I had a really hard time learning to drive, didn’t I?
(used in some British dialects; Brown and Levinson 1987: 119)

This strategy has recently become quite spread among Japanese youth,
but is not always well accepted by older generations:

Watashi wa, kohi ga kiraina hito ja nai desuka.
I don't like coffee, do I?

This strategy includes small talk and gossiping before implementing the
FTA, particularly requests.

1" These reply words, called aizuchi, play an essential role in Japanese conversation. The hearer
constantly encourages the speaker with expressions such as hai, ¢, un, ha, naruhodo, which
can be translated as ‘yes, ‘sure), ‘right], ‘yealy, ‘I see) ‘indeed;, so desu ka (‘Is that right?’), s6 desho
ne (“That must be s0’), and the speaker is always conscious of them, slowing down in the last
part of the phrase to invite the hearer to include them. The speaker is likely to feel uneasy at
the absense of aizuchi as it can mean that the hearer has not understood or does not want to
continue the conversation.
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Strategy 8: Joke
Joking is a technique that can be utilized in English, for example, in
response to a faux pas or even to minimize an FTA of requesting:

What has your wife been feeding you lately, beans and onions?
(in response to the hearer’s excessively flatulent evening)

Let’s have a look at your wine cellar! (rather than “Please open a bottle
of wine for me.”)

In Japanese, one can joke about one’s own things, but does not belittle the
other’s.

B. Conveying that speaker and hearer are cooperators

Strategy 9: Assert or presuppose speaker’s knowledge of and concern
for hearer’s wants

This strategy, similar to strategy 1, shows awareness of and concern for
hearer’s wants as a way of indicating cooperation:

I know you need to finish your thesis today, but couldn’t you spare just
a few hours to write me a letter of recommendation?

Strategy 10: Offer, promise

In order to “distract” the hearer from potential face threats, the speaker
may stress cooperation (or future cooperation) in various areas to demon-
strate good will. This can take the form of offers, promises, or suggestions,
often with little sincerity of intended fulfillment.

We do not have any positions open at this time, but we will keep your
application on file for six months. (See 5.4.4 for more examples of this

type.)
In Japanese “false” invitations such as: ‘Let’s meet again!’ or ‘Come to

visit us when you come to Japan!” are very common, and given just to be
polite, even in the absence of any FTA. That they are used just to show
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good intentions is quite obvious from the fact that the hearer is often not
even given an address or a phone number. The speaker may be shocked if
an uninitiated foreigner shows serious interest.

Strategy 11: Be optimistic
This strategy is aimed at minimizing the FTA by presuming the hearer’s
willingness to cooperate, and a positive outcome:

You'll come to help me on Tuesday, won't you?
I hope you can finish the project this week.

You don’t mind if I smoke, do you?
A variation of this is to imply that the imposition is minor:

That wouldn’t be too much to ask, would it? (formal)

What’s a few dollars between friends? (used in price negotiations)

In Japanese this strategy is possible only between close friends or to a sub-
ordinate:

Ashita pati ga aru kedo, kite kuremasu yo ne?
I am giving a party tomorrow. You will come (for my sake), won’t
you?

Warui kedo, kono shigoto, ashita made ni onegai. Dekiru yo ne? / Daijobu
da yo ne?

It’s bad, but please do this work by tomorrow. You can manage, right? /
It’s ok, right?

Strategy 12: Include both speaker and hearer in the activity
This strategy uses the inclusive ‘we’ instead of T or ‘you’:

We don't like that color, do we? (wife to husband when shopping)

It’s time for our medicine! (mother to child or nurse to older patient)
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In Japanese the inclusive ‘we’ is ordinarily used when asking whether the
speaker can do something for the hearer; in polite speech it is inappropriate
to directly inquire about the hearer’s wishes:

Atarashii séta o katte agemashoka.
Shall we buy you a new sweater?
(= Would you like me to buy you a new sweater?)

Mado o shimemashoka?
Shall we close the window? (= Shall I close the window?)

Strategy 13: Give (or ask for) reasons
The speaker fosters cooperation by involving the hearer in his reasoning
process so that the suggestion will be seen as a mutual decision.

Our old rattletrap is not going to last the winter, so isn’t it better we buy
a new one now?

Let’s play another set, we still have time. (If oft-record: We still have time
to play another set.)

This strategy often involves the use of the English construction ‘why not
do something’ This conventionalized form implies that the speaker asks
if there are any reasons against his suggestion, and assumes that there are
none, and thus that the hearer will, of course, cooperate:

Why don’t you come over tonight?

In Japanese, however, this type of a construction would be taken as
a literal and genuine question.

Strategy 14: Assume or assert reciprocity
The speaker highlights (or suggests) an ongoing, mutually beneficial

relationship.

This is your round. / This is my round.
(An American system for taking turns paying for beers)
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C. Fulfilling hearer’s want

Strategy 15: Give gifts to hearer (goods, sympathy, understanding, co-
operation)

The speaker anticipates hearer’s wants, tangible or intangible, shows
support towards their fulfillment, and makes efforts to satisty particularly
the desire for goodwill.

We wish you good luck in finding a job suitable for your many talents.

Something of this nature is often found at the end of rejection letters (see
5.4.4).

2.5.2.2 Negative Politeness Strategies
(Brown and Levinson, 1987: 131-211)

Negative politeness is essentially based on avoiding or minimizing an
imposition, or redressing the imposition, with apologies, deference, various
kinds of hedges, impersonalizing, and other devices.

Strategy 1: Be conventionally indirect

The most common form of conventional indirectness that is used both
in English and Japanese is indirect speech acts. Although indirect, they are
so conventionalized that they can be considered on-record expressions. In
the notoriously known English example ‘Can you please pass the salt?’ the
word ‘please’ indicates that the sentence is not to be translated literally, but
as a request. Similarly, in the Japanese utterance Doa o shimete moraeru?
‘Can you close the door for me?’ (lit. ‘Can I get the door closed?’) the use
of the verb morau ‘receive’ makes it obvious that the speaker is making a
request rather than questioning the possibility.

The following utterance is an example of another common indirect way
of making a request in Japanese:

Purezento nanode, ribon o kakete hoshii’n desu ga.
It is a present so I would like to have a ribbon put on it, but [...].
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The speaker makes the request by expressing his wish followed by the con-
junction ga (‘but’) and falling intonation, with the actual request omit-
ted."

Strategy 2: Question, hedge

Many speech acts contain the speaker’s opinions and assumptions. Some
of these are potentially FTAs, particularly assumptions about the hearer’s
beliefs, wants, and abilities. So as not to impose his views on the hearer, the
speaker may qualify his statements, either as (1) to their veracity or (2) to
the degree of the speaker’s commitment to the view.

(1) Yes, she is kind of beautiful, in a way. (= She is not my type.) (cf. posi-
tive politeness strategy 6)

(2) I think that she likes you. Maybe you should ask her to dinner. (But
I could be wrong, so I will not be offended if you do not take my
advice.)

Perhaps that'’s a bad idea.

Sono kangae wa amari yokunain ja naika to omoun desu kedo...
I think it isn’t a very good idea but...

The stronger the face threat, the more hedging used:

I think you should perhaps start looking for another job. (= I will fire you

soon.)
Hedges can be used to soften performatives:

I have to say that was the best dinner I have ever had.

I must ask you to leave now.

12 It could be argued that this utterance qualifies as an off-record request as it is performed “in
such a way that it is not possible to attribute only one clear communicative intention to the act”
(Brown and Levinson, 1987: 211). However, a particular context makes it unambiguously on
record.
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They may soften the illocutionary force of various requests, and usu-
ally suggest a convenient and non-confrontational means of declining the
request.

Could you help me? (see strategy 1 above).
Please come if you have time!

Yokereba/Yokattara/Dekireba kite kudasai.
If youd like/If you can, come please.

Hedges come in many forms. Some are encoded in particles (tags in
English, the particle ne in Japanese). Some take the form of adverbials: ‘in
fact] ‘in a way), ‘in a sense, and ‘if” clauses (‘if you can, ‘if you want’).

She is pretty, isn’t she? (in Japanese: Kirei desu yo ne.)

If I were you, I would ... (instead of “You should ...”)

Similarly in Japanese: Watashi dattara ... (If it were me ...)

In Japanese it is polite to refer to numbers and amounts in a nonspe-
cific way to imply a suggestion rather than stating something as a matter
of fact:

Ashita atari do desuka
‘How about around tomorrow?’ (meaning ‘How about tomorrow?)

Itsutsu hodo kudasai.
Please give me about five of them. (meaning ‘T want five’)

The above hedges detensify the views, but another way to soften a po-
tential face threat is to “exaggerate”. Though Brown and Levinson consider
these intensifiers as hedges, they classify them under different strategies.
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It should be mentioned that more recent authors have various defini-
tions of these terms, and often even have different ones altogether. There is
particular divergence concerning the term ‘hedge’’

Strategy 3: Be pessimistic

This strategy, which is used both in English and Japanese, is based on
minimizing the imposition by the implication that the speaker does not
expect a positive outcome:

I don’t suppose you could lend me the book.
That would be too much to ask, wouldn’t it?

Sono hon o kashite moraemasenka?
Could you not lend me the book?

In Japanese, a negative question is more polite than a positive one, and
is more equivalent in meaning to the question tag You probably couldn’t
lend me the book, could you?

Strategy 4: Minimize the imposition
This strategy is based on utilizing expressions that are to minimize the
size of the FTA, as in:

'3 Brown and Levinson start with the definition of ‘hedge’ as a “particle, word, or phrase that modi-
fies the degree of membership of a predicate or noun phrase in a set; it says of that membership that
it is partial, or true only in certain respects, or that it is more true and complete than perhaps might
be expected” (1987: 145). This definition includes both detensifiers and intensifiers. However,
the term ‘hedge’ is in many other theories reduced to the former one.
Caffi classifies mitigating mechanisms according to which components of the utterance they
affect: ‘bushes’ concern the proposition, ‘hedges’ concern the illocution and ‘shields’ concern
the utterance source. In bushes (propositional hedges), “the focus of the mitigating device is on
the propositional content, which is typically made less precise” (1999: 890). It is usually achieved
through diminutives, understatements, minimizers, etc. “In hedges, the scope of the mitigation
centers on the illocution, i. e. on illocutionary force indicators” (ibid 892). “[1]n shields, the act is not
mitigated by explicit linguistic means, but rather it is dislocated, displaced; there is backgrounding,
de-focalization, or even deletion of the utterance source” (ibid 895) (see Brown and Levinson’s
‘impersonalization mechanisms’ /1987: 273/).
Blum-Kulka has yet another categorization system (cf. 1984: 204).
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I just need a moment of your time. (a favorite of door-to-door sales-
men)

Warui kedo chotto 3000-en kashite moraenai?
(informal) It is bad but couldn’t you, for just a little, lend me 3000
yen?

Tsumaranai mono desu ga, dozo...
(formal) It’s a worthless thing but please [accept it].

In minimizing the gift, the speaker is minimizing the face threat of accept-
ing the gift.

Strategy 5: Give deference

Many deference phenomena are encoded in language structure as ‘for-
mal forms’ (see 2.5.1). Showing respect to the hearer and humbling the
speaker may also be a chosen strategy:

It’s probably not what you are used to, but it’s the best we have.

Semakute kitanai tokoro desu ga, dozo (o-agari kudasai).
Lit. It is a small and dirty place but please (come in).

Strategy 6: Apologize

Apology serves as a means of showing regret or reluctance to impose.
This can be done through admitting the impingement, indicating reluc-
tance, giving overwhelming reasons or begging forgiveness.

O-isogashii tokoro o moshiwake gozaimasen.
Sorry [to bother] when you are so busy. (only assuming that the hearer
is busy)

I know it is a lot to ask, but you are the only one who can help me.

I am sorry to bother you, but could you please turn down the music.
Though common in both languages, in Japanese this strategy is utilized

to a much greater degree. Even if not in the wrong, a Japanese person will
apologize to maintain a good relationship (see also 2.4).
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Accepting a present also often includes an apologetic expression:

Arigato gozaimasu. Konna mono o itadaite shimatte, moshiwake
gozaimasen.
Lit. Thank you very much. I apologize for receiving such a thing.

Strategy 7: Impersonalise S and H

The speaker seemingly imposes less on the hearer by avoiding the pro-
nouns T and ‘you. The imposition becomes agentless, and the hearer is not
specified as the object of the imposition.

$50,000 would really help the re-election campaign.

A good example that can be seen in many languages is avoiding agents
in commands. Another means of avoiding the agent is to utilize the pas-
sive voice.

It should be done by Friday. (instead of “You should do it by Friday.”)

Kono shorui wa kin’yobi made ni dekiagatte inakute wa narimasen.
This document has to be done by Friday.

In Japanese, the verb naru, meaning ‘to become; is used to express that
something was decided without specifying who decided it, and can thus be
used to avoid responsibility:

Zannennagara fugokaku to narimashita.
Lit. Unfortunately, it became not passing. (= Unfortunately, you did
not pass.)

In English the indefinite pronoun ‘one’ serves as an impersonal version
of T or ‘you, often used in conjunction with strategy 8.

Strategy 8: State the FTA as a general rule

Another way of dissociating the speaker and hearer from the imposition
is stating it as a general rule, as in:

54



Shoes are for outside. (Instead of ‘Stop running around the house in
shoes!’)

We just don’t do things that way here.

In Japanese, personal pronouns are omitted unless absolutely necessary
to avoid misunderstanding, so many sentences sound like general state-
ments. In the following example, only the end particle yo indicates that the
utterance is directed towards the hearer:

Teburu ni suwatte wa dame da yo.
Sitting on the table is unacceptable / You cannot sit on the table, ok?

Strategy 9: Nominalize
Nominalization is another way of distancing the speaker and/or the
hearer from the FTA.

The production process has quality-control problems. (Instead of “Your fac-
tory is producing a lot of products that have failed our quality tests.)

The requirements of this project were the final product of extensive nego-
tiation. (Instead of “You have to do it this way, I already tried to get the
customer to be reasonable.)

This is used both in English and Japanese and gives the utterance a more
formal appearance. However, it should be noted that contemporary letter-
-writing manuals, both American and Japanese, distain nominalization and
advocate the active voice.

Strategy 10: Go on record as incurring a debt, or as not indebting H
This strategy of explicitly acknowledging indebtedness to the hearer is
well utilized in Japanese and is common also in English requests, together
with disclaiming indebtedness in offers.
A request in English:

A: If you helped me I would be grateful forever.
B: Oh, it won't take me but a minute.
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A: Thanks a lot. I won't forget it.
B: Think nothing of it. / It was nothing. / Don’t mention it.

2.5.2.3 Off-record Strategies

If a Japanese person does need to disagree or criticize, he usually does
so very indirectly, in compliance with the spirit of omoiyari and sasshi (see
2.4). The former entails the speaker understanding the hearer, and the latter
entails the hearer understanding the speaker. However, because the under-
standing of the act is subject to more than one interpretation, neither the
speaker nor the hearer can be held responsible for the intended meaning,
even though the context usually determines the one intended interpreta-
tion.

Brown and Levinson classify these strategies according to which Gricean
maxim they violate (1987: 213-227):

A. Violation of the Relevance Maxim

Strategy 1: Give hints
Strategy 2: Give association clues
An utterance that seems irrelevant in the particular situation calls for
another interpretation. Thus utterances ‘The cake is really tasty’ and Sono
kukki, oishiso da ne? (“The cookie looks tasty, doesn’t it?’) may be interpreted
as a compliment but also as a hint used to request the particular thing.
Itani (1996: 224) gives an example of an indirect request, which is fur-
ther hedged by the particle kedo to even further weaken the force of the
request by making the utterance less assertive and leaving more space for
non-compliance:

Mo jikan desu kedo...
It’s time but ... (implying that it is time to go)

To convey a request, the Japanese will often use self-directed statements.
Upon being told that the person the speaker intended to talk to is not avail-
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able, he may say something like So desu ka. Komatta na. (lit. ‘Oh, really? I'm
troubled’) (Mizutani and Mizutani, 1987: 36). As the response is directed
towards the speaker rather than the hearer, the hearer can choose whether
to ignore it or offer some help.

Association clues are hints that are understood by the listener through
prior experience with the speaker.

Strategy 3: Presuppose

This strategy is mainly used in implied criticism. ‘I cleaned (or stronger:
I had to clean) the house again today; presupposes that the speaker should
not have had to do so, had the listener not messed it up.

B. Violation of the Quantity Maxims

Strategy 4: Understate
Strategy 5: Overstate

The following understated and overstated hints are off-record requests
to turn on the heat/climatization:

It is a bit chilly here.

I am freezing my ass off.

Chotto samukunai?

Isn't it a bit chilly? / Aren’t you a bit chilly? (superior to inferior)
Kyo wa iya ni atsui ne.

It's awfully hot today, isn’t it? (superior to inferior)

Understatements are used both in English and Japanese, for example, to
lessen a compliment:

A: What a fantastic car!
B: Well, it gets me to work.

Understatements of this kind are less frequently used in English than simple

acknowledgement of the compliment, but in Japanese the hearer usually
lessens or completely negates any compliments:
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A: Ii handobaggu desu ne.

That’s a nice handbag, isn’t it? (meaning “You have a nice handbag’)
B: Iie, jitsu wa yasumono nan desu yo.

No, it’s actually a cheap one.

In English, overstatements can convey an apology, as in:

The roads were a real hell! (‘It is not my fault I was late’)

In Japanese, however, it is customary to apologize in a straightforward
manner and blame oneself even if it is not one’s fault. Such an overstatement
might be misunderstood as trying to make an excuse or avoid responsibility,
justifying the situation without feeling sorry.

Strategy 6: Use tautologies

Tautologies are sometimes used in an attempt to maintain dignity in

an uncomfortable situation and are offered instead of an apology, excuse

or explicit refusal.

Business is business. (‘T do not want to talk about the moral implications
of my actions.)

Kimari wa kimari desu kara (dame desu).
Rules are rules (and that’s why it is not possible). (meaning ‘T will not
make an exception for you?)

C. Violation of the Quality Maxim

By stating something that is obviously not accurate, the speaker puts the
hearer on notice that he must find the true meaning of the utterance:

Strategy 7: Use contradictions
He fixed the car but didn't fix it. (‘He did a really bad job.)

This structure does not work in Japanese.
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Strategy 8: Be ironic

That really helped, didn’t it? (“You should not have done such a stupid
thing.)

In Japanese such an utterance would probably cause confusion, as it
would be understood literally.

Strategy 9: Use metaphors

You are a real angel. (“Thank you for your help?)

Kamisama ni miemasu.
You seem like a god to me. (“Thank you for your help’)

Strategy 10: Use rhetorical questions

How many times do I have to tell you to pick up your room?

Nankai itta to omotte iru'n desu ka.
How many times do you think I told you?

D. Violation of the Manner Maxim

Meanings that would threaten face may be delivered off record by mak-
ing them indefinite:

Strategy 11: Be ambiguous

When you have known him as long as we have, you will realize just how
trustworthy he is.

Well, someone has been busy! (Either “You did a lot of work’ or the op-
posite, depending on intonation.)
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Strategy 12: Be vague

Chotto yoji ga arimasu.
I have a [previous] engagement. (commonly used to decline invita-
tions)

Strategy 13: Over-generalize
No one manages to do it properly the first time. (‘You did it wrong.)
Strategy 14: Displace H

We have received many qualified applicants and cannot employ them all.
(“We cannot employ you.)

Strategy 15: Be incomplete, use ellipsis

This strategy is well utilized in Japanese. When giving a negative reply
or a negative opinion, the last part of the utterance is frequently omitted in
order to show reluctance. If the speaker says Ashita wa chotto ... (“Tomor-
row is a bit ...), the hearer is to understand that tomorrow is not suitable
for the speaker. Koremo kekko desu ga/kedo ... (“This is also alright, but ...)
conveys that the customer is not satisfied with the merchandise he has been
shown, leaving out the part that he would prefer, for example, something
cheaper. As mentioned earlier, in Japanese it is often difficult to determine
whether to classify an utterance as indirect or conventionally indirect (see
negative politeness strategy 1).

There is a great overlap between the above strategies. Definitive classifi-
cation of examples is also complicated because even single utterances often
contain a composition of various strategies. The following polite request in
Japanese utilizes several negative politeness strategies:

Sumimasen ga, shosho o-machi itadakenai deshoka.

Excuse me, but could I not possibly receive your waiting?
(I am sorry, but could you possibly wait for a moment?)
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It starts with an apology (#6), the ‘could I not’ is a combination of conven-
tionalized indirectness (#1) and pessimism (#3). ‘Possibly’ is a hedge (#2)
on the illocutionary force, and for a moment’ is a hedge minimizing the
FTA itself. The verb ‘receive’ allows the omission of agent (#7).

Deference is not only conveyed by the selection of strategies (a less
formal request would call for different ones), but also by elements of dis-
cernment. The verb ‘to wait’ refers to the hearer, therefore a respectful form
o-machi is used. The verb ‘receive, on the other hand, refers to the speaker,
therefore a humble form itadakenai is used. Shosho is a polite form, mean-
ing ‘a little, i. e. for a moment.

2.5.3 Summary

Section 2.5 has described some basic differences between social index
politeness and politeness strategies, and has given examples of the strate-
gies described by Brown and Levinson. While the border between ‘formal
forms’ and politeness strategies is not always clear, it seems reasonable to
conclude that politeness means that are socially obligatory rather than situ-
ation-sensitive fall within discernment, while those that get activated in
connection with an FTA, fall within the volitional aspect of politeness.
Nevertheless, these two aspects of politeness need to be viewed as inter-
related and complementary.

The selection of politeness strategies used for a particular FTA redress
is influenced by the traditional values of the culture, and each language
utilizes these strategies to differing degrees. As mentioned before, it is com-
monly said that English makes frequent use of positive politeness strate-
gies, whereas Japanese more relies on negative politeness and off-record
strategies.
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3 BUSINESS LETTERS

3.1 Introduction

Looking at the long row of new, recently published letter-writing manu-
als available at the Harvard University bookstore, it is obvious that, despite
the availability of instantaneous electronic oral communication, letters,
whether in physical or electronic form, are still an important means of busi-
ness communication. Letters are in some respects better than other means
because there is greater opportunity to plan one’s written communication,
avoid mistakes, and avoid misunderstandings. Written communication is
by nature more formal, and more suitable for carefully worded messages,
which leaves a permanent record, for good or ill, which is why much care
is given to their composition.

However much important letters are in European cultures, they are even
more so in Japan. Until recently, first contact had to be in writing, even if
to announce a future phone call.

As do most other things, letters reflect their culture of origin, not only
in the language used, but also in form and structure. Both the language
and form contribute to the overall impression the letter creates. Japanese
managers often complain that their foreign employees can ‘chat away just
like a Japanese person, but can’t cope with a simple letter” (Business Japanese
Forum, 2002: 3). “With all their competence in Japanese, when it comes to
reading a business letter, its like they’re trudging wearily up Mount Fuji — and
they’re even more hopeless at writing them” (ibid). This “lament” is just one of
many examples of a well known fact that while a good command of gram-
mar and vocabulary can convey a simple message, the subtleties required for
favorable reception are often beyond even most native speakers. No home
in Japan is complete without a manual on letter writing.

3.2 Language Used in Business Letters

According to contemporary American literature on letter writing, a good
business letter is personal, tactful, courteous, clear, conversational, and in-
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teresting. It avoids stereotypical expressions. It is positive, “you oriented”,
and builds goodwill.

Although Japanese manuals on letter writing suggest that it is desirable
to include some originality to show one’s “real feelings” and sincerity (cf.
Miyazono, 2000: 26), for the Japanese a good letter is, first and foremost,
written accurately, both in language and style. Clichés and stereotypical
phrases are not viewed negatively when used appropriately, in the right
place at the right time.

Compared to Japanese, the language used in American letters is much
closer to spoken language. Poe advises that “when you're writing a letter,
express yourself pretty much as you would if you were facing your reader”
(1994: 21). His suggestion should not be taken literally, but most authors
encourage writing more ‘as-you-speak’ by avoiding stilted language and
‘federalese’'*

In Japanese there is a much greater difference between spoken and writ-
ten language than in English. As honorifics were gradually simplified, the
language used in letter writing was simplified as well. Just like in English,
recent literature encourages the use of clear and simple language. However,
the language used in letters still significantly differs from spoken language.
Letters still contain archaic grammatical structures that are unique to letters.
There are remarkable differences in lexicon. Letters utilize a great variety
of idiomatic expressions and phrases, which are more formal than their
spoken counterparts. This is why letters are such a nightmare to non-Japa-
nese people.

Unlike in personal letters, where the level of politeness expressed
through honorifics varies in respect to the relationship between the writer
and the addressee, the nature of the message etc., the level that is used in
Japanese business letters is fairly constant towards the highest level used in
personal letters. An even higher degree of politeness in letters burdened,
for example, with an apology, can be reached by a maximal utilization of
humble and respectful forms and a higher frequency of apologetic words
and phrases.

' A term coined for stiff, hard-to-understand language of many federal government writers.
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3.3 Business Letter Structure

An American business letter typically conforms to the AIDA formula
(Attention, Introduction, Direction, and Action). The style of a Japanese
business letter has been simplified and is now closer to the western stand-
ard, but it still keeps some typically Japanese characteristics; for instance
a Japanese business letter routinely includes formulaic expressions of sea-
sonal greetings and good wishes.

Although all components of a letter facilitate a favorable reception of its
message, this work shall deal with just those components that directly and
linguistically relate to politeness. Letterhead, date, reference number, etc. are
integral parts of the letter but do not serve our purpose of describing and
highlighting the main cross-cultural differences related to politeness.

3.3.1 Salutations

There is a great difference in salutations in English and Japanese. In
English, there is more or less one pattern, consisting of ‘Dear’ + one of the
various forms of address. Addressing by name is preferred over a general
title. The pattern ‘Dear + title + surname’ seems to be the most common
formal salutation. If the addressee has no professional or academic title,
a courtesy title (Mr./Miss/Mrs./Ms.) is used. Opinions differ on the usage
of ‘Dear + first name’. While Venolia (1982) claims that it is appropriate for
most situations, including the very formal, Poe (1994) and Seglin (1995)
suggest that it should be used only for informal letters to a personal friend
or close business associate. In simplified letters a salutation can be omitted
and the addressee’s name appears only at the top as part of the address, but
this style is not used much, as personalization is considered one of the key
points in composing a good letter. Similarly, the phrase “To Whom It May
Concern’ is now used very rarely.

In Japanese, the salutation takes a very different form. It does not in-
clude a form of address; the name of the addressee is written on the upper
left-hand side. Each salutation, usually translated to English as ‘Dear...
has a matching complimentary close. The most common correlative pair
is haikei — keigu. More formal pairs begin with kinkei, kyokei, kinpaku,
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kintei, or haitei, and close with keigu or keihaku. These expressions are com-
pounds consisting of 2 Chinese characters, one of which means ‘respect.
A salutation used in replies, keifuku, combines the meanings of ‘respect’
and ‘again’

An interesting salutation is zenryaku, literally translated ‘the before
[part] omitted, which means ‘without preliminary remarks’ The corre-
sponding complimentary close sos0 means ‘in haste’ This pair is usually
used in short letters. What makes it interesting is the fact that, by using
it, the writer explicitly states that he is going to omit preliminary remarks
concerning seasonal greetings and good wishes. Otherwise, a Japanese letter
that does not include some kind of greeting prior to the main message is
likely to be perceived as too straightforward and hence impolite. But if the
omission is thus “announced’, everything is proper and perfectly acceptable.
This also supports the idea that in Japanese, an explicitly signaled violation
of expectations can give acceptability to otherwise impolite behavior.

In private letters of informal character it is now quite common to open
the letter by addressing the person by name + courtesy title (sama / san /
sensei, etc.), but business letters maintain the formal form of salutations,
without mentioning the person by name.

Figure 3.1
Most common English salutations (based on Venolia, 1982: 61-65, 124-126)

Dear Sir or Madam

Ladies and Gentlemen (formerly ‘Gentlemen’)
Unknown . B

Dear + generic title (Customer, Contributor, Homeowner etc.)
addresse

Dear + job title (Editor, Registrar etc.)

Eliminated (just the letterhead)

Dear +courtesy title (Mr./Miss/Mrs./Ms.) + surname

Known .

Dear + title + surname
addressee

Dear + first name

Note: When writing to an organization rather than to an individual, ‘Ladies and Gentle-
men’ has been increasingly used instead of the previously used salutation ‘Gentlemen’.
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Figure 3.2
Most common Japanese salutations (adapted from Business Japanese Fo-
rum, 2002: 37)

Both known | General-purpose forms (e.g. haikei, kinkei, kintei)

and unknown | Forms signaling abbreviated preliminary remarks (zenryaku)

addressees Forms used in replies to letters (e. g. keifuku)

3.3.2 Opening Greetings

While an English business letter follows the structure ‘salutation — body
of the letter — complimentary close), the standard parts of a Japanese busi-
ness letter usually include ‘salutation - opening greetings — body of the
letter - closing greetings — complimentary close’

In Japanese it is a matter of courtesy to include preliminary greetings
composed of one or more of the following: ‘a seasonal reference, a hope for
the recipient’s continued health and prosperity, and a statement of gratitude
for help and consideration” (Business Japanese Forum, 2002: 37). In business
correspondence the greetings are usually shorter and more standardized
than in personal letters.

Nearly every Japanese letter writing manual includes a multitude of
seasonal greetings presented chronographically by the months for their
suitable application. The greetings are of various style and length. Some are
very poetic and are used mainly in formal personal letters, some are short
and idiomatic and used mainly in business letters. In informal letters some
writers prefer to write their own seasonal greetings, in formal letters they
usually use the standard ones.

The following examples are often listed as examples of greetings for
January and February (Business Japanese Forum, 2002: 37):
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Figure 3.3

Month | Standard expressions Longer versions used mainly
used in business letters in personal letters

Jan Shoshun no ko Shoshun to wa ie kibishii samusa ga
In this season of early spring tsuzuite orimasu ga, ...

Although the calendar says spring,

Genkan no ko the cold weather continues...

In this season of severe cold

Feb Risshun no ko Ume no tsubomi mo yoyaku
In this season of the first day of hokoronde mairimashita ga,
spring (according to the traditional | The plum blossoms have at last
Japanese lunar calendar) begun to bloom...
Yokan no ko

In this season of lingering cold

In business letters the already short form ... no ko (‘in this season of...")
can be replaced by the ubiquitous jika (‘at present’). The seasonal greeting
is followed by remarks concerning the addressee and the complete opening
greeting can look, for example, as the following:

Shoshun no ko, masumasu go-seiei no koto o-yorokobi méshiagemasu.
In this season of early spring I am pleased that you are healthier and
more prosperous than ever.

3.3.3 The Body of the Letter

The fact that the standard structure of an English letter does not for-
mally include opening greetings does not mean that the writer proceeds
after the salutation directly to the main message. Depending on the nature
of the main message the writer decides whether to move to the main in-
formation as quickly as possible or rather gradually prepare the addressee
for the “news”. There is usually an introductory line or paragraph, which
introduces the subject or refers to the situation or to the previous letter to
which the writer is responding. Similarly, there is usually a closing sentence
or paragraph to “summarize the topic and close on a positive note, encourag-
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ing a positive working relationship with the letter’s reader.” (Seglin, 1995: 18).
The body of the letter will be dealt with again in 4.3 and 4.4.

3.3.4 Closing Greetings

Similarly to the opening greetings, a Japanese letter is not complete
without concluding remarks that apologize for haste, or express hope for
the addressee’s health, the company’s development, mutual cooperation, etc.
Again, in business correspondence these greetings conform to traditional
structures, varying only in the phrases and collocations used.

3.3.5 Complimentary Close

Except for the simplified format, every English letter must include
a complimentary close. The proper choice depends on the degree of for-
mality of the letter and also on personal preference. For instance, Poe, for
typical business letters, prefers ‘Sincerely yours’ or ‘Cordially yours.

In Japanese letters, the complimentary close forms a correlative pair with
the salutation (see 3.3.1). If the salutation is omitted, the complimentary
close is also omitted.
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Figure 3.4

Examples of English complimentary closes (based on Venolia,

Seglin, 1995: 19, 20)

1982: 67;

Highly formal Respectfully yours,
Respectfully,
Formal Very truly yours,

Yours truly,

Less formal (but still not informal)

Yours sincerely,
Sincerely yours,
Sincerely,
Cordially,
Cordially yours,

Informal (when on a first-name basis)

As ever,

Best regards,
Kindest regards,
Best wishes,
Regards,

Few readers take much notice of the above-mentioned required com-
ponents before and after the body of the letter; their inclusion is taken for
granted. However, if anything is missing, the letter is considered to be de-
fective or impolite. These components contribute to the overall politeness
of the letter, and their lack may cause a negative reception.
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4 REJECTION IN AMERICAN AND JAPANESE LETTERS

4.1 Rejection as a Type of Face-threatening Act (FTA)

Rejection, by its very nature, runs contrary to the face wants of the
hearer, in particular positive-face wants of approval, esteem, appreciation,
valuation, and so forth, and so rejection is intrinsically an FTA (see Brown
and Levinson, 1987: 65-66). As such, if performed without any redressive
action, is most likely to negatively impact the hearer’s self-image.

Rejection has an impact also on the speaker’s face, on his wants of pow-
erfulness (he is unable to comply with the request), magnanimity (he denies
the request), and cooperation. Assuming that the speaker desires to main-
tain the hearer’s ‘face’ and his own, he will look for a method of minimizing
the negative impact of rejection.

4.2 Minimizing the Impact of Rejection

According to Brown and Levinson, an FTA is normally done without
any redressive action only if

the speaker does not fear retribution from the addressee, for example in
circumstances where (a) S and H both tacitly agree that the relevance of
face demands may be suspended in the interests of urgency or efficiency;
(b) where the danger to H’s face is very small, as in offers, requests, sug-
gestions that are clearly in Hs interest and do not require great sacrifices
of S (e.g., ‘Come in’ or ‘Do sit down’); and (c) where S is vastly superior
in power to H, or can enlist audience support to destroy H’s face without
losing his own (1987: 69).

Although there may be situations when rejection may be done without

any redressive action, usually some kind of strategy to redress the FTA is
employed.
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However direct the rejection is, it is not usually done through a single
speech act but rather a set of acts, in which the statement of rejection is
“embedded” or through which the rejection is implied. In the CCSARP
research project (Blum-Kulka and Olshtain, 1984; Blum-Kulka, House and
Kasper, 1989), which is one of the most extensive studies conducted to date
investigating cross-cultural and intralingual variation in requests and apolo-
gies, each speech act sequence is divided into a head act and supportive
moves. The head act is “that part of the sequence which might serve to realize
the act independently of other elements” (Blum-Kulka, House and Kasper,
1989: 17). Supportive moves are defined as units which precede or follow
the head act, modifying its impact (ibid).

The rejection sequence can be classified in the same manner, the head
act usually being the statement of rejecton. The supportive moves may in-
volve various strategies of both positive and negative politeness. For exam-
ple, a statement of rejection may be preceded by an expression of gratitude,
interest or agreement (positive politeness strategies) and followed by an
apology, admitting the impingement, begging forgiveness (negative polite-
ness strategies) or some kind of offer, promise or an expression of optimism
(other positive politeness strategies).

The speaker may prefer an indirect strategy, i. e. an off-record strategy,
and convey the rejection through hints, association, and other clues, i.e.
through supportive moves.

Similar to apologies (Blum-Kulka, 1984: 206), in the most direct way of
rejection the actual statement of rejection is usually preceded by a formulaic
expression of regret expressed by the means of a performative verb, such
as, for instance, T am sorry, ‘I regret, or an adverbial such as ‘unfortunately’
or ‘regretfully’

Within the statement of rejection as well as in its immediate surround-
ings the speaker can also employ a whole range of verbal means to soften
the degree of imposition and the impact of rejection. The more direct the
rejection, the stronger the need to be mitigated. Such mitigating may in-
volve both syntactic and lexical means (cf. Brown and Levinson’s negative
politeness strategies of conventional indirectness, hedges, giving deference,
impersonalizing speaker and hearer etc.).

The structure of a rejection speech act is both situation-specific and
culture-specific. “Every culture has its own repertoire of characteristic speech
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acts and speech genres” (Wierzbicka, 1991: 149) and while one culture, for
example, may tend to express a rejection in a certain situation directly,
another may prefer a less direct method. While it might be more common
to complement a certain type of rejection by an apology in one culture, in
another it may be more natural to offer compensation.

The following section presents what literature on letter writing suggests
regarding a rejection letter.

4.3 The Style and Structure of an American Rejection Letter

In any letter a poorly worded statement may end up offending the
reader, but a rejection letter is already offending by its very nature. In or-
der to lessen the reader’s disappointment it is important to tactfully state
the rejection in the least offensive way possible. Baugh, Fryar and Thomas
emphasize, “the basic principle of writing refusal letters is courtesy first and
refusal second” (1995: 107).

Politeness involves not only the wording of the rejection itself but also
the organization of the letter.”® Meyer (2001) as well as Baugh, Fryar and
Thomas (1995) suggest the following structure of a letter of refusal:

(1) Opening — (2) Explanation of refusal —
— (3) Statement of refusal - (4) Closing

Seglin’s sample letters (1995: 230-237) follow more or less the same pat-
tern.

(1) Opening

As a good opening Meyer suggests to start with agreeing with the reader
on some point to create a feeling of working together such as “We like your
approach to the consumer survey on garden tools” (2001: 25) or a combina-
tion of agreement and apology suggesting that the writer would like to help

15 “[1]t appears that selection of a set of strategic wants to be realized by linguistic means may also
involve the organization and ordering of the expression of these wants” (Brown and Levinson,
1987: 93).
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but cannot, e.g. “We would be happy to comply with your request for a sample
of our new loan forms. May I suggest you write directly to our headquarters of-
fice?” (2001: 26) Another good beginning is with a thank you, setting a tone
of courtesy and consideration for the reader such as “Thank you very much
for giving us the opportunity to consider you for employment” (ibid).

Baugh, Fryar and Thomas suggest opening by assuring the reader that
the writer has given the request careful consideration and advise not to
mention in the first paragraph whether the request has been refused or
granted.

(2) Explanation of refusal

Meyer suggests that before stating the refusal it is a good idea to give
reasons for it. This makes the refusal more gradual and prepares the reader
for it. He also states that the explanation should be straightforward, definite,
and reasonable (cf. Baugh, Fryar and Thomas, 1995: 107).

GefIner admits that, “[w]hile a personal letter explaining specific reasons
for an applicant’s rejection is professional and preferable, a form letter is more
often used as a way to reject in general terms all the unsuccessful candidates”
(1998: 262).

(3) Statement of refusal

Meyer recommends a direct but polite statement of refusal such as:
“We do not have a position open that fits your qualifications” (2001: 26) or
“I am sorry we cannot provide the information you requested” (ibid). Baugh,
Fryar and Thomas recommend for a refusal of employment something like
“Your qualifications are excellent and show that you have assumed greater
levels of responsibility throughout your career. The candidate we are looking
for, however, will have a stronger marketing background. For this reason ...”
(1995: 43) instead of the (often used) phrase “We don’t feel your qualifica-
tions match our job needs” (ibid). This example follows the order ‘explana-
tion — statement of rejection’

(4) Closing

To lessen the unavoidable disappointment caused by the refusal, Meyer
suggests ending in a positive manner, offering some alternative or encour-
agement to help the reader save face, such as: “I know you will find a suitable
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position soon” (2001: 27), or “We will be glad to receive other ideas from you”
(ibid). Baugh, Fryar and Thomas (1995: 107) also recommend closing with
a positive statement rather than overly apologizing for the refusal.

Meyer gives the following examples of rejection letters. However, they

do not quite follow the recommended pattern. The first example acknowl-
edges the applicant’s good qualifications but fails to explain why another
candidate has been preferred over him. The second example gives a very
concrete explanation, but the rejection is not directly stated.
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Dear Mr. Guiterez:

(1) Thank you for considering our opening for a junior accountant.
Although your qualifications are good, (3) we have accepted another
candidate. We will keep your application on file for future considera-
tion.

(4) Best wishes for finding another position that suits your qualifica-
tions.

Sincerely,

Dear Ms. Lattler:

(1) Thank you for sending your résumé and giving us the opportunity
to consider you for the accounting-manager’s position.

Our financial officers have thoroughly reviewed your qualifications.
(2) They are excellent, but do not quite fit the position we have in mind
at the present time. Your technical experience is notable, especially in
the area of tax accounting, but right now we need someone who is
stronger in supervisory experience.

(4) We will keep your file active, and when promotions create an open-
ing to fit your qualifications, we will write or call you.

Yours sincerely,
(adapted from 2001: 275-276)



It is obvious from these two examples that the suggested pattern is quite
general and various realizations are possible within it. The borders between
the particular parts need not always be clear, especially when the refusal is
only implied (cf. part /3/ in the first letter above).

4.4 The Style and Structure of a Japanese Rejection Letter

A Japanese rejection letter should follow general letter structure, starting
with a preliminary greeting concerning the addressee’s health or well-being
in combination with a seasonal greeting. Suggested openings for the main
body generally resemble an English opening. Both include a ‘thank you’ for
applying for the work position. For the statement of rejection Miyazono
(2000: 116) suggests that rather than using the word fusaiyo, which means
‘not employment’” and sounds rather harsh to the addressee, it is better to
say something like Go-kibo ni soikaneru...("‘We cannot meet your wishes’),
Go-kitai ni soikaneru... (‘We cannot meet your expectations’), or Konkai
wa, saiyo o miokurasete itadaku. .. (‘Please let us this time forgo your em-
ployment).

He also suggests that it is better not to write a detailed explanation of
the reasons for not employing the addressee so as not to offend him in
some way. In this he differs from the English authors, who advocate stating
a straightforward, definite, and reasonable explanation.

Just like in English, the closing is supposed to sound positive and offer
encouragement, as in Kondo no go-kento o kokoro kara o-inori moshiagemasu
(‘From [the bottom of our] heart we wish you good luck for the future’) or
include wishes of good health and fortune for the future (ibid).

The structure can be thus summarized as follows:

(Preliminary greetings) (1) Opening — (2) Statement of refusal —»
— (3) Closing (standard closing greetings)
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A letter sample adapted from Miyazono (2000: 116):

Haikei

Jika masumasu go-seiei no koto to o-yorokobi moshiagemasu.
In this season I am pleased that you are healthier and more prosperous
than ever.

(1) Kono tabi wa heisha nyiisha shiken ni go-obo itadaki, arigato
gozaimashita.
Thank you for applying for our company’s entrance exam.

(2) Shanai de shincho ni shinsa itashimashita kekka, makoto ni zannnen
de wa gozaimasu ga, go-kibo ni soikaneru koto ni narimashita node
o-shirase shimasu.

As a result of our careful judgement we are very sorry to inform you
that it turned out that we are unable to meet your hopes.

(3) Kongo no go-kenko to go-katsuyaku o kinen maoshiagemasu.
We wish you good health and career success for the future.

Mazu wa go-tsiichi made.
This is mainly to inform you.
Keigu

The writers of correspondence manuals, which are a kind of etiquette

manuals, cannot just simply decide the rules and proper manners for writ-
ing letters but have to reflect existing social interactions. On the other
hand, the manuals, if widely followed, thereby influence reality. So while
the manuals try to depict the language reality, they also influence it. The
analysis section of this work will also investigate whether the above recom-
mendations are widely followed.
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5 RESEARCH AND ANALYSIS

5.1 Expectations and Hypotheses

The literature and theory on politeness and cultural values suggest cer-
tain hypotheses about what will be found in the rejection letters.

1. American letters should be more personal and utilize positive politeness,
attending to the persons face wants. The Japanese letters should be more
distant and formal, with negative politeness strategies predominating.

2. Because Americans place value on sincerity, frankness, and rational-
ity, their letters should reject the candidate in a more straightforward
manner than the Japanese, who in oral communication typically utilize
ellipses and indirect strategies for rejecting requests.

3. Direct rejection should come in less variety than indirect methods,
which should lead to more variety in the Japanese letters. However,
while the Japanese can redress negative messages with honorific forms,
the Americans must use a variety of strategies instead of discernment,
which should result in a greater variety in the American letters, magni-
fied by the desire to be original.

The purpose of this work is not just to validate or refute these hypoth-
eses, but to explore the particular methods each culture uses to make the
letters more “polite”

5.2 The Data

The above theoretical findings and hypotheses were tested on 73 Ameri-
can and 70 Japanese rejection letters collected for this purpose. Since this
research deals with form letters, it may be assumed that the letters are little
if at all influenced by social factors concerning the addressee. The fact that
the form is determined by the company’s policy rather than the addressee is
supported by the evidence that, in several instances, two virtually identical
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letters were written by two different departments of the same company con-
cerning two different employment positions addressed to the same person.
Therefore, the collection aimed at a variety of companies and institutions
rather than a variety of addressees.

In order to eliminate confounding based on any bias concerning so-
cial background, both the American letters and the Japanese letters were
collected from comparable sources. In each group of letters, some are ad-
dressed to a well-educated middle-aged candidate seeking employment at
various companies and universities, and some are addressed to a young
university graduate seeking her first job.

Furthermore, the otherwise large collection of letters (over 100 in each
language) was reduced to only those cases when the addressee applied for
a particular position that was being offered, and was rejected for that offered
position, i. e. letters which stated that there was no position available at the
moment were excluded as those cannot be considered real rejections.

5.3 Methods of Analysis

Previous studies on refusals utilized various methods of categorizing
refusal responses (Nelson et al., 1996; Gass and Houck, 1999). These meth-
odologies, however, dealt with oral exchanges negotiating the refusal over
several turns and thus cannot be easily applied in this work. Yeung (1997)
researched the written discourse of business letters, examining the effect of
Brown and Levinson’s social variables on the choice of politeness expres-
sions. However, her method is not applicable either as her method was
aimed at a different goal.

This work focuses on the main body of the letter. However, the saluta-
tions, and, in Japanese, the opening and closing greetings were also exam-
ined to see if they fit with the hypotheses of this work. These phrases were
also dealt with in terms of presence/absence, variety, and type of politeness
they utilize.

The rejection sequence in rejection letters in each language often con-
sists of 3 basic parts:
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1) a “preparation” for the rejection
2) the actual rejection
3) some “remedy”

The preparation and remedy function as supportive moves. The rejection
itself may also include some supportive moves softening its impact.

The preparation phase can be divided into two parts, neither of which
is obligatory: an opening, which usually includes an expression of gratitude
or acknowledgement of receiving the application, and a transition, which is
usually in the same sentence as the rejection or immediately precedes it and
therefore was classified as part of rejection for the purpose of analysis.

opening

« s
preparation

transition

The remedies following the rejection, taking various forms from apology
to compensation, were briefly analyzed in respect to Brown and Levinson’s
politeness strategies to highlight cultural differences in the overall convey-
ance of the rejection.

The rejection itself is the main focus of this work and was analyzed in
detail. The rejections in the English and Japanese samples were compared
based on the following criteria:

1) Whether the rejection is direct (explicitly stated) or indirect (merely
implied).

2) Whether any explanation is given, and if so, whether it is direct or in-
direct, and whether it precedes or follows the rejection.
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Figure 5.1
Potentional rejection patterns

[

Direct rejection

Direct explanation } Direct statement [ Direct explanation }
+ +

Indirect explanation Indirect statement Indirect explanation

No statement

Indirect rejection

To differentiate between a statement of rejection and an explanation is sub-
jective, and even more subjective is whether it is direct or indirect. To add
for objectivity, parameters for categorization for the analysis of this work
must be created, even if they must by nature be arbitrary. Countless crite-
ria are possible, but for the purpose of this work they were determined as
follows:

1.
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Direct statement of rejection (DirR): a statement explicitly mentioning
the addressee, i.e. a statement of the kind: “We cannot accept you’
Indirect statement of rejection (IndirR): a statement not explicitly men-
tioning the addressee, i. e. a statement of the kind: “We accepted some-
one else’ or “The position has been filled’ These are considered not to
be explanations, as they do not say why another candidate was chosen
over the addressee.

Direct explanation (DirE): explicitly mentioning qualifications or other
characteristics of the addressee, e.g. “Your qualifications do not match
our current needs. A rejection of the persons skills is less confronta-
tional than a rejection of the candidate himself.

Indirect explanation (IndirE): not explicitly mentioning qualifications
or other characteristics of the addressee himself, e. g. ‘Qualifications of
another candidate more closely meet our current needs.



Classification according to these criteria generated, in each set of letters,
the American and the Japanese, a number of patterns. These patterns were
examined in respect to politeness strategies.

5.4 Results

5.4.1 Salutations

Figure 5.2
Salutations in the American letters

Dear Mr./Ms. + surname

Dear title + surname 66%
Dear name + surname

Dear first name 29%
Dear general word 2%
None (just letterhead) 3%

By far the most common salutation in the American letters was the for-
mula ‘Dear Mr./Ms. + surname, the second most common was ‘Dear first
name. The combination ‘Dear name + surname’ is considered to be poor
style by authors of correspondence literature, and was infrequent, as were
impersonal addresses such as ‘Dear applicant’ or ‘Dear Job Seeker’

The results go along with the idea that, for Americans, politeness is
strongly associated with being personal. Although it is generally known that
businesses utilize form letters sent to many addressees with only the name
changed, impersonal forms of address are usually avoided. Although most
of the letters prefer formal address by surname (whether in combination
with Mr./Ms., first name or the title), addressing by first name is also quite
common. This demonstrates the effort to express politeness by minimizing
social distance, by sounding more familiar. This corresponds with Brown
and Levinson’s positive politeness 4: Use in-group identity markers.

Unlike the Americans, who put effort into making the letter seem as
personal as possible, the Japanese do not attempt to disguise the fact that
the letter is sent to more people. In many letters this is obvious at first
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glance, as at the top of the page there is a line with a pre-printed Chinese
character -sama or -dono, both meaning Mr./Ms., with the addressee’s name
filled in by hand. Other letters are addressed as kaku’i (‘to everyone’), which
is used to address the individual members of a group receiving the same
letter. More specific versions are jukensha kaku’i (‘everyone who took the
entrance test’)'® and obosha kaku’i (‘applicants’). These roughly correspond
to the English ‘Dear applicant’ or ‘Dear Job Seeker’.

The use of salutations in Japanese letters is not obligatory, although
quite common, as apparent from the results (figure 5.3). Only 7% of letters
contained neither a salutation nor an opening greeting.

Figure 5.3
Salutations in the Japanese letters
Haikei 74%
Kinkei 10% 91%
Zenryaku 7%
none 9%
Figure 5.4
Opening greetings in the Japanese letters
Included 73%
None 27%
Figure 5.5

The ratio of salutations and opening greetings in the Japanese letters

Salutation only, other than zenryaku 13% 20%
Zenryaku 7%
Salutation + opening greeting 72%
Opening greeting only 1%
Neither 7%

' In Japanese companies it is common that before the job interview the applicants are given an
entrance examination, consisting of a general knowledge test and possibly a motivation essay,
and only those who pass are invited for an interview.
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Haikei, the salutation most common in any letter, was the one most
frequently used here as well, while kinkei, which is very formal, was used
in 10% of the letters. Zenryaku, which signals that the writer will omit pre-
liminary greetings (see 3.4.1), was used in 7% of the letters.

Opening greetings (see 3.4.2) are considered a standard part of a Japa-
nese letter structure, including business letters. They were present in 73%
of the rejection letters. A fourth of the letters omitting opening greetings
“justified” the omission by the salutation zenryaku.

In business letters the opening greetings usually take form of a highly
conventionalized formulaic expression. The following is the basic pattern
that appeared in most cases and corresponds to the basic pattern described
in the literature on letter writing (see 3.4.2):

(Jika) masumasu go-kensho/go-seisho/go-seiei no koto

o-yorokobi moshi-agemasu.

(In this season) T am pleased that [you] are healthier and more prosper-
ous than ever.

The maximally simplified seasonal greeting jika, which means ‘in this sea-
son’ or ‘in this time), was present in most of them. The actual seasonal
greetings included:

Shunkan no ko
In this early spring of lingering cold

(Sugasugashii) shinryoku no ko
In this season of fresh greenery

Késho no ko
In this season of approaching heat

Tsuyu no ko
In this rainy season

Seika no ko
In this season of summer heat

Kokusho no ko
In this season of intense heat
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Hatsushimo no ko
In this season of early frost

5.4.2 'The Letter Opening — The Preparatory Phase for the Rejection
A letter of rejection written in English can easily start like this:

Dear Dr. :

I regret to inform you that we are no longer actively considering your ap-
plication for the business faculty position. There were many fine applicants
and consequently we are unable to grant all requests for interviews.

However, such an opening was found only in 4% of the analyzed data. In
all the other American letters the main message, i.e. the rejection, was
preceded by at least one sentence. As to the type of opening, in 7% of the
letters it was an acknowledgement of receiving the application or resume.
By far the most frequent opening was an expression of appreciation, a ‘thank
you, for the addressee’s interest in the position. In one case it was combined
with an explanation of a delay in reply and in one case with an apology for
the same. The table below summarizes the results:

Figure 5.6
Types of opening in the American letters

‘thank you’ (+ an additional remark) 86% (21%)
‘acknowledgement’ 7%
none 4%
other 3%

Starting off with a positive ‘thank you’ attends to the addressee’s posi-
tive face. It is a way of claiming common ground, common interest, and
mutual cooperation. However, since American letters of acceptance never
start with a thank you, this opening also signals that the reply is going to
be negative. The letter itself actually already signals a rejection as success-
ful candidates are in most cases contacted by phone. (In Japan, letters are
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still used, although the trend may be gradually changing.) Therefore, this
part should be also considered part of the rejection set, i.e. as one of the
supportive moves.

The ‘thank you’ phrases in the analyzed data were of various length and
revealed a various degree of conventionality. The most common way of
expressing appreciation was through the formulaic expression ‘thank you
for. A less common one was through the verb ‘to appreciate’

The length varied from the very short “Thank you for your interest in
[the company’s name]’ to more elaborate sentences (examples below), or
a couple of sentences, which, in some cases, contained other clues, prepar-
ing the addressee for the rejection and gradually leading to it. The following
examples demonstrate such a gradual move:

Thank you for responding to our recent ad for a Senior Treasury Analyst.
We were fortunate to have received resumes from a number of well-quali-
fied candidates.

The strong qualifications of many applicants resulted in a hiring process
both rewarding because of the extensive talent revealed, and frustrating
because we have so few positions with which to enjoy that talent.

I appreciate your time and efforts spent in applying for the position.

The number of applicants and the appreciation for the time and efforts spent
signal that a rejection is forthcoming.

Besides the most conventional openings consisting of the “Thank you
for your ... phrase, two different approaches concerning the writer and the
addressee could be identified: a formal one, avoiding the writer through
passivization or “hiding” him behind the letter, and a personal one, showing
personal involvement. The following couples exemplify some differences
in the two approaches:

This letter will acknowledge receipt of your resume for review against our
immediate employment needs here at [the company’s name].

We have received the information you submitted regarding employment
with [the company’s name].
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Thank you for your response to our recent applicant search for a Pricing
Administrator. Your interest in [the company’s name] is appreciated.

Thank you for responding to our advertisement. We appreciate your inter-
est in exploring employment opportunities with [the company’s name].

This is to thank you for your patience in awaiting further word concerning
your candidacy for the position in our Marketing Department.

We would like to thank you for your response to our recent ad for the
position of Product Manager.

Lenjoyed the opportunity to meet and become acquainted with you during
your interview for our Office Administrator position.

In the analyzed data, the number of personalized openings significantly ex-
ceeded the formal ones, revealing the effort to establish a common ground
with the addressee and make the expression of appreciation seem more
sincere.

Another related strategy used was to adopt an addressee-oriented point
of view, emphasizing the addressee as agent. Here are three examples of
this ‘you’ approach:

Thank you for giving us an opportunity to consider you for the position
of marketing analyst.

Thank you for giving [the company’s name] the opportunity to consider
your qualifications and explore employment possibilities for you in terms
of your interests and of our current needs as an Admissions Financial
Representative. We are pleased that you think of [the company’s name]
as a desirable place to extend your career.

Thank you for submitting your credentials to [the company’s name]. We
appreciate being considered in your career planning.

These examples demonstrate an interesting point-of-view operation. In re-
ality, the writer is in the position of power — he decides whether or not to
accept the addressee. The addressee has no control. By turning the point
of view, the addressee is seemingly placed to the position of control - he is
the one who decided to apply to that company.
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As apparent from the data, also the Japanese consider a ‘thank you’ to
be a good starting point for announcing bad news. It was present in 96% of
the Japanese letters. It should be, however, noted that the very same open-
ing is used for letters of acceptance as well (as evidenced by several letters
of acceptance collected together with the letters of rejection, and also by
Miyazono, 2000: 114).

Figure 5.7
Types of opening in the Japanese letters

‘thank you’ (+ an additional remark) 96% (4%)
no ‘thank you’ but with an opening greeting 3%
neither ‘thank you’ nor opening greeting 1%

While the American letters thanked for a variety of things, and in a variety
of ways, the Japanese used some variation of only one pattern, thanking for
applying, coming to the company or taking the job entrance test:

(Kono tabi wa,) heisha sha’in boshii ni go-obo itadakimashite, arigato
gozaimashita.
Thank you for applying for our company’s employee recruitment.

This was in several cases preceded by Senjitsu wa o-isogashii chii or
go-tabo no tokoro, which both mean ‘when you are so busy;, i.e. a kind of
apology.

In a few cases the ‘thank you’ was emphasized by an additional Atsuku
o-rei moshiagemasu, which could be translated ‘We are really grateful to
you.

Some variety can be observed in the selection of deference expressions
used. While the Americans refer to their company by name, the Japanese
used three different Chinese character compounds: 6 + sha (‘this'+ ‘compa-
ny’) and two humble forms, hei + sha (‘worn out’ + ‘company’) and sho + sha
(‘small’ + ‘company’). All three forms are commonly used in Japanese.

Expressing that somebody has done something for us (e. g. applied for
a position in our company), can be done in Japanese in two ways: through
the verb itadaku and kudasaru. The former one is receiver-oriented, i.e. ‘we
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received something from you, the latter one is agent-oriented, i. e. ‘you did
something for us. If we match this with the English ‘we’ and ‘you’ approach-
es, then the ‘you’ approach appeared in a minority of cases (14%)"".

5.4.3 Statement of Rejection & Explanation of Rejection

Using the criteria described in 5.3, 11 patterns emerged in the Ameri-
can letters, of which 4 were more common than 10%. The Japanese letters
contained only 4 patterns, the most prevalent of which was used by 80%.
Analysis of the American and Japanese letters revealed the following:

Figure 5.8
Rejection patterns in the American letters

Rejection only: 38%

DirR 11%
IndirR 19%
IndirR + DirR 8%
Rejection - Explanation: 33%

DirR + DirE 3%
DirR + IndirE 8%
IndirR + IndirE 22%
Explanation — Rejection: 7%

DirE + DirR 1%
IndirE + DirR 5%
IndirE + IndirR 1%

17" In general, when the speaker asked for the action carried out for him, the receiver-oriented
verb itadaku and its less polite equivalent morau are used; when the agent did this action for the
benefit of the speaker out of his own will, the agent-oriented verbs kudasaru/kureru are used.
For this reason, in constructions such as ‘thank you for doing sth. for me’ at the informal level
the verb kureru goes with an expression of ‘thank you, i.e. arigato, while the verb morau goes
with a word of apology, i. e. sumimasen. In polite speech, however, in the ‘thank you for sth’
expressions the verb itadaku seems to be strongly preferred over kudasaru, irrespective of the
fact whether the action was motivated by the speaker or the hearer, which is also apparent in
the letters examined (86%).

88



Explanation only: 21%

DirE 18%
IndirE 3%
Figure 5.9

Explanation and statement of rejection in the American letters

Explanation 61% DirE 22%
IndirE 39%
Rejection 79%* DirR 37%
IndirR 50%

*Note: 8% of the American letters contained first an indirect rejection followed by
a direct rejection, so the number of letters containing rejection statements is lower than
the sum of the direct and indirect.

It should be noted that no matter how straightforward the explana-
tion, a direct explanation, without any accompanying statement of actual
rejection, is included as an indirect method of rejection by implication.
Although it is clear that the addressee has been rejected, it avoids directly
saying so. Thus, direct versus indirect methods of rejection can be calcu-
lated as follows:

Figure 5.10

Direct vs. indirect method of rejection in the American letters
Direct only 11%
Indirect only 63%
Both methods used 26%

The Four Most Prevalent American Patterns

Methods of softening the FTA occurred in all letters and all patterns.
The four most prevalent patterns serve to highlight strategies and mitigat-
ing devices used.
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Direct Statement of Rejection

This is the most explicit and straightforward method of rejection. The
addressee is informed that he will not obtain the employment. The direct
statement of rejection was used 37% of the time, usually softened by an
explanation or a preceding indirect rejection to make the notification less
abrupt.

However, 11% of the letters used the direct statement of rejection with
neither an explanation nor an indirect rejection. The following examples
demonstrate means of softening the formulation to decrease the impact of
the FTA within this group:

(1) We have reviewed your qualifications and regret that we cannot offer you
employment at this time.

Lam sorry you were not selected for an interview.

Regrettably, you are not among the top group of applicants who will be
invited for an interview.

These routinized formulaic expressions convey the writer’s regret for im-
pinging on the addressee’s face and thus partially redress it. They are either
in the form of a performative verb or an adverb.

(2) We have reviewed your qualifications and regret that we cannot offer you
employment at this time.

We have now had an opportunity to review the information provided,
and have decided that we will be unable to explore further employment
opportunities at this time.

This is another way of softening the rejection, claiming inability (a hedge
on the illocutionary force of the verb) to employ the applicant. The verb
selection in the second example ‘decide to be unable’ seems to be either
haughty or simply poor grammar.

(3) We have reviewed your qualifications and regret that we cannot offer you
employment at this time.

We have now had an opportunity to review the information provided,
and have decided that we will be unable to explore further employment
opportunities at this time.
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This is another frequent way of softening the rejection, limiting its validity
to ‘at this time’ and thus giving the addressee a hypothetical chance of being
successful in the future.

(4) Although your background and experience is impressive, we do not at this
time, plan to pursue your application further.

Although we will not be pursuing your resume any further at this time,
we would like to keep it on file and ...

In the two examples above, the focus shifts away from the applicant. The
act of rejection is more mildly described as a future lack of action upon the
papers received by the company.

(5) We have reviewed the information that you provided us, and have deter-
mined that we are unable to explore further employment opportunities.

In this example the addressee is completely omitted from the statement of
rejection, but the first clause makes it clear that the statement of rejection
concerns him.

(6) We have now had an opportunity to review the information provided,
and have decided that we will be unable to explore further employment
opportunities at this time.

This example goes even further as the addressee is not even mentioned.

It may seem questionable to classify this case as a direct rejection, but
it is only a small step further than the previous one and not far from a fully
explicit version:

We have now had an opportunity to review the information you provided,
and have decided that we will be unable to explore further employment
opportunities with you at this time.

(7) Although we will not be pursuing your resume any further at this time,
we would like to keep it on file and ...

In this example, the statement of rejection is softened by being placed to
a subordinate clause. This way the focus is shifted away from the rejection to
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something positive, to compensation. The writer cannot satisfy addressee’s
face in one way so he stresses cooperation in another (positive politeness
strategy 10: offer, promise).

The following is an example of a statement of rejection with a conces-
sive clause:

Although your background and experience is impressive, we do not at this
time plan to pursue your application further.

Unlike in the previous example, here the rejection is placed in the main
clause so the rejection remains pronounced.

Indirect Statement of Rejection

This method of rejection, surprisingly frequent, might seem quite unex-
pected from assertive Americans who “appreciate honesty”. All rejections in
this group are indirect in the sense that instead of an explicit rejection they
only imply that the addressee will not be given the employment. They do
not mention the addressee in connection with the employment.

Rejections in this group possess various degrees of ambiguity and re-
quired inference. Examples 1-3 are least ambiguous; they cannot be inter-
preted in more than one way:

(1) Another candidate has now been selected for this position.

(2) After reviewing all applications, we will be considering another individual
for this position...

(3) Although your qualifications are impressive, we received a large volume
of resumes and are unable to meet with each applicant for a personal
interview.

In example 3 the concessive conjunction ‘although’ makes it clear that the
second clause includes the addressee.

Examples 4-7 state that someone was or is going to be hired but do not
explicitly state that the person is not the addressee.
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(4) The position has been filled.

(5) We received applications from many qualified candidates. A review panel
has recommended seven applicants continue in the process. At this time,
we will limit our review to those candidates.

(6) The research analyst position was offered to an exceptionally qualified
applicant and the offer was accepted.

(7) Your resume was reviewed along with many others during our search for
a market research person. We are interviewing some candidates and will
make a hiring decision from that group.

In examples 5 and 7 the demonstrative pronouns ‘those’ and ‘that’ signal
that the addressee is not one of the selected candidates.

Example 8 is the most intrigue one. It creates the illusion that the selec-
tion has not been made, and that there is still a chance to obtain the job.
Only the “We wish you the best in your search for employment’ in the next
paragraph signals that the candidate has already been rejected.

(8) We are currently in the process of reviewing applications, and we will
contact you if you are chosen to proceed in the hiring process. If you are
not selected to advance in the hiring process this time, your application will
be kept on file for a year. (new paragraph) We certainly appreciate your
interest in our Center. We wish you the best in your search for employ-
ment.

Indirect Statement of Rejection Followed by Indirect Explanation

This frequently utilized method of rejection combines various strategies
of other methods. The ambiguity of not explicitly rejecting the addressee
is clarified by an indirect explanation, which tries to satisfy the addressee’s
need to know why he has been rejected, in a way that would not offend
him.
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Compare:

The position has been filled. (indirect statement of rejection)

The position has been filled by someone we feel more closely meets our
needs. (indirect statement of rejection with explanation)

Similar to a direct explanation of rejection, the writer gives sincere, ob-

jective reasons for not employing the addressee, but pays more attention to
his face by turning the point of view to other candidates in order to (usually)
avoid any negative statement concerning the addressee.

Compare:

[your background] does not match the requirements of the position as
closely as that of other candidates. (direct explanation)

[there are other candidates] whose background more closely meet the re-
quirements of our position. (indirect explanation)

Similarly to the previous methods, the rejection is in many cases par-

tially redressed by assuring the addressee that his application has been
given consideration and/or acknowledgement of or appreciation for his
qualifications.
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We have carefully reviewed your background as it relates to the current
opening. However, we have selected several other candidates for final con-
sideration whose background and experience more closely fit our needs.

Careful review has been given to all resumes. At the present time there are
other candidates whose overall experience is closer to our needs.

We have carefully reviewed your qualifications and experience. At the
present time we are reviewing other applicants whose backgrounds are
more closely aligned to the specific requirements of the position.



The following examples also include words of praise:

We have completed reviewing your application. Although we are impressed
by your achievements we have decided to pursue the position with can-
didates whose skills and interests appear to be a closer match with our
needs.

I shared your resume with the hiring manager for our marketing position.
We were both impressed by your track record to date. We feel, however, at
this time that there are other candidates whose background more closely
meet the requirements of our position.

Explanation Only Without Statement of Rejection

Rejections in this group (21%) did not give any statement of rejection,
but relied on an explanation to infer a rejection. 18% stated that some at-
tributes concerning the addressee (his qualifications, education, experience
etc.) did not correspond with the writer’s requirements.

The following 3 patterns were identified. While their explanation of
rejection is very similar, they differ in the amount of preceding informa-
tion:

(1) (I regret to inform you) review of credentials — (at this time) not match
the specifications of the position

Your resume has been reviewed. We have determined that your qualifica-
tions do not meet the requirements of our current opening.

After a thorough review of your credentials, we feel they do not match the
specifications of the position as closely as we would like.

(2) (Although) words of praise - not match

Although your background is interesting, it does not match the require-
ments of the position as closely as that of other candidates.

I found your qualifications to be very impressive, but do not feel they match
what we are looking for at this time.
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(3) Review — (although) words of praise - (however) not match/not com-
patible

I have reviewed your resume and am very impressed with your qualifica-
tions; however, they are not compatible with our specific needs for this
position.

Your resume has been carefully considered in view of our present needs
here at ... Although we recognize your fine qualifications, we are unable
to match them to the requirements of our current job openings.

In the first group of letters the writer assures the addressee that his
application has been considered. This serves as a gradual preparation for
the bad news and perhaps also serves as a sign of good intentions. In the
second group, this is done by a statement of appreciation for the addressee’s
qualifications (positive politeness). And finally, the third group combines
both of these: the addressee is assured that his qualifications have been
considered and he is given credit for them.

The following rejection is also an example of a direct explanation of
rejection:

(Thank you...) However, we do not feel that you possess the kind of experi-
ence that the school requires this time.

The intention behind can be interpreted as an effort to minimize the FTA
of rejection by giving the addressee a sincere and objective reason to have
him understand and accept the rejection. Due to the selection of words,
however, it can be interpreted also as a kind of direct criticism. The writer
impinges on the addressee’s face by explicitly stating that the addressee lacks
something, although softened by ‘this time’

Based on other examples in this group, the above explanation of rejec-
tion conveying that the addressee’s attributes are not suitable for the writer’s
needs can be “softened” in the following ways:

(1) ... [your qualifications] do not meet /are not compatible with [our current
needs]

... do not feel [your qualifications] match [our current needs]
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Here instead of explicit claiming that the addressee does not possess certain
skills, he is only said that they do not match.

(2) ... do not feel [your qualifications] match [our current needs] as closely
as we would like/closely enough/as of other candidates

... at this time, we do not feel [your qualifications] provide the best match
with [our current needs]

These explanations are even “softer” as the writer admits at least a partial
match.
The following scheme summarizes the “softening” scale:

do not possess — possess but not match — match but only partially

A few letters (3%) went even further and did not directly mention that
the addressee lacked something, but rather that some other candidate had
what they needed.

Japanese Rejection
The Japanese letter patterns revealed little variety (figure 5.11). 99% of
the letters were slight variations of the following basic pattern:

Thank you — (we received a lot of applicants and) as a result of our careful
revision... - we regret + rejection —> (please understand/ forgive)

In 19% of the letters the pattern was complemented by an explanation,
which either preceded or followed the statement of rejection.

Figure 5.11
Rejection patterns in the Japanese letters

Direct Rejection without explanation 80%

Direct Rejection followed by explanation 10% 99%
Direct Rejection preceded by explanation 9%

Indirect Rejection 1%
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Direct Statement of Rejection without Explanation

In the Japanese letters the direct statement of rejection unaccompanied
by explanation was by far the most frequent method of rejection. To de-
crease the impact of the rejection, various means were employed to soften
the formulation, as shown in the following examples. The redress is not by
indirectness but by mitigation - both syntactic and lexical.

(1) Zannennagara ...
In almost all letters the statement of rejection was preceded by an ex-

pression of regret, which varied from the very short ‘regretfully’ to “We are
very sorry to say. As in English, this hedging conveys that the writer is not
committed to the rejection, but rather regrets the inevitability of situations
and events outside of his control.

The following chart shows the possible combinations as found in the
corpus.

(konkai) + | (makoto ni) |+ | zannen desu
this time very it is a pity
(taihen) zannen de wa gozaimasu
very it is a pity (more polite form of verb)
zannennagara
regretfully
ikannagara
regretfully

(2) ...fusaiyo o sasete itadakitaku to zonjimasu.
...konkai wa saiyo o miokurasete itadaku koto ni narimashita.

Both these examples utilize the humble verb form -(sa)sete itadaku. The
causative suffix -sase in combination with the verb itadaku, which means
‘to receive), indicates that the speaker asks the addressee for permission to
do something. Thus the literal translation of the two examples is:

...fusaiyo 0 sasete itadakitaku to zonjimasu.

not employment ACC do(CAUS-GER) receive(HON-h) would like to (HON-h)-POL

...(I/we) would like to receive your permission not to employ you.
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...konkai wa saiy6 o miokurasete itadaku kotoni narimashita.
this time TOP employm.ACC forgo(CAUS-GER) receive(HON-h) NOM become-POLpast

...this time it turned out that (I/we) will receive your permission to forgo your employment.

(3) ...konkai wa ki’i ni sou koto ga dekimasen deshita.
...konkai wa kiden no saiyo o miokurazaru o oemasen deshita.

As in English, another way of softening the rejection was to hedge the
illocutionary force of the verb by claiming inability to employ the appli-
cant.

...konkai wa ki’i ni sou koto ga  dekimasen deshita.
this time TOP your request (HON) DAT meet NOM  cannot-POL past

This time we were not able to meet your request.

...konkai wa kidenno  saiyo o miokurazaru o oemasen deshita.
this time TOP your (HON) employment ACC cannot but/have to forgo-POL past

This time we had to forgo your employment.

(4) ...futstika ni narimashita.
...kiden no go-kibo ni soikaneru koto ni narimashita.
...g0-kibo ni soikaneru kekka to narimashita.

Another mitigating strategy that frequently appeared in the statements of
rejection is based on shifting the responsibility for the rejection away from
the writer by the utilization of the verb naru ‘to become’ The construction
with the verb naru indicates that the speaker is not in control of the action
expressed by the preceding verb. This avoidance of self-ascription can be
classified as impersonalization (negative politeness #7), or what Cafti (1999)
calls a ‘shield’ It is also used in combination with the previous strategy: “we
are unable to employ you and we are not in control of it” (ex. 2, 3).

...futsitka ni narimashita.

not passing become/turn out-POL past

It became not passing. (You did not pass [the job entrance test]).
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...kiden no go-kibo ni soikaneru koto ni narimashita.
Your (HON) HON-hopes DAT cannot meet NOM become-POL past

It turned out that we are unable to meet your hopes.

...go-kibo ni soikaneru kekka to narimashita.
HON-hopes DAT cannot meet result become-POL past

It became the result that we cannot meet your hopes.

(5) ...go-kibé ni soikaneru kekka to narimashita.
...go-kitai ni soenai koto to narimashita.
...konkai wa ki’i ni sou koto ga dekimasen deshita.

The words saiyo (‘employment’) and fusaiyo (‘not employment’), were in
many instances “wrapped” into various mitigated lexical choices — bushes
(Caffi 1999), such as go-kibo, i. e. ‘your hope(s)/wish(es), go-kitai, i. e. ‘your
expectation(s)/hope(s); or ki, i. e. ‘your will/ wish(es). They form colloca-
tions with the verb sou ‘to meet;, or its forms soikaneru/soenai/sou koto ga
dekimasen, i.e. ‘not to be able to meet, respectively.

...go-kibo ni soikaneru kekka to narimashita.

HON-hopes  DAT cannot meet result become-POL past

...go-kitai ni soenai koto to narimashita.
HON-expectation(s)/hope(s) DAT cannot meet NOM turn out-POL past

L ki’i ni sou koto ga dekimasen deshita.
will/wishes/request (HON) DAT meet NOM cannot-POL past

(6) ...konkai wa saiyo o miokurasete itadaku koto ni narimashita.

Another strategy that could be frequently found in the statements of
rejection is the utilization of the word konkai, i.e. ‘this time’ By limiting
the rejection to ‘this time), the writer, as in English, gives the addressee
a hypothetical chance of being successful next time and thus downgrades
or softens the rejection.
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It should be also noted that in 37% of the letters that contained a direct
statement of rejection, the statement had a performative character, as in
the following example:

...zannennagara konkai wa saiyé o miokurasete itadaku koto ni narimas-
hita node, koko ni go-tsiichi moshiagemasu.

...regrettably, this time it turned out that (I/we) will receive your per-
mission to forgo your employment, and therefore, we are here notifying
you.

Explanation of rejection

Japanese explanations, whether preceding or following the rejection,
usually concerned the great number of (excellent) applicants and/or the
small number of posts available. While some served as an explanation of
why there was a selection based only on submitted documents, some were
explicit explanations for the rejection.

Nanibun, saiyo yotei ninzii ga sukunai ue, obosha ga taihen tasii ni
agarimashita node, shorui sanko o sasete itadakimashita.

The number of persons to employ is small and, moreover, the number
of applicants reached a very high number and that is why we had a se-
lection based on submitted documents.

Nanibun, saiyo ninzii ga kagirarete orimasu tame ni ...
As the number of persons to be employed is limited ...

Honnen wa shiishoku jijo no kibishisa o hanei shite, taihen oku no kata
no go-obo o itadakimashita node ...

This year, reflecting the severity of the employment situation, we re-
ceived applications from very many people, and that is why...

A few explanations were surprisingly lengthy, such as the following:
Donata mo yishiina kata ga oku, kaisha no keiei ga yurusu nara, naru-

beku oku no kata o saiyo shitai tokoro ga, go-shochi no tori wagakoku no
keizai zenpan no jokyo ga futomeina naka de, heisha ni okimashite mo,
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nanibun saiyo jin'in ni kagiri ga gozaimashite, konkai wa kiden no saiyo
o miokurazaru o oemasen deshita.

There were many fine applicants and if the company’s situation allowed,
we would like to employ a lot of people, but, as you know, the overall
economic situation in our country is unclear and also our company has
a limit on the number of persons to employ, and that is why this time
we could not but forgo your employment.

[company’s name] to onaji yume o motsu, dekiru dake oku no kata to
shigoto o tomo ni shitai no desu ga, madamada chisana kigyo yue, subete
no kata to iu wake ni wa mairimasen deshita.

We want to work together with as many people as possible who share
the same dream as [company’s name], but we are still a small business
and that is why we could not [accept] everyone.

Whether long or short, the explanations usually dealt with the compa-

ny’s situation rather than the individual’s qualifications.

5.4

.4 The Remedy

Not only the concern for the addressee but the want to protect one’s

own face is a motivating factor for redressing the rejection by some kind
of remedy and ending the letter on a positive note. In English the most
frequent pattern was offering an alternative in the form of keeping the
applicant’s resume on file for a certain period of time, followed by an ex-

pression of appreciation for the addressee’s interest and/or encouragement
for the future.
Figure 5.12
Types of remedy in the American letters
Alternative + appreciation/encouragement 62%
Alternative 1%
Appreciation/encouragement 30%
Other 7%
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Keeping the applicant’s resume in the company’s active file for up to
one year is simply the company’s practice aimed at its own needs rather
than a concern for the applicant and thus in many cases it is just stated as
a matter of fact.

Your resume will be kept on file and you will be contacted should other
appropriate positions become available.

Your resume will remain on file at [the name of the university] for a pe-
riod of six months. Should another appropriate position become available
during that six month period, your resume would be reactivated and you
would again be a considered applicant.

In many cases, however, it is clear that it is mainly intended as a remedy;,
to give the rejected applicant possible hope for the future (positive polite-
ness #10). This is done by expressing the writer’s interest in maintaining
the relationship with the addressee through the use of active voice, the
conjunction ‘however, which helps to shift attention from the rejection to
the remedy, or expressions of assurance or appreciation, such as ‘of course,
‘be assured, ‘we shall be happy’:

I would, however, like to consider you further for any other suitable posi-
tions, to be filled with an outside hire, which may develop during the next
six month. Should a position become available, I will contact you.

Please be assured that should a suitable vacancy occur for which you can
be considered, we will contact you.

We will of course retain your application in our files. Should another suit-
able opportunity develop that could be of interest to you we will recontact
you at that time.

While we cannot encourage you further at this time, we will, however,
contact you at a later date should a suitable opening occur.

Your resume will be retained for a period of one year and should an ap-
propriate opening develop in the near future, we shall be happy to give
you every consideration.
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In some letters the probability of future opportunities was stressed by
adding the expressions of appreciation for the addressee’s interest and/or
encouragement for the future through the adverbial ‘in the meantime’

Similarly to the ‘thank you’ expressions in the opening part of the letter,
the final expressions of ‘thank you’ and ‘wishes’ varied both in length and
content, from standardized to quite original ones. They utilized similar
devices as the opening ones, i.e. active vs. passive voice, T’ vs. ‘you ap-
proach, etc.

A standard conclusion:

Thank you again for your interest in [company’s name] and best wishes
in your employment search.

Examples of more original conclusions:

Placing yourself in the right career requires persistence and hard work.
Although this is a difficult task, the rewards are clearly worthwhile. We
wish you success in your interview process.

Thank you for forwarding your resume and your interest in our company.
We are always anxious and interested in learning of qualified people, which
has been the key to our success. I would like to extend my best wishes for
every success to you in locating a satisfactory position.

Your love for [name of radio station] has been a tremendous asset to the
station. I sincerely hope this particular decision will not dissuade you
from continuing your relationship with “people powered radio”. I really
appreciate your interest in working with [name of radio station] and wish
you much success in your career endeavors.

The Japanese data showed a different approach to the remedy. While the
English letters made use of positive politeness strategies, the Japanese letters
mainly utilized negative politeness. More than two thirds of the statements
of rejection (71%) were followed by an apology in the form of admitting
impingement or requesting understanding or forgiveness. Variations of this
first example were most common:
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Ashikarazu go-ryosho no hodo / kudasaimasuyo o-negai moshiagemasu.
We are sorry, but please acknowledge and accept [this].

Go-tabo no chii go-raisha itadaki go-meiwaku o o-kake shita to zonjimasu
ga, nanitozo go-yosha kudasai.

We realize that we caused you inconvenience by receiving your coming
to our company when you are so busy, but please forgive us.

Go-kitai ni sou koto ga dekizu makoto ni moshiwake gozaimasen.
We are very sorry that we cannot meet your expectations.

Sekkaku no go-kibo ni o-kotae dekizu, makoto ni moshiwake arimasen
ga, nanitozo go-ryosho kudasaimasuyo o-negai itashimasu.

We are very sorry that we are not able to satisfy your wish, but please
acknowledge and accept [this].

A remedy in the form of an invitation to a company event or an enclo-
sure of a company product, which can be classified as positive politeness,
only occasionally appeared in the corpus as well.

The apology was in most cases (86%) followed by a closing greeting.
Usually it was a standard greeting expressing hopes for future good health,
progress and career success, in some cases combined with a thank you for
having applied (positive politeness).

Kongo no go-kensho/ go-katsuyaku o o-inori moshiagemasu.
We wish you (pray for your) future good health/career success.

Only a few letters contained a greeting that was specific to the nature
of this situation, such as:

Mappitsunagara, kenko ni wa kuregure mo ryi’i sare, kuyashino nai
shizshoku katsudo o nasaimasu yo kokoro yori o-inori moshiagemasu.
Finally, we heartfully pray for you to be attentive to your health and to
have an undisappointing job search.

One greeting contained the plural address minasama (‘everyone’), which

is yet another piece of evidence that the letters are not meant to look per-
sonal.
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Minasama no kongo no go-katsuyaku o kinen shitsutsu, o-okuri itadaita
obo shorui o o-kaeshi itashimasu.

While we wish you (pray for your) future career success, we are return-
ing the application materials we have received from you.
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6 ANALYSIS SUMMARY

The results of the analysis presented in the previous chapter, specifically
the various methods and strategies of the rejection letters, shall now be used
to test the hypotheses.

6.1 Hypothesis #1

The American letters should be more personal and utilize positive polite-
ness, attending to the person’s face wants. The Japanese letters should be
more distant and formal, with negative politeness strategies predomi-
nating.

Although written for the same purpose, under comparable conditions,
and to comparable addressees, the American and Japanese letters gave
a very different initial impression. As expected, the American letters usu-
ally looked very personal, while the Japanese explicitly showed that they
were written identically to each member of a group of people, i. e. the same
letter was sent to all the unsuccessful candidates. While the Americans often
tried to show “concern” and personalized effort when announcing the bad
news, the data indicates that the Japanese understand the addressee to be
less uncomfortable being rejected as “one of many” (cf. 2.4).

The American effort to be positive and personal manifested itself
throughout many of the letters. Starting with the salutations, the Ameri-
can letters were addressed personally, often by first name, as a gesture of
a relationship as equals, or simply to show a friendly attitude, which would
be unacceptable to the Japanese, who have to preserve the distance between
in-group and out-group, and thus would consider such an address overly
familiar and disrespectful. In the American letters, the opening, prepara-
tion for the rejection, transitions, and remedies usually utilized positive
politeness strategies.

However, there was a wide range of personalization employed. While
some American letters showed very personalized approaches, other were
written in a formal, impersonal style, highly utilizing passivization and
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avoiding personal pronouns. Nevertheless it is safe to say that the personal-
ized approaches exceeded the impersonal ones. In letters that started off in
a formal, conventionalized way, some kind of personal touch was included
later. The ‘you approach’ was frequently utilized, stressing the addressee,
his point of view, and his qualities.

The most common exception to personalization was in the rejection
itself, where the avoidance of mentioning the addressee in association with
the rejection was one of the strategies to minimize the face threat.

To counterbalance the negativity of refusal and inadequacy with some-
thing positive, the Americans frequently added praise for the candidate’s
“excellent qualifications”, which, although very personal in appearance,
lacked any specifics and were, upon closer comparison, remarkably similar,
even between letters addressed to the candidate with many years of experi-
ence and the new graduate with no qualifications at all.

The Japanese letters were, as expected, quite formal. While the Ameri-
cans frequently attended to the addressee’s positive face wants using ex-
pressions of familiarity signaling equal relationship, the Japanese utilized
highly formal honorific forms. The formal appearance was even increased
by a greater than average use of Chinese characters, even for expressions
that are commonly written in hiragana.'® These high level honorifics, used
even towards young graduates, who are of lower age and social status than
the writers, are attributed to the formality of the situation, but can also be
seen as actually a method of attending to the addressee’s positive face by
showing recognition.

Nevertheless, negative politeness strategies predominated. Keeping dis-
tance from the addressee is evidenced by the avoidance of any comments
concerning the addressee’s skills or qualifications. This supports Mizu-
tani and Mizutani’s claim that the Japanese usually refrain from directly
commenting on someone else’s skills or abilities (1987: 45, 49). Where the
Americans took advantage of being able to state something positive, the
Japanese offered apologies, often more than once. Some of the more po-
lite openings had an apologetic tone even when thanking the applicant
for having applied. Keeping with the principles of omoiyari (see 2.4), the

'8 A kind of Japanese alphabet

108



Japanese expressed “concern” for the applicant by showing awareness of the
inconvenience caused. In addition to the conventional good wishes found
in all formal Japanese letters, the main remedy was to apologize and beg
forgiveness for the inability to meet the applicant’s request, quite a different
approach than the American positive strategies offering the applicant hope
or encouragement. While the American letters displayed a whole range
of personalization, from very little to quite strong, the Japanese displayed
a wide range on a different scale: the number of traditional formulaic ex-
pressions such as opening and closing greetings, included to make the letter
proper”.

It could be argued that the Americans only seem to be more personal
than the Japanese, because the Americans also send virtually the same letter
to all applicants, but this would be to ignore the more significant fact. Of
course neither the Americans nor the Japanese are going to write individu-
alized letters. The difference is that the Americans want to seem personal.

When an applicant gets his first letter, which seems so personal, the
politeness strategies are likely to have their full effect. The danger of this ap-
proach, however, is that a job seeker usually writes numerous applications,
sometimes even for different positions at the same company. There would
be nothing wrong with receiving multiple identical impersonal letters, but
when receiving several identical “personal” letters (as is the case in our
corpus), the applicant may feel betrayed by the artificial sincerity.

But Americans may well think nothing about the sincerity of expressions
such as ‘We are impressed by your excellent qualifications), but just perceive
them as nice, socially acceptable, and standard, just as the Japanese do not
take literally “Thanks to you, I am fine’ Certain insincerities are acceptable
in one culture, different insincerities are acceptable in another culture, and
one must know what is acceptable to his audience. This is also a purpose
of cross-cultural studies.

In conclusion, the analysis provided empirical evidence for the validity
of this hypothesis.
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6.2 Hypothesis #2

Because Americans place value on sincerity, frankness, and rational-
ity, their letters should reject the candidate in a more straightforward
manner than the Japanese, who in oral communication typically utilize
ellipses and indirect strategies for rejecting requests.

The big surprise of the analysis was that, in the rejection letters, the
Japanese were more direct, or, better to say, more explicit in stating the
rejection, than the Americans. All but one Japanese letter stated in vari-
ously mitigated ways, but always explicitly, that the applicant would not be
accepted. The American letters showed a variety of rejecting strategies uti-
lizing various degrees of implicitness and indirectness. But upon reflection,
this does make sense. The American need to stay on a positive and friendly
note does not lead to an easy method of conveying negative messages to
a complete stranger. The Japanese, however, keep their distance and utilize
the proper forms and conventions to deliver the message.

In order to avoid the negative appearance of an explicit statement of
rejection, two thirds of the American letters conveyed the rejection in ways
that required various degrees of inference. However, the desire to “stay away
from negatives” interferes with the need to be frank and rational. This latter
need manifested itself by more frequently giving reasons for the rejection
than the Japanese (61% vs. 19%). In order to further avoid negatives, the
explanations usually referred to the addressee indirectly, not explicitly men-
tioning him. The letters that did contain a direct explanation did not then
usually contain any statement of rejection. As it is quite obvious from the
explanation that the person is being rejected, there is no need to include
an explicit statement as it would be not only redundant but also violate the
need to avoid the negative.

It should be noted that one of the differences between the suggestions in
the literature and the results of the analysis is in the ordering in the rejection
sequence. The importance of the order of individual parts in the realization
of a speech act has been stressed by many researchers as well as authors of
business correspondence literature. Meyer (2001) suggests the sequence
‘explanation of refusal’ - ‘statement of refusal, which is also supported by
the examples given by Baugh, Fryar and Thomas (1995) and Seglin (1995).
However, this sequence was found in marginal number of rejections.
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Compared to the reasons stated in the Japanese letters, the American
reasons were somewhat more specific and appeared more personal (hypoth-
esis #1) as they referred to the applicants’ skills and qualifications (whether
explicitly or implicitly). But upon close analysis, reasons like ‘your skills
do not match our current needs’ give no real information to the applicant
(cf. Baugh, Fryar and Thomas 1995: 43), as the same such reply could be
(and probably is) sent to all applicants indiscriminately. So in reality the
Americans give no more real information than the Japanese.

Some of the letters that tried to stay away from the negative and sub-
stituted the statement of rejection by a poorly worded explanation could
be even interpreted as criticism. A statement such as ‘Many well qualified
individuals made application for the position, and from those applicants,
the position has been filled; allows the writer to avoid an explicitly negative
message, and does not directly comment on the addressee’s qualifications
either. But as the addressee knows that he was not even called for an inter-
view, he can easily conclude that he was not considered to be a well-quali-
fied individual.

The Japanese utilize a different strategy in conveying the rejection. In-
stead of trying to avoid the statement of rejection and seeking various ways
of conveying the message indirectly, they state it very clearly and explicitly,
and consequently make an effort to redress it. By the selection of proper
means of deference, and by the application of various mitigating devices,
they try to avoid impinging upon the addressee’s face.

Expressing the rejection directly naturally leads to a redress by apology,
which is common for the Japanese. This is also why they give very general
reasons for the rejection, if at all. While the Americans justify their choice
by conveying that the applicant was excellent, but not as suitable as the
one chosen, the Japanese companies “blame themselves”, referring to an
insufficient number of work posts for the great number of applicants, or
the company’s economic problems, and do not mention any details about
the applicants in particular. By saying nothing, they cannot offend anyone.
This goes along with what Miyazono (2000; see 4.5 above) says about writ-
ing rejection letters, as well as Mizutani and Mizutani’s recommendation
to use “less explanation and more apology” (1987: 49).

The results of the analysis show that not all general cultural tendencies
and stereotypes apply to every communicative situation and that they may
sometimes be misleading.
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6.3 Hypothesis #3

Direct rejection should come in less variety than indirect methods,
which should lead to more variety in the Japanese letters. However, while
the Japanese can redress negative messages with honorific forms, the
Americans must use a variety of strategies instead of discernment, which
should result in a greater variety in the American letters, magnified by
the desire to be original.

As indicated above, the American politeness strategies seem to be a re-
sult of two tendencies. One is to be rational and sincere, which is why they
give personal reasons for the rejection. But the other is to stay away from
negatives. These two tendencies result in the various patterns of conveying
the rejection described in the analysis (see 5.4.3).

However, that this is not the only reason for the variety is obvious from
the fact that the other parts of the letters also showed greater variety of
expressions and strategies than their Japanese counterparts. The greater
variety is partially a result of the effort to make the letters more personal
(hypothesis #1) and also original, which can be evidenced in some of the
letters (for examples see e.g. 5.4.4).

Although the data contained letters of a variety of different companies,
the Japanese rejections were remarkably uniform in pattern, resembling
closely the phrases advocated in the literature on letter writing. The for-
mulation of the rejection differed in the repertoire of mitigating devices
utilized (as described in 5.4.3), but the structure of the rejection set was
virtually identical in all the letters.

The same is true for the other parts of the letter. Most of the letters in-
cluded the usual opening greetings, which were almost identical in structure
and meaning, and an almost identical ‘thank you for applying’ Also the
closing greetings were, with a few exceptions, limited to the conventional
ones used for any occasion, not reflecting anyhow the fact that the person
was looking for a job. This supports the idea that form and appropriate-
ness are very important to the Japanese and that stereotypes are not viewed
negatively.

Another cause for the differences may be that the two cultures consider
the imposition as being of different weight and requiring different degree of
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redress, the Japanese considering the act of employment rejection a mere
announcement of results. This is supported by the fact that the common
Japanese term used for employment rejection letters is fusaiyo tstichi, which
can be translated as ‘notification of not employment’. In more than one third
of the letters the rejection was stated through the performative formulaic
expression ‘we notify you. While many of the letters did utilize various
means to redress the negative message, the shortest ones were reduced to
a polite but pure statement of the result, resembling a lottery ticket an-
nouncing that one did not win.

This hypothesis proved valid in the sense that direct rejection did come
in less variety of patterns than indirect rejection, although direct rejection
predominated in the Japanese letters, rather than as expected in the Ameri-
can letters. The greater variety of patterns in American letters was a result
of both indirect methods and greater efforts towards originality.

6.4 Cross-cultural Similarities and Differences
in the Realization of Rejection

As apparent from the above, the analysis revealed considerable differ-
ences in the realization of rejection and utilization of politeness devices
in the two languages. Nevertheless, one common pattern has been identi-
fied:

Thank you - we have carefully reviewed your application - we re-
gret to inform you + direct rejection - we wish you all the best

Although this pattern is used both in American English and Japanese, the
preferences for its use differ significantly. In Japanese, conveying rejection
through a direct statement of rejection unaccompanied by an explanation
is by far the most common pattern, which appeared in 80% of the letters,
while a corresponding pattern was found only in 11% of the American
letters. But even these that shared the same basic patern still usually dif-
erred in the means of mitigation and remedies offered. The languages do
have some similar means of mitigation, including a formulaic expression
of regret, claiming inability (a hedge on the illocutionary force of the verb),

113



and softening the rejection by limiting it to present. It is possible to create
a rejection letter utilizing only means that are acceptable in both cultures,
but neither culture would find such a letter particularly attractive or pref-
erable.
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7 CONCLUSION

It has been demonstrated in numerous studies that the realization pat-
terns of particular speech acts differ from culture to culture as a result of
their different norms and values. Furthermore, in different cultures, the
same act may constitute a different degree of imposition. While members
of the same culture have an understanding of what politeness strategies
to employ and expect in a particular situation, an application of the same
means in cross-cultural communication may result in pragmatic failure.

This work explored the realization patterns of employment rejection
with regard to American and Japanese perceptions of politeness, and pro-
vided empirical evidence that a speech act carried out under comparable
social constraints may, in two different cultures, elicit different politeness
strategies. Section 5.4.3 gave an account of the particular strategies and
mitigating devices utilized to soften the impact of the rejection, and Chap-
ter 6 summarized the findings.

Although it would have to be verified by further research, the results
also suggest that an adequate usage of honorifics and other social index
politeness devices is essential but insufficient for an appropriate cross-cul-
tural realization of rejection. The analysis revealed different mechanisms
underlying the rejection, requiring different politeness strategies. Although
one pattern was identified that is utilized both in English and Japanese, the
results revealed a substantial difference in preferences.

The utilization of the particular strategies can be explained in light of the
values and perceptions of politeness of each culture, but it is not necessarily
predictable, as is apparent from the hypotheses and results of the analysis.
The findings support the idea that while general cultural notions are im-
portant prerequisites for cross-cultural communication, they cannot be
universally relied on, but rather need to be re-examined in each particular
communicative situation.

Knowledge of the pragmalinguistic aspects of the target language is
crucial for cross-cultural communication. It seems to be a common expe-
rience that while native speakers usually tolerate phonological, syntactic,
and lexical errors made by non-native speakers, they frequently interpret
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pragmatic errors as lack of tact or even arrogance or rudeness. Observa-
tions, such as that a Japanese person will accept a negative message better
without being told the details, are hard to make in real life, but they can be
made through comparative studies. This comparative study attempted to
contribute to a better understanding of politeness strategies employed in
written rejections in American English and Japanese.

116



REFERENCES

Asato, Noriko (1998). “Polite language behaviour: a comparison between
learners and native speakers of Japanese.” Diss. Purdue University.

Baugh, Sue L., Maridell Fryar, David A. Thomas (1995). How to write first-
class business correspondence: the handbook for business writing. NTC
Publishing Group.

Blum-Kulka, Shoshana (1989). “Playing it Safe: The Role of Conventionality
in Indirectness” In S. Blum-Kulka, J. House, G. Kasper (eds.), Cross-Cul-
tural Pragmatics: Requests and Apologies. Norwood, N.J.: Ablex Publish-
ing Corporation, 37-70.

Blum-Kulka, Shoshana and Elite Olshtain (1984). “Requests and Apologies:
A Cross-Cultural Study of Speech Act Realization Patterns (CCSARP)”
Applied Linguistics 5:3, 196-213.

Blum-Kulka, Shoshana, Juliane House, Gabriele Kasper (1989). “Investigat-
ing Cross-Cultural Pragmatics: An Introductory Overview.” In S. Blum-
Kulka, J. House, G. Kasper (eds.), Cross-Cultural Pragmatics: Requests
and Apologies. Norwood, N.J.: Ablex Publishing Corporation, 1-34.

Booher, Dianna (1997). Great Personal Letters for Busy People: 300 ready-
-to-use letters for every occasion. McGraw-Hill.

Brown, Penelope and Steven C. Levinson (1978). “Universals in language
usage: politeness phenomena”” In E. Goody (ed.), Questions and Polite-
ness. Strategies in Social Interaction. Cambridge: Cambridge University
Press, 56-289.

Brown, Penelope and Steven C. Levinson (1987). Politeness: some universals
in language usage. Cambridge: Cambridge University Press.

Brown Roger and Albert Gilman (1960). “The pronouns of Power and Soli-
darity” In: P. P. Giglioli (ed.), Language and Social Context. London:
Penguin Books, 252-282.

Business Japanese Forum (2002). Writing Business Letters in Japanese. 2nd
ed. Tokyo: The Japan Times.

Caffi, Claudia (1999). “On mitigation.” Journal of Pragmatics 31, 881-909.

117



Coulmas, Florian (1981). “Poison to Your Soul” In E. Coulmas (ed.), Con-
versational Routine: Explorations in Standardized Communication Situ-
ations and Prepatterned Speech. The Hague: Mounton de Gruyter.

Coulmas, Florian (1992). “Linguistic etiquette in Japanese society.” In
R. Watts, S. Ide, K. Ehlich (eds.), Politeness in language: Studies in its
history, theory and practice. Berlin: Mouton de Gruyter, 299-323.

Dugger, Jim (1995). Business Letters for Busy People: Time-saving, ready-to-
-use letters for any occasion. 3rd ed. Career Press.

Eelen, Gino (2001). A Critique of Politeness Theories. Manchester: St. Jerome
Publishing.

Ferguson, Charles A (1976). “The Structure and Use of Politeness Formu-
las” Language in Society 5, 137-151. Reprinted in F. Coulmas (ed.),
Conversational Routine: Explorations in Standardized Communication
Situations and Prepatterned Speech. The Hague: Mounton de Gruyter,
21-35.

Fraser, Bruce (1981). “On Apologizing” In E Coulmas (ed.), Conversational
Routine: Explorations in Standardized Communication Situations and
Prepatterned Speech. The Hague: Mounton de Gruyter, 259-271.

Fujita, Naomi (2001). “Politeness in interaction: a discourse approach to
Japanese politeness markers.” Diss. Columbia University.

Fukushima, Saeko (2000). Requests and Culture: politeness in British English
and Japanese. Bern: Lang.

Fukushima, Saeko (2004). “Evaluation of politeness: The case of attentive-
ness.” Multilingua 23, 365-387.

Gass, Susan M. and Noél Houck (1999). Interlanguage Refusals: a cross-
-cultural study of Japanese-English. Berlin: Mouton de Gruyter.

Geftner, Andrea B. (1998). Business English: A Complete Guide to Devel-
oping An Effective Business Writing Style. 3rd ed. New York: Barron’s
Educational Series, Inc.

Goldman, Alan (1989). For Japanese Only. Intercultural Communication
with Americans. Tokyo: The Japan Times, Ltd.

Grice, H. Paul (1975). “Logic and conversation.” In P. Cole and J. Morgan

(eds.), Syntax and Semantics, vol. 3: Speech Acts. New York: Academic
Press, 41-58.

118



Gu, Yueguo (1990). “Politeness Phenomena in Modern Chinese.” Journal
of Pragmatics 14, 237-257.

Haugh, Michael (2003). “Anticipated versus inferred politeness.” Multilingua
22,397-413.

Hendry, Joy (1995). Wrapping culture: politeness, presentation, and power in
Japan and other societies. Oxford: Oxford University Press.

Hill, Beverly, et al. (1986) “Universals of Linguistic Politeness: Quantitative
Evidence from Japanese and American English” Journal of Pragmatics
10, 347-371.

Houck, Noél and Susan M. Gass (1996). “Non-native refusals: A methodo-
logical perspective.” In Susan M. Gass and Joyce Neu (eds.), Speech Acts
Across Cultures: Challenges to Communication in a Second Language.
Berlin: Mouton de Gruyter, 45-64.

Ide, Sachiko (1989). “Formal forms and discernment: two neglected aspects
of universals of linguistic politeness.” Multilingua 8-2/3, 223-248.

Ide, Sachiko, B. Hill, Y. M. Carnes, T. Ogino, A. Kawasaki (1992). “The
concept of politeness: An empirical study of American English and Japa-
nese.” In R. Watts, S. Ide, K. Ehlich (eds.), Politeness in language: Studies
in its history, theory and practice. Berlin: Mouton de Gruyter, 281-297.

Tori, Isao, S. Takanashi, K. Nakanishi, T. Yamada (2000). Shokyii o oshieru
hito no tame no nihongo bunpo handobukku [A handbook for teachers
of beginning Japanese grammar]. Tokyo: 3A Network Corporation.

Itani, Reiko (1996). Semantics and pragmatics of hedges in English and Japa-
nese. Tokyo: Hituzi Syobo Publishing LTD.

Janney, Richard W. and Horst Arndt (1992). “Intracultural tact versus inter-
cultural tact” In R. Watts, S. Ide, K. Ehlich (eds.), Politeness in language:
Studies in its history, theory and practice. Berlin: Mouton de Gruyter,
21-41.

Kabaya, Hiroshi, Yoshikazu Kawaguchi, Megumi Sakamoto (2000). Keigo
hyogen [Honorific expressions]. 6th ed. Tokyo: Taishiikan shoten.

Kitao, Kenji (1990). “A Study of Japanese and American perceptions of
politeness in requests.” Doshisha Studies in English 50, 178-210.

Kumagai, Tomoko (1993). “Remedial Interactions as Face-Management:
The Case of Japanese and Americans.” Matsuda Tokuichiro kyoju kanreki

119



~

kinen ronbunshii” [A Collection of papers to commemorate the 60th
birthday of prof. Tokuichird Matsuda]. Tokyo: Kenkytsha, 279-300.

Larson, Ben E. (1987). “An Investigation of Grammatical Differences in
Writing as Found in Japanese and American Professional Letters.” Diss.
Northern Illinois University.

Lebra, Takie Sugiyama (1976). Japanese Patterns of Behavior. Honolulu:
University Press of Hawaii.

Leech, Geoffrey (1983). Principles of Pragmatics. London: Longman.

Lindblom, K. (2006). “Cooperative Principle” In Keith Brown et al. (eds.) En-
cyclopedia of Language and Linguistics, Oxford: Elsevier Ltd., 176-183.

Lindsell-Roberts, Sheryl (1999). Writing Business Letters for Dummies. IDG
Books Worldwide, Inc.

Maggio, Rosalie (1999). Great Letters for Every Occasion. Paramus: Prentice
Hall Press.

Makino, S. and M. Tsutsui (2001). A Dictionary of basic Japanese grammatr.
2nd ed. Tokyo: The Japan Times, Ltd.

Manes, Joan and Nessa Wolfson (1981). “The Compliment Formula.” In
F. Coulmas (ed.), Conversational Routine: Explorations in Standardized
Communication Situations and Prepatterned Speech. The Hague: Moun-
ton de Gruyter.

Mao, LuMing Robert (1994). “Beyond politeness theory: ‘Face’ revisited
and renewed”” Journal of Pragmatics 21, 451-486.

Matsumoto, Yoshiko (1988). “Reexamination of the Universality of Face: Po-
liteness Phenomena in Japanese.” Journal of Pragmatics 12, 403-426.
Matsumoto, Yoshiko (2003). “Reply to Pizziconi” Journal of Pragmatics

35,1515-1521.

Meyer, Harold E (2001). Lifetime encyclopedia of letters. Paramus: Prentice
Hall, Inc.

Miyazono, Masamitsu (2000). Sono mama tsukaeru bunsho, shoshiki jitsurei
jiten [Encyclopedia of ready-to-use examples of texts and styles for letter
writing]. Shinsei shuppansha.

Mizutani, Osamu and Nobuko Mizutani (1987). How to be polite in Japa-
nese. Tokyo: Japan Times.

120



Muckian, Michael and John Woods (1996). The business letter handbook:
how to write effective letters & memos for every business situation. Hol-
brook, Massachusetts: Adams Media Corporation.

Nakane, Chie. (1988). “Hierarchy in Japanese Society.” In Daniel T. Oki-
moto and Thomas P. Rohlen (eds.), Inside the Japanese System. Stanford
University Press. Rpt. 1995 in Merry I. White and Sylvan Barnet (eds.),
Comparing Cultures: Readings on Contemporary Japan for American
Writers. Boston: Bedford - St. Martin’s, 400-408.

Nelson, Gayle L., Joan Carson, Mahmoud Al Batal, Waguida El Bakary
(2002). “Cross-Cultural Pragmatics: Strategy Use in Egyptian Arabic
and American English Refusals” Applied Linguistics 23:2, 163-189.

Nelson, Gayle L, Waguida El Bakary, Mahmoud Al Batal (1996). “Egyp-
tian and American compliments: Focus on second language learners.”
In Susan M. Gass and Joyce Neu (eds.), Speech Acts Across Cultures:
Challenges to Communication in a Second Language. Berlin: Mouton
de Gruyter, 109-128.

Neustupny, J. V. (1972). “Remarks on Japanese Honorifics.” Linguistic Com-
munications 7 (Papers in Japanese Linguistics 1). Melbourne: Monash
University, 78-117.

Neustupny, J. V. (1978). “The Communication of Politeness.” Post-structural
approaches to language: Language Theory in a Japanese Context. Tokyo:
University of Tokyo Press, 185-212.

O’Driscoll, J. (1996). “About face: A defence and elaboration of universal
dualism?” Journal of Pragmatics 25, 1-32.

Okamoto, Shigeko (2004). “Ideology in Linguistic Practice and Analy-
sis: Gender and politeness in Japanese Revisited” In S. Okamoto,
J.S.Shibamoto Smith (eds.), Japanese Language, Gender, and Ideology:
Cultural Models and Real People. New York: Oxford University Press,
38-56.

Owen, Marion (1983). Apologies and Remedial Interchanges: A Study of
Language Use in Social Interaction. Berlin: Mouton Publishers.

Piotrowski, M. V (1996). Effective business writing: a guide for those who
write on the job. 2nd ed. New York: Harper Collins Publishers, Inc.

121



Pizziconi, Barbara (2003). “Re-examining politeness, face and the Japanese
language?” Journal of Pragmatics 35, 1471-1506.

Pizziconi, Barbara (2004). “JTapanese politeness in the work of Fujio Mi-
nami” SOAS Working Papers in Linguistics 13, 269-280.

Poe, Roy W. (1994). The McGraw-Hill handbook of business letters. 3rd ed.
McGraw-Hill, Inc.

Prideaux, G. D. (1970). The syntax of Japanese honorifics. The Hague: Mou-
ton.

Reischauer, Edwin O. (1989). The Japanese Today. Change and Continuity.
Tokyo: Charles E. Tuttle Company.

Saigo, Hideki (2000). “Volitional Use of Japanese Linguistic Politeness.”
BAT]J Journal 1, 29-39.

Seglin, J. L. (1995). The AMA handbook of business letters. 2nd ed. New York:
American Management Association.

Shibata, T. (1972). “The Honorific Prefix ‘0-’ in Contemporary Japanese.”
Linguistic Communications 7 (Papers in Japanese Linguistics 1). Mel-
bourne: Monash University, 29-78.

Sugito, Seiju (1999). “Kawariyuku keigo ishiki” [The changing awareness
of honorific language]. Gengo 28:2, 22-29.

Svehlova, Milena (1994). “Zdvotilost a fecova etiketa.” Filologické studie
XIX. Praha: Karolinum, 39-61.

Takano, Shoji (2005). “Re-examining linguistic power: strategic uses of di-
rectives by professional Japanese women in positions of authority and
leadership.” Journal of Pragmatics 37, 633-666.

Tanaka, Katsuhiko (1999). “Keigo wa nihongo o sekai kara tozasu” [Honor-
ific language shuts off the Japanese language from the rest of the world].
Gengo 28:2, 41-47.

Tatematsu, Kikuko, et al. (1994). Writing Letters in Japanese. The Japan
Times.

Thomas, J. (1994). “Cooperative Principle” In R. E. Asher and J. M. Y. Simp-
son (eds.), An Encyclopedia of Language and Linguistics. Oxford: Perga-
mon Press, 759-762.

122



Tokunaga, Misato (1988). “A Paradox in Japanese Pragmatics.” Papers in
Pragmatics 2:1/2, 84-105.

Tokunaga, Misato (1992). “Dichotomy in the structures of honorifics of
Japanese.” Papers in Pragmatics 2:2,127-140.

Tsujimura, Natsuko. (2002). An Introduction to Japanese Linguistics. 2nd
ed. Blackwell Publishing.

Turnbull, William and Karen L. Saxton (1997). “Modal expressions as face-
work in refusals to comply with requests: I think I should say ‘no’ right
now.” Journal of Pragmatics 27, 145-181.

Turner, Kenneth P. (1996). “The principal principles of pragmatic inference:
politeness.” Language Teaching 29, 1-13.

Umehara, Takeshi (1987) “The Constitution of Seventeen Articles and
the Spirit of ‘Wa” In Public Relations dept., Corporate Secretariat Div.
Nippon Steel Corporation (eds.), Essays on Japan from Japan, Tokyo:
Maruzen Co. Ltd.

Urbanova, Ludmila (1998). “Semantic Indeterminacy in Authentic English,
Conversation.” Diss. Masarykova Univerzita.

Valkova, Silvie (2004). Politeness as a communicative strategy and language

manifestation (a cross-cultural perspective). Olomouc: Univerzita Palac-
kého.

Venolia, Jan. (1982). Better Letters: A Handbook of Business ¢» Personal
Correspondence. 2nd ed. Berkeley: Ten Speed Press.

Watts, Richard J. (1989). “Relevance and relational work: Linguistic polite-
ness as politic behavior” Multilingua 8-2/3, 131-166

Watts, Richard J. (1992). “Linguistic politeness and politic verbal behaviour:
Reconsidering claims for universality.” In R. Watts, S. Ide, K. Ehlich
(eds.), Politeness in language: Studies in its history, theory and practice.
Berlin: Mouton de Gruyter, 43-69.

Wierzbicka, Anna (1991). Cross-cultural pragmatics: the semantics of human
interaction. Berlin: Mouton de Gruyter.

Wierzbicka, Anna (1992). Semantics, culture, and cognition: universal hu-

man concepts in culture-specific configurations. New York: Oxford Uni-
versity Press.

123



Wierzbicka, Anna (1997). Understanding Cultures Through Their Key Words:
English, Russian, Polish, German, and Japanese. New York: Oxford Uni-
versity Press.

Wolfson Nessa, Thomas Marmor, Steve Jones (1989). “Problems in the Com-
parison of Speech Acts Across Cultures.” In S. Blum-Kulka, J. House,
G. Kasper (eds.), Cross-Cultural Pragmatics: Requests and Apologies.
Norwood, N.J.: Ablex Publishing Corporation, 174-196.

Xie, Chaoqun (2003). Rev. of A Critique of Politeness Theories, by Gino
Eelen. Journal of Pragmatics 35, 811-818.

Yeung, Loritta N. T. (1997). “Polite requests in English and Chinese business
correspondence in Hong Kong?” Journal of Pragmatics 27, 505-522.

124



APPENDIX -
CoRrpPUS OF LETTERS USED IN THE STUDY

This corpus contains the 73 American and 70 Japanese employment rejec-
tion letters that were analyzed in the present study. Letters collected that
could not be classified as true rejections were excluded from analysis. The
letters are not arranged in any special order other than division by lan-

guage.
The letters were obtained through different mediums (originals, copies,
scanned letters, faxes, and E-mail), and thus resulting in various quality

and appearance.

Names of some companies, surnames, and dates were omitted for reasons
of privacy.
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January 2,

Dear Mr.

Thank you for sending your resume in response to our ad for a
Programmexr/Programmer Analyst.

Careful review has been given to all resumes. At the present
time there are other candidates whose overall experience is
closer to our needs. However, if our situation should change,
we will be glad to get in touch with you and determine any
continued interest.

Thanks for your interest in Ministers Life and best wishes for

your career success.

Sincerely,

Human Resources Representative

K/DR/h5/D3
0811050

January 7,

Dear Ms.

I enjoyed the opportunity to meet and become acquainted with you during your interview
for our Office Administrator position. Working with the people you spoke with, we have
reviewed your background, expericnce, and inteiview feedback. Although your
qualifications are excellent, we feel that they do not match the job position's requirements
closely enough.

We will reevaluate your credentials as future job openings develop. Your résumé will
remain in our files for 1 year.

We want to thank you for your interest in Ancept, Inc. We hope you will find the career
opportunity you desire soon.

Sincerely,

Ancept, Inc




January 9,

Re: Insurance Sales Trainer

Dear Mr.

We have received the information you submitted regarding employment with
ITT Consumer Financial Corporation. After a thorough review of your
credentials, we feel they do not match the specifications of the position
as closely as we would like. We will, however, keep your resume on file
for future reference and contact you if a suitable opening does occur.

Thank you for your interest in ITT Consumer Financial Corporation.

Sincerely,

Personnel Representative

RF/tr

February 1,

Dear Mr.

~

Thank you for your interest in the market research
position which we advertised.

Your resume is being reviewed with those of other
candidates for that position and you will be contacted
if we wish to schedule an interview.

In the meantime, we appreciate your interest in
the Bremer Financial Corporation, and hope we will
have an opportunity to be of assistance.

Sincerely,

BREMER FINANCIAL SERVICES, INC.

Human Resources Assistant

LAM:rrh
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February 5,

Dear Mr.

Thank you for your recent resume concerning employment with FBS
Insurance. Your interest is most appreciated.

Although your background and experience is impressive, we do
not at this time, plan to pursue your application further. We
will, however, keep your resume on file should a future
opportunity become available for which we feel you are
qualified.

We wish you the best of luck in your job search and again thank
you for your interest in FBS Insurance.

Sincerely yours,

Assistant Vice President
Personnel Manager

KL:rsr /.

February 5,

Dear Mr. :

Thank you for the interest you have expressed in CIGNA by responding
to our recent advertisement.

We have carefully reviewed your background as it relates to the
current opening. However, we have selected several candidates for
final consideration whose background and experience more closely fit
our needs.

Your resume will be retained in our active file for review against
future openings.

Thank you again for your interest.

Sincerely,

Employment and Placement Services
Human Resource Services Center
CIGNA Corporation

SMJ/emh




February 8,

Thank you for submitting your resume in response to our recent
newspaper ad for a Research and Planning Analyst.

Another candidate has now been selected for this position.
However, I would like to retain your file and notify you if
something should arise in the near future that may be of
interest to you.

Your interest in Western Life is appreciated and we wish you the
best of luck in your career endeavors.

Personnel Representative

LS/1b

February 11,

Dear Mr. H

Thank you for your response to our advertisement for a
Marketing Research Analyst.

We have now had an opportunity to review the information
provided, and have decided that we will be unable to
explore further employment opportunities at this time.
Thank you for the interest you have shown in General Mills
and we wish you success in finding a position which matches
your career objectives.

Sincerely,

Manager of Recruitment

CEC:jaw
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February 21,

Dear

Thank you for giving Fairview-University Medical Center the opportunity to consider
your qualifications and explore employment possibilities for you in terms of your interest
and our current needs as an Admissions Financial Representative. We are pleased that
you think of Fairview-University as a desirable place to extend your career.

Although your qualifications are impressive, we received a large volume of resumes and
are unable to meet with each applicant for a personal interview. However, we will retain
your application on file for six months and contact you if an appropriate position becomes
available.

We appreciate your investment of time and effort, and we welcome your continuing
interest in Fairview-University Medical Center.

Sincerely,

Employment Representative

SL:sc

February 27,

Dear Mr.
Thank you for your interest in Dataserv, Inc.

We have reviewed your qualifications and regret that we cannot offer you
employment at this time,

It is our practice to maintain applicant information in a reference file. We
will contact you regarding any future employment opportunities which appear to
be compatible with your qualifications.

Best wishes for success in your career advancement.

Sincerely,

DATASERV, INC.

Senior Staffing Specialist

HB:ph




March 5,

Dear

Thank you for expressing an interest in our recently advertised
Marketing Services Coordinator position.

I regret we are unable to further consider you as a candidate for the
position. Our needs are such that we cannot utilize your specific
abilities at this time. I will hold your resume should a similar
position become available in the next few months.

Good luck to you in your job pursuit.

Sincerely,

Human Resources Manager

LG:ss

March 6,

Dear :

Thank you for submitting your application in response to our
Financial Planning Analyst position. We now have had an
opportunity to review your background relative to this opening.
Although you have many excellent qualifications, we have several
candidates who more fully meet the requirements of the position.
Therefore, we have decided not to proceed further with your
application for this particular opening.

We sincerely appreciate your interest in the Commercial Division.

Sincerely,

HONEYWELL INC.

Staffing & EEO Administrator
Commercial Division

MLC/kmm
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March 6,

Dear Mr.

Your resume was reviewed along with many others during
our search for a market research person. We are.
interviewing some candidates and will make a hiring
decision from that group.

We thank you for your interest in the Bremer Financial
Corporation, and hope we may hold your resume for reference
as future openings may occur.

Sincerely,

BREMER FINANCIAL SERVICES, INC.

Human Resources Assistant

LAM:rrh

March 6,

Dear Mr. :

Thank you for submitting your credentials to Minnesota Mutual
Life. We appreciate being considerad in your career planning.

I reviewed your credentials with members of our management staff.
At this time, we do not feel your qualifications and interests
provide the best match with the requirements of our position. We
would like to save your credentials for future consideration in
the event a position becomes available where your qualifications
better meet our employment needs.

Placing yourself in the right career requires persistence and hard
work. Although this is a difficult task, the rewards are clearly
worthwhile. We wish you success in your interview process.

Sincerely,

Management Employment
JM:kjl




March 6,

Dear Mr.

Thank you for submitting your resume for employment with First Bank System.
We have compared your experience and training to that of the other applicants
for this position and have determined that, although your credentials are
impressive, we have other candidates whose background more closely
approximates our current requirements. Consequently, we will not be pursuing
employment possibilities further at this time.

We will retain your resume in our active file. 1f a suitable opening
develops, we will contact you at that time to learn of your interest.

Thank you again for considering First Bank System.

Sincerely,

Corporate Center Personnel

DLS/tc

March 6,

Dear

Thank you for your inquiry regarding possible employment
opportunities at Fairview Community Hospitals.

Your resume has been carefully considered in view of our
present needs here at Fairview Community Hospitals. Although
we recognize your fine qualifications, we are unable to

match them to the requirements of our current job openings.
If a suitable position does develop, I will re-contact you at
that time.

Thank you again, for taking the time to submit your resume to
Fairview Community Hospitals. We appreciate your interest in
our organization and wish you the best of luck in your future
career.

Sincerely,

Staffing/Communications Specialist
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March 5,

Dear Mr.

We appreciate your recent expression of interest in employment
opportunities with Rosemount Inc.

Although your training and experience are very good, we have
received applications from several candidates whose
qualifications are more directly in lins with the specific
requirements of our current opening.

We will contact you at a later date should a position open that
we feel would be of mutual interest.

Again, thank you for your interest in Rosemount Inc.

Sincerely,

Human Resources Specialist

JHB: jvg

March 8,

Dear

Thank you for giving Fairview-University Medical Center the opportunity to consider your
qualifications and explore employment possibilities for you in terms of your interests as a
Medical Records Clerk.

‘We have reviewed the information that you provided us, and have determined that we are unable
to explore further employment opportunities

‘We wish you success in finding a position that matches your career objectives.

Sincerely,

Employment Representative

BF:sc




March 8,

Dear Mr.

Thank you very much for taking the time to respond to our employment advertising.
We have reviewed and are impressed with your credentials, however, we are unable
to offer you a position at this time. As you realize, we interview many applicants
for these positions and must choose candidates whose qualifications most nearly
meet our requirements. Your background and training will undoubtedly provide you
with many employment opportunities.

We will keep your application in our active file. Should an appropriate position
present itself in the near future, we will contact you.

We sincerely appreciate the interest which you have shown in ADC Products and
wish you success in pursuing your career objectives.

Sincerely,

Manager, Organization
and Staffing

JCF/jls

13 March,

Re: Family Reception Secretary

Dear

CornerHouse Interagency Child Abuse Evaluation and Training Center wishes to
acknowledge your interest in the Family Reception Secretary position. We are currently
in the process of reviewing applications, and we will contact you if you are chosen to
proceed in the hiring process. If you are not selected to advance in the hiring process at
this time, your application will be kept on file for a year.

We certainly appreciate your interest in our Center. We wish you the best in your search
for employment.

Sincerely,

Program Director

Enclosures
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March 19,

Re: Programmer

Dear Mr. :

We have received the information you submitted regarding employment with
ITT Consumer Financial Corporation. After a thorough review of your
credentials, we feel they do not match the specifications of the position
as closely as we would like. We will, however, keep your resume on file
for future reference and contact you if a suitable opening does occur.

Thank you for your interest in ITT Consumer Financial Corporationm.

Sincerely,

Personnel Representative

RF/tr

March 19,

Dear

Thank you for your interest in the Health Information Clerk position at Fairview Flexible
Workforce. At this time, we are considering other applicants for the position.

Thank you for your time and we wish you the best.

Sincerely,

Human Resources Employment Representative




March 20,

Dear :

This is to thank you for your patience in awaiting further word
concerning your candidacy for the position in our Marketing
Department. But also to inform you that a candidate whose
qualifications most-closely match the position requirements has been
selected.

Please be assured that should a suitable vacancy occur for which you
can be reconsidered, we will contact you.

In the meantime, we wish you the best of success in locating a
position that will be in line with your career objectives.

Sincerely,

Human Resources Assistant

br

March 25,

Dear Mr. H

Thank you very much for taking the time to respond to our employment advertising.
We have reviewed and are impressed with your credentials, however, we are unable
to offer you a position at this time. As you realize, we interview many applicants
for these positions and must choose candidates whose qualifications most nearly
meet our requirements. Your background and training will undoubtedly provide you
with many employment opportunities.

We will keep your application in our active file. Should an appropriate position
present itself in the near future, we will contact you.

We sincerely appreciate the interest which you have shown in ADC Products and
wish you success in pursuing your career objectives.

Sincerely,

Manager, Organization
and Staffing

BIP/jls
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March 28,

Dear Mr. H

Thank you for interviewing with NWNL recently for the Staff Systems
Analyst position.

We have now completed reviewing your application. Although we are
impressed by your achievements we have decided to pursue the position
with candidates whose skills and interests appear to be a closer match
with our needs.

Your interest in NWNL is appreciated. We wish you very good luck in
your search for a suitable and challenging career.

Sincerely,

Sr. Staffing Representative

ML:ct

April 1,

Dear Mr. :

Thank you for your interest in employment opportunities with The
Pil1sbury Company.

Unfortunately, other candidates have been identified whose
qualifications more closely match the requirements for the position
of Investment Analyst. We, therefore, cannot give your application
any further consideration.

I am sorry my reply could not be more favorable. Thank you again
for your interest and I wish you success in your career search.

Sincerely,

Personnel Representative

pkh




April 1,

Dear H

We would like to thank you for your response to our recent ad
for the position of Product Manager.

We have reviewed a number of candidates for this position, and
carefully evaluated each person's work experience, education,
and goals as they compare to our needs. At this time, we are
not able to invite you in for a personal interview because your
qualifications are not commensurate with our job description.
We received a number of excellent candidates and our decision
was a difficult one.

We will retain your resume in our active file for the next
three months so that we may consider you in the event a
position develops that matches your qualifications and
interests.

Again, Milo, thank you for considering Coordinated Management
systems for your career plans.

Sincerely,

Personnel Manager

ACS/kuj
0008K

April 2,

Dear Mr.

Thank you for submitting your resume for the Market Analyst position at

North Memorial Medical Center. I appreciate your time and efforts spent in
applying for the position. I found your qualifications to be very impressive,
but do not feel they match what we are looking for at this time.

We will keep your resume on file if anything else should arise in
that line of work. Thank you again for your interest in North Memorial.

Sincerely,

JW/nr
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April 2,

Dear Mr. :

Thank you for your consideration in responding to my recent ad for a
Financial Forecasting Analyst.

While I would have enjoyed meeting and discussing your interests and
background, time considerations permitted interviewing only those
candidates whose qualifications most closely matched the position
requirements.

I would, however, like to consider you further for any other suitable
positions, to be filled with an outside hire, which may develop during the
next six months. Should a position become available, I will contact you.

Your interest in IDS Financial Services Inc. is appreciated.

Sincerely,

Staffing Associate

aca
April 3,
Dear Mr. H

Thank you for submitting your resume for the business analyst
position. Although your qualifications are satisfactory, there
are several candidates whose backgrounds more closely fit the
needs of the department at this time.

We appreciate your interest in the position and in Honeywell
Residential Division.

Sincerely,

Staffing Representative

RG/pra




April 15,

Dear :

I shared your resume with the hiring manager for our marketing position.
We were both impressed by your track record to date. We feel,however,
at this time that there are other candidates whose background more
closely meet the requirements of our position.

We appreciate your interest in IDS Financial Services Inc. and will
contact you directly if our situation should change.

Best Regards

Manager of Staffing

GS:smh

April 19,

Re: Financial Manager
Dear Mr. :

Thank you for responding to our advertisement. We appreciate your interest in
exploring employment opportunities with the Carlson Companies.

After a thorough review of your credentials, we feel they do not match the
requirements and specifications of the position as closely as we would like.

While we cannot encourage you further at this time, we will, however, contact
you at a later date should a suitable opening occur. In the meantime, please
accept our best wishes for success in finding the type of position you are
seeking.

Sincerely,

Director of Recruitment

THB
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April 23,

Dear

Thank you for responding to our advertisement for a position
in our Management Advisory Services department. The
position has been filled.

However, we would like to keep your resume on file. Should
an opening occur in the near future, we will reconsider your
qualifications and contact you to learn of your continuing
interest.

Thanks again, Milo, and best wishes for continued success.

Very truly yours,

McGLADREY HENDRICKSON & PULLEN

Regional Recruiting Administrator

MVB/jw

April 25,

Dear Mr. :

Thank you for your time and for your interest in the FIinancial
Analyst position at Abboti-Northwestern Hospital.

After reviewing all applications, we wiil be considering another
individual for this position, but we will keep your application
on file for future reference.

May you be successful in finding the employment that you desire.

Sincerely,

Personnel Representative

DB:ddd




April 26,

Dear Mr. :

Thank you for submitting your resume in response to
Health Resource's advertisement for a Marketing and
Planning Manager. The recruitment process took a
little longer than anticipated, therefore the delay
in responding to your resume.

We have now completed the interviewing process and

we have made our selection. I am sorry you were

not selected for an interview.

I wish you success in any future employment endeavors.

Sincerely,

Personnel Coordinator

sl

May 13,

Dear Mr.

Thank you for your interest in the Senior Research Analyst position at
Northwestern National Life Insurance Company.

I regret to inform you, after reviewing your resume and application
with the manager of the unit, that your qualifications do not match
our specific needs.

Your resume and application will be retained in the Personnel
Department and will be reviewed as suitable openings occur.

I wish you very good luck in your search for a challenging career.

Sincerely,

Senior Staffing Representative

ML:kj
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May 14,

Dear :

Thank you for sending your resume in response to our ad for Product Marketing.
Your interest in employment with Tele-Terminals is most appreciated.

Although we will not be pursuing your resume any further at this time, we
would like to keep it on file and contact you should another suitable position
become available.

Again, thanks for your interest in Tele-Terminals. We wish you a successful
conclusion to your job search.

Sincerely,

Director of Personnel

SB/vs

May 16,

Dear H

Thank you for the interest you have expressed in employment opportunities
with the Minneapolis Star & Tribune Company.

We have thoroughly reviewed your qualifications for the Senior Research
Associate position. While your credentials appear to be quite suitable, another
applicant has been selected whose training and experience more closely meets
the requirements of the job.

We will retain your application in our files for a six month period. During this
time, should a position become available for which you are identified as a
qualified candidate, you will be contacted.

We appreciate your interest in our organization and wish you every success in
pursuing your career goals.

Sincerely,

Personnel Representative

sm




May 29,

Dear

Thank you for your interest in employment opportunities with
RG. Branden's. It is sincerely appreciated.

We have carefully reviewed your qualifications for the position of
Financial Analyst. Although you have fine qualifications, we feel
that we currently have candidates who are more appropriate and
qualified for the position. We will, however, keep your application
on file and if a position of mutual interest does develop we will
recontact you at that time.

We would like to take this opportunity to extend to you our best

wishes for success in your future career. Thank you for your interest
in RG. Branden's.

Sincerely,

Director, Personnel

PJN:bz

June 3,

Dear Mr. :

Thank you for your interest in employment opportunities with The
Pillsbury Company.

Unfortunately, other candidates have been identified whose
qualifications more closely match the requirements for the position
of Financial Analyst. We, therefore, cannot give your application
any further consideration.

I am sorry my reply could not be more favorable. Thank you again
for your interest and I wish you success in your career search.

Sincerely,

Personnel Representative

pkh
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June 4,

Dear Mr. H

Thank you for your response to our recent applicant search
for a Pricing Administrator. Your interest in First Bank
Minneapolis/First Bank Saint Paul is appreciated.

The field of candidates has been carefully reviewed and
narrowed. We have identified other applicants whose back-
grounds and skills more closely match our needs.

Again, thank you for considering First Bank Minneapolis/
First Bank Saint Paul, and we wish you success in your
employment search.

Sincerely,

Human Resources Generalist
Human Resources Group

SS:cal

June 7,

Dear

Thank you for giving us an opportunity to consider you for the position
of marketing analyst with U.S. Insurance Group, a Crum and Forster Organization.

We have carefully reviewed your qualifications and experience. At the
present time we are reviewing other applicants whose backgrounds are
more closely aligned to the specific requirements of the position.

We wish you success in achieving your career goals.

Sincerely,

Regional Human Resources Manager




June 7,

Dear Mr. :

Thank you for applying for the Senior Marketing Research
Analyst position. We appreciate your interest and the time you
took to apply.

After careful consideration of your qualifications, we have
decided that we will not be able to consider you further for this
position. We have other candidates who have qualifications that
more closely match our present job needs.

Thank you for expressing your interest in the Federal Reserve
Bank of Minneapolis.

Sincerely,

Human Resource Representative

DC:ph

June 10,

Dear Mr. N

I want to thank you for your interest in the research position for the Sentencing
Guidelines Commission. The strong qualifications of many applicants resulted in a
hiring process both rewarding because of the extensive talent revealed, and frustrating
because we have so few positions with which to enjoy that talent.

The research analyst position was offered to an exceptionally qualified applicant and
the offer was accepted. We would, however, like to keep your resume on file should
we have another research position opening in the future.

Again, thank you for your interest in the position. I wish you the best of luck in your
career.

Sincerely,

Director

KAK/mh
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June 14,

Dear H

Thank you for your inquiry in Norwest Bank Midland. The
position for Financial Reporting manager has been filled.
Unfortunately, we do not have any other positions open right now
that would utilize your talents.

Thank you again for your interest in Norwest and
best wishes in your employment search.

Sincerely yours,

Senior Human Resources Specialist

DY:le

June 18,
Our 127th Year

Dear Mr. :

I want to thank you for your inquiry concerning our
Business Manager opening. However, we do not feel that you
possess the kind of experience that the school requires at
this time.

We are grateful for your interest in Shattuck-St. Mary's
and wish you well in your future endeavors.

Warm regards,

Headmaster

JRH/dh




June 21,

Dear Mr. :

Thank you for the interest you expressed in the Claim Coordinator
position with the Workers' Compensation Reinsurance Association.
The position has been filled by someone we feel more closely meets
our needs.

I wish you luck in finding a position that is a better match to
your qualifications and appreciate your interest in our organiza-
tion.

Sincerely,

Assistant Treasurer

JHZ/dmb

June 24,

Dear Mr.

Thank you for taking the time to send your resume in response to our
advertisement for a Senior Financial Analyst.

Your resume has been reviewed. We have determined that your
qualifications do not meet the requirements of our current opening.

We appreciate your interest in Cray Research, Inc. and the opportunity
you have given us to consider you for employment. We wish you success in
attaining your career objectives.

Sincerely,

Human Resources Associate

PBS/af
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June 25,

Dear

Thank you for your recent letter and resume in response to our ad

for an Operations Researcher. We have reviewed your resume with
management and are sorry that we cannot offer you further encouragement
for employment at this time.

While your qualifications and background appear to be commendable,

we have considered a number of fine applicants. Unfortunately, we

are not in a position to offer all of them employment.

We thank you for your interest in Consolidated Papers, Inc. and wish
you success in fulfilling your goals and objectives.

Yours very truly,

CONSOLIDATED PAPERS, INC.

Professional Employment Manager

June 26,

Dear Mr. :

Thank you for submitting your credentials to Minnesota Mutual
Life. We appreciate being considered in your career planning.

I reviewed your credentials with members of our management staff.
At this time, we do not feel your qualifications and interests
provide the best match with the requirements of our position. We
would like to save your credentials for future consideration in
the event a position becomes available where your qualifications
better meet our employment needs.

Placing yourself in the right career requires persistence and hard
work. Although this is a difficult task, the rewards are clearly
worthwhile. We wish you success in your interview process.

Sincerely,

Management Employment
JIM:kjl




July 1,

Dear Mr.

Thank you for your recent inquiry expressing an interest in the
position of Sr. Financial Analyst with B. Dalton Bookseller.

Your qualifications and interests have been reviewed. We are
following up with other candidates whose qualifications more
closely match our current needs. We will, however, retain
your credentials in our active employment files and should a
suitable opening develop in the near future, we will contact
you to determine your availability and continued interest.

Again, we appreciate your interest in B. Dalton and wish you
success in your career endeavors.

Sincerely,

EmpToyment Representative

MK:al

July 1,

Dear Mr.

Thank you for your interest in employment opportunities with The
Pil1sbury Company.

Unfortunately, other candidates have been identified whose .
qualifications more closely match the requirements for the position
of Corporate Planning Analyst. We, therefore, cannot give your
application any further consideration.

I am sorry my reply could not be more favorable. Thank you again
for your interest and I wish you success in your career search.

Sincerely,

Personnel Representative

pkh
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July 1,
Dear s

Several months ago I received your resume and cover
letter for the position of Operations Director at KFAI,
Fresh Air Radio. Needless to say your employment
history is impressive.

It has been a challenge to find the best fit for this
position. In addition to the responsibility of general
operations, the ideal candidate should possess hands-on
experience with accounting and membership databases
and working with culturally diverse communities within
the Twin Cities.

Kelly, I have reviewed several remarkable resumes,
including yours. At this time, I am faced with the
difficult position of informing you that KFAI cannot
meet your aspiration of fulfilling the position of
Operations Director.

Your love for KFAI has been a tremendous asset to the
station. I sincerely hope this particular decision will not
dissuade you from continuing your relationship with
“people powered radio.”

I really appreciate your interest in working with KFAI
and wish you much success in your career endeavors.

Respectfully,




July 1,

Dear Job Seeker,

Thank you for expressing interest in employment opportunities at Fortis
Benefits Insurance Company. At this time, we are considering other
candidates for our current job openings; however, we will keep your resume
in our active files for six months. In the event that your qualifications and
background are appropriate for any future openings within that time frame,
we will contact you. In any event, please accept our appreciation for wishing
to include us in your future professional plans.

Fortis Benefits is an Equal Opportunity Employer and we do not discriminate
on the basis of race, color, religion, sex, age, national origin, disability,
veteran status or any other classification protected by Federal, state, or local
law. The attached questionnaire will be used only in the compilation of data
for Affirmative Action reporting that is required of our company by Federal
laws governing employers that are Federal contractors.

Completion of the attached data sheet is voluntary and will not affect
your opportunity for employment, or terms or conditions of
employment, if hired. Identification can be declared at any time prior to, or
if applicable, after hire. Please complete the attached data sheet and return it
in the enclosed postage paid envelope.

Once again, thank you for your interest in Fortis Benefits Insurance
Company.

Human Resources & Development
Fortis Benefits Insurance Company
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July 2,

Dear

Thank you for your interest in employment with First Bank System, Inc.
Although your qualifications are impressive, we have been contacted by
applicants whose background more closely match the requirements of our current
openings. Regretfully, we will not be able to provide you with an employment
opportunity at this time.

We do feel, however, that your qualifications might be of potential interest
for additional positions we have open at this time. We are therefore,
circulating your resume to the Employment Representatives. In the event that
there is a position open, they will contact you directly.

Sincerely,

Employment Representative

CZH/had

July 2,

Dear Mr. :

Thank you for responding to our recent ad for a Senior
Treasury Analyst. We were fortunate to have received
resumes from a number of well-qualified candidates.

We have carefully considered your application in view of
our current need at Norwest Bank Minneapolis. While your
qualifications are impressive, the requirements of our
present opening must be met as closely as possible.
Consequently, we are unable to pursue employment
possibilities at this tine.

We will of course retain your application in our files.
Should another suitable opportunity develop that could be
of interest to you we will recontact you at that time.

We appreciated the opportunity to consider you for our
current opening. Thank you again for your interest in
Norwest Bank Minneapolis.

Sincerely,

Sstaffing Representative




July 5,

Dear H

Thank you for applying with us concerning our Marketing Analyst
position.

We are sorry that we were unable to make you an offer of
employment. We had several well-qualified applicants for the
position and our final decision was not an easy one. We will keep
your application on file in the event that we have future openings
for which you are qualified.

Thank you for your interest in Minnesota Title Financial
Corporation and best of luck and success to you in the future.

Sincerely,

Assistant Vice President

CAJ:drh

July 11,

Dear :

Thank you for expressing an interest in our current search for an Asset
Liability Manager.

The response to our ad was excellent and we have scheduled interviews
with other candidates whose background and experience appear to most
closely match the requirements of our position.

Although we will not be scheduling an interview with you at this time,
we will keep your resume in our file and contact you if a suitable
position develops.

Your interest in IDS Financial Services is appreciated.

Sincerely,

Manager of Staffing

GS:smh
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July 18,

Dear Mr. :

Thank you for applying for the Assistant Commissioner for Budget
Services position in our department. We received applications from
many qualified candidates. A review panel has recommended seven
applicants continue in the process. At this time, we will 1imit our
review to those candidates.

Your resume will be kept on file and you will be contacted should
other appropriate positions become available.

Sincerely,

Administrative Management Director

A/PK/MK/080

July 25,

Re: Marketing Research Specialist

Dear H

We have received the information you submitted regarding employment with
ITT Consumer Financial Corporation. After a thorough review of your
credentials, we feel they do not match the specifications of the position
as closely as we would like. We will, however, keep your resume on file
for future reference and contact you if a suitable opening does occur.

Thank you for your interest in ITT Consumer Financial Corporation.

Sincerely,

Home Office
Personnel Administrator

DB/tr




July 25,

Thank you for your interest in the Traffic Assistant with
Hubbard Broadcasting Inc. We have filled this position
with another candidate whose skills and experience closely
match our requirements. If you are interested in other
opportunities with Hubbard Broadcasting, please call our
Jobline at (952) 253-5780.

In the meantime, thank you again for your interest in

Hubbard Broadcasting, and best wishes in your career
exploration.

Sincerely,

July 30,

Dear Mr. :

Thank you for submitting your resume in response to our adver-
tisement. While your qualifications are quite impressive, we
have determined that other candidates have backgrounds which more
closely approximate our needs. We appreciate the interest you
have shown in becoming a part of our organization.

While we are unable to offer you a position within our organiza-
tion at this time, we wish you success in your future career
endeavors.

Sincerely,

Manager, Corporate Staffing

MP:rp
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July 31,

Dear
Thank you for your interest in employment with First Bank System.

Although your qualifications are impressive, we have been contacted by
applicants whose academic and employment background more closely match the
requirements of our current openings. Regretfully, we will not be able to
provide you with an employment opportunity at this time.

We do feel, however, that your qualifications might be of potential interest
to Carol Westly, First Bank System Information Services (FBSIS). We are
therefore, forwarding your resume. In the event that Carol has an interest in
you, they will contact you directly.

Sincerely,

Regional Division
Human Resources Officer

SLC/had

August 15,

Dear Mr. :

Thank you for your interest and subsequent application for
the position of Vice President for Financial Plans and
Controls. Many well qualified individuals made
application for the position, and from those applicants,
the position has been filled.

Your resume will remain on file at William Mitchell
College of Law for a period of six months. Should another
appropriate position become available during that six
month period, your resume would be reactivated and you
would again be a considered applicant.

If you have any questions or if I may be of assistance in
any way, please feel free to contact me. Again, thank you
for your interest in our school.

Sincerely,

Personnel and Administrative
Services Manager

BAW:wp
09897/0038X




August 23,

Dear Dr. :

| regret to Inform you that we are no longer actively
considering your application for the business faculty
position. There were many fine applicants and consequently
we are unable fo grant all requests for interviews.

On behalf of Metropolitan State University, | would |lke to
thank you for your interest in the position and your
willingness to participate In the selection process. We
wish you well In your future endeavors.

Sincerely,

Director of Personnel
and Employee Relations

JMA/sb

November 12,

Dear Mr. :

Thank you for interviewing with NWNL recently for the Project
Coordinator position.

We have now completed reviewing your application. Although we are
impressed by your achievements we have decided to pursue the position
with candidates whose skills and interests appear to be a closer match
with our needs.

Your interest in NWNL is appreciated. We wish you very good luck in
your search for a suitable and challenging career.

Sincerely,

Exempt Employment Interviewer

ML:ds
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November 27,

Dear

Thank you for your resume expressing interest in the document clerk position at
Halleland Lewis Nilan Sipkins & Johnson.

Your credentials and experience are excellent. However, at this time we have decided
to pursue candidates whose qualifications more closely meet our current needs. Your
resume will be kept on file for one year should a suitable position become open.

We appreciate your interest in Halleland Lewis Nilan Sipkins & Johnson and wish you
success in your future endeavors.

Very truly yours,

Director of Human Resources

December 13,

Dear

This letter will acknowledge receipt of your resume for review
against our immediate employment needs here at North Star Casualty
Services, Inc.

The position which you have applied for has been filled. I will
continue to hold your resume active for any future positions we may
have and will contact you to determine your availability.

Thank you for forwarding your resume and your interested in our
company. We are always anxious and interested in learning of
qualified people which has been the key to our success. I would
like to extend my best wishes for every success to you in locating
a satisfactory position.

Sincerely,

Manager,
Personnel & Office Services

ROH/jw




December 14,

Dear :

Thank you for responding to our opening for a Data
Processing Manager.

We have now completed our resume and application review.
Although your background is interesting, it does not match
the requirements of the position as closely as that of other
candidates.

We would be pleased, however, to keep your application on
file and suggest you contact us again if you see us adver-
tising another position that interests you.

I am certain that your education and record of accomplish-
ments will enable you to find a rewarding and fulfilling
opportunity. Thank you again and best wishes.

Regards,

College Programs Representative

PE:pr

Thank you for your interest in employment with Hennepin County and the
time you

spent applying for 2CHD840cb035 OFFICE SPECIALIST III - Community
Health Department .

We have completed our review of application materials for

2CHD840cb035 OFFICE SPECIALIST III - Community Health Department . We
received many applications from highly qualified people for this
position.

Regrettably, you are not among the top group of applicants who will be
invited

for an interview. If the hiring supervisor is unable to find a
suitable

candidate from this initial group, you may receive notice from us that
your name

is being forwarded to the supervisor for consideration at a later date.
Please continue to review and apply for those job announcements which
interest

you. Thank you for your interest in Hennepin County.

Cordially,

Hennepin County Human Resources
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Dear Applicant:

Thank you for submitting your resume in response to our recent
advertisement for a position opening with Republic Airlines. I
apologize for the delay in responding to you.

I have reviewed your resume and am very impressed with your quali-
fications; however, they are not compatible with our specific needs
for this position. Your resume will be retained for a period of one
year and should an appropriate opening develop in the near future,
we shall be happy to give you every consideration.

Thank you for your interest in Republic Airlines.

Sincerely,

Senior Administrator-Employment
Personnel

Dear

Thank you for your interest in employment with Hennepin County, and for
the time

you spent applying for the position of 2DOCC840nam008 OFFICE
SPECIALIST III - Adult Probation Division

We have completed our review of application materials for
2DOCC840nam008 OFFICE SPECIALIST III - Adult Probation Division . Based upon
the information we received, we must inform you that your education
and/or

experience does not place you among the group of applicants that will
be included

in the initial selection process at this time. If the hiring
supervisor is

unable to find a suitable candidate from this initial group, you may
receive

notice from us that your name is being forwarded to the supervisor for
consideration at a later date.

Keep in mind that your experience and training may match other vacancy
requirements more closely. Please continue to review and apply for
those job

announcements which interest you. Thank you for your interest in
Hennepin

County.

Cordially,

Hennepin County Human Resources




Dear

Thanks for your interest in the Lead Circulation Coordinator posting at
MCAD. We have now chosen someone for the position who we feel will

serve us well. We would, however, like to keep your resume on file should
a position open that would utilize your skills and background.

We wish you well in your job search.

Sincerely,

Minneapolis College of Art & Design

BE FTFETCRBOCELEERLETFEY,

ST, R BDHHARFBRICE, TEHFEZIVELTHYMNESTE LV ELE,
DEFFELTIL, MEICTREZRHVLELBER. BRETEIHYETH
CHRZICRVIRDIELLYELIDT, CIITTEMBELEFET,
FICETBLAST I TRIEZSVWET LSBBOBRLEITFET,

REGANL SROTRBEL,ALEFTYBRLLFET

=4
Jm

EROEZA+=H
#xX£dt 0000

m#&itE 0000

F% SEO#, OORICIIETEITERO_ELLBBEURLEIFET,
bET.kEu%&@&Eﬁﬁﬁ&tﬁ&ﬁutﬁ%‘3E5U#t5:éu§
MEICBESETOVELEELER. BICESTRIIZVETS,. SER
AERAEEHTVAELESZERBYELL,
HoNKBEBNELEELAOICHMFZICHS Z LM TET, REBRICH
LTEYET. HLOSTETELEEVETLISERMOBL LIFET,
EFTFREYREBAMSEVELLET,

EO%F 2A 27H

163



164

FRO%E 5 A28 H

R B
%

BERMCE2PhELTIRETETIWADOILLBE
CHLULLETET,

OB, BLoHBFLCIRFEVLLE, ¥
rlsh Ny I X¥wELE,

SHEBEEENE, BEROIHFCEIRERVLILA S
e Eli,
HEMO—BOIHBEBHOBLLT T,

e B

A% 4 0000

o

L
t
o>




HE ORTETETIEROZILELPEVORL
HFET,
ZORCREEHEBEEICIEEVWELEEELT
byRELSI>ZE&WE LK,
HEICBEL2IETCWVWEEEELER, 2 21T
BERABO IHBICHRIBVWERERY E LI,
MEHLHPLTITEBYETIIPEVNL

i‘jﬂo

KERDBDL, SROTEELZBHIVALDTET,
L@

¥ O #4A

HRXEH#E O O O
ANBEH ANFBR

165



166

O F4H27TH

0000 &
HA#MXRAKKES 25
(#) 00O0O I v’gg
BEHE 000 (&ﬁ‘ﬁb
ALEERE R B DM

HE, B TRL CHEEOZ L BEVHRLLETET,
BRI A ARRBRES S CRHVEESELTH P LI TSNE L.

T COEOBEICEUCHECRERLE UERBR. BRO¥HAOHBIHRICBEL
FHCBETTHISEIFRAZRESETVELEL LR ELEOT, JTICTEA
LU EFET,

TENDORTHAENEEE TRREBPIT U LFEUE T, MBEIARIEIV,

B, SHEE DSBS RO LRSIV ERAT L. BRUBHUTHLLETET,

BHRCBPIE LT, SE-ACRBIERCESVETIIBHOHLETXT.

B B

Tk O # 54
HA&HE 0000
ANHEHHER

BEFBROBH DY

BE FROE, TTEIIEROIL LBEURLETET,
ERIFBIELVF, SHOAHRBRICBELWALEESELT, Bchried
TEWE L,

FHELEDIZHOFCTRENTZEE AEETBERGOBRERY
EFL7-, BECEBSSE CWEEEELAERKR., RKEERETRISWVE TR,
CHLGIRVPRDI LRV E L, IXFNVREALELFES, TEDHE
FELOFLHEFEEL BRI LEVOTTR, EREENSREEPZ, £2TO
FEVIDIFTICHEHB Y ERATLE, RELEBLIALOTITALSESVET
L. BEVWWEZLET,

IXNTRFAEDFHIEERAE L TS LEL LT, BN L 555
ALTW b, EEpbbI MMz L VE<AXOND I REEERD
EIOBAEFLTBY VL BVET,

KERNS, ECEHCACABERESN, BLORVRBRESHZ RSV E
FTEODLVBIOBLEFES, HwE




g it

BHEH 11| - S gk 12 86 OV QR S AV BV A9 R O HID B e

LR S R WHOM I NI NEERIGHIOEN YINK-L A0 IR
QI LI HONG KE<HEOREPLD” MELR0 VREUQGKI i
WPV BB R0 M-V S # o NG S S 4 Do
BRI 3 0N SIS BURQED S 4 Hee

H I QPN IR P E DD B

B O #iHm | m
AR 00000
<HhSREREK

167

O OifEs®H
O O O O

O%6AH9H
ISRV EH )M E

DI 0T % fEHE & L

LIZWELELEDT, BAabEWiLET, HFHEOS%OEE

DFEEOWTHEFRETRE 24T 0RER,

DIWIE, AEOERHLBEERE (%) OHEEE
TFRE 2E~EDD

EWE L,

O O (&%) HENEEERL

&T,

5

BEFTELOD, BREYWEREWSEEFREBRELWELET,




B KTETETCHRRXOCLLEBBEUBLLETE T,
CORURMETER ] SEEFFERARRCIBE VL
Z.BONESTEVE LA,

ST, BECRHEVWAREZE LABEESLTEXEHER
REFWALELAY, RERESUNS THBFRKRBRALWE
BRIz Lo
BLOoFITHRALSVET IS BEVWELETFE S,
B, REOHATEEN DAL FIKD2VWTR+SH
KEERLTEZVWLLELACEEZBLRATHXE Y,
EhnweEEFgEAmBLETE S, H B

¥k O £6A13H

A&t O O #
BB XN

00 00 # Frk O £6816A

BEBROEEM

B BEOE. STIOER S EREICHEERE. RI<HYn
ESTEVELL,

SHEEESHICOE BLAHESRERLELL-ER. W-FXE
TIFTEVFTA EBICHEVHOEICGYEL-EEMEMBL LT

EX8
BESZRERLETOT, HEWR TS,
IonoDHEBEETYBELEIFES, &R

168



¥R O #£6AH 19H

OO0 OO0 &

OOOH R R& 4t
A ER

EEBEORBERIKCOWVWT

B BTETETIBROILLBEUVRLETET,

IDECR, ¥HOSEBEECIREREELT, bW BRLHI>TLVELE,
ST, BROAHIFELOVWTEHECFES Y THESEILAKR, REF
FERBRLRBEBVWHEZNVWILRZZVELEOT, TEEHE LT ET,
ERIELVEFRENEL, SHOBERHFT 2L, 23K EL0FZRAL
EWLIZIATTR, TEHOLBY DREORFELERORABAEH R T, ¥
HEBEZEILTH, REBABAABECRBIVBIEVELT, SEIEERBRORA
FRELEZEHEFATLE,

oK DITHHIRBI LB TET, BLRESEFLETH, XBLLIT
ADEEBEVWHELHITET,
THRERESELEZLZELRTHILBLET L LB, BREROETETOZ

REEBFVELDLITET,
®E

169



170

Tk O £6H30H

2 B E &

REBAHR EEEO—- O —O
B4t O O B % #
A = =4

E: =

BHEG, BHEER 1 SEEENRARREZRLTOALE, RicdoH
ES5TFVE L,

EHEWILE L~ RBERROBREAHEBCRIF VAL LELAER &
SUNSREBRBICLVELLOT, TEABRLEFTET,

CHRHVAREZZLABHR, YA CTEEZ b TRESETVLARE
ETDOTITERSES W,

KELH O, BROCBB L CEBEEZBHOBLETET,

EERERUEERRICOVLDTOIEM
HE

SH, SHARICCHERERHIIVEL,
BE<HIEROTRLY, SHERATHEEELLFITONLDOBMERLLIFEY,

ST, HEOEERRICOEEL TR REICEERESE THEEELA.
BREASESERIHFEICRIBATEEHATL,

FASIHSEIERAARS DR DS, FAERELLIE/UNEIIGYELE,
BEUEBMZ. hEh TSR OHIZENTFEoITEHLT.
HIHLRGLFLET

SHRITEICRE. TREHLAZLEBHYBLET.

TR O%6H30A




R OFETHG6R

+
J %? y;( a' e
)\ﬁf\ KN 000 A&t
WETFT1EVa v
0000

MR BTETETIWHEOZLERBECHR L ETET,

BTN, OEZEEHERACELEL T, JSEWEEEH AL T
JWVWE L7z,

LENE, BEOFADOTIHENH Y, MEICEE ST TWLEEE LEBER,
FOLIIEBALRND, IHFLAIROMRDEI LR ELE,
RIZEZHLNLTITELESVWET L) BBEWELET,

L bl T, [ES VDI A—] L LT, BEHECEICVEELAT
W mdls, SESERRBEITV, TOLDIEROZHH, TSEEET
F&INEEXTBYET,

ZFOFEICII—BOZHEEBY T LI BEVELET,
KRBT E LI, HHDWKL DR E CEREBHVE L ETET,

A
B
B PR A FHELE LZOT, LA LTEEAT SRS & ) BEVELET,
Lk
E2324
BHIEARRICBBRLESE, BCHONES TTnELE.
BEREEORR, RBBNSSEIERICRD ZENTEERATLE.
HLOSTITRATINETLSBEVWRL LT,
SHED, BEFROTRRELLDBHOBLETET,
HE

¥ O £7H10H

#oooo
REBEARRER OO0 0 #HHEtE ¥ —EIOF
T03-3378-7051

171



#£7R158
OO0 0O #
O000 #H&#t
B COLVIESH O BEEICSHREVEE HYSESTENELE,
CREFUVEEWV-EHEDLICERREESE TOEEEELER. RICRISEA S,
CHREIZRVLARBILIZRYELT=,
EoMKDIHFETEHYELH, FESTRIEZEVET LSEMOALLFET,

REUNS, SROCREZLASEHYBRLEFET,
BE

FERO #£7H158

00000 #k &t
& B %

i COERSHOHBERICIEENLE, BHOPES TTnFE LA,
CREOFBFIC DLV THEKEEZ L LAKER, BB SAEBERCR) &
TEEHATLR,
FIR RATFEABDDETO S X BHEEPREZHIC LD ELOT, BEEEES
WAL EE L,

FHOCELILBIEATEY, BCHLRDDERAD, MECTETIVETEOE

BoHELET,
—BOITHE. SBROIRBEBH VB LETFES,

172




O% 7H 22H

00 00 k&

et 0000
A¥EBRE OO0 00

2 EERo0oZEA

FE BTETETIHROZLLBBUHRLETET,
ST, IOETHEIEHOBEICREL, JEHEEEHYNL ) TEVELE,
BEHEEBICOEE L THERBENZLE LLRER, BBL21L IHLBCHROPREZ L
KRV ELE, 2o, RYARET@MELETFET,
DEDLEBVTVWEEERRL, BEFAEELERTISVETE, HLoOTITHWEL
EEWETLIOBEVELETFET,
KERRLESHOBRERO ZRALZBHVBE L ETFET,

[ d=8

H

HE OWEOR, FTETIIHIOSE EBMUNLETET,

ET, TOREURMEOIL AN ISR E T LT, Bkt
3TEVE Lz,

Fia it SETOVAR & F LARE, SIREbETwAL T ik
NELADT, SIICTHANLLIFET,

RICEZHLDOLTITTRDIZEBHNNLLITES, EE|

173



OO0 00 #

HBAERD JEA

FE RTETETIRROEBECHEL EITET.

CORECR, Yo BRARREZRVELE, BIHOMES TEnELE,
HBOBRICOEE L THEREEI R TWAREELE, ERZbEFZA
£<. RHOEHEIFFITRS, BERZOFEFALENVEZSTT, i
SACBEAARKCBOAH27Dic. SEER, BROBAZAES S2/FE
ATUI, THRBWEEEELEI EZERTHEHLRL LT3 &3tic, BROXT

ETOZREEBHOHL LIFET,

Of7H27H

B4 00000
BEBHEOOOO

BR

® OB &

OO0 00 #

BBHRE OO0 00

BARACHS EFERROBRIIOWVT

BTETETIEROILEBECHLLEITET,

LIb, RICEREHSRAIZEVFEFATLE,
BECRXTHLILRSDFEAN, AFEITERVWALEETISBHVHLETET,

TREWEEWEEREZRAH LE LADTIERILEE N,
KELNELBOETITOIERELE D BHOBELETFET.

¥R O £7R28H

ME#“EA O0000k¥y—

ST, AFETHAREEBO LELAY, TOBRIIODVWTHEZESE, ®RFWLELE

#®

174



Tk O F£8A2H

JIHEE M
#Xet 0000 0 #

#wo%

HZE BTEIETlREDIELERVLED,

DR, YHOHBEEICIIEENEE, HDAES TEVE L,
ST TREWIREWIEBRICOWT, EEIEE - BEfW e LT Lich 2
RSN S, JORRSEIDTHFEITFZA LMW EERDE L,
fAI3AIC D RAANFATRONTE D £F720DIT, o0 OTHEICBIGAT
BIENTET, FLIKHLOYEKELETA bLASTITHEEFEVET
KOBRBVELATET,

FETIZVETH, BHickbF W& E L JERIC, L ESE LS
FTEEDIT, SROTREE JEEET. BLLOBHOWVWILETS,

& B

175



OW<mEm

R O0OO0O0OHKH

B E R KN E RS &

BWHl MARUCRLSH OV Ml )RS VUG E O YD

WY BOOHKMEKEIROKERE LN OVE VHRNEQLD MHIRUM Y DN

OOV MROEKKLE S#H oM HEOHMBUEOBEEMUER - Hirvup v
SRPMHONERK BERNHBLROMEERKEIARALCON VLSO OINOY NN EBED
6 4

S8 MRUSASHOVE CEVPHBUEBPLUS EHNEONEHRURAS V)i

W0 NN S OV IG O e ° B

176



O % 8H 6H

OO OO #

HA BE0E BXIRBOICYBBUYLLETIT, £013%
HREEEICBRLVAELEES )KL TV LE,

3T, AERROBHRBO THZIH L, HEO LI ELH
LTEZ2ENTEIND 2 LAY, BALYL THFINRZ A VWE
Fruhilr,
TRAOBIIALLRITERE2DE LS, 3 -T%E0F b5
WITTEREBNI LAY FELE T, RICLEIERVEE TR
HEFICAELET,

REILN UL, SR-ROTERL BHHFLEFTED

¥, wa
#Xeit 0000
FTHEAR HBHRAFR
#
DL

YR, MOKANCTEREVEEEHYMNEDI TSVELL,

BEICREIETWVELWEER, SEIRSASOTRALEET
W2 E<BFLET,

BEFBROSHROTEREBHTYRLELITET.

8AT7H

() OOBIE AR

177



178

¥ O £8H8H

kist O O #
LEE:3:8

£ Z & R 0o T B A

HE KBTI IRRO e, BEUHLEFEI,
XC. CORVREHOHEEECEL., CHREVALEE
LThHorESTEVE LA,
FERIRMEBFORLIERML T. KEELDFDOIHE
ZHEZ2FLAOTHELEERICERLAED., F—KRELTEH
EEEAIETOAES I EIKTEYE L,
CORRDBALRICODEZFTL TR, BBUEXS ZHFLicHL
PRZIEEBDELE, COH. MO EEFCHEABELETE
To
BHZEHLTOAREUNS, RERABEERTRCY
VWETH, BLOrSTITEILIVET LI BEVELEY
E
KERNS, SROSRALBOCREEBHoBEL EFE T,

HWE




FRk O EF8H 11 H

& fr

B BTETEII#BOILEBBEUHL LITET,

DGR ZTHREDE T ABHERARBRIC CRENLLEZELT,
BICHONES TENE L, BHDEEDOFNSEMICELEBFHF
BNWEEE, BERBHHZENTWEEEE L EE#HORITH
AEEN.

T, BEBREOMRICOESEL TR, HEKCREZER, REtsE
TWEEZEELEEIS, BERSSSHIBIHFERANMNRD L
LRRDELE, BLASTITARLEIVETEIOBEVWHEL EITET,
KERNS, BEFROSED IEEEZLEDBHOBLETET,

B B
HRXet o o #

RESER R
FAEY

179



180

EROF8H1TH

OO0 OO0 #*

0000 H#X=4t
FEXBPAER

< BEHRICEHIIEHMSE >
BE BTEIEIIARORESBEURLLEITFET,

COERE, BHICTHEWNEEELTHYMNES TSV EL BEE
AERIZDEFY. TRENMBNELTHLRITVEE A,

ST BABEDHKR. BEBANSETITRAGKRYEL-OTIT B S
LEFES RICFFEURRTIEOFET N RICEETTERTSVET &
SEEVEBLLEITFEY,
BEMLTEYELBEEZRHMLTEYETOTIER TS,

RELGHNS. SEOCEBESHTYBRLLITET . HYNESTELVELT,

Ha

kO £9H 2R
OO0 OO0 #

CIRBOFRRIZONT
BE BTETETCRAROCEEEHBEVRLEITET, £, £HIE
BEELICHRLELT. RBECHETSYRICHHS TS VvEL,
ST SROBFEICHLELT, FEELAZSHOBFLAHMDOIGELHY.
BECERBLELED REUNLFEALESE TN E(CEEAYELT,
BRBLREKFELETH. SHOCERELLYBHYBLETFET,
TE.BEMNBLEL-BES. FIEESEIEXHLEITES,

WE




OO0 00 #%

B
BEARICEANELTE,. FTETTEREDELLEE
UBLEFET,

COERR. HHOUEBRLICRETRE N FEE H
UBESTENET , BohEEERIF T 12EE
Li=AS BBAALSEESHBICHEOIRIBEREL
YELE RICBLRITVERAL BELISTTT
EBYFETIOEBOBLLEITET,

BE. FANML-BEEZRHVV-LETOT. £
BLLIEIKEZSLY,

RKEGHL. SROCBBZSHTYBLEITET.
BE
FROfF9A5H
FEAMT/MEREE

HA£H FEE
#3582 TEL:093-

181



182

0O OO0 B TR O £9A26H

SHe. BMHEBOEEICHL, CHREEZEEFHSCINLVEL,
HEEEREOEER. BEUNSFEREREBLEL=DT,
2z, T EAmeBLETFET,

#HA=&# 000
KERFRILE OO0 00

ERROFEILALH
226

T 182-0022

B AT E I TT B
36-1-307

00 00 #

BEEZEE NE IR A S REEY

BREERBERAICONT (TEA

Ailg  COERBERRBERRERAITSHENEEEHONES TS NE L,
RBRERAOHEICL2BEZERITH LTI FEEBFLIERIIKIZED
BEZEVELEEELE, TOFITRRILOBEZHLBBENE L., ZOAEE
KHLELTRENDOEE LS KD IERT L ABERBOBE S ISROBERRIC
BOTFRUEZENZMDS. LW REPLCHBEETOARLEEELE,
UEOBRMNS, HEXERREZLELLLIARSRMSERICHNMRS
BREBDELEZEETEAHL EITFET,
REBNSEROGHROBA O TFREELLVBITOEL EITFET,




12NCE343
TR OFI11ALH

00 00 B
O0OOO % &
00000 t>¥—
BlfiE 00 0O
HEEMERE - REERRICOVWT B
B

TN, S —EEEMIOSEREELTHONESI T NELE,
EEEELITBNT, TREVWEFEZ LR ZARICHEIRESIETVE
FEFULEE. BRINSSEIIERICFARNVNIELERDVELEDT, B
ASEHRLET,

RB.EBAFLEOH >/ XEEZBR N T BREERHILEHANWEZLERADT,
TTERWEEERL, BEWHEL BT,

KERNSEBROSBOIERLE CREEZBITORLET.

HWE

183



184

5 »
B IS
* o1
= Fsl i3
5 %
/N
A - i
+ &
L bl
B W

b

L

¥

3

ot C %S & (- BEI>-N O a NS NI O SR

OO0 P
¥ 00000 pHpHs
NS>0 | HE KN HE-HBk e

FROFOAROR
OO0 OOk
ER¥HE O O O O
HEABEOBREFRIZOVT (BAb¥E)
IOER, BEABCINEVWEEEELTHINL S TEVELE,
FROFOAOBMENRBIZEVTREDORKR, BRERNL THHRIHRL2VWILE

RDELIE,
SHOTEREFTEVLLET,




FrOFOAOHR

OO0 OO #

OO k% I##
EZREHE OO0 00

FE
DNEORE, ETETIHEROILLBEUTRLLETET,
STIDERYSR X XBEHKE BHEE, BF) ABCSETIVRICHYNL D
T&nE LK,
EEOTBERWEFEASHCTHECEE VL LERER, RCRSTRIE
WETE, TOEREROSFECRVIREZLICRVELE, BELIALTITET
EVWETIOBEVWELETET,
BB, BEYWEFEELEEREEEERLETET,
KELNS, BROCRBLEITETOIRRENSLET,

8=

¥ O £ O H O H
&AL

Fi&

BTETETIRBOZ L LBEVCHE L ETFET,
OEFBHARBEEIC TEENEEEELT, SRS TS VELE,
HEIRN ST WAL S E LR, ER28O5EIZSHFAICHEO MR
BT LITRVEL,

CHRBIHD ZLBTEP, MCHLRDH Y FHAN, MESTEATENE
FTEIOBENNEZLET,

SROTEREBI B LETET,

HE

185



&

BTETETIRBOZLEBEVCHL EIFET,
OB AR BEE IRV EEEL T, HIBREITE N ELE,
EEICRMNIE O EELRE R, ELLCEBRBIDIFZICHRL VIR
BOELI, AZEHLILT TR FENETIOBENWLET,
—BOZEE SBROTRBEEBITVEL ETET,

BE

FEROEOHOH

186

00 00 R&

OO0 HA &t O B 21

B BERCBIRIEICRBOCELEBIBZURLETET,
COETR, SHOHEBELRCCRBVLEERIESYFESIEVELE,
HECRHEVAELELAERR, RCELERERNS, SBLEOZERICHEVY
EVWVERERYELE,

W, CEBFENECEERSBRUBLLEFET. TTRRYRETER
WEELETY,

SRIEDSHEODCREROBEESITYRL EITET,




00 00 B
ERBO0OZOOR O0O3TH

000OH% RS
i

B
BROBEROBESEUBLLETFES,
FERIE AEACHENEERICHYIESTENELE,
CEREBZICOTHRINGEBLEL-LCA RICERSTINSEITERAZ
RELETIMEKIETRYELOT, JEAMBLLEITET,

BECHENMITRICELRITVE AN, AIZEELMGTITE
TEWETLIBBOBLEFET,

LH. CREBEEFLEEFRREICCICANWLTEYET.
RE(ZRVETH, BEROSEBLAOIEREBHYBLLITET.

BE

FE KTETETCWEOEEFCETET,

ST, ZORURYHOARBRBIC THEVLLE, 504 < BiLH LETET,
FERUEBECOSHEITEE L LE LR, BRICREBZNS TREIFVD
NBTERBDELE. BLHSTITRIAEENET LS BELLELET,
TROTRBLTEREONSBHOEL LT ET,

#A

00 00 #
EAmd O X O BATOFOS

000 H#HX=tt
L2 TSUREERFVIRRARESHREOH TER

B BTEIFEICAROILEBBEUBHLETET,
COEIT. ERRERICTRYEEELT RICHYHES TSV ELS,
ST BARBHLEL-BEROER. RICBSUMNSEROMBIFEICOEE
LT, CHFICES S EFHATLZOT, SO RATIEBMBLLETET,
BELEBMEZ. h¥hEBUDLOIZENTTSoIZfbs T, JICHELRY

(HFELET
REUHL, SRETETORE. CREHLAEEBHYRLET,

m

187



188

F&

COEEEAMBEICTINE VI EEEL T, FLERHYBEHITE
L7,

EEIGEZZIE QW EELARER, FLLICERR RO HZITH
RIPNZLITIRVELTZDT, T2 BB L EIFET,

KRERNDL, SHRDIZFXBITVB L ETET,

FHOFEOAROHR

00 00 #k

B ITETIEROILLBECHLLETET,

ST, EBOHHAHERBRIZIE, TRESEIVELTHIBE S TSN
L7,

DEFFLTE, BECESERMNVELE LR, BERSL IHFLZITH
WHRBZEERVELEDOT, ZIRITEBHBELETFET, RICEFELL
LPFZTAELEEVET I OBBEVELETET,

SHROTRBEEZBITVERLETET,

BE




TR OF OB OHR

3
00000
ZOE, YHIEHEEEH VR L TEVET,
SEIIFRAL SETEHEEETS
O%0ROB
B
-

WEWKTRBDOZ &L BEUBLLEIFET,

BEIG, BHHBAFEICTGHFNLLESELT, HICHRS CEVELE,

T, RROBEZCHALRECRHESETOALWVARER. BICBRSTTSSEITRA
ERELSETWVEESZLLBYELADT, COICTEMBLLIFET,

CHERICFI LM TEERAN, AECTRAESVETRSREOVBALEFET,

SHHS4 CRBTIERKEESVETLOBHYBLLEITET,

BE
e
BRE # B &
E %

189



¥ O & O/ OBR

OO0 OO

R

BRIIBMPNELTIX, BAZHEEDOZLEEFELET,

T, EHREHHEEFEARBRICBB LV EZEERICH YN E ) TSN E
L7z,

HEIZRNSETWELEEE LAY, SEOBSIC O LTI, RICE
ARROEROCEEICHRVIRIERERVELE,

KETIIZTEVETA, SROTRELECERBEBITVELETET,

B

BRCEETETIRREOILLBEVELETET,

STIDERYFER X XMEHE GEER, BF) ABECIHETEY, &0
EECBELTEY, RICHYREITEELE,

AERCTHECEEVELILAKER RCBSLNEL, ZOERIFICHEVDL
RHEZLICRVELE, BLOALTITEATEIVETIOBEVELEFET, 2567
BEWEEEE LEEE2 TRER L ETET,

KERZDBDO, BRBROZRBLITETOCREBEHSVELET,

[ €29

190



TR OFOHOR

00 00 #

HL#EH OO0 K O 4% O TH
HX&t 000

BiRE COE. YHOFHRERICHE-TL, THREVWEREE, Richo R
EHTENWELT,
TRHOFRIZSOZEL THEREE LR, BARRLSEIIESK
WOZEBTEZETRATLE,

fAEA, BETEAAEP RO E, SEERSBICDIFN ELEDT,
PUEPETEEREZ S CVWEEEELE,
TREOERZ Z KA LTRERLLET,

—BOITBEE, SHOTREAEZBHTVVELET,

FAEBEROBASE

FE BRTETEIIRBOIEEBEVHL LITET,

ST, TEIOBHAHBERIHLELTE, DIOITHKHELLEVELTH
DNES TENELE,

DEELTH, HEREHVELILEKE RICBARNS, KELKOK
DIFBIHENNNRD I EITRDELE,
BICEETTERLEIVWETEIOBEVHL LT,

REBHS, SHREBROCEREBHOHFL LITFET.

B E

191



192

(Ed

B¥ FTEICRBOLEEBUBLEITET.
COEVIE, SHORABRISHL, DG S

HYRESTEVELE, BE, RELEL-BR. BRELHLD

CHRBISHSCENTETFRALVSBRITGYELEZDT

CHEABLLITES,
SHOCRBESTYBLLITET,
BR
FRO&EOROH
¥ O&®OA0HB
OO 00 =
WSRO B3 ¢

2 BT2T2TEHOCLLEBEUBLETRT.
RO LHHZ AT ISR EFVELT. BUBESTELILE
T, CISELEESE LAKROBRICOSZ LTREICHERL LI LAY, I
SHHSSEILE L SREISFVIND L ERXY Z L, JHEHISE AR THICH
LRIZFnZEA.
SEOEBE VLS LS -RABELLELET.
ESTHEE LR BoSis—BO SERELISHHYE LEITFZT,
A

#=2at OO00




T, O O R OBR
OJORE:

00000

£

BTETETIWROZ L LBEVR L EITET,
COBEIMHAHRBRIZ RN, HORE S TSWE LR,
HECRNEE TV RS E LR, LR TS VEdH, &
FRIRODPRDZLITRY ELE,
SHROTREL CEREBITVE L ETET,

BE

O#£0HAOR

OO0 OO #

R

BTETETCRBOZLEBEVCHL LiFET,
OB A BRI TRV EEEL T, HYUREITS N ELE,
EECRNSE QWS ELARR, STLCRES TR WET 2, 4 i
FRIRODPRBZEIRYELT,
SROTEREBTVEL LT ET,
BE

193



194

¥t O O A O R

OO0 OO #k
BiE X FEHE xx
(BR) xxx
ANMEFZE Y 7 V—F A 7
R

ERIZBMELTIE, B4 ZRBBOZLLELET,

ST, BRREHHEFRARBRICBEB LWEEERICH VB E S T8V E
L7,

HECRNESETWEZEE LAY, SEOBECOEE LT, RicE
BRBROEBROZTEFIROVPRIERL RV E L, MEITEATIW,

RKETRHISVWETR, BROSEOIEEEZBHVRL EITET,

@e

T O #0OA
B EE L
# X2 #0000 REBAETR
HERHFRBEEE £ RO-0-0
TEL 03(3238)0O000

HE MEBOLEY BAIHEHBEOILLBEUCREL BT E T,
BERBIELWVWSE, MHEOFEHR]L 3 FEFEHBEECILSHE TS
WELT, BIAE Z&0EL K

ST, BEHBEORRTTE, IAECHHEOALEEICLY HEKR
BEXERTIET VY ELEA, BRICEBELEL BEICHRIAI L L
20 FL R, LELVRY TRISTVETH, BoOhILEEAHKT
Lbho, BEL2LTEBTATIVETI) BEVEAL EJ % ¥,
KERNEG, ABROIZZFLIRBLZAEALEE-—RLLIY BHY @BL

EFTBY £,




¥ O OR OH
A £ i

# 4
REHEA 21

B ETETTHROILEBEUHL LITET.

BEHRCRYEEDL CEWRTISVELE, T, BREORBRIFLEOHICDEE
LTI, SxEEREORKE. TIN5, SEIRAZEADE S22/
TERMBDELADT, TEARLETFR2RETITNET.

728, THRABVELLFIICBTEEIPARDE L, ELIFLOLIZZNINEL
CRBEBMTVWELHLURBELTBVET. SBRETETOIRBIREEZ BT
BHLUEFARDHA T TEAR L LF2RETITNET,

RBREET OMTREOBFREGELE, —FERE SREH L LT ETOTIEREN

LiFEd.
BA

HAFHOO
AFEB

Y TTRTTRBOTLLHERELET
ST B HR B AR RRCCGHFEEL EHIIITI Lz,
BEZORER. BB TTIREE R ¢ O 0 LB A O T M e LELET,

AT FE SO D BECTLLP > ILE, BUDS T 7 ERZSCETES

BB ETEY

195



O#0OAOHR
00 00 &
&

WENWETRBOZLERBEUHL EITET,

ORI A EEICTIREVZEEELT, MICHVBEITEVELI,

ST EEICRHESE TV EREEUERER, BICRETIRISVEY 2, 4RI
BEEREDR OO LRV EL T, BRI TAT SWETHRBEVE L L

FES

SBOTRBLEITERLBITVRL LT ET
HE

¥ O£ 0OR0OB

00 OO #

HE BTITI7SEROEEFLLIFXT.

T CORUFRET OARTRIZISELEES, UL SILBLEFRT, 8
BRUMHEICOFREICHEEL LS LEBR, SICTEEL5 IH2ISELD NS L
IZ@YE L HLIDTITRCESFVZTLSBELLELET,

SO R E SERELYIOERYBLLTRT,

==t OO0
#L: OO OO

196




O%#0AKAOHR
OO0 00 B
FiE

BTETETIBEROZL EBBEURLLETET,

BRI, BHEAHBEEICTISEVEEEELT, MICFEO TS WELE,

T, BROBEZ CHUEEIRMNIY TOWEEELER, RICRSTIIZE
WET R, SEIFRAZ RELE TV LIV EL T, MBI TA TS WNE
TRV L ETET,

BB, BEYVWEEEE LSEEZREICTEERELLET,

KRETRITEWETE, BROSHO TEREBHIVBLETET,
HE

FrOFOAROR

OO 0O B

OOOKR%IHHOO%ER
#HE OO OO [A]

BEREAEEEERRO ZER

B RTETETIHEEOILLBECHLETET.

ST, ZOERY¥ROBRABCIHEVEZEEELTHI AL S T8
ELk. E<ELBELETET.
EECEESHTWEREEELELL IS, BRICREERRL THFZITZ VA
ROIFERERVELEDT, ZIRITEMHELETET. BELALTITED
EEBEVCELETFET.

i, TEMWEEEELEEE -RXERHVEZLELEZDOT, JERLE
W,

SHEBTHRETHROIZL, TALIKBEVELETFEY
FEFIEILER @A L BT T HE

197



OO 00O B

FARBRORERIZONT
FE ETETIWRROIEEBETHL LITET.
BHEUHRARBICIBRE TS0, &b STsnklEk,

T, HELRBREOKR, EIEIAERRNS, HIRcD THFEAITHA RN
RREBOD KL,

BOHSTITERTEN,
2B, BRERIINE RERLET.
S8 ETETOTRRECEREBHTORLTBVET,

198

B®E
FROFOAOH

OOHA&#:

AEH

ik O£ O 4 O R
=3
[e]e]e]e]e)
HFE

REFETETI/ROZ L EBEVH L ETET,

ZOE, KEROBEAFSE L TWEEEE LES, 2RO AEHES
WWRBWTHEICFER LLHR. BERVOAEAL WO I Z LTV ELE, B
LALFITATED L O BEVEL EIFET,

BB, BEYWEEZE LLSEEZRFFICTBRLLET,

BEOY, TREL CEBEEBITY LET,

BE




FOFOAOR

OOKXZEOO#H

OO0 OO0 %&
OOOR%FIFHOO##
#¥HE 00 OO [H]

ERRABEEERROBLOY

B RBTETETIBEOILLBEVRLETET.
ERRITHILOLIAFRBEETBRLVWAEEEILTRICHIBE I TE
WE L, E<ELELETFET.
HEREESRETVWEEEELELIA, REFREERBL ZIHFEICEFV)
RAOFERLERVELEZOT, TIRITEHMBELETET. BLALTITED
IFEBEVELETET.

Fie, TEFWEEEELEEE-XERHVVEZLELEZOT, TERLE
AN
RECEH—BOIERERTVBLETETLEHIT, 5B ELTHETH
BOIFLLALKBEVELETFET.

ETEEALI R T@BEMR L ETET ®AE
FrOFEORAOR
OO0 00 k&
OOO R#EITH#HIEOOE Y ¥ —

tr¥—k OO OO [H1]

B RTETETIBREOILLELET,

ST, ZOEVREE I —OBHFABRICINETIVWELTHRICH Y 3L
FTENVELE,

HECEESE TV EEEELEL A, BIEREERN L ZHZITHRV D
ROIRRLEBRVELEDT, ZIRIBEBMRLETET, dLr6TITED
EEBBEVE L ETET,

TEMWEEEELAEFE-REAHVELEILEZOTIERT &,

CEMABTO—BOIEREBTVR L ETET. 5 d=8

199



B EHZE
OO0 OO0 #

AR

SEIFHHDORAICEL. CHBEEEELTHYLE
STEVVELL,

BEZSETREVEHR. SEORARRESE T
EECCEICRYELL,

CERISASIZENTET RICHLRITVERA
RAECERTENFETLSEBLBELEITET,

BEX

#HX= 000
AEfHE OO OO

200



FR OHFO AOH

#R&2t 00O

TINBEDRERICDNT

Y ZORVREEHHBEERCHED BEEOTHRESOMNES ZSNELE.
DEELTR HEINREOKR, £ LRISRNSSHEIIRAZRESE

TWeESZERRBVELE THHICBIBEATHIENTET, ZWAALHL
TENERA. BLASTITRTIDLSBEVHLBITET.
SHROBLOIRBECERELNSBFTVEL LITET,
DEEDBATTEAET,

201



ek O &£ 0 5 OB

00 00 #

kT O X O% O TH
HR& 0000

FE BTHE4ZRBBOZLLBECHLETEY,
ii?ﬁ#ﬁ‘%ﬁ@&ﬁ%ﬁk%biLfﬁﬁ%ﬁé\&Uﬁkﬁ:gw
ST, EAREEIBBENZLELES, BRICBSRRS, SEIRERY
RELHTWEESZLIEAZVELE, THHFIZES Z B TETHICE
LRRZZWERA,

SHEOBREEZLIOBITVELETFES,

BE

O £0ROHR

0O OO0 #
ERERGISH
ARE

FE FTETOAROCELEBEEURLLIFET.

BHE, SHHJBRAREXFITIBHEEDIFWVELELEL,
ET. MELREVELELAELEIS, BICERSTRIZOE TSI
BHFICRABNEEZVELE.

A%, HBLOSTITRERLILEEVWETLSBHOBLLIFET,
REEHE, SBR—BOZEREEHRYBLLIFET. wa

éﬂ&utﬁhkﬂ%iﬁu.:CEH%UtLibt.:ﬁﬂ(ﬁ
(A%

202






Mgr. Ivona Bare$ova, Ph.D.

Politeness Strategies in Cross-cultural Perspective:
Study of American and Japanese Employment Rejection Letters

Executive Editor prof. PhDr. Ladislav Daniel, Ph.D.
Editor-in-chief Mgr. Lucie Loutocka

Layout Jitka Bednatikova

Cover Design Lucie Sodomova

Published and printed by Palacky University, Olomouc
Ktizkovského 8, 771 47 Olomouc

www.upol.cz/vup

e-mail: vup@upol.cz

Olomouc 2008

1. publication

Book Series - Monographs

ISBN 978-80-244-2076-9



