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ESRRA—)JLDIERE (1/7)

<ETVRA « A—)LDORER >

EURRABGTESZ SNDEF A= (LT TR A« A=) ) X, #L T Address. Subject Line. Salutation. Body.
Closing, Signature 7"HAER SN FET, 22Tk, FHEE T LICE VR A « A—)LITOMERICRAIRRRA > FE2FOREL X5, (-
L., MEIIST L PRt LB LIFRY £HA)

@ Address: TO/CC/BCC

*TO : EFA—NDELDHED G, EVRRX - A—=LOLEIE, TOIHRESNTATITREOEE N H D, (B
BOGEITEBICZEORENH D)

- CC : Carbon Copy D, [TZDEFA—NEZLEDOOIZEMSLET] OB THEE, EVXRA « A—/LTlEX
(EI2E: 77 1 ECAAN

- BCC : Blind Carbon Copy D%, CC &[RERO HRITHRE NS, TO /CCOANIZIX, BCCOANZEDE
A — NWEZTER S TWD Z L ITE L SR,

@®Subject Line : & F A —/LDZ A L
@Salutation : W\ B EAGE HLEE
@®Body : AL
Intro/Purpose (FifE X “HHJ) — Detail GEfll) — Request (\ 2 Gl MifZ L TIZ LW DY)
@®Closing : Wb HHEFE
@®Signature : &4



EORR - A—ILDERL (2/7)

<EVR R« A= O R R i b R >
- AIREZRPR D MEAR R R 72 DI b5 (B O5GE & REE T)
s FREZRPR D DD RF K EL T L, THELEDOIH S LD b RFETHY, 220, WREIRTEI IR
<Subject Line LA FOFIHE THEET & &>
(D Subject Line (B A —/LDX A FL) (BT DHEEMR
Q@ EHEMNOHIFRSNY, EEZH L EDLICSINARWNWWE S REFLITTD
@it D BIKMED B D42 T D,
—Good examples—
- MKTG Meeting on Nov 10 (11 A6 H ODMKTGZi#IZDWC)
- Urgent: Changing the date of our appointment (E& : 7R HEDEF|IZHOWT)
- Purchase order for item 9900-56 (/& 59900-56 DI {ED1F:)
» Thank-you note : During my trip to Boston (¥l : JbEED R R F U HEIZBI L £ L T)
—Bad examples—
- Very sorry for our mistake and inconvenience caused by delayed delivery (E3 X%, #SRIZIARLT)

- Congratulations ! (E VR A TIHIMIIARE#E, 2T TEY Y7 « A= & LTHIBRESND A[REHEDH V.
- ZDOAfth : Hello X° How are you? & BV R A « A — LT3,
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@ Salutation (WP ATHEE
AW+ 7V« X— A TRITHE
BAR2E HNBIE TV« F—=L TR, Z7—A b + F—=LDHTHUNT D ENREN
- Bl 21X, Jeff Parker &\ 95 BHEIZIE
— Dear Mr. Jeff Parker % 7213 Mr. Parker
- il 21X, Betty McNeal &\ 9 212
— Dear Ms. Betty McNeil %7213 Ms. McNeil & 3%
F : Miss °Mrs.iZ.  CRIEE - BEEEORINDINERNZ EbH V) EVRAA—LTIT M. BB TH 5,
b) 77 —=A b« F=ATEITHE (EVFRALTHLI RS AZET 7 —=A b« F=L2DHTH L)
5l 21X, Dear Jeff, Hello Betty, 72 &
1 : Dear Mr. Jeff, Dear Ms. Betty (£~ 7],

* il A & DZSRAVEE AN 72 0 | Dear Ritsuko-san, Dear Nobuo-san & 5 L T < U DAMEADH X T 5,
ZD X D7 NT=HI1Z1%. Dear Jeff-san, Dear Betty- san&E L THIT 5 L EEND b,

c) ZIEHDALRNIARATZN, HHlXb> TV DA
BIEDOEE . Dear Sir. ZMDH%4 :©  Dear Madam, &35,

k7272 L. MBS AREHD & &1 Dear Sir/Madam, Dear Sirs/ Madams, 2 % To whom it may concern: (=#(%
WA O & X\ 2ER]) FH LT D,
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@ Body (A&3)
a) intro/purpose (\WH WD AFE X,/ HHY)
- BB E ¢ RAWIZHGEOEF A — /L TRIE S IAEED, MERGEITU T2 AND

1) My name is Shiro Kataoka of ABC Company that mainly manufactures food processors and

blenders. (FIHTA— /LT HFHFITIE. ZOHIO X 5 ITHEEE & FTBESFLOREIT % HID)
2) I trust that you are keeping well. & %\ %

We always appreciate your business.

(RN DD, St LEOMEEWVRHHLEEICIE. 220 L Hi2 [BrokTlmI Lol L
CHELET . TV REBHEEIZR->TEVET] Oy TEEL)

B s ANCHMZRRTRERNHD5E1E. Trldflo L 5 —XTELED D
-I am e-mailing you with regard to your reservation at ABC Hotel on Aug.7.
-We're pleased to invite you to our new-car-release exhibition on December 12, 2020.
-This is to inform you that I am retiring from ABC Corporation on Dec. 31, 2020.

-Please be informed that I am to be transferred to Hong Kong office effective Nov. 15.
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b) Detail (G£HH) HETE A LI NATH B = &
BRI Ao IE U < S5 = &

c) Request (fK3H)
kIROFID L HITAKRILDa) : BRI, b)irill, oz L iRl T2 H 5,

H 1 We are interested in your products, so would like to have some samples before considering

the purchase of them. — (HHJZ & L72KE)

SR HE It would be great if you could send us the samples in the following manner:
ACD6 x5 DDF7 x10 XXX9 x2

kL DA THKEFH | 53T *
* If you have anything regarding our request, please let me know.

* I am looking forward to hearing from you sooner.
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@ Closing (F&3E
a) Concluding line (%% D)
5] - Thank you for your interest in and patronage towards our company.

* We look forward to a continued business relationship.
b) Complimentary close (ffsh) [#(E] TE x| 2L 2] TS T 28 CU IR ERHINS ¢

Viviy

Best regards, Sincerely yours, Thank you, =¢
<FCHp] >

Best regards, o ~vZEx, 47T

Toshi H 53 DA Hi

k BHEEIZ /2 o 727272121% : Many thanks, Thank you in advance, %%,

Il LREIEL, "HEWRSARBRBMENIARLMFE IS (WLOTRELWHIRIZZRV R LRO
CHITEE O SUTHER)

EFTOHYRF LB L ol b
Best, Kindest regards, Thanks, All the best, %%
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® Signature (&%)
BT, K4 - =t - EEEESFELZRE L. (METHL0 222D AR—ATY,
Ll b, WOBEHIZOWTHFRZED L LT LEL XD
K4 - &KBE - FTEaE - 2404 EEFT - EX—LT RL R - Eii%k 5/ FAXE S Webt 1 FURL

B D1 >

Yamada, Eiichi (Mr.)

Sales rep, Sales Dept.

ABC Company

1-2-3, Minami-shinagawa, Shinagawa-ku,
Tokyo 999-9999, JAPAN

Tel: +81-3-1133-5577/ Fax: +81-3-0022-4466
E-mail: ~~~@ ~~~.co.jp

URL: https://~~~~~~
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AAFATEZLICHSE, BV A A—VDRT T "2 o THEL LD
O fERZzEBRELIEEEFA—NLDRT 7 R

[r—=2 1] it DRET T =7 MIOW TSI TR A “—‘/]/%LZD Prlme oA F oA UiE, King
fheOfREFE (SUNTrY 27 B IZ25WT, RIFIOSEBE CAEICELICNELZ R T 5720
KingttOY = 7z A= LE LT,

<4 >SUN7a =7 FBEOMEIRIBFEL
<HEEES> U 71— X A

<AX>12H 15HDOSUNY Y =7 MEETIEZH IO N E S T8 WE L, YHOFHEDLETO FLAE
FHEAMERIETHEESZ, BLSBEWVWLET
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Subject: Follow-up on SUN Project

Dear Geoffrey,

I appreciate your time and cooperation at the SUN Project meeting of December 15.
To follow up on our discussion at the meeting, please let me confirm that we’ve arrived
an agreement on the following matters:
I. Introduction of new SUN system —
1) to be implemented on March 15, 2020
2) to be done concurrently on a company-wide basis
II. Start-up of “Support Team”
1) King Company will send two engineers to Prime Company HQ for the final check
of the system in mid-Jan.
2) Prime Company will nominate a coordinator (Sales division manager-level) to lead the
Support Team.

If you find any inconsistency in above or have any comments, please let me know at your earliest convenience.

Best regards,
Kenji Ito, Planning Division,

Prime Company
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@ FHHWOMEEEHBE LIEEFA—NLDORT 7 L
[/r— 22] Prime ft>A b4 I3, Queenﬁﬂ%@]\ﬁ%@ﬁﬁa AL E RPN RS A sz . A
fED A — )L &2 O L EWinter KIS A2 LI LF Lﬁ_o

<& > HHOZTETIZHOWVWT (BREaEE123-456)

<HAZE> Winterx ¥

<AKX> B ZEE (B 5123-456) (B LE LT, kiﬂw@%ﬁmmmEUﬂﬂa&@ofﬁwiﬁwi
RUME 72 78 B A B BUE 2 A4 OfifR ﬁkhfk@iﬁhtw AA =N b o TIEHEE TN E
F L7, ZHERD L, k%ﬁ”%—.‘r@iﬂﬁ T—#WIETIEENT IS NWET,

H—BXHWEEEICRBEEEIC > TWAES CHEBRAY FTRARA— IO T AL FE U,

AR THISTETVUEFERIFE L E T, LS BEWVWE L BT £,
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Subject: Your order #123-456

Dear Mr. Winter,

I am emailing you to inform you that it appears (that) we have not yet received
payment for your order #123-456 due on January 10, 2020. And so, I hope you

could check the current status of it and get back to us at your earliest convenience.

If the payment has already been made, kindly disregard this email.

We appreciate your prompt attention on this matter.

Sincerely,
Kenji Ito

Planning Division, Prime Company
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HORLON—/MIEICL S THRRY | IFH] CHEMETT N, EVRREGETHDON D AR REIIEZI L >0 0 FiZ
BT TBEELL I, 2T P ofc- I B A ORGERREZ2F0E T,

O

13 H first 27 H second 3% H third

* LU FIEA~VIZHEE X

0% H Oth/O0-th 5% H fifth 8% H eighth 9% H ninth 127% H twelfth
20 H twentieth 21% H twenty-first 227 H twenty-second 23% H twenty-third
100%& H hundredth *EZ&Fl% one-hundredth

@

1/2 —- a half 1/3 —one third, a third 1/4 —a quarter 1/5 —one fifth

121/2— oneand ahalf 1&1/3 — one and one third 3/4 — three quarters 2/3 —two thirds
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@ FFfE
k A {iflRFT9 2> Do you have the time?
You got the time?
What time is it by your watch?
@30/ : half an hour
@ 1.5 : one and a half hours, one hour and a half, an hour and a half
E 2o H &3O BITEEH W
@2.5F [ : two and a half hours *3.5, 4.5, 5.50F[H] « « « LLF[AEIER
@317 1555 i, 31555 T4
It's a quarter to three. / It’s a quarter past three.(F5 (2 Z<[E])
It’s a quarter of (& L < % before) three.It’s a quarter after three. (F1ZK[H)
—IR[FAZWET D72, FRAORFLIXTEENEELE L
Its2:45am. (p.m.) ./ It’s 3:15 a.m.(p.m.)
@ -+ T : It’s noon.
@ =K T9 ¢ It’s midnight.
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@ HAT
Q@ r—~/;
7 AU 7770 May 15th,2018 A4 ¥ U A, 15th May 2018
@ TN
7 AU 0 5/15/2018 A4 x U A 15/5/2018
QI 74—~
7 AU 73 May 15,2018 A4 ¥ U A 15 May 2018
@E H O -
7 AU 17 Tuesday, May 15th,2018 A4 F 1 A Tuesday,15th May 2018
@ H
R4~ &

* May IZAMEIE D3 720
« June & JulylZ4CTFD T2 DEME L7\ 2 &R
- September [FSept. L4L ¥ —THHOLINDHZ ENRH D
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* ARl A, HORSRICEEE ¥ 5 KA
HANZ at the beginning of the month, early in the month
HHE)IZ  in the middle of the month, at the middle of the month
H FAJIZ late in ~, at the end of ~
HZAXHIZ on the last day of ~
HHEPIZ  in the first half of ~
HA#Y1Z in the second part of ~



