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2GOOD!! Model Example

j=smith@abcd.co.uk
r-gates@abcd.co.uk — @ %k
misa-sakagami@xyz.co.jp ——
Inquiry about the latest order 0 5F4

Dear Ms. Smith, @ FEU (1

| would like to ask you about the status of our latest order. @ EEDIE T
| placed the order on May 10, but the product has not arrived here yet.

Could you please check what has happened to it and get back to me by the
end of this week? @ HHFICKHZ2T7 I a>

| look forward to hearing from you soon. @ £V DS E

Best regards, @ #i&H <LV DRI

Yasushi Shinoda

Manager, Accounting Department
ABC Auto Co.

North Wing (Room 505)

1-1-1 Tamatebako-cho, Saiwai-shi,
Tokyo 123-1234, Japan

Phone: +81-(0) 3-3333-3333

Fax: +81-(0) 3-3333-2222

inquiry VW& hH €  latest &#FTD  place an order i ¥X % 93  product & get back
to (N) (MICIWIBELVERESTS by~ ~FTIC (until /till ~~FTF o &, CRRAL
RFTVDTEE by ~ FHBRER L. until / till ~ 13, » 25T TEERREN T - & ki
LTWBEHIES)  look forward to -ing ~T 2D %L AT S . accounting %12, &5t
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BN A-IVOEEANEBRERZBNLET . EX—YDModel Example®DEX %2R
LS AEEIVIERTEVESEVD . HEIVWREIESLELFEIELTVLEXELLS,

(1 RT:5

A=V ESIRBBFE(ZREZ)DA—ILT RLAEAHDLET, TRIZTODWMICAALET
. CC &£BCC HLEICIEL TEWE T, CC Id carbon copy (H—HK> - aE—) DEE T,
TODWEDIFHPDAICH, SEXRHERD-HICEALU XA —ILEEDBEICFENE T, TO & CC
DEADZEEDOEERIC. FEELEDA—ILT RLAPRRINETET, —H. BCC I blind
carbon copy (774> K- HhH—K> - QE-)DEET, =5N3 A —ILOABTEELERLHD
TTH,. BCCOMMICANLALEDT KL XE, TO X CC DZREZE. D BCC ZEEH
PNBIEE, TOZEERLTICEBIPT7 KLAIRIRIEhEEA, BCCRIEED X —ILT
RLZEMOANICHISh-< BV, $DVEIZEERTICEZY» EVO TREEPBFICHS
BHEVWANPRWVESLI EVWIBEREICHEVET,

@ ¥4 (subject)
AN —EBHICENTH, DVEYICRVWP B EON [HR] T3, @EICE->THHEDL
FTICEDZZEBHIPBLAERA, LE L. REZFEZOHERDLS [ZDX—ILIFFHRTICE
T3h] LHMETEIDT., X—ILORABH—BTHP»DLD%. @RI OBEELGMGERE D
FL&LD. KA MELTIE, BBRGHEHR (M 2 Hello! X° Inquiry & &) IBFABRPHRLICL <,
LEG EDERBEX —IL(RINLA—IV) EEEDNDZENDH DD TEIFIZHFPVNTT,




T HELPSDXA—ILADBRETHNIE, X —ILDOREEEEE(F - -5 IC. HEHIEVLH
BISREEZTRT R P DOVWEFRTEIDHIRWVWTL & D, AIEHA—ILEXREY TSI BEIC
FHEPEDL-S, RO TENEHFREDTET,

XEZBOEZHIIDWTIE Week 1 Day 2 TE2E LT,

O EEXHL : BFUDLIT

Dear D& ICHFR (BMEL S Mr. ZtEh 5 Ms.) EMHFORATERITE T, BENICIEEEZ T EME
WE T (5 : Dear Mr. Jones,)o Dear Mr. Paul, ® & 5. BFEDEICT 7 —X bR —LFEW
EEIDIBEENT T, ZHEDHFRT Miss X Mrs. #1F 5 DI, THICH L THE WEEEL» R
BHLORAMNETZDIEBLENCH~E, EWVWOIEZHLS, METIEETILDICELTVE
T, AOBUAVEFICHLTY, BICBHLAZADEZRBELT, 828V T77—X
N —LTHUOD T THENE Y A (5l - Dear Bob, Dear Paula, & &), £7/-. BfEL EDH
BmAEMEFICIE. HiMary, & & Dear &{EHE WIFU D T HFEVET,

HFEOLZRN P 5K VERE, Dear Sir/Madam, EfAHNIE, ZEFEILETHEMTHK
ERTT, [BEY—EXFEA] DL LEEERDDDIE Dear Customer Service, & HBEZ %
FEWE T, [EHk] & Dear All, T. [BFREZAL] & To whom it may concern, &5 V) £9,
AETIE Dear+ BRINDD LAICAHLY()EF-oTVWETH, ChiFq—Oy /X1 ¥ U X
DADPFATENES, 7A)ATEIOL ()P ELFEHILET,

O AXNDEHE: TBEORT
BAZEOX -V [BHEICA-THNETIHEEDREDP SIBE D ENZNT TR, T/,
FREECEET [BICHBEPLHLPEHROZTEHELRNE L] EBEOREER4ETRES
EBSTVWAADBVBLEITT, LI, EVIADEDDEIX—ILTIRZDLS>%H [BE
DEBELTOTEY ] BARETYT, 2V BIEACEELPSA-TOK EVWIZETT,
X—IDREEN ., RAEDTTCICHELEDEBEA LW EFRNPBEIICTEHENIZED
ZH [ESXZATOREY] 5DOTT,

O AXNh#  HBFEICKRHBZT I a v/ BAPEBZTIa v
FEAMMFICEALBZICE, ZOTBEEZIT. MEAOEKEWD : [~LTLESV)PES
DEIE, BROBEMWD : [~TTOT. OBXAISHEMZET )AL eFErEDTT, 1
FICKDBTBICE L, BAPEBTEICEE. BHMIC M%) WD (FTID)] £RBLT
B ZOHESSICHBOA—LOP RN FLBEEL DRI ENTEET,
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0O #HEUVDEE
A=ILDIENIE, A —ILORNBTEHRTI/-DICBERLAEYN, BHOEERXHEVDE
BErbO—EBlNL)LET, H50d 1 look forward to hearing from you (soon). GRE % H
FHEBHELTVWET)X | look forward to seeing you. (BEWTEBZDEELAICLTWET) B E
DREFVNXATHEDET,

O FHDH< LY DEKRE
R A—ITH, BRZEOFHICES [HE] ® [Ex] EALLIIC, REICHEDISYD
BREEEZET, BEABTREZILPAVWIEDNZVWTTN, REO T4+ —<TIEX—ILTIE
Sincerely yours, / Sincerely, & E#{FEWE T, AT 2 T7ITHLWHEFIZIE Best regards, /
Kind regards, / Best wishes, & &, F7-. 453 L VWEHR%A 5 Best, / Yours, & & Z{F L5
FTELE D EEL. BUEABDOE(BEOXA—ILAEE)X, BE-BEOAICKHL TR
Best, 3BT TINTERBL TSV X [HE| B AEDHAERTIIERL TVWET,

0 E%
A—ID—EBRZEICEDPDERREEZET, Z0HEIC. K. BB, SEESLEEQLELC
IELTRALE T, SHICOVWTOIERIZ. EHE > HBEER > 1B, OIET. FFTIE. Ba-
BEES > Fi - B]Z > X () B > HEFER - BESFS>ER. OIETT., (HAREBBLH
DIEFETT )

BREBESX 777 ABScHEZ5EE. BHAPLERETIADAEDICARADOESES 81 »
SIEHBELNVTLED BLF—LTHNTWEEEDLLHM-LBRTHNIE, KREET

A= EEL DFHFEFEE. THEXTA—ILEEL L
»o ) messa BEHLL - EVSES Ay BXX—ILD. BAEZICDT
4&5 o NEENEEHULBDFEA. COEMTULONDEBEL

T, ERICA-)ZEVTHTLEELY,

BE2h. FETHDODRADXBCIFROAHOET, &
AD HE TRRICRITED A —)LZEED O EH U CHid
[COVDBAICEHTDIDIERRZE DAL EWD, [H
FA] [CTDBBEHIIEL& D,

N o, MEFZRVPD. [ED D] [FAEHETTY,
A—=)LOBRFZRBVEFNEDONZENCHDE, TFRE
FEN—IBBDDEHEFADRNPONSLDHDRE. &
WD ZERBDNDOWVEREIFDEBNVERT . BXA—ILDE
TEREZHCET, BAREBDOA—ILBED EFICETDLD
[LIFBHBULNEEAR. TlE. INHS—HEICTEERD TV
TFLLD !
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