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S, HEDHANDER Tlde X—)UDHEDFID XS C{ER
ENFET, EREBEADEN TCTEEIDOTHRIFRERTI, £3T
Aﬁ BoThH. [CTZ] ELSHEEY. —EOENESISAEEEH
SOEYRALS—EBEPT 7 v I ATEBBENECET, T
DEYvYaUTIRRTD 2 DDI—AEZL2ICHITTEHFELEL LS.

e X—|V3EN =BT S LARIC. ERBEFRTIILE

Target SKilll |\, soxz . cAtORSECAND.

e A= TIHFRZZFHT->TBY . EEE].@ [HEE B -85
. e A—NVERERT ABIZIZIIZEBNICS Y7y FENSHIHTT,

OO [ZEE]. OO [IE—2EZE] UREFH T 7Ty PLET (f
NR—=IOHITIZ. HHIANDOL PRI TTICLELR). THICEOD [#H4&]
EEADOFFICLTRETLIHNFCETH, e A—VOF#HkE LTIEZE
FHIZROEEZ D> TA—LVEZHVTL 5 A5 L9 REEEZMNT 5139 HIE
LT TT o MHHVEADLAR., BRAHOBETIE [A/848 X —
W% v 7 x2=n] LEZSN, REAFOF FHIBRINTHMET DD
EL IR

® [FOHLF] 3. ZEHFOULOVTAL TP TS, EH5%
) PRI TFEOBLSKETT, wiLid, L@ T TICZEHRLDS
HBHEOHHTIOIFO NI E2ABT LI LVHAEINET, LaL. e
A=V OEHELTRERIZVEIVRAAL Y —LRAKRIZ, SDOA—VIZEH
TR boh, WRLAZEIDPLELWTLE Y.

@ [AX] TiE 5272 NEZ BRI L X9,

® [#0] . BLBLTHVYRF ) X2 LTS, B THH
FRED T3 2 —FANZZIE ) BZITWAMOLRRFFHITES NS X9
T9o

@ [EfEER] 2Rl Ed. chispovdThrz, BLITRLET
HLET, OO [A—=LOHODITHTL 205K LT
PEbhw] EEbLhLZHFIBOLNTE T, R0 SIS TNE
D WHIEICTHIERe A—NVOFEHRE LTHIT LWL S T,



I - A vosXERBEERT S

Recommended Example 1: e-mail DER

@ From: ‘Yoko Omachi’ [yomachi@abcde.co.jp]
@ Sent: Tuesday, July 14, 20XX 4:36 PM

(® To: ‘Frank Zestman' [totalsales@ezsales.com]
@ Cc: ‘K. Shimano’; ‘S. Onishi’

(® Subject: Proposed Meeting

® Dear Mr. Zestman:

(@ Thank you for your e-mail of July 12, proposing our next meeting on
Monday, August 17, 20XX. I would like to confirm that I will be able to
meet you in New York on the proposed date. I will be accompanied by
Mr. K. Shimano, my assistant. I will advise you of our itinerary in my
next correspondence to you. I look forward to seeing you soon.

Best regards,
© Yoko Omachi

[523%] proposing ~ [~#i2% ¥ 5]  be accompanied by ~ [~IZffr&hsb]
itinerary [f&#]  correspondence [ ;{3 |

[BAFER]

(D#E(EE © “KITET [7 FL A yomachi@abcede.co.jp]

@FEAB :20XX4E7 H 14 HXEH 7 4:36

QOREE: 797 - ¥AIMI Y [T FL X totalsales@ezsales.com]
@EL : 'K B S KW

O TREOI—F 4 VT

(OEP WD

@O7H 12 A EEBICT2XXE8H 17T HAMHORE I —F 1 ¥ 722V T I
KRR F L7 HDOVDPEITEFE L, TRELEBYVOHBII T2 -3 -2 T
OWHEIETH L. ABICTHERCZLET, ROT YR 5 ¥ bORBESFHITW
2LET. REDBDKRBIZOVTIEREBICTIZENERETWAELEETY, BAVWTE
HIERBLAIILTEY I,
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Recommended Example 2 : AXDEE)S —AHZERMIICTT —

Dear Mr. Doe:

This is to request your kind cooperation to reschedule the meeting
currently scheduled to take place on Friday, December 4, 20XX in New
York. I regret any inconvenience this change might cause you, but
such a change is necessary due to an extraordinary shareholders
meeting to be held during the same week in December.

If it is at all acceptable to you, I would like to propose postponing the
meeting by a week, so that we would be able to meet on Friday,
December 11, 20XX. Once again I apologize for any inconvenience this
may have caused you, and I look forward to hearing from you at your
earliest convenience.

Sincerely yours,

Kunihiko Nakagawa

[§Ei¥] inconvenience [ #{7] due to [~®D7-® | extraordinary shareholders
meeting k3 %4 ]  at one’s earliest convenience [ (# &5 232 X ki) TEX 5
72 RN

HAFHEOFHKZ 51, EBHTHoTH, FTHBEOBRENLHEIRIL T,
RICAKETH 2HENEB > TV L OPHARRBN T, EFHEOLE I A AL
¥ —Tid, REOHREZZEL, T ICHAEP S AZO08HAREN T, €
NHWEH 2 KN T B MR ADHRIZE D $5,

(BARER]

F—hk
20XXE1LR2HAHEMHIC= 2 -3 =27 T TPEENTVLARKEIIOVWT, HEE
HOBHWYH ) THHEH L EIFET. COXIBLEHETITRREZBNITTH L3R
WCHEBETT AN 12 Ho UBICHRKEREIPTESIND I L LR R4 BV
HLEF2RETT,

HLOATHEWAZTFETLITLAESL, 4L 1 EAMIEIEL. 20XX4E12H 11 H
SHEHICHME T2 2 TREPL LTI, THRBEBMTLET L2 HEATBERE
CHLEFETEEHIC, BT 7220 5L B LET, Y%
HlIRE
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RA 2 b & BEEREG
e A—NVT [HfF] 222 2FBEL LTE, ROKBP LMD T,

1. [~OBEHCHYD D HEEV-LE5 ]
This is to request your cooperation to ...
2. [~OREBHOLEVLET]
This is to inform you that ...
3. [BLIWHE - STRVZTETHH1E~]
If at all acceptable to you, ...

ammms Writing TipS =

U D (T DB

Dear Sir/Madam

EDFEVRITIE, REAPDO TETSZAEHT. BELrTEIO DI O L
WISEICERTRET T, BAIEHEFEEEL. M. $3 03 Mrs.. Ms. %
DUIFET,

Dear Sirs:

AP BEEIEP)DERTHY ., ZOFTHYEINFEETZHEVGEES
IESCENHNET, COFE. TEIEH ) THNIL Dear Mesdames:
ERVET, TOEEN 7TV ABTCTDTEREIE#HTT,

Dty a>nxEeED
1. e X—JVIIERIED, ARICHEZRIFEIE AT EV L, FEED
BEEED LD [FOLIT] FEELEV &, REARDER,
2. eX—IDFED [RBUDEE] BPLTANBELSICLEVHEDTT,
BHERTHZEDBEVESICLEL &5,
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ession 2 %(‘Eﬁ@ TEQEYDJ
ET, BEREEFLEEHDSDIERT. BREFICREVTEREZEES
ﬁ REFESHELLEDF UL, BEFRICEKOZEIDOH. BFICKSD
BITHZEHEICTDIHE. RIFICELRIICSFEL [ERED] ZDIFT.
BHEZEFRLFL & Do

| XRERFIICIE. HFICRDDTE. RROE=E. BED

Target SKalll o - i,

CCTIREBRICHEXIBD A0 (BN | #M#ELTBE T L i), [H
] Z31ERL BRORM R SMPIEZ D ZEWBEBEOHINTT . X
ZRR DORZIX,

CRRNREMIPSET XAV F—, e X—Jb, FAXDS bEYILEEF
BREYKT 3

oHFICKDBITEZHAMEICT S

o XERAMEMDATIC, £ EDRIEE TOEBANREHIET 5

HRED [BRY ] #2203 FL x5,
ZZTE [ LRI SR B [BEIEOY 754 X =25 ) A b
LM FEARLICATEL] E LT TERY | o3 HE2RLET,

OEEORBENRIEINEVE A — FRERERTVEDT, e X —
WTOXMEERL T,

OMFITRD B8 [fEHY) R P EMlikFEEEEX-THHH] 2&T
Fo

G A b OMRREE WIEICEZ. WO FTICLEI 2R T,

@HT7 L3 AR THRE L22iE0 ) Tl e E 720 24EWICHBE N OTE
JEYA M2 Ho/cleWdbo7zl el LE L7,

ZR TR EROPSDITH o 7 XREEELTHAE L L I,
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|_session2 [EXCCNCTUIN

From: ‘Toru Ogawa’ [t.ogawai@abyz.co.jp]

Sent: Tuesday, April 21, 20XX 0:36 PM

To: ‘Mark Zimmerman® [markzimmerman@totalparts.com]

Cc: none

(@ Subject: Request for Inventory List and Price List
X—

HFIKD 27800 [hR] I [H
W] VWO TRMENTVET,

Dear Mr. Zimmerman:

(@ Thank you for your kind response last month to my inquiry on
automotive parts development. Your quick response helped us prepare

for major changes in the industry trend.
< zommconTRATLET,

(@-(® This time | would like to request your assistance one more time.
Namely, | would appreciate it if you would forward us the following lists
at your earliest opportunity. To be precise, we would like to have them
by the morning of Wednesday, April 28, 20XX our time. | apologize for
having to rush you, but | hope you will be able to accommodate us.

DEEH. BRE EH. BFEOEFEEBLLY
S5EEENTVET, WREMOBBAEL I TVET,

@ (1) Inventory List: All inventory status for parts designated for
Tonda model A-141 between P/N TA090211 and TA095420.
(2) Price List: Prices corresponding to (1) above.

BEICFAEREE) A MERELALZEICHATOET,

(® We have the above lists that are two years old. Please kindly update
them with your inventory system. Again, sorry for the short notice, but |
look forward to your usual cooperation. Please acknowledge receipt of
this e-mail by return mail.

Best regards,
Toru Ogawa

$23x] inventory [, fEi H$k | automotive [HEHi o, HEHEME D] namely

[T2%bbH, 2% Y] accommodate [EH % X%, AD TR %] short notice 5\
s LEd] W] acknowledge [ (T &) Z#HOMAZ 3 %] by return mail
[Ef512 T
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REEZ /NI # [7 FL X togawai@abyz.cojp]

FEAHB 20XX4E4 H 21 HAMEH 4 0:36

ZEH v —2 - V4 3—< 2 [7 FL X markzimmerman@totalparts.com]
BEL: %L

@& MY A b - At Y A bR OB

V4 =< U
@ H 1 EAA S O BB HFIBH BRI T 2w Gheicxd L. TR ARREE W2 &
HVWEH)TEVT Lz, #Reh R ITREDOBHIIF T, BEIEROBLIIERLZIS
FUITHEA T L7z,
@-OARHITHEBHFFICRY 724, THKEL RIFET. T4hbb, DTFCHLET
VDAMERBICBREY)W272&724 0 BEVWPL EFF3. BARKICIE 20XXE4 H
28 HKBEH o R (HARKBERH) FTliohzZEvilizL, TEHICH LIRS
SVFERAN, LA LB LET,
@ 1) WY A b vy AL4 E F VRGOS E 5 TA090211 20 5
TA095420 F TOAEMHIRIY 2 b
(2) flikgY) 2 b2 ki (1) o4tk
OZNBHIZDWTIE 2 EFICHEDOY X 2L TEBY 925 BIONEILT v 7
F—=FENZLDOEBECTLRETT . EbLAVBEHO TR TT . WICTHA
W22 TBY FTHH2 DS 555 T EURTIRETT, RMEZHOMEE
POBRELA—NVZERT L EICL)BECPL LTS,

e

HA

AN i
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)

ETHRIED. —HEICEZXTHEL &S

£<HB [RYMH ICRUTOEMPIRZ T ONET,

OMLWVBHDHE->E ) LRV

Please send me a copy of your product lists.

[BmU X bz 1 fiEsEy <230

Ih7EITIE, HERPZBICRASHTHNIEE, EORRTI DY R
FEFZELTWBDRPHPAREATT, WENIBFETESLIC, BAESL
EEEFHNDPDERICEAEL & D0

@QUWDETICT V23> &BRLTVWBDOHL IR :

Please send the document as soon as possible.

[EBEERREERDICEREN LIV

TE3EWRAVWTCh, EOREBEBIIMEHLWETH, B EBRABM
HETICEBETZLD1C] CEAMNEEBEANTERTZES>H. BEE
ENBAH I oD NEKRRETEZEDPDPHEL LY ET,

OYDE[FZ2EKIEY 2536, EFEIRITTNS

e X—IVTIIRE. BEADCEFREAND I EFEVDT, YDRMT%
HELTVWIDIEMEEAPEEHI W TOVEVWZ ENH Y ET,
Signature EE I3, BREADKZ - BEE - SHBLHEEREA -
ICEEIRICAT I DREEED H V). CORTEICEFREANTHELIET, 2D
EOLRBEBTET,

DEyar0ERED
NEMERATD [BRE ] &3,
1. X=Jb, LE—  FAX B EDBEFRERIORESM, SHET 3
2. BFISKHBHITHZEAHEICT S
3. BEOEEEHLET S
_ETY,
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N mwLa—eaxLe—n KARA
X ELHES

IWHEREDEE (BoEBH7 AU NDFEAETDETITN).
X (= WRITING) DO#E#EHNGDEULRE. B0 RLFIFDIRETHE
ATVBDTIN, ZOEEIC [AUABZBHEICKDELE EEL)
BILTKREDEVNS T EF. EELEEMOD—D] EEVWSTEZZL
Fllco ZELUTCHRSTH, HEZERFETDIHTEDCEZRELT
WET,

HTHRENHDEFIDTIN, EXLY—EER LR THRH
BRI & FIREEDHBDINSITSTDIRTOEETHULN [1] T
FOTCLEDUFET, FETIEF. Z5ULRZEEDIED [EHFEEL]
EBZTVE UL,

ZDENCH, XFT—EfFEEEL ol [BD] [EDWVT. IEH
MNDUHENSHDIHEICIE [FIDHEEZFE>TRULEEL, fIEUER
BYERZESEIEVKRDICIRULLESL] EDHZBRIFFR U, B
AFERFURGZFEEICT D RUFINZLEIC “alarm
clock” EVWSEEZFEVF T, ZNICHELSXDHRTIF “wake-up
device”. “ringing machine”. “noisy clock” F&&. XDARIC
B CHRIRFZEZEZTCLKDTY,

—7. BARETIEESTLELSD. BHETHIC, DD [EHFEE=
FiE| OPFT, O [ALBDZFIDEVNEILT] RIFITXLEDHE
ENEFEELDRIZBRFAF UL, 9d&. EAHINZRT [K
B, INECTRAILHDIEELNR. BAUEEZE>TEETBEL THL)
TN] EESDTUe, BREOFHRDBE., TNHEHTHEDD
DIEDVTIF, BDFLED EHRRZES AT DERMIEIHRT 2DH
ELWLWEENF T, AEBUHEENEDIREINELDE. —DD [HD]
[F—DD [%H]] THREREESEVNEWVNSIDIFTT, ZNLEID
RAVZEWVDIFTVNDDTIH., EEHNEDDEFAIFTHHZEDD
CULERICLICFREZTBADKRDICHEDERETT .






