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l] To: Tom Brown
W Subject: Request for an estimate
§Z Hi Tom,

It was good to meet you last week. Thanks for your presentation regarding your
office admin system, Office Helper.

We’re considering introducing the system, so could you send us an estimate for the
following?

1. Your Standard Plan
2. Any options you recommend to meet our needs (as discussed when we met)

I'd like to discuss this with my managers as soon as possible, so could you get the
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estimate to me by October 10th? If that’s not possible, let me know.
If you have any questions, feel free to contact me anytime.

Regards,

Taro v

Lgdg ® w1-p1 )

estimate [RE&Y (). #HE]  regarding [~ZBILT. ~IcoWT] / consider [~%2&<EAB. BET
%] /introduce [~%ZEAT5. RYAISB]

n\\ 'r\ &\ = =
\!u%ﬂ Fumi &0 335t Point i !

[Cob T CA->THVET] REFETESIRRTS?

ARAHS A= NGRS VKT, ETEFELOH I 22 HTHEL LS, H
REED A=A o BiltFHCR > TH Y $3, Happy Corporation EsaRO L
HTZCE T LBV E T, BXICEZDL YRR LR ) T3, Jiik
TA—NEEDYE, BRFETRERIOD I DICh->TnD [BitEick-THY %
T Lot EBEBVE A bHAAN HEPLELNTL B A —NCZNICEE
L 7RH2D 285513 HECEDLEMLPDH I OLEM T AR L TTH
EYRRICE T B A= F ORI EX S O 2 ERICIRZ 2 T LMl LD D
koohEd, BRABRKIICT EHHEDODH N X DL~ Ko BB, Bxwn
NAZBERICLCLES AIREED WX ICL D H LT TF o FXA— L FfERIC.
BlE-EVEDLLICLEL X5,

B HAZ L HELH ACHEL x5, HARFED IEHR TRV EEH AL 5T
SnE L] O, HOEEE L ZEEITCCli#rid o ernmrhEd, 2L T,
HREEOBRMEZEATND L S CERELbFAINE T, 2D [FEHIZ
TR\ 7e & | DA It was good to meet you last week &&IEZARDNIDICK >
TwE T, [9EH] % the other day £ T2 XD D EANICOR 72D hEFHATn
CLHEERA VM TT, HAFE TR [5EH, #H] Lo SELRMIS C e AHE
TR, FEETREKRWCORTARLTL X 5,

ENDOEERD P —ICDNT, AV 2 TARFHEAD S LICHhIERTT, 7.
HHEE (we are TZ& we're) MHEDN TV B, I HIC, HDODOH I DA Hi
Tom, £ Ao TWETLLHMEDL VB L ERER DT, chixehehxr
FTEEEDHUEL LD XS ABIREEANTWERIC I D $T2, & ZH L W
BoTHEYARTONHERNPLCE 7B LD ARDL L T EA Y 5

RERIC, FEEEN EFIELTRRL AR LT VA—LDHRL v TT,
XOHICANTLE S LEDNTIHFHRBWY O 25dD%, COLSICHLI LD
cedh, A EfEcizz2EE AT,

L ¥33M
xipuaddy [ 8 ¥3IM " EEL " 9 ¥3IM " P EEL " ¥ M3IAM " S EEL) " Z)iEIEIM]

~N . - - --——_————— ——————_——————————————_——_——,,

N
0



30

Key expressions EZ&3%

ﬂ . Thanks for your presentation regarding your office admin system,

Office Helper.

*Thanks for... RB#ARNBHI 27 NERBET. for [FIEF] O%AICERE (@)
FEEFRIC -ing 2T EEIRA (R) 2BEXET

- regarding (& [~(ZBALT (about)] OEKDFBERAT. A—LTLFELhET,

. We’re considering introducing the system, so could you send us an

estimate for the following?
consider (¥ [~ZFABT 2. L<(EAZ]| ELVWSELT. £51C1}45F (A) - B1487 (@)

ZBEET, todo [FEF] % about (ZfELFB A, think about &V & FE > &%
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. Any options you recommend to meet our needs (as discussed when

we met)
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. I’d like to discuss this with my managers as soon as possible, ...
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. .., feel free to contact me anytime.
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1 MAEEHCBBLOAEEHYHESSEVELE,
It was ( ) to see you yesterday.

2 BHOYZFLOKRAERELTVET.
We're ( )( ) the system your company
produces.

3. BHOZ—Z B LTI UEBALTVEEE LV EBVET,
I would like you to ( ) a plan to ( ) our needs.
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Toa(ayls ToP Tip

Use the correct greeting / Make the right tmpression

How you greet someone in an email can affect the impression you give.
A greeting that is too casual may be considered rude while a greeting
that is too formal can seem cold and unfriendly.

Here are some rules of thumb to follow:

1. If you have never met the person and are emailing them for the
first time, a formal greeting is the safest option:

Dear Mr. Brown,

2. Once you have built up a relationship with the person,
the greeting can be more casual:

Dear Tom,
Hi Tom,
Tom,

3. Copy the language the other person uses. If they use their first
name, it is safe for you to use it in your next email.
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