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M=%z H LiATr Requesting an Appointment

EYRXRARBEASONRENMD C ENSHREDE T, WERDRWAXA—ILZEDDTIERAL,
ARBBITOA =L XN U THFORMERD F9. HFRABBIEEANET,

DL<p o o

Subject: New development project

Dear Sharon Mayer,

We are planning to start working on a new development
project for Smartinfo Co. If it is possible, | would like to see
you to hear your opinion on the project. Please let me know
when is convenient for you so that | can come to see you at
that time. | look forward to hearing from you.

Sincerely,

Tony Kobayashi

PF4 s BiRbF 7m Y = 7 b

Trnyos ALY —fE

Wt T A=A v 7 AT FHEE 70 2 7 FOEFEFELTED £7,
WHETHNIE—EEHIC»D»->T, 2O7aY 22 MIOWTIERZ I vz
LHELET, THED X OHERZ BAISE WL, BI)»BownzLl T, B
BHEREBRHLLTEET,

;@28

F=— - an¥y>

. 1 We are planning to do. ~9%2&E2FELTHEDET,

Oworkon .. ~CBOHMNB

O if (it is) possible ... FlEETHNIF

0O I would like to see you to hear your opinion on ...
—EBBEHIN>T, ~CDODWTTERESHMNVEVWEBWVWET,

0O Please let me know when (it) is convenient for you.
CHEDLWHRZEAS BRI W,

0TI look forward to hearing from you. S8REZHEFLELTHED KT,
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Useful Sentences

i) I wonder if it would be convenient B SKEEBHIC2 D 720D T2, THE

for you to see me next week.

A Could you spare about 30
minutes with me?

B Would it be possible to set up an
appointment with you on June 28?

@ Is it possible for me to see you?

B I am prepared to accommodate
my schedule to yours.

@ I would appreciate a brief visit
with you tomorrow to introduce
our new project.

I would appreciate it if you could
give me a call as soon as possible.

FAQ 1

[N What do we do if we do
not know who to send our e-mail
message to?

YT We have a set phrase in
English that we can use for an
opening to a message where we
don’t know the recipient. It is “To
whom it may concern.” “To whom
it may concern” tells the reader
that the message is for anyone
that is relevant. We can use it for

e-mail messages, such as requesting

information from a company, or
when we make first contact. The
phrase, however, is sometimes
viewed as unprofessional, so it is
best to try to find the name of a
contact person in the company.

BVD3TE D,
B 30 7713 & B2 W72 72T £ 5,

B 6 H28 HIZH&ZDBHEHEZ WLEL Z
EIFTRETL & 9 D

B BHIZH» D5 LIRWRET T D,
B HZTEHAICADEET,

@ St 7mY = b THNT 210
ICHHE ) B0 L2 DTTH,

%N RBEEZ WL TR
<.

Successful E-mailing

CEl BT A VEZRICETOENRIE X
VOPbPLRWVwEEIX, EITIEIV
DTTH,

ZEHEEEE L RVELOE S RO
Wi Z 20k ) XD3H H £F, To whom
it may concern (BR&E&) L) 7 L —
ATY, ZD7L—RiEHEH AL, ZDX
HEIFBREICHTCADDTH S I L EEZ
¥, Z07L—Xi3, BECHERZ RO
72D, WO THEEZRS L EICfERFT,
7, TO7L—RRBEERICR TS L
RonsZtnbsoT, HEREDa Y
Z P EMBIRNENYLERET DI LD
RETY,

11
- Web

TUXTVASN


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-226-1

HEDH LIARICIBRA 5
Responding to a Request for a Business Appointment

HEDHRUAHCHL TIE, RTV1—IZ2ERLTREINCERELRY. BFENEE
LTEcBRDHBENEDLRBRWERICIE, BEDLIWHEZRULEXY,

DL<p o o

Subject: Re: Appointment request

Mr. Adams,

1| My name is Kumiko Tanimoto and I'm responsible for sales at
2| Muroran Steel. Thank you for your request for an appointment.
34| We will be available to meet with you on July 10th at 2 p.m. If
this is acceptable, please let me know and we will finalize the
5| details. Thank you.

Best Regards,

Kumiko Tanimoto

14 B2 © 7 &AL Y Fofuabe

78 5 Ak

Lrn 7 vHTIGEREHY L CwE 7 a - Y2 b EHLET, HEDOEBHLAA
EOWREE, HODVEITI0ELL, REDIFTHIOHFHR2RIZERVTEE T,
INTIALFNEZOEZBHAISE VAL E, BMziozwERVET, 02
EHITEVET,

A

73a-4%=%t

. O I’'m responsible for... ~Z#E4LTEHFT,

0 Thank you for your request for an appointment.
HAROBHRLAHZEWZLE, HoHESTIVFE UL,
O0We will be available to meet with you on ... AL HRB~ICEERVWTEET,
Jon A atB AH®DBIC
O If this is acceptable, please let me know.
ZncTLBlihiE, Z0EZEAMS BRI,
O finalize the details F#zFED2

12
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Useful Sentences

i) Let me check his/her schedule and @ #% [#k%] OTFEZMREL T2 5 BEHE

get back to you.

A We could schedule you at 1 p.m.
on Monday.

B Paul Jones can see you next
week.

2 What is this regarding?

B Ms. Crosby is booked solid until
May.

@ I'm sorry but Mr. Ali is only
available at that time.

I'm afraid Mr. Palani is not
available.

FAQ 2

[T Do we always have
to start an e-mail message with

“Dear?”

[YBEA “Dear” in the opening

of an e-mail is not always
necessary (Dear Mr. Reynolds,
Dear Ms. Adams) in business e-
mail messages. It is natural and
appropriate simply to use the
person’s name (Mr. Reynolds, Ms.
Adams). First names should only
be used when there is a long-
established relationship with the
person you are writing to, or if you
are co-workers.

W LET,

A ABHOT#HIRTLES BRI EZ A
nonFEd,

B f-L-Pa—rRSARBEESVT
EE7,

B ED LS ITHIETTH,

B /7oXE—3ARHECFENT-
LOA-TED £,

B HLRITEVERAD, TYIAEZD
R L Eahs o E £ ¥ A,

HLRTSWERAD, (723418
HIZHp2 2 EISTEER A,

Successful E-mailing

CEl B X — VI3 % 2 Dear TEEIHO
BRETTH

EY R A XA — LDFIHETIE, Dear
Mr. Reynolds %> Dear Ms. Adams @ & 9
12, Dear Z 63 L b5 BB IZH D ¥
/o Mr. Reynolds, Ms. Adams ® X 9 I
ANGETTHEROZDOHARTTL, @
YItd, 77 A PR —LBAEHVHRE
WHHFRFFICN LT AT,
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HI - 52 iE 3 %

Scheduling the Meeting Date and Place

HEDBRESAEEANICRULET, h7zPLRANSYTR55HRICIE, BFOEEZE
EZATOODPIWNERZEELE T,

DL<p o o

Subject: Meeting

Ms. Sanchez,

Thank you for offering to meet so that we might discuss our
mutual business interests. Might | suggest that we meet over
lunch at La Piazza on 12th Street? How does 1 p.m. sound? If
this works for you, please let me know and | will go ahead and
make the reservation. Looking forward to seeing you.

Sincerely,

Takako Endo

P : 2ok

¥ T ARk

BHICD»2> THVLOEY 2 AN REGE L GIRREVRLEE, HhEHT
FwET, REFENICHE7EY YT TREZIMD 25 EHELT L0 DIE0D
WTL &I T2 LRI TTh, X5 LITHUE, ZOBE2EBHIGEVWRET

UEFHZANTEEEZT, BAVLTIDEBLAICLTEYET,
tix

YHha-xvFD

. 0 Thank you for offering to meet so that ...
BEIRH D> T~FTIEREWLE, HOHESTIVET,

0 Might I suggest that ..? ~EWSZEESRERELTLBZLLTE D, (Mayl
suggest ...? KHHTLRALY)

O How does ... sound? ~EW\WHHTL & S5h%

0 If this works for you, please let me know.
ZncTLBlihiE, Z0EZEAMS BRI,

O Iwill go ahead and do ~9 2BBENEEHET,

14
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Useful Sentences

i This calls for a meeting. B ZOfFEREIBETT,

A We'd like to have a meeting on B KEAD 1 Rlc g cRigzME £,
Wednesday at 1 in the conference
room. (Note: Hfd, B, HPRADIERIC
Egx%9)

Bl The meeting will be held at the B &lary_yyarveryy—TlEET,
convention center.

B We'll be meeting in Meeting B AR ETER2CLET,
Room 4.
B Let’s set up a working lunch. B BRZE) &R0 LEVEL LI,
@ Let’s discuss this over dinner. @ A BEBRNENS ZOHICONTHE LA
WELEI,

There is a mandatory meeting at 5. S5RICEBSMORENH D 7,

FAQ 3 Successful E-mailing

YT How should we close a EURARA—LEHDL L BITiEE
business e-mail message? ABFRBEBLOTT D,

[YT793 Business e-mail messages YRR A= LT RICED < <

generally end with a closing, D OXEZBHICHTET, Z2hUcfiivCH
followed by the person’s name FORAE, MFEHHS RVIGEICIIELE

it V7 £ ¥, Sincerely % Best regards 75 £
AR =N DOEEER RO DRILTT,

and the person’s position if it is
not known to the recipient of the
message. “Sincerely” and “Best
regards” are the two standard
closings for business e-mail
messages.

15
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HEDRIHRZHLY I Canceling the Appointment

HEDHRZIMDHEITHERIEREDIIEA XY, BHICL> TIRIEFHZ U THERAT S &

HRYITY,

DL<p o o

N

Subject: Re: October 4th meeting

Mr. Jameson,

| am sorry to inform you that | must cancel our meeting
scheduled for October 4th. Unfortunately, my plans to be in
your area at that time have fallen through. If possible, on my
next trip to Boston | would like to try to reschedule. | apologize
for this inconvenience and hope we can meet on my next trip.

Sincerely,

Gen Matsumoto
President, Matsumoto Industries

P4 iRfE 10 H 4 Ho &k

DENN R s

HLRSHD A, I0HAHAICFELTEYELABITbADEEZX v 2LLT
WD HRTIUER S (D F L, BR&RHIS, ZORHEICEILDNE 12 ) 22059
TEWRS B> TLEVE L, WRETHIUL, KEIFRA L I RO BICIEIERY 7
CHELET, CHRBE BT LET I L2BHEOHL L, XAIBR2WTE2 2 L2
TEHET,

/€58

<V E bR
Fvoe=vEb

. O I am sorry to inform you that.. BURHDOFEAD, ~EHEALET.

O cancel one’s meeting scheduled for ... ~ICFELTWeRBZHILETS
O fall through SZx<Whizn
Oreschedule FEZHEHET

01T apologize for this inconvenience. CHEFz&EMFULET I EZ2HFCRL LIFET,

16
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Useful Sentences

i I can’t make it to the meeting on 0 &EHO&FICIIETE LA,

Friday.

A I have some business to attend to. B FIHBIIWET,

B Would it be possible to
reschedule?

A Could we meet on a different
day?

@ Is there an alternate day we can
get together?

@ I apologize for cancelling at the
last minute.

I have no choice but to cancel
the meeting.

FAQ 4

What if I must cancel at
the last minute?

Y733 If you must cancel at the
last minute, then a telephone call
is preferred to an e-mail message.
It is seen as more professional and,
at the last minute, it is possible
that the recipient may not see your
message in time.

B PEZZEH T2 LIZWEETT 2,

‘B RAOHICBHIC»H»S 2 EIZHHETT 2,

B loHIcBHIZh 2N E §5,

@ ERCE>TF YL LTLEVHL
b Y FEA,

Rz PR 280 kDE L,

Successful E-mailing

iR > TRRZ X v e L L
T aohwtIREHI»ITNE LT
L &9,

EE Erioxrreild, A—LEhE
FECHMET 2IE )N wTL k), HEF
TOMEMEDIE ) PIBEEREEC I FET,
ZhUS, BRICA>TA =L THEELTYH,
MR ICRORES 2 WAL H ) £7,
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MEBD7+ra—7v 7
Following-up after a Meeting

BRERBTA—ILEE> TRHOSEEEEAELSIELET, BRIERST, /\—7 1 —
PRBORE X —ILON— REXBOHIFS Y hTT,

DL<p o o

Subject: Thank you

Dear Ms. Stevens,

1| Thank you once again for taking the time to meet with me last
2| Friday. It was a pleasure speaking with you about our products
and | hope that we will have the opportunity to do business
3| together now and in the future. If | could offer any further
information, please do not hesitate to contact me.

Sincerely,

Ken-ichi Kanazawa

N2 HOHE) T80T
AT 4 =T v ARk

FeHOEMH ISR ZEF TR E, "OTEILERL LIP3, Srilmw
IDOWTEHELTETCL P27 TT, 5B I FELTEIREZR->TED T,
FADIZI TESICTIRETE ABWA TS E LS, BEAC THIE 20,
&=

YA F - AFYEYD

. 0 Thank you for taking the time to meet with me.
DIOIERICHEBEENVTWREE, HhNe>33VWE LT,

0 It was a pleasure speaking with you. &FELTETEN 7T,

O I hope that we will have the opportunity to do business together.
—HEICHEENTEIRRERE->THEDET,

O now and in the future $#&%

O If I could offer any further information, please do not hesitate to

contact me.
ADIEFSTEISICTRETEZB/RENTSIVELRES, EEAL TERILLT W,
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Useful Sentences

i) It was an honor to meet you.

B BHIZ» 0 TERT L2,

A I really enjoyed our conversation. B (FA L HIHEL BFTEE L7,
B I'm grateful for the opportunity to B ¥Hic»» 2% EE, 5L

meet with you.

@ If I can be of any more help,
please let me know.

B Please contact me if you need
any further assistance.

@ Thank you for your kindness and

hospitality.

Your kindness is greatly
appreciated.

FAQ 5

[T How soon should I send a

follow-up message after a business
meeting?

Y73 Following up after an
important meeting is always
important. But you don’t have to
e-mail immediately, especially if
you are on a business trip. Sending
a follow-up message the next day
or even the next week (if you are
travelling) is fine. The follow-up
helps keep you in the minds of the

people you met with in the meeting.

HITEVELL,

B b BRI TAI ENHIUL, TH
L E D,

B 35IBRILTHIENIIVELL
5, JHHEC I,

B CHICELTALWALE, HhbsE
FTFVELL,

THTNC L TuE, L THEH
L7,

Successful E-mailing

g ENn s wolliio) bic
TAR=T Y T Ay =P EEHRETT
[

KYInWHBICE 740 —T v 7T
L2 EDRKRYITT, L, A—LEKD
DIFTLTHRLITHDLFVETA, FrICH
ROGEITIEEH, H20IFEETL»
WERA, 740 =T 7TDRXA—=)LIL, B
FMFICdR2HITHS9 ) A TAY
<7,
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RET B Suggesting a New Idea

HRICREI 2B8ICIE. FTIBRRLETZEA, BFPEREZRINESNZEREDHET,
BIREREEZE5 55T CICENTESLSIC, FMEEVCXELRTERZERL
THEFXT,

DL<p o o

Subject: Flex time proposal

Mr. Tilley,

12| | have this idea I've been working on. I'd like to run it by you.
34| How about if we offer flex time to all employees? This would
allow employees a more flexible work environment and would
5| increase productivity. If you need further details, please let me
know and we can get together and talk about it.

Thanks,

Sho Ishihara

M4 7L 2 2% 4 LDRE

T4tk
CABRZIEREZTAE L, ROIHHOALETITERCE T, ¥R L
T727L v 2284 LHZEBALTZC2DTL & I 2, (EEEOHEBREEN S > L X
Wicz ), BEENEE 27259 LRVET, ISIKHEMSBETLLS, BAILY
TV IUEBEVLLTEHELLELE S,

Yz kAL<,

vavy - AINT

. O I have this idea I've been working on. CABIEEEXTHE LT,

0 I'd like to run it by you. B0cKREWRIFhiFERBWET,

O How about if ...? ~LTELWHMDTL &S

O If you need further details, please let me know.
SSICFEHEIRETLSBHSELLEEI W,

[0 We can get together and talk about it. WL TEFELLEL &5,

22
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Useful Sentences

i Here’s an idea!

A I have a great idea.

Bl Allow me to make a suggestion.
@A I'd like to make a proposal.

B What if we do this instead?

@ Why don’t we consider this idea?

Wouldn't it make sense to try
something new?

FAQ 6

How do I answer an
e-mail message if I disagree with
someone’s proposal?

[YE73 In an e-mail message and
during a meeting in English, it is
important to say you disagree. One
polite way is to say “I'm afraid I
must disagree,” or “I'm sorry but I
don’t agree.” The important point,
however, is that you give reasons
for your position such as “I'm

afraid I must disagree because your

proposal would cost too much to
implement.”

D xeBEIDDHY T,
B ruEINHET,

B RESET S,

B REECELET,

B ftbhicz I LTREITT D,

B ZOEEBHLTEE) T2,
FLLI LB MATIEE ) TTh,

Successful E-mailing

il ANDRZBICERTE VLR, &
DEHITREETRETY 1,

A=) THHFTHOLHETH, FHHX
LEwEZRIE->EDE) 2 erkRIT
T, EELVWE v E LT, I'm afraid
I must disagree. (Z2BMSBRTEEEA)
% I'm sorry but I don’t agree. (&&=
SHERULAMRET) REMHEAET, MEL
BROHBBIRZ D EBRYITT, HilZ
¥ I'm afraid I must disagree because
your proposal would cost too much to

implement. (CRESERNMINDIEXITOT,

BRTEERA) DX IICRDET,
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REIZJBZ D  Responding to a Suggestion

REZZFLE5FTRIETZONMUETT . EABREICERETEZVOBEEZHSHUO

BARLTRE, HRTRYL Rzt I EmAET,

DL<p o o

Subject: Thank you for your suggestion.

Ms. Baker,

Thank you for your suggestion regarding the financial services
division of our office. We appreciate all input into our business
and are grateful that you took the time to offer your assistance.
You can be assured that your suggestion will receive careful
consideration. If we can be of further assistance, please feel
free to contact me directly.

Sincerely,

Toru Watanabe

PF4 s SRECEEE, HWE)ITIT0ET,
A A=

WA Y — C AT 2 TREEH VL ) T E L, YHEHCET S
W TRELDH VBV ET L, bIDIBHRA VAL 0T LITEHL
TBEBYFT, TREZ TN LETOTILLLZ IV, IHIXBRITET

ZIENTIVELALS, &) ZBABICEERIC M 230,
A
FAN T FFN

. 0O Thank you for your suggestion regarding ...
~ICBTRZREEH DI ESTIVWE LT,

[0 We appreciate all input into our business.
UHEKICHTD2VWHERDTREEH DAL BVET,

[0 We are grateful that you took the time to offer your assistance.

DEOIBNFRAWLEW I EICRELTRD £T,
0 You can be assured that your suggestion will receive careful
consideration. CREF+TDICKRFWLETDTTROLLZEL,
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O If we can be of further assistance, please feel free to

contact me directly.

IEICHRRICITZCEDNTEIVNE LS, ESZRERBICEEILICTEEIEEZ L,

Useful Sentences

i Thank you for your idea.
A What a great idea!
B That’s not a very good idea.

B We welcome all suggestions.

B Rest assured, your suggestion will

be considered carefully.

@ You can be certain that your

suggestion will be taken seriously.

Please feel free to call me at this

number.

FAQ 7

What is a form letter?

[YETA A form letter is any letter or
e-mail message where the same letter

or message is sent out to everyone.
The letter may have your name at
the top, or it may say “To whom

it may concern,” or “Dear valued
customer,” but the content of the
letter does not change from person
to person. Form letters are viewed
by many people as impersonal and
not good business practice, but
they are sometimes useful during
advertising campaigns.

B TREEH YL TSELL,

B TiEsLwEZTY !

B ZhREHEDIVEATEDY £EA,
B EABTRELELTT,

B TRZEFEEICKETVLET,

@ TREFBT IR e L £,

CDOFRFITEE R C BEFH ZE 0,

Successful E-mailing

EEl 74—2Lvy—Ligfcd,

7A—hLy =Lk, EHROAZIC
[AIRF 123 & 3L B [ — B D TP X — LT
T SRS H R DAL I N TwRD
To whom it may concern, (BfR&E&) &
E2 T/ b, Dear valued customer,
(BBER) EHPNTOLBRGADH D T3,
AXDONFERHELCTY, 74—LL ¥ —iF
WAL, EPRADRN FTELT
WY ThWERDONDE I LD D TT D,
¥ v v R=V R ETHEIRBALHD
7,
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i It —E2 )y )
"Wz irl
Highlighting a Product’s Selling Points
BROFDAHKEERIC, UhbMEevlies CRBT N SBEEEDACLEL B FT,
ERERT2HBAICE, FEXA—LELERINBEbHIOTHEEIRT ZLENS
DES S

DL<p o o

Subject: New! The Terra E450

Dear valued Terra customer,

Please allow me to tell you about the newest product in our
E-Series car lineup. The Terra E450 is a top-of-the-line four
wheel drive sedan loaded with everything you would expect
in a Terra. This car comes standard with a 7-speed manual
transmission, leather seats and hand-finished interior. The
E450 starts at $92,500. Stop into your nearest Terra dealership
for a test drive.

Takuya Saito, President
Terra Motor Company of America

UF7 B L 7 7 E460
7 7 T D B

E> VU —XHMORFIEMNE LN LET, 77 E4501%, 77 IcifEEns 4
RTEEH L 2 emflitg o iEEi 3, COHEEE TR~ =2 7L - F 7V X3y
vav, FROYDOY—F, FEETHEFNEZEEEHL B 9, Mitkix9
112,600 FA26 T D DT ZIRBIEICEZLEHD D) LRI > TL LIV,

KE T 7€ -5 —ththE
ZIX YA LY

. O Please allow me to tell you about ... ~ZZEARAWLET,

[ top-of-the-line (H#t0) FSEMED

[ come standard with ... ~MEEEFEINTWS

Ostart at ... (&3 ~n5H2

O Stop into your nearest.. RHFDD~ICHEIEHFH S,
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Useful Sentences

i) Let me highlight some of the
wonderful features of our
product.

You're going to love our newest
product.

B Here’s a product that your
business is sure to need.

@ This product is state-of-the-art.

B Standard features of our product

include an energy-saving solar
chip.

@ Visit your local agent for more
information.

Stop into a shop near you.

FAQ 8

Some sales people are
very aggressive. What are some
quick but polite ways to refuse a
sales pitch in writing or speaking?

[T If you need to refuse a
sales pitch, there are several ways
you can do it. Most responses in
English are very short and to the
point. In e-mail, if the sales pitch
is a form letter, you can simply
ignore and delete it. But, if you
must answer, the polite answer is
“I'm sorry but we're not interested

at this time.” Or you can say “We're

not making any new purchases at

this time.” At trade shows, or when
the salesperson is at your office, the

best answer is “No, thanks.”

D YO TIES LWRHRICOWT ZH
HLET,

B St ORFIEMICE > & TV
7,

B I Z20EESERO OB TT,

A Z oBFIIRSIREMN 2 L 72 b DT
ED

B B o0 Lo, B 2ABCHEE
FYTHIEOET,

B o iERE AT RIS, BIESD
MHARBUEICBIL LA D {20,

B DIEFICEZEEHD (23w,

Successful E-mailing

BT 2 Ao bz B3 £ 2 Adsu
FT, A—LPERETTIERL, LrdRk
IS 6 70 & 9 12 B AT T 2,

EE %Y 2a%W 2K 29H D
9, WETORFENLI3EL, fET
Ty X—=ITIE, 74—LLF—ThHtI,
ML CHIBRT 57220 TF, L»L, Tw
NVITEET 5 %4 121E, I'm sorry but
we're not interested at this time. &&T
ITH, SOETBMITASTVET) EBA D E L
WTL &9, %7k Were not making
any new purchases at this time. (50 &
CBFRBAOTERBDERA) LHEAET,
BRSSP R E DR L T E LA,
No, thanks. (#>25T9) L& 2 2D
WTY,
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BIENZOWTEW T A Inquiring about a Product

BRICHI2EMTIE, AFYATPY YT ZEFRLRLD, BAOREPLPEHEIC L > TR

FEPREDIEZITRZT 2 LbHDET,

DL<p o o

Subject: Brochure request

Dear Mr. Sutherland,

I’'m writing to you today about ABC Industries’ new 7800C
water pump. | was wondering if you could send me a brochure
about your new product or if you could have one of your sales
team stop over with the information. We are a medium-sized
firm and are currently in the process of updating our water
system. Please forward the information to the address below,
care of me. Thank you.

Toshiyuki Nakata

Sato Components
27 Chase Boulevard
Rockton, IL 61072

AT
B -5 i

ABC FEZEDH L\ 7800C /KA KR v FI2 o nT gL L3, EoBiiio
AT REMLTORLELSD, REHYDHICIESIIEBBRL LR WTHHEE
FEoTENF LRV ET, YrPREOMRET, KA ZRFOLDICL TV L
ZAHTT, BSETICATOEIE CHEREBXD (S v, KALIBHOLET,

PR P

B b B
27 Fx—AdDH
vy 7y AV AM 61072
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0O I’'m writing to you today about ...

~IEDWTZERWLET,

I was wondering if you could ... TEnE~LTWeEWDTY,
O be in the process of ... ~ODRFTH2
1 Please forward the information to the address below.

TROEREXTHEREZEXD LT W,

Ocare of ... ~KRf4T

3

Useful Sentences

i I'm writing to inquire about your
latest product.

A I'd like some more information
about your products.

B Could you send me some
information about your fall line?

B Could I get a brochure about
your company’s products?

@ Please send it directly to me.

@ Please forward the information,
in care of Dr. Ami Watanuki.

FAQ 9

[T How can we write “L\>
HHRMEFICH->THDET” in English
business e-mail messages?

[YEA Usually “wobsitsEici->T
H0 %7 is translated into English
as “Thank you for your continued
support.” But the way that it is used
in Japanese, at the top of an e-mail
message, is not done in English. If
an English speaker wants to write
“Thank you for your continued
support.,” then this expression
would come as the closing sentence
of the e-mail message.

0D EtoRFEmIcOwTERR LW
EWHoTITHIEL L7,

B SO E W T £,

B BtoKomim I A Il T 28R %2 B
EDWIRERTETR,
O BB OA S0 TR BF T E T,

B EEICE ST EE W,

B 73 -7y 2L TIcERE SR
(W,

Successful E-mailing

"o b BiERHCE-TED T I
WHEDESZ AR =L TIFED X ) ICHEHT
LTI,

Tuo b BHEHIZAZ>TED £T,
1% 3% §& ¢ 14 3 %, Thank you for your
continued support. LRI NEFT, 7L,
Moo b BGELIC R >TE D £T ) IZHAGE
DA —)LTIFHEH Tl E 5, Thank
you for your continued support. (% 3% 3%
DA=NTRERETHEONET,
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3% (] 2HEE 5 5

Recommending a Company [Person]

KHANSDMEKE, HTZOARICK > T, HADOBEEREPEERT, SSICBEYELREZE
HE - BNL, TEONERITBLSICEADD, XclFZDEEENSERNKD L%
BRE2BEDBHD T,

DL<p o o

Subject: Our subsidiary Rising Sun Enterprises

Mr. Peter Waxman,

1| It is a great pleasure for me to introduce to you our subsidiary,
2| Rising Sun Enterprises. Rising Sun handles research and
3| new product development for Machida Industries. | believe
the project we discussed earlier would best be dealt with by
4| this division. If you desire a direct introduction to the team at
5| Rising Sun, | would be happy to arrange that. Thank you and
we appreciate your business.

Sincerely,

Yuka Machida
Managing Director, Machida Industries.

¥ o o M SR/ Ve AV B B O S (o LR e
E—%— -7y 722tk

WHDFEHTHDEFTIAD VIV VIV —T 54X RXZEATIHMRL LT
£V, APV ik F YREERICH S ORI HATE D £9, %
HELEWELL7BY 27 MIFAHYT 200 ELHELE T, 74P v 7
VOHBFEADEBED SN E CHETLES, BATTERWELET, HEHHH
LI TE0ET,

e

~ F SRR
a1h - 2Fs

. O It is a great pleasure for me to introduce to you ...
~ZBEATTRBNBLLETFET,

O subsidiary F&it, RIlett
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0 If you desire a direct introduction to ..., I would be happy to

arrange that.

~ANDEEQ RN EHFETLES, BEATFRWLEY,
[0 We appreciate your business. BEHONESIVET,

Useful Sentences

i) I would like to present to you our B 7'V —7RFED R —7 k% T

sister company Star One.

A This is Yukina Kudo from our
branch office.

B Yukari Kobayashi works for our
partner firm, KY Designs.

@ This problem is best handled by
our sales department.

@ We will deal with this situation
later.

@ It is a pleasure doing business
with you.

FAQ 10

[T Should we put a seasonal
or weatherrelated opening at the
beginning of our message in English?

BT In Japanese, it is common
to put a seasonal phrase at the
beginning of a business message

to avoid going directly to the topic
such as “BREAT, WIWLEEREFEAA
DPWETH, BZLOHZZVFEEAN” In
English such expressions are not
normally used. Business messages
in English tend to get straight to the
point.

LET,

Y S S HS A ER S
B2 sy,

B 25« anNYy IS EL T
% KY FH4 v Al E>TwET,

2 OISO EFER T &) o3
RETT,

B ZoRIICOVLTRBTOEG L ET,

@ sftFzl—ETcETHINLLTY,

Successful E-mailing

Sl A — Lo BEIC RSP KIS
WTDHWIDZ ANEZRETT D,

HAE ¢, ABICA 2HIC T
MO, LWELEERBAMRIOETH,

BEDLYITEVERAL DL LIHED
HVWEDEETY R AA—INDFHEIZANS
DV TT, WFHETIE, ZDLH) %K
BEHEfibNETA, BWLETRARX—
JVIZHTIE A ICEH» N B HADH D 7,
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o - 2RSS
Requesting Documents or Information

BEVEBREERIZERICIE, ZOENZHEREICT 2 2 EAKRYITY, EIVRRADETIRR,
KRR, I BREBEANONISE E, BEARNBEBRZRNTHERL XTI,

DL<p o o

Subject: Taylor and Guinness contracts

Bill,

Could you please send over the contracts for the Taylor and
Guinness accounts? Those contracts were supposed to be
delivered to this office by the 28th of the month. As today is
the 31st, and we are under a deadline, it is important that
we move on these contracts. Your prompt attention would be
greatly appreciated.

Atsushi Yamada
Director of Finance, The Alenza Group

14 574 59— L X2 2AD3HFE

e,

TA 77— X R ARG NI T 2 E 2K > T2 £ $2, AENEHIZS
H28HETICYA 7 4 2ITfE 28> TwE L, SHIZ 31 Hohitlz2@E ¢
BYET0T, ZyEEZED 2 I LARYITT, RAICLH 2T UEENTT,

TL VY - OV — T MBI E
7YY s

. 0 Could you please send over ...? ~ZZ55NEMULTWEREITETD,

O be supposed todo ~F3Z&lCHE>TVND (FEPEHEERT)
O be under a deadline R VI TWS

O Your prompt attention would be greatly appreciated.
BRICABWLEINIEEVWTY, BFOTEZRYT TOWRWEKRER)
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Useful Sentences

i) Could you please expedite delivery B #iHxF1LDL A 7Y F2FELA%K->TwE

of the layouts for the new hotel?

A Could you fedex the documents
over immediately?

B This is an urgent matter.
@ We have a strict deadline.
B We are up against a time limit.

@ It is important that we act on
these contracts.

We need to finalize these
contracts immediately.

FAQ 11

What is the difference
between “could you,” “would you”
and “can you?”

[YET74 While the usage of these
three expressions is similar, the
level of formality and of politeness

is different. The most polite of these

expressions is “could you.” “Could
you” will work in most business

situations and is seen as very polite.

“Would you” is in the middle. It is
somewhat less polite, but is still
used in a wide variety of business
exchanges. “Can you” is less polite
than the other two, but it too is
used widely. The tip here is that if
in doubt use “could you.”

R ET

BEFEZTCIC 72Ty 7 ATE STV
ETETH,

B Zhizaicy,
0 AEBICIEB L WIS D 9,
B BAED ISR 255 ) 7,

B N5 ORIEF>TED S EHIKY)
<.

BRAINGOTNZE LD IZLENRDHY
9,

Successful E-mailing

EiZl  could you, would you, can you
BEIDLI IO E T,

EE Zo3ZHBOMEIIETYE T2
TA=—"NEETVROINELD T,
b ot dTwhwidd could you T,
CNIRIIFEAEDE Y 2 ADBMTHlibn
ouANATehRLATLHEEZSR T
% 7. would you T, bFnIcT
VRWIRTIN) FTH, EPFALEDOP
HEhTRILSHbNTWET, can you
Z32D) b TTVRLIDEAVIEH -
EHMELS AN £, b TwET,
EnE i) ko7 L ZITiX could you %
5 DT,
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S 4R Y =5

HEFTIRDL 2 iR 9 5

Checking the Progress of Work
EVRZDETIRREZRD eWBEICIE, ROXFICH S “Would you mind giving us an
update on ..?” LD HEFERD ET, EXA L LD < BHELICEL ZEHAY)
TY. HEBSEDEHD FEA.

DL<p o o

Subject: Update request

Mr. Rogers,

1| Would you mind giving us an update on the upgrades to our
2| computer system? Specifically, when will the work be finished,
and more importantly, will there be any more disruptions to our
3| network? Any information you could provide would be greatly
4| appreciated. Please respond at your earliest convenience.
5| Thanks.

Atsushi Yamada
President, Yamatake Hands

F7  BEHo B

a3y —AkE

Wita v Ba—F > A7 20HEFICH L TRIMERZ W2 E T, BAERMICE,
TEEIZ VO T T5, IHICEHBELRILELELT, Ythry Py —2iIcZnbl Lok

xR T2LidHBDTL X I 2, EARERTS CREVEZZERNTT, O
WO OERFEBRFEBFALET, €97 &AHLL,

RO R/ AN ¥ 6 =3
T XS

. [ Would you mind giving us an update on ...?
~ICEAL TRINERE WEIFETH,

O specifically E&#micix

0 and more importantly Z5(iCKBI&TIH

0 Any information you could provide would be greatly appreciated.
EABBRTH SRFEWIENIEENTT,

0 Please respond at your earliest convenience.
CHEN DERERKREZEEVNLET,

4
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Useful Sentences

i) Would you take a moment to
answer a few questions?

A If you have any information,
could you please let me know?

B The problem is namely about
money.

B Please get back to me when you
have a chance.

@ Please let me know ASAP.

FAQ 12

IS How do I introduce myself

to someone in an e-mail message or

when I first make contact by e-mail?

YBT3 To introduce yourself or to
make first contact with someone at
a different company, you begin with
“Dear Mr./Ms./Mrs.” and their family
name. Do not use first names until
you are better acquainted with the
person. Then, the first line of the

letter should begin “My name is (first
name, last name) and I am (position)

at (company name).” For example,
“My name is Tatsuya Mori and I am

the managing director of Sakura One

Bank.” Once you have done this,
then you can move on to the reason
you are writing to them.

B L OPHEMICEZTHRETETh,

A frfiiHe B8R TLESHATWRE
FE S,

B MEZ- > h&ESTT,

O EDH 2 ESICBEREHRCLET,

B TR RSBHISEES N,

Successful E-mailing

A =)L TR THiiE 2 B T
EDLIICHCHNMTIUZ X TTh,

HHADANCHDTA— L EES
THEML, BOMNMT 28I, -0
1% (Dear Mr./Ms./Mrs. + #: ) T & %
T, BLAEZ2ETE77—AFR—4
FHEWETA, AXOFE1THIZ, (My
nameis 7 7 — A b F* — & + #and I
am + B0k - iz at ESH) &L F T
# z1¥ My name is Tatsuya Mori and I
am the managing director of Sakura One
Bank. (937 RITEBOY VY -EY EBLEY)
LD EY, ZoESHLICHNT, X—n
XL HMERT T,

5
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2 MEl 3 5 Checking Stock

REDEXZRIFIIHAE, XIEEPEETEEZERL THSERIOREIZHENHD
XY, BFPLFRFEVWAEEBROMBZ HICDF, BICERRIZIEEL TRHITLAT
nEBOERLA,

DL<p o o

Subject: Inventory check request

Bill,

1| Please check our inventory in the warehouse to see how many
2| D-345 engines we have on the shelves. We have a client who
would like to make a major purchase of 16 engines and we
need to know how many are in stock and how many will need
3| to be made. As this is a priority, please get back to me ASAP.
4| Thanks.

Mie

PF40  AEMRERR O B
e,
B ZNRT, D345 = v Y VDI EMHR L TLRZ S v», 16 E VI RH

WAZ CHEOBE S > L2 2DT, HEHEZFHNT, MIEEET 2H 5 06EH
HHET, TNEBHRFHTIOT, BEXSEIBERFHAET, LAL<,

Ix

. 0 Please check our inventory in the warehouse to see how many ...
BANT, ~OEEHERRBL TS L,

we have on the shelves. EEDTEEZ
[0 We have a client who would like to do.
~ULIEWEWSEERHENM NS> L WET,
0 We need to know how many are in stock. EEHZAZHENHD XTI,

[ As this is a priority, please get back to me ASAP.
ZNIFBHEEETIDT, BRI BELLHEFEEVET,

6
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Useful Sentences

i Please have a look at what’s in
storage.

A Please look in the closet.

B A customer has requested seven
bottles of our new tonic.

@ How many are available?

B As this is an urgent matter, please

respond quickly.
@ Make this your priority.

FAQ 13

[T When can I use someone’s

first name in a business e-mail?

[YT7A Using the other person’s
first name sometimes depends on
the situation. If they are in a
subordinate position, it is possible
to use their first name. If it is
someone at another company, it
depends on how well you know
them. A good rule to follow is
that if the other person uses your
first name, then it is probably safe
to use their first name in e-mail
correspondence.

B BRI S 2 PR TS,

B Iz TR T EE 0,

B B0y 72 TRAITEXDOBE
HswosoLenEd,

A EHIEL2H D 9,
B aFx7o7T, PEEmCET,

B nzeEEFHE L TlRo T RSy,

Successful E-mailing

Efl €222 A—LT77—AF2—A4
[EQRASI P S

EE HFE277—AFZ—LATERME
I BRBKEETT, HODOW T Thiud
77 —AbR—b%flizEd, LoL, #
NOMTDEEIE, EDLSWEL VRIS
kO T, WHARAEE LT, HEXDH
Itk 7 7—A PR —LTHUEPIFTEL
5, AMULSMHFEERZ 7 7— A b F—LTHA
ThbiwTlLxI,
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N9 B Contacting a Department or Team

HAERDBEARNITIEIX =TT SBRICBD X Ulce X—ILZFzv I UENkBEDE
WIRIFFFENE B A, —A T, XHAIBENICMBEEZD TR, BEYT SBERIEHD
PREEFREDTREINETT,

DL<p o o

Subject: Team merger announcement

Product development team members,

1| | would like to bring to your attention the memo | received from
2| our corporate headquarters. In it, the president of the company,
Mr. Yukio lizuka, announced that the product development
team will be merged with the research team to form a new
34| joint group. This will be effective from September 1st. Any
questions may be directed to me.

Shota Kudo

(147 At oAl
B BHZE T E AL

AP SV ABIZOVTEAMS B WELET, 2L, 2%4 - A A XA
R BFHRBT 2 AL LGS ETH LR EZES ERBROL L Lk, £
X9H 1L H»SifTINET, JHMPHD FLLOREFTBECLET,

P E NS )

. 0 I would like to bring ... to your attention. ~c>W\WTHEHMSEL I,
~BAbSETENET,

0 This will be effective from ...
0 Any questions may be directed to me.
BREMNSGDELISAETREVWLET,
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Useful Sentences

i3 This policy is effective D oAb IcifT L £T,
immediately.

B Our new program will go into B Zo#ih7ar 7 538 HITifTL
effect in August. 3

B Direct all questions to our B Bz TR Clito (FH) ko
lawyers. BEWLET,

B Questions about the program may B 7u 7 7 ol T 2 HMEAOE T
be forwarded to my secretary. BEWLET,

FAQ 1 4 Successful E-mailing

How do I express “&fu” in TEAL) BEETREDEIICE W

English? RLETD,

[T You can use “To all (name To all sales staff % To all R&D
of section or department) staff team members ® & 9 12 (To all + &5 4
[members]” as in “To all sales staff,” + staff [members]) DJETHEEET, 29
or “To all R&D team members.” THUE, ZDA— VR ETBEOREIH

This clearly means the message is ThbDTHEILDIE-EY LET,
meant for everyone in that part of
the company.
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Z7Z A9 B  Acknowledging Receipt

BEEOZEEI TR, EXENEVNCSERT 2DN—RNTY, BIFELD BERICHF
ICEE, ULhEXEEUTRFICEDIDNA—ILDBRAHAEEZET,

DL<p o o

Subject: Parts received

Mr. Bill Prince,

1| This message is to acknowledge receipt of the parts shipment order
2| #84123, dated October 10, 20XX. We have inspected all of the parts
and would like to thank you for your prompt shipment of our order.
3| We look forward to doing business with you again in the future.

Sincerely,

Masato Kogame
Procurement Officer, Matsu Fabrication Inc.

47 A DZ I

B - 7Y v R

AR =%, 20XX 410 H 10 HAHF o #&5 84123 oifi 2 ML 72 2 L 2 BB
ATH5DTYT, MM TNTHRAEL £ L7, Brkoneiz ddic L Twiar g,
HHWEITIET, SHELBIFITELZILEZELACLTEY ET,

728

< v BER A E Y

<Yt arx

. 0 This message is to acknowledge receipt of ...
AA=E , ~ZZBELII L ZBEATZIHEDTT,
0 We would like to thank you for your prompt shipment of our order.

LHOFXHERRICHFTUTWELE, HOHESTIVET,

[0 We look forward to doing business with you again.
FBPEINTESZ L EZRELAICLTEDET,
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Useful Sentences

B I'm writing to let you know that
our order hasn’t arrived.

A Thank you for quickly sending
the required documents.

Bl We are certain to do business
with you again.

B We welcome the opportunity to
work with you in the future.

FAQ 15

[T What should I do if I can'’t

tell from the person’s name if they
are a man or a woman?

[ BT In order not to offend
someone such as calling a woman
Mr. or a man Ms.,, it is best to try
to find out if the person you are
writing to is male or female. Doing
an Internet search will sometimes
give you the answer or you could
call the head office and simply ask
if the person you wish to contact
is male or female. In this way, you

eliminate a potentially embarrassing

situation.

D GHOEEBELEE T ARnI R
BEZWELET,

B pEEHERZICBREYIWLLE, b
WEHITZ0FE L,

B ¥7cftFzl T30 LV ET,

O [ekfldHE LB ICTAMAEZLEDICL
TEHET,

Successful E-mailing

AT & A5 2 2 I ©
ERVBAIRE S TRETTh,

M M., BHEic Ms. T 13
TARPICE 0 dic, A—=LOHFER
BHTHLH, KETHIDERET
ZEBRYITYT, 2y P THXNLD, Kk
ICEETHWADYE T, HIBEACHTED
HEHESRQTHEIOTLE), 29T,
PornkiEEGERIITICTARET,
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HAEL D 2T A  Requesting an Estimate

AYOTRBRECBEASNTVWRVERPY—ER, $2WIREDHEAE L EMEHNREL
BRI, X—ITEIRBEDEKBELISAT, FRICEDETEATINE SHERE
TBON—RNTI,

DL<p o o

Subject: Estimate request

Hi Jane,

12| This is Saeko Michinishi over at ABC Supply. | was wondering
if we could get an estimate for a D-130 paint gun and air
3| compressor. Please include the cost of delivery as we would
4| like it sent over to our shop. If you could get in touch with me
when you have the quote, | would appreciate it.

Thanks,

Saeko Shimada
Supply Manager, ABC Supply

74 0 BEES D o BRH

ZAIZBIE, Y=,

ABCH 794 D% xa - 2F=2TT, DI30 A ¥ M & BRUEMEO BREL H %
WEETETh, YEETHEL WAL EL DT, EEZ2E0TLES WV, R
B D 2R TERE UG 1 2 UFEV» T T,

E9F kALK,

ABC ¥ 77 4 R E

Hra.ves

. O This is A over at B.
BOAEBHULET, (EVRAXA—ILOBETHSBNICL L FbNn3)

0 I was wondering if we could get an estimate for ...
~DRBEEHEDEWLFETH,

[ Please include the cost of delivery. FEERZEHTIEE W,

O would like A sent over to B Az B ZTERZEL TH 5L\ e

0 If you could get in touch with me when you have the quote, I
would appreciate it. EEHONMARTERECEBVLEITNIEEWTT,
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Useful Sentences

i Could we get an estimate on the
cost of repairs?

A Could you provide us with a
rough idea of the cost?

B) Please figure in the shipping cost.

A Don'’t forget the mailing costs.

B Mail me when you've got the
estimate.

[@ Please give me a call.

FAQ 16

What if someone I don’t
know uses my first name in an
e-mail message to me and it makes
me uncomfortable?

[Y BT Please remember that in
dealings with English-speaking
cultures, the use of the first name
is common. It is not used
disrespectfully. Rather, it is a way
of treating the other person as

an equal rather than simply as

a customer or acquaintance. If
you deal with English speakers
long enough, it will become
natural to use the first name in
correspondence.

B BERORES D 22T £ 32,

B RO TEB L ZOHE WL E
T,

B Rz ED TSN,
B X2 e TR,
B AL TEELLOA—LZEI Y,

@ BEFE2 (I,

Successful E-mailing

EE kaoMFE»677—AF2—AT
MOMHFBA—LEL 50T, £ LELE
DRVEWV) EZEFLE) TIUL I TT D,

EE EEEOSUETIE, 77— R —
LEBATE2OBRINTHEZ LEE
NHEVTLEZ Y, 77—AF2—L%{H
IDIE, WEEL->THRVLRSTIEHD
FHA, LA BEEPHDEHELTT
137 ¢, NSRS OANRE L TET S5
ot EEEHOANERIMHEGZE,
A= LREHLDOPLY LD TT7 7 —A b R—
LEAES ZEDNHARIC RS TEET,
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i P TF 2335 Negotiating a Discount

FEPKE BAKE ZThETOBARERERISU TETFITONZEENHD T,
—AMICES | EZ28BDTIERL, FEICBONHZIEP, TEHEVWTBZXU Y hRE
ZHFICHATIRENHD ET,

DL<p o o

Subject: A-330 golf cart question

Dear Allied Products,

12| Thank you for sending me the catalog of your products. I'm
particularly interested in the A-330 golf cart, but the price is
3| slightly over budget. | was wondering if there are any discounts
4| available, or will it be going on sale soon? Please let me know
5| if there are, and perhaps we can work out a deal. Thanks.

Tadashi Yoshida
Pacific Country Club

-4 0 A-330 IV 7 A1 — b IcB Y 2R

774 K- 7uy s vigh

A a7 2R ML CuREE, HOYBEITIELAL, A330 T L7 H— ki
FRICHIRD S D £ 23, i3 Ut PHEBATE Y T, #5180 ET
B, 7, BHFICRROFERIS0ETY, bLIZTVELALGBAISE L
W, BBl 2FEHoNBEEZTENET, XALSBHVWLET,
ROVERY S/ PAREYA VA

yFy ATy

. 0 Thank you for sending me ... ~Z#MLTWEE, HOMES TS VE U,

O I’m particularly interested in ... FiC~(CEEAH D FI,

O The price is slightly over budget. H&NMPPEHDOFEZBITVET,

0 I was wondering if there are there any discounts available.
BN VETH,

O Perhaps we can work out a deal. E5|Zx&H5n2EEXTHEDET,
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Useful Sentences

i That is out of our price range.
A It is more than we can afford.
B Can we get a discount?

A Can you give us a deal on this?

B Perhaps we can work something

out.

@ I'm very interested in your new
sales idea.

We are becoming increasingly

interested in a tie-up between our

two companies.

FAQ 17

IS What should I say if 1
accidentally send an e-mail message
to the wrong person at the wrong
company?

[YET3 Sometimes we mistakenly

send an e-mail message to someone

when the message was meant for
someone else. If it is someone you
have frequent contact with, then

simply send a quick message saying

“Please disregard the previous
message. It was sent to you by
mistake.” If it is someone from
another company, or someone you
have less contact with, then you
should say the same thing, but add
a short apology at the end such as
“Sorry about that.”

Bz offitgld PR T,

B znZFoRBIEH D LA,

B #5 2 BEeTE ETD,

B ZHUcHl5 2 BCTE £ 90,
B 7 SARRESHE 2 EBuET,

@ FHOH L WIGERIC 7 LA ABEA D
DEY,

Bk & Witk & DIk bW T E £
L7,

Successful E-mailing

A—NZRDMF2HEEL ML
FSAE XTI h,

Jop)EES TP A — L%
EoTLEHIZ LD 7, HEICH
EER-> TV BHFICE->TLE- L
12 1%, Please disregard the previous
message. It was sent to you by
mistake. (BEEDXA—ILFERLTILI N, B
ELELR) LI iRy 2 —T2KD
9, flitko AY, #HigzWs L od
BWBAIZESTL E oA, RkD
Ay —=Y%3%D, Sorry about that. (%
URBDEEA) O X)) REVHIEOFTLEZ N
ZET,
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filifes Z i 2 e g %

Offering a Compromise Price

RS DR, SS5IMEETIFTESVWEWERICE, EFANGELEMEERRLET.
Ffe, ROXBICHB LS, BIRZIWZRELT 5 & TMIBRSNEHICERZ L6 BH

nE9,

DL<p o o

Subject: Forklift offer

Arnold,

Thanks for getting back to me about the price of the used
forklift. Your price of $2,000 is a bit over our spending limit of
$1,800. Would you be prepared to accept $1,800 for it? If that
price is acceptable, we will forward the money to your account
immediately. Please let me know.

Thanks,

Hiroyuki Sasamura
Koala Moving Company

e 74—=297 bOTHRE

7=/ IF,

T 7 2 —=27 U 7 FPOIIMEIZOVTBIEFEZH O L ) TS wE LA, THRRVELE
W72 2,000 Fov &I filitgid, Yo PHEFIRTH 2 1,800 FrzbTHhIiclz Tw»
9, 1,800 FLTRZIFANTOALETE T, 2NTLALITFIUE, HEBICHE

IZBIRDIAAL T, BHSEHCET,

a7 7k
toax - 9 L7

. 0 Thanks for getting back to me about ...

~EDONWTHBREEZWLEEHDNES I VWE LT,
O Your price of ... is a bit over our spending limit of ...

SRRWERWe~E WS g, LUHOFEEIBRTHZ - ZhbIMNCBITVWET,

[ Would you be prepared to do? ~UTWclEK ZERFTEXTD,

0O forward the money to one’s account immediately
~ANDORICIEEICAZY 2
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Useful Sentences

i) Thanks for mailing me back.

A Thanks for the quick response.

B Our budget for the new system is

$10,000.

7 How about $950 for the database?

B Would you accept $1,400?

@ If we are in agreement on
the price, I can send over the
payment tonight.

If our offer is acceptable to you,
please let me know.

FAQ 18

[T What if one of our

customers sends us a private e-mail

by mistake? Should I mention it to
them?

[YST3 In situations where the
client or customer has sent a
potentially embarrassing e-mail

message to you by mistake, the best

thing to do is simply delete it and
not mention it to the client unless
the client mentions it first. If they
do, then a simple response of “No
problem.” will help overcome the
situation.

B REVEZEHINE) TS ELL,
B RakINEz2H L) TIvELL,

B H AT oIcnT 480 PRI
FLTY,

B Z2DF—FR=21F 950 FILTW»n
TEh,

B 1,400 FATO2HTT D,

@ zoffitsck s LiFIuL, SEEEN:
LT,

Yo LETE s LITHUE, BHISE
CEEV,

Successful E-mailing

Il B& 0 o TR % A — L sttt
ENTERLLEITRETT D, HRTH
F3RETT

BEAEPHEED S B A OTICAE
FTUHNED A — LK S NLEGEE,
Fir6F->TIRVIRDAIRL THB->Tw
FL &I, BHLSMPF>TELEGEI
1%, No problem. (z&E#<) & &I [
EFIUERIEIC IR D FE A,

4
- Web ?

FPdedE - M


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-226-1

BN Z P 3 B Negotiating a Contract

ZHABRICOWTEER > TRETEN, BETHIN ThEedbA—LOPhEDHRIFT
FREDBINIT—ANAT—RTY, ROXBZ, EFRNBEERDOAEZHASHICL TV

3

DL<p o o

Subject: About the contract

Mr. Wayne Whitehouse,

Thank you for sending over the proposed contract for the
plumbing work at our new business location. My lawyers have
looked over it and there are a couple of minor details that
| would like to discuss with you, namely Articles 13 and 15
of the contract. If you could give me a call, I'm sure we can
come to an agreement and finalize the contracts.

Mitsuaki Sano
CEO, Takeda Dirills

[UECRE< el The
TIA Y RTA AT AR

BHOBIEL TOKELFIIT 2 TREDTENEZEMNLLE, HYHLHITT
WE LK, WHORELPHZBLZ LS, REZMETIESHD A, VWL
PEFHELLEVENHTECD L7z, ZUHED 135 16 KIBILTTY, BEH
2L, ABD)I AZNZELDO5N51ETTT,

877 5 BV VR R E R
TYTE Y

Thank you for sending over the proposed contract for ...

BE
~ICET 2 CREOENECEMWLLE, HoMESInE U,

O look over .. ~IcBZ®Y
0 There are a couple of minor details that I would like to discuss
with you. XELFEETEHDEEBAD, WK OMEFEL LIcLWENMETEWD E U T,

0O I’m sure we can come to an agreement and finalize the contracts.
BREDSZAZNEFLEHENZIETTT,
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Useful Sentences

i I'm reading the contract sample
you sent over last week.

A This is our standard contract.

Bl Management has examined the
documents.

@A I will read through the contracts

to see if everything is in order.

B I'm sure we can reach an
agreement.

@ I'm sure we can resolve these
minor points.

I'm sure we can find common
ground.

FAQ 19

JITEIT How can I make sure my

e-mail is read and doesn’t end up in

someone’s junk mailbox?

[YT7A If you are contacting
someone for the first time, your
e-mail may be sent directly to that
person’s junk mailbox, where they
may or may not see it. One of the
best ways to avoid this is to use a
clear subject line, stating what the
e-mail is about. For example, “SY

Ltd. Contracts” or “Follow-up to our

meeting last week: Maiko Kaneko.”

While no guarantee your e-mail will

be read, it may make your message
stand out and not be mistaken for

junk mail. A second way is to e-mail
them through a link on their website.

B Sl BiE D w2 w7 FRE O B % i
ATED XY,

B Zud Mt o R RN E T T,
E) PR GR L £ Lk,

B WED R CHENHELZ L CHATHET,

B ARTE2bDLMELTEYET,

B Zh o DUl SIZFRTE 2D LIl
BLTEY T,

H\CHSEDFERRICIZ TS b D LHEF L
TEh T,

Successful E-mailing

AL A — USRI T I G &
n, FEX—LELTHEbN VI HIZT
21T E ) TUT I wTIh,

WO THEMT BHTFICA—LEXS
B, ZDRA—=NIEZDFE FMHFDORER —
Ry 7 AILEGN, ENBL2L LN
FHA, IhxlEF I, HaE LT
T2 A=V THEEWT S I LA
—&XKYITY, HAiE, SY Ltd. Contracts
(SY#HX£1240) £ - Follow-up to our
meeting last week: Maiko Kaneko. (¥
J-7%30: KBEORFEOTAO—TFvF) DL
ICLET, X—DHENLRAEIEEH D £
AN, A=)V EHINIE, REXA—LL
fEbLNZVLHIICTELZLDLNEEA,
HBwiE, HEOF—LX=JIZHBY v
IR NVEENT2HELHY T,

51
- Web

FPdedE - M


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-226-1

BNCHAET B Agreeing to a Contract

ZWTERLBERIR, BEIXEZERLET. BUXEDSDZ 2 BHABL, EEHTE
ZUTHED 1 BIO>RELEI. BEDOXA—ILERRD, ZHNEDREXD I RICIFRAR

DERZIDRIFNERD KB A,

DL<p o o

Subject: Contract completion

Ms. Ronda Harrington,

We are pleased to announce that we have looked over the
contracts you sent over last week and everything is in order.
We have signed the contracts and will send back one set of
contracts to you as requested, and will keep the second copy
for our records. We welcome the opportunity for this tie-up
between Harrington Fashions and Chrysalis Shirt Company.
We hope the relationship will be mutually beneficial and look
forward to a long working relationship together.

Sincerely,

Takashi Wada
Owner, Chrysalis Shirt Company

PE4 s e T

=P AR I N2

SEHBRED WL WIFEIRICHAE L, Fo K MENR» -7 I LEBEATREIEZ
W LET, BHHICBELVELLELEDOT, Tkt BHHOFHEBXD L
7, &) M HESHICRE L LET, NIV Y Iy varvhl 27U B Y R

SR VHMPREEICE S EEREFLABVET, ZoBRBBTOMEE LD,
DOREICBIEHETEL L2 LAKLTEBY £T,

[/e=8

7P AT v VA —F—
ghy 95

. 1 We are pleased to announce that .. ~ZEATEEBEIVWCLET,

0 Everything is in order. IXTHEZZVWEtA,
Jas requested ZHERDEKDIC
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[0 We will keep the second copy for our records.

2 BB RBYHETHEAICREVCLET,

[0 We look forward to a long working relationship together.
RAOBICRHABETEZEZEULAICLTEDET,

Useful Sentences

i) Everything appears to be correct.

A Everyone has signed off on your

proposal.

E) We look forward to the chance to

meet with you in person next week.

@ We think both companies will

benefit from this line of products.

B We believe this new office design

will benefit us mutually.

FAQ 20

[T When can I use “Sir” or
“Madam?”

BT “Sir” and “Madam” are
becoming increasingly rare in e-mail
messages. But it is possible to use
them in certain cases. For example, if
you are making first contact by e-
mail through a website link and don’t
know who your message is going to
in the company, then you may want
to start your e-mail message “Dear
Sir or Madam,.” Another time is when
you are sending an e-mail message

to a group (such as a group of male
lawyers). In this case, use the plural
sirs, as in “Dear Sirs,”

B LR R L) TT,

A Hto TRENLTREPBALE L,

B BBEEES I 5 DL ATY,

B ZoOmH 7 A v el 2B oD
bDEEZTENET,

B ZoHiLut 7 4 AFYAL V2T OH]
WCHEZHDLELTBYET,

Successful E-mailing

5l Sir$° Madam &\ o2 £ 92,

Sir £ Madam (3% 1 * — L TiZ R
%) LD, HEOHEIIEEY
9, HlziE, 2y b EDV YIS HD
TEMT 2L EMAFED IR v 2 —
P Db S BB AICE, A=)
1% Dear Sir or Madam, Tl % & X\ T
Lx9, £7, BHE»YoR#ELI V-
TD k) BEMIC A=V EE DL,
¥ LT Dear Sirs, Zfli %7,
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WRINAKZ LW $ B Modifying a Contract

ZHARIFZNHAB P EEENICETENE T, BOABTOEBREHRICTONET . R
OXHIE, BATIRRL ERNETBRORNIABROEE (ABP TS VEERE) 2R

TWEY,

DL<p o o

Subject: About our cell phone contract

Dear Mr. Riley,

Thank you for notifying us that our current cell phone contract
is about to expire. We would like to make a few changes to
our current contract to better reflect our company’s needs.
Could you please drop by our office when you are available to
discuss the changes that are necessary for our new contract?
Thank you.

Yasunori Ohno
Ohno Cement

P70 Stk oGRS L T
74—k

L OFETEFEZNPE O R UND L2 BRI R VWRREE, HHBL) T 0E
T WHOBED = —RIGL T, BEORINE 2L PETR L EFEL T, #
FIEFNCDELEEREZFE LAV ERVWETOT, JHMAENLALLEEILD

RIFBIEFETe, E9ZEALL

FF) X b
YA/ AKX/

. 0 Thank you for notifying us that ...
~THDIEEBMOSBEWLEE, HONESTIVET,

[ be about to expire MR YINZEI2THD (HHRMIINDBERIICHES)

0 We would like to make a few changes to our current contract.
REDEWABRZEZVEBLLEWERELET,

O reflect one’s needs =——XZRBREtE3

0 Could you drop by our office when you are available to do.
~UIEWERBWET DT, SEHENLZUWEEZICTRFIWEEITETH,
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Useful Sentences

i) Table 3 of your prospectus better B BEHICHZ2E3IDIEFIBHLVE L

shows the new building design.

A Let’s discuss what needs to be

done to improve our bottom line.

E) These parts of the contract need

to be fixed.

@ Please stop in when you have a
moment.

FAQ 21

If I send a short e-mail
message, won't the recipient think I am
unprofessional?

YBT3 Not at all. In business,

people are busy and they don’t have

a lot of time to deal with all of the

mail coming in. People appreciate it

DTHFA 2 ED IR LTOET,

B Ytk olGs %2 UGEET 2 7201 % T 240
ERHE0EFELEVEL &9,

B ZEO 2 s Ot 2 EIET 2 233
HhhET,

0 BHEOH 2 & FICTRHFASET,

Successful E-mailing

EEl mvex—n2%2 s, AIcI3REs
BRI B EZEHFIELNEIDTIE AW
TL &I D

EE zA%5Z:LEHYEVA, EPRZ
DEGTIEENLBLICT, ETET
RTDORA=NVIEN T2 RMIEH D FHA,
iR CHEA A BTV IEI EH SN ET

if you are brief and to the point and LU, @& AoftHz2c L 7,

it will make the reader’s job easier.

55
- Web

FPddd - M


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-226-1

PR PRT 5

Offering a Compromise on a Contract
EYRADRHFELEERLOBRIBIRTT. B=EIMEROHODITES D FLA
DT, BORBICOWTHILBEREE SH—ALZBRELTD, RBTZULHSBD
Ftho

DL<p o o

Subject: Contract resolution

Steve,

We seem to have reached a deadlock on the contracts. So, in
order to move things forward and get this contract completed, we
are willing to compromise on the price of $2.32 per square meter
of flooring as you proposed. Please send the contracts over and
we will get them signed and back to you as soon as possible.

Thank you.

Shin Nakamura
Flooring Masters

P47 0 BT DT DRREE
ATA—7,

FIFTEREE > T2 X Iclbngd, 2D THNERLEE 27201,

BOREOELICTITFH A=A YED 2 P32y b7 7Y v Zlitgicown
THREFD T, BUHEZBEY OELZTIUE, BALTTELZRTRCBELLET,

EALCBHELET,

707V ITRARY =R
vY AL

. 0 We seem to have reached a deadlock on ...
~CBEULTITERFE>TWEESICBDNET,

O in order to move things forward EZRIICEDBHIC

[0 We are willing to compromise on the price of ...
~DIEGICDOVWTHEHRETD £,

O Please send the contracts over and we will get them signed and

back to you as soon as possible.
ZBEEREED WeRIINE, BEEULTTESRIFRECERLLEY,
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Useful Sentences

i} We seem to have hit a roadblock ) %t:OEEGHEDEFIC S Do &9

in our construction plans.
A This bill is stuck in committee.

Bl In order to get things moving
again, let’s meet to discuss the
deal tonight.

@A In order to take the next step,
we first need to complete this
paperwork.

B We would like to offer up a

compromise in order to get your

business.

@ We have done nothing but
compromise, but you seem
unwilling to do the same.

We will have the signed contracts

sent over this evening.

FAQ 22

[T How do I bargain with a

seller, for example, in an online auction?

[YETT4 Online auctions can bring
great savings for your business if
you can get a bargain. One of the
best ways is to send the seller an
e-mail message outlining your offer.
You could write, “Instead of $225,

how about this deal? I will give you
$200+postage and will pay by Paypal

immediately upon receiving your
agreement. If this is acceptable,

please let me know.” Very often this

will be successful.

<7,
B COFELEIZHALTITE EF>TwE T,
&b

B FEEHHET 2 72012, SRER L TN
lERELAVEL LI,

B ROBREICED X, F9oEg LS
2R 2 E BB D £,

B 85t E BWEITE 2 X914 th2 5 5Aa
FHOET,

@ Y Z L TEDH T, BT FA
HARMLB TS ER AN,

BHLIHNE 2 SHBED LET,

Successful E-mailing

BlZIE, v bA—2varTld, 7%
DFLIREDLHIICREL ETH,

v A—rvavid, HETHZ
5 ERERMMNICHZY T, mHFOHIE
DVEDIF, MFIHEZTED FIcA—VT 3
Z &t T 7, Instead of $225, how about
this deal? I will give you $200+postage
and will pay by Paypal immediately
upon receiving your agreement. If this
is acceptable, please let me know. (225
RILoRbbIC, ZOERSEWADTIT D, AELT
Werzinid, 3<ier1/0ULT 200 RILEB®EE%Z
XIWET, chTLBULITNIE, BHSELLTW)
RELEZEFT, o959 F EET,
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RiIEs 2 @y %

Notifying Annulment of a Contract

ASHDERTENZEIRT DEENH 0D 9, ZYNRETHRE DESIFEZNERE OEHRIC
RIS ZBEEHDFIN, BUERMICH > TEHRLAVNWIENZVTL LS, WThoiF
BICHBEFICEEALEBRERT IENEELVWEWVWZIET,

DL<p o o

Subject: Contract cancelation

Dr. John Mathews,

1| This is to inform you that we have decided not to renew our
bottled water contract with you upon expiration on June 30th.
2| Unfortunately, our company is going through a bad economic
3| situation and these cutbacks are necessary. Once the economy
4| improves, we may again contact you. Thank you.

Mio Kondo
Chief Financial Officer, Kondo Dental

P70 BRI fRER
Yav-wya— At

6 H30 HTHMUINE D FT R ILEED Y 4+ —F —DFIIZOWT, FHF L2V
ZLIEARDELEDOTBEBEAVELET, BXENSYHIEIAUTICHD, oD
BB L 2 ) £ L7z, A EAETIE, $CIEFLATHEKETE IR LNERA,
AL BHNLET,

av Ry F vy VRS EETE

A -aviy

. O This is to inform you that ... ~Z&HSEWLET,

O renew one’s contract with ... ~&DEWEEHI 2
O upon expiration R YINRE

O go through ... ~%&&93

[ once the economy improves RN LEMIFIET<IC
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Useful Sentences

i) We are cancelling the contract.

B We would like to nullify this
contract.

El We must make significant cuts to
our budget.

B The head office is looking to cut
expenses wherever possible.

B Once business picks up, we will
begin hiring new employees.

FAQ 23

[T Isn't it bad to give a
reason why we are cancelling a
contract?

YBT3 Not at all. Just as with
giving a reason when you cancel
a meeting or are late, you should
also give a reason why you are
cancelling a contract. Your answer
may help the other company
improve their services. In many
English-speaking countries, there
is an expectation of a reason. Not
giving a reason seems cold.

B WO HELET,
B CoZEWFELLWEFLET,

B PRZAIEICHIRL 20Uz b 2 A,

B ARtLIIATHE AR IR D DRELHIIZ R ed T
7,

B R kA2 S BRI 2 ML £ 9,

Successful E-mailing

B 5920083 2 oM &b~ 5
L BREITT

KLRTT, MEEWMOMLAED,
Enr L xiclhzdRz0 AL T, #
HERD BT HAEC OB ZRRZRE
TY, 29T 52 L THFEOY—E RN
ki ionb LnEdh, EEEDS S
DE% T, HEZEBRZ Z EBHFIN
7, Ml EL GV EBKICEbN ST
L9,
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R)EZ XGPS B Sending a Contract

ZWEDERMIE, WANERICERUVIS XA TERICXEZEHRL 9. BFAICERZHE
RBUTHES>THSERBEDEARI DI EbHNIE, ZhERTICTER L LZNBEX
U, BRZRDZHEEEHDET,

DL<p o o

Subject: Contracts sent

Deb,

1] I just sent over the completed contracts for our new distribution
2-3| agreement. They should get to you by Friday. Please look
them over upon receipt and if there are any problems, let me
4| know. Thanks and we look forward to working with you.

Asami Sudo
Bando Bottling, Ltd.

170 BRE RN

77,
FHOMBERICET 2 ZENEAFE LD TBREY LE LA, £EHETIcES
39T, UMY REHZEL CALE, M2MERIS LB E
Ev, —HICHHBTERILEEZELAICLTEDET,

NYRGH LY I
7Y AKY

. 01 just sent over the completed contracts for ...
~ICBT RENBLIBNELEDOTRED LE LT,

0 They should get to you by ... ~&TICZ55ICELIEZTTT,

D1look ... over ~IcEHZEY

0 upon receipt XELZWL

0 If there are any problems, let me know.
AINEENSDELESEHSEL LI,

0 We look forward to working with you.
—HEICHENTER L EZRELAICLTHEDET,
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Useful Sentences

i) I just mailed you the contract
sample you requested.

A The contracts are in the mail.

Bl The contracts should reach you
shortly.

@ Please read over the contents of
the contract.

FAQ 24

How do I write “®En =
%” in a message when someone has
completed a project?

(BT “sEn 7 doesn't translate
directly. Instead we look at how “&
EnS%” is used to see if there is

a similar usage in English. At the
end of a project, one might say in
English “Good work!” or “Good
job!” or “Thank you for your hard
work.” Each of these represents the
meaning and feel of “GEnS£.”

B CHEDOH - - REDORAZEBRED L
L7,

B ZIFFERL £ L7,
B ZERE b 3T TY,

0 ZREONFICHZBL TLEZ W,

Successful E-mailing

TaY ey b E%ET LA TEE
NEFE; EA—ATEIICREIFHTIZL
VT,

EE "sENSE BEHATSERADT,
ZndsMlib ik ) AL TR £ B
Wb LEFEZET, BEOKTRICIGE
Ti% Good work! & 7> Good job!, Thank
you for your hard work. %z £ £ 59 Z &
BHYET, wInd 'BENIE) LR
L FEEABITVLET,
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819 A Ordering a Product

ARmDEXIE, RFEEEFEOY A L TELR, itk MHEZERLLSATEBAL, H—RRE
TRHENERLTVWEID, BAZHEET ZRIICRABRRPARLZMRHICOVWTA—ILPE
FECHERT B ENKRTTT,

DL<p o o

Subject: New order

Greetings,

1| I would like to order the following: Four all-season radial tires
for each of the eight 20XX Skylarks in our corporate fleet.
2| According to your website, these are currently on sale for $899
3| per set of four. Could you confirm that you have enough in
4| your inventory to supply our company? Thank you and your
prompt response would be greatly appreciated.

Yuko Yokoi
JP Transport

PE4 - BRI

ZABIE,

DToOmmzEXN7LET : 2T 20XXERANAL 77— 8HBEFTDA— LY —X
VI TAEA Y, HEOT A MickBE, INS3vE 44K -H899 F TG

INTOET, Yk~ 27 THEHRSSH 2 2 L2 TRV ZT T, BR
BRFWLZ T IUS TN D £ 7,

JP Hiiik
a2 a-3a4

. 0O I would like to order the following:
UTFom&EEXWLET  (QAYEES)

O be currently on sale for... ~ (£%) TRFEHRTH>

[ Could you confirm that you have enough in your inventory?
THABREENH D &% SHERWEFTET M,

O Your prompt response would be greatly appreciated.
FEABREVLLEFNELZWAABND T, (RERREE KD DRER)
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Useful Sentences

i) I wish to order this desk.
A Can I place an order?

B Could you make sure you have
this supplement in stock?

@ Are you certain that this work
station is still available?

B These tools are being discounted

at the moment.

@ There is a sale going on now.

FAQ 25

[T How can I ask for
clarification if I receive an e-mail
message from a client that I don’t
understand?

[N BT Sometimes what is written
in a message is not clear to the
recipient. If this is the case, you
can use phrases like “I'm afraid I
don’t understand your question.” or
“Could you please clarify what you
mean by ...?” This will usually solve
the problem.

B ZoPZEEX LD TTD,

A EXLTEETh,

B Z DSOS 2 DHERL Tk
T E T h,

B ZD7—7 27— a vz ATHE
Th 3 EEPTT D,

B o o@EREBBHERLI Eh T,

@ FEe—npcd,

Successful E-mailing

BEDSERD L DA SR BA—
NEZIFR-726, EDXHICL THIPE
Ko XTI,

A=V OWEHREE I IR TS

BOIEDRLELIEHDET, 2054
1%, I'm afraid I don’t understand your
question. (KL TIH, BRDEHRI LMD FEA)
% Could you please clarify what you
mean by ...? (~OBKEHBLTWLETETH)
DX IcH;RE T, WHIF I TR R
WIsTLiI,
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WX ZEWH G 5 Changing an Order

EXUIRICEEZEMLED, HOBREEBINBAYZEANHDFT, —MICENREFH
EDEFSHR/RBRDT, FEBESITEA-IELDBBEFETERL THEIT S EBBETT,

DL<p o o

45

Subject: Order change request

Alonzo,

About the order | sent you this morning, is there still time to
change it? | would like to add two more boxes of photocopiers
paper (from four boxes to six). If the order is already on the
truck and en route, then please disregard and | will hold off
until next time. Anyway, let me know. Thanks.

Kohei
Wild Entertainment

P47 HDUHEE D B

Tary,

FIESTEITDWTTT, FLELHETEETH, av—MHiE 2HBEML 2w
DTT AR>S 6FHICEHE), X LLMmAb ) b7y 7 Tlinkbhchinil, 2ok

FHGIZIEGL L T ARSI, RENSEXL T, winict X, g 230,
zrAL<,

JANFZY Y —FT—XV

a4

. O Is there still time to do? ~32RENELEHDEITH.

0O I would like to add ... ~ZBMLEEVWDTY,

O be already on the truck and en route I TIChZ v I THMEFTH D
O disregard ... ~%=HEHEI>

O I will hold off until next time. REFTEHLZY,
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Useful Sentences

i I'm checking on this morning’s
order.

A Do you remember that order I
sent you?

B Do we have time to adjust that
order?

@ We're running out of time.
B Please ignore my last message.

[@ We will delay making a decision
until after next week’s meeting.

FAQ 26

Should I send a
confirmation message when my
colleague sends me work or has a
request?

Y5733 Definitely. Just a quick note

that you have received the work
will put the sender at ease. You
might say, “Got the work order you

sent. I will have a look and get back

to you.” Or perhaps, “I saw your
request. I'll try to get to it as soon
as I can. Thanks.” These will keep
your relationships with co-workers
moving smoothly.

B s oziztgR T,

B BXD LI ZHATOE TR,

B BT 2R3 H D £ T,

) WD e e CEF L,
BREEDA Y=Y REHLTLEZ Y,
@ KHOLEIED 2 FTREERES Y F T,

Successful E-mailing

D & (IR D X — L % 32 1F
Woteo, ZEMRADXA—LE2ELRET
Th,

EE zolsbh Ty ALHKEEZZ -
72 ERHICAISETHIT 5 21T Tk
FF 0L £9, Got the work order you
sent. I will have a look and get back to
you. (FEEBEEZITMD K LI, FRUTHREL
£9) ¥ 72 1%, Isaw your request. I'll try
to get to it as soon as I can. Thanks. (&
BEWEFE U, TEBRIFELWMOIMNDET,
BONESTEVEY) BELFAET, IHH
T, R E D ARIBIR D 2 A —Xizwv
<Lk9,
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SZVEMERR  Confirming an Order

YA hDEXNR—IBRELZBEENERICERA—ILNEBNICESNTEEIH, X—
WEEBEXTIHRENBZWCEEHD, BFERHKEX-IDNBEBVTWEDNRRICED T

EDBDET, TARBEEZFHERX—ILEEDTT,

DL<p o o

Subject: Confirmation request: Order #3224

Jake,

Could | confirm that you received my supply order last week?
| ordered via your website. The order number is #3224. One
of the parts we ordered, the oven thermostat, is pretty urgent.
If you could check on that and get back to me, | would
appreciate it.

Yosuke Tachihara
Tachihara Bakeries

T4 HER D BV @ SO #3224
A7,

SOEMERZEC L E LR, RHEAI 0 L2 IHRCEETETH, kv 27
P4 MEHTECLE L, EXHFEFTIF3224TY, EXLEHHROVEDDL—T
VH—ERAYy PIAZHEL T, JHRO I ZABEFEZOLETUETEVTT,

§FNG S —
AYRy - FFAT

. 0 Could I confirm that you received my order?
MDENZZEBR I oI EZTHBVWERITETD,

O I ordered via your website. Hitv 741 MRETEXLE U,
[0 The order number is ... EX&ESE~TY,
Durgent 2ZEJ3

0 If you could check on that and get back to me, I would appreciate it.

CHRDS ZBREEVWLLEITRIEEVNTY,
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Useful Sentences

i Could I have your order number

please?

A My order confirmation number is

122863.

B Could I just make sure you
are shipping our order on
Wednesday?

@A Could you check on that for me?

B One item you ordered is out of
stock.

@ I sent you a message through
your website.

FAQ 27

[N What is the proper way
of indicating the date? Wednesday,
May 2, 20XX / Wed. May 2nd, 20XX

/ Wednesday, 2nd May, 20XX—there

are several ways. We are often
confused.

YBT3 Each English-speaking
country uses a slightly different way.
In the U.S. you can say “The meeting

will be Wednesday, May 2nd at 2 p.m.”
or “The meeting will be on Wednesday,

the 2nd of May at 2 p.m.” In Britain,

you might see “The meeting will be on

2 May, Wednesday, at 2 p.m.”

B EFE T2 BRASE VT E T,

B R CiEREF S 13 122863 TT,

B KBEHICHH L T2 208 b
HTEETh,

B 22T RRET £,

B HX 2RO R H OO LD HEREIR
o7,

@B BT —LR—U5 A=V EHEEL
F L7,

Successful E-mailing

HNOELWERLE AT #

S, Wednesday, May 2, 20XX. / Wed.
May 2nd, 20XX. / Wednesday, 2nd May,
20XX. 2 L, W22 HBDT, K EiL
LE9d.

WHETIREIC L > TH TR
HERLFELET, KETIE, The
meeting will be Wednesday, May 2nd
at 2 p.m. &b The meeting will be on
Wednesday, the 2nd of May at 2 p.m. &
b FH W E T, JEETIE The meeting will
be on 2 May, Wednesday, at 2 p.m. & \»
IBVTHTLHY ET,
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X ZHMHT B Requesting Shipment

EX U EERDSBHABNENBWERICIE, LEEICERDEREZANET, RZ2EJ 25
BPXA—ILDRENRZWEEICIE, BFETHWEDLESZELWTLLS,

DL<p o o

Subject: Missing order: #14478

Dear Shipping Department,

1| Nearly two weeks ago | put in an order (#14478) for two
2| replacement conveyor belts. | ordered them to be sent
by express mail, but as of this morning they still have not
3| arrived. One of our belts snapped this morning and we are in
4| desperate need of those replacements. Could you please ship
5| our order immediately? Thank you.

Taro Hatoyama
Beltline Snacks

P90 S D R ¢ #14478

Jicsk S g

2EMNE ERNCSHH 2 v RY OV b 2 BAEEXL ¥ L (ECES 14478), #GESE
TESTVAEETZEIIICHEXLELED, FXORBTEZETEY A, R
WEDVDEDDGHLEENTL £\, MBI BIMLETT, EXMERAICKE->T
W ETY, KALSBEHWLET,

RNV FTAVAFY T A

A= 07 IAN S g

. O I put in an order for ... ~&FXUFJ,

O as of this morning $SHOHREET

[ We are in desperate need of ... UiF~DERLETT,

[ Could you please ship our order immediately?
EXBERRICE S TWRITET D,
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Useful Sentences

i) We are in urgent need of color
toner cartridges.

B We are desperate to get those
parts.

B Please have that delivered by
courier.

@ Please have the parts flown in
from Sweden.

FAQ 28

[N What is a polite way to
prompt a quick response?

B 77— b —RELMIETT,
B &9 LTHINs DB BELRDTT,
B 23 ERE Tk TS,
B iz AT = — 7 v SHZRETH D &

BTSN,

Successful E-mailing

A=V DOBRHEE TORVICHERT 3
FOH M TT D,

[T “1 would appreciate it if you I would appreciate it if you

could get back to me as soon as

possible.” or alternatively, you could

say “Please get back to me at your

earliest convenience.” Both of these

will work, and you should always
end with “Thank you.”

could get back to me as soon as
possible. (TE 3R BRBEWEF D BN
D #%7) % Please get back to me at your
earliest convenience. (C#HEN D EREHE
HORPNEEWNTY) DLWV TL XY, &
B 6 b F T4, XKICIFHAT Thank
you. ZiMAE7,
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$83%5 7% A9 B Notifying Delivery

AREERPFERDBER, EXEFADNRTRDICUERSBENELZIEHHDET,
RDESIE, MBADABPEXAEICDOVWTTEZRITEBNICIZZ THIF S EHRIITI,

DL<p o o

Subject: Today’s delivery

Claire,

Thanks again for your order. This is just a heads-up to let you
know that your order is on the truck and should be delivered
about 1 today. The driver’s name is Damien and, if he gets
delayed, | gave him your number and asked him to call. If |
can be of further help, feel free to let me know. We appreciate
your business!

Hisako Fuijita
Computer World

P4 AH ORGE

JV7,

THXWALERDTEILFL EF T, BASEWALET, JTHEXOMIENT Y
7 CHGEPT, AH1IBICEBHEITEET, FIAN—DLA4RIRSYI7VTT, B
TN HAICIIBEETELLICZLLDEFRBTE2EATHVET, &5
KBRSV THIENTIVELLS, TEHERSE> Lo T LI, JEHE:
REHNNE)ITE0ET !

avEa2—¥7—)LFK
eya.7vy

% O Thanks again for your order. ZEXWcEEXHTHILBL LIFET,
O This is just a heads-up to let you know that ... ~Z&HM5ELEWVWLET,
O If I can be of further help, feel free to let me know.

IEHICHBRICIITEIENTEVELES, TEBBIELr>TLLE,

[0 We appreciate your business! CEBEWIEEHOIESTSNET !
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Useful Sentences

i) Thanks for the heads-up!

A We will ship you the remaining
items once they are in stock.

Bl Thank you for your business!

FAQ 29

IS Should we send any
seasonal messages, say, for
Christmas or Halloween? Is e-mail
enough instead of cards?

Y57 While more people are
starting to send e-mail greetings,

unless it is part of another message,

this seems unprofessional.
Christmas cards are traditional and
always look good. Since Japanese
New Year is important, these cards
may make a positive impression as
well, even to your foreign clients.
But, those are generally the only
two holidays when it would seem
normal to send a card.

DL O EH L) T 0T !
A %D ORI AFIRE TR L ET,

B BEH L) T ET !

Successful E-mailing

7Y AT ARNTYT 4 =ik EDIE
BDOHNEOEKELRETTY, A—FD
Kb DX =N TH+5TTHh,

A= VTR HVE D% T 5 AD
WZTHETH, Hoao—HE LTA
NZDTHEVIEY, EPRRAICIELEDL
(W TL XY, 7V A2RH— i
THY, REMbTEENE T, HAT
BIEAKYIZDT, 29 Lih—Figst
FOMERITHLTH KOHIRZ L5250
bLNFERA, EZL, I—F%2EZ300
HRZDIE, —BRNIZZD2o00kAC S
WY,
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XK T B Requesting Payment

TIWEREDRN 7 7ML TENT B DB D ET, FRERL E DFMIFFREAREKIC
RENTVBDT, A—ILAXICEHWE D EFRERNOASE, BARE &3 WHAR
BREEMRICEELET .

DL<p o o

Subject: Payment request: Office window repairs

Mr. Jerry Smithers,

12| Thank you for your business. Enclosed please find the bill
3| for the repairs to your office window. If you could send your
payment by August 31st, we would greatly appreciate it.
4| Thanks and we look forward to serving you again in the future.

Emi Suzuki
Archetype Windows

PE4 : SGFER 4 7 4 ADBRDOER
Y= AIY—Xhk

BEHHYBEITIVET, BEA 74 2Z0BOBHROFERELZFN AEZLET,
SH3lHETRELL VWAL ITIEENTY, SBELBRICTTEIERZELAI
LTEHET,

T=X%%4 794V IR

I3 «AX¥

. 0 Thank you for your business. BEHONESTVNET,

0 Enclosed please find ... ~Z/HWULET,

0O If you could send your payment by ..., we would greatly
appreciate it. ~FTEERLVWWZEFNhIEENTT,

[0 We look forward to serving you again in the future.
SHELLRICITRIIEERLAILTREDET,
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Useful Sentences

i) Attached to this memo is an
invoice.

A Here is the payment request for
services rendered.

B Your bill totals $32.48.

@A Please forward payment by the
due date on your bill.

@ Please pay immediately.

@ Along with this message I have

attached a coupon for your next

order.

We hope to serve you again soon.

FAQ 30

[T How can I be polite but
request payment immediately?

[YBET3 Getting someone to pay is
often difficult. One way to request

immediate payment is to say “Please

pay upon receiving this invoice.”

This is a very polite and formal way

to request payment immediately.

B 5RWMEZ DX — VISR L E L
7ze

A ZbLohZ
RKETT,

CEREIIRE 32 Fr48 v b T,

REICEBRSI N T A HIRETIcEX
P2 &,

B 751t S,

@ XElD S THEME 2T
BARRX—=IVIZHR VL ET,

MWW —E ADFE
3 R
a
%51 %

FOTHMAEBRHFLLTED £,

Successful E-mailing

£ THUSRE A %
ICRDZENTELT

Twhw

EE ANcEHB->TH5IDIHLWI E
TT, TCIRKIB->THH W nE FiTiZ
Please pay upon receiving this invoice.
(ZOFERBAEEZRZITIMORESINVWVEVETY)
EWVIBLHERHD F9, AU
WERD L, FOAATORWTT7 44—
WIRBITT,
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AN TTIR 2 RS 5

Asking about the Method of Payment
REOZIWTERZEPHS, EEICL>THERBDET, A—ILTPHEDLTWERE
THNE H—RRFNERTT. VISA & Master B2 WT VORI THEIETH, Z0f
DBAREBLEL &5,

DL<p o o

2-4

Subject: Payment question

Luke,

I'm just checking to see what forms of payment you accept.
Do you take credit cards? If so, which ones? Can | do a bank
transfer? If none of those is available, let me know and | will
stop by and pay in cash.

Thanks.

Tomoko Saito

PF4 AT W T DB

=7,

HWREAZDCAHEIZOWTERRLET, ZL¥y b AN T2, iz 3
%5, EOB—=FTTh, SATRVIAAREITETT L, WINLMEIHETL 2 5 JHig

VWET, 255129 20> TS T VE T,
EALCEELET,
FEa -4 LY

. 0O I’'m just checking to see what forms of payment you accept.
ARERTINWAEICOVWTESNRUEY,

0O Do you take credit cards? If so, which ones?

ILIYRA—RRBEZIRITNHEADES, EOA—RTIN (COEFEFEY M TEZELS)

0 Can I do a bank transfer? RiTIRDIAHIFIRETT D,
O If none of those is available, let me know.
WINHEEBETURS SEIEEVWET,

O pay in cash BR£TXS
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Useful Sentences

i3 Which methods of payment will
you accept?

A Can I write a check?

We are a cash-only business.

@ We expect a cash payment by the

close of business today.

@ I will forward the money to your

First Hawaiian bank account
#31256-8 today.

@ I will move the money into your

account upon completion of the
work.

FAQ 31

[T What is the proper way
of asking if my e-mail has been
received?

[T “Did you receive my earlier

message about ...?” is the phrase you

are looking for. This is useful in

times where you sent something but

did not receive a response.

B FJRE 2 S ITEIRAT T 20,

B MIFTH XTI h,
B Bl vesEeL T,

B KHOXEBK TR E CICEETO B
WEEBHOWLET,

B AHEGD 7 7 — A UL T UBITO
TP 31256-8 IZR D IAA E T,

@ EEL5E TREELD PRI BIR D A A
LT,

Successful E-mailing

| E51 I e o o AR e NP B N =
DEIHIHERTIE XTI D,

Did you receive my earlier
message about ...7 (~ICBUL THICHE> o X —
LESZIMOTIN B>/ ) ORBTT,
COFRBUL, A=V EK S IDEEIH %
WEZILMERAET,
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i RKHANEZ X9 B Sending an Invoice

EmNEL SBEIEEDR (invoice) PR ENTWET, ChidEFTShiciEmmOBEERE
LERBEFENRLEDTT, ARNED (goods) THL P —E R (services) DBAIGE
#EH, A—=JITHRETLET,

DL<p o o

Subject: Invoice: Murphy case

Dear Mr. Sulley,

Here is the invoice for the consulting services we provided
on the Murphy case. The total for 32 hours of work comes to
$1,007.42. Attached to this message is a breakdown of the
costs. If anything is out of the ordinary, please let us know.
Payment is due by the end of the business week.

a A W N =

Regards,

Ken Oishi
Oishi, Watanabe and Kato Law Partners

PE7  BDIR = =7 4 —Dff

L —k

v =74 — DB L TYHEMT o a v LT 4 v IR0 RIMIE T, MR
i 32 Wi DL TAFF 1,007 FL 42> b e i b £ 3, REOWMZ R L

T, BROZDORVBIZIVE LS BAIL L 23 v, KIAWIE5E 0 H AR
LoTBYET,

LALSBHCLET,

AEAY  THFA - h b RS
ry oA ALY

. 1 Here is the invoice for ... ~OFEKBHETT,

0 The total for A hours of work comes to B.
WK A DEETEE B (&%) &HRDFET,

0 Attached to this message is a breakdown of the costs.
REOHBZRLTWLET,

O If anything is out of the ordinary, please let us know.
REIZEDAENTIVWELLSBMESEL LI,
O Payment is due by ... XHWHARIE~TY,
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Useful Sentences

i) Here is your bill. B 2L ohEERETT,
A Your total is $21.07. B A2l FL 71y bickh) ET,

Bl With tax your total amounts to B BUAARTI27 Fr 14k Micabh 7,
$127.14.

@ This is a summary of the costs. A ot

B Please render payment by the B $RHOEEKTRETIIEX w2 E
close of business on Friday. L L ET,

@ I would like to see a cost-by-cost @ #HADWHM%Z B TORZTETh,
list of our expenses.

Please do the work now and bill fEEIZ5SD 6 B LT, @Rk
me later. BREWLET,

FAQ 3 2 Successful E-mailing

When you notice your BT RvicE k, IBIHFER
business client or someone seems FADBGEARLHREZEN TS LIS
to have forgotten an agreement ROV s, EDL) TR RO X
or promise, not necessarily on WTTH,

purpose, how can I ask them to
follow through?

Y57 We have a very nice Z® X 9 7841213 Did you get
indirect phrase for such situations. the chance to ...? (~F3HEEHDELIH)
“Did you get the chance to ...?” as EWVIH Vo) OMEENLERERH D
in “Did you get the chance to finish ¢, Z#IX® X5 icffiv%9 : Did you
the Johnson contract like we talked get the chance to finish the Johnson
about? If not, could please take care contract like we talked about? If not,
of that and get back to me?” This could please take care of that and get
form is meant to be indirect and is  back to me? (¥a>VYoRWEELE > LS
simply a reminder of something you ETTE&ULEm FeThHhE, TOL3ICLTE
talked about with the person before. >xcg&LT<REN) ZOEBUL, MWL

FVWHT, TTRIELASMFICOLTD
HAHERYDET,

2
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;—:EE Y, r—

R DT R IR T 2

Requesting a Reissued Bill
BEREOROREHELTUES1BAR, TCRBRTLTHEVET, FNT 7 LF
RKOLOBSHEELTH5SRFBOT, BFLTNEERBENFZ T LLRBSBN
ETd.

DL<p o o

AW N

Subject: Invoice request

Dear Ms. Pratt,

| have been looking everywhere, but | seem to have misplaced
the bill you sent over the other day. Could | ask you to reissue
the invoice? Once | get it, | will be sure to pay it off promptly.
I'm sorry for asking you to do this again.

Ken-ichi Ishiyama

P70 R E O BIEE
75y Mk

WARWLA L TALDOTTY, BHEXRD ERVEERTEEHRLTCLE> &
) TT, ERHEMEZFRLEL TR E T, RO KELLZBICBXB WL £

T AL CE2BROLTLEOHLRT S ETA,
rYAF AT

I seem to have misplaced the bill you sent over the other day.

BE
FZHEED WeRWeBEREEMRILTLE LS T,

[ Could I ask you to reissue the invoice?
EREAEEBRITLTWEREFEIT D,

0O I will be sure to pay it off promptly. <7Z5ICEXZIHWLET,

O I’m sorry for asking you to do this again.
RAUCZEEBBBNULTLEVWELRSEVWERA,
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Useful Sentences

i) Would you mind sending the
invoice again?

B FERIEZ b ) A L Cw g
EJEREN

A Could I trouble you to reissue the B BETFHTIT2FHRELTFHITL T’

bill?

FE S,

B I'm sorry to ask you to repeat the B 7B 5L 2 2B LTHL

process all over again.

FAQ 33

IS What should I say in an
e-mail message if someone stops
mailing me suddenly and I don’t
know why?

[YET7A If someone stops e-mailing
suddenly, there is usually a reason.
Perhaps they are busy, or perhaps

you angered them. In any event, you

can send a quick message saying

something like “I haven't heard from

you for a while. You must be very
busy. Could I check on ...?” If they

still don’t answer, then you probably

won’t hear from them again.

RbHH LA,

Successful E-mailing

EEl sz bhh AR, HFE»S%E
KA — AN o BIE, EDk
I A= N EEIT LT,

EE HF»SRRA—NIREL BoT
EEICE, BREIZHEBANH) £, HFER
ftlwd, Bo¥nTLx), T
&, ROLIBHORA—LEZE) T
I haven’t heard from you for a while.
You must be very busy. Could I check
on ...2 (LESKA—LEVWLEWTWERAR, &
ZHROTL LS. ~ICDVWTHERLTHLZ LWL
TEM) INTHERRFBRITIUL, b E
EX= VKB TL X9,
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Shawn M. Clankie (¥3—>-M-75>%—)

XEBEAY/ AKETIVRAEBEZER (BA)
ZE MY/ A RERERTEFL ELREET
(MA), 7Y TV y IYRERZEREZZELRRE
7 (M.Phil.), N\7A4 REXFREFABLREE
7 (Ph.D. Bf8)., /N7 EEF¥% (LSH) 7
R, UBEEREYXZfHE (HIBA) fiaR. RE,
EZRFENIMERRARZSHE LY 7 —#EHR.

EEIC TEYRIAN—Y YDHERFET L —X 525
IR T TN ESHRFRBEIVF VT T2
Y HEEQRA) TERFET L —X 600y FEFE
TE>TH#2 My Lifey TEETYXY—9 %A
T TRRFE (UL, BF) TEEEALSOH
Fy TRKFETL—X2220) THEANS R X
UNANDRBERITEI/NY — >y (ML =EH),
TEFcE DI E R THFNZ DB WVERER
1 (WE, BEE), “ATheory of Genericization
on Brand Name Change” (Edwin Mellen Press),
Time magazine, The Japan Times, Honolulu
Advertiser, Verve, Z O fih 52 = % 75 % #. URL:
http://www.otaru-uc.ac.jp/~shawn

IR BE (CizeL - &L0a)

ISR K ZAPPREEZI—IF (KARE
€I EBREER), \TAKEY/ TRAERREE
HEMREHET (MA in ESL), /\71MHE@BR
FERK (A - &FR) G, /\TA KFHANEHBM
T, BE ELRFEANMGERKEZXRERE
VRRARY =L,

TESOL #%, KFEREHRBEFS (JACET), B
BREZEFR (ATEM), BBEEEFSR (JACES)
28, XE2K J/N\HEFEY L (KEG: KOBA
English Gym) &, #ERKIEFEEH L,

EFEIC 11— AXFEREEFE 10,0005 TEY R
A=Y YDOERKFEIL—X525) IxA4F«TH
S ESHERFRR I VF VT IRETIEE
Q8AI TRRFET7L—X6003 TRETE>THD
My Lifey FTBEETYRY —9F 2 X1 T« TR
TAREREFRT T« TRE) (UL, BH), THE
ADFEEFEZS) (KIEEERE), TMERELRERI
(RVV—=2T A1), INNFHZ DR WER &R
(Fix®), THRKEFETL—X2220; (Z1&4), Tx
BYRAZVVEMBAROEREEEK (IMEERIRE
HIRR) EDE8. TERXIC,
native Reactions to ESL Compositions” (TESOL
Quarterly, vol.26, No.1, Spring 1992) 7% %,

“Native and Non-
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