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6. FDOAE—TFIIE I TLEZDY,
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1. ROVAEMLOHBEDE T OFELLEL Y EBSTWET,

2. LB UCHAOESAY (handout) X5 OEAE LT 7Z&EVY,

3. BEAFEFTIATERFNLEEET IO BB WEZLET, (by)

4. FATHIICAREHAZELS HARAT 0 7H% (The Media Society of Japan) O KFIKZHE T,

5. A=/ATHEHETDDOHWNTT N, EFFOHTNEHZ L BnEd,
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51 ST T R

LIF ORIV 2 — & fidr, ROBRMICEZ T IZEN,

Dear Dr. Matsumoto:

[ ]® DBC Pharmaceuticals, [ 1@ operating in the United States, I [ help / people /

would like / a problem that / your / yours / such as / in solving / in businesses | have @ .

Each year, businesses that sell medical supplies [ 1® hundreds of new products. We would
like your assistance in answering the enclosed survey. [ 1@, you will let us know
[ 19, And [ ] ® that your answers will not be used for any other purposes than as
stated in the document. Also [ thank you / is / order to / enclosed / a 10%-off coupon / for / on / to use /

your next |® your time. I'll call you on June 30 to ask your opinions concerning the survey.
[ 19

We [ better / like you / serve / value / to take / our customers / who are willing / their time / people / to
help us 1©©. Thanks for all your help.

Sincerely,

David Hamilton

(B o : John A. Carey &,/ &S HEH R M LW AD 2D DI L E PR A L X —CHIE ] [FEHT,
2004 4F] X0 —ERkA L CEH)
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Sample A

Subject: Correction on reserved ticket

To whom it may concern:

I bought an e-ticket on June 16, 2011 on the Internet. However, I noticed after printing out the
e-ticket that I had misspelled my own name. My name is Shigekatsu Watanabe (Mr). On the e-ticket,
the passenger's first name is printed as Shigekatasu, but the correct name is Shigekatsu. The

reservation confirmation number is TK06162011.

I've heard if a wrong name is printed on the e-ticket, the passenger with that ticket, whose real name
is different from the name on the ticket, won't be allowed to get on board the plane. I would like you
to correct my name, and I also would like you to send me a confirmation of the correction of my name

on the e-ticket. My departure date is coming, and therefore I urgently need your help.

I'm expecting your prompt reply.

With Best Regards,
Shigekatsu Watanabe

Sample B

Subject: Orders for beading material

To whom it may concern:

I'm the owner of a craft shop in Japan. I deal with materials for handicrafts. I particularly focus on
the materials for the embroidery of beads. I have heard the quality of your materials are highly
valued. Also I found your beading, especially a variety of colors and shapes, very attractive. I'm

interested in importing your products to Japan.

I would like you to answer the following questions regarding the orders from overseas:




1. Do I need to pay any extra fees like custom fees and agent fees?
2. I would like to know the shipping charge to Japan. May I receive free shipping if I buy a large
amount of your products?

3. What kind of payment method do you accept?

Could you please send me a sample book of your beading. I send the attached file for my shop
information. Please see the attachment if you would like. I'm looking forward to hearing from you

soon. Thank you for your cooperation.

Sincerely yours,

YAMAMOTO Yuka (Ms.)




SR A > M

E.

Dear Mike:

(A) is a brochure I received on a seminar ( B) “Trade Show University.” I'd like to ( C) this program.

I (D) the tuition of $450 is not cheap. But we will ( E) $100,000 this year redoing our display and
exhibiting at shows. If the seminar can [ cut / pay / even 5 percent, / help me / ten times / those costs /

it will / over / for itself / more than ]®.

My previous experience is in booth design only. I have not ( F ) the exhibit from start to finish. The

[ decision / I have / the / more / buying / knowledge /, / I can make / smarter |2,

Can I go ahead and (G ), and (H) Ken in accounting cut a $450 check to “Trade Show University”?

Please let me know. Thanks.

(Fngrd)

~A 7k

[FL—FTa—RF LWHIEIFT—IZOWTAFLEAN 7Ly bEFEIFELET, RIZZDO7r 7T AT
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D E. F.
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call / enclose / have / manage / realize / register /

spend / take

2. Axol [0&[ 90 z2 @ g 22 3BMEC I O 2 T2 &0,

(1

(2

F.

Dear Bob:

[ 375 19, you recently reassigned me to process management. Part of the (I) task Larry has set for
me is control optimization. My ( J ) review indicates that ( K ) equipment, some of it 10 years old,

can’t handle the requirements we have.

Rather than visit control manufacturers (L) to demo new models, I'd like to attend the (M ) Control
and Instrumentation Expo. The vendors I'm interested in are all exhibiting at the show, and four of
them have live demonstrations at their booths. This will enable me to evaluate four ( N ) systems in

one visit and compare them [ 3 & 1@,

Several manufacturers have sent me ( O ) passes. My only expenses would be [ 2~3 & ] for a day
to and from Pittsburgh which is around $500. I feel this is a good investment considering that the

control system we select will have an expected lifetime of eight to ten years.

Can I make travel reservations and then file the receipts with my expense report? Please let me

know.

FnE)
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complimentary / current / immediate / individual / 1initial /potential / upcoming
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2. A, DY A v — BFZENTWET D,

3. 30 A HEADOE I F—ITHE LIZWE BnEd,

4. SRHOE®IFT—IZZMLIEWVOTTN, Z40DTPREBEWVTE T30,

5. WEIDZSMEBHLLTEY £7,

6. At IT—IIBMIHED L, FATFHZRBBENNZLET,
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L HRICERERN S, RTa T T NIHFEDT-D, HRTEOZ PR E ) T ENRTEEEA,
(popular, popularity 72 & &9, )
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E. AfES 0 ikiEE (RFP; request for proposal) D kft

Dear Richard:

We have recently won a large-scale government project to produce mobile ground-based radar

station. We want to (A ) the antenna interface design and manufacturing to one or more outside ( B).

Our RFPis (C). If you wish to ( D) on this project, please ( E ) by the date (F ) in the RFP. (G ) will
not be accepted after the deadline date.

Price [\> 10 X 9512]® is an important ( H ). But we are not ( I ) to accept the lowest bid. The
technical solution, reliability of supply, and conformance to military (J ) are also important factors in
our selection of subcontractors.

If you have any questions about this, please call me at 123-456-7890.

Sincerely,

John Smith

(enclosure)

(Fngrd)

i
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WO H O I ) IS T E R BRETEER T, Lo L ARAIRE TRz AR un e w5 #ilfiEd 0 8 A,
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AEZBT D RN EREE 5 123-456-7890 DOFLSE TIC ZHkE < 72 &0,
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DES

bid / consider / constrain / contract / enclose / indicate / propose / respond /

specify / subcontract /

2. [ 0B LT EE, (27

F. RES VXTI A= 5 —

Dear Ms. Compt:

As [ for a / preliminary quotation / we / for / discussed, / company network system / here’s a |@ XYZ

company.

Does this (K) everything we (L ), and what you (M )? If not, let us know, and we can quickly revise

the quotation to reflect your needs.

If the quotation is on target, tell us how you want to ( N ). We can (O ) a lease with low monthly

payments ( P) to your operating budget. Of course, the system is also available for outright ( Q).

But I urge you to hurry. Several of the major hardware and software vendors have announced

planned price (R ). When their prices go up, so do ours.

We can only hold the prices in this quotation for 60 days from the date on the proposal. To ensure the

lowest prices, (S ) your order now.

Sincerely,

FoER)

%
a7 Mg
BiFEWELELLZEBY, XYZ oo Ba—F— - Ry MU= « DRATADRABELZBED W LE
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L EIDBRELEEV, KFAN—RNU =T VT My =7 EFHHME LT 2O R EZHELE L,
L6 OffikE A 2T, HbEETES 52 2 EHA,

AREELRHOMAKIT, REFOAMNDD 60 AMICIRY AT, mLZMEEHRT D720, 49 THEX
<T2Evy,

W R

3. AxozEi (K) ~ (S) &, TOU R ML RiEEZERA TANLTLS 23, LERHILE,
LEIZADE TEOEEZEZ T TEEN,
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arrange / discuss / expect / increase / place / proceed / purchase [/ vreflect /

tailor /
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1. Wtk D B Z B 7% SO EEEHURE S S NE LT,

2. BHRIRICBL A TE TWEEEH VR E D T8 VET,

3. VR ORHD & 1 7 LAk EE SHERL S,

4. Z7ANEX T — RTHI2E, TV 272271 v 7 LTI,

5. BESHIZOWTORMS Y ZFBE VA £ 7, (units Zf£9)

6. 7TH1HOEFEIZMIZE Y (ntime) X D12, B EHRBERLIZITRBEL Y 2B <7ZXW0,

7. TRICVAMT v T LA 7 4 AZBOREED 0 2 BEOWZ LET,

8. HEIMDMHNITZZ N2V WDEEIZ/2 A TL X 920 (approximate Zff 95 )

9. WEIX 3T K RN (USD) (2720 £ LT, ZHIUTHERERID 0D £7,



10. ZHa<7Z&Vy, (thank you Zff H)

11. BEVWEEW-AEG Y OLFET, BRBULAMEIIH Y A,
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1. MTFELEDOEREEET S

2. ENLKHLVRATORNEMN

3. FoEVIERT LD, e bRADY BEWT 500805

4. EARVT v arEIRET D ONRRT S

AL
H727213 ABC tEOHE—FHFII TRE T XYZ ttottE (Mr. Richardson) B ORFEIT AA-123
——fEEEOHE N Z D

—20 WA BHETESTHOI—FHI13MHEED PDF 7 7 A VAT TESTHH 9—FE 1T 1
T AN WA OEEITIH AP RS —Z DA — VAR OHEROERKEZ L TH 5 9
(Z DAt E ML E LR A K IATe)

E2

727213 ABC RO B—HM FITEE (Ms. Pearce) ——LLRIHRIT L7 /R~ 7 > Good Life {2\
T—T 50895 houiifg (BFE, E A — /L EEHIAE) RELEnw——aiii§zt b x5 L9012
{29 ——Good Life Premium & W5 FH L W7 T HEIET S
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SRS
A KOGISTHR () NORRFEESFHCE LTS, MOMIBEL TR, () REELEFEL
TLEEW,

(MERR D T2 TE#f&E\ = L E9)D: T recently sent you a PDF file of a proposal of health insurance for

your employees.

[CEDOTDIZHE T 7 A VTS LE L72)@ and hope that you will take the time to review it. As you

can see, we offer a competitive package. Plan A and B are especially responsive to your needs.

I will call you next Friday after you have had time to review the proposal. I am (&FE24 4L & Hes | fE 2
% & ) HFFT %)@, In the meantime, if you have any questions or concerns, (F TIZH#&< 72X 1V)@
308-555-9847.

Yesterday I (JLE L TV 72)® our files and realized that GE &% &> TV /2)® you concerning our

proposal to replace your cattle feeders.

I [ have attached / the information, / realize that / sent you / have passed / so I / since I / four
months ] our original proposal. I hope you will take the time to look it over. We feel our prices are
very competitive and the quality and durability of our feeders will actually (K H THRIVUZEBE W5
7).

I will call you next Monday after you have had time to review the proposal. I am (3£t & Hu5| A
2% &9 Wi+ 5)®. If you have any questions or concerns, (£ T Z % < 72 &)@ 308-555-9847.




X (3) & @ IXENENPETICH Y FT,
KINGDOTESINENMLTWET, L 7eN HHA THATLEIW,

B) ROALEIFEIZE L TS EEW,

1. bV OAR=V%FCITEsTWEZT £ 2

2. FHECEENHY £ L7-5, tassokamoto@gmail.com F£ T, FAIZTHEAE L 2 &0,

3. ALY LiofEEOMTHEE T,

4. SHOFERIZOWTEHERTT, EWVoDh, MBSy B ESNTon3HY LD T,



. SEEBEICRIE L L OUANDBEN T — 2 ZUMT 7 7 A L TED £,

. AEORER, ET VT T A RS EIORGEEE (sales promotion) 7’1 Y =7 MI#EHT 5 O3
BEL 0 £ LT,

.41 I BEAEDLELELZEY, CH A TOHIAETRIOA—/LTEY £7°,
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<BISCRIRD A >

DLFOBHIXD () NOXLEZHZEICE L TSN, TEOMBEIT () NAEIELWEEIEIZIW 82
TLEENY,

E.

Mary,

(L DOHNEDENRMEICOWTERITLTE DX RS D 2)D your Data Service people? I'd
really (BEWZESICETIESETHH X5 EH Y 03721)@ they've made regarding our account. They
(ZBELDOXHWREBN TS EE-TWS L5 7)G), and they've cut off our data services. I've e-mailed
the appropriate records twice already, but (1 TILMEI T 72735 72)@,

Do you think you could get with them, and let me know if you think anything can be done? (3£i%, =
LoD~ =T 4 Y TEME, M2 2 TE LA EHE L T 5)® if they don’t rectify this
problem, so I'm really (& & (CHRENEL 2B FNC. BT ENLTIND Z L &> )6,

F.

Dear Ms. Smith:

I am ( resumed / your ABC market data services / in / to / to / writing / your assistance / having /
request /| AGJ )@, (Zf¢&7 & BuvE472Y)®, T have sent receipts of payment to your office twice

(attached), but that office has failed to resume the service.

Our Marketing Department Director has stated that the service must be resumed by Wednesday of
next week, (KO II¥HIZ (1S 72 Sales Plan ZZ{EHKT 5 Z N TE D X H12)9. So I would (Z DfEV %
FTETD L9, HARENPLEBFHEL L TWERZTEEN T, T would (FA72HDE D LW EHRAK D 1272




5HELEn, REKRAIZEVE )W over their clerical error.

7.

8.

9.

10.

11.

<JESCYERRERE >

PLFOALEAFGEICE L T 230,

1. ERBT- D oT-DIL [N — - Ry Z—] BT 7o 20—l T, BERELTINELS 7%
FFRBEIC 2720 &,

2. T AU BEEETIL., BIEBEES "4 (Second Amendment) |2 & - TEFTEOMER DD 51T
WAHEWIDIE, FMTIHME L BN E W) ONRRERZFFHZ,

3. FREIEAN S BRI OFR Y — AL L W W ED I AR E TR AL

4. #EE S AC-0935 DELFLICA U-BEIZOWT, T <IZBME®R EBEEREO REDL Y 215> Tz

i ET M,



5. DA SeafareCom ~DiEKI S H A D Z S0 £, 50 & 2 AFIH 2 9 OEGHEEE (Board
of Directors) DEZFOIINH D FH A,

6. StarNet i L5 L5 Are Finance (2 X 2K ABE WM (TOB) Z#G#H L7- &V 9 BRI EE
fit LTV ET,



