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A. Making a request

Subject: Request for sales data

Dear Kanako:

I am e-mailing you as I have a small favor to ask.

Could you put together some material regarding the company’s consolidated sales for 2002-2007 and

e-mail it to me by Wednesday next week?

I am sorry to ask this of you so suddenly, but if you could do this for me, it would be a great help. 1

will let you know the details later.

Talk to you soon,

George
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B. Accepting the request

Subject: RE: Request for sales data

Dear George:

I received your e-mail dated September 21.

Regarding your request, no problem. I will start putting together the material from tomorrow. I think

I will be able to send it to you by the end of this week at the latest.

If there is anything I can be of help with, please feel free to contact me.




Regards,
Kanako
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Subject: Notification on meeting

To the staff in the Project Planning and Development Dept:

We will hold a meeting in Meeting Room 2 from 10:00 a.m. to 11:30 a.m. on October 29.

The meeting agenda includes “planning strategies for the future” and “new project proposal.”

Regarding the project proposal, Mr. Jones is going to give a presentation.

Please let me know whether you will be able to attend the meeting or not by the evening of the day

before the meeting.

Thank you,

Ken Yamada
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Subject: RE: Notification of meeting
Ken:

Thank you for the message about the next meeting.

At the moment the date and time you mentioned are fine with me. I am looking forward to what

Jones is going to suggest as he always comes up with very good ideas.

I will let you know if there is anything I'd like to be changed as regards the agenda.




All the best,
Mary
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Subject: RE: Notification of meeting
Ken:

Thank you for the e-mail.

Sorry, but I have a deadline to meet on that day, and I won’t be able to attend the meeting.

Could you send me the minutes later?

Thank you,

Nick

(Fnak)

4 - RE : kB O BH &
bk

A—=NabHDNE D,

ZORITMHALERSTNDLHDOT, [FHITITHFETEZITHY £HA,
BTHFREESTHOLXET I

EH2EALL,

=v7




D.

Subject: Change in meeting time
To all staff:

The time of the meeting on October 29 (Thursday) has been changed.

We have rescheduled the meeting for 1:00 p.m.-2:30 p.m. instead of 10:00 a.m.-11:30 a.m.

Please let me know once again as to whether or not you will be able to attend.

Thank you,
Ken
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Subject: Meeting minutes

Hi everyone:

We had an active exchange of opinions at the meeting the other day and I believe it was beneficial for

us all.




I have put together the meeting minutes and attached them to this e-mail.

If there are any points to be revised or added, please let me know by noon tomorrow.

Thank you,
Akira
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A. Invitation to an event

Subject: Notification of the “International Game Show in TOKYO”
Dear Ms. Adams:

The “International Game Show in TOKYO” will be held from November 20 to 24 at the Shinagawa

International Exhibition Center.

We believe that this event, which boasts the largest array of digital entertainment contents in the

world, can be actively used to the fullest extent as a place for business negotiations.

We would like to invite you to this event, and we dearly hope to see you on the day.

Sincerely yours,

Kosuke Hamada
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B. Accepting the invitation

Subject: RE: Notification of the “International Game Show in TOKYQO”
Dear Mr. Hamada:

Thank you very much for inviting us to the “International Game Show in TOKYO.”

We gladly accept the invitation.

We expect it to be a good opportunity to develop future business relationships.

Sincerely yours,




Julia Adams
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C. Declining the invitation

Subject: RE: Notification of the “International Game Show in TOKYQ”
Dear Mr. Hamada:

Congratulations on the holding of the “International Game Show in TOKYO.”

Thank you for your kind invitation; however, we are unable to accept owing to a schedule conflict.

We sincerely hopes that the event is prosperous.

Sincerely yours,

Julia Adams
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D. Sending a thank-you note

Subject: Thank you for attending the event
Dear Ms. Adams:

Please accept our utmost appreciation for coming to the “International Game Show in TOKYO” the

other day.

Most fortunately, the event was a great success and we were able to bring it safely to a close.

This was a result of everyone’s understanding and cooperation. Please accept this brief note to

express our appreciation.

Gratefully yours,

Kosuke Hamada
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A. Placing an order

Subject: Order for PLANTER

Dear Ms. Brown:

We have looked over your quotation of October 30.

I would like to officially place an order as follows:

PLANTER (ELEGANCE) 100 pieces
PLANTER (ANIMAL) 150 pieces

Could you please send the above-mentioned products to our Kobe sales office by airmail? I would

appreciate it if the products could be shipped within two weeks from today.

Best regards,

Youheil Yamada
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B. Accepting the order

Subject: RE: Order for PLANTER

Dear Mr. Yamada:

Thank you for placing an order for 100 pieces of PLNTER (ELEGANCE) and 150 pieces of PLANTER

(ANIMAL).

The products you ordered will be sent on Monday of next week. In addition, your other requests will

also be met.




We very much appreciate your order and we would welcome the opportunity to serve you again in the

future.

Best regards,

Jessica Brown
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C. Rejecting the order

Subject: RE: Order for PLANTER

We have received your order form. Thank you for using our services.

Most unfortunately, following a decision to update PLANTER (ANIMAL), its production is scheduled
to be suspended shortly. Consequently, we only have a few pieces left in stock, and therefore we

cannot supply the number of units you requested.

Please accept our apologies for not responding to all of your wishes. We look forward to your reply.

Best regards,

Jessica Brown

(Fngrd)

144 : RE : PLANTER D3¢

Y~ Xk

PN D OELEEZITRY £ Lz, ZRHWEEEHORE S T8N ET,

WU LI W FHA M, PLANTER (ANIMAL) 13V =2a—7 1352 L L/ iixfiEEiRIEd 2 TE
TY, TOTDEREBIRY DTN T, THEOKEIIIS LD ENTE {2 E LI,
ETOIHBICHWATH LR FHAL, BRELZBRHELLTWET,

ZED IR A




D. Changing the order details

Subject: RE: Order for PLANTER

Dear Ms. Brown:

I would like to change part of the order I placed in my e-mail of November 5.

I want to cancel the order for PLANER (ANIMAL) as there seems to be not much stock, and instead
order 150 pieces of PLANTER (NATURE).

Otherwise, there are no other changes. I would be extremely grateful if you could carry out the order

speedily.

Best regards,

Youheil Yamada
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E. Notifying shipment

Subject: Regarding the shipping of your order
Dear Mr. Yamada:

The ordered items will be shipped on November 8 and are due to arrive in Kobe on November 22.

I will send the invoice separately. Please make the payment within two weeks after receiving the

invoice.




If you have any questions about the delivered articles, please don’t hesitate to contact me.

Best regards,

Jessica Brown

(Fngrd)
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F. Notifying receipt

Subject: Regarding receipt of the order.

Dear Ms. Brown:

The goods safely arrived at our Kobe sales office today.

Upon receipt, the contents of the goods were immediately checked, and there doesn’t seem to be any

problems.

As always, thank you so much for delivering the goods to us with care.

Best regards,

Youheil Yamada

(Fngrd)
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<BiI3r A>

BEIZESTHH o TWDRME V2R L7 ) 2T, PASATEST 2 A —/b, ARSI,
1) EXZE-7=R@EHHA (AFEL L EZR)
2) EXT?
3) EX L7 DBliEsk L BlERH OFLE L W

Lo T B,

quotation TRAEH Y ] BT RSTHERCELDOH > O M Z REG > 72 b0, o b o
& LTIE “estimation” (#FEOMifE7Z2 & ORIl - HAESH V). “estimates” (AFEH VHH, HOITHF
¥ MFORBEORMBLY) BH D50, HlXD L H 77 —ATIL “quotation” &1 5 D3 —f%HY,

place anorder [HEX T3] — EVRAOHEELTIEIOFWVEILA S - & b1, MiZiL “make
a purchase” AT 5| 72 &,

as follows: [CLFDEY | —EHEOWMW - BER ELESFEZFZIC L TAIIEH T 25 E1%. “as
follows:” (¥7- “asfollows.”) & L CT—{7ZE1F %, “follow” |ZITfax 7efEVEN & DD T, HiLZ
L TREU,

above-mentioned [ EFED| — T <HNCEL L7 LOEREITHAICH WS, AT “aforementioned”
HHO ., ZHUIBRL TV LEIN L VEE TV IEEITH S,

products [8L&, ML —AEEREZ R TRIES TV D BEN R b O 2B THEIC, —RIICHED
NHEHE, “goods” “items” 72L& WU HDOEHELTEILATH, XARICE - THRAx e S W R H
WwWhinbd,

be shipped [FEEEND] —b L& b EITMICHETHAETH LWV L ZANLRTND LIS,
AR AR T L AR LT “ship” LW OHBEIE MWD, BV ETREOZ LT, HFIC
Jii RERLD Z & TRV O THEN L,
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HEXEZT T, FAmERETLELBR DA —/V, RITHEAIT,
1) SfEmERE (TR 2 B5L L WA ORER)
2) EEEOFHMI OV TR
3) BERSM LBREEHR~S

L7poTWNA,

placing an order for. .. [~ZEX LT &] —EFEXARTH L0804 72 Lo HaTER & LT
“for” ZHW D, o T~TEXT D) L) KO IC, EXEE BAEE L T 255 0ORERIL “with”
(“T will place an order with you.”),

be sent [FEENS] — “besentout” &b, FiEIE. “be shipped” L[FL,

be met [(FEV) DRZXBND] ——ZDOHED “meet” X, [(FERALID) WD) T(GHEHERE L)



7= WO Ek,
serve... [~LBftEF S| —— “dobusiness with. .. ” R flibhd, “serve” LT 5L, TEY
XA SHETWEEL ] EWVWH LT, RNV LT D,
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EXEZ T ONRNT EERIRZ D A=)V, ARITHEAIT,
1) ZfEmEs8 (ESTTHT 2 B1L)
2) BEXEZITohRnWZ iz, BEEZHHATD
3) BEUERBRRD

Lo TnD, —HERULOIISTZOHO A= OEE S,

order form [EXCE|—EHH 2 E£ T T2 58 L form” & “document” 23 & %, “form” (% “application
form” THGAE] 22 XD XL I, ReF o ERUT/ > T, FEHEEFTNICRRA L TV XA TOEHED
&, TRETREDEAT FHIZEHAT D) LW oKL, “fill in the form” &72%,

following a decision [HREIZHEV, RELZDT] — b < HD “follow” DAL,

be suspended [HEFE D] —— “becanceled” [TFiEEN 5] & DRENCER, Mt L TfrbhvTwn
LY —ER (&2 —xy MERE, 8kiE) D—RFICiTbh R 5 Z L2 ETHAICHW S, fiFk
BNII AR =Y ORENT KPR > 728861 “suspended” THDH EVH,

shortly b 72<, £DoBHIZ] — THHRL<] EWIHIGHICH, [ZFDIHIZ) LWHEAICHH
WHDT, SRS ENNLORFFORE S ZER L TV DO 26BN H 52, 1T AT TH
H7e< ] ZEWL TS, FULEHEAIZIWD E VD BIRD “recently” ERFEI L2V X 9 TEE,

instock [7EREEIZ] —OENTE VW OTEREEZFE L T “stock” &I GEIIARAIE, EEIZH HE~ D
D E T AT “stocks” & L THABND, FEENRZWINDIRWD (BDDRVDY) 2557 —A
NENDT, HEORIL IFETR AT,

units & LT LI TOOR) X TOOF—R| el D X 5z, HELFHET L2HA (“unit”)
MRESTNDZ ENEZ, —HALRWL D TH L0l HICHERS AL “units” & LT HRAMITA
C7auy,
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BEIZAT o 72U HDNWT, WEEZEE LTZWE A KT 5 A —L,
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2) BERAEFHMICHAT D
3) % DOfEKEFE

&) RIHERRIZ 72> TN D

change partof. .. [~D—EHEEFTE] — 2 Txy L THLRONRNE ST, “part of” &
FENTH D, ZOXDYEmEE “apartof’ LIXLZRV, JEARZ MW T “alarge part of” 72 & &
VN S AR & AT D

as there seems to be not much stock [FEENHE Y VK 572D T] —— “there seems to be” DI
W, T~ X572 EEHSCRNT OB 2 MZ T2 WEHZEET S, MBEIXEELE EH2EDNEVD
Z &, “there doesn’t seem to be much stock” & T 52 & HTESHN, T2 TliE “not much” IHE
D% 7R LW S OER EOBMRRTRNO T, £ ZIZ “not” T THD, BRRIZZOFD
“stock” HARAEFNRD T, “many stocks” &EIFX L7V,

Otherwise [ZFDftiZiX] — Zh &ITflz) TN EIFED BUC) R EOEKRTHEDLND Z EDZ
“otherwise” 7273, Z ZTIE [Z2DMhiTIE] L) EIRIZ/ > TV %, “Other than that” L [F L,
B 72 AIZHISCT “Otherwise, there are no other changes” & “other” 23V iKL CTHDH DT L L
EVy, “nochanges” &3 57> “nomorechanges” & L THBWTHLHoEKITEL S,

carry out (T2, RVZHTF D] —— “out” (21X [T-o00, bV ET) EWVH=a2T U ANRH
% (B—— “burn” Az 51, “burn out” MAZR X %), “carry out” 1%, — AN EKDY
ETEHALHEFEED LV IOE %Tﬁbhéo%ofﬁifi“m@fﬁwﬂm&i%®<é%wﬁ
DVETEETHOL L TEDN TS, fllich MEX LM OERICRDZLHH D,
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EXDH ST DFEREFR TE L ZBA DAL,
1) RELBIFORHEZEXD
2) ZIVIZOWTOFEH
3) EMEEH

&N ) R 22 > TNV D,

items [FEf] — XV R FERE (invoice) OWASNFROP D [P AX10E] LW OHADED
OEDD “ltem” 72D T, “items” &9 L, %ﬂﬁéﬂf“éﬁlﬁ:iﬁéfﬂowfb‘éEU\5;17‘/
AN D, “goods” EWHDEITEAERULED, Tl “ittems” NEH SV AHENIC

are due to arrive [E|EFETHZ LIZRoTWVD] —— “due” I1TIEFITEH AR (Versatlle) ST,
ZOEET TTE] 2%, BICRECTHR LMo EREWE UL, TFHK) 2£7T “dueto” T~
DENT] DD,

invoice [FERZF, EVR] — A A XTb LD k;‘}’nﬁ ICAHT TR BT, XY FRZITFITHL

T, BEENFELZZITLEZ E 2T 5 L0, EAHMONGR - L. 2h b 0REe% 4 0H#



Do EAFREOBEBINZ VB, 4 & ITRITEDGAE M AN DS E . 2D WITGHERELFRL T
“Iinvoice” W9 Z EHEU,
delivered articles [ElZEIN7z8M] —— “ship” 2860 WS a2fEd & Li2n, “deliver” 13555
THRERZFET, 45T “delivery”, HIHORECHEZMVEZDE N T 7L L0 T, [
EZRWESIZ L2V, £7o “articles” (LIZUITHEEIE) & W) Lo onb L EDEERT,
“goods” X “items” & & HIZELHbiLD,

<BIX F>
WX LTSNz 2 & & ESUBICERSE T A A —L, A 2 —F v h TOBE WY OLE (Amazon.com
72E) TIHEKEIND ZENZVN, SttFEL, & HVITE AR N OFEE TIE, BIEHRE TS
D H3NEH,

1) EXXEBRBIFE LI L 2HbED

2) NELBERORBEHARL-ERET S

3) Bz d~5
EVV) ARIHERIZ 72 > TV D, ESMAEDM S . FEEEOREZR ST, EV LIk LT, BIEREN
REMRTDHEIOGEH LTI 0L, MEND - 2L ITHEC _xﬂﬁffé%gﬁ%%{)@ﬁ TS
I ) B, FRHCRIEN 2T IUE, A—ADRRERSI 0% T2 ETF5ERE LD,

safely [EFE|IZ| — X bA LBV Z E2RUICENT, HEZLLESES,

Uponreceipt [ZITE-7-KR Tl —— “Uponreceiving” & b, OEE LWVEWEI LN, BEVR
AZAA = TRELMEDND, WEIEM L, EORRTHPAEZ 20 BlxX, boFrrErTER
KB FBHFEHICRBE L2 LICRD L) ZIF-oZ 0 SHDHT EAKRE)DOT, “Upon. .. ing”
EWVISWVEILITRIER 2 TB & 72V (fil— “upon purchasing. .. ” [~% ZHEA DK 5T, “upon
signing the contract” [ZZHIFIZE LKA T,

As always, ... [WObDZLRREH, FROBEY | — ZOA—/VAFKTAEOELICEHLTOA v
T=URER HFLINETHEEIRH Y, 4% b TV LR, “As always” EfFHTNZ S
2T, BEOEGIBURIC OV T HIEH 2R TND Z L2 D, HRRESOUOE DTN, brok
L Iﬂ%f“&ﬁ?’f‘%ﬁ"] fcﬁ?ﬂ*«ﬁi))f’ﬁﬁ’bé ) ﬁﬂﬁﬂ

LR 2 THHEE ) 139555 T 6 “Handle with care”,




A

Not to sound like the Holiday Grinch, but, I'm really getting sick of seeing these kids paraded on
every morning talk show in “Halloween Costumes You Can Make.” Gag. I don’t give a rat’s ass what
Kelly Ripa’s and Rosie O’Donnell’s rich kids are going to wear on Halloween. Not all of us have
professional costumers/seamstresses to make our kids’ costumes. Here in the real world, we head

over to Wal-Mart or Party City.

Don’t get me wrong, I enjoy Halloween, although I don’t put tombstones or toilet paper ghosts in my
trees. I always get a kick out of seeing all the kids in the neighborhood and their costumes and really,

Halloween is the only day of the year I see all my neighbors.

(Fngrd)
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B.

I didn’t quite make my goal for October, but I did get close. My goal was to loose 10 pounds. I only
made it to 7 (unless a miracle happens in the next 24 hours). But given all that’s going on. I am quite

willing to accept 7 pounds. As if I had a choice.

I can still make my goal of getting below 200 by Christmas.

On Saturday I spent the day at the Fargo Dome for the Women’s Showcase (a bunch of booths and
seminars on various topics aimed at women). I even got to see Stacey London (of What Not to Wear

fame), who is not mean and snippy like some people think, but quite nice, if not a bit blunt. But I like
her.

(Fngrd)




10 HO BARZITED 2o 7o T & WEIE L o7z, BT 10 Ry FEEIZ ST AZITE, TRV RETL
DD o T (A6 24 IFRILINICHBIE 2 TRITET £), S0RIEZZ DL TR RTHEAT
ZTANET, £OTD5LNRVATET ER,

ZOFFWNFIE, 7V AT ZAETIZ200 Ry RET)E 5T 9 BEITERTX 5,

TR 77— R—AT, KHEDOTZHDOT7 =27 (T—ARNHATT, KERITOWAALR NE Yy 7 0O® IS

—WBPILTET) AT TETe, AT A — vy FUb i, BAPEHECTEIIELE-THABN
DITFE, FARZLERD, FHHEVWWAT, HDVLESEHITIREZATHDITE, EHFITLFE DR,




<fiI3C A>
Not to sound like —— “I don’t want to sound like” & 5\ X “I don’t want it to sound like” % “&HE
L7=b?D, “soundlike... ” (X [~DXHICHZ2D]) [~ EF-oTWA Oz z2b] LWVWIOE

T, ZOHE T a 7o N> R xr— A Holiday Grinch S A& 720W 2 8 bz < i un e v
5L, ZUVUFREFBHETSD2F Y7274 —T, "=7 4 —DHELWEFEAKEZRELIZT D,

I'm really getting sick of —— Z OHED “sick” TR TIH /<, KM BEL 20, B2 v 513 E
DEWR, 15AZVT ) MaxfExT25) L0174 AL, “get tired of” “get fed up with” 7
EDHEFEIRND 5,

paraded — (XL —F35% ) AL 7T 5 Tide<, HT#EISE L] OBKRTHEDILTWS,
L7z »> T, ZZTiX “these kids who are being paraded” MTHEHEIELILTWAHit7-5 ] 2E
i STV D,

Gag — [MEDEEED] LW IO EK, ROT, [RFHES THEEZ S| LW E 2T 72dicflibit T
Wa,
Idont givearat’sass —— [ZHolEob b RUC L7V TR EITHW ] L) Z &, “don’t give”

DRITITNASNSLREFENFS B, FEALETRAFESLEVSET, Lirb IRLEZZ Lok
W DELRVWE D] PAFATHEDN S,

headoverto —— [~IiZ[M7» 5 |, “headto... ” £ HE 5. “head” BEN TIN5 ] &) EHAF
> TW% (Bil—— “I'm heading to the station” TERIZ[/72>> T\ % | “I'm heading home” TZIZ[A]
o> TUV% | “The train is heading north” [F|E(ZILIZMm> TV 5 1), “head over” &35 &
T, AT, hIDIHRm) LW URTHRL 725,

Don’t get me wrong —— “get someone [something] wrong” %, [FfiEd 5] &7\ %415
EWORFITE DN D, WOLAEORBLLE LT “get it nght” Wy, NELLBERT 5] [Hoik
To1 LWIBRICARD,

getakickoutof —— [~Z#8Lir| [~ OHMEZITS) EWIEROA T 44 L, “kick” (£721%

“kicks”) BHKIZH, [HRg M8 LW EWRRS DL, VA MBBROZ L,
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I didn’t quite make —— “make” OMHELE LT, [EKT 2] [F775) WO b0RHLH, ZO7
B OEZFFIOFEOLIICEHL TS,

I only made it to —— % THAUM THEE] 2RI AIERT “to” & bleoT,
(~FTIT<) T~MZFE< ) EVWIFVHIZR-> TN D,

given all that’s goingon ——  “given” (X, ¥ F 2 YT - FHM9 2 HHUE L 72 5 2 239~ B BRI W
% (#il—— “Given that he couldn’t sleep well last night, he is doing really well” [} 5 X&HFE D

BLIRNZGN-72IC LT, T e THRLIRL->TW5]), £72 “provided that” L[RIU X H I
Mz ~72 L F3UE) &0 ) FHEIE1ED DIZH VL5 ("1 will be there given [provided
(that)] it stops raining” [H LINBARATEGITEZET ), EBL L HOR0GEN T L Z E o7 KBl



“goon” |% N Z %), “What’s goingon?” (MR Z>THD] DL S, #EITTHWS Z
ENZ,

AsifThad a choice. —— REIEDRBLZRD T, EFITRFUEDN & D Z 212725, BT “Asif”
ERTEIZELHD, T, THITEHATEAS (BHHFRV) ] EWORFEbLERT,

abunchof —— “alotof” LA L, “lot” ZfE2 LV & OFEMNRIKCNT D,

got to see —— Z DA “get to” ITIEL FERMIC~THZLIZRD] EWVWH=aT UV ARHDH, HIZ
“Isaw” 59 &0 b, BERL [72FnF) 2o VI UNTRL 725,

ifnot — THL~CRRTiuL) £V )H 2 LT, FTARENRZNE LWV DI TERY, ZO5E
17272 “if” 2 THRICERIZZRD P, “if not” L3562 LT, I~ULxRTIUXRBEVOIET
El EWIHKHLNRERITE S,



A. Making an appointment

Subject: Visit to your company

Dear Ms. Thara:

I am going to visit Osaka next month for a sales meeting.

While I'm there, would it be possible for us to meet and for me to explain about the new security

system?

How is your schedule for the 15th to the 18th? I will be waiting for your reply.

Best regards,
Tim Wilder

(Fngrd)
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B. Reply 1: Accepting

Subject: RE: Visit to your company
Dear Mr. Wilder:

Thank you for contacting me about your visit here next month.

I would very much like to listen to your explanation on the new security system. I am free on the

afternoon of thel6th.




It is no problem for me to come over to near where you're staying. Please let me know if you would

like me to do so.

Sincerely yours,

Satomi Ihara

(Fngr)
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C. Reply 2: Declining

Subject: RE: Visit to your company
Dear Mr. Wilder:

I have read your e-mail in regard to your being able to pay us a visit during your business trip.

Unfortunately, my schedule is quite tight from the 15th to the 18th, and therefore I don’t think I will

be able to meet up with you.

It is a shame we will not be able to meet even though you will be in Osaka. I hope we can meet up at

some point in the future.

Sincerely yours,

Satomi Ihara
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HIROBRIZHE T L RNTEWERBZ D A —/b, AR
1) REFHA— TZBHHITEET) TERBEVWLEOOTY) RE, A—NEEDIIWESER
DLE fEEICHA T 5,
2) AfE—mEESTERVNE > hFBRD,
3) BEMAH72 HRRORE,
Ll oTWNA,

BEICHA L B0, “Twill visit” 595 £V b, TS FREICR>TND
LWV = o T U ADGRN,

While I'm there ——  [HEH |, HIHREDERIZ, [~Z L TWAHRFHCOWVWTIZEWEL XL D] L)
F—ANENOT, Ml e RTIEARKI 2 X X_VC%’% 72\, While (330Efi72 DT, [While + I
R EIE) OIBIZ/R AN (7272 LEMEIE T “While sleeping” OJETH WD), During ILFEESA
720, During + 47 @E45E) ) ORI/ (fl—— “During my stay” “During the Sales
Promotion Week” 72 &),

would it be possible for us to meet and for me to explain —— [AJEE| #FK T “possible” DIANH
h, Blo X oz, BATFED “47 Z#HW T, litis possible for + AF7213¥ + to + FEd) &
WIHTBIZ 5, RIEFOHEWHTIZER, B< HDHMEVE LT, “T am possible to do. .. 7 &5\
T “Itisabletodo... ” 23% 5, “possible” (LHDWEN THHENE 9 D) T, “able” 1T AN (BB
TIHNT « RBUD) ATz THIRD ) LD 2 LD T, ZO@EWZHMICHEL Tl &y,

How is your schedule for the 15th to the 18th? —— FTEMROIEAEKDL, “How is” 1L MBI
%, “schedule for” ORi{ER &, FETRL L2 BAHIAHT o0& “the” Z MiEX TSV 20,

I am going to visit

<fixx B>

RO LANEZ#HTDHEEMOED A —/b, RITHERIT
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Iamfree — [TENRLENVTNS] LI FEBL, “Tmfreetodo...” 59 &, [~T250E 50T
FOBHEE] OFWICRLDT, D L=a7 A&, “free” OFLIFRELL LT “available” &
BfEDILD, “free” LWV o THARYIME T H I ENRRNDITTIERWVN, £ 95 EFVRHEFIC
Kby < THte,

on the afternoon of the 16th —— FIERIOMHE W FIZHER, — I [F#IZ) L5 5% 51T “in the
afternoon” & LC, P L) — DMK ZFER LT, ZOFOEEIZ, 16 HEWIREDHD
FRRIZENWS ZET, BEVRA VP THRET DEWVWHRDOT, “on” MHMEbh o,

It is no problem for me to come over to near where you're staying. —— X F5ED “It” & [for + A
+ to + B 2 HWZBOB], “come over to near where” DX E T HEEM R SLOFHNL T
IZ72 > T35, “come over’ I& [(ANDFTZE) 3 TiT< ] IS B6HDL] LW OIFEDERK, HEIOD
F &~ HTER “to” DERZRIZ I~DH7eh | ZEWKT D “near” 20T 5L VI FBMNTE
L, LENRS - EHRIZRD,

if you would like me todo so ——  “would liketodo” % [~L7=v ] 7Z3, AIZ T~LTH B
EEIGEIL. “like” DHEICEDHFONEZ AT HAMSRATIZIHAT L2 TRV,
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3) BE HLIRRW, BELEWIKFELEZEA, SROBRICLERT 5,
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your being able to pay us a visit —— Z O RERLFAHI & o TWT, —DDO4FA LRI T L S I,
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A. Confirmation of the appointment

Subject: RE: Visit to your company
Dear Ms. Thara

This is to confirm our visit to your company on the 16th of next month.

Sally Winston and I plan to visit you at 2:00 p.m. on the day.

We hope that you will be satisfied with our new security system following our explanation.

Sincerely yours,
Tim Wilder

(Fngrd)
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B. Alteration in the appointment details

Subject: RE: Visit to your company
Dear Ms. Thara:

We arranged that I would visit your company on the 16th; however, there has been a change on my

side.

Some urgent business has come up and I am going to arrive two hours later than planned in Osaka.

Would you mind if we moved the arranged time to 4:00 p.m.?




I am very sorry to cause you undue inconvenience. I ask for your kind consideration.

Sincerely yours,
Tim Wilder

(Fngrd)
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C. Follow-up: Thank you note

Subject: RE: Visit to your company
Dear Ms. Thara:

Thank you very much for making time to see us yesterday.

I believe we were able to further deepen your understanding regarding our new security system.

Please accept my deep appreciation to everyone at your office for the kindness we received during our

visit.

Sincerely yours,
Tim Wilder

(Fngrd)
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f51) Just a reminder: I'm visiting your company on the 16th of the next month.

This is to confirm —— “Thisistodo...” EWHEEZHLIX, A— L TEHWLNS, “This” 1%
2%V “This email” &5\ % “My writing of this e-mail” &9 Z &, “confirm” RT3 |
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Sally Winston and I —— FiaR Tl [RAEH UV — - 7 s A b EloTNT, BARETIZARRS
WETEDS, HEETIE TR 2% A>T 5200 %#E, “YouandI” “My brother and I” 72 &,
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We arranged that I would visit —— “arranged” Az L7-, E L] X, TZ2FETOA—ILD
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T 52 Lo TWz) OFEK, #13CT “Iwould” &72-> T2 DX, MK LI EOREEMN D F,
T, RO SRR S, BERNICER Lz,
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I am very sorry to cause you undue inconvenience. —— “undue” [T R E 72| 1ZEOEMK, HTF
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