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A. First Email and business proposal

Subject: A business proposal

Dear Ms. Richardson,

This is my first email to you. I'm John Sellers, Sales Manager at Bright Optics Co. I saw your
presentation at the industry conference last month and was deeply impressed by it. So I talked with

my boss about the prospect of our opening up new business with you.

We are a small but rapidly growing manufacturer of optical lenses for industrial and medical
instrument. Having heard your presentation, I came to believe that we could be of much help to
improve your surgical microscopes. If you are interested in our products and services, please contact
me by email or by phone at 012-345-6789 (Ex. 57).

For your information, I've attached our latest catalog. If you need more detailed specifications, price

list or lineup, please just let me know. I will send it to you immediately. Thank you for your attention.

Best regards,
John Sellers
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B. First email with personal message

Subject: A J-League game
Hello Sam,

Sorry for this abrupt email. I'm Yoko Shimazaki. Kenji Takeda’s friend. We met last June at the
sports bar where we watched the World Cup soccer game together. Do you remember me? Maybe not,

because I'm always shy and quiet when meeting someone for the first time, especially in the public.

Anyway, I'm writing to ask you out to a J-League game this weekend. Kenji was going to go to the
game with me but he had to cancel it for some family business. Then I remembered you said you're

interested in J League as well as in European leagues. That’s why I'm writing to you now.

If you’d like to join me, please let me know by Friday. I hope you do and enjoy the game. Looking
forward to your reply. Thanks.

See you,
Yoko Shimazaki
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A. Asking for a catalog

Subject: Please send your catalog

Dear Sir or Madam,
This is my first email to you. I am the chief buyer for Crescent, a men’s clothing store in Osaka,
Japan. I am interested in ordering shirts and jackets from you on a regular basis, depending upon

quality, fit, and smoothness of delivery.

Would you please send me your latest catalog right away, so that I can make some winter selection?

Also, could you send two or three of your most recent back issues?

I am looking forward to hearing from you.

Best regards,
Keizo TANAKA (Mr.)

B. Asking questions about your purchase (Letter)

Subject: Carpet cleaning

Dear Sir or Madam:

I purchased an antique Persian carpet from you about three years ago, and it needs to be cleaned.
However, the local cleaner is afraid of damaging the carpet and won’t do the job. Therefore, I'll have

to clean it myself.

Could you answer these questions: first, is it safe to use water and detergent? If so, what kind of
detergent would you recommend? Second, can I use a brush? If so, what kind would be best? Third,
would it be safe to hang the carpet outdoors in the sunlight, or should it be hung in the shade?

Finally, what is the best way to remove food stain?

Incidentally, we noticed that one end of the carpet is slightly wider than the other. Is this common for




handmade carpets?

I am sorry for troubling you with these questions but would much

appreciate your reply.

Sincerely,

Ann Davis

C. Asking about the inventory

Subject: Inventory of Model TC-22

To whom it may concern,

I'm thinking about buying three of your TC-22 file cabinets, which I saw in your material. Three is a

very small order, I'm afraid, so could you let me know the minimum order first, if any?

Also, could you tell me if you still stock this model? If you have it in inventory, I might place an order
soon. Or, if you happen to be out of stock, how long will it take to fill my order? And how long will it
take you to check on the inventory?

I'm sorry for troubling you with these questions. I'm looking forward to your reply.

Thank you for your help,
SAEKI Susumu (Mr.)
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D. An inquiry without listing

Subject: A large order for the North Pole

To the Accounting Manager,

We are interested in your North Pole Air Freshener. If we ordered 50 units, how much would they
cost? Could you give us a large-order discount? If so, how much? Also, how long does the guarantee

last? Finally, how soon could you deliver upon receipt of our order?

I'm looking forward to hearing from you soon.
Best regards,

John Stevens

< GBI >
largeorder [KEFX] - units — i) FHSIZ X > THAITES)
- guarantee [f/IRFE) - upon receipt of [~ (FHL Y OKEH T

E. An inquiry with listing

Subject: A large order for the North Pole

To the Accounting Manager,

We are interested in ordering your North Pole Air Freshener. First, could you answer the following

questions:

1. How much would it cost for 50 units?

2. How long does the guarantee last?

3. How soon could you deliver?

4. Could you give us a discount? And if so, how much?

We are looking forward to hearing from you soon.

Best regards,

John Stevens




A. Reply to Sample A (Week 2)

Subject: Re: Please send your catalog
Dear Mr. Tanaka,

Thank you very much for your inquiry. I'm Robert Hawkins, in charge of sales promotion at Select

Retail Co.
I will send you our latest catalog and some of the back issues as you requested. Also attached is a
promotional pamphlet on our products and services. I hope it helps you realize that ours is the

service that best meets your requirements.

If you have any questions or concerns, please contact us as below. We'll have a representative get in

touch with you.

info@select-retail.com

Thank you very much,

Robert Hawkins

B. Reply to Sample C (Week 2)

Subject: Re: Inventory of Model TC-22
Dear Mr. Saeki,

Thank you for your email. We’re very happy to fill your order. But unfortunately, the item you
requested is currently out of stock and I cannot say for sure when it will be available again. To tell
the truth, since our new products are in line for production now, some of the products on the material

are no longer on offer. If you are still interested, we do have the following items, which are also




included in our new catalog attached here:

1. TC-32: almost identical to TC-22, but slightly smaller
2. TC-42: the successor model to TC-22, comes in only two colors

3. TC-50 series: executive models with a flexible shelf arrangement, for corporate customers only

For corporate customers, the minimum order we can accept is 30 units. But in such cases as yours,

where the order is made strictly for personal use, I guess, we have not set any minimum order.

I'm sorry for the inconvenience, but hope that you would get interested in our other products too. I'm

looking forward to hearing from you soon again.

Thank you very much,
Jonathan Milford, Jr.
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Subject: Re: Order for 200 clocks

Dear Mr. Brown:

We received our order yesterday. Thank you as always for your smooth delivery.

However, I'm afraid that five of the 200 clocks are defective. I have had our technical staff carefully
recheck if it’s actually a mechanical defect, and found out that the wiring of those at the bottom of
the cargo had been seriously damaged. We need further research to be sure, but there seems to have

been some kind of accident on the way.

According to the contract, we need you to send replacement right away. Please do whatever is

necessary to make sure the shipment gets here before 12:00 on the 7th.

Kind regards,

Taro Suzuki

B.

Subject: Re: Order for machine parts

Dear Brown,

I have to inform you that because of your failure to deliver our order on time, we suffered a serious

loss.

Due to this delay, the startup of our new plant needed to be postponed.

After carefully considering this issue, we will contact you again. In the worst case, we may need to
require you to compensate us for damages. Regardless of the outcome, I'd like you to take necessary

measures to insure such things do not happen again in the future.

Best regards,

Taro Suzuki
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C.

Subject: Shortages in shipment

Dear Claire

I am sorry to inform you there were shortages in ABC’s shipment of chemicals for the XY-123 lab that
we received from you last week (shipment list and original order attached). Would you please have
the missing items supplied on an urgent basis. All chemicals must be supplied to our client DEF by

the end of July.

May we also ask you please to pay special attention to attaching the correct Stock Numbers to
chemicals. In the shipment we found several drums with wrong Stock Numbers. An incorrect label

can cause a serious safety problem if the wrong material is used. Thanks for your support on this.

We would appreciate your action on this by Friday your time. Could you let us know please when you

have sent the shipment?

Best regards,

Susumu

D.

Subject: Shortages in shipment
Dear Ms. Sanders:

Ms. Sato, the General Manager, has instructed me to express her real dissatisfaction with the last

shipment. I am her Executive Assistant.

Because of shipping shortages in the shipment for the XY-123 lab received last week, not to mention
the mislabeling of product (see attached), we require very prompt action from you to avoid a serious
disruption of operations at our client DEF. DEF, as you know, is the largest user of your XY-123

model here.
The chemicals not sent must arrive here by Wednesday of next week, labeled with CORRECT Stock
Numbers, to allow us to turn them over by Friday as you have contracted for, to meet DEF’s

production schedule.

Best regards,




Susumu Ikeda
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A. Reply to Sample A (Week 4)

Subject: Re: Order for 20 clocks
Dear Mr. Suzuki:

We'’re really sorry about the defective clocks. We've already sent you five replacements by express

mail. It should arrive by the evening of the 6th, so please wait just a little while.

And we’d also like to express our thanks for your taking the trouble of checking the defective clocks.
Our quality control section confirmed that there should have been no such defect as you reported at
the time of shipment. So, as you noted, it seems that there was an accident somewhere on the way.
We’ll look into this immediately and have the person in charge contact you to inform you about the

cause of the damage.

Please accept my apology for the inconvenience we have caused you. If you have any other problems

or concerns, please let us know.

Thanks for your patience,
Chris Brown

Customer service representative

B. Reply to Sample B (Week 4)

Subject: Re: Order for machine parts

Dear Suzuki-san,

I'm very sorry, but our records show that the deadline was November 8 and not November 1. Could

you please verify this on the copy you have (see attached for the revised online order form)?

It is my understanding that when we signed the contract, we did agree to deliver your order by
November 1. But as shown in my October 15 email transaction with Ms. Yoshida, your secretary, she
asked us to delay the shipment for one week. And the change is reflected in the new order form. It

appears that there was a communication problem, and I'm very sorry about that.

Does this solve your problem? Before discussing the compensation, I'd like you to recheck the above.

Thank you for your cooperation.

Sincerely,




Chris Brown
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Re: Proposal for the XY-WebShop
Dear Ms. Frit:

Regarding your proposal for the XY-WebShop, we have two problems that appear to require action on

your side.

1. Verification of design rights
Could you please send us details on your proposal right away? It appears another company may have
copyrighted a similar structure, so we must pass the details on to our Legal Department for

immediate certification.

2. Alternative to your proposal
Since we may not be able to use your proposal, we will need to consider alternatives. With the tight
WebShop schedule, alternatives will have to be designed on an urgent basis. So we need to receive a

new design from you some time next week.

Sorry for the sudden rush, but we look forward to hearing from you soon.

Best regards,

Ryo Matsuno
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