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CHAPTER 1.
EYAARXA—= LTI EHFE 7L —X

HAFECE Y AR A=V ZEH IR, [BMEGCAVET] [XALKBHEWLET] 0k
S ER S L v E 3

FEETH, HARELBFEULERTEARWTTS, A=A TOEFZL—IXBH Y 7,
CHAPTER1 T, A —AEKORICERAWAZF T3 EBREE 7L — X2 EDF L7,
N PEERH 2 RN A EHTE 30T, 7L—X2HIco0CBEEL x5 !

— HHA

g

RYAX—J)DOBHEICESRKETT,

> Hi, ($%480)
OO0FT A TAIZEIZ.

» Hello, (%&#1)
OOTA. CAIZBIF.

» Dear (&),
HELRZ00TAN,

» Hieveryone,
BTA. CAICBEIK

» Greetings,
CAICHB I

» To (%&Hi)
OOT AN,

» Towhom it may concern,

CHIEEERN.

» Dear Sir or Madam,

CHIEEERN.
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AERICEDS CVLWMRISEE

BHEICEEWVWT. X—JLOXEMICESHRERIETI,

| hope you are having a wonderful day.
WHBEBEBILTL &DD%

| hope you are doing well.
WHBREBEBILTL &DD%

| hope this email finds you well.
ZRIAD TEIRKRALWIE L F T,

| hope you are having a great week.
SHEIFVWHHEBILTL & 5D

How are things going?
AFIZESTID? (T<KHLVLERDOBFICRHLTEWVWET)

rICEYALTED T

ALRDISERT DHEFADBRBELTES LD TEET,

It’s been a while since we last communicated. How are you?
CHEDVALTEDET, o TIH?

It’s been a while since we last talked. How are you?
CHEDALTEDET, o TIH?

~DHFTITEBLEL
>( _)[/@ﬁfﬁ E Eg%'fﬁié H% t—'fﬁj %Enﬂ%iﬁ._éjo

I’m writing to~
~DHETITEEL X LT

| would like to~
~L7<TEBLEL
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— TYEIDEFICDOWVWTTTHY

MUEiDX» DELD ZZEBIC T DHFFICHE D RFERFE T,

» Regarding the points we discussed earlier, ~
MUaissEL LIcHICOET XL T

» Inresponse to your last (question, email, inquiry) ~
MeEiW=feWie (BR/X—IL/BBVWEDE) IC2FFL T

» In reference to your recent (inquiry, email)~
MaiWicfzWic (X—JL/BRVEDYE) ICDFFELT.

— TMORaF~FT
HEETC MORTBHFZMMATV WS a7 Y ANMEh3RETT,

» |just wanted to inform you about~
~ICDOVWTHD AT ERoELFET,

» |just wanted to remind you that~
~CDVWTEHD AT IR AV REETVWEREE T,

» |just wanted to check if~
~HEDATFHERTETLREI L,

» Here’s a quick update on~
~ICDOWTEID T THRELEF T,

» Thisisjusta friendly reminder about~
~IDVWTRDB/BHSELE Y,
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[~ ZATWERITETH 2]
HFICERTIRICE K ESEERIERTI, Would~& Could~IZXEHRICTELEMKkE
LTESZENTEET,

| was wondering if~.
~HHD LD TTAH

Could you please let me know~?
~EBHZTCWIEEITETH?

Would you please let me know~?
~EBHZTCWIEEITETH?

[~ X>TWEITETEEWVWTT
HFICERA C ORAHKEE T 38065 BERE T,

I'd like to request~
~ZBEVLTEVWTT,

Could you please send me~?
~EERODTWVWIEITETH?

| would be grateful if | could have~
~EWRITHEELWVLTT,

| would appreciate it if you could send me~
~EERODTWIERITREELWVWTTY,
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— TESEFLERFIOL—-X
(WObBOMESCEVNET) THBEVEEEBONLSCEVET) OL5%
RHIE X 5 BERHTT,

» Thank you very much.
HONCSTETVET,

» | appreciate your time.
BEEZWEEHDNRCSITTVET,

» Thank you for your support as always.
WOHHDONRESTTVET,

» Thank you very much for your feedback.
CHEBWEEHONESTEVET,

» Thank you for all your assistance.
BABHEICEDE LT HODHRESTIVET,

— SFETELHEIL—-X
CREEBIMNT LTAZRLRSTVEL AL Ot BFICHRT 5 SETEARS
— TS BEEF T

» I’'msorry | wasn’t able to reply to you earlier.
BRENTETTEST. BLRRTTLWEHATLT,

» We apologize for any trouble this may have caused.
CHEBREEMFLTHLRRITVLEE A

» Wesincerely apologize for the inconvenience.
CARBEZEMNTLTARERLIRRITVLEE A

» Please accept our sincere apologies for the delay in delivery.
HmDIENEN-C 2. DD OEFEUVHRLLEITED,

» I’'msorry | wasn’t able to reply to you earlier.
BRENTETTEST. BLRRCTLWEHEHATLT,
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- 151_.'.7) 'f)l’%u— |:|:|..\<T LL\J

X—)LL_ ) 4)[/%//]\1—_'- L/Tk_k._ (\_/_%11_32_\ mu%?’iﬁﬁb\ﬂ—éyﬂ %ZIE'C?O

P Please have a look at the attached file.
//J\{j0)7 ’r}lx% EEEIU( T;_

P Please refer to the attached PDF for more details.
EEF L/ < Li//]dj@PDF% LEEE?JU < 7‘; é L\

» Please have a look at the attached specifications.
WMIDMRREZE CHESRCIZET

P Please check the enclosed attachment.
//J \{jwﬁﬁtmt%% EE:I:L.\ < Tu.

- igﬁ:ﬂh\ﬁhti -t %( =a L]
X=)LDOFEEICDITE TTERDHNULTEESZE V] DADDE VB LRERIFTY,

P Please don’t hesitate to contact me if you have any questions
CARBABENITVWELES. BERASISTICTERS LS

P Please feel free to contact me if you have any questions.
CARBRAGENITVELES. BREICEMEE TV

P Please feel free to contact me in case you need further assistance.
BFLEVWTETE BN BEATHTICTERKRSTZTL

» If you need any more information, feel free to contact me.
MICHEBRBERDPCIVWELES. BRIBICTERLIZTV
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— EEI v arRB

X_)[/TC‘\U'—C‘@:< ~ l:‘\y*]?—\/_égﬁﬁd: < 1%5 7 U/\) 3 y%%—z&a—o

» I'd hate to bother you, but~
BILLWE ZATHETTHN

» Sorry to trouble you, but~
BFHEEMTLETHN

» If youdon’t mind,
=LXz2AFnd.

» With all due respect,
KLz AMTEHL EIFFEIHN

» When you have a moment,
BFITETDRERIC.

— ICEESHFELTED T
EFICREESEVT 3RS, X—LOBRRICOT 3 EERRTT.

» I'll look forward to your reply.
CIREBF/HLELTEDFT,

» |look forward to hearing from you soon.
CREEFLELTEDET,
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TEB3LLEBVLET)

REFICIIEARTED TEBLIBBULWLET ICHIBERIIHD FEAD. THOH
ESTEVET] CVLSTBFEZRADTHERSZ T L —XZ2THBNMLET,

Thank you for all your assistance.
WBWB EHEMERICAD X LT,

Thank you for raising your concerns.

CiEgEEMTLF LT

Thank you for your kind cooperation.

LB LIHBELWLET,

Thank you for your attention to this matter.
COHICOVWT TS 2 LB L BEVL E T,

REDEBEUEE

ESRIAX=ILDICRICHED 7 # —VILGRUORIR T, REFEBERICKZEKIEE
<o HELTHIRTHREIDN TL Y FU—LBHRTHEINC KX > TEYIGRFZED

9o

RbWF o RIRA
Sincerely,

Sincerely yours,
Yours sincerely,
Yours faithfully,
Yours truly,
Respectably yours,

HRLVLEWRZBE I 5KRHR
Best,
All the best,

Many thanks,

> HRLIZEHLODDDRI>RIR
Best regards,

Kind regards,
With warm regards,
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CHAPTER 2.

TN B A A — )LD EW

[EEREWTWAE Y A AA =L ZELIC L] . [EROFTEXA—LZH 20| &
IHFIT, HEOEI AR — v TS TEXLA—ADH % THEALET, HRGFEO XA —1L &
WXEIEI DD, EDXSBERHTEDLEZONPEVSEFICLTATLIZI V]

— Casel. =S =7 JDOBREEREZ TS

REIDI—=T4 27DV T. CHELNSEHEDRVWHAKZRRIL TX—ILZED £,

A AZERR

XEIDF v o R—=VICHTRITEEaHE
DEFEWV

LI S A

BENEKTIS

REIDF v o R=VICDWTCE—FTa0 Y
JEETLETL,
ULTOHBEDOZHEIFWLWHADTLLD
Ho

28148 (B) 10:00-11:00

28158 (*A) 11:00-14:00

28A16H (7k) 12:00-15:00

SRAFTICOREVARIFET LS
T

LBLLBEVLET,

OO

English ver.

Meeting to discuss next campaign

Dear [ L],
| hope you are doing well.

| would like to have a meeting with you
to discuss our next campaign.

Would any of the following dates work
foryou?

February 14 (Mon) 10 AM - 11 AM
February 15 (Tue) 11 AM -2 PM
February 16 (Wed) 12 PM -3 PM

Kindly let me know your availability by
Friday.
Thank you in advance.

Regards,
OO
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— Case 2. 535D I OEHLEETS

SBOEREIO—ICOWVWT, 7O T I MXAYN—ECEHEVDORBEHERTI-HAXA—)L%E
EDE9,

HAGE English ver.
EFHmoO0—niR#IvEabtIiconT Project workflow
OO & A Good morning [1L1,
BENXRTI, Thank you for taking the time to meet
FERIZHEREWEESHDO NS TV with me yesterday.
i L/TCO

I’m writing to confirm our next steps.
SElo Oy h@%i‘%m:l—c:om Are these correct?
THESRIETLIET

WTFOFIETHEER L\'C L&DH7?

AW N -

5 @ =

Let me know if there have been any
changes.
ZELBEDNIFHZ T 2TV
FALLBEVWWELED, Best,

OO, Marketing department.
R—=T T4 I8
©]@)
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— Case 3. LRICRFDHER TS

NEADRRICRIDHMEAX—ILZ2ED 95

B AEE

[3R%5] HXeOOREDZEZ2TES
F LTI:O
BEE AABE

BENKRTT, OOTTY,

HRRHO kL DEEEIRE F L0
T MDA THEL T,
NUTFHETT,

cATFS %124 H
-5t : 1005 M
- #5 - 5HI0BFE

RECALTRDRUCER D RBEDD &
L7c5>TL 2T
LBLLBEVLET,

OO

English ver.

Report: Order from [1[] Co,.Ltd.
Hi AA,

| am writing to inform you that we have
received an order from [J[] Co,.Ltd.
today.

Here are the details:

Product: Plan A, 12 months
Total: ¥ 1,000,000
Delivery: May 10th

If you have any questions, please let me
know.

Best,
OO
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— Case 4. TR FOEHZ TS

HRICA—ILTERZOEMSEZERML £,

A& English ver.
ENE0EHMSE Farewell party for AA
EERR. Hi everyone,
HENERT, | hope you’re all having a productive
BECCHEMDED . AANSADEBREEN day.
FIDT. FREZFELTVET,
X FECD@ED T, As you may know, we are holding a
farewell party for AA.
HEF @ 4/22 (£) 18BF-208F (2BFR3) Here are the details:
1%5PR ¢ http://www.goodrestaurant.jp
Bi0& : 30008 (FLtE> FAH) Date: April 22nd (Fri)
Time: 6 PM -8 PM (2 hours)
CRENBZIHFIFEUOEHSELET Venue: http://www.goodrestaurant.jp
LYo Participation fee: 3,000 yen (includes
ERRICEMZHRET 55134/6 (K) fee for a gift)

ETICBHOEL LI,
Comments and suggestions are

SABLLEBEVLET, welcome.
Kindly confirm your attendance by April
OO 6th (Wed).

Thank you in advance!

OO



Bizmates

— Case 5. BmDFEXTTZHREIT S

BERICEmMmDFEEXT T DX —ILZZED T

B AEE

Bimm XD OB
BRSO
OO #%

WOBHBHEFEICHE>TED T,
HAE21O0DOO0TT,

48298 (£) ICTEAXWEEEEELE
ANBFEZEWLE LT,

IATFEFMICED o
CHERDIFELB LIBBEVLLELE
ER

B AA

= 1001

®)&EH 5898 (B)
F3F*ES 1 0-00-0000

ARG CEBBLEITVELT
5. BRFEICTERIIETET L,

SREBMFMELIZLLEEVVELE
ER

HAZ1HOO0
OO

English ver.

Notice of shipment

(1] Co,.Ltd.
Dear [ 1L,

Thank you for your continued support.
This is OO of OO Co,.Ltd.

This is to inform you that we have
shipped your order placed on April 29,
2022 (Fri).

Here are the details:

Product: AA

Qty: 100

ETA: May 9th (Mon)
Tracking number: 0-00-0000

If you have any questions, please feel
free to contact us.

Regards,
OO Co,.Ltd.
OO
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— Case 6. S5 REZ XTI S

HHMIEDFBKREENL DRI X —IL T,

HAGE English ver.
[OOHHatt] HREZX(TDIEN Invoice - April

MO0 (1] Co,.Ltd.

O] %% Dear (J[7J,

WOHLBMEEICHR>TED X, Thank you for your continued support.

OOHKAEEDOOTY, This is OO from OO Co,.Ltd.

ABDDFEREZAAX—ILISHRFALTHD Please find the attached invoice for the

9, month of April.

CENDIFEELA LS BEVWWELF

Jo If you have any questions, please don’t

hesitate to contact us.
CARBEERESIVELS TEELTE

SLWEE, Regards,

OO Co,.Ltd.
SBEHLBLIBBLWVELET, OO
OO#HH a1t

OO
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— Case 7. xfF7 71 ILDiBNICT T D

MFICKICESTCBREBOEXMTAXA—ILISHRE T 7MIILDBRNTVWBR CLICRDOE. X—ILZH

XD F9,

A AZE

Re: [OO#A&4t] FAREXTDIER

BRSO
OO #%

HHEFEICED XTI,
OO#H#ARHDOOTT,

HIFEBED LT=X—=)LIC. 771 I)L%
MILTHEDFEFHATLT
KERILW=LFE LT
AAXA=ILDRFICTHEEDOWVWELET,

W 7Y
00080 pndf

HHELTCCHERZBELOLWELET,

OOHA R
OO

English ver.

Re: Invoice - April

(1] Co,.Ltd.
Dear [ 1L,

| am terribly sorry that the invoice was
not attached in the email | sent you
earlier.

| have attached the invoice in this
email.
Thank you so much for your patience.

B Attachment
0000 . pdf

Kind regards,
OO Co,.Ltd.
OO
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— Case 8. RIEZHEIET S

BHFEHISRENEVTRWVWCD, BROX—ILZZED X,

B AEE

[B:iX] FENERITOHEMEL

BRSO
OO #%

HHEFEICED XTI,
OO#H#ARHDOOTT,

3HAFT. FENERTOKEEZX—ILTSH
XD LTED 9N
CHELIRTEWVWLRITRTL & DD,

AROBEEMBICENENVEC LD F
TDT. ENFTICHEED LRRITNL
ZWTT,

CXRDIFEELB L BEVLWLWEL X
ER
BBEEZEFELTEDFT,

OOHA R
OO

English ver.

Re: Request for receipts

(1] Co,.Ltd.
Dear [ 1L,

| hope you are doing well.
This is OO of OO Co,.Ltd.

| would like to follow up on the receipts
we requested to be issued three days
ago.

Our accounting department would like
to receive the receipts by the end of the
month, and we would appreciate it if
we could have them by then.

Thank you in advance for your
cooperation.
| hope to hear from you soon.

Sincerely,
OO Co,.Ltd.
0]@)
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— Case 9. RF¥F-H->TVW/-HIEZZZXEJI S

TTICRESDTVWBRT D a—IILOEBEZEFEVT DA —ILZED X,

B AEE

I58htDHEEEDHEL

BRSO
OO #%

BHFFEICHE>TED T,
OO#H#ARHDOOTT,

5A2BICFELTVW 58 htEDHE
ZEEIEBTVWLLESIKA-ILEET
WETEE X Lo THBELHDEEIEHND T
BBLRHD FEAD. TEEHEOWVWTH
M THRARIBITRWVWTL &L D%

+5/9 (A) 14-158%
+ 5/10 (k) 15-16HF
*+ 5/11 (k) 18-19BF

#UVBBEBIBBEHAE B LTI <
FEE,
CHBEBDLTLEVATIMETT
. %ES L BRLLET,

AEZELB LLBEVVELET,

OOHA R
OO

English ver.

Request to reschedule our meeting

(1] Co,.Ltd.
Dear [ 1L,

Thank you for your continued support.
This is OO of OO Co,.Ltd.

As for our meeting scheduled for May
2nd, would it be possible to reschedule
it to one of the dates below?

- May 9th (Mon) 2-3 PM
» May 10th (Tue) 3-4 PM
+ May 11th (Wed) 6-7 PM

| sincerely apologize for any
inconvenience this may cause.

If none of these work for you, please let
me know an alternative date.

Thank you for your understanding.
Best regards,

OO Co,.Ltd.
©]0)
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— Case 10. TR FDFELEETS

MaihoB[HETEVDHIEEIEN S AR FOFLWHEWDHDOD, BEHELAEWV®

BEIOLET,

A AZE

Re: 1RV FDEFEL

BRSO
OO #%

BHFFEICHE>TED T,
OO#H#ARHDOOTT,

COEIF. AIRYEDEFVHDHES
CEVET,

EoNKDEFVTIEHD XITH. &
FREI’EDTEMZEREDELLVWCE
W&o

SERESDHNISEOVOSMSETIEE L
WEBWETODT,

CNICED T EEMoETREITE T =
WTdo

AELB LIBEVVELET,

OOHA R
OO

English ver.

Re: Event Invitation

] Co,.Ltd.
Dear [ ][]

| hope all is well.

Thank you very much for inviting me to
the event.

| would love to attend, but | regret to
inform you that | will not be available
on that day.

| will be happy to join any future events
your company will hold.

Please let me know whenever you have
one planned again.

Thank you.
Respectfully,

OQ Co,.Ltd
0]@)
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APPENDIX
B Y A R X — )L Cfifi 5 WgEE

T, EXDE VA RA—ATELMHIMGEL TN LT,
M2 HZ2L01E, MELHZBELTELTEBL LETcToT, ¥UOBEICLTAHT
-2

— approx. — TBD
» approximately » to be determined
. BELE RE
— ASAP — Dept.
P as soon as possible » department
TEBRITELS EE
— Attn. — Div.
» attention » division
~3E EE £
— PO — e.g.
» purchase order » forexample
HAE B Z &
— Qty. — ea
» quantity » each
HE &
— RSVP — ETA
» "répondez s'il vous plait " » estimated time of arrival

(7S AB)HRDORE=ZLZEWV & FERA
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— FAQ

» frequently asked questions
KL< HBEM

— FYI

» for your information
SEETIC

— HQ
» headquarters
AR

— Max.

» maximum
=KD

— Min.
» minimum
&/)\D
— N/A
» not applicable

ZE%L

— w/o

» without
~7x LT



