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1.

Subject: Hi! My name is Tasuke

Hello Nathan,

I saw your home page and liked it a lot. The photos of your cat are

really something!
Let me introduce myself. My name is Tasuke and I'm teaching English

at a university in Osaka, Japan. I have cats, too. Four of them, to tell the truth.

Shall we exchange some photos we’ve taken and discuss the cats on the Internet?

Hope to hear from you.

BFN,
Tasuke Okamoto

2.

Subject: How are you doing?

Dear Katherine,

This is my first e-mail to you. I enjoyed talking to you in London.
After coming back to Japan, I started studying English on my own. Now I'm
making progress in my English and writing e-mail is OK to me. But speaking

English is still difficult, especially when I have to talk to foreigners on the phone.

I'm trying the novel you recommended to me, _The Remains of the Day_.

Ishiguro’s English is a bit difficult to me, but the story itself is enjoyable.

Attached you will find the picture we took together in front of Westminster Abbey.
RSVP and I hope you to visit my place someday.

Best,
Ken




3.

Subject: Job application

Dear Manager of Human Resource Dept. of TexCom:

I am writing to respond to your advertisement in the _Daily Yomiuri_
on May 15, in which you announced an opening for a sales representative

with TexCom.

I have three years of sales experience in the computer-related publishing
industry. I am familiar with the products that you publish and believe that
my experience in this field would benefit your company. For more detail of

my past career, please refer to my resume attached to this e-mail

I would like to meet with you and will contact with your office the Week of
May 24 to determine if an interview may be arranged.

If you wish to contact me before that date, please call XXX-XXXX.

Sincerely yours,

Tasuke Okamoto




Exercise 1
1.

Subject: Where exactly are we meeting?

Hello Jane,

Now that our classes are winding down for the summer break,

I'm starting to feel excited about our scuba-diving trip. Only two

days to go!

BTW, where exactly are we meeting at Osaka Station? I recall you
saying the Mido-suji Exit, but it’s a bit inconvenient for me. Could you
change it to the Central Exit instead? Tell me if it’'s OK with you.

See you soon!

Johnny

2.

Subject: Would you be able to be available to teach us English?

Dear Mr. Stevens,

We asked our teacher, Mr. Smith, if he could give us some private
English lessons. He said that he was quite busy this month but gave

us your name and email address. Would you be interested in teaching
three college girls for an hour one evening a week? We would like to have
the chance to talk more in English.

If you are not tied up on either a Monday or Tuesday, could you help us
out, please? We can pay about ¥4,000 for each lesson.

Thanks in advance,

Yuki, Mari, and Emi

3.

Subject: A request for information on summer courses in England

Dear Sir/Madam,

I found your brochure in an agency in Japan and decided to contact you
directly. I am thinking of spending about four weeks studying in England

this summer. I want to stay outside of London and so your school in
Cheltenham seems to be in the most suitable location. It may be just wishful
thinking but I'd like to try to pass the Cambridge First Certificate Examination
this year or next. Can you recommend a suitable course of just a month?

I'd like to stay with an English family. I understand you can arrange this as well.
How much does it cost?

Please reply ASAP.

Thanks,

Hiroshi Yamada (Mr.)




Exercise 1

Request 1

Can I stay with you?

Yo! Ben,

Are you doing OK? Hope all goes well with you.

Could you do me a favor? Can I crash at your place Oct. 2
and Oct.3 when I'm in Sydney? Would be forever grateful,
but if you're busy, it’s OK.

Mail me ASAP.

Thanks,

Daniel

Reply 1

Re: Can I stay with you?

Daniel,

You're not going to like this. Sorry you can’t stay with me

because I'll be out of town at that time.

Do call me, though. My cell phone number is
XXX-1111-2222. At lease we can talk.

BFN,
Ben

Request 2

REQ: quarterly sales report
Hi all,

I'd like you to send me the figures from the last quarter
by tomorrow morning first thing. Pls let me know if you

have a problem with this deadline.

Pascal: Have you coordinated your team & their result yet?




Can you send the report to me by Thurs 4th?

Please reply asap.

Best wishes,

Simon

Reply 2

re: REQ: quarterly sales report

Simon,

I'm sending you all the info you need for last

quarter in the attachment.

I've already contracted my team and they have just
finished their sales figures. Unfortunately we
haven’t completed the report yet as we’ve been

very busy with trade fair prep.

The deadline should be no problem though: you’ll
have it on you desk by 4 May.

Rgds,

Pascal




Exercise 1

Dear

We are in receipt of your proforma invoice, no. 6025 relating to

our order no. F221 of 14th August.

Our customer, CDE Inc., is a valued client who urgently requires
these products; therefore, we would request you to dispatch
20 cartons of marking pens from our order by airfreight

instead of sea freight as soon as they are available for shipment.

Please advise the airfreight cost together with details of the shipping

schedule to enable us to pass this information to our customer.

Your immediate attention to this matter would be appreciated.

Yours sincerely,
Mark Davis

Dear

We have learned from a business acquaintance that your company

produces and exports erasers at a reasonable price.

As a manufacturer of pencils we are interested in purchasing your

products and would welcome a quotation on the following items:

(1) Quotation—as a single item
450,000 pieces, CIF Osaka in US dollar, Delivery terms,
Payment terms
(2) Quotation—as a value pack
300,000 sets, CIF Osaka in US dollar, Delivery terms,
Payment terms
*Value pack is a package containing 4 pieces of our pencils and an
eraser.
We are going to supply you pencils and packages so that you can

supply erasers by completing the packages.




We would appreciate your prompt attention to this matter.

Yours sincerely,

Erica Fitzgerald
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1. <BROBHEEESTHITD>
(A% R E 4 5 —Would you please: =& 5% DiF THIGHFHEEI D)

Thank you for the samples of motor NG-02, which arrived yesterday in good condition. For our

review of this product line, would you please:

1. advise the CIF price
2. forward sample and pricing of NG-02

NG-02 E—4—DHh > TV TS WE LT, HHRWIRETHEE L,
ZOMEMBEER T 27201, LT EBBEOWZ LET,

1. EEREEHAZ (cost, insurance, freight) itz B HE <IN

2. NG-02 DY 7 LflitkZFiED <7280

WS ODORHERH D DN IFIZHEOE HTh2YD £9, Would you please: & 21 o TXUI» T, AT
L LATZET T BIKFENAEEZES ERWTL X 9,

2. <tEREX - BINEHVD>
Mz ~2—dh B 282 2 =fF SV TR~ %)

We would like the following motors, from our order no. 132, to be sent to us airfreight as soon as

possible.

*NG-02 100 dozens
*NG-03 50 dozens

We look forward to receiving your confirmation of this request and advice as to the expected dispatch

date. Although we agree to pay the freight, please try to get the best rate possible.

WAL DRER S 132 D, FReDE—F — % TX 5720 7 < 2B CTHmREV E T,

*HG-01 100 & —*A

*HG-02 50 &4 —*%

Z OEIEOMER L TEHE R OWMEZBEOW LET, SREmEaiis X0 LETR, T 57084
DENE D& BIEURL TZE0Y,

it EBEEIER D ZENERROT, EREZICT D LEEN R, AN—ADHIKNIZRY £3, =
DA, WS OORHERH HES LTEETIERWVWOT, TAT YR (*) RETREY 2472
JTERWTL X9,

3. <bL~ThhiE - b L~TRIFIhIT>




XUOIZ T~ EHIH) EHEILC—
[ LEFH ThivE (Ifso,) ] HDHWE
[t LEF 9 TRiFuE Ifnot,) ) EHTD)

Can you please advise if you have prepared a flyer for your new product to support the release? If so,

please forward a draft for our reference.

BV R— T OHRGOFT TV 2SN E I PBALELIZINETN? b LEHSATND
DTHIUL, BBEOLDICTTHEZZRED {TEE0,

Regarding your proforma invoice no. 900, please confirm if this consignment has already been

shipped. If not, would it be possible to add 10 dozens of motor HG-05 to this consignment?

HESCGEEE 900 122V T, ZOMEMIFBEICHfT SNIZNE D N IR 723V, b LELTLE L, FHEMIC
HG-05 E—%—% 10 ¥ —ABMT 5 Z L IIAEETT 7 ?

[~E 5 LRI EKBUTIT,
Please advise if (whether). . ./
Please confirm if (whether). . ./
Please inform if (whether). .. 72 E23% 0 97,
FEA DA, ZOMASL TR CIREEZITAE T,

4. <WRIRBHEA % s D # B > fE >
(TZrnHr NI ->TWD] LiiH—
H 45y DRI DUV T —

FAFIZ L TR LWL 2 & 2K

One of or customers has asked us if we have a product for children that we could supply to replace a

product they are currently sourcing from another supplier.

They have faxed us a flyer of the product; however, the condition of the text is quite poor so I have

sent it to you by international courier service.

Upon receipt, please advise us of the most suitable product so we can make a recommendation to our

customer.

WAt DR D 1425, BRI DY 7T A ¥ =D HAEATNLTWE TR, Bl Zhicfb - TREETE 57t
MT PSR VTR TELILET,

FHIIEOEMDTF T %77 v 7 ALTLEEWE LR, LTEORENEN O, ki ZEEEERE T
BEOWELELE,

ZUTWMONELLES, BRICBEIOD TEORLDSEIDLVAEMEZBHOETEE N,




FEZMEICHIAT 2 Z EBIPLTT, BIZED WO MIEZRA72nES ZE T, KRRV LT
EFMEE ZENTEET,

5. <ER-HAPRA-KU>
(THE = TER] 2 F TR ->ZN O NMERFH ZNEFICHAT 5> % 0 SChA) TREOY)

Please advise if a bonus package has been prepared yet for HS-5N.

The product lines are being sold as a bonus package in most stores and we believe there is a chance

to grow HS-5N sales in certain areas of our country.

We look forward to your advice.

HS-5N OR—F ANy r— G oZ 0Ny r—) X, bIIHBEEINTENE I hBHLELTEE N,
ZOEFETA L ORERIE, 1FEALEDNEETR—F 2y 7 L LTIRBEINTEY . B HDOEDU Sh
O T, HS-5N DE Y EF 2T I#HErd 5L BELTWET,

THEAEEBREHL L TWET,

FRZED S TZNA TR WEEIE, ETAMEZR~TH 0 BFRRLRHHICE > THWEE A,

6. <EfTLEZ L OFHHASBEDRIOFHE >
IXUDICTHIEE ., ZRUCHOWTCTHDN L Z L 2BHT2>F20O/RRAE L2 L L, BUREHA—
HFEOERZBEL . FHIXHESYOERAZIERD)

I have consulted with some of our agents regarding your request to prepare a bonus package for
HS-5N.

Their response was that we should not produce a bonus package because

* (reason 1)

* (reason 2)

Please let me know if you have any further questions or comments.

HS-5N IZR—F ANy =V HET DL WO HENE DY 7 2 X MZOWT, i ORBYE IR -
LE L,

5 D% 21, HS-BN OB —F ANy r —IIAEFET RETIERNWEWV I O TLRE, Z2Ehb

* (Fh1)

* o (Fh2)

FICTEMSRIEAN IS NE LES, BHLELI SN,

AFE LTS, FTHONMZ LIzOElk X, ZORFRAE CIRUOHMA 2T 5 /37—, HRFED




AT BRITIG CTHEWITE L & 9,

7. <EXFEILIZHITTELI>
(BREZBL XA T T LT THBZELEZICL, ZNENUTHHAZ ST D)

Please may I order urgently the following items:

HG-1 200 cartons
HG-2 50 cartons

Please airfreight the above as soon as possible.

HG-3 100 cartons
HG-4 20 cartons

Please send the above by International Courier Service.

HG-5 50 cartons

Please send with normal shipment.

UTOMBEREZFEXLET,

HG-1 200 71— kv

HG-2 50 71— b

TE LT RWERHEY TR LET,
HG-3 100 71— k>

HG-4 20— hv
EFRERE TR N LET,

HG-5 50— hv
WEOMECHBENWZ LET,

ERFEONAW T, MEVWEZRTDOIELLET, (THOAR—2% LFfE-T, KUY &%
ST SHEELE D,

8. <In addition # AW\ T. BlZfriimz %>
(O EoDAHTAL #E < —In addition, & L TEMO A 2E <)

Can I please order the following:

Order no. 00927

900 pieces HG-1
700 pieces HG-2




Price as quoted on your email to our manager on November 10. These are to be sea shipped together

for delivery mid December.

In addition, can I please order 15 pieces of clear bag for the above products (Free of charge)?

LR OEL Z BV Z LET,

R 5 00927

900 & HG-1

700 5 HG-2

fif&iX, 11 H 10 BAHT Ofths blEth~ 22— ¥ —~D E A —/L TOREH Y Dby T,
12 A FajosEttm i s & TR L T<7E &0,

Mz <T, ERfSHoOEHOR (L) % 15 HREWZ LET,

BEOMUEZOLEODA—VITAND DL, HEVRNWILETIEIHY FEA, HRATEITLHARD
HEET BMTHLZLEEZMLMNILEL & 9,

9. <MEZFEHHEM>
(TZhzz R T Eawn CEEEXRT
ZONEZHRAT 2 >EMT D)

Can you please have a look at your proforma invoice no. 500, HG-3 for our customer Auto Speed Inc?
These goods did not arrive on the container shipped from Los Angeles this month. I know that the
order quantity was changed so this may have delayed shipment. Therefore, I have checked next

month shipping list and they don’t seem to be on there.

Could you please let me know when they will be shipped?

DD O SGEEER B 500, BALEEE A — b A B — NEA) HG-3 2 ZE < 7280,

INHOEMEI, SArY Y EBEAANLHA SN T TCIEEIE LERAT LR, BEBENETE I
TEITHRF L TWETR, ZNTHRDBENTZONS LNLEEA, TOLHRA O TERD BE LD,
ZHHIZH#-> TV RNE S TT,

ZID DRSNS WO SILD DDEZ T\ E T2

BT A0S, MRREZRONEZRAT 500 22T, BRLEZ L LITEIZEANPR-TDHEE
. BROAETGICHBERH 2 00s LIVEREA,

10. <B4z W ZArEXHT
—REER >

(ANZDOWTENY 72D IR R D >HKFHZ DI WEVD 2 FE L <A 5 >BERoEEN b o 7o)
E D MHEBT D)




We need to order some products for gift package; however, I am unsure of the product code to use.

Our stock of coffee gift package contains hair-gel and small hairspray. We need to reorder just the

small hairspray with no box required. We need them in individual plastic bags not individually
boxed.

I hope I have explained clearly what we require.

X7 bRy =V O EESLT DMERHLOTTR, HHT MM — KRB0 8 A,
Wt DANT Vb s X7 b3y 7 DIEEICIE, ~T VoL ENAT 2T =150 £, AT X T L —
ETEHREETLILERD Y T, ZROIFEMNCFHEAD TidZe <, ERllE =— 4RI A s TR Lz
DT,

WA OMEL T D HDORPAMICHIITE TND ERBVOTT A,

HATHWEOLOELIGNERNZ EICOWTHERMT 25813, &V HATMAMES Ve ®~T,
Hoo [hbles) (BBE - BA) 23+ 2L0vnTLrd,

MULEDOBISCE, BRI - 3 - FEfR EO BRSNS Ao TWET 23, CEHOM (templates) %% D
MOAMIZHLE IO TS TN TEET, BRATLVHAELZ B LFSHETLHELEALTHATES
Uy,




