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Sub: Request for a catalog
Dear Mr. Robert Johnson:

I'm writing to you after seeing your site.

I'm interested in your products, so I'd like to ask you to send me a catalog and your latest price list.

Best regards,
Taro Suzuki (Mr.)

B.

Sub: Air conditioner pad samples
Hi Bob,

I sent the samples to you last night.

I'm sorry, but could you verify this and contact me right away?

Many thanks,

Taro Suzuki

C.

Sub: April 8 meeting on the ad campaign

Dear George,

I’d like to let you know about a meeting on April 8 at 3:30 in Room B.

We plan to discuss the spring advertisement campaign.

If you can’t come, please let me know as soon as possible.

Take care,




Taro Suzuki
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Subject: Request for a catalog
Dear Mr. Taro Suzuki:

Thank you for writing.

I will send you our latest catalog and price list, as you requested.

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

touch with you.

info@xz.company.com

Thank you very much,

Robert Johnson
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Subject: Request for estimate

Dear Robert.

Thank you for your response.

I am still interested, but could you please send me an estimate?




I want to have it by May 17, if possible.

Thanks as always for your cooperation.

Taro Suzuki
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Subject: Estimate for office furniture

Dear Taro-san,

I've enclosed an estimate, as you requested.

The total amount with shipping costs comes to $61,000.

However, there is a little room for negotiation, if necessary.

Yours truly,
Robert
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Re: estimate for office furniture

Dear Robert-san,

Thank you for the estimate.

I think it’s within the ballpark.

I'll talk to my people and send you a response tomorrow morning.

Truly yours,

Taro Suzuki
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Subject: 30% reduction in your material costs
Dear Mr. Suzuki:

I’d like to let you know how we can reduce your material costs.

We are known for providing paint and dyes at competitive prices.

Please let me know if you have 30 minutes anytime next week, so I can visit you and explain our

products.

Looking forward to hearing from you,
Linda Gibson
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Subject: Possible meeting

Dear Robert,

I'd like to talk about future orders with you.

Do you have time to meet with me sometime this week?

If you can give me a couple of possible times, I'll try to arrange my schedule around yours.

Kind regards,

Taro Suzuki
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Subject: Re: 30% reduction in your material costs

Dear Ms. Gibson:

We are interested in meeting with you.

We have time on June 17 at 3:00 and on June 18 at 5:00.

If neither of these times work for you, please suggest some other times.

Kind regards,

Taro Suzuki
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TO: Joseph Jones
FROM: Bob Allen, phone 123-456-7890
RE: Our Tuesday meeting

I'm looking forward to meeting you Tuesday the 5th at 9 a.m. in your office. To make our session

more productive, here’s a list of items it would be nice to have at hand for the meeting:

1. Sample printout, or “dummy,” of the standard report

2. Sample printout, or “dummy,” of the gold report, including the trade
area map we create from their customer data

3. Brochures or other promotional materials you have on your firm and
consulting service

4. Testimonials from satisfied consulting clients

5. Client list

Ideally, if you give me the go-ahead to create a direct mail package for you, I'd like to take as much of

this as I can back with me.

Thanks,
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Subject: Reservations on May 18, 19 and 20

To whom it may concern:

A friend of mine highly recommends your hotel.

I'm thinking about visiting London, and I need one single room for the nights of May 18, 19 and 20.

Could you let me know about rates and availability?

Thanks in advance,

Taro Suzuki
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Subject: International exhibit on the 19th

To whom it may concern:

We are planning to have the following two people attend the international exhibit on the 19th:

Global Study Inc. (manufacturer of study desks)

Hiroshi Ueno

Suzanne Sakamoto




Thank you for your cooperation.

Best regards,

Suzanne Sakamoto
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Subject: Thank you for your application

Hello Suzanne,

We have made reservations for two on March 19 (Tuesday).

We are looking forward to seeing you there.

Thank you very much.

Date: March 19 (Tuesday) 10:00 to 7:30
Venue: Tokyo Plaza, 1st Floor A Hall

Best regards,

Taro Suzuki
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TO: Stacy Spretch
FROM: Wayne Robbins

RE: Conference room reservation

I would like to reserve the Main Conference Room for the entire morning

(8 a.m. to noon) of July 15.

We are having the 10 regional managers in for the annual sales booster meeting. Can you please

arrange for coffee service throughout the morning, including perhaps some danishes or rolls?

Please notify me to confirm the reservation or let me know if there is any conflict.

FnE)

ZEH  ATA = AT VYT
BEH vz Afr e mEUR
At © ZEEOTH)

7H 156 HOFRTF W1 8D 12FET), A UEBEELZ TR LIEWEBRNET,
FERRFEIRERFEO T DICHIRETE 10 APEEV ET, TEXNET =y vaor— e EOBREIAL
T, BRETOa—t—4—ERZFRL TWELETETH,

FHRIMERD THEEZ L TZ8, FATF TV a—LVOREENHD T LIZ6BMLELL I,




BISCL 2 —, 2 A THE

A

Dear Mrs. Gladstone:

The tremendous recent improvements in hardware and software have made this adage truer than

ever:

“Improve your computer network systems, and you improve your business systems. Improve your
b

business systems, and you improve your business results.”

There’s no longer any doubt: In today’s business world, if you want to improve your business results,

you need to have your business fully computerized and networked.

When it comes to helping you improve your computer network systems, our service is the best choice.
Using the latest technology and proven software, we can increase your efficiency and productivity,
while giving you faster access to important data for improved decision-making and business

management.

For more information on how we can give your business a competitive edge through better computer

network systems, call us today. There’s no cost to talk to us. There is no obligation of any kind.

Sincerely,
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Dear Ms. Johnson:

Do you think that upgrading your business computer network system might make sense, but you're
not sure what you need or what to do next? Our free Business Computing Needs Analysis might be

the answer.

Here’s how it works:

One of our business computing specialists will visit your offices and, at no cost to you, conduct a
complete audit of your business processes. We'll look at your operations, what’s computerized, what

isn’t, and which areas could be made more efficient through better computing.

Within 48 hours of our visit, you'll receive a written report that gives the results of our Business
Computing Needs Analysis. It includes specific hardware and software recommendations, along with

cost estimate for purchase or lease of the recommended systems and applications.
There’s no cost for this free Business Computing Needs Analysis. There is no obligation or sales
pressure of any kind. Even if you don’t have us put in a system for you, you’ll find this analysis of

your business processes and computing needs interesting—and useful. Call us today.

Sincerely,
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C.

Subject: Viva! Italia

Buon giorno! Gina,

I'm back from Italy! Visited Rome, Venice and Florence. Stayed at a gorgeous 3-star hotel in Rome.

The marble bathroom and high ceilings! Wow!

The whole city is like an outdoor museum. No trouble with pickpockets or purse snatchers. Thank
God!

The planes, trains, and buses were often late. But Italy is so vivid: the sun, the language, and the

people. I felt alive there. Definitely want to return! Maybe Tuscany next time.

Ciao!
Nanako
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