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C. Reply to Sample B (Week 2)

Dear Ms. Davis,

Thank you for your custom. I have just checked your purchase record and found out that your carpet
is very expensive one: Grade A in our estimation scale. So before answering your questions, I should

say that [ 1® yourself. We provide a free cleaning service for any [ 1@,

If you want to clean it yourself, please make sure to use a neutral detergent and wash it off with
warm water. To remove food stain, you should prewash the spot [ 1® before washing the carpet

as a whole. And you can use an ordinary carpet brush for it, but only when the carpet is totally dry.

[ ]@, it can damage the surface. When you dry it, avoid the sunlight and spread it on a flat
surface, [ 1. [ 1® the deformation of your carpet, it is not quite common but I'm afraid
that some of handmade ones come slightly out of shape, [ 1™ a high-grade product.

Again [ 1@ yourself. Please take a look at the enclosed instructions and contact us for more
information. [ 1®.

Sincerely,

Jane McGuire
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D.

Subject: Some questions about your product

To whom it may concern,

I'm thinking about buying three of your Littmann Stethoscope Cardiology-3, which I saw in your

latest catalog. Three is a very small order, I'm afraid, so could you answer the following questions:

1. Could you let me know the minimum order, if any?

2. Could you tell me if you still stock this model of Brass color Edition? If so, I might place an order
soon.

3. If not, how long will it take to fill my order and to check on the inventory?

4. How long does the guarantee last?

5. Could you give us a little discount if we place a large-order?

I'm sorry for troubling you with these questions but would much appreciate your reply.

Thank you for your help,
YAMAMOTO Hiromi (Ms.)

E.

Subject: Recovery procedure for mobile Suica service

Dear Sir or Madam,

I'm a user of your mobile Suica service. I want some information about recovery procedure of a

soaked mobile Suica's ID.

Last week I dropped my mobile phone into the water and it was broken. And the i-mode card in the

soaked mobile phone was not working, then I had to change my mobile phone to a new one.




I know, if I change my mobile phone to a new one, I have to save mobile Suica's ID data at your
service web site. But this time I couldn't save my data before soaking. So please give me some

information about recovery procedure by email.

Your mobile Suica service is very convenient to my life, and I've been using it almost every day, so

I'm looking forward to having your solution for my problem quickly.

Best regards,
MATSUDA Koichi (Mr.)

F.

Subject: The item that I ordered

Dear Sir or Madam:

One weeks ago I purchased LP player from your website. You say in your site that we customers can
get your items within two days from the day of ordering. However, the item has not arrived yet.

Could you answer the following questions:
1. Did you confirm my order?
2. Why don't you send the item for me?

3. Is this a normal for your company delaying the arrival of the item like this?

I want the player as soon as possible. And this is a serious problem.

I'm looking forward to hearing from you soon.

John Smith(Mr.)
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E.

John,

Just to remind you again, we still have not received the refund payment we were told would be sent

on Monday.

Could you talk with your Cash Receipts Department to get this taken care of?

We close the accounts on this fiscal year in five days, so we’'d appreciate receiving this by the 28th.

Thanks for your help on this.
Hiroshi
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F. Aletter

Re: Watch repair
Dear Mr. Lane:

I'm returning the watch you repaired for me last month because it is still not keeping accurate time.

It [ ] after I got it. Since then, [ 1@ 15 to 20 minutes every day.

This seems to be the original defect I paid you to repair, and since I've already paid you, I assume you
will fix the problem [ 1®. [ 1@, let me know. I've enclosed a copy of the receipt you
sent me for the original repair. It states that all repairs are guaranteed for 90 days, so [ 16,

I am still covered by your guarantee.

If you have further questions about my watch, or need to speak with me about this matter, my

[ 1© is 123-456-7890.

Thank you for your understanding and service. Unless [ 1™, Tl expect to receive my

repaired watch from you by Friday the 23rd.

Sincerely,

(Signature)
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C. Reply to Sample C (Week 4)

Subject: Re: Shortages in shipment

Dear Susumu,

I'm very sorry, but we've already sent the missing items as requested. Anyway, thanks for the

attached original order. [ JIS2X

And as for the wrong labels attached to the drums, please don’t worry. [ 1@ into the host
computer, resulting in the misplacement of the labels. We took care of it immediately, and [ 1®),

have been informed about the mistake.

Sorry once again about that: this occasionally used to happen, but we're [ introduced / to change / to
prevent / trying / double-check / the procedures / recently / currently / and have /measures

/mislabeling / any more |®. So you can be sure there’ll be no more problems.

Thank you for your understanding,

Claire

D. Reply to Sample D (Week 4)

Subject: Re: Shortages in shipment
Dear Mr. Tkeda:

Thank you for your writing. And we're very sorry about the shortages in the shipment. [ @,
we've already shipped the missing items. Would you please [ 16 to Ms. Sato?
Regarding the mislabeling of the drums, [ 1©: the correct number was not input into our host

computer, so that the mislabeling happened. It was not dealt with properly because of our mistake

here.




We were not able to find out the mistake because our intra-company computer network system was
temporarily closed for a checkup. It was [ with / of / to prevent / the shipment / your order / in order /
most unfortunate / it was / that / coincided / the checkup, but / necessary / exactly I® such mistakes

in the future.

[ 1D; we greatly appreciate your kind understanding.

Best regards,

Claire Sanders
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E.

Subject: Guarantee on the food

Dear Ms. Brown

I bought Konjak Jerry (product of your company), and gave it to my child. Then he suffered from
suffocating. Fortunately this time, he spitted it out. But if my boy had died from it, could you have
accepted the responsibility?

If you dealt with this matter inappropriately, I would file a suit against your company.

I'm looking forward to hearing from you.

Sincerely,

Yamada Taro

F.

Subject: Repair of air-conditioner

Dear Sir or Madam:

I asked you one week ago to send someone who can repair my broken air-conditioner. Yesterday the

person came to my house. His name was George Benson.

I am sorry to inform you that his clothes and his hands are so dirty that our house also got dirty
(especially the wallpaper). In addition to this, he was talking on his phone with his girlfriend (I
guess) while working. Finally, and this is most important, the air-conditioner is not repaired yet. He
said that that's over. But it is NOT over at all.

Please tell me what do you think about this. You know life without an air-conditioner is so hard, don't

you?

Best regards,
Mary Smith

G.

Subject: Wrong ticket

Dear Mr. Burns




I received my order this morning. Thank you for your smooth delivery.

I'm sorry to inform you that you sent a wrong ticket. My order is the ticket for the game between
Hanshin Tigers and Yomiuri Giants on the 22nd, but what reached me is the one between Detroit
Tigers and San Francisco Giants. I don't want to go to the United States just to watch a baseball

game.

So could you please send the correct ticket by the 21st? I would appreciate if you send it as soon as

possible.

Best regards,
YAMAMOTO Takashi (Mr.)
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1. It seems that Jerry is most qualified of the three candidates.

2. It was Fred who requested that the desks be moved.

3. It was found that only half of the employees understood the memo.

4. Asyou are aware, we only have one year to finish construction.

5. There were eight companies considered.

6. Ithought you would like to know that we have decided to accept your offer.

7 . T have noticed that sales of green pens have started to increase.
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