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Subject: Business English Writing course

Dear Ms. Coleman:

This is my first e-mail to you. I'm Tanaka Shinji. I'm working for Ichikawa Furniture, one of the
leading manufacturers of home and office furniture in Japan. I found about your Business English

Writing course at your website last week, and instantly registered myself.

As I was recently promoted to the section chief of our Overseas Sales Department, I'm very much
interested in how to write English e-mails quickly and effectively. So I hope that this would be a
great opportunity to brush up my English after years of not having much chance to use it since

graduating from university.

I'm looking forward to seeing you in the first class next Thursday.

Sincerely,
TANAKA Shinji (Mr.)

B.

Subject: This is Yuri, Little Choco’s mom

Hi Susie,

It was very nice seeing you the other day at the pet cafe in the shopping mall. And what a fun! My
Choco, being a Chihuahua, is so small, and actually the smallest Chihuahua I've ever seen. Don’t you

think so? But I first knew this for real when I saw her sitting beside your Lab, also named Choco!

As I promised, I send you the picture of them together in the new, matching outfit. Check out how
they look like sisters (yes I'm kidding)! I couldn’t send this to your phone, so I'm trying this address.
Can you view it? Also I'll text you the phone number of the vet I told you about. He’s a nice (but not

particularly good-looking) guy. Tell him my name when you first contact him.

See you around! How about this Saturday around noon? Just let me know.

Best,
Yuki Nakai




FnE)

A

4 . EVRAFELa—R
a— )L~ S

MHOTA—NVEZL EFET, ¥F0 -0V ERLET, BRAEROFER KO ESHAF BMEES
THAIATFHUVFEICHE L TCWNET, BBEETHELOY A FTRADE VR AGEEL a— R THOWTH
D, T FEZHBERLE LT,

FMT TS ORIV E O AT HE N LE L2, EFRLGEMICE L E A—L2EL 2
I FTAUL X VMDTFROES L 2TV E T, KEF2E %u%%ib%h%ﬁowé%%biﬁhfbtﬂ
Z ST M AR v E Bk,

KIEAMEH, BAIORETBENWTELDEZELAIZLTHNET,

BFH Y

B.

4 - FrFaanv~w, X TT
ZAITHIE, A—U—

O a v ST DRy T 2 TBENWTETEN-T, b < Lo, Lhom! 9
HOFa aAIFUVIROTETCH/NIWVWTE, SFTREZEFTHR/INTT, TLE? TLHLZNEHD
THERERLEDIF, A=V —0F7 7 LFaaPlfATBEY LTHDOE AT, LIrbLARILIELCTF
gL !

FREBY, VorakbnBRinoH LWBEREZE T LEICF s TAHTFEEZEDSR, MikAT
TLX (EWVWHDIFTYa—2EFE) 2 EHEOIEIITITEN PO T, o607 RLAZRL
TWET, BRAERNETN? b ZOHGE LICEIE S AOEREE T bIEHICA— L LET,
FAT QRLTA T A TIERWNT E) WWATT, #1H CGEET DRI DOARTIZE > Th b 21XV
AN G

FRLECEL LD ! LHEOBEREITE S 2 gL T,

FHA a2




ST 5 A T

A

Subject: Monthly meeting of editors
To all Editorial Board members:

I am writing about our monthly Editorial Board meeting next Thursday:

Date/Time: November 2, 6:00 p.m.

Place: Osaka University Nakanoshima Center, Lecture Room 1 (3rd floor)

Please note that, due to some maintenance works scheduled on that day for our air-conditioning
system, we cannot use my office. For the map and the route to the Nakanoshima Center, please see

the attached document.

The agenda is as follows:

1. about the design for the cover of our new journal
2. about the election of the new chair
3. about the modification to our “Call for Submission” policy

(John is to give a presentation on this topic)

I hope every one of you will be able to attend. If not, please let me know by Wednesday, and also send

me your answers to the questionnaire. Thank you for your cooperation.

Best regards,
Michael Sanders

B.

Subject: Job interview

Dear Mr. Yamamoto:

Thank you for taking the time to consider employment opportunities with Brewer Loan & Finance,

Co. I am very impressed with your CV, especially with your background experience in this field.

I would like to schedule an interview to discuss further about your career interests and our corporate
needs. Can you meet me and our department supervisor on Wednesday, the 1st, at 11:00, for around

an hour? If so, please refer to the attached document for the map and the floor plan of our Osaka




office building. Please ask for me when you check yourself in at the reception, and the staff will direct

you to the interview room.

Please call my office to confirm this appointment at 06-XXXX-XXXX, Ext. 56. I look forward to

meeting with you.

Sincerely,
Samuel D. Wright

Personnel Manager
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Subject: Thank you for your great work

Dear Martina,

Thank you for the excellent job you did in preparing and presenting our new plan at the meeting last
week with the municipal representatives. I talked with Mr. Sumida on the phone this morning, and

he asked me to give you his best regards for your impressive presentation, too.

It was evident to all of us that you had put a lot of time and effort into it. The handouts especially
contained very useful information, and you covered in your presentation all the points you and I had
discussed beforehand.

Your contribution to the success of Sakurai Urban Planning is greatly appreciated.

Sincerely,
Ken
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Subject: Comments on your AT-Fon letter

Dear Ryoko,

Thank you for sending me the sample of your AT-Fon letter. While it is very well-written, I don’t
think it will work. Here’s why:

1. You are selling two separate things in one mailing: a Windows 7 upgrade to AT-Fon, and a support
program. You should sell one thing at a time. These offers should be promoted in two separate
mailings.

2. The new version and the new partnership program are totally unrelated. I should be able to buy
the Windows 7 upgrade for a fixed price, just as I bought my Vista version, without committing to a

monthly partnership fee.

The partnership might work as a more formalized support program. However, that’s irrelevant here.

We would have to give much more value and benefits than outlined in your letter.




I would much appreciate your reconsideration.

Best regards,

Samuel Grover
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Subject: AT-Fon proposal for Opti-Net
Dear Ms. McDonald:

On behalf of Opti-Net’s Board of Directors, I would like to give my thanks for your exciting proposal.

This is to let you know about our decision.

We have carefully considered the AT-Fon’s presentation on their new system because many aspects of
it were very attractive to us. However, finally, we regret that we have had to decide not to proceed
with it. We are sorry to say that the partnership fees were a little higher than we could justify,
considering an expected budgetary cutback.

We appreciate your efforts and look forward to hearing from you in the future.

Richard S. Curtis

Hil : R—r - BV 3y NE/LHRIER THFEZ2 LT8R IA—LoESH] (77, 2004 4F)
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Subject: AT-Fon proposal for Opti-Net

Dear Alicia,

About your proposal, we’ve talked it over here at a meeting in great detail, but to tell the truth, we’ve

decided not to go ahead with it.

The main problem was the Partnership Fees. We were disappointed that they were so high—much

higher than I expected from our earlier meetings. Frankly, it just wasn’t realistic for us.

Do you think the Partnership Fees will be reduced any time in the near future? If so, we could

re-open this question.

Best,
Richard

P. S. I hope we can get together for a beer somewhere. Call me!

Hillh : R—n - Yy b/ HETR THEZLTENTH LA —LoFEESH] (77, 2004 4F)
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A

I would like to express my gratitude for ABC’s great effort in improving the work flow of our Chicago
office, and to make a request for your support in order to complete the task that has been so well

begun. I would like to ask you to dispatch Mr. Brown to the Chicago office once again.

The reason I am asking this is that, unfortunately, systems have not yet reached the promised

performance levels. We do not have countermeasures for some of the system troubles we have found.

We need to ask for Mr. Brown’s return urgently, because all problems must be resolved before the tax

audit in January.
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John,
I have something I need to ask regarding the Chicago Office project. We must get Mr. Brown sent
back here to take care of the remaining problems. There are some severe system problems we have

found that require his attention. To tell the truth, we were surprised he left so early.

The problems have to be cleared up by the end of December—less than two weeks. The Tax

Department will be there in January for an audit.

Thanks in advance for your support in this.
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Would you please return the black leather jacket that was left in your gas station last Saturday?

One of our truckers, Sam Mclntyre, left his jacket when he was on a run for us. Another of our
truckers mentioned to Sam that he thought he saw a jacket like Sam’s hanging on your wall. He said
it had to be Sam’s; there are few jackets that say, “Ivydale, West Virginia” on them. Sam asked us to
call you as he’s on vacation in the Bahamas. We have tried repeatedly to reach you by phone, but

your phone is always busy.

Please send the jacket as soon as possible, C.O.D. to the address below. Thank you for your quick

response.
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I would like to return Mr. McIntyre’s jacket to him, but I don’t have it.

The said jacket says not “Ivydale, West Virginia” but “I love Dale, Wes and Virginia.” I had that
jacket made specially for my wife. Those are our children’s names. I checked our register of truckers,
and there was no Sam Mclntyre at our station on the Saturday you mentioned. Perhaps he was at
Mrs. Rick’s Mobile Station on the interstate. The phone number there is 612-555-3827. People get us

mixed up all the time.

I'm sorry I couldn’t help you. I hope Mr. MclIntyre finds his jacket soon.
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Hi Mary,

Don’t worry. Someone at this end input a different file number into the host computer, so Invoice 12

wasn’t booked. We found the right file no. and took care of it, so Invoice 12 will be booked in June.

Sorry about that; this occasionally used to occur but we are changing the procedures so you can be

sure there’ll be no more problems.

Hiroshi
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Dear Ms. Smith:

Regarding Invoice 12, here is the situation: Invoice 12 was not booked in May so we will book it in

June. It was not booked because of our mistake here.

We were not able to find the correct information because the wrong file number was input into the

host computer. So we could not tell this was ABC’s invoice. We will be more careful in future.

We apologize sincerely for the confusion; we greatly appreciate your kind understanding.
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Dear Mr. Ames:

We are sorry about the trouble you are having with your ADT-70 Processor Board and will have one
of our service engineers inspect it immediately. Could we schedule an appointment for tomorrow or

the following day?
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Dear Ms. Apaka:

We are very sorry for not confirming the arrival of your tour group at Pacific Hotel, Tokyo, but

unfortunately we’re not informed about this tour.

However, your booking is now confirmed and we will have enough staff standing by. We look forward

to your arrival tomorrow and wish you a pleasant trip.
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Dear Ms. Nakagawa:

Thank you for taking the time to write concerning the charges for the car rented in Vancouver.

The Horizon Corporation prides itself on the quality of vehicles provided as well as the quality of

service. There is no excuse for the unprofessional attitude you described and you have our apologies.

In view of the circumstances involved, an adjustment is appropriate. Our accounting department has
been instructed to credit your Visa account for $72CN. This represents the difference between the

discount rate you were entitled and the standard amount which you were billed for.

We can certainly understand the annoyance you experienced. We hope you will regain confidence in

our desire to give customers good service and will use Horizon again soon.

Sincerely,

(Signature)

F.

Dear Mrs. Cox:

We are sorry about the trouble you had with your Sierra 20 Fan Heater and appreciate the chance to
take a look at it. The Sierra 20 is one of the most reliable fans on the market today, due in part to the

valuable information provided by our customers.

When we removed the rear panel we found that the inner dust filter had not been replaced for quite
some time, possibly for about three years. As a result, the lack of air intake caused the fan shaft to

overheat, which in turn damaged the bushings and other moving parts.
With your permission, we could replace the filter and damaged parts for about $150.00 (parts and
labor). We think this would be worthwhile because the heater is otherwise in good condition, and if

the filter is replaced once a year, we are sure you will have years of trouble-free operation.

Please let us know if you would like us to make these repairs.




Sincerely,

(Signature)
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