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<E1E EDRRHEFF e A—ILDEF>

. 384t (Mail Address)

. ¥4 (Subject)

. #2774 )L(Attachment)

. EEFH L(Salutation)

. AR (Text)

. #& U (Complementary Close)

. Z 4 (Signature)
. BB E 18 (Consideration)

00 NO O b ODN =



. BE9E(Mail Address)

B D5 IIBAETEH(WT EHIEIEET D)
TURTIRIEZHAF T HIGE(ZIEI<TOS T EMIE LTS
<CCIERAIRENGVNEDERZ
<CC>[H<TO>MD L FFEMEFELLY
<BCC>ELBHERICITFZITHSD . KBICIKIFEFEIZ!

aswnN -~

= <TO/CC/BCC>Z LEFIZFEL\RIFAZENRAUF




2. {44 (Subject)

1. fRARAFMIZONS

Request for ~ .

Notice of ~ . Confirmation of ~

2. a, the FIEFAFZEEERL. FRZEIRT S
3. BR2-FEA—)LICIE<Important>, <Urgent>F % Hic 9 5
4., RINLA—=JLROIAILAA—LEREDLN B A REMENH S

<Congratulations>, <Free>. <Call Now>. <Important Notice>

FDHDH

IRERE S,

L7500

5. B{RA—IILDGEICITEHZHAICTIDE—FE
[ 2nd Request ]item No. 1234 not yet arrived



3. ®fT77A)L(Attachment)

1. R IT7ANBZFABEMRFTOITS

= AXITUWT HMI7PAMILDOEFEEEIT7FAIIVORNBEZERT S

Attached file is our new products list.

Please refer to our attached file, which specifies our
product details.

= HIIFAINDHAXITEET S
REZEWFEIZIEZETELEZY. IMFIFICLTEETS




4. EZFH L(Salutation) D)

1. WELRBHONOTA—ILEEET HIEE
=> Dear + B #5 (Mr., Mrs., Ms.) +Family name
Dear Mr. Brown: (X) Dear Mr. Brown, (&)
2. HLULEIWRDIFE
= Dear + First name
Dear John: (k) Dear John, (&)
3. HFEOKRAVCHANLTHDIGE

= Dear Sir or Madam,




4. EX=H L (Salutation) @

4. To whom it may concern, (BS{RE{L)
Dear Customer, (B &)

5. MAZEELE-RBEZHEALFELLS
Chairman = Chair or Chairperson
Businessman = Business person




5. AKX (Text) D

1. RBRIRA VN EHEIA TTESEITERIC !
= {EAT-VWEHFLEISRART, 3RBAFERERILICT S
= BES(FoN—)NES5FGERTS

= BHIZZRODIBEICITERHZ—RIZKS

=

=

Yes / No ZlEH-EYEIEA D
BITREEEZERATS

2. BRMGEALKRBIXFERLGU !
= F.’&hN)id‘h\ﬂtL\of—iiﬂl;T ]

“I am sorry to bother you, but ~’




5. &KX (Text) @

3. “We” &“I" Z3FLFELR 5 !

= “We”[IZHDIFHTHTITKZTS

We look forward to receiving your order soon

We appreciate your kind consideration in this matter

= EARNZGREZX T ZfE

194

| have attached the order form for your review

| hope to see you in the near future



5. AKX (Text) @

4. RAPCERBEEZBFEFA-RIAZ !

= Iy IMKEZTHEE (VI N TELGREN?)
(1D Would it be possible to cancel the order
(@ Would you mind cancelling the order
@3 May | cancel the order
@ Please cancel the order

5. eX—)lIE<Introduction> < Text> < Conclusion> )
SEBRTEZBAEERLOT LY
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6. #£ U (Complementary Close)
1. A DR L REZRI ERBE !

= Your kind cooperation in this matter is appreciated

= Looking forward to have your favorable reply
2. ZRRICTHBEIOCITER JIZZHETIRBEZEANDLIDE
g I !

(KE) (RE)
Respectfully yours, Yours respectfully,
Truly yours, Yours truly,
Sincerely yours, Yours sincerely,

(With) Best regards, (With) Best wishes,
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7. Z 4 (Signature)

= EA—ILDRRISEEADKSL KA -HE -4 -FFT-TEL-
FAX:EX—)LPRFLR - EHHPEZLEIZIECTRERT S
A —IERELTHEER
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Noboru Sekino
General Manager , Business Promotion Dept.

AAA Co., Ltd.

2-3, Ginza 1-Chome, Chuo-Ku, Tokyo 104-0001 Japan

Tel: +81-3-1234-5678 Fax: +81-3-1234-5688
E-Mail: noboru.sekino@aaa.co.jp http://www.aaa.co.jp
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8. B E =18 (Consideration) ()

1. A= )LRERNCHTHERTH L
= ABRDHEAEL
= ARNILERADFIVY
= A—J)LT7RLR B -FFI771 IV DHEE

2. R{EIFBRZEIZITIE
AZEAHTHALLMESICIE, LW DERZETESIIE
MYBZTIEAS

“We will inform you latest by end of this week.”
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8. B =318 (Consideration) @

3. ARFEDFARKIFEFEIC!

ASAP as soon as possible
FYI for your information
RFQ request for quotation
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<E2E8 MUL\EhHt(nquiry) ~ BERDEFHFERT1>

Subject: Your Cable Products XXX (Your Series No.1000)

To whom it may concern:

Introduction

* My name is Noboru Sekino of AAA Co., Ltd.
Our company is dealing in assemblies of cables and
electronic components.

= We are referred to your company by Mr. Tom Johnson of
BBB company.

17



<FE2EF BULEabHt(nquiry) ~ BEmODEHGFER2>

Text

* We saw your website and are interested in the above-
mentioned cable products XXX (Your Series No.1000).

* We have often heard about your high quality products
XXX from Mr. Tom Johnson of BBB company.

Conclusion

* We would like to know more about your products.
Kindly therefore, send us more detailed information.

* If you have any distributor or agent in Japan (Asia),
please inform us ?

18



<FE2E HAVLEDLE~DRE ~ BEMFEROILE>

Introduction
* Thank you for your inquiry regarding our products XXX.
= We appreciate for your interest in our products XXX.

Text
* We will send you our detailed product catalog by FedEx .
It should be reached within a day or so.

It would be a pleasure for us to send you the detailed

information.

19



<HE2E BULEHLE~ADRE ~ EMFERDILEHE2>

Conclusion

* If you have any further questions or inquiries,

please feel free to contact us at your convenience.

- We look forward to receiving your order.
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<ZE3E RIMEY{KE Request for Quotation (RFQ)1>

Introduction

* We have received and looked through your catalog.

= We are interested in your A and B products after looking
them in details.

Text
* We are considering to purchase your A and B products.

Please send us the RFQ for the following items.
Product A 20 items
Product B 30 items

22



<E3E RPIEYIKRE Request for Quotation (RFQ)2 >

Conclusion

* We look forward to hearing from you at your earliest
convenience.
or
* We would appreciate if you could reply us by April 30.

23



<%H3E R#FVYKE ~ ERYDEFRI>

Introduction
- We appreciate for your interest in our product A and B.
* Thank you very much for your request for quotation.

Text
* Followings are our quotation.

Product A AA1234 Qty: 20 pcs. Price: $1,000 each
Product B BB1234 Qty: 30 pcs. Price: $2,000 each

24



<%H3E R#FVYiKkE ~ RERYDER2>

Text

Additional Notes to the Quotation

(1) Delivery: By June 30, 2016
(2) Quotation Validity: Until May 15, 2016 (30 days)
(3) Payment Terms: 30 days payment (advance payment)

(4) All prices are Ex Works and exclude all transportation costs.

(5) Price include handling and our standard packaging costs.

25



<%H3E R#FVYKE ~ RERYDIRERI>

Conclusion

* We hope that you find our proposal to be satisfactory and
look forward to receiving your order.
or
= We appreciate for your kind consideration and in the event
of an order arising from this quotation, please place your

order directly to us.
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<HE3E RRBRYEKE ~ RRYDIKI1>
<{E5|EXL>

Introduction

* Thank you very much for providing us the quotation.

* We have looked over the quotation you provided us in details.
Text

- Unfortunately, we have reached the conclusion that it would

be difficult for us to place an order at the proposed prices.
- However, the proposed prices are much higher than

we expected.
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<%3E RiuYiKkE ~ ERYDIRSF2>

Conclusion

 Would it be possible to receive a 5% discount on

the proposed prices ?

We thank you for your kind consideration.
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<HE3E RRBRYEKE ~ RRYDIKIE3I>

<KILFHEEDR D>

Text

* We agree to all of the proposed conditions.
However, would it be possible to pay in installments
rather than in one lump sum ?

Conclusion
= We ask for your kind consideration regarding our proposal.
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<%H3E R#FVYKE ~ RRYDXKB4>

<EPEHDIRB>

Text
* We agree to all of the proposed conditions.

Conclusion

 If we accept this quotation, would it be possible for delivery
to be made free of charge ?
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<F3EF RRYKHE ~ (E5ISNBOFE>

Introduction
* Thank you very much for your reply regarding our quotation.
= We are sorry to hear that our quotation does not meet

your satisfaction.

Text
* We have reviewed and agree to your request for

a discount of 5%.

 We will accept your request and grant a discount of 5%.
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<F3E RRYKE ~ E5ISNBOE2>

Conclusion

= With this revised quotation, we hope that we may be
of service to you in the near future.
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<%E3E RRYKE ~ FHEXBOEHE1>

<KILFHEEDR D>

Text

* We are not able to accept your request of payment in
installments.
However, if you make a payment in one lump sum, we will
bear the delivery cost.

Conclusion
- We would be honored if you could reconsider the matter again.
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<%E3E RRYKE ~ FHEXBDEH2>

<IEHEHDIEE>

Conclusion

- We apologize for not being able to meet your request

on this occasion.
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<EP4E FIX ~ BEROIEX1>

Introduction
* We have reviewed your quotation of April 10.
* Thank you very much for accepting our request.

Text
 We would like to order as per attached order form.

* We are pleased to make an order for 30 pcs. of product A
and 20 pcs. of products B as per attached.
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<FP4E FX ~ BEmDINX2>
Conclusion
* Please send us the invoice to the below address.

or
* Please inform us once you receive the order form.
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<BL4E FX ~ FXDIFE1>
Introduction
= We have duly received your order on April 15.

= Thank you for placing an order for our product A and B.

Text

= We are now in process of preparing your order based
on the purchase order.
These products are expected to be shipped on April 30.

- We will send you the invoice as per attached.
Please confirm all your requirements are met.
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<HF4E IFX ~ FXDIE2>

Conclusion

- We sincerely hope that you will be satisfied with our products.
or

= We would welcome the opportunity to serve you again

in the near future.
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<HF4E EX ~ EFXDEE1>
<HHAZEE>

Introduction
* Regarding our order of April 15, we would appreciate if you

could advance the delivery to be at an earlier date.

Text
* Would it be possible to move the delivery date forward by

one week ?

Conclusion
- We appreciate for your consideration in our sudden requests.
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<EP4E FX ~ FXDZEHE2>
<FvotIL>

Introduction
- We would appreciate if you could cancel the order we made
in e-mail of April 1.

Text
* Unfortunately, we have been forced to cancel the order for

the time being due to the change in the order received from

our customer.

Conclusion
* We look forward to being able to do business with you soon.
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<FL4E FX ~ BROHR-FEE1>

Introduction

= We shipped the items no.A111 to A333 on April 15 and are
due to arrive in Yokohama on May 1.

* Please be informed that the first portion was shipped yvesterday.

The remainder will be sent at the latest by Friday, May 15.
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<HE4E IFX ~ BEmOHfFr-#EE2>

Text
* | will send the invoice as per attached.

Please make the payment within 2 weeks.

* In the event that the products have not yet arrived after
the scheduled date, please contact us.

Conclusion
* If you have any questions about the delivery, please do not

hesitate to contact us.
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<F4E FX ~ BEROZE1I>

Introduction
= | am contacting you to inform that we duly received

the products ordered without delay.

* Today the products arrived at our Tokyo office.

Text

* We have confirmed that the products are as what was ordered.
or

* The contents do not conform with the detailed statement.
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<F4E EIX ~ BEmORHE2>
Conclusion
= Thank you again for delivering the products to us with care.

or
* Please clarify the difference as soon as possible.
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<¥5F X ~ KEDFEK1>
Introduction
* We sent the invoice for the products you ordered by mail
yesterday.

* We kindly request payment of the amount as stated in
the attached invoice for the products ordered.

Text

* We ask you to pay the amount within 10 days after
receiving the invoice.

* Please transmit the billed amount as per the payment
instructions.
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<%$E5E X ~ KEDFFk2>

Conclusion

= Should you have any questions regarding the payment,
please contact us by return ?
or
* Thank you very much for doing business with us.
We welcome the opportunity to serve you again
in the future.
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<H$5H X{ ~ KEXXHLDEH1>

Introduction

= We received your invoice no. 1234 of April 30.

= This email is to notify you that we have duly received
your invoice no. 1234 of April 30.

Text
- Today we transferred the invoice amount from Tokyo Branch
of ABC Bank to your account with Seattle Branch of XYZ Bank.
* We remitted the amount of $10,000 on May 15
according to your payment instructions.
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<HF5F Xt ~ HKEXHLOEFN2>

Conclusion

* Please confirm once the payment has been received.
or
* If you are unable to confirm the receipt of funds,
please contact us by return.
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<HES5F X¥ ~ ATEDHEE1>

Introduction
* Thank you for your email informing us of the payment

of invoice no. 1234.
= This email is to notify you that we have duly received

the funds for the invoice no. 1234.

Text
* We have confirmed today that you have deposited $10,000

in our account with AAA Bank.
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<HES5F X¥ ~ ATEDHEE2>

Conclusion

- We greatly appreciate for your prompt payment.

Hoping to receive your next order in the near future.

52



<F5F Xth ~ KREDER1>

Introduction
= This email is to notify you that we have been unable to

confirm your payment even though the due date has passed.

Text
= According to the payment instructions, the remittance

should be carried out to our designated account by June 30.
* Please note that the payment is more than 10 days late

with regard to our invoice no. 1234.
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<%$E5E X ~ KEOER2>

Conclusion

* Please execute the payment of the outstanding balance

of $10,000 at your earliest convenience.

If there is any reason for the delay, please inform us
of the reason.

* In the case that payment has already been made,
please ighore this email.
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<%¥5F X ~ XHIEFOHLH1>

Introduction

* Please accept our apologies for being late in making

the payment.

* Thank you for your email informing us of the
late payment.
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<%$5&% X ~ ZIBFTOHRELHE2>
Text

= Upon investigation, it has revealed that your invoice
stopped with the person in charge of the accounting department.
We would be grateful if you could allow us a grace period

for the processing.

* We will make payment in a few days. It would be appreciated
if you could agree us not to charge any penalty.

* We can make a partial payment of $20,000 within one week.
Would it be possible for you to wait three weeks for the

remaining amount ?



<ZFE5F X ~ ZHHBFOHRHLHI>

Conclusion

 We are deeply sorry for our mistake it caused for

the delay payment.
* We hope that no harm has been caused to our relationship
as a result of this matter.

= We ask for your understanding with regard to our current
situation.
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<ZHE5E Xl ~ XHBWFOIEE1>
Introduction
* Thank you for your email regarding your outstanding account.
* We have received your email requesting the postponing
of payment.

Text

* Considering the current situation, there is no other way
but to accept your request and postpone the due date.

= As you have already made a partial payment, we agree to
postpone the due date for the remaining amount
by three weeks.
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<HES5EFE X ~ ZXHEFOFHE2>

Conclusion

* We hope that you will settle the account before

the new due date.
or
* We are confident that you will execute the payment
by July 10.
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<HS5EFE Xih ~ ZIEFDEE1>

Introduction

= This email is to inform you the result of our consideration
with regard to your request.

= We are replying to your request of delay payment.

Text

* Unfortunately, we are unable to meet your request
on this occasion.

* We regret to inform you that it is difficult for us to postpone
the payment.
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<HES5FE X ~ XHIETFOEE2>

Conclusion

 We look forward to your cooperation in finding the resolution

to the current situation.
or
- We await your prompt reply.
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<HE6E JL—L ~ #HH1 >

Introduction
* We have not yet received the items no.1234 as of May 15.
= 3 days have already passed since the scheduled delivery date.

Text
= We will be in a difficult situation if these items do not arrive

by this weekend.
 We will have no choice but to cancel the order if these items

do not arrive by May 20.




<FEO6E JL—L ~ fHH2 >

Conclusion

* Please confirm the shipment status and inform us

immediately.
or
= We request you to investigate and inform us of the result
by return.
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<HE6E JL—L ~ HHAEAAGRE)1>
Introduction
* Thank you for your email informing us the status of
the items no.1234.
= We appreciate you contacting us in regard to the delay
caused in the items no.1234.

Text
= Upon investigation, it took some time to pass through the customs.
You will be expected to receive these items within 2 days.

* It seems that we made a mistake in the delivery by 2 days.

You should receive these items on May 17.




<HF6E JL—L ~ #MEGRIE)2>
Conclusion
- We apologize for the delay.

or
* Please accept our apology for being late in informing you.
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<HE6E JL—L ~ |HEE >

Introduction
* We received the items no.1234 on May 15.

Text
* Please note that the items we received has a different

number which we ordered.

Conclusion
» Please clarify and send us the correct items

by the end of this week.
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<H¥6E JL—L ~ FBRH >
Introduction
| have an inquiry regarding the contents of the items no. 1234.

Text
- We feel that the quality of these items are much worse
than we expected.

Conclusion
* Please investigate and inform us what we should do with

these defective items.
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<E6E HL—L ~ BHRZEGRE) >
Introduction

* Please accept our regrets for causing you trouble with regard
to the items no. 1234.

Text
* Currently we are now under investigation.

We will inform you as soon as we know.

Conclusion
 We would like to ask for your kind understanding.
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<FEO6E IL—L ~ FRRORIE) >
Introduction

* We have received your inquiry regarding the quality of items
no. 1234.

Text
* Please ship back the defective items so that we can investigate

the issue.

Conclusion

* We apologize for causing you such trouble.
We will do our utmost to solve the issue.
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<E6E JL—L ~ FHREHEHE)>
Introduction

- We would like to ask a question regarding the invoice of
items no.1234.

Text
- According to the invoice, the unit price is stated as $500.
However, we believe that $450 should be the correct price.

Conclusion
» Kindly therefore, fix the mistake and reissue the invoice
as soon as possible.
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<ZHE6E JL—L ~ FER(ZILHR) >

Introduction
- Today we have received your second request for the payment.

Text
* However according to our payment records, we have already

paid full amount on June 10.

Conclusion
* Please clarify and inform us by return.
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<FP6E JL—L ~ FER(EEHEE)( R
Introduction
- We apologize for the mistake in the invoice amount.

) >

Text
* We will reissue the invoice and send you the correct one
immediately.

Conclusion
* Hoping that this will not affect our business relationship
from here on.
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<E6E JL—L ~ FERCGZLHR)(RIE) >
Introduction

- We sincerely regret for causing you inconvenience with

the invoice.

Text

* | have checked with our accounting section and have
confirmed your payment in full.

Conclusion
* Hoping that this will not affect our business relationship
from here on.
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<FETTRE THRAVIAVE ~ EHOEKE >

Subject: Business Trip to London

* | am planning to visit London next month for attending
the sales promotion meeting.
* In this connection, | would like to visit and discuss the

future business opportunity with your company.
" Is it possible for me to meet with you either June 15 or 16

in the afternoon ?

* Please inform your availability by return.
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<FETTRE THRAVIAVE ~ EHHOREE >

Subject: RE: Business Trip to London

= Thank you for contacting me about your visit here next month.
= We are also interested in expanding business with

your company.
* | would like to meet with you on June 15 at 14:00 at our office

if possible.
* If it is not convenient for you, please let me know by return.
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<FETTRE THRAVIAVE ~ EHDIER >

Subject: RE: Business Trip to London

* Thank you for your email informing me of your visit to London.
* Unfortunately, my schedule is quite tight on both days.

* How about June 17 from 14:00 ?
| will be available during that afternoon.
or
* | hope that | will be able to meet you at the next opportunity.
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<FETTRE THRAVIAVE ~ EHHOWER >

Subject: RE: Business Trip to London

* This is to confirm our visit to your company on June 15.
* Meeting will be held at your office at 14:00.
= Our director, Satoshi Tanaka and | will attend the meeting

from our side.
= Kindly confirm who will attend from your side other

than yourself.
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<ETE TRAVEAVE ~ EROEE >

Subject: RE: Business Trip to London

= We have arranged the meeting on June 15 at 14:00

at your office.

* However, we regret to inform you that some urgent matter

has come up on our side.
" Is it possible for you to alter the schedule to 16:00 on that day ?

* We apologize for our sudden change, but we ask for your

kind consideration.
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<HSE BH ~ BE>

Subject: Office Relocation Notice

" This is to notify you that our office is scheduled to relocate
on July 1, 2016 as follows.
AAA Co., Ltd. Tokyo Office
2-3, Ginza 1-Chome, Chuo-Ku, Tokyo 104-0001 Japan

Tel: +81-3-1234-5678 Fax: +81-3-1234-5688
My e-mail address and our website remain unchanged.
e-mail: noboru.sekino@aaa.co.jp http://www.aaa.co.jp

* | look forward to seeing you in the new office.
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<HF8E BEHM ~ EMEDEE>

Subject: Notice of e-mail address change

* This is to notify you that my e-mail address will be changed
effective from July 1, 2016 as follows.

new address: noboru.sekino@aaa.com

= It will no longer be possible to send e-mail to this address
from July 1, 2016.
| apologize for your inconvenience, but | ask for your

kind cooperation.
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<FES8E BEHM ~ AfEEH>
Subject: Out of Office Notification

* | will be out of office from July 1 to July 21 due to the
business trip to Europe.

= While | am away, my colleague Mr. Toru Takahashi will take
care of your company on my behalf.

Please feel free to contact him at toru.takahashi@aaa.com

* | am sorry to cause you any trouble, but ask for your
understanding.
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<¥$E8E FHM ~ EFok#1>

Subject: Notice of Change

* This is to notify you that | will take a new assignment in

New York as from coming June 1.

 Mr. Toru Takahashi will take all of my responsibilities as

the General Manager of the Business Promotion Division.
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<¥$E8E FHM ~ EFnkr#2>

Subject: Notice of Change

* | wish to take this opportunity to express my warm appreciation

for the assistance and cooperation you have extended to me
over the years, and | hope you will afford the same kindness
to Mr. Takahashi.

* | would like to ask for your continued cooperation in the future.
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