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Thank you very much for your attention, and
we look forward to hearing from you soon.

Sincerely yours,
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Figure 169: 000 O0OO0ODOOOODOOOOOOOODODODOO

oooooooooon

(1) OO0ODO0OO0OO0O0O0O0O0CO0OC0CO0OC0C0OO0O0OO0O00000 eg. The Japan Times; the June issue
of New Products (page ** ); April 1 edition of The New York Times, etc.

(2 DO0O0OO0DODOO0OO0OO0OO0O0O0O0O0O0O00O0000UOe.g. your products; your new com-
puter, the PC-98, etc.

(3) @U0oOo0OoO0O0O0D0OO0OO0OD00000OO0O0000O0OD00000O0000 eg. your
latest catalog and price list; the technical details/specifications of sth; any information
you may have concerning sth, etc.

(4) DO0O0oO0OO0OOOOOO0ODOOO0000000000O0O0O0O0O00O00000

oooooo

[OP-007] We saw your advertisement in the May issue of Engineering Journal, and are very

interested in knowing more about your new oil processing equipment, Model Z-5.

[MP-008] Could you please send us any information you may have concerning the equip-

ment. We are particularly interested in the technical specifications.

[CP-005] Thank you very much for your attention, and we look forward to hearing from

you soon.

oooooooo
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oooooo
1. 00000000000000000000000010000000000000
oooo0ooo0o0o00O000oO0ooooooooo0o0o0oon
O O the following is/are . . .
0 O your comment concerning; with regard to . . .
2. 00000O0OO0O0OO0OOOOOOOOOO0OOO0O000O0O0
O O (concerning) our new product
0 O for the position of (job title; position)
3. J00000O000oO0oOoOoO0OO0O0oo0o0000000o0ooooooooo0oo0o00o00n
0 O we regret [to inform you] that . . .
O O price[s]
4 0O0000000O0O0O0OOOOOOO0O0O00O0O0O0O0O0O0O0
italic oooooooo0Oo0O0000D0oooooooOO0oDO0OO0DbDOO00000
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.ing 0O000O0O0OOdoing O0ODOOOODOODODODOOOODOOO
to do to0O0O0O0O0O
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sth something 0 000000000000 O00O0O00O00OO

that... thatOOOO0O

wh-... wh-0 0O when, where, which, what, whether 0 00000000000
(be) be0DDDOODO

S 00 (subject) DO0ODO

\% 00 (verb) 000D

O 000 (object) OOOO0OO0, OOOO0OOOOOOOOOOOOOOO

goooooooobobbboboobooobooo

e.g. forexample 10 00 0000000O0O0O0O0O0O0O0O0O0O0O0OOO0O
oooo

[sic] Oo0000o000000O00000O0O00000000a0

for ooooooooo000O0O0oooOoooooon

* goooooooo0o0o0oOooooooooOoooOoon

19-- goooo0oo0oo0oo0o00000o0ooooooooo0o0o0o019~ 00
ooooooooooooooo

oo 000000000000 00000 00Resume: Career Objectived] To work

as an executive bilingual secretaryin... 00000000000 (Resume)l
000000 (CareerObjective)l00O000O0O00O0O0O00OOO
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Form Letter No. SL-100

C—IVAV Y — [BHz2zRAHL THER

EEZRYAT]

As you will find in the enclosed (3) ......cccccoeviiiiiniiiiiiciiie , (4) this/these
(5) oo (6) has/have such special features as
() e s

If you wish to have more detailed information, please write to me at the
above address, or call (8) .......cccoeeiiiiiiiiiiinnn at any time.

Sincerely yours,

goooooooooo

M

(€3]

3)

4

(&)

(6)

(7

®)

ubooobooooboooobooobOOooobobobbOooobObOOobobOOoooOobOOoOooboOOon
0 O O e.g. one of the most advanced machine tools; the newest model of our 36-bit per-
sonal computer; intensive training programs in business English, etc.
00000000000 0Oe.g a unit price of $500; only $500 [per unit/person]; a special
price/ fee, etc.

000000000 e.g. catalog[s], document[s], course outline[s], etc.
gbooobooobooooodoooodooooooboooan
HoooooOooOooOoo0ooO0o00o0000000000000000000000~0Oe.g.
new machine tool[s], newest model[s], program][s], etc.

4000000000000 000Mhas000 haveOOOOOOO0OO0OOOe.g. (this
new model) has . . . ; (these new models) have . . ., etc.
obooobO0oooboooobooobO0o0obobbo0oboDbD 203 000000000000
oboooobooobooooooon
boodooboooobooooboooooooogoan
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oooooo
[OP-001] It is our pleasure to inform you that we are now offering a true fifth-generation per-
sonal computer, Model LP-5, at a unit price of U.S. $1,500.
[MP-001] As you will find in the enclosed catalog, this new model has such special features as
a codeless keyboard with a built-in mouse, an energy saving function, a quad-speed CD-ROM
drive, and the state-of-the-art Pentium P6 processor. The result is a machine which is truly
user-friendly.
[CP-001] If you wish to have more detailed information, please write to me at the above ad-
dress, or call 03-123-456- at any time.

ooooooono
[OP-001] OOOOOOOODOOOS000000 Model LP-50000 1,5000000000
oooooooooO0O0oO0oOooOooooaon
[MP-001] O0OO0OO0ODOO0O00O0OO0OO0O0O00ODOODOO0OO0OOOOOOOODOODOOODOD
00o0o0o0o0o0o0000000O0400 Cco-rROMOOOOOOOOOOOOO PeOOOOO
ooo0oo0oo0oo00000000ooooooooOOOO0OO0DODODO00DO0ODODOoDooooOo
[CP-001] OODOOO0OO0OODOOO0OO0OODOOOOO0OOODOOO0OOODOOO03-123-456-0 0
ooo0ooooO0o0000O0oO0oOoOooooon

oo0000o0000000000000000000 1000000 Itis our pleasure to. . .
000000000000 000000C00000C00 Wearepleasedto... J000O000OO
O0OIt...that 0000000000000 Wearenowoffering... 0000000O00O000O
000000000 00000000000 100000000 at 00000000000
oooooooo00O00oO00ooOooOoOoOoOooOOO0OO0O100000000000000O0O
00 [OP-002] (p.477) O OO

000000000000 0000 2000000000000000000000D000
000 203 000000000000000 [MP-001]0 000 0O[MP-004] (p. 503) O OO
[MP-037] (p.510) DO O0O0OO0OOOO0O0O0OOOODOOOOOODODODOOOODOOOOOODOOO
oooooooo0000O0o0ooOoOoOoOoOoOOOOOOOO0OO0DO0OO0OODOOoOOoOOOOOOOO
ooo0o0o00O000000000000O0000000O00 100000 720000900
00000005+ 2000000000000 [MP-001] OO0 state-of-the-art 000 00O
oooooooo00oO0O0oOoooooooooon

03000000000000000000 [CP-002]0 [CP-003] (p-477) DO OOODOODO
If youwishto... O wishO wantOOOOOO0OO0O0 3000000000 at the above
address 000000000000 above address 0000000000000 O0O0O0O0OO
00000 (mailing address) 0000000000000 O000O0O0O0OOOOOOOO
000000000 000000O00 at the following address 0000000000000
ooooooo@eooooooooooooooooo0OoOO0b0O0b000D0DooooooOooDoOD
O00000000000000O000 or [send us your] fax to 03-123-456* D OO0 OO0 0O0O
000000000000 or[send us your] e-mail to sales@kaisha.cojp D0 00000
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Form Letter No. SL-200

C—ILAV T — [EEHISOBNEBIITEYRKENITS]

(1) o has suggested that (2) I/we write to you since, according to
(3) him/her, you would want to know about (4) .........cccceeiviiiiiiiiiiiiiiin,

The enclosed brochure is to give you some general information about

(B) ettt
In order to answer more specific questions you may have,
() [T

will be visiting you at your office (7) .......ccccceeiiiiiiniiininn. (8) I/He/ She will,

of course, give you a call in advance to make an appointment.

Thank you very much for your attention. We look forward to being of service
to you in the near future.

Sincerely yours,

gooooooooboo

1)

O00000000000000000000000 e.g. Mr. Yamada of the ABC Company;
One of our clients, etc.

000000000 (I/We) DOOO0OOOO0ODOOOODOOODOOOODOOOOOOO
gooOooUooUoooIogooooo
goo0oo0ooO0oO0oO0oU0oUooO0ooOooOooooooo
00o00oU0oUOoU0oU0OoU0OoU0UOU0OOD0OO00DO0U0DDOU0DODU0DLOOOUODUODOO
o0oo0o0o00o0000O00000000b0000000000000000Oe.g. our
product[s]; our latest model[s]; the above training program|[s], etc.
000000000000 eg. I one of our sales representatives; Mr. Tanaka, our Sales
Manager, etc.

000000000 eg. sometime next week; within a few weeks; while I am (he/she is)

in New York next month; etc.
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() ODoOoOoOOOOOODOO0DODODODODOOOOOODOODDD

oooooo
[OP-003] One of our clients has suggested that I write to you since, according to him, you
would want to know about our latest models of desk-top personal computers.
[MP-005] The enclosed brochure is to give you some general information about these models.
In order to answer more specific questions you may have, one of our sales representatives will
be visiting you at your office sometime next week. I will, of course, give you a call in advance
to make an appointment.
[CP-004] Thank you very much for your attention. We look forward to being of service to you
in the near future.

oooooooo
[OP-003] OO OOO0OOOO0OO0OODOOO0OO0OODOOO0OO0OO0O0O0O0O0O0O000O0DOO000O0O
00000000000 0ooooooooOo0OO0O0O0D00D0D0D0ODOoDOoOooOooOoOO
[MP-005] O0O0OO0OOO0O00O0O0O0O0O000OOOOO0O00O0OOOO0O00O0O0OO0O00O0O0O
000000 mU0000o0ooooooooOo0O0O000D0000000D0OoOooOoOO0O0O000
oooooooo00O00oO0oooooOoOoOoOOOOODOOOO0O0O0OO0O0OOn
[CP-004] OOOOOOOOODODOOO0O0O0O0OOOOOOOOOOOOOOO0O0O0O000O000

O000o00O0o0o0oo0o0o0ooO0o0ooo0oooo0ooo0oooooooooooooooooon
Oooooooo0oooOooooooO0O0ooooooOUO0ooDOoOD [oP-003] DOOODOO
Oo00oo0oo0O0oooooo0ooo0oooooooooo0100000000000000
oopoooo0Oooo0ooo0oO0oOobO0OoooOoOoo0O0oOobOO0OooOoo0oOobO0ooOooOoooo
000000000 000o00oo0ooo0oooooomoOooooooO [OP-004] (p.477) OOO

01000000 ...hassuggested that I write to you 00 suggest that sb [should] do sth O
000000000000 agree, decide, demand, require, insist, order, propose, request,
suggest 10 0 0000000000000 0000O0O0O0O0OO00OO0O0O00OOOOOthat
00 should D0O0O0O0O00OO0OO0O0O0ODOO0ODOOOO0ODOOODOO0O0OOOOODOthat 0000
000000000000 Osuggest00...0000000000000 thatDOOOOOO
to0 00000000000 O0O0O0O00O0O00O0OOOsuggestsbtodosth 000000000
O000000000000000 proposeJ 000000

0200000000000000000000000C000O0O0O00O0O00O0COO0O00O
O0000C0C000C0000O0000 Inorder to answer more specific questions you may have,
6)...willbevisitingyouO OO OOOOODOO0O0O00O0O0O00O0O0O0O0O0O00OOOO Owill
be...ing 0000000000 O0OCO0O0OOOOOOOOOCOOOOOOOOOOOOOOO
00000Oeg. Mr. Yamada will be giving a speech atthe party D00 000000000000
0000000000000 00MP-005] 000000 [MP-025] (p. 507)0 O 00 O OOMP-007]
(p-504) DO0DODOODOOODOOOODOOOOOODOOODOODOOOODOOOOOO
O000O00000000000O000O00Oinadvance 000000000000 00O00O O
3000000 Thank you very much for your attention. 0 0 0 O O Form Letter IQ-100 (p.
303 DOOO0OOO0O00O0
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Form Letter No. 1Q-100

BREKRK-BHVEDLY [GE2RTERAEERT 3]

Re: Request for Information

We saw your advertisement in (1) ......ccccoevieiicninnnne. , and are very interested

in knowing more about (2) .......ccccoiviiiiiiiiiiiiii e

Could you please send us (3) .....ccoovevviviiiiiiiiiiiii
[We are particularly interested in (4) .........ccocoooviiiiiiiiiiiiiiii

.................................................................................................................................. 1.

Thank you very much for your attention, and we look forward to hearing
from you soon.

Sincerely yours,

ooooooooooo

(1) OOoOooOoOO0OOOOOOOODOO0OO000000000000D0DO0OODOOe.g. The Japan Times;
the June issue of New Products (page **); April 1 edition of The New York Times, etc.

2 O000O0O00O0O0O00O0O00O0O0O000000A0 eg. your products; your new computer,
the PC-98, etc.

(3) OOOODOOOOO0ODODOO0OD0O0ODD00000000000D000 eg. your latest
catalog and price list; the technical details/specifications of sth; any information you may
have concerning sth, etc.

(4 ODOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO
ooooooooooooo

oooooo
[OP-007] We saw your advertisement in the May issue of Engineering Journal, and are very

interested in knowing more about your new oil processing equipment, Model Z-5.
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[MP-008] Could you please send us any information you may have concerning the equipment.
We are particularly interested in the technical specifications.

[CP-005] Thank you very much for your attention, and we look forward to hearing from you
soon.

oooooood
[OP-007]1500000000000000000000000000O0O0O0O0O0O0O0O0O0O0O
goboooo z5s500000b00o0b00o0oooooooooao

[MP-008]U 0 0000000000000 DOO0OODOO0O0OO0DOO0O0OOOOObOOOOObOO
gooooobooobooooooooo

[CP-005] ODOOOOOOOOOO0OOO0OO0O0O0O0O0OOO0O0O0O0COO0OO0OOO00O0O0O0O0O0A0

goo0d0o0oooO0O0oO0oo0ooO00o0ooO0oo0O0O0O00000000000O0000O0O00O000O0
0000000000000 00Do020000000000000000002000000
200 [Weareparticularly...]. 00 0000000000000 O0O0O0OO0OOOOOOOOO
0oo0o0o0Oo000000000D0oooooooOoOOO0O0O0D0D000D000D0D0DDOooOoOoODODOO
ooo0oooo [MP-008] DOOOOO [MP-010] (p.505) O OO

01000000000000000000000000000 Wesaw... 00OO0OO0OO
0000000 Weare [very]interestedin... 000000000000 O0O0O0O0O0O0O0OO
O0000000o000ooo0mOoOoooooo [OP-007] OO 00O OOWe are very interested
in your new oil processing equipment, Model Z-5, and would like to know more about this
product. 0000000000000 O0OOOOOO)O[OP-007] OOOOOO [OP-008] O
0O [OP-011] (p.478) OO OO OOOO

02000000 Couldyouplease... OPlease... 00O0O00MMOO0O0O0O00O0O0O0O0O
ooo0o0oo0O000000000000000000O0000000000000O00O0O0OO0
ooo0o0oo0o00000000D0ooooooooOOO0O0O0D0D00D0D000D0D0DDOooOoOoOoDODOO
O00O0O0OMaywe... 0000000000O0O0O0O0O0O0O0O00O00OO Form Letter No.
PT-400 (p.352) 0000000000000 0OOOOOOOOODOODODOOOOOOOOO
0000000000 0000OOOparticularly 00000000000 0O0O0O0OOO
especially 000 O0000000O0000O000C0O0OOOOONOOWe are particularly
interested in . .. 0 He was not particularlykindtomel OO0 0000000000 00O00OCO0O
0000000000000000000000000020000 Form Letter No. 1Q-200 O
000000 (p.305 OO0

0300000000000000000000000O0O0O00000O0O0O00OOOO0
00000 Thank you very much for your attention [in this matter]. We look forward to . . .0
00000000000000000Thank you very much for your attention [in this matter].
000000000 00000000000000000000000000 0 0attention
O You must pay more attention to your spelling 0 0 0 0000000000000 O000OO
dodoooO0oOo0O0O0oO0oOoO0oO0oOOo0O0OO0OO0OO0OO0OO0OO0OOO0O0O0OOOOOOOOOOOOOOn
000000000 00000000[CP-005] DODODODODOO attention0 000000000
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Form Letter No. 1Q-200

BRBR-BVEDE [EH2EKEXICLTIEEERD 3]

Re: Request for Information

We are writing to ask you several questions concerning

We would appreciate any assistance you can offer in answering the above,
and are looking forward to hearing from you soon.

Sincerely yours,

gooooooooon

(1) 0000000 0000000000 eg. your letter of April 1; your new product, the

PC-98; your English program for Japanese business people, etc.

(29 booOooOooOooOoo@ UoooOoOoOOOOOO0OCOOOOODODODOOOODODOOOn

gooooooooooboobooooboboobobooboo

(3 0000 1myOO0ODOOOOOOOOOODOOOOOCOOCOOCOOOODOOOOCOCOOOC

gooo
gooooo

[OP-013] We are writing to ask you several questions concerning your computer system, the

BBM-59, which we are interested in buying from you by the end of this year.
[MP-011] Specifically, we would like to know the following;:
1.  What are the conditions and limitations of your product warranty?

2. Do you have your service engineers in Japan?
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3. Is this model compatible with IBM PC computers?

[CP-007] We would appreciate any assistance you can offer in answering the above, and are
looking forward to hearing from you soon.

oooooood

[OP-013] D0 OOOOOOOOOOOOOO0OO0OO0O0OOO0OO0OO0O0OO0OO0OO0OO0OOOOOO0OO
BBM-59 0000000000000 O00O0O0O0O0OOO0O0OOO0O0ODOOOO0

[MP-011] D OO0OOOO0OO0OCOOO0OO0OOOOOOOOCOOOOOO

1. J00000b00o0oobooobooooooobOooobobOoon

2. 0000000000000 O0O0O0OOOOCOOOOOO0

3. 000000 1IsM OO0O0O00o0o0oooooooood

[CP-007] OOOOOOOODOOO0OOO0ODOO0O0O0O0O0OO0OO0OOO0OO00O0O0O0O0O0O00O00
goooooodgood

ocoooooooooooboooOoO0OO0O0 2000000000000000CO0C0O0OG0OOO
gooooobooomooooobooobOooobOoooOoboooboobboooDLDmOoo
gooooobooooboooobooooboOooobooooboooOoboobOOoobobObOOobooo
goboooobooooooooogooooooonoon

01000000 We are writing to ask ... 0 We are writing [this letter] toask ... OO
OO0O0OO0OOthis letter 00 OO0O0OO0O0O0OOOCOOOMOOOOOODOOOOOOOODOO
OO0o0O00oO0O00O00O0O0D0O0O0DOO0DO whichOOOOOOOOOOOOOOOOOOODODO
0000000100 00000200000000000000000 We would like to
ask you the following questions (concerning ...): 0000000000 OO Oconcerning O
0..0000 (regarding, about) 00 00000000000 00O0O0O00OCOO0OOOOOO
OO000Oconcerningabeutsth D D 000000 2000000000000000
02000000 Specifically,... 0000000000000 O0O0O00O0OCOO0OO0O0O
00000 severalquestions 000000000000 O0OO0O0O0OO0OOOOOOCOOOCOO
O0000C0CO000O000 In particular, . .. 00 Especially, . . . 000 O especially O T like
music, especially jazz. 0000000000000 O0O0O0OCOO0OOOOOOOOCOO0O
goboooobooooooooodobooobooooooooooooooobooonod
ocooooooooooooooboOooono MP-011] OOOOOOOOOOOOOOOCODOOOO
goboooooooboooooooobooooao

1. [the] conditions and limitations of your product warranty

2. [the] availability of your service engineers in Japan

3. [the] compatibility with IBM PC computers
gboooooboooboooobooooOoooboOoOoobOoooboOoobooooboooboo
goboooobooooodoon yes, nodO0000O00O00OO0O0O00OO0O0O0O0O0DOOO0OOO
00 10 warranty [000000000] OO0 000000000000 00O000CO guarantee 00O
OO0o0OO0OO0OO0oO0ooOooO0O00O0O0O0O0O00O00O0O0000O000O0Oappreciate JOO0OO
Form Letter No. TK-200 O 000000 (p.427) OOO0OOOOO030000000000000
OO0o0O0OO0O0O0oOooOoooO [CP-008] (p-537) ODODO
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Form Letter No. 1Q-300

BHAKXK-FVESDLY [MEREHNZFHLTIERBEEEZSERT 3]

Re: Request for Quotation

FOT (2) vieiieieeieciieiececieececeee e [and other related information], please
refer to the attached (3) document/documents.

Should you have any questions, please (4) .........ccccceviiiiiiiiiiiiiiiiciie e
We thank you very much for your cooperation, and are looking forward to

your prompt reply.

Sincerely yours,

gooooooooon

(1) 00000000000 000000000A0e.g. the supply of sth; the repair of sth; the
construction of sth; the work described in Attachment-A, etc.

(2 DOoooOoOooOoOoOooOOOoOoOOOO0OO0[...J]O000oo0O0oO0o0O0O0oO0o0O0O0o0000
oooooooboooboooooboo

(3 OOOOOOOOOOOOOOOOOOOOOOOOCOOOOOCOOOOOOO

4 00OO0ODOOOOOOOOOOOOOOOOOOOO00O0O0Oe.g. call Mr. Taro Yamada at
03-123-456*; write to us; send e-mail via Internet at jpt1230 jptnet.or.jp

gooooo

[OP-014] Please quote us for the supply and installation of three units of Sun Power Generator

at our construction site in Jeddah, Saudi Arabia.

[MP-015] For our technical specifications, site conditions, and other related information,
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please refer to the attached documents.

[CP-010] Should you have any questions, please fax to the attention of the undersigned. We
thank you very much for your cooperation, and are looking forward to your prompt reply.
oooooood

[OP-014] DO O0OOO0OOO0O0OOOOO0OOOOO0OOOO 300000000 0O00OO00OO0000
gboooooooooboooobooobOoooboooOobooobOoOoboboooobooaon
[MP-015] OO0 OOOO0OO0OCOOOOO0OCOCOOOOOOO0OCOCOOOO0OOOOOOCODOOOOOO
oooooobooobooo

[CP-010] OOOOO0OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO
gobooooboooooooooooboooboooooooon

0000000000000 00O00O00000 2000000 For ..., please refer to the
attached document[s]. 000 0000000000000 000000O00OOOOOOOOO
O000000..00000000000000 For [further/more] details, please refer to . . .
O00M1000000 quete0 00 0MMOO0ODOMODOOAO Ce.g. quote from Shakespeare
000000000 000000B0000O00000A0A0 quote a well-known proverbd 0O O
ooo0o0oo0000000000000000O00O0000000000000000O0O0O0
0000000000000000000000000000 quoted 0000 quotationd O
000000000000 000000000 estimatel 000000000000 OOOO
00000 estimate 00 OO O O Oquote for (= estimate the cost of) building a house. 0 0 O
O give a quotation for (= give a written estimate of the cost of) building a garage. 0 00 00O
oooooooo

03000000 Should you have any questions, ... 0 If you have any questions, . .. O
ooo0o0oo0O000000000000000000O0000000000000O00O0O0OO0
0000O000o00oo0oo0o0o000 [MP-014] (p. 505 00D OO0OOOIf you have any
questions O If you should have any questions 01 0 0 0000000000000 O0O0OOOO
should 0000000 OOODOODOODOODOOOOODO0O0O0O0O0O00O0O0O0O0O0O0 If you have
any questions 1 0000000

0000 [CP-010] O OO to the attention of the undersigned OO0 00000000000
000000000000 000000O0000O0000 please contact me/us [by fax] OO
O please let me/us know [by fax] D00 0000000 Opleasefax0 00000000 fax
O00000000DB0O0please send me/us a fax [message] 000000000000 000O0O
ooo0oOo0oO0oO0O0O0O000000000000000000000000000UOe.g. Please
telex/e-mail your reply as soon as possible 1 000 0000000000000 C0OO0O0OO
000 We will FEDEX the samples first thing tomorrow morning. 0 00000000000
ooo0o0o0o0000000000000000000O000000000000O0O00O0OO0
00000000000 0oooooooooo
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Form Letter No. RP-100

Thank you very much for your (1) ................ Of (2) toeeeieiiiiieec e ,
(3) concerning/ requesting ...........cccooiiiiiiiiiiiiiiiiiii s

I am pleased to enclose (4) ......cccccoevenieeeicncnencennn. [which/as you requested].
THrust that (5) ceeeveeeeieee e e
Should you have any specific questions, or need further information, howev-
er, please feel free to contact me at any time.

With my appreciation for your interest in (6) ...........ccccoeceviiiiiiiiiciiniiniiiciens ,
Ilook forward to the opportunity of serving you in the near future.

Sincerely yours,

goooooooobooo

)

®)

OO000000000 (letter, e-mail, fax,etc.) OO OOOOOOOO
goooo0oo0oo0o0o0O00000000000000 May 10000 10May0O0OQoOGoono
ooooo0oooooO00000O0O0O0O0o0o0000
O00000000000000000000 concerning O requesting 0000000
OO0O000000e.g. (concerning) our new product, the NP-300; (concerning) our educa-
tional program; (requesting) a copy of our 19-- catalog; (requesting) a quotation for sth:
(requesting) information regarding sth, etc.
ooboooooooood[r...]ooo00O0o0o0000b0000000000000
(which) you requested D 0 0 asyourequested 0000000000000 O0O000OO
e.g. the information you requested; the quotation you requested; a copy of our company
brochure which you requested; our 19-- catalog as you requested etc.
ogooooOooOoOO0OO0O0OO0O0O0C0 thatOOOOOOOOODOODOOOOOOOOOOO
0000000000 0000000 e.g. this information will suit your needs; you will find
the enclosed quotation satisfactory; the enclosed document will prove to be of your in-

terest, etc.
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() DODDODOODOOOOOODODODOOOODODODOOUODOOODOOODOOODOO
0000000000 e.g. our product[s], our educational program, our activities, etc.
oooooo
[OP-016] Thank you very much for your letter of May 10 concerning our new oil processing
equipment, Model Z-5.
[MP-019] I am pleased to enclose the literature which you requested. I trust that you will find
the enclosed information to be of your interest. Should you have any specific questions, or
need further information, however, please feel free to contact me at any time.
[CP-011] With my appreciation for your interest in our product, I look forward to the oppor-
tunity of serving you in the near future.
oooooooo
[OP-016] OO OOOOOOOODOO z5000000501000000000000000
ooooo
[MP-019] OO 0000000000000 O0O0OOOOO0OO0OOOOOO0OOO0OO0OOOO0O0O00OO
0oooo0oO0ooo0oOoooOooo0ooOoOoOooOooooOU0ooOooooOoooDoOOoooDO
Oooooooooooooooooooono
[Cp-011] OOOOO0OOOOOOOO0OOOOOOOOOODOO0OODOOOOOOOGOOO0OO0OO
ooooo

O00b0oo0oO0oo0oo0oo0oo0O0o0oO0oo00ooOo0O0O00b00O000O00O00O00O0O00OD0.
000000000 00000000000000000 Form Letter RP-200 0 O O RP-300
Uob00100000000000 concerning [ requesting 000000000 O0O000OO0
Oo00oo0o0oo0oo0o0o0o000b0O000000000000000O00000 [OP-016]0
concerning 0 0 0 0 O requesting0 00O 00O ...requesting information regarding our new
oil processing equipment, Model Z-5. 0000000
02000000@0000000000000O0O000000O0O000O0O0O00O0O00A0
0o0o0Qg...;0000000000O0000 [MP-019] OO0 literature I “printed material
describing or advertising something”0 0 00 0 O 0 0 O O O O0(be) of one’s interest OO0 00
000.000000000000000000GOO0000000000O00AO0AO Itrustthat
this information will suit your needs. 0 0 0000000000000 O00O0O0O0O0OCOOO
O 00 Itrustthat you will find the enclosed quotation satisfactory0 0 00000000 00O
ooooO0oooOoo0oooooO0ooo0oOO00oOo00oO00OO0obocO0O0Ob000@ OOO0O0O0O0OO
0000000000020 0000000000000000 300 howeverOOOOOO
000 00Should youhave... 00000 Form Letter IQ-300 00 00 0 O O(p.307) O OO
0300000000000with 0000000000 0OI appreciate your interestin . .. O
0000000000000000000 Thankyoufor... 00000O0O0O00000O0OO
000000001 00000000000000O00C0O000O00O000 Thank you again for
your interestin... OO0 O[CP-011] O0OO0OO0O0O [CP-004] O [CP-005] (p.-537) O OO
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Form Letter No. RP-200

BREBRADIEE [BREN-BHEEMHL. EEEE2F23]

If you have any questions, please feel free to contact me at any time. Thank
you.

Sincerely yours,

ogoooooooooo
(1y booooooooooO0oO0O0OO0O0OO0OO0000O0O0O0O0O0O0O0O0O0000O0O0O0O0O0O0O
00000000000 000000May 5000 5May0000000O0O0ODODODO
ooooooooooooOoooo
(2 OOO0ODOOO0O0O0O eg.acopy of our latest price list; two copies of the report, “Japanese
Investments in the ASEAN nations”; one copy each of the following documents, etc.
(3) bDoOooOoOOOOODO0O0O0OO0DDOO0DOOOOOODOODODDODO0O00O0OD0OOODD0O000
ooooooooooooo
oooooo
[OP-020] As per your request of May 5, I am sending you herewith a copy of the draft agree-
ment, stating the terms and conditions of the proposed joint venture.
[MP-021] Please note that items a) and b) of Article 5 are still pending and are to be discussed
in detail at the next meeting. Otherwise, I trust that the enclosed document is self-explanatory.
[CP-013] If you have any questions, however, please feel free to contact me at any time. Thank

you.
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oooooooo

[OP-020] OO 50 5000000000000 000O0DOOOOOOODOOODOOOD
g1 booobooobo
[MP-021] OO OOOS500a) 0000 b)O0O0O0O0O0O0O0COOOOOOOOOOCOOOOO
godddodoooooooobobooobooobobooboboobobooDboDbboOobbbObDbDbDboD
gooooooooooooooboooo

[CP-013] OO OOODOOOODOOODOOODOOOODODOODODOODOOODOODOD
oo ogo

ooooo0ooooo0oo000000020000000000000000000000000O
00000000000 000000 Pleasenotethat... 0000000000 0O00OOOO
O0000000000000000000A0O0 Please be informed that... O Please be reminded
that... 000000MO000 that 0000000000000 O0O0ODOO00O0O0O0OOMO
goooooooooo0000o0ooooooO0oooo0ooO0o0o0o0o0o000o0 20000000000
oooo0 [MP-021] DOOOOO [MP-030] (p. 508) O OO [MP-059] (p. 514) DO OOOOO
ooo00oO0ooo0ooO0oooo0oooooooooo0nO [MP-023] (p. 507) DOOOOOOO
0000000000000 000000100008000 As per your request of . . ., I am
sending you herewith the following documents: 00 000000000000 O0O00O0O0O00O0O
OO0OO0OO0O000 Form Letter IQ-200 (p.304) OO DO

01000000 asperd0..00000..000000 (in accordance with)y DO O OO 0O
oooo0oO0o0o0o0o000000000000000000000 M as000O0O0O0O00OOOM
per 00Oby, through 000000000000 O00O0O0O0OC0O0O0O0O00OO eg As per (=In
accordance with) your instructions, we have made the necessary arrangements with The Bank
of Tokyo toissuean L/Cinyour favor.0 0 0000000000000 O0O0O0OOOOOOO
0000000000000 000B0000000 TIamsendingyou... O Iam enclosing. ..
OO0 Ihaveenclosed... 00000000000 O0O0COOOO0O0O0O0O0O0OOOOOOOOO
enclose 00 000000000000 enclose 000 send OO0 attach OO0O0O0O0O00OO
herewith 0 “with this (letter,etc.)” 0000000000000 O0DODOOO00O0O0O0OO0OO
ogoooo0oo0oo0o0o000000000000000000000000000000O0O0O0O0
00 attachO0 0O 0O 0O OO attach[ed] hereto O O Oterms and conditions 0 00 00000000
0000000000000 00000000Oterms 0000000000000000O00OOO
conditions 000000000000 00000OO00OOODODOOOODDODOOOOOOOOO
ooo

03000000000000000 If you have any questions, however, ... 000000
O0MO0O0000000B0000000 please feel free to contact me O please do not hesitate
tocontact me 0000000000000 O00OO0O0O0O0OOO0OOOOOOOOOO0O
[MP-019], [CP-010], [CP-041], [CP-054]0 0 000 0O O Thankyou. 0000000000 Form
Letter IN-1000 000000 (p.431) OO O
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Form Letter No. RP-300

[BREFCOEREREAZRALTH53]

This is to acknowledge your (1) ........ccccceuenn. Of (2) toeeeeeiiineeee
I am very sorry that the (3) ..o, you requested is
not available at the moment.

(v pages), I can have one made and sent to you upon your request, at a cost
Of (5) wovevverninn per page plus postage.
I look forward to hearing from you again.

Sincerely,

gooooooooon

@)
@)

®)

4)

®)

OO000000000 (letter, e-mail, fax,etc) OOOOOOOOOO
ooooooooo000000oDoooooOo0O0000D000000000000000
OO0O0O00000 concerning, regarding, about 100000000000 OO0O0OO
O0000000Oeg. (off May 1; (of) April 10 concerning our products; (of) April 10 re-
garding our 19-- annual report, etc.

000000000000 00B0000e.g. information; report; booklet; catalog; tech-
nical specifications of sth, etc.
()booooooooooooooOO00O0000o0ooOooDo00o0ooooooo0on
0000000000000 000000000000D0O0 eg. booklet (36 pages);
brochure (10 pages), etc.

10000000000000000000000 (yen/cents/etc) 0O0O0DO0O0O0O0OODO
000 perpage 00 00000000O0000O00O000O e.g. 35yen [per page]; five cents
[per page]; ¥1,200 (U.S. $12.00 at the current exchange rate), etc.
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oooooo
[OP-021] This is to acknowledge your letter of May 1. I am very sorry that the booklet you
requested is not available at the moment.
[MP-024] However, if you wish to have a photocopy of the booklet (36 pages), I can have one
made and sent to you upon your request, at a cost of 35 yen per page plus postage.
[CP-032] I look forward to hearing from you again.

oooooooo
[OP-021]50 100 0000000000000 O000000O0O00O0OOOODOOOO0DBDDODO
ooooooo
[MP-024] 00 0O0000O0O0O0O0O0O0O0O036000000000000O0O0O0O0O0OOOO
oo0o0oo0oo00O00O0000o01000000 3000000000 0000000000OO
ooooo
[CP-032] OODOOOOODOOOOOODOOOO

0o0oo00oooo0oooOo000oO0ooO0O00ooOO000ooOOO000OObO0DO0DOOoDOOoOD
0000000000000 O0OO0OO0OC0O0OO0Mm 2000000 atacostof (5)... per page plus
postage 00000 O0000000O0OOOOOO0O0O0O0O0O0O0OOOOOOODOOO00O0O0O
00000000010000000000000 acknowledgeO OO O OOO0O0000OOO
000000000000 00Oe.g. This is to acknowledge [receipt of] your letter of May 1.00 5
0 10000000000000 (= We have received your letter of May 1.) 00000
[OP-054] (p. 484) O OO [CP-040] (p.541) DO OOODOO Iam very sorry that... 0000 I
am very sorry toinformyou that.. 000000 ..00000000000O0000000O0O
OO0O0toinformyou 000000O0O0O0O0O0O0OO

0200000 0O Icanhave one made andsenttoyou... JO000O M haveD 0000
oooooooooooo0O0..0..0000000000000000med00000O0O0OO
0000000000 aphotocopy (of the booklet) O O O OI can/will have one made and send
ittoyou 0000 send000000000000O0O0O0O0OODO0O0OOOOOOOOOO
0000000000000 0000000Oupon your request 1 000000000000
U000 upon O uponreceiving ... O 00 O0ODO OO O Chs soon as we receive your request.
00000000 uwonOOO0OO0OO0O onIOO0O0OO0O000O0O0OOOOOOOOODOAOOupon
oooooooooooOoooooooao

03000000 Ilook forward to hearing from you again. 0000000000000
000000000 00000100000000000000000000O0WeOOOO
0O Form Letter OR-500 0 0 000000000000 O0OOOOODOOOOOO0O0OOOOO0O
0000000000000 000 Form Letter RP-400 (p. 314) 000 O0OOO0OO0O0O0OOOO
0 O Form Letter No. DL-200 (p. 384) OO OO0OOO
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Form Letter No. RP-400

BRERADIEE [BREh-EHEEEL. #05BA%EI>THS5]

(B) oo

Please note that we usually require payment of necessary expenses before
sending out the (4) document/documents you requested. Considering the ur-
gency you stated in your (5) .......cccceenn. , however, I will mail (6) it/them out
in good faith that I will receive payment from you at a later date. The fee for
the requested (4) document/documents iS (7) .ccccceeer (covremveemieenieenieneeneenne )
Would you please mail this fee directly to me at your earliest convenience.

If you have any questions regarding the above, please contact me at my office.
I'look forward to hearing from you soon.

Sincerely yours,

gooooooooboo

(1) ODO0O0OB0O00O000 (letter, e-mail, fax,etc.) OO0O0O0O00O0O00O00O

(2 DO0OOOO0OO0OO0O0OO0OO0OO0OO0OO000000O0May 5000 5May0 000000 0OnQ
O0000O0o0o0oo0ooooooooo

(3) DOOOOOCOOOOOOOOCOOOO eg. our 19-- annual report; our in-house maga-
zine; two copies each of our reference booklets, “Introduction to International Business”
and “Effective Management,” etc.

4 OOOOOOOOOUOOOOOOOOOOOOOOOOOOOOOOODOO

() DOoooOo@MmoboooooUooooUooooooooo

() WOOOODODOOOOOOODODOmMOOOOUODOO0ODOOO0themOOOOOO0OOOOOO

(7y DO0ooOO0O0OOO0OOOO0O0OOOUOOOO0O0OOO0OO0ODOO0ODOOOD0ODODOODOOOO
g0o0o0ooU0oU0OoUoU0oU0OoUOU0Oo0DOU0DOU0OCOUDODDOUOODUODOUDODO

oooooo
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[OP-033] I have received your fax of April 1 requesting three full copies of our 19-- annual
report.
[MP-031] Please note that we usually require payment of necessary expenses before sending
out the kind of document you requested. Considering the urgency you stated in your fax letter,
however, I will mail them out in good faith that I will receive payment from you at a later
date. The fee for the requested documents is U.S. $24.00 ($10.00 for the first copy and $7.00
each for additional two copies). Would you please mail this fee directly to me at your earliest
convenience.
[CP-014] If you have any questions regarding the above, please contact me at my office. I look
forward to hearing from you soon.

oooooooo
[OP-033]19--000000000030000000401000000000000000
[MP-031] OO0O0OO0OOO0O00O0OO0OD0O000ODOODOO0OO0OOODOOOO0OODOODOOODOD
ooo0ooo0o0000000o0oO0oO0oO0oO0oO0oOoOOO0OO0OO0O0O0000000ooooooOooOo0On
ooo0oo0oo0o00000000D0ooooooooOOO0O0O0D0D000D00O0D0DO0DDOooOooOoODODOO
o0o0o0o0o00O0000000 2400000000000 100 1000000200000
0100000700000000000000O0O0O0O000000000O00O0O0C0OO0O
oo
[CP-014] O0OO0O0OOOOOOOOOOO0O0O0O0OO0O0O0O0O0O0O0O0O0000O0O0O00O0OOOO
ooooooooooooo

Ogoo0d0oo0oooO0O0oO0oooO00oO0ooOo000oO0oO00000000000O00000O00000
oooooooo0000O00ooooOoOoOoOOOOOOOO0O0DO0OO0DOOOoOoOOOOOOO
000 Form Letter RP-3000 0000 10000000000 requesting0 0000000
0000000000000 000000000D0 concerning 000000000 000OO
000000000 Form Letter RP-100 OO0 000000 (p.309) O OO
0200000000 Pleasenotethat... 0000000 O0OO Form Letter RP-200 (p.
310) DO Orequire 00 ...000000000000000 need 0000000000O0OO
00000000000 Orequire0000000000000O00O0O0O0O0O0OOOOOOO
ooooooo00000D00oo0ooooOoOoOoO0o0O200000000000000000000
ooooO0oooooo0oO0ooOoooooo0ooooooooooooooooooaon
considering 00000000 I0000 We) DODDOOO0OODDDD0OOODOOOOOOODO
00000 We) D0O0OO0O0O0O00O0O0O0O00000 ConsideringdO0O0O00000O0OO
00 However,Iwill... 000000 OOin good faithO O 00O OO (honestly, sincerely)
000000000000 00000 ingoodfaiththat... 0000 ..00000000000
0000000000 30000000 Ifyouhave any questions . . ., please contact me at my
office (Fax No. 571-123-456*). 00 0000000000000 00OO0ODOOOOODODOOOOO
0000000000000 Form Letter No. OR-2000 000000 (p.335) 00O
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Form Letter No. RP-500

Thank you for your e-mail. As you requested, I'll be sending you (1) ...............
copy/ copies of (2) ...cccvvvvveviiiiiinnnnn. via airmail (3) this afternoon; tomorrow, etc.

Hope youll find it of some help in  writing your
(4) o If possible, I'd very much like to read (5)
the .o for myself when it is completed. Also, if there’s an-
ything else I can do for you in this regard, feel free to contact me again at any
time. I wish you the best of luck with your (4) ..........cccceciein !

Sincerely,

obOoooboooood
(1) 00000000000 000O000000000000e.g. one copy; two copies, etc.
(29 bOooOooOoOoOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO0O0O
000000000 the above paper/thesis/article, etc. O O O my paper/thesis/article, etc.
oboooboooobooooo
(3 ObOOOOooOoOooooOoOOOOOOOOCOOOOOCOOOCOOOOOODOODOODOODOOOn
00000000000 e.g. this afternoon; tomorrow; within a few days, etc.
4 OOOCOOOOOOOOOOOOOODOOOOOCOOOOOO (book, thesis, article,
paper,etc.) 0000000
®¢) @HOOOO0O00O0000000A0O0O0e.g. (the) book; (the) paper, etc.
ooogooo
[OP-022] Thank you for your e-mail. As you requested, I'll be sending you two copies of my
paper, “Cyberspace Obscenity” via airmail this afternoon.
[MP-026] Hope you'll find it of some help in writing your new book. If possible, I'd very
much like to read the book for myself when it is completed. Also, if there’s anything else I can
do for you in this regard, feel free to contact me again at any time. I wish you the best of luck

with your new book!
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oooooooo

[OP-022] OO OOODOOOOOOOODOOODOCODOOOODOODOODOOODODOOODOOO
g U2iiiidiUUUUUo

[MP-026] OODOOOOCOOOOOOOOODOOOOOODOOOOODODDOODOOCODO
goddodoooooooooboboooboooboboobooboboooboobbobobbbobDbDbDboD
goooooooooooooooooooooooooboooboDbDbDDODbODbODbODODbDDbDDD
uoodoooooooo

goooooooO0oOoooO00oO0oooO0OoooOoo0ooOo0oo0O00oo0oooOooooooooon
ooo0o0oo00O00000000000000000000000000000000O0O0O0
oooooooo0000O00o0oOoOoOoOoOoOoOOOOOOOO0O0DO0O0DOOOOOOOOOOO
ooo0o0o0o00O0000000000000O0O000O0O000000000000O0O0O0O0O0O
00 Form Letter No.TM-300 OO OO

01000000 Thank you for youre-mail 0 0000000 MM OO0 00O Thank you for
your letter (of April1...) OO000O000O00OO00O0 200 I'll besending... DO00O0O000O
00000 Form Letter No.SL-200 00000000 (p.301) OOO

02000000 100 find it of some help O find it (to be) of some helpd tobe OO0
O00O0OO0OOformyself 0000000000000000000COOOO by myself 00O
ooo0o0ooo0o0000000oO0oO0oO0oO0oO0oO0oO0OO0OO0O0O0O0O000O0O00oOooOooooOoOoOo0On
0000000000000 D00O000000000D0D000000000000Iwould like
to see it by myself. 0 O O O OI would like to see it for myself. 0000000 ...whenitis
completed. 000 00000000O0O0O0O0O0O0O0O0O0O0OOOOOOOOOOO0O0O0O0OO
0000000000000 00000000000000000000000000 whenit
will be completed. 00000000000

0200000000 contact 00 ..000000D0000DO0DCO0ODOOODO contactD O
ooo0o0ooo0o000000oO0oOoOoO0oO0oOoO0oO0OO0OO0O0OO0O00O000o0oooooooooOo0Oan
0000000000000 000000000000D000000O0BOcontact 0000
0000 call, write (to), fax D000 getintouchwith D O0O000000O000O0O00O00O0O
00000000000 0000000000O0Ogetintouchwith 000000000000
O0000000OOcontact 00 O0O00O0O0ODOOO0OOOOCOOOOODOOOOOOOOO
00 makecontactwith 00000000001000000000000300000000
000000000000 I wish you the best of luck with you new book! 00O 0O Best
wishes for your [new] book. 00000000000 Oluck OO0O0O0O0O0O0O0OOOOOO
ooo0o0oo0O0O00000000000000000000000000000O0O00O0OO0
0000000000000 Bestwishes for your [new] book. 00 O000000O0O000O0O
ooo0o0oo0O0O00000000000000000000000000000O0O00O0OO0
00000000 0O0000ODDO0O0O0O0ODO0O0O0O00ODO0OD0 wish DOOOO SVO10; O 1
wish you a Merry Christmas (a Happy New Year). O I wish you good luck. 00 OO I wish
you all the good fortune you could possibly have! 0000000000 OO Form Letter No.
GR-200 0000000 (pp.446-447) OO O
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Form Letter No. FW-100

(B) s ON (4) v, [as requested].

I hope you had a chance to 100k over (5) ........cccccoeciiiiiiiiiiiiiiiiiii,
It seems, however, that the information was too general to meet your particu-
lar needs, and that you would probably be interested in knowing more specif-
ic details. I have, therefore, instructed one of our sales representatives to con-
tact you sometime next week, so that we can provide you with all the neces-
sary information and, at the same time, answer any questions you may have.

Thank you very much for your interest in

(O ,

and please feel free to call me at any time if I may be of help to you in some
other way.

Sincerely yours,

goooooooobooo

1)

@)

(6)

O000000000000000000 (letter, e-mail, fax, etc.) 00000000 OMM
0 O inquiry, telephone inquiry, request 0 0 00000000000 O00O0O0O0O0O00O0O
(1)O OO OO0 O (letter, e-mail, fax, request, etc.) 00 000000000O00O00O00O
May5000 5May000000O000O0O000COO0OOOOOCOOOOOOOO
O00000O0000000O00 eg. our quotation for sth; our catalog; etc.

() oooboooo0o000000oooooOooOooooooODOOO0O0DD0D00000
00000000 asrequested 01000 000000000O0O0OCOOO
G)oooo00oo00b0O0o0o00o000O000o000D0000000000000 look
it/themover 00000000000 O0O0ODOODO OO e.g. the quotation, the catalog; the
brochure, etc.

goooooooooobbobooboobbbbbbobooooooooooboobobooboo
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0000000000 e.g. our product[s]; our services, etc.

oooooo
[OP-023] In response to your inquiry of April 1, we sent you our catalog and price list on
April 5 as requested.
[MP-025] I hope you had a chance to look them over. It seems, however, that the information
was too general to meet your particular needs, and that you would probably be interested in
knowing more specific details. I have, therefore, instructed one of our sales representatives to
contact you sometime next week, so that we can provide you with all the necessary informa-
tion and, at the same time, answer any questions you may have.
[CP-018] Thank you very much for your interest in our products, and please feel free to call
me at any time if I may be of help to you in some other way.

oooooood
[OP-023] U0 40 1000000000000 OO00OO0OO0O0OODOOOOOOODO 405
goooooboooooooooooboooobooooon
[MP-025] (DOO0OO0OO0OO0O0OO0O0OO00O0O0O0O0OO0OO0O0O0OCOOOOOO0OOOOODOO
gooooobooooboooobobooobooobooooboooOoboOobOOoobobObOOobooo
gobooooboooooooooooboooboooobooooboooooooooooog
gooooobooooboooobobooobooobooooboooOoboOobOOoobobObOOobooo
goooooboooooooboooboooobooo
[CP-018] DO OODOOOODODOOODOOOOOOOOOOODOODODOOODOODOODbOOOOO
gobooooboooooooboooboooboooobooooaon

gooooooo0oOoOoooO0OoOooOooO0OoOooOOO0O0oOOOO0O0DOOOOOoDOOOoOoOooOon
ooo0o0oo0o00O00000000000000000O0O000000000000O0O0O0O0O0O
oo0oo0o0oo0o00000000D0ooooooooOOO0O0O0O0D00000000 10000000
O Inresponseto... OOOOOOO0OODOO asrequested DO O0OO0OOO0OOO On(4)...,
wesentyou (3)...0000000000000000000O0 Form Letter No. FW-2000 O 1
0000000000000 1000000 (1)0 Inresponse toyour... OO0 request 00O
000000000 asrequested 000000000 asrequested O as you requested 0 O O
O000000000000000000As [you] requested, we sent you (= we are enclos-
ing)... 0000000000000 0000OOOOOOOOOO00O0O0O0OO0OOOOOON
0000000000000 0o0oO0oO0Oo0O0O0O000D000 [OP-018] OO0 200000
0200000000000000000000000000000000000O0C0OCOO
ooo0o0o0000000000000000000O0O000000000000O0O0O0O0O0O
000000000 00000000000 If you are interested in knowing more specific
details, please let us know. 0000000000000 O00OCOO0OOCOO0O0OOOOOOO
ooo0o0o0000000000oooOoooOoO0O0OO0O0D0D0DO00D0O00DO0DO0OOoOoOoOOOODOO
ooo0o0oo0oo0o00000O0O00oO0oO0oOoOoOoO0oO0OO0O0OO0O0O0O00O000o0oooOooooooOo0On
[MP-025] 000000 Form Letter No. SL-2000 0 200000 [MP-005] (p.301) OO O
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Form Letter No. FW-200

7F70—-7Y7 [XEZOBEVAbEICHLIE

Dear ......:

On (1) ceovveneeeeenne , I wrote to you asking for information about (2) .................
........................... [, which (3) ..cciiiiiiiiiiiin
Although (4) ....cceeieinn has/have passed since then, I have had no reply

from you and I suspect that you did not receive my (5) letter/fax for some
reason. Instead of repeating my (6) request[s]/question[s], 1 have (7) en-
closed/attached a photocopy of my previous (5) letter/fax for your reference.

I would very much appreciate it if you would (8) .......ccccoeoiiiciiiiiiiii ,
as I need the information rather urgently.

Sincerely yours,

goooooooooo

1)

goo0oo0oo0o0o0o0000000000000000000M 00 May5000 5May
ooooooo0oo0000000oooooooooo00000n
O000000000000080 eg. your product[s]; your training program[s]; technical
details of sth; the possibility of doing sth, etc.
(booooobob000ooooooooOOooOOoOO0O0DO0O0DOoOoDOoOooOOOO0O0O000000
ogoooooo [...]0000000O000O0o000000oooooooo
0000000000000 000000000O0O00000D000000000 has O
have 0 0 0O O Oe.g. four weeks (have passed); one month (has passed); more than four

weeks (have passed), etc.

G)o@ ooooooooooOooOoooOooOooooOoooDoooOO0OOO0OOO0OO0ObObOOoOn

®)

gobooooboooooooooobooooon
oooooooboOooooobOoooobbOooooboboOoooboooobobobooooboOono
OO0 e.g. send me your reply by November 30], if possible]; send me your reply by fax [at
03-3123-456*]; call me at 03-3123-456%*, etc.
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oooooo
[OP-024] On October 1, I wrote to you asking for information about your new product, Model
XYZ, which we are considering buying from you by the end of this year.
[MP-027] Although four weeks have passed since then, I have had no reply from you and I
suspect that you did not receive my fax for some reason. Instead of repeating my questions, I
have attached hereto a photocopy of my previous fax for your reference.
[CP-021] I would very much appreciate it if you would send me your reply by return fax, as I
need the information rather urgently.

oooooooo
[OP-024] O0O0OODOOOODODODOO0O00O0O0O0O00O00O0 XYyZO0OOOOOOOoOOOOOoO
oooooooo00o00oooooo1001000000000000000000O00O0OO
[MP-027] 000 400000000000000000000 OO0O0O0OO0OOO0O0O0O0O0OO
0oo0oo0o0o0000000000ooooooooOOO0O0O0DOD000D00O0DO0D0DOoDOooOoOODDOO
ooooooooooooooooooao
[CP-021] O0OOOOOOOOOODODO0O0O0O0OOOODO0O0DO0DOOOOOOODOOOODODODO
ooooooo

O00000OForm Letter No.IQ-200 (p. 304) OO OOOOOODOOOOOOOOOOO10O0
00ooo@UOoOooooo000o0o0oooo0o00ooooo0o0o00ooooo0oO0o00ooooon
oo0o0o0000000000ooooooOoO0OOOO0O0D0D0DO00D0O0ODO0DO0OooOoOOOODOO
000000000@E) OwhichOOOOOOOOOOOOOO [OP-013] (p. 478) O OO

020000001000000A0..andIsuspect that my letter/fax may have been lost en
route 000000000000 OOO0O0OOOOOOOOOODOODOOOOOOOOOO
000000000000 UDenroute [000 00000] OO0 ...00 00 0O 0O O(on or along the way)
000000000 00My letter waslosten route 10 0000000000000 O000OO
00000 Iwasen route to the hospital. (=1 was on my way to the hospital).J 0000 OO
ooooooo00oooooo@oooooooOoOO0OOO0ODO0DD0D000D0DooooooOoDOoOO
O00000OOenclosedd attached 00 0 0000000000000 O0OOOOOOOOO
0O Weenclose. .. 0000000000000 0000O0O0O0O0O0O0O00O0O0COO0O (en-
close) D0 00O0O0O00O0OOUCOfor [your] reference 0000 O000O00O0O0O0O0O0O0O0OO for
[your] information0 0 000000000

0O 3000000 8 0000000000000 00D0000000 call me at
03-3123-456* 00 000000000000 O0O0O [CP-001](p.537) OOOOOOOcallOO
000000000000000000 at0000callsbat 00000000 [MP-024] (p.
508) 00 O00O0O0OOby return 00 (00000000000 OO0OAOPlease reply by return
[mail/fax]. 0000000000000 0000000O00OOOOOO0O0O0O00024000
O000000000000000appreciate 000 OO0 Form Letter No. TK-200 0O 00O 0O O
00 (p.427) OO0
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Form Letter No. FW-300

7FA0—=7Y7 LEECHVSHRERET 3]

Dear ......:

Thank you very much for your (1) ..o Of (2) e,
(B) fOF/ COMCEITING ..ot
In examining your (4) ......cccccoviiiiiiiiiiiiiiiie , however, we found that no

information was given (5) concerning; as to; About .............ccccceviiiiiiiiiiiicniies

Please refer to our previous (6) letter/fax/e-mail of ........................ and kindly
provide us with the above information as soon as possible. Thank you.

Sincerely yours,

gooooooooboo

0000000000 (quotation, report, letter, fax, e-mail, etc.) D O00O0O000O00O0O

(1) OooOooOOooOOooOOooOOoO0OO0DOO00O00O0b0O0boO0Cf0 Mayl1lOOO0O 1MayOQO

goooooooooboooooooouoboooooobooo

goooooboooooboboobooboooooooobooobobbobooboooooooo

0000000000 for000 concerning0 0000000000 O0O00COO0OO
goooooooooooooooobooooobooobo

obooobooobooooboooboooboobbo 1000000 concerning U

O00000000 asto000 about0 000000000000 O0OODOOO

000000000 (letter,fax,e-mail) 00000000000 OOOOOOOOOOO
goooooooooobooobbbidddooboLbbbbooLboo

goooooobooobooboooobo
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oooooo
[OP-025] Thank you very much for your quotation of May 20 for the supply of your models
XA-245 and 246.
[MP-028] In examining your quotation, however, we found that no information was given as
to your “discount rates for regular purchases.”
[CP-022] Please refer to our previous letter of May 10 (Ref. No. RFQ-S-042) and kindly provide
us with the above information as soon as possible. Thank you.

oooooooo
[OP-025] OO0OOOO XA-245 000 XA-246 0000O50200000000000000
oooooo
[MP-028] O0OOO0OOOO0OO0OO0OODOOOO0OOOOOOOOOOODOOOOODOOOODOOO
ooo0o0oo000000000000000000
[CP-022] OODO 50 1000000000000 RFQ-S-042000000000000000
ooo0ooooo000O0O00ooOoOoOoooooOoo0oo0oo0o0ooo0n

gooooooo0oOoOoooO0OoOooOooO0OoOooOoOO0O0oOOOO0OO0DOOOOOoOOOoOoooOon
Oob0o0o00000000000000O0O00O000000 1000000000000 (3)
0000000000000 forO000 concerning0 00 00O000000O0OOOODOHor
O0..00000000000000 ...your quotation for sth.0 O 0O OO O O O concerning
00..000000 (DOO0oO0O00OO0OD0O0O0O00D0)DO0O0D000 ...your letter (fax/report/
etc.) concerningsth OO0 OO OO0OO

0200000000000 Inreading...;Inreviewing...;Instudying... O0000O
O00000000D0G)d concerning, as to,about 10 000000000000 O0O0O000OO
00000000000 aste000000000000O0O0OOabout0000000OOO0NO
01000000 concerning0 0000000000000 D0D0000O0O0OOOOODOODO
O about 00O asto OO0OO0O0O0OO0O0O0O0OO0OO [MP-028]00 your “discount rates
for regular purchases”"0 0 00 000000O000OCO0O0O0OCOO0OOOOOOOOOCOOO
00000000000 000000000O0Ohowever J000O0O0OO0O0OOO Lucile V.
Payne O “The best position for however is nearly always inside a sentence, between com-
mas.” (The Art of Lively Writing. pp. 85-86)0 0 0 0000000 therefore 000000000
ooo0oooo0000000oO0oO0oO0oOo0oOoOoOO0OO0OO0OO0O0O000000OoooooooOo0On
0000 however O therefore 00 0000000000000 D0000O0O0DOOOOOOO
0000000 0000ooooooag [MP-030] (p.508) O OO [MP-065] (p.515) OO O

03000000000 provide sb with sthOO0O0O000...0000000000000
with 00000 providesbsthD OOOOOO00OOO0O0OOKindly do sth. O Please do sth.
ooo0o0o0o000000000000000000O0O000000000000O0O0O0O0O0O
000030000000 00 Please refer to the enclosed/attached copy of our previous (6)
letter/faxof ... 0000000 OOOenclosed attach 0000000 OO0O Form Letter No.
Fw-2000000000p. 3210000
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Form Letter No. FW-400

Dear ......:
In my previous (1) memo/e-mail [of (2) ..cccccovininiiniiiinininnne. ,] T requested
that (3) .o be submitted [to this of-

fice] by (4) .coooviviiiiiiiiin,

However, I still haven't received (5) your/the ........cccceeeuee. as of today.
[Will you] please hand it in immediately, or by (6) ......cccocevieicciininnnnn. at the
latest. Thank you [for your cooperation].

Sincerely,

goooooooobooo

1)
2)

(6)

000000000 (memo/e-mail) 000000 O0DOOOOOCOOCODOODOO
gooooooooooboboboobobooooooooboobobbobobooooooooo
0o00O0o0o00O000O0o0OoO0O00o00[...] 000000000000 0000e.g. (of)
October 10, etc.
gooooooooooobooobooboboobooboobobobobobbbbbbboo
0000000000000 000O000O0000AOe.g. (by) November 30; (by) the end
of November, etc.
gooooooooooobooooooobiioDoUoL O
0 0000e.g. your report; the budget estimate, etc.
O000000000000C00000U0e.g. (by) December 10, etc.

oooooo
[OP-028] In my previous memo of November 1, I requested that the budget estimate for the

first quarter of 19-- be submitted [to this office] by the end of November. However, I still ha-

ven't received your estimate as of today. Will you please hand it in immediately, or by De-

cember 10 at the latest. Thank you [for your cooperation].
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oooooooo

[OP-028] 110 10 00000C0DOO00OOCODOOOO19--000100000D0O00ODOO 110
gL LO O
gooooooooooooooobooooooboobooboboDbOobDbDbODbDbODbODbD 120 10
ugoooooooo

gooOooooo0OoOoooO0O0oO0oooOoOoooOoo0ooOo0Oo0O00oo0oo0ooooooooooon
0000000000000 0DoooooooOOO0O0O0D0D000D00O0D0DO0DODOoOoOODODOO
ooo0o0oooo0000000o0oO0oO0oOo0oOoOoOO0OO0O0OO0O0O0O000000oooooooOo0On
000 “Don'tsayitOWriteit” 00 0000000000000 O0000O0OOOOOOODO
oooooooooooooooooooo

01000000100 000000000000000000000O0O0O0O0G000
0000000000000 0ooooooooO0OO0O0O0O0D000D0D0000ODOoOODOOO
oooo [...]0000000000000O0O0O0O0O0O00000 10000000000
request 0 ask for 00000000 000000 requeststh D 0000000000000O
O0000000O0Orequestthat... 00O requesttodosth 000 0000000000000
000 request sb to dosth 0O0O0OO0O0OO0OO0Oe.g. He requested me to write a letter of
recommendation0 00 0000000000000 O0O0O00O -000 He requested that I
write a letter of recommendation [for him]. 00000000000 0OOOOOOOOOOO
000000000 000000B00 He asked me to write a letter of recommendation. 0 O
OO0O0O0O0O000 Irequestedthat...besubmittedd be OO0OO0OO0OO0O0OO0OO Form
Letter No. SL-200 0 000000 (p.301) OO0

02000000asof O000OO0OOOOOOOOOOOOO..0000000...0000
O00000O0Ohandinsth O0...00000000000submit 00000000000
000000000 handit/themin OO0 Oatthelatest 00000000000

0000000 [Oop-028] OOOOOO0O0OO0O0O0OO0OOOOOOO00O0000OO0OO0O0O00O
oooooo

[OP-030] It seems I still haven’t received your budget estimate for the next first quarter. Could
you send it in to me as soon as possible? I need it by December 10 at the latest. If there are any
problems, please call me. Thank you.

[OP-031] I still haven’t received your report on the above which was due yesterday. Please
hand in your report as soon as possible, or by December 10 as the final deadline. Thank you.

00o0o0o00000000o0ooo0o0oooO0oO0OO0O0O0O0O0O0000o0ooooooooooOo0oan
ooo0o0o0o00O0000000000000000O0O000000000000O0O0O0O0O0O
oooooooooooooooo

[OP-029] In my previous memo of November 1, I requested all departments heads to submit
their budget estimates for the first quarter of 19-- by the end of November. However, several
reports are still missing as of today. If you haven’t handed in your report, please do so imme-

diately. No report will be accepted after December 10. Thank you.
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Form Letter No. NG-100

(ES| E3ZH [MSYESCHLTESIZOTHREETST 3]

Dear ...

Thank you very much for your quotation of (1) .......ccccccoviiiiiiiiniiiiiiiiiis
FOT (2) 1ottt e sttt sttt

As you may know, however, the market is highly competitive, and the lowest
possible (3) price/prices is/are essential. Before placing an order with you,
therefore, we would like to ask if it is possible for you to make a price conces-
sion and, if so, please also let us know on what terms the concession is availa-
ble.

We would appreciate your kind consideration, and hope to receive your fa-
vorable reply at your earliest convenience.

Sincerely yours,

obobooobooooog
(1) 000000 (quotation) 00000000000 OO0O0O0O0DOOOO0OOOOOO May
10000 1MayOOOOOOOoOoOoOoOoOoO0ooOooooOooooooooooo
(2 DO0O0OOO0OO0OO0O0OOO0OO0OO0OO0O00O00O0O0O000O0O000O0000O0AOe.g. (for) the
supply of your Model XA-245; (for) 50 sets of ABC; (for) 50 sets each of ABC and XYZ;
(for) the products we requested in our fax/letter/e-mail of April 1, etc.
3 ODOOOOOOOOOUOOOOO0ODOODOODOOOOOOOO0OO000 pricesaredO00OO
ob00o0oo0o0000 priceis0d 0000
obooooo
[OP-027] Thank you very much for your quotation of May 20 for the merchandise we inquired
about in our previous fax of April 1.
[MP-029] As you may know, however, the market is highly competitive, and the lowest possi-
ble prices are essential. Before placing an order with you, therefore, we would like to ask if it
is possible for you to make a price concession and, if so, please also let us know on what terms

the concession is available.
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[CP-023] We would appreciate your kind consideration, and hope to receive your favorable
reply at your earliest convenience.

ooboooobooog

[OP-027]140 10 0000000000000 O0O0O0O0O0O0O0O0O0O0O0O0O05020000000
gobooooboooooaon

[MP-029] OO COOOO0OO0OOCOOOOCOOOOOOOCOOOOOOOOOCDOOOOOO
goooooboooboooobbooobooobooooboooboooboooooboooooa
goooooboooooooobooobOooobbooobooobobooobooobo
[CP-023] DOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOODOOO

gooooooo0oOoOoooO0OoOooOooOO0OoOooOoOO0OoOOOO0O0DOOOO0OOoOOOoOoooOon
ooo0oboooO000000000000O0O0O0O0000000000000O0O0O0O0O0O00 1
0000000000000 00000000O0O0Form Letter No. FW-300 (p. 322) 00O OO
00000000000000000000 Re: Your Quotation of April 100000000
0000000000000 000000000000000 1000000 Thank you very
much for the above quotationfor... OOO0OO0O0O0OO0OforO0000O (for) 50 sets of ABC
000000 [OP-027] OO O for the merchandise we inquired about in our letter of April 1
000000000000 000000000000000000 Omerchandise00000O
00000000000000000000000 Form Letter No. CL-40000 0 00O 0O O (p.
365) 0 0000000000000 000000000O0O((quotation)D OO0 O00000O0ODO
0000000000 00000 quotationO OO OO letterd faxO O OOOO0O0O00OOO
00000 Oquotation O estimate D 0 00 OO0 OO Form Letter IQ-300 00 O O O O O(p. 307)
ooo

0200000000 00000000000000000000000M 020 therefore
000000000000 0000D000D00000D000D0000 20000 price con-
cession0 0000000000000 O (discount)d O O O O to make a price concession O O
000 to lower the price[s] (by 10% or more, and . ..) O to make a price discount (of 10% or
more,and...) O00O00O00O0O0O00O0O0DO00OO ifso0 ifitispossibled 000

0300000000000 and look forward to receiving your favorable reply ... 00O
OOhope00O000 look forwardto D OO OO0O0O0O0O0O0O0O00OOODODOlook forward to
ooooooo0ooO0O0oO0oooooOoo0.00o00o0o0o0000000000ooo0oo0o0oOon
0000000000000 00C0000O0000000A0OTIIlook forward to seeing you next
Monday. 000000 OO0O0O0O0O0O00O0OOOOOOOOOO000O0O0OO0OOOOOO
00000000 Ihope toseeyounext Monday.0 OO0 O0O00O0O0O0O000O0O00C0O000OO
oooooooo00O0O0DO00oOoOoOoOoOoOoOoOOOOOOOO0OD0O0DO0DOOoooOooOooO300O0
0000 look forwardtod hope 00 0000000000000 OOOOOOOOOOOO
0000000000000 000000000000D00 30 (pp-194-19) 0O OO
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Form Letter No. NG-200

I have received your (1) .....ccccce... dated (2) ..ocoovoiiiiiiiinnns asking for a
price concession.

Please note that we have given you the lowest possible (3) price/prices, and we
believe that you may not be able to find any supplier who can offer (4) [a]
lower price[s] than ours under the current market conditions. However, I
would be pleased to offer you (5) [a/an] ...... % special discount on condition
that

Otherwise, the (3) price/prices given in our previous quotation should be ap-
plied to your order.

Thank you again for your interest in our (7) product[s]/merchandise, and I hope
that you will kindly understand the above.

Sincerely yours,

oooooooooon

(1) DCOODDOO0OO0ODODO (letter, fax,etc) 0000000000

(2 )OOoOoOoOOO0OOO0OO0OO0OO0OO0O0O000000000000 Mayl1lO0OOO 1MayODO
oooooo0oo0o0O0O00000ooDoooooOo0Oo0OO0O0DO0

(3) boooo10000000000000O0OO0OOOOOOODOODOO00O0

(4) OO0Oalower price 000 lowerprices0 000000000

() ODOODOOOODO (% 0000000 00000O000000 a000 an0O0O0O0ODO
gooooooooOoooooooooon

() O0ODODOOOOOOOOOOODOOOOOOOOOOODODOe.g. (that) you increase the order
by 10% [or more]; (that) the order is made on a regular basis, etc.

(< DOOOOOOOOOOOOO0OO0O0OOO0OOOOOOOOO0OOO00000000A0

gooooo

[OP-032] I have received your letter dated May 30 asking for a price concession.

[MP-030] Please note that we have given you the lowest possible prices, and we believe you
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may not be able to find any supplier who can offer lower prices than ours under the current
market conditions. However, I would be pleased to offer you a 5% special discount on condi-
tion that you increase your order by 10% or more and pay in advance. Otherwise, the prices
given in our previous quotation should be applied to your order.

[CP-020] Thank you again for your interest in our products, and I hope that you will kindly
understand the above.

oooooooo

[OP-032] OODOOOODODOOOOS03000000000000D0

[MP-030] DO0O0OO0OOO0O0O0OO0OO0O00O0OOOOO0OO00O0OOOO0O00O0OO0OOO0O00O0O0O
ooo0o0o0o00O0000000000000O0000O0O000000000000O0O0O0O0O0O
010000000000000000000O0O0O0O00000O00O00O0OOOOOO00D0
ooo0o0o00s00000000000000O0O0O0O0O0O0O0O00000000000O0O0
oo0oo0oo0oo0o0000000ooooooooOOO0O0D0b00DD0D0O0DOoDOoOoooOo

[CP-020] O0O0O0OOOOOOOOOOO0O0O0O0O0O0OO0O0O0OO0O0OOO0O0O0OOOOOO0O0O00O
oooooooooooo

O000000Form Letter No. NG-100 (p. 326) 00 0000000000000 OOOOOO
0000000000000 00000000 100000000 askingford (1) OOOO
00000000000000000 ...,inwhichyouaskedforOOOOO0OO0OO0OO0O0OOO
0000000 Form Letter No. NG-300 O O O O price concession 0 0 0 0 O (discount)0 O
00000000 Form Letter NG-1000 000000 (p.327) OOO

020000000 Pleasenotethat... 00 000000000000O0O0OOOOOO
oooooooo0000O00o0oOoOoOoOoOoOOOOOOOO0O0DO0OO0OOODOOOOOOOOO
O0000@mO020000000M0@ 000 However,...000000000000O00O00O0O
0000000000000 0000000000 Oonconditionthat... O00..00000
00..00000000000that00000O0O0OOO0O0O0O000O0O0O0OOOOOOOO0O
0000p. 373 0000000000003 000000000000000000 on the
following conditions: 00 000000000000 O0O00OOotherwiseOOOOOOO0OO
ooo0o0o0o00O00000000000000000O0O000000000000O0O0O0O0O0O

030000000000 [CP-018] (p. 539) DO OOOOOOO(MOODOOODOODDOO
00000000000000 products]000000000000000O0O0O00O0OOOO
00000 merchandise 0000000 O0Omerchandise 0000000000 O00O00OO
00000000000000000 FormLetter No. NG-30000000000000000
ooo0o0o0o000000000000000O0000O0000000000000O0O0O0O0O0O
ooooo01000000000000000O0O0O0O0O0O0O0O000O00O0O0O0OO0O0OOOO
00O However, I would be pleased to offer ... 000 O O OO 0O manager O director
ooo0o0o0000000000oooOooooOOOO0O0D0DODO00D000DO0O0OOooOoOOOODOO
OWwWelOOOOOOOOOOOOOODOOOOOOOIOWeOOOOOOOOOOOOO
oooboooooooooooooooo
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Form Letter No. NG-300

(EB|Z3XH [MSEENSOESIZEREZEETT 3]

We refer to your (1) ....ccccevviiinne dated (2) .cooeoveeveeeniennen. , in which you asked

for a price concession.

Although we appreciate your interest in (3) .......cccoccevviiiiiiiiiiiiiie ,
we must draw your attention to the fact that we have given you the lowest
possible (4) price/prices in our previous quotation, and a further price reduc-

tion is by no means possible under the current circumstances.

We are sorry that we are unable to comply with your request, but trust that
you will kindly understand our position in this matter.

Sincerely yours,

ooooooooooo

(1) DO0OO0OO0OO0OO0OO0O0O0O0000 (quotation, letter, fax, e-mail, etc.) DO OO0 OO

2 H)OOODOOOOOOOO0OODOD0OD000000000000 May1O00O0O0O 1MayODO
gooooooooO0o00O0oO0ooooOooOooOooOoOOo0Don

3y ODOOOOOOOOOOOOOO0DOO00000000000000O0O0O0O0O0O00000O0
doooooooooOooooOoO0oo0oo0Oo00OO0000DO0DOooooooOooOoOO0o00DD0n
000 e.g. our product[s]; our merchandise; our new product, the NP-300, etc.

(4 ODOODOO10000000000O00O0O0O0OOOOOODDODOO00O0

oooooo

[OP-034] We refer to your letter dated May 30, in which you asked for a price concession.

[MP-032] Although we appreciate your interest in our products, we must draw your attention

to the fact that we have given you the lowest possible prices in our previous quotation, and a

further price reduction is by no means possible under the current circumstances.
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[CP-024] We are very sorry that we are unable to comply with your request, but trust that you
will kindly understand our position in this matter.

obobooooDooog

[OP-034] OO OOOOOOOOCOS03000000000000000000O0A0O
[MP-032] OO0 OO0OOO0O0O0O0O0OO0O0OO0OO0OO0O0OOO0OCOCOOOO0O0O0OO00O0OOO0O00O0
gooooobooooboooobbooobooobooooboooOobOoobOOoobobObOOobooo
goboooobooooooobooooboooboooobooooaon

[CP-024] DO OODOOOODODOODODOOOODOOOOOOOOOODOOODOODOODOOOOO
gobooooboooooooooooood

00000 O Form Letter No. NG-100 (p. 326) 000 O0O00O0O0O00O0OO0O0OForm Letter No.
NG-200 (p.328) DO ODOOO0OOOOOOOOOOOOOOOOOOOOOOOOOOOOO
Oopooo0oooUooo0oOoooO0OooOoooo0OoooUooooobLDoooooooOO
O000oo00oo0oo0oo0ooo0oo300oo0oooooooooooooooooooooan
00000000 0000000000000000000000DO000 0 OThank you for. ..
O We were pleased toreceive... 0O O0O00O00O00O0O0O0O0O0O0O0O0O [OP-032] (p. 481)
000 We/Ihavereceived... 0O0DDO0OO0ODOOO0O Wereferto... JO0D0O0O0ODOO0O
000000000 0O0O0OWereferto... 0000000000000 O0O0OOOOOOO...
0000000000 OO0O0O0000O00 Eoncession 11 00O M OO O Oprice concession
0000000000000 000O000000 Form Letter No. NG-1000000000 (p.
327) 0O O

02000000 draw your attention to the factthat... 0D that 00000000 0O0O
0000000000000 000Obynomeans 10 000... 0000000000000
0000000 under the current circumstances 0 0 0 0000000000000 O000O0O
000000000000 Form Letter No. NG-200 (p.328) 00O 200000000

03000000 (be)unableto O cannotO 0 O0O00O0O0OOODOcannotO0O0O0OODODODO
0000000000000 0000complywith 0000000000000 COOOOOO
000000000 0comply withOOOOOOOOOODODODDODOOODOOOOOOODOOO
O O (accept with pleasure) 00 00O honor [00000] O0OCOOO0O0O0O00O00OOOOkindly un-
derstand our position in thismatter 0 0 000000000000 O0O0O0O0C0O0O0OOO0O
Oo00oo0ooO0O0oooooo0O0ooo0oooooo0oooooooooooooooooog
0000000000000 0000000000000000000O0kindly O in a kind
manner 00 00000000O0000O00000COOOOODOOheartily, cordially, favorably,
pleasantly 00000000000 please00000000O0000C0O0Oeg. We thank you
kindly (= heartily)J 000000000 O0 0O O0You are kindly (= cordially) requested to . . .
0..00000000000000Your comment was taken kindly (= favorably). 0 00 0O
0000000000000 00-000000000000000000Would you kindly
(= please) closethedoor?D D00 O0O0OO0O0OO0O0OOO0OO0OOOOOOpleassed0OO0OOO0ODO
Oo0oOooo0O [MP-070] (p.516) O OO
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Form Letter No. OR-100

RiEEVE (B8 2AHNLTEYEENRIETS]

[With reference to (1) ....cccoooeeiiiiiiiciieniiicieicreeec e ,] I wish to place the
following order:

Stock No. Description Quantity Unit Price Amount

Total of this order ..

I have enclosed a bank draft for (3) .....c..c....... [, which includes a surcharge of
(4) o for overseas shipping]. A prompt handling of this order will
be highly appreciated.

Sincerely yours,

obOoooboooood

(1) DOooobOoOooOoOoooO0OoOooOOOOO0OO0OObOO0OO0OOOO0OOOO0OO0OOOOOOO0000
oooooooooooooo [...]0000000000D00O0O0D0O0DO0O00OO

(29 tooooOOOOOO0OOOOOOOOOCOOOOOOOCOOOOOOOOOODOOObOO
obooobooooboooobooooboOoobobobooobooobOoooOooon

(3 OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO0ODOO0

4 @@ ODO0OO0O0OO0OOOOOOOOCOOOCOOOOOOOOOOOOOOOOO0OCOO0OOO0OO0
oooooooo [...]bob0o0O0O0O0O0O0O0O0O0O0O0O0O0O0O0O0O0O0OOOO0O0O0O

obooooo

[OP-035] With reference to your 19-- publications catalog, I wish to place the following order:

[MP-034]

Stock No. Book Title Quantity Unit Price Amount
S/N 2-67 Government Contracts 20 $6.50 $130.00

S/N 2-70  Managing for Profits 20 5.25 105.00
Total of this order $235.00
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[CP-026] I have enclosed a bank draft for $240.00, which includes a surcharge of $5.00 for
overseas shipping. A prompt handling of this order will be highly appreciated.
gooooooo

[OP-035] OO0 19--00000000000DOO0OCODO0OCODOOOOOODDOODOOOD
gbooobooobobooobboobooonon

[MP-034]

go googdao gg gg goog
S/N 2-67 Government Contracts 20 $6.50 $130.00
S/N 2-70  Managing for Profits 20 5.25 105.00
gbooobooo $235.00

[CP-026] OO 2400 00000000000 DOO0OO00ODOOOODOOODOODODOODOD
s bouobououoooooooooboooo

oooooo0o0o0o0ooooooooOO0oO0OO0000O0OoooooOoDOOO0O0b0D0000 1000
ooo [...]000000000O00O0O0O0O0O000000000O0O0OOOO0O0O0000(@)
000000 your 19-- catalog O your quotation dated April 1 0 O O O your recent offer O
oooooooooO0ooOooooooOoooooOoooooooO0 [...]O00O0ODO0OO0O0OO0
O Owish to 0 want to 0 O O O O O Oplace the following order: O place an order as follows: O
O0000000O000Oorder 0000O0O0O0O00DO0OOO place an order for sth with a
company/shop 000 0000000000000 order sth from a company/shop 0 00 OO
ooo0o0o000000000000000000

02000000000 (table) 00000000000 O0OOOOOOOODODOOOOOOO
00000000000 [Withreferenceto..., ]I wish to place an order for 20 copies each
of the following books: 0000000000000 O0O00C0O0O00OD Quantityd OO OO
O000O000O0Ostock No. DO0O00OO0OO0OOOOOOODOOODO0OO0OO0OO0OOOOOOOOOO
0000000000000 00000000000DOItem No. O Catalog No. 00000
ooo0oooo0o00000000oO0o0o0mMoooo0OoOo0o0o0OO0O000000oO0oooOooOooOaon ISBN
No. (International Standard Book Number) O 0000000 00O O O Description 00 000
ooo0o0o0o00000000000000o0oO0oo0ooOooO0OO0O0OoOO0OO0O0O [MP-034] DOOOOO
ooo0oooo0000000o0oO0oO0oOoO0oOoOoOOO0OO0OO0O0O0O000000oooooooon
0000000000000 00000000000D000000000 U.s.$24000000
ooo0o0ooo0o0000oO0oOoOoOoooooooon

03000000 4 0000000000 (bankdraft)yJ0O000000O0O0O0O0O0OO
Oo00o0oO0O...]000000000000300 A prompt handling of this order will be
highly appreciated. O I would appreciate (= Thank you for) your prompt handling of this
order, 00 0000000O0DOOOODODODOD0OOOOOOODOODDODOOOOOOOOO
ooooooO0oooOoooO0O0oo0OoooO0O0ooO0O0ooO0O0oOooO0O0ooooooooooao
appreciate ] J 00000 00O Form Letter No. TK-200 D00 000D (p.427) DO O
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Form Letter No. OR-200

REERE [VVyyPH—RIVTHFEZENRTT 3]

Dear ......:
I would like to order (1) .......... copy/copies each of (2) .....cccecviviiiiiiiiiininnnn
[(5) /27T $uoone. Yand ..o (DY v S )

Since I need these books as soon as possible, I would appreciate it if you
would send them by Air Express. I understand you accept payment by credit
card, so please charge the cost of this order including postage to:

Credit card name:
Account number:
Valid until:  (5) .ooooviiiiiiiiiiii
Name of card holder: (6) .....ccoevieeiiniiiniiccnn

If there are any problems, please send me a fax message at (7) ........cccccceeriiinnnne
(corveene ,Japan). Thank you in advance for your prompt handling of this order.

Sincerely yours,

goooooooobooo
(1) OJ0OO0DO0O0O0O0O000O0000UO0e.g. one (copy); two (copies), etc.

(2 DO0O0OOO0OO0OO0O0OOOO0OOO0O0O0O0O0O0O00O0O0O0000000O0 by OOOOOO

0 $000000000000%800000000000000O0
@ O0O0O0O0O00OO0O0OOOOOOOOO0O0O0O0O0AOe.g. VISA; MasterCard; etc.

4 OOOOOOOOOOOCOOOOOOCOOOOOG)ODOODOOOOOOOOO oooo

oo ouoouUooo

(zy ODODOoOOOOOOOO0OOO0OO0OO0O0OO0OCOCOCOOCOOOOOCOOO0OOOOn

ygddododoooooooooo
gooooo

[OP-037] I would like to order one copy each of The Business Writing Handbook (by William
Paxson: $10.50), Business Letters The Easiest Way (by Andrea Geffner: $8.95), and Dictionary of

Contemporary Usage (2nd ed. by William and Mary Morris: $22.50).
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[MP-035] Since I need these books as soon as possible, I would appreciate it if you would send
them by Air Express. I understand you accept payment by credit card, so please charge the
cost of this order including postage to:
Credit card name: MasterCard
Account number:  FrxF dkx sk sk
Valid until: March 19--
Name of card holder: Taro Yamada
[CP-015] If there are any problems, please send me a fax message at +81 3-123-456* (Tokyo,
Japan). Thank you in advance for your prompt handling of this order.

oooooood
[OP-037] The Business Writing Handbook (by William Paxson: $10.50)0 Business Letters The Ea-
siest Way (by Andrea Geffner: $8.95)0 O O O Dictionary of Contemporary Usage (2nd ed. by
William and Mary Morris: $22.50) 00 1000000000
[MP-035] OO0 OOOO0OO0OO0OOOO0OCOOOOOOOOCOOOOO0OOOOOOODOOOOOO
gooooobooooboooobobooobobooobooooboooboobbooooboOoooboDo
gooooobooobooobooooboooboooobooobOooboboooobooooo
00000 MasterCard
A r—
ooooo 19--0 30
goooooooooo
[CP-015] OODOOOOOODOOOODO O+81 3-123-456*0 (Tokyo, Japan) OO O OOOOOO
gobooooboooooooboooobooobooooooon

ogoo0d0oo0oooO0O0oO0oo0oo000oO0O00o0O00oO00000000000O00000O0000O0
0000000000000 0000 Form Letter No. OR-100 D 0 000 O0O0O00000OOO
ooo0o0ooo0o0000000oO0oO0oO0oOo0oOoOoO0oO00100000000000000000O0
000000D03000000000000000000000 I would like to order (1) . . .
copy/ copies each of the following books: 000 000000000000 O0O0DO0O0OO0OOO
0000000000000000000000000 Form Letter No. OR-100 0 0 O O

0200000000 since00000O00O00O00O as soon as possible 10 000 by April 1
0 within this month 000000000000 00000000 2000000 ... please
charge the cost of this order including postage to my credit card account, whose particulars
areasfollows: 10 0000000000000 0O0OOOOOOOOOOOO0O0O00O00O0O00O00OO
000000 including postage D00 0000000 3000000000 Overseas ship-
ping surcharges, if any, will be paid uponrequest. 1000 100000000000

04000000 (7 OOOOOOOO0OO0OOOOOOOOO0OO0O0O0OO0OOOO0O0O000O0
0000 0000000000000 0O0OOODOOOD 300000004680 0000000
00oo0o0o0o0o00000000 s8I0+ 00000000000 00000000000O0OO
oooooooo
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Form Letter No. OR-300

HFELBE /Ly Yy P h— RV THENDERUEBEREEZHLIAD]

Dear Subscriptions Manager:

I would like to subscribe to (1) ......cccceevenunne for (2) ...... year[s] starting with
(B) coveeiiii [(4) I have attached/enclosed a subscription coupon from
this month's issue of (1) .cccoevveveenneennen. 1.

Please charge the subscription fee of (5) .......cccccee. * to my credit card,

whose particulars are as follows:

Credit card name:
Account number:
Valid until: = (8) .oovveiiiiiiiiiiiiii
Name of card holder: (9) ...cccccoeriiiiiciinienn.

Should there be any problem concerning this order, let me know by fax at
(10) i, (corvereeenne , Japan). I look forward to receiving my first

Sincerely yours,

[* (11) ......... % off the regular (2) ........ -year subscription price as mentioned in
the enclosed coupon.]

goooooooooo

1)

(
@
(
(

O0O000000000000O00e.g. The Economist; Newsweek, etc.
O000000000000O0000A0e.g. one (year); two (years), etc.
00000000004 000000000000e.g. (with) the latest/ April issue, etc.
ooooooooooOooo0OoooOooooOooOoboO0oOoooOooooooof...]joo
Oooooooooooooooo

0000000000000 0000000O0Oe.g.$100; US/CN/AU/HK $100, etc.
oo0oo0o0oo0ooo0ooU0ooOoooOooO0@ Doopoooooo@ oooooo
000000 Ooooooooooooooooooooooooon
ocooboOoooOoobo0oooOoooOoOO00oOoO0O0OOO0O0OoO0OO0OOoO0O0ObOO0O0ObO0O0nOO
e.g. +81 3-123-456* (Tokyo, Japan), etc.
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(11) OO0 ODO0DOO0OO0OO00O0O0OO0OO0OO0D0O0000OO0OO0OOO0O0000ODOODODO0OO0ODOO
oooooooooOoO0oOooooooooo [...]00000O0O0O0O00000O000
ooo0oo0oo0oo0000000ooooooooOoOOO0O0OD000DD0D0O0DOoOoOoooOo

gooooo

[OP-038] I would like to subscribe to The Global Economist for one year starting with the latest

issue. I have attached a subscription coupon from this month’s issue of The Global Economist.

[MP-036] Please charge the subscription fee of U.S. $149 (40% off the regular one-year sub-

scription price as mentioned in the attached coupon) to my credit card, whose particulars are

as follows:

Credit card name: MasterCard

Account number: Khkhk hhkk hhkkk hkkk

Valid until: March 19--

Name of card holder: Taro Yamada

[CP-027] Should there be any problem concerning this order, let me know by fax at +81

3-123-456* (Tokyo, Japan). I look forward to receiving my first copy of The Global Economist.

oooooooo

[OP-038] The Global Economist 1000000 1000000000000000000 The

Global Economist 00 0 00000000O0O0O0O00O0O0O0O0OOOOOOO

[MP-036] 0000 1490000000000000O0OOOO0OOOOOOOO400000

0000000000000 00ooO0oooOO0OOOO0O0D0D0DO00D0O0ODO0DO0OOoOooOOOOOO

ooooo

00000 MasterCard

A

ooooo 19--0 30

ooooooooooo

[CP-027] O00OO0OOOOOOODODOO+81 3-123-456*0 (Tokyo,Japan) 00 O0O0O0O0OOO

0000000 The Global Economist 000 0000000000000

O0OO0O0O0O0O0OO00 Form Letter No.OR-2000 000000000000 0O0O0OO0OO0OOO
gobooobooobbooobobooobo0oobboUoob bbb oo buooo
00000O0O0O0O0OODb1000000 subscribetosth D OO O0O0O.. 0000000000
00000000000 subscribe [$100] to a charityD OO OO0 [100 DO] 000000
subscribe [one’s name] to a petition0 OO OO [0O00] 00000 O subscribe to a view
[that...]O[..000]J0 00000000000 0000OOcoupon DOOOOCOOODOO
J0dddd0ddoOoDObOoODODbODOO0O00oOogooooDoDoOO0OddstartwithsthOO...0
0000oDo0o0poo0d0 start from000000000O...00000000DO0O0O0OOO
000000000000000000 startwithsth 000000000 DODOODOOOOODO
O00000000000000000000 at, on, in, from 000000000000 (eg.
start at 5 p.m.; start on May 3: start in May; start from Tokyo, etc)00 40000000000
O0O0O0OO0O0O00 Form Letter No. OR-2000000000 (p.335) O0OO
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Form Letter No. OR-400

Dear ......:
In reply to your (1) ...cccoeevvvinnnnnn. Of (2) cverieiieieiee , in which you offered us
(B) ettt e , we are pleased to inform you

We [have] enclose[d] our Purchase Order No. (5) ......cccceeene. in duplicate, and
would appreciate your returning to us the second copy, duly signed by you,
for your acknowledgment of this order. Thank you.

Sincerely yours,

obOoooboooood
(1) OOO0ODOOO0O0O000 (quotation, offer, letter, e-mail, fax, etc.) OO0O00O0O000OO
2 ODDOO0OO0OO0OO0OO0OO0OO0OO0OO0OCO0C0OO0C0O0O00O00O0000000000 (your letters of)
April 1 and April 10 0 0 0 O (your letter of) April 1 and to your e-mail of April 10 O O
obooooo
(3 ODOOOOOOUOOOOOOOOOOOCOOCOOOOOOOOOOOOOOOOO0 eg.
a 5% special discount [on condition that we increase our order by 10% or more], etc.
4 OOOOOOOOOOOOOOOOOOCOOOCOCOOOOOOOOOOOOOOO 10%
O0000000000000000 e.g. increase our order by 10%; place our orders on
a regular basis, etc.
(b)) DOoooOoooOoOoooboooooooobooo
oboboooo
[OP-039] In reply to your quotation of May 20 and to your letter of June 10, in which you of-
fered us a 5% special discount, we are pleased to inform you of our decision to accept the offer,

and to increase our order by 10%.
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[CP-028] We have enclosed our Purchase Order No. 6186 in duplicate, and would appreciate
your returning to us the second copy, duly signed by you, for your acknowledgment of this
order. Thank you.

oooooood

[OP-039]50 2000000000000 S00000000000000000000A0
el 100000000 0OCOOOODOODOOCDODOOCOOOOOOOOODOOODOOOO
oool1o0000000oo00o0o0oOoooooooOooOoOooOooOooboOon

[CP-028] DO OODOO61860 00O 20000000000 MMDOOODOOOODOOODOO
goooooboooboooboooobooooad

OO0000O0OForm Letter No. NG-200 (p. 328) 000000000000 OO0OOOOOOOO
ooo0o0o0oo00O00000000000000000000000000010000000
O we are pleased to inform you of our decision to accept your offer,and to (4)... 00 00O
00000 we have decided to accept your offerand to (4) ... 00 00000O000O0O0O 2
O00O0OO0O0OD0O0O000O Weenclose... 000 Enclosedis... O00000O00O0O0O0OO
O0000000000informO0000000 informsbofsthOO0Oof 00000 aboutO
on0 00000 of 000000000000 InformO000O0O0O0O0O0O0O0O0O0O0O0O0OO
0000We inform our decision ... 0000000000000 000O0O0OOOOOOO
000000000000 000000000000000 The details will be informed later.
0000000000000 O You will be informed of the details later. 000000000
inform OOO0OOOOOQO YouDOOO)O
02000000000000000000000000000000O0O0O0OG0OC0OCO...0
0000O00DO0O000O00 We enclose .. .; We have enclosed ... 0 00O O We are enclos-
ing... 0000000000000 O000000O0000O0O0O0OOOOOO Weenclose...
00000000000000D0000D0D000000000000QO0Oin duplicate0000 2
O00000000000000000(secondcopy) 000000000 OOOOOOOO
000000000 0duly00000O0000OC00O00G0C O (in a proper manner; properly)d O
oooooooo0000O0o0ooooOoOoOoOoOOOOOOO0O0DO0O0DOOOOoOOOOOOO
O0000000O0eg. aduly appointed representative 00 0000000000000 000O
O0O0O0O0O0O0O00OO0OO We [have] enclose[d] our Purchase Order No. 6186 in duplicate.
O0O0O0O0O0O00C00C0O0OO0OOPLease sign the second copy and returnittous. OO0 000 O
ooo0o0o0000000000ooooooOO0OOO0O0D0D0DO 0000000 OooOoOOOODOO
0000000000000000000000acknowledglelmentO 00 ...0000000
0000000000000 0000000000000 e0O0O0O0O0O0O0O0DOO0OOO
acknowledgel e.g. Please acknowledge [your] receipt of this invoice. 00 000000000
00000000000 000O0000O000This is to acknowledge receipt of your fax/letter
dated April1.040 10000000000000000000000DC appreciate 0000
O Form Letter No. TK-300 00000000 (p.427) 0000000000000 O0OOOOO
0000000000000 00000O0O0000 [CP-029] (p.540) O OO
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Form Letter No. OR-500

RiILBE [SREOEREFIRZHASELLISHBRESYIRD]

Thank you for your order of (1) .............. £OT (2) e
The order is now ready for shipment and will be delivered to you

)

As you are aware, we offer many other products and services which we trust
you will find to be of interest. Among other things, we would particularly like
to recommend (4)

Assuring you of our best services at all times, we look forward to your con-
tinued patronage.

Sincerely yours,

gooooooooon

(1) DO0ooOO00oOo0O0O0OO0O000OO0000000O0May 10000 1MayOOGOQOGOGOGO
goooooooouoboooooooooooo

(29 booOooOoOooOooOoOOOOOOOOOCOOOO

@ O0O0OO0OOO0OO0OOOOO0OOO0OOOO0OCOOO0OOO0O0O0O000O0O000O00Oe.g. by theend
of May; within three weeks; as requested; soon, etc.

4 OO0OO0OO0OOOOOOO0OOOOOOOUOOOOODODODODOODOODOOOODOOOOOn
gooooooooooooooooooooo

(b)) COOOOO0OOOOOOOOOOOCOOOOOOCOOO0OOe.g. our latest catalog enclosed
herewith; the enclosed catalog/document[s], etc.

gooooo

[OP-040] Thank you for your order of June 1 for 55 sets each of our models XA-245 and 246.

The order is now ready for shipment and will be delivered to you within three weeks.
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[MP-037] As you are aware, we offer many other products and services which we trust you
will find to be of interest. Among other things, we would particularly like to recommend our
latest model of multimedia notebook computers, Model NB-800. This state-of-the-art model
has such special features of particular advantage to you as an Intel 100 MHz Pentium chip,
800 MB hard disk, a quad-speed CD-ROM, and amazing expandability. These are just a few
examples, and the list goes on. For more details, please refer to the enclosed catalog.

[CP-030] Assuring you of our best services at all times, we look forward to your continued
patronage.

oooooooo

[OP-040] 60 10 0000000000000 XA-245000 XA-24600000550000
oooooooo0o00oO0oOoooOoOooOooOOOOOOOO0O0O0DO0DOoOooooOooOooOooO3 o
ooobooooooOoOoooooao

[MP-037] O0OO0OO0OOO0O00O0OO0OO0O00OO0ODOODOOOO0OOODOOOOODOODOOODOD
ooo0o0ooo0000000oO0oO0oO0oO0o0oO0oOoOO0OO0OO0O0O0O0O0000000o0oo0ooO0O0o0Oo0On
00000000000 0000 NB-SOOOODOODODOOODODODOODODODODDODOOOOOO
0000 100MHz O00OO0OO0OO0OO0OO0OOO8000O000OOOOOOOODO400 CD-ROMO
ooo0o0o0o000000000000000000O00000000000000O000O0OAO0
oooboooo0O00000o0oooooOoOooOOO0@mODOO0OO0DO0O0oOoOooOooOooOOooOoOoOonn
[CP-030] 00000000000 O0OOO0O0O0O0OOOOOOO0O0O000000000000O0O0O0
00000000000 0D0oooooo0O00o000

oooboboooooooooooooooooooboooooooooooooooooan
goooooboooboooobobooobboooboooobooobOoOoobOoob100000
ooboooooooboooboooooooOoo 2000000000000 O0O0O0OOO0OO

01000000 20 (Theorderis...) 0 order 0000000000 (goods ordered)d
oooo@ ooooooooooobooOoooOooOoOoocOoooOOoOoOooOoOooOOoOOoboOO
000000000 000000B00 delivery schedule 000000000000 O0O0OO
000000000 O0OOCO0OO0O0OO0COCOOO0OOOOO [OP-041] (p-482) ODODO

02000000000000 [MP-037] 00000O0O00C0OO0OOCOOOOOGOOOOOO
ooooObO0ooOO0oo0O00O0000000O00O000000O00O000010000000 findO
Ofind0O00O0OO(tobe) 00O OOO0OO0O0O0OO0OO0OOOOOOOOOOOOOOOOOOO...
0000000000000 OtobeD 000000 O0D0OO0000O0OC whichOOOOOOAO other
products and services 0 find 0 0 0 00O OO O Ostate-of-the-art 100 0000000000
oooobooooooo0oo 2000000000000 O00O0O00O0O00O0O0O00O0CO
gooooobooooboooobbooooboooobooooboooOoboobObOoobobObOOobooo
0000000000 000000 D00000000030000000000 participial
cosing0 000000000000 O0OO0OO0O0OOOO0OOOOOCOOOOOOOOGB0O0O0
000 [CP-011] (p.538) OO0
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Form Letter No. OR-600

RiEERE [SRENELETFEHSBESERD 3]

We have received your order of (1) .............. £OT (2) weervveriinieneerecneceeeeeec

Although we appreciate your order, we regret to note that the prices of our
products were slightly increased as of (3) ......c.ccccoceevencniecenn. [, as shown in the
enclosed/attached circular letter]. Therefore, we are unable to accept your order
quoting the old (4) price/prices.

We are (5) [also] sending you herewith a copy of our new price list for your
information, and should be most obliged if you would kindly advise whether

you wish to confirm the order at the new (4) price/prices.

Once again, we regret having caused you inconvenience, but we hope that we
may hear from you soon.

Sincerely yours,

goooooooooo

1)

4)
®)

obooobooooooobooobOoobobo0May 10000 1 MayOQdononoono
00o00o0ooooooooooobooooooo
gobooobooooboobobooboboobboboobobouooboboo
gooboooboooobooobooboboobboobboobbooobboobbo
OD0DO0oO0O0DbO0o0o0OoOooOo0oOooD [...]100 asshown OOOOO0OOODODOOO
00000O000000e.g. April 1 this year; the beginning of the current fiscal year|, as
shown in the enclosed/attached copy of our memorandum dated December 1, 19--], etc.
o000 100000000 priced0000O00O00OO pricesd000OO0O0O0DOOOO
@oOoooUOooUOoO0OoO0oU0oO0ODO0O0O0OoO0OoOO0O0oO0OOO0OoOO0OoOODO also0 OO
goboooobooooboogo

gooooob

[OP-042] We have received your order of June 1 for our office equipment (your purchase or-

der No. S-387).
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[MP-038] Although we appreciate your order, we regret to note that the prices of our products
were slightly increased as of May 1, 19-- as shown in the enclosed circular letter. Therefore,
we are unable to accept your order quoting the old prices. We are also sending you herewith a
copy of our new price list for your information, and should be most obliged if you would
kindly advise whether you wish to confirm the order at the new prices.
[CP-031] Once again, we regret having caused you inconvenience, but we hope that we may
hear from you soon.

obobooooDooog
[OP-042] ODOOOOOOOOOO0OOO0e0 100000000O0COODOOS38700000O
ooo
[MP-038] OO0 O OOO0OO0COOOOO0OCOOOOOOOOCOCOOOOOOOOOCODOOOOO0O
ooooooo--os50 1000000000000 00O0b00b0O0b0O0O0O0ob0Oob0OnOn
gooooobooooboooobbooobooobooooboooboobooobobobOoooboDoo
goooooboooboooobbooobooobooooboooboooboooooooooa
gooooooooobooooboooboooboooobooobbOoooboooobOooo
[CP-031] OOOOOOOOO0OO0O0O0O0O0O0O0O0O0O0O0O0O0O0O00D0O0O0O0O0O0O0O0O0O00O00
gobooooboooooooooooooon

goo0oooooO0OoOoooO0O0oO0oooO0OoooOoO0ooOoO0ooO0OooooOOooooooooon
000 Wehavereceived... 0000000000000 O opener000000000000
00000000000 000000000000000000000000000 Thank
you foryourorderof ... 000000000000 O0O0O0OCOO0OOOOOOOOOCOOOO
O0mMOO0D0D000 Wehavereceived... 00000000000 2000000 [...]
ooo0o0o0o00O00000000000000000O0O000000000000O0O0O0O0O0O
000000000000 D0O0000D00000000000000asshownODOOOO0OO
000030000000 0[@lso]00000asof 0000000000000000O00O...O
000000..00000000000O0enclosedd attached D 0000000000000
oooooooo0000O0o0o0oooOoOoOoOOOOOOOO0O0DO0OO0DOODOoOoOOOOOOOO
O Form Letter No. FW-200, p. 320 DO O O0OO0OO0O0O0OOO 3000000 1000 Weare
[also] sending you herewith ... 00 000000000000 O00O00OA0O enclose O attach OO
O0000000O0000000O(we) should be most obliged if you would... 00 ...00O
0000000000000 000D00000000D0O0000DB0000DO (we) would ap-
preciate it if you would ... 0 0 0 O O O [kindly advise whether ... 0 advise O inform O
0000000000 whether you wish to cancel the order, or to confirm it at the new prices.
oooooooo0000O00ooOooOoOoOoOOOOOOOOO0OO0DO0OO0OOOOOOOOOOOO
4000000 regret having caused you inconvenience 10 00 0000000000000
00000000000 0Oregretd (be) sorry00000000O0O000Oregretdtod 00O
000000000 ..00000000000regret0 000000 ...0000000000DO
ooooooo
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Form Letter No. OR-700

RiILBiE [SRR0RPIEZHASEEREERD 3]

Dear ......:
With reference to your order of (1) ............... £OT (2) veereeiieieeiieieeeee , We are
sorry to inform you that (3) ........ccccooiniiiiiiiin. (4) is/are out of stock at the

moment and will not be available until (5) ....c..ccoceevueenenane.

We should be most obliged, therefore, if you would kindly let us know
whether you wish to wait or order alternative (6) model[s]/product[s]. For your
reference, we are sending you herewith a copy of our latest catalog covering
the full range of our products. Also, if we can be of assistance to you in any
way, please do not hesitate to contact us at your convenience.

We look forward to hearing from you soon.

Sincerely yours,

gooooooooboo

1)

@)

®)

00000000000 000000000000000000080 e.g. April1 (your ref.
No. 1234); April 1 (your P.O. No. 1234), etc.

0000000 0000000000000A0 Ce.g. our intercom systems, Models AX-8 and
AX-9; our coffee maker, Model AX-10; 50 sets of the PC-90, etc.
200000000000 000O0000000A0OUOe.g. these model[s]/product[s]; the
office equipment you ordered; both models, etc.
gobooobbil100bbogbbisb@mboouobb0areddbooobooon
0Jo0o00oo0oooooobooooboooboooooog

3) 0000000000000 000O00000000 model[s] 000 product[s]
0o0o0oooooooon

gooooo

344



[OP-043] With reference to your order of June 1 for our intercom systems, Models AX-8 and
AX-9, we are sorry to inform you that both models are out of stock at the moment and will not
be available until August.
[MP-041] We should be most obliged, therefore, if you would kindly let us know whether you
wish to wait or order alternative models. For your reference, we are sending you herewith a
copy of our latest catalog covering the full range of our products. Also, if we can be of help to
you in any way, please do not hesitate to contact us at your convenience.
[CP-033] We look forward to hearing from you soon.

oooooooo
[OP-043] OOOOOOOO0O0O0O0O0O0O0000 AX-8000 AX-9O0OOO 60100000
oooooooo00O00oO0ooooOoOoOoOooOOOOOOOOOO0O0DODOoOoooOoOos ooOoOon
oooooooooooao
[MP-041]0 0000000000000 0O0OO0O0O00OOODOO0O0O0OOODOO0OODOODOO0
ooo0oooo0o000000o0oO0oO0oOo0oO0oOoOO0OO0OO0O0O0O0O000000oooooO010000
oo0o0o00000000000ooooooOO0OO0OOO0O0D0D0DO00D00O0DO0DO0OOooOoOOOODOO
ooooo
[CP-033] OOOOOOOOODOOOOOO0O0O0O0

0000000000000000000000000O00Form Letter No. OR-500 (p. 340)0
00 OR-600 (p. 342) OO OOD0OOOODDO 100000000 DOOODOOODOOOODO
O000000000000000000000 (outofstock) 00O000O0O00O0O0O00OO
000000000 2000000 100 kindly let us know whether you wish to wait or
order alternative product[s]/model[s]. OO0O0O0O00O00O00O0O0O0O0O0O0O0O0COOOOOO
O (cancel) 00O O0OO0ODODOOOOOOOOOOOOOOCOOOOOOOOOOOOOOO
0000000000 0000 (canceltheorden)I OO O0OOODODOOOOOOODOOOOO
2000000 2000000000000000000000000000000C000AO
O0000000wearesendingyouherewith... 00000000O000..00000000
O000O0O0O0O0Oenclose O attach D0 000 send 0000000000000 O0O0OO
oopoooo0ooo0oOooO0O0oOobO0oooOoOoo0O0oOobOO0OooOoo0oOobO0oO0ooOooOoooo
O00oo0o0O0oo0oooooooooo0oo 1000000000000 [MP-037] (p. 510) O
02000000000000000000000000000000Wewould particularly
like to recommend . . . [0 O O ]. This state-of-the-art model has such special features of partic-
ular advantage toyouas ... [0 0000000000 O]. For more details, please refer to the
enclosed catalog.”

03000000 Welook forward to...0 We arelooking forwardto... 0000000
oooooo0ooo0ooo0oO0oOobO0OoooOoOoo0O0oOobOO0OooOoo0oOobO0OooOooOoooo
000000000 000000O00 FormLetter DL-1000000000(p.382000000
ooooooo [CP-001] (p. 537), [CP-011], [CP-013] (p. 538) O O O [CP-018] (p.539) OO
ooooooooooooooooooooo
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Form Letter No. PT-100

VR [rYi12%232Y, BERESCLINSTOZIVERD 3]

Thank you very much for your Purchase Order dated (1) ........cccccuevviiiiiiinnnnn.
OT o We have enclosed our
billing invoice in the amount of (3) .........cccceieeienn. (oot

................................................................. ).
The goods are now ready for shipment and will be sent to you immediately
after confirming your payment. Could you please remit this amount (4) by/

WININ v via international bank transfer to the following
bank account:

Thank you again for placing an order with us.

Sincerely yours,

goooooooobooo

(1) ODOO0OO00O0OO00O0OO000OO0OO0000000O0May 10000 1MayOOOOOOO
gooooooooooooooooooooon

(2 DOoooOoOooOoOOO0O0O0O0OO0OO0OO0OO0O0O0O0O0

@ OO0O0O0O0OO0OO0OO0O0OOO0OO0OOOO0O0O0O0O0O0O00O0O00OOOOO0O0OO0O0O0000
ooooo0oo0oo0O00000000000O0000000000000A0

(4 ODOOOOOOOODOOODOOOODOOOOOOODOOOO0DOO0ODOOOOOOOOOOO
0 O O e.g. by April 1; within three weeks after your receipt of this invoice, etc.

(6)) DOoOoboO0OO0OOoOOO0OOOO0OOCO0O0OOOO00O0OOO0OOO0O0O0OO0

gooooo

[OP-044] Thank you for your Purchase Order dated April 1 for 10 units of our SongMaster,

Model K9. We have enclosed our billing invoice in the amount of U.S. $15,125 (fifteen thou-

sand one hundred and twenty-five U.S. dollars).
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[MP-042] The goods are now ready for shipment and will be sent to you immediately after
confirming your payment. Could you please remit this amount by May 5, 19-- via internation-
al bank transfer to the following bank account: Account Number 1-23456*, Kojimachi Branch,
The Bank of Tokyo (Japan),

[CP-035] Thank you again for placing an order with us.
oooooooo

[OP-044] 000 SongMaster 1 00 K90 1000000000040 10000000000
00000000000 105125000000000000000000000000
[MP-042] OO0 O0OO0OO0OO0O0O0OOO00O0OOOOOO0O0OOOOOO0OOOODOOO0O0O0OO
ooo0oooo0o0oO0s0s5000000000000000000000000000O0O
0000000000000 00 o000 1-23456*

[CP-035] OO0OOOOOOODOOO0O00O0O0O0O0O0O0O0OOOOOO0O0O0O000O

000000000000000000000 (bank transfer) DO0O00O0O0O0O0O0O0O000OO
oooooo1l1000000000001000000000020000000000000
000000000 000000B0000000000 (commercial invoice) DO000O00O0O
00000000000000000 transmittal letter0 000 0000000000O00OO
oooooooo0000O00ooOoOoOoOoOoOoOOOOOOO0OO0DO0OO0OOOOoOOoOOOOOOOO
O 0 O O shipping invoicell O O 0 O O O O sales invoiced 0 O O O O O O billing invoicel O
ooo0o0o0000000000ooooooOooOO0OO0O0D0D0DO00D0O0OODO0DO0OOoOoOOOODOO
ooo0o0oo0o0o0o00000O0o0oO0oOoOoOoOoO0oO0OO0O0OO0OO0O0000O0O0oOoOoOoooooOo0Oo0On
ooo0o0o0o0000000000000000000O0O000000000000O0O0O0O0O0O
oooooooo00O00DO00ooOoooOooOoOoOOOOOOO0OD0O0O0DO0DO0OOoOoDoOoOooOoOOO
000 [OP-044] DODODOOODODOODODOOUS. $15,125 (U.S. dollars fifteen thousand one
hundred and twenty-fiveonly) 00000000000 O000COO0O0O0OO0OO [MP-047]
(p-512) OO O Form Letter No. PT-2000 000000 (p.349) O OO
02000000000000000000000000000DOOOOOOOODOOO
000000000 remit0000000000O0OOODODO remit [sb] $1000 [0 O] $100 O
O0O00O0Oremit paymentd 00 0000000000000 O00O00O0OQO make remittance
000000000 make a remittance of $1000 $100 000000000000 DO O via
[0000«=0000] OO0 ..0000..0000 (bywayof,bymeansof)0 00000000000
000000000 0000000C0 @O00000Could you please remit this amount to the
following bank account: 0 0000000000000 O0O0COO0O0OOOOOOOOOOOOO
000000000000 00000000000 Form Letter No. PT-400 00 0 0 O O O(p.
353) 00O OO0 (etter of credityD 0 0000000000000 [MP-043] OO0
[MP-044] (p.511) 000000000 3000000000000O0OOOOOO0OO0OOO
000000000 0000000000 [CP-036]0 [CP-037](p.541) ODODOOOOOOOO
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Form Letter No. PT-200

hWERRICH L TRITREZIEMT 3]

Dear ......:
We have received your invoice dated (1) .......ccooooiiiiiiiiiiiiiininnn, against our
Purchase Order No. (2) ......cccceeuueee OF (3) teeeeeeeieeeece e

In settlement of the above invoice, we are sending you herewith a certified
bank draft in the amount of (4) .........cccccceernens (v

............................................................................................................ ).

Please acknowledge receipt of this letter and proceed to shipment immediate-
ly. We look forward to receiving the goods as scheduled.

Sincerely yours,

gooooooooon

(1) DO0ooO0O0oOo0O0O0OO0O0OO0OO0000000O000O0May 10000 1 MayOOGOQO
Oo000o0oo0ooooOoooU0oooUoooooooo

(2 DOO0ODOO0OO0OOOO0O0O0 (referencenumber) DO0O00O0O0O0O0OO

3 (@ O0OD00O0O0OO0O0OO0O0OOO0OOOOODOODOOOOOCODbOO

4 O0DO0OO0OOOOOOOOOOOOOOOOO0O0OOO0O0OO0O0OO0O0O0OO000O0000
ooooooOoooo0ooooOoooooooo

oooooo

[OP-045] We have received your invoice dated June 20 against our Purchase Order No.
PO-123 of May 1, 19--.
[MP-047] In settlement of the above invoice, we are sending you herewith a certified bank

draft in the amount of U.S. $244,325 (U.S. dollars two hundred forty-four thousand, three

hundred and twenty-five only).

[CP-040] Please acknowledge receipt of this letter and proceed to shipment immediately. We

look forward to receiving the goods as scheduled.
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oooooooo

[OP-045]19--0 50 100000000 PO-1230000000 60 2000000D0O0ODOO
good

[MP-047] OO OODOOOODOOODOOODOO 240 43250000000000000
goodaag

[CP-041] OO OOODOOOOOOODOOODOCODOOODOODODOOODODOODOODODO
gjddddooodooooooooooao

O000000Form Letter No. PT-100 (p. 346) 000000000000 O0O0O00O0O0O PT-200
000000000000 (ank draft)0 0000000000000 0O0O0O0O0OODOO0O
ooooooo0000O00o0oOoOoOoOoOoOoOOOOOOO0OO0DO0OO0DOOOOOOOOOOO
0 REGISTEREDMAILOOOOOOO0O (mailingnotation) 000000000

02000000 In settlement of . . . 0000000000000000000O0OIn
settlement of the above invoice 00 000000000000 OODOOOODOOODO certify
00..000000..000000000000000D0a certified bank draft 000000
0000000000000 000000000000000 bankdraft0 00000000
000000000000 certifiedbankdraft 1 0 00 00000000O0O0O0O0O0OOCOO
000 certified 0 0000000000000

in the amount of 0000 for 0000000000000 ODO0O0DO0OO0OO0OO0OO0OO0OOOO
000000 (Us)D 00000 (CN$)ODDODODOD (HK$) O0ODOOODODO0OO0O0O0O0OooO
00000000 000O00OoOo uss00000 US. 10000 0000000000000
ooo0o0o0000000000000000O0O00O0O000000000000O0O0O0O0O0O
oooooooo0000O00o0oOooOoOoOoOoOOOOOOO0OO0DO0OO0OOOOOoOOOOOOO
ooo0o0o0000000000000000O0O00O0O000000000000O0O0O0O0O0O
0000000000000 00000o0O0O0O0OO0O0D 60D DO0OODODODOOOODDODO
ooo0oooo00000000oO0oO0oO0o0oO0oOoOoOO0@moOoooooooooooooooom
0000000000000 00000 [MP-047]0 0000 [OP-044] (p-483) D OOOOO
000000000 0000o0000000000000000000O([MP-047] OOOOO
000000 oenly 0O0O0OOOOD..00000000C0OOOOODOOO0O0O0O0O0OOOOOD
oooooooo00O000@mooooooooooOoo@moooooooooooooooo
OO0U.Ss. $125,000.50 OOOOOO0O (cent) DOOOOOO0O0O U.S. dollars one hundred
twenty-five thousand and cent fifty. O O O fifty cents; fifty hundredths; 50/100 0000000
oooooo

0300000000 Please acknowledge receipt of this letter . . .0 0 O O O O this letter O
0000 the enclosed bank draft 00 OO0 O OOreceipt00000O0000O0O00O0O0O0DOO
O0000000000Oproceed tosth 00 ..000000000..000000000to
00000 withOODOO proceed with sth 0000000000 000000000OOOO
.. 0000000 (ontinue)D 000000000000 O0O0O0O0O0O0OOOOOOOOO
shipment 0000000000000 O00O00O00OCO proceed with shipment 0 00O
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Form Letter No. PT-300

IVER [ZYCBEODVTEGHOEREE XY, SHORIERH 3]

Dear ......:

In accordance with Article (2) ............... of the above contract, we are pleased
to submit to you our billing invoice for the month of (3) ......cccccoeieiininnne ,
19--, in the amount of (4) .................. (e ).

Please certify the enclosed invoice and return to us the duplicate duly signed
by you in the space provided, within (5) ..............c.c...... days from the date of
submission thereof.

Very truly yours,

gooooooooon

@)

0000000000000 00O0000 (referencenumber) OO0 00000000
0000o0o0oO0o0O0ooo0oOoo0o0oooOoooooUoOooOOooooOoooDoOUooooon
OO0O0O0000000Oeg. (Article) 5, etc.

0000000000000 000O000D000AO0e.g. January, 19--; February, 19--, etc.
000000 0o0o0o00ooo0O0ooooooo0ooo0oooooooooooooooon
ooooooOooooOooooooobOoooooo
ooooooooO0ooo0OO0O0O00O00000000000000O0OOe.g. 15 days, 30 days,

etc.

gooooo

[OP-047] In accordance with Article 5 of the above contract, we are pleased to submit to you

our billing invoice for the month of June, 19--, in the amount of U.S. $28,790 (U.S. dollars

twenty-eight thousand, seven hundred and ninety).

[MP-048] Please certify the enclosed invoice and return to us the duplicate duly signed by you

in the space provided, within 30 days from the date of submission thereof.
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oooooooo

[OP-047] OODOOODS000000000019--0600000000 208700000
goooooooooogoooo

[MP-048] OODOOOOOODOOOOOOODOOOOOODOOOOODODDOODOOCODO
googoszsoboooooboooooooooo

000000000000 0000000000 business jargon 0 00 0O0000000O0OCO
o0oo0o0o0000000000oooOoooOO0OOOO0O0D0DODO00D00DODO0DO0OOoOooOOOODOO
ooo0o0o0o0o0O0000000o0oO0oO0oO0oOoO0O0OO0OO0O0O0O0O00O000OoOooOoooOooO0oOo0On
00000000000 businessjargon0000000000O0000O

01000000 inaccordancewithOO..00000..000000 (in agreement with;
in conformity with)0 O OO OO OOO0OOO0OO0O0OO0O0O00O00O0O asper0000as perd
000 Form Letter No. RP-200, p. 3100 0000000 O accordingto 00 ...00000...0
oooooooOoO0O0O0OOO0OO0O0O0OO0O00000000000000000 [MP-060], p. 514
0000000000000 000000000000O0D0ODbillinginveice0 000000
O00000000O0000000 Form Letter No. PT-200 (p.348) 0O OO0O0OO0DOO

02000000 certify00...000000...00000000000000000000
oooooooo0000oO0oO0o0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0OOO0OOoOOOOOOOOO
00000000000 00000000000000000000000 Form Letter No.
PT-200 (p. 348) 00 30000000 O0duplicate 000000000 00O0O0O00COOO
0000 the duplicate (copy of the enclosed invoice) O O O duly 0 O O O O Form Letter No.
OR-200 D0 OO0OO0ODO (p.- 339) 00O O submission 0 submitd 000000000 0O thereof
OofthatD 000000000 ODOODODODDOOOOO invoiceOODOODOOO within (5) ...
days from the date of submission thereof. 000 O000000O00... 00000000000
fromO00000000D0 from the date of thisinvoice 00000000000 O00O00O00OO
00000000000 PlainEnglish 0000000000 00000O0O0O0O00OOOOOOO
O00000Owithin30daysfrom... 000000000000 30000000000000
OO0 0Owithin30daysafter... 00 O000000O0O0O0O0O0O0O0DO00O0O0O0OOOOOOO
3000000000000000100000000000O0O0O00000000000O0OO
oooooooooooooooo

OO0O0OOO0OOO0OO0OO0O0OO0O0O0O0OCO0000 Re:Monthly Billing Invoiced Contract No. ... O
ooo0o0o0o00000000o0oooOoooOooOOOO0O0D0DODO00D000DO0DOoOooOoOOOODOO
0000000000 00000000000000000000O0000  ABC Housing
Project 000 00000000000 O00O0O0O00C0OO0O0OVerytrulyyoursOOOODOO
0000000000000 00000000000 Dear Sir[s]: O Gentlemen:0 OOO0O0O
O Dear Sir or Madam: 0 O 0 Ladies and Gentlemen:J 0000000000 O00O0O
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Form Letter No. PT-400

IVRER [ZhvETECEETS (9E) ]

We wish to draw your attention to the enclosed copy of our billing invoice
[(1) oo ] sent to you on (2) ....ooiviiiiiiiiiii

Unfortunately, our records show that this invoice is still outstanding as of to-

day. May we therefore ask you to make remittance in full settlement to the
following bank account at your earliest convenience:

If this letter crossed your payment, please accept our thanks and disregard
this reminder.

Sincerely yours,

ooooooooooo

(1) booooooooOOOO0OO0OO0OO0DO0OOO0DOOO0OOOOOOO0OOO000 ... invoice No.
IvV-1234 0000000000000 O00O00O000O00000 ... invoice (our ref.
IV-1234) O 000000000000 O0OOOO0O0O0O000000O00O0O00OO0O0

(2 DOoOoOoOoOoOooOoOO0OOO0O0OOOOO0OO0OOO0O0O000O0DOO0O0O0O00000000 May
10000 1MayOODODOOODODODO0ODO0DOO0OOO0OOOOODODOODOODDOO

(3) bDoOooOooooOOOUOOOO0OOOOoOOOOOOOOOOOO000

oooooo

[OP-048] We wish to draw your attention to the enclosed copy of our billing invoice No.

IV-1234 sent to you on December 1, 19--.

[MP-049] Unfortunately, our records show that this invoice is still outstanding as of today.

May we therefore ask you to make remittance in full settlement to the following bank account

at your earliest convenience: Account Number 1-23456*, Kojimachi Branch, The Bank of Tokyo

(Japan).
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[CP-038] If this letter crossed your payment, please accept our thanks and disregard this re-
minder.

obobooooDooog

[OP-048]19--0 120 1000000000000 O0O0O0OO0O0O0OODOOOOOOODOOOOO
gobooooboooooodan

[MP-049] OO O OOOOOCOOOOCOOOOOOOCOOOOOOOOOCDOOOOOO
gooooobooooooobodooboooboooobooobooooboooooboooooa
go0: 00000000 0000 1-23456*

[CP-038]0 0 0000000000000 O00O00000O0O00O00000000O0

goooooo0o0o0oOoooooooOoOoooOO0O0O0oOoOoooOoOooOOO0O0O000 10000
00O draw one’s attentionto ... 00 ...0 0000000000000 000O0COO0OOCOOOOC
0 00 sent to you on December 1, 19-- O dated December 1,19-- 000000000000
oooooooooo

02000000 ourrecordsshowthat... 000000000000 ..00000000
0 0 0 OWe find (in our records) that... 0000000 ourrecords0 00000000000
oo0o0o0o000000000000000000O0000000000000000O0OAO0
0000000000000 000000000000000000  “show-me principle”
0000000000000 0000000O0Oooutstanding 0 0000000000000
00000000000 00Oeg. anoutstandingaccountd D000 0O0asof 00000000
oooooooo0..0000000..000000000000remittance J remit 000
0000000000000 00 remitsb$100 (00 $1000 00 O)0 remit payment (00O
00000) 000000000000 make remittance (OO0 O0)0000 0 make a re-
mittance of $100 ($1000 00 000) 00000000000 OO0O (bank transfer) 00O
0000000000000 00000 20000000 20000000 May we therefore
ask you to make payment by bank draft or by international postal money order [in the amount
of ... ] [in our favor] at your earliest convenience. 0 00 OO 0O O O O O international postal
moneyorder 000 000000O0000O000O0OOinourfaver 00000O0O000OO
O00000000O000000 in favor of ABC Trading, Inc. 00000000 OO May we
thereforeaskyouto...00000000O000O0O00O00O00O Couldyouplease... 000000
0000000000000 0000000000000 Form Letter No. IQ-10000000
00,p.3030000

0 300000000000000000000000000O0O0O0000000A0 cross
000000000000 0000000000O00O0OMy previous letter must have crossed
yours in the mail. 0 00 0 0 O Odisregard OO0 ...000000.00000000 (to pay no
attention to)J0 O 0 OO0 O O O ignore (= to refuse to pay attentionto) OO0 O00O0O000O00O0
000000000000 disregard 000000000 Oneglect0000000000O00OO
000000000000 0000000000000 [CP-039] (p. 541) OO O If you have
already made payment, thank youl and please disregard this reminder. 00000000 O
oooo
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Form Letter No. PT-500

SZEhUORAFR I

hWZHIRZEHTERT S (2EH) ]

Re: Your Outstanding Account

We refer to our previous letter of (1) ..........cceeeee. , in which we reminded you
of your outstanding account by enclosing a copy of our billing invoice No.
(2) o , which was originally sent to you on (3) ........ccccceeeeenennn.

The account however has not been settled yet, and your payment is now more
than (4) ....cccoeeeee. overdue. We must therefore ask you again to give the mat-
ter your immediate attention and to make payment in full (5) [by bank trans-
fer] by /within ........cccccceceviniencciniene.

If there are any problems regarding this account, please do not hesitate to
contact us at any time.

Sincerely yours,

gooooooooon

@)

2)

ooooo0oo0oo0O00000000000000000000000000O0O00C00000
e.g. August 26; May 1, etc.

0000000000000 0000000000 (reference number) DO O0O0O00O00O
ooo
(boooooooo0b000o0ooooooo0oOOoOooOoO0ooOOOOOOO0OO0O0O0O0on
Oo0000000000000000000Oe.g. May1, 19--, etc.
O00000000000000000e.g. three weeks; one month; two months, etc.
gooooooooooooooooo [...]0000000000000O00000
ooooooooo00000D0oDoooooO0ooOoOOO0O0O0O0O0OO0OODODOO0OO0O0D000
gooooooo [...]000000000000000000OO0OOOO0O0O0O0000
00 Oe.g. [by bank transfer] by/before October 30; [by bank transfer] within 15 days

from/after the date of this reminder, etc.
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oooooo
[OP-049] We refer to our previous letter of August 20, in which we reminded you of your out-
standing account by enclosing a copy of our billing invoice No. 0786-1, which was originally
sent to you on July 10, 19--.
[MP-050] The account however has not been settled yet, and your payment is now more than
two months overdue. We must therefore ask you again to give the matter your immediate
attention and to make payment in full [by bank transfer] by October 31, 19--.
[CP-016] If there are any problems regarding this account, please do not hesitate to contact us
at any time.

ooooooono
[OP-049] 80 200 0 000000O0OOOOOODOO7010000000000000OC0O0CO
O00o078e-10000000000O00000000000O0O0OOOOOOO00OO0
[MP-050] OO0 0000000000000 O00000O0O0O0O0O0OOOODODO 2000000
ooo0ooooo000000oO0oO0oO0oO0o0oO0oO0OO0OO0OO0O0O0O0O0O0O0000O0oooooo0ooOooOon1o
0310000 [000O00000]0000000000000@MOoOooooooOoOOo0OOD
[CP-0l16] 00000000 OOOOODODODOOO0O0OO0OOOOOOOOOOOOOOOODOOO
oooooo

00000000000 Form Letter No. PT-400 D00 20000000000PT-40000
Unfortunately, our records show ... 0 May we thereforeaskyouto... 000000000
ooo0o0ooo0o00000000O0O0oO0o0oO0oO0oO0OO0OO0O0O0O0000000 20000000000
0000 must O immediate attention 0 0000000000 00000000O0OOCOOO
OO0 PT-40000 00000 atyour earliest convenience 0 0O O O O Oby October 31, 19-- O O
000000000 00000100000000 which was originally sent to youon ... O
0000000000000 000000000000D0O00 whichOOOOOOOOOOO
O O O OThis invoice was originally senttoyouon... OO0O0O0O00O0O0O0O0O0O0OO0OO

02000000 overdue due datet0 000000000 over000000O00ODOODO
O0 Doverdue OO OO0 (twomonths) pastdue D00 O0O0O0O0O0O0O0O0O000O0O however
00000000 Form Letter No. FW-3000 000000 (p.323) 000 OO 0O OO however
O therefore 00000 000 O OO The account, however, has . .0 000000000000
0000000000000 000000000000A0 therefored howeverDOO000O0O
0000000000 o0oO00o0Oo0O0b0O000D0O0O000O0OO00 MP-050]1000000
[MP-052] (p. 513) O OO

02000000 ¢G)0000000000O00O00O00000 [...]00000000
oooooooooooooOoOooooOoOoOoOoOoOoooooo [...]O00O0O0O0DOO0OoOO
000000000000000000000A0 Form Letter No. PT-100 0 PT-4000 000 O
OO00ODby October 300 100 300000000000 00000 before October 30 0 0 0)0
from0 after 0000000000 Form Letter No. PT-3000 000000 (p.351) 0 OO
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Form Letter No. PT-600

IVER [ZVERCERTS (BREBS) ]

We are sending you this letter with great regret that our previous efforts to
collect payment for the merchandise you purchased from us on (2) ............
have been unsuccessful.

Over the past several months, we have sent you (3) ........ reminders including
the previous one dated (4) ......cccocveeiieiennine , in which we requested that you
send us your payment for the overdue bill by (5) ......ccccccoeinine. at the latest.

However, we have received neither a reply from you nor your remittance as of
today, and we can no longer afford to carry this unsettled account on our
books.

Unless we receive your payment within (6) ............ (coeene ) days from your re-
ceipt of this final reminder, therefore, we will turn the matter over the hands

of our lawyers to take whatever legal actions that may be necessary.

Sincerely yours,

ooooooooooo

(1) OD0O0OO0O000O0000000B0000 (referencenumber) 0000000000

(2 DOooOOoOoOOOoOOO0OO0OOOO0OO0OO0O0O0O0O0O0O0OO0O0OO0O0O0OC00O0O0OO000000
Oo000oooo0oOooo0oOoo0o0ooOoOOoOooOOoOoOoOoO0O0oDOOooOoDOOoOoOooLOoOoO
OO0O0000eg. April 1, 19--; December 10, 19-- (your P.O. No. 1234), etc.

3) 00000000000 (reminder) 000000 OO0 e.g. three; four, etc.

4 000000000000 O0OO0O00O0mMOO000O00 oOo000o0o00oo0oooooom

5 4 00000000O0O0OO00O0O0O0O0O000O0OCO0O0OOOOO0OO0OO0O0

6) DO00O0OO0ODOOOOOOOOO0ODOOODOOO0ODOOODOODOOOOOOOOODO
O00000O000000000000Oe.g.seven (7); fourteen (14), etc.
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oooooo
[OP-050] We are sending you this letter with great regret that our previous efforts to collect
payment for the merchandise you purchased from us on April 1, 19-- (your P.O. No. 1234)
have been unsuccessful.
[MP-056] Over the past several months, we have sent you three reminders including the pre-
vious one dated November 16, in which we requested that you send us your payment for the
overdue bill by November 30 at the latest. However, we have received neither a reply from
you nor your remittance as of today, and we can no longer afford to carry this unsettled ac-
count on our books.
[MP-057] Unless we receive your payment within seven (7) days from your receipt of this final
reminder, therefore, we will turn the matter over the hands of our lawyers to take whatever
legal actions that may be necessary.

oooooooo
[OP-050]19--0 40 10 0000000000000 0000O01234000000000000
ooo0o0o0000000000ooooooOO0OOO0O0D0D0DO 0000000 OooOoOOOODOO
oooooooo0000oO0oooooOooooOoOOoOo0ObDOO0O00o
[MP-056] 0 00000000003 0000000000000O0O0O0O0110 1600000
oooooooo0o0o0110300000000000000000000000000OOO
ooo0o0o0o0o00000O0oO0oOoOoO0oO0oO0oO0oO0OO0O0O0O0O0O000O00o0oooooooooOo0Oan
ooo0o0o0o00000000o0oooOoooOooOOOO0O0D0DODO00D000DO0DOoOooOoOOOODOO
oooooooooooooo
[MP-057] 0000000000000 O0O000 7000000000000000O000O
oooooooo0000O00o0oOoOoOoOoOoOOOOOOOOO0O0DO0OO0OOOOOOOOOOOO
oo

00000000000 Form Letter No. PT-500 (p. 354) 00000000000 O0O0OOOO
000010000000000 0 We regret that our previous effortsto... 0000000
O00O00OOmerchandise 00 0000000000000 @Q 0D0O0O0O0O0OO0OOO0OOOOO
O0oo0oo00000000000000@mMOoO0O0000000000000O0O0O0O0000O0
0000000 [OpP-050] DOOOOOOOOODOO0OOODOOOOOOOODODODOOOOOO0
000000000P.O. O Purchase Order 00000 20000000000000000
0000000000000 0ooooooo0ooOOO0O0O0D0 3000000000 0000O0OO
00000000000 in which we requested that you send us . .. O in which we requested
that you should send us ... 0 should0O0O0O00O0000COO0O0O Form Letter No. SL-200 O
O00000O(p.301) OO Ooverdue bill O billOOO 000000000000 200 neither
0 “neither Anor B 000000000 AO0OO0BOOOOOOOOOafford 00000 to
0000000D0..00000000000O0books 0000000000000 3000
ooo0o0oooo00000000oO0O0oO0o0oO0oOoOO0OO0O0OO0O0O0000000oooooO0oOooOo0On
0000000000000 00000O0O0000D0000 [MP-058] (p.514) 0D OO
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Form Letter No. CL-100

EZiE [Fr>eLEEBICDVTE

Dear ......:
We have received your invoice dated (1) ........ccccceivinne against our Purchase
Order No. (2) wceevvevvenicnnene Of (3) coveeieiieeee,

Please be reminded, however, that the following items had been cancelled and
were not delivered to us at all:

Accordingly, we require a revised invoice in the amount of (5) .........c.cccccueee. ,
upon receipt of which we shall make our payment. If you have any questions,
please contact us immediately. Thank you.

Sincerely yours,

goooooooobooo

O0o0000o0o000000000000000000May 10000 1MayOd0OoGOonO
gooooooooobooobbooboboobooboDbbDbo
O00000000000 (referencenumber) OO0O0OO0OO0OOO0O
@@oOoooooooooOooOooOooOooOO0ooOOoOODoOooOooOooOooOooOooboOon
0 Oe.g. April 1, 19--, etc.
goooooooooooboobobboboboooooooooooooobooboooooo
goooooooobooboooboboboo
goooooooooooooooooooboboobooboboboboboboboDbDbDDOD

gooooo

[OP-045] We have received your invoice dated June 20 against our Purchase Order No.

PO-123 of May 1, 19--.
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[MP-059] Please be reminded, however, that the following items had been cancelled and were
not delivered to us at all:
1. 50 units of ABC (O $5.00 per unit)
2. 25 units of EFG (O $10.50 per unit)
3. 25 units of XYZ (O $15.00 per unit)
[CP-041] Accordingly, we require a revised invoice in the amount of U.S. $25,000.--, upon re-
ceipt of which we shall make our payment. If you have any questions, please contact us im-
mediately. Thank you.

oooooooao
[OP-045]19--0 50 1000000000 PO-1230000000 602000000 0O0O0OO
googoo
[MP-059] DO OO0OO0OOO0DO0OO0ODO0OOODOO0OObOO0oOooObOoooObOOoooOOoOooD
1. ABC500000 0000 $5.000
2. EFG2500000000O%$10.500
3. XYZ2500000000%15.000
[CP-041] OOOOODOOCODO 2050000000000 000DO0OCODOODODOODOO
goddddooooooooobobooboooboboobboobooDoobbobbbobDbDbDboD
godddoooooooooooooogo

O00o00o0oo0ooo0oo0oooooo0oOOoO0ooU0oO0DOooOO0oLO0OOO0OoOoO0ODOODO
00000000 00000000000000000 1000000 Form Letter No. PT-200
(p-348) OO0 10000O0000COOO

02000000 Please be reminded that... O O0O00O00O0O0O0O0O0O00O [MP-021] (p.
506) O [MP-030] (p. 508) OO O OOOO Pleasenote that. .. 0000000000000
cancelled 0 canceled 00000000000 GOOO0OOODODOOOODOOOOOODO
Oo00oo0ooO0O0oooooo0O0ooo0oooooo0oooooooooooooooooog
0000000000000 00000 Form Letter No. OR-100 (p.332) OO O O0OOOOOO
O0O0O0O0CO0OO0O0C0CO0OOCO0OO0O0O0O00O0O00 Please be reminded, however, that (4) . . . has been
cancelled and was not delivered tous. 000000 @OO00O00O0OCOCOOOOOOODOOOOO
0000000000 ooooon0 [MP-059] DOOO0OO00OOOat” markOO at D000
O000000000000%$.00000 0%5.00perunit 0000000000O00000O
0000000D0D0000000 yamadaO kaisha.cojp 0000000000000 MMDOO
000040 pp.217-219 0000

0000000000 accordingly O 00000000000 O0O0O0COO0O0O0OOOOOO
O0000000000000000 (therefore) DO O0O000O0O0O0O0O0O0OOOOOODOO
O0OO00Orequire 00 ...0000000C0OOneed D0OOO0OO0O0OO Form Letter RP-400
00000 00(p. 315) 00 Huponreceiptof 00 .00 000000 (assoon as we receive)l]
OO000OuponO00O000O00OO Form Letter No. RP-3000000000(p.313) DOOOOODO
we shall make our payment 0 shall0 wilOOOOOOOO
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Form Letter No. CL-200

EiE [BREOLWISAEEMHLE

Dear ......:
We have received your invoice dated (1) .......cccccevviiniinnns in the amount of
(2) e for the merchandise we purchased from you on (3) ........ccccceeeeinne

.............. (re our Purchase Order No. (4) ..................), and we believe that there
is an error in your calculation.

(B) covii i is/are charged at the rate
Of (6) ceovverieieeiiiice According to (7) .ccccooviiiiiiiiiiiiiiii , however,
this should be (8) .....ccccceeveeueenee. , and the total amount of this invoice should
have been (9) .....ccccceveennne. only.

Please make the necessary amendments and send us a revised invoice. Thank
you.

Sincerely yours,

gooooooooboo

1)

oooooooooooOooOooOooooOooO0ooOoOoO0ooOn0 May 10000 1 May
cboooboooooooooobooobooooboooo
obooobo0oooboooobooobOoobbOooooooobooDooo
oboooboodobobodoboboooobbooboboooobOoooboooOobOOoooOo0On
gboodoooooobooooboooood

O000000000000000 (referencenumber) 0000000000
0000000000000 000C0000C0000000O0000O00000O0 is/are
oboobobooooboooobooooOooobobooobooo

¢y bobOooOooOooOoOOoOOoOOoDOOoDOOOO0OOO0OOO0OO0OOOCOOOOOOn
00000000000 e.g. (at the rate of) $100 per unit; (at the rate of) $50 a day, etc.
uboooboooobooooOobOOoOoobOOobOOoOooOOobOO0oOoboobobOoOoooDOoOon
0 O 0O 0O e.g. your latest price list; your quotation dated April 1, 19--; our contract signed
on April 1, 19--, etc.

boooboooobooooboooobooooooooboooao
oobooobooooboooobooooboooobooboboooobooooo
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ooboooo
[OP-051] We have received your invoice dated May 1 in the amount of U.S. $15,000 for the
merchandise we purchased from you on March 10, 19-- (re our Purchase Order No. 1234), and
we believe that there is an error in your calculation.
[MP-060] The CRTs we ordered are charged at the rate of $50 a unit. According to your 19--
price list, however, this should be $30, and the total amount of this invoice should have been
U.S. $9,000 only.
[CP-042] Please make the necessary amendments and send us a revised invoice. Thank you.
oooooood
[OP-051]19--0 30 100 0000000000000 0O0O0O0OO0O00O 12340000000
goi1gosbso000000s50 1000000000000 DODOO0OO0DODO0MOOOOOODOOO
gooooano
[MP-060] DO UOODOO0O CRTOOOS00000000000000O019--00000000
oOooO0ooOooOoos3pooooooooOooOoOooOooOooeocoObbObOOOOoOoOn
[CP-042] DO OOODOOOOOOODODOOOOOOOOOOODODOOODOOODODOOOO

ogoobooo0O00000000000000 1000000000000 0000000A0
ooooooo0O0O00oO0ooooOoOoOoOooOOO0OOOOOO0O000 200000000000
00000000 calculation error 0000000000000 0000O0O0O0O00OOOOO
000000000 0000000 pricelist00000000000O0O0O0O0OOODODO

01000000000000000000000000000000OO0O0O0O0O0000
00000000000 for the merchandise we purchased from you on (3) . . . (re our Pur-
chase Order No. (4)...) 000000000 for the expenses of our personnel staying at your
hotel O for the consulting services rendered to us during the first quarter of 19-- 0000 0O
00000000000 andwebelievethat... 00000000000

02000000 () D0O0O0O000O [MP-060] OO0 The CRTs we ordered (are) ... O
The rooms for our personnel staying at your hotel (are) ... 00 0000000000000
ooooooo0o0O00oO0ooOooOoOoOoOoOOOOOOOO0O0D0O0O0DO0OOoOoOoOoOoOoOOO
O0O00OO0O0O00O0OItem 1 of our order (is) O One of the items we ordered (is) OO0 0O 0O
0000000000000 00O0Ocharge 0000000000000 O0OOO0OODODOOO
00 DAccording to 00 ...0 00000 000000000000 OO0O00O0O0O0OOO0OO...
00000..00000 (in agreement with; in keeping with DO O OO00O0O000O00O000O
O0OO0000 inaccordancewith DO O OOOOOOO0OO0OO 3000000 amendment
O000O0O0OreviseJOOOOOOOO0OOO0OO0OOOO0OOOOOOOOOOODOOOOOOODO
0000000000000 Please make the necessary amendments . ..0 000 the OO OO
000000000000 0000000000000 [OP-053] (p.484) O OO [CP-043] (p.
542) 0 OO
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Form Letter No. CL-300

EiE [kELORYERETS]

Dear ......:

This is to acknowledge receipt of (1) ....ccceoiiiiiiiiiiircicce e on
(2) oo , in partial fulfillment of our order dated (3) .........ccceeviiinnnnn. [
NO. o ]

Please expedite delivery of the above [so that we can receive (6) it/them
by oo ]. Payment will be made [in accordance with your invoice
dated (7) «cooooeeoieciiiiiiene ,] upon receipt of the remaining (8) item[s]/goods.
Should there be any problem, please contact us immediately. Thank you.

Sincerely yours,

gooooooooboo

1)
)

0000000000000 0O0ooooooo0ooooooooon
0000000000000 00000O0May1000O0 1MayOOGQOOOOoOGOoOOO
0000000000000 000O000 (reference number) 00000000000
O0o000o0o00oO0oo0o0O0oo0oo0O0ooooooooooooooooooooog
0000000000 is000 are 00000000000 ODOOOOOOODOO
4 0 are 00000000000 O0OCOOOOOO0O0100n000000000O
O000000000is 000000000000 O00O0O000O0O00AO0
O00000o000000o0oo00oooooooooo0oooooooooOooooooon
oooooooooog[...]00ooo0oooooooo0oooooooooooooon
00000 Oe.g. (by) September 30 [at the latest]; (by) the end of September, etc.
Ooooooooooooo0oOoooooooooooooooog[...]oooooo
O0o00ooo00oO0oo0O0oooO0ooooOooOoboO0OooOoooooo
0000000000000 00oo0ooOooooo0ooooooooooooon
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oooooo
[OP-054] This is to acknowledge receipt of 10 sets each of Model Z-5 and Model Z-6 on Au-
gust 26, in partial fulfillment of our order dated July 10, 19--, No. 1234.
[MP-062] Still outstanding as of today are:
1. Model A (20 sets)
2. Model B (15 sets)
3. Model C (10 sets)
[CP-044] Please expedite delivery of the above so that we can receive them by September 30
[at the latest]. Payment will be made in accordance with your invoice dated August 10, upon
receipt of the remaining items. Should there be any problem, please contact us immediately.
Thank you.

ooooooono
[OP-054] 19--0 70 100000000000 123400000000000000000C0O0
z-50000 z6OOOOO 1000000 8020000000000000
[MP-062] OO0 O0O0000O0ODOOOODODOO0O0O0O0OOOOOOOOO
1. 000 A0200000
2. 000 BO150000
3. DOOocol1oooo
[CP-044] OO DOOOOO[DOOO0O]9030000000000000000000O00O
0000000000000 00000000000O08O 100 00000000000 0OO
ooo0o0o0o0o00000000oO0oO0oO0oO0oOoO0oO0OO0OO0O0O0O0O00O00O00oooooooo0oOo0On
ooooooooo

ooo0d0oo0oooO0O0oO0oooO00oO0ooOo00O0oO0ooO0000O0000000O0000000000
00000000100000000 in partial fulfillmentof ... 000000000000
O0000000O0000000000 Thisis to acknowledge receiptof ... .00 ..00000O
0000000000000 0O0Oreceipt0 0000000000000 O0O0DOOOODODODO
0 O acknowledge 0000 000 OO Form Letter No. RP-300 (p. 312) 0000 200000
ooo0o0o0000000010000000000000000000000 200 3000
O00000000O0000e.g. Still outstanding as of today are 20 sets of Model A. Please
expedite delivery so that we can receive them by September 30.0 0 00000000000
[MP-062] OOOOOOOO0O [MP-063] (p.514) OO DO
03000000100 expedite 100 0000000000000 O0O0O0OOOOOOO
0000000000 [sothat...] 0000000000000 O0O0O0O0OOOOOOOO0O
O00000000000000000000 200 Payment will be made upon receipt of the
remaining ... 0000000000 OO O Should there be any problem, ... O If there is/are
any problem([s],... 0000000000000 OO Form Letter No. IQ-300 0000000
(p.-307) O OO
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Form Letter No. CL-400

Z15 [BEROSHICHLTIV-A%21F3]

We received the above (3) product[s]/goods/merchandise (4) on ...........cccccoeeuee
....................... , but (5) it/ they (6) was/were found [badly/slightly] damaged as
shown in the enclosed (7) photograph[s].

We believe that we are entitled to receive (8) [a] replacement[s], but please let
us know as soon as possible what you would propose to do about this matter.
[In the meantime, we shall withhold payment until we receive instructions
from you and the problem is resolved.]

Sincerely yours,

goooooooooo

0000000000000 00ooooooo0ooooo0o0oooooooooooon
000000000 eg May 10, 19-- (re our P.O. No. 1234), etc.

0000000000 000000000000000000000Oe.g. 20 sets each of A
and B; two full units of your personal computer, Model PC-56, etc.
00000o00oob0Oo00o00@ ODoU0oo0oooOoooU0ooOUooooooooon
oooooooooong
ooooooooooOooo00oooO0ooooOooboO0oOooboOoooooaa
0000000000000 00ooooooooooOooooooooooooooon
000 someofit/them OO0 O0O000OOO0O

G)oOoooOU0000O00D00000 wasODODDOOODOOOOOODOO werelO
oooood[...]0000000000o000oo0o0oooooooooooooooon
ObadlyOODDODOD0OO00O00OSslightly 00000000000 00O0OOOO
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(y OOoOOOOOOODOOOOO0O0O0OOOOODOOOOOOOOOODODOOOOD0DOD0DO0
goooooooo0o0oOooooooooooon

8 O0OO0ODOOO0OO0OOO replacements0 0000000 areplacement00 00000

oooooo

[OP-057] Reference is made to our order dated April 1, 19-- for 20 sets each of A, B and C.

[MP-067] We received the above merchandise on May 1, but some of them were found badly

damaged as shown in the enclosed photographs.

[CP-045] We believe that we are entitled to receive replacements, but please let us know as

soon as possible what you would propose to do about this matter. In the meantime, we shall

withhold payment until we receive instructions from you and the problem is resolved.

oooooooo

[OP-057] A, BOOO COOOODO 2000000000000 40100000000000

oooooooooo

[MP-067] 000000 S50 10000000000000000000O0O0O0OOOOOO

00000000000 0oooooooooo

[CP-045] OO OOOOOOOOOODODO0OOOOOOOOOOOOOOODOOOOOODO0ODO

ooo0o0o00000000000000000000O0O000000000000O0O0O0O0O0O

ooo0o0oooo00000O0ooooOoOoooooOO0oon

000000000000000000D0D0D0D00OD0DO0O00D00O0DODO00OOOO0DOOO0n
O0o00oo00o00o00oo0o0o0o0o0o0ooo0ooooooooooooooooooog (de-
fect)y 0000000 20000000000 ... was/werefound badly damaged as described
below: OO0 ...was/were found defective as described below: 00000000 OOOOO
gooOooO0ooO0oO0oO0ooOooO0oU0oU0ooO0OoO0OoOU0OoU0ODODO0OOOOoODOoDOooDO
000 asOO00O ...asdescribed in the attached report. 0000000000

01000000 Referenceismadetod WerefertoD O O0ODO...0000O00O0OOOO
0000000000000 0o00D00D00D0D0D00DD000D0DDO0D0DO0DDOD0DODOoDOoODOOOO
0000000000000 000000oU0DoU0Do0O0DoUoDOooDOo

02000000 (3) OO0 product[s], goods, merchandise 0 0000000000000
O00000000000000 product0 000000000000 O0OO0O0OOOOOO
000000000000 products0100000O00OgoodsO0O0O0O0OOOOOOOOOO
O0000000O0Omerchandise 00 0000000000000 O00OOOOOOOOOOO
ooo0oo0oo0oU0oU0ooU0oO0ooU0OoU0OoU0o0DO0OU0oDU0ODU0O0ODODU0OOoUOooOooDOooO
00 (6)0 O was/were found [badly/slightly] damaged O O O O was/were delivered in a bad
condition0 0O O0O0O0OOUOOOOOO

03000000 (be) entitled toO 0 ...000...00000..000000000000O
O0O0O0O0O0Oreplacement D0 0000000000000 000O00000C0O0OO In the
meantime ... 000000000000 CU0OOO0ODOOO0OCOUOOOOOOUOOODOOOOO
0000000000000 0000O0000D0D0O0DO00DO0D0DDOD0DD0DOD0DODO0DOOoOoOOoOO
oooooooooo
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Form Letter No. CL-500

EiE [ZWEOBEERICOVTESNSERZRITTEEERARS]

On behalf of (1) ..cccocvvvvevncnnnne , I must report our dissatisfaction with your job

performance (2) CONCEINING .......ccoviiiiiiiiiiiiiiiii i

Under the Agreement signed on (3) ......ccccoooeiviiiinnnnn. , you are responsible for
(4) the execution of the work in full compliance of the requirements and stan-
dards specified therein. However, the Agreement and our expectations were
clearly violated in the following instances:

I must ask you to contact me immediately so that we can make necessary ar-
rangements to rectify the now unacceptable situation.

Sincerely yours,

goooooooobooo

(1) cooOooOooOoOoUOOoOooOUOOOOUOOCObOOO

(2 ODO0O0O0DO0OO0OO0OO0OO0OOO0OO0OOCOO0O0O0O000000 eg. (concerning) the ABC Housing
Project; (concerning) the construction of ABC Community Center in Kauai, Hawaii, etc.

(3 OO0OO0OO0OOO0OOO0OOO0OOOOOOOOO0OOO0OOOOO0OOO0OOO0OO0O0OO0O0DO

4 0DO0OO0OOOOOOOOOOOOOOOOO0OOO0OOO0OO0OO0OO0O0O0OOO0O0O0O0OO0O00000
0000000000000 0DoO0Do0ooOooOO

() obooOooOooOooOOOO0OO0O100n000O0D0OO0O0OO0OCOCOODOOOOCOODOOO

oooooo

[OP-058] On behalf of ABC Corporation, I must report our dissatisfaction with your job per-

formance concerning the ABC DreamLand Project in Tokyo, Japan.

[MP-065] Under the Agreement signed on April 1, 19--, you are responsible for the execution

of the work in full compliance of the requirements and standards specified therein. However,
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the Agreement and our expectations were clearly violated in the following instances:

1. The Agreement expressly requires that Phase I of said Project be completed by October
31, 19--. The completion ratio of Phase I, however, is still at only 70 percent as of today,
and the Project is now two months behind the original schedule.

2. (briefly describe other instances of violation)

[CP-047] I must ask you to contact me immediately so that we can make necessary arrange-

ments to rectify the now unacceptable situation.

oooooobooog

[OP-058] ABCOOOOOOOOOOO0OOOOO0OO0O0 ABCOOOOOOOOOODOOO0OOAO0

gobooooboooooooooooboodooooan

[MP-065]19--0 40 10 000000000000 O0O0O0O0O0OO0O0OO0O0O0O0OOO0OO0O0O0

gobooooboooooooooooboooboooobooooboooooooooaoooaa

gooooobooooboooooboooobboooboooobooobOOooDOoo

1. O00O00O00O00O00O0O0O001000019--0100310000000000000ACO
oobooobOoooboooo 100000000000 bO00 700000000000
booobOoooboooobooooOobOOooO20000000000000AO0

2. (00DO0OO0O0O0O0O0)

[CP-047] OO DOOOOOODOOO0OOOODOODOOOOODOOOODOOOODOOOODOODOOO0

goboooobooooooooooooon

ooobooboooooooboooboboooooooobbboooooooobobobooooooon
goboooobooooooooodooboooboooobooooboooooooooaoooa
gooooobooooooooboooboooobooooboooOobOOoobOOooobObOOooboDoo
000 Oonbehalfof 100 ..000000...000 O O (as the representative of; in place of)0
0..0000(@intheinterestof; for)00 00000000000 0C0O0O00OO0OO in behalf
of 00000OO0O0OO

01000000 00 concerning000000000O0O00COO0OCOOOOOOO0C
0000000000000 atJapan Trading O as Director of the Translation Department [
oooooooooboobo 2000000 ¢ ObOoOOOO0OOO0OOO0OO0O0OO0O0O0O0O0O00000
Oo0O00o00O00O000C0O0O000000O0O00C0O0O00O00000 2 00 However, the
agreement and our expectations were clearly violated as evidenced in detail in the attached
report/memorandum/etc. 0 0 0000000000000 O00OCO0O0OOOOGOOOOOOOO
Ooo00oooo0o0o0ooo0oO0ooooooooooooooooooooog [MP-066] (p.
515) 00O OMmMOO0O [MP-065] OO O expresslyd “in a definite and explicit manner” O
O00said00000O00O00COO0O0O0O0O0O0O0O0O0COCOOCOQOOOUOrequire that...
00000000 Form Letter No.SL-2000 000000 (p.301) 00O

03000000 rectify00...00000000000000000 correct00000O0O
000 00O (to eliminate faults, errors, or defects) D0 0000000000 Orectify 00 ...0
O0000000000000 (to bring sth into conformity with a standard of what is
righyD 00000000000
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Form Letter No. CL-600

15 [Z8csx. HEOPYBELEHLES]

I was very sorry to receive your (1) .............. Of (2) teieieieneece
CONCEINING (3) .ooviiiiiiiiiiii i s
I have checked into the matter and found that you are absolutely right.

Not a good excuse though this may be, we are nevertheless more than willing
to do the work again at no extra cost on your sidel if you so wish and can
wait for about (5) ....cccceveeiiienenne

Once again, please accept my sincere apologies, and I hope I may hear from
you soon.

Sincerely yours,

gooooooooboo

(1) 0000000000 (etter, fax, eemail) ] 0000 00O

(29 CDOOOOOOOOOOOOOOOOOOOOOOOCOOOO0OOe.g. Aprill, etc.

@ 0O0O0ODOOO0OOOOOOOOODOOO0OO0O0O00O eg.the ABC project; the quality of our
translation, etc.

4 OOOOOOOOOOOODOCOOOOOOOOODODOODOOOOCOODODOODOOOO
gono

() 00000000 O000000O0000O000A0e.g. three days; one week, etc.

gooooo

[OP-059] I was very sorry to receive your letter of June 6 concerning the quality of our trans-

lation. I have checked into the matter, and found that you are absolutely right.

[MP-069] Since I was on vacation last week and unable to supervise my staff, the translation
was sent to you without a proper proofreading. Not a good excuse though this may be, we are

nevertheless more than willing to do the work again at no extra cost on your sidel if you so
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wish and can wait for about a week.

[CP-048] Once again, please accept my sincere apologies, and I hope I may hear from you
soon.

oooooood

[OP-059] DO O0OOO0OOO00OO0 60 60 IOOIOOOOOOOOOOOODOOOOODOODOONO
gooooobooobooooboooobbooobOooobooobOoOoboDoOoo

[MP-069] DO O OOOOOOOOOCOOOOOOOOCOOOOOODOOOOODOOOOO
goooooboooooooboboooobooooboooobooobOooboooboobobOoooboDo
gobooooboooooooboodoobolobooooooobooobooooboooonag
gooooobooooooooooooooooodon

[CP-048] OO OOOOOOOOCOCOOOOCOOCOOOOOOOOOOOOOOOOOOO
gooooood

goooooooO0OooooO0O0oO0oooO0OoOooOo0ooOo0Oo000oOoooOooooooooon
oo0oo0o0o0000000000ooooooOoOO0OO0O0D0D0DO00D000DO0DOoOooOoOOOODOO
oooooooo0o00oO0ooOoOooOoOoOoOooOOOOOOOO0O0O0DO0DODOoOoOooOoOooO100
000000000 0000000000 20000000000000000000000
ooooooooooooooooooo

0100000000 Iwasverysorrytoreceive... U0 ...00000000000000
000000000000 O0Iamverysorry... 0000000000000 O000O0OOO
020000 cheek 0000000000000 0O00O0O0O0O00O0O0O00O “to make an
inquiry into, search through, etc.” O O O Ce.g. I checked the files, but I couldn’t find the letter.
oooooooo00O00oO00ooooOoOoOoooOOO0OOOOOO0O0O0O0DO0oOoOooOoOoOooOoOOn
000000000 000O000O00 “to make an inquiry, investigation, etc., as for verifica-
tion” 00 0000000000O0O0DOD up,into 00000000 00000O0eg Will you
checkinto thematter?0 0 0000000000000 OCOOO

02000000 Notagood excusethoughthismaybe OOODOOOOOOOO0OO0OO0OOO
000000000000 0000000000000Although this may not be a good excuse
00000 Onevertheless 00000000000 0O000O0O00O0O0O0O0O0O0OOOOO0O
0 O (be) more than willingtodo D 0 0000000000 O0O0O0OO0O0.. 00000000
O0000OOmorethan 0000000000 (be)willingtodo 000D OOOO0O0O00OOO
000000000000 00.0000000000000000000000 more than O
0000000000..00000000000000(be) pleasedtodo 000000000
O0OO0O0OO0O0OOOatnoextracostonyourside 00 0000000000000 OO0O0OO
030000000000 Once again, pleaseaccept.. .0 000000000000 O0OO
o0obo0o0000000000000000000O0000000000O00O0OO0O0O0O0O0O0
000 P.S.: My telephone number is 03-987-654*, and I'll be available Monday through Fri-
day during officchours. 0 0 000000000000 O0O0O0OOOOOOO0O0O0O0O00OO
000000 ...,oryoucansend me e-mail at ABC12340 niftyserve.
orjp0000000OOOOODODO
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Form Letter No. CF-100

B2 [EETOSINEENETRIAL. THVAFECODVTERTS]

This is to confirm your order made by telephone (1) [on] ........cccooiiiiininn. for
the following (2) goods/merchandise/products/items/etc.:

The total of this order is (4) .......ccccceviiiiiiiinnns Kindly remit this amount by
(5) bank draft or by international money order [in Japanese currency] in favor
Of (6) oo at your earliest convenience. (7) If you
prefer payment by credit card, simply fill in the attached form and return it to
us by fax. Credit card accounts will be charged in local currency at the rate of
exchange applicable on transaction date.

Thank you very much for your order. If you have any questions regarding this
order confirmation, please contact us immediately.

Sincerely yours,

goooooooooo

1)

ubooboboooommooboooobooobooobooobodbonOOOOOO
e.g. this morning; yesterday; on [Friday,] April 1, etc.
booooboooobooooboooobOoOoobObOoOoboOOoOoobobOOoOobobooooo
obodoobodobooooodooil1dfndooooooooobooooooan
ooo0ooooOooOooooooOO0oo0 [MP-034] OOODO
oboooboooobooooboooobooooooooboooao
oobooobO0ooobooobooobobooobooobObOoobOoOobobobobOooOoOOOon
obooobooooooooooooo
GgoooooooooooOooooOooooooboOooooo
obooobobOooooboooobooobOoooboOooboboooOobOOoOoOobOoboDbboOOn
obodobooooboooobooooboooooooooooonod

goooono

[OP-060] This is to confirm your order made by telephone yesterday for the following publi-

cations:
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1. How to Deal with the Japanese (by David Suzuki. ¥3,500)
2. The Rise and Fall of Japan, Inc. (by Taro Yamada. ¥4,000)
3. Today's Japan (one year subscription fee: ¥12,000)
[MP-070] The total of this order is ¥21,500 (air express charges and 3% local consumption tax
included). Kindly remit this amount by bank draft or by international money order in Japa-
nese currency in favor of ABC Book Center Inc. at your earliest convenience. If you prefer
payment by credit card, simply fill in the attached form and return it to us by fax. Credit card
accounts will be charged in local currency at the rate of exchange applicable on transaction
date.
[CP-049] Thank you very much for your order. If you have any questions regarding this order
confirmation, please contact us immediately.

oooooooo
[OP-060] OO OOOOODOODOOODODODODO0O0OOODDOODOOOOOODODOOODODODDOO
oooooo
1. How to Deal with the Japanesed David Suzuki, ¥3,5000
2. The Rise and Fall of Japan, Inc.0] Taro Yamada, ¥4,0000
3. Today's JapanO 0 00 OO ¥12,0000
[MP-070] DO O0O00O0O 21,500000000000000000000000000000
O00ABCOOOOOOOOO0OOOO0OOOOOOOOOOOOOOO0O0O0OO0OOOOOOOOOO
0000000000000 00ooO0oooOO0OOOO0O0D0D0DO00D0O0ODO0DO0OOoOooOOOOOO
ooo0o0o0oo0oO000000o0oO0oO0oO0oO0oOoO0oO0OO0OO0OO0O0O0O000000oOooOoooOooOoOo0Oan
ooooooooooo
[CP-049] OOOOOOOOODOODOOOOOOOOOOOODOODODOOOOOOOOODOOO
ooo0o0oo0000000000000000000

ggooboboooooobooboobooooobobooobooboboooobobobobooooboobooboobooo
oo ooLoobDoboobDobDbbODbDbDDbODDbDDDD
ool UUOobD 2000 O0ODDbOOO
0000000000000 00C0C000D0O0OC0O0 1000000 by telephone O by fax
oo oooDbDboDoo

g200000000000D0O000DO0O0OO0DOO0OODODOODODOOODOOODOOOO
0000000000 (5) 0000 by bank transfer to the following bank account: 0 0O
0000000000 00000O0000000000000Kindly remit . . . O Please
remit... 000000000000 000O0000C000300000000 pleaseCO00
O000MO0000000Kindly...OOOO0OOODOOOkindlyDOOOOOOOO [CP-022]
(p-539) OO0 0O0O0O0Oin Japanese (local) currency 00 0 0000000000000 0OOin
favorof 00 .0 00000000000 OO0OO0O0COQO Form Letter No. PT-4000 0 00O
000 (p.353) OO0
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Form Letter No. CF-200

I am writing to confirm the agreement[s] we reached (1) [on] .........ccccccoinininn.
CONCEINING (2) ooviiiiiiiiiiiiiiiii e , as follows:

If this summary is not consistent with your understanding, or should you
have any questions, please let me know (4) [by fax] as soon as possible. [Our
fax number is (5) ....ccccevinirienenne. ] Thank you.

Sincerely yours,

oboooboooood

(1) cooooOooOooOoOOOOOO0OOODOODOODOOOOOODOODOO0O00onODOODO
0 O O e.g. yesterday; last week; on [Friday,] April 1, etc.

(2 bOooOOOOOOOOOOOOCOOODOOOOOCODOOO

(3 ODOOOOOOOOUOOO0O10O0nO0O00O0O0O0O0O0OOO0OOOOOOOOOODOOO0

(4) DODO0D0OO0O0ODOO0ODOOODOOOOOODOOODOOODOOODOOODODOODO (B)oO
oboogao

(b)) DoOOoOoOoOooOooO0OOoO0ObOO0O0O0OO0OOoO0OO0OOO0OO0OOOO0OO0O0OO0OOO0CO0OO0
ob0ooobooooboooooon

obooooo

[OP-063] I am writing to confirm the agreement we reached on July 15 concerning the pur-

chase of two complete sets of your Interoffice E-Mail System (Model PCM-110), as follows:

1. Japan Trading will issue an official purchase order by July 24.

2. Japan Trading is entitled to a special 20% discount, on condition that the order is placed

on or before the above date.
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3. The installation work shall be commenced on July 25 and completed by August 1, 19--.

[CP-050] If this summary is not consistent with your understanding, or should you have any

questions, please let me know by fax as soon as possible. Our international fax number is +81

3-123-456*. Thank you.

oooooood

[OP-063] OO OOOOOOOOOOOOOOOO PCM-11000 2000000000000

ooo7Ooi1mo0obO0oooobOoooboooboooobooooboooonoon

1. 0000D0OO000DO000D070240000000000000DO0O

2. OO0O0OO0OO0OOOOOOOOOCOOOOOOOCOOOOOOOCOOOOOOOOOOO20
ubodobooooboooobooooboooooooooooooan

3. UoOoO0ooooe--070200000080100000000000

[CP-050] ODOOOOOO0OOOOOOOOOOOOOOOOOOCOOOOOOOO0OO0OO0O0O0

gooooobooooooooboboooobooobooooboooboobboooboobobOoOooboDo

OO0o0O0oO0oO0o00O +813-123456*0 0000000

O0000000o0o00o0oo0o0o0oo0o0ooo0ooooooooooo0ooooooooon
oopoooco0ooo0oooo0oO0oOobO0OoooOoOooO0OoOoboO0Oooo0oOobO0oooOooOoooo
ooooooooooooooooooooooo

01000000000 Iamwritingto... OOThisisto... 00 000000O00O00O00O
000000 Form Letter IQ-200 (p. 304) 00O OO0 OO Form Letter CF-100 (p. 370) O O
0000000000000 agreement[s] 000000000000 00O0O0O0O0O0OO00OO
oopoooco0ooo0ooo0oO0ooboO0OoooOoOoo0OoOoboO0oooooOobO0oooOooOoooo
Oo00oooo0oooooo0oooo0oooooo0oooooooooooooooooo
0000000000 [OP-063] OO 20000 (be)entitledtosth OO ..000.. 0000
0..000000000000000000t0000000000 (be) entitled to doO O
OO0O0O0OO0O0O0000Oeg We are entitled toreceiveabonus D00 O0O0O0O0O0O0OO0O0O0OO
O0000ODon condition that 00 .0 000000000000 OOODODOO if00O0O
000000000 000000 provided that 0000000000000 000O0OOOO
0000000000000 0O00COOOC on or before the above date. 0 O 0O O by the above
date 00 00O000000O0O0O0O0O00O00O0O0O0OOOOOOOOOOODOOO0OO0O0O0OO
O00oo0oo00ooooooooo300ooooooooooooooooooooooooan
000 [0oP-063]0 00000000 [OP-064] OO [OP-067] (p.486) OO OO

00000000 (be) consistent with OO .00 0000000000000C000O00O0O
oooooc0O0ooo0oOoo0oO0oOoboO0O0oooO0oOooO0O0ooOob0O0OooOoOoOoOoboooobOOOonn
00000000o0oO0oO0ooO0O0OO030000000 46800 0000000000000O0OO
0000 +810+ 0000000000000 0O0O0O0O0O0OCO0O0OCO0O0OO0OCO0O0O0O
0000000000000 0000000 byfaxOODOOO byemail 0000000 My
[Internet] e-mail address is (5) . . . 00O 00000000000 O0O0OO0O0O0O0OOOOO
[CP-050] COODOODODOODO [CP-052] D OO [CP-053] (p.543) DO D OODOODO [CP-053]
O000ooo00oo0oo0ooooooooooooooooooon
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Form Letter No. CF-300

BETORTINFHORNEZET7 7 7 ATHIERT 3]

Further to our telephone conversation of (1) ....cccccocevvinienceneennen. regarding
our reservations at your hotel, I am pleased to confirm our agreement as fol-
lows:

If you have any questions about this confirmation, please let me know imme-
diately by fax at (3) .....c.cccceeureuennne Thank you.

Sincerely yours,

goooooooooo

(1) D0O0D0O0OO0O0O00O000000000 e.g. (of) this morning; (of) yesterday; (of/on)
Friday, April 1, etc.

(29 bOoooOoOOOOOOOO0OO100n0O0O0O0DOO0OOO0OOCOCOODOOOOCOODOOO

@ OO0O0OOOO0OOO0OOObOOoOOoOoOooOboOOo

obooooo

[OP-065] Further to our telephone conversation of yesterday regarding our reservations at

your hotel, I am pleased to confirm our agreement as follows:

1.
2.
3.

We reserve 10 single rooms (Class A) for seven nights from May 1 to May 7.
The total room charge for the above is U.S. $25,000.
You are to provide transportation from ABC International Airport to your hotel on May 1,

and vice versa on May 8 at no additional charge.

[CP-051] If you have any questions about this confirmation, please let me know immediately

by fax at +81 3-123-456*. Thank you.
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oooooooo

[OP-065] OO DO OODOOOODOOOODOOODOOODOOODOOODOOOODOOOOO

1. 0005010007000 o70ooboo0o0ooobooboboooooAColobobobooboOog

2. 0O0OO0OO0OO0O20500000000000

3. ABCODOO0O0OO0DOO0OODOOOOOOOLO1IDO8soUubOOooooOboooDOoOooDOO
goooooobooooooo

[CP-051] OO OOD0ODOOODODOOO0ODOOODOOCODOO0O+813-123456> 0000000

gddddooooooouoooouoooooooobooo

ooo0d0o0oooO0O0oO0oo0oo0O00oO0ooO0Oo00O00oO00000000000O0000O0O0000O0
oooooooo0000O0o0oooOoOoOoOoOOOOOOOOO0OO0DO0OO0OOOOOOOOOOOO
ooobooooooO0O0oO0oooooooaon

01000000 Furtherto... 000000000000 000O000OODODODOO
000000 ..0000000000Oreservation 0000000000000 O0OOOCOODO
e.g. make areservation for..00 .0 000000000000 COO0OOOOO0OOOOOCOOO
O appointment 00 M OMM OO0 [OP-065]0 00000 10000 Wereserve 10 single
rooms (Class A) fromMay 1toMay 7. D00 0O0OOMay 7000000000000 COOO
O000000000000000B000000 for seven nights from May 1toMay 700 0 O
000000000000000000between 1990 and 19950 000000000000
199000 199 00000000000000000000000000D0D0000000OO0
OO0O0000 sixyearsd OO0 five yearsd between1990and 1995 0000000000000

O03000((e)Dto0 00000 00000O0O0O0O0OOOOOOODOOOOO0O0O...00
ooooooo0o000O0o0ooOoOoOoOoooOOOO0OOO040000000000

00000000000 00000000030 0 Ce.g. We are to have a staff meeting at 4:00
pm0000000DOOODODODOD040000000000000ODO

OOO0OO000 (=should, must)de.g. You are to submit your report by Monday next week.
0000000000000 0ooDoooooOoOOO0O00D0D000

00..000000000000 Oe.g. This (letter) is to confirm the following.0 0 00 O O
ooooooO0000000000000000 ~-0000000000000

Oo000o00..0000000..00000000000000A0 eg.If you are to pass the
bar exam, you must study very hard0 0 000000000000 COOOOOCOCOOCOO
oooooooo

00000 3000 vice versa [000000 0000000] O “the order or relation being reversed”
ooo0o0o0o00O00000000000O000000O0O000000000000O0O0O0O0O0O0
00000000000 from ABC International Airport to your hotel on May 1, and from your
hotel to ABC International Airporton May 80 000000 viceversaO OO OO OOOOOOO
00o0oo0o0oo0o0oDo0ooOo0ooOo0DoOO0obDOobOOo0OO0DOoO0ooOOo0OO0OO0oO0O
[CP-050] (Form Letter CF-200, p.372) 0000000 O0O0O0O0O0000O0O0O0O0O0OOOOO
O Form Letter OR-200 (p. 335) OO0 O0OOOOOOO
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Form Letter No. TM-100

Should you have any questions or comments [in this regard], please let me
know.

Sincerely yours,

goooooooooo
() 000000000 000000000O00O0000O0000000000000000beO
0000000000000 00is00000000 are00000D0OODODOOODODO
OO00O000 Enclosed O Attached OO ODOOO0OO
(2) 000000000000 0O0O0OO0OODOOO0O0O0D0D00000DOD0000000O0O000
oooooooo
oooooo
[OP-068] Enclosed is a copy of the draft agreement covering the five-year maintenance service
plan for the Interoffice E-Mail System, EMS-95.
[MP-071] Please note that the terms of payment have been changed as indicated in Article 7 of
the enclosed agreement. This change was agreed to by your Service Manager, Mr. Doe, in our
telephone conversation yesterday.

[CP-054] Should you have any questions or comments [in this regard], please let me know.
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oooooooo

[OP-068] OO ODOODOOODODOOOOOD EMS-9S 0 500000000000000000O
1000ooon
[MP-071]0000000CO7000000000DO0D0O00O0CDOOCDOODODOODOO
ggddddoddddododoooodooooboUobUUDULbbbObbOoDbDbDbo
gooddooooooooooooo

[CP-054]0 0 0000000DOO0O0O0O0ODOO0DO0OODOODOODOOODODOObODObOOODOOD
gooooogo

ooo0d0oO0oooO0O0oO0oo0oo00o0oO00o00O0O00000000000O00000O0000O0
0000000 (transmittal letter)D000000000000O0O0O0DOOOO0OOOOOO
0000000000001 00000000000 [MP-019] (p. 506) O OO [OP-020] (p.
479) 0 0O OEnclosedis/are... D0 000 Hereis/are... 00 0000000COO0O0OO
ooo0o0o0o0o000000o0oO0oOoOoO0oO0oO0oO0OO0OO0O0OO0O00O000OoOooooooOooOo0On
0000000 Enclosed is/are . ..00 Attachedis/are... 000000 O OHereis/are... O
000000000000 [OP-068]0 draftagreement 000000000 OOOfive-year
maintenance service plan 005000000000000000000000O00O00O0O0O0O
oooooooo0000O00o0oOooOoOoOoOoOOO0OOOOO0O0DO0OO0DOO0OOOoOOOOOOOO
ooo0o0oo00000o0oOoOoOoOooOoooOoooooooo0o
020000000000 Pleasenote [that] ... 00000 ..00000000000CO
ooo0o0o0o0o000000O0O0oO0oO0oO0oO0oOoO0oO0OO0O0O0O0O0O00O0O00o0oOooooooOooOo0On
O0OOtermsof payment 00000 O0O0OOasindicatedin 00 ..00000000000O0O0
000 [MP-071] O 20 0 This change was agreed to by your Service Manager, Mr. Doe . . .
00000000000000000UOhgreedtobyyour... 000002000000000
000000000000 Your Service Manager, Mr. Doe, agreed to this change. 00 0O O
agreeJ 0 000Oagreetosth 0000000000000 00000000O0O0O0O0O0OO
000000000 agreewithsb 00 O Ce.g. I'agree to your proposal ] 0 00000 00O OO
We all agreed to accept his proposal. (= We all agreed that we [should] accept his proposal.)
0000000000000 00000000000000000T agree with you.O OO0O
000 0OTagree withwhatyousaid. 00000000000
03000000 inthisregard 00 0000000000000 O0O0O0O0O0O0O0OOOO
O000C0000Oregard0 0000000000000 inregardtod asregards 00 000
O000..0000 (withreferenceto)JO OO O[CP-054] O OOOO [CP-013] (p.538) OO
00000000000 [CP-013] OO0 however 000000 O0O00O0O0OOOOOO
ooooooo0o0O00D00o0oOooOoOooOoOoOOOOOOO0OD00O0DO0DOoOoDOoOoOOoOOO
00000 Enclosures: 000000000000 Attachments:DO000000O0O000O 1
O0nO00000O0O0O0OOOO
Enclosures: 1. ABC (two copies)
2. XYZ (25 pages)
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Form Letter No. TM-200

REAVBLHAFORRBY I ERDB]

Re: Minutes of Meeting

Dear ......:
Enclosed please find (1) ............. copy / copies of the minutes of the meeting held
ON (2) ceeeieiieiicieiee, (B) A/ 1 e

(4) concerning; With reArd 10 ........ccooviiiiiiiiiiiiiiiiieec e

If you find that the minutes are in order, please return the attached copy of
this letter, duly signed by you in the space provided below. Thank you.

Sincerely yours,
(signature)

Encl.: Minutes of Meeting, Ref. No. (5) ...............

m THE ABOVE MINUTES READ AND CONFIRMED BY:

SIGNATURE DATE

gooooooooboo

M

)

3)

Q)

(%)

ooooooooOoO000000o0ooO0oOoo0o0o0O0000oooo 200000000000
000 0Oe.g. two (copies), etc.

0000000000000 00000000000D00000D00000 e.g. July 18;
April 1(, 19--), etc.

000000000000 000000C0000O0000Oe.g. (in) Tokyo; (at) our office
in Tokyo; (at) the conference room of the ABC Hotel in Tokyo, etc.
000000000000 concerning 000 with regard to0O0 0000000000
000000000000 e.g. (concerning; with regard to) the ABC Project, etc.
00000000 (referencenumber) DOOOOO0O0OO0O
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gooooo
[OP-069] Enclosed please find two copies of the minutes of the meeting held on July 18 at our
office in Tokyo, concerning the ABC Project.
[CP-060] If you find that the minutes are in order, please return the attached copy of this letter,
duly signed by you in the space provided below. Thank you.

oooooooo
[OP-069] 70O 18000000 OO0ODOOOODOOODABCOODOOODOOOODOODOO
oo200000ogoooo
[CP-060] OCOOODOOOODOODODOOOODODOOOOOODDOODOODOODODOODOO
ygjddddodoodoooooooooo

OD00000000000000 Form Letter No. TM-1000000000000D00O00O0ODO
gL Lo O
O0O00O0O0O00000000 (adhocmeeting) DOO0OOD0OOOO0c o O0OOOOOOOOO
0000000 concerning0000000O00O00O0O [OP-070] (p.487) OO OOOOOODO
OO0O0O0OC0OO000 [OP-071] (p-487) OO OEnclosed pleasefind... 0000000000
000000000 00000000000 [OP-068] (p- 486) O OO Enclosed is/are ... O
0000000000000 0Ominutesd “an official record of the proceedings at a meeting”
000000000000 00e.g. take minutes (of a meeting)0 OO0 00 OO O O (be) on the
minutes 000000000 DOOOO

02000000000000000DODOO0OO0DOOODOOODOOODOOOO2000
OMOoo0odoO0o0o0o0o0o0oO0oO0@m@mOon100000000~Obe) in order
OO0O0O0OO0O0OO0O0OO0OO0OC0CO0OO0O0O0000 (asitshouldbe)DOOOOOOOO0OOO0OOOOOO
0000 THE ABOVE MINUTES READ AND CONFIRMED BY: 0O 000000 OO0D0OOO
0000000000000 0000CO000ODOO0O0O00O00O0OB0O0O0000O00O0 The above
minutes are/were read and confirmed: 0 be 0000000000000 OOODOOODOOO
0000 The above minutes having been read and confirmed, I affix my signature as follows:
goooooooDbD [bOoOooO)obOO0o00oobDOooOoooboooobOoOooboDbooo
000000000 The above minutes (having been) read and confirmed(, I affix my signa-
ture as follows): 0000000000000 O0OO0OOCOOOOOCOOOOOCOCOOODO
000000000 200000000000 [CP-028] (p. 540) 0 OO [CP-053] (p. 543) O
ogd
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Form Letter No. TM-300

UNQUOTE.

goooooooooo

1)

@)

®)

®)

O0000000000000000Oeg. a copy of my memorandum dated April 1 (re-
garding . . .); a copy of my report(, which . . . ); the information you requested, etc.
0000000000000 0000000 whichOOOOOOOOOOOMmMOOOO
goooooooooooOooooooooOooooo [...]00000000000
ooooooooooo
goooooooo0oo00O0oooooo0o0oOoOoO00O0oO0oO0oO0oOoOOO0O0o00000
ooooooooo00000O0O0O0oO00O0O0o0o0o0an
ogooooooooO0o00O0oO0ooooOooOooOO0OOO0OO0DOO00OO000O0O00OOCOOO0O0O00
000 0e.g. forward this data to Mr. Yamada; read it and send me your comments via
e-mail ; check the figures quoted in Section 1 and let me know if they are correct, etc.

gooooooooooobooobooboooboobooo
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oooooo
[OP-072] What follows is my report entitled “A Proposal for Office Automation,” which I
wrote for Mr. Yamada at his request.
[MP-101] The purpose of this report is to discuss both the advantages and the disadvantages
of the so-called “office automation” at Japan Trading. Mr. Yamada was kind enough to com-
pliment me on the report, and instructed me to ask for your comments.
[CP-055] Will you please read it over and send me your comments via e-mail by August 10, if
possible? Thank you.

oooooooo
[OP-072] OOOOOOO0O0O0O0O0O0O0O0O0O0OOOOOOOO0O0O00000000O0O0OOA0
ooooooooooooooooo
[MP-101] 00 0000000000000 OOOOOOOO0O0000O0O0OCAODOOOOOO
ooo0o0o0000000000ooooooo0ooOOO0O0O0D0D000D00000DDOooOoOODODOO
ooo0ooo0o0000@ooooooOooo0oOooo0o0o0o00ooooooooooo0oo0o0n
[CP-055] OO OOOOOODODDOOO0O0O0 80 100000000000000OOOOODODO
ooooooooooooooooooo

gdooooooo0o0oOoooooooOoOoooOO0O0O0oOoOoOoOoOoOooOOOO0OO00O0 10000
00000000000000 Attached [hereto] is/are.. . 0000 [OP-071] OOOOOO
0000000000000 000000000000D0D00000 Attached is/are ... O
00000000000 00000000000000000000 What follows is/are. ..
oo00o00000000000000000000000...000000000 what 00
00000000 0000000..000000000000000000 This is what (= that
which) we need.0000000000C0000000O0O0O0O0O0O000OODOOOO follow
000..000000000000..000000000000A0~0e.g. Spring follows winter.
(= Winter is followed by spring. )0 00 000000000

020000000000000000000000000000O0O0DOODOOOODODOO
0000000000000 00000000O000000000000000 The reason of
my sending this date/information/etc. toyouis... 0000000000000 O00O0OOO
ooooooooo0oo0ooo0o0oo00 [MP-101] OOO0OO0OO0OO0OO0OODO0O0OO0OO0OO0OO0OO0 200000
00 O 0O0Odiscuss 0 00O Form Letter No. AP-100 OO O O O O O(p. 411) O O Oso-called O
ooo0o0o0o000000000oooooooOoOOO0O0O0O0D000D000D0DO0DDOooOooOoODOOO
00000000000000000000A0O office automation J0000000O0 OAODO
ooo0o0oo000000000000000000O0000000000000O000O0OAO0
00000000000 00000000000000 automated office 0000 OOOOA
00000 Ocompliment 100 0000000000000 OO0O0O0O0OOOOOOOOBOOO
0000000000 complimentsbonsth 000 O00QUOTE: OO0 UNQUOTE: OO
0000000000 0O0O00O0O00oDOO0O0O0O0O0000 <00 (the greater than mark)
0000000000000 00oo0oo0ooOoo0Oo0O000D0D00
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Form Letter No. DL-100

FILEEET 3]

Dear ......:
In reply to your proposal (1) of/dated ..........ccccccceviiiiiiiiininiiinnnn concerning
(2) e , we regret [to inform you] that

the proposal has not been accepted for the following reasons:

If you have any questions concerning this decision, please do not hesitate to
contact us again. In the meantime, we thank you very much for your coopera-
tion, and look forward to another opportunity to work with you.

Sincerely yours,

ooooooooooo

() 0Do0OO0OO0OO0OO000O00DO00000O0O00OO0OO0OOOOOOOOOOOODODODOO0O0O0O0
O00000O00000Oe.g. (of) April 1, (dated) April 1, etc.

(2 0DooooO0O0OO0OO0DODOoOoOoOOOOO [...]00000000OO0OO0OO0O00O0
3 000000100 n0000000000O0O0O0O0O0O0DO0O0O00000

oooooo
[OP-079] In reply to your proposal of April 1, 19-- concerning the ABC Project, we [regret to
inform you] that the proposal has not been accepted for the following reasons: ( . . . state the
reasons for not accepting the proposal)
[CP-061] If you have any questions concerning this decision, please do not hesitate to contact
us again. In the meantime, we thank you very much for your cooperation, and look forward to

another opportunity to work with you.
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oooooooo

[OP-079] ABCOODODOOOODOOO19--0 4010000000000 000DO0OODOO
oo ooboobDboobobDobDbbDDbDbDDODDbDDDD
ogog

[CP-061] DO OODOOOODOODODOOOODODOOOOOODDOOODDOODODDOODOOO
oo UoUooo

0o0oo00oooo0ooOooOo000oO0ooO0O00oooOO00ooOOO000OObOO0O0DOODO0OO0OOO
ooooooo00000O00o0oOoO0oOoO0oOoOoOO0OO0OO0O0O0O0O0000 10000000000
for the following reasons: 00 0 00O00000O00O00O [CP-062] OOOOOOOOOOO
001000002000000000000000000000000 [OP-081] (p. 488) O
ooo0oooooo0oooooo

01000000 (1) 00 (which) we received on April 5, 19-- 0 sent to us on April 5,
19-- 0000000000000000O0O0O0000000O0O0O0O0O0O000000000A0
ooo0o0o0000000000oooOoooOoOO0OOO0O0D0D0D00D00DODO0DOoOooOoOoOoOODOO
oooooooo0000O0o0ooooOoOoOoOOOOOOOOO0O0DO0OO0DOOOoOOoOOOOOOO
O [OP-082] OO [OP-085] (pp. 488-489) O O O regret O regretthat... 00000 ..000
O0000D0O0OO0OthatD0O0OO0OO0O0O toO00O0O0OOOOOOODODOODOOOOOOOOOOOO
O Form Letter OR-400 OO OO0OO0OO (p.343) OO0OO0 3000000 please do not hesitate
to contact us again. O please feel free to contact us again.0 D OO0 OO0 O contact 0 0 000 O
0000000000 Longman Language Activator O O O O Ocontact, make contact with, get in
touchwith 000000000000 00000O0O0O0OOOO0O
e contact: to write to or telephone someone especially for the first time, in order to give or
ask for information. e.g. I've contacted the association secretary and she’s sending me more
details.
¢ make contact with: to succeed in contacting someone, especially when this involves some
difficulties. e.g. The pilot finally managed to make contact with the control tower.

e get in touch with: to write to or telephone someone, especially someone you do not see
very often. e.g. I really ought to get in touch with Penney. It's been ages.

Inthemeantime 1 00 0000000000000 000000O0O0O0O0OOOOOOO
00000000000 0000000000 Olookforwardto OO ...000000000O0O
O0to000000O0O0O0O00OO0OOOODOOOOOOOOODODOOODOODOOOOOOOO
O OI look forward to seeing younext Monday. 0 0000000000000 O0O00OOOO
000000000000000000000000 Form Letter NG-100, p. 326 00000
00000000 0Olook forward tod  (be) looking forwardto 0 0000000000000
0o0oo0o0000000000000000000000O0O0O0O0O0O0O0O0000000O0O0
O00000OI'mlookingforwardto... 0000 100000000000 (I'm 00000
00000000000[CP-061] OOO0OODOOOOOOOO00O [CP-062] (p.544) OODO

383



Form Letter No. DL-200

B U IR [Enixit  SHRRHEH5]

(B) oo

Unfortunately, our company policy states that we cannot make available the
kind of information you requested. [However, I have enclosed instead
(B) e , which
I believe will be of interest to you.]

I am sorry for not being able to comply with your request, but if there is any-
thing else I can do for you, please do not hesitate to contact me again.

Sincerely yours,

goooooooooo

(1) DOO0O0O0O0O00 (etter, e-mail fax,etc) DOOO0O0O00O0OO

2 OoOoOOoOoOoOOOoOOOOOOOOOOO0O00 Mayl OO00O0 1May 0000
000o0ooU0oU0oU0oUoUoOUOUOoUOoUOOoUO

(3 ODOOOOUOOUOOUOOOfor 00000 O0DOODOOOOOODOODOODOODODOODO
Oooooooooog

4 O0DO0OO0OOOOOOOOOO0OOOOOOOOOOOOO0OO0O0OO0f...]J]OoO0O0O0OCcO0O0O000
O00D000o0o0ooooooooooo

oooooog

[OP-086] We have received your letter of April 1 asking for our research and development

plans for the next five years.

[MP-073] Unfortunately, our company policy states that we cannot make available the kind of

information you requested. However, I have enclosed instead a copy of our 19-- Status Report

and related documents which I believe will be of interest to you.
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[CP-063] I am sorry for not being able to comply with your request, but if there is anything
else I can do for you, please do not hesitate to contact me again.

obobooooDooog

[OP-086] OO 5000000000000 O0O0OO0OOOO4010000000000000O0
[MP-073] D00 OO0O0O0O0O0OO0OOO0OOO0OOCOOOOOOOOOOOOOOOOOOOO0O0O0
goooooboooboooooo19--000b0b0oooboooboobobooobobooono
goooooboooooooooooo

[CP-063] DODOODOODOODOOOOOODOODOODOOOOOOOOCOOOOOOOOOODBO
goooooooobooobooooboooboooonogoon

00000 0OForm Letter No. IQ-200 (p. 304) O Form Letter No. FW-200 (p. 320) OO 00O
ooboooooooboooooooooo@oooOooooOooooOobooooooooogn
000000000 0000000 200000000000 our company policy states that
we cannot (do sth). O O O our company policy prohibits us from (doing sth). D OO0 00O
000000000 100000000 askingfor0 O OO0 Form Letter NG-200 (p. 328) O
OOO00O0O0O0OODavailable 0OO0O0O0O0O0O0O0O0O0COOOOCOODOOOOOGODOODOO
00000000000 (accessible; obtainable; ready for use; instock)\JO0 00000 0O The
laundry service is not available todayd 0 0 0 000 000000O0O0O0O0O0OOOIOO0O0O
00000000000l am not available for a meeting tomorrow. 0 00000000000
000000000000 000000D0000000000OO000Omake available the
kind of information you requested 0 0 maked OO0 O OavailableD OO OO0O0O0O0O0OO
OOoo0ooO0ooO0ooOobocooOo2000000 200 However,... DOOOOO0OOO0OOO
goooooboooobooooboooboooobooooboooOoboobOOoobobObOOoboo
oooooooooboOooooooboOoocOoboOobOoboO 2000000 webOO 100000
00000000000 O0OO0oo0oo0ooOooOon [MP-030] (p. 508) DOOOOCOOODOO
goooooboooobooooboooboooboooobooobooooooooboooooa
0300000000000000000complywith 00..0000000 (actin accordance
withDODODODDODODODOD[CP-063] 000000 [CP-024] (p. 539) 000 [CP-025] (p.540)
oo
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Form Letter No. DL-300

YR [7vEyF—2a izl Bhs. SYRKAEEHS]

Thank you for the informative presentation (1) [of/on] .......cccceviiiiiiiiiniiinns
After reviewing the presentation and all of the information you have given to
TS, (2) weeeieeeitt ettt ettt ettt e snee s nee s

To our regret, however, our current budget for (3) ..........ccoceeenn. has already
been allocated, and we have no choice but to put aside your proposal for the
next fiscal year.

We will keep your proposal on our (4) ......ccccceeneene file, and will be in touch
with you again next year. Thank you again for your presentation.

Sincerely yours,

goooooooooo

1)

@)

)

0000000000000 0O00000D00D0O00000D00000 of000 onODO
00000 e.g. yesterday; last week; of April1; on April1,etc.0 000000000
uboooboooooobooobobooooOobOOobobObOOobOOoobObOOobcbObOOoboDbDOooao
000000000000000000000 eg. we found that the product you rec-
ommended would be quite useful to us (, and we would like to; wish to; hope that . . .); it
now seems that your product/program/etc. would meet all our requirements(, and
we...), etc.
uboooboboooobooooboooobOoooObOO0OoOb0OO0OODbDOOb0bOOOobOOOn
0 00 O OOe.g. (our current budget for) special projects; research and development; office
equipment; human resources development; leisure services, etc.
ocooooooooooooboOooOoOooOooOOoOoOooOoboOooO G oboooooooooo
00000000000 00000O000000e.g. Special Project; Research and De-
velopment; Office Equipment; Human Resources Development; Leisure Services; this

particular work category, etc.

386



oooooo
[OP-087] Thank you for the informative presentation yesterday. After reviewing the presenta-
tion and all of the information you have given to us, I now believe that the Interoffice E-Mail
System you have recommended is exactly what we have been looking for.
[MP-074] To our regret, however, our current budget for special projects has already been
allocated, and we have no choice but to put aside your proposal for the next fiscal year.
[CP-064] We will keep your proposal on our Special Project file, and will be in touch with you
again next year. Thank you again for your presentation.

oooooooo
[OP-087] OO0OOOOOODODOOO0O0O0O0O0OO0OOOOOOOOOOOOOO0O0IOOO0O0O0O
ooooooo0o0O00O0ooOoOoOoOoOoOoOOOOOOOO0O0O0O0DO0DO0OOoDOoOoOOoOOO
oo0oo0o0o000000000000000000
[MP-074] O0O0OO0ODOO0O00O0OO0ODO0O00OO0ODOODOOOOOODOOOOODOODOOODOD
ooooooo00000O0O0oooOoOoOoOoO0oO0OO0OoOOOO0O0O0oO0oOooooooooon
[CP-064] OO0OOOOOOOOODODODOODOODODOOOOOODOOODOODODODOODOODD
gooooooO0000O0o0ooooOoOoOoOOOOODOODO0DO0O0DO0OOOOoDOoOOOOO

gooooooo0oOoOoooO0OoOooOooOO0OoOooOOoO0O0ooOOOO0O0DOOOO0OOoOOOoOoooon
ooo0o0ooo0o00000O0o0ooOoO00 1000000 (1) 0ooOoOoOooooooooooo
O0D000Aprill 000000000 O0OO0ODODDD00000O0 of 000 onOOODDOODO
O O O Thank you for the informative presentation of April1l. 00O OOof+0 000000
O000C0onAprill OO0O0O0OO0ODO the informative presentation (given) on April1 0O O
000000000000 yesterday D lastweek 00 0000000000000 OOO
oooooo

020000000000000000000000000O0D0O0O0O0DODODOOOODODOO
00 (2 00000000000000 [OP-087] OO0 Inow believethat... 00000
we found that... 0 itnowseemsthat... 00000000000 O0O0O0COOOOOOO
oobooooo000000o0ooooOooOoOoOO0OOOO0O0O0O0O00DO0DO0oO0oOoOoOoOOO0@mOoonn
ooo0ooo0o0OO00000O0O00000000000O0O0O00000O0OO000000000AO0
o000 [MP-075], p. 5170 0000000000000 00 [CP-065], p. 545000000
0000000000000 000000000000000000000 2000000 To
our regret, however,... 0 0000000000COO

Toourregret I DD ODOO0OOOOOOO0OOOOO hllocate M ..00000O00O (to setapart
for a specific purpose; to distribute according to a plan)0J O 0O O O e.g. allocate time for
recreation0 0000000000000 have no choice buttodo 00 ..00000000
ooo0o0o0..0000000000000000 2000000 @)0O000 job category
000000000 000000B0000 (for) this particular work category D00 00 0O O
oooO0ooooOoOoO0ooooOoO0oO0O0ooO0oO0oO0oO0oOOoOO0O0OO0oOoOoOOoOoooooaon
[MP-076] (p. 517) 0 O O
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Form Letter No. DL-400

BiUVR [AAYFADHEEEZHY. RDYDAZEET 3]

Dear ......:

Thank you for your (1) ................ Of (2) cveeiiiiiccieeece inviting me to
(3) coereereeee e to be held on (4) ...coovvveviiiiiiiii
Although I very much wish to attend the (5) ... [as (6) «cccoveeennnn

................................ ], I have previous appointments on that day and have no
choice but to decline your kind invitation. If you could accept a substitute,
however, I would like to recommend (7) Mr./Ms. .................. ) e ————

I talked with (9) him/her about this matter on the phone this morning, and
he/she showed much interest in it. If you wish to talk to him/her directly,

he/she can be reached at (10) ........ccceecveceieieeennne during office hours[, Monday
through Friday].

In any event, I hope that the (5) .....ccccccoiniiiiiininnne will be very success-
ful.

Sincerely yours,

goooooooobooo

1)
2)
3)

(
(
(
)

(®)

OO0O0000O0O0O00 (letter, fax, e-mail) 0O O OO0OO
O000O0OU0oU0OoU0OoU0oUoOUDOUOOU0DDODUODUODOUODUODUODOO
OO00000000000000000A0e.g. (to) your summer seminar, etc.
0000000000000 000000D0000000O00o0Do0o0DO0ooOooooooOaO
0 O Oe.g. (on) April 1 [at your office in Tokyo], etc.

0000000000000 0000000000A0 0 e.g. seminar; forum, etc.
goo0ooU0oUoUooUoUOoUOUOUOU0DOU0DOOO0OOoUODOOoUOogl...]oboooo
ooo0ooO0oO0oOooOooOooOooOooOooooOood
00o00o0o0oU0O0o0o0ooDU0O0oU0U0oU0D0oDU0DOUOO0DDOD0DOODOoDDUOOoDUOOOoOO
O000000000000000000000Oe.g. Ms. Hanako Yamada, Director of ABC
Company; Mr. Taro Yamada, Professor of Economics at ABC University, etc.
gooUooUooUoOoUOoUoUOoUOoUCoUOOU0OOUOOUOOoUOOUOOUODDODODODOO
cooOoooooooodg
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(99 ODooooOooOOODOOO0O00O0O00OOOODOOOODDOO0D0O0O0OO0ODOOODDDO0
goooooooo0oooOoooooooooooonn

(10 D0OO0ODODOOOODODDOD0OO0O0O0O0O0DO0000Oe.g. (at) 03-123-456*, etc.

gooooo
[OP-088] Thank you for your fax of July 1 inviting me to the 19-- International Business Forum
to be held on August 10 at ABC Hall in Osaka.
[MP-078] Although I very much wish to attend the forum as one of your guest panelists, I
have previous appointments on that day and have no choice but to decline your kind invita-
tion. If you could accept a substitute, however, I would like to recommend Mr. Ichiro Suzuki,
General Manager of our Osaka Office.
[MP-079] Mr. Suzuki, a Harvard graduate with an MBA degree, has been engaged in interna-
tional business for the past 20 years. With his extensive experience and expertise as an inter-
national businessman, he is not only qualified to attend the forum on my behalf, but also does
a very fine job as a panelist at this kind of international forum.
[MP-080] I talked with him about this matter on the phone this morning, and he showed much
interest in it. If you wish to talk to him directly, he can be reached at 06-234-846* during office
hours, Monday through Friday.
[CP-066] In any event, I hope that the forum will be very successful.

oooooooo
[OP-088] 70 10 0000000000000 801000000 ABCOOOOOOOOODO
0019--00000000000000000000000000000OOOO
[MP-078] 0000000000 O0O0O000OOOOO00OOOOO00O0OOODO0O000O0O0O
oooooooo00O00O00oO0oOooOoOoOoOoOOOOOOOO0O0D0O0O0DO0DOoOoOoOoOOoOOO
ooboooo00O00000000000O0O0O0O000000000000O00
[MP-079] OO0 O0O0000OO0OOOO0OO0O MBAOOOOOODOOOO 2000000000000
ooo0o0oooo0000000o0oO0oO0oO0o0oO0oOoOOO0OO0OO0O0O0O00000ooooooooOo0On
ooo0o0oo0o000000000oooooooOooOOO0O0O0D0D000D000D0D0DoDOooOOODDOO
ooooooooo
[MP-080]0 0 00 0000000000000 00000O0O0OOO0O0O000000000C000
ooooooooooOoOooOoooooOoOoooooooOoooooooooooaon
06-234-846* 0O OO OOOOOO
[CP-066] OODOOODOOODODODODO0OOOOOOOOOODODODO

cooooooooOooOooboOooOoboOoboOoboO0o10ooOoon G uootednonoooOonO
O0000000000000...inviting me to (3) give a lecture on the current state of global
financial market at your summer seminartobeheldon (4)... 0000000000000 300
I < o A s (=5
dentials) 0000000000000 O0OO0OOCOCOCOCOOOOOOOOOOOOO3OOOO
goooooboooooooboboobobboobo 4000000D0O0O0ODOODODOODODOO
goooooboooooooboooobooobooo
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Form Letter No. RC-100

HER (REBE0BARICH L TH(HETIESEEE(]

Dear ......:

With reference to your letter of inquiry dated (1) ......cccccoeviiiiiiiiiiinnnn. ;1
am pleased to recommend (2) Mr./Ms. .............. for the position of
[(C) [P

............................. I have known (4) him/her for (5) [about] ............. and have
observed his/her work in several areas. In my opinion, (6) Mr./Ms. ................
would offer your company the following merits:

All in all, I do not have the slightest reason to hesitate to recommend him/ her
for this position. If I can provide any further information, or answer any ques-
tions pertaining to (6) Mr./Ms. .................. , please feel free to call me at any
time.

Sincerely yours,

goooooooobooo

ogoooo0oooooO000000oO0oOoO0oOoOO00000000000
0000000000000 00C0000DO0O00O000O00AO0eg Mr. Taro Yamada;
Ms./ Miss/ Mrs. Hanako Yamada; Dr. John Doe; Professor Doe, etc.
0000000000000 00O0O000000A0e.g. Sales Manager; Director in charge
of corporate financial planning; Senior Executive Officer of the ABC Company, etc.
ooooooooo0o0000o0ooooooOoooOoOOOO0ODOOOO0ODOOO0O0O0DD0
gooooooooooooooooooo
ooo0o0o00o00O000000000000000O00abowt0 00000000000
000000000000 0e.g. [about] five years; two years and five months, etc.
000000000000 (lastname) 00000000000 000OOO
ooooooooo00000oooooooO0OoOOOOOO0D0D0D0DO0O0DODOoOoOooOoOOO
ogoooooooooo
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oooooo
[OP-089] With reference to your letter of inquiry dated April 1, I am pleased to recommend
Ms. Hanako Yamada for the position of Executive Secretary. I have known her for about five
years and have observed her work in several areas. In my opinion, Ms. Yamada would offer
your company the following merits: (. .. list possible merits)
[CP-067] All in all, I do not have the slightest reason to hesitate to recommend her for this
position. If I can provide any further information, or answer any questions pertaining to Ms.
Yamada, please feel free to call me at any time.

oooooooo
[OP-089] 40 10 0000000O0O0O0O0O0O0O0O0O0O00O0O0O0O0O0OOOOOOOO0O0OO
oooooooo00O00O00ooOooOoOoOooOsS0000000000000000000OO
ooo0o0ooo00O0000000000000000O0000000000000000O0OAO0
oooooooooooooooo
[CP-067] O0DOOOOOOODODOO00O0O0OO0OOOOOOOOOOOOOOOO0OOO0O00O0O0
0000000000000 00oo0oO0oo0o0O0OO00O0D0 0000000000000 O000D0
oooooooO0000oO0ooooooooOooOO0OoOoOoOOO0O0OO0ooo

0000000o0o00o0o0o0o0oo0o0oo0oo0ooo0ooooo0oooo0ooooooooon
O00oo0o00oo0oooooo0ooo0oooooooooooooooooooooooon
000 Towhomitmayconcern:O0 0000000000 1000000 100 With reference
to your letter of inquiry dated . .. O 0000000000000 O0O0O0O0OOOOOOOOO
oopooooooo

000000000000 Mrs, MissOOO Ms. [0000] O0OOOO0OO0O0O0OOO0OOOOOO
0000000 Ms. DO0OO0O0O0OO0O0OO0OCO0OOOO0OCOOOOO00O0O00000 Mrs.
000000000000 000 Mrs. Hanako Yamada OO OO OO OO0OO0OOO0OOODOO
OMrs. Taro Yamada OO OO OO0O0O00O0O0O0O0O0O0OO0OO0OOOOOOO

0100000000000 0D0O000000OoO0Do0oO0DoDOO0DODO0OO0ooOOOoooOO
00000 3000000000000000000000000O0000O0O0O0O0O0000
[MP-081] (p.518) DO OO O O[OP-089] DO OOOO [OP-090] (p. 548) OO OIn my opinion
000000000000 0InmyviewOOOOOOOOOOOODOOOOOOOOOOOO
ooooo

00000000 AllinallO “everything being taken into account” 0 O O O OAIll things
considered, .. .00 0000000000000 O0O0O0O0OOO0O0OOOOOOOOOOOOO
O0MoOo000100020000 [CP-069] (p.549) OOOOOOOOOOOOOOOOOO
000000 [CP-068] (p. 545) OODOODOOOODODOOOOOOOOODOOO pertaining to
O00..0000((concerning)J000000000O0000O00O0O please feel free to call me at
any time. 000000000 0OOO please feel free to call me at 03-123-456* 0000000
Oo00oo0oo00oo0oo0oooooDm@omooooooooooooooooo [MP-081] O
0000 [MP-082] OO [MP-086] (pp.518-519) 00O OO OO
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Form Letter No. RC-200

HER (A - AENAEEZET 5]

I am writing this letter in support of the promotion of (1)
Mr./MS. .ueeeerineannnn
................ to (2) [the position Of] ..o

I have worked with (3) him/her for (4) [about/over] ................... years and have
had the opportunity to closely observe (5) his/her performance. In my view,
(6) Mr./Ms. ....ccouveuvennn has all the qualifications required of this responsible
position. Among other things, I would particularly like to point out that

(7) oo

................................................. In addition, ....cooeeeiiiiiieee e

..................................................................................................................... 1.
Therefore, I have no hesitation in recommending (3) him/her for this position,
and will be more than happy to provide further information or answer any

questions you may have pertaining to (6) Mr./Ms. .................

Sincerely yours,

goooooooooo

1)

OooooO0oooOO0oooOooocoO0ooboOO0oOoO0O0oOoo0Odeg Mr. Taro Yamada;
Ms./Miss/ Ms. Hanako Yamada; Dr. John Doe; Professor Doe, etc.
oooooooooOooOooOooOoOoOOCOcOOOOOOOOr...JoOoOO0OO0OO0C0OOOO
e.g. [the position of] Sales Manager; Director in charge of corporate financial planning;
Chief Executive Officer (of the ABC Company), etc.
obooobooooboooobooooboooobooooboooao
ooooo0oo0oo0ooOoO0oOooOooOOoOooOoooOooooOooOol...]ooboOooDooO
000000 e.g. [about/over] five years; two years and five months, etc.
gbooobooobooooooooodooooooboooan
obooooboooobooooboboooboooobooooboao
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(zy obooooooooOOODODOO0DODOOOOOOOOOOOODODO [...]000000
goooooooooOoOoOoOO0O0OOO00O0O0000O0O0O00oO0oOOOO0O0O00000
ooooooo0o0O0O00000oooooooOO0O0O0O0D00D000000

gooooo

[OP-091] I am writing this letter in support of the promotion of Mr. Taro Yamada to the posi-

tion of Managing Director of your American subsidiary in New York.

[MP-081] I have worked with him for over ten years and have had the opportunity to closely

observe his performance. In my view, Mr. Yamada has all the qualifications required of this

responsible position. Among other things, I would particularly like to point out that he re-

ceived his MBA degree at Harvard and worked for the ABC Corporation in the U.S. for 5

years. This means that he not only has the proper educational background, but also is quite

knowledgeable about the American way of doing business.

[CP-071] Therefore, I have no hesitation in recommending him for this position, and will be

more than happy to provide further information or answer any questions you may have per-

taining to Mr. Yamada.

oooooooo

[OP-091] OOOOOOOOOOOOODOOO0O0000O0O0O0O0OOOOOO0C0O0O00000O

oooooooooooo

[MP-081] OO 10 000000000000 0000O0O000OOOOOOOOO0O0O00000

ooo0o0oo0o00000000D0ooooooooOOO0O0O0D0D00D0D000D0D0DODOoOoOODODOO

0000000000 o0000000000MBAOOOOOOOOOOOOOOO ABCOO

0500000000000000000000O0O0O000000000000O000O0OAO

ooo0oo0ooo0O0000000ooooOooOOO0OOO00D0O0O0OOoOoDOoOoO0ooOOOOO0O00n

[CP-071] OOO0OOOO0O0O00O0O0OOOO0O0O0O0O0O0OOOOODOO0000O0O0O0O0O00O000

00moooo00000000oooooooo0ooO00O@moODo0oLO0000oooooooooo

oooooooooooooooao

0000000000000 0000000000000000000000000 Form Letter
No. RC-100 OO0 O0O0O0OOOO0OOOOOCOOOOOOOOOOODOOOOOOO0 20000
ooooooooooooooo@ ODooooo0ooo0oo0ooooooooooooon
Oo00oo0o00ooooooo0ooo0oooooooooooooooooooooooon
oopooooo

Among other things (D D 000000000 OOOOOCOO0COOO pointoutd OO that
O00O00o00oo0oo0ooooooBooon (... point out) his MBA qualification and long
business experienceinthe U.S. 000 O00O00O00O0O0O0O0O0OCOOOOOOOCOOOOO
0000 Inaddition, Besides, Furthermore D 00 000000000 O00D0ODOOOODOOO
Ooooo0O0oooUoOoooOoooo0ooOoOoOooO0OooOoO0ooOO0 10000000000
O00000000000000000000 [CP-071]0 have no hesitation in doing 00 O
000..000..00000000000000 pertaining to 00 000 Form Letter No.
RC-1000000000(p.391) ODOO
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Form Letter No. RC-300

HER BToXFRBECOVTHEEREE(]

Dear Sir/Madam:

It is my privilege and pleasure to write this letter of recommendation for (1)
Mr./Ms. oo, , who is applying for admission to your graduate
PTOZTAIMN AN (2) ot e e

[AS (3) oo , I am in the position to make comprehensive
evaluation of our employees' intellectual capacity, personal disposition and
business accomplishments, which I believe will give me the credential to write

this letter in behalf of (4) Mr./Ms. ........ccccc..... ]

(5) He/ She has worked for us for about (6) ...........c.c...... years after completing
his/her undergraduate program at (7) ........cccceceeeiennnn [in o ]. During
the past (6) ..o years, I have received a number of personnel reports

from his/her immediate supervisor[s]. All of these reports indicate, above all,
that 116/ SHE 1S (8) wveeuveeieiiiiiietee et

Although I regret that (4) Mr./Ms. ................... is resigning from our company,
I feel very strong that he/she will be a successful student and will prove him-
self/ herself to be a valuable asset to his/her future classmates and instructors. I,
therefore, highly recommend (4) Mr./Ms ........c.ccccueu.e. as an outstanding and
eager candidate for your graduate program.

Sincerely yours,

gooooooooon

(1) cooOooO0oOoOUOOoOOOOO0OOOOOOODOODOO

2 D0O0ODOO0O0OO0OO0O0O0OOO0OO0OODOO00O0OO0O00CO00DOO0000O0000 e.g. Business
Administration; Economics; TESL (Teaching English as a Second Language), etc.

@ OO0OO0OOOO0OOOOOOOOOOCOO0O[...]000000000C0000BOe.g. (As)
Vice President of ABC Corporation; (As) the personnel manager of ABC Company, etc.

4 0OO0OO0OOOOOOOOOOOeg Mr./Ms./Miss Yamada, etc.
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(6) ODOOOOOOOODOODOOODOOOOOOOOOOOOODOOOOODODOOOODDOD
ogooooooooooooooooo)o

() DODODOOOOOODOOOOODOOeg. two (years); five (years), etc.

(<y boooooooOOOOOOOOOOOO[...]O000OO0OO0OOO0OOODOOOOO
e.g. (at) the University of Tokyo [in 19--], etc.

() DoOOooOoOooOOoOOOOOOOOOOOOOO0OOOOOOOOOOOOOODODOOO
gooooooooooooooooooooon

oooooo

[OP-092] It is my privilege and pleasure to write this letter of recommendation for Mr. Taro

Yamada, who is applying for admission to your graduate program in Business Administration.

[As manager of the personnel department of Japan Trading Co. Ltd., I am in the position to

make comprehensive evaluation of our employees’ intellectual capacity, personal disposition

and business accomplishments, which I believe will give me the credential to write this letter

in behalf of Mr. Yamada.]

[MP-087] He has worked for us for about five years after completing his undergraduate pro-

gram at ABC University [in 19--]. During the past five years, I have received a number of per-

sonnel reports from his immediate supervisors. All of these reports indicate, above all, that he

is very motivated, reliable and hard-working. He also possesses innate capacity for leadership

and, for that reason, was promoted to chief of the sales division two years ago. His job per-

formance in that new role has been quite impressive, increasing the sales of his division nearly

by 20 percent in the first year.

[CP-072] Although I regret that Mr. Yamada is resigning from our company, I feel very strong

that he will be a successful student and will prove himself to be a valuable asset to his future

classmates and instructors. I, therefore, highly recommend Mr. Yamada as an outstanding and

eager candidate for your graduate program.

oooooooo

[OP-092] OOOODOODOODDOODODO0O0DOOODODOOOOODOODODODODDO0O0DmMBODO

ooooooo0o0O00oO0ooOooOoOoOoOoOO[0OoOoOOO0DO0DO0O0O0DOOoOoOoOoOoooon

ooo0o0o0o0000000000000000000000000000000O00O0O0O0AO0

oooooooOO0O000O0oooooOoooOooOOOOoOoDOOoOoOoOoOooOoon]

[MP-087] OO [19--00 ABCOOODOOO]O0OO0O0OOOO S50000000000000

oo0oo0o0o00D0s5000000000000D00O0O0DODOD0O0D0O0O0DO0DO0DOOOOODDODO

ooo0o0oooo00000000oO0O0oO0o0oO0oOoOOO0OO0OO0O0O0000000ooooO0oO0oOo0On

ooo0o0oo00000000000000000000000000000 20000000

ooo0ooooo0o0000O00oOoooooOooOoO0OOO0OOOOO00O0O00O0O0OOoOoOooOo2000

ooo0o0ooo0o0O0000000000000000000000000

[CP-072] OO OOOOOODODOODODO0O0OO0OOOOOOOOODOOOOODOOOOODDOO

oooo0oooo0O00000O0o0oO0oO0oOoO0oO0oOoOOO0OO0OO0O0O0O00000oooooooOooOo0On

ooo0o0oo0o00000000D0ooooooooOOO0O0O0D0D00D0D000D0D0DDOoOooOODODOO

ooooooooooooooo
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oo0oo00oooo00oooOo0O00oO0oO0O00oooOO00oOOO000O0OO00DOODOOOO
ooo0o0ooo0o00000O0oO0oO0oO0oOoO0oOoO0oO0OO0OO0O0O0O0O00000o0oOoooooooOoOo0On
ooo0o0o0000000000ooooooOO0OOOO0O0D0D0DO00D0O00DO0D0OOooOoOOOODOO
oooooooo0000O00oO0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0DOOOOOOOOOOO
ooo0o0o0o000000000000000O0000O0O000000000000O0O0O0O0O0O
oooooooo0000O00oO0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0DOOOOOOOOOOO
ooo0o0ooo00000O00oO0ooOoO0oOoOoO0oO0OO0O0oOOO0O000O00o0ooooooOoo0Oo00n

0100000000 Itis my privilege and pleasure to do 0 Iam pleased todo 0000
O0000OOprivilegeDOOOOOOOOO0OOOOOOOapply for admissionto... 00 ...0
000000000000 0to0000O0O0OOOOODOOO0O0O000O00O0Ofor 0000
000000000000 00000000000B000A0Oe.g.applyforajob/visa 00000
000000000 0000000000D0000apply to a college/companyd 00000 O
oooboooooooooooo200 [...]00000000000O0OCOOOODOOO
ooo0o0o0oo0o0000000oO0oO0oO0O0oOoO0oO0OO0OO0O0O0O0O00O0O0O00oOooOoooOoOooOo0On
00 (be)in the positiontodo 00 ..000000 00000 O personal disposition 00 O
0000 (one’s usual mood; prevailing frame of mind or spirit)J0 O O Ce.g. He has a pleasant
disposition0 0 000000000000 OOOcredential 00000000000000O00
0000000000000 00000000000000000 (that which entitles one to
confidence, credit, or authority) 0 O O Oin behalf of 00 ...0 0 O O (for the benefit of; in the
interest of )0 00000000000 O0O0O0O0ODC onbehalfof J0...000000 (as the
agent of, onthe partof) 0 D 0000000000000 0C0O0O0O0OO on behalf of 000
ooooo

0200000000000000000000000000O00O0OOOOOOODO0OO
ooo0o0ooo0O000000000000000O000000000000000O000DOOAO0
oooooooo0oo000O00000Doooooooooo0OD [MP-087] DOOOOOOOO
O000OOanumberof JO0O0O00 (many)DOOOOO0O0OO0O0O00O0O (some)JO0O0O0O
ooo0o0oo0o000000000ooooooOooOOOO0O0D0D0DO0000D0DO0DO0OOooOoOOOODOO
0 0 Oimmediate supervisors 10 000 0000000000000 00O0O0O0O0O0OO0OO
ooo0o0o0o00O00000000000000000O0000000000000O0O0O0O0O0O
O0O0Onnate 000000000000 O000O00O0ODOODO(be) promoted to [the position of] . . .
O0..[000000]j000000000Ochief 0000000000000 O000O0OOOO

0000000000000 00000000000000 regret00000O Form Letter
No. OR-4000 00000 O (p. 343) O O Oresign from (acompany) D 0000000000
0000000000000 000000000000O0O0O0O0O0O0000000000 Dear
Si/Madam: 00 00000000O00000O0O0O00O0O0O0O0OOODear Admission Of-
ficer: 0 O 0 O non-sexist salutation0 0 000 0000MMO0OO0OO0O (Ms./Miss/Mrs.)
000000 Form Letter No. RC-1000 000000 (p.391) 0O O
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Form Letter No. RC-400

HER BAFOA¥RBFCOVTHEBEREE(]

TO WHOM IT MAY CONCERN:

It is with great pleasure that I write this letter of recommendation for (1)
Mr./Ms. ...cccoceueunene. , who is applying for admission to your graduate program
I (2) e

I first become acquainted with (3) Mr./Ms. .................. in (4) oo when I
was teaching at (5) .......ccccoviieniiiiicncncee As (6) his/her instructor, I found
B) Mr./Ms ................ to be very intelligent, motivated, and hard-working.
He/She always attended my class fully prepared and participated in class
discussions actively, demonstrating his/her innate capacity for leadership.

While he/she was my student, he/she used to talk to me about his/her career
goal. From what I understood then, he/she was rather ambiguous and unde-
cided as to his/her future career. Although she/she was seeking the possibility
Of DECOMING (7) .eiiiiiiiiieie et e
and worked very hard to achieve this goal, he/she was not quite sure if it was
what he/she really wanted to be. What is sure was that he/she was always in-
terested N (8) ...ooviiiiiiiii e

Therefore, it did not come to me as a surprise when I was informed that he/she
is now seeking enrollment in the Master's program in (2) .........cccocceecevienrnnn.

at your University. I believe this is a discerning choice and would offer
him/her great many opportunities to advance her/his potential and to bring
our his/her latent abilities, setting at the same time a solid foundation to
his/her current long-range career objective [of becoming (9) .................. I

As for (3) Mr./Ms. ........ s personal character, he/she is cheerful,
open-minded and mature. He/She seems to have no trouble at all in establish-
ing and maintaining good relationships with others. Academically, he/she will
be able to perform well and widen the variety of discussion among your se-
lected students. All in all, I do not have the slightest reason to hesitate in re-
commending him/her as a strong candidate for admission to your graduate
program.

If I can be of any further assistance, or should you require any specific infor-
mation pertaining to (3) Mr./Ms. .................. , please feel free to contact me at

any time.

Respectfully yours,

-gooooon
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ooooooooooo

(y ooooO0DO0oO0OOoO0O0OO0OO0O0O000O0O0O00000O000eg Mr. Taro Yamada;
Ms./Miss/ Ms. Hanako Yamada, etc.

(2 DOoooOooOoOOOOOOO0OO0DO0OO0OOOO0OOOOOOOOODOODOO0000O0Oe.g.
Business Administration; Economics; TESL (Teaching English as a Second Language),
etc.

(3) DOoOoOoOOooOO0OO0OO000Oeg. Mr./Ms./Miss. Yamada, etc.

(4) ODOODODOOOODODOODOODOODOOO0OOOeg. (in) 1995, etc.

() DOoOoOOOOOOO0OO0O0000000000000000O0O000000000000
00 Oe.g. (at) ABC College; (at) the University of ABC as a lecturer in International
Economics, etc.

() ODOOOOOOOOOOOOOOOOOOOOOOOOOOCOOOOOOOOO0O0O0O00O
oooooooooooooooooooo

(y DOO0O0OOOOOOO0OO0OO0OOOO0OOOOOOOOOO0O0000000Oe.g. a conference
interpreter; a translator; a teacher of English; an economist; a financial analyst, etc.

() DOoOoooOOooOoOOOOO0OO0DO0DO0OOOOOO0OOOOOOODOOOO0OO0OOOO0O0O0O0O0
ogoooooooo00000000oO0oO00O0oOO000000000000

(99 ODoooooooooOoOOO0OO0OO0DO0OO0OO0OOO0OO0OOOO0OOO0OOOOOOODOOl...]000
goooooooo0oo00O00oooooooOoooooooooo

oooooo

[OP-093] It is with great pleasure that I write this letter of recommendation for Ms. Hanako
Yamada, who is applying for admission to your graduate program in communication science.
[MP-088] I first become acquainted with Ms. Yamada in 19-- when I was teaching at ABC
University as a lecturer in Business English. As her instructor, I found Ms. Yamada to be very
intelligent, motivated, and hard-working. She always attended my class fully prepared and
participated in class discussions actively, demonstrating her innate capacity for leadership.
[MP-089] While she was my student, she used to talk to me about her career goal. From what I
understood then, she was rather ambiguous and undecided as to her future career. Although
she was seeking the possibility of becoming a teacher of English as a second language and
worked very hard to achieve this goal, she was not quite sure if it was what she really wanted
to be. What is sure was that she was always interested in the process of human communica-
tion0 particularly in the area of intercultural communication.

[MP-090] Therefore, it did not come to me as a surprise when I was informed that she is now

seeking enrollment in the Master’s program in communication science at your University. I

believe this is a discerning choice and would offer her great many opportunities to advance

her potential and to bring our her latent abilities, setting at the same time a solid foundation
to her current long-range career objective of becoming a teacher of English as a primary
means of international communication.

[MP-091] As for Ms. Yamada’s personal character, she is cheerful, open-minded and mature.

She seems to have no trouble at all in establishing and maintaining good relationships with
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others. Academically, she will be able to perform well and widen the variety of discussion
among your selected students. All in all, I do not have the slightest reason to hesitate in re-
commending her as a strong candidate for admission to your graduate program.

[CP-079] If I can be of any further assistance, or should you require any specific information
pertaining to Ms. Yamada, please feel free to contact me at any time.

oooooood

[OP-093] DOOOO0O0OODOOOOOOOOOOOOOOOOOOOOOOODOOCODOOCOO
goboooobooooboooobOoooobooboobobooooDo

[MP-088] OO O OOOOOOOOCOOOOO19--00000000000 ABCOOODOOO
goboooobooooooobooooboooboooobooooboooooooooaooa
gooooobooooboooobbooobooobooooboooOobOOoobOOoobobObOOobooo
goboooobooooooobooooboooboooobooooboooooooooaooa
gooooobooooooooboboooobobOOoobobO0oooobboooDbDOoo

[MP-089] DO COOOOO0OCOOOOOCOCOOOOOOOCOOOOOOOOOOODOOOOOO
goooooboooobooooobooooboooobooooboooOobOoobDooobobObOooboDo
gooooobooooboooobbooobooobooooboooOobOOoobOOoobobObOOobooo
goboooobooooooobooooboooboooobooooboooooooooaooa
goooooobooooboooobooobooobooooboooOoboobOOoo—-000b000O
goboooobooobooooboooobooooooooao

[MP-090] OOOO0OO0OOO0OODODOOOO0OOODODOO0DOOOODOOODOOOODODOOOOODO
goooooboooboooobboooboooboooobooobooooboooooboooobooa
goboooobooooooobooooboooboooobooooboooooooooaooa
gooooobooooboooobbooobooobooooboooOobOOoobOOoobobObOOobooo
goboooobooooooobooooboooboooobooooboooooooooaooa
gooooobooooooooooooboo

[MP-091] OO COOOOO0OCOOOOCOOOOOOOCOCOOOOOOOOOCODOOOOOO
goooooboooobooooobooooboooobooooboooOobOoobDooobobObOooboDo
gooooobooooboooobbooobooobooooboooOobOOoobOOoobobObOOobooo
goboooobooooooobooooboooboooobooooboooooooooaooa
gooooobooooboooobbooobooobooooboooOobOOoobOOoobobObOOobooo
gooooooooooooboogoon

[CP-079] DOOOO0ODOOOODODOOOODODOOODODOOODOOOOODOOODODOOOOO
goboooobooooooooooobobooobooooboooooogon

O00O000Form Letter No. RC-30000000000000000000O00O00O0O00O0AO
000000000 000000010000000000 [0OP-092] (p.395) ODOOOOOO
Oooo0200000000000000000000O0000DO0OO0OOOODOOODOO
O0O00O0O0O000O0OCOODbecome acquainted with sbO0 0 ...0000000O0OOOOOO
000 [MP-088] OODO lecturer OO (D O0O0O00)0O00O0O0O0OOOO0OODCODODODOO
000000000000 0000000000000A0Oe.g.alecturer in Economicsd OO
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O00000@OO000D0000 aprofessor of Economics)O lecturer 0 0 0 O O lecture O O to
lecture in0 (0 0)0O0O000OOOtolectureon/aboutd .00 .0 000000000000
ooo0o0o0000000000oooOoooOO0OOOO0O0D0D0DO00D0O00DO0DO0OOooOoOOOODOO
OO0OO0OO0OO0O0OO0O00 professor, reader,lecturer 000000000000 O0O0O0OC0OCOCOO
00000000000 (full) professor, associate/adjunct professor, assistant professor,
instructor 000 0Oinnate 000 0O00000O0O00O0O0O00O0O (existingin a person or thing
from birth or origin; possessed as an essential characteristic; inherent)J 0000000000
Ooooog [MP-087] (p.395) OO0

03000000 100 While.. ., he/she used to talk to me about his/her career goal. O O
000 While. .., he/she would [often] talk to me about his/her career goal. D 0000 00O
OO0OuwsedtodoOD 0000000 ..00000000000000O00O0OCOOOOOO
would do 0000000000000 00O0OOOOOOOOOO0O0O0O0O0O0OOOOODO
000000000 00000 While.. . OOODOOO0OO0OOOO0OOCOO0OO0O0O wouldOODODO
0000000 0From what I understoodthen,... 0000000000 O0ODO0OOOODO0OO
OO00Gather MOOO00O0O000O0 OO Oambiguous (M 00 O (doubtful or uncertain) ]
undecided 0000000000000 OOOOOODOO0O0O0O0O0OOOO@ OOOOOO
ooo0o0o0o0000000000000000O00O0O000000000000O000O0OAO0
oooooooo00o00oO0oooooOooooooOoo

04000000 discerningDD OO0 O000O0O0O0O0O0O0O00O0OOOOO QO (exhibiting keen
insight and good judgment)00 0 0 0 0O O O Opotential 00 O O O OO latent abilities 00 O
O O O (abilities that are present or potential but not evident or active)D 0 00O 0((9)0 00 00O
O0000000000000000 long-range career objective0 000000000000
oooo0OoooooooOoOo@ oooooooooooooooooooobooooooo
0000000000000 careerobjective 0000000000000 O000O0O0OOO
oooool...]J000000O00oO0O0oO0OO0OO0OO0OO0O0O0D01000000000000D00OO
000000000 that0 0000000000000 OOCOO0O0O0O0OOOOOOOOOO
0000 she is seeking enrollment in the Master’s programin... 0 00000000O0000O
000000000000 shewasseeking.. 0000000000000 O0O0O0O0OO0OO
000000000000 [OP-062] (p.485) OOOOOOO
0s50000000000000000O0O000000O0O0O0O00OOOOOOOOODO0O0
ooo0o0oooo00000O0O0oO0oO0oO0oOoO0oOoO0oOO0OO0O0OO0O0O0O00000oooooooOooOo0On
O00oO0oc0oO0o0oO0o0oooo0 [MP-082]0 O [MP-084] (pp. 518-519) O O O mature O “of,
relating to, or characteristic of full development, either mental or physical: mature for her
age” 00000O0O0OOOOODODOOO0O0O0O0O0O0O0OOOOO -0000000000000
00000000000 0OAllinall 0 “everything being taken into account; all things (being)
considered” 0000000000000 O0O0O0OO0O0O0O0O0O0O0OOOOOOOOO0O0O00O
00000000000 Form Letter No. RC-1000000000(p.391) OO OO0OO0OOODOO
00 [CP-067] (p. 545) 00O O0O0O0OO0OOOOO0OOOOOOOOOOOO [CP-073] (p.
546) 000000 OO0 Oshould you require... O if yourequire... 00000000 OO00O
00000000 Form Letter No. IQ-3000 000000 (p.307) OO Orequire 00 ...000
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000000000000 need00000O000O0O0O0O0COO0ODOOOCOODO O require
ooooooo0o0000O00oO0oOooOoO0oOoOoOO0OO0O0OO0O0O0O0000oO0ooooooooOoOon
000000000000 00oooooOoo0O0OO0O0O0D000D000DO0DO0O0OO0OoOOOOOOO

O000000000000O00000 TOWHOM IT MAY CONCERN: 00000000
ooo0o0o0oo0000000000000000O0O0O0000000000000000O0O0O0
0000000000001 00000000000000 admissionofficer100O0000O
O0o0000000O00000000000000000000000 To whom it may
concern: 0O 00000 Respectfully yours, 00000000000 00O0O0O0O0OCOOO
00000 Very truly yourd] O O 0O 0O O Faithfully yours,[I0 O [0 O O O O O Sincerely yours,
000000000000000DO00ORegards, O BestRegards, 0000000000000
020 (pp.-119-124) OO ODOOO
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Form Letter No. CG-100

AUVR ASE2ED (5i8) 0ASEE2S . 5RVERERB]

I was delighted to receive your (1) ......ccccooevieviininnnnn. announcing your recent
promotion to (2) [the post of] ..o

Looking back on your past achievements, I know that your enthusiasm and
experience are the very qualities that are needed for this challenging position.
I am sure this will prove to be a significant step toward a stronger and more
mutually beneficial relationship between our two companies, and you may
rest assured that we are always at your disposal.

My colleagues join me in sending you our warmest congratulations from

<) Y, !

Sincerely yours,

goooooooooo

(1) boooO0O0O0OO0OO0OO0O000000O0O000000O0O000000O0O000000Oe.g.
letter/ fax [ e-mail of April 1, etc.

(2 DoOoOoOO0oOoO0OO0O0OOO0O0OO0OO0OO0O0O0OO0O00OO0OO0O0OO0O0O0O00O00O0O0O0O000O0O
[...]0000000000000000000000DBOe.g. [the post of] Director of the
International Department of ABC Corporation, etc.

3y ODOoOOOO0O0OO0O0OO0O0OODOO0000O0O0O0OO0000O0O0O0OO00000O0O0O0O000
e.g. (from) Tokyo; Osaka; Japan, etc.

oooooo

[OP-100] I was delighted to receive your fax of April 1 announcing your recent promotion to

the post of Vice President of United Business, Inc.

[MP-099] Looking back on your past achievements, I know that your enthusiasm and expe-

rience are the very qualities that are needed for this challenging position. I am sure this will

prove to be a significant step toward a stronger and more mutually beneficial relationship
between our two companies, and you may rest assured that we are always at your disposal.

[CP-080] My colleagues join me in sending you our warmest congratulations from Tokyo!
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oooooooo

[OP-100] OO OOODOOOOOOODOODOOODOOOOOOODOOOODOOODOOOD

oo oggo

[MP-099] OO 0OOCOOOOOOOOOOOOODODDODODODODDODODODODODDODODOO

godddooooooooobobooobooobobooboboobobooDboDbbbobbobobDbDbDboD

goooooooooooooooooooOoUoOUobDUODOoOOOUDOoDbDODDODDDDDOD
godddooooooooobobooooooooboobooboobooDbOoDbODODbDbODbODbODbDbODD

gooooogo

[CP-080] OOOODOOOODOODODOOOODOOOOOODODODOOODOODODOODOO

ogag

ooo0O0oo0ooo00oO0oo0oo000oO0oO0oo000oO0oO00000000000O00000O00000
ooo0o0o0000000000oooooOOOO0OO0O0D0D0DO00D0O00DO0DO0OoOOoOOOODOO
ooooooO0oooOoooO0O0oo0OoOooOO0O0ooOO0OoOoo0O0oO0ooOO0O0ooO0oooOoOooOoooo
business social letters 00 0000000

01000000 Iwasdelightedto... 000000 Iwaspleasedto... D0O00O0O00O00O
ooo0o0o0o00O0000000000000O000O0000000000000O0O0O0O0O0O
00000 Itwasmypleasureto... 0000000000000 O0O0O0O0OOOOOOOOO
0000000000000 00000000 0 GpromotionM OO0 00O OO promote
OO0Opromote0 00to000D0000D0OODODDODODO appoint 0000000 000DOOO
000000000000000000Oappoint000([as] 00000O0O0as OOOOOO
O00000MmMmOO00DO000 Wehave appointed Mr. Yamada as Managerof ... 000 00O
00000 asO0000O0000 Mr. Yamada has been appointed Managerof ... 00000
0000 ass0O0000O00000O0appoint 0000000000 the appointment of Mr.
Yamadaas Managerof ... 0000 as0 000000000000 0000O0O0O0OOOOO
000 [OP-101] OO [OP-104] (p.492) OO OOODOO [OP-104] DO OOOOO0OO0OOOOO
0000000000000 0O the appointment of Mr. Yamada as Manager 0 O 0 0 manager
Odirectcor 000000000000 OOOOOO00OOOOOOOOOO 10000000
ooo0o0oo0000000000000000O0O00000000000000000O0OO0
000000000000 0000000000 asamember of the board of directors 0 0 O
ooo0ooo0oo00000O00o0oO0oOoOoOoO0oOoOooOo0o0o0o0o0n

02000000000000000000000000000O0O0O0OOODODODO
Lookingbackon... 00 ...0000000000000000O0O0O0O0O0O0OOOOOOO
In retrospect, . .. (= looking backward or reviewing the past) O 000000000 O00O0O
000000000 Oprovetobe... 00...000000000000000OC0OOOOO
0000000000 00000 [MP-100](p.522) 0000 3000000 (3) OO Tokyo
0O Osaka 0000O0D0O0OO0OO0ODODO(from)Japan 00000000 O0DOD0D0O0O0O0DOOO
[CP-080] D0 OOOOOO0OOOOOOOODOODOOO0OO00O [CP-081] O [CP-082] (p.547)
0000000000000 ooooooo0O000000
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Form Letter No. CG-200-A

ROR (WMEIHEZENFEXNOEEERS]

One of my well-trained spies has just informed me that your (1) son/daughter,
(2) , graduated from (3) ..o [this

spring/ fall].

You must be very proud of your (1) son/daughter and I hasten to send my
sincere congratulations to you and your wife. Please also give

(2) oo

my very best wishes for all the success in (4) his/her future career.

Sincerely,

goooooooobooo

(1) COooOooO0OoUOOUOOO0OOU0OO0OOU0OOO0OO0OODOUOOODOOD0sonOOODOODOOO
daughter 0 00 OO

(2) 0OOO0ODOO (firstname) 0000 OO 0O e.g. John; Taro; Susan; Hanako, etc.

(3 OoOOOOODOOOOO0DO0OODODOOOO0OODODODOOOODODOOOODODOOOO (this
spring/fall) 0O OO0 00000000 eg. the University of Tokyo; Oxford with an

honors degree in Economics; Harvard Business School with an MBA degree [this spring],

etc.
4 OOOOOOCOOOOOOOOOCUOOCOODOOOOCOODOOO
oooooo

[OP-105] One of my well-trained spies has just informed me that your son, John, graduated
from Harvard Business School with an MBA degree this spring.

[MP-102] You must be very proud of your son, and I hasten to send my sincere congratula-
tions to you and your wife. Please also give John my very best wishes for all the success in his

future career.
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gooooogo

[OP-105] OO OO0ODOOOOOOODOOOO0OODOOOOOODOOOOOODO MBAODOO
gL ooboooboooboboobobooo

[MP-102] OOOOOOCOCOOOOOOOODOOOOOODOOOOODODDOODOOCODO
goddddoddddodooobdoobooboobLooULUbbLbbUbLbbOo
goodoooooooooo

O00o00oo0ooooo0oo0ooooOooU0ooO0ooU0oOU0DOooOO0oLOU0ODOOOooOoDOODO
O Form Letter No. CG-200-BO0OCOOO0OOO0O O Form Letter No. CG-100 (p. 402) O OO
000000000000 000000O0000O00 businesssocialletter 000000000
Oo00oo0o00ooo0oooo0oooo0oooooo0ooooooooooooooooon
00 0o00o0ooooo0O0oobO0OoooOoOoo00ooOoboO0Oooo0oOobO0ooOooOoooo
Oooooo0ooo0oOoooOooo0ooOoOOoOooO0OooOoO0ooOooOooOoooDoOOoOooDO
O00oo0o00oo0oo0o0ooo0oo0oo0ooooooo0ooooooooooooooooon
OopoooooooOooooooooooooooo

01000000 One of my well-trained spies 0 00 00000000O0000O00O00O
O0oo0oo0oo0oo0Oo00O000000000000O0000O00000 1 was just in-
formed [this morning; yesterday] that... 000000000000 O0O0O0O0OOCOO0OOO
O00000 ¢ oOoooboUoo0obOU0ooboOoO0OO0O0n (an) honors degree OO 4000
000000000000 00000000000000O0DB0O00 (Bachelor’'s degree) OO
0000000 tograduatewithhonors DO0OO000O0O0O0O0O0O0OO0O0O0OOOOOOOMBA
O Master of Business Administration0 0 000000000

02000000 (be)proudof... 00..00000000000hastentodo 0000
0..0000000..0000000hasten 0000000000 (hurry)yDOOOOOO
000000000000 000O0000O0000000 (to cause to hurry; speed up; ac-
celerate)J 0 0 00O OO Ocongratulations 000000000000 O0OO0O0O0O0OO0OOOO
00000000000 eg. Please accept my sincere congratulations [on your ma-
riage/birtday/promotion, etc.] 0000000000000 C0O0O0CO0O0COO0OOOOOOO0O
000000000000 0000000000C0000C0000 congratulations 00 00O
Oooooooooooooooooooono
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Form Letter No. CG-200-B

ROR (WMEIHEZENFEOARERS]

One of my well-trained spies has just informed me that your (1) son/daughter,
(2) oo , has been granted admission to (3) ........ccccceeiiiiiiiiiiiiiiiiinnnnn,

You must be very proud of your (1) son/daughter and I hasten to send my sin-
cere congratulations to you and your wife. Please also give (2) .......c..ccoceviinnn.
my very best wishes for (4) his/her studies (5) in/at

Sincerely,

goooooooobooo

@)

ooo0o0oo0oo0o0o0o0000000000000000000000 sonO0O000O0O00O0
daughter 0 00 OO

00000 (firstname) 00O 0O0O0O Oe.g. John; Taro; Susan; Hanako, etc.
oooooo0oo0o00000000000000000000o0oo0oo0ooOooOoO0000000
0000000000 0Oe.g. the University of Tokyo [this spring/fall]; the graduate school
of ABC University [in California]; Harvard Business School, etc.
gooooooooooo00ooooooooooooooo
goooooooo0000000000000000000O000000000000
000000 e.g. at the University of Tokyo; at Harvard Business School; in New York; in

London, etc.

gooooo

[OP-106] One of my well-trained spies has just informed me that your daughter, Jane, has

been granted admission to Harvard Business School, one of the most prestigious colleges in

the United States.
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[MP-103] You must be very proud of your daughter, and I hasten to send my sincere congra-
tulations to you and your wife. Please also give Jane my very best wishes for her studies at
Harvard.

obooooood

[OP-106] DO OOOOO0OOOOO0O0O0O0ODOOOOOO0O000000O0000000000A0
gooooobooobooooboboooboooboooobooobOoOoobDOooboDbbOOooboDno
goooooboooood

[MP-103] OOOO0OO0O0OO0OOODOO0OO0OOODODOO0O0OO0OOODOOOOOOODOOOOOODO
gobooooboooboooobobodoobooobooooooobooooboooobooobooog
goooooodood

goo0d0o0oooO0O0oO0oo0ooO00o0ooO0oo0O0O0O00000000000O0000O0O00O000O0
O Form Letter No. CG-200-A00000 1000000 One of my well-trained spies 0O O
ooooooo00000O00o0oO0oO0oO0o0oOoOoOO0OO0OO0OO0O0O00000o0ooooooooOo0On
00000000 Iwas justinformed [this morning; yesterday]that... 000000000
000000000 (be) granted admissionto... 00 ...0000000000000000O
O00000D0grant00000DO (guarantee)J 00 00000000O0O0O0O0O0O0O0O00OO
oooooo0o00oOoooOoooOoOooOoO0O0O0OoOoODOOOOOO0DO0O0DO0OO0OOOOOOO
000 giveDOODO accept00 000 00O Ue.g. grant him a permissiorld] 0000000 OO
The request was granted0 0D 0 0000000000000 [OP-106] 00O prestigious 00 O
OO0O00O0O0O00C0O000 (having prestige; esteemed) D 000000000000 prestige
[OOm«ex'=C] 0000000000000 (widely recognized prominence, distinction, or
importance; honor oresteem)J 0 OO0 0000 2000000 hastento... 0000 300
0000 congratulations 0 0 00 0 Form Letter No. CG-200-A 0 0 0 O Op. 405 00O

&
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Form Letter No. CG-300

AVR (AEEXFHEOREBCELTSRVOAYE—VEiE3]

On the day of your wedding I especially remember the cheerfulness I always
see in you. I am very happy that you have found someone with whom you
want to share your life. I have no doubt in my mind that he must be a very
nice person.

May your life together be very happy, long, and prosperous. I wish you all
the good fortune that you could possibly have!

With warmest personal regards,

ooooooooooo
-0000000

oooooo
[OP-107] On the day of your wedding I especially remember the cheerfulness I always see in
you. I am very happy that you have found someone with whom you want to share your life. I
have no doubt in my mind that he must be a very nice person.
[CP-084] May your life together be very happy, long, and prosperous. I wish you all the good
fortune that you could possibly have!

oooooooo
[OpP-107] O0OOOOOOOOOOOO0OO0O0O0O0O0O0000000000O0O0OO0O00B00AO0
ooooooo0o0O00DO00ooOooOoOoOoOoOOOOOOOO0O0O0DO0DOOoOoOoOooOoOoOoOO
ooooooo
[CP-084] OO OOOOOODODDOODOOODOOOODODODOOODOODDODOOOOOODODOOD
ooooooooooooooo

goobooboooooooooooooboboooooobobooboooobbobooboooooboboboooo
goddddoddddooddoooodooooboUobLbLoULUbboLbbUobbbOo
ooo0oo0ooO0oo0oo0o0o2000000 may OOO0O0O0OO0O0O0O0O0 maydOOOO...00
L..0O000O0O00O0OO0moOoo0OO0000 Form Letter No. GR-200 (0 O 0O 0O 0O O (p. 446)
OO0O0Owish 00000000 Form Letter No. RP-5000 000000 (p.317) OO
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Form Letter No. CG-400

ARVR [FEOREBCELTERVO Ay -V 2%3]

Congratulations on your [(1) ................ ] birthday! I know this is a special day
for you, and would like you to know that all your friends here at (2) ...............
........................................................ are thinking of you on this special occasion.
Happy birthday to you!

With my best regards,

ogoooooooooo

(1) booooooooO0O0O0oOoOoOoO0oOoob0oO0o0o0o0o000[...]000000000000
000000000000 e.g. 40th, 51st, 53rd, etc.

2 DO0O0ODOO0O0OODOO0O0OOO0O0O0C0000O00000000 A0 Ce.g. ABC Corporation; Japan
Trading; JPT Osaka, etc.

gooooo

[OP-108] Congratulations on your 50th birthday! I know this is a special day for you, and

would like you to know that all your friends here at JPT Tokyo are thinking of you on this

special occasion. Happy birthday to you!

oooooooo

[OP-108] 50000 0000000000000OOO0ON 0000000000000 1000

0moooo000000000oooooooooO0Ob0O00D@mbODb0o0ooooooooooo

ogoooooooo0o0o000oooooo0o0n0 100 (1) 0o0o000000000000a0
oooooooo00O00O0ooooOoOoOoOooOOOOOOOO0OD0O0O0DO0DOoOoOoOoOOoOOO
000000000 000000 2000000 (we) are thinking of you on this special
occasion. 0 000 OO Form Letter No. GR-300 (p. 448) 00 30 000000000000
O00O With my best regards, 0 OO0 OO0 OO OO With warmest personal regards, 0 O O
ooo0o0o0000000000D0oooOoooOoOOO0O0O0DOD00D0D000DO0DO0DODOooOOODOOD
oooooooooooo
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Form Letter No. AP-100

Dear ......:

I am writing this letter on behalf of (1) Mr./Ms. ................. S e
(2) Mr./Ms. ............. is scheduled to visit (3) ......ccccevveerviinieniecneennnens on business
(4) in/at; on or AYOUND ...cvveeviriiriiiiiec , and wishes to call on you at your

office on that occasion.

The primary purpose of 5) his/her visit is to

(6) oo
he/ she will be arriving in (7) .........c.cccceeeee (8) on [or around] .....ccceevvirieriennenns
and stay there (9) for [about] ..........ccccciiiinne. [[ and I will contact you

again as soon as his schedule is confirmed].

In the meantime, it would be very much appreciated if you would kindly ar-
range to meet with him/her either on (10) .........ccc...... OF eieiverenienneennen ,
whichever is convenient for you. If neither is convenient, could you please
suggest an alternative date by return fax.

I wish to thank you in advance for your kind cooperation in this matter. (2)
Mr./Ms. ... is eagerly looking forward to meeting you in (7) .....................

Sincerely yours,

Oooooooooon

(1) ODooobOoOoooOooOooO0oOooOoO0oOoOO0OO0ObOObOO0OO0OOO0O0OOCOO0OO0ODOOOO0O0O0O0
0 O0Oe.g. Mr. John Doe, Director of the ABC Company; Mr. Taro Yamada, our Manager in
charge of overseas operations, etc.

2 OO0O0OO0O00O (surname)J 000000

@) 0DO0OO0OOO0O0OO0OOOOOOOODOOO0OO0O0O0O0OOe.g.theU.S,; New York, etc.

4 0OO0OO0ODOOO0OOOOOOOOOOOO0O0O0AO0 CEe.g. in the beginning of July; at the end of
this month; on or around April 1, etc.

() DOooOOooOoOooOOobOOboO0OOO0OOOO0O0OO0O0OO0OOO0OO0DOCO0O00OB00O0B0O0
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000000000000 00000000
() DOOOOOOOOOOOOOOOCOOOOOOOOOOOOO
(7 O0OO0ODOOO0OOCOOOOOOO0O0OO0DOe.g New York; London, etc.

() bDOooOoOoOOooOooOooOoOooOOooOOOOboO[...)ODOobOOOOOO0O0OO0O0O0O0O000O0
gooooooooo
(99 booooOooooOooOoOooOooOOooOOf...)b0bobOOoOOoDOODOOOO0OO0ODOO000

goooooooo0o0oOooooooooooon
(10 OoDO0DO0OO0OO0O0O0OO0OO0O0OO0OODO0O0OODODOO0OODOOOODODOOOO0OOODOO0OO0OOD
0000000000000000O0000e.g. (either on) July 22 or 23; (either on) the
morning of April 1 or on the afternoon of April 2, etc.
gooooo
[OP-109] I am writing this letter on behalf of Mr. Taro Yamada, our Manager in charge of
overseas business operations. Mr. Yamada is scheduled to visit the U.S. on business at the end
of this month, and wishes to call on you at your office on that occasion.
[MP-104] The primary purpose of his visit is to discuss with you in person some of the unset-
tled issues of the proposed joint venture project. He will be arriving in New York on or
around July 20 and stay there for about a week, and I will contact you again as soon as his
schedule is confirmed.
[MP-106] In the meantime, it would be very much appreciated if you would kindly arrange to
meet with him either on July 22 or 23, whichever is convenient for you. If neither is conve-
nient, could you please suggest an alternative date by return fax.
[CP-085] I wish to thank you in advance for your kind cooperation in this matter. Mr. Yamada

is eagerly looking forward to meeting you in New York.

oooooooo

[OP-109] OO OOODOOOOOOOODOOODOOODOOOODOOODOOODIOOO
gL OO O
googo

[MP-104] OO O0OO0O0O 1000000D000O0O0OO0O0OOO0OOODODDOOODOOODOODOD
oo Uomoo 7o 20000 DOODDDOO
goodododododool bbb bODbOODbDbOUDODObODOO
ooooooooo

[MP-106] OO OOO0OOOODOOODOOOD 7O 2200 230000000000000
goddddoddddoododooobdoooboboUobLoUUbbLbbUobLbbOo
gojdddoooooooooooooooooboooobooo

[CP-085] DO ODUOO0ODOOOODOOOOODOOOOoODbO0OOoOObOOoOooODOooooDOO
oo ooooboooo

oo oooooooboo 1 ooboooOo 1
OO0O0O0OOOOamscheduledtovisit... OO0 O0O00O000O0O0OO0OOOOOOOOOOOO
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00000000 00000000000000000 beODDOODODODDODOOOOOON
behalfof 00 .0 000000000000 000O00O0OCOOOO0O0OOO Form Letter No.
CL-500 (p. 366) 0 0 O Form Letter No. RC-300 OO OO0 OO (p.395) OO O (be) scheduled
todo 00 ..00000000..0000000000000CO0OO0Oe.g. The train is scheduled to
arriveat5:00 pmO 00000005 0000000000000 000O00O (be) scheduled
fordate/time 0000000000 O0000O0O0DOOOOOOOOO..0000000O0OOO
00000000 e.g The meeting is scheduled for Friday (for 5:00 p.m. on Friday). 00 0O
0000000000000 5000000000000call on (sb [at a place]) O visit O
O0000Ovisit 0000000000000 000000000000O0O000O0
02000000 The primary purposeof... 00..00000000000Opurpose O
0000 reason 00000000000 The primary reason for... 00000000000
000 [MP-105], p. 523 0000 DOOOOOOOO0OO0O0OOOOOOOO [MP-104] O
oo0oo0o0oo0o000000000D0oooooooOOOO0O0O0DOD00D000D0DO0DoDOoOooOODOOO
0000000000 discussd 0 00O OO O some of the unsettled issues of the proposed
joint venture project 0 0 0 0 0000000000000 00O0O00O0OOOODOOOODOODO
ooooooo

discuss 0 0 00O discuss sth (withsb) D0000..00000000C0OO0Odiscuss about
sth0O0O0O0000000000Odiscuss000000O0O0O0O0O0DODOO0O000O0O0O0OOOO
0000000 (argue)J 00 000O0O0O0O0O0O00OOOOOOOOOOOOOOOOO0 2
oo (¢ 0 (9 ooooooooooooooooooooooooOoOoD [...]00000
OO0O00OO0O0O0000OwillbearrivingOOOOODOOOOOODO Form Letter No. SL-200 O
000000 (@p.301) OO0

03000000 Inthemeantime 000 0000000000000 O0OOOOOOOO
000000 Form Letter No. CL-400 (p. 364) O O O appreciate 0 0 0 O O Form Letter No.
TK-200 O000OOOD (p. 427 O0O0O(Q0) ODDODOODOOOODODDODOOODODODOOOOOOO
O000O0O0O0oo0oooooooon ... either on July 22 or 23, whichever is convenient for you.
oo0oo0o0o0000000000o0oooooOO0OOOO0O0D0D0DO00D0O00DO0O0OOoOooOOOODOO
00 ...either on July 22 or 23, between 1:00 p.m. and 3:00 pom. DO 0000000000
either on the afternoon of July 22 or on the morning of July 23 00 0000000000 COOOO
00000DOOneither (AnorB) O both(Aand B) D0 O0O0000OO0ODO..0000000
0400000000 wishO wantOOOODOin advance 000000000 O0O0OOO
0000000 Thank you in advance. 000000000000 0000O0O0O0O0OOOO
OO00OO0OO0O0O0O0OOO0OO0OO0OR. L Shurter OOOOOO0OOO0OO0OO0O “. .. Poor psychology
because it antagonizes the reader by too obviously assuming that he is going to do what you
want him to.” (Effective Letters in Business. p.62) 00 000000000000 O eagerly O
ooo0ooooooo0oo0000.0000000000000000000000000 20
030000000000000000000000O0DO0DO0D000 [MP-108] (p.523) ODOO
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Form Letter No. AP-200-A

Dear......:
Thank you for your e-mail of (1) .....ccceeiiiiiniinins I'm glad to know that you
are coming to (2) .......ccceeiiiiiiiiiiiiiinn Please [confirm by e-mail the date

and time of your arrival, and] let me know  whether

I'm looking forward to meeting you soon.

With my best regards,

ogoooooooooo

(1) boooOoOoooOOO0O0O000000000O0O0O0O0O0O0O000000000

(2 DOOOOOOOOODO0O0OOODOOOO0OOOOO0OODODOeg New York; Tokyo, etc.

3y ODOOOOOOOOOOOO0000O0O00O0O0O0O0O0O0O0O0O0O0O00[...]000000
ooooo00ooooooo00o00ooooOoOo0O000oDooOoOOObOO0DOoDoDoODOO0O0D0O0

oooooo

[OP-110] Thank you for your e-mail of July 10. I'm glad to know that you are coming to Tokyo

next week. Please confirm by e-mail the date and time of your arrival, and let me know

whether hotel reservations are needed. I'm looking forward to meeting you soon.

oooooooo

[OP-110]70 100 000000000000 0OOOOOOOOOOOOO0O0O00O000000O

0000000000000 0DoooooooOOO0O0O0D0D000D000D0D0DOoDOoOoOoODODOO

ooooooo00000oO00oO0oOoOoOoOoOoOoOoOO0oo0oOOOoo0oO0ooooooaoaon

-0000000000000C0O0DO0O000000 AP-200-B O0OO0C0OCOODOO
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Form Letter No. AP-200-B

Dear......:

I'm writing to confirm that (1) I/ Mr./Ms. ....ccocceeeveecncnnenn. will be arriving at
(2) oo, ON (3) wovvvviiiiiiiicecee at (4) oo
ON v S e

I would very much appreciate it if you would kindly reserve a room for (5)
me/him/her/them at (6) ..c.ccevveevveenveerieenienicneenens for (7) evveeneniencccene from
(8) oo [, if possible]. Thank you.

With my best regards,

ooooooooooo
(1) boooooO0OO0DOoO0oO0oOOO0O0O0O000 1000000000000 Mr./Ms.O O
ooooooooo0o0O0000oooooooooooOoOoO
(2 O0O0O0O0O0OO0O0O0O000O000A0Oe.g. Narita Airport; Kennedy Airport, etc.
3) OOO0ODOO0O (Flight Number) 0000000 e.g. (on) JAL-205; KAL-107, etc.
(4 ODOOOOOOOOOOOOOO0OOOOOOOOOOOOOOOOOOODO0OOeg. (at)
10:30 a.m. on Monday, April 5; (at) 19:35 local time on Tuesday, March 10, etc.
(6) ODOoOOOOOOODODODOODOOOOO
() ODOODOOOOOOODOOOOOOOOOOOOOOOOOOOe.g. the ABC Hotel; the
New York Hilton [Hotel]; a first grade hotel; any hotel close to your office, etc.
(7 O000O0O0O0O0O0O00O0O0O00O0OO0AO0e.g. three nights; six days; one week, etc.
8 000000 1000000000000e.g. April5; March 10, etc.
oooooo
[OP-112] I'm writing to confirm that I will be arriving at Kennedy Airport on JAL-205 at 11:30
a.m. on Saturday, July 20. I would very much appreciate it if you would kindly reserve a room

for me at the New York Hilton for three nights from July 12, if possible. Thank you.
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oooooooo

[OP-112] ODOO70 2000000000 11000 JAL-20600000000000000OO
goooooooobobobbbobbobobbbb7b12000300000oboo0oboOoOoboOboOO
ooooooooooo

OO00000OForm Letter No. AP-200-A 00000000 O0OO0O00O0O0O0OOOOOOOOO
ooo0o0ooo0o0O0000000oO0oO0oO0O0oOoO0oO0OO0O0OO0O0O0O00O000o0ooooooOoooOo0On
ooo0o0o0o000000000oooOoooOO0OOOO0O0D0O0D00D0O0D0DO0DOOoOOoOOOOODOO
0000000000000 00 emaild faxO0OOOOOO00O0O0O0OOOOO0OO0OOOO
ooo0o0oo000000000000000000O0O00000000000000O0 300
O[...]0000000000000O0O

00O0rrm 00000000000 OOOOOOO000O0O0O0O0O0OOOOOO0O0O000O0
000000000000 00000000000000 I'm (I am), I'd (I would), I'll (I
will), I've (lhave) 0 00000000000 OOOO0OOOOO0O0O0O0O0O0O0O0OOOOOO
ooo0o0o0000000000oooOoooOO0OO0OO0O0D0D0DO00D000DO0DOoOoOooOOOODOO
0o0oo0@ 0ooooooo0Oooooooo0ooooooooOO0OoooooOoOoboOooo
O [OP-110]0 0 (... whether) hotel reservations are needed. 000000000000
0 Owhether) I/we should reserve a room at a hotel for you. 0 O 0 (whether) you want me to
make hotel reservations foryou. 000 0000000000000 O00O0O0OOOOOOO
0000000000000 (whether) you would like me to pick you up at the airport. 0O
oo

Form Letter No. AP-200-BO0 00000000000 O0O0O0O0O00O0O0O0O0O0OOOOO0N
00000000000000000000000000 I'm writing to confirm ... 0000
ooo0o0o0o00O00000000000000000O0000000000000O0O0O0O0O0O
000000000 0000000 I'm writing to inform you that . . . 000000000
O0O0O0O0OO0OO0O0OC00OC0CO0O000 Form Letter No. AP-100, p. 410 O O O O appreciate O O O
00O Form Letter No. TK-200 000 0000 (p.427) OO 0Oreserve 00 ..000000000O
00000000000 00000000000000000020A0 reserve aroom at a hotel
00000000 reserve 00000 bookOOOOOOO0O0O0O book OOOOO0OOOO
00000000000 00000000000000000000O00000 DO (Kennedy
Airport)0 0000000000000 O (the New York Hilton [Hotel])O

ooo0oO0o0o0oO0oO0oO0oooooOoOooOO0OO0OO0OO0O0O0OO0O0O0OO0OoOoOO [OP-111] DO O
[OP-113] (p.493) OO OOOOOOODOOOOOOOO0 WeD 100000000000COO
0O be 0000000000000 O0O0OOOOOODOOOOOOO0OOOOOOOOODOOO
oooooooo0000DO00o0oooOoOoOoOoOOOOOOOO0OO0DO0OO0OOODOOoOOOOOOOO
ooo0o0o0000000000000000O000O0000000000000O0O0O0O0O0O
0000000000000 0000000000000000D000000O0RCVYD (re-
ceived)d PLS (please)d CFM (confirm)d WZH (whether) 0000000000000 OOO
ooo0o0o0000000000oooOooooOOOO0O0D0D0DO00D000DO0DO0OOooOoOOOODOO
ooo0oo0ooo000000000o0oO0oO0o0O0OO0O0O0O0000000000000O 400000
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Form Letter No. AP-300

In my previous (1) e-mail/fax I wrote I was coming to (1) .......cccceceeviniiiiinnne.
(2) st But I'm sorry I have to cancel the appointment,

Thank you.

gooooooooboo

(1) cooooOooOooOooOoOoOoOOOOOOOOOOOCOOOOOOOOOOOOOO0O0OO0
gooooooooobobooobo

2 OD0OO0ODOOO0OO0OOO0OO0O0O0O0DOO0AO0e.g. Tokyo; Osaka; your office (in Osaka), etc.

(3 bDOOOOOOoOoOOOOOOOOOOOOOOOOOUOOOOOOO

4 OOOOOOOOOUOOOOOOOOOOOOCOOOODODOODOOOl...]OOD0OO
goooooooooooooooboobooboobODbODbObODbODbDbDbODbDODbODbDbObODbDbODbOn
gooooooooooboo

gooooo

[OP-114] In my previous e-mail I wrote I was coming to Osaka tomorrow afternoon. But I'm

sorry I have to cancel the appointment, because this morning I was told to attend a board

meeting to be held tomorrow at the head office.

[CP-086] Will you please let me know if my visit can be rescheduled for the afternoon of next

Thursday or Friday, whichever is convenient for you? Thank you.

oooooood

[OP-114] OOO0OO0OOOOO0OOODOOOODOOO0OODOOOODOOOOOODODOOODOOOOD
gobooooboooooooboboooboooboooooooobobooooboooobOooobooo
goboooobooooooooooon
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[CP-086] COOODODOOODOOODODOODODOOCODODOODODODOOODODOODODOOODOO
gjdddoooooooooooooooobooooboo

gooooooo0oOooooO0OoOooOooO0OoOooOoOO0OooOOOO0OoOOoOOOooOOooOoooon
ooo0o0o0o00O00000000000000000O0O000000000000O0O0O0O0O0O
oooooo

0100000000 ¢ oooooooooooooooooooooooooooooan
0000000000000 00000000000 because 0000000000000 0OO
OO0Obecause 0000000000000 OOOOOODOOO00O0O0O0OOOOOOOOO
ooo0o0o0o00O00000000000000000O0000000000000O0O0O0O0O0O
ooo0ooo0O0000ooooOooooooooon

0200000000000000000000000000O0C0O0O0O0O0O0O0O0000O0
0100 Wouldyouplease... 00000000000000000O0O0O0O0O0O0OOOOO
000000 Letmeknowif... 0000000000000000000 if O whether O
0000000000000 D0000000D000D000000if 00000 whether OO
0o0o0o00o0ooo0ooo000oO0oO0oo0Oo00O0000DooD 0000000000000 0o0
whether 00000000 Please let me know whether hotel reservations are needed. 0 0 O
000000 whether 00000 if000000O0O0O0DO0O0D000O0O0O0OOOOOODOOO
O0000000000000O000000U0Oreschedule O “re (=again)O schedule” 00O O
ooboooooooooooooo

(be) scheduledfor... 000000000000 ODOODOOOOOO..000000000O
000..0000000000000000000000000  Form Letter No. AP-100 O
000000 (p.411) 0000000 whichever is convenient for you. 000000000
O000C0C000000000 Oconvenient 0000000000000 QO OPlease let me know
whether this is convenient for you. 0 0 O Please let me know whether it is convenient for
youtodosth. 00O OOO0OO0O0OODOOOOO O OPlease let me know your convenience. [sic)
ooo0o0o0000000000oooOoooOOOOO0O0D0D0DO00D000DO0DOoOoOOooOOOODOO
000000000030 pp.204-2056 OOOOOOO

0000000000 000000000000O0D0O00000000000O0O0O0O0O0O
0000000000000 00000000 40000000000000 pp. 284-2850
ooo
[OP-115] Arriving at Shin-Osaka Station at 5:30 p.m. Unable to make it for the proposal meet-
ing, but hope I can see you after the meeting. My apologies! 0 0000 5000000000
ooo0o0o0000000000000000O0000O0O000000000000O0O0O0O0O0O
oooooo
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Form Letter No. AP-400

I'm planning to visit (1) .......cccceeiiiiinnne (2) next week/month; in ..............c.......
on a business trip, and would like to reserve a room at your hotel for
() I nights from (4) ......c.cccceeeeeiies

I'm sure you will be quite busy at this time of the season, but I'd very much
appreciate it if (5) .....ccoiiiiiiii
I assume that the rate for (6) ......ccccccovverveneennenne. is around (7) ....cccoceevueenneene per
night, but I think I could go a little higher than this.

Hope to receive your confirmation of this reservation by fax (8) before/by .........
.......................... , if possible. Thank you.

Sincerely,

goooooooooo

O000000000000O00000000A00e.g.theU.S.; Canada; New York; London;
etc.

000000000000 e.g. next week; next month; in April/May, etc.
0000000000000100000000000000000000000e.g. three;
four; five, etc.

O1000000000000e.g. April1; May 10, etc.,
goooo0oooO0oOooo0oooOo0ooooOoooOoOooOoooooooooooooo
goo0ooU0oUoUooUooUooUoOooOoo

0000000000000 0000000Oe.g. asingle room with bath; a double-bed
room; etc.
1000000000000000000e.g.$200; US/CN/AU/HK $200, etc.
(400000000000 000000000000DDOOe.g. before April 1; by March
31, etc.
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gooooo
[OP-116] I'm planning to visit New York next month on a business trip, and would like to
reserve a room at your hotel for five nights from July 1.
[MP-109] I'm sure you will be quite busy at this time of the season, but I'd very much appre-
ciate it if I could have a room on the ground floor. I assume that the rate for a single room
with bath is around $200 per night, but I think I could go a little higher than this.
[CP-087] Hope to receive your confirmation of this reservation by fax before June 10, if possi-
ble. Thank you.

gooooooo
[OP-116] DD D OODDOOOODOODODOOODOO7D 10 ODO50000000000
gooooooooooo
[MP-109] OO OO0O0OO0O0OO0ODODO0OO0OO0ODOOODOO0OODOOOObOOO0O10000D0O0O0DOO
gooooobooooooooboboobobboooboOooobo1b20000000D0000O0
udddodoooooooooooo
[CP-087] DODOOO0ODOOOOOOODOOO 60 100000000000 DOO0O0ODOODOO
ogo

0000000000000 U00o0oU00oDOU0UOoDU0OO0DU0OO0DOD0OO0DODUODODODOOOUODOOOn
ooo0oo0oo0oU0oU0ooU0oO0oOoU00oU0OoU0oD0O0U0oDU0ODO0OoD0OODUOOoUOOOoDOooDO
0000000000000 00000000000000 Form Letter No. AP-500 O O OO

01000000 onabusinesstrip DO0OO0OO00OO0OO0OO0OO0OO0O0O ona pleasure
tip 0000@G)O0 100000000000000000080 (for) the night of April1 OO
odddOd0O0Oreserve DODODODODODODODODODODO reservationd O

02000000 GoO000O00O0OO0O0OO0O0OO0DOOOOOODOOOOOOOOOO0O
OooooooOooooOoooooooooooooong ... if (501 could have a
non-smoking room; a room with an ocean view; a room on the ground floor; a double-bed room with
bath,etc. 0000000000000 Ymsure (thaty ... 00000..00000000
00000TIdvery much appreciate itif...0.000000000000000O0000O0O
O00oO00oO00oooOooOoOoord 0 Iwould 000 Ishould O00O0O O0appreciate O
O0O0O0OC0O0OO0O0O0O0C00O Form Letter No. TK-200 DO OO0 0OO (p. 427) OO O assume O
o0oo0oo0oo0oU0ooO0..0o0Q0..00000000Orate DODOOOOOOO

03000000 Hopeto... O Thope O 1 00000000O000DODOOOOOOO
0000000000 I'm0O I'd DO00000O (contractions) 00O O0O0O0O00O0O00OO
0000000000000 000o0o0oOo0ooOoOoOogOifpessible 0000000000
0000000000000 U0O0U000DO0D0DO0U0DODU0DODU0ODO0DODUOODUOOUOOUOOO
00000000000 byJunel0 OODOOO0OO0OOO0O0CO0O0O ifpossible OOOOOOO
0000000000000 00000DO0O00DO0O0O0OO0O0oOO0 ifitis possible at all.
0000000000 Thankyou. 0000000000 Form Letter No. IN-10000 00O
OO0 (p.-431) ODO

420



Form Letter No. AP-500

Dear.....:

Thank you so much for your fax of (1) ....cccceeeenins As you requested, we
have reserved (2) ...cccccovierienieiienieicice e for (3) .cooverenne nights
from (4) ...c..coeeeeeei, at (5) . per night [plus (6) ....... % consumption tax].

Please note that the reservation will not be confirmed until we receive one
day’s room charge in advance. May I, therefore, suggest that you send us a
bank draft in the amount of (7) ............... If you prefer to pay by credit card,
simply fill in the attached form and return it to us [either] by fax [or mail].

Thank you again, (8) Mr./Ms. ........ We are looking forward to having you
with us soon.

Sincerely yours,

goooooooooo

00o0o0ooU0oUoOU0oUOoUOUDOU0OO0OUDDOO0DDOUODOUODUODUODUODO
00000000000 0000000000000000O00000Oe.g. a non-smoking
room; a room with an ocean view; a room on the ground floor; a double-bed room with
bath; a single room at the City Hotel, etc.

O00000000000e.g. five (nights), etc.
0000000000000 000Oe.g. April 1, etc.

100000000000 0e.g.¥20,000; $200; US/CN/AU/HK $200, etc.
goo0ooUooUoUooUoUoUoOUOOdl...]O000Do0O00DO00DO0DOO0DO0O0OOODOO
O0000000000000000eg.7(%);10 (%), etc.

00000000000 100000000000000000O0O0OS000000A0
oooooo

0000000000000 000O0000O0e.g. Mr. Yamada; Mr. Doe, etc.
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oooooo
[OP-117] Thank you so much for your fax of April 10. As you requested, we have reserved a
non-smoking single room for five nights from May 1, at ¥20,000 per night plus 7 % consump-
tion tax.
[MP-110] Please note that the reservation will not be confirmed until we receive one day’s
room charge in advance. May I, therefore, suggest that you send us a bank draft in the amount
of ¥20,000. If you prefer to pay by credit card, simply fill in the attached form and return it to
us by fax.
[CP-088] Thank you again, Mr. Doe. We are looking forward to having you with us soon.
oooooooo
[OP-117] 40 1000000000000 00O0O00OOOCOOOOOOOOO5010005
0000000000000 000000000000000000O0O0 1020000000
0oo07000000000000000O
[MP-110] 000000000000 0OOO010000000000000000000020
ooo0oo0oo0oo00000000D0ooooooooOOO0O0O0D0D00D0D000D0D0DDOooOooOoOoDOoDO
ooooooo0000O0oooooOooOooOOOOOOODODO0O0DO0DOOOoDOoOOOOO
[CP-088] OOOOOOOOODODOOO0OO0OO0OOOOOOOOOOOOO0O0O000000

OO00000OForm Letter No. AP-400 0000000000000 0O0O0O0O0OOOOOOO
0000000000000 010000000000 Thank yousomuch... O so OO
0000 veryOUOOOOOODOOOOOOOOOOO consumption tax DOOO0O0O00OO
ooooooo

02000000 Pleasenotethat... 000000000000 0000O0OOOOOOODO
000000000000 0000000000000000000confirm O00...0000
(firm) 00 0000O0Ocon->com- 000000000000000O0O0ODOOOOODODOO
ooooooooooooooOoOoOoOo0o0o0o0o0O0000C0000O0OO0OOOO0OO0OO0OO0OOOO0
0000000000000 O0OMaylIsuggestthat...(?) 00 ..0000000000000O
O0000000Othat OO0 suggest that you shouldsendus ... 0 should O0O0O0O0O000O
000000000000000000 that 0000000000000 OO0OOOOO0O
O0000@O00000mMOGhuggest D OMOO000000000MMOOOO suggest
sbtodosthOOOOOOOOODOO suggest that you (should) do sth D000 OO in the
amountof ... 00 .. 000000000000 for0000000ODbankdraft 00000
0000000000000 0000000Ifyouprefertodo D000 ...00000000
000000000 Oprefer O prefer to do; prefer doing; preferthat... 00 O0O0000000O
fill in the attached form 00 0000000000000 00OOOOOOO

0oo0oo0000000000000000000000000000O0O0O0O0O00000
000000000000D0000000000 2000000 2000 3 000May ],
therefore, suggest that you fill in the attached credit card payment form and return it to us by
fax at your earliest convenience. 0000000000000 O0O0O0OOOOOOOOOOO
00000 Form Letter No. OR-200 (p. 334) 0 OO
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Form Letter No. TK-100

Many thanks indeed for the hospitality you extended to me while I was in
(1) e It was a real pleasure to meet you and your associates, and I
must say that my visit was most successful.

Once again, thank you very much for everything you did for me to make my
trip to (1) oo both enjoyable and fruitful. I certainly look for-
ward to an early opportunity to reciprocate your kindness.

With my warmest personal regards,

[P.S.: I sent you (3) a small gift by separate mail today as a token of my ap-
preciation. I hope you like it!]

goooooooobooo

1)

@)

oooooo0000o0o0oO0oO0oO0OO0O0000000000DO0D0D0000000000O
0O000000Oeg. New York last week [to do sth; for the purpose of doing sth], etc.

ogoooooooo0o0O000000o0000oOO000000000000080 100
00000000 myvisitwasmostsuccessful 00000000000 00O0O00O00O00O
oooooooooon
ooooooo0o0o0000000D0oooo0oooooooOo0ooDOOO0OO0O0DOD0bO0O00DO
00000000000 asmall gift 0000000000000 OOOOOOO0O00OO
ooooooooo0o0ooooooooooooo

gooooo

[OP-118] Many thanks indeed for the hospitality you extended to me while I was in New York

last week. It was a real pleasure to meet you and your associates, and I must say that my visit

was most successful.
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[MP-112] Now that we have resolved some of the major issues, I believe that we can soon sign
the contract and commence the project by the end of September.

[CP-089] Once again, thank you very much for everything you did for me to make my trip to
New York both enjoyable and fruitful. I certainly look forward an early opportunity to reci-
procate your kindness.

[CP-090] P.S.: I sent you a small gift by separate mail today as a token of my appreciation. I
hope you like it!

obobooooDooog

[OP-118] DO OOOOOO0OOOOCOOOOOOOOOOOOOOOOOOCOOOOOOOOOn
gobooooboooooooboodooboooboooobooooboooooooooagooaa
goooooboooood

[MP-112] OO0 0000000000 O0O0OO0OO0O0O0O0O0OCOO0O0O0O0O0OO0O000OOO0O00O0
goooooosyooboooooboooobOoooboboOooobobooobooooboooon
[CP-089] ODODOUOOOOOOOO0OOO0OOOO0OOO0O0O0OOODOOOOO0OOOOOOO0OO0
gooooobooooboooobbooobooobooooboooboobooobobobOoooboDoo
goooooboooooooooooo

[CP-090] ODOOOOOOOOOOOOOO0OOOOOOOOO0OO0OOO0OOO0OO0O0O0O0O0OO0OO0
goooooboooooooao

O00o00oo0oo0ooo0oo0ooooooU0ooO0ooU0oOUDOooOO0oLO0ooOUOooOoDOODO
O0O00001000000 Many thanks... 0 Thankyouverymuch... 00000000
O000C0C000O0000000 Iwish toexpress my sincere appreciation for ... O Please
accept my sincere appreciationfor... D00 OO0 Oindeed OO0O00O0000O0O00O0OO
00000000000 0000000C00000000000OOhespitality D0O0O0000O
Oopooooo0ooooOoooooOooO100000000000O000O0O000O [OP-119]
OO0 [OP-127] (pp-494-495) 0O 0O OOOOOOO0OOOO[OP-125] OO [OP-127] O OO
oopoooooooooooooo
0200000000000000000000000000000000000C0O00OAO
oooooooooooo0oo0oo0oO0O0OO0OoO0O0oO0obO0ooOobOO0OoOOoO0oOooO0OoO0n
[MP-112]0 O Now that..., SOVO O OOOOOOOONowthat... DO000O0...0000..0
O000o..00000000Sinced 000000000000 OOOOOOOOOOOOO
Now that 00 0000000000000 000O0000O000OOOO0DOODOONow that
we resolved some of the major issues, I believe . . . [sic] 00 0000000000000 O0OO
0000000000 sinced O OO OSince we resolved some of the major issues, I believe . . .
000000 200000000000 [MP-111] O [MP-113] (p. 524) OO OOOOOOO
oooooo0ooo0ooo0oO0oo0 2000000000000000000 3000000
reciprocate 0 reciprocus (= returning) 000 00000000000 O0O0OO0OOCOOO
00000000 Oreciprocate your kindness 000 00000000000 O00O0O0O00OO
0000000000000 00000 asatokenof 00 ...000000000ODO
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Form Letter No. TK-200

LR [FHETOSA TSI EESELHSICHLALZERS]

Thank you very much for the time you spent with (1) me/us during my/our
recent ViSit tO (2) .ccocvevviriiiiiiiiiececc e (38) The meeting/meetings
I/we had with you was/were indeed enjoyable and rewarding.

And, as a result, I/we now believe that ..........cccccceiiiiiiiiinii e

.................................................................................................................................. 1.

I would like to thank you again for all the help and valuable advice you have
given me/us, and I/we hope to be favored with your continued support in the
future. With my deepest gratitude, I look forward to seeing you again soon.

Sincerely yours,

gooOoooooooo

(1) DOoooOoOoooOooOOoO0O0OOooOO0O0ooOOooOooOoOoooOooon

(2 DOooOOoOoOOOoOoOO0OO0OOOOO0OOOO0O0OO0OO00O0O0O0O0O00O0O0O00O0000
O000000000000000C000DO0D0O0O0OO0Oeg New York; the US.; your of-
fice/ factory/laboratory/etc. in New York, etc.

(3 ODOOOOOOOOUOOOOS3OUOO0OO0OOOOOODOOOODOODOOOOOODOODn
g0o0o0ooU0oUoOU0oUOoUOUDOU0OOoUDOO0DDOUODOUODUODUODUODO

e.g. The meeting I had with you was . . . ; The meetings we had with you were . . .

4 0D0OO0DO0OOOOOOOOOOOOOOOOOODOODOOODOOOOOOODOOOOO
gooU0ooO0o0oU00oU00o0oo0oU0OoU00oU0ooU0oUOooUooOUoooD10oUooOooDoo
0000000000000 00O00000O00O000D0D0DDO0O0ODO0DOO0ODO
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oooooo
[OP-128] Thank you very much for the time you spent with me during my recent visit to New
York. The meetings I had with you were indeed enjoyable and rewarding,.
[MP-113] It was particularly fascinating to hear how you analyzed the nature and extent of all
the major causes of the problem we have been up against at Japan Trading for the past several
years. You not only helped to clarify several important points which I had missed, but also
pointed out some possible solutions to the problem. And, as a result, I now believe we should
be able to come up with a workable solution sooner or later.
[CP-094] I would like to thank you again for all the help and valuable advice you have given
me, and I hope to be favored with your continued support in the future. With my deepest gra-
titude, I look forward to seeing you again soon.

ooooooono
[OP-128] OO OOOOOODOODDOO0O0O0DODOODOOOODODOOOODOOODOOODOODODOO
ooo0oooo0000000oO0oO0oOoOoOoO0oOoOooOo0o0o0o0o0n
[MP-113] O0O0OO0O0OO0O000O0O0O0O000ODOODOO0O0OOODOOOOODOODOOOODOD
oooooooo00O00oO00ooOooOoOoOoOoOOOOOOOO0O0O0OO0DO0DOoOoDOoOoOOoOOO
ooo0o0o0o000000000000000O0O00O0000000000000O00O0O0OAO0
oooooooo00O00oO00ooOooOoOoOoOoOOOOOOOO0O0O0OO0DO0DOoOoDOoOoOOoOOO
oooooooO0000O0oO0oooOoOoOoOoOoO0o0ooo0o0O0oOo0ooooooon
[CP-094] O0OOOOOOOOOODODO0O0ODOOOOOODOOOOOOODODOOODODODDOO
ooo0o0oooo00000000oO0oO0oO0o0oO0oOoOO0OO0OO0OO0O0O0000000ooooooOooOo0On
ooooooooooooa

000000000 Form Letter No. TK-100 00000000000 TK-100000 TK-2000

00000 1000000000000000D0 2000000000000000000O0

ooo0o0oooo0000000O0oO0ooOoO0oOoO0oO0oOO0OoOoOO0O0O0O000000oooooOooOon

0000000000000 0o0ooo0oo0oo0O0100000000000000000O0DODOOO
020000000000000000C0C0O0O0O0O0OO0O0O0O0O0O0O0O0OOOO10000

0000 enjoyable and rewarding 00 0000000000000 O00O0COO0OOCOOOO
oooooooo0000O00ooOoOoOoOooOoOoOOO0OOOOO0OO0DO0OO0DOODOoOoOOOOOOO

oooo0ooO0oo0O0o0oO0ooO0oOo0O0oO0O0ob0 1000000000000000C0O0O00O0

[MP-113] 000D O0O00O0OO0ODOO0O00OO0OOOOO0OOOOOOOOODOOOODOOOOOO

000000Form Letter No. TK-100 00 2000000000000 O0O0O00OOOOOOO

00000000000000000000O00000Ofascinating 000000000000

O (very interesting or attractive)D0 0 000000000000 O0O0O0O0O0O0O0OOO

particularly O Particularly, it was fascinatingto... D0 0000000000000 O00OO

00000000 Form Letter No. IQ-100 D00O0O0O0DO0O (p.303) OO0 With my deepest
gratitude, ... OO0 0O00O0Owith O0O0O0O00O00OO0O0O0OO0O0O Form Letter No. RP-100
0000000 (@p.309 00O
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Form Letter No. TK-300

Thank you very much for the outstanding help that I received during my re-
cent visit to (1) ..occovviiiiiiiiiienn I greatly appreciate the generosity that
was extended to me by everyone.

Please also convey my appreciation to [all the members of your staff, includ-
ing] (2) Mr./Ms. ......cccceeun. [, Mr./Ms. .....ccoceeuue.... ,and Mr./Ms. ... R

Hope to see you again soon.

Best Regards,

ooooooooooo
(1) OO0O0O0O00000000A0e.g. (to) your office; (to) New York, etc.
(2 DOoOooOoOoOooOoOOOOO0OO0000000O0O0O0O0O0O0O00000O0O0O0O0O000000
goooooooooooo[...]00o000ooOoOoOoOoOoO0OO0OOO0O0O0O0000O000
e.g. (to) [all the members of your staff, including] Mr. Doe and Ms. Joyce; (to) [all the
members of your staff, including] your secretary, Ms. Wong, etc.
oooooo
[OP-129] Thank you very much for the outstanding help that I received during my recent visit
to your office. I greatly appreciate the generosity that was extended to me by everyone. Please
also convey my appreciation to all the members of your staff, including Mr. Lee and Ms.
Wang. Hope to see you again soon.
oooooooo
[OP-129] 00D OO00O0O0OO0OOOOOOOODDOD00000O0D00O0O0OOODOO00DDO0
ooooooo0o0O00DO00oOoOooOoOoOoOoOOOOOOOO0O0O0DO0DO0DOOoDOoOOOOOO
ooo0o0o0o000000000000000000O0O000000000000O00O0O0OAO0
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oo0oo00oooo00oooOo0O00oO0oO0O00oooOO00oOOO000O0OO00DOODOOOO
0000000000000 Form Letter No. TK-100 00O TK-200 0000 O TK-100 O
TK-200 000000 20000000000000000000000O0O0O00O0OOOODO
oooooooo0o00o0oOoooooooooo

0000000000000 appreciate J thank 000000000000 O0O0O0O0OO
O appreciate 00 0000000000000 Oappreciate 100000000 O0O0O0O0OO0
ooo0o0o0oo0o00000O0o0oO0oOoOoO0oOoO0oO0OO0OO0O0O0O0O00O000o0oooooooOoOoOo0On
0 O really appreciate your help. 00 00000000O00C0O0O0O0O0O00O00O Thank you for
yourhelp. 0000000000000 0000C0O00O0O0O00OO0OOO0O Iappreciate you
for your help. [sic] O0O0O0O00O0O0O0O0O0OOQO I appreciate what you have done for me.
0000 TIappreciateyou. 0000000000000 O0O0OOOOOOOOQOO DOappreciate
000000000 I am appreciative of you for sth. 0000000000000 0000O
appreciate ] 0 0000000000000 00OO

1) appreciateD 000000

[0 O 1] Iappreciateyour helpO0 O ODOO0OO0OO0O0D0000000000O0O0O0O0OO0OOOO
ooooooooooo

[0 O 2] 1 would appreciate your help.0 0 0 0000000000000 O0O0O0OCOOOOOO
ooooo

[O O 3] I would appreciate your providing us with the above information0 0 00000 OO
oooooooooooooooooooo

2) would appreciate itD0 0 OO0 ifO

[O O 4] I would appreciate it if you would provide us with the above informationl] 0 0 0 O O
ooooooo0o0O00oO0o0ooooOoOooOoOoOOOOOOOO0O0DO0O0O0OOO

3) appreciate + that O

[0 O 5] Above all, we appreciate that over all these years, we have stayed like friends. (TIME.
March9,1992.p.34)0 0000000000000 00000O0O00OOOOOOOOOOO
0000000000 0oDooooooooOoOon

0000O0[00 1] O Thank youforyourhelp. 0000000000000 OOOOOO
Oo0o0o0000000000000000000...000000000000000000
000000 I appreciated your help. 000 0000000000000 O0O0O0O0OO0OO
00000000000000000002) 00000 appreciate 000 it0000000
00000000000 0000D000 0000000000000 D0 Iwilappreciate it
if you will provide us with the above information. 00 0000000000000 O0O00O0O
00000000000000000 will/shalOOOOOOOOOOOOO0 wilOOOODO
00000 willingness0OO0O03) D000 that0O0O0O0O0O000O0O0O0OO0OOOOOOOO
000000000000 00000000000000DB00O000 T've certainly gotten calls
and letters from people saying how much they appreciate the fact that I'm willing to stand up
and be counted. (TIME. July 6,1992) 00 00O that 0000 appreciate 100000000
oooooooooooooo
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Form Letter No. TK-400

Thank you very much for the stimulating and informative (1) lecture/ speech
at the (2) .cccooeenene seminar. Your (1) lecture/speech raised several very inter-
esting issues, and I received many phone calls the following day from my
colleagues saying that in their opinion it was the best seminar of the year.

With my deepest gratitude, I took the liberty of transferring (3) [an honora-
rium of] ... to your bank account (4) this morning/afternoon; yesterday.
Would you send me a statement of your expenses? We will reimburse them as
soon as we receive your statement.

Thank you again for all the efforts you put in to deliver such a fine (1) lec-
ture/speech, which really contributed toward a highly successful seminar.

Sincerely yours,

oooooooooond

(1) DOooo0oOoooOoooU0OooOoOUOoOU0O0OooOU0OoOOoUOoOOOOooDOOO

(29 ODOOOOOOOOOOOOOOOOOOOOe.g. (the) April1 (seminar). etc.

@ O0DO0OO0ODOOOOOOO0OOO[...]00000000000000O%.g.¥100,000 [after/ before

tax], etc.

4 OO0OO0OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO0OCO
0000000000000 000O00O0DOOe.g. this morning; this afternoon; yesterday;
on May 6, etc.

oooooo

[OP-131] Thank you very much for the stimulating and informative lecture at the May 4 se-

minar. Your lecture raised several very interesting issues, and I received many phone calls the

following day from my colleagues saying that in their opinion it was the best seminar of the

year.
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[MP-115] With my deepest gratitude, I took the liberty of transferring [an honorarium of]
¥200,000 to your bank account this morning. Would you send me a statement of your ex-
penses? We will reimburse them as soon as we receive your statement.

[CP-096] Thank you again for all the efforts you put in to deliver such a fine lecture, which
really contributed toward a highly successful seminar.

oooooooo

[OP-131] 50 400 0000000000000 000000O0O00OOOOOOOOOO0OO
oo0oo0oo0oo0o00000000D0ooooooooOOO0O0O0DOD000D000D0D0DOoDOoOoOODODOO
ooo0o0oooo0000000O0oO0O0oO0o0oO0oOoOoO0OO0OO0OO0O0O000000oooooOooooOoOn
oooooooooon

[MP-115] 000 O0000OO0OO0OOOO0OOOO[000]2000000000000000000
ooo0o0o0o000000000000000O0000O0000000000000O0O0O0O0O0O0
0000000000 0oooooooooOoOon

[CP-0%96] 00OOOOOOOOOO0O0O0O0O0OO0OO0OOOO0O0OOOOOOOOOOOO0O0O00O
ooooooooooooo

O0oo0d0oO0oooO0O0oO0oo0oo0O00oO0ooOo000O0O00000000000O00000O0000AO0
ooboooo0000000omoooomooooooo0ooooooooooooo0o0m
01000000100 stimulatingOOOOO0OOO0O0ODOOinformative J0000000O
000000000000 000C0000O0000000C0000O00A0speechd lecture O
ooo0o0ooooo00000000o0o0o0oo0o0oOoO0oooOO0O0o0o0o0o0O0O0000o0oooooaoan
ooo0o0o00000000000000000000O0000000 00000000000
0000000 0000000000000000000A0A00 Oraise several very interesting
issues 1000000000000 0O0O0O0O0O00O0OOOe.g. raiseaquestiond 000000
0 O O raise objection0 00000000

0200000000 Withmy deepestgratitude 0000000000000 O00OO
000000000000 000Cwith 00000000000 take the liberty of doing O
oooooo..00000ooooooooOooOoOo..00000000oooooooooOoo
O0000000000000000Chonorarium D000000000000O00O00O (honor) O
O000000000000000 (offered butnotclaimed) DO0O0O0O0000O00O0O00OO
OO0 pay an honorarium O 0O 0O O O O offer an honorarium 0O O O give an honorarium 0O O
0 Oreimburse 00 0000000000 OO 00 0O OWe will reimburse you (for) the expenses.
000 We will reimburse the expenses (toyou). D O0O0O0O000O

O03000000effort 000 ...0000000000O0O0000000O0O0O0O0O00O00OO
oooooooo0000O00o0ooOoOoOoOoOOOOODOOO0O0DO0OO0DOOOOOOOOOOO
0000000000000 0000000000000O000000e.g. make every effort
todosthd ..0000O0000O00O00ODOO0O0Omake an effort (or efforts) at doing sthO ...0 O
O0O00O0O0OO00CQCOOOputin serious efforts to dosthd ...0 00 00O OO O OO contribute
000000000000 000C0000O00000000C0O0 contributetosth D O0000O
0000 to 00000 toward O0O0O0O
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Form Letter No. IN-100

BAR (MEI%CHAAZBAL. BHEEETS]

Dear ......:

I take great pleasure in introducing to you (1)
MEJMS. oo ,

(2) Mr./Ms. .............. will be visiting (3) .......ccooovviiiiinns t0 (4) o

wishes to call on you for advice and information upon (5) his/her arrival in
(3) s (6) on; on or around; AUTING ........c.ccoeoviviiiiiiiiiiiiii e,

I shall be most grateful to you for whatever assistance you may be able to give
him/her when he/ she calls on you. Thank you.

Sincerely yours,

goooooooooo

1)

godboooboooboooobooboboobboboobooob oo boooboboo
0000000000000 Oeg. Mr. Taro Yamada, Managing Director of ABC Co. Ltd.;
Ms./Miss/ Mrs. Hanako Yamada, President of Japan-U.S. Business Association; Professor
John Doe, [who is] a renowned architect and a close friend of mine, etc.
O0000O0((ast name)J 0 0000000O0C0000O00O00OODOeg Mr. Yamada;
Ms./Miss/ Mrs. Yamada; Dr. Doe; Professor Doe, etc.
0000000000000 00000O0e.g New York; London, etc.
gobooobooooboooboooboobbUoobobUoobboUoobbogoo
gobooobobooobooobooboboooboboobobboooboooLoboboo
00o00o0ooooDooooooooo
OOoo0oo0o0ooOoOoO0oOoOooOoDooOODOOO0OO0O0OO0O0O0O00000A0Oe.g. onJuly4;

on or around July 4; during the first week of July, etc.
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oooooo
[OP-132] I take great pleasure in introducing to you Mr. Taro Yamada, General Manager in
charge of the project planning and development division of Land Corporation, Inc.
[MP-116] Mr. Yamada will be visiting New York to study the feasibility of starting a new
business in the U.S., and wishes to call on you for advice and information upon his arrival in
New York during the first week of August.
[CP-097] I shall be most grateful to you for whatever assistance you may be able to give him
when he calls on you. Thank you.

oooooooo
[OP-132] OO0OO0OOOOO0000O0O0O00O0O0OOO0O0O0O00000000000O0O00
[MP-116] O0OO0OO0OOO0O00OO0OO0OOOO0O0OO0ODOOOOOOOOOOOOOOODOOOODOODO
Ooo0o000000000000000008000100000000000000000
0000000000000 0DoOoO0ooOoO0O000D0D000000
[CP-097] O00O0OOOOOOOOOOOOOOOOOOOOOOOO0O000O0O00O000OOOO
0000000000000 0oo

ooooO0ooo0ooo0ooo0oooU0ooU0oDUOooDUOOoOoOoOOoOoOoOoOoOoOooOOOon
0000000000000 U0O0U0UO00DO0D0DO0U0DODU0DODU0ODO0DODUOODUOOUOOOOO
O000O000000000000000 [OP-134]0 [OP-135] (p.496) O OO

010000000 () 0o00ooo00oooOooo00ooOoOU0OooooOoooooOoD
ooooooooooUooUoooOooO0ooooUoUUooOUoUooOUooOUooOUoOUoOUoUooO
0000000 Mr Taro Yamada, Vice President of ABCCo.Ltd. 00 0O O0OO0OO0OOOO
000000000 Mr Taro Yamada, who... 00O O 0O 0O OMr. Taro Yamada. 0000 00O
O000OCO0OHe... 00OO0O00OO0O0OO0OOOODO O take pleasure in doing O (be) pleased
todo DO0OOODOOOO

02000000 000000000 to0O0O0O0OO0O0ODOOOOwill be visiting 00O
0000000000 Form Letter No. SL-200 00 0O O O O O(p. 301) O O Ofeasibility 00 O
0000000000000 DOafeasibilitystudyD 0000000000000 00O00OOOO
O0OO0OOcallonsb OO0O0O0OOOOOO0OO0OOvisit D0O0O00OO0OO0OO0OOCOOOOQOCcallon
0000000000000 00oU0O0oU0oOU0OU00O0DoUDOoDOoDOoOoOooDoOOoOnO [MP-117]
(p-525) O OO

03000000 (be)gratefultosbforsth 100000 .. 00000000000000
O000O00Oooo [CP-098] (p-549) ODOOOOOOOODOOOOOOOOOOOOOOOO
will/shal 000 0000000000000 O0O0OO0O0OO0O0O0O00OO0O0O0OO0OOO0O0D 100
000 whenhecallsonyou. 00000 whenhewillcallonyou. 000O000O0O000O0O
O0O00OO0000C0 Thankyou. 0 O0O0O0OOO0OOOOOCOOODOOOODOOOOOODOODOO
000 Thankyou.O OO OOOO0O0O0O00O “Thank-youexit” 000000000 000OOO
ooo0oo0o0o0oU0CoU0oU0oO0oU0oUOoU0oOoO0DOoU0OoUOOUODUOODUOOoUOOUOUoOO
000000000 “Thank-you exit” 0000000000 D0D0000O0O0O0OOOOOO
0000030 (p.210) OOO
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Form Letter No. IN-200

BN (=N FRHINIEZERALBNAL. EHEZREHN>TEHS5]

My dear friend,

The bearer of these lines|, although a boy/girl of (1) ........ ,] is one of my best
and dearest friends and one of the most interesting people I have met for a
long time. His/Her name is (2) ..o He/She was born in
(B) v , and he/she is going to (4) .........ccccceee.

Of all the young talents that are now going about the world, I know none that
is to be compared with this (5) ............... It is not only the excellence of (6)
HIS/ MY it , but the absolute certainty of his/her
0 if God grants him/her health and leaves
him/ her as he/she is0 which makes me feel such an interest in him/her.

becoming a leading (5)

He/ She is not yet very far advanced in (7) ........cccoooiiiiiiiiiii , but
RIS/ HEt (8) eveeeeeeeniieiiieeieeeeciere et , is/are in my opinion
as perfect and remarkable as may well be.

I think he/she will become (9) ................ in time. So pray, be kind to him/her,
tell him/her where he/she can (10) ........cccccoevininicccncncnnnn. , give him/her good
advice, and for everything you may do for him/her, be sure that I shall be as
much indebted to you as possible. Farewell.

Very truly yours,

goooooooobooo

(1) ocooooOooOooOooOooo[...]booo0oboO0oboOooO0ooOooOoDoooooDOooDOon
goooooooooobooooobooobooooooboooboobobobobobobobDbooo

2) J0oDOO0oooooooDbooon

3) DOooOooOooOoOoOooOooOooOoOOoOooOoOoOOoOOoOoOoOOooOOoon

4) ODOoobOO0o0ooobooobobOooboboOoobobOoooOobOoobDOooooboboOooboDOo

5 0000000000000 0OOCO0ODOODO00D0OO0O0 violinist, pianist, musician, artist
gooooooooo

() OOOOOOOOOOOOOOOOOODOOOOOOOOOODOOOODOD

(zy boOooOoOOOo.oOooOooOOoOOOOOOOOOOOOOOOOO0OOO0OOOOO000O0
vooooooobooboooooboo
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() ODOooOoOoOOOODODOOODODOOOODODOOODDOOOOODOODOO0OO0OOOODOO0

(9 ODO0O0OO0OO0OO0OO0OO0O0O0O00000000000000000000Oe.g. aleading artist;
a man of considerable importance; one of the most important figures in [the area of]
modern art; one of the most successful composers [of our time; this century], etc.

(10 boooO0O0O0OOO0O0O0000000O0O0O0O0OO0O0O0O000000000

oooooo

[OP-136] The bearer of these lines, although a boy of thirteen, is one of my best and dearest

friends and one of the most interesting people I have met for a long time. His name is Joseph

Joachim. He was born in Hungary, and he is going to London.

[MP-118] Of all the young talents that are now going about the world, I know none that is to

be compared with this violinist. It is not only the excellence of his performances, but the ab-

solute certainty of his becoming a leading artist0 if God grants him health and leaves him as

he isO which makes me feel such an interest in him.

[MP-119] He is not yet very far advanced in composition, but his performances of the Vieux-

temps, Bruch and Spohr concertos, his playing at sight, his accompanying of sonatas, etc., are

in my opinion as perfect and remarkable as may well be.

[CP-099] I think he will become a yeoman in time, as both of us are. So pray, be kind to him,

tell him where he can hear good music, play to him, give him good advice, and for everything

you may do for him, be sure that I shall be as much indebted to you as possible. Farewell.

oooooooo

[OP-136] DO OOOOOODODOOO130000000000000000000000O00

ooo0obo0oo0O000000000000O0O0O000000000O0O0O000000000O000O00

ooo0oooooo00o00oO0oooooOoooooooo

[MP-118] 00 O0O0O0O0O000O0O0O0O0000O0OO0000O0OO00O00O0O0OO00O000A0

0000000000000 0O0oooooo0OO0OOO0bOO000D0000000DOoDooOooOoon

ooo0o0ooooo0o0000o0ooooo0oo0oO0oOoOoOoO0o0ooOo00o0o0oooooooooon

00000000000 0DoOoooo0oo0Oo0o0o000

[MP-119] OO0O0OO0OOO0O0O0OO0OO0OOOOO0OO0OO0OOOOO0OO0OOOOOOOOOOOOOOOO0O0

ooo0o0ooo00000000000000O00O0O00O0O00O0O000000000000O0OO0

ooo

[CP-099] O00OO0OOOOOOO0O0O0OO0OO0OOOOOOOOOOOOOOOO0O00OO0000O0O

0000000000000 0000oDoooo0oo0OOO0bOO0O0O0O0D000D0D00O0DO0O0O0OOO

oooooooooooo0O0o0oooooooOoOoOoO0oOOOO0O0OO0O0O0OO0O0Oooooooon

oooooooOooOoooooooao

ooooboooooooboobbOooooobooObbo0ooooooOoDbDbODbOO0 1844 0000ODDODO
goddddododoodgugiooooDUDLOUoLDLOULDL Lo O
O0O0000D0O0O00C0C0OD0O0OD0OOO0O0OOOOO theclassicletterofitskind DO OO0OO0OO
gooobobooooooobooooooobobooooooboboobooooDboOo0 100
boy/girl 00 0O0000O0O00OboyOOO girlOOO 1000000000
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Form Letter No. RQ-100

KIER (EELm0D - a3y 7 TOREREERET 3]

Dear ......:
We are sponsoring (1) .......ccoceviiiiiiiiiiiiiiiiiiiiiccc to be held in
(2) oo (3) from .....cccoueene 110 JOURURRURN , and I am writing to ask if you

could possibly be the guest speaker at our special workshop on (4) ................

Since you are one of the leading experts on this subject, I believe your pres-
ence and your lecture on a relevant topic would make this workshop very
successful. We are hoping to begin the workshop with your lecture at

() JR a.m./p.m. Our speakers are usually asked to speak for about
(7) o , and after this there is a question and answer period of about
(8) oo minutes. I am pleased to be able to offer you an honorarium of
(9) oo plus expenses.

I hope you will be able to accept this invitation, and would very much appre-
ciate it if you would send us your reply by fax at your earliest convenience.

Sincerely yours,

o0o0oo0oooooo

(1) O000O0O000O000000000e.g. the 10th U.S.-Japan Business Conference; the 19--
International Business Conference, etc.

2) D000O000O0000O000000eg Hawaii; Bangkok; Kyoto, etc.

3) D00000O0000O0000O0Oe.g. (from) April 1 (to) April 5, etc.

4 ODO0O0O00OO0OO00ODOOO0OOODODOOO0O0OOO0O0ODOOODOOOODOOODOOOOn

5 O0O0O0O0OU0OoUOOoOoODooOoOoOoOoOooOoODoOoOoOooOooOooOon

6) D00O0OO0O0O0OO0OO0O0O0O0O0O0O00O0Oe.g 1:00 (a.m.); 13:00 (p.m.), etc.

7y 0000000O0000e.g. 60 (minutes); 90 (minutes), etc.

§) ODUOUOO0OOUOUODOOOOOOO0O00O0000O0A0Oe.g. 30 minutes; 60 minutes, etc.

99 0000000000 DDOOeg. $1,000; ¥10,000, etc.
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oooooo
[OP-137] We are sponsoring a three-day international business conference to be held in Ha-
waii from May 3rd to 5th, and I am writing to ask if you could possibly be the guest speaker
at our Special Workshop on Asian-Pacific Economy on May 4th.
[MP-120] Since you are one of the leading experts on this subject, I believe your presence and
your lecture on a relevant topic would make this workshop very successful. We are hoping to
begin the workshop with your lecture at 10:00 a.m. Our speakers are usually asked to speak
for about 40 minutes, and after this there is a question and answer period of about 20-30 mi-
nutes. I am pleased to be able to offer you an honorarium of $1,000 plus expenses.
[CP-100] I hope you will be able to accept this invitation, and would very much appreciate it if
you would send us your reply by fax at your earliest convenience.

oooooooo
[OP-137] OODOOOOODODO0 503000500 300000000000000000DO
ooo0o0o0o0o00000O0s50 400000000000000000000000000O0OO
0oo0o0opoo0O000000000000oO0OOOOO0O00D0000000DO0DO0O0oOOO
[MP-120] 000 O0O0000OO0OO0OOOO0OOOO00O0O0O0OOOOOOOOOOOOOO000O0
ooo0o0oo0O00000000000000000O0O00@MO0000000 1000000
oooooooo00o00DO00ooOooOoOooOoOOOOOOOO0O000O0DO0DOoOoOoOoOoOoOOO
ooo0oooo0o04000000000000200030000000000000000
ooooo1000000000000000O0ODOOOOODOOO
[CP-100] 00000 OO0OO0O0O0O0OOOOOOOOD0OOOOOOOOOOO0O0mMOOO000O0
oooooo0o0O000000O0O0O0O0O0o0o0O0

goo0oO0o0oooO0O0oO0oo0oo000oO0oO0o00O0O0O00000000000O00000O0000O0
ooo0oo0oo0oo00000000D0ooooooooOOO0O0O0DOD00D0D000D0DoDOoDOooOooOoOoDOODO
00000000000 000000000000000000 Form Letter No. TK-300 (p. 428)
ooo

01000000 100 Wearesponsoring ... J0000OO0O0000OO00O0O0OO
background information 0 0 00 0000 andIam writingtoaskif... 000000000
000000000000 O0I am writing to ask iffwhether ... 00 ...0000000000O
ooooooo0000000o0oO0O0oOo0oO0oO0oOO0OO0O0OO0O0O0000000oOoooo0O0o0Oo0On
000000000 whether 0000000000 Form Letter No. AP-300 OO O OO0 DO
00 00could possibly 0 could 000 0000000000000 couddOOOOOOO
00 possibly 0000000000000 O0O0O0O0O0O0O0O000O0OOOOOOOGOOO?20
O00000010000000 I was very impressed by your article, “A New Approach to
Solving U.S.-Japan Trade Friction,” in the January edition of World Economics, and I believe
your presence and your lecture on this topic would make this workshop very successful. 0 O
O0000000000000000Ohonerarium D000O000O0O000O0OO Form Letter
No. TK-300 00 O O O O O(p. 429) O O Dappreciate 0 0 0 O O Form Letter No. TK-200 OO O
0000 (@p.427) OOO
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Form Letter No. PA-100

EER [BESE/ SRERONS L HEZ M

LETTER OF ATTORNEY
To whom it may concern:
I hereby undertake that (1) Mr./Ms. .....cccccceeviiinncnnnn. , with the undersigned
signature, has been fully vested with the power of attorney in connection with
the following matters:

Signature: (2) ....ccccoviiiiiiiiiiiiinennn

Matters Authorized:

ogoooooooooo

(1) cooooooOoOOOOO0O00DO0DO0O0OO0DO0OO0OO0OOODOOOODDODOODODOOOODDOD0
0000000000 000O0000000Oe.g. Mr. John Doe of ABC Corporation; Ms.
Hanako Yamada, vice president of Japan Trading Co. Ltd., etc.

(2 ODOoO0OO0 () ooooooooOOoOODOOODOOOOOOo

(3) DOoOoOooOOooOOOO00O0OO0O0O0O0OO0OO0OO0OO0OO0O0100n000000000000

(4 ODOOOOOOOODOOOOOOOOOOOOOOOOOODOOOOODOOOOOO0O0D00
goo0oo0O00ooOooOooODO0O0O0oO0oO0oOoO0oOoOO0O0OO0O0oO0OO0OOOoO0oO0OooOooOoon
ooooooono
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ooboooo
[OP-138] I hereby undertake that Mr. Taro Yamada, with the undersigned signature, has been
fully vested with the power of attorney in connection with the following matters:
Signature: 7aze Yamada
Matters Authorized:
1. To make necessary amendment(s) to the Agreement for the ABC Project signed on April
1, 19-- between ABC, Inc. and Japan Trading Co. Ltd.
2. (state other matter[s] being authorized)
oooooood
[OP-138] DO OOOOOOOOOO0OO0OO0OOO0OOO0OOO0OOO0OOO0OOO0OOOOOO0OODOOO00O0
0000 0 Za%e Yamada
goooo
1. ABCOOO0OOUOODOOOODOOODOODOO9--04010000000ABCODOOOO
obooobooooboooboboooobooa
2. (@OOo0)

ooo0d0oo0oooO0O0oO0ooo000oO0ooOo0000O00000000000O00000O00000
oooooobooO0oOooOooOo0oOoO0oOoO0oboOooOOoO0OOoDOoOooOOoODOOoOOoOooOooOon
(Letter of Attorney) D0 0000000000000 0000O000O0OOOOOOOOOO
O0000C0000Towhomitmayconcern: 000000000000 0O0COOO0OOOOO
000000000000 0000000O0pp.94-9000000000000000000
000000000000 0000000000O000000000000000 0Iowhom
it may concern: 0 O 0 0 Form Letter No. RC-400 (p. 397) OO0

Matters Authorized: 000000000 00000000O0O0OOOOO0O0O0O0O00O00OO
00000000 powerofattorney 100000000000 Oanattorney 000000
OO0O00OO0OO0O000Oan attorney atlaw OOOO0O (lawyer)DOOOOOOO0OOOOO0OOO
00000000000 00000000000 barrister000000000000D00OO
00000 solicitorD0 000000000000 O0OO0OOOOOOOOOOOOOOOOOOO
0000000000000000 an attorney 0000000000000O0OO district at-
torney 000000000 Attorney General 0 00 Oundertake 0000000000000
ooooo..0o0oooo0..000000000000000000000 thatOOOOOO
0000000000 ..00000000000000000D0000 (pledge; promise;
guarantee; affirm; certify)00 O O O O O Ce.g. undertake a taskl 0 O 0 0 O O O O O0undertake
to go (= promise to go)J OO0 0000 OO0 OI hereby undertake that ... D 000001
hereby certify that... OO0 O Thisistocertifythat... OO0 O0O0O000000O00O00O00O0OO
0 00 00O OThis is to certify that... 00 OO0 Form Letter No. EM-400, p. 462 0 O OCvest O
00000000000000000000000000000000O0 Oveststhinsb OO
O vestsbwithsth OO0O0OO0OO0O0OO
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Form Letter No. GR-100

FEDRIE (MEIKIC7VRATRADREREET]

As the year draws to a close, I would like to take this opportunity to thank
you most sincerely for the generous support you have given us, and to extend
to you my very best wishes for the holiday season.

It has been a great pleasure to do business with you over the past year, and I
look forward to the continuation of our business relationship, not only next

year but for many years to come.

All my colleagues at (1) .......ccceeeeeuennen. join me in wishing you and your staff
a very merry Christmas and a prosperous New Year!

Sincerely yours,

[P.S.: T have enclosed (2) .....cccoeevverueruncne Hope you like it!]

oooooooooon
(1) O00O0O0000O0000000DOe.g. ABC Corporation; ABC, Inc., etc.
(2 DOoOoooOoOoooOOOOO0O0OO0OO0OO0OO0OO0OO0OO0OOOO0OO0O0OOOOO0OO0O000000

oooooo0oo0o0O0O00000ooDoooooOo0Oo0OO0O0DO0

oooooo
[OP-150] As the year draws to a close, I would like to take this opportunity to thank you most
sincerely for the generous support you have given us, and to extend to you my very best
wishes for the holiday season.
[MP-133] It has been a great pleasure to do business with you over the past year, and I look
forward to the continuation of our business relationship, not only next year but for many
years to come.
[CP-106] All my colleagues at ABC Corporation join me in wishing you and your staff a very

merry Christmas and a prosperous New Year!
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Form Letter No. IV-100

BER (meiEEEs

(6) You [and your wife/family/ colleagues] are cordially invited to the party so
that we can express our sincere appreciation to you for the generous support
you have extended to us for many years. [For your information, (7) ..................

We do hope that you will be able to spare the time to share this occasion with
us. We look forward to seeing (6) you [and your wife/family/colleagues] at the

party.

Sincerely yours,

oooooooooond

(1) JOooooOoooOoooU0OoooOUOoOU0O0oOooOU0OoOOoOoOoOOoOooDOO

(2 D0OO0ODOO0OO0OO0OO0OO0OO0OO0OO0O0O00O0Oe.g. adinner party; an informal (a formal) party; a
testimonial dinner; a banquet; a welcome party, etc.

@ O0O0O0O0O00O0O0O0O0O0OO0O0O0DOO0O0O000O0O000AOe.g. atthe Tokyo Hilton Hotel;
in the Ruby Hall of the Diamond Hotel, etc.

4 0OO0OO0ODOOOOOOOOOOOCOOOOO0O0OOOeg. (from) 7:00 (to) 9:00 p.m., etc.

() DOOOOOOOOO0OOOOOOO0OO0OO0OOOOe.g. (on) Friday, September 10, etc.

() OOOODOOOOOOOOOOODOOOODOODOODOOOI...]ODO0D0OO0D0OO0DOOD0OO
Oo0ooooooooooooooooo

(- DOOoOOOOOOOOOOOOOOOOOOOOO0OOOOOOOOOOOO0OO0O0O0
O[...]00000000000O000C000O0O0O0O0O0O0O0OOO0O0O0O0O0
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oooooo
[OP-140] To celebrate the 50th anniversary of Japan Trading Co., Ltd., we are holding a dinner
party at the New Imperial Hotel in Tokyo from 7:00 to 10:00 p.m. on Friday, October 28.
[MP-121] You and your wife are cordially invited to the party so that we can express our sin-
cere appreciation to you for the generous support you have extended to us for many years.
[MP-122] For your information, the party will be attended by many top executives of leading
Japanese and overseas corporations. One of our special guests, Mr. John Doe, honorary
chairman of the Japan-U.S. Business Association, will be giving the opening speech at the
party.
[CP-101] We do hope that you will be able to spare the time to share this occasion with us. We

look forward to seeing you and your wife at the party.

oooooooo

[OP-140] OO DO OODOOOODOODODOSO00DO000D0O100 280000007000
wooooooooooooooooooooooooooooooooooogooo
MP-121]0 00000000 O0OOCOO0OOODOOOODOOCOCDODOOOOCODOOODbODOODOO
gddddodoooooooobooobobooooboo

[MP-122] OODOO0OOOOCODOOOOOOODOOOOOODOOOOODODDOOOOCODO
goodddoodoooooonoooobooooooooooooooUoooooooo oo
g UU o

[CP-101] OO OODOOOODOOOODOOODOOOOOOODOOODOODODOOODOOD
ggddoddooooooooobobobooooboobobobobooo

ooo00oO0oooO0O0oO0oo0oo0O00o0O00o00O0O00000000000O0000O0O00O000O0
000000000 00000 To celebrate the publication of a book by sbO0 00000 OO
OO0 To celebrate 30 years of dedicated services of sbtoacompanyD 0000000000
OO00Ocelebrate 00 ..0 000000000000 “joyous and happy occasions” 00 0O
0000000 commemorate 10 .0 00000000000 00O0O0O0OOO...000 (to
honor the memory of some person or event by a ceremony)J 00 0000000000000
O00000000000000B000000A0 celebrate 0 0000 commemorate 000 O
anniversary 0 0 0 O O O anni- (= year[ly]) O verse (= to turn; revolve) 00 00000000
oooboooooo0..0000ooooooooo0o0o0000

02000000 (pUOOOOOOO[...OO0O0O00O0OO0OO0OOOOOOOOO
wife/ family/colleagues 0 0 0 0000000000000 O0O00O0 30000000000
colleague 0000 O00000Ocordially 0000000000000 O00O00OOO() OOO
ooo0o0o0oo00000000000000000000000000000000 00000
0000000000000 00000000 MP-122] DO0O0O0O0O0O0O0O0OOOOOOO
O0O0O0oooo0o RS.V.POOOO répondez s'il vous plait 0 O O Reply, if you please.0 0 O
00000000 byenclosedcard OO0 O by phone (03-123-456*) D00 0O0O000O00O000O
oooooooo0000O0o0ooooOoOoOoOOOOOOODO0DO0O0DO0OOOOoDOoOoOOOO
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Form Letter No. IV-200

BER [-RESEF - Ky a—-ABET3]

Dear ......:
The (1) eooiveiiiiiiiiieiiee , featuring (2) ...
will be held in (3) ...ccccccee.e. as follows. You are cordially invited to attend this

most exciting event of the year.

Dates i (4) coovvviiiiiiiiiiii
Times:  (5) ceeevveeorieiieiieiiiiceeec e
Place :  (6) weeveverveeienieiiiiieeiceecee e

We will have the latest products from our line on display, and our expert staff
will be on hand to provide you with all the information you need, and to an-
swer any questions you may have. [(7) .......ccocoovoiiiiiiiiii
will also be provided, and] you are welcome to bring along your friends. So
call us now at (8) «.ceeevevvvvvirienicnnen for a reservation, or send in the enclosed
registration card today.

We look forward to seeing you at the (9) .......ccccooiiiiiiiiiiiiiiiccc e

Sincerely yours,

gooooooooon

(1) cooOooOooUOOoUOOoOOUOOU0OOU0OCO0OO0OOU0OOUOO0ODOOOUODOUODOODODOO
e.g. (The) 15th annual Trade Show; (The) 19-- World Import Fair, etc.

(29 bOooOoooOOOOOOCOOOOOOOOOODOOOOCOOOOOOOOOODODOOO

(3 OO0OOOOO0OOO0OOO0OOOOO0OOO0OO0DCOOOOOCOOOOOOOOOOOODOOOOO
e.g. (in) Tokyo (this spring) ; (in) Osaka (next month), etc.

40 000000000000000 (dates)D00 (times)d0 0 (place) 0000000
goooooooooo

(y ODOooOOOOOOOOOOOOOOOO0OO0OOOO0OOO0O0OOOO0OOOO0O00[...]00
oo oboooobobobobooboboooD

() DOOOOOOOOoOOoO0OOoOOoOOOOoObOOOoOOOnn

441



(9 0000000000000 00DD0000O000000Oe.g. the 15th annual Trade
Show - the Trade Show; the 1990 World Import Fair — the Import Fair, etc.
oooooo
[OP-143] The 15th annual Trade Show, featuring the most advanced electronic office machines,
will be held in Tokyo next month as follows. You are cordially invited to attend this most ex-
citing event of the year.
Dates : October 1st through 15th, 19--
Times: 10:00 a.m. to 5:00 p.m. (9:00 a.m. to 7:00 p.m. on Sat. and Sun.)
Place : ABC Hall, Tokyo
[MP-123] We will have the latest products from our line on display, and our expert staff will
be on hand to provide you with all the information you need, and to answer any questions
you may have.
[MP-124] Free drinks and snacks will also be provided, and you are welcome to bring along
your friends. So call us now at 03-123-456* for a reservation, or send in the enclosed registra-
tion card today.
[CP-102] We look forward to seeing you at the Trade Show.
ooooooono
[OP-143] O 15000000000000000000000O00OOOOOOOOOOOO
ooo0o0ooo0o000000o0oO0oO0oOoO0oOoO0oO0OO0OO0O0O0O0O00O00O0o0oooOooooOooOo0Oan
000000000000 0oooooOooOOO0O0D0O00000
ooooo19--0100100150
ooo0oooi100000s50000000000900000 700
O0oo0o0oooABCOOO
[MP-123]0 0000000000000 0O0O0O0000O0COO0000O0O00O0000O0O0O00A0
0000000000000 0oooo0ooOo0O0O000D00000000
[MP-124] O0O0OO0OO0O00O0O0OOO0O0OO0OOOOOO0O0OOOOOO0OOODOOO0O0O0OO
0000000000000 0000 03123456 000000000000000000OO
oooooooooooooooo
[CP-102]0000000000000000000O0OO0O0O0O0OO0

ooobooboooooooooboboboooooooobbbooooooooOobobbooooooon
Form Letter No. IV-100 (p. 438) 0000000000000 1000000 100 featuring
go..0oooboooobobooobooooboboooobobobon oooooooo.oood
000000 featuwreO0O0OOO0O00O (4)0() DOOOOOOOOOOOODOOOOOOOO
0000000002000000 (be)onhand O (be) available 0000 ((7) 000000
Free drinks and snacks (will also be provided) O Transportation services from Tokyo Station
to the Convention Hall (will also be provided) 0000000000000 O0O00OOOO
OO0O00OO00OO00O00OC00OO0OOSocallusnowat... OO00OO00OO0OOOOOOCOOOOO
oo oOo o
(registrationcard)0 0 00000000000 O0O0O0OO0OOOO0OOOO0OOOOO
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Form Letter No. CD-100

BHAR [2d2RFLT. MEIMEEOEEENED]

.............. [WHO (2) ceeeeiiiiiiieeceeececre et seeeenne |, @D WE
wish to express our heartfelt condolences.

(3) His/Her passing must mean a great loss to you, for he/she was such a ca-
pable, sincere and pleasant person. He/She was liked and respected by every-
one, and will certainly be long remembered by all his/her friends at

(4) oo

Please also convey my personal and deepest sympathy to his/her family.

Yours very sincerely,

goooooooobooo

1)

)

®)

)

0000000000000 000O000C0000AO0AO0AO0C0Oe.g. Ms. Hanako Yamada; Mr.
John Doe, etc.
ogoooooooo0ooO0O00o0oooOoooO0ooOooOooO0o0o000000r...]600000
0000000000000 00O000000000e.g. (Mr. Richard Roe) who served
your company for so many years [as ... ], etc.,
ooooooo0o0Oo000000D0oooooo0ooOo0OO000000b0000000D0000
goooooooo0o0oO0ooooooooooon

0000000000000 0000000Oeg. (at) ABC Corporation; (at) Japan-U.S.

Business Association, etc.

goooao
[OP-144] We were deeply grieved to hear of the sudden death of Mr. Richard Roe who served
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your company for so many years, and we wish to express our heartfelt condolences.

[MP-126] His passing must mean a great loss to you, for he was such a capable, sincere and

pleasant person. He was liked and respected by everyone, and will certainly be long remem-

bered by all his friends at Japan Trading.

[CP-103] Please also convey my personal and deepest sympathy to his family.
oooooooo

[OP-144] OO OOOOOOOOOOOO0OOOOOOOOOOOOOOOOOOOOOOOOO0O0

oooooooooooooo

[MP-126 ] 00000000000 0000O0OOOOOO00O0O0OOOOOOOOOOOO

ooo0o0o0o000000000000000000O0000000000000O0O0O0O0O0O

oooooooo0000O0o0ooooOoOoOoOOOOOOOOO0O0DO0OO0DOOOoOOoOOOOOOO

ooooo

[CP-103] OODOODOOODODOODODOOOOOOOOODOOOOO

00oo00oooo00oooOoo000oO0ooO000oooOO000oOOO000O0OObOO0DO0DOODO0OoOD
oooooooo0o00oO0oooooOoOoOooOOOOOOOOO0OO0OO0OODOoOoOoOooOooOoOoOOD 2
ooo0o0o0o0000000000000000000000000000000O0O0O0O0O0O0
ooo0o0o00000000oO0oO0oO0oO0oO0OO0O0O0000000 1 0000000000000 O0OO0
000000 [OP-145] (p. 498) DO DOOOO O010020000000000000000
000 [OP-146] (p.498) O [MP-127] (p.523) D0 0O O0O0O00O0OOOOOOOOOOOOO
0000000000000 [CP-104] DOOODOOO0O0O0OOO0OO0OO0O0O0OO0OOODOOOO

grieve 0000000000000 O0O0OO (be)grievedat 00O (be) grieved to do O
OO0000Ohearof O00..00000000000008 (learnof)00 0O O Ohear about OO ...
0000000000000000 (earn about)J 0000000 0Ohear of 0000000
00000000000 Osuddendeath 00000 untimelydeath O O00O0O00O0O000O0O
O000Ountimely 000000000000 (premature)J0 0000000 [OP-144] OO
Oserve 0000000000000 OOOOOOODODOOD..000000000O0DOO
O000000000000000Oeg. He served Japan Trading for ten years as a vice
presidenti 00000000 100000000000000000ODOOO0O0O0O0He served
ten years as a vice president of Japan Trading. 0 0 00000000000 O0O0O0O0O00O00O 10
0O 000 O O He served in the company for tenyears. 000 1000000000000 00O0He
served on the board of directors of Japan Trading for tenyears. 000 10000000000
00000000000000000000000000c condolence(s) DOO000 (DOO
00000000000 0000000000000000000000 2000000 passing
0 deathOOOOOOOOOOOODOOOOOOOOOOOOCOOO ...,forhewasO for O
0000000000 forO00as0O because 1000000000000 OOODODO

0000000000 0000ooo0ooOO0O0000000000D0D0O0O0ODOOOO000D000
ooo0oooo00o000Oooo0oO0oO0oo0O0O0O0OO0O0O0O0O000o00o0oooooooon
000000 (attentionline)d 0000000000 DDDO0O0OOOOOO20000 (pp.
100-103) O OO
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[CP-107] P.S.: I have enclosed our 19-- desk calendar. Hope you like it!

oooooood

[OP-150] OO OO0OO0OO0O0O00O00O00000O0DO000000000000000000
gooooobooobooooboboooboooboooobooobOOoOobobOoobobbOoOooboDo
gobooooboooooaoo

[MP-133] OO0 OO0OO0OO0O0OCOOOO0OCOOOOOCOOOCOOOOOOOOOCDOOOOO0O
goboooobooooooooooooon

[CP-106] DO ODOOOOOOOODODOOODOOOODOOODODODOOODOOODOOODOOD
oooOoooABCOOUOOOOOOUOOOOOOOOOOODOO

[CP-107] OOOOOO 19--0000000000000000000O00000O00O000A0
goooo

oooooo0O0O000oooooooOOoOOOO0DbOO0DO0DOoOoOoooOOOODODO000OOooooon
000000000000 00000000000000O0000000 Season’s Greetings
oo0oo0o0o0000000000ooooooOoOO0OO0O0D0D0DO00D000DO0DOoOooOoOOOODOO
ooooooo0o0O00oO0ooOooOoOoOoOooOOOOOODOOOO0D0O0O0O0OOODOOO0OOOO
000000000000000 Form Letter No.GR-200 000O0000000OO
01000000 10000 take this opportunitytodosth (D 00000 .. 00000000
00 00 Taking this opportunity, ... DO0O0OO0O0O0OO0OO0O0O0O0O0OO0O Form Letter
No. PN-1000 0000000000000 O0O0O0O0OOO0OOOAOAs the Christmas season
approaches, I would like to take a moment to express my sincere gratitude for ... 000 00O
dob0000O0Ogenerous UOOO0O00O000000O00000O0000O0O000ODQOsupport U
0000000000 Owish 00000000O0O00O0C0O0000O0O00A0Oe.g. make awish
ooo0o0o0o00O0000000000000O0000O0O000000000000O0O0O0O0OO
O000Oeg Withbestwishes 00 000000000000 O0O00O0O0O00O0O0OOOOODOO
00000000 Best wishes for a Merry Christmas and a Happy New Year! 0000000
0000000000000 0oooo0ooOooO0O0O00D0D000000
0O 2000000 It has been a [great] pleasure to dosth 00 ..000..0000000
O000000OIthas beenapleasuredoingsth 00000000000 000C0O00O0O 3000
0000000000000 000000O00O000000000000000000 Iwish
you a Merry Christmas and a Happy New Year. OO0 OO0 OO OO Oprosperous 0O OO0 OO
O00@OO0O0) 0000 (= successful) 000000000 prosperityd 0000000
All my colleagues 0 Allof my colleagues 0000000000 0OO0all O allof 00000
oooooooooo
e 0OOODOOOODO (youus, them,itO0) OO00O0O0O0O0O0allof 0000000000
e.g. All of you are wrong. I like all of them. I ate all of it.
e D0O00OCOOODOOOOOOOOOOOODOOOOO O OOOOO eg. I've read all (of)
the books you gave me. All (of) our products are sold at a discount price.
e DO0O0OOOOOOODCOOOOOOOUOOOOODaIDOODOODOODOOOeg. All men are

created equal. All merchandise can be defective in some way or another.
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Form Letter No. GR-200

FRDRE [(WMEI%KICIVRRAD—KEHT]

SEASON ’S GREETINGS

from
(1) [the Management Of] .........ccccccccceiinnes

O
As the festive season begins to sparkle with joy and
excitement for all,
may we take a moment to say
thanks so much
for
your support throughout the year.
May the true blessing of peace be yours, and
may the coming year bring you
prosperity and happiness.

gooooooooboo

(1) oDooboOooooOoooooof[...)oboo0oooOobO0O0oO0b0O0oO0oO0c00oooOobO0oOoOo000
OO00O0000e.g ABC Corporation; Japan Trading Co., Ltd., etc.
oooooo

[OP-151] SEASON’S GREETINGS from [the Management of] ABC Corporation.

[OP-152] As the festive season begins to sparkle with joy and excitement for all, may we take a

moment to say thanks so much for your support throughout the year. May the true blessing of

peace be yours, and may the coming year bring you prosperity and happiness.
oooooooo

[OP-151] ABCO [DO00OO0O0O] 000000000000 OO0OOOOO0O

[OP-152] OO O0OO0OOO0O0OOOOOOO0O0OOOO0O0OOOO00OO00O0O0O00BO0O0000O0O0

O00oo0o0O0ooooooo0oooo0ooooooo0ooooooooooooooooon

0oooo0oOooo0oO0oooO0oOoo0o0ooboO0O0oooOooooo

00000 Form Letter No. GR-100 D0 OO0 OO0 OO O Season’s Greetings 0O O0OO0OO0OO

0000000000000 D0D00C0D000000@ DO O0oDOOooO0OO Christmas
gL bLOO
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0000000000000 00000000000D0D0O000000000D0D Best wishes
for a Merry Christmas and a Happy New Years! 0000 0000000000000 OOO
O0000C0C000O000000 My very best wishes to you for a joyful holiday season and a
prosperous New Year! 00O 000000000 OO0O

0100 management 0000000000000 00000000O0OOOOOOOO
O0000O0DODOafestiveseason 00 000000000000 00O0O0O0O0OOOOOO
OO0OOsparklewithsth O O0..00000000000000 200 May the true blessing of
peace be yours, and may the coming year bring you prosperity and happiness. 0 may 00O
0000000 maydOOODO...00..0000000000000000000000O0O
0000000000000010000 maydOOOO0000O0 maydOO...000000
oooooo..0ooooooooooo

0oooo000000000000o0oO00000100000000000000000 O
0001000001 00000000000000WeOOOOOOODODODOOOOODOO
0000000000000 belated Christmas card0 0 0000000000000 0OOO
0000000000000 00000O0o0OO0 [OP-153] (p.499) DODO

Best wishes for a Merry Christmas and a Happy New Year!
My very best wishes to you for a joyful holiday season and a prosperous New Year!
I hope you have a wonderful Christmas and wish you the very best for the coming year.

I wish you a blessed Christmas and a most happy New Year.

S N

I wish you a very merry Christmas, and may the New Year bring you new success and

ever greater prosperity.

S

I'send you and your family my best wishes for the holiday season.

May all the joys and blessings of Christmas be yours, and may the coming year bring you

prosperity and happiness.

8. May you enjoy all the blessings and joys of Christmas, and may 19-- prove even more
successful and prosperous than the year that has gone by.

9.  Best wishes for a Merry Christmas and a prosperous New Year from the management of
ABC Corporation.

10. All the staff of ABC Corporation join me in wishing you a very Merry Christmas and a

Happy New Year.
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Form Letter No. GR-300

FEIDRE ENOBERICERESERDI-Ek-FROBIERELET]

I hope this will find you [all] well. It's been almost (1) .............. years since we
met last time. How have you been? [(2)........ccccccooiiiiiiiiiiiiiiiiiiiie

Time really flies, doesn't it!

Anyway, I just want you to know that we're thinking of you on Christmas
day and remembering all the good times we had together.

(6) cooeoerrrerreeeer

and I send our best wishes to the (7) ........... of you for a very merry Christmas
and a happy New Year!

Yours cordially,

goooooooooo

0000000000000 000000000000A0e.g.five, ten, etc.
0000000000000 000000D0000000D0DO000O0ODODO00O000o0D0O0
00o0o0ooU0oU0oU0oU0oU0OU0DOU0OO0oUDOU0ODOUODOUODUODUODOOD
000000000000 Oe.g. 1996, etc.

000000000000 oU00000000D00000U0DO0DoUDOoDooDooDoOOn
gooooooUooUoo [JOooOOooOooOooOooUooUooUOoooooo
0000000000000 0000000000000O0oDO0DoDOoDooDooDooDOOn
gooooooUooUooUooo [...]oO0oDO0ooDO0OoO0DOOoOOOODOODoOOOoOOn
ooo0ooOooOoooooooo

O00000000000000A0e.g. three; four, etc.
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oooooo
[OP-154] I hope this will find you all well. It’s been almost five years since we met last time.
How have you been? Is Jane still trying to learn Japanese? Your daughter, Anne, must be quite
a lady now.
[MP-134] 19-- was a good year for us. [My wife,] Hanakol[,] is still working for the city office.
Last month she was promoted to chief of the information-disclosure section. She finds the new
job quite challenging and seems to enjoy it a lot. [My son,] Taro[,] is now 18 and will be a col-
lege student next April. Time really flies, doesn’t it!
[CP-108] Anyway, I just want you to know that we’re thinking of you on Christmas day and
remembering all the good times we had together. Hanako and I send our best wishes to the
four of you for a very merry Christmas and a happy New Year!

oooooooo
[OP-154] OO0 OOOOOODOOD000O0O000O0O000O00OO0OOODO 5000000000
ooo0o0oooo00000000oO0oO0oO0oO0oOoOoOO0OO0OO0OO0O0O0000000ooooo0oooOo0On
ooo0oooo0oo0oo0ooOooooooooo
[MP-134]19--0000000000000C0O0OOO0O0O[COO] 0000000000000
ooo0o0o0o0000000000000000000O000000000000000O0OAO0
ooooooo0o0o00oO0oooo[@Eoo]ooo0 180000000 4000000000
oooooooooooooooao
[CP-108] D0 O00O0OOODOOOOOODODODODO0O0O0OODOOODOOOODODOOOOODDOO
ooo0o0oooo00000000oO0oO0oO0o0oO0oOoOO0OO0OO0OO0O0O0000000oooooO0oooOo0On
ooo0ooo0o0000000000000O00000000000000000A0

00000 O Form Letter No. GR-100 (p. 444) 000000000000 0OOOO0O (Season’s
Greetings) 000000000000 OO0OOO0OO0OOCOOCOOODOODOOOOOOOOGOOO
OO0O0O0O0O0O00000 Season's Greetings 00O

01000000 100 Ihope thiswill findyou [allljwell. O O00O0000O0O00O0O00O0O
00000000 al 000000000Q) 00000000000 00000000000
oo0o0o0o0000000000000000O0O0O0O000000000000O00O0O0OAO0
ooopooooO0000000000O0OO0OO0OO0OO0O0O0000000000O00OOOO0OO0000D0

02000000 (3) O 1996 wasagoodyearforus. 0000000000 O00O0OOO
0000000000000 00C000000000C0000C00000 was OO0OO0O has
been 000000000000 0O0ODOOO0O0OOODOOO0OOODOOOOOOOOOOOO
ooo0o0ooo0000000000000000O000000000000000000O0O0
oooooooo0000O0o0ooooOoOoOoOoOOOOOOOO0OO0DO0OO0DOOOoOOoOOOOOOO
000000000000000 Theyear19% was... DO0O0000O0O

O0D00OO0O0DO0O Dear John, Janeand Anne, 000000000 O0ODOOOODOOOOO
O0000000O0000000 Yours cordiallyDdl 00O O Cordially [yours ] DOOOOO0O0O
O0000O000O0OCSincerely 000000000000 O0O0COO0OCOOOOOOOOOG
ooooooo0o000oooooooooooon
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Form Letter No. PN-100

AR BASEROBESOTREBEMBOMEI%ICENT 3]

We are writing to inform you that we have appointed (1) Mr./Ms. ..................
.............. to succeed (2) Mr./Ms. ..cccceeevenvvenece @S (3) covverviiiiiiicicciceieee e
as from (4) .ccoceevveveeneeneens , 19--. (5) Mr./Ms. ccoveveeeannnnnn. ’s curriculum vitae
is attached hereto for your information.

Taking this opportunity, we would like to thank you most sincerely for all the
help you have given to (6) Mr./Ms. ................. during his/her stay in (7) ..........
................................... We hope that (5) Mr./Ms. ............. will be given the same
generous support from you and your associates, and that the present fine re-
lationship between our two companies will continue in the years ahead.

Sincerely yours,

goooooooooo

1)

OOo0o0ooO0ooOoOoOooOooOoOoOoCb0cOO0OOObOO0OO0OOeg Mr. Taro Yamada; Ms. Jane
Doe, etc.

0000000000000 00000000000000Oe.g. Mr. Taro Yamada; Ms.
Jane Doe, etc.

O00000000000000 eg. (as) our overseas representative in Canada; (as) our
U.S. representative; (as) Manager in charge of our Hong Kong Office, etc.
0000000000000 0000000O0000D Oe.g. April1, 19--, etc.
00000 (familyname)JO0O00000O0O0O0OOOO0OO

0000000 (family name)J0000000000000000000 his/her OO
ooooooooooooo
Oo00000000000000000000000AOe.g. (in) the US.A.; (in) Wash-
ington; (in) Hong Kong, etc.
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oooooo
[OP-155] We are writing to inform you that we have appointed Mr. John Doe to succeed Mr.
Taro Yamada as our overseas representative in London as from April 1, 19--. Mr. Doe’s curri-
culum vitae is attached hereto for your information.
[MP-135] Taking this opportunity, we would like to thank you most sincerely for all the help
you have given to Mr. Yamada during his stay in London. We hope that Mr. Doe will be given
the same generous support from you and your associates, and that the present fine relation-
ship between our two companies will continue in the years ahead.

oooooooo
[OP-155]19--0 40 100000 000000000 O0OOOOOO0D00OOOOOO0O0000
ooooooooo00o00oO0o0oO0ooooOooOoOoOOOOOOO0O00O0O0O0OOOOOODOOOoO
oooboooooooooao
[MP-135]0 00 0000000000000 O0O0O00OOOO00O0O0OODOO0O00OO0ODBD0OO0
ooo0o0ooo0o00000O000oO0oO0oO0oO0oO0oO0oO0OO0O0O0O0O0O0000O0O0ooooooOooOoOo0On
oo0oo0o0o0000000000ooooooOOO0OO0O0D0D0DO00D0O0DODO0DOoOOooOoOOOODOO
oooooooooooo

oooobooooooooboooOobOOoooooooobObbOOoOoOoobobooOobobbOoooooobooo
goooooboooooooboooobooobooooboooboooboooooOoOooobooa
goooooooobooobobooo

0100000000000 Thisis to inform you that . .. O It is our pleasure to inform
you that... OO OO We are pleased to informyouthat... 0O00O0000O000O0O00OO
OO0OO0Oappoint OO0 OO0O0O0COOOCOOOO0DOCOCOOCOOOOCOOOOOOOODODO appoint
O0OO0Olas] DOOOO0OOO0OOOOOO Form Letter No. CG-100 D00 O OO0 (p. 403) OD OO
succeed 0000000000000 O0O0O0O0O0OO0OO0Oasfrom 000000000000
gooooo..ooobooobboooboooboooobooobooooboooooooobooa
O000OQ0as from0 asO000000000O0000O0D0O00O000O0 fromO0000000O
00000000 000000O00O000000000D0 asfrom OOOOO0OOOOOOOO
O Ceurriculum vitae [00000000000 0000000] OCOO O OO0 OO (personal history; resume)d O
gooooobooobooooboooOO0 CV. 0000 Form Letter No. EM-200 O 0O 0000 O
gobooooboooboooobobodooboooboooooooobooobooobooobooog
gooooobo1oo0o0oob 2000000000000 0DO0OODOODODOOODOO
OO0o00OO0O0OO0O0OCb0cOoCocO0O0OO0O00O0OODo 200000000 Taking this opportunity, ... O
0000000000000 000MO0O0MmMOO000 Form Letter No. GR-100 (p. 402) OO O
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Form Letter No. PN-200

AL [BEORBICEOESHAEEZSHSICENT 3]

TO : All Employees
DATE S 0 5 § IO , 19--
FROM (1-2) e,

SUBJECT : Appointment of (1-3) [a new] .......cccceeeeenenne.

You will be pleased to learn that, effective (2) .......c.cccccivininnns ,19--, (3) Mr./
Ms. i, has been appointed (4) .......ccoooeeiiiiiiiiciiiiiee,
(5) He/ She will replace (6) Mr./Ms. .......cccocu.... , who is retiring (7) .................
.......................................... after (8) .............. years of invaluable contributions to
(9) e

We are sure you will all give (10) Mr./Ms. ................... the same loyal support
and cooperation which you gave to (11) Mr./Ms. ..........ccccec.c. during his/her

tenure of office.

goooooooobooo

1)

7)
8)
9)

o~ o~ o~ o~ o~ o~ o~

ooooo0oooU0oooO0ooOooOoOooOoOooOoO0oDUO0@-) bDoooDoOooDoOoo
000(1-2) 000000000 00O000O0@-3) Doooooooooooooooaon
Oo0oooooooooon

00000000000 00000000000O0e.g. (effective) April 1, 19--, etc.
O00000O0000000000eg. Mr. John Doe; Ms. Hanako Yamada, etc.
0000000000000 Oe.g. Vice President (of the company); Director (in charge of
overseas operations); a member of the Board of Directors, etc.
Oo000oo0ooooOooo0oooUoooooooOooo
O000000000000000A0e.g. Mr. John Doe; Ms. Hanako Yamada, etc.
0000000000000 0000O00A0e.g. next month; in May, etc.
00000000000 000000000e.g. 25 30, etc.
O00D00O00O000000eg. ABC Corporation; Japan Trading, etc.

10) 0000000 (familyname) OO0O0O0OO0O
11) 000000000 (familyname) 0000000
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oooooo
[OP-156] You will be pleased to learn that, effective April 1, 19--, Ms. Jane Tanaka has been
appointed a member of the Board of Directors. She will replace Mr. Taro Yamada, who is re-
tiring next month after 38 years of invaluable contributions to ABC Corporation.
[MP-136] We are sure you will all give Ms. Tanaka the same loyal support and cooperation
which you gave to Mr. Yamada during his tenure of office.

oooooooo
[OP-156] OO 40 1000000000000 O00ODOODOOOOOOODODOOODOOOOOO
0000000000038 0000000 ABCOOOO0OO0OO0Ooooooooooooooan
Oo0oooo0oO0ooo00oooO0oOooO0o0ooOob0O0oOooOoOooOoo0OooOobO0OooOoO0oon
[MP-136] OO0 0000000000000 O0OOOOOOOOOOOOOOOOOOOOO
oopooooooooo

ogooOo0ooooO0OoOoooO0OoO0oooOoOoooOoo0ooOo0oo0O0Oooooooooooooon
0O Form Letter No. PN-100 OO0 000000000000 DODOD0O0O0O0O0OODOOOODOOO
oooooooo0O00DO00ooOooOoOoOoOoOOOOOODOODOO0O0O0O0DO0OOODOOOOOO
00000000000 Subject 0000000000 Appointment of a new Vice President O
Appointment of anew CEO 0000000000 O0OC.E.O. = Chief Executive Officer) O
O O O OAppointment of Mr. Yamada as a Member of the Board (of Directors) D 0000 00O
oooooo

01000000 You will be pleased to learn that... OO OOOOO We are pleased
to announce that we have appointed ... 00 0000000000000 O00O0O weO OO
000000000 “we-attitude” 000000000000 00O00O0OO0O0 youOOOO
0000000000000 000000000O00000000 You OOOOOO0O0OO
OO0 Oeffective 00(0 0000000000 OODODOOOOODODODO0O0O0OOOOOOOO
e.g. Mr. Yamada has been appointed Manager of the International Division, effective April 1,
19-0000019--040100000000000000 000 This appointment becomes
effective (= comes into effect) on April 1,19--. 0000000000 19--0 40 1000000
00000000 D00(be) effective for sthl ...0 O 0 O O O OO (be) effective in (doing) sthd ...
boboooooboooboboboooO0O0b0appoint OO0 OO Form Letter No. CG-100 OO O
OO000O(p. 403) OO0Oretire 0000000000000 O0O000O0O0O0OOOOOOOO
0 Oe.g. retire from (a company/position)]0 O 0 00 00 00 OO ...0 0 00 O O O O0invaluable
00000000000 0000000000000000Ovaluable D0OO0O0O

02000000 leyal 00000000000O00O000tenure [0000000] OO@OOODO
0000000000000 000000000000DOe.g. during one’s tenure of office O
0000 0000000 0 00The tenure of the chairman of the board (of directors) is two years.
ooo0oo0oo0oo0o00o0o0020000000
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Form Letter No. EM-100

RE-EBH (NEReE0EGREBICHET 3]

Dear ......:

Having gained (1) ........ years of secretarial experience at (2) ..........cccoceciiininn.
.................................... , I feel qualified for the position of an executive secretary
which you advertised in (3) ......cccccoevininiencnnnn on (4) .cccoeeenene S e [, 19--].

As you will see in the enclosed resume, I received my secondary and higher
education in (5) ...ccccevvviriienceninncns , and am fluent in both spoken and written
English and Japanese. I am at present working for (6) .........ccccecevviiiiiiiiiiinnnns
....................... as (7) «ocoeveeiviiiiiiieececseeeeeeeene.. Therefore, I am fairly familiar
with the responsibilities of an executive secretary in (8) .......cccccccceiniiiiiinincnnne

Although I enjoy my present position and have developed pleasant relation-
ships with my employer and colleagues, I am very interested in working for
an international firm. In addition, I would like to utilize my English skills in
my work.

I would appreciate your giving me the opportunity to discuss my qualifica-
tions with you in detail. I would be available for an interview at your conven-
ience. I can usually be reached (9) after/before .......... at (10) .o,

Thank you for your consideration. I look forward to hearing from you soon.

Sincerely yours,

ooooooooooo

(1) boooooooooOOO0O00DO0DO0OO0O0OO0OO0OO0OOO0O0OO0OOOOOOOOOOODOOO00
0000000000000 000000AO0e.g. three (years); approximately five (years);
more than ten (years), etc,

(29 bCOODOOOOOOOOOOODODOOCODOODOOOOOeg (at) an international
pharmaceutical firm; (at) a foreign-affiliated company with headquarters in the U.S.; etc.

3) DOOOOOOOOOOOOOOOCOOOOOOOe.g. The Japan Times;, Economist, etc.

4 OO0OO0OOOOOOOOOOOOO0O0OOOOOOOOOO0O00000000O0O0O000O0
000000000 0eg Monday, April 1, 19--, etc.
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(6) 00ODO0D0OODOOO0ODOO0O0ODOO0O0O00O0O0O0O0ODOO0O0DO00O0000Oe.g. the United
States and Japan; London and Tokyo, etc.

() ODOOODOODOOODDODOODODDOODODOOOOOOOOOOOOOOOOODODOO
0 0 Oe.g. ABC Corporation (in Tokyo), etc.

(< DO0O0OO0O0OO0OO0OO0OOOOOOO0OO0OOOOO0O0O0O0O0OOOO00000O0O0O0000
e.g. a secretary (in the international division); an assistant executive secretary (to the
president), etc.

() ODOODDOOOODODOODO0O0O0DODOO0DO0OO0OO0ODOO0ODOOO0O0DDDOOOeg. (in) the trading
industry; (in) a major international corporation, etc.

(9 ODOO0OO0OO0OO0OO0O0OO0O0O000000000000O0O0O000O000000A0e.g. after 6:00
p.m.; after 6:00 p.m., Monday through Friday; between 6:00 p.m. and 10:00 p.m. (every-
day), etc.

(10 DO0ODDOODODODDOOOOeg. (at) 03-123-456%, etc.

oooooo

[OP-157] Having gained five years of secretarial experience at a leading Japanese trading firm,

I feel qualified for the position of an executive secretary which you advertised in The Japan

Times on Monday, May 1, 19--.

[MP-137] As you will see in the enclosed resume, I received my secondary and higher educa-

tion in Canada and Japan, and am fluent in both spoken and written English and Japanese. I

am at present working for Japan Trading Co., Ltd. in Tokyo as an assistant executive secretary

to the vice-president. Therefore, I am fairly familiar with the responsibilities of an executive
secretary in the trading industry.

[MP-138] Although I enjoy my present position and have developed pleasant relationships

with my employer and colleagues, I am very interested in working for an international firm.

In addition, I would like to utilize my English skills in my work.

[CP-109] I would appreciate your giving me the opportunity to discuss my qualifications with

you in detail. I would be available for an interview at your convenience. I can usually be

reached after 6 p.m. at 03-333-123*. Thank you for your consideration. I look forward to hear-
ing from you soon.
oooooooo

[OP-157] 00000000000 00O0OOS000000000000000000501

ooo0o0o0000000000ooooooooOOO0O0O0D0D000D000D0D0DDOooOOODODODO

[MP-137] O0O0O0O0O0O000O0O0O0O000OO0OOO0O00O0OOOO0O00O0O0ODO0O00O0O0O

ooo0o0o0o000000000000000O0O00O0000000000000O00O0O0OAO0

oooooooo00O00oO00ooOooOoOoOoOoOOOOOOOO0O0O0OO0DO0DOoOoDOoOoOOoOOO

ooooooooooooooo

[MP-138] 0000000000000 OO00O0O0O0OOO0OO0OOOOOOO0ODODO00O0O00O0

ooo0ooooo0000O00oooOoOoO0oOoOoOoO0O0OO0OoOoOoO0OoO0ooooa

[CP-109] O0O0O0ODDOO0O0O0O0O0O0OO0O0O0OOOOOOOODODODOOOO0OODODOOO0O0DBDODO

ooooooo0O0000D00oO0oOooOoOoOoOoOOO0OO0OOOO0O0O00DO0DO0DOoOoDOooOOoO 60O
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ggos-333-123+«j oo boboobooboobooobooooon
ggodooooooooooooboobooo

0000000000 job application letter 000000000 (resume) 000000000
ooo0o0o0o000000000000000O0000O0O000000000000O0O0O0O0O0O
oooooooo0000O00o0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0OOOOOOOOOOOO
ooo0o0ooo0o00000O0o0oO0oO0oOoO0oOoO0oO0OO0OO0O0O0O0O00000o0oooooooOoOoOo0On
ooooooo0oo0ooOooooooooo
ooo0o0ooo0o00000oO0ooooOoOooooooon
000000000 00000000000000O0D0O00000000000O0O0O0O0O0O0
0000000 [op-157] D0OO0OOOOOOOODOO0OO0OOOOOOOOOOODOOOOO0O0O0
000000000000 Ifeel qualified for the positionof ... 00 O000O000O0000O0O
0000000000000 0DoDoO0oOooOO0OO0OO0O0D0D0D0000000
oooooooooOoooooooao
0200000000000000000000O0D0D0D000O0O0OOOOOOOOOOO
oooooooo0000O00o0ooOoOoOoOoOOOOOOOO0O0DO0O0DOOOOOOOOOOO
ooo0o0o0o00O0000000000000000O0O000000000000O0O0O0O0O0O
oooooooO0000oO0ooooooooOooOoOoOoOoOoOOOoO0oooooooo
ooo0o0oo0o00000O0oO0oO0ooOoOooooo0o0oon
0000000000000 0oo0oo0ooOoo0oO0O0OO000D0D0D0 0000 O0DO0DOoOooOooOoOoOO0OO
00000 (interview)D 0000000000000 O0OOOOOOOOOOOOOOOO
ooo0o0o0o00O0000000000000O000O0O000000000000O0O0O0O0O0O
oooooooo0000O00o0oOooOoOoOoOOOOOOOO0O0DO0OO0DOOOOOOOOOOO
ooo0o0o0o00O0000000000000O000O0O000000000000O0O0O0O0O0O
00000000 DOTIlook forward to the opportunity of an interview. 0000000000
00000000 [Cp-109] DO0O0O0000O0O0OO0OO0000000O0O0O0O0O0000000
ooooooooOoOoOoOoOO0oO0OO0DO0DO0OOoOOOOOOOODOOOOOO0 [CP-110] OO
[CP-112] (p. 551) OO ODOODOOO0OOOOOOOOOOOOO(CP-111] OOOO00O0O Form
Letter No. EM-2000 0 300 0000000000000 O0O0O0000O0O0O0O0O0OOOO0O
ooo
00oooo000000O00o0oo0oOooOoOoO0OO0O0O0OO0O000O0o0oooooooooOoOoan
00A4 0000000000DOOOOO0OOOOODOOODOOOOOODOODOOOOO
000000000000000000000 (Return Address) 000000000000
ooo0o0o0o000000000000000O000O0O000000000000O0O0O0O0O0O
oooooooo0000O00oO0oOooOoOoOoOoOOOOOOOO0OO0DO0OO0OOOOoOoOOOOOOO
000000000000 00000000000000000000 Resume Enclosed O
ooo0o0ooooooooo
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Form Letter No. EM-200

I am writing to inquire whether your company anticipates any job openings in
the area Of (1) .ooveeveereriieiienieeeeeeeeee e in the near future. I have
taken the liberty of enclosing my curriculum vitae for your consideration.

As you can see from the enclosed C.V., I have had (2) ......... years of expe-
rience as
(B ettt s

I believe that my experience and background should serve as fine preparation
for a position of greater managerial responsibility. If you have any openings
for which I am qualified, or should such openings become available in the
near future, I would appreciate your considering my credentials.

I will be in (4) «coocvevveereeneennn. next week/month, and I wonder if we could get
together on or around (5) ......cc.cceceeueenen. for a brief meeting. I will call you in

advance to confirm if and when you might be available. Thank you.

Sincerely yours,

[P.S.: As I am currently employed, I would appreciate your confidence in this
matter.]

goboooooooon

(1) O0OO0DO0O0O00O0000O00AO0 eg human resources management; labor relations, etc.

(29 booooOooOooOOOOOOOOOOCOOOOO

(3 OOOOOOOOOUOOOOUOOOO0OCOOOOOUOOUOOODOOOUODOUOOODODOO
goon

4 0OU0OO0O0ODOOOUOOUOOOO0OO0OO0O0OO0O0O00O0O next week OO0 next month 00O
ooooooooo
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() O0O0O0O0OO0O0OO0OO0O00OO0OO0O0O0DB0O00Oe.g. (onor around) Monday, April 1, etc.
oooooo

[OP-160] I am writing to inquire whether your company anticipates any job openings in the

area of corporate financial analysis and portfolio investment in the near future. I have taken

the liberty of enclosing my curriculum vitae for your consideration.

[MP-140] As you can see from the enclosed C.V. I have had ten years of experience as a senior

financial analyst with a major securities firm in Japan. I believe that my experience and back-

ground should serve as fine preparation for a position of greater managerial responsibility.

[MP-141] If you have any openings for which I am qualified, or should such openings become

available in the near future, I would appreciate your considering my credentials.

[CP-111] I will be in Tokyo next week, and I wonder if we could get together on or around

Monday, April 1 for a brief meeting. I will call you in advance to confirm if and when you

might be available. Thank you.

[CP-113] P.S.: As I am currently employed, I would appreciate your confidence in this matter.
oooooooo

[OP-160] OO OOOOODOOOOOOOOOOODODODOOODOODOOOODOOOOOODOOO

ooo0o0o0o0000000000000000000O0O000000000000O0O0O0O0O0O

ooooooooooo

[MP-140] 0000000000000 OOCOO0OOOOOOOOO0O0O0O0 100000000

oo0o0o00000000000ooooooOO0OO0OOO0O0D0D0DO00D00O0DO0DO0OOooOoOOOODOO

ooo0oooo0000O0O0oOoOooOoOoOoOoO0oO0o0o0o0o0o0oO0ooa

[MP-141] 0000000000 O0O0O000OCOOO0O00OOOO000O0O0ODO0O000O0O0O

oooooooo00O00DO0ooooOoOoooOoOmOooooOODOD0o0oOoooooooooon

oooooooooooao

[CP-111]0 0000000000 0000000000O0OD 40 1000000000000

ooo0o0oooo000000O0oO0oOoO0oOo0oOoOoOoO0OO0O0OO0O0O0000000ooooo0oooOo0On

ooooooooooo

[CP-113] O0OCOOOOOOOOOOOOOOOO0O0OO0OOOOO0OOOOOOOOOOOODOOO

ooobooooooOooooooa

goo0oooooO0OoOoooO0O0oO0oooO0OoooOo0ooOo0ooO0ooooOooooooooon
000000000000 00000D00000000000o0oOooOoOoOO0OO0DOooOOooOoOO
ooo0oooo0000000oO0oO0oOoOo0oOoOoOoO0O0oO0100000000000000000
000000 200000000000000000O000000000000000O0O0O
0000000 Danticipate 00 ..0000000000000000000O0 svoOOO0OOO
000000000 thatJOOO0OOOODOOportfolio investment 0 0 0 0O 0 0O O O take the
libertyof ...ing OO0O0O0O0COO0.. 000000000000 curriculum vitae 0000
00000 (personal history;resume)J 000000000000 O0O0O0O0OCOCO cv.OO
O0O00O0Ocredentials 0000000000000 0O0O0O0O00O0OO0DOOOODODOOOOO
oooooo0O0000oO0oooooOoooOoooOo0on [Cp-113] DO0O0OOOODO
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Form Letter No. EM-300

Hik-ER [RXEEE74—-2 Y H]

(1) Hanako Yamada
o)

Personal Data

Date of Birth: (3) .cocevveevienienieiccicenne
Nationality: ...,
Languages: ...,
Marital Status: ..o

Career Objective

() oo

Work Experience
(5) 19**-19**: Position0] Company name and address.
JOb AeSCHIPHION. ...t

19**-19**:  Positiond Company name and address.

JOb AeSCTIPHION. ...
Education
(6) 19** - 19**:  Name of the school attended, city [and country]
Majored in ........ccceceeene. [, with minor in ........ccoeeeiininenennnns ]. Re-
ceived
ajan ................ degree in ..........cccevviiiinnns N, , 19%*,
19** - 19**:  Name of the school attended, city [and country]
[Majored in .......ccccoiviiiiiiiiiiiiiiii, ] Received a diploma; certificate
{17 sajan ... degree in ................ N e , 19%*,
References

Full references will be furnished on request. [Letters of recommendation
from my previous employers are also available.]

goooooooooo
(1) cooooooooooo
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(2 DooOooOoOOOOODODOO0O0O0D0DODOO0O0O0DO0OO0D0DO0O0DO0DOOOOOOODOOO0O0DD0
goooooooooon

(3) O0OOO0ODO (date of birth)O OO (nationality) DO OO 00O (languages)D O OO0 OO
(marital status) 00 0 0000000000000 OOO0OO0O0O0O0OOO

4 OO0OO0O0OOOOOOOOOOOOOOOOOODOO0O0O0O0OO0OO000 OOoO0O0o00
oooo

(6) DOoOoOOOOOOO0OO0OO0OO0OO0OO0OOOOOOOOOOOO0O00O0

() ODOODODOOOOODOODODODOODOOOODOOOODODODOOOOOO

oooooo

[OP-161] O HeaderO

Hanako Yamada

* -** Hiroo, Shibuya-ku, Tokyo 150, JAPAN

Phone: (03) 3797-123*

E-mail: ABC***@niftyserve.or.jp

[OP-162] O Personal Datald

Date of Birth:  April 1, 19**

Nationality: Japanese

Languages : Japanese and English

Marital Status: Single

[MP-143] O Career Objectivel To work as an executive bilingual secretary in the trading

industry and to gain knowledge and experience in the administration of a major international

firm.

[MP-148] O Work Experiencell 19**- Present: Assistant Executive Secretaryl] Japan Trading

Co., Ltd., Chiyoda-ku, Tokyo. Responsible for secretarial assistance in the Vice President’s
office, including scheduling appointments, word processor/PC operation, meeting prepara-
tion, bookkeeping, etc. [Desire change because career advancement opportunities are limited
in this company. ]
[MP-149]0 Work Experiencell 19** - 19**: Accounts Clerk[] Canadian Bank of Commerce
(Japan), Inc., Yodogawa-ku, Osaka. Responsible for cash control, PC operation, and book-
keeping. [Left the company because my family moved to Tokyo.]
[MP-150]0 Education 19** - 19**: University of Waterloo, Ontario, Canada. Majored in Eco-
nomics with minor in Business Administration. Received a B.A. honors degree in Economics
in April 19**.
[MP-151] O Educationd 19**- 19**: Kansai Minami Junior College, Osaka. Received a certif-
icate in teaching English as a second language in March 19**.
[MP-152] O Referencesd] Full references will be furnished on request. [Letters of recommen-
dation from my previous employers are also available.]

oooooooo
[OP-161]0 0000
oood

461



01000000000 ==

ooo (03)3797-123*

000000 ABC***@niftyserve.or.jp

[OP-162]0 0 00O

ooooo19=0 40 10

a gooo

gooooobooooooao

oo oooo

[MP-13]0 0 0000000C0CO0O0O00CO0O0OO0COO0OO0OO0O0DOOCOCOOO0OCODOODO0OO
goboooobooooooobooobooooooooaon

[MP-148]0 000190 0000000000000 0O0O0O0O0O0O0O0O0O0O0O0O0O0O0O00A0
goboooobooooooobooooboooboooobooooboooooooooaoooaa
gooooobooooboooobobooooboooobooooboooOobooboobobobOoooboDo
good

MP- 190 OO0 01900190000 0000000000DO0000O00O00D0OO0OO0DO0O00D
goooooboooobooooobbooobooobooooboooOobboobOOoobobObOOobooo
good

[MP-150]0 0001900190 0000000000000000C00CO0C0O0O00O000O0O0O0
oooooooooooooboe0 400000000000

[MP-151]0 0001900190 0000000000000019=0 3000000000
goooooo

[MP-12]0 0 0000000000000 00O0O00O0O0OO0O0O00O0O00O00O0O00O000000A0
goooooboooooooao

ooooo0o0o0000o0ooOoOoO0OO0OO0O0O0O0O0D0000000DO0O0000000000 Form
Letter No. EM-100 O OO OPersonal Data 00 0000000000000 0O0O0OOOO
ooo0o0o0000000000ooooooOOOOO0O0D0O0DO00D00O0DO0DOoOooOoOOOODOO
O0O00O0O00O0OMarital Status 0000000000000 COOO0OOOOOCOOOO
SingleO0 0O 00O OO Married (with two children) 0 O 0 O O O OCareer Objective 0 0 O
oooooooo0000O00ooOooOoOoOoOOOOOOOOO0O0DO0OO0DOOOOOOOOOOO
0000000000 JobTargetD OODOOODOOOO0D0O0O0O0O0O0O0O0O0O [A]Position
as Computer Service 0 Engineer Public Information Specialist 0 000000000000
00000000 0000o0oooooo0 [MP-144] OO [MP-147] (p. 529) OO OO0OO0OOOO
0000000000000 00000000000 [MP-148] OO0 [MP-149] O00O0O0ODO
ooooooooOoOooooOoOoO0oOOoOOOO0OO0OO0OOOO0OOO0DOOOOOOOOOO
Responsible for ... 0 Iwasresponsiblefor... 00000000000 000O0O0O0O0OO
0000000000000 00000 [MP-148]0 MP-149]0 0000000000000
0000000000000 00000000000000000 Special Skills [and Qua-
lifications] ] 00 [00000000000000O0O0O0OOOOOOOOOOOODOOOO0OO
oooooooo0o00oO0oooooOoOoOooOooOooOOooOoOoOOO0OO0Oooo
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Form Letter No. EM-400

Al -ER [HysmE]

TO WHOM IT MAY CONCERN

This is to certify that (1) Mr./Ms. ......ccccoeveinens was a (2) full-time/part-time
employee of (3) ..ooooiiiiiiiiiii e, for a period of (4) ..........
years [and ......... months] (5) from ... 19-- 10 irieiciiie
19--.

(6) He/ She worked fOr 1S @S (7) «ecveevveenrienieeneeiieniieniieneenec e under the

supervision of the undersigned. His/Her work consisted [primarily] of

(B) oreeeeeee oo

He/ She resigned from the company on (9) .......cccoceeeeennne. , 19-- for personal
reasons.

goooooooobooo

0000000000000 0000O0Oe.g. Mr. John Doe; Ms. Hanako Yamada, etc.
O00O00000000000000 fulltime 000 part-time O00O0O00O0O00OO
oooooooao

0000000000 e.g. Japan Trading Co., Ltd.; American Business, Inc., etc.
Oo00O0o0oo00oo0ooo00ooooooooool...]00o000000000000O0e.g.
three years [and five months], etc.

0000000000000 0000000000000000 Oe.g. (from) April 19-- to
May 19--, etc.
goooooooooooooooboooooooooobobOobObOobObObObOOo0ooOo
ooooooooboboooobobooboobooboobDbobon

O00000O000000000 (obtitle) OO OO0 Oe.g. (as) a secretary; an assistant

sales manager; a financial analyst, etc
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() ODoOooOoOOOOODO0O0OOOODOOOOOODO]...]JO0DO0ODODOO0ODODODDO0O0O0
ijoo0ooooooooooooeonon

(9 0O0O0ODODOO0OO0OO0OO0OD0D0O0000000O0e.g. Aprill, 19-- etc.

(10 booooooOOOO0OO0OOO0OOODODDOOOOOODOOOOOOO0OOOODOOOOODOO0
0000000 00e.g. Taro Yamada, Director, Personnel Department, Japan Trading, Co.,
Ltd., etc.

oooooo

[OP-139] This is to certify that Ms. Yuki Kato was a full-time employee of Japan Trading Co.,

Ltd. for a period of three years and five months from June 19-- to December 19--.

[MP-153] She worked for us as an executive secretary in the international division under the

supervision of the undersigned. Her work consisted primarily of such secretarial duties as

scheduling appointments, making arrangements for staff meetings, drafting minutes, and

writing and filing business correspondence. She resigned from the company on December 1,

19-- for personal reasons.

oooooooo

[OP-139] OOOOO19--0600019--012000030500000000000000000

Ooo0o0o000000000000000000000

[MP-153] O0O0OO0OOO0O00O0OO0OO0O00O0OOOOO0O0O0OOOOOOO0OOOODOOOO0ODOOO

ooo0o0ooo0o0000000oO0oO0oO0oO0oO0oOoOoOO0OO0OO0oOO0O0O0000000oooooooOo0On

0000000000000 0DoooooooOOO0O0O0D0D000D000DO0D0DOoDOooOoOoODOOO

019--012010000000000000

OO0O0000OForm Letter No. RC-100 00000O0O0OO0OO0OOODOOO0DO0DOOOOOOOOOO
ooo0o0o0o00O00000000000000000O0O000000000000O0O0O0O0O0O
ooo0o0o0000000000ooooooOOOOO0O0D0D0DO00D0O0DODO0DO0OOoOooOOOOOO
O00000000000000000000000000 (certificate of employment)00 O
0000000000000 000Thisistocertifythat... 000000000 000O0O20
000000000 [MP-084] OOO0OOOOODODO [CP-070] DOOOODOOOOOOOO
ooo0o0ooo0O0000O0O0o0ooooon

000 To whom it may concern OO O OO Form Letter No. PA-100 OO0 OOO0O (p.
437) 0004 00000000000 000O0O0O00O0O0000000 Aprill19-- 0000
month 0 year 0000000000000 00D0O0O0DODOO0OOO0ODOO0OOOThis is to
certifythat... 00.000000000000O0000CO0O0 2000000 the undersigned
0000000000000 0O0O00O00OOfor personal reasons 00000000000
000000000000 000000000OO00000000000000000000 She
resigned from the company of her own freewill. D0 0000000000000 COOOOOO
0000000000000 00000000000000O0Oresign 00000 DODOO0OO
O000O0OOresign00000O0O0O0OOresign from00000000000000OOCOO
e.g. She resigned her position (as an executive secretary) for personal reasons. She resigned from

the company for personal reasons.
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Form Letter No. EM-500

Hik-ER [ERZWE (1) ]

EMPLOYMENT AGREEMENT

This Agreement is concluded between (1) .......cccccceviiiinnnnnn (“EMPLOYER")
and (2) coocveieneneices (“EMPLOYEE”) on= (3) .eevovevveneenenennn , 19-- with the
following stipulations:

Article 2: EMPLOYER shall pay EMPLOYEE for (5) his/her services the net
amount of (6) ............ per month after/before tax. EMPLOYEE is also entitled to
the usual fringe benefits and commutation allowance as per company regula-
tions.

Article 3: Regular office hours are (7) from .......... am. to ......... p-m., Monday
through Friday, with one hour off for lunch at noon.

Article 4: In case of overtime work requested by EMPLOYER, EMPLOYEE
shall receive an extra allowance for his/her services in extra hours as per
company regulations.

Article 5: Any knowledge and information that EMPLOYEE obtains through
his work under this Agreement shall not be disclosed to any persons or parties

other than EMPLOYER.
Article 6: This Agreement shall be valid for (8) .......... year[s] from the date
hereof, and shall be automatically extended for another (9) ........ year[s] period

unless a notice to the contrary is given from one of the parties to the other in
writing at least (10) ........... days before the expiry date.

Article 7: In case any questions arise concerning this Agreement, or any cir-
cumstances having no stipulation therein develop, they shall be settled in
good faith between the contracting parties.

Article 8: This Agreement is made in duplicate, and EMPLOYER and EM-
PLOYEE shall, after signing both copies, retain one copy respectively.

Signed and Executed on the day first above written.

EMPLOYER: EMPLOYEE:
Segnature Ségnature
SR (12) oo
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o0o0oo0oooooo

1) ODO00O00oO0oO0oO0oOooOooOoooooooodg

0000000000000 00o00o0o00ooooDoooon

0000000000000 00Oe.g. April1, 19--

gooO0oooOoo0o0ooOoooOoU0ooOoooOoOo0oOoooOooOooooooDOooOo

00o0o0ooU0oU0oU0OoU0oU0oOU0O00DOO0DU0ODODUODODODODODODOOn

oooooood

(6) OODOODOOOODOODOODOODOODDOO (beforetax) OOOO0OO0O0O (after tax)d O
000000000000 e.g ¥500,000 after tax

(7y bOoOoOOOOOOOOOOOOOOOOOODOOOOOOOOSOO0OODOODOODOO0n
1000000000000 0C0U0D0U0Do0U0DoOU0DoOUOoOUOoOooO

8 DOD0OODOODOODOOODOOODoOODOO

9 0D000000O000000000000000000000000

10) DOo0o0o0oO0ooo0oOoooOoooooooooon

11) 0000000000000 0o0o00oO0O0ooO00O00DOD00DOD0O0DOODO0DO0ooO
O0o0o0ooU0oUoUoUooUooUDUOoUOoUOOO

(12 oOOoOOOOOOOOCOOOODOOOO0ODOOODOOO0OCOOOOODOOOODODODOOO

A~ N~~~
> W
N —

gl
~

goooooo000oOooOoOoooooooOO000O0O0 10000000000000000
ooooooooOooO0ObDOO0OO0O0O0D0D0000000000O00 0000000 OoO0OOoDOOO
OO0O000O0O Form Letter No. EM-600 0000 O 100000000CO000O0 (preamble)d
OoO000000000000000000000conclude 000000000000 00O00O0O
00000000000000000000000000000A0AOstipulation 00000
O0000000000000080 200 the net amount of . . . per month after/before tax 00O O
0000000000000 DO0000000000D000Obe) entitled to O Form
Letter No.CF-200 D 0O 0000 (p. 372) OO O fringe benefits 0000000000000
000000000000 000000000000000000000000 commutation
allowance 00000000000 travelexpenses0 00000 400 Incaseofsthd0...
O00000.0000000000Oncase S+V (=1fS+V) 0000 0O O Ck.g. In case of [a] fire,
call 119 immediately. 0 500 disclose DT 00000 00 O3 00O Chereof O “of this”
000000000 thisOOOOOOOOOOwunless O00...00000...00000000
0000000000000 0 6000000000 ODODOOOODDDODODOO ...andshall
be automatically terminated upon the expiration of this period unless otherwise agreed upon
[in writing] by both parties prior to the expiry date. 00 0000000000000 O0O00OO
0O [D0000]jooooo0o00O0oooooo0oo0ooOo0o00o00ooooooooooo0oo0o0n
00000000000 700 ingood faith 00 00 OO O O (with sincerity)0 O contracting
parties D00 000O00000O0OO

.000000000000000000000 [OP-163] (p. 501), [MP-154]0 [MP-161] (pp. 531-532)0
000 [CP-114] (p. 552) 0O O
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Form Letter No. EM-600

Hik-ER [ERZWNE (2) ]

EMPLOYMENT AGREEMENT

[ , 19--
(7)) TR , having its principal office at (3) .........ccoceeviiiiiiiiiiii, ,
Japan (called the Company) and (4) .........cccceeeeee. , residing at (5) .....ccooeeieiennnn

................................ , Japan (called the Employee) have mutually agreed that the
Company will employ the Employee under the following terms and conditions:

ARTICLE 1 (COMMENCEMENT OF WORK AND JOB ASSIGNMENT)
1-1. The Employee shall start working with the Company as from (6) .............
......... , 19-- as a full-time employee.
1-2.  The Employee will be  assigned the position of

The position and job assignments may be changed by mutual consent of
both parties.

1-3. The Employee shall devote all his attention to carrying out his duties as
assigned and directed by his supervisors.

ARTICLE 2 (OBSERVANCE OF COMPANY REGULATIONS)
The Employee shall observe the rules and regulations of the Company, and
abstain from any deed that may cause disgrace or damage to the Company.

ARTICLE 3 (DUTY OF HOLDING IN CONFIDENCE)

The Employee shall not disclose to a third party any important information
pertaining to the Company and its business affairs and transactions, whether
he learns it through his work or from other sources. The obligation imposed by
this Article remains effective after the termination of this Agreement.

ARTICLE 4 (WORKING HOURS AND HOLIDAYS)

Regular office hours are (8) from ...... to ...... with one hour off for lunch at
noon. The office is closed (9) ............. , in addition to statutory national holi-
days.

ARTICLE 5 (REMUNERATION)
The Company shall pay the Employee a monthly salary on the (10) ........ of
every month, in the amount of (11) .......ccoceiiiiiiiiiiniiiiee, after / before tax.

ARTICLE 6 (COMMUTATION EXPENSES)

Commutation expenses for the most economical route between the Em-
ployee’s working place and his residence shall be borne by the Company in full
amount.

cont’d/...2
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Employment Agreement (2/2)

ARTICLE 7 (ABSENCE DUE TO SICKNESS OR INJURY)

In case of sickness or injury, the Employee shall inform the Company with-
out unreasonable loss of time. For an absence of (12) .............. Or more succes-
sive days, a doctor’s certificate evidencing inability to work shall be submitted
to the Company.

ARTICLE 8 (COMPENSATION FOR SICKNESS OR INJURY)

Should the Employee suffer from any sickness, injury or disability arising
directly from his service under this Agreement, the Company shall compensate
the Employee for such sickness, injury or disability in accordance with the La-
bor Standards Act and the Worker’s Accident Compensation Insurance Law of
Japan.

ARTICLE 9 (DISMISSAL)

The Company shall be at liberty to dismiss the Employee immediately
without any obligation in case of breach of any stipulations specified in this
Agreement and/or misdeed or fault which may cause damage or loss to the
Company.

ARTICLE 10 (VALIDITY, RENEWAL AND TERMINATION)

This Agreement shall be valid and in force for a period of (13) ............ year([s]
beginning from the date of execution hereof, and will be automatically re-
newed for another (14) ........cccccceee. period, unless either of the two parties
gives the other (15) ............ day’s prior notice in writing of its intention to
terminate the Agreement.

ARTICLE 11 (GOVERNING LAW)
Matters which are not stipulated in this Agreement shall be governed by the
Labor Standards Act and other relevant laws of Japan.

IN WITNESS HEREOF, the two parties concerned have duly executed this
Agreement in duplicate in the Japanese and English languages, both equally

authentic, this (16) .......... day of ........... , 19--.
Siguatare Siégaatare
(I7) e (18) ceeeeeieiecee
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1) 000000000000 00Oe.g. April1, 19--

2y 0000000000 OO0000000000000

3) 000000000 O0O0O00ooOoOoOooOoOooOOOOOOOO0OO0OOOooOo

4) 0000000000000 O0O000O0OOOO0O0O00000

5 00000000000000O0O0O000000D000

6) 0000000000 DOO0000000000Oe.g. Aprill,19--

7y 000000000000 00000000000O0O0O0O0O000000000

8§ ODO0O0OOOOOOOOOOO0OOODOOO00O0100000000O00C0OOOOOOO
ooooooooo

(9 ODooooOOoOOODOOOO00DO00OODOOOOOOOOO0ODDO

(10 DO0O0O0OO0OO0OO0O0O0O0O00O0DOOe.g. (on the) 25th [day], etc.

(11) 00000000000 000O00 (aftertax)y DO0O0O0OO00OO (before tax) 00 OO
000000000 0e.g. ¥500,000 before tax

(12 0O0OoDpOOOO0OO0OO0OO0OO0OOOO0O0O00O0OOO0OO0000O0O0O0O000000O0O000O0
0000000e.g. five (or more successive days), etc.

)y D0O000000000000000A0Oe.g. one year; two years, etc.

14) 00000000 DODO0D0000O0OO0O0O00OO0OODOODODOD0D000O0

)y D00000000000000000000AO0e.g.30days; 60 days, etc.

16) O00O0O0O0OO0OO0O0O0O0O00O0OOOe.g. (this) first day of April, 19--

17y 0000000000000 O00O00O0OO0OOOOO0O0OO0OOOOOO00OO0OOOODOO
oooooooo

(18 boooooOoOOODODOODO0DO0DODO0OODOoDOoOoOooOOO

(
(
(
(
(
(
(
(

00000 OForm Letter No. EM-500 000000000000 O0OO00O0O0OOCOOOOO
oooooooo0000O00o0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0DOOOOoOOOOOOO
Oo0ob0o0o00000000000000O0000@MOO00000000000O0O0O0O00O00O0
oobooooo0000@oooooooooooOooOO0o0O00O0O00ooooooOooOoOoOoOo0o0n
OO0O00O0O0OO00OO0O0OC0CO0OO0OO0OO0O0OO0OO0OO0OO0O (taxes and insurance premiums)d OO OO
(paid holidays)0 0 O O O (fringe benefits)0 0 O (overtime work)dJ O 0 O O (prohibition of
other business)J 0 O 0O O (compulsory retirement) OO0 0000

01000000000 (preamble)yJ0 00000000000 O0OOOOOOOOOODO
oooooooo0000O00o0oOoOoOoOoOoOOOOOOOO0OO0DO0OO0OOOOOOOOOOOO
OO000Oreside 000000 O0O0O0O00O0OOOOO...000000C00000000O0OO
O00000Oterms and conditions 00 0000000000000

00000000 INWITNESSHEREOF, ... 00000000000000000000
O00C00O0O0OOhereof 00000000 O0O0O (ofthis)\J000000O000C0OO00OO
O00000000000000Ohereof 00000 whereof [= of which) D0O0O0O000O
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Form Letter No. MM-100

MINUTES
OF
MONTHLY MANAGEMENT MEETING

The Monthly Management Meeting for (1) [the month of] ......... 19-- was held
on (2) .oeeeens 3) inZat ............... The chairperson, (4) ....ccccceeivineen. ,
called the meeting to order at (5) ........ a.m./p.m. The following persons were

present at the meeting:

1. Minutes of the Last Meeting
The minutes of the last meeting held on (7) ............... were read and ap-
proved as written.

2. (8) Topic2

SUMMATY Of TOPIC 2 .oeieiiiiiiee et e e e e

3. (9) Topic3

4. (10) Topic 4

Summary of Topic 4

n. Next Meeting

The next Monthly Management Meeting will be held at (11) ....... a.m./p.m.
on (12) ....ccceeeeen. , 19-- (13) in/at .....ccoeeeiiiiiee,
There being no further business, the meeting was adjourned at (14) ............

a.m./p.m.




ooooooooooon
(1) 000000000000 00000O0[...] 0000000000000 O%kg. April
19--; May 19--, etc.
(2) J000D0OD0ODCODODUODUCOUOUCODUOUUODO0ODUODUODUODODODDODODODOOOOOOe. April 1; May 10;
December 28, 19--; etc.
(3 UJUJD0DUOUODUOUOODUOUODODUDODDODODODODODODODODODOAOe.g. inthe executive conference
room; in Meeting Room A (of the Tokyo Head Office); at the head office (in Tokyo); etc.
(4 ODODODOODODOOOODOOOAOe.g. Taro Yamada; Jane Doe, etc.
(b)) J000OD0OD0OD0OODUODUOUOUOUOUOUOUOe.g.10:00a.m.; 1:00 p.m., etc.
(f) D000 0OD0ODUOUOUOUOUOUOUOUOUOUOOUOUOOOOe.g. Taro Yamada, President; Jane
Doe, Sales Manager, etc.
(7y ODO00ODO0OOODO0OOO0ODO0OOO0OODU0OODDOODODODOODOOODO
()0 (10 OoDDoDDOoODDODODDODDODODDODODDDODODODODDDODODODDODODOODOODODOODOOO
(11) ODOooOoOoODoOOoODoOobobobooODoOboOboO
(12 ODOoOODOODOODOOODOODODOODOODOOOOOO
(13 DoOoOOoOoODOOoODOOOOOoODOODODOOOODOOOOOOODOO
(14) OOODO0OO0ODODOOO0ODOOOOOOOOOO
goooogo
[OP-165] The Monthly Management Meeting for May 19-- was held on May 1 in Meeting
Room 101. The chairperson, Akio Takahashi, called the meeting to order at 9:30 a.m. The fol-
lowing persons were present at the meeting: (list of participants to follow)
[MP-175] 1. Minutes of the Last Meeting: The minutes of the last meeting held on April 1

were read and approved as written.
[MP-176] 2. New Office Computers: George Kato reported that the new office computers,

whose purchase was approved at the last meeting, would arrive on May 10, and that an in-
strucion seminar would be given during the week of May 10 to May 15 in Meeting Room 105.

[MP-177] 3. Extension of Summer Holidays: The president moved that the summer holidays

for the company employees be extended to 10 days from the current seven days. After some
discussion, it was decided that each division manager consider the feasibility of the proposal
and that a final decision be made at the next management meeting.

[MP-178] 4. Budgetary Control: Mary Lee proposed that the activities of the company be

broken down into “cost centers” for more efficient budgetary control. Taro Yamada seconded

the motion and elaborated on the advantages of the “cost center” proposal. The president in-

structed Mary Lee to provide all division managers with a more detailed explanation of the

proposal in writing by the next management meeting for further discussion.

[MP-179] n. Next Meeting: The next Monthly Management Meeting will be held at 10:00 a.m.

onJune 1 in Meeting Room 101.

[CP-116] There being no further business, the meeting was adjourned at 11:55 a.m.
gooooooo
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goodooooooo oo bbb U o
[MP-175] 1. OO0 O0O00000OD0O 4010000000000D0000DO0O0OODOODOOO
ooooooooooo

[MP-176] 2. O 0000000 O0O0O0OOO0OO0OCOCODO0OO0OOOOOOCOCDODOOODOOOODOO
gooooooooobooooboobobooobobomuoooboooooobooDob 501000
goodoooooosoobboboissooobobobos0ooooooooobooDoon
[MP-177]3. 0000000000000 DOOOODOOODOOOOOOYDODOODO0000
goddddomobbobo>@oooooooLoUooooLooDoboooobobooo
gjoodddoooooooooooooo

[MP-178] 4. OO0 O00O0O00O0OOOCOOOOOODOOOODOOOOOUOOCOOODODODODO
godddoooooooooooooooooobobbbobbobbbooobobobobobobDbDbD
goddddodddoodooobooooobobboUobLUObOODbOODbOODbDObOODDbODO
oo oooooboboooboobooo

[MP-179] n. OO0 0000000 OO0ODOOOODOOODOOO GO 10DO0O0 3000 101
gooooooooooo

[CP-116] DO OODOOOODODO 1105500000

gooobooboooooboobodoboobobooobobo0oboDobUobooDobOoboooo
000 Monthly Management Meeting OO0 OO OO OOOO Monthly O Weekly OO0 GOQO0Od
Management Meeting 0 Staff Meeting 0 SalesMeetingO OO O0O0OOOOODOOOOOO
01000000 callameetingtoorder OO0 0O0O0OOO0OOOOOOOOOOOODODODODO
OO0O0OOcallsbtoorder 0000000 0D0O0OODOOO0DOODOOODOOODODO 1000
gobooobobooobboooboobboooobOUoobbUooobDboobDbUuooobooo
goooobooooobboooobbooobbbooob bbb booobb oo
George Kato reported that . . .0 Mary Lee proposed that . . . 00O 00O it was decided
that... 000000000 (reportedspeech)DOODOOODOODODODODODODODOThe president
moved that . .. O Taro Yamada seconded the motion (and) ... 0O OO0OOOOOOOOO
gbo0dooboo0oobbododgdOmove DOOODOODOODDODUOODOUOODDDO...DDOOO
0 00 O O Oe.g. | move that we [should] adjourn0 0000000 0OO0O 0O OOsecond OOO O
Jo00DOOoO0O0OO00O00DbO000000dO0ddddImovethat... OOOOOODOOOO
OO0 IsecondthemotionODODOOOOOOOOOOODOOODOODOD

0 00 There being no further business, ... OO0 00000000 OOODOOOOOOOO
0000000 00D0U0O0oOoOoOO0obOUOoOoOopDOoDOoObDboODbODoODbODbODODODDOThe meeting was
adjournedat... 0000000000000 D0O0OOCadjourn OO0OO0DOOODOOO
gbooobooobboooboobboooobOUoobbUooobOoobObUuooobooo
0 0 Oadjourn the meeting until tomorronJ OO0 OO0 0000 O OO OO adjourn the meeting
fortwohoursOOOD 2 0000000000000 OO0OOOOOOOOOOOOOOOO
OO0 The meetingwas adjourned ... OOO0O0OO0OOOOOOOOOOODOOOODODODOO
00000 The meeting adjourned at 11:55am. OO0 00000 O0O0COOOOOOODOOO
0000000 00b0boOOoO0onbOOd Form Letter No. MM-200 O OO



Form Letter No. MM-200

MEETING MEMORANDUM ( /7 )
Subject (LRL)

Date (17 2)

Time T (Lm3) e,

Place D (1) e,

Recorded by  : (1-5) ......ccoooovoieiereceeeens

Ref. No. 5 (16) e

The following is a summary Of (2) ..o
Present at the meeting were
(3) e ) e e ,

......................... AN Ly

1. (4) Topicl
SUMMATY OF TOPIC L oottt

2. (5) Topic?2
SUMMATY Of TOPIC 2 1oviiiiiiiie et e e e e e

3. (6) Topic 3

n. (7) Topicn




ooooooooooon

(1) DOooooobooboooobOoooooOoOogoooo@yooooboobooobooo
0ddd((-2) 0ddddgdgo@3) dogoogoooooooob@4 0o0oooooo
(-5 00000ddddddddd(l¢) U UDUUUUUOUbODOODDODOOO
og

(2 DO0O0OOOOOODODODODOODOOOOOO0OOO0OOOObOODOOOoOoOoOoOoDODODODOO
O0O0O0OO0OO0OO0OO0DODODODOAOe.g. the monthly staff meeting for April 19--; a meeting held
to discuss the above subject, etc.

(3 UOO0OOOobOOobODObOOOOOO0OOU0DUODUODOOUOOoOOobDbODbDOoOoOoOoOoobDDbDDDO
goo

40O (7)) DoOoODOOoOOoOODODOODODODOODODOODOODODODODODODOODOODOODODOODOOO

(8) D0ODO00O0O0OOOOOOOOOde.g. Mr. Taro Yamada, Sales Dept.; Ms. Jane Doe,
R&D Div., etc.

gooogo

[OP-166] The following is a summary of the 154th weekly staff meeting of ABC Language

School, Yokohama. Present at the meeting were Yoshio Ito, School Director; Tom Miller, Head

Teacher; and Yoko Kimura, Chief Secretary.

[MP-180] 1. Customer Satisfaction Campaign: Yoshio Ito reported that the CSC question-

naires had been given to all current students and that the responses received so far indicated
the students were generally satisfied with the quality of education provided at Yokohama.
The final results will be available by the next staff meeting.

[MP-181] 2. Recruitment of A New Teacher: To replace one of the teaching staff who re-

signed last week, Tom Miller recommended Mrs. Jane Kato, a former elementary school
teacher in Australia now staying in Japan with her Japanese husband. Mrs. Kato will be in-
vited to come to the school for an interview next week.

[MP-182] 3. New Software: It was reported that the new software package provided by the
head office was generally found useful and easy to use. However, since several technical dif-
ficulties had been cited by some administrative staff members, it was decided to ask the head
office to send out one of their technical support staff as soon as possible.

gooooooo

[OP-166] DO UOUOABCOOIOOOOOO 400000000000 ODOODODODOODODOO
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[MP-180] 1. OO0 00O OOO0OO0OO0OODOODOODOOODOOOOOOO CsCcOoDOoooOd
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[MP-182] 3. D OO O0O0O00O0O0O0O0ODOO0OO0OODOOOODOOOODOOOODOOOODOO
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o0o00obO0obO0obOO0obOO0o0ooO0obDO0oO0ooOD0oo0oo0O0obODOoUooOUOobOooboOoOoO (ad hoce
meeting) 000 0000O0O0O0OOO0OODOODODOODODOODOODOODODODODODODODO Form Letter
No. MM-100 OO OO

01000000 200 Present at the meeting were ... 0 ... were present at the meeting.
gbooobobooobboooboobboooobOUoobbUooobDoobObUuooobooo
0000000000000 000Place: OO0 OODO Present: 0 Attendees: 00O OO
Attended by: 00000 DODODODOODOOOOOOOOODOODOOOOOOOOOOOOO
gbbodobb0o0obb0ououoboobbUo0ob0bUdFrorm Letter No. MM-100 DO DO OOO
00 0 O Yoshio Ito reported that . . . O It was reported that . . . OO0 OO it was decided
to... 00000000 (reportedspeech) DO O OOOOOOOOOOOOOOOOOOOO
gboooooboooboboooboobbooboboobboobboobbooobooo
J000d00oOO00O0ooO 30000 00bddd<ObOO0O0O0O>0000O0ODOOO0oDbODoDOoDOOO
00000000 O0O0O0OUOoOoOoOOobDOobObDDoObObDO 10D00OD0O0OD0 The final results will be
available by the next staff meeting. OO OO0OO00O 2000000 Mrs. Kato will be invited to
come to the school for an interview next week. OO0 O0O0OO0OO0OOOODOOOThe final
results would be available ... OO0 Mrs. Katowouldbeinvited... OO0O0O00O0O00OO
gbodomouobooobooobooobobooob oo b oo bDoobboOooomm
00000000000dForm Letter No. MM-100 OO0 OO OOO There being no further
business, the meeting [was] adjourned at. .. 000000000 0O0OOOOOOOOOO As
there was no further business, the meeting [was] adjourned at. . .00 000OOOOOOOOO
000000000 DOO0O00DOO0O0OD0OOOoOBeing no further business, the meeting [was] . . .
gbooobobooobbooooboobboooobOUoobObUooobDoobObUooobooo
gboooobood

e As he was sick, he couldn’t come to the office. — Being sick, he couldn’t come to the office.
e As he was sick, | had to do the job all by myself. — He being sick, | had to do the job all by

myself.






