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TV hd Lz v,

COBENPOEZ DL, FEEO/RE - AMIBIIHP2DLLT, J - BTHEAT
SRR MR L, LR ORI IR S, ¥V A X e-mail D
WHEFIIOTFTBL I EDIFRIZITTOERIIRE V. ZOREGHX DT
T, EVAADOBERRE L V) T ETE B IEGEwritingfHEOFEY J5 - 0]
REEIC DWW TIRET 2 R TAIZ,

2. EPRRSAT 4 X UDEERLE

WXV IRATA T4 Y T IZBITBERLEITH LI ONT, EXY
VAARAGATAVIDOTFANEHREL-3ANORBEZZZICE LD S,

1) BERLEOERICEBEEEINDHO

SADORMFIIZ, bHLAAFEMTHHSDDNIMADORFEOHTDH 5,
WIS &, [HEAGE 8 74 [5FAI] N1003HE ] &wv ) HEEZE fliv 7

5, MALTWLEPHELTCWE, ZOIBEIKML TWD D DI
B Do 3L, EWMIICH E-FOSHRICLFEENICLRELTREZ DL 5
TWTC, AWZH#DH LT TIE R, 7225, EVRR - 45714 ¥ 7 DR
BOLETIIVo M EFICEETHS L) B0, #LC, mHl
ZOZEEWIEICEEM T L9 L) HEOEOFRIZIE, LEIZESK:
BEPMEZTVBEIEPHEEING, Sz NUE, ZhoDFEAIZD- &5
TWHRWEVR ALY —%EBVWLIC, YIVRALED NS TUMRAEL, EH
BREVARALOWEREZRLLEA) LI HENHETELDTH A,

-107-



2) Bruce Hird DR f#
Bruce Hird : F3R2ERR AR AR O S
HEFH (€Y% APFE]
A Comprehensive Guide to Business Letter Writing% $\&&

Bruce Hirdix, #®#F/EA Comprehensive Guide to Business Letter
Writing®HC, “©I R R + T4 T4 ¥ 71E50%H5LiE, €L THED D50%
PHEEFORENMETHL LFRTLILEPEETH L, LT 2,
Wix, EPEETH L0 L0, WETHME ZRBREDHTVPEI AT T
A Y TIEBVTREETHLEEZ, TN LR, FEHTOIYRTL
VUTNBL e FELRELZEFRL TS, HSRETZI00RVE DR R
LY —D10DHHEIILTOMY TH %,

Bruce Hird® BEWE YR AL ¥ —D 10D FHk

ORI

@ffj#RIC

@FFEIZ

@OF R

OHRBRBEEXT (1ZE A CLFERBUSTIW)

©FtAF MO % WEICIHET 5 HFPLIR)
DOAFT 4 ThEERNRIZEED, RYT 4 THREIRKBIZHENT S,

(CEBRWVWILRIEZDLDOTIERL, TELILEERLD)

®EZEDD LI, Kp, M, EHOESELET S
@FFEIICHE L BEICES W)
W120FEZHWIIOVWTOAEL (HWZEDZW)

BlZIEROTIE, BELL, AUEIIERIE>TWT, EIVRATAT 4V
FeLTIEANEY X THLERMBL, Y IV THLZERZBIERE LT
LWL T3S,
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EX WL < AY) 2 = This is to acknowledge your letter dated April 10.
BrucelZ & 4 2£E] %= Thank you for your letter of April 10.

3) BREEHFDRME

A S
HREMA — - 70— 7RI %
¥ CTLHIEIChI25 [T % A | [HAH] 2HY
YA ASCHRER, ANEER, 7Y 71 T R
[ARBZTDOHE LY VA ZE A —)V] (20054F) %84

1)

AT HE T B DB O [ARYICERV.DELE VAR RE XA — V]
OHT, EVARAEA—NVDOLEELTTRED DDV —VEHREL, %
FEAKEHIE LTnwb,

EBREHFORLE IR RAE XA — VDS 8 5
OfBIZbY Y 2T

@ HASALSE A OBALSE L E 2 s

@I'm sorry [TATHA] OFEJHIZZIE

@ A VBRI E BRACEL
Ofnz 72w NE CHEREBL

O] CEBOM D E LITHET 5
@DFART VLA T MIT S
®FWVid &b ) —EEHERT %

4) FERmORRE

SR AR
HECO2TEB O 5 FEB R H T %o
BB R AR T 8 AR [ HEF | [ 3ak] X4,
BIERRARFOF —F ALy VT [BHEE] [”PWHE] 1Y
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LTwW5,
HARE B EBREM S S5 ICHE (20054E) BFEICE S,
[EBdghofivy] (FSCEEIR, 20074) % #EE

SRR, REOBRDOEFBOPTTEBERNICEIARAITA T4 v 7 N%E:
S>TEANTHL, HEEHED [BHVFEOH T ohT, RN ELEIART
174 v 7%FHE, BELRINVERS2VEIIA2H5 L LT, Y
AATATAYTD5 CEFATVS, EbIT, ZD72HD 5 DDOFIHEZ IR
LTWwWb, —H, BLDHDOZEEZBIHL THLLEZTDOLHIITRZED, A
DHEZONTYH, HPHOHY TOEBRBELZRDRIMATETVWIATH S,
WBREDEIICEVRRATAT AV ZD5 COEEWZHEZLTVEDN, 2
CTEDEE A LI,

WRAMOE Y AATAT 4 T D5C

OB (clear)
EYRAL Y =Tk 1 fFHico & 1l iAREIT, WRTRIE, £
DBEDA=IVDORLYVDIZ N T TUHREL D, 724 EAOHFZ K
CHRLTVABILLWEIRAAT VIZE 5T, NERERDVHNFNTE
<, MRTH B LDVE—DFEHTH 5,

@524 (complete)
MFICHBELTL S ) 20IE, DEGERLZEEIWREL QWL LE
BdHb, SHMWTIZL Y — %2 MG, HAAILEOYER, oA
PUHTZZ L dH D, MOANSETRER L 912, LHELFHIER LI
DHEBNEE S L THELLEND S,

®ffi# (concise)
[e4] LwHTEE—RFBLTVDLILIICRZLD, £ TlEk\v,
AVELR 2 L E—UEIT, NEPHEHELDDOTH-TH, TELMY
ffRICEL 2L, 1 R=VUNDPHENTH 5,

@IEFE (correct)
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IEREEDE L, HOER % IEMICHFL, @2 EHEZ2 L
BHBNWEW) ZETH DL, Bmth, T 77 —@FIAVHIL, ¥
VAAERELBRIZEDL) 2REVNHTH b,
®7T# (courteous)
EVRAL S —IF, NELRBRICHZTEELFERTlIibhbaI o=
r—3arThHibOT, TELZLY—REIVRAL Y —OMMNENTH
0 EVARAL Y —1d, MTFICHSOBEMR Y- RAEREYAALLD,
P ZIAT 720D bDTHAHDT, TEIZENIZTIUTHE
FERTHIEIITER Y,

WRAMOEIAATA T4 Y 7D 5 DOFIR
OMF 0 B X O 5 72 PR

QL & —DEMR SO

@77 b4

DA T4 7

OER LIV —DF v 2

3. EVRABSTRIDEFBRNR © 4188

IR ADEFJG TRIEDHIE 22135720, 420HHEIIDA-T,
BAKMI i o#ER, WHEOFKBSL I BB LT, A%k%5I1E, 5)
BIVDODOREDFRE 6) RIMEHHET %230, 6HEERLIA72
A, EH EOHK T, SHIEZZETH) B TE b ol GHROMEE
LTHRLTBEL,.

1) ESRALVY—DERNT +—L (HRKR) IZDWT

TROO~DY, EIRAL Y —DHERT + —LThHb, AT+ —2%2
ABHIED, EVAAMFLOMNELREHELZRO LTHEERBHEZ Lo TW
bo FNEFNIIHLT, AHlOBEZSROZ L,
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FAR T + — LD BT
OEHA (BHD) FFnEEH
ERAEA:] Noriko Nakaoka

By, 7u7r, $EFS,

T, W=l 0 o%H;, #li%

e (B4, Jip cord (BHEZ)

E %

(BFEH)

(FAXF5)

(e-mail address)

* BT, FaxBFosiE, 3¢
DA—=WVIZEHBRT 5 LD
T, DEIGLTRRTS LI
FhUE I v,

@Bft
H, H, 4, 20094 2 H23H=
ZDNEFEZT AV S O— i 7k
EHT, 41X AT, HFEHFR
%5
(3£]¥]) 23 February, 2009

PRBDEES
Wb - T4
i

emall ClIsHEHEL I LIFIFE
A ETR

@4 (Subject) ®DIFA
[AfE—2ic2&, 120X —)]
BEIARAL Y —DFEAITH %,

4T, HfE BN PO ERICHRR

THLIEDNEETH b,

OHEDDITH
Dear + 8B+ 5 A F 32— 24 !

Ochiai Park Familia, 909
1-1-15 Kamiochiai, Shinjuku-ku
Tokyo 161-0034 Japan

Tel: 03-3227-0902
Fax: 03-3227-0919
E-mail: n.nakaoka@pep.ne.jp

February 23, 2009

Ms. Mary Brown

Human Resource Specialist
Webcontents.com

44 Powel Street

Temple, AZ 12345 USA

Re: secretarial position
GBI © #EEN)
Invitation to seminar
(I F =~
Notice about office moves

(R isdiif)

Dear Mr. Brown:
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Dear+ 77— A M A —LDH !
Dear+ 7 V32— 24 (BFRiEo %
W)

Dear + 71 v 7, K :

EVRALY—TIE, [ aar%
AV =TI, [,] ho=%E2F5

LERROEA VA N ke iy

FEDHE, HYHEIHWTHHA
IRFEN, 1585658 C

B % 3 #%8 C

FESET

A &6 T

% - ST

B — Y A0 455 C

@®AFL (I TTHEBAE(C

HFEXIFOD 1 X &) FLL A, K

XL —D—FEELRRA I TH b
c A= VOHMWIMI L DPE Lo &
DIEZ 5o

HWLET, HAoREEIZ- &
Nfz2 5%,

OEBDDITAH

AL DOV EHIZ, FEHERLTY
ZHET o

e-mail Tld, 72& ZMfFE»AM L C
LREFERE AT A 2 xR v,

Dear Mary:
Dear Mary Brown:

Dear Mary and Jack:

Dear Mr. and Mrs. Barkley: (33%)
Dear Dr. Barkley: (EEfili, f#+)
Dear Professor Chomsky: (#4%)

Dear Sir:

Dear Client:

Dear Distributor:

Dear Employee:

Dear Subscriber:

Dear Customer:

Dear Customer Service Representa-
tive:

ES'S

— W T A
Sincerely
Sincerely yours
Yours truly
Very truly yours
Very sincerely
BT 2T ViR
Best Wishes
Warm regards
With best wishes
Cordially
Regards
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2) HRODEEA

BRI THIETH 5 2 &A%, BEEEL SELWZOOLHALENETH
%o MFADIZE A EDZEM LATER] (RiEF) OMAEDLEI SR INT
Who 72H%, HEFhE HAGRIHWIZ, AiEH & REFHOHHOR PR LELEF
THWIATTHDB, TORELENTTRELRWE, BEFEISOTEIEL
9L, FOFEHTHE S THWTLE ) BASASNDL, FHEHITBEL
T, UTOVAMDIEELLD7259,

HAGE O BN 3 g
sy + [P ] + 444 KAy + [ | 4 54
FELEN error [in] calculation
JERE D) B apology [for] the delay
EX DR confirmation [of| order
b &b o) 2w change [of] meeting place
# & 1 AT DE request [for| brochure
R[] T arrangement [for| business trip
B[O Ebe inquiry products
SREED|BM S notification [of| general meeting
XD 7 L cancellation [of] order
S0 R congratulation [on| your promotion
NIA BBz ACBIE greetings
T [D kiR request [for| reservation

* AT e, the BT 5o
BB LTESZ L

3) Z2HLDEEM : 8 DD/INF—2DEE

HEMLOEIE, ZOXA—NVOTEE - MELZHFIEILEEHEZ LTS
D, TOEEHRIRKE V. L2L, WO BH#TEEIZE> TWE T, OEFLL
REMHOBE X TEHEEBM L TR, BEL2L, AML—MIEI R
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A b bz bl 2 IR EEA B X9 75

HAGEMREEZO DB 21203, F-F I ITMWEMTIUER2LEN D 5
PEVH T Lr, PEICERILTA2LEXED L, TDDICIL, B2 EHET
HA—=NVERDA A =T R MEICERL T 2ITUE R 5%\,

ZZTIE, BN (ef TARMBITRLDELE VA AEmaill) OREIIH> T,
A= NVOFEEHLEZOHMIZ LS5 T8I, HEHRLLEEHEL LT
ODEERBIE - THPY, EFVLERAT 5,

LEXMLDEDODDINY —

DHVEOH5
Hi, how are you?
It's been a long time. How's everything going?
@BAL» D
Thanks for your e-mail.
Thank you for your reply.
@HW, BHFEHEIS
I would like to ask you about your e-mail of April 5.
I am writing to introduce our company.
I am writing about the invoice No.17.
This is to remind you that your account is overdue in the amount of
$500.
This is to confirm what we discussed on the phone today.
I'm pleased to inform you that your order was shipped on May 1.
I'm regret to inform you that the goods we received are different
from what we ordered.
I'm sorry to inform you that the product you ordered is out of stock.
(OOFST= 20N>

I'm sorry I didn't get back to you sooner.
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We apologize for having kept you waiting.
O [~Z2HEHLET ~&%£) T3] 25
Attached is the revised version.
Here is the itinerary
I'm sending you our company brochure.
® [~icBLT) 25
Regarding your questions, please refer to the attached.
Concerning the sales agreement, we need further negotiation.
With regard to the schedule, please see below.
@ [~ T/~ | 5
As requested, I'm sending you the latest data.
As per our telephone conversation, I have attached a quotation for
the following items.
[~ZBIRDS S D 5] 25

I'm interested in your products OQadvertised on your web site.

4) R<ESHVDEE
EURALT—=TIE, 11 A=NVTHEDT, RLITERNZT % W R
AHIEN—FRYTH L. ZO0ONRYELRY, FHHRETZVHIRE
BH72Z27FFIl%hoTLE) LAL, LI—ZMOLAEHnEEHbALE
2 ET, (MBEELVHRZE5 AN TEL, 2223 L flibhb/ vy
—VEMALTEL,

DO~%HFKLAIILTVS
I look forward to hearing from you.
(be looking forward & § H %7 + —~< )

I am looking forward to seeing you soon.

We look forward to establishing a good business relationship with
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you.

We look forward to receiving a favorable reply from you.

@~ LA LLIBHNLET, ~2HD L) TSVET,

Thank you in advance.
Thank you for your cooperation.
Thank you for your consideration.

Again, thank you very much.

®bL, ~ThHhHE~LTLEE N,

If you have any questions, please let me know.

If there are any changes, please let us know.

If you are interested in our product, please contact us by E-mail.

If you need further information, please feel free to contact us at

anytime.

@D~LTLES v,

Please confirm receipt of this e-mail.

O~ IZEH L ET,

~L T2 v Ty,
I greatly appreciate your help.
Your prompt reply would be much appreciated.
Your prompt attention to this matter would be appreciated.
Z DA
Hope to hear from you soon.
I will check it and get back to you soon.
I hope you will find it helpful.
Good luck.
Let's keep in touch.
Have a nice weekend.
I hope you'll enjoy.

I'm sorry for the inconvenience.
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4. EEDHERDODEERNM

12120 TREENL ) OFLERPTETHTD, FHOEIIMFIT)
FLfEbOLho7z), EENERMEINLILIEID XS, EIVARADEA
i, £9VoZENELST, WYEBELDOPHRWIETTIVEG|IESEI L7
0, ROBFTICEFTRATLE) ZLIHES NS,

1) EEICEEFNEVAELRER

120121, EVAR - Ly =iz, HELLEOLWRIAPHAIN TV S
720, LEBRBOERFIHFIUED VI L o TR r—ABB 5N %,
DTFOHARGFEDO L Z A TIE LV, HAFEMIIIMORMED 2 WIEDO L TH
B0, EXTEEFLLEOLVWRIPE TN TS, 7255, HERANFEIIRD
LICHBEOBWRBEZHR L2 S VWEWIREZ L TALE, ZOHENE
NEEBEHRIETERWI ERDHI D,

Wl RO & i, FEXTIIEHE L LED LR WRHZHIBRL 2 S v,

WO b BHFEICR S5 THED 3, BRHETT, BB LAEDETHR
ELZNEZ, BB TBRENZLETOT, THRBHVET,
BTEEBMTLTHLRI ST AN, MPANLESRT SN E
L7256, BRHILELZZ VW, IALLKBEHNLET,

HIlBx 2 D 3C

Hi B HEDETRELLZNELZ, REERHITER) WLET
DT, THEREHWE T MPAPZESRTSWE LS, BALEL
2E W,

HIBR L 72850
O wobBMFICEoTBY ET !
COFRFUIHALLT, HACTREHICTEH S h b EHHORE R T
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H2BD, LA —NVTRIAETH S,
@ HETTH:
Ihd /7, HEAECTEHEBHERTLIEASNIEHTHS, T0=
27 Y AELTE, "TEALRIMFERELRVE ) ICREME LT
WETT LV BMBEMLALILELTWEHSTHL, 2T, at
once, right away, immediately & D F ¥ HARFEOXFH ) OEKE R
FTEFORB Mo TRLTLEY &, LR TBWIZA—L2b
T3PS % RBWHEESTTL 50 XFHY OEFUIAETH 5,
@ BFHEEBLUTLTHLRIEVFHEAN:
ZoBE, ALDENE KL 2B DT, HAFOZOBILDO=27 ¥
ATHRIZTFRL{Im sorryZ#BELCLEH &, EVARAAEDOINT TV
OBWEZF SR LRV, 2O LIZo2nTiE, EVARX - 545
4 V7 OREER OO SEE L TBLEND D, LT D sorry
o CTHEFTNIRD 3EY) OXLHEPEETES25, LOXHETH-
Th, BHELHRIBNED 5,

I'm sorry for causing you trouble.
I'm sorry to trouble (bother) you.

I'm very sorry to have troubled you very much.

MELZBBRTE IR R Z LTWAEDIZ, TONELRITH G b ONEMERK
HHIZ, T'm sorry~ ¢ #fo T DIEBT L, HEAFEDO ‘HLIALZW OF
B, ~N) L BoZe TELZMIGEMPIRL TV A DTN, Zolkids, H
SOIEERDI-ZEERT TIm sorry DY FarxfvavidForo® Y
DLDTHb, THEREHZMESTWDE2H00, 2oT, [BER IS5V
WCBERAATREEDP o7, HVET] LVIVERIZESNTLE ), A—
NEZFWo MFNL, “EAL NI TN RO, £72MO ENTV RV,
Z Y Ci’ﬁ"‘«‘W’ﬁ’i’E./v?‘i%’én‘-‘]&@“(“bi&b\fj*" LEEREL-oTLED
B9 ERATHLU ) RMHFMICAMLZMETIFRBETHIISEI Lk,
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2) A—ILDEEDHER
MOBITRTAHA L) o ROARLDLEBIER L) & LT 2 EFOMREN
LEE bR D,

LN E R £
Fel AR H OERIIE L3 THRE 223w,

DQZDHED “~L 723w oRBoER

ZOXTIE, BHARFEOEREHE LCiE, "~THHZEW Wik - B
FRNOFRRAEXEZMH L, THELEXKAEZL>TWwb, L2L, A—IVOMFER
5OEH ‘Yes, I would” &4, ‘No, Ican't #fFoTWA LTI RV, %
DPHHNZEOHEETHLDT, WKL LTOHEBNETHS, 2F 0, K2k
IELTWRERIE, HWEEHTHo T, MFKEHTIIZ

~L R OHARFEORBREIRL, would youd %\ idwil youT&
FWTLEDH &, MREHTIIRLS, HWEERBETHY, BERHEIRZVEN)
BIEAELCTLE D,

Would (Will) you attend the meeting held next Monday?

@ "&HIE PMER TV HEEK

KRHEAMHOKFEICIT AMEZTVD I L, I IHMEICIEFRB S
NTVRWVA, 13 Lo T, o ERII‘RE LTWEI L05bD 5,
L7ehioT, MDD I—7 4 ¥ ZRHEBIERIIKFEL T2 LTH ZORGE
WCELTHHEL, RKELZVWEIIZ] L) RVWEFoORKLZEEL TV,
O ~E OFEPSDL, SO, ~LTLEEIW OTELRKFOE
HEw)rnid, MEBELLTHFEZEHFL VLI EPHATH S,

oI OH B MHEF WL T 2720121%, BHNTHD I L2 REL

TEHATILEN DD, LW oT, ROXI LHEXIIR S,

It is imperative that you attend the meeting scheduled next Monday.

You are required to be present at the meeting.
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5. BAREOHRE  TBELEFEOHALBEELT

1) BEZBO ~F ICHTEES - BEBH

Wool, F#DSBERFEARCY LB - EARKTH L. BEFEEYHBA
BN ZRLTII 2= r—2a v 2L T0EDS, ZOSHEOHMICIER
OPBVOPEBETH 5. HENFEBAIGE L) FWZ) L7zd OOHIZE
DAHDHE, MEICEARZEZ TZORY Z2HMETE 5, 7275, WS- Ik
HEZOT [REZI 0] LW BB T TIEHBTE 2V,

LFRTEY DI~k oFRHE, TORMPLFIO—DIIHIzb, HA
ANIHADII 2= —3a Y THEALRAL S TWBIZHh0beT, ~
2 ORBNTH LIFE A LEER - AR TH S, AISCERE T LM% ST
MHT ~iF ODWVITFTRCEEZ ZOTREVES ) e~ HTT
KhE, MARZEFFITRTEBRLBVRAAR, ERTDEABALNLH, &
NEHBMMTIINZ LD VWETRD7259,

BEEGE ~3 WO o MR MRS, SBEEELII A —T e
YEDRNSTVIZERELRVOTH UL, MELTBFEL v, HEOAFS
FOLNVTE, 220 LZMEICL 2550w d Lhkhv, 25, EVRRAR
—VOBFIZFIEFoTwbhhw, SEEEmd L, MRS, EREC, DI
CHFICHERZEZ 2 TER S BV, —DOFEIC L 5 RRRELDS, i
W7 EHERR L HOBRIIO LDV LI EPREINLI NS TH D, ~IF
W A R - AR AR EZHE L Th 2 bIFIiEnDr 2 noTh b,

2) ~IF OMIXERICELTD2DOFIEDRE

MR - BEHELZDOITH LT, BERLSE5I120E, ®ICHRE > FIHE B
FRLIVICHET LI VEEDNR S, “~13" TERHEAINTWD L DI,
FTRCEFHELZ LB VIAAR, FFELFHE/ FEOMNE LT, $25VIiRE
L72EFFTCVBHRAEL V. XFD ‘~i3 2 EIWRIFE VORIV,
ROETHARX=NVOHLIERE V) BZETHIIL, 220OFMHEREL W
L9,
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9Hwau‘$%titt;5m,ﬁﬁ@ﬁiﬁ%ﬂﬂ%u,uT
BYAEVWZZLE Lz, (85p.131,133)

FMEL © ~3 & ~AV ICEERATHD
BT 5120%, ‘~3 &~ CEEXB|ITHE, ~d% THEKS
MUK, EFETH L. B L2 E, EfECIEARL, BHERE
HEdHobT ‘L2 ToiL Thb,

roxo FEXFFPE123E o X F W CBE»IRALE, IE
NFEFPE123DRE L L7z L4, BEEOHG L ERIOLDS
%Y, BRAWHOLIZ %%, BifIZO%0 5 L) ITEWIRR 51213,
~EMRELE L & R THEEHEZAEIV, OFD, T UE
MFHFFPE-12313" &, #FF REL7 oFFHETIERL, BWHETD
BIENPMRTER, 20 ‘~3 OFER, HE/ITEEZDHODLT
‘LD Toll THbH,

FhME 2 © EFBEAHRE T S
PRETRHT DI FEZWRET 2L EN DL, LrL, HAGETIE
HMETEDZEFELEILIZELTHODIRVHNND 5, Lilo HARGE
FFEDIEAZ L2002 2 EIXE LTRIIER ISR TV ARV, TR
b, FADED, REDS, APBE V) T EPHEESING, ERTBHIZ
3, BETELEEEEEIILTHLET I2LEN DL, 22 TiE, £t
CHIY T D weZ ML T %o

FREDLDIERD B

As we told you on the telephone on September 18, we have shipped
your order No.PE-123 as follows.
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3) LULETOE DOREEFEDHEIRDHE

LT, “eh7-Toixd’ o L2002 BERT L, €IV X - X
— WXL DPERETH b, ERTRFFHEL Lo TN EEMEREL T LV,
T, FELLoTWRLAR, BEIZHETHL I L LMRLTIIL Y,
ZOMROEEK > T, HRFED ‘L2 TOIX OFFIIETTHR___ %2, @&
FROERIIE, R rEEANTEWz, EXTHENZIOIIIH

B9 HEATIZ, WL & EHEEANTH %o

LN TOROME %R
(Hm&k)
RIEGwmIEEEL 9, (B, | We are returning the defective
p199) goods.
)

ZENTEIVA, (B, p207) unable to accept your request at this

P 28o 5 THE % K 9% | We regret to inform you that we are

time.

(Z 1)
KEFEICFETI258H S 9, | A discount is provided for large
(B4, p190) orders.

(HHEE % 2T HIFERED

SIdREOITE T, (B, p207) | We will make sure this does not

happen again.

(§)
WRELDVS, H720B > L %572 | I'm sorry that I will be out of the
HIIFRAFHNICB ) 8 A, office on the date you mentioned.
QERSED)

AHOBFHTHLAVWE LD, | As we discussed on the telephone
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00BN FFa Xy b7Futky ¥
E7NVDP25E L 5005 D F ¥ 2 %
Y hM7uk v ¥, EFNVDPI5ICH
§ % 20084E5 H 10 H AT 244 o fE 4
151%, 7H31HICH RS2 MY
5K LINE®a>FF#, C/S
[EAu] 1o (Fh2%) fEAiAde &
) (R BEww2LET,
(8%, pl22123)

B, TEEOY TV, AH,
MZEEWET (K425 B#EVFL
7o (%, p3435)

HHOWRE, HR, 77273 3I)%
&, A¥ v =7, OCRD5DDH
HBEFoTWwABHO FFa XY |
TatyF, KM 7D/ R
H¥EPT (SOHO) T (ffkAY) i

TAHIENTEET, (S,

FRIEH Y 7+ V= T HRITHE)E T
HwekoThbwFELAnT, Hik
BEIRITE ) COTROERDED )
FL2HRICIE, JSUEE BBV L

EFEy. (8%, p.136138)

today, we would like you to ship our
order No.l of May 10,2008 for 800
units of Document Processor Model
DP25 and 500 units of Document
Processor Model DP35 by K LINE's
container ship, "Fuji Maru," sailing

from Yokohama on July 31.

(Inny 7272 Lﬁiéﬁ‘ﬁ{%@;@%)
Furthermore, the sample that you

requested to send has been air-

(EFE, 7272 LikGEATZ By

Offering the five functions of copying,
printing, faxing, scanning and optical
character recognition, our document
processors can be used in small

office/home office (SOHO) because of

their low price.

(HIYFE, BFEOWIEEE)

We had our draft negotiated at the
California Bank, Yokohama Office
and would like to ask you to honor it
when presented to you by your

bankers.
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4) FBEERTZDMDRIRE ZDERRDH

HAFEIZIE, "~ DSHMChH, MArZEEEIc L Tnd 2 ERBIT 2R8I
Hbo ~HLTIE ~IZ2EFFL T ~IEBLTIZ ZENX{fib
NTWh, i/ FEEZEALTHLIEPFHULNLEDT, MIXERT ~’
D) HRRHEAFIESEITI LI, HEFEICD, FLX ) ICFHEEG MRS
HRE YA RIEF/RIEFAN) 50T, Ihs 2L TERTE
IV ZORICHFANEO R TS ZTE, MHICELZERT LI EHNTE
%,

iR RTEOMOEH %R
DRI LE LTIE, wWAW | T would like to thank you very much
ABLTHRLEZF, FEKZEW | for all the kind help and information
B2z W&, HYAEH) TE W | you gave me on my recent visit to
T L7z (H%p.180182) the US.

ROKEREAETICTIR_REDOH D F L | As regards the distributorship
72 Wi O WG EFFIZD & F LT | agreement between us, which you
13, BEOWHUHIZE 5 TE& D | proposed during my stay in.
OTEEZLERVET, (BS
p.180.182)

AT a—=VIZB LTI, Fidzw I | With regard to the schedule, please
B 723w, (Bfp46) see below.

THREOMIZ LT, A% S Z | Regarding your request, I'm afraid
N Lo 213 Tc&xFHA, (| we can't give you any more
¥, p.208) discounts.

5) REBOEB+EFOHT
KXETAALV S —OREIER, HPIZROTVLE22, R
WAEZ R BT ORI ENT T2 B o
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(F30)
B0k, 9AIHETIIMEALEITOT, MRBEBLEZEO TV EF

FTEIBEVELETFES, (8%, p.128130)

FREOXT, HEOKRA Y FEiE- &) EMFIEZA TV EDIE, HPOHB
DCTHbB, HARFETIE, BROICELEZ A ML — MIBRLZOZERET AMEED
bbb, TOPXTRZNIERAERDPRL ZVOT, BEXOT $LHEORKICHE
BERBRRTH, BAPELDZ LdBWVEAL ), 285, bo b &klRwID
WEWREIEA S KR THD TEENBRSN2OTIE, BAFITIZ
% —TFIRZ 72V TH L0, BIALLTLESIZS I,

BEHAPMIZEDLIE I A AL Y — 2 ERT 5121%, B ZEHET 205808
bbo ~HEELELANK BRY OMBELEZZDTIILY) 2 LDITEZ,
ZOHTIHEHLMOEM GRVIZOOETIIMET L TFELDT) ZIURLT:
FIVEDIVET ARV —L L b,

(BT + S o xi)
) OMRIBIEZ DTV &2, 0129 A1I5H F TICRET 27
TR DT,

PRI RSN A FAET, EREASTHICHN v E 2 hd s
LThbHECH)EREMTIMERATLE ) —HHAFEL, EFHATHICBIN
¥, BTwa ZenBwv, BhEifz () THIMAL L, EXHHS

5L %b,
HLTEEE LB EEAD. - - - - - - (& 72 72%%)
HrTEFECLLET e (FA7¥)

(5L + FE R Ok + R EFE oM7)
(AL (EFES) 520D OIVRRIE 2 D TWe72& 72w, R IE (R4
%) 9 HI5HE TICMFET A FRELD T,

T3
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would ask you to allow delayed shipment of the remainder which

We
we plan to dispatch by September 15.

5. €&

YA AR TR S NS HEFEINL, B THELREBITHL, 2070
2, EVAAOHMFEILOEFEL EMHICHEL, BEFETH S HATFEORH
FENE - e DeTold - RREFERY) IEKbShTIL, 2bhL0ERE
VUTNBRIGECERT A NPLEL 2D, 72, HPCARRAERE S X
BWEIWTHELRBNTEL I L HEESE, SHOHED LI, FLFH
R TIEDED, HRADPE IV AAL Y —CEREZMBIEZ 720 E TN
ERA VI ERUTO8DICE D TH,

DQETARVL Y —DIERT + — 2T L7205,

A 2 Ak L TR R AR I
QBEHLYDIA THEIRAZAL Y —DOHMIZEHLE TESR,
@FMEEHRA Y, RO TR 2 WHEIER 5.
GOEBE»SIXTILEBUIHIRT 5.
® ‘L h7-Toid L THIEICERT %,
DRENEFEEZMLT 5,

@Y VA ADEBIY TR OWEREBETEHT %,

YA ARG TR DEFERED D ) FIZOWT, SEMD TR A,
F72, ZOH5HOIZAO—HOMIEIHRIZITT ER V. 7225, FEAVZIO
8ODKRA ¥V M EFICERLENDS, CVRADOEBHHMTORYIY DE 2
— VX EEGFEEERTHL 251, BRI T, EVRAIAT 4 VT
ORWEETENIZRZDTIERWVES D h.
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R R [ESEFEoMWI] FSCHEE, 2007

HroskEt [CVAACTHLZS EECTEREZEBTZOOMM ML —="2] Japan
Times, 2009

il KfE [HROSHEE BAGE] BB, 1991

BIRE PTH (f) [HIEERILEGRIE B4% JeM L B KRIBMEEIE, 1982

BAHAF [ARBICRITDELE YA AE A —V] HF LML, 2005

F—&h - AV [ELEIERREA—VOKAl L mE] Y AL, 2003

A % R, MR - R [ H SRR 2 3G & IR | DroEA i
JiZ, 1998

BANGE - BiHER () EXEIRAALY —FKBNY F Ty 7 | HARREH B,
2000

Bruce Hird Comprehensive Guide to Business Letter Writing
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[T AN IR— | DOBIEIZONWT

i W = T

[EL&IC

G050 9EFOFRIZEDEN, KEVN THAREEH Y ¥ &) ¥ 7z
Mo, ETANMS—DOERBEBMBIEED BH S & DRz,

TUPRCI34E, AFITURE, REHBFEEGL: [HfaIa=r—3a v
FR POIRECEEE 2 22— a VBN ZFICOT, HAICEHBT S
IMEREDET BRI a=r—va VER] ~NOUHRITHREICETL,
W BENRELT LAYy E) vy ra—2 ] #&ETLEME LT
2o 2EMEVIEMRFEOHEFICLHLZSCIZAY V) VTV OEENES
Bz L, KAIDOBERDNE 457275, MEEIFETH - 72011 ERE
B OBEEICH Y, 33227 — a3 YEFICLDHEOEBEARE Y v
YV YT OREBHARREIAT R TH D E VA BEOT, LBy ) v 7o
— A O3k E S Nz,

RFF TETANNS— | OBKBERERY, TETALV—] OFERKIZ,
s 43y rT, DAY YY) v 7 a—2 ] OFAEZEEE V) &E %
HIHVOOEE Y T Ly MBS N,

Z0t%, BREEAY v &) ¥ FHARPWRE LT [ET ANV 8— ] OFEKIZ
KB, HEHBIIBWTHEILL S, 2ED00, FHEYR— MEEOK
e LTEEMIIAE N 22dh 5,

Bilt, K¥HEBICBI2HAEREOD ) h7- L LT, FHEICK 284G
B OWTERMRIREN L SN TWSE, TR0 F I T bz A ¥ 7 A
VAW RHFERTIE, [FAEDEEE AL A VI VANNVATIRE—RA VTV
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ANVACET 20N R A L) —YD—oL LT, =ZFER¥D [[%
ATHHIEL v T =210 X 28 E L O#BIZO W T IO M FipIHE & L
T EWFSh, FRISENSDOE T R— MIIEODEA LB fAH IR
Iz,

AT, WK - RFECBT B FEEEHO—HE LT, REERHSNT
ECVWRUETHR= b (IS X 254 3RIE) OMARLHEZ EHILL-H
KEEFEHY ) Y THERED [ETANS—] LRED LD REWKRDD,
ZLTZDFEERENE L BARNERHEBIZO W TS 5.

TE7 NIL/X—] OBERGFED

2z ¥ 73—  Certified Peer Helper
HAREE N v &) v ISR E L&

HiY #F - WA HICBI 2 REBRELTETLHFERB LIRS, ho v
V) ¥ OREBEN LA - BB R RAEL, I THEHSETO
FEHRRPER, RERPKABIUREER ERBADONZL DY K- 21774
I BRI - BWHEE)

g MBEK - REFOFA

RAETM MK - RFEFOLHE - Ao v v FEEOBFERFHE
(3FHH 6 Hif) ZEBEL, HAHEN 17 —HaofEd 2 iR
BRICEHT B0

AL MBBLR - RPFLOBLE - Ay v ) v VBB OGNE X 72135
WHE T — 2 (EH#ERSE) 21749 (BOPLDYINAZRML,
HAHEEA Y V27 a0 ELZT5)0

Rl ~— 27 v — FBEPUNK + RSB BH12000 R E o SRR
HUEHIPH © HRTEROTF A - 7—27 7 v 7 IZHERT %,

FERAH ¢ BE12H
FERERY | MDA THEN
EHEGE - BIGE  AA&EE, BHEE (IDA— F) 3817
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FTE7 ANJ)b/X—1 £3®

“peer” 1 [M], “helper” & TBIF A AN] #EHRT 2, L2A->TET
ANV —ZERT 5 EMEEZITAANE V) ERICR S, MMHEZIITS &,
FEL-ET2MDLT, HERVIET, AMROHETH D) BEOMBMTIC
%BIETHD, NIFETHERT 288 TR ER R A H RO I
£ ZOX LMEEMUIL, WEEZMIZEHEZHEN Y V) 7w
Yo HEFH Y ) 7 (educational counseling) DFE 2 Jj k% F 0,
ZNEMf> THHFLTEXAITEHZ, ETANVYE Y7 (peer helping) &
W, DEYETANE L, MEELTHT )T SN) 55 A
MOz L ThHb,

TE7ANIN—] OREZZRITDH L

1. A e Y IREEST L LHFZOHmTEIIOVWTFEEL, #E - M
ik - BRE % EOFEBBGMTANE 02D L 720 E R IR )1 % FIZD
F725THAHI L RFEHT 5,

2. BEND T EDEMFRIMALTUTOL) 2EKET LI LD
k2,

KW RN ERBONOWAZ R o

- FAEROZEEDHERIZD B,

AR OFOFIERME, ANBBRIIOWTHIZEZ S,
CABRRBEEER ST Eb RS R- T D,
CETIN—T BIZIEEMEY— 7 V) ol E oL Db,

3. BN & B 5ET
- Hil, BREL, BEMKE, A= R EHEOY
- REEHNG, BART T4 7% LGB OY
- HlE - AL EIRCE O

4. HOHHBIZESTDAY v b
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- HOHB A H PR SR T 5o
CEYZHCHR c HOFERSTE S X 2RY, HOHEED N LY 5,
CEPEHFEL, BEISLTY =5 =Yy TERBET 2 E2 LT 5,
5. HAHEN Y v I —HBROEEHICL LI L0 TE, FHERD MM
FETHREIEOND,
6. BH - fatl - RE % LOS T TOREBREE 2 4£8 L O EROTHEE #%
TORBEAY V2T —BEIMELND,

TE7ANI/IS—] OHBERAR®

[E7 A= | IZELZRYETANVE U F2FEROE, hore) v 7
e, o) v, BIOFEENHOMEE 7T AU -0 E I
T 5 EENAREEE LT NER S v,

1. hore) o
AT ) Y TIZETANVE Y O ARG L, EARMIIEIEEL T
Who LL, Ay 7I3AE, Higl ICHEMBETHY, HHEE,DS
Fe&r s, ETAVEYZEHEOMBEIZRS Y54 7T ME &)
BEWDH D, ETANE Y T REREIZ, A7) v 7 OB E F 5
VERH D, ETANVELZIEA T v v ZOHEERR, KEIESE W
250
OBFA  FHERERDLIZOOBRN TN —T T T 25— %1759,
IV Ay ¥ —7)—7 (encounter group) &IFHEVDI NV —7F
EWRL, M losndREBEEL T, HCOHM L s 8%
THLDTH b
@) Y TOEFREEBE AT V) VT OLEN
B BHEMBIUOESHENII 2 r—va VEBLTITEHOEAEZ KA
VNS
WS MRSEHGIEEED - RS B - RS R A S E B
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kB LAY Y VT
TEhy vy vy
OETANVE ¥ 7 ESRREE O BGR
ARy rrs o HE O LERE - AG/BER
cF o YRARY A OV TER LA 2 8 < #)
OETALVE Y ZDTat R
ca—e =y 7hHR U L= a3y O ) > EOIERE BEO YL
RV T, F—RAT—2, AVHLF—ay, A—N—E T3z,
HH, Eory vy v 7
®OETANNIN—DIN— F 1) T 4
S NEFE - JREME TR - HEHR - B0 AEERRD
D\EDH Y &) ¥ 7 OB
- PTHEFFR GFE ORI LR ari)
CHEESETO 11 Oh T YR VTS OB
- HCH/ROZAGR

2. AotV IHEE (RFI)

ETNVEY ZDORDDORFHIIHERFELE) T2 M b, ETAVE YT
IZBIFBEFE, BHOOHMTEIL 25 F5L51295 (VL—varo<Lh),
R REBEIMTH 20522000 (HEOER), ZoOMBEIZEDLHIC
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BT T L A ZHFLE —HICE 25 (MEOMRULE) O = IcHENz 4T
%o
SN (1) - 2 - HOEL - WL M Lo s A X
Sk (2) KR -EM B YA X
@ISHEMN I I 2= — ¥ 3 ¥ OHBER
B YV AFY— - FKFqavy s - REFoHR
IO - RERRGE
OREN DI /5L
)T 7= cHF—=RAU=2 AN T—Var
cA—=R—¥Var -HBR HE0OHYIRYUT
GOANVE Y 75 L X OHE
CURER - DIEAGERBT - BN 7 RS
OFARMLAFE 2
chBEHIELT DY, bhHHLEEX
RO ER DR, BiEE OO
ATEE TR ARLR, EY—=T7 (EZT) 2000
DA F N D FiED:
cFTHFR=—Y gy A=NN—EVar - HENIN—T T —

3. BEEHOFBELETAIIN—DEBES
ETANVNR—ERS VT4 T7E0oThH, NOANKRICEE5T2E5TH 5,
[TREZE, LTREELHEVWIE] OLV—VHBhHb, ETANMS—OIGEE#®
BHPAEZNIZED ) BEE GEF) 2HLRITFNUIRL BV,
Q¥ 7~V S — OIG B EF 78 i PH
HERF AL SN TH BT 2 MEOMBKMT IR S, HEVIEET 7L
=7 Bl FH—27 ) OMEEREBD L OBE T NIV — OIGE) A #iPH
Thkbo LhL, WHARESOHIERERRPILIRZ L3720 28 21
B IZW RV, TOX) Ry — AL T, FEHEEE, 25 HEHs
B, FHEMMELREIHEZT TS ). MBENE LT, FHEHKEZTS,
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BEADOZ LIF LBV, BHCRYTERVE V) ZHTH 5,
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CREDO IS L VRROEWZL TS

CBEEOVTOBIRV—RAS FA AT (= FOWY J - LFE— Lol

EhlL) 4R
QIEFTEIR © F v )T P EHEE B, EH)HACERT N EER D,

SR - R - BB - GHEIE - BIERMFOA4ORF v Tk,

MFFAG - ¥ =7 (BT LLBZRVITOWTHAHEIZH ).
ORNBR D KAD IR, NCHibI S % &

CLHEWNEERL - FT -7 R4 - HEBR
®F N — THR

© TV — TR O IR (MR & AR OWIEAL)

&7k (R, #dh, W, TR
V= —OtH (L5, Bhd, ~"V7T5)
c XL —ROTRE GO LNV, ET5)
VF a7 (HWED, KH)
C BT —HEEE TS BB - SR A 72X ZE - ESHEIAA
24779 R RBITHE > TRV 5,

CANTTE 30D, RES S, WAL, ACRHR
OPIRIBIE IR - AP O AHBROATRZ 51552 L

WO T AR S OIS

C W OBFNE—I D G E 2T %,

CRELHBERE L 2w L,
(@0 BRI

CBIFARL  CREARL - & k) BRI E

FE7 ANIV/R—] BERRDEKR®

[ET7ALNS—]| OBRERDLE VWD) 2 EIE, Neohbh) ERkWIcT 5
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CETHY, ZOPPDLYOFTHFOESTZENICTHIEEZEIRT 5,
LOSNBVHDEVBUGEATIE, ST EEAME BI2SFRHE, 1%
B, wLo, #B%, A T, 51220, RENENLLE) HEL T,
M ZEB S5 [ET A 8= TEAFZ L & HEAGEORTENT 2 1,
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ZEREROHERIE, PRIEIITbONZ 4 FEFIMAICES ZBE VLAY F
25 NEHE, ZLTHRISEIfTbI LBy v v ra—2] 5
[HI—A] ~NOEFEEZRML T, ZOBZBRELIW->TET5S, L
L8 D ZERARENZ 1104, AREBREIIUATH o720 RFETHAED
[ET7 AV S— ] BREI ST, LB 2 88T 28X FAEmAICE
ROENTVDE LWV BURTH B, 7225, WAEFHFOHT, ETAVE Y 7D X
9 AREIF A & 2 SR EE OB D RO B DO TH S,

AT TREAE] EWOFEHBERTEH D, A N—0HIZ T[TET AL
— ] BREAEG LT FENBELT B D, FEAFORTIERI [E
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