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Question: What do you think about English emails?
Check the numbered boxes below according to how much you agree or disagree with each
statement. (5 = you agree 100%) (1 = you disagree 100%) (0 = you have no idea).

Compare your answers with your classmates’ and then explain your ideas to the class.

1. You need the same language skills to write an email as you do to write a letter.

agree disagree

2. If you can speak English well, you can write good emails.

agree disagree

3. One of the most important features of an email is the subject line.

agree disagree

4. Accuracy is still very important when writing emails.

agree disagree

5. Using the “cc” option is a great way to inform others who are not directly involved.

agree disagree

6. One reason for emailing is to reduce the response time.

agree disagree

7. If you need an answer straight away, it is better to use the phone than send an email.

agree disagree

8. It is always important to write polite emails in business transactions.

agree disagree

I A N A I S S

ROFLEBZC L THBAZFALEL L 5, ZMICITERICENEANTIEZEN,

< RN R >

I wholly agree with the statement number __, so I checked the “5” box.

Because I couldn’t agree more with what the ___ (first, second, etc.) statement says.

<EolKBRTERN>

For I do not agree at all with the statement number __, I chose “1.”

Because I absolutely disagree with the ___ (third, fourth, etc.) statement.

I would rather say that ___ (communication by way of emails takes more time than when using

more conventional means; writing emails has nothing to do with speaking English).

<ELLHEBWNR N>

As for the statement number __, I cannot say that I agree or disagree because ___ (it depends on for
what purpose I use emails; it varies depending on to whom I am sending the email).

<HNHRN>

I chose “0” because I have no idea what ” is. /For I do not know what “__” is, I checked “0.”



< Email structure (&3 e A —/L D) >
P e A =R, EARBIZRD &9 IetiE 2 Ff > TWET,

1. subject line (f-4) : AHZRRICE DT, A—LDHX A FLTT,

2. salutation (FFONNT) : BEXLCZEEOANIR ELZRIICEEET, HFLOBMRICE > TR S

FEODNTZE D EWV D =3B Y £,

3. opening sentence(s) (EXHL): A —/LDOLEELREFEDOINR EXRIICEE T, FHE

2T, HEVFHLIESLETDHY FEA,

1.

=

4. body (K30 : A—=VOALTY, HEV AR FESTILVE S ICEATZANES, 44T 60

~T70 XFRENSATOHLTT, A—NY 7 FOHBBITHERELZREL THERW,

5. conclusion (i) : L HDOLTT, IEOMBEOAESL, REIOERKZ DT H0EWH Z &7

Lo, RICEZ LT,

6. close (60 : & ICIRE LEAEZ ANET, B (PS) HHLSHAITZDORICEST ET,

RBECHW, FEHT50Faxz—a i oTR, LT LS OIS LEITH Y FH A,
2L, 2074 ==y Mt TXEZHIRTL2EHEZ ST T &, LVFERIGEALT VAL

ZESIZENTEEY, UTORIXZRTRBEEL X 9,

Example 1

Let’s go to Maui!

Hi! Lynn,

How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there

last summer: swimming, catching up on my reading, and just doing nothing.

I'll be off the first 2 weeks of June, so why don’t we synchronize

our vacation time and go to Maui together. Sounds good? If it’s OK,

just leave everything to me. Will make all the hotel and rent-a-car arrangements.

Get back to me ASAP. Crossing my fingers you can go.

Aloha!
Judy

(ML Y 27 4 A, WINEFLT [ 2728 E A — L DEE T L RBUE] N VIR, 2006 5
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Example 13D BWAGEIZSE Tlo A—/L DB TH, WEEE L TWDHIRHTHE 5 RINEDE E A>T
F9, Bl iE, XHD “marvy” 12BF 5 < “marvelous” (FEESH L) OFEMEETL X 9, “Feel burned
t” (RZR&E7-%%) X “Had a great time there” (Do BRI Lo70) RED K HIT, EENE
lﬂ%éi’bfb HZRICHBIEALEL X D, PERCAER ETIEEFEOEENEATbNET, LED Y XA
EEEZRICEL DI FBOAR KN DT 7 =y IV TTR, T —vARGER TIIEbA L E
FEE AL, D%uﬂ"]iﬁ?ﬂ%iﬁ%ﬁ FHIEIBERNWTL X 9,
WOFISCIT XY 7 +—~ LR TEIC > TWET,

Example 2

Re: secretarial position subject line
Dear Ms. Brown: salutation
I read of a job opening for a secretarial position on the WebContents opening
web site. sentence

I have been an executive secretary for three years. I type over 80 wpm and body
I also trained other secretaries how to use word processing and
accounting software. I am looking for a challenging work environment
like the one at WebContents.

I attached my resume and will call you next Monday to discuss it. conclusion

I look forward to talking with you soon. close

Sincerely yours,

Masami Morishita

(B EEKAT [HXEP A E A —/LOSKRIE W& ] HFis AT L, 2007 4E0 6 —H ik Z)

< Subject line DDIFFH >

Subject line (Z&H % “Re!” 1L, AAGFEDOA—/VELFEILL, ZIRZE LA —MIIHTHRETH D Z
EEIRLET, ZOM4 1T Example 1 D “Let’s go to Maui!” LD EETXRAT A 7 TETA, EWH
ZRRIRTEWVWO M TIERILTY, BHRED A =NV EZITROHEFEOLE, 5730V IZ WA
J5EHmbOE kB LICSND AREMERE SR £, OL HTHAEMED AT, Baice
STHHFITL o THEBRR RS TRWTL & 9,

<BEEOMHLF>
ST ODHFIL D salutation & close THEDONAERIOEWZHIER LEL X5, DL OHETX, =G
F & ORI L o T formal & informal W3 IFAE LD T, UAMEBELLETDT,



ZNHBHEIZL TSN,

<Formal & Informal ® X5 (register) >
AAGE & g L2561, WERIIZEIUR ERE RBGERBUTIH W AN, B VXX LR DX %
DUF, HHF & OFEHITHI OFEWRFEE O E IS U TXREEZ DM ERH HR1E, £o7<FLT
T, DI, AvE—TVEEFSFVEADLEDIC, HATEOVFHTTELZELHDLTL L D,
FEMEROFMEANZBEICHEARDE, e A=A TOIAIa=r—a T LV HEBILINTEY,
ZNEZEST—IZONTRNELLELNDLZ bV EHA, LLeRDL, FRIZHHATESD0
I3 A ETRHLE LTS DR e A—/LTT DT, EROZF 7y b (RF 7y M) 255 ENK
17 G
Tip: Register I, LATDHRA » MK EZDTIUL D £ HWrd 5 Z L3 TE £,
Salutation & close / HFEHIS W EI L (colloquial phrases) /785 (vocabulary)
AWEFE - L7 (abbreviations and symbols) /#5F (Emoticons)

<BATELBFE>

AARGED e A— /L LRI UL, LEITARZ T, BWEICEITEZANLZED, BEEZEZ LA T v
I (indentation) Z#HWFIZ, {7227 CEEZ 4D ET (block style),

IE LWV

How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there
last summer: swimming, catching up on my reading, and just doing nothing.

= T2

LU

ﬂ\

How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there last sum- mer:

swimming, catching up on my reading, and just doing nothing.

RS2 Tld, AX—ANRL eoT=72®) “summer” NP TN TWET, EFETIT, XTFEY
SEZEID AT T3 K 5729122 9 o7z hyphenation WL ILE TN, e A— /L TITHGED
INHETEATLET, BITOXA IV TIEFHICED N TV H DT TIEH D E/ AN, Rk 2 i K
ELTBRIZ, BmOFRETZD THVIRT L OIZE &, ZEFITNSVEHTEO E ETH EAWITHT
ZLMTEET,

<BBEERFCFIEDLRN>

FHTZPCRY 7 b7, FREEHEREREICL > TE, Eo e A—ARERNVICEREINRN D
ERHYET (Wb EXTET), TORKROOE DM, CTEHT HERIC TBREHRFE LT 2> T
LEIZLTE, flaidn—~HFONEZ, 4] >EH— [IV] & LA, BEIEKACTFICRY £7,
ATV T7 7 Xy DT EVOMAEDLETEZEL LI,



VRS

A UTFTD1~3DXLED () NEELWIERICHE N2 TS EE0,

1. Would you (us / the end of / of AG-100C / by / of / please send / the product specifications / 100

copies ) this month?

2. This email is ( concerning / about / of / to / the shipment / let you know / the AG-100C samples / a
change of plan ).

3. As (of AG-100C / is temporarily / to you, / behind schedule / I mentioned / a little / in / the

production / my last email ).

B UFTD1~4DHKEOLELZFFFICRBLTLIEE D, SREZFBATERA V FERVIKY 2085,
EYNIHIRE 22 WINEZ RNV MEATHAEL & D,

1. FOHFa TIINDEES TWEEIT 5 TL L D0 ?

2. THMAN A =AW LE LTI A, AP TREAEEHFLET,

3. IREY I 7 Ly FORIREZRZ R TIUTRY FE A,

L

b LHERGOMADR BN E T & FILELE LB DBRENELET,
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HELWEEBEZLNTWET, SHICEETIE, FAX X E A—/LTORY &L W RN ERIZRDIZoN T,
FROFBEXF LD TETWVET, BN E A —LOBERITESNTETNDHEFTIRETL LI,
WLEVRAVL A —DRA » MR LoD, EA—MIAENMEELT 7=y 7 2% 0F L k9,

1. plscv&— 24788  &R1)
cH TN ELTBELLEE A=V HE XS AT, BRILTHA 7T L2b DA E TikoTL
PRV, BN THEA TTAHLETRNDOT, TF A MOIEREZ LR TSN,

2. BRIV X —ERORA >~ (BB 2, BE3, BB 1)

c BELERERARD D, W ODDORA > M EHERBLET, (BB 71— « ~— RF /ST
il TR L E PR AL ———TFELWRZ A LT Fa—F] i, 1999 4, —ihokZs L Cff
Mo ETHIXDRNTHELOATHWEIRENDG, BIERATBEZWHOZEY R TR L ET,

3. AAMHIE (EE4)

ZZETORA Y FEHI 2O, MEMBEICEYHAE T, HEIZIE Google D K = A 2 k&N
i#ﬁ\Aﬁﬁ%w®f%$b37wﬁébfmi?o%_T&7Z%AkB®7w~ W25 ET
DT, TNENFEYTDHRX2 A FEFSTIEI N, HZA—7DO RF¥= A2 MIOWTIE, B
BEORHAEETT (EXIAALTRET DI LT TEETA),

4. PN (B85)
S BIXD S BLOL D, EFm e LLSHA, EAENE LY THRZR] XHEIZRD L ICHEZELT

FATLTEEW, H41% TA0611Name],



e

A) LIFOFIXD( )NDO BARFEE, FEFEICEL T EIN,

I learned about your products through MIPRO, Tokyo. (% CIEIT £ 95D a catalog and order

information at the address below:

2-10-24-405
Sakai, Musashino-shi

Tokyo 180-0001, Japan

Also, (E A —1L7 RL A& ¥z CHIT 7))@

(FEX L7 E BT E9)® shirts from you on a regular basis, (\W&. A ANAE I . T LTAL
—RIZEEIND D E 5 MIRET)@,

(oA % v 7%k T £ 7596 right away, (£ 9 774113)® I can make some spring selections?
Also, (., =¥k > TL 2 E WV E T2 your most recent back issues?

I (ZHEREE BB LET)® from you.

S A A

EX LW EE S THET)O your XL/2 Water Purifier. If we ordered 30 units, how much would (>
MBH)9? (EF&E LTHHXETH0? (4 LIEF| & Hi3k 5 72 )1, how much? Also, how long does the
guarantee last? Finally, (E1 < BWELJEITTH B 2 F 9202 upon receipt of our order?

We are interested in ordering your XL/Water Purifier. First, (UL F OB RN IBE 2 FEV £ 4)03):
1. How much would (30 AT [\< 5] 75w 5)09?

2. How long does the guarantee last?

3. (ENL< HWVRLJEE £972)12?

4. (fE5] X R E 32002 (4 LHIK S 72 5)0D, how much?




9.

10. 27

11.

12.

13.

14.

B) BEY LBEREBEIL, UTOXEEZRRLTIEIN,

1. 5H 26 BIZHIED LELEEFRD 2 ~—THIZ, BEXRHY £ LT,

2. AC-501 OW[EIOHFFIZWDETL X 9 D,

3. Tl BbIZTHEK{ W EET LBV LET,

4. AAPITELL L NERNETR, TORNI Z OREEDNBENE ) S —EHER L 7,

(@)
N

BT, TELSBEIGENSVEIICREMITTLEE N,

%R 5| BERAsI
KOS b—oERIEF L, LV EBARTECEL T EEN,
A.

We are newly established firm seeking cooperation with firms or manufacturers of Auto Repair Tools

and Equipments.

Therefore you are requested to send us your catalogues and prices. In the meantime, we remain,




Very truly yours,

Signature

B.

I noticed my friend’s Wonder Whirl Washing Machine and thought that I might like to have one of

my own. Would you please let me know about the following:

1. cost? 4. discount?
2. guarantee? 5. models available?
3. delivery time? 6. color choices?

I look forward to hearing from you.
Sincerely,

Signature
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1. piscx 1 7E (&R
HISLA, BEZA T L TESTLEIY, 413 [E0618Namel |,
CTRAVNEMRLTED AT, VIATT 4 ANy arEZTVWET,
2. FICREIE  (BER2)
IS C. DICITRRMER H Y £7, BKHATEBEREEZ TAHTIIEEN,
I E, FIZC, DAZNFIEELELDTT, EL FEELLTHA S Lo T &,
41% TE0618Name2],
A N EMR LIS 2T, ESN R, 7 T ATHLANET,
3. JfERkiE  (EE4)
- ATIE. W51 G ZEFLNT 2 A= ToO, HFICREL T 2RBOMN L 2R L £7,
+ B) [TEAELTY, SEFALERE 5D EMORRSIMVAMATHEL X 9,

4. FREEIERR  (&RE3)
C RMEICEONED A — L EIER L, #iiE TEo T IEEW, 413 TA0618Name], Al 1 &7k
B2RHY ETNR, EHLONERBBATENTH, MAFICHKL TS OK T, WInogah., i
EOMA L IZHNZ A — /L T &I Subject #01), FZEHE~OBREZ AN TIESW (bx T
BIIAN OB Y T, BRENRRIE BWENRTELOBR =Y TF,

W



RRAE AR

FEE SNIRBUCHEAS N T, X E A=V EER L T 2 &0, 413 TA0618Name |, R 1 7 iR
2FEIFMFHES TSI, EROBRIZ, LTORA » MESHEIZLRNRL, HARBRFEShnE
PEARTUVERRIZ R Z DI T &0,

1. MTFELEDOEREEET S

2. ENLKHLVRATORNREMN

3. FoEVIERT LD, e bRADY BEWT 50005

4. EARVT 7 a B GT20ONI-E DT 5

AL
H727213 ABC tEOHE—FHFII TRE T XYZ ttottE (Mr. Richardson) B ORFEIT AA-123
——fEEEOHE N Z D

—20 WA BHETESTHOI—F I3 HEED PDF 7 7 A VAT TESTHH 9—FE 1T 1
T AN WA OEEITIH AP RS —Z DA — VAR OHEROERKEEZ L TH 5 9
(Z DAt E ML E LR A K IATe)

E2

727213 ABC RO B—HM FITEE (Ms. Pearce) ——LLRIHRIT L7 /R~ 7 > Good Life {2\
T—T 50895 houiifg (BFE, E A — /L EEHIAE) RELEnw——aiii§zt b x5 L9012
{29 ——Good Life Premium & W5 FH L W7 T HEIET S

(Z Ot B LB EHR ARV ATe)




ES G
A) ROFIXH () ADBEFBLFFEICEL T LSV, MOBEL TR () REELE~EL
TLIEEW,

(MERR D T2 TE#f&E\ = L E9)D: T recently sent you a PDF file of a proposal of health insurance for

your employees.

[CEDOTDIZHE T 7 A VTS LE L72)@ and hope that you will take the time to review it. As you

can see, we offer a competitive package. Plan A and B are especially responsive to your needs.

I will call you next Friday after you have had time to review the proposal. I am (&FE24 4L & Hes | fE 2
% & ) HFFT %)@, In the meantime, if you have any questions or concerns, (F TIZH#&< 72X 1V)@
308-555-9847.

Yesterday I (JLE L TV 72)® our files and realized that GE &% &> TV /2)® you concerning our

proposal to replace your cattle feeders.

I ( have attached / the information, / realize that / sent you / have passed / so I / since I / four
months )@ our original proposal. I hope you will take the time to look it over. We feel our prices are
very competitive and the quality and durability of our feeders will actually (K H THRIVUZEBE W5
72)®,

I will call you next Monday after you have had time to review the proposal. I am (3£t & Hu5| A
2% &9 Wi+ 5)®. If you have any questions or concerns, (£ T Z % < 72 &)@ 308-555-9847.




B) ROBHXEFEFIEL T EIVY,

1. bV OAR=V%FCITEsTWEZT £ 2

2. FECEERHY £ L7-5, tassokamoto@gmail.com £ T, FAIZTHEAE L Z& 0,

3. ALY LiofEEOMTHEE T,

4. SHOFERIZOWTEHERTT, EWVoDh, MBSy B ESNTon3HY LD T,



. SEEBEICRIE L L OUANDBEN T — 2 ZUMT 7 7 A L TED £,

. AEORER, ET VT T A RS EIORGEEE (sales promotion) 7’1 Y =7 MI#EHT 5 O3
BEL 0 £ LT,

.41 I BEAEDLELELZEY, CH A TOHIAETRIOA—/LTEY £7°,



===/ —ra VERFE GGE A BILE#ERE R

BIETAH, w5, Zhb¥b
—AKE LD A Iy T I = 7

<$ZEDOKRA >

AENIHFITM N EEKET 256 RIS T 7 =y 7 270 FE T, EVRATHONRAThHIL, #Hx
LEBENAEZFENTENUUTRWNE NS DO TH R IKBHZ LoD ZTIEDTH DL 91T, £HES
MR THEETT, FIXERRNRDL, A= VIREDFEMR AR D720DT 7 =y 7 R L,
REMECEBRICEN L EHE > THAEL X I,

1. plscx A 7ifE (kL)

IS A~D # L RT, BEEILTH A 7 Uil E Tk o T 23V, 441% TE0625Name], A, B
& C. DT TESTHWTHEETT, TOHEIIMLO®RIZT, 2 LFEFERS TIEIN,
A BEC, DiFENEN DT O > TVET, R THAT, EOLIRBRTRN/LINTND

MBEZTHTTEEN,

2. BISCigE (ERE2)

cEFTHILA E BEERT, ZNENOIEILEARND, ZNENOSLEOFHRII M), E =iz o
EWIIADIZONT, T4 ATy a w2 T0ET,

- BISC A, B OfifRi—RERRRIL, SCERMIZ DWW T O A G £ 7,

cWITHIC C & D A AT, KL EIRE LDV MY NENLH T, EOLI R TRARINATND
ZONWT, T4 ATy ¥ a BTV ET,

- 3 C. D Ofifgi—BAR0REBL, CEHRICOWT OS5, D OSLEDRIZHOWTE L
£

3. CEAERE  (EEE3)

- ZZETOMEMINE SFE 2T, BOELIERT 5E % LET, Google Document % fif .,

4. FpEREE  (&kH4)

AKHHA — KT DIREEZERC L E T, SREA LEBAH Y T OT, ELH0UED, M
FNZDOWTHEILA =V EER L, GERITE TiEo T IZ3 Wy, :41% TA0625Name], EARAYZRIRILZ
BELT, FoZ VL EDE I RFHKDOLFEIZLIZEWDNB ZBRNBLENTLSIEEN,




SCEAERRE

A UUToftHD () NEBEEIRRFBIZELTLEINY,

I would like to (~®D " JA T, FHLHDOKRT LDV TV )V— L% KT 5)D March 4 and 5.

Would you please let me know the check-in an check-out times? And (¥2/H/)L—Ai3H Y £57))@?
Also, FABIZMEFZHINDTL X 9 2)68?

(FDIZTRMEROEREZTEIT 5 TL X 9 2)@? The fax number is: 03-3238-0001. Or (EiFEDHA
03-3238-0002 (2 Z3H & < 72 v V)G, T am looking forward to your reply.

CY T DESRIEBIMSEWNWEEH YA E 5 T8 NE$)0,
However, we would like to GBI THFEV T 5)@. Would you please send the order (] W LD

# LBV 1T Z2f# [air maill T) and not air cargo, as stated in your February 2 fax? C4 -2 I3fiiZe &4
fif 3 [agent]l 3B 0 £HADT)O,

Would you also let us know the air mail charge? We will send (187,000 [ D412, fize @kt 4% H b
H0)9, on March 1.

Finally, (BRE Z7# 0372012, BAETZ L7200 7255212 LTLEE1)00, (No need for
hangers!)

CRERIIZ IR % 0 A - L E ),




10.

11.

B) ROZEXELZFFRIZE LTI LS,

1. EZEVET L, TR mITITRERLELE L,

2. AANT B OIREIZIEL TH 74 EXTH0%0FF) 50 E L7,

3. HAOFHIHIC Smith SANTRKRTHH- T, EilMa it L Tb o bRITIERY £HA,

4. IR Z L TEBLIZWO T, ERlhar B a—HIlELWFEIBLLICIRE L CW=7EIT £
475 (some-Z1ff H)

5. VS-330 DO EIZHOW TRV L2V EBnET,

BEER M

BRI KT D IREZER L TLIZE, SRBEE A F-IZBOELE L, HDWIEHFICOWTHE L Z{ER



L. #fiffig CEoTLZ&W, H41% TA0625Name],
WTNOEEL, EO XD RFERKOLEIC LW nEAIZRD T, SRR LET 7=y 7 HH
WARNHENTHETLEEN,

ARE A) - BISCA E721E BICxT 5 iEFAEL,

M B) c IROXFTL B LICL T, bo ERRALIICE SRR 5,

Thank you for your call.

I talked to our production manager who said this is impossible. We have a complete quality control
back-up check at the assembly. In order for a battery to be missing, four persons need to fail
independently at one time. Therefore please make sure once more that the battery was really

missing. Thank you.

With best regards,
(Signature)

R . b &b EoEIT, BMICEMBRAS> TR T-OTHRLTTUILWNEWI D, HFEL
HOOBFRe, EVRRELTOBRBLEZIREDL, 29D LELRLTCILTCAELL Y, )




HHala=r—rvarSiEftE G5 A FHEERER

R DN

<$ZEDOKRA >

AENE, #ix 72424 (proposal) ([ZOWTORBRAZFNET, HFOLEESVICEFH LD, ERkE%E
EOTD, SHITHERZRDIZD LWV IO, IKEXOBEGLRITT 7 =y 7 P RICEDLET, E
A= al L TRELIT OGS BEL ZUTH T ORENENWVICRAEND Z LITENT, LA,

BRI L TCEHIRELESDIT DT, A—11DORD LD OFTRAIEELZMZ TV IFr— AN
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D.

Jack,

Our staff has a couple of problems with your proposal. They want to know ( )V it’s possible to
keep the fluid from leaking into the controls ( )@ the part is mounted upside down. They’re sure

replacing the part ( )@ solve this problem.

Mr. Sato thinks this ( )@ a meeting with you so he’ll go there next week. What’s a good time for

him to meet you?
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E.

~ N~ N~

Dear Mr. Smith:

Regarding your mail of September 12, we do still require a change, as ( )® in Dwg. XY-123
attached. Our judgment of the sample we received from you is that it has to ( )®. Could you let
us know, please, when you will ( )™ the change into a prototype, and when it will ( )® in

production parts.

Best regards,
Hiroshi Kato

(Fngrd)
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F.

I received your proposal outline for the XY WebShop, but we have some serious questions that
( )® us. We are not sure your design doesn’t ()10 ABC’s website copyright. We need to get
this ( )V very quickly before we go too far on this.

The Legal Department will ( )(12) the final decision, but we all need to act quickly because of the
tight WebShop schedule. So we’ll have to get the details of your design from you immediately so we

can ( )13 to them.

In the meantime, we require an alternative design so we can be sure to make the site launch

schedule. So we need you to prepare an alternative by next Tuesday please.
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I have a book revision project if you're interested. The book is Business Communication Made Fasy:.

It was last revised in 2000.

Revision points would include:

1. Updating form sections

2. Updating samples and language in samples

3. Adding section of e-mail

4. Adding any communication strategies for new or changed

situations




This would be work for hire. Turnaround time is about two months (text in by Nov. 29). Fee is $3,600.

If you’re interested, I'll overnight the book to you so that you can take a look at it. We need to have a

contract on this by midweek.

Thanks,
Richard

updating ®#T - adding BN - work for hire —#EHAV DL -
Turnaround time FTEHM] - text in AL OFH -
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You installed a Sun Ray III Heating Unit in our office about two years ago, but suddenly it broke
down and oil spilled onto the carpeted floor. Not only the floor, but the adjacent wiring and a filing

cabinet nearby, have been damaged.

We are therefore requesting immediate and free repair of the heater, floor, stained carpet, damaged
wiring and cabinet. We are also requesting compensation for business loss, which is estimated at

$2,000 per day. (The employees cannot return to work until the damage is repaired.)




May we have your immediate reply?

Michael Spencer
Manager
QuickPrint Co. Ltd.
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Mary,

(L DOHNEDENRMEICOWTERITLTE DX RS D 2)D your Data Service people? I'd
really (BEWZESICETIESETHH X5 EH Y 03721)@ they've made regarding our account. They
(ZBELDOXHWREBN TS EE-TWS L5 7)G), and they've cut off our data services. I've e-mailed
the appropriate records twice already, but (1 TILMEI T 72735 72)@,

Do you think you could get with them, and let me know if you think anything can be done? (3£i%, =
LoD~ =T 4 Y TEME, M2 2 TE LA EHE L T 5)® if they don’t rectify this
problem, so I'm really (& & (CHRENEL 2B FNC. BT ENLTIND Z L &> )6,

F.

Dear Ms. Smith:

I am ( resumed / your ABC market data services / in / to / to / writing / your assistance / having /
request /| AGJ )@, (ZfF&h & Ev£9728)®), T have sent receipts of payment to your office twice

(attached), but that office has failed to resume the service.

Our Marketing Department Director has stated that the service must be resumed by Wednesday of
next week, (KO II¥HIZ (1S 72 Sales Plan ZZ{EHKT 5 Z N TE D X H12)9. So I would (Z DfEV %
FTETD L9, HARENPLEBFHEL L TWERZTEEN T, T would (FA72HDE D LW EHRAK D 1272
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