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<BILA—)v A>

Subject: Please could you check up my order?

Dear GAMESCOM:

I placed an order for two computer games from you over five weeks ago. Even though the charges
have now appeared on my credit card statement, I have yet to receive my games. As delivery was
promised within 21 days, please could you check up on this as a matter of urgency? If the games are
currently out of stock, I'd like a refund as they are now available at my local store.

The games I ordered were: “Riven” and “Obsidian.”

Yours sincerely,
Tomoko Nagai (Ms.)

<BISL A —)L B>

Subject: May 23 dinner meeting

Dear Mr. Smith:

I am writing because of my disappointment with the choice of dessert served to the League of
Successful Professionals at our dinner meeting on May 23. I do not believe that popsicles are an

appropriate dessert at a business gathering such as ours.

The quality of the food and service at our meetings is generally very good. This is the reason we
continue to use your facilities, and why I was surprised by the dessert. I may not have been specific
enough when we reviewed the menu. Though we discussed in detail the items to be included on the
dinner buffet, dessert was simply defined in our contract as “a frozen ice cream item to be served

individually.” I should have been more detailed in my request.

Please see that I am given a specific menu for our July meeting by June 25 so that I may review it

before signing the service contract. This will help avoid any further misunderstandings.

Best regards,

Katherine Taylor
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Words & Phrases

<BILA = A>
1. I placed an order for two computer games. [~ZEXLE L
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<fFISC A>

Malcolm,

I'm afraid I can’t make the concert after all. My sister, Judy, is coming home this weekend and my
parents want the whole family to go out together on Saturday evening. It’s a drag having to miss
Oasis, but I'm sure you can find someone else to go with.

BTW, have you bought Oasis’s latest CD? It’s got great reviews.

Anyway, sorry it’s such short notice. Let’s go to another concert together in the near future.

BFN,

John

- can’t make 71720 - It’'s adrag [7%&77) - BTW (=by the way) [& Z AT
- short notice [ER[IZ7/2 > TDHIHH  BFN (bye for now) [C%®H F7-13)

<f3L B>

Dear Mr. Linder:

I appreciate you bringing to my attention the problem of our Colden Beer and its introductory flyer. I

understand your confusion perfectly.

When we sent you the letter introducing our new beer, our marketing department mistakenly sent a
mock-up of an ad for Eagle’s Wings Ale. Naturally, you would be confused because we were referring
to the blue eagle on Colden Beer while giving you the bald eagle label of Eagle’s Wing Ale. We are

most sorry for this error and have attached the file of a corrected flyer.

I hope this email and the attached PDF file of the corrected flyer clear up this unfortunate

misunderstanding. Thank you once again for bringing this to my attention.

Best regards,

R. Edwards Rands

Public Relations Director

- introductory flyer (flyer = bill) I (F&HSh) BHOFF v - BT » mock-up RSP RAA « #A
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<HiIxx A>

Dear Mr. Whitman:

I would like to take the opportunity to thank you for the hospitality shown to me during my recent

visit to Los Angeles. It was certainly a pleasure to meet you and the members of your company.

I feel certain our discussions about business and strategy of the expanding market in the U.S. are
significant, and as discussed, I will prepare the necessary product samples and forward them to you

by the end of this month.

Please extend my best regards to your secretary who was kind enough to arrange my market

research on this visit.

Sincerely,

Kenji Yamamoto

<HiIxx B>

Dear Ms. Wilkinson:

On behalf of Zebra Prints, I wish to express our sincerest appreciation for your continued patronage.
It is because of valued customers like you that we are able to continue to offer you the finest in

fabrics.

Zebra Prints has been in business for 75 years. We are dedicated to bringing you the finest in fabrics,
particularly those of all-natural materials. Mr. Case, our founding father, loved to say, “The customer

wants the best at the lowest price,” and that is the motto we use as our guiding principle.

Please stop in and see us soon. Our new spring fabrics will be in the showroom on March 15. If you
print out the coupon attached and bring it with you, we will give you a 15 percent discount on any

fabric you purchase in March.

Sincerely,
Terrence Sullivan Case, Jr.

President
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<HiIxx A>

Pat,

I have a book revision project if you're interested. The book is Business Communication Made Easy:

It was last revised in 2000.

Revision points would include:

® Updating form sections

® Updating samples and language in samples
® Adding section on e-mail
[ ]

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,
Rich
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<#ixx B>

Rich:
I'm attaching the overall description of the plans I have for revision of the BCME project. I will begin
working directly with the text that you sent me, but would like you to review these plans for your

input/direction.

I will be adding additional information about the use of postcards to Chapter 3. And, I will work up a

new chapter on informal business meetings (i.e., the coffeehouse, bookstore, etc.).

Unless something unforeseen should arise, I will expect this project to be wrapping up by the end of

next week. Hope that will get it to your layout team with plenty of time to spare.

As always, your feedback is valuable and appreciated!

Murphy

(FR)
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<#ilxx C>

Dear

We are pleased to receive your order no. 789 and attach our order confirmation. However, we would

like to draw your attention to the following points.

Item no. 2 remote controller AV-91, unfortunately we are unable to ship this item by the end of next
month. As stated in our fax of November 10, we purchase some component parts of the AV-91 from
Thailand, but assembly is completed in Malaysia; therefore, this product takes 2 weeks longer than

other items produced in Malaysia.

You have ordered 125 pieces of the radio tuner. As one carton of this product contains 10 pieces, we
would normally only supply as a carton quantity of 10. However, we have on this occasion used 12
regular carton boxes and one smaller carton box to pack the 125 pieces. We would ask you on future

orders to reorder in carton quantities.

We thank you again for your order and please do not hesitate to contact us if you have any question.

GR)
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<HiIxx A>

Hello Cindy,

Haven’t heard from you in ages. I'm getting by.

I'm having a summer party at my place this Sun. at 6:00.
Are you up for it? Will have some food and drinks but any

additional contributions are always appreciated. Hope you

can come.

RSVP

Julia

i+ inages [EWLWH\ 72 T'mgettingby &> TWET|
tobeupfor... T(UTHFHZR L) ML LI EH-T 5]
RSVP =Répondez s’il vous plait (French) [ZiRFHZBFEVLE3 ] (RSVP John Bowler =
VN T—FTITRELIEIV] LWV EICHAED)

<HiIxx B>

Hello everyone,

Hiromi and I have just moved to Kyoto and are pleased to invite all of our friends for a house
warming party.

Please join us on Sunday, December 7 at 11 a.m. Directions are attached.

Regards,
Takahiro

iF ahouse warming party [5|-8iL/X\—7 ¢ — ¥EEi&/ N—7 1+ — /Directions [HAYHE T
DR |

<Hilxx C>

Dear Ramona,

The marketing department is having a surprise get-together next

Thursday afternoon after work for the retirement of J. J. Small.




Please bring a gag gift to send J. J. on her way to a happy
retirement. We're asking each person to contribute $5 for

a legitimate retirement gift. Wanda Templeman is collecting.

Let Wanda (ext. 233) know by Monday if you can make it, so she

can order enough refreshments.

Best,
Chuck Meyers

#* a surprise get-together #7714 X - /X—F ¢ — |, FEFIZIINHE THEET S, get-together |T
meeting, gathering. class reunion ([FIZEZ) OEWRTHDOIL LD, ZOHAIEHEY 74—~
TIEZ2WR—=T 4 —DZ L, Jagaggift [BSITDOTLEL b, #%IT alegitimate retirement
gift (boA s LTIBBGWY) EHD I, ZTTIEFERY a—7 DWW T LB &R X
5 Z LT o> T\ %, eontribute [(B4:%) ¥ chipin 2LV 74—~/ H &2 575,
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<#iIlxx D>

Dear Mr. and Mrs. Schmitt:

You are cordially invited to a formal dinner in honor of Samuel
Whitters on October 21, 2008, at 8 p.m. at the Boise Hilton.

Mrs. Schmitt, as you are an associate of Mr. Whitters, we would
like you to speak briefly about his work in the lumber industry.

If this is possible, please let me know within the next week.

Please note that this is a black-tie event. RSVP with the names of
those attending by October 14.

Sincerely,

John Randall

i inhonorof... T~ZHEZRL T, ~ZHELT] ablacktie event [ D (R iER T #
ADEHERDOND) N—T 1 —], MEHKAK M (dinner jacket) IZ black tie &5 Z &
M5, white tie GEERRICEDOED) FHOIEEDO N —FT 4 —L 0 A v T —~ARGEERET,

<HIXX E>

Dear Alice,




I believe you might be interested in the New PC Software 2008
seminar to be held on January 20. It promises to be one of the

most informative seminars planned that day.

Please let me know if you can join us.

Regards,
Mitch

£ informative [7-®IZ725]

< Quizzes >

® Which of the above emails do you think is the most formal one?
® Likewise, which do you think is the most informal one?

® As an invitation by email, which do you think is most effective?
([ J

Likewise, which do you think is most appropriate?

Tip: 2N HOFISTOFITIE, FRE L THLEGRBWSDOLH Y £, £/2. E A — /L OE A )
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<HiIxx A>

Dear Jenny,

The warmest of holiday greetings to you and your family. We at the Gibralter Gems hope this holiday

season brings you the best of everything. Our regards to all of you.

Best, Thomas

- greetings L BEIE TH D Z LITHE,
- greetings, wishes £721% regards (ENHLEEIE) ZHHFIC TXDH) LW o RBMEICEH,

<HiIxx B>

Dear Tim

Congratulations on your win in the Junior Division at the Tulsa Rodeo.

To be able to win at such a young age is quite an accomplishment. I understand that not only did you

win the Junior Division hands-down, but you also came within points of the Senior Division winner.

Your dad and I are so proud of you. Congratulations once again!

Love Dad & Mum.

- congratulations 8%}, Congratulations on your. . . / Congratulations to youon the. .. &> 9 Jil
W2 HEHENAIEXOT 7 Vo —2 9 VFRLATW D,
- hands-down [5G4 &, JET] « came within points of. .. & EF A T~IZ/2i7-]

<Hilxx C>

Dear Gerri

It’s your birthday again! Where has the time gone? We hope your birthday is a happy one. We
appreciate your work here at Oglethorpe’s & Osman and hope that we enjoy many more birthdays

together.

Yours,

Larry

+ Where has the time gone? [EFOfES>DITFEWE D TI 1)




<HIXX D>

Ron

Thank you for all the great work on the Masterson project! As you know, this was a really big one for

our group, and it was thanks to you that the project got out the door on time.

I and everyone at MetroCom truly appreciate and applaud your work!

Best regards,

Jane

s B E W R RTC B RN D A= b, ZOXIITHHLTHND ZEHE0,

- applaud [~IZHFEEDL, ~2EET D), HEEZEDT . <applaud+ AEIZIADITWE T
WIME > OIZe 5, filEs for Z2ff 55515, <applaud+ A +for+ZD NOITWMHE > L7 %,
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He was applauded for offering to help. ZBIOHR LA L CHFTHZ L]

<X E>

Dear Lorraine

There is nothing more exciting than a new baby. You and T. K. must be proud. We are all thrilled to
hear about Travis’s birth.

All of us are looking forward to seeing you, T. K. and Travis when you come to visit us next week.

That’s the time for our traditional “Shower of Gifts.”

Congratulations, Lorre! We're are all envious of your new little one. Take care of all three of you.

Best,

Shelli

* There is nothing more exciting than. . . (~ZIEE LW S DR, BRWEIR~D & X2, 2
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