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1.

Following up on my request of almost two months ago, | must urgently repeat once again our
question: Has the test plan we asked you for been completed? As we explained at our two meetings
last month and in my e-mail following up on them, we must insist that the test be completed without
fail by the middle of the month. Failure to complete the test would delay the launch of the new model.

(7438, 3173095
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2.

Would you let us know if the test plan we asked you for has been completed? As we explained last
month, we need the test to be completed before the end of February so that the model can be
launched on schedule. If there are any spec changes after February it will delay the launch.

(55 38, 227 30F)
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Dear Sir:
Re: Billing Error
Invoice No. A-28250

This is to acknowledge your letter dated April 10 concerning the above referenced billing error. Upon
checking our records, we found that the invoice should indeed read as $125.00 instead of $225.00. We
apologize for this oversight and enclose herein the corrected invoice. Thanking you in advance for

your kind consideration we remain,

Sincerely yours,

Signature

B.

Dear Sir:
Re: Billing Error
Invoice No. A-28250

Thank you for your letter of April 10. We have confirmed that the invoice should read as $125.00 and

not &225.00. We are sorry for this error and have enclosed a corrected invoice for $125.00.

Sincerely yours,

Signature
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Dear Mr. Hughes:




Here is the price list you asked about.
You will be happy to know that all of the items listed on page five will be marked down 30% during
the month of April. If you would like to take advantage of this special opportunity, please fill out the

enclosed order forms and send them back to us by March 25.

Thank you for writing.

D. #FAMOEREE 1(ZED)

Dear Mr. Clooney:

We are sorry for the delay in replying to your letter of September 8 but needed time to study your
inquiry. As a result of our study, we reached the conclusion that our company is not in a position to

handle such large sized valves as yours.

E. &FAOMEREE 2 (D)

Dear Mr. Clooney:

We are sorry for the delay in replying to your letter of September 8 but needed time to do a market
study. We have concluded, unfortunately, that our company would not be an effective representative

for your valves, since we specialize in the small-valve market.

F. B3 1 (ERXD#)

Dear Mr. Coburn:
Thank you for your telephone call this morning.
We are planning to purchase abut five or six cabinets for our new office in Fairfax but first want to

compare prices. Would you please send me a price list for your M-series file cabinets? Also, would you

let me know your terms of payment?

G. HRix2 (ERCEERIXDOHM)

I am planning a six month trip to the U.S. and Europe. Would you please let me know how much it
would cost to fly round-trip, economy class, from Tokyo (Narita) to San Francisco, Chicago, and
Amsterdam? I will be departing in mid-April and returning in mid-September. Please also let me

know if I could join a mileage discount plan.




Yours truly,

Signature

H. B33 (ERZHHI D5HEM0)

Dear Sir:

Thank you for fax notifying us of the next delivery. However, we noticed in our last order that some of
the MX computer panels were scratched. From now on, would you please make sure that each panel

is wrapped separately before placing into the container?

Sincerely,

Signature
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Friendly, natural-sounding letters are faster to write, have more impact on the reader, and are easier
to respond to, while overly formal letters (letters containing high-sounding, old fashioned, or
authoritative expressions) place unnecessary barriers between the reader and writer. To achieve a

clear, natural style, you are encouraged to memorize these ten attitudinal rules:

Business letters should be:

1. clear (straightforward or to the point);

2. simple (not simple-minded);

3. sincere;

4. friendly;

5. natural sounding (almost conversational);

Business letters should:

6. express interest in the reader or the reader’s needs (“you-oriented” writing);

7. emphasize positive points, where possible, rather than negative points (In bad-news situations,
minimize the negative and maximize the positive. Say what you can do, not what you cannot do.);

8. avoid hostile, sarcastic, accusative or emotional wording. Avoid “lecturing”;

9. let the facts (not emotions) speak for themselves;

10. express one major purpose (attitudinal in the sense that emotions can sometimes confuse purpose

in writing).
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The best grammatical approach to writing friendly, natural sounding letters is briefly summarized in

the four points below:

1.

3.

When writing letters focusing on good news or routine information, tend to use active rather than

passive verb phrases. For example, say We mailed the check on May 5 instead of The check was

mailed on May 5. If the news is bad, however, the passive voice can be a convenient way to

minimize negative elements. For example, you could say The document was misplaced during the

quarterly audit instead of We misplaced the document during the quarterly audit.

. Avoid using too many noun phrases. For example, say Thank you for calling instead of Thank you

for your call. Exception: if the news is bad, a noun phrase might be better: for example, you could

say It was a mistake to accept Mr. Taylor’s credit application instead of I made a mistake in

accepting Mr. Taylors credit application.
Use common, rather than high sounding, words and phrases. For example, say ship instead of

expedite, review or look overinstead of peruse, expect instead of anticipate.

. Ask questions. For example, you could say How much does the computer cost? instead of I would

Iike to know how much the computer costs.
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above referenced [ Eikod, Eflod | — B LWREL, HiZabove...bEI Z L TXx 5, (BhE#EE
Bl & LT above mentioned 73 & %,) 7272 L Z DX, A TEN LN D DT, O THE ME
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Upon checking. .. [~%#i~<7= & Z A —Upon purchasing... [BEWETFORET) 72&, [~L
TREIZ, ~LTeRER T 247720 AVWD, Zivh ZOSURCTIIAR LI 3,

We apologize for. . . /We are sorry for... ~IZOWTEFERLET, ~LTLEVHLADY FHA—
—ELLHRIMNDN, BEDIH BRI A 5, apologize (T, AXITHIE L 2T TV T 720
FRZ, WERWKE D AT D7D & BUy,

enclose herein [ = Z |Z[A#E L ¥9° ) ——Alsoenclosedis... [~WFEEFLTHH £ Lo EIZH H
W5, EX—OEAF attach TR 21 L5959 2 &850,

Thank(ing) (you) in advance for. .. [~ZEH =L FE T —FOKEHOL < O TEH RF Y LD
—2, inadvance [AiH > Tl &HDHDIE, for LLTFTOWFELZMHFITROTNWDLZ LEEKT D, L
TeloT I~EEEFTLOBEOWELET] ERLTHEW,

We have confirmed that... ~THHZ L ZMERELELZ, HIHLE L7 ———confirm (21X [T = v
7 LTz EWVWIBENHDLDT, Z9ENTEITIXIIFEED Upon checking 1MV, F7-BIfE
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on page five 15 X—2] —_X—UHIITBFEEFAZF1T 72 < TH R,

be marked down 30% [30%fl FiJ &i 5] ——30% DORNZHTERFIIHA W< TR, El7=FRELC
discount # W\ 5 L DO H 5, We discount 15% F 72 1Z. . . are discounted at 15%,

take advantage of. . . [~%IEH T 5, FIHT 5] ——advantage iF FIS, FF), ERFRELL DT,
ZOEERADTNFLHD

fillout [(EHICKLEHEIEZ) LAT D] —out EHHDOIE, FEITEE, w20 L o) &)
=27 A, BRI form [FERA FH) b R<E D, document NEFH M A FET DK L. form
XHIAE R EOERSIEETET,

the delay in replying to. .. [~~@OEFENRENTZZ L | —ALFERENTZZ E~OBFEO/R LT delay
EEHTH, A RFESTIERIZ) B HYA 1L being late for. .. & late 25 O THE, £
reply X answer & [ZX[FFRTZ0, TR EI0RE T 2856 1L reply N B < W 5415 T iE return,
come back 72 EDEWERH D,

your letter of September 8 19 H 8 Hff DB FH) ——HAFZF T AIERNL on 7228 (il : He arrived on
July 1.). Z Z Tl letter i L TWAHDT of I/ > TWAHZ LICEE, HfOEXHIZ, 4F
UAATIZ TAH] (8 September) & 725, EEOEZTNHLOT, HFELETTE LHEZD
NAH5ZERHBD (B 03/12/09——3 H12H? 12HA3H?),

Asaresultof. .. [~DfEFRE LT —FBICHWTRWERILIED, Z 2 Tldour study [FA72H 25
RCHAZE ] TN L IFEDRTHLONLDT, RXINERKUNT 5,



be not in a positionto do. . . [~F A IHIITRV ] —IFEA VOB HBELE LTHVWSORS, H
ST Db, RPNV E NI BRIZHWD D720 T, ZOFISCTOMEWGIER L, &
IZ~DL DL, R TRILEEIS 2525,

suchAasB (BO X 57 A — oD b D& T 2 RIO—>, B4 G4 5 %A, asuch car as
yours [ X, IEMEIZIE such a car as yours, &l DALEIZIER, H7RAIHEFIZ the 24 9 77— A%
FP R0,

representative [HGEAELE | —— ZUT—fRIZMZRFLTND, 2FDZNLDOHDIZRb-TH
LEEN O N ZtET, T2 TIEREMERD RO EOEWK, ZOFHMUIA =T —IZ5 T2 b D,

specializein... [~ZEHEM L35 —HMIZMNE2H/ D, 565, T DR EMRILEZ S, KT
OHEEEBIZHOWTHME D 2, majorin. .. (2D &, KOEMAMEREWVELENT D (FEHR L),

be planningtodo... [~L X9 &EXTWVD ] —ZNHELfEH FWEIL, be going to do. .. <> want
to do. .. EERD L FTTHAEEMETD LIERWGEICHWS, iIhe LoWsEEbiEH 5. s
RIZWVRFIZAE S & B,

Would you please send me. .. [~%iX-> T 723V (£975) ] ——Would you please 1T/ & &
ZRLEV, KWIZHLTHEDRY, BT ADDIZ 2] 2T 2—8 [ %2607
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ZRWS, TOMOBEITTIC take 21 5 (#i : how long it takes to go there [+ 21217 £ TE
AL 2373025 7). what it takes to forget you [EDZ L 25N DT E D LIZHW0W0n]),
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Subject: Confirmation of ID no.

Thank you very much for your November report. We'd like to confirm an ID no. from it because the

same number is applied to two different clients. The ID we’d like confirmed is XY-123.
We think XY-123 is the ID for Client A, but in the November report, it was applied to Client B on
page 1, and then correctly, we think, on page 4, to Client A. Could you confirm this right away,

please? We need to have the correct ID for the next invoicing.

By the way, we appreciate these useful reports very much.
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B.

Subject: Requirement for correct ID

John,

It seems you've applied the wrong ID no. to the client in your November report. You've applied

XY-123 to Client B on page 1, and to Client A on page 4. Client A is correct.

This has to be corrected before the next invoicing, so please confirm by the end of the week that

you’ve made the correction in your database.
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confirm (verb) / confirmation (noun) #2325 (Fhi) | THER (&) ) —HIC A & B TlE. confirm

&) BEEDMIN T ICIER L7z,

c ETEE L U CITRERIRE T

We’d like to confirm something [~Z iR L 72\
H D

Would you please confirm something [~% 8 L C<NETh) L7ed,

< FloEESE A VT
We’d like something confirmed ~ZHER L TIEFL V]
HBHWN
We need to have something confirmed [~ %8 L7211
L%,
« £ 7247 O confirmation % - T,
We need your confirmation of something [~ DRI LI TY |
Send your confirmation over [#ER%E %D L 91T

L LESZLELTES, FRITHADEZAT THER) 1T AHA =LV THD Z 2T 5512

I, AR EE DY LBV,
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« I'd like to apply for the job [Z DRITIGNEE L2V
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We would like to change our order of the prints of Clavelle which I faxed you August 31 due to the
addition of the places of exhibition. Although we planned to hold the Clavelle Exhibition at three
places first, there are five places now. So please sent two more sets of prints but “Spring Morning.”

We are sorry to confuse you.

The date of each exhibition is still not clear. We will fax you right after it is fixed.

As we need to make frames for the prints in advance, please fax the dimensions of each print.

Awaiting your prompt reply.
(Signature)
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D.

Enclosed please find our order (PO No. V-576) for 100 door hinges. PO No. V-577 for the door handles

will be mailed under separate cover.

As per our telephone conversation of Jan 15, to which you agreed, 25 each door hinges shall be sent

by DHL upon receipt of this order, the remaining to be dispatched by regular delivery.

I should be most grateful if you would confirm this by return.

Sincerely,

(Signature)
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E.

We would like to make a change in our August 31 fax order.

Would you please sent two more sets of Clavelle prints except for Spring Morning? The reason is that

the Clavelle exhibition is now going to be held in five locations instead of three.

The dates for each exhibition are not yet fixed, but we will fax you as soon as we have this

information.

Since we need to make print frames in advance, would you please fax the dimensions for each print?

Looking forward to your reply.

Best regards,

(Signature)

F.

Enclosed is our order (PO No. V-576) for one hundred door hinges. PO No. V-577 for the door handles

will be mailed separately.

As agreed in our telephone conversation of January 15, twenty-five door hinges are to be sent by

DHL, the remainder to be sent regular delivery.

Would you please confirm this arrangement by fax as soon as possible?

[Or: Would you please fax us your confirmation as soon as you can?]

Sincerely,

(Signature)

G. 2EHI3C

Roger,

You were going to have the presentation slides for the Cortland project to me by yesterday. They have




not arrived.

Please get in touch with me ASAP! We’ll need those slides for tomorrow afternoon’s presentation!

I left a voice mail with you this morning, too.

Charlie
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REA—VIZROET, AMZLo2 DA TS bW WIEZE R,

CEPESE (kN1 krT 2T BHaRTS (FEYY) —
L FOEREDNAT S (BEEFTD, 40T E0nid) —
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« FHIZHOWT
The reason is that. . . [ZOHHII~] — X< HHMEVE L TIX, The reason is because. . .
N5, It is because. . . EWVIEFEWVERHHOTIRRFE LTS E-BDONHH, ZIUTHEHMIZ
that TORSHRRY,
except for / but——C T3 sets of prints but “Spring Morning” & 72> T\ 5728, ZHUL E ® K 9 1T sets
of Clavelle prints except for Spring Morning & < ®IE LV, All but one member were there [—
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BV ONDRBRENRH > T, TNENICE R ARV Y THATHNDLDOT, E X HIT The




dates &2 HANE LRV, FOHE1E The dates 23 EiEIZ72 5 DT, BFL 4885 O
LDOERNWD, HRAICHIEL of TH for THRVY, £72Z0 (BF L RHE) EMRD XA hLIE
Spring Morning & A %V v 7 CTEI OMNIE LV (£721% Spring Morning & F#EZfHT %) 23, A—
VT NTA XY w7 DMEZ 2 WERE “Spring Morning” & L T%H BV (_Spring Morning_ & 7%
ZEbd D),

prompt reply B[ D% | prompt & EL EWVNIZHHTELZNL TWDIEZ LI/ D, prompt H
R G SCTHE D IR0 B, BN TH LW BB 2 72 1T 1UiE, please reply immediately <° please
reply as soon as you can 72 EDEX HFETIUIRL,

fax you [Fax CTi%%] —— 2% ¥ send something to you by fax (send you something by fax)® = & 72
23, Fax 3 —#RIIZ 72 51225 T Fax @Al & L TflEibiLd L )i iiof:o email you [E A —/L T
%51 bRk, SEOHETA 2 LML L TWAEDO T, BITHRIOEMIZKEZE > Tl &E 72\, blog
HEhF b L CE T4 (blogger 72 &),

Enclosed please find. .. — Enclosed is... — A& TN < TEF LYY, T've enclosed. . . 72 & &
Ak L—F <ﬁ#ﬁk®@ﬁu7/%LTW5o_ﬂiﬂi@ BTN E A —/L D attached s
fFL7z) ?E)Hﬁ%o

PO No. fEAZE 5| [1FE3XF %] ——Purchase Order Number DM,

under separate cover [HIDEE T [HET) — ZHHEFHELWO T, HffiiZ separately X° later &
FFIE X,
As per. .. [~V |Z A LA TTIE R NT 728, As agreed (As we

agreed / As it was agreed upon)}:%ﬁﬁ ZEFIE R,

uponreceipt of. .. [~ZZIFTEWVKE | —FFTEWVEILE LTHERY, Lrd, ZhEiA TS E
WO ZEEBCMbEE [T R-T) WAHIETOT, Zo—Hidsit, 3 <G LT LTI,
Z 9 EFITEVY (prompt DIARHR)

dispatch [GHEEET) X% —FHFHEOA A —UPREL, v A aI0FRR EIZHONTH R b
L, WEOHEIT REDMETES ] LWHIEKRARDT, fIXichsd L Hic HlFEME] TELLEIC
R 7R,

I should be most grateful if you would confirm this by return——
I should be most grateful if. .. LW\ 9 FWHITMENCH L0, EZEFTTEHEICELS T —RAIL, EUX
ZDHRETIZTET 72V &> T, Could you please confirm (Would you please confirm) < 5 23
WEI7ZA 9, 69 —&, by return [ ZIEXNTE ThRTIZHEV b, e [I2) v

I RBICESHZ VTR (prompt DIHZH)

FISC G iZoWT

OFISCEERTH, ETHLHFLEINTVDIZBRDEEA I, A—LOREE LT, FR M
KRVEVTELZLEWNWS ZLENRDD, BIXG b, ZEELBEZTDOLHNIED EKDVIZHLHT721T T,
BB EITANTH D, T ASAP ! (o THY | FHEHNOLRANTNDIDOMeb D L 917> T
W5, ZHFRZELSFEEN, BLWMTEEVORGIHEFLORD LV RDOT, bE KA D MNENR
RN, A—VORM) - ZEFHEL DR - AV EBEDLLEORNAREITL ST, LEORAZ A LB



FFHE T LIz,



BISc % A 7HE

A

I would like to express my gratitude for ABC’s great effort on improving the work flow of our Chicago
office, and to make a request for your support in order to complete the task that has been so well

begun. I would like to ask you to dispatch Mr. Brown to the Chicago office once again.

The reason I am asking this is that, unfortunately, systems have not yet reached the promised

performance levels. We do not have countermeasures for some of the system troubles we have found.

We need to ask for Mr. Brown’s return urgently, because all problems must be resolved before the tax

audit in January.

(Fngrd)

Wtk AF T 4 ADTU— 7 7 u—UEIC T2 ABC O FERE S LW WICE#HO&ERT L L biC, R
WCIERR 2B L2 RE T D ZOMHEERE T T 572018, R0 hEzBECLEZWEBWETS, 77
VUREBES I IAET 4 AZYRE L TV E 0O T,

RN HIBEANLTWDEDIE, BERND, VAT LAONRT —< ABKIEDO L~V E TEEZEL TV
NH T, bhvbiut, BALE EOY AT AEE~OMISKEFBEDETOEEA,

— A OBBEEREDRNCATOMEE R L2 Tl FEADT, 77 7 ROFEDOJIRE Z BRI B
I/ EEA,

B.

John,
I have something I need to ask regarding the Chicago Office project. We must get Mr. Brown sent
back here to take care of the remaining problems. There are some severe system problems we have

found that require his attention. To tell the truth, we were surprised he left so early.

The problems have to be cleared up by the end of December—less than two weeks. The Tax

Department will be there in January for an audit.

Thanks in advance for your support in this.

(Fngrd)

g,

VhHIF T4 ZADTa s MIELT, BERTIUER RN ENH D, FEo TWARIBEIC LT 729
W2, 790 VREZLLICHEIREL THLOLRTNIER S0, IRICARTH S I MEDH HIEZN IR AT L
FRENNS ONEDOMSTWVBAT, EES-> T, DNOIUIEN ZNIEERSIF-o-TLES-Z EIZENT




W3,

A OREIZHF ZHRE TITHE L T2 iz 720,
BHINDH I,

ZDEA~OBE O I, Tl EF > TR X,

T LR WAT, BIESE N — A ICERICK

C.

Would you please return the black leather jacket that was left in your gas station last Saturday?

One of our truckers, Sam Mclntyre, left his jacket when he was on a run for us. Another of our
truckers mentioned to Sam that he thought he saw a jacket like Sam’s hanging on your wall. He said
it had to be Sam’s; there are few jackets that say, “Ivydale, West Virginia” on them. Sam asked us to
call you as he’s on vacation in the Bahamas. We have tried repeatedly to reach you by phone, but

your phone is always busy.

Please send the jacket as soon as possible, C.O.D. to the address below. Thank you for your quick

response.

FozR)

FTHROERBIZ, TBHLDOH YV AF L RICEEENZEO Dy 7y FEIREL TWELETETTLE D
D,

YD R Ty VBIEFOV L - vy X XA TR, HETICUr Yy FEBEBEENLE L, BIOEERTF Y A
W2, BIEORBEIZH LD bD LT Yy o T L0 ERIZEESTHE L, [T7A T4 —T A/,
VILARNT 7 —U=T ) EEINEY Yy MEB LD T, $LOMTENRNEDZ LT, FAEIN
~ CIRIRF T, HIE S EEAIWD L ICHENE L, TLOLMIENBEFLE LN, BaiLTTLE,
BT, TROFEMETTEALETELS Uy 7y FaBED <7230, Bl 225t TEE# TN - L ET,

D.

I would like to return Mr. McIntyre’s jacket to him, but I don’t have it.

The said jacket says not “Ivydale, West Virginia” but “I love Dale, Wes and Virginia.” I had that
jacket made specially for my wife. Those are our children’s names. I checked our register of truckers,
and there was no Sam Mclntyre at our station on the Saturday you mentioned. Perhaps he was at
Mrs. Rick’s Mobile Station on the interstate. The phone number there is 612-555-3827. People get us

mixed up all the time.

I'm sorry I couldn’t help you. I hope Mr. MclIntyre finds his jacket soon.

FnER)

TR UEATROY YTy FEBIELLEZWOTTR, FoTBh EHA,
BlOYYry M (74 T4 =T AN, Uz A T 7 —V=7] TER [F—N, VxR, Uyr—V=7




EELTDH) EEMINTNET, BRBRZEOLZDIFHELZ SO TT, EONTVDHDIE S LOTHOL4RTTT,
MIED NT v 7 BERTFOGRBEMRLE LD, HRENES L2 HBAICEY A - vy XA TRO4
AlIdH Y FEATLE, BZL T, MHEEHEERICHLIEA -V IR - F—E N AT —T 3 VAT
STDOTLE Y, ThbLDEMSEFTIL 612-555-3827 T, AL YELRFEND L HTT,

BERIETTHLRG D FHA, X FATERPTSICOY Ty FERDITOND XIS TEY £,




pe )

BISCA L BIEZXT 7> TWWb, 6 CERICOW T ORIBEDIRIE ST, S0e-C5E 1N E D 2 & iR
L7zuy,

<FURByTaroF—<>
CAVTHEICHE T A — )2 A DXCEDORSII )2
s BITFEIZSE T A= ? BITA LD EED L S RHIZLRN?

<FEHIfRER >

—H#iI3C A—

I would like. . . so well begun. ——(H7Z L DO T U A TRWVO T, DI THWW, 72720, &
ZATELSEBESTLNCTH I ET, 74—~ ARG E T Z &1 TEX %, “great effort”, “the task
that has been so well begun” &, #tV IR LAHFOMHFESY ZEOTWDH I LIZHER, D9 2 TRE
ThHOHKEZYY T L, FHFBHV S5 8D, 2F 0,

Fr=v21 : ¥TRODTHLEAZLET 3|

express one’s gratitude for. .. [~~DEH DO EZAKT) —HIZ “Thank youfor...” L\ o> THRW
D, MHFELERD LT 2ERPH DR, BRIRICR DRV TERRBLA KV ATy & W, Al
I for 2D THMIEZ 72 <,
efforton...ing [~7%5%7)] —Z 6 L ILATER on,
make arequest for.../askyoutodo... [~Z{KEHTLH ~LTHH O XIFLy] —AIELIVDDD
[(FFah)) Zffo7-RE, AARFEORZ KT L) THEHTr) & L2, SEETAFNICT 0 E 90
X, BARGECEGE AL O FIREZAE 5 D OEN EEITV D,
dispatch (A %) JRiET 5] —OBRUE - 72FIL, “send (over)” LSV Z THEV, “dispatch”
DERITENTZT T, TRNWT] LI =aT VAR5,
The reason. . . performance level—— “The reason why I...” WO EWHbHDH, WTIUTHE L,
“The reasonis that... ” NIEL< . “Thereasonis because... ” IZEEEWRDO T, &9 —EEE L
TEE72\, “the promised” & UL TBEIC TFADFELIT-EZ VR TH 2 & T, (KENEIZH
RPAECRNEDIZTRLTH D, DFD,

F7=v7 2  BEYFREFEN> TR~ )

countermeasures [ X5 | ——counter-iX [/ « #f « ) 72 K& BRI 5 828A5E (prefix) (# :
counterargument [/<ifi]. counterattack [[X%]), measures |Z Ui LIFEHEIE TH v, [FE]
ERT, HABIIENEBET D=0 L TEXD E BB NDILENREZ,




—#I3X B—

I have something I need to ask——something, someone ® HIEDOOE >, Man) TFEN] E o XKD
IR 2 ERRFEDO LD EIB L TND LB, ZOHARITZ-ZD E—2DRkEST-HD
ZER LT 5, “Ineed someone to help me out” [FENNZFAE-> TH HU 2| & “T've got someone
to help me out” [>T NDEAN NS | OFENVE L HERL TR0,

get Mr. Brown sent back here—— [get + someone (something) + 2555 T, TA () Z~0DIKEE
IZEHED], WbWwd MEREE] & LToget DL ZOHA. EEDLLIZ, A—LEESTND
FHFRZMUTT IV REFISHLIE LTINS, [~LThbbRFiuE] Vo FWHIE, FER
ENET L0 TRNE IR T, BALBOWESROGAIZHHER 5, DV,

Fr=v7 3 : EREFALES T NERLRAT D

need / must / require / have to—fF| L A IZLERD &, LOZWNKBEWNIINHDOFWEILNEZHIN
%, “Would you please. . . 7 72 E L F > TWVAHLATIERVW, BAAZEST L HERKHOLEIZIL,
HRZTEILESESPNETLIOLHEY, BENBRSVWFE2 T2 TCXEBEIXYLN, 26
LARBNTND EWIHIREE 2D, DFD,

Fr=vr4  ERERTENESRALT. BANEHRAT D

severe system problems——(I-> &V 472 WIS Z LT, HFEOMIGEMRLTWD, Z9L
TRWEREAIL, 22L& ZATH D LRENEV, £7- “system problems” D Z & &3¢
A TlE “system troubles” & FWHLX Th o7z, L2 7ZH, “problems” &\ 95 H3HHF%4 Ik
LTWBEURRNE 972,

To tell the truth, we were surprised—F¢IZ ITEE 2 R ICHT O HLERN, TEES>T) L90 HT O
. DRYREFERIEEZEONTHD, HEVZHETIC, FRICHEMALIEWEELZRD & XITH-
TBE7W, 2FD,

Fr=v4  BCEBREEHODICL, SEFEIF-oXVEBLD

by the end of December—less than two weeks——13C A 723772 D FHFEOHAIZTHEHOETWNDHDITH L
T, BidldoZ iR T, MCERL TV, TTHEBRWVATL] MR D DITRE P
EEE LIRS, RIEOEA S ZMHFICENVH S5 (remind) 720121380 FAY,

Thanks in advance—— = < THICH WO FRE RO FELEN, ZOGEDOIRTV D & HFITNR S b
BT DD ERODTHDN>TND, BT H5hDOX IR TERTLEN) NF—
72



BISCC & DIEA~TIZ>T0D, KIHE ZNICHT LRETHD, EOLI LYY OTRN2SH
TV DR L2V,

<FLRAIYarDRA >
« C DX ) IRKFESTIT R D720 G DA 2
DD XD IRRE LT T ERX A T DT DI MR LELD 2

<FEHIfRER >

—H#iI3C C—

onarunfor... — ZDHAD “run” IF TUKEINIAEL LTO) HiE] EWOIZEDOERK, OF
DEBEHRE VNS Z L,

Another of —Another + A& TH RV, 22 TiE “our truckers” M AW AHD, v v F ¥
A 7 LSO “another one” [HID—AN| ZFELTHWLHDOT, [BEOHFO—E] Z2EKT “of DE,

“Another truckers” &5 9 &, MOEHRFO—MZIET, v vF 247 &b 9 — A LDEIEFEN
W2 FHUX, “The other trucker” & 725,
jackets that say—— 2 @ “say” [T [~ L FENTH D 1T EDERE, P72 FKBLZ “Aheadline that reads. .. ”
(~2Wn) (FNWTHD) RHLI 85D, BRAIT “say” DRV IT “speak” “talk” ILE o
7m0, “tell” ES b DOMN, T EN,

as— P2 RS, “because” L[ L,

reach you by phone—— “reach someone” |% l##& A4 & 5] OFWVWHOOE D, Higa A5 L L TT
ERWERIC I bR,

busy—— [FELH | &9 Z &, “The lineis busy” [[EI#R 5SS NR-TD | EWHRUZHN S, “Abusy
traffic” WREMEL7ZEEE ] EWIEA LR L X D 2EE,

C.0.D.—— “cash on delivery” &5 ME (7 A U I EGET) “collect on delivery” DEHIFEH-7- %
D, [FHFHNT, RE51#TJ, “send something C.0.D.” &9 EIZ, BIFAFIZHWS DT, by 72 &
DORTEFANILEZR N,

Thank you for. .. ——Z DA+ “Thank youin advance for... 7 &9 Z &, IZHLEZ BTV D,
BISTB O XD 7RFNEERE W D L0 F, TEICHA TV DKL, URICE > THIRIEBZED SO THER
WL, DED |

F7=v25 :ALEHRETH, R E-TEIAILEHELEDND|

—fiI3C D—

I would like. .. — 2RI~ AMHEBDOEFHBTENTH DL, YV AZ L ROA—F—=RDIEAH D,
TEHEBRD ZAREFEEHIILR, FCZOGEHFOMRIIC Z 722 R WERR 230372 0 8 A8y 72
HLORDT, [&2FH1ZI N Lo V< D,

had that jacket made. .. ——Z ® had (have) b & &5, Z OLAITHICAS TY ¥ 7> &AL T




> = ==

DT TR, I TRIZRSTH L5720 T, 2959250V HE L T35, “Ihave to cut my hair”
“Thave to have my haircut” (ZEH6H [EZ2U L H) EREDD, FIEOLAILH S T
VI EFEoTHD LD EKRIZARD,

on the Saturday you mentioned—— —fi%X19IZ T LIEHIZ) X “on Saturday” TRV, ZOHAEIT
S EEOLERD RE] SN TWDHDT, “onthe Saturday” & 72> T\ 5,

The phone number there is——Z ® there |Z [ZZ D] L WIHIRRFE, 20 i) (Z DO%HA Rick’s
DEFEE ) (= DATADRKRIZHOT 5 H1E, “Its phone numberis... ” &9 O & ERMIZITE D
SRR

get us mixed up—— 2 @ get HLFEXKEEIO—FE, [fA7-H ) % “mixed up” (A2 &) BV EX bz,
—fEl il s nz) OREIZTDHE NI T &,

XHISLC L DITRFICBRE R EV R A LOBRICH DT TIERWAREDMOBETHDH, T =R
SEEODOWT, KRBT 2ETITENTH D ORFRHE, B3 D OiEIX, C OIS TS T
WEEERERE LoV KE LSS, TNTNICTERIZEE LTS, IHIZ, HREORICLLE
FSRMROBHREZH L THT T HORETHRY, BZEOLL LLobw HMo)E L iiEDIL TR -
TWDDEA I, HRICR O TH S LFFLZHH L TWDHDBIFRIZR, ZOgE, KEFEITS
BOEELE L TNEGS TOVELLWVHTROT, IEEIXZOL I ICTERIEES2XDZ L THREZS
TWBEEZXZE97E, DOXHIT, 2—FT2RZAHZETHEEZ EIFTWDE A= LDl TH 5,



BISc % A 7HE

A

Dear Mr. Smith,

Regarding the new part, according to the designer of this machine, replacing it with a new one is
probably not the proper final countermeasure. The problem is that it seems to be mounted upside

down, so it is difficult to keep fluid from leaking into the controls.

Mzr. Sato, my boss, will be having a meeting with your people on July 1. I think it would be useful if
you could attend this meeting to discuss this problem. Could you let me know whether or not you can

attend? If so, I will inform him by e-mail.

(Fngrd)

A X ARk,

B LOEBEIZ DWW T TR, ZOfEEORFFICL D & Hih OB EALHNT @ B 72 %ISR & 1372 57272
Aoz LT, MEE, 2 ETHSFICEESh T Ebidzd, av ha—E 5 ~0ikiR
NEBSONREELNEWD Z 72D TT,

B EFRITH DK D, HttORA 2 v 7L 7TH 1 R HAEDLEEITVET, ZOMEEMTT 720, &
RIS TN T IREREN S BVWES, THFEOR - RAalz, BB LEWNZZIT 2 TL X 95?2
H LTSN ARER D, ERRKICA — L CHEE L TR E £,

B.

John,

Thank you for your email of the 12th. To tell the truth, yes, if it’s possible we do still have a change
we’d like to ask for. It’s indicated in the dwg attached. Our operator says that the sample you sent is
pretty good, but we still have to improve it. So do you think you could let me know as soon as possible

what you can do to include the change in a prototype, and when you can get it into production parts?

Thanks,
Hiroshi

(Fngrd)

g,
12HD A=), E5HH0RESH, EESHE. £, bLAMETHIUIL., FEBEWLEZWEERD
DT, BESIIRA LEZKEIR LTS, 204X —%—{L, ko Thbbo= 7o




WTRD DVNE S-S TNDHDEN, LoD LEORMNEG D, b, 7a M A TICEEENZ
DIDINRTELO0, Zhvhb, WOEHZRZREHOHMICKB®REE LN D), TELHETHL
FAMSEE L TH DX DA M2

HonL I,

|

C.

Regarding your proposal for the XY-WebShop, we have two problems that appear to require action on

your side.

1. Verification of design rights
Could you please send us details on your proposal right away? It appears another company may have

copyrighted a similar structure, so we must pass the details on to our Legal Department for

immediate clarification.

2. Alternatives to your proposal
Since we may not be able to use your proposal, we will need to consider alternatives. With the tight
WebShop schedule, alternatives will have to be designed on an urgent basis. So we need to receive a

new design form you by some time next week. Sorry for the sudden rush.

FnER)

XYV xTvay TaORECONTTT A, HHMA TS 0EE Bbh b SN 5T2H ) £,

1. THA v DEIEHE DT

TREBOFEMES T SESTWEETRNTL L 220 ?  FHE L7 EICE L TN EEEZ > TV D
EOICEDLNETOT, T <ITHEREZ & 5720, FEMZEAOEBTICES 2Tl 8 A,

2. TRE~OMAFZRE

THRERZBRATE RO LNERADOT, DUVOIVIRBEEEBRHTOILERHVET, V=T a vy 7D
AV a— AN LN, REROTFVA RAIC LAThERY £8 A, TORD, ZHLL006H LN
THAVRERATICZTWALERDH Y £3, KESRMAETTAERA,

XHISLA, B, CELSAT, EEILTHA LGl E TiEo T IZE W, :41% TE0T02Name ],
MINOHOFISCIE, BB Y 7 FARRFTEMTOET, FREBES LAbERNL, Pk oAT
RKBRINTNDNBEZTHTLTEEN,

MIBRICH L TS HIRELZERDIRD MR LEL X O, TOBRIINERT 7 =y 713,

. HFEORBVRLEDE IR B D THoT-EHHRTE (BELRLIT)

. ZHELOEREY BAEMICEL (IHRZER)

1

2

3. HOIBREITBBELLRPOERT S MFOLHZHE)

4. B=EORRZEVAALT, BN ZREL EROHDIER)




EWNolol ZTATT, 3IZOVWTIIRIFEMBELET, T2 T, 4FBHOKRA » MTOWTHEBIL
F 9, HIC A ® “designer” & “Mr. Sato”, 513 B @ “operator”, & L TH#I3C C ® “Legal Department”
MR L 725 TV DFIUTHONTO XD EWEREE & L0 iRWEREMEL H > T2 THERL (authority) |
ELTEMENET, ZORER, A—NOEZFOMAMBRERLTITR, 29 LIEHERIZL > T
FBIZRD LN LD THDL EVIHIRE LG 25720 TY, EORIIEEZKS TUL, DWVHIGGRD
SOTEVZRS>TLEVRETY, & ETFA L OR UELOHBNIZIZ, EADLHH KNI
HELEThbhR, EVRAIZRL T, FHRERSEFEL R LICWRIZIE, MO SEL ST
%D HREH)TT,



pe )

<#I3X A&D>
according to the designer. . . / Our staff has. . . — AOEBRICE LT 2541E, THEESIH (direct
quotation) | & [EWHix (paraphrase) ] O SO FERH 5, 72 & 2.

“It is possible to make PC-35 lighter by replacing some of its parts with plastic ones.” — Source:
Company Production Report

(MWL DD ET T AF v 78O b DI 2D Z LT, PC-35 DEEILNFRETH 2 ) —— il
N SR )

EWVOHFERZSIHT 256, BEEFIHTHIE,

According to our production report, “It is possible to make PC-35 lighter. . .” & 5\ &

“Our production report says, “it is possible. . .”

LWV K92 HAF (quotation marks) ZHWTA Y U F LD HEEZDOEEFIHL, VLT
LA,

Our production reports shows that PC-35 can be made lighter by using plastic parts. & %\ <
As stated in our production report, plastic parts may make PC-35 lighter.

VI I, BODSETEREZS WX R LM 6 OE LA CEICHAIAT,  According to
something/someone, Something says (states, shows, etc.) 72 &, SIHT DI 25 SV EI LA
e ShdHLHOT, RHUIIE LTI E<HENFITEND KO L2, MR L EROEEZ &K
FRICHIE T 72Di2iE, sIHOHHFICb Rz T o & ThH D,

replace A with B [A%# B CEEI#Z 5] — EHEIMIOLNLLDIIATHEMTHAL, AL BORMERE
WIS FICRZZNE ST L,

probably not / it seems / I think —— [~2t LivERH A [~D X5 T I~ BboiEd) 7oL,
BLETILHIEFEIBRZETEVITNHEZTHZ LT, HFOHMAZEELESAL THDHELT
D,

how it’s possible—if it’s possible [ FJEEN & 9 7| TIEARWZ & ITHEE, how & HiEEZFWTWDH DT,
RT TEARBAN 2T TR B0 EWORHRTHDEE > T D,

require (IATHEMTHEFBEL L TED Z &N TE D,

What’s a good time——When is a good time & (3dHFE ¥ 572, When Z{ 59 D THIUX, “When is

it good (convenient) for him to meet you.” &9 k9 2E<,

this requires

<#I3C B&E>

To tell the truth, ... —FFIKUIRZ L AT VWET L, EW oA & LTESRBL, ZO5EAIE TR
BVOZLZITHLHITLOR, HRIZEEHELTHDINLTT ] W) BEEERICLRD,

indicated in. . ./ as shown in... ——Z OIEGH LRI L 72X (drawing, dwg <° Drg. L& ST %)
BMEBDOHHT —Z L L TERLTWAS, indicate & show (ZIFIER T DRLTWD] &V EBE,
[~DRT L) EVIHIBENFBNANASD D,

is pretty good, but we still have to. .. —— £ FTED T, L LIEKRE L T) L0 RICEEEZ H > TV



<O

include something in. . . / get something into. . . / incorporate something into. . . / introduce
something in. . . —— XN B & ()
W2 B AND, BATDH] L) EK, 59 BHiEIC K> T, in & into &9 & 91T 5 A&z
&9,
John, / Dear Mr. Smith: / Thanks, / Best Regards, ——Salutation & Complimentary close O\ 73T

WCHIEE, 77— A MR—AET LV b, Dear + Hhf + 45 L2587 +—~/, £
Salutation @& L2, 1) MHEAHTFZRV, 2) av<%fF5. 3) I afiFbL IR0 s
WHLHN, BOHLDIFET +—< IV ENHT, EA— /LTI HHT 00N ENRZVN, BEVRA -
A—=nTiEanr b B 5, Complimentary close (22 T% . Thanks, Y Best regards,
DFHWT +—</b, 1220, FRIZETEICESLETIRY, BOOA4RIH 1) ZFr—A, 2)
ABFDH, 3) T7—APFR—=LDH, LWVWHINZ—=URHY | ZHITRHIDOLDIEE TE,

Could you let me know, please, when you will. . . — {7 Z & %79 5354 1% Could you please. .. &\
9 X 91T please Z ANDRXEXTHD, LN LIDOBILDLGED please 1L, TR VER A F T please
Thbd, HEAITIE, D LEREZBRS LTHEO h—r 2 K< T2 L5 I8 ET 5, BIER7L please
EEZDELX,

<X C&F>

appear to require / it appears (that) / we may not be able to use——
Inbb, [~DEITE| I~bLhEEA] & EEDLICHLOZE I LOORHA, HXFN
ZOROFRIFMEFOHIZH DI LT, fEORMENEZSOLTICHEET LT, HEOA Y 215
DI RN E TR EME - TV D,

With the tight WebShop schedule, —JF[X] « 1R & 72 DK 2K T with O L, [~DOHNWT) [~
Z1Z], Becauseof... . Dueto... R E LU LIz %, Thanksto... &\ 95 & [~DEMT
Tl &b, FAT 4 U7 Z IOV T Thanks to 209 &, HikEZ S -> T2 LI Z 2 5.

gotoofaron... —— [~ZHONWTRVTED, FBNIIRD |, HOFEMEDR, REbildREL,

we need to receive / we need you to prepare—— 0 & = & you BAD T TERLEI A vEB—VIT7 D,
Hi#& i, youhaveto L EOTICREEZMOIT TV D, BETIE, IT-oZVHFICEEZES L)
RKHTND,

we all need to act——Z OEEIIFMRERE, 2V FEXFOMBHEFOMLEO-EE%E we ERHBLL
TW5, BEOHRFGEZRETHZ LT, BIEOFELZ 5 ABAT LR b BRARIHENLETR &
WO ZEEBPFALTND, ZAUTGEHEL TNDEWVWHIDEIFADLED,

on an urgent basis—on. . . basis E WO FWNWHFHLEL LD, D LKL CIZR D0, H7RE T
N DD TEET D, BEAEEFAZHE > TENMLD, flE LT “on adaily [weekly] basis” [ H

(4838) |, “on a regular basis” [TEHIHIIZ ], “on a voluntary basis” [ HJEAJIZ]. “on a case-by-case

basis” MElx Ot D &R~ 2], “on afriendly basis” TAMHIRBHRT) 7L, [ 5 Bl 1T “the
five-day-week basis” & &z 5, ZHFHEHSHEWZITE S HTHY, —DL72nH O
ERELTHWDINLTHD, 2NHOERIIL, < OEARGIR ETESHBZ DD, 72 & 2I1E. every



day. every week, regularly. voluntarily 72 &,
DERSTND &V S K0k, IREV A THEIO S K 2 TV LKL TH
Do —IAUEERTDHZ & T, A—NABIRICTERRZFREL LN TE D,

Sorry for the sudden rush

<EERRA V>

will / would / won’t (will not ) / wouldn’t (would not) / can / could ——

INHEORTIE, ENENEDOLODIEI N TERAGE 525, LinL, MTHNATH TERGT
FFIZENE NI DT TIERY, EWVWODYL, ZHHITHICEN R DO TIEARL, BEFOEMIZ XL
S TN IT N RELDENGTE, BISUNL Y TN 4G o THER L TR,

I think it would be useful if you could attend this meeting. . .

ZAVTHM R EEDOLFE T, HEIHEB L TN AEEEZHFV < BREL > T\ en 2 L &R,
SDFY . ZOHMITHFERICTLHE W) T LT, MR VERL TS,

Could you let me know whether or not you can attend?

Z® Could bAEFEHIC L TWAHETTEIZEBLHLTWS, OO can ¥ Teould 12T 5 &4 L
EV, ZIIFHFERLLTTEIMNTERWNZEHWNTWATEIT RO T, can THUY,

we do still have a change we’d like to ask for.

Z @ would (% would like to &\ 9 ERIRBLO—5H 2D T, £ will 235 Z &idA0,

So do you think you could let me know as soon as possible what you can do. . . when you can get it

into production parts?

ZANHD can IFHFENZNEZT D Z LITHRIZLE VIR, o T NDHEEMENEWIGA TR, HMIC
can CTX U\, BIfEE8431% do you think you could. as soon as possible 72 £, < EWW < BWIIHTFOHA
ICEE L CWD DT, $BPEOEBENRERBNZ > TS LW I EHITIZR> T D, BTV AD
KDV R2LRoTNDHDT, ELIZATHFICEML TS EWVWI R ENT D,

Could you let us know, please, when you will incorporate. . . and when it will be introduced in

production parts.

IHNHOEDRTIOBIERIT, LU please DI T L7z BD, 2oy 7T U ARKITER &V &
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U v 7 : You're getting on that plane.

4 V¥ : 1 don’t understand. What about you?

U v 7 : I'm staying here ’til the plane gets safely away.

A V¥ : No, Richard!

U v 7 : Now, you've got to listen to me! Do you have any idea what you would have to look forward to
if you [stay / stayed] @ here. Nine chances out of ten we [will / would]® both end up in the
concentration camp. Isn’t that true, Louis?

JV 7 — : I'm afraid Major Strasser [will / would]® insist.

U v 7 : Inside of us, Ilsa, we both know you belong with Victor. If that plane leaves the ground and
you [are / were]® not with him, you [will / would]® regret it.

A V¥ : O-oh, I don’t know what’s right. Wait a minute! My mother might know. I [will / would]® like
to call my mother if you [don’t / didn’t]® mind. May I use this phone?—It [won’t / wouldn’t]®
take long. (Dials the phone.) Hello, Mama?

A VY DFE : Ilsa? Where are you?

A V¥ : Im at the airport. Rick says I have to go to Lisbon with Victor, and I don’t know what to do.

A WY DHE : The airport? I wish you [had told / told]® me—I [will / would have]19 come to see you off.
[Will / Would]1?V it be a long trip? I hope you [haven’t forgotten / hadn’t forgotten](12? to pack
enough nice underwear this time. You remember the problem you had in Prague two years ago,
don’t you?

A V% : Mama, Rick says I have to go with Victor, but I'm afraid that if I do, I [will / would]@® be
unhappy for the rest of my life. What should I do?

A VY DR : Well, I chose your father, and I've been unhappy for the rest of my life, but if I [haven’t /

hadn’t]9 done that, you [will / would]1® never have been born, and you [won’t / wouldn’t](16 be



having a problem like this. Naturally, of course, you [won’t / wouldn’t]1” have had that
wonderful years with Rick in Paris, either. Does either of these men like to cook? If I [can /
could]® live my life over again, I [will / would]? look for a man who is handy in the kitchen.

A V¥ : 1 guess that would be Rick. Thanks, Mama. I'll try to call you tomorrow if I [can / could] 2,

but I'm not sure yet where I [will / would]@? be.

WA TL X 97 FEBAREMO S0, FHEIZHILTWHENEIMNTL T, SWEILBAEDD 77,
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A

Hi Mary,

Don’t worry. Someone at this end input a different file number into the host computer, so Invoice 12

wasn’t booked. We found the right file no. and took care of it, so Invoice 12 will be booked in June.

Sorry about that; this occasionally used to occur but we are changing the procedures so you can be

sure there’ll be no more problems.

Hiroshi

(Fngrd)
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B.

Dear Ms. Smith:

Regarding Invoice 12, here is the situation: Invoice 12 was not booked in May so we will book it in

June. It was not booked because of our mistake here.

We were not able to find the correct information because the wrong file number was input into the

host computer. So we could not tell this was ABC’s invoice. We will be more careful in future.

We apologize sincerely for the confusion; we greatly appreciate your kind understanding.

M EE S 12 BT LT, RWIZLITO@EY T, MEREEF 12 FX 5 AIICERIESNLTW o772, 6
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C.

Dear Mr. Ames:

We are sorry about the trouble you are having with your ADT-70 Processor Board and will have one
of our service engineers inspect it immediately. Could we schedule an appointment for tomorrow or

the following day?

(FngR)
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D.

Dear Ms. Apaka:

We are very sorry for not confirming the arrival of your tour group at Pacific Hotel, Tokyo, but

unfortunately we’re not informed about this tour.

However, your booking is now confirmed and we will have enough staff standing by. We look forward

to your arrival tomorrow and wish you a pleasant trip.

FnER)
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4) HFOI b— LTGRO E H TRV

IR EDEF AR LT,

1) 2EICZHLDOEMEZRD D
2) BELIFEI LTIV EDE LT, sUSEAIRET S
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<BIXARA > ERL >

sorry / apologize / apologies —#iJEDAKMNEKREL, E A — /L TlE, 1ZTEAEDYA “I'm sorry for
labout]...” T¥#ie, H LAWK FFH A58 3 2 RpT IR 2 > T “T'm very [terribly] sorry” & &
FIE LV, “T apologize for [thatl. .. ” &2\ X “You have my apologies” & &L DiE, HIZTE(IC
BELWLL LW T TR, HRTREMEPERLR LD THLIGAICRD, =& x1F “My
apologies” EMEUCH WD Z EHH DN, —AITIE Sorry £V HHETEOKFF LML D EE 2T
Hi#EV2VY, apologize b EIFA (deeply, sincerely 72 &) THFH T 5,

I Z BB DIEZFRD D, TN FFETH HGHITHBEIZRD D015

my mistake / our mistake

R

unfortunately / we regret that—— 5 5% [FRERD L] LW I BT, LFFE LT sorry 28TV,
L2>L “regret” 1ZMIENR N VIRARIE L2 2525, HYaT7 MR ZFHAT 28561
unfortunately < HWVWTH L 9 Enwy,

72 =v 7 1 : Buffer statement %4£ 3|

Buffer LIIREEMDOZ &, A—NVOBETHLH A v E—IVBHFIZEZ D4 37 FERLITTZWIRC
9 O Buffer statement, #z1E, FTHENZ L— A2k > CTRIBESZIEH L TN 2 S IC <K
WTL>ED FRUIEEZHLLILERSH LT TR ED, ODEET<HMRET >R EDOTEN NI
blcd, HBEVMLOTNE L RORWEREICHWS & L,

could not / was [were] not / am [are, is] not—— B2 B EDOEHHEZMH H, [~TE TV I~xnT
W] EWH)FEREPREIZT HZ LT FHEEHALOT L 2D, HPEMICEEARNH D & B
NBHEEIE, EbAERALEER LW,

is / can / will—— (i) E VLM 72805 - BIEEEOME VT 29 2 08130, IR I L Th, @512l
Th, HDOWIGRT DIZLThH, Z V=L ~OUTIIFELZEFEL L TRRLOREROT, I~L
TWRZTET) X I~ B EBNET) LW MEAARIUISH 0 BTV,



Fr=v7 2 EERXEENCR~?

=LK LTCTEICKHET 52 L1E, BT L~ EoBELRTZEAEHR LY, 71—
LAZEZITANDIZLTH, FRDIFHIZL T, FRITFFEE LTS THREZILA LD 2T, &i#
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THGEAELSNE, EEERR B - BiBE CRM OV L D ICEL 2 E AL,

appreciate your kind understanding——Z AL & B DR E O 3CA], EHTT 252020 K 5 T, FHFICHEAE A R
DTS, KRGS K > TIRALRE CIZ 2 505, E D XAROTENIZERANCZ TN D Z &
(BTN

MKRA U FELED

7 L= DAORUT LT FREBZBICELS ZERRY, 205 A TRIE K< /D, #Ho~&
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TIRICSITTCRES THRE N E R A

E.

Dear Ms. Nakagawa:

Thank you for taking the time to write concerning the charges for the car rented in Vancouver.

The Horizon Corporation prides itself on the quality of vehicles provided as well as the quality of

service. There is no excuse for the unprofessional attitude you described and you have our apologies.

In view of the circumstances involved, an adjustment is appropriate. Our accounting department has
been instructed to credit your Visa account for $72CN. This represents the difference between the

discount rate you were entitled and the standard amount which you were billed for.

We can certainly understand the annoyance you experienced. We hope you will regain confidence in

our desire to give customers good service and will use Horizon again soon.

Sincerely,

(Signature)

F.

Dear Mrs. Cox:

We are sorry about the trouble you had with your Sierra 20 Fan Heater and appreciate the chance to
take a look at it. The Sierra 20 is one of the most reliable fans on the market today, due in part to the

valuable information provided by our customers.

When we removed the rear panel we found that the inner dust filter had not been replaced for quite
some time, possibly for about three years. As a result, the lack of air intake caused the fan shaft to

overheat, which in turn damaged the bushings and other moving parts.
With your permission, we could replace the filter and damaged parts for about $150.00 (parts and
labor). We think this would be worthwhile because the heater is otherwise in good condition, and if

the filter is replaced once a year, we are sure you will have years of trouble-free operation.

Please let us know if you would like us to make these repairs.




Sincerely,

(Signature)

<fBI SCHRRL >

—H#I3C E—

take the time to write [ O S 4 & - TEH ) ——take the time | THOIHIT 2 (LTL4LD) ]
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There is no excuse for [BFRDOEELH Y FHA ] —H 72D Sorry L 0 WETE, =5 SMNCAH
BNZIED B D LD TN D,

F/=v273:HELES X THET

SCEHRO TRE LT, $TRH0ORE TR EEHALE Y 2T, ZRICHEDL LADETIHL0H
EHRODENI BORBD, ZORE, HESBHARICLEEZ LD THD L) RAIRE 2 50ERH
D, TEAMEEHSESZ ENTE S,
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Our accounting department has been instructed——X 0 (J 72 < ELOFELZFFE L T\ D, Z I TlE
HEDS instruct L7200 E ST, BB EZ HITRoTn5bH, T OESITRIGE %2 BRI
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We are sorry about. . . take a look atit. [BHEWVDI =T 207 7 b —Z—Z4AE L F LIEEREAIZHOW

TBHEOLET L LBIC, WA E 2 52 TWIZEW Z & ITE# L £

ZOFISUIMHFEO 7 L— L ZITRDT D DO T, ZO—IHRAY72 buffer statement &

2o TWNA,
The Sierra 20 is one of the. . . the valuable information provided by our customers.—— =% f@éu% DIME
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had not been replaced / the lack of air intake caused——72 /7 77 7 Ci&, B ERHTER L
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in good condition / you will have years of trouble-free operation——good condition [ E4f72IKEE ],
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A

Subject: Our requirement for metric sizes

Dear Mr. Smith:

Thank you for your reply. However, we must repeat our requirement that document stock be supplied
only in metric sizes such as A4, not in inch-based sizes such as 8 1/2 X 11. This is a requirement of all
our customers. It’s simply impossible to ask them to accept document stock in any other format. All

document processing equipment here in Japan is set up for our specific sizes.

Therefore, we regret that we will not accept the present shipment or any future shipments that do
not meet this standard. Please arrange for prompt shipping of the sizes we specified. We will really

appreciate your full cooperation.

(Fngrd)
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B.

Subject: Final request—Our size requirements for documentation

John,

Regarding your e-mail of yesterday, I have to tell you that your response is frankly hard to believe for
us. I thought it must be clear that paper stock must be supplied in sizes compatible with document

processing equipment.

So I have no choice but to reject the shipment that was sent from ABC, and will only accept

shipments of standard stock sizes.

I really must know immediately whether ABC is capable of shipping the sizes we require. If not, I

will have to arrange for another supplier.




FnE)

4 etk DRREN
Ta .,
WEHDOENS DA —/VIZN, FEIZE > T, BOREITONLONICE > THEURTEWbDE ST L EDLE 5%
B2, WOBESRICEA LI AR L T bR E R ben2 &k, AL EZ X T,

Z D72, ABC #1hD OELDE S IXE 25 IAMTRIRE A 22 LU, BUKIC G o 72 A4 XM L iF Avb i
72\, ABC #23, v R D0 A4 ZOMAAMETE 2008 50, RIS T ITH > THE L LER S
D, b LTERVOTHILUEL, MOMAZERZ FE L2 TIER bR,

(BT %Y XDER

KINDBIE, 7 L= DRISITHFTERNW I EZIRA DA =N ERS>TND, ENRILNEIRD
T, FRZBITERE LICBBE TERAZZE DT TN D

<5l STHgR >
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equipment—— Z UL E CHAR A R T, RA[EAF /2O T equipments & X7 5720 L, an
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Dear John,

We're a little worried here, to tell the truth, about the situation with our Contract AB-123, Grain for
Japan Grain (JG).

My understanding is that our vessel PERFECT BODE was ready for loading but had to give up its
berth because you did not have our grain ready. The result is that Yokohama ETA will not meet the

contracted delivery date.

JG has reluctantly agreed to accept late delivery. But please guarantee no later than 12.20. If it’s any
later than that, I have to tell you we may want to claim for damages under the contract penalty for

late shipment.
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B.

Subject: Penalties for Contract AB-123, Grain for Japan Grain

Dear Sirs:

Please be advised that:

1. Our Vessel PERFECT BODE was ready for loading on the contracted date.

2. Contracted grain not having been prepared by ABC, our Vessel was required to surrender its
berth.

3. As a result, delivery term contracted for with Japan Grain was not met.

Therefore, we regret to inform you that, under terms of Contract AB-123, 7.11.3 (a), we reserve the




right to claim against ABC for penalties due to Japan Grain for late shipment.
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