ERI<HYEERNR.
MY d=LERLET,

EORR kEFD—_J7
HKETe-mailz=
N

EEICEOIHENaAZIAa = —L 3y
JOINDEHRZFET,

o

T Akey

Copyright © 2011 moon voice project All Rights Reserved. 2011/12/16 1



O

Te-mailzx&Z
1;%1;(«

B4

DER>—
#A@AUH
EQERSE |
IJAO—TyIDHE
1-7 §HHOKLKYDXE

RE

(! i

%W%m}ﬂﬂﬂ]
%

I|In1

1
1-1
1-2
1-3 {
1-4-
1-5\1
1-6

1-8 E4

Copyright © 2011 moon voice project All Rights Reserved. 2011/12/16



HENBHEDIEZESE — Dear Mr. HopmanZ
HEHLALZHETERIBNREBENFBELTISES

—Dear Ms. Stuart,%F (ChHAEHLTOTHRIEEIR OO NET,)
HFEINZHETERIBDIHES —Dear Mrs. Stuart, %
HENZHETERIBEDIG S —Dear Miss. Stuart, & ,
BENBEMRENHOALELE T —Dear Rory Smith, Esq |
$E$7b\%ﬁuO)bn\b&L\?‘ﬂIio'iﬁA(?Elé%‘Ex&L\o_ﬂM) (
—Dear S|r Dear Sirs, [/ | | [l | Q
HEABTObADENEEOSE | oy .
—Dear Madam, Dear Madams,
HMFOARILHEMEHLNLENGE
—Dear Sir/Madam, Dear Sirs/Madams,
HFENMELEMEELLJIIEBDIZE (MEAIIZRE%7:<) —Dear Dr. Sedek,
HMFEETFHRLLGD>TWAE77—AMR—LT—Dear John, Dear Alex, %
WNEYER LGS TWBIBETI7—AR—LT—Hi John, Hi Lucy,

./“ /]
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B =2, [ ME [ ] 72 Tl 53] 2
_”j'7j/| :ﬁf; J[/,,/\ Bl A ?ﬁigﬁ
7

1-2 5|"I:IJ| SR T St

D TA=ILTBIGEEICIE. FTEINEDLIBEAYMTHEM . IRLIEZSH
EEHRENDLET,

—fiRRIEEWLEILELTIE, TEDESYTT,
My name is Hiroki Okita and | am a marketing manager at XYZ
corporation.

ROBHIGA TS bOFT. XYZIRO O |
=T TAYT RI—TA— FC Y G
RAVRE %%&ﬁ%hﬁ?@4Kw#AoTM6“éfﬂ /p

IJﬂ\ “r
ﬁ]]%}
[

[

I

7‘—7‘:\*@Ab\%i‘/\t)ﬁ—of—iﬁ%}?‘éﬂ#l f;r FEOL SEREESH B8
RHYES,

Please allow me to introduce myself. My name is Hiroki Okita and | am a
marketing manager at XYZ corporation.

BAREBCTEIRTSE, BCBNTHEERHELIESN EGYFETH, BRAMALE
WEILTI DT, [FTIXBECBNESE TN EEEFT, KDLWDZATFURATE
ZANIEBELOWDERHNET,
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B YRR,
1-3 {th ADHBST SERGTECLERIET,

=, BOOHMYENEBIGEDOREEZENITHELHLHTLE
Vo ZTDEOIFEIZIE. FTEEDLIIZEHERILITLELD,

Please let me introduce Mr. Atsushi Yamamoto who is
responsible for product planning in our company to

TOMDENEILELELTIE, FEEDIIGXELEZONTE
¥, LEDOXELYF. BEROBEMNETFENZaT7VANHFET,

| am pleased to introduce Mr. Atsushi Yamamoto who
is responsible for product planning in our company to
youl.
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==r(cliY7z<5E EE M H\-,

T A—IILEFL-EEMAEEFELLS,

The reason why | am writing this email to you is that | would like to ask
some questions for you regarding your new product “X” as follows.

%Ah\_ODE%—)L,tiL\f—EEEE(i~( DVWTTEDELSZLKD b\ﬁf‘uﬁéu—mb\b
TY, ZZTas followsE AN TT FED LSIC J("ﬂ"J‘CE]’o(HI E#Fé"lf% =
2T NIERWEFED T, i—ﬂm\ﬁ”ﬁ"ﬁh\ JEE'IJH waa“ |

1. Functlonalltv (4%& Jl | |

> Date of release (%JLF‘aﬁ#L‘H#EI)
3. MSRP[Market Suggested Retail Price] (R /J\m1iﬂi$§)
4. MOQ [Minimum Order Quantity] (R EBEEES)

5. Payment term (ZZ3LULVEH)
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s Sk, e [HHE N |l g5y 7/ Ewar [OO] St ==

-4 EEADAYH (DDE)  smmeTioiemier

L. REIZHOTA—ILIT HGESICIEHEFENAB DIV EFELTNS
MNEIDEHERT BTV ATYIEREEAPRIMESLHYFET,

ZTDRIGHEF,

The reason why | am writing this email to you is that | would like to ask
some queatlor\s for you regardlng your new product “X.

Would you accept my further contact —
regarding the item? @

If yes, please let me know by return.

&L\:)J::)(:FEEIL\’CBH@, HMFEENBEKEZE >TNEEIFREZEL5ZDHTLL
S0 BHIZFDRDA—ITIEABZEIZHYET . BFICEEEEZDHEEA-AT
HBHELVSHRELESZNANERNET,
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= I<BrY) 7

=rae | <mrY 7

T D2

1-5  REODEKREFE ERERT 52k ﬁ
REEN K ENEETT . RO T, LT SEEHHE
CCEEAQTEAESVELTY,

I (L, A—ILELT=D
BRFEICIZATHREFLLS, &

<EZEZRALVTLVAHE>
| would appreciate your reply at your earliest convenience..
%ﬁfﬁﬁ?ﬁ"@%ib#@@éﬁ(_@ #?Dﬁﬁb‘ﬁbiﬂ' l !r,

’

[ ( e |
~ - ~ |
1

<H#F'aﬁl1=‘§ffé wo:m-mﬁﬂnm;cﬁ]ﬁw/» g
rhls[mchth 4

| would a“orecuate vour\reply by the end o Jr/
" )

SAXETOIEBZZEBEONELET, ——

Your response by the COB on July 7t would be greatly appreciated

ELDFILGRBFBELIXLIFBICLET,
CTEELZOIE ' wWould"TY , COREZEICKY. TL TN =0H YA =LV EWLS

-:::1:77:>';2175§fi§1<)Q)Eis?;-o

2011/12/16
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1-6 7A8—7v 7Dt A

LT HAERNERRICEL TLEANGEEN RGNS AR HYET, F12,
BEORREASHOENEE FEELRBABELSNES, CCTLEERD
TEAEVNELTY,

<EERERDH>
| wonder if my- preyious mail well found you or not

H”Em)ﬂ‘m’( “"ﬂ:'éffl 7‘*7 t,ct')fa"’

ﬁ& e
<1 :_F'Eﬁd 1] BEO)* 0)75\%41,14 _I:JEF ,—cu \g)i%g S

I’'m afraid that it already passed more than@ wee\k I would appreuate
your attention and reply at your earliest convenience.

<HEUDEEELELT>
| look forward to hearing from you.

PRESFLLTHEYZET | am lookingETHAENETHNIADORER EIRERD
ANKLKRoNFET,
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1-7 #EHKYDXE

<G TIZFI>TWLS AR IT>
Regards (. HLLFADLEMNSBHR) /Best regards (xtF., DL TS EKR)
Very best regards (HAHEFEDERTE. XROLEEFHFLT)

Warmest regards (R ARTL)

Kindest regards—CRTIXPYTERDHY, XTIXER) ,
<EHPHFECDEEALTE=TI e EEROTHIAISHED 5>
Slncerely {_Yours, si nce. Iy,‘/ Slncerelv you.s /C’)rdlally -/
<77J'—")lx> [ | | ’ | ‘

Truly yours-/ Yours-trufy / "\/'éﬂ'-tr“‘ y*'y"‘ ws,) —

<EYTH—TIL B D EZTAODIGE > —
Respectfully, /Respectfully yours, /

Yours respectfully, / Very respectfully yours,
<BossMBEF A, HLLIERER L >

Thanks/ Thx / Take care/ Many Thanks,
<FHISRBZHFLTULLRLMGE >

the best (12 ALLEAHALHILIFER)
MOon ." ‘
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BAREFEVNTEDLIICHFMNLIRO LD N —HREITI

Atsushi Yamamoto (&Hi)

Senior Vice President(Z4kJL)
Product planning Group (FTB&E)
Mycompany corporation (=f1%),
1-2-4 Kol'machl lVIvnatoku 'iokyd.
Japan 100- 0012 v L] |
Phone: +81 —#%—wisy st~ |
Fax: +81 - _swiix

Mobile: + 81 —#*—wxx ik
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