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w 0 ] ichs ber 21, 2003, We would like to place an order for 100 units of
at yo BEIVC us a two year wa /. @ We would like to remind you once again

Bt On your acéount balance of $300.50. If you wish to have additional time
to 1 'qmcnt‘ Be happx t 85t with you, #Thank you for your letter of May 23, 2003 advising
pof the error hlll Lﬂt(d L 62 OSASSROW in the enclosed doeument, we have corrected the error.
pologize ' / have Causedyon. €1'm sorry o hear that you are sick. 1 hope that yow'll

0O hing 1 can dedfotwou. letiic know. I'llgive you arcall in a féew days to sce how you're
en hospitalizediBPiedSc do not be concerned about the project and
¢ Your colleagues are hoping for, your quick recovery. L 3| just received news of
yratulatioNSSIWIsh you both a'wenderful life together and look forward to
tmas and a Happy New Year. I wish you could be here.
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[#95R (PRA 2V bAVR) OEULAMN] Requesting an appointment .......................

Summers 1%

W (FBREE T A DML TH D Metropolitan 550 2004 £ 4 BREFIS(CBWNT
AU TV 7REBEZEFFETDERUA NS VDRFEXTBEULTEDET,

ASICBEVT, FEENTRREXA Z2—&ETRESLWLWA YT UTF TERLEERD
LA DS THD Café Fanny ZEXD EIFTEWEEZTHEDET,

DEFLCE, AVIE2-—BLUFEBFEDICOHICERDLU R S ZH-SE
TWefeEfz<, 2003 7 B 1 HE TIC 03-3401-1000 [C &EHEW e EIFNIEE
WTT, SEDBRVICONT, KICHh CTERDSNIEEATHEER LIZLERW
9o

SVCTEBZEHHFELTHEDET,

48

E - Web



https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-079-3
https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-079-3

SHTI, BFEPe X—ILTT7RAY MXY MERUED, EHYPF vy EILTDI L
HELIEOTVET . TOUXy E—IJBHNETERECH D EHAYTY . KKl
Rz [FvrE)l] LETNERESEVDIC ERLTELL] EBWVWeD, ESK
EHENFHOTH, EORSEFHATILIFIEEIBITELLS, BOZRALTIN
BELIICTE-I LD, %2 T B L SEGE(CE, BFOBRKZFED K IERIT «

THEXEICLFEL& D,

Part 1 Business Appoinitments, Interviews, and Meetings

Template

Dear Mr. Summers,

We are planning to feature Tokyo’s top restaurants specializing in
California cuisine in our April 2004 special edition of Metropolitan,
our food and wine magazine.

We would like to feature your restaurant, Café Fanny on this edition

because of its creative and healthy menu and wonderful setting.

I would appreciate it if you could call me at my office at 03-3401-1000
before July 1, 2003 to let me know if we could visit your restaurant
for an interview and photography session. I would also be happy to
answer any questions you might have about our request.

I look forward to hearing from you.

* I'would appreciate it if you could [~ L TW 77217 EFENTT 1,

F28 TICEIFZHENFIGINGY — EREERIR 49
E - Web

ObHD - HREH - WS n


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-079-3
https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-079-3

B BT, PYPKEEEICHSEIAT 2 L ERELTBDET,

B BT, Z\D—2 3 7 Earth First [CBIT 25 ZRCERET 2 C L EREILTHDET,
B, BRICHEZNEI DI —T « VI (CBESELLIEVEBVET.

B B4(F, COTOI I MMIETHIEROBER 2B B CVCEELWEBWVE T,

B EANL BLBHEZVEIFNIFENTT,

B HEOFE 4 15 30 DICEHBHERCHEICOD ST EDNTENRFENTT.

ZOMDT Y TL— b

[#95R (KA B) DEULAN] Requesting an appointment
B BHOHREECHENITDOIC, KE 20 7EEFEREZEVEREIBEVWTL&SD. S’
DCEE=ZE DD, BEEDOFRICERDA 7« A ICEFEZULET,

B BHOHEBZ BN T IO, SBEOBRFICERDEIAONEAIENTENFEEFD
FY. EROCHEZE DD, BHOHEDIVBARZRA T e X—)LZEELLIFET,

[5 &2 &EUMERRIDE ULAN] Requesting a short visit
B sH0RLLNYOIESREITIC, BEICEROA T+ R[CI55->ThEBLLTL &
3h. BHOY—E XD ZEHATENEENTT,

B EHOHFLWLWASYOTZBREIFIC, SBEOWVODNIERDA 7« RCILEHF>THLBL
WTL &S, CEBICEEXATENRFENTY,

[EVRZEDITEEDEUAMN] Requesting a meeting to discuss business..............
B BEORAZZ LA SITEEBOERBEEOTVWRIFZINESHERSET BT, HH
BICTEF/ELLIFET
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* Key Phrases

>

>

>

>

-

-

We are planning to expand our market for the Asia Pacific region.

We are planning to finalize our position on Operation Earth First.

We would like to ask you to attend a meeting to discuss the strategies.

We would like to hear your views on the project.
* view [FLf#, W1

| would appreciate it if you could give us a call as soon as possible.

| would appreciate it if you could meet us at my office at 4:30 p.m. tomorrow.

Additional templates

-»

| would appreciate twenty minutes of your time next week to introduce our
new product line. | will call your office on Monday morning to see when you
might be available.

* available [ (i, (LSBT %) B2H D, FHHVT15S ],
| would appreciate a brief visit with you later this week to introduce our new
product line. | will e-mail you with possible dates to see when you might be
available.

May | stop by your office tomorrow to drop off our new catalog? I'd be more
than happy to explain the special features of our services.

* drop off [ (N, 22 5) KEAT, W5l
May | stop by your office sometime this week to drop off our new catalog?

I’d be more than happy to answer any questions you might have.

| will give you a call in a couple of days to see if we can schedule a meeting

to discuss the issues on hand.
% onhand [FIEIH 5 |o
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B EIXAOOREMICOVTHFEL I 2FIaEDRAEBEE > TVEIT SN ESHEERT
BeWHIC, KBARLICTEBELLIFET,

BEREZEELEHDITEGEDEREUAN] Requesting a meeting to ask for an opinion.........
B IsAVN RUFv—0TOITY MCETRIDEICDCERZRADSCHIFTEEZL
EWEEFELET,
B TR ERICEAT DO DREZE D IcHITHEEZ LIELWEELUE T,

[7 RINA ZAZZ(F Db DITEEDE LAN] Requesting a meeting to get advice.......
B CHEZEVWRELEBRZWEIFNEENTT,

B BADEIRRATSVICEULT, CEEZVEELEEZVEINEFENTT,

[ % E1—DEBEUAN] Requesting an interview.

N FLFIRTE, BIZEINICRT LB ZENCVET . TENR, BELZASERZEVER
[FIEVWTL &S,

B fhiF, EHOEIRIICDOVNTESICELLADVERVET, TENE, BFELZME
OHEREVEITFEVWTL&Sh,
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= | will give you a call early next week to see if we can schedule a meeting to
talk about business possibilities.
= | would like to meet with you to get your opinion on the joint venture project.
= | would like to meet with you to find out what your position is on the new
proposal.
* findout [H1%, WH2IZT %]  position [7H, FfFEl.
= | would be happy if you can find the time to give us some advice.
= | would be happy if you can find the time to give us some direction on our
business plan.
* direction & 2Tl [T/, fRiE] O,
= | am writing an article on science and technology.
| would like to set up an appointment to interview you.
* set up an appointment [#J4 (7K1 ¥ F) 2§51,
= | am interested in finding out more about your business.

| would like to set up an appointment to speak with you.
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FelshEF (feigh - 1TV D)

AU TAIVZPRZIN—=TL—RKD Ph.D. ZZE
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