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B ZEKT 5 (BRER)

ERZHERT2HERZTOENZENT, EOLSBBEREROGTVWEHZE

7 e
MICIEA X T,

V.

10

“lHel Request for price list

Dear Mr. Harris,

Thank you for your email regarding the marketing of your
children’s clothes in this country.

For our further study, we would appreciate receiving a price
list®for each item shown on your website.

Best regards,

R 4 flitgRz BX D (23w

% YRR
YECOEFEARDTEFRIC OV TOX =2 H H 3L ) TS VET,

LIS TR Z S S ICRE T 2 7coic, BtV = 79 A b ISR DA R Offitg# 2 7
ZIFHUIENTY,
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Useful Sentences |

') We would appreciate it if you could email us a list of
your merchandise and a price list.
BEALELE Y R b EfilgFEE A — L TEBRED W T UEE LT,

We would like to ask you to kindly send us the related
information.

BhEER 2 k> TR E R BV LT,

It would be helpful if you could send®us statistics on
your sales via®email.
720 EFICET 28T %2 A — ATk TREF UL, Loe~AlD
b i j—o

We would like to request®an application form for the 16th
Business Seminar.
FI6HEY 2 2L S F—DHLIAREZBRED (231,

Please let us know the following information by the end
of this month.

SHARZ T ToOEREZ BHSVFEVE T,

@ Useful Words & Phrases |

© price list ffit&=%

® It would be helpful if you could do.
~ULTWeITNIEBh D £ET,

® via ~ic&oT
O request ~%=EFEID

[1We would like to request that you send us the latest brochure.
(BRFOAY AT ZE> TWRERLSBEVWWZLET)
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B ZEKRT S (LxER)

HOEBABICDOWTHEBHHEISENES,

“7 W, MES, 1YY XY MBRETH>ERICNTEERBRDOX—ILTY,
- A

SlUdEeis Request for information

Dear Sir or Madam,

We are a company that imports mountain bikes for sale to
Japanese customers. For your reference, please visit our
website at www.mountain-bikes.co.jp.

Your company’s name came to our attention through

an article in the August issue of Racing Magazine. We
understand that you manufacture mountain bikes of various
types. Since we might be interested in®doing business with
your company, we would like to have some information
about your company and your products. We would
appreciate your sending us any material that would be
relevant to®our possible business relationship.

Thank you for your attention®

Regards,

'\ﬁ%iﬁﬁ%£%0<ﬁéw

%

YL HAROBERIATICY T v TN L 72 ARG L TR RETT, TSFETICY
HDY = 7% 4 + www.mountain-bikes.co.jp % ZE  7Z X\,

TL—y v rehYyvy sb8 HEDHTELOAZMD F L, Bt TR IR
IYTUNL 7 EHERZ S T0REbDERBVE T, HEEEBREIZIETLALELZER
B3 HLNFEFTLADT, BEIOELEFICOVWTERZ WAL ESLAGFELET, BHL
BUTHE OO k) RBRNRTIVE LofMAih EBED LI,

Az LA L BEVOELET,
W
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Useful Sentences |

We learned about your company on the Internet.
AV =%y FTEIZOWTAHID £ L7,

Our company is one of the largest sales agents for

mountain bikes in Southeast Asia, and we have obtained®

information about your new products.
WHIEHE T T IRAD e VT oA ZGERBIED 0 Lo T, &
HOFHFIC OV TOERE AF VL E L,

We are very much interested in your recently-developed
scanning technology.
BB R I 0 AF v 2V ZTEMfIc A ABRZ R > B
D%,

If you are interested in our line of business’please visit

our website®at www.japansports.co.jp.
WHOFEENFICHEKZ BRFBETLAS, Uty = 794 F www.
japansports.co.jp # & FE

Useful Words & Phrases |

<

be interested in ... ~IcEkHI%H 3

© be keenly interested in ... ~ITHEWELRNH 2

relevant to ... ~(CEEL

Thank you for your attention. &#% &2 U< BELWLET,
obtain ~%%#893%, FIcAn3

©obtain a patent #FEEIST %

line of business ZXRA

O product line & ?af

visit someone’s website ~0U Y NERZ
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BHEEBKRICIHE U D (&85

]V’ ERICHUT, BHRCEAERICET 3 ENERELET, BEIAEETEE
BRI E T 7

SlUJEwis Re: Request for information

Dear Mr. Yamato,

Thank you for your email of 31st August, 20XX inquiring
about our company and our products. Please visit our
website at www.mrbikes.com showing all the types of
mountain bikes we manufacture. Our financial statement®for
the year ending 31st December, 20YY is attached to this
email.

We have not sold our products in the Japanese market in
the past. We would be delighted to do business with®your
company. We would be happy to answer any questions you
may have.

We look forward to hearing from you.

Regards,

R i4 : Re: Bz BED L S0
% Y~ Mk

20XX4E8 H3l HHI A= ZH DL 5 T WnE L7, Bt ROLSHEEICOWTE
flouEbeniZE, B L L3, YthEhEn -~y v 7 v NS 7 20 I 11T
WY = 79 4 b www.mrbikes.com % ZE{ 2 &\, 72, Uko 20YY4E 12 A
31 HBEDWMEsEERZ ISV L £ 7,

N ECHATSGAFIC YR ZRGEL 72 2 LTI ERADT, BihE BIEITE
EELTY, MHATHMBPTIELLS, BATEEZVLLET,

CHEMEEBELLTED 7,
(/€N
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Useful Sentences

') We have been in this business for the past 20 years, and
we are proud to have established an excellent reputation.
WhE S DR T 20 F2 BA, THF L TR E I EZ2HEDICH
wET,

2 We have recently expanded our market into China.
Prkida R EH SIS AV LE L,

50 We hope you will get some idea of our company’s
structure.

LRI DWW TEBDR Y WERIFE 2 L EVET,

: 9 If you need further information, please do not hesitate to
ask®us at any time.

S5 IEMRE LG AR, JEERC, WO TH THEIE S0,

@ Useful Words & Phrases

O financial statement ##%#Ex
® do business with ... *EE|%93%

©® Please do not hesitate to do. EELG < ~BE>TLEE W,
© Please feel freeto do. TBEHIC~BE>TLREE L,
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RHERKTS (

PRRLET. BVTWRIHERE, BRZENCS I THRZEELERY,

“7 SEIRFHLWERZRSILHIC, MICELT, E0L5BRHRZROTWEIZ
; A

SlUe) el Details of product No. 1080

Dear Mr. Morgan,
We have looked at your products shown on your website.

We are interested in learning in greater detail®about your
product No. 1080. Will you please send us the specifications,
price, delivery and other relevant information so that we
could further evaluate®this product?

Since we intend to hold an internal meeting on the 25th of
October to determine which company’s product we might
purchase, we would like to have your reply by the 11th.
Thank you for your immediate attention®to this matter.

Regards,

R 4 FEEES 1080 DFE
% -0k
Bt =2 79 A b LoSFZ2ERWELE L,

B S 1080 OFEMiZ A D 7c v E MW E T, YTl DMHZ I SICHETELT
&9, AR, ik, W Z OOBREEH Z Bk D < S v,

EDREDBMZIEAT 202 RET 2 ENEHEZ 10 H 26 HICBH FELAR>TED
ETDCT, 11 HETIKRBEREZVWALEL(HFLET, BEATFRLI 2 L) BEL
HLEFET,

/ey
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Useful Sentences

1

It would be helpful if you could give us the full details of
your new security software.
FluotXa)74Y 7 MOoWTOFMZWEZFUEE? ) £ 75,

Please provide us with technical manuals that describe
the structure of the machine.
Z DEMOREZHW L 72 Bffi~ =2 7 V2 BRED (X0,

We would like to receive additional information®about
your Autumn Collection.
av sy a it 2:8NMEHRE VR ELLERWET,

We are particularly interested in purchasing your latest
tablet computers.
WA IZE BRI OY 7Ly bavEa— 9 2BALLVwEEZT
BHET,

We are looking forward to receiving your reply.
BRFEZBHFLELTED £T,

Useful Words & Phrases

=

(1]
(2]

(3]

in (greater) detail (25(c) F#ic

evaluate ~%:Pfig 3
* £ evaluation (F¥:Ah)

Thank you for your immediate attention.
AEZEERLEENET,

additional information EEHR
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BEEBKRICIKHEU S (GHMEHRoRA)

) apmsasiirensc ek BERRCEEERLTES b TN |
5. FTERICHT ZBBEELRAET, 2LT, FHENERHLET. Bz
‘ DI TH, HELE > TREE BN ERORIDELNTL & 5. 7

Sl Re: Details of product No. 1080

Dear Nakayama-san,

Thank you for your email requesting details about our product No.
1080.

While the specifications of the product are attached, our
commercial terms including price and shipping are as follows:®

(1) Quantity: 100 units

(2) Price (CIF New York): US$100.00 per unit

(3) Payment Terms: L/C to be established within one week after
order

(4) Shipment: Within one month after receipt of L/C

We hope the above®is of interest to you and look forward to
hearing a favorable reply from you soon.

Regards,

R {74« Re: B 1080 D]
FAYeIA
WHELE S 1080 DFEFHIC OV TERNRDOX — L2 H DL ) TS VE L,

fEARICO E F L TRIFMND EBH T2, litg R OF% % &L Ytk DOHEISAEIEL T &
BHTY,

(1) %& : 100 {1

(@) it (CIF=2—3—2) : 100K FL (1> %)

(3) T WEAE - B GiiFtz 1 EFEMA D RE)

(4) F&3% - (S HIRBHEER 1 22 H DIA

EREDSEED TSI ) DD TH D Z L ZFEVDD, JWEBBRHEZWLLITSE I EED
HHICLTHEY £7,

fig A,
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Useful Sentences |

‘9 Thank you for your email concerning our Autumn
Collection.

MaLr s aviciTaA—Nz2H)nE)TI0ET,

We are pleased to send a catalog that includes our new
items.

G EEH LA n 72 BRY) WL ET,

I am sending complimentary copies by courier.
SRR 2 AR Z ERECERED Wit L £ T,

The manuals are not available at the moment. We must
ask you to wait another week before they reach you.
BAE, ~=27VOHBERCSVWERA, BETECTIEBBEEL
723\,

We are sorry that we cannot give you the pertinent
information®you requested.

BT, THRBEOBERHIE CRTE R A,

@ Useful Words & Phrases |

O as follows LUToeE&hHT

0 the above titoc& [H0], gz E [$0D]
© the above-mentioned product _EiL DG
Oditto ELE (RAGEICAW?)

© pertinent information REEER

#* FYI 1 For Your Information DgT, X —LRAELEDA v 7+ —< L RiE
Xifibinsd, 74— V@G TIREEEIZET 2139 23 kv,
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il o550

]V A— L EEXT HBEDRAESTT, BETZENE, EFIBNETNER
BICEEHET, Aj

SS9 8 Our lawyer’s comments on the case

Dear Kathy,

We are forwarding®our lawyer's comments on the case. We
would appreciate it if you would give us your reply ASAP.°

Regards,

o 4 REAICBIT 2 Ltk o g

Fry—3A

AICBIT 2 UM ARE LD Y FRERL T, TELRTROBRRZ LT NEF
WTY,

7e="
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Useful Sentences |

') Allow me to forward®you a price list describing our
cellphones.

BB EE MK R 2 I V2 L7,

Please see attached a price list of our latest products.
LB RS OISR IR 7 7 A V2 TELE I W,

The minutes from the department meeting on budget cuts
are attached.
FHERANRICE T 2 MR oS RS2 IFH LT,

I'm passing on to you the draft prepared by our legal
department®for your review?®

YHIEBHPHE L R 2R LETOT, IHRREV X7,

Please feel free to forward this email to anyone who may
be interested in the product.

MBI BHER D & B 712 2 D X — )L R TR £ T,

@ Useful Words & Phrases |

O forward ~%#&%9 2
©Opasson.. ~%E%d3
® ASAP Tz3zfEL
© as soon as possible D&EER, asap EXRIBL TH L,
© Allow me to do. (BEFHHNS) ~WeULET,
© Allow me. {OE) EFEWLEL LS. EIHZHRUHZIERRR)
0O legal department EHE [=]
© for your review &L TW e feoic
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7 [——

“7 RREN T BXEDNEED > THIELCWHEREFREZICLT, EXEDIHK
° A

EELET,

SlUEe s Documents couriered today

Dear Chris,

We are sending you by today’s courier the following
documents®signed by our company:

- Contract (two originals)
- Joint Venture Agreement (two originals)
- Specifications (two originals)

Please have these documents countersigned by your
company and return one original each to us at your earliest
convenience.

Regards,

R g s CEEARHRAML L
7 Akk
Witk X 2 BATADOYUT OFEFHZAHOBIETEMA L ET,

R (A 2 1)
aFrtmEd (R4 2 i)
hpeE (FA 2 1)

NS DFFUCHAISTTEAND ) A, AR 1 #2800 TIRKEHG £ 9,
{i/€23
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Useful Sentences

' Attached please find for your review a draft of the license
agreement.
742y AR OEZEZ FN G L ETOTIRMEC X7,

A letter of intent is attached.
HAGEEZRFOZLET,

Please return the signed contract in the enclosed, self-

addressed envelope®
TRIFIC B DD 2, FEOREMAERETIREFENE T,

On completing the attached application form?please
return it to ABC Insurance Inc. via email or fax.
B OHLIARFICTHAD ) 2, ABCRREIAX =57 7 7 A
TIREFECE T,

@ Useful Words & Phrases

©® document &
O original document &R
© papers =4
Odraft #EX
© manuscript Ff5
@ self-addressed envelope 3EThL&ETH GRIEM) HFA
© stamped envelope VIFET T HEE
© application form HUA#E
Oapply for ... ~ZBHULRAD, ~ICHET S
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[/ smEasmELsack haERRLES 2 TRERED A —LERED £,
BEASEAUAEE L, ESMRENBTHNDT, BRES 28 MET
‘ 3T ENKPTY, 7

bje Re: Documents couriered today

Dear Hayata-san,

We have received®your letter (your ref. BSNS-1234)
dated®September 25, 20XX and the enclosed documents
signed by your company. Many thanks for your prompt
attention to this matter®

Regards,

B {4 : Re: SCHAARHREMNL £ L 7%
NY I IA

BHICTIBLAVEE WEXEZRFEE L7 20XX 49 A 25 AT (Bt HES
BSNS-1234) L ¥ —%%ZIJHD £ L7, dEICMB L T E, HhaE )T
FL7,

/ey
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Useful Sentences |

') We have received your letter dated November 23 and a
copy of the annual report.
11 A 23 AT DL & — EERREE 1 522D £ L7,

I appreciate your updates on the outsourcing issue.
7Y =y v FREICB T A RFTEREZ H VL) TITVET,

Thank you for sending us a sample.
RAARZBREOVILEELTC HOIVEITIVET,

After a thorough inspection of your report, we would like
to send you some recommendations.
BHOLR—MIcK EARHZBLA ) AT, TREVELET,

After reviewing your draft, we think it is necessary to
have further discussions.

BHOHEEZBE G LE LD, )P LELAVBREEEVET,

@ Useful Words & Phrases |

O receive ~%XF(TE3
* #3ild receipt (4, #UNH), recipient (ZHLH A)

® date ~ICHNZETZATS

© your prompt attention to this matter
AECEAL TREICMIBLTLLEB L

[ Your prompt attention to this matter would be appreciated.
(REERERICOIEL TW R IThIEEWNTT)
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Sl 550 5 = 1 AL

]V SO EENADICE ETZONIOT BEEEDET. WS EAENS
® 7]

EZMIAT 5 ENKRITY,

Sl 20XX smartphone brochure attached

Dear Customer,

Please find attached our 20XX Smartphone Brochure. We
hope you will find it of interest®to you.

Our brochure features our latest smartphones manufactured
by leading electronics makers. Please let us know if you
wish to receive details on one particular model or on a
wider range. We would be pleased to send you additional
information. Please also visit www.newsmartphones.com.

With over 20 years’ experience in the sale of telephone
equipment, we are confident that our products will give our
users full satisfaction.

We very much look forward to hearing from you.

Best regards,

* 114 : 20XX4ERAR —F 7 2 v AZa l 2oL 7
BERSNL
20XX A — b 7 4 v A u 72 ML 30T, BbEBHFEOLEZTIUTEVLTT,

Wi Dh s v 7iE, WMLV 7 PRI AR =D —DEEL COBRHIDAY—F7 1 V%
MALTED £, REOHE, & 2335124 DI OV TORFMILEZSA X
BHISR IV, BINERZ BXD Wwie L £9, www.newsmartphones.com b Z% < 72
I\,

20 EM Bz b7z 2 HiEsR B OOeRER 2 U T, Yk —F — D ERRICERIc D
MR 2 L 2MEELTE D £,

iR BELHL LT ET,
(/€N
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Useful Sentences |

') We have enjoyed an excellent reputation®for quality
products in our field for over 20 years.
20 4EDL bich 72 D, W HFCRIME % 55 % kBT 1R O 5T & 75 T
BHET,

We have introduced state-of-the-art®technologies into the
market.

BT 2 Z OfGIcE AW LE L,

We have received favorable®responses from our clients

about our new products.
LB GBI L <, R SR ARG ZRTE D £7,

We can assure you that our new products are certain to
satisfy your customers.
LT S B OB IS TR T £ T,

It is our great pleasure to offer you the lowest possible price.
AR D DRZEZ EATIRRN L ET,

@ Useful Words & Phrases |

O of interest HIKZEL (= interesting)
O find ... of interest ~(c Bk % £ D
® reputation =7¥|

[ Our new products enjoy a good reputation in Japan.
(R MmEEARTEFFTY)

© state-of-the-art EHoD

o favorable FZUL W\, FEM7%4 (& unfavorable)
Oinfavorof ... ~ICERLT
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5t VIAA T T BIR(E (GHllsmERDHS)

V R cH@mAN Y OTICEKD B B 5E I, éBL:%bb\ﬁ*ﬁ%%*bi?oﬁ

bje Details of your athletic footwear

A
Dear Ms. Lopez,
We have gone through®your catalogs with great interest and
have visited your website.
To further®our research, would you please send us test data
and a price list for your athletic footwear? If we find your
information attractive®and encouraging, we will contact you
for further®discussions.
Many thanks in advance.
Regards, v
'\#ﬁzﬁﬁzﬁ—vy;—iwﬁﬁ
HE o ARk

FEHICBRE Hk A s m F 2 ERL, V794 P bHERVWELE L,

S IR ZED B EBVETDT, EHEAR—Y 2 —XDF X b F—% LililgEZ
BREDWALZTETH, WERLEERPHRIN»OBIRFICIEZ % b D THIUE, HEE
LCEoitHELAEVEWERVET,

IALLSBEOLELET,
W
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Useful Sentences |

We have read your brochure thoroughly. Also, we have
visited your website and found your products very
interesting.
BitA s w2k LE LK, 72794 FOFERL T, #ihi
Al IR IR 2 R 5 F L 7e,

I will report to my manager the facts and figures®of your
company.
Bt IOV T ERlic#HE VW L 7,

If you send me more information on the copyrights, I will
discuss the matter with our editor-in-chief.
FERICEAL T 5 IcEHE BRED WAL TR, RERLE 2ok
DVTHILAWVWE T,

Kindly send us another copy of your annual report and a
price list.
FERMEELZ S 1 EMifkRZBRD (S0,

It was a coincidence that we were thinking about contacting
your company concerning future business prospects.
BRI S, SHROEY X ADHREMEIC O W TEIIC THEL L ) &
LD EZ T EIAHTT,

@ Useful Words & Phrases |

® go through ... ~%&<#HANZ
@ further @ ~%z&»3 ;B 543, ThlLo
© find ... attractive [interesting] ... ~&&%0L< [EEKRE] 8BS

O facts and figures =X HF =&
Odata 7—%
O statistics &t (=)
[1Please show your statistics. (8FZRE T W)
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el 1% % B35 T 2

“7 70V hOKREDHFTY, 7OV hOABRZHRICE LB,
" A

ZEELRMLET,

Sl E Investment proposal

Gentlemen and Ladies,

We are writing to ask you if you are interested in investing
US$5 million (minimum) in the production and promotion

of a movie we are planning to produce. The film is about

a university student who, starting from scratch, eventually
establishes a huge IT business empire. The total budget®for
the production and promotion®of the film is approximately

US$30 million. In addition to®the share of profits you would
receive, arrangements would be made for your company’s
name to appear in the film.

Attached is our brief project plan for your study. We would

be happy to submit to you any further details that you may
require.

Best regards,

'\#%:&ﬁmrﬁi

%
EDBDHIEZFEL TV 3MEOHIER N7 rE—> 2 vIZ (R{K) 500 5k Lz
HEBERZIZZEICHEERED DD E I pEIFRLLL, AX—NAZ2HOTEYET, 20D
BUE 3, OO0 5RO TEKRIT EY R ATFHEZFE ICE > L REEDOYFETT, il

M OV EARIRE)IC S 28T ELIEHY 3,000 Jiok FLT9, B U 72 FIZRRLIT IS 2,
HEADPMERTISES T2 &) Flid 72 L £,

AR ZHRM VL ETOTT 5 £33 v, TEHELWAETNZE, 674 35EM% R
HwL 9,

R
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Useful Sentences

') We would like to call your attention®to our new project
plan.
WHHH 70y = 7 M SHEHBEVE T,

We hope you will be interested in our project and join us
in this endeavor.
Wih7u Y 7 MK EZ BHFEWLLE, ZORBRICITSMO R
B ERFELTED T,

We believe this is a golden opportunity for investment.
CHERFICEIREOEEEEBELTEN £,

We did everything possible to keep promotion costs to a
minimum.

BREH Z R/ANRICHIZ 27O ICHIEZKD £ L7,

@ Useful Words & Phrases

0 budget ¥&

[0 The budget has to be carefully planned.
(FPERFEEICHEIRINIFRSHWN)

® promotion E{xEE, RERE (EH)
* B3l promote (~%{Ei7 2, BEEWGET %)

[1We will do our best to promote your sporting goods.
(BHORAR—YVAREELRT 2HICREZRUEY)

® in addition to ... ~CX T, ~DEFENIC
©in addition & 5(c (= additionally)

@ call someone’s attention
~IEBLTHSS (= invite someone’s attention)

0 to a minimum &/N\Ric
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EEEICH T BIRIE (#53)

NESHZEBRTHLIVWTL & Do

“7 #i2I5REZDERZERICHSELZONHEYITY, ENMcCEIWTOI T hbH'H
° A

SlUeE#l Re: Investment proposal

Dear Hayashi-san,

We thank you for your invitation to work with you on your
film.

We have recently decided to invest®in another film project
and have no plans for further investment in other films for
the time being. So we must regretfully decline your offer.

If you have any non-movie projects, please let us know. We
are always open to new investment proposals. We wish you
great success with your film.

Regards,

\ {4 Re: 8D THE
NYTEA
HHBUE I END LD I ONT TEHFHE L E, dhE )T 0ET,

FOER OWHIRENCRE S5 2 L2 T TIRDTE D, S 5 ITByIICHE T 2 GHjEBUR
TRELADETED FEADT, RELDS TREZEMHIEI 2B ELA,

BN D 70 27 P 3dH D E L5, THMCES v, B hBERREZ O THE
WL EY, BB KR 232 2 2B kL ET,

{i/€23
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Useful Sentences |

') At the moment®we have no investment plans.
BED L 25, YR EDFEIZ ISV ERA,

We are not particularly interested in investing in movies.
BRENCHEE T 2 C EICRHICEIRIZ TS W ER A,

We have already used up our total investment budget for
the current fiscal year.
RIMEEOBRE PRI TR THEML E L,

For investment purposes, please keep us informed of all
your future projects.
BEHND 0, 5HB0E70Y 27 MOWTRIIERZ BN SV,

We are always looking for investment opportunities.
WICREOKE 2L T 7,

@ Useful Words & Phrases |

@ invest ~%%&ET3
Oinvestment #®&
[JMr. Sato has invested 10 million yen in a new computer software
company.
(FhURRBIAYE21—FY 7 hOFiattic 1,000 AKEL )
® at the moment BEDEZ 3
© for the time being UIE5 < O

[JWe will manage the situation without him for the time being.
(LES<DM, ®RELTRRZPDIDLTVWEET)

© meanwhile ... ~O—AT

[0 We will wait for their response. Meanwhile, we will work on
collecting further data.
(BESDREZRFDO—AT, IESICT—FIZEHZLSIBALEL L)
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il 2 5cim 2 25 2,

“7 EBREZROTHH TEDIA—-ILTT, BHRICOWTHRICHENL, =EFEZKX
HBEBHERNEY, BHEZOBUAEICOVWTETNTICRNET, A

SlUeedl Distributorship proposal

Gentlemen and Ladies,

We are manufacturers of eco-friendlyocosmetics and are looking for

a company to represent us in your country. We understand you are
one of the largest and most influential sales agents of cosmetics and
perfumes in the United States. We hope there might be some mutually
beneficial® business opportunities available.

Since our foundation in 19XX we have marketed®our products only

in Japan. Now that we are confident®that our cosmetic products are
internationally competitiveein both price and quality, we have decided
to promote them overseas starting in the United States. We would like
to know if you might be interested in handling our line of cosmetics.

In order to learn more about our company and our product lines,
please visit our website at www.cosmetics-japan.co.jp. We look forward
to hearing from you soon.

Best regards,

R it AREHEZRR D %
&

MHEFEEIC P S L LhiEm 2 S L TE D, BEIC TUHARBE & 22 2L TR Y
9, LA R OFE KD T I 5 W ORER A DE HIRGEREIED O & > Tdh 5 Hkic X —
WL LT E LD, BT L > THRREBRIEOMAE 237 v LH) 2256 TT,

19XX AEDSALFRAL LR, Mtlid HARICR > TSR 2R L TEW D £ Lk, 59Y
FEAGHES (XA O C & ME ORI T b EESHRSF 235 2 EMEEL TH D £ 30T, Hitfb
M2 REZ Fiho & LTS DAt 2 L 2E G L E Lz, St oY #%
WITBLDBED D 5 £ BRI SR LZ T UEFENTT,

Lkl 7 & T BB IS DV CDEENE, HtkY = 79 4 F www.cosmetics-japan.co.jp
BRIV, XD THEEBHEL LT T,

/e="
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Useful Sentences |

1

We are looking for a company to act as our agent in the
U.S.
KETUFEORIE & 2 2 MBEERLTED £7,

We have established strong business connections with
leading Japanese chemical companies.
HARDE I A3 L G B2 ML L TE W) £ L7,

With the expansion of the children’s clothing market, we
are making sizable profits.
FRIROTHAERIC K D, Bthizr A ) oflis%E LIFTED 7,

We have every confidence in our products.
LHEICIZAEZR > TR D 7,

We believe our products are competitive in both price and
quality.
LrE B AR, WE O THFNRH 2 LEFECTED T,

Useful Words & Phrases |

=

O ® ©® 0

eco-friendly FEiEicPxLW
mutually beneficial WAic& > TERL
market ~%ZRFI D, FTOHHT

confident BENH2, BELTWS

[JWe are confident in marketing your products.
(BHERZIRTTEDIEZEELTWVWET)

competitive H#HDH3, HETD

* Will3 compete (5i9), #adid competition (Bi4r)

© competitive edge %73

©compete with ... ~&FHEERT S

[ This price is competitive enough to win the new market.
(Z OIS HHIHER D DIC+RBRENZR>TWDB)
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ERBRELEKRODD (REEFERH)

]V/ ZOXHITE, amf@aw&%m&%oma:awm&:mﬁﬁ;@%@w?z/
v A

TWEY, BHEFZHRDIFEDLSBAY Y BB EVWS RZERBLET,

SlUedil Re: Distributorship proposal

Dear Mr. Keegan,

Thank you for your company brochure and financial
statement. We have gone through them with great interest.

We believe that, given the right sales network, your products

are highly marketable®in Japan. We have such a network
and can help promote the sale of your products. We would
also be very interested in becoming your exclusive agents®in

Japan. Please let us know if you are interested in discussing
the matter with us.

Regards,

B {4« Re: fREIMEZFI D THRE

B X = ohk
DAMEROMBHZE D DAL ) TT0E L, LONABIRRECHER VA LE L,

MIGDIRFERE2 HIUE, ST O HATOHGMfEIZE VG EBWET, BthixZzn k)
wiGEEZE L, B oRGEEICSHITEE T, HATOEBRIEEICZRS 2
LIZOWVTHHLBETEVET, ZOMFICOVTELAD CHEREBH OV EI1BAIS
HLEZ W,

{7788
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seful Sentences

There is a large demand in Japan for sporting goods. We
are confident that we could introduce your products into
the market.
HARTIZAR =Y Hicxd 28R E C, Bkl z 2 oifigic
BATE2HENIIVET,

We have excellent sales channels®all over Japan.
Lt HALEICTIES Lotz a L T h £9,

With the goal of expanding our business in Japan, we are
happy to offer an exclusive distributorship.
HATSGOIARZHNE LT, BATRREEZILHITET,

If you grant®us an exclusive distributorship, we will do
our best to promote your products.
RRBMEZ W20 2% 6, BEBEMOBGHGEICETZ2RLET,

We believe that having us act as sales agents in Japan will
help you sell your products.
Wrbic HATORGERIEL 5.2 T g, SR 2RET 2
I ATBRICETSIETTT,

Useful Words & Phrases

=

(1]
(2]

marketable FHEMENHZ, FEOHHDICKD

agent RIE[E REA

O exclusive [sole] agent #{IEE

© sole distributorship #IEIRTEHE
sales channel Hx5E#&EE, & (= outlet)

RHAZED T77 Ly by BEFFRHZLETVRBEEWI A A=U0H 508,
TiF MO, W2 TE-oTWB EZ B v Ek,

grant ~%Z5%%



https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-234-6

15 EBREDKRDICIRIET 5 (BRERDH3)

]V/ RIEBEIC/D 2V E WSIEFICH LT, BRERT AL TF. %7, ,afmt;/

REZERELXI,

SlUJEwi8 Re: Representation proposal

Dear Honda-san,

Mike Keegan, my colleague, has forwarded to me your
email regarding representation in Japan. We are interested

in having agents in Japan. We would like to invite®your
proposal®

We await your response®

Regards,

\ {4 : Re: fREMEZKI D THRE
R Y I A

HATOMRBEEICBIT 28 A — V2 FAED2 A 7 X —AV SADBFICEGR L TS E L,
L ARICRBEEZ /b2 EEZTE D £, B2 o TREZBHEG VL ET,

ChHZEzBFELLTED £T,
fig B
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Useful Sentences |

') We find your proposal very attractive. We would like to
proceed with discussions on this matter.
HEORZIEITY, AFCHEHLGELAVZED LW EEZT
BHET,

We await your proposal on distributorship in your
country.
BEICE T 2BEGEIC O TOTREEZB/HLLTED T,

Depending on the terms and conditions, we will consider

appointing you as our exclusive agent in Asia.
FMERETHLICT O TICB T 2GR EZ S LHIT 20 L9 »R
MW LET,

We attach our proposed agency agreement terms for your
consideration.
REUVEREDREFE 2 RN LETOT, THABEV .,

We are thinking of expanding our line of business in
Japan.
W CTIEHARICB T 2 HEZERELLWEEZTED 7,

@ Useful Words & Phrases |

©® We would like to invite ... ~%WiIFnIEENTT,
® proposal =Ex
© make a proposal for ... ~%ZRET3
© accept aproposal BEXZHET D
©decline a proposal #%% (TEIZ) ¥
©® We await your response [reply]. cEZEZ&HFELTHEDET,
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EBREDKRDICIRIET 5 (REERZHEHS)

A L Ty 0 o pe——— ]
ClEREEDHEE SO TRAS, FTRINEIEFo>THT, HEERERDTHE
‘ CLEL &>, ETnZBNTRT, F-nNE|OmEEEEEnES, 7

Sl Re: Representation proposal

Dear Honda-san,

We are writing to respond to your email regarding
representation in Japan. We appreciate your interest.
However, at the moment, we are not yet ready to discuss
the matter of agency.

We would first like to establish a good business
relationship®with your company by selling our products to
you. Once the relationship is established, it will be easier to
discuss such complicated matters as agency. We hope our
reply is not disappointing®

Regards,

qkﬂ%ﬁReﬁﬁ%ﬁ%@f%%
FYTIA

HATOMRBIEIZE T 28X — Vi L TRIBEFCLLEY, BHL2EHFt0nrE, &
DAL ) TIET, LarLasrs, BURTIEREEDOMZ2 THHKT 2 DIdME L2 T
BHET,

MBI EALICIGE T A C itk D, St ORGFAREGIBGRZ F 7ML wEE L
TE D ET, BRI hE, REED X 9 mEMARAS THKLR T 2D T
F2WTL X9, BROTEHEIHZTHLAIIVERA,

/ey
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Useful Sentences

As this is not a good time to expand our business, we

would like to wait. We will keep your company’s name on

file®and will get in touch with you at an appropriate time.
BEEEBIRRICS I b L TE RO TRHRELVERVET,
BHAZERIETORLE, L22XERICAD £ L &6 JHiig
Wit L £,

At this moment, it may be premature to discuss®the
matter of agency.
BHED & 25, REJEDMTo THERIZRIIM R EBbNE T,

We suggest that you first try to sell five to ten of our
yachts in your market.
FIHREHSTELRLL 1003y FE2GTEL TATL LI,

For the time being, we should concentrate on selling ten
yachts through mutual effort.
ILHh, WEDEHTIOEDI Yy 25T 5 2 LICERTRE
ERVET,

It is our policy not to have any exclusive agents in any
country.

Wr2e EICE T O IRARBEMEIL S 2 2V OO TETT,

C% Useful Words & Phrases

@ establish a business relationship E5|E{HFz5E<

® We hope our reply is not disappointing.
CEEICRZTRHURSIVWEEA.

© keep ..onfile ~2771)LIcLTHL, DBRICELTHL

We will keep your resume on file for the next opportunity.
(BRIEFKOBREZIIROBEEDIZDICT7AILLTEEET)

O it may be premature [too early] to do
~FBDRFEFHHENS LGN
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il 5 s ERT 2

“7 BRICERZR SICERRRAZFERITZIEICBDET, BRABHBWVL S,
: A

R ERDERN ZRIICHERL TREXT,

SlHJEMes Request for free samples

Dear Mr. Morgan,

Thanks for your email outlining®your commercial terms for
your product No. 1080 and providing its specifications.

For our proper evaluation of your product, it would be

helpful to examine®an actual sample. Please consider
sending us one unit of the product as a sample, free of
charge?®

We await your positive reply?

Regards,

B 114 R > 7 VRN D BRE
H% =AUk

B ES 1080 OGS 2 CTHHV 7 E, ZOMMKRRAZA— L2 HhiE D
TEWE LK,

B 2B YN EHG T 2 I IEERO RAZTRS 2 LER T, HAL LT, #ET
WAz 0EDBRY) WALERLL, THREBECET,

JOEBBEFEZ2ERFLLTED £,
[/
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Useful Sentences |

') To discuss the possibility of marketing your new product,
please send us your samples asap.
BB 2 e S R 2 ek T 5 e, RAUCHAZ BXD <

Kindly send us samples and a price list.
FAR it RZ BRED {20,

We request that you send us the latest sample.
BRHORAREBRD (I,

We would like you to send us sample copies of your new
books on psychology.

FHOLHEATRDHAZ LR (S0,

Will you please send us an additional two sets®of samples
free of charge?

HAZZ 51222y MERTERED WALZTEIH,

@ Useful Words & Phrases |

@ outline ~%i®3 3

® examine ~%HE [(RE] 93, HEID
* 4513 examination (& [##r], AER)

© free of charge #ERiT (= for free)

[1We will provide the items free of charge this once.
SEEFRFZORYERTRELET)

® We await your positive reply. &WHEREEZHEFELTEDET,
© an additional two sets EmMon2 vk

* additional % extra 7 £ OEFHDBRICEBAFAD SBh, Tz 0 EoDF &
¥ h £ # 2T (an additional [extra] +#E4) O TERHT 22 L0355,
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RAHBKRICIEU S

]V BRAEAERNLESEX—LLET, BAONSESA L ABNE, BROE
RCUTARET. Ko, WOREL, LWOTAHETSHLMABLRITT.,

=lHJes Re: Request for free samples

Dear Nakajima-san,
Thanks for your interest in our product No. 1080.

We sent you two sample units by courier service®today.

They are scheduled to arrive at your office on Monday,
October 25.

We are confident that the samples will meet your needs. We
look forward to hearing from you soon.

Regards,

R {#4  Re: &R > 7Vik A O BV

FAYCIA

WS 1080 ICBILZ BEHFRE WAL E, HHEITIVET,

AHREA 2 % BREICTEMf WA LE Lz, 10 A 25 A (H) i3 Erhici 2 TY.

RARE I SRR 2T 25D EMELTE Y £§, 40 JHligz BfrbH L L
FET,

AL BHLRLET,
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Useful Sentences |

‘9 Thank you for asking for our samples. They should
reach®you within a week.
HAARZ THROREE, L) IZvEd, LEMMAIZEFILIC
Ji < EVE T,

You will be receiving two sets of samples by the end of
this week. Thank you for your interest.
SHERETICHA2 2y FBEFINICHE XY, BbzEFE WL
E, HOUVEITIVET,

The samples you require will be sent by courier service
immediately.

O BAIZBRECLZLICBRD W LE T,

The samples you mentioned on the phone are on their
way to your office.
BTV IZEE LIARIEA 7 4« AW TUSTEE VL L E LT,

We are very happy to see your interest in our products.
WHBTICB D Z BFE VWAL E, HOEH)TIVET,

@ Useful Words & Phrases |

© by courier service EEET

# Dby overnight delivery (¥ HEEMET) & 5> Td kv, KE T3 Federal
Express &\ ) BEESHLEO4N% £ > C FedEx ML LTI 2 &b b 5,

© by surface mail MET
© by airmail MZEET
® reach ~(c/E< (=beinsomeone’s hand/arrive at ..)

[ The merchandise will reach you within two weeks.
(FamiE 2 BEMUAIIE<<TLLS)
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RABKREMS (HrEns o EnwER)

7 sttt = oMb x—cd, BAG—THEETRENEL, ZhblEEERT, ]

REFEWLS SICBRZDZRNTHID XT, BN HNIL, BFHRAEENTHE
KL T<BTL& D,

A

=gl Re: Request for free samples

Dear Nakajima-san,

In reply to your recent email regarding the supply of 10 free
sample units of our product No. 1080, we regretfully®have to
say that we are unable to accommodate your request.

It is our corporate policy that we never agree to a free-of-
charge supply of more than®two units. We can only send
you two units free of charge, and we would have to charge
US$1,200.00 for the remaining eight.

We are sorry that we are unable to fully comply with®your
request. We await your reply.

Best regards,

R P14 Re: B ~ 77 Lk O BIFEL
FAY I

Yk BT FT 1080 D A 10 A OERHRIHIC BT 2 A — NV ZRIEWV A E & L7223,
Bl o CHHEICBIGATE LA,

#HDTiEkE LT 22 A 201020 TR IERHRHHCIZE U TE ) FH A, 2 @3k
EMNTEETD, D 8MHFIC OV TE 1,200 R F L2 TF5RkT A LItk 7,

LD RIS T IICBIEA T2 I ENTETHLRIIVEYA, BRFZERHL LT
BHET,

/€8
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Useful Sentences

') We are sorry that we will not be able to provide you with
free samples.
HLRD D AN, RAROMEHREIZ VWL EEA,

Unfortunately, the item you requested has been

discontinued. So, we cannot provide any samples.
Banho, TEHEOMBOMEIITHYD L LoT, RAZRE
TEEEA,

We will have to ask you for an extra charge®for more
than two samples.
3MHEZ S RAICIGEINEZ w2 2 ithh 7,

We apologize for not being able to give you any samples.
RAAZ CREETER LI L2 BHEIVELLET,

Samples are not available at the moment.
BIED L ZARADHBB IS VERA,

@ Useful Words & Phrases

O regretfully ZEZans
® more [greater] than.. ~&0%<

O more thantwo 3EMNLE Q2EIEFERZW)
O less than four 3BT (4 @iF&FEWL)
©® comply with ... ~CEU2, ~IiES
* #31% compliance (3Z3)
© in compliance with ... ~IcfE>T
O extra [additional] charge Em{is (= surcharge)
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Ml 5 yEEERT S

]V EELDEEKET S5, MR KEAL FEETEBRPHLASE
= 7]

ED

ST Request for quotation®

Gentlemen and Ladies,

We have gone through your website advertising your golf
equipment.

Depending on your competitiveness in price and other terms,
we may be interested ineselling your Accuracy irons and Super-
Distance woods in our market. We would appreciate receiving a
quotation for your golf clubs for the following quantities:

Accuracy: 100 sets (each set consisting of: No. 5 iron through
No. 9 iron (inclusive), pitching wedge, approach
wedge and sand wedge)

Super-Distance: 100 sets (each set consisting of: No. 1, No. 3 and
No. 5 woods)

We await your quotation.

Regards,

\ i AfEb D 2B LLET
R
L7 BRI T 2 DY = 7 A b E-Bu kL EL L,

AL DAME Z DAL ZMEDFEE SIREFTIX, EtkD 7 4 7>~ Accuracy XU v K Super-
Distance Z 4 Ic CTGE T 5 Z L 2T T 0b LnERA, DZ L TE, HEiLD
727 7OV THUTOHRICTBRBO D ZWVWAREELIFELET,

Accuracy : 100y & (kY PR : 5B 6 9BTATY, EvFrivzyd,
T7R—F 2y ROFY FTzy)

Super-Distance : 100 v + (%t vy PO : 1 F, 3FEBLIOL5HFEY v F)
ALY 2Z2BHFLELTED £,
{1/ d=
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Useful Sentences |

' We would appreciate your quotation for the supply of
office equipment.
FHHBROBAED D 2 R FUEEwTT,

Please quote us your price for 100 units of Item 5 in your
catalog.
EtkAh v a7 omEnES 5% 100 5 offits % B HEE S D EV £ 7,

The quotation should reach us before July 15.
RS D137 H 156 HENCHE C K ) IcBHC L E 7,

We are attaching relevant specifications for your reference.
ISE E CICBEEAREZ RNV L T,

Your special attention is requested.
EALLIBHMDES WLV,

@Tseful Words & Phrases |

® quotation REHD (= estimate)

* W3 quote (RS %)

[ Please quote the best price. (RHZWHEEZRED > T LEW)
® We may be interested in ... ~z#&&FI20bLnE A,
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RBRbHYEFBKRICELS

“7 REBELDEZRET 2RERMS, T ¥E @K LOWERHE WM
K, BRHIRGEZBAELE LR, A

Sl Re: Request for quotation

Dear Mr. Nakajima,

Thanks for your email requesting a quotation of our golf club prices. We
are pleased to offer the following quote:

(1) Item: Accuracy iron clubs and Super-Distance wood clubs

(2) Specifications: According to the Specifications Nos. AS-1234 and
AS-2345, respectively, which are attached.

(3) Quantity: 100 sets of Accuracy iron clubs, each set consisting of the
following eight clubs:
Nos. 5, 6, 7, 8, 9 irons, pitching wedge, approach wedge and sand
wedge
100 sets of Super-Distance wood clubs, each set consisting of the
following three clubs:
Nos. 1, 3 and 5 woods
Price (C&F New York): Accuracy - One Thousand Two Hundred United
States Dollars (US$1,200.00) per set
Super-Distance - Six Hundred United States Dollars (US$600.00) per
set

(5) Payment Terms: L/c®at sight

(6) Packing: Our standard export packing

(7) Shipment: Within one week after receipt of L/C

(8) Validityeof Quotation: Unless an L/C is opened on or before
September 29 20XX, this quotation shall become null and void.

We hope that you will find our quotation acceptable. We look forward to
hearing from you soon.

Regards,

\ﬁﬁ% ‘Re: RfEib h 2B WA LET
% Favk
INT7 77 7DRED DIKEEZ WALE, HOBE)TI0ET, LHRED D IEMTD
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EBDTY,

(1) B : Accuracy 74 7~ 27 7 7 KO Super-Distance 7 v K27 7 7

(2) fHhk : AT fEREE AS-1234 [ U AS-2345 i1 & 3

(3) it : Accuracy 74 72777100k v b, Kty FRMF8ADY S 7T
WL :5, 6, 7, 8, 9B/BTAT Y, EvFrIrozyY, 77R—FUzy Y,
AN R
Super-Distance 7 v K7 7 77100k v b, &t v FMILLF 3AD 7 7 712 THEK:
1%, 3%, RUOSEY YK,

(4) filifs (C&F ==2—3—72) : Accuracy — 1 £ v k 1,200 K KL
Super-Distance - 1 £ v b 600 % F v

) OG- B WERIR

) TS ¢ kAT AR el

) F&ik : BHMRZ R 1 EMA

) FBEED D ARNUIR : 20XX 4E 9 H 29 H £ TIBEHRDBEFE I e WEd, REE
b OIIEANE 2D,

LHOFEMD D 2RI TR 2 2 LZBE>TE) £7, 40 EEZBRLELTED 7,
{0/ €=

G
6
(7
8

Useful Sentences |

In response to your inquiry, we will offer the best price
possible.
Btho CTHKICN LT, WREARD ORLfiz SRR LET,

We have quoted this price based on careful calculations.
BEALGFRICEO VT, Zoffifsz AEb D £ L7,

We have made every effort to meet your requirements.
BOFMHICH) EIIKHowdr Bz wi LE L,

(% Useful Words & Phrases |

@ L/C Letter of Credit =R
® validity B, BHEE
Ovalid <% % (= effective/good)

This L/C is valid from Dec. 20, 20XX through Feb. 21, 20YY.
(RMERROBEMEARIE 20XXFE12 B 20H& D 20YYE£2 B 21 HEX )
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23 [P ——

]V EENTELEES D EERS LR BENAERICEL BARND %8
< 7]

FIH, MBEBRBAENRDZESNRYTIL, BFLSEICBDFIT,

SIS SQ Items pricing issue

Dear Mr. Matsushita,
Thanks for your quotation (your ref. No. 5525) via email.

We have internally discussed your Super Quality furniture
items (“SQ Items”). We agree that the SQ Items are of
superior quality. However, unfortunately, we have decided
not to place an order this time. After a detailed study of

the marketability of the SQ Items in the U.S. market, we
have determined that there is a pricing problem. Not enough
customers in our market would be interested in buying the
SQ Items even at your wholesale price.

We hope our above reply may be of some help to you in
determining your future marketing strategy for the SQ Iltems
in the U.S. market.

Regards,

\ﬁ:% : SQ i H i [
& <> ok
A—IZ k2 ALY (EHSEES 5525) 20K E, HHL)TZv0FELL,

Wt T E 4D Super Quality KE (LT SQMHE T 3) o TaEwk L L%,
SQMEHDERHE LTORMERTIES L EBWET, LLl, BakdsSEldFaiEz
Hika 2 &t b £ L7, SQ itHDKEHTDOHRIED A HEHE I D W THAHICHRES L 7
MR, Mg e I MDY H 2 & DFSEICEL £ Lk, HiligTcld, EdoHfichoTh
SQEHZHWV W EM Y BEREZILRLTL L),

LRl BEFEH, SQ FHDKETOSEDIRIEHIEZRD 59 2 THL THEBRKICIT
IFETY,

/€8
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Useful Sentences |

) We have determined that your quotation will not meet
our customers’ requirements®
BHORBEL D BYUHLBEEORMEICADLE W EDRRICEL
L7,

With your present quotation it would be difficult to
secure orders from our customers.

BHED JBTD D CTIESHEE 2 S DI 2R 5 2 L IZREETd,

Given the prices you quoted, it would be impossible to
sell these products in our market.
AEEd ) offits <, UG cinsoBGmEKR~ET 5 LA
ETY,

We are afraid that your products are not competitive in
price.
Bl so, BAEBMMMKOR TR INH ) A,

Since the market is weak, we request that you reconsider®
the price.

T D T, fiifg%2 HERHCE T,

@ Useful Words & Phrases |

O requirements HEXMF
© meet the requirements &tEICES
[1We are sorry that we will not be able to meet your requirements.
(BHEHIRIELZ ZENTEITRRICBNETD)
® reconsider ~%H%9 3% (=give ... a second thought/think ... over)
©on second thought ZXBELTH#2 &
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3

BRRFFEEIDEVNSA—-ILTY,

]V/ HEENTELRES D BERHLCBR BEORME (2T TIHER) zﬁﬁgétz/

SlUe)ed Discount request

Dear Ms. Jones,

Thank you for your quotation (your ref. No. 9876) of
September 1, 20XX. We have studied your quotation
thoroughly and have decided to place an order with you for
1,000 bottles®of Valley White Wine if the price per bottle is

reduced®by US$2.00. All the other terms are acceptable. We
would like to discuss®possible purchase of your new Red
Wine later.

We await your reply as soon as possible.

Regards,

B E4 Bl E D BEE
FE Ya— v AR

20XX4E 9 A 1 HS U A RES » (BB HES 9876) 2HHH3L ) TSVEF, Y
IS THEARBE S D IOV CGRRIlICERET L, 1 A2 E 2R L ofis] & 2 w2 i aud
T7V—H7A4 11,0002 8HIFET S EICa D F LA MMOSRMFIIZHTEET,
R A Y DIEAD RIS O WTIRBRH THRL W EEZEZTED £,

REGBEREZERLLTED T,
(/88
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Useful Sentences |

') We thoroughly reviewed your quotation.
HEORBEL D 2 Fh v L Lk,

Our market is very competitive. It would be difficult to
market the products without a price reduction.
Ui I IER IS L C, ELl e FIcBlBzIRE T 5 2 LIFIN
L bNET,

We have examined your price carefully and concluded that

another 5-percent reduction is necessary.
Btk 2 BEEICHH L, 5125 ,8—k > b DfER] 23468 & \»
I FEEICEE L F L7,

It will be difficult to place orders with the present
quotation.

BEDORED D TRFEETE EEA,

As we plan to make a large order, we request that you
lower your prices.

REAEEZFELTEB)ETDOT, il EZ2BHLLET,

@ Useful Words & Phrases |

© place an order withAfor B AlCB%=%19%
® reduce ~%RHU 3, BWST

© reduce [cut] the price fE3IZ9 3

© price reduction {&5|=
® discuss ~%#%549 % (= review/study)

[1We will discuss the matter with you.
(Brafc EARFIRODVWTRELICWEBWET)

[1We have reviewed your proposal. (Ti2E##RTULE LK)
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ol (5321503

“7 BFOESESEKEZRFTANDX—ILTY, KHEZRHEIZDT, BELICHEEIZ
BULTEUVWEZRELEY, A

SlUeEais Re: Discount request

Dear Mr. Nakajima,

We refer to®your request for a price reduction. We have
decided to accept your request for a price reduction of
US$2.00 per bottle on Valley White Wine.

We look forward to receiving your order confirmation by
return email®

Regards,

*

{14 : Re: flH5] & D BFE>
I FhY<f

fE5 Z D TRIBICBEECZZLET, Y7 —HIA VI RICOZ 2R LDMETITE
W) EHD THEEEZBZIT TSI LIk LELL,

P 0IR L ELD 5 DFED THERZ BREL L TED 7,
fig B
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Useful Sentences |

') Under the circumstances, we accept your request.
BRzEEL T, Btho¥FHEzR T ANET,

Taking into consideration our long-term relationship with
you, we are happy to accommodate your request for a
price reduction.
it oRwEMEGVEZEL T, HitofEsl EEFEE2SA TR
ANET,

Considering our future business relationship, we agree to
discount prices by another 2 percent.
SHOEGIBEREEZ, 5122 85—k v FOfEF FICFAEVWRLET,

We have decided to accept your request for a discount.
BILOMEL| FEFEZRITANS Z Ltk LFE L,

We accept your request on this occasion only.
SR ) B OEFE 2RI ANSE Z it L £7,

@ Useful Words & Phrases |

O Wereferto .. ~ICBEULTHLLEIFES,

® by return email #DEL (X—/ILT), XER

#by return 1L ¥ —THWE T4, HRAZINZHOTE 215 5D THEREL
TLES W,
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&5 (BEIZICIEU D (k=)

]V HEOES = KECZOE I 20 TREL, TERRERD LT MEE
Bl= 50 3 EDEETT . 7

SlUeeds Re: Discount request

Dear Mr. Nakajima,

Thanks for your email.

We have considered your request and have concluded
that®we can reduce the price by US$1.00 per bottle if your
order is for 2,000 bottles instead of 1,000. We are sorry that

we are unable to fully comply with your request. We believe
that our counteroffer®is a fair one.

We hope our reduced price coupled with an increased
quantity is acceptable to you. We look forward to receiving
your order.

Regards,

R {#4 : Re: fB] Z D BIF\
& Fhy<kk
A=NEHHNDE)ITZVELL,

CkHEZ ST L 7255, 1,000 A TIE 7% K 2,000 K0 FER W EZ TR T Ao E 1
KEVETFIFTES LI FERIEL £ L, Bt REICERICBIEATETHLR
HERA, UthE L TR ONEIEZHICH L >7bDEMELTBY £,

FNBRHICHE I T T2 BRI VAR T2 LI H->TEY £5., HELBHFLHRL LT
E3 N

/ey
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Useful Sentences |

We will agree to your request on condition that you will
place an order for 500 sets, minimum.
/N 500 2y N DFER 2T B &) EAETHEFEICHREVZ L ET,

If you can increase the order to 5,000 sets, we will agree
to increase the discount by another 2 percent.
FEHE 5,000 £y MZHPLTOALIT 2541, 5122 5—k Y
MG E T3 LIcAEVwRELET,

Please reconsider the minimum purchase quantity.
B/NEEBEICOWTHER T,

Although you have said you require a 10-percent price
reduction, we can only offer 5 percent.
10 8= v FOMEGI EDRELE SN FE L7, RTELDIF 58—
Y FTY,

If the discount exceeds 20 percent, we cannot accept your
order.

#EHRD 20 8=k v F 2 A 256, BHOIERERITE LA,

@ Useful Words & Phrases |

O conclude that ... ~cWSHERETIT
© come to the conclusion that ... ~& DERICET S

® counteroffer %
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26 o

[/ stmmox—1 58 ~—) cHT BRBDRETT, EANICECIRZT ]
BB E RO TBANS <, BiEk MEFAOENERESES LB ET,
‘ ZDOXHITIE, BEFRICENEERDREZRHTWET, A

Sl Draft contract requested

Dear Meg,

Thank you for your email of September 15 regarding a price
reduction.

Your reply was not completely in line with®our requirements,
but we have decided to agree to your proposal. We are
pleased to order 2,000 bottles of Valley White Wine at
US$10.00 per bottle.

Although you do not mention in your quotation anything
about the form of contract, we take it that®you have a
standard purchase contract. Please send us your proposed
draft®contract by September 25.

Regards,

R 4 BREFERZBED I
ATIN
ETFICBET2 9H 15 HF T DX —LE2H DAL ) T VET,

BIRFIZUEDRD 2RI THIDTREH ) FXATLRD, THREZRZITLIEIC
WELET, 727U —H7A4 % 1 ARK10KFLIZT 2,000 KFEFL72 LT,

FRIFROH AT O TEARMED D3N o TE ) F¥ AL, BEEIKNEZ LR &
Boxd, ZRWERERFZ 9 H 25 HE TSV £7,

/ey
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Useful Sentences

1

We will accept your proposal subject to®our company
president’s approval.
WHALR DK TUT L W) FFN ETTD, BHOREZZT AN
EJ

After comparing the price of your commodities with other
companies’, we found yours to be the best.
BB DAl 2 fthid & IR 2285, B RE L 02D X L7,

With your generous price reduction, we will do our

utmost to promote your products in our market.
BB R ZER & 2%, Sk 2 R LTS itk alg
ZHRFEL 720 EBWE T,

Thank you for your acceptance of our request for a price

reduction. We are now able to confirm our order for 50 units.
W DG SEEEZ T ANTLEZID, HHEH)TT0FE L,
50 & FHEV L 7,

Although we are reluctant to accept your discount of only
2 percent, we have decided to agree if we can start doing
business ASAP.
LI 2— v FDEF EEZ T AN IEHD FHAD, TES
RITRIGI 28602 L W) FAETARTSI LIV LE L,

Useful Words & Phrases

<

(1]
(2]
(3]

in line with ... ~Z[ELUT, ~IZit><T
We take it that.. ~:=x%9,
draft =f5, &EZX

© original draft #I%s

Ofinal draft H#&fs

© write [draw up] a draft EX%{ERT 3

subject to ... ~EWS%&HT, ~RET

- Web

63


https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-234-6

B

) sraperml. auoumeEmsinds80x— LT, BIOSHESD ]
D SAENSESOEICBEICE - BAE BEVOAREELEE, BRT 35
‘ T, SRAHERSTHRETZELINTL &5, A

Sllej[sl e Confirmation of order

Dear Mike,

Thank you for your email confirming your order for 500 units
of Precise tablet computers. We are pleased to confirm
acceptance of your order. For confirmation, we set out below
the agreed terms and conditions®

Please find attached our draft contract for your approval or
comments, if any®

Regards,
Keniji
Agreed Terms and Conditions:

(1) Item: Precise tablet computers

(2) Specifications: As per Specification No. PTC-3987

(3) Quantity: 500 units

(4) Price (C&F New York): US$400.00 per unit

(5) Payment Terms: L/C at sight

(6) Packing: Our standard export packing

(7) Shipment: Within one (1) week after receipt of L/C to
be opened by September 29, 20XX
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\ {14 SHEXZMER W LE LK
~A 7 3A

Precise # 7L v F 2V Ea2—% 500 BOHRFMEEAD A —NE2db YL ) TS VET, %
HeBATHERCLE L, &DDHIC, ARSNIIGIEFRUTOLED TT,

BHOZHHERO BN LETDT, TRAMAXT, aXV ERTST0HLLS,

BAILEL IV,
W
%
ARG
(1) %4 : Precise # 7Ly bavkEa—%
(2) thh © RS PTC-3987 O L B 1
(3) Bkt : 500 &
(4) filit (C&F =2—3—7%) : 1 RIZ>Z 400 K FL
(5) ZHGAE « —EHWE AR
(6)
(7)

5
6) R - Yt AR
7

FEiK 1 20XX 4E 9 H 29 H % TICHAR S 1L 2 B ARZEER 1 8RN

Useful Sentences

We have set out below the terms and conditions under
which we can offer you the item for sale.
PIFIC, Bz EIciE T 27005238 LE Lk,

Please review the attached draft contract and let us know

your acceptance or comments, if any.

A ORKERRZ THRE D ) A2, AEVAERZT 2089 5,

AAVEDBHNEBH ST Z S0,

ERES

@ Useful Words & Phrases

© terms and conditions %%
® ifany tLoHniE
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il s smnrTIANS

]V BEORWEEBE B0 TLNBADA—ILTT, IAY B BESE TTE
s 7]

TIEUVWER, ABREZBFENICERNET,

SlloEH8 Re: Draft contract attached

Dear Keniji,

Thank you for your email with the attached draft contract.
We have gone through your draft and have found everything
to be in order®and acceptable®to us.

Please email us a scanned copy of the contract signed®by
your company for our countersignature so that we can have
an L/C opened by September 29. Please also send us two
originals by courier.

Regards,

R {F4 : Re: FEFRFREZBM AL ET
AYY

FOELEZ IR L X — L2 H DL ) T VE L, HERHERTWEEEELE
B, TRTHEDWSHETH Y, ZitwklL 7,

WHICTIOH 29 HE CTIfEHRZFIRTE 2 & ), HILICTEHR L WLALEKED R
Fyrav—z2UHEAAIC X -V TEMEVE T, 7, A2 S B CREMNH
WEY,

EV2ZLEAHLL,
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Useful Sentences

‘U Your draft contract is acceptable to us.
B oZHERRICHAR L ET,

We have the following comments on your draft contract.

BEHEOFTFERERFICOWT, DToEEhaxrrwklLEd,

Our comments on your draft proposal are attached.
TREOI G IHERFRIC YD a X v F 2Ff 0 LET,

Please mail us the contract for our signature as soon as
possible.

Wtk BHA T 27012, TE SRR CENFZTHERFE £ 3,

I am afraid that your company’s contract format is not

acceptable to us. We will email ours to you for use.
Banhns, HtoRPBEERICRIGL ShERADT, YitoZ
HEAEZSHEHT22DICA—LTERE) O LET,

@ Useful Words & Phrases

© in order MIELR<L, ¥-57T, HFEELL
® acceptable Z#ET=3, HWETE3, FELWL
© sign ~ICELTD

* %313 signature (E4)

O countersign ~(CEET 3

© countersignature E=E
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il s monEERD S

) —mam Ui At OEEE RS BEETT. FE LN TS0 EEA ]
B EBLETRESHORELET, ZEOER, 2L TEEICHL THETECKS
‘ EDFBHBONEERIET, Zj

Slllej[slee Re: Draft contract attached

Dear Keniji,

Thank you for your email of September 20 with the attached
draft contract.

Because of internal procedures, we will not be able to have
the L/C opened in September. We would like to request an
extension of the L/C opening deadline to October 10. All the
other parts of your draft contract are acceptable to us.

We apologize for any inconvenience®and thank you in
advance for your understanding and cooperation.

Regards,

* {4 : Re: FEREEZ RV LET
FvYEh
TERFEZRMA L2 OH 20 AN A=V E2H DL ) T T,

HAFERE DD, 9 HRICKEHROBFESTE A, L/CHFMIRZ 10 A 10 H
FTHEREL TR ZEZBHCEL LIP3, 2hlMHco & £ L CiEEEREREc
HBrd ) EH A,

CHEEELITLTHLRG D $¥A, FTIETHELNTHITELHL BT ET,
/€

68 - Web



https://www.goken-net.co.jp/catalog/card.html?isbn=978-4-87615-234-6

Useful Sentences |

') Unless the payment terms are changed, our board will
disapprove the contract.

XHCFEAEPLEE S N TR, ZRICO» T2 D&R IR o N
F¥ A,

Due to the recent drastic changes in supply and demand,
we would appreciate it if you would agree to a price
reduction of 5 percent.
T L R ORI L 7272, 58—k ¥ FOfEB EFICHEL
TLZTNIEFEVLTT,

We would greatly appreciate it if you would consider our
request for the price increase.
BT EFEZZEL TuaL T2 L) BV ELET,

We now must apologize for a delayed shipment date of
October because of a recent two-week shutdown on our
production line.
BRITAEFET A V32 8FEIE L 72729, FEB 10 HIENE T2 L%
B WL ET,

There was a powerful typhoon in our area three days ago,
and it prevented us from fulfilling the contract®
3 HEfc Yo KE B EFE L, 22 BT cE b F Lk,

@ Useful Words & Phrases |

© We apologize for any inconvenience.
CHBEBMIUTHURSSEVWEE Ao

® fulfill the contract ZW%ETI 3
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30 —
RRERTTS
V) wimox—i awesn—3) nvsREETT. BEOKRICEEHIEIE
SNV, —BERIARSBATY, CEEABHEELVSERERLES, /)

=lHJMe L /C opening deadline

Dear Mike,

Regarding extension®of the L/C opening deadline, we agree

to an extension to October 5, 20XX as a compromise® We
believe your bank will have sufficient time to open the L/C
for your company if the deadline is October 5.

Regards,

\ {14 L/C BEIHR IOV T
<A 73 A

fEIIRBIBHIIRAER ICBI L T T3, ZiHZ e LT 20XX4E 10 H 5 H % COMER ICFAK
LEJ, BRI 10 H b5 Hthhid, BT bREORMKZ b > TEMRZHT 2 &

FTT
R
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We fully understand the situation at your end and are 213
willing to accommodate®your request. %
EHEORBUS K CBRTE X T 0T, SEHEZIARET, %

E

Although we cannot consent to your request to extend the
shipping date to October 15, as a compromise, we agree to
an extension to September 15.
I0H 15 HE CHRXEHZEM T 2HGHFICIGL 5 2 LIFTEEEAD,
ZEE LCI9 A 15 HE TomIICIZAE VWAL ET,

We have no choice but to accept your request for the
change in shipment date.
FEHOLHEICBL T, THHZZIANE»H) $EA,

We fail to understand why you bring up the subject now.
Both parties agreed on all the terms and conditions three
weeks ago.

STl o CEHAEDANZHLEHITHBB L2 D A, M 3 EM
B TR TOEFITAEREL DT,

Unfortunately, we are unable to agree to your new

proposal at this stage.
HLRS D FRAD, ZOBRBETIEHOFIRECHAZTEILA,

@5 Useful Words & Phrases |

O extension JER, JEHS
Bl extend (~%TEET 5, EHIT2)
© extend the deadline f#HYID ZEIET
® compromise ¥ () ; ZH9I 53
© meet halfway/meet in the middle %9 %
We met halfway in terms of the deadline. (Y10 R TEBHLEL )
©® accommodate (BER, BEWGE%R) BEAND, BRAEHRIFAND
© accommodate different opinions Z#&->EBERHZFIFAND
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