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T8 1: BEzFIv)! BEXRBEEZSECEZREEHELL,

1.( ) 4:00 on the 22nd or 3:00 on the 23rd would be () for me.
22 HO 4D 23 HO 3D 86 B THIUTELE DN TT A,

2. It was nice () you at the conference the other day.
HADOH 77 L ATIEBARNTE T2 T,

3.1 ( ) for this late notice.
THAEDELS ol EEBHEOR L BT ET

4.1( ) toinform you that I'm going to have to () today’s appointment.
REHFL EFIZK WO TTN, KAOBKEZF v 2/ LTI £8 A,

5. Please let me know when would be ().
TEEDWWHKZBH L 720,

#HE 2: YvF—AYY DAY 1 TEEBULES 2084 7OVEHE T TOVYE—AYILET ., ©01

DAY20DEH

HE 1. BIEEFIVY! BERFBZSEFLERMZEHELLS,

1. I'msorry to () you at such a busy time, () I need you to mail this package now.
BILLWEZAIZRHETT, 7 <IZ0/MEEHEELTUELVLO T,

2. I have () the analysis data () this e-mail.
DA ATIRIT T — 2 T L TR Y £,

3. Please ( ) out the website () for more information.
I TROV 2T YA A ZEIIZEIN,

4. We () to the agreement that the schedule needs to be ().
AV a—NVEBHETLLERDD EVIFEMICED L1,

5. We will be () a sales meeting on September 10 at 2:00.
91 10 HD 2RI E ERHEITWVET,

#wE 2: YvE—MYY DAY S TEELES 2044707 &% T TOYE—AVHLET, €02



T8 1: BEzFIv)! BEXRBEEZSECEZREEHELL,

1. Would you () setting up a meeting with Mr. Smith?
AIASNEDRHEE YT 4 T LTWERETETH?

2. I would like to () you to translate the attached document.
ATERIZFER L T X 20T,

3. I'minterested ( ) doing ( ) with you.
—fHICBHEEN LNV E RS TNDHDTT N,

4. You () that you know Ms. Anne Scott at ABC Company.
ABCHDT v« 23y hSALEBMYEWIELE>TWVE L L,

5. Our company is () to hold a training workshop for all our ().

Bt TIE, 2B OZOITHHER ZBR TETT,

#HE 2: YvF—AYY DAY 2 TEEBULES 2OH(7OVEH T TIOVYRE—A4YILET, © 03

HE 1. BIEEFIVY! BERFBZSEFLERMZEHELLS,

1.I'd be () to accept your offer.
BATH T 7 —&n| &2 £7,

2. I'm afraid we arent () to ( ) you a discount.
HLIRZZWOTE2, FglidnizLarikEd,

3. If you think it would be () to discuss this in person, I would be () to do that.
HLEHERS CEHELASTIZI DB LT, 29 S8l EEd,

4 We do () that you are a long-term client, and we () appreciate your business.
L IXRWBMEEWTHS Z LIFEM L TEY £4, BEBIWE S LT £,

5.Iwouldbe ( ) ( ) happy toshow you around Tokyo.
BATHRERNIETCWEEEET L,

#wE 2: YvE—MYY DAY ATERBLES YOH4 707 T TCOYE—AMVILET., ©04



DAY5DEE

T8 1: BEzFIv)! BEXRBEEZSECEZREEHELL,

1. We will be () a 20 percent discount for all customers () our spring campaign.
BOXx ¥ =y B TOBEHEIRIZ 20%F 5 Wiz LET,

2. We will be opening two new () this month.
SRFH L 2ERA—T 2 LET,

3. I would like to () you to ABC’s 10th ( ) party on May 5.
5H5H®ABC #: 10 JAFNR—T L ICZTHFHFLIELSFELET,

4. Please feel () to bring your family.
HER < TFEBEEBEA TEE 0,

5. It has been a while () we last spoke.

BBICRBEEL LIZDIX T WS AR T,

#HE 2: YvF—4YY DAY S TCEEBULES 2OH(7POVEHEITTIVYE—A1YILET, © 05

DAY6DEE

HE 1. BIEEFIVY! BERFBZSEFLERMZEHELLS,

1. We're interested in () a large supply of ink cartridges.
AT A—=F) yPERAFELLIZWE B S TNDDTT,

2. We'd like to ask for an () for 200 ink cartridges.
A7 A=Yy Y200 HORES W 2N TelZE oW EF L ET,

3. Please let us know how you would like () to be made.
KW FEERBHLELTZE N,

4. Please donot () tocallus ( ) you have any further questions.
TEMNZSWELEZL, TEERSBEFHIEI N,

5. We were able to (lower) the estimate to 49,800 yen, so I hope that thisis ( ) your
budget.

BHET, 49,800 HETFIT 22 &R TE XL, ZHbO TTROFHMIZINEDY ETTL X I

#HE 2: YvF—AVY DAY 6 TCEEBULES 2OHM7OJEHE T TIOYR—AYTLET., €06



T8 1: BEzFIv)! BEXRBEEZSECEZREEHELL,

1. One IC recorder was already ( ) when it arrived.
ICLa—X—RN12oB\zE IR LTE L,

2. Could you () into this and arrange for shipment (  )?
ER LW E, BAREDOFRELZ BV TEETN?

3. () I have received the shipment, there was a shortage in ().
HEXEEZ T RS T2DO T, BRARELTBY EL,

4. Please send the () itemsassoonas ( ).
RAICELWMERBED <EE0,

5. As you can see in the () photos, ithasa ( ) in the plate.

FBEZRTWELS Lo oz, MITOUBBA>TWE LK,

#HE 2: YvF—AYY DAY 1 TCEEBULES 2OHM7OVEHE T TOYRE—AYILET ., ©07

HE 1. BIEEFIVY! BERFBZSEFLERMZEHELLS,

1. It () out that it was caused by () error.
NABHII ALK TEZSTLESTZEPNHHAWEZLE LT,

2. We will make () so that this problem does not () again.
TELIOLDRIEBRRNEOXIREHR L ET

3. I sincerely apologize () the damaged item.
AT N o7 2T, DLV BFERP L RITET,

4. We have already () fora () to be sent to you at no extra cost.
FTTIH LR OREDOFEIIHFATEY £7, ZhU LOBERITEEN-LEEA,

5.1t () that your ( ) was shipped from our warehouse a week ago.
TYHEESCOME 1EMANCEE O BN S REFAD X H TI,

#wE 2: YvE—MYY DAY 8 THEELESH2OH4 7OV HBE T TOVYE—AVIULET, ©08



DAYIDEE

T8 1: BEzFIv)! BEXRBEEZSECEZREEHELL,

1. ( ) to you, the trip was a great success.
BNTIET, L THAERRHTRE R E LT,

2. I'm writing to () my thanks for your () to the conference.
Ny 77 LAV E BIZH R E ) TSVET,

3. We couldn’t have achieved this result ( ) your help, so we are all extremely () to

you.
INLHRTEOBHRZOEBNT T, LDIVEERL P £,

4. We are very () that you were able to join us, we () you enjoyed yourself.
ITBMNEEEREINLLESTEYET, BLATWELETELIZTL X D%

5. Unfortunately, I will not be able to attend thistime () ( ) a prior engagement.

RGO, FTRINDH D0, T2 eNTEERA,

#HE 2: YvF—AYY DAY OITEEBULES 2OHM7OVEHE T TIOYRE—AYILET, ©09

DAY10DEE

HE 1. BIEEFIVY! BERFBZSEFLERMZEHELLS,

1. I'd like to let you know that I have been () from the purchasing department to the
marketing department () of April 1.
4 A1 BT, RIIEEHMANS~—o7 ¢ U 7PN EE 2D F LT,

2.1 have learned a () deal from you and will (miss) you.
RTINS SADZ EEFRE LT, R BRDHESVLNTT,

3. ( )tothisjob, I wasin ( ) of marketing for the Asia Pacific region.
PHNE, 727 KREFERISR O~ —7 7 4 o 71#b > T £ LT,

4. 0On ( ) of everyone here, thank you very much for all that you have () for us.
ZZDHRNEREL T, HBREDPFTEHLEOEZDIZL TN TXTOME I LET,

5.I'm () to have been appointed to this ().
OIS, ETHRFFLRES > TWVET,

#HE 2: YvF—MYY DAY 10 TEELES 2084700 %% T TOY F—14Y00LET, 910



DAY 1 Of5E HE 1 D&

1. (Either) 4:00 on the 22nd or 3:00 on the 23rd would be (best) for me.

It was nice (meeting) you at the conference the other day.

I (apologize) for this late notice.

I (regret) to inform you that I'm going to have to (cancel) today’s appointment.

vi &2 N

Please let me know when would be (suitable / convenient).

DAY 2 D1EE 1538 1%l

1. I'm sorry to (bother) you at such a busy time, (but) I need you to mail this package now.
I have (attached) the analysis data (to) this e-mail.

Please (check) out the website (below) for more information.

We (came) to the agreement that the schedule needs to be (reconsidered).

vi & N

We will be (holding) a sales meeting on September 10 at 2:00.

DAY 3 D1EH #HH 1 REH

1. Would you (mind) setting up a meeting with Mr. Smith?

I would like to (ask) you to translate the attached document.

I'm interested (in) doing (business) with you.

You (mentioned) that you know Ms. Anne Scott at ABC Company.

v & N

Our company is (planning) to hold a training workshop for all our (employees).

DAY 4 O#E HE 1 &6

1. I'd be (honored) to accept your offer.

2. I'm afraid we aren’t (able) to (give) you a discount.

3. If you think it would be (better) to discuss this in person, I would be (happy) to do that.
4 We do (understand) that you are a long-term client, and we (sincerely) appreciate your
business.

5. I would be (more) (than) happy to show you around Tokyo.

DAY 5 O#FEE 8% 1 &4

. We will be (offering) a 20 percent discount for all customers (during) our spring campaign.

(=Y

. We will be opening two new (branches) this month.
. I would like to (invite) you to ABC’s 10th (anniversary) party on May 5.
. Please feel (free) to bring your family.

u b~ W N

. It has been a while (since) we last spoke.



DAY 6 DEE 1538 1 &

We're interested in (ordering) a large supply of ink cartridges.

We'd like to ask for an (estimate) for 200 ink cartridges.

Please let us know how you would like (payment) to be made.

Please do not (hesitate) to call us (if) you have any further questions.

i A bE

We were able to (lower) the estimate to 49,800 yen, so I hope that this is (within) your
budget.

DAY 7 D1EE 158 1 &I

1. One IC recorder was already (broken) when it arrived.

2. Could you (look) into this and arrange for shipment (immediately)?

3. (Although) I have received the shipment, there was a shortage in (quantity).
4. Please send the (correct) items as soon as (possible).

5. As you can see in the (attached) photos, it has a (crack) in the plate.

DAY 8 D1EH #HH 1 REH

1. It (turned) out that it was caused by (human) error.

We will make (improvements) so that this problem does not (happen / occur) again.
I sincerely apologize (for) the damaged item.

We have already (arranged) for a (replacement) to be sent to you at no extra cost.

v & N

It (appears) that your (order) was shipped from our warehouse a week ago.

DAY 9 D1EH #H 1 REH

1. (Thanks) to you, the trip was a great success.

2. I'm writing to (express) my thanks for your (invitation) to the conference.

3. We couldn’t have achieved this result (without) your help, so we are all extremely
(grateful) to you.

4. We are very (glad) that you were able to join us, we (hope) you enjoyed yourself.

5. Unfortunately, I will not be able to attend this time (due) (to) a prior engagement.

DAY 10 D#E#E 15E 1 &6

1. I'd like to let you know that I have been (transferred) from the purchasing department to
the marketing department (as) of April 1.

2. I have learned a (great) deal from you and will (miss) you.

3. (Prior) to this job, I was in (charge) of marketing for the Asia Pacific region.

4. On (behalf) of everyone here, thank you very much for all that you have (done) for us.
5. I'm (excited) to have been appointed to this (position).



