TEXAS INSTRUMENTMENTS JAPAN
ONLINE LIVE SEMINAR

METHODS

E-MAIL BUSINESS WRITING METHODS

Answer Key for Day 1

Notes: These are sample answers.

Copyright (© pbwritingcenter, inc 2023. All rights reserved.
AEDOEFEIMASHE—E—-F1 71Tt 42— (LT, H11) (CRBLET . KAED—TB
HIWILPELMPSEEICL I BRI DARERIIELEERB (AE-) THILEELET,

pbwritingcenter




Which type is each of the following sentences?

1. This is to let you know that we have accepted your proposal.

2. The design has to be completed by Friday.

3. I'm afraid | won’t be able to send the XY until tomorrow, not today.

4. Could you please confirm that everything | have ordered is available?

5. ’'m sending the following documentation, free of charge.
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6. I'm sorry to say the methods you requested look difficult.

Dear Ms. Smith,

Would you please issue a cancel notice for Invoice 103547 It is a repeat of your Invoice 10345 which
we received earlier this month and paid on the 10th. Both invoices were for our order no. 102 of
February, XY-123 (1 unit) and XY-123-A (1 pc.)

Thank you in advance.

Best regards,
Hiroshi Kato




Sample answer pattern 1:
Hello Mary,
Regarding your question, yes, they have the url for our joint meeting, and Mr. Smith at ABC confirms

that they’ll attend. FYI, please see his confirmation email, attached below.

Kind regards,
Hiromi Kato

<Forwarded confirmation email from Mr. Smith follows>

Sample answer pattern 2:
Hello Mary,

Yes, the meeting setup has been completed and | am sharing the link again with you:
https://XXX.XXXX.COM/XXXXXXXXX

We also have confirmed that Mr. Smith and Ms. Jones will join the meeting starting from 14:00 JST,
Feb 6.

If you would like me to prepare something else for the meeting, please feel free to let me know.

Kind regards,
Hiromi Kato

<Forwarded original email from me to Mr. Smith (cc'd to Mary) follows>




I'd like to make a request regarding T-Pro. I'd appreciate your permission to change from T-Pro to
P-Best.

We have had so much trouble with T-Pro crashes, and I'm afraid that if we keep using T-Pro, we'll
have to expect more and more down time. As you know, P-Best is also compatible with our other IT
systems.

We would appreciate your kind consideration in this matter.

Kind regards,
Hiromi Kato
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The reader is certainly strongly opposed to what you are asking for.

If you don't mind, we'd be grateful if you could consider a request regarding T-Pro. | wonder if it's possible for

you to give us permission to make a change in the software? We're thinking about the possibility of changing to
P-Best.




I'd like to ask a question regarding payment
for your software training course. Could you
please let me know if | can pay by credit
card after | arrive?

John, about Compound X, we need to get
ABC's official permission before we can go
ahead. When do you think we can receive it?

Thank you for your interest in our XY
samples. Could you please let me know the
amount you would like for each sample? The
standard is 300 g, but custom sizes are also
possible.

John, this is to let you know that Finance
Canada will have to connect to our
international website by January 31. As we
informed you earlier, this replaces the old
methods for data entry and transfer to the
head office.




Mary, | understand that safety is most
important, but considering the data, | think it is
acceptable to keep the present design. Other
makers also have a design that is basically the
same as ours. However, if you can provide
more detailed technical analysis or data, of
course | will be happy to reconsider.

We have to get your order for XY by the end
of the month. Otherwise, I'm sorry to say
delivery will be delayed by one month or more.
(Pm afraid we have to control production
quantity according to the number of orders
received that month.)

I'm afraid we won't be able to consider XY for
the next fiscal year because the deadline for
new products has passed. We can consider it
for the future, but to tell the truth, we
test-marketed a similar product recently which
didn't do so well

If the order for the shipment of XY is not given
priority, we are worried that they will look for a
new supplier, since they say reliable supply is
most important to them.
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Example

Submission of paper for publication (in ABC Journal)

Subject line:
(ABC &%) HhRECEDIRRH

| am writing this e-mail to submit my paper (attached) for publication in the ABC Journal.
(ABC SZH{ITDIcHDILDEEE (FfY) ZRETDEHIC. TOAX—ILZEVNTVET.)

I would like to submit my paper (attached) for publication in the ABC Journal.
(ABC SEFITDIeDFILDFHN GRfY) ZRESETVWEREXT )

Practice 1

Subject line:  Receipt for ABC exhibition

Regarding the receipt you provided for my payment for the ABC exhibition, could you please reissue
it in my company name? (The receipt you sent me is in my own name.)

I’d like to ask for your help regarding the receipt you sent me for the ABC exhibition fees. I'd
appreciate it if you could reissue it in my company name, AGJ, not my own name, Hiroshi Kato.
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Because of the weather at the site in April, | would like to ask for your permission to change the
delivery schedule for building materials.

I'd like to make a suggestion regarding the schedule for delivering building materials at the site. The
contract calls for April delivery, but because April is the rainy season there, | would like to ask that
they be delivered starting in May.




