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« Since we have not received the necessary data, may we suggest the following material assumptions?

» The necessary data has not arrived here, so may we ask you to accept the following proposed
material assumptions?

+ We would appreciate it if you would give us your approval for the revised delivery schedule. If we
can receive it by the end of the month, we will be able to make sure that supply to you will not be
interrupted.

+ | wonder if we could ask you to approve the revised delivery schedule. We are sorry for the hurry,
but could we ask you to let us know by the end of the week? We have to inform the transport
company early to be sure of delivery.




» We are sorry that we cannot answer your inquiry without more information, so could we ask you to
contact our representative in your area?

* We want to be sure that we understand your inquiry correctly, so we will be asking our representative
in your area to contact you. He should be calling you early next week.

* Hello, Mr. Smith. | am Hiroshi Kato of ABC. | support the HAL 7890 Series computer. | need more
information about the QPR#999000, especially whether or not the problem is dependent on the CPU.
Since | must report to the customer on Wednesday, could | ask you to send me information on this by
e-mail today?

« | would be grateful if you could send me information on this by e-mail today. This problem has caused
some trouble to the customer, and | must report back to him immediately.




ice for Modesty:

essing modesty to save their face and make difficult things easier to accept
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Situation 1

They haven't performed calculations
correctly. We're in charge but they are proud
experts.

You didn't calculate the chemical concentrations
according to the manual. They are different from
what we calculated here.

Situation 2

We will reject their new product offering, at
least for the current year. We have the right
to decide that but they had great hopes.

We can consider your product in the future, but
not for this coming year. Our product line-up has
already been set.




ce for Sincerity:
essing sincerity in business situations
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-

Situation 1: Avoiding trouble

Their reply to your question was not useful
to your search for the cause of a defect.

Thank for your mail. But it didn't help us find
what's causing the defect.

-

Situation 2: Thanks/Appreciation

They made a lot of effort to make sure your
meeting was successful.

Thank you for your efforts to ensure a
successful meeting and for your hospitality too.




ce for Regret, sympathy, apology:
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essing regret, sympathy, apology in business e-mail

-

Situation 1
There is a delay. (By far the most frequent
situation in business e-mail)

We had a delay, but we have finally completed
the report.

-

Situation 2
| don't have what they want.

About your question, | don't know the office floor
space now. I'll let you know when | find it.




ce for Deference:
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Situation 1

You want them to hurry

You need their estimate for the XY because
the decision will be made soon.

I'd like your estimate for the XY as soon as
possible. We need it urgently because we plan
to make our decision next week.

essing deference in business e-mail situations

p
Situation 2

You want to ask once again for a reply to your mail
They are very busy; perhaps they just forgot.

| would like to ask you once again for your reply
to my mail of August 7.




ce for Frankness:
essing yourself frankly
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Situation 1

Changes are needed

Customers are complaining about your
supplier and you want them to change.

Our customers are not satisfied with the present
service, and if changes are not made, they will
certainly switch to another supplier.

Situation 2

We couldn't use what they sent

The files they sent couldn't be used with our
system.

| got the data your team sent yesterday. But we
couldn't create price data for our invoice system,
so we had to modify your data.




Request for samples of XY chemical
Request for samples, XY chemical

Inquiry on (purchase of) XY chemical

Questions on payment and registration for
ABC exhibition

Payment and registration for ABC exhibition

Request to check compliance of specifications
with revised Measurement Law

Confirmation of compliance of specs with
revised Measurement Law

Compliance of specs with revised
Measurement Law

Request for solutions to problems with XY-123
measurement device

Problems with XY-123 measurement device
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Time since we met

Prime Minister Jones’s visit
Lunch at the Royal Hotel

Date of first subscription

Renewal history

Our use of AD Data

Parties to the subscription
Payment basis

Approximate date of your cancellation
Method of information

Our declaration of payment
Method of our reply

Your deadline for our payment
Our emotional response to all this
Records of our correspondence

Our request for your understanding
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