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#AfR1 for beginners

Inquiry about OO

Confirmation of meeting on O/O
Information about OO
Appointment request for OO
Product inquiry

Inquiring about a quote

Estimate for OO

Notice of company name change
Catalog request

Appointment change

Sales conference announcement
Apology for delivery delay
Apology for miscommunication
Sample request

Payment request

Thank you for shopping OO
Thank you for your reply
Apology for defective product
Sorry for the late reply

Dear Mr.O O,

Dear Ms. OO,

Dear Sir,

Dear Madam,

Dear OO,

To the person in charge,

This email is in regards to...

Thank you for taking the time to read this email.
Thank you for your support,
I hope you're well.

Thank you for your mail,

| apologize for the late reply.
Thank you for your email.

I am OO from OO Company. | am in charge
of sales.

This is my first time contacting you.

OO Company is one of the top companies in
the A A industry in Japan.

We make OO.
| saw your website.

S£BAO0IZTHEELNIETIES. HcHYE>ZE Thank you very much for meeting with me at

WELT=,

SZHOOTIVF &I —HSETIEE, ELLEZE
B IEMTEELT . [20]

FZHDITEEHE T, HYNESTIVELT:,
[21]

B F THRL TESY HY D ES T VELT:,
MEDLDREFEZITVEE HYHLESTE WL
*9, [22]

OO the other day.

| had a great time at lunch with you at OO.
Thank you very much for the meeting the other
day.

Thank you for visiting our company.

Thank you for accepting our proposal.
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#HER2 for advanced

Inquiry regarding OO

Seeking confirmation for O/O meeting
Information regarding OO

Request for appointment regarding O O
Inquiry about the product

Inquiring about an estimate

OO price estimation

Notification of company name change
Request for catalog

Change of appointment

Notice of sales conference

Apologies for delivery delay

Apologies for any confusion

Request for sample

Request for payment

Thank you for your order

Thank you for your response
Apologies for defective product
Apologies for the late reply

To whom it may concern,
To whom it may concern,
To whom it may concern,
To whom it may concern,

| am writing this email in regards to...

| appreciate you taking the time to read this
email.

Many thanks for all your help,
| hope all is well.

Thank you for taking the time to contact us.

| apologize for not being able to reply to your
email sooner.

Thank you for taking the time to email.

My name is OO, and | am in charge of sales at
OO Company.

This is my first correspondence with you.

OO Company is one of the leading companies
in Japan's A A industry.

We create OO.

| visited your website.

Thank you for taking the time to meet with me
at OO the other day.

| enjoyed having lunch with you at O O the
other day.

Thank you very much for your help at the
meeting the other day.

Thank you for coming to visit our company.

We thank you for accepting our
recommendation.
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#AfR1 for beginners

| am very happy that the deal was successful.

Thank you for the opportunity to do business
with you.

Thanks to you, we were able to close the deal.
As always, thank you for your support.
Thank you for the agenda.

Thank you for attending last Monday's meeting.

We will be releasing a new product.

| am contacting you because | would like to be
sent a copy of your brochure.

| would like to confirm out meeting on (date).

We would like to introduce our services and
ask for an opportunity to meet with you.

| would like to learn more about your products.

| am writing to share my dissatisfaction with
your service.

ESRAA—IILTHEZEZIL—XTFUTL[1585E]

#HER2 for advanced

| am very pleased that the transaction was
successful.

Thank you for giving us the opportunity to do
business with you.

It's thanks to you that we were able to close the
deal successfully.

I'm indebted to you for your support.
Thank you for sharing the agenda with me.

Thank you for attending the meeting last
Monday.

We are pleased to inform you that we are
launching a new product.

The reason | am contacting you is because |
would like to be sent a copy of your company's
brochure.

| am contacting you to confirm our meeting on
(date).

| am contacting you to introduce our services
and to ask for an opportunity to meet with you.

| am contacting you to inquire about your
products.

| am contacting you to express my
dissatisfaction with your service.

| recently read an article about your company

HOBEZIZDNTEELL BfRIL\LLT-K, Z&F#K &+ | read an article about your company and would and wanted to contact you to ask more about

TlEEELE,
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like to ask more about your products.

| saw your advertisement in "O O" and would
like to learn more about your services.

As we discussed on the phone yesterday, |
would like to confirm the details of our next
meeting.

The purpose email is ~.

| am sending you this email because ~.

We will keep you updated on the progress of
the project.

| would to confirm my appointment for (date).
We would like to inform you that the meeting
has been cancelled.

The financial report is due on (date).

(HFEISELNTELA—IILPOBELEICHLTO)RIE

OAOHMA—LIZHRESETIEEET,
CEREEEFELTARYESCSLET,
ORAORITA—ILZTRHLBICHVHS TS ULVvEL
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i \0

BIEMNEY ., DWAABLEIRSENER A,
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CCHBFESILILTEYEL=, [25]

Thank you for contacting us.

Thank you for the email you sent on (date).
Thank you for your quick reply.

As mentioned at last week's meeting, | have
attached a price list for our products.

| would like to confirm the points we discussed
the other day.

We have attached our company brochure and
product catalog as per your request.

| am very sorry for the late reply.

| wasn't able to reply to you right away because
of urgent work.

We have been very busy the past few days.

©2021 YFESUELEE
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your products.

| saw your advertisement in the magazine
"OQO" and have contacted you to learn more
about your services.

As mentioned in our phone call yesterday, |
would like to confirm the details regarding our
next meeting.

The main purpose of sending this email is ~.

The reason | am sending you this email is
because ~.

We will be sure to keep you informed of the
progress of the project.

| would like confirmation of my appointment for
(date).

We are sorry to inform you that the meeting
has been cancelled.

The deadline for the financial report is on
(date).

Thank you for taking the time to contact us.

Thank you very much for your email on (date).
Thank you for your prompt response.

Please find attached the price list of our
products, as we discussed in last week's
meeting.

| would like to review the main points that we
recently discussed.

Per your request, we have attached our
company brochure and product catalogs for
your reference.

| apologize for the delay in replying.

Due to pressing business, | have not been able
to reply to you right away.

The office has been very busy over the past
few day.
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#AfR1 for beginners

LIRS ELVEE | apologize for not being able to reply to your

email sooner.

Thank you for your consideration.

Thank you for your support.

Thank you again for your understanding.

We are pleased to announce that we have
launched a new product line.

We are pleased to announce that we have
hired a new head of the Human Resources
Department.

Mr. Smith will be joining us as a sales
consultant next month.

We are pleased to announce that the new

project in Singapore has started up as planned.

We would like to share some great news!

We are very sorry inform you that we are
unable to fulfill your order.

After careful consideration, we have decided
not to proceed with the project.

We regret to inform you that your company's
payment is overdue.

Unfortunately, the negotiations that we have
been working on for two months with Company
OO have ended unsuccessfully.

>, We are sorry inform you that the position you
applied for has already been filled.

We are sorry to inform you that your
documentation does not meet our
requirements.

I'm sorry, but | cannot attend the afternoon
meeting due to urgent business.

Could you please give me more information
about your products/services?

%+ Would you please send us your quote for the

following products as soon as possible?

WO HROBIRIZ DT Z TIEIFE 3 < Can you tell us about the current status of this

L&5h,

BENEFELELIZOH A TIEITET TLLIN,

D RBEEYERA TN EIFETM?

UTOBERORBYESFELLET,
%__0)144 DOWVWTCRAICTHIGW =T EFNT

21BETICBREVLEHFET A ? [28]
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TWE=EIFET N ?

SEOHNINZT OV EHERLTT S,

project?
Can you please let me know when the product
arrives?

Can you give me a pricing estimate?
Please provide estimates for the following
products.

| appreciate your prompt response to this
matter.

Could you please respond by the 21st?
| have a request for you.

| would like your help for my presentation.
Could you please send me the report?
| would like to hear your opinion.

Can you please send me the file by (time) on
(day)?

Please review the agenda before the meeting.
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#HER2 for advanced

We apologize for not being able to reply to your
email sooner.

We appreciate your consideration.
We appreciate your support.
We appreciate your understanding.

We are pleased to inform you that we have
launched a new product line.

We would like to take this opportunity to inform
you that we have hired a new head of the
Human Resources Department.

We are pleased to announce that starting next
month, Mr. Smith will be joining us as a sales
consultant.

We are pleased to report that the new project in
Singapore is up and running as planned.

We have some great news to report.

We sincerely regret to inform you that we are
unable to fulfill your order.

After much deliberation, we have made the
decision not to proceed with the project.
Regrettably, we must inform you that your
company's payment is significantly overdue.
We regret to report that the two month-long
negotiations with Company O O concluded
unsuccessfully.

We regret to inform you that the position you
applied for has been filled by another
candidate.

We regret to inform you that your
documentation does not fulfill our criteria.

| apologize, but due to urgent business | will not
be able to attend the afternoon meeting.

Could you please provide me with some more
detailed information about your
products/services?

Would you please provide a quote from your
company for the following product as soon as
possible?

Can you please provide us with the current
status of this project?

Will you please let us know when you receive
the product?

Could you please provide me with a quote for
the price?

| would like to request quotes for the following
products.

We would appreciate it if you could respond to
this matter as soon as possible.

| am hoping to hear from you by the 21st.
| have a favor to ask of you.

| was wondering if you could assist me with my
presentation.

Would you mind sending me the report?

| would like to know your opinion on the matter.
Could you please send the file to me by (time)
on (day)?

Please ensure that you have reviewed the
agenda before the meeting.
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#AfR1 for beginners

Please confirm your attendance at least O
days before the meeting.

Can you send me the file by this afternoon?
Don't forget to bring a pen.

| would appreciate it if you could reply to me by
next (day) morning.

The requested file is attached for your review.

Our proposal is attached for you to consider.
Please see the attachment.

We would like to have the chance to meet with
you to discuss the possibility of working
together.

We would like an opportunity to meet with you.
May | call you at O Opm?

If you would like, we can mail you information
about our services/products.

If you would like, we can set up a meeting to
answer any questions your company may
have.

If you would like, we can set up a meeting to
discuss our proposal.

SEOHZEDENIZKY ., CEBEHEHTLI=Z& We are sorry for any inconvenience caused by

EREUVHLET, [29]

ENICKY SHREERBNTLI-CLZBEREV
BLLEIFET, [30]

BEBROIHFICHRAT. BLIRCTVWEEAT
LTz [31]

HRER—t8—DRILGHIE . ERTHFEY
BLEIFET . [32]
FRADIEIRBETCLEIGENTEVET,
(33]

SRETETOHEEBEN-LET, [34]

CRBEBMNTLTHLRITWVEE A, [35]
COHIZTONVTITERIENTLEWELRSDY
FHATL
FEIYVEBAIIN>TLEVNHELRHYEEA
TL7T=, [36]

FA—ILDFEHLLY
AIMNFBRALGEEMNTENELD, VDO THIERE
BTN EEFLET, [37]
FAMNBFENTELIEAHNIE, TERETES
nIFEFELCES,

CERERFLELTEYET,
BHEBIMEITEIRRERMTENIEIERITL
KTY,

S EBEOBITH/N—rF—ELTHAEEL
=T ELILFELTT,
ESFLALLBELELETFEYT, [38]

this shipping delay.
Again, we are very sorry for the inconvenience
caused by the delay.

We apologize for not meeting your
expectations.

We sincerely apologize for the poor response
from the customer center.

Unexpected things may also happen.
We will continue to provide thorough training.

We apologize for the inconvenience.

| am very sorry for the delay in contacting you
about this.

| am very sorry that this took longer than
planned.

If you have any questions, please feel free to
contact us.

If there is anything we can do to help, we would
be happy to hear from you.

We hope to hear from you soon.

| hope to have the opportunity to do business
with you.

We hope to be a valuable partner to you.
Best wishes.

©2021 YFESUELEE
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#HER2 for advanced

Please confirm your intention to attend at least
O days before the meeting.

Would you please send me the file by this
afternoon?

Remember to bring a pen.

| would be grateful if you could get back to me
by next (day) morning.

| have attached the requested file for your
review.

We have attached our proposal for your
consideration.

Please see the attached file.

We would appreciate the opportunity to meet
with you to discuss the possibility of working
together.

We would appreciate the opportunity to meet
with you.

Would you mind if | called you at O Opm?

If you are interested, we would be happy to
mail you information about our
services/products.

We would be happy to set up a meeting with
you to answer any questions you may have.

We would be happy to set up a meeting with
you to discuss our proposal if you like.

We apologize for any inconvenience caused by
this shipping delay.

We apologize again for any inconvenience this
delay may have caused.

We sincerely apologize for not being able to
fulfill your expectations.

We would like to apologize again for the
unsatisfactory response from the customer
center.

Unforeseen situations may also occur.

We will continue to implement rigorous training
in the future.

We apologize for any inconvenience this may
cause.

| apologize for the delay in contacting you
regarding this matter.

| apologize for taking longer than planned.

If you have any further questions, please do not
hesitate to contact us.

If we can be of any assistance, we welcome
you to contact us.

We look forward to hearing from you.

| would be very pleased to have the opportunity
to do business with you.

We hope that we can be a valued partner to
you moving forward.

Thank you for your support.
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#AfR1 for beginners

Please give my regards to Mr. OO.
Please reply as soon as possible.
Take care.

Thank you for your consideration.

| look forward to working with you.

| hope this won't be too much trouble.

Please let us know if you have any questions or
concerns.

| hope this has been helpful.
That's about it for this week.

| will report on the progress next Monday.
Let's wait a while and see how it goes.

We will investigate and get back to you as soon
as possible.

We will get back to you by the end of the week.
We hope to reply to you by next Tuesday.

Please kindly give us a few days to respond.

| look forward to seeing you at the office.
I'll see you soon.

See you on Oday.

Talk to you soon.

Take care.
Rest well this weekend.
Take care.

It's getting colder, so take care of yourself.
Have a nice weekend.
Take care.

Best regards.

©2021 YFESUELEE
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#HER2 for advanced

Please pass on my warmest regards to Mr.
OO0.

Please reply to this email as soon as possible.
Please take care of yourself.
Thank you for your time and consideration.

I look forward to working together with you
some time soon.

| hope this won't be too much of an
inconvenience.

Please do not hesitate to contact us if you have
any questions or concerns.

| hope this has been of help.
That's about all for this week.

| will report back on the latest developments
next Monday.

Let's keep watch on it for a while.

We will look into the matter and get back to you
as soon as possible.

We will get back to you within the week.

We hope to have a reply to you by next
Tuesday.

We would appreciate it if you could give us a
few days to respond.

| am looking forward to seeing you at the office.
| hope to see you soon.

| look forward to seeing you on Oday.

| hope we can talk again soon.

All the best.
Get some rest this weekend.
All the best.

The weather is getting colder, so please take
care.

Enjoy your weekend.
All the best.

Sincerely.
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F9, BFICA—ILEESBEDLTRBAEANSERBEICANTEEELLD,

[14] BAREZFERL T, DL3DLYI'm sorry for the sudden email."EZEKGBYFET M, COLSIBRBIEIFEOILEE A,

;i]f:ﬁmf:%%ﬂj LRBEFHFELERBA, FIELEOHOKYDEREELTHEVET  RDOYIZHEDHKLKYDIL—XEEE

[16] 5L\ o=EZEHLRBFIFEELEF B A FES5ELISAFTIDFIZDITAHEOHKYDEELLTHENET , Kb YIZHEDHLKY
NDIL—REEETFELT,

[17] BHEEICGS>TEYET ELORBIEEEBICHYFELE A LML, KFYTLUR—[CA—LEEEHLENEERFIDKI%
XEFENFET,

[18] I'm sorry THRHTHRULVNTT A, | apologize D AN KYTETT,

[19] "make" [FE IR MEES, "create”" (I T H AU M LHEIEETE TEFHNT T S ' manufacture" A L TIHETRELE
EZXLTWAISBECAFET  BECHREICEISTEVAS FARETT,

[20] "have a great time"&"enjoy" [F =R TT A, FIEDRBED AN KLY ILUF)—TT,

[21] "the meeting"E LV EEHATITHONALSBE SRR EDITEELE ENSI=2 TV RIZHY meeting me"f2&—x¢—
DFELGITEEDLEE Y, —#ICCHRIZIToYLEBAETHFEAET,

[22] "proposal"lFE THEHICETIRELD T, CHEOLNRETIHEBDELC/N\VT—VTFUEFEOTRFIINTELR
T35 &I2fELVET  "recommendation"{>"suggestion" THNIL, BITIRELBESEZ TANONIFFIZENET . L E
[SICTHEHBICLELLD.

[23] OOBDA—ILDEEBF TIHLEIMEE L You" 2B FIERTILENHYET,

[24] FNEF=ZH v RIVITBYFELIEGATOSEFITHL, RIFFICBLRSSVERAN Ty ILELGYFELS-, L35
FEDEMNADHONTNET,
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7 R= ESRAA—IILTHEZEZIL—XTFUTL[1585E]

[25] "I"EfES & ADMBEANBIITIELLTA—ILLFEFATLIZ, EVLVSRICHEAH S LIITHC A TLENET , B EKZWe"
?I:T;Leio;[ice"(:a—é:t—é‘ ER—RITELA2I=DTT K RBIEA—LEZTCIZELLIFE=>=D T H., EABFICHEITIE
Ab °

[26] "I"EESEBAMICHFEZ RS TNSEIICEH A S0, FVERFERICHYFET EERITHO>TLDISECAFET,
We'Z @521 ELTHELTOAELSIICH A D10, BITHRBFRTHEIKLHYVFET,

27] SO XD HEICEB ARG 1—ADMGEE T . B EREELLE TIEXWe have good news."&ELN>FWA—)LLT=Y T B
ZEEFHYFETMN, AT IILGRBETORKETI 13,

[28] BARELRILL. ETEEMEEVNATY . BEEDHOLICHEZFEA-LVEESE am hoping..."TIE7E<{"Would you be
able to reply by the 21st?" MRV TL&ES,

[29] "We"ZESEEHERRLTRARTNSESH, Za7 V0 RELTRAELTH>TWS, BEEIEFAEZITOLD TIEELEREIC
BARTNDEBIIEHCAFTY SI"EFESE MBEADEETT EHHFELTLVSEIICEHCAFET .

[30] Bl LDEMH

[31] Fl L OE e

[32] . LDOEEA

[33] FLDEH

[34] I LDIEH

[35] FlL DI

[36] H2(IEFFEDA NN DIFFADFEETT EHHFELTLDKIICEACAET,

B7] R EREKTH—1HBELTA—ILEEDLE. HFITHOKLKY DO E B W TIIESWe"EAVNSZEN—RITY .
[38] BABDILALLBREVLLET IICH=EU>YDRBIIFELEE A BICTXETEICHOKYWVELRE, BilE
EVELSBELNEBLDLELREFEIERNTLLI, SR —HICRALTAD I IO TNT DN ELATT KEREATLY
D THNIEL'I'm looking forward to working with you."EWVSRBHHYET ,

[39] as soon as possibleZASAPEEL THESCEIFIEFEIZZL EITHATORYRYTHEHLIAET,

[40] R1DAMBRNEVNATY  FLREVITEFI MO, EFRI DT VREEHAET

[41] SOV XEFHFEVEDSRATIHENE A PLBLATNELLEIATLEIMILAFEE A,

[42] SOV XEFHFEYVE DR ATIIENEE A

[43] 2D DEKRIIEILEB>TRIBEWTT , 2L TELKUDEELD T, R2ICHXEE>I-YBEF O EEMLANE
FITELET,

AIENMA—ILDOYLEYZLTNSD TH-=Y EEREVEZo1YT 5%G56(E, LRICEVMORBEARNTY . HEFILUK
)—IZRYET DT,
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