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1. I am sorry for being late.
I am sorry (that) I am late. %8¢ A[ETT,
Z ) http!//yblog.nbewa.com/category/1160419-5.html
2. So far, everything seems fine.
Z D, So far, everything is going well. %% A[RE T,
3. Do I have to do it (that) all by myself?
it THIUX, FELTLEHE FOEHRNPAE L TWDLEA (68, that 13X FOEEAEE L THEHE
L CTWD5H,
Z M) http://yblog.nbewa.com/category/1067100-1.html
*FE LVMEDLGGER 7 0 7 TE O R AHGEY Y — X #4F : This is it. & IXEE) ICHEEVE T,
4. As requested, we will inform you of the shipping date as soon as our production plan has been
decided.
has been decided] 1% Tis decided) &K Z & HATRE T, W& b2 R TREIGIE CTlI, EARICEK
KIFBAE 2 FHWR L E T2, € TIRITBIERE O —D2 L S5 % has been decided &, 58 T DEHA W
DS Z bk ET, £72. CEED Asrequested |X As (which/it is) requested X ¥ | (which/it is)
MEM SN DEEZEZ DT ENTEET,
5. Unless our order is executed by February 5, 20XX as mentioned in the Distribution Agreement, we

shall cancel the order.
SCEEOD Unless 1% ifnot £ 9°% 2 & & H2K,  If our order is not executed by February 5 & #[HE T,

Unless &7 % & EHAR 720 77,

6. Please accept our apologies for any inconvenience this delay in shipment may cause you.
H? inconvenience & this ORICEIRICA I H IS that 23872 TRV EF (inconvenience
(that ) this),

7. Our goods are of the excellent material and technology, and are second to none in quality and
performance.
D of 12XV, 474] the excellent material and technology NEZEmAI L 720 | [FEKE S LUWEE
T Z b D) DEWRENERD £,
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Dear Mr. White,
Re: Request for your confirmation of MJPA 20XX-03

As attached, we are sending you MJPA 20XX-03, the minutes of the meeting held on Feb 21, 20XX at
our Akasaka Office on our ABC Project.

If you find the minutes in order, please put your signature on the space as provided below, and send
this email back to us by fax at 81-3-2655-5673 or by email at jpnk@pdm.meca,co.jp as soon as
possible.

Your earliest possible reply would be highly appreciated.

Sincerely yours,

Signature
Encl.: Minutes of Meeting: JPAK 20XX-03

THE ABOVE MINUTES WERE READ AND CONFIRMED BY-

SIGNATURE DATE
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White &

N2 : MJPA 20XX-03 #iife RO EFE

WA, 20XX 4 2 A 21 B, BRI FEHATICCRED ABC 70y =/ MURLEHO#HF k. MJPA
20XX-03 ZBEVHLET, AFEFHICEBLREGA.UTHEORAMICEEL DY 2
FAX(81-3-2655-5673) #L<I%, A=/ (jpnk@pdm.meca,co.jp) %6 CIZZTIFEDIZEBREVHL LiFEd,
BRARDLEEGEBHELELET,
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Re: Request for your confirmation of MJPA 20XX-03

TN : MJPA 20XX-03 HIfl RO HIFEL

DI, FEHFDOILIGIIILA T, R PIRRICEZ LN REYITY,

wRIZ,

As attached, we are sending you MJPA 20XX-03, the minutes of the meeting held on Feb 21, 20XX at
our Akasaka Office on our ABC Project.

Mo, 20XX 4 2 A 21 B, ¥R B TS CHfED ABC 7'ay =/ MIURLE#HD# Fék, MJPA
20XX-03 #REVELFT ] EERDETN, REEILOHTZLOI LT, FitA PIMEE SO 2K EEHT 2
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Dear Mr. White,

20XX World Wine Fare, featuring and gathering vintage and excellent wines of world famous wineries,
will be held in Shinjuku next month as follows. You are cordially invited to attend this most exciting
event of the year.

Dates : February 2nd to 7th, 20XX
Times: 10:00 a.m. to 6:30 p.m. (10:00 a.m. to 9:00 p.m. on Sat. and Sun.)
Place : Shinjuku World Trade Bldg., Shinjuku, Tokyo

You could taste excellent wines across the world, and our expert staff will be on hand to provide you
with any information you may ask for.

Free snacks will also be provided, and transportation services from Shinjuku Station to Shinjuku
World Bldg. will also be provided.

You are welcome to bring along your friends. So call us now at 03-1234-5423 for a reservation, or send
in the enclosed registration card today.
We look forward to seeing you at the 20XX World Wine Fare.

Sincerely yours,
Taro Sakurada
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Minutes for the Sixth Meeting of 20XX
for the Board of Directors of ABC Co., Ltd.
October 31, 20XX

The Sixth Annual Meeting of the 20XX Fiscal Year of the Board of Directors of ABC Co., Ltd. was held
at 10:00 a.m. on October 31, 20XX, at the Tokyo Tetsudo Kaikan, 4-3-25 Muromachi, Chuo-ku,
Tokyo. .

Total Number of Directors in Office: 10
Total Number of Statutory Auditors in Office: 2
Total Number of Directors in Attendance: 9
Total Number of Statutory Auditors in Attendance: 1

Because Mr. David Deluca, Representative Director & Chairman was absent, Director Taro
Sakurada acted as Chairman and declared the Meeting opened as scheduled to discuss the following
matters:

First Agendum: Election of one Representative Director

This matter was proposed by the Chairman. In accordance with the vacancy by resignation of Mr.
David Deluca, a Representative Director, the Chairman put the matter before the Board.

After some discussion, the matter was resolved and the following person was elected as a
Representative Director.

Representative Director: Mr. Len Evington
The newly elected Representative Director readily expressed his acceptance of the position.
- LUFRH -
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Terms and Conditions

1. Shipment must be made on the TRADE TERMS as specified in P/O.

2. Seller warrants that the articles delivered hereunder shall conform with the specifications
furnished by purchaser, and will be of good material and workmanship and free from defects.
Such warranties shall survive inspection test and acceptance.

3. Delivery must be made on or by the time specified as "SHIPMENT TO BE MADE". If the goods
are not delivered on or by such specified time, buyer may cancel the order or any part thereof and
purchase elsewhere, charging the seller with any loss incurred as a result thereof.

4. Acceptance of and responsibility for goods shipped on this order begins only upon delivery in
good condition to the purchaser.

5. Prices listed on this P/O are presumed correct. If not, call us before shipment is made.

6. Purchaser reserves the right to return unwanted and/or unsatisfactory goods at any time without
prior notice.

7. No substitutions without prior approval.

8. Shipment of this order constitutes acceptance of the order and all conditions without reservation.
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1. HEERIBEBOMEIFHICEIETLINRIEESEN,

2. RFEBEFAZHOTHEASNIERIT. BABICEIYEFESNHEHRIESL, EERBEUVELLSH
Y, FERINGEWIEERIET %, BRRAFIBRERVZEIEETHLDET S,

3. HfIE“SHIPMENT TO BE MADE” &iE#EiEndH, BHLLE. FRZITHEESNRIFESE, B
MRS, FE ENETICHASWAISE . BABIRBRLLTES H1EFZRFTAEICFHERL.

LERETLLAZHDIMAEEE S ZLIYEL, B TEBATHIENTES,

4. AEIDTICHFEENAERICHTEREFERVEBIT. BABICHTHRIFLRETOEREITIRES.

5. AFEIELHDMBEIELLLDERMESNDS, BELGDHBAIL, HEAGSNBHHIIC é*ikL%?%)u&

6. BAZI. ROTDINHEFTHRLGERE. MG LELEROBHNEGRANT HEFEERT S,

7. FEIOEELG WHGLBLURLHFTEHRIE,

8. AFKIDHAII. BIRVINTOERHICHTIBRLGEZEEZEAT S,

R ARYFRH (—BREEIZABFHESNTUVENRRICRIT2E SIEI128) TOESIEIIZRNT. &
ABERIEOEAICARZTONINED—HITHY. BOT—ANEGEARLLG>TEYET . BHEICRITS
shall [X{E&E,H. shall not [FFEEZEH. TLT may (XABEERLET .

©2013 Business English Writing Academy



bk R AR REAIE Y T A%k (6)

3) B URRAFERZ BRG]
KD )PITHIELWIEEZTEALZREN,
1. EfEOF G EB LT T I,

Please inform us () your () of payment.

2. UHLIIHBEIEREL =L AL DHS 2R L afi> TRV ET,

We are interested () doing business () you to (extend) our market.

3. WFu s LAtkg # a2 T A FESUTEICHECET

We would appreciate ( ) () you would send us your catalog and price-list.

4. S REOETOSEMICRESRLET,

We agree toall () terms and () in your order.

5. ZOFEFHIZ, BT RALOERH BEUICHRESIL TV D Z I E TEW,
Please note that this information is ( ) without any ( ) in our part.
PR - R

1. Please inform us ( of ) your ( terms ) of payment.

2. We are interested (in ) doing business ( with ) you to (extend) our market.

3. We would appreciate (it ) (if ) you would send us your catalog and price-list.
4. We agree to all (the ) terms and ( conditions ) in your order.

5. Please note that this information is ( provided ) without any ( obligation ) in our part.
SLH O that this information is provided 7255 #)fiE% that we inform you CREENAE TELTZ&IFA ],

WDO( IYRNIZHET NI 7y hChaEED 1 FBETRALREN,
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1. This article is in good (d ).

BHUFIROEELING 2 BRI E L 7<FLE T

2. We wish to open an (a ) with the following company.

AL B EVRE <L ET

3. We would be (p ) if you would send us some samples.

A BMWEOEOERIIFETEIOREXTDO—D>TT,

4. The company you inquired about is one of the reliable (m ).

5. HHDORFOIIEIZBLE BFRFH OS2 W< O TR THITAULIENT T,

We would appreciate it if you would (i ) to us some companies interested in (s ) our products.

&

1. This article is in good ( demand ).

2. We wish to open an ( account ) with the following company.

3. We would be ( pleased ) if you would send us some samples.

4. The company you inquired about is one of the reliable ( manufacturers ).

5. We would appreciate it if you would ( introduce ) to us some companies interested in ( selling ) our
products.

T XA ML, Z0Off, Reading FERAEERIRE, BEE VR AER 2HEZRICAI L =S EREZE L T
BV ET,
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