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QRO F—T— o2 E 2 5,

(4) cCCE&BCCOfEVLSG

LAL=

) F:5) ES
SEE (From) &. Bk (To) ®Fids CC & BCC 2 EFiBnEL x5, CC &
BCC O & S H KD & B TF.

CC (Carbon Copy Dig)

From: %7 (A

cAZANDA—NVEBEAICHORTIELVE X2V T T,
cASAE, BEAPIE—2ZITWoTWARZ DD F5,

[FABHLY T Ubh e

ff% : subject e Fa ke F|[§ : procedure i3 =AM
o)

ﬁaa’a Texpect Ay of| Abstct ﬁ—'ﬂ— R :keyword (T J|9E
5 % g s b

{7 : sending Kk FE S5 fi& : abbreviation 172 ok
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BCC (Blind Carbon Copy D)
OfELA 1

From : 3)73:7’: ()‘—)DE‘;‘%Z:}\)

:%Aéﬂ(x—w%§HW6A) SR
Bec: BEA (A—ADIE—2BFMBN)

* BEANTE—ZHEoTWAHILZ, ASAICHLRI ZVEEITHENET,
*AZAR, BEAFIE—2RITPoTWAEI LA DY) THA,
A=VIiZ. BCC2MEoTWwAHZ LIZEE TR A,

OfELG 2

(A=N2%BN)
(A= NEZFMBN)

,B&A, CEA (R —ADIE—FBIMBN)

DALY

-t(ék@kkﬂbx—w%ﬁé%;\%%@&wk EPDADT FLARE L

Wi Jile, CO)M:L&TO

CASA BEA. CEAR. HADEDCENNC DA —LEZFH STV EH b
EE

 RXOBINC [0 A—VidBee THoTVET.] EEEI FVTLE S,
 COBORATY, Fik (To) BLELOT, HFDT FLAKLTHEET,

(5) FEFT7LIICDOVNT
Ex—wawoL;K%é774w%F%§774wj&wwiﬁomﬁ774w%%
BERZIRAD LD REESLETE.

- REVWT 7 ANEREDLLEIEZ, Bo TR E) D, ﬁ%mkﬁ?kﬁmb§b$50
HEOR Y FT—2 OFEIC L > Tl 7 74 VEZFISDIZ & T OISR £3,
CKEVTANEED L XL ERUTEDELES, 20846, HBEROT LT
%o 72139 YT,

DT 7 ANBEREI LRI DT 7 4 Vo725, FERXRTFAIUTTBD.

X=)LDARICEVEIFS DLWV TL & S,
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b Lo,
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Vst 5 OCEA VLI IZLEL L,

EONTERR

AIVEFMILE L] &FW

(6) BEEFICA—IVERDLTDEE
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- fe < E AT LR
- T 7 A ILEDIFIEL

VA —IUICE D
- BLEZ 3 DIFRL)

1R
E Subject: ZAICHIX

b

i % A
STEOHRH. AFEsDH Y 25D

F139 B MAPS DIy —NATF 12D TF
FOREPEIES N ko TLEoATT.

Frv M) 2 HE>THBOT,
A S ADIENRE B otb, Vol HFFEEEAD.
HEoTETIRBEL 52T T

Tldo

tet o S
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_WKFhH7T4WJ#%é%Ai ﬁ%wxwgg
A
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&Ll
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]
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575V LEIITEIEAD. HE o TETIESE
2D FThe TR
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%Qﬁﬁ : self-extraction By ArSoi A
: chart, graph & =
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5T xE
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% ok ~ %k %k % OO%

% %k ~ %k % % OO@%%

*k~%kk R

*x~%x%x OOK%E OO%HE

xx~%k k% OOHASHOOR OOk
$k~%kx  OOMT (Bit - ABEECHTES)
%~ % % % OO&A

% % OO%ME  (BmER] OHEWEE)
*~ %k % OODAEEA
* ~ % % AR EA

%35 Lh L»
7S =

| —]
Sender

sx~%%%  OOIEM FURLTBIZFOOLHLET, (IoTx—LEHT )
sx~%%%x OOLHLET, FIHTA-IEHTEE)
$x~%x%  OOFMLLTHY TFOOTTH

% % OODOOTY,
% % QO iR L Tws00TT,

%~ % % % 0Ty,
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l Greetings \

[FZ&8ULTEZDHNED]

ok TEELLTEYET

% % % BIER TS LewETh,

* 5 % WABBBELTL £ 5 2

% * EREREBHEFC LY, HYAES TECE L
fkx~%kkk VWOLBHFEICL-TEY T3, (HBEBOX—ILT)
% % BIEATT D

% % WADBEIT LTI D%

* % BALKD T

% %k FERIZBHEFEICEY T L7

%~ % % ZATHITo

* LR T

* ALSED |

[EEiRlDBLED] (EAHEX—ILTES)
@
% %k~ %k % % %ﬁ@%ﬁm&bibto
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kok~k ok k  NEEDY OEANHEICR D £ L7,
btz
sk H%ZIP < 73: ) 7}: ho

OE

ook ~ ok & & %uxﬁﬁf?ﬁi%i'é‘ho
wox~kkk EHTAEELE LWTTR,
* FEHEVA |

Ok

B ole ~— ok ok % ;ﬁ%wéﬁ'ﬁb:& DL
fk~kkx  HAERDE LA
# RO |

@ EX—VCESEANTEE® 25




s sk~ sk % % %(&Dibtmo
% %k~ %k % % éa‘%gﬁ@bibto
* HHENA,

[ TOA—ILTES BLIED]

% % % MOTA—NEEL LTEF.

% OORACT FLARBATOLELEE, SHELTHE) 23,
R MOTA—NVLET,

. OOXANST FLARHA TV E L7z,

%~ % % DHFELTo

GRED X— L TES HLED]

% % % A=N2WZE, HYPLHITEE L
* % A=Y AL H)TIET,

2 3¢ A—NER LT L7

% A=BHYHL I,

&5 ES

EEOER

Request for reply
o BEE T TR T
& kW BEEBRHELLTEY 3,
% % BEF775F B LAY 25
% % BEBNZF 5N LT,
% % BEEBRHFLLTVWET,
% BEH, FFoTET,
* WL E &,
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%% Tu\iﬁwtbiﬁo

. Lhax, A ik CHEoMITIL LTS,
A ¥32EH L BB LET,

%k FoTEEIE TSI ET,

o FBAVTELORELAICLTEY 9, (BEDRAFVAN)
% B A—MIZT, FlweLF L

i ok TR ST T,

ok LYAX, JHKTHREBALEIT,

* ok FEOAMTHEILLE TS

o IBLLBENLET,

% Tk,

& % TSR

o S A—-kLE T,

* % FRARZBDERERLAICLTVET, (BEDRIABLIAN)
* % BILATo (TNHSULIFSKRAENAN)

* B BooT, cREOF T RS,

* % B o TLEoTT AT %A,

% filrd ) L7zb, BEiELTIZE W,

* Lepa oo

* TR T (TNHSUIFSLRIFEVAN)

% 8l

* F2a8B) e (BEDRIFLIAN)

% Bl ZoTIDAR,
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(4) HAFEA O A

[Ew35b &<

(1) O—-3=FAH
BEXDQUSHiTE
da "Dka 88 "t Tna R Fma Wy Bina bwa
L ik U shi/si B chifti [T ni O hi &+ mi D ri Z wo
Du < ku Fsu Disutu Bnu Bhufu Emu Wyu B A nn
Aellgiike iibiise € fo Bne - A he i me nre
da Tk ®so & Ono Bhe HBmo Ly Do
Stgh T Cda Fba. i pa
a9 Ujm B d Ussoga
SN ¥ aw TDdu Biby #opu
(Fge Tze Tde ~Nbe X pe
=ge - T & do. Ebo Fpo
T kya UL shaspaBe chatya [ nya O hya &% mya D+ rya
T kyu L shuspBw cuty ICH nyu U hyu & myu Dip ryu
T& kyo L&k shosoB& choyo [C& nyo Uk hyo &k myo D& ryo
ETp gya Uv jazyaBe dya U bya U+ pya
T gyu U juizyuBw dyu U byu U pyu
F&ogro Uk joizyoB& dyo Uk byo U« pyo
€D {z%% ku ru ma wo 1ZA ho nn
EwIiLlwI kyu u shu u Lebk9) sha cho u / sha tyo u
IZNEW [o] &FJDEF
A
[o] DHEDOFE 2HITH F T,
€D U-><Y bikkuri Xo5T kitte Lwo>Hx9 shucchou

NIAhTF=EITDOEE
DORBET S CTHBA Y AFERL T, BE—EAT AT AL o> Tl EF,
BABMEFL L D10, AR— A= 2 L CH RS BR b T& $4,
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Z Dt DISRIELF

2T shelsye T je  FI chetye T4 thi T4 dhi
J7 fa T fi I fe T4 1o
7 va Ja vi J vu Jr ve g4 vo
&P 57— che-nn I F A — Ltk thit-
AT = ka fe T4l . yvailorinn

&V T7] T¢] [o] Tzl T4, $ERBThESGYE (UM

7 xa 4 xi T Xu I xe 7 Xo
Y7 tsuxa WA tsuxi WI tsuxe W tsuxo (VIFtuTHLLY)
Gl Ku-xe 2% kuxo ko toxu

&® s—74— pa-texi- (pa-thi-THIW)

E—2 7V mo-tsuxaruto =0 ik RO

(2) A—IVTEZIFLIF

A= L OUE PRI ILFAN L DBd ) 25 B D 5 HFIEA— VI
B2 EEA. BB, MBI Mor b 2108 LRIk -T Ll &
DRV ERHBEDT, EbRVWIIIZLELL I,

-¥Ehyh)T &P R

e «® . o T
- On¥F 51 JOMONE
- O—v#F @D 1. 0.1

-()DEDONF «@D W, H.
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(3) BXFICOVT

KHCHT A=V T, BAOSELOR-TVAZ L2220, s i)
B ZEABY FF, 2750, HLEOMEROU VAR TIHES LRI B0T, fib
B gt -

UL BLIGD (AA) AN (AeA) (2T s) (8
SEY
€D SHEZEL»o (T 7)

SELLBab .. o) GO (L) B<)S (TeD (T G
o = Sadan
@D TE7o7 VANV, BATTCAR R 5720 B ()

D (") (o) 6
@D Flva Yoy b3Bhboot (X

cHofe: (- ) (-0-)
b
@D L)L), Boridhhors, BEIENbeo7 (- -2
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FOOR M, ~ADARED bOL, BHONFICFABICRS bOH) T, &
BL0HAD. Vol (BTl [fihdhs) Ol ido 5 ) X, BEICARER-
TRBIZHFNEL LS. T BHEHLTINLEHCBRVFS 2 EbENEVE T IC

LS9,

Subject: AV EADEEA N —F4— 1217 & TRAD

EYREA TACHIE, |

35 L. Ly

58

T |

-2 3

BB 729y saAnsBRATTR ]

L3 B3 Hh

1 |

RS

TREEAA ¥ SADHER S —F 4 —HHBHZ) T,
EYASAD Vo L LITEEEAD |

Information source

B W

HEE 4150 (1) FH6ER 5
%ﬁ:ﬁ%@§®2%®3~%4yﬁw—A

L3 B3

=R

Ko 4 2B 5 A, kit %
Ho T ESvnktnT ey,

EEDES

W, FoTET. |

Request for reply

% 7
. oA $IU
Loy 72 |
=k =k =k =2k =
W e Wang@yab.ne.jp]
513 T = 5
ﬁ?’ﬁ ‘timeto spare E& (e BB : the date and time ~ BEAFNRTE] Xt} AlZE
B : ahead of time B&, B AXo| 0 : at any cost —E 2o, 5
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SF\DA—ILTES KB

BHRE R RIA
Expression of information source

s % QOBANDIBHo72OTTH, ~LDT LT,
% % FHTRLOTTA ~2I3TH,

k%  SHOZ2—RICEBE, ~EW)ZETE

% SR CHI T AT By ~ATEo Ty

s QOB ADEREE, ~bLWE,

Invitation

BAETHESEE. [OOTABTERVTTN.] Lo L &IFEEN? ] HEORBFENE A,
kxk OOTZAWRDBRTVLEF LI NLLBEVET,

$k % SEEHLSLIFUE OOSAbV o LenEEAdy

% % OO&ADL EITTD

% % OO3ABEOETLEE Y,

% % IPolbvao LrIZRIZITE TRAD

% % %Ub\oblbi%ﬁi]bibl .

% OOEAB VS L X To TRV ?
% O3, &5 7

* EhalbSERRTHESH ?
FAVDIRBODER

Request for reply

%% OHZ TICBERE VA EENTT,

% % BEREEBRFLLTEY T,

% sk OHZE TIZBERFEE LS,

e o CHE TS, %ﬁu/i%m%@é% {728

3 % KONE)TL2H, GBEPIZERK L T,
* s Ealb OHETEA=RLT,

* BHEFE->THIL

% OK7Zo7=6. #EHKEL T,
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1-1 EEstsd —5 —ici>

HRTZIIRFETY, El‘%},@ﬁgfﬁﬁbhé [RFEHE S S—T 4 — ] ITREZFT T,

You are a university student. Invite your friend to an international student party to be held at a restaurant in Seikyo.

DRSS

Subject: F¥HN—F 4 —'\0)
N—8hAs CAILHIX,

2R, By y— DITH TR ATEA,
mﬂﬁiﬁgﬁgfF%%ﬁﬂ—74~J#%é%5fTo
DFEfFLHER LEATTITE, U—SAbis L X ICITE AN

“B:BL% 2A21H (K) 18 1 00~20 : 00
[}

Bt - a2 o Rk

Z2&9Ew  Le)hritwn e

WA B TERREDL N4 =T, BB L.

e oI
e R e

L ey

&S F Ug>

I ORPEFOBRIEEEECUT. §igsE 1 FH172EbhbPIL<LEbED, . HICS

PEEEEEE. BT TR BREONEEENET .

@l:BEA—+5R. +—R-—-11E

% % REEDIZDDIS—F 4 — T, 2EIF500H T,
% RELZSAMB L. KELERTETHNES T,

g 2 el i Up3DE5 LN
%Tﬁi(z'hco op shop HEh A g Ry FTE : graduates ZlE =Y
?-ET*EL notice board BRI A2 zD:E membershlp fee &£ S| H|
i U&d Bt S
rEE—?ﬂ the date and time HEgfARTE  ZARRb AlZE ESREE | itemization AEE ==4HE =
LD DY g
KELPEE  astudenthall KFESIE Cf &fs] 2t
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1-2 rErxsESsRmicE>S

e L EA
BT AREFROFE T, FROERRKTH -7z [BEHPEE] IATE WO T, K
ErFFE T,

You are a student at a Japanese language school. Invite a friend to an explanatory meeting for higher education that you found out
about from the notice board at school.

%k
Subject: Kot Z~0iEL
I A
]) .—VC:\@_O
BR. BREERTH AT E. REOERAIC THHEAD DR
L | BBE2AE>Te Erozbwva Lk il ?

b
EIEH 11H10El(j:) 13 00~<1t)6 00
W")B 19

%P)? ﬁ}?\lllﬂ7>r 7A (ﬁ <) L
§Mﬁ¢ %%k%\%ai%ﬁ%‘ﬁxﬂﬁﬁki‘m

wéwé&ki®%%#%ﬁéb ﬁ %T%%&tw
12 Lw A, 7’:7‘:“6%*475‘%) H2ALLWE,

)
FFapESh 2=l ha? P olibabE T v L e 9

e 3

I BEPIEFEEDBRIETTHL . HBEAEORBICOVTHRENL DI D ESIC MMERNTE
%) [ERPE523] CEARCHALTHE>TLET,

LABIK :
L$ to go to higher education ~ F%

E!H% the date and time H B Fn e ja]

a

fcfe i freeof charge H#E FE

ﬂL— 2

Aot Alzk
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1-3 v—sLoxv—&E&EICES

S RBREOFEAG= 7»@%%1?0% I IWVTERARIZERBETAHDT, =7
VDA VIN—BEHBIZHFNET,

You are the president of a tennis club at university. Invite the members to this summer vacation’s training camp.

Subject: %; %%L’.ﬂé FHAD

AESA
ZALHIF, BEDOET S TY,

E%&b% 7W@Am%ﬁwi¢o

AR E A MLiL;O'

HIH : 7H28H~8HAH

=4 k;: ')O(L BMZHITA l_/i_s_’ L &A 2
%ﬁ: AhEE (BELiliofl)
2B/ .55H

Lin 59 REhhrE

& AT L IR BRE
EAWER B0 KR

LBEHE (5/20) ETIC /m T%M®ﬂ$%<téw
Tl

FoAY—I VIR kS S

15 HICBERTEE, ASvva (/) BESTENBDET. (Bl : 5H20H — 5/20)

Lw{
% BETIURTAI Y- MEBD ET
%% Sk F—TAE—FarFR FYFPRET.
w)ED ) L H
$ % SEORRIAAT Y bR VORERE T T

HioLnd = U &5

&T8 ! training camp gl == B : cost #H HE
5 585 Lw3TS5 £
ZBK : thehead ofaclub PR F& & :meetng £& M@
= Hh 2

HARS : a period of time HE o 7|2t
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B TIRFORERWEITHF T,

Invite a friend to a movie.

[ Subject: V¥ L X ICHWMIZIT %W ?

R STRER?
’{Z‘_ﬁ‘,@j—o

5'63@ SlaERIC |—3'\’/7 F T =k Rt ES T IEE R,
ﬁﬁkﬁfutﬁk\ 7EI F—LATADBREANS, FOMBEOF 7 v ]\%27&

ol slicana) 1]

i\th@{
VO, R L To
4+ttt
Sala Pokorska salap@t.gakuin.ac.jp

5 COXA—IUEETHELVAICESTVBDT. [Polk | | BEDL RIFEERENMEDNTL
*7,

ﬁb'(ﬁjil_ VIRR ﬁf”’&(&o%@of:/\/fo
¥  AERIC TL'F%LK% —_—thot/uf:o

<SR L Lphly

{BR : coincidence B A3 uit—"::'n_—\ film preview  {Bil&  AlAS]
R—LZFA :homestay &1 == Eo] Fﬁﬁ?‘% apply ki S=5tt
Pofz! : Yeah! KET OFMH i3 : win (aprize) Hik EtM =ct
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1-5 mArzfERiciEEss

b 7SO R E BA ORISR L 720 2 B T o IR 57
o AR E T,

You want to invite your colleague to your wedding. Ask your colleague if he/she will be able to come to the party before you send
an official invitation card.

& %

o CA LE L9 Zw

_Subject: FMAI THIH L720D T

e

HAZA

FLTY, CAKRBI,

§§ BHTH x> L BRLLE Lo FiZRh 10 HICKEIST 52 L1k ) £ L7
*%m%imaéﬁ%@ﬁiwﬁéhtwokf#o

e 2 A, %U#ﬁﬁk&ﬁbfwttéfwk Lo TWAATTA, WA
b

107115 H (H)11 o, B AT LY~ b TF. b L. SHAEDOL L3 TLE
5 IE%Z:JE{#JM:% D LzwEBSTwES,

bﬂ%hﬁ%bfkbi?o
&O%léb<£@wwaiTo

FAH-IUT

15 ZOX—)UiE. ERCHSHIHEFOHAERL TEHBRNTT. TOLSHBEE. B - 5

BEDBEROEHREXDOHRICANE L &5, BEEX(CTDIDETORVWEHIRICEDET,

E5b45

E]\E - Sangue Eft SE §E§§P< : schedule permits  BAT[E]  A|Zijom
Ez&uiaformal B EA %ﬁl!b@ : the minimum B = A5
B3R : invitation card B HEE 22  itemization HEE xZHM I
H0 : at any cost —% Hr|,=
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1-6 #homiz/—5 +—IciBfEs3

ELiD Hoch £ Lae pal L BABLL)

FOED) FEAMRBLE T HLIITREOHRFI R 12D T/H—T 1 —DFEHNIRE
L »

MY ENDNTZHITED 55

Your friend Lina will get married. You are in charge of the second party. Send invitation mails to the friends who are supposed to

come to the party.

* %k

2 CALE i€ L AW L) e

E Subject: YV F & ¥ 3 —@F’ﬁﬁﬂ RED THFF

IR Fah)
BB L AR VO REDYRITY,

SHLOEY, KA. VLYY BT LICE) E LI
IG5 7288, “REEFVET, A SAEDIBML R,
bﬁéﬁ:8H12E(H) 17.:.00:~19.2.80
L bBLFEVobr) B
vl H QX hayF -0 F
e HIZZH5TT, http//www.chizuchizu.co.jp
2%t 1 600011
krvnaﬁ§5‘035m9&mX
Loottx  otd ~hL 8
7 20 HEal Hﬂ)‘ﬁ?/mﬁ?@bﬂ$%ﬂ\i THEICEE

AT

%@%\_Akmﬁﬁ‘aA« %hxfwtﬁﬁhw¥m?¢o

L&>

EBEFHTHLETH. “RAEX—ILTHESITEEHDET,

EALL)

kkk f B“M@?’s 0 /\bt‘whbﬁﬂn BV, RBOAICHTER CESHFACESEER)
% % %nfi\éﬁk%wf%émé%bék L
% % AL S A bhoToENL FBey

‘:Lé’:ﬁhﬁh: ; a second party BR#ThESs 2%t §§L§.6<! add = w0 SiZo|ct
TEUOED : asyoualready know ARFTREIER  oMlE U2 YT FESEDEDEODL  We request the pleasure of your company
¥ atany cost —%E 2o, & FiFRTT UE HER
%CDI!% on that occasion FRBF s 1 3% DT : You are cordially invited to ~

— : one word T B Wik, Wikt N3mo=
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M3l | RIS L 5T A=V TLTH b DL, IAOEDIES 3900 b O
)3+, KELNEORAR, FHSo720, FHCEREH-70 LTBECLELE ),
A= LCBECETSE 513, HEIELOATL, B [CF - 24 #ARD%
LU vob E)ThRVE S LR ET, £ HEORNERET S L. BHE

VETBEMAEC S kb LETT,

Subject: CDZBE LTV ET FEANN

—

(ERYIEE

ES
Y

ZYRF A4 —FTF o

BRATT 7]

| Sender |

fans - =)
SHIE, BEHOVDPHoTA—NVLFE Lo

| BERCE
L

BELDRES

Opening of request

HEEL

& HowH R
Z DRl A IEEOH L\ CD % ‘I
HotTwbstEoTwE Lzl
TOHELVWDOT, WOTHVWTTIRLELTL f:“éu\04|

e SEVDTTY

Ending of request

s LS BEVLET, |

~A L
BRE, FoTwIT, |

— EREEDED

Request for reply

Loy E720

IYRAFA—F LA V]
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BEEL\D A — LTS RIEDH

SELOFIEE |
Opening of request

bt

%% FEiFZ BEVWLIVWIEFTHoTA—NVEELETE L
sk BILLOEZATRICAN, BEEDH) T

*%  SHIE BECLZVWIENHoTA—VLE LA,

& & OO Az, BEOVHEHLDTTI

% % B, BEWLEWIENHELDTTA

* EiZ, brok, BEOHEHLALFE -

BEVLDFRER
Request

$k % BRI TFR ~TOREIBOTLE S D
$ k% SHRBRCARTIUZ, ~TOREFROVTL &S P
%% MLIAGATIE ~TOREFEEAd.
xk  FRILAN, ~TOLLETEEAD,

$%  HLABEG D, ~TLESVERAD
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You are a university student, and want to read an article which was discussed during a seminar the other day. One of the students
said that he/she has a book which contains the article. Ask him/her if he/she can bring that book to make a photocopy.
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You want to see a movie, Sad Pianist, which you missed when it was on at the cinema. But your friend said that he/she has a video
of the movie. Ask him/her if you can borrow it.
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You saw a newspaper ad for a publisher that has many books that you are interested in. Ask the company if they can send you a list
of books.
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You are a university student, and a member of the association of architecture. You are looking for a hotel in Sendai in order to attend
the association’s meeting, but you cannot find a good one. Ask your friend who lives in Sendai to recommend you some hotels.
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You graduated from a Japanese language school in Tokyo, and went back to your country. As you are going to go to Tokyo to
attend your friend’s wedding, email your former Japanese teacher to say that you want to meet him/her.
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You are a foreign student living in Tokyo. You have decided to travel to Kansai area with a friend who will come to Japan during

the summer vacation. He/she said that he/she wants to stay at a Japanese house one time. Ask your friend in Osaka if you and your
friend can stay at his/her house for one night.
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You are a student at a Japanese language school, but you don’t have opportunity to speak Japanese there because there are many
students from the same country. On the website of the local ward you found a Japanese language classroom run by volunteers. Ask
them if you can observe a class to see the levels of the classes.
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You are a third-grade student of a university and have started job hunting. You have found a company looking for workers via their
website. Email them to send you some information about their company.
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You borrowed a video from your friend, and watched it with three classmates. Email that friend to say thank you.
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You are a foreign student. You are going to go back to your country soon. Your classmates held a farewell party for you last night,
so send them a thank you e-mail.
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You are a student at a Japanese language school and have passed the university entrance exam. Thank your acquaintance for giving
you a congratulatory present. -
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You are a student at a Japanese language school. You have applied for a Home Stay Program at your school, and stayed at a
Japanese family. Send the family an e-mail to say thank you.
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You went to Kanazawa on holiday last week, and exchanged addresses with a person you met. Since he/she sent you a photo, write
an e-mail saying thank you.
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Recently you have a problem that has been making you feel down. Your friend is worried about you, and he/she made a time to talk
with you. Though the problem is not solved yet, you feel much better now. Thank her/him by e-mail.
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You are a representative of an association of international students. You have invited a person from Asian Students Foundation as a
speaker for the next gathering, but the gathering will be postponed as you couldn't reserve a hall because of a miscommunication
with the hall. Apologize to the person and tell him/her about the postponement.
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You are a university student. You forgot to go to a meeting about the university festival with the members of your club after class,
even though you promised to go. After you get home, apologize to them by e-mail.
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You borrowed a program of a movie from your friend, but you forgot it on the train. Apologize to your friend.
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You are a graduate student and collect resources for your research. You asked a different university library to send you a photocopy

of documents, but forgot to tell them that you received them. As a librarian has emailed you about the documents, apologize for not
replying immediately.
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You are a foreign student from Korea. Your Japanese acquaintance asked you to teach him/her Korean at home during the summer

vacation. Decline his/her request because you are too busy.
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Your friend said, “Let’s go to see a movie either on Saturdays or Sundays in this month, as I bought tickets.” Tell him/her that you
cannot go as you don’t have free days this month.
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You are a foreign student from China. Your teacher asked you, “Will you serve as a interpreter on the factory tour because there are
some customers from China?” Decline this offer as you don’t feel confident.
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You are a foreign student. Your Japanese acquaintance asked you to attend a fashion show of national dress during the international
interchange festival. Tell him/her that you cannot attend as you already have plans for that day, and offer him/her that you can
introduce somebody else.
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You are taking lessons on American literature at university. The professor handed a list of books for a summer report, but it didn't
include your favorite author. Ask the professor if you can take up a work which is not included in the list.
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You have a presentation with other students next week at a university. Everybody decided what to bring for the presentation at the
last meeting, but you forgot to take notes. Ask the leader of the group what to bring.
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You are a freshman in the department of political science and economics. You have to take “Introduction to Politics” as it is a semi-
compulsory course, and are hesitating which professor’s lesson to take. Ask your senior how the lessons were last year.
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You are a student at Meisei university. On the November 3, there is a school festival at Chihaya University. A leaflet says that there
is a light music concert but it doesn’t say anything about the time. Ask the opening time to the festival committee.
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You watched an NNK TV program, “Power Up Today,” broadcasted on September 10. This program introduced a cram school that
teaches business know-how about restaurants. Ask NNK to get the name and address of the school.
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You are a member of “kotoba-no-kai.” Inform all members of the date, time and contents of the next meeting.
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You have moved last month. Inform your friend that you have moved.
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RUT e e At T FIFCy .
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Inform several of your friends and acquaintances that your e-mail address has changed.

[ Subject: 2—L7 FLAEHDIHISE ]
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The schedule of your trip has changed a bit. Inform your friends about the change.
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You are the treasurer of Association of International Students. Send an e-mail to new members to ask for the membership fee.
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You are on holiday now. Send your friend an e-mail about your trip.
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You are a student at a Japanese language school in Tokyo, and you got accepted to Meisei University. Inform your Japanese teacher
who taught you in your country about it.

*
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You have graduated from a university, and will go back to your country. Tell your acquaintance who has helped you out about it.

* %

E Subject: TEXTH VAL H TEVE L

AED

S

SA

M

lFUWFTTo%wﬁﬁﬁéi?#W##b e LT

éf\ﬂiAHﬁ%%§§z¥Lﬁl?5 LIz E L,
lf%ﬁ@nf7472%wﬁtfﬁﬁblok >TWwWET,

%%éﬂﬁ@%ifﬁ%ﬁﬁ&%mtoibto%wf@g4r@

L bhbhhol-t i, BUIHL TV TE T ) £ L
%&#ﬂht%&v%wbﬂwk%1<féw HORIZNDTD ol TF,
BT O THEATE I |

Tk, BRAT,

> BETBHSHERITHEL . SETHHECE T ENOBILEBVTVET,

X By FA E Pth
k k% BERDHo20H, FO—ERFBIIVSo LeoTL BBV, AEOBW LWEE
A
%WLiﬁo
fe®
% k@W&K@\%UNF%AK%T<ﬁémI ghsRelb Lt ot
e &y
ORF <R :robotics ~ HEHIFE =2EE Cl32 FBithonome  EESER X, EulS
\\;;73‘? : make the mostof ~ BXHFIE  ZEsiCH 75 0/8sich  BREE : dim sum B Al
ABZED : take days off &R 71 dict )b—X icruise  MRiEAR A==
0 : at any cost & iE g2, 5

sERGEe 87



8-4 i =s

€L R Y]

HRIEARTREREL L TRIML 23, AABEZR TV L ol Rt 20o &
Bei .

You have graduated from a Japanese university, and have started working. Tell your friend who went to the same Japanese language
school about it.
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You will get married this spring. Tell your friend who went back to his/her home country.
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%ué@wﬁ\%ﬁ?é:ku&bibto%%m5$ BRI ) B o 72 Mo
/7§/u%)fé’.%.'(é7§‘%) Lﬂi'@'/u?b‘ 2R T
ﬁi ‘U4%WE %@Aﬁf7nﬁ77 ZLTwE T,

SRR Z DL XD S T XA — FHHASK ST TE
VS EACEREREY T3,

ehTtid Tl

jap

> BIEEEREABADERHT % &=, BROABICOVTED S, ARPHELLICOVT
2L OHEETT .

% % &iﬂk OTX$ /#1 f BRAR—Y VLB TVE T,
gk 2ANEDT— A UHIFE T, Bl—EHLVYT— X/EﬁﬁofwiTo

L& Le)FAdiwL %

s WA %bfwf\ﬁﬂt®mﬁﬁ%w#%\iﬂ%l<&ﬂbfw

AHATZ,
BLHL F A S EbUE 5%
;Eg“"g{%llﬁ  life insurance S HEE MEES 5?3}1 : business X5 HY
LN T,
S8R : appearances MR 2|2 HE1d% gotowork EFF EIZSicCh

b&:ll?ivb‘ub\’

SEZERtt : stock company  EEANE S EE|A

€5 rise 89



8-6 sriscen
%&tmé\Bi@%ﬁfﬁmfwiﬁoBﬁ%%&fwotlﬁotﬁguﬁstm
A SEs X — LA L 5

You are working at a company in Japan. Email a friend who went to the same Japanese language school to tell him/her how you are
getting along.
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Your friend, Yuri, has turned 22 years old. Send her a birthday mail.
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Your friend passed an entrance exam for the Department of International Relations at Chihaya University, the university she most
wanted to go to. Send her a congratulatory mail.
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B 1755 TV H AR OB EAS B ITEE+ 20T, BHVOX—LEHLET,

Your junior at a Japanese language school which you went will graduate in March. Send him/her a congratulatory e-mail.

Subject: g%%ﬂ‘o’&bf“k 9

REBOHTED |

Vr o BSHRICR TS Ho b Fic 1R,
RIZHPFOOBLIHRD L7202, b HRE |
FER7ZF Lo <. TS I\Eﬁ%/w&: Lfﬁfkifafu\f:ino
BE LT DD o7 oF Lol LT WoTh HAICD 275,

Tl AADSOHLCEESRE L b DIz T+ 12 |

15 HEOSHERDIDIFDIDTEERE. HLOAPBELBVWAICES c&lcm20T. &
PHVKSICEEDIFEL &S, £EXE HAIEDELRR] [~BEFCHEDEUIcR] e

[FRALTT S

$%  BRIICEELT. WaAnahdOEHIoTTL 7R,

$5% R ARFA AR P BT, FE LS AT o T L 2R,

’ U362 ) 5 &F 5 ~
LRI 3 : enrich, be substantial 7L B4oict EET encourage  EiEN, B  Z2isich
e &

523 : recognize, admit AN AFSIEE  BICDIFD taquire  EiE Erotsict
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b7 OREE, BAOLAAMATE ) F Lo B0 X— L EHLET,

Your friend has found a job at a company he/she wanted to go. Email him/her to say congratulations.

B, BHTLEY |

L3 HAR DR AE I 2 01, FS LtAHO%%T%é&AT

SR HEH‘EW BRAHIATZ ) |

15 [BHTES| OTERREITEL. Xvt—IEMaEL &>,

Lijbwn

% FR ﬁi#éﬁb@% ket

* %k EEEEIZIRTEH&%(E@J%LI') EESTWABDT, WAWAEZ TLER N,
* EF?Z’)%‘?&‘*&‘% AR TE T Lo 724,

BI93 : satonesownbusiness I SSICH LMY makethebestol  BRBFIE  28sich 2%k olgsict
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You have received an invitation for a Weddmg party of your friend whom you haven’t seen for a while. Congratulate him/her, and
say that you will attend the wedding.
* sk

Subject: FMHHTE S |
RBAZA

e ivgy o5 s nl
A—=WRE LI labBnck g ]

LIS s Bo T b, il 5 ATT R,
THRECEEEBIBLEITSVET, bHLAAMELE T,

BHRFEEALATE R ?
B TE 08 TVAVAEZEIAETL RN |

Tl ABASADY 2574 V7 FUAREREL AL TV ET,

LA

15 ®EERVOEE(C, BEDNBLDOTES TRVLFENT EIEHRN OHEBDET .,
BN Nz IO Nz

BETT,

% % %%w§%%§wf<ﬁéwo
% 2ATHZHDET, BLOYFEZESTL &,

Fhif

ﬁ%‘?% ! invite Big, B =distct ﬁ appearance B#, ¥F =25
YIF4VTRUA © wedding dress 1§ e =aa ﬁ@;\%m bad lack ~ AREF =4 stct
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BT DR o ADEE N EBE T L DOTOTIT, SERELDT 7557
)T, HERCDOA—LVEHL FT,

You heard that your friend has safely given birth to a baby. It is her first baby and apparently a very healthy girl. Congratulate the

friend.
ko~ 3k %

[ Subject: D TE9H

hry) 2

B¥3A

DB e ADBEE. BOTED | TALKDTEED T

%@T@ﬁ%iﬁwfbt#?%muﬁkwom?
o BT SADTRERD, L oThhbd TEMAKDTIRET5TL £ A

FEL o bR B 0 Al b AV T L 81,

S &

5 HEULLZEDD TIELWVEFEDT E#ZXT. [BE5O0\ 5] E2VWTVET,

LA

kkkx TRBOBHEA, BOHTEIZTZTVIET,
$x% BESABEELOCZE. LHLBRVEL FIFET,
% TREHRD 2 ADBHAE, BODTLEI,

* HE, BoTE) |

$%  ZorOOSABTRAS  PbULdbeATL L SR,
% % %Kﬁ%0ﬁf?%f%%tﬂf<ﬁéwo

HETS gow MK AMmsic Z5O< [ getseted RETH oHetslct
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FHO B SOTRENL SO, BIEAOERRE BB AT,
BB\ EORENE THESOAEBTTH, BLWAICEA— VT 2 bS5
STEE Lz BLOAICHTHA T TORVASETELZ L 15, 2FEA—
R BP RN TIRIFH R 5\ XOBBSMDNE 25, 2R TRb SRV TH T
xyb%%iiblﬁo

Subject: %%ﬁ %

HWL&ED
| Greetings

BT ELChBTE ) S8V EF. -

BOLWIERSS) LTR LS5 T R
SR E LSS |

%%m%%ﬁﬁ%u&bibtoﬁﬁguﬁotbw

Rt _I
5455 L BRVLET, |

ey Z9x ]
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SEHDBNEDOTESRHDH

‘ New Year \

(BL&ED)
x4 2 LAhA
k~ck ok k  EEIE
o)
k~%kx%k HIFLTBOTE)ZTEVET,

% HIFFLTBHTEY,
* FEBDTE I,
(BT

%k~ % 3k % %%%Eé%“l%b(z‘o’i@gwtiﬂ‘o
Vo FAZH wo

% % % T—KORETBHHYLTBY T,

%* % = tH I LIS,

L& 585 &

==L {RNE (7 5 15 5~887 AC3IcHT)

Summer Greetings

(BLED)
)
k~kkk BRBRBVEHLETFET,
BTV
HD 3 FvgD
* %k SJICATEVE S, BERZARENS
x%  BRAFFICBEVTELDRELAICLTVRET,
A 04
¥ 7—I—OARTETEEEII D LS A ]

hh 583 &

FRREN REEE R e

Winter Greetings
(BLreED)
*~%kk FERFBREBVEHELLEFET,
COENep) :
$%  FEIPROHIEE TTH BERCREOTT,
x%  ABEETIARNES. SHE SR,

‘ Christmas ‘

s A=A A
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Bl AR ECTEDDE D A— LTI LT, ZOREE LA Lo b2, S4EL
FAC LR bEE T,

Send a new year’s e-mail to your friend. Write also about what you have done with the friend last year, or what you want to do this

year.

e

A A LA RA

 Subject: FHEEPIE

B3 g LTBHTE S SXn g4,

AR A BRI 2 ) F L7 2
EHOBHETEILE—NERRAT) LT, ETHE LT,

GEBRAATEIL X I

KEL LA L BB LT,

Yay e Ve—31v

I 1. BYORBEHTL BEocBa. ROFEOHFEDBNEDRFLEBA. TNE [8H] L
FT. ZOBA. 12 BFC [BHBOTHEOSVSDRELLET] LA5E2EHE
Rillapi=) #HL. EERFHULEBA. T, HEHSTILEDENFE S, ZOAIC
[FERR - EEA—IUFHLE L A

2. BHICFEREDS S5, [EFSREVELLTET] EVSEEEHULET.

= fak b

1;_'5<_7EFZ) ipassaway BT M| AbEEC) & : NewYears greeting 234 5t
L) o ke

$Eh : beinmourning  BRIEHAE AS
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LRERAT, ARV ET, ETOELECH BT, FHEICwS
KEBHEEAD X — VBT,

It is summer vacation now, and you are in Tokyo. It is muggy everyday recently. Send an e-mail with summer greetings to a friend
who is now in Hokkaido.

% 3k

ES 9

i Subject: i 75’5% FOHL BIFEg

bl & Z

HED AL T

ZHBRECHL ETE T,

%%&iz@%b%mﬁﬁ%fu\@}_i%
ZHHI3E 2 LSORPLREBELDTL &9 R

BB E £ —0%—7 VT HELVRBEEEE > T ET
ERABENTTI =2 VOGWHELDH Y, AALTT=ALELBTFETT,

%ﬁ?éh%%ok%@%@ﬁ%?ﬁ<ék?biimo
HRIZE 22T, BLVYWEKRAZBILTL &,

15 EREEVDOX—/UE. HEICEAXOBNEDICH [BHBEEVEL LTET] 20N
LECT., BHEEVE 7B 158~887HICHLET. 8 87 AXBERS REnEs
VL EFET] EVWSERICEZET,

i *; B7Zbw) @Glgﬁ%wﬁﬁigwfvj—ho
x%  104ER)ORET, SHHEDD S AKY T,

BEET

ﬁb%b\ muggy W ME Kol Ht B © chilly FRERSEy oA~ B}
f;g‘y Shinshu area =2 A ;‘;ﬁﬁ?b D afteranintervalof ~yeas  ~4ELISk  ~1ATtof

& - training camp gil - = J&E : heat wave i 29
BOECEA iplentyof  RE  CHEA EMolct  SAZED : gettired of il x| 2X| 2
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BT AR A THSBEY E2b % Lz, U HABERERIC B o TV REIC,
&pjlgHck

MHEZDPRTIZIVATADA—LEHRLET,

More than half a year has passed since you entered university. Send a Christmas message that includes a recent update to a friend
who went to the same Japanese language school.

SN

*
ubject: XY —27 YA A ! ‘1

b S Sl e G|

9ayy>@To%L$boﬁﬁ?

KECASTHES ) 9B, HAREE25 1T ORI T U DB o 71 b

&Li%hf%ibtoﬁ$ FERCRAEH 0o Lk HoZdlc, REASTH
ST E 5% o T LT THRETT,

Yo XK ADKEETEZ LS P NS S L X S,

Tl habhtn

15 URYZAA—ILTlE [FUZRIZABHTES ] EVWSHREFHEODT. [XU—SURTR] &
EXEYT, e, JURTARFEIERLEDT. BIUIC TKLBEESDZ <EEW] [&£W
BEE] LEBUEEEHBDET,

23
B3 : getusedto &  A=sHX|Ct
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AR E R L EEIRE b BT L HAERZOANCEIL T ER 70T, B
PUEBAOA—LEHLEF.

You have received a New Year’s card from your friend. As you didn’t send him/her a card, apologize and thank him/her.
k~ %k %k

Subject: Elfk’é';ﬂ%ﬁ) DAL TEE L

$ %ibtoko%%b#koo
_T%@ 1’)75‘%%)&7’\3 DI, JE( HoTlLEFoTITOHALRI Y,

ﬁb&bb»@vﬁ%%%%o’(')hb#otfﬁ'o B L WEEDR }\of_cl:')“C &
Mol ZWVRF 4+ ﬁ"é/\/i%%\ﬂuﬁuﬂz’)‘f’o &A&?b‘%il??b)h’(lﬂ%/u
Lot BvnId,

BRI IFIEOR AR - L T E T, ZLLTB 2 25T, Bkofh
Bl ERAIATo72) LT LSBT LTVET,

GED oL YRV TY R,
Tldo

LT

15 HENMBL BT EDBDUETFEAICSVEL &5,

o ok $ﬁﬁ%mtﬁw#ii§wﬁbﬁ%%£bhﬁf BB TRATL

Lxbe)

* % %#ﬁ%w%m%fmf\¢<Lﬂ$%mé&<f¢&i%Atho
%~ % % BHRIENTITDAL SV,

* I YA AN — FELNEDIGEFEIEL o TITDAR,

E!%% loutcome KR AT Eﬁg-:\ : graduate student  FFRE M
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NN uiﬁ%%i‘.é/\f@ﬂlk) o’CEI?)iV) 2572 o T v NI, I'jé?i%ﬂﬂ LR B e ol
Tk RRETEC S ENDHY £

ll'léjyﬁﬁbéakkN

HRTAIKREAT, %HA:/%LiLto%gfﬂb 72N K\%bfx—w%mLiTo

You are a university student, and went on a group blind date yesterday. Email the person you met for the first time on the date.

*
Subject: ¥ A TY ]
7:/ . "7])_

257V AT, HEH K Lo k.

el 1)—}:1%0)/\4 FLTWBECARECHLHEVOT. ol b L&,

%i KEOEEHICHEHD A Y N—TFKAEE L L) o THEHLTVT,

T Rt ket B oAl i

%%u%ﬁﬁit#—&%wj—w#\:®7vam<ﬁéwo

WA L&D

15 TIDTOA—IVEDT. HICER> e FE LT EORTHRICE>TORT EEZNTVET,

% EholkbAERETLES ?
% OBV LABEOS T 2 o Tohi ?
2F B
¥ BERKOR Vo TS o TWERb, SERBV LOHIATS ATk ?

D Leg

%j:'hy : group blind date  BxIX&x  0lE & : Japanesefood HE 4|
MY
B : drinking party i 3| Al
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L OB AE & 20T LR B DA% 15 2 £

Your friend, Jenny, introduced you Yuri last week. As Yuri likes watching movies like you do, you email to tell her about the movie
you have seen recently.
o~k 3k

[ Subject: TDHVWIEBZV LIz vy 7 ATY
whH A

Lridwn

BB = —SAPLRNALTEbo2Y v 7 ATT,

S1e

T4 — R Lo TR, TVRAEL BobooliT b,
E2 B
BB o7 ?

a:é?\ﬁﬁr7747-w—AxJ%ﬁ§Lto

swn = BAICA 1x7%

Wz Rz pbrok < HilEEEATLE
SR APATE L | CORT ES 0,

) A b VBT R HL7 BB T SN,

Esdn T2,

g A

5 X—LDPH EDERFPTVLSIC. BEVDEEEE->TVBTEICDVTENTVET,

% ok OO & AL TR 72 7200 T,
* OOH#s LT<htOOT¢O
* OO®%U%WT‘%EﬁotOOT?O

FAICh

L) (378
SBA :criminal  JEA, EIE  wol . EHBEEIEL : cannottake eyes off EREEEAA w2 Wit oot
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BRIEEAEATOE o BRTNRY 7 — B LTI &0 2 A le, HEICE
THhLA—IVEBRLET,

You are living in Tokyo. Email a person you met on a bus tour in Kyoto after you come back to Tokyo.

Subject: V) g —HTY

= Skl

;AOBiOR%®AZ/7 —=Tvis il a—805.

E5&19

ﬁ)ﬂb\-)ﬁ@f% i l/fso

ELHTTH

(ﬁ7k#“(?§io7"%§%7‘) YIFTURLELZ, EBIEAPASTVAEREL -
CehDYET, Lo bBh I s )2

W2 LA TRED PR BV LRI FE, LA L EA—LTY E,

Tl

Ja—*%h

NA 5< o &®x< TE

15 BOBDRIBEFEDT, LxEsBRERDELZ EEZB5H SEBMICEI TLET.

% % AL 1T,

* % Ref2H 5 L ZICTHOEFZ LS,
* GG RICTE AL T,

* T A—T B,

Eler = ap -~
hR5E : trip, the place you went for a trip i3z o{ S X| 8% ! Hakata (acity in Kyushu) 1%  3}7}E}
ELHBFT

#B7KZF  Kiyomizu temple (in Kyoto) EkE
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Rewnd L

f] U H A ?&@K e u_.\zO)j(% ICEBRTEERATLL: £DAI i?:’C%?EB
ii/v’éwé@f‘\ Jﬁbi LOA—NVZEED T,

Your friend at a Japanese language school has failed the entrance exam of the university which he/she really wanted to go. He/she is
depressed, so send an e-mail of encouragement.

*

B AED S b LB %ﬁtofmo%m&%%fﬁ§oo<ntiuto
“C?l)7'7/(°é/v0)%7]73:% ff@i‘ﬂ DO KEFEIC i“"?b‘o’(l/\éz‘:_ ’)Jio

LedH, FhA—IVT 51

¥ 4

5 BEHEBAALTNBDT. SHERICHDTECHEFO>TVET.

¥ AEIIREAMRC A2, RiEx o LRLRZL |
* HATVELRAT VT, moL;V% TH RV ?
¥ BRERSNEAN FARIEELERNT | OO AREN IS5 AP0, bo

EVWARREODDL X |
%‘E%E the first choice ~ HFE—&E  M1X| L —’%%%ﬁ i change of mood  #EulME 7|2 ©E
}2‘5;&3 get depressed  iHIT 7| &20| £X|gct :3\b1’l§> be dumped WA xto|ch
@Jﬁb encouragement 17 2| %7] attractiveness #®H of=
BYE : unexpected =Nz o|9| 9| fhto|
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12-1 xmciEE=fmundnte s

9 S8
BRI ED DI, [21 ﬁi‘faprmectj L) %‘EE DIBFELTVET, AR
VL) hifabEEd,
You are looking for a magazine, “21st Century Project” (Issue 3), for your research. Ask a book shop if they have a copy in stock.

% %

”?&mka:mlﬁﬁpmkal3%&bfiﬁ

AEh R F

M7y 2k v 7 — @*

% aeRLELES,

T2k r211ﬁffﬂpr01ectl @377&»? LTuis,

& @%V‘f;?’ﬁ'n i%b\f'@_o
l5L<£@WWfLiTo

A Ry o
e-mail: oh-y@kjh.ne.jp

5 SHICHULTVBDT, 585k} [~ TR, [~fh] EHoTOET,

%% ZH51228cm ORMH A= — A —13d ) T T
%% HHTBRDOTA 22— AREY Ho TV ES

ELe Bw)Z il w
% % B THEY 7 MEAFTESLTLLE O D%
(kBEEY) 2 MIAR=VIZH D T5,)
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D RRA =TI P CREE LI LEBSHOE S TFRE AN O THRY 2R
EE9,

You had ordered a book online, but cancel your order as you have obtained the book elsewhere.

[swmmﬁﬁm%thw j]

BAb®)

FA4N - Ky b3
JAVARB] 2 LCwly v EHLEF,

5H315 &iLf—ﬂAVA%MJTﬁ%*
%@u%@ﬁ%fkif%ib%@f Sy v TcE T
EJC%%T &, A236-98751 C9

FREEAD, LHLBHCLET.

LA T =IEN—]
BEEES 1 090-3666-99xx

> BYNNEND. BENESHE. BCESENG>TENEF v EILT2EER. [FrUt
WUET] EVSERNMERET. LHL. BOOBRETF+ VLT d88RE [FroellT
2FTH| EFRBIEREDIESHEGTT .

% %k ey LTbibsLTL 290
% % Xy RNV LEVOTTA, XALWTL X 9 D%
% MOMWLTEETA

s T

BSiETS © brief faiany  ZHAsh IEIx : reply [EIE =
8 : stock EfF P ek Hib?&j deal ZE oot
EEEE Messrs. =] H= a*:l: your company (honorific language)  FX /A&l AL

fE04L © your company (honorific language) ~ SRAE FA EPE‘J7 I : secondhand software ~ ZFEEN FL AZE
12-2

Fﬁi%;g i explanation  f#iR, @B Sid E‘EE slip-up oEE, "k 22

AFT S :obtain  B5F, £EF Yot ol ot ]Et)JU appropriate  EXH, AEM  HES S
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HRZBZAY b av BV TTTFIINAATERECE LA, 28H725 TH R
%éhi'&/\/o %‘lﬁ@} —)I/%H:ll Lij—o
You bought a digital camera by internet shopping, but they haven’t sent the camera even after two weeks. Make a complaint about this.

*

Subject: mPA % 71. % E&

BAbe)
ABC Fv baxffjir

TS YA :r‘xxkiﬁﬁl,ifro

LI DAIEATSH
SHSHIC, 25 50k— A«—yfr/y»wx7<ﬁm%v zmqw)ggi

witLx Ling, za)aﬁaﬁn':%of_ WKELEBETHA, TSHEALLZVOT, KERS
TWEF

L5
LI B TR DPANTRET E T4
N E 513 B-589-1234 T3,

AL fan
TEREZEIALIBHEHVLET,

o7 Tk Vet ST
fgomes@bridge.daigaku.ac.jp

I BRBACEDZSEEESEE. VWD) [£CT) (A%l BorheaicEzzd. 20U

T, JU—LORBEGZICHHAL. BRICEYDEREEITT. BRESPIVESLE
FICECKSICLEL &S,

$ % WORLESNGHFTHERC R,
$%  TEBEFRESTIEE,
$x  LOLBINRABE SR 2R,

BUVES i i
BOiX : delivery BRE, X 2 ?E’E'C Cbriefly R 2+
< L3 S :
ﬁﬁ i complaint =R =4 B ! request  EK Qaof

i’
{ElR : Messrs. AN A=
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You bought coffee cups by internet shopping, but the color of the cups they have sent are different from what you saw on the
Internet. Tell them that you want to return the cups.

* %k

Subject: Jﬁvéﬁ 72V DTEH

b))

5 o it

%I
X
o
\’

(1

£H, FHL5DF—LR—VTa—b—Hhv & ﬁ :Ei-ﬁkaﬁbi?o

B2k LI BAEATH

nﬂn% (:r e—h v, ﬁnn§ﬁ369 8553b. ”"ﬁﬁ‘ﬁabc 36- 9999) 7bx

Y3215 L BHGGLET.

D7 A
mila@aaa.bbb.ne.jp

e

5 BYERRLEDZRUED LIEWEER. €5 LTESR GH) MBEHon] &WSEH
ElEo=bBHLEL &5,

% % EMRH TR EwERWET,
w%  ROBEZCIETET A
x%  MHPAZERBL TV T T

55 LAEAIEN Py =505 b )

iE{EﬁE?E linternet shopping  ERE, M LfHE  S4 Eof EE&?’Z) purchase X Felsict
AT - 4 A

ﬂnn?’% return goods R bhEsict, 22/t ¥IE : procedure G =A

BhBS T3h\
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FEEOA—L, TEBETHL, DAY R CEC T EARGTT MDD &
b%b&(fTUl7~\Z£&V%# A TWRPAREAL TABEYEL 29,
7V—A®x~wu\mimﬁwazé%éﬁﬁﬁf@&<\%&dﬁ%tfﬁLwa

& Fev &b £ =
W) BEEWEZIMZEL X 9,

13-1 Eomunédn

L3772 TE 8
%&tdﬁ%kﬁ%%ﬁ@ﬁ@%jffwiﬁo$?W%%%Téﬁﬂ\%Eﬁ%wfw
2HED AEGEDEE T

You are planning to go to Kyoto with your friend. Before booking, ask the hotel if there are any rooms free.

L Subject: 0 b ]

o
e e s
Lo i <AhB Abo)

AR

(1)6H22 El(/\)ﬁ‘%24El(El)i’C0)2(El“C/4’ v DL i"“lﬂ“(b\iﬁ‘?b‘

ﬁA2%T%W\<6L&Uiﬁ%%

ZOT FLACBER S LB £F.
olga-n@yohaa.co.jp

G g RNa

I BAOBLEDLETIE. BICE. BH. MET2HDENC. BEOEZEEFNICEEEL L5,
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% YUZLOWEE? BE. OHOH»LOHETHITE T3
%  OHOHICLIALAVOTER. M TN —Addh) E57
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ok 3B, T AT LTl wEE e T
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You are an organizer for a ski club’s training camp. You have decided to stay at a cottage-style hotel which you found on the
Internet. Make a reservation by e-mail.

%k sk

Subject: FHI% BBV LE T

BAbe)

Ry gy E—F A

K52 BRI EH )AL S TE0E Lz,
Fih BECLET,

HE 2 H10H () ~14H (1) 4 1
AN 104 @wf/5%5>
== mawﬁﬁifﬁffo%kizﬁﬁéfkﬁwbi?

LY s A= kv FEIASBEGLET. 4 LGB T EM L2
wawﬂ%i\ﬁsﬁgék&biﬁo

AL BHREMAELTT,

5 BHOTNETBES. BENRENESHEEEET, FOWMIBICEHNBEIIESH
LY E L&D

xx 2RAET, ?ﬁi%mm@rz% —xby b 2BEVLET.
vaéml,m

% % A g o %Wiﬁ«%h&wwr ERDBDIZLTLZE W,

Hialed

o

ﬁ,’? X training camp il el %L%z; : not necessary TEm =sZ
B2ZE ! organizer TFEB ZEAL 28132 : with two meals vk ZEA S
ARY¥Y3Y :acottage-style hotel I HHRIE  HM IJ‘J@JDZ#— skisforrental HFABE BEAT|
&> %< :soon, immediately  IL%l ZA|, IR} LE;;;'C later i = Zo}
WA 2 : twin room XA =2 R religion R=H Zu

114 @ [TIEX—/LO3Zf




13-3 s#0za
B 77213 Y 7 — EFHILE Lo HEOBACTHBEEZ 2T TR 6R LAY £
Lize WATAMICET 2 BV LT,

You have booked a tour to Okinawa, but you have to change the date for business reasons. Ask the travel agency if you can make a
change.

%k %k

_Subject: Eﬁfﬁﬁﬁo)b@“

LAte L TA

NTB#fa )5

Y 3 ¥ 3F

EANY T —4#R Rk

%ﬁﬁﬁw7—%%%utsla—f¢o
AL ) ABAZE LTS, METL LI D

%5 Goes % NAL [## 7Y —251 3 H]
?ﬁﬁv 875348

A$: 34

%%"Jlggafri: 7THI18H{H)~—20H 6K
EHAEAR  7TH24H () ~26H(A)

BEEZBELLTVET, £5 L BECGZLEF,

it e S

15 EARSHROEETREVDT. ZEURVERES U SHT 208150 FA. LH L.
[EELET] ® [EELEVNEBVNET] BETREL., [TEETLESD] EVSBEROEIC
LT. TOWRWCARREGITUET.

% Sh0bS1LEMTE T+
%% SOMCTHLARZ LIA, AHBICEETE 247,
$ % [FRORIHEETREICE L SRE T

TS ' D e i
Z& : change rE A i:E_Z!‘I]g;Z) : add B Z7tstct
YT — < tour T Fol F{&(E : afternoon flight ~ THFPEHl 2=H
ol
= e

[EoTLY =
HiZ : schedule HE
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You have planned and booked a Japanese-style spa hotel for your family who will visit you in Japan. But your family cannot come

to Japan, because one member can’t make time. Cancel the reservation at the hotel.

Lol @

_Subject: iHEF ¥ YNV LET

}
o*
s
Se

M LodiE a3

el

B AR ﬁffﬁ
\/‘OL;f( & %<

KH2ITHICAHZTILBOTHE LED SV V1Y,

HLRDH ) 20AS, REOHFIC L W IFERIET 52 8 1choTLEVE L2
BHTF Y VL SIHTLER N,
v VRVBEADB LI TLED, BHHE S,

3 - BA D HIUSAE STV & T4
L3215 L BRVLELET,

B as e yaber

&

*

15 EANGHRDOE v VeIl TREDTEAD. HECERDIIHNB EHDT. [HURSOE
BAD] EBLTVET,

% % AR TT2, v v BHEI»D2 520 TL & 9 2%
% % SHEIZDOTH: ¥ Y IVEDRH» D5 EBNT T, W HIZRD TThy
% FrrEABHIEO LS BT HOFEIVTL LD A

L &< e S e : ;
B8 : lodging 35 S IREE : Japanese-style hotel MelE, MeE  ofz
?‘:-I-\';“Jt’)b : cancel BYH Zis :ﬂt  cdnndiianen ok =x|
5L i

KHY :cometoJapan KHAEA LS LESCE 1% : circumstances &5 AFE

116 @ [DIEX—/LD3Zf]




13-5 y—rzionconsL—1i

&&tm$?wmﬁibibtﬁ‘%$<#%ﬂfi$ﬁ%iott 120 EEREEA
L7 70 FTLENE LA o ThbBimi s L—ADX—LEHL T,

You stayed at a hotel the other day, but you couldn’t sleep well because of the construction going on from early in the morning. You
told at the front desk, but email to the general manager to make a complaint.

% sk

Subject: ‘H“—E‘ZKODYCO).‘B%L)

J’.T_lii

BiEY T 4 kT

%7 I, FWICAS F

SauN

Lol

]OHNB’EﬁTW ﬁﬂttk/k$LiTo

+lvﬁzvb@k% WL EIF20 T8, i 11HOHH 7RI A \%Em
TCHOBEBTCTENIET 572720 ;‘t;éhfbimibt01$®#i$m

b:b#o TdeC el Bhaar g ?1"]0)]3“0_ :l'o%[!l’o*th\tth‘é L hpo

SBIFTEELZEVET LI BELET,

l

Pb. SHE X BEVE T,

&
b
w

11

o

15 NBIGILU—LTID, BEECBENEVNSEICLT. RENREDTRENESICLTVET,

I Four

* % BHONOREENE ?%@& BrELE L

* %k W%%m)@@ﬁrw®%mtotwk\%w BOGRE U OORF
wuﬁi©t<f:®77—K§MLt@@\ﬁ%ﬁo#bbibto

QI{—L\ complaint i, AF 2 é%:’i: beforehand =a10, & AbEol, HA
IE construction IiE SAL ~g)|§‘ i onthe occasionof ~  ~EH{E ~m, 42
20 b~ front desk e HEEIE E% : one word — A& shojg]
¥8ZECA : general manager BEE  BX[HiQl  EEE : attitude BE Bl =

éﬂﬁ')b : your hotel (honorific language) =EE @ HIE 7?"]'%’?93‘73 ! unpleasant ThRey 235
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You are a fourth-grade student, and want to go to a graduate school. Ask the professor of your seminar to write a recommendation letter.

* %k

Subject: HEBIRZ BEVTEHRVWTLE D B

RS E

AEGEN

Y N AT
BICLWE 2 BH 0w LEF. BEVAH>TA—VLE LT

%i ﬂéﬂ‘: ﬁ%&n%x%ﬁbi? EHoTWEDTYER, TDLDITIIREDTAE
@%ﬁ%&#ﬁ%tkwoptz‘»b#biw_o CoCC i iﬁ'ﬁi CHEBEREE

& L TEJAZE) &ED

$ T@W%MEL%@ﬁﬁﬁikowTﬂnbfwi?# ﬁ%%@@é%ﬁ%
Eé%f ME&k ﬁ®ﬁﬁ owfwmn%blok%xfwiTo%wtb
umikiﬁ%hw%*%émw %LL&twk lS>TWET,

%g%u%ﬁ%&vmﬁ%&@fﬁﬁ\%L%wfwtﬁﬁéi%@btg\%b
P
WEHZ o TRAEDOHEREAS P E T,

118 ® [TIEX—/LD3zH




BEEBHLLTEY 2T, £ 215 L BEVGLE LT,

TRV TE o

5 EEICHEBRERET SR, BEEREcc S mBIcEh52 &S ICEDICBEVLLE
T, HERSGHERERS. V\OECILRBEHEONENESTEEEL &S,

$ ok k COMAEICHEERE B LV EBoTHBY) 5,
$%  ECHIUTEEIHERE BT X DT,

5 &

;ng‘btn b : exchange of communication 3% i =aElE B!E[%J} ! the look of a street 718 o 2E4
?;%;E;:Ié : letter of recommendation #EFEH FHE %ﬁﬂ : landscape =W Za
i%%% : buildings BHy s B : ahead of time BA Bk x|
B ! meaning =94 gje| 0 : atany cost = 2o, &5
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You are the third-grade student of a university, and want to get a scholarship. Ask for a recommendation letter to your professor.

* %

Subject: HEESTRZ BB LIV THAs

ER=v)
U5 e
??w-7N4vyfTo
EEBEEHSTA—VLT LT,

7o 72 & RASWEA L; AN
REOEHHTE S MI@ $E®%%#%9¢<%ibiﬁo%$ $ T?WA4
b#f%&wwfmﬁbﬁwwa# %%&#M%t%ofﬁo
f%ng\%EE%E&%%wtht%twwfﬁﬁ\b@wf%&wftlﬁﬁo
INEDREDEI DX, RALISHZEZES T,

b LB X BTV L) TLE by B OIRE~ER 25T ddv 24,
BIELWEC s B LIRS Y 20AD, £33 215 L BEGGLET,

FEL - TRL Y

IS EEICHEBRERET DL, BHICBEVLET., BERDIELSERE. VOETICUE
BODENESTEEEL &5, LWOBHULELTVREEICA—ILEHTES S, NEST
TORVEET EIEEBOET,

LeShi<EA ED3h

%ﬁ%ﬁi}vscholarship R¥E el Zﬁﬁ : graduation thesis &Ml iE3L £ =2
Egﬁg. : foundation memorial for ~ £ ERE 7|9 At Fﬁ%?‘% apply 8 2 gstet
é'gb%mélz scholarship student A= 3 A5k ﬁ@bﬁﬂb SaSdiine it opzt
S5 1 recruitment 55 =23 B% :aheadoftime B, B Amo|
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You are a student of a Japanese language school. You want to take the entrance examination of Meisei university, so ask the
administration office to send you an exam guide.

% ok~ %k %k 3k

Ve NS

PERS DS, Yo {77V ERLET,

%ﬁﬁ@l%ﬁ%@%@kﬁ%m%wftst<“%?wtbibto

M)

uTmﬁ%iT%ﬁwattHniﬁwfﬁo

Lok & L wi #
T199-00xx W EHRDH U5 O 1-2-3-405
P a@ e

EBLLBEVWZLET,

> 2EeENEX--THSS5EEE. BERBEAENTICEEET, £, TR—LBLoL&
[CEBVTBVRESHEYTT. AFMOLTESIITEPTLLELLS,

f ok NEEEABEDCEXOET LS. BEGEL T,
£ % EERENORMEBEGVELET,
* sk AFERZNEZBREY)WLRZITTEEAD

5 L #b o
i,ﬁaﬁ administration office ~ AFERXEL LAl ji_l[;\ . happy ES Chal 5
ﬁh‘ sending Rix, FE S5 /8B : public advertisement  AFEHE S
ﬁl!EF Messrs. UNE] HE
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You are working at a company after graduating from a university, but have decided to take the entrance exam for a graduate school.
Make inquiries at the student office of your university about the procedure of getting a graduation certificate.

k%

DRIFIZONWT

FnEWHs » ZOELy IAZH 1)
2mm$3ﬁﬁﬁ%$ﬂ%$%bt%47%-x%z(%E%%:Emmmw)k$
b

REFEBEARDT29D1Z iﬂw)ﬁ@% Eﬁﬂiﬁ‘dé %bd& bl BEdd &?ﬁ%% zL

ROFITLTW2RET 50, BAILEL I,

I5 L BB LET,

Ta v 2R b

15 HEAZAOHVEDEICE. REFEesaRESrEcsleS, [FE] W50, H2
HHREZ4 BHSROEDI BETOD. 1 EHOTETT (REZlE (2004 EE] (3.
2004 F4 B 52005 FE3 BFETOCETY),

Leidsk & A

% % R"Ee @fi\%@f_&bkﬁ%uﬁ%iﬁ‘ﬂ E&@“( BT FRE R EZ TLZ 3,

Leglil

% % MR 50T, %%ﬁl&y EHHiO))\?ﬁ&E%::b%D R &,
% % KEEBEAZETFhe & @f:bb:)ﬂi#ﬁéﬂﬂ%%%‘ﬁ LowkhkiZd-wotth. 53

W T,
L&3HLIL & t = FLhiC L 2
nEEEE : certificate  JERFH  SHA] fE2F : to be at school TEF X =t
EDES H T
%h' issue BT ghsl ZZZERIAH : prospect for graduation  EEMLTiE SN
¥F* procedure  F4E EaE
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You are a fourth-grade student of a university, and are thinking of entering Professor Koyama’s laboratory at Seinan University.

Tell him that you hope to enter his lab. RSP

Subject: ri\ﬁj%éis@ﬂf %E%%O)’\’ i EI;' LEd

T A

@ﬁﬁ%ﬁ%%
/N RTEAE

wm L

FER» S DEEEDY - /1@%/&$Li?o%Eﬁ%liﬁ®4ﬁifﬁo
ZH5DMEEDF— AA—V%ET %%ﬁ% A= Vs TWEET L1,

AV ZOBHA BATORLEE

ﬂiﬁﬁ i Taﬁﬁﬁmomfﬁ%bfwiﬁﬁ‘%%éﬁﬁ%%u%&

e ﬁ@%kfﬁn%btmkﬁﬁbfwiﬁof%ni F% RHRHESET

W2 R O TY D5 T%fbxo#o

BELWES BY I EEAD, BEEEBRELLTHEY 3,
k?%l%b(k@WLiTo

Sy i P

5 BETIAZEOWREDREIC A—ILERTIESR. SESPLTVBTE, FELEVWTE
wERCEEEL &5,

* * OO%EWW%ET%QE%%%ﬁ%%MnLtwkEof&@iTo
& L iFunrl
* % %mﬁméﬁﬁﬁétwu‘QO%ik_%ﬁwttgtwa%xfbbiio
LiildH
ok OONA BB o TW &, BT 2T T ORI A E S 720 b 7

LTBh

L > 5 DA

fg?% : wish, desire HE x| etstet fﬂéﬂ;l: : briefly fEliE i 2+ HA|
= hope FE 5 Ei‘% : acquisition 2o &=
:E;::;-E:ﬁ%%@ ! voice analysis EES =4 iy I?.Enwmeory e ol
S0 ¢ voice recogniion  EEIZAI  S4 o4 EEE%‘I;E city planning #Mmitxl  ZAL A=
~DH & : under =~ ~olef FRLZ : information engineering  [ERLE FEI
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DAND X — )i, WOLIGﬁ$%LTﬁL<&ot% T%ﬁﬂ&& 2EVET,

Subject : Pibisio hot 171

3
%

iLEAGL e .
iﬁ%i‘ F=TN Y

ﬂﬂlﬁ =

AEE) R
S el s 71/%J

vob sl E o TEY FF, —
ERf SRS ERo =) bot, |

COEBH TR, TR EPHLA Y A=Y OB R ERE G LE L7
BICH s a7 ey TN BED L E LT, BETE D ¢ S0,

ThEIL

Tﬁ]i‘i@r‘vﬁﬁnnk L, ;.@J‘/‘f_f_bj’ﬂlf%b‘(@“o

Eev)
E)ZEBLBEVLET, |

sk

TN N

TEL:03-6933-11xx FAX:03-6933-22xx

e-mail: delilm@hirota.co.jp

JRHEBRR S FHIEE R —’

55

EYRAX- I ORES

Opening of business mail

| Sender |

I3k

A #
" Contents |

EV2ZA*=OTTY

Ending of business mail

IIII'II
| Signature |

pulET AL

RZICHITE © formal FsCEm  galmol ﬁ*i : my company (modest language) AnE  HA
K3Fh

FA{¥ : business ) 22U ﬁ/{]ii your company (honorific language) =27 A}
TEED x i 7

D% © appropriate & AY A5t %51 : consideration it a4E
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Opening of business mail

$%  wobBEEICE-TE) T

$%  BRELWEZAERGELEF.

*%  BPIELVEZABRNAD T3

$%  MOTIHSETWREE T,
Lo A

* % ZHROA—IVTEILVZ LT, (HTORED)

ttttt

) ¢ ik
* & BRENERT Yo GIADBRULLERID)

EJRAX—=IVOBITV

Ending of business mail

EEos\EOEER)

Cwkx SHEb, kaLSEREOIEE. BEVELEFET,

%o SHLd. IALLIBEVWLET,

*%  FPE SHEEIC

(KHET B EF)

x%  BIEREBMFLTHLIAGY TA. £5LBENLET
w5 BICLORRETTA, L5 L BERAGELET,

$%  PLETE. SREFC S,

(BB A—LICRNTESEEHT £ %)
% sk FTREBEHT T,
% % EDAX, BRFEFT,

(Z0ft. —HBHBEEIRZIX—ILT)

x%  LDAR ioscTRILVELET
X A= VDRI THERELNZL T

% % Tldak 5 L clslivane Ly,

Bpdlch L) 500

BIE : ariving atone'spost  _EAE el {&K#E : request FEIE  2|E
F&3Up<
HLED : greetings B, 5R QlAt HARTI D : lamsorrytotroubleyou. AFER HSTctet
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Your company imports and sells Korean clothes. Email your regular customer to introduce some new products.

Subject: HE T HM D = RN

b bEE

TT4v2IVFA Wi

wob Bl RSTEY 2.

DVBELRRLEPVL £

PEHERASHE DN T,

DN T iﬂ%ﬁ%ﬁﬂh‘@%p_a_t%_._&ﬁk:z;__b_;_u:o
HEDONATFIVH T — %¢P§Lt74/%/7fﬁo g
MR —AR—JICBEEZEBNLIL-OT, FOTEL R,

URL: http://www.meisei.co.jp

:%%wtﬁwng\%ﬁ@ﬁxuwoﬁésﬁgwttiﬁo
EqZLa LA BHVWELET,

---------- I
HERXSHT 1 -V XHEL 7 - F oV
TEL: 03-1111-33xx FAX:03-1111-66xx

e-mail: park-o@meisei.co.jp

5 WOBEE|IELTOVBHEEADX—ILTIE [WOBBHECHESTBOET] £LS3HLEDOH
KLEONET, PNCTHES T ENTE. TICHBOEICAND ETHEFIBERETT.,

% ALY, HEET ORYRoERILET FEIRil pow
*%  SHOMDIMOBRE, 53 TT ITRMZTTLEM, F Bk b

ol T L,
ﬁ%( * customer M e 7:( VFw T line-up fER glol ol
ﬁ(g‘ﬁaf : sales promotion HESH Assto 2t ?éﬁ?% place ’_é‘ H A et
RTE S - sell HE Thof shct, 2ot E.(Zaﬁ sample (=N vh
““*?bi my company (modest language) ~ AR/AF  H A} %ﬂ;\ingredients | AZ ME
AT : (goods) arrive bty e ststct HAEGK @ Southand Central America  HIEg3E S H0|
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Your company makes game software, and one of your customers wants to see a sample. Email him/her to make an appointment to visit.

* %k

A

_ Subject: [FFTY 775 T—2] OHF v INEROE

Léz’m

77v/71@7;70ﬁ o077 — /t$LiTo;@Firb7:/ P r
f;/(—zj LOU\“CQF%'LWV:?:%\ HYBLHTEFE LI

BRTIIN, YUV TNV ZEHEsTBIY 2w Lz2nwE BwnwE4,
6H1EG®2M\ZHUJ4 5B@®1ﬁ@o%\;%ﬁﬁgékgﬁﬁm
%DiTTL;o#o;Lﬁwttwnﬁﬁwfﬁo

SIS IS

WREHT 7Ly 7 27— LBRS
ZaTHa-aZy—7

Bih: 06-8879-12xx FAX: 06-8878-12xx

E-mail: foffed@aplex.com URL: http://www.aplex.com

15 BE @& BAED) [CEBX—ILTE. BHICHESTHREADBHDSESEEEEL &5,

% ggawﬁinHOHK)O BT LR TLE D
% % TEHEDIA LW HH%%?E?EL’CV#:?SH&‘T#O
% % SRETL S, KBEHUSNOFHIZVDOTE I D) 2T Fd,

o
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=
CgJE  this time X ol

R4 > b : appointment ey D H
T #¢ &> SRt =
BT : straight off  BREH =g clot

[ customer mE
H > F)URR : sample editon  #ES

Iz 1 2
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You are member of a project which is carried out by two companies in collaboration. Inform your partner that you will visit his/her
company tomorrow for the meeting as scheduled.

k%

Subject: WIH (15 H) % 312 9 s £ 5

PELEPVL 2 L&) L &) B
KR A A ) RS
IKLeFa g
[l es

vob Bl o THY 25

HEOY Y VI —T79,

HRWH b ERHR 70 Y = 7 N ofT s Ebeeta, B bam
EP3BTFREEBY IHICEY $5,

Y3215 1L BV LET,

A B HFDFALIEE L skt { ahZSH

T 228.00xx ) 1 IFLRGIE i 75 X 22 B 1-6-3
HE®RRSHE NLP 7oz b —¥—
Sl o XSy

e-mail: shankar-s@nlp.co.jp TEL&FAX: 045-895-33xx
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I MRLTHSBEN > TLRESR. FHETRHEICES—ERAETZEVVNTLES,

¥ : collaboration H#[E = it - your company (honorific language)  SRAF A
7EI JIQ I~ : project  IH nLeME ;.5%% : my company (modest language) ANFE HA
?rT‘S:th" meeting mEs  olg BIE : the day before ALk dd
5%’&!‘5 project section ~ ZAlER At 2
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You canceled a meeting with your business partner for your company’s reasons. You apologized on the phone, but also send an
e-mail to apologize and make an another appointment.

* 3k

Subject: B'F B ii nﬂﬁ DERATL

7)»341,%\7)?\4 L*
v 4 v ¥— 7 HRE
2 HoaF
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wob BlEIC S TEY T3,
BASHIFADY YA NV TT,

%@ﬁ%%bfwt%%éb%%:%%®ﬁwF?TW?#%ykWLTLiw\
KEBLFD Y THATL

SEELT, HOTHHADEOBHRE SETVRLEE LBV T,
KD SHEOVHEZ BHISEVET EEATL 29 2%

BEREBMILEFA, EI32L5 LBV LET,

HALHES 54 B E

g s B R

T 165-32xx  FRCHRHR AR 3-6-9
E-mail: rashid@tp6.mirai.co.jp

TEL: 03-6987-55xx FAX: 03-6987-44xx
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You are working for an event company. You had a meeting with your business partner about a presentation of a new car. On the
next day, email him/her to make sure the details of the last meeting.
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You are a member of a project team (the development of a new electric dictionary “TR-55"). Report the progress of the project to
the head of the project.
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You are in charge of an office job of Sales Section 1. Inform the members of the section about the information from the department

of general affairs.
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Your colleague is going to go back to his/her country. As he/she has informed you, you will email him/her to say goodbye.
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You are going to quit your company. Inform the business-related people you know.
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