
Text Sheet Email 
 ������
	�

 

1 
©Eighty One Japan GK.  All Rights Reserved 

 

E������! ����	��� 
 
=L9A²u!�¿�&©û7z� �4&
eOVQ!�	Øç7e��²u!.E
OVQ&?F7À� ��"�" .gp!�	 
��%�4.&'�ÆÕî&Îă.í+
 �+�	¦®ç�2Ą¦®ç*ą�&+

+á�$�Û¸
���3+�
�ô%Þ	"�57À� �4"" .gp!�ì

½!�	 
K@IA&OVQ'�Ïè7oā!b
�¿�&Ç�%Ç� ª�+�	µ+3£|

/Û¸'�º!�4&!�JBVT7W�Ü
5(�W×&�Ì/¦à7ª�13.

Êx%$3+�	 
_Y&Û¸7í+
 �mc½$�þ7Ô
 Á�OVQ7ª� ,+�0		 
REAT[Ë©%�EOVQ&·q7fĂ�54"�REATZ%·q7{é!�+�	
\r%d���EOVQ'�\r%ø�\u�%ó� ÿ���A>:MDPEG!ó
i� ÿ�1	%� Y��	 

 
�Ã½$xç"Û¸ć 

 
Email   Electric EmailĄý�úgą"�	�â!�
� 

’I will email you’ $#tâ&1	%e	�".�3+�	
¦®ç&�OVQ�4�%ð��Ü!�	 

Inbox   {iGR:ĄóiGR:' Outbox "Þ�+�ą 
Reply   ñ\ 
Return   ñi� 3ñ� 
Forward  ïó 
Delete�   qü 
Attached/attachment ·^ĄL8:Q$#&ą 
Download  C;TSVH 
Attention� �   �kĄTO:ą 
Re      °` (Regarding) 
Subject �   °`ĄRE:"~�ą 
Spam folder   ò�L<QCV�  

 



Text Sheet Email 
 ������
	�

 

2 
©Eighty One Japan GK.  All Rights Reserved 

 

n�½$��ć 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
���������	�
������������
����� 

 
 
 
 

�F ��������"
��! 

� 

FROM: Hitoshi Moritani 
TO: Keiko Tanaka 
Subject: Ą.��' RE:ą 

 
Hello Keiko,      
ĄL<VNQ�"�Dear Ms. Keiko Tanaka,� "$4ą 

 
I am writing to know your opinion.   
Ą�É&¢¡7l5��$4
�OVQ&¾½7ª�&
K@IA½!�	ą 

 
As we discussed yesterday, we need to make a decision.  
Ą®£7ª�ą 

 
By the way, we received a sample.   
Ą]%b
���"
�5(�v%ą 

 
I look forward to your reply.   
Ąµ+3£|&JBVT7����Ü
4"e���!�4ą 

 
Regards,ĄÒ-&£|'���&JBVT��ą 

Hitoshi Moritani 
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Please be advised that…  �F  
Please be aware that…   �F  

Please note that…   
We are pleased to announce…  

  
y¦�¥  Effective immediately…    
®¦^!  As of today     
�&"�6&\�%13 Due to recent events…    
��À&õ3  As you know…     
´�$�"!�
 We regret to announce…   

  
fĂ�4 
�#������ 

I am writing to request…  �F  
I would appreciate it if you could… �F  
I was wondering if you could…  �F  

I would like to know if…  
Do you think you could…? 
Would you please…?   
Could you please…?   
Can you please…?  

 
r�+!&ä7��Ñ�! 
�}�&õ3�  As per our discussion…   �F   

This is to confirm that…  
11¬13¦%�}�&õ3 As we discussed on November 13th  
¨¦&�ä%��  Regarding our conversation yesterday  
4¬4¦%»�X��õ3 As I said on April 4th    

�F ��������"
��! 

� 
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Please accept our apologies for… �F  
We would like to apologize for…  �F   
We sincerely apologize for…  �F   
I am deeply sorry for…   �F   

I’m sorry, but…   
  
�Å�7b
4 
�-!"	���+� 

Congratulations on your…   
Congratulations on being… 
I was pleased to hear about…  
I was happy to hear about… 

  
ÂæUjh7Ú	 
�&�-Âæ!�
 

Just a friendly reminder that…  �F   

Just a quick note to remind you about…  
Just a brief reminder that… 
Have you had a chance to…? (ù��$Þ�¤) 
Just checking on the status of… (ù��$jh) 

  
���� 
��À2�!�
 

We are sorry to inform you…   
We regret to inform you… 
We regret to announce… 

  
 

�F ��������"
��! 

� 
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Thank you for your prompt reply… �F   

Thanks for getting back to me so quickly…�  
 
åÍ$��È�3
"	���+� 

Thank you for the detailed response… �F  
�¼¶�3
"	���+� 

Thank you for your order of…   
  
{ĀÂæÖ�+�
 

This is to confirm that we have received…�  
OVQ7�3
"	���+� 

Thank you for your email…   
  
Ò-&ÞÙ 
�ë�
���+��2Æ+!�÷Ð���� 

Should you have any questions, please contact me. �F  
Should you have questions, please don’t hesitate to contact us. �F  

If you have any questions, please contact me.   
If you have any questions, please let me know.   
Feel free to contact us if you have any questions. 

 
�¹Ý(wsĆ±ß)�����3
"	���+� 

Thank you for your understanding.  �F  

Thank you for your cooperation.  
Thank you for your consideration.  �F  

 
�5ñi���� �3+� 

I look forward to your reply.  �F  
�F ��������"
��! 

� 
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ws%�ê�+�   I appreciate your help.   
�ñ\���� �3+�  I look forward to hearing from you… 
§­&�ñ\���� �3+�  I hope to hear from you soon.  
�©û�����3
"	���+� Thank you for your time.  
§­&�ñ\���� �+�  

Please contact me at your earliest convenience.� �F   

 
§­&�ñ\���� �+� 

Thank you in advance for your prompt reply. �F   

Please get back to me as soon as possible.  
 
��%Ç 4�"
�5(�÷Ð���� 

Let me know if I can be of assistance in any way. �F  

Let me know if there’s anything else I can do.   
Let me know if you need anything else on my end.  

 
�a�!�4&7³�,%� �+� 

I look forward to meeting with you… �F  

 I hope to see you soon…  
 
�r7ª�r&«�&¯�"(  

Warm regards,   �F  
Best regards,   �F  

Best,   
Regards,   
Thank you,   

 
 


