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LTEYZY,

Email is widely used as a convenient communication tool, even in business

settings.
There are basic rules for business emails, so let's start by learning those.

I hope that by completing this textbook, you will feel more confident and

comfortable writing Japanese business emails.

Please note, this text is intended for use by individuals with at least an N3
level of Japanese proficiency. As it includes some difficult vocabulary, an

English translation is also provided.
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The vocabulary included in this text is written language used in business

emails, so it may contain words that differ from those used in spoken language.
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{Good Points))

= You can contact the recipient at any time.
= You can send messages to multiple people simultaneously.

{Bad Points)

= You don't know when the recipient will read the message.
= There is a possibility of sending it to the wrong person.

For urgent matters, it is better to use the telephone instead of email.
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When using email, it is good to consider the following points.
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(DReply as Quickly as Possible

You should generally reply to emails within 24 hours. If your response takes

time, it's best to send a short message like the one below

"Thank you for your email. I will reply as soon as I review the content.

I apologize for the delay, and I appreciate your patience."
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@Write Clearly and Simply

Write your emails so they are easy for the recipient to view and read. If the
message is too long or difficult tfo read, there is a risk of the recipient

misunderstanding you.
Each line should have approximately 20 to 30 characters.
Keep paragraphs to around five lines.

Write in a list format.
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