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Subject line (1#4)

1. Salutation (#(%%)

2. Opening line (R¥IDEES)
3. Text(AXX)

4. Ending remarks (& D#KR$)
5. Closing (#1)

6. Signature (E4)

Bl) EEICEBRDTRAUbELED

P cawk@sensel.u-tokyo.acjp >
#£4 : Request for an appointment next Wednesday (Komame Komaba / ALESA Wed 4th)

Dear Prof. John Smith,
My name is Komame Komaba, and | am a student in your Monday 2nd period ALESA class.

| would like to make an appointment with you to discuss my paper.
Would it be possible to meet with you around noon next Wednesday, Nov 15th at your office (Bldg. 10, Room 103)7?
If you are not available then, | would appreciate it if you could let me know when would be convenient for you either on that day or Thursday.

Thank you for your consideration.
| look forward to hearing from you.

Sincerely,
Komame Komaba

(£IEEB D]

Subject line (%) ... — B TEHILAINEIENKYITT,
o IXICFEEOIEHIKDA. BF DAL SBENKETHNITIRER LER -BFRA
EXECERILTLES,
o i) ERREICDULNTEET=LV:"Question about assighnment for next Monday (Komame
Komaba / ALESA Mon 4th)”
o BEEICEHADTHRArEEYT=L):"Request for an appointment next Wednesday
(Komame Komaba / ALESA Mon 4th)”
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1.

Salutation (4 &%)
FHEDIHE Dear Prof. [Z)LF—1 OR SRR —L]

MO ITERRT DIEIZIE. Mr 45 Ms TIEAK, Professor #E A9 5&5I12LELLD
B tf:Dear Mr. [Z)Lr—L OR SRARR—L] £ Dear Mr. [ZRALR—L]
Z % :Dear Ms. [Z/)LF—Ls OR SALR—L], £1=I& Dear Ms. [SRAFR—L]

Opening line (¥ DKL)
BICEHEZELT . RECECHBNMDISIBOELLS,

BRIEOESHLOH)

Good morning / afternoon / evening.

I hope this email finds you well.

Your attention to this request is greatly appreciated.

My name is Komame Komaba, and | am a student in your ALESS Monday
2nd period class.

o | wanted to seek your advice regarding...

o O O O

Text(AX)

FEOEMZEITOIRICIEZ. EOBRDLBEDISIZHMLHEND D, HEIRBHEIZED
BEIERHLELLS BEEBEFRDARI)—2ayb ORF AV EITNASA M EFE ST
YERBMIZAMNYPTFTBHIET, T RAZI 2=y —avExBEET,

Flz. THRAVIEEDRIZIE. WO (BHOFER) - ECT(REDHARELE)ZREE
FTHELWNWTLES TREDHMEEIEVSEHDZE. BENESIGMELEDHRE
EBEWNLTWNSZELHYFET, "at your office (Bldg.10 Room.103)" i & LR &L T,
SOGFEEBbALENDDELEETY,

Ending remarks (&% D #£15)
AXREDA—INDRRIZEKKRONATIALLBENLETITTA ., RETLRKDOE
BREAHYET  UTOLIGRBOEELELZRATHELED,

Thank you.

Thank you for your consideration.

Thank you for your time.

Thank you for your patience and understanding.* & & ©EZI72EDEEVDRAEE-
fIHEIZkTLED

o | look forward to hearing from you soon. *ELVRIEZFL T HEEIZENTLED

O O O O

Closing ($£ 1)
BARZEDA—IILOFHRTHONSHE I1BEICHIZDEETT . UTUNHIESE
BRULSHYFETH., TEE2DOMNEHETLL,

o Sincerely,

o Bestregards,

Signature (&%)
BADARZEIILR—LTRELELLD,



