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Practical Examples for Japanese Business Emails
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Learn Business Email Words and Phrases!
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Email subject. Write it clearly to

explain what and when it is
about.
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Addressee. The information
about the recipient that is written
at the beginning of an email. The
way to write this information
varies depending on whether the
recipient is outside the company
or inside the company, and
whether the recipient is one
person or several people.
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Signature. The sender's
information at the end of an
email. Some companies have a
specific template.
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This is a common greeting used in emails to people
outside the company.
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This is the addressee used when
sending an email to many
people. It can be used to
address both people inside and
outside the company.

This is also a common greeting used in emails to
people inside the company. It can be used regardless
of the position of the recipient, such as subordinates,
colleagues, or superiors.
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CtEuT’ﬁg Having a question for someone, or needing advice from them.
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Schedule of the meeting

Sakura Co., Ltd. Sales Department Mr. Yamada
We appreciate your support.

I'm Mugi from Osakana Suisan.

Regarding the meeting dates for the new project, could you please let me know

several dates and times that are convenient for you?
Thank you in advance.
Osakana Suisan Mugi
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Information Providing information such as quotation, materials, and event
schedules.
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New project materials

Sakura Co., Ltd. Sales Department Mr. Yamada
We appreciate your support.

I'm Mugi from Osakana Suisan.

Thank you for your inquiry about Osakana Gift.
We have attached the product details.
Attached file:osakanagift.pdf

Thank you for your consideration.

Osakana Suisan Mugi
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Apology
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Sending it as soon as possible after discovering the problem.
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1 Request forfile replacement
2 Sakura Co., Ltd. Sales Department Mr. Yamada
3 We appreciate your support.
4 I'm Mugi from Osakana Suisan.
5 Therewasan errorinthe attachment | sent earlier.
6 lapologize forthe inconvenience, and | am resending the correct one.
7 Please discard the previous file and check the data attached to this email.
8 |appreciate your time and assistance despite your busy schedule.
9 Osakana Suisan Mugi
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Reminder Reminding other person when you want them to reply or act quickly
without seeming rude.
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1 [Confirmation] Regarding payment for Osakana Gift

2 Sakura Co., Ltd. General Affairs Department Mr. Tanaka

3 We appreciate your support.

4 Thisis Mugi from Osakana Suisan.

5 lam contacting you regarding the payment for our product Osakana Gift that you
purchased.

6 Wesentyouaninvoice on September 10th. | wonder if you have received it.

7 The payment deadline has passed, and as of today (October 15th), we have not been
able to confirm your payment.

8 Invoice details

9 Product: Osakana Gift

10 Amount: 100,000 yen

11

Payment deadline: September 30th

12 Transfer destination: Okane Bank, Tokyo Branch, Savings Account Number

13

123456789
We apologize for the inconvenience, but please check the status of your transfer and,
if you have not paid, please transfer the amount by October 20th.

14 We would appreciate it if you could contact us by email after you have made the

payment.

15 However, if there has been a misunderstanding and the payment has already been

completed, we apologize for the inconvenience.

16 Ikindly ask for your confirmation.
17 Osakana Suisan Mugi
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Reporting Letting the other person know how much progress has been made or
the job has been completed.
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Sakura Co., Ltd. quotation

Nakamura section manager

(Otsukaresamadesu.) This is Mugi.

I have completed the quotation for Sakura Co., Ltd. and am sending it to you as an
attachment.

Please check the contents and point out any deficiencies.

Thank you in advance.

Mugi
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1 Server maintenance notice
2 Toallemployees
3 Thisis Mugifrom the Information Systems Department.
4 Due toserver maintenance, the system will be down on the following dates.
5 Dateandtime: Aug 12 (SAT), 17:00-24:00
6 Theserverwill beinaccessible during the above hours, so please take action in

advance.

Thank you for your cooperation.
Information Systems Department
Mugi
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Telling the other person what you want them to do. The example is an
email sent to multiple people.
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Change in meeting time

To all concerned

(Otsukaresamadesu.) This is Mugi.

The meeting about the new product scheduled for tomorrow at 1pm will be changed
to the following date due to an urgent business trip of Mr. Kobayashi, the Department
Manager.
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5 Dateandtime:Sep3 (MON) Tpm-3pm
Location: Conference room
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Please adjust your schedule accordingly.
If you have any questions, please contact me.
Thank you for your cooperation.
0 Information Systems Department
Mugi
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