Team Global (English)

May 23, 2011

Mr. OOQ, Manager

Sales Department

OO0 co.

OOBId, 12Business Rd.,
Shibuya-ku, Tokyo 150-0021

Japan

Dear Mr.ooo

We are undergraduate students at Kobe City University of Foreign Studies, majoring English.

We are gathering about job information.
Through the lecture at university, we are interested in Marketing.
The other day, thanks for our acquaintance, we had a chance to contact with you.

Besides, if you could, we would like to conduct interview about your job.

Although we are concerning that you are busy, if you have time, please let me know

when you would be a good time for you on June.

We appreciate if you could consider our offer.
We would like to send e-mail another day.

Thank you for your attention.

Sincerely,

WA

Kobe City University of foreign studies
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Team (English)

Scheduling the Informational Interview by E-mail.

Dear: To Whom It May Concern:

Please allow me to introduce myself. I'm Yuhei Ishida, —Fam-a junior student majoring in.

Russian Studies at Kobe City University of Foreign Studies. I obtained your contact

information from the alumni list at the university’s career support center. went-to-the-ecareer

Currently, I am taking “International Business Communication” (formerly known as

Business English)—a class focused on practical and professional business communication

and networking. and-aAs a part of its class assignments, students are required to conduct

an off-campus “informational interview.” The interview is for a freshman like me to refine a

career path, to learn how to break in, and to find out if I have what it takes to succeed.

: it i’ e for e, T

Particularly, I am interested in what-yeu-deyour responsibilities, the kind of decisions that
yvou make, and what your daily office lives like in your company. Fhave-wanted-to-know-about
thejobfor-aleng-I would appreciate if you can havetimeforus-and-kindly look into your

availability over the next few weeks. Thank you in advance for your consideration. I am

looking forward to hearing from you.

Sincerely,

Yuhei Ishida
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E-mail: xxxxxxx@xxxx.com
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Appointment Request

XXX Company
Address...

Dear Mr.XXX:

I am a junior student majoring in International Relations at the Kobe City University of
Foreign Studies. I came to know your address in career support center in my university,
and I have some request for you. Therefore I am writing this letter. From this new
semester, I have taken International Business Communication class. As one sphere of
the class, we have to conduct Informational Interview to do research for business field.
Could I get appointment with you? The reason why I would like to interview you is that
the all member of my group are interested in travel industry.

Please kindly look into your availability over the next few weeks. If you send reply to me
in 3 weeks, I would very much appreciate it. Thank you in advance for your

consideration. I am looking forward to hearing from you.

Sincerely,

Nanatsu Shirasu
Kobe City University of Foreign Studies

International Relations
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Team Kinki (English)

Dear My, ****:

My name is Ryo Toyotomi, a junior student at Kobe City University of Foreign Studies
majoring in English studies. I'm sorry for this sudden contact. At the suggestion of
Mr. Yamada, I am writing this E-mail to you. In a class I am taking currently,
professor gave students assignment to conduct an informational interview outside the
campus in a group. Members of my group (including 5 students) are very interested in
the field of your job and your company’s culture. Mr. Yamada strongly recommended
you as our interviewee. Therefore, I am writing to request an appointment with you to
conduct it. I really understand you are so busy right now. However, if you kindly
accept my request, I would appreciate it so much if you check your schedule in this
month. We are planning to conduct it within 30 minutes. If you have a particular
request on the location, we are prepared to accept it flexibly. I am looking forward to
getting a warm reply from you. Thank you for reading this E-mail with your valuable

time.

Ryo Toyotomi
B.A. Candidate in English Studies (expected in March 2012)
Kobe City University of Foreign Studies

E-mail: xxxXxXxXxx@XXXXXXCP.]p

Tel: 080-0000-0000
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Address:
Subject: Appointment Request

Dear Mr. / Ms. Xxx:

I am (Name), currently an undergraduate student at Kobe City University of Foreign
Studies, majoring in (Subject). I am interested in your job field. The Career Support

Center of my university provided me with your e-mail address.

I am writing to request an appointment with you to interview about your career. At your
convenience, I would like to schedule a minute informational interview with you.
The purpose of the interview is to gather additional information that will better assist

me with my career decisions.

I will contact you by e-mail again on (Date) to see if we can schedule a meeting. Thank
you in advance for considering my request, and I hope we can spend some productive
time together in the near future.

Sincerely,

(Name)
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