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I've drafted your skillto convert bulleted notes into polite,
formal external Japanese business emails structured with
standard business etiquette, subject line formatting, and
proper honorific expressions (Keigo).

Give your new skill a try. Test it with a prompt in the chat

below. If you like the response, click Turn on to use it
across Workspace.

O us t &

fF T 3 2FLOFBEEANL T EETV

+ ~

Geminiin Workspace ICRIRD AS ENTLEBAN BN £ 7. Bl

© YOSHIDUMI Information Inc.

< Draft External Business Email

Drafts formal and polite Japanese business emals for external clients
based on user-provided bullet points. Use when the user needs to
compose external Japanese business correspondence or convert key
points into professional email drafts.
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Overview

CORFILERFATS

A VIZLTH5, Geminiin
Workspace T

@Draft External Business
Email EAALTREW

Convert user-provided bullet points into structured, highly polite, formal Japanese business emas suitable

for external clients, partners, and vendors.

Instructions

1. Extract key details from the user's bullet points, including the recipient, core message, key dates or

items, and any required follow-ups or requests.
2. Structure the email using standard Japanese business email etiquette:

o Subject Line: Create a clear and informative subject line, using brackets for categorization

where appropriate (e.g., [ZE®] . [HE&R]).

o Salutation: Include the client's company name and name followed by # ([Company Name]

[Name] #)

© Opening Greeting: Use a standard formal Japanese business greeting (e.g., L\ Db AZHHEEIC
%#>THD £, [Sender Company]d[Sender Name] T F L ET.).

o Core Message: Convert the bullet points into polite, concise, and structured prose using proper
honorific language (Keigo/Sonkeigo/Kenjougo). Use short paragraphs, numbered lists, or

bracketed sections for readabilty if applicable.

o Closing Courtesy: Append a polite closing sentence (e.g. {255 L < SMULML LI £7.)

o Signature: Include sender contact placeholders.

3. Maintain a warm, courteous, and professional tone throughout the communication.
4. Use soft and polite phrasing for requests or confirmations (e.g. ~U\/72H £ 3 £ 2WTT).

Format
The generated output must follow this format:
144: [Subject Line]

[Recinient Comnan] [Recinient Name1 #
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