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How to write an appointment request email
(See page 3 for English instructions)
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How to Write an Appointment Request Email

Contact us for an appointment at:
gakusou@hacc.osaka-u.ac.jp

NOTE: The address is NOT for email counseling.

Your appointment request email should include:
A title, which says “Appointment Request for Student Counseling.”

All the necessary information about yourself. (See below for the list of
things you need to include in your message.)

The list of things you should include in your appointment request email:
Name
Date of birth
Osaka University Personal ID
Student ID
Email address

Three dates and times you are available for an appointment
E.g.: First Choice: Wednesday all day
Second Choice: Tuesday morning
Third Choice: Monday 13:30-15:00

Campus you would like to come for counseling (either Toyonaka, Suita, or
Minoh)

Whether or not you worked with us in the past

Any additional information you would like to include

What to expect after making your appointment request:
We will return your message within a few business days.
We will suggest one or more prospective time slots for your appointment.

Please make sure that you can receive messages from the osaka-u.ac.jp
domain.



[Email Samples]

Sample 1: f The title s “Aooor .
To gakusou(at)hacc.osaka-u.ac.jp e title Is “Appointment refﬁ“e“ or
- - student counseling.
From taro-handai(at)****.osaka-u.ac.jp \
Subject | Appointment request for student counseling
| would like to make an appointment for student counseling.
Name: Taro Handai
Date of birth: 1 February 2002 Make sure that you can receive messages
Osaka University Personal ID: u012345a from the osaka-u.ac.jp domain.
Student ID: 02W22222
Department: Department of xx
Email address: taro-handai(at)****.osaka-u.ac.jp
Possible dates: 1) Wednesday, 2) Tuesday morning, 3) Monday 13:30-15:00
Campus: Toyonaka N
Notes: | would like a session as early as possible.
Make sure your dates and times are
within our business hours at the
L campus of your choice.
Sample 2:
To gakusou(at)hacc.osaka-u.ac.jp 4
From hana(at)****.ne,j You do not have to say what
- - -ne.Jp - made you decide to contact us.
Subject | Appointment request for student counseling \

|

I would like to make an appointment for student counseling.V

Name: Hanako Handai

Date of birth: 23 April 2000

Osaka University Personal ID: u987654b
Student ID: 44544044

Department: Graduate School of XXXX
Email address: hana(at)****.ne.jp

Possible dates: 1) Friday all day, 2) Thursday morning, 3) Wednesday
afternoon

Campus: Suita

Notes: | had counseling sessions a few years ago at Toyonaka Campus.

Please let us know if you worked
with us before.




