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RICENMNMTVWRWEFPHMEBHEAE Y not stateds EEVWTKE W, RELIES. FttITE
BHICADEND B RERFBTEIT TS W,

138W T, 26 DREZLENCREFO—EE, AHAEITOERFOENNTEX U,

Singapore Priya Raman Tanjong Foods Hot deal Customer wants a quote for 3 packing machines (KP-200). Delivery date  Before Nov 14 (HQ Japan HQ Is Nov 14 the date HQ must reply, or the date the quote must reach
from Japan HQ is needed to complete the quote. delivery date) the customer? What delivery timing does the customer want?

Singapore Priya Raman Lim Precision Complaint Spare parts for order #A-1182 are 2 weeks late. Customer is upset and not stated Japan HQ Which parts are late, and is a new delivery date known? Who in
asked for a call with Japan. Japan should join the call, and by when?

Singapore Priya Raman - Internal issue  About 5 hours spent making the monthly pipeline Excel by hand again. ne tated Local

Malaysia Ahmad Fauzi  Seri Plastics Hot deal Interested in upgrading an old line (currently uses our 2015 model). not stated Local Type is provisional (early-stage, budget not confirmed). Competitor
Budget 'maybe Q2 next year'. A competitor visited last week with a lower name and price level? Number of units / model?
price (heard from purchasing).

Malaysia ~ Ahmad Fauzi  Penang Auto Parts Requestto HQ  Customer asked for the Japanese-language manual to be translated into ot stated Japan HQ Which manual / model? Were the other 2 requests from other
English; they cannot read the current one. 3rd such request from a customers?
customer this month.

Vietnam Nguyen Thi Mai Saigon Beverage Hot deal Trial run of KP-150 finished with OK result. Customer wants 10% discount |nof stated Local Who has authority to approve a 10% discount - local manager or
for 2 units. Mai told them she will check with her manager. Japan HQ? Customer's decision date?

Vietnam Nguyen ThiMai  Mekong Packaging (Mr.  Hot deal New lead from a trade show. Catalog sent. not stated Local Type is provisional (new lead, not yet a hot deal). Which product are

Tran) they interested in?
Vietnam Nguyen Thi Mai 2 customers (names not Internal issue  Service engineer schedule conflict on Nov 6: two customers booked the  Nov 6 Local Which customers? Was the conflict resolved (Nov 6 has already
stated) same day. passed)?

Vietnam Nguyen Thi Mai - Requestto HQ  HQ instruction email about the new warranty rule was in Japanese. Mai not stated Japan HQ Which email (date / sender)? Has she already explained the rule to
used a translation tool but is not sure she understood it correctly; asks any customer?
ssomeone to confirm.

Thailand Somchai Wong  Bangkok Snack Co. Hot deal PO received: 2 units KP-200, total THB 4.2M. Export documents needed ~ Nov 20 (export Japan HQ Which export documents exactly? Who at HQ owns this?
from Japan HQ. documents)

AIDERRITIE > FeExcel DEED—EBTY (F—FIdZRE), AHDHMMNEDZTZHRFICL. ADFITAANICHEN D ZERZANRT
WE7,
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148 & DAL BARTOERIZFHRE BBEENORBOHPREHFTH S & BROANICIEENEENEN
nTwagw e, EIZEZRMERTDELSHROZDOMDIHSBNI ETT, 5. MO FEHE

BRICIE OHZXEDHD) EHBDICTANTICIEI0EHZDT, RNUHBBVWHENDDLSICEHE
WTEE U,

el T. BARFEOHRNI—ILZRFBOTHEERICT H5L 5. BEETEAX Ul

FAIFIARIL—IL_Att.docxs (. AHENBARZE TS It ERAIDFIBIL—IL T, BARDHLER
(Flc, FHEDBIEITRSREE®D Do / Don'ty —EZF>TL SV, BICRIDTIERL, &I
—IVICEE - Y—ERDEFHIZ1 DT OMHIFT T LIV, HARRITTEL 2 EEPHADOKRIERR.
BEMARERULSAT IRtIcERI S L) D—BICANTSESE W, S5ICBHRZEZRH .
DIL—=ILICBS UTKICBRBITEDN B NIEEF T IEE L,

O o IciEEIF 148 T REBOEGER L, KHLICHEE I S 10BEORDFRTICED X UL,
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Generative Al Rules: Do/ Don't

Training Session 1 handout | Based on the Japan HQ "Rules for Using Generative Al" (excerpt)

Before you use Al at work, ask yourself 3 questions
< Am | using Microsoft 365 Copilot with my company account? (Rule 1)
« Does my input include personal data, ID numbers, unreleased prices or contract text? (Rule 2)

« Will this go to a customer? Then | check every number, and quotes/discounts need my manager first.
(Rules 3-4)

If any answer is unclear: stop and ask (Rule 5).

Rule 1. Use only the company Al tool for work information

Enter work information only into the Al tool the company has contracted: Microsoft 365 Copilot, signed in
with your company account.

DO DON'T

« Use Microsoft 365 Copilot (company account) to |+ Paste customer lists, quotes, order data or HQ
draft, summarize or translate work content. emails into free chatbots, free translators or

« Treat free translation websites and browser Al personal accounts.

add-ons as "Al tools" too. « Use a personal phone app to "quickly" translate
a customer email.

Example Sales: You want a one-page summary of your customer list for the monthly pipeline report.
Open Microsoft 365 Copilot with your company account and do it there. Do not upload the list to a free Al

winheita Avan Tioet far A clmanaan !
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LHEAEKRICLTWSODIE, 1E607DHEZGEIITSHTY, ZEITRHEIT Z2ANEBDDERZEMICF
ZEHL. BIETZFDOXXEZDIREYEZRLET, By IV avORFIIREBEOERICFOEFEFFZSELS
[C. REBHAARNTWET,

XFEotyvarvg
1 AlDEHEA EBRERE How Al works and how to use it HAICAALTIRWIFRWERO—E
WA safely (RFEBRR)

2 EBROEUAEHERD Writing prompts and checking the BAOxEBTHULERX
EhoHA results

3 HBENOES Hands-on by job role EBEEDFEWHDH

4 HADERPT—Y% Working with company documents  FEDFIEES
> and data

5 I-—Yzvh%EHET Building a simple agent in Copilot EMELIET—Y o &, LSS
%) Studio %

6 HEREREE Showcase and 90-day plan HME#%90H DB ETE
HMEDRIICITS DL, FEITDIALENDEDRIFEDT v Ir—heE, RERDA2~3ENDI0DIFEDHE

WO TY, ZDS5ZAT, F3EEFALDBEMZHROLEICEDETHED XY, REZEZLTEIFIE. KE
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Wyl Copilot StudioTI—Y Y M 2ESHIlCRDB &

#5E T4k > Copilot Studiold. ¥BOHMICEXDEEEEDDTZI—Y1 Y b %, TOTTL%E
ENTIENZY—LTT, BETHHEEITS LEIL, TTTIDREDHBIENBDET,

Microsoftd AXER} (Microsoft Learn TLanguage support)) lc&d &, I—Y Y hNDELSE
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English

Purpose of the training

Participants (sites, roles, number)

Language for lectures, materials,

exercises, Q&A and reviews

Al tools available at each site

Work tasks to use as exercises

Format, number of sessions,

recording

Preferred timing

Deliverables after the training

Please include in your proposal
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« BEES5EE TARAERARKR) OBHRAEFES (SM7E10AKKR)) SM8FE1H30HARK
https://www.mhlw.go.jp/stf/newpage_68794.html

« Microsoft Learn "Language supporti (Copilot Studio. 2026510817 HE#7)

https://learn.microsoft.com/en-us/microsoft-copilot-studio/authoring-language-support

o HHDIREE 1 REDRFOBERIOBE BRFDHRWIL—ILZ. AIY—JL (Claude Code) THIELTc
&R (2026%F 118108 [cH#TXT)

Microsoft 365 Copilot. Copilot Studioldk(EMicrosoft CorporationDEZE T,

WlcoOWT
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