基本フォーマット1　新規取引（引き合い）1－資料請求（カタログ、パンフレット）

From: Yukiko Yamamoto　

To: Mr. Hamilton

Subject: Request for a Catalogue
Dear Mr. Hamilton

We are very interested in the latest mobile you advertised in the last issue of Monthly Journal. ①Would you send us your catalogue and price list ASAP? 
②Please include several mail order forms with retail prices and consumption tax information. ③It would be much appreciated if you could send us any discount information. 

Our address is:

Yukiko Yamamoto 

Sales Department

C & P Company

1-2-3 Aoyama-cho, Shibuya-ku, Tokyo　
Japan 150-5511
We look forward to hearing from you soon. 

Best Regards,

Yukiko Yamamoto

Sales Department
①★★★　②★★★　③★★★★★
〔入れ替え表現〕　相手の地位やその場の状況に応じて使い分けましょう。　
① a. Would you send me your catalogue and price list immediately? ★★★
b. Could you send me your catalogue and price list ASAP? ★★★★★
② Would you please include several mail order forms with retail prices and consumption tax information? ★★★★
③ If you don’t mind, please send me any discount information. ★★★
　　　　　　　　　『外資系の英文ビジネス文書フォーマット』（明日香出版社）より
