基本フォーマット101　新入社員の歓迎会
From: Kim Sharon

To: Yuri Kawamura

Subject: Welcome Party
Dear Yuri Kawamura

①We are very happy to announce that Ms. Catherine Watkinson will be joining our department. We are expecting another great year and I believe in her contribution. We’ll give her an overview of our goals.   

②A welcome party will be held for her at Mon Ami French restaurant at 6:00 p.m. on April 2. ③There will be a cover charge of 5,000 yen including your meal and drinks. 

If you have any questions regarding this matter, please send me e-mail by Friday.

Thank you for your cooperation.   

Best Regards, 
Kim Sharon        

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 To our great delight, ★★★★
② There will be a formal welcome party for her at Mon Ami French restaurant at 6:00 p.m. on April 2. ★★★ 
③ A collection of 5,000 yen per person is taken up to pay for your meal and drinks. ★★★
　　　　　　　　　『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
