基本フォーマット102　社内レクリエーションの案内
From: Kim Sharon
To: Yuri Kawamura 
Subject: Sports Recreation

Dear Yuri Kawamura 
①Our company will sponsor a sports recreation on Saturday, October 10. ②I hope that you will be able to attend. ③We would like you to help us arrange the recreation and will discuss preferences and schedules with you. I believe adventuring the River Tomio in the fall is usually glorious. 

We need to know exactly how many people will be attending the recreation. We hope to make the recreation a great time for the company.
I look forward to seeing you there. 

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 We are planning a sports recreation on Saturday, October 10. ☆☆
② I expect you to attend the recreation. ☆☆
③ Do you mind if you help us arrange the recreation? We will discuss preferences and schedules with you. ★★★
　　　　　　　　　『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
